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1. Forms required: 

· UL Students’ Union Transport Booking Form 

· UL Students’ Union Transport Details 

· UL Students’ Union Trip List 

2. Forms are available from: 

· SOAP Centre Reception 

· www.lincolnsu.com/sportsandsocieties 

· sportsandsocieties@lincoln.ac.uk 

3. Complete all sections of the transport booking form apart from the greyed out sections 

4. It is your responsibility to liaise with the coach companies (all contact details of preferred suppliers are on the transport details form), to agree a quote and potential booking, and record this information on the booking form before submitting it 

5. When happy with the quote, please make sure that you have sufficient funds in your account to cover the costs, and record the project code on the form as requested. 

6. All costs will be authorised by the treasurer only. 

7. All transport booking forms must be submitted, with a completed Trip List attached. Please be aware that if this is not actioned the trip will not go ahead 

8. Once all of the above is completed, the forms should be submitted to: 

· SOAP Centre 

9. A Purchase Order will be raised and forwarded onto you and the coach company - only then will this confirm the booking 

10. Clubs - BUCS fixtures: Please make sure you have checked the fixtures list (http://lincolnsu.com/fixtures) before booking transport!  There might be another club attending the same venue as you.  This could help reduce the cost of your transport bookings, by agreeing to split the travel costs.
BOOKING DEADLINES

· 10 days prior to any trip

· BUCS fixtures – midday Friday for fixtures the following Wednesday

 – midday Wednesday for fixtures the following weekend
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