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FACULTY FIELD TRIP REQUEST FORM
	Today’s date:                                                     Date of field trip:

Rain date:   Y    or    N                                      If so, date:    

	Destination:



	Time of departure:                                           Time of return to CCS:

	Faculty/trip organizer and point person:


	Course title:


	Estimated number participating of people (including faculty and guests):



	Purpose of trip:



	Mode of Transportation (check one):       FORMCHECKBOX 
 Van           FORMCHECKBOX 
 Ride Share        

If ride share, sign up for drivers and riders must be completed two weeks before departure date. Message board posting should serve as reminder only.

	Additional Budget Request:

Tickets/Admission:

Catering/food:

Other (describe):

Total:



	Other information or requests:



	Submit to Director or President for review. Please allow for two weeks turnaround for response.

	Faculty signature:

	


Attach: A draft outline/agenda for the trip with departure from CCS, exercises/activities, estimated return time to CCS.


NOTES:

· All field trips budgets must be approved in advance.  Allow two weeks for response.

· If budget is approved check request forms must be submitted 1 week prior to trip.

· Many students are employed and must request time off if the field trip is outside the scheduled class hours.  If approved please provide adequate notice to students so they can make arrangements.  Ideally two weeks or more.

· Please submit all trip receipts to the Administrative Assistant.

· Once approved it is faculty’s responsibility to coordinate all aspects of the trip. Administrative Assistant may be able to assist in vehicle rental and other tasks.
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