Trip Cancellation checklist 
Trip:  




 Date:  
_____        Trip Time(s): ______________
Cancelled by:  

        Leaders: _______________  
· Overview of Trip: 
When a trip is cancelled and has already been closed in class make sure you fill out this form as soon as possible. If you need help completing it ask Outdoors Supervisor for assistance. 
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1. Make sure class is closed
· Contact: Adventure Supervisor or Andi  
2. Cancel any/all reservations 
· Inform Mark or Adventure supervisor 

3. Contact leaders

· Call and email

·  CC. Mark and Outdoors supervisor  
4. Contact Participants
· Call and email 
· CC. Mark and Outdoors supervisor  

· Ask if they want a Refund or transfer money to another trip 
5. Write the cancelation on Membership Whiteboard 

· Complete refund request form- can be found at outdoors filing box 

· Drop off form into Membership Supervisor box  
6. Make sure Andi receives form so she can process refund 

7. Post cancellation on website
· Add “cancelled” onto the trips title on the website 
· Remove trip from calendar after a week or so
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