0ff campus events are any event, service project, fundraiser, or trip scheduled outside the
University.

Requests for all off campus events should he made by creating an event through the
organization's SBEngaged page at least 2 weeks in advance of the date of the event.

Provide all information ahout the trip including Headcount, Location, Overnight
Accomodations, Method of Transportation, Roster, etc... on SBEngaged.

|f someone on the trip is driving, correct documentation must be provided through the
Driver Eligibility form. Once approved, a Program Advisor may request to meet with the
group to go over logistics of the event.
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