

Travel Plan

Leave the following information with ____________ (check-in person) for each out of town trip where you are not returning home that day. 
	From (home): 
	To:

	Date
	

	Estimated time of arrival
	

	Destination with phone number
	

	Travel route:



	Contracting company name
	

	Contracting company phone #
	

	Contracting company contact person
	

	
	

	From 1st destination: 
	To 2nd destination:

	Date
	

	Estimated time of arrival
	

	Destination with phone number
	

	Travel route:



	Contracting company name
	

	Contracting company phone #
	

	Contracting company contact person
	

	From 2nd destination: 
	To (home) destination:

	Date
	

	Estimated time of arrival
	

	Travel route:




· Leave cell/sat phone # (____)_____-______) on at all times 

· Check for messages when in cell phone service range 

· Call and leave message at phone #(____)_____-______) (check in person at top of page) if delayed for any reason

· Call and leave message at (____)_____-______) if travel route changes

· Vehicle information: year______ make_________ model________ color_______ licence plate #_____________

· BC drivers licence # ______________
IN THE EVENT OF LATE CHECK IN:

________________________________________________________________________________________________________________________________

IN THE EVENT OF LATE CHECK IN:

(


Audit


Submission








