Off-Campus Program Itinerary and Contact Information

Use this document to submit your itinerary and contact information when you are traveling with students away from campus.
1. Program Name:
2. Program Leader(s): 
3. Program Dates:
4. Program Location(s):
	5. Contact Information (phone numbers):  
Contact #1:

Contact #2:

Add more contacts as necessary.  If there is an emergency, Campus Safety needs to know how to get in touch with you and other members of your program.

- If international, will you have an American cell phone or an in-country cell phone?




6. On-Location Representative or Organization (if applicable) and Contact Information (address and phone):
7. Travel Details:

Beginning of Trip Departure:

Arrival:

End of Trip Departure: 

Arrival:

Please include flight information (airline, flight numbers, departure and arrival times, airports), driving information (anticipated departure and arrival times) and/or train information (train numbers, departure and arrival times, stations).  
** If you are traveling during your program, please include that information here as well.

8. Complete Itinerary (add more lines to this table as necessary):
	Date(s)
	Location
	Activities
	Lodging

(include address and phone)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


9. Additional Information:
- Will you be checking your Hope email account regularly?

- In what time zone is your program located?  How many hours ahead or behind of Holland, MI will you be?
- If international, please include international phone dialing instructions from the United States.

- Is there any additional information that would be helpful for the College to know?

