University Sponsored Trips
Faculty, staff, students, and guests participating in University of Saint Francis sponsored trips utilizing transportation services from an outside vendor, i.e. Cougar fans’ bus trip to athletic games, are requested to provide the trip coordinator (USF employee) with all travelers names for the Security Office to have on file in case of an emergency.  (Athletic teams traveling are also requested to provide contact information.)  
Trip coordinators are responsible for obtaining a Certificate of Liability Insurance from the Transportation Company, and for recording the names of all trip participants.  A copy of the Trip Coordination Document is on the following page and posted on the USF intranet under Misc Forms. 

These documents are to be forwarded to the Security Office prior to departure or faxed to the Operations office (399-8168).  
Students participating in University of Saint Francis sponsored activities and trips utilizing vehicles driven by USF personnel, whether personal, USF owned or rented, are requested to provide the trip coordinator with a completed and signed copy of the University of Saint Francis Release and Waiver of Liability, Assumption of Risk, and Indemnity Agreement unless the sponsoring School or Department has a separate release form to distribute.   Participants under the age of 18 are required to have a parent or guardian signature, as well as his/her own signature, on the completed Agreement.  Copies of the Agreements (one for students under 18; one for 18 and older) are posted on the USF intranet under Misc Forms.    
University of Saint Francis

Trip Coordination Document
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Ground Transportation Company (U.S. only)








Certificate of Liability Insurance on file  
 _____YES     

_____NO
Departure Date 
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Use the other side of this form to record additional names if needed.  

Forward a copy of this document and the transportation company’s Certificate of Liability Insurance to the Security Office prior to departure.  
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