
Field Trips  
Steps to  Rebate Meal Plan  Fu nd s 

There are several units across campus that use the Field Trip pro cess: 

�x Outdoor Education/ORC field trips �± student led trips

�x Academic Department field trips �± primarily the natural scien ces areas Service field tr ips
�±done through the Center For Service and Learning Overseas field trips �± Short in
duration, not block length

�x Athleti cs field trips �± these tend to be away games

Who cannot use the Field Trip procedures: 

�x Students going on personally  organized trips not under the auspices or supervision of a
college affiliated department.

�x Any class intending to use meal plan funds whose duration is three days or less. (these
classes must use the Bon Appetite Pack out option detailed on Bon Appetite�¶s websit e)

There are several ways that Field Trip student meals are paid for.  This tends to vary according to which 
department is taking the trip. 

�$�� Trip leader prepays vendor, or pays for food him or herself  during the trip.
Immediately  after the  trip �± Please submit a Check Requisition For�P���Zith  the  receipt��
and the Fiel d Trip  Sign-Up  Sheet to Karen Tassey in the Con cash advance (requested on a check requisition  form �± link above �± please��

write on your  form that this is a field trip  cash advance) 

1. The trip leader calculates how much is needed and reques ts  the  cash ad vance ten da ys in
fr ont  of  th e tr ip . To do th�L�V��

�x Determi ne how many students are





https://www.coloradocollege.edu/offices/controller/documents/MealGuidelines%20PerDiem.pdf


 

 

Turn this form in to clear the cash advance if  you choose to sign over the cash to the students. 

COLORADO COLLE GE 
STUDE NT  RECEI PT SHE ET 

 

Sample Form for distri buting cash to students in lieu of group meals. Original 
signatures required, please do not submit  photocopies. This form *is* considered 
to be the receipt �± no further receipts required. There is a maximum of $25.00 
per day per st



 

 

Instructor/ Coach Si gn ature:  
Turn th is form in with the original cash advance request or wit h the reimbursement request if the tr ip 
has already  been taken or prepaid.  

FIELD TRIP SIGN-UP SHEET 
Class or Group:       
Professor or Leader:         
Department :        
Departure Days:       
Trip Durati on (Days): ___________________________ __




