
 Transportation Request Form

Instructions:

1. Complete this form and submit it to the GSP Office (Mignon Hall 103) at least one week in advance.  We will consider and do what we can to fulfill your request, though we cannot guarantee approval.

2. If your request is approved, a purple copy of this sheet will be given to you in your mailbox to signify approval.

3. Keep careful track of your time and mileage and record this on the Vehicle Utilization Log found on a clipboard in your vehicle.

4. Indicate one week in advance if you will be missing a meal and need boxed lunches.

Day(s) of Week:  M      T      W      Th      F 

Purpose: FA  GS  Other:​​________________
Date of Trip:  ______ / ______

Date Submitted: ________



Estimated Departure Time: ________
Estimated Return Time:
__________

	Name of Classes On Trip
	# of faculty per class
	# of students per class
	Name of Each Instructor on Trip
	Boxed Lunch Meal Option

	
	
	
	
	# Boxed Lunches PER CLASS
	# Vegetarian lunches PER CLASS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Total Number of People:
________________


Estimated Round Trip Distance:  ________________

Admissions Fees (Must be Approved in Advance): _______________________

Destination:  ______________________________________________________________________________________________

Address:

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

Contact Person at Destination (Include Phone Number):  ___________________________________________________________

Trip Objectives (Used for grant applications—please be specific):

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

Possible Resident Advisors Driving:


________________________________

________________________________

________________________________

Total Number of Drivers Needed:
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