TEAM TRAVEL SIGNATURE LIST
DATE(S) OF TRAVEL:  FROM___________________________TO__________________________
CLASS ________________________________________________________________________ DESTINATION __________________________________________________________________
INSTRUCTOR___________________________________________________________________
CONTACT NUMBER IN CASE OF EMERGENCY _________________________________________
LODGING INFORMATION _________________________________________________________
LODGING PHONE NUMBER _______________________________________________________
This form must be completed and turned in to the Controller’s Office PRIOR to Team Travel.
· Only NSHE/GBC employees, volunteers* or students are allowed in agency vehicles.

· Only NSHE/GBC employees, student employees or volunteers* are allowed to drive agency vehicles with a valid driver’s license.   (Must show license at the Controller’s Office.)
· Non-NSHE/GBC employees and non-volunteers* are NOT ALLOWED in agency vehicles. 

· *Volunteers must complete a “Volunteer Agreement” (available on the GBC Human Resources website) if they are volunteering more than 3 days or on a recurring basis.  Original must be submitted to Human Resources and a copy must be attached to the Team Travel Signature List.
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