Second Baptist Trip Request Form

	Group: 



	Purpose of the Trip:


	Trip Destination: 



	Departure Date & Time:                                       
Return Date & Time: 

	Hotel Needed? ___ 

If yes provide address.
If a contract is required, make sure the contract is reviewed and signed by the Trustee Board.



	Is the Church Van Required?  ____
If yes, list pick up time and drop off time.  
Also include list of persons to be picked up with addresses and phone numbers, submit the list to the Van Committee Chairperson.

	Is a commercial Bus required?  ___
If yes provide bus company info.
If yes, make sure the contract is reviewed and signed by the Trustee Board.

	Is funding required by the church? ___ (Submit the Events/Activities Financial Worksheet)
If yes, how much and from what budget (if not sure of exact amount, provide an estimate)?
Is the funding needed before the event or after the event?



	# of adults ______             # of children  _______

	Event Point of Contact: 
(Name and number) 

	Additional Comments:


	Notes:  

1. Drugs, tobacco, and alcohol are not permitted.
2. If children are attending the proper adult supervision is required at all times.
3. Attach list of participants.  Ensure that when necessary, permission slips and medical release forms have been completed before the trip occurs.

4. If applicable, a copy of permission slip/medical release forms must be carried during trip.




POC Signature ___________________________ 


Date _________________
