Student Organization Travel Approval Process
Occasionally, student organizations will travel off-campus locations to participate in activities within the scope and duties of organization’s mission.  Traveling as a group can be fun but taking a trip to another city, state or country involves careful planning and inherit risks. To insure each trip is safe and successful, Center for Student Involvement has established a Student Organization Approval Process to guide student organizations who wish to request permission to travel in an official capacity..  
Student
 Organizations may obtain approval to travel as a group by completing the following steps.
Step 1: The student organization must receive approval of the trip.
1. The organization should schedule a meeting with the group’s advisor to discuss the purpose of the trip and travel arrangements.
2. The organization must complete the Student Organization Travel Approval Form and submit the form to
  Permission to travel will not be considered unless the form is completed and signed by the required parties.
Step 2: The student organization must receive approval of each member of organization     traveling with group.
1. If the organization receives approval of the Step 1, the group can proceed to Step 2 by submitting a list of members traveling on the trip (See Membership List Form) The Membership List Form must include four forms that must be completed and signed by each member of the group. No student will be allowed to travel unless the student completes this process.   Each student must submit:
· Waiver of Liability* (WoL)

· Medical Release Forms* (MRF)

· Emergency Contact Forms* (ECF)

· Behavior Agreement* (BA)
2. The Student Driving Personal Vehicle (PV) form is only required if a student is providing their own transportation. 

3. The Center for Student Involve must receive the list and all four forms ____ weeks before the first day of the trip.  If a student has not completed and signed the any of the four forms, the member will not be allowed to travel.
Please remember to consult with your advisor to see if multiple copies of other forms are needed and the deadline to return all paperwork.  There are also additional forms/paperwork that must be submitted for international travel.
For additional information regarding student organization travel please review the Student Organization Handbook.  The handbook may also be found on-line at:

http://www.norris.northwestern.edu/csi/operations/contracts/ 

	Student Organization Travel Approval Form

	Group Name:


	Name of the Trip

	Contacts Information

	Student Contact # 1


	Email
	Phone Number

	Student  Contact 2


	Email
	Phone Number

	Advisor’s Name


	Email
	Office Phone



	
	
	Cell Phone

	Purpose of the Trip

	

	Travel Information

	Travel Destination

	City


	State
	Country

	Dates of Travel

	Date Leaving


	Time
	Location

	Date Returning


	Time
	Location

	Lodging Information

	Name of Hotel/Lodging
	Address

	Phone

	Transportation

	Air
	Departure City/Airline/Flight #


	Return City/Airline/Flight #


	Travel Arrangement Made By

	Auto/Van


	Personal Vehicle/Motor Pool

	Motor Pool Reservation #
All Drivers Must Be Certified

And Listed on Form
	Personal: Owner’s Name
All Drivers Must Be Listed on Form

	Bus


	Company

	Contact Information
	 Certificate of Insurance on File
Date Received:                      

	Travel Budget

	Expense
	Cost
	Paid by Group
	Paid By Members

	Transportation
	
	
	

	Gas/Airport Transportation
	
	
	

	Lodging
	
	
	

	Meals
	
	
	

	Supplies
	
	
	

	Miscellaneous (Tolls/Parking)
	
	
	

	Emergency Plans for Funds



	Travel Itinerary

	Date
	Location
	Lodging

	
	
	

	
	
	

	
	
	

	
	
	

	Contracted Organization/Agency Information

	Organization/Agency


	Address
	Phone Number

	Name of  Contact 

	Email
	Fax Number

	

	Notes:



	

	My group has met with my advisor to discuss this trip.   □ Yes     □  No    
Contract(s) Completed: □ Yes     □  No    


	

	By signing this the Travel



	Student In Charge of Travel


	

	President of the Organization


	

	Advisor’s Signature


	


	Date Submitted

	Date Approved


�May define student 


�Who?  Who will approve the trips





