ROAD TRIP CHECKLIST

INSTRUCTOR: ____________________________________

COURSE: ___________________________               CIN: _______________________

LOCATION: ____________________________DATES: __________ TO __________

Pre-Trip Checklist

 FORMCHECKBOX 

Submit TAD Request at least 4 weeks from TAD start date.




 FORMCHECKBOX 

Government Credit Card?  Contact Ms. Dotti Webber (545-6298) to activate Government Credit Card two weeks in advance.   To obtain new card, call her four to six weeks in advance.










 FORMCHECKBOX 

Verify flight/hotel/rent-a-car reservations are complete within 1 week of TAD.


 FORMCHECKBOX 

Contact Training Site POC:
a.    Name:__________________________________






b.    DSN:___________________________________

c.    Address for mail certs/page 13’s:

      ________________________________________

      ________________________________________

      ________________________________________

d. Condition of Instructional Media Material (IMM)

___Computers
___Projectors
___NALCOMIS





 FORMCHECKBOX 

Pack instructional material:  

___IG    ___Lab material   ___Tests   ___This TAD pkg.

___(1) Student notebook (make more copies there)

___Notify Ms. Green to add any extra baggage cost on orders




 FORMCHECKBOX 

Check with your system administrators for any computer/software training prior to departure.








 FORMCHECKBOX 

Pick up orders from Ms. Joyce Green one working day prior to departure.        


Trip Checklist

 FORMCHECKBOX 

Fax muster report to Mr. Mitchell start of first class day.




Post-Trip Checklist

  FORMCHECKBOX 

Submit travel claim within five days to Ms. Joyce Green.




 FORMCHECKBOX 

Submit Course Data Sheet with student critiques.





 FORMCHECKBOX 

Submit Trip Report within five working days using template on faso website.
      

 FORMCHECKBOX 

Replaced all documents and return folder.  Use forms located on faso website.   

