> EASTERN KENTUCKY UNIVERSITY
CAMPUS &\ 2007-2008 SPORT CLUBS
RECREATION TRAVEL REQUEST FORM

This form must be submitted to the Sport Club Office at least 48 hours prior to travel taken by
your club.

Club name:

Name of individual completing form:

Phone: E-mail:

If you will need class excuses, please submit this trip request at least one week prior
to the date that the excuses will be needed.

Class Excuses needed? Yes No Date Needed:

EVENT INFORMATION

Event name:

Type of event:
Location (include city, state, venue, etc):
Date(s) of Event:
Contact Person On-Site: Phone:

Lodging: Phone:

TRAVEL INFORMATION

Departure from Richmond
Date & Time departing Richmond:
Date & Time arriving at destination:
Description of travel route (include map if possible):

Description of scheduled stops (include overnight lodging information while en route):

Return trip to Richmond
Date & Time of departure:
Date & Time of arrival:
Description of travel route (include map if possible):

Description of scheduled stops (include overnight lodging information while en route):

(Continued on other side of page)



Method of Travel (check one):
U EKU Motor Pool O Commercial Rental O Personal Vehicle

O Airline (include carrier and flight info):

O Other:

Vehicle Request: Complete this section if you are planning on utilizing vehicle(s) rented
through either the EKU Motor Pool or a commercial rental company. The Sport Club Staff will
make the reservation for your organization and will contact your club contact with the
verification information.

Type of vehicle(s) needed Number needed
Intermediate Sedan
Full Size Sedan
Mini-Van (7-8 passengers)
Full-size Van (10 passengers)
Cargo Van

Driver Information: Please list the name, e-mail address and phone number of each
individual who will be driving during this trip. Remember, there should be at least two drivers
per vehicle and each driver needs to complete a Travel Insurance Form.

Name Phone E-mail Address

TRAVEL ROSTER

List the names of all individuals who will be traveling with the club on this trip. Please write
legibly and attach additional pages if necessary!




