Environmental Studies Program

Field Trip Checklist
(This form is to help in planning your field trip; it does not need to be turn
Today’s Date:       ​​​​​​​​​​​​​​​​​​
Name:        
UO ID#:        
Travel Date(s):        



Location:       
Activity Name:         



Related Course:        
Funding for field trip

How is this trip funded?  If you don’t know this answer, you need to see RaDonna.

	     


Transportation  


       Enterprise Rent-A-Car or private vehicle being used?        

       Are all drivers certified and insured?  YES         NO      



Name of certified driver(s) and insurance information: 



Name



      
     Insurance Co./Policy #
	     
	        

	     
	     

	     
	     



1)

2)

3)
Required forms (return all forms to RaDonna)  


        Travel Approval Form (form needed for all travel)
  
        Activity Waiver (for all students)


       Request To Use Private Vehicle and/or Transport Passengers (all persons driving a van or 

 
         vehicle)

       Liability Coverage or Liability and Volunteer Injury Coverage (all volunteers )

      Travel Itinerary (filled out online with Dept. of Public Safety prior to departure)
Personal reimbursement for expenses
       Fill out and return Travel Expense Summary for mileage reimbursement if personal vehicle 

         used. 

       Fill out and return Reimbursement Request form along with original receipts
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