
Associated Students
Modesto Junior College

 
 
 
 

 
 
 
  
 
 
 
 

Activity Sheet and Back-Up Documentation 
 
 
  

 
 
 

 
Research the 
event, cost, 
date, and 

location of the 
fieldtrip  

Submit a 
proposal and 

budget to your 
club or 

approving body 
for approval 

Complete the 
required 

paperwork 
1. Activity Sheet 
2. Non-      
    Instructional  
    Trip Request 
3. Purchase Order  
    Requests 

Submit  
 

Activity Sheet  
4 weeks in 

advance for all 
events on or off 

campus 

Submit  
 Non-

Instructional 
Trip Request 

 to Sherri Suarez, 
Facilities & 

Events Specialist 

Submit  
ALL 

Purchase Order 
Request at least 3 
weeks in advance 

to Christine 
Serrano in east 

campus ASMJC 
Office 

 
 

Complete a 
Travel 

Agreement 
Form and give 

to your Advisor 
before you leave 

 
 

Field Trip Flowchart

Note: All forms related to trips and conferences can be picked up in the Student Development and Campus Life office
                            Overnight parking on campus requires a Campus Security Office Parking form
                                              For more information call Christine Serrano @ 575-6700


