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DESCRIPTION:   
If a college employee is responsible for organizing a field trip, a “Field Trip” form must be completed.

STEPS:

1. Complete the form to include the following information:
a) number of persons (students and instructors)

b) cost centre code to be charged

c) person in charge

d) departing & returning times
e) transportation type (bus/van/air/ferry/rail/private vehicle – Note:  If a vehicle is to be driven by a College student or employee, include driver’s name)
f) accommodation (if applicable)

g) other fees (if applicable)

h) travel advance (if required)

i) to obtain further information regarding insurance coverage or unknown costs, contact the Purchasing Department Supervisor.

2. Form must be signed by the initiator (instructor or lab tech) and Department Chair.

3. Retain copy for file records and submit to Purchasing for processing. 
REFERENCES:

Purchasing Department
ATTACHMENTS:

Field Trip Form – Available from the Print Shop (Rm: 1102 NWC)
