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TRIP PLANNING FORM

Club Name ______________________________ Current Date ________________                                           

Destination ______________________________ Est. RT Mileage _____________
Purpose of Trip ____________________________________________
Departure Date _______________  
_________________________________________________________
Departure Time _______________    
Trip Leader/Coordinator _____________________________________ 
Return Date __________________  
Phone # ______________  Email ______________________________   
Return Time __________________  
Telephone number or method the group may be contacted during trip:_______________________________
Source of Funds: University Club Account ______    Outside Club Account ______   Gifts Account ______   


MODE OF TRAVEL
 FORMCHECKBOX 
 University Vehicle(s) 

This is only a vehicle request, not a confirmation. You will be informed as early as possible regarding the availability of a vehicle(s) for the dates you requested. Clubs are asked not to contact the Motor Pool. All Motor Pool transactions will be handled by the Club Sports Office.


  #   7-Passenger Minivan 

  #   12-Passenger Van
  #   Intermediate Sedan


  #   Full Size Sedan

  #   Cargo Van

  #   ½ Ton Pick-Up

Dates Needed:
Pick-Up Date _________________ Hour _________ 
       

    


Return Date __________________ Hour _________

 FORMCHECKBOX 
 Personal Cars   #   

 FORMCHECKBOX 
 Other (Indicate type) ________________________________________
                         
DRIVERS’ INFORMATION


When using University vehicles:



1.) All drivers must read Regulations Governing Use of University Vehicles and sign under “Agreement for 



Use of University Vehicles” stating that he/she has read and will comply with these regulations.



2.) Drivers of passenger vans must be at least 20 years of age, and they must have completed the National 



Safety Council's Van Course #1 offered through the Motor Pool.


Driver’s Name*
             Age         License Number
              Issuing State
       University ID Number
_______________________   ______
________________   _________________   __________________                                                                                                                                                                                                                                  

_______________________   ______
________________   _________________   __________________

_______________________   ______
________________   _________________   __________________

_______________________   ______
________________   _________________   __________________

* List all drivers- primary driver first. Use the back of this form as necessary.
Have any drivers had driving violations during the past three years?   Yes _____  No _____   

If yes, list the name(s) and explain.  __________________________________________________________________ 


ADDITIONAL ARRANGEMENTS (check all that apply)

 FORMCHECKBOX 
 We are requesting a Travel Advance from the Bursar’s office for this trip. 


(Submit a Travel Advance Request Form to the Club Sports office; Required.)

 FORMCHECKBOX 
 Our Advisor is aware of the above information and our club’s travel plans.

Approved By:
     _______________________________          _______________                                    

                          

Club President

               
       Date


             
    ________________________________         _______________




Club Treasurer

                    Date

OFFICE USE ONLY


Complete		   N/A


□ Waivers 


□ Travel Advance   □


□ Travel Roster       □


□ Use Univ Veh      □





FOR OFFICE USE


Submitted                    Date                 .


Status                                                    .                       .








Note: For air or charter bus travel, a Purchase Request Form must be submitted in advance of purchasing tickets. Please contact the Club Sports office to ensure all guidelines are followed.








