CSUSB Adventure Trip Planner Checklist
Trip:  



      Date(s) & Time:  
         

                Trip Planner:  




Leader:  


        
Leader:  




Leader: 




Pre Trip: 

· Trip Details

· Send Trip Itinerary, Food Menu to Mark and Student Supervisor by Monday @ 12:00PM 

· Send Trip Itinerary, Food Menu, Maps (If applicable), leader information/emergency contact and AOCEC to Vilayat, Seam, and Mark, Leaders and AOCEC 48 hours before the trip,
· Send food menu to designated shopper by Wednesday at 12:00PM
· Prepare the Binder

· Participant List
· Manila Folder

· Post Trip Reports

· Trip Evaluations

· Financial Report
· Keys given to the Leaders  
· SRWC hours (Check for modified hours or closings) 

· Building Keys if needed
· Adventure Set (includes Van, Fridge, and TED)

· Vehicle
· Trailer
· Rental (Need Hitch?)

· Send Peer-evaluation to the Leaders

· Briefing (When to Meet)


Date: ______________________ 
Time: ____________________
· Schedule Debrief (same day ant time?)

Date: ______________________
Time: ____________________

· Confirm Reservations 
· Vehicles, camping, rentals, etc.
· Permits / tickets
· Special use, backcountry, etc.
· Pre-Trip Meeting PowerPoint Presentation 
Date: ___________________ 
Time: ____________________

· If applicable. Multi-day trips only
· Google Drive Folder Created


Title Format:
 Quarter_Date_TripName

· Contact Trip Participants 
· See the Call & Email instructions

· Submit to Equipment Staff 

· Group Gear List prepped 

· Personal Gear List prepped 
· Menu and Food Shop



Date: ___________________
Shopper:__________________ 

· Petty cash
Amount: _____________
· Pro-card
Available Credit: ___________
· Gas card

· Satellite phone, GoPro, Chargers
If space available on trips, contact Leaders and offer trip at cost.
Post-Trip Items












​​

· Clean Binders and Manila Folders
· File papers in hanging folders
· Financial Report
· Receipts: Review Leaders names
· Expense Form   



Outcome: ___________________
· Email the Trip Evaluations, the Peer-evaluations, the Expense Form, and the Post Trip Report
· Trip Leaders, Mark, Director and Outdoors Supervisor 
· Email Participants and Leaders

· Include Google Driver Folder

· Include Qualtrics Survey information 
· Inform: Equipment Specialist
· All gear returned – Personal Gear form checked off

· Pertinent feedback to Equipment Specialist

· Upload Pictures on Server 
· Injury/Incident Report Forms - If an incident/incident occurred make a copy and give it to Mark.



· Make any necessary changes to future trips in the Trip Notes/Research Folder[image: image1.png]



