
OFFICE OF STUDENT ACITIVITIES
Student Organization Travel Checklist

I have viewed travel training session powerpoint and travel policy on Student Activities webpage:  Y / N

Student Organization:  ______________________________________
No. of Students traveling:   _______

Name of traveler(s):_____________________________________________________________

_____________________________________________________________________________

Advisor signature on completed Travel Authorization Form:  Y / N
Travel Date(s):  __________________________________________
Location:  _______________________________________________

I have a copy of completed conference registration form(s) – if applicable:  Y/ N

Transportation:  Air     Personal Vehicle     Rental Car     Charter Bus  (Circle one)

I have contacted All World Travel for airfare quote (222-1220):  $ ________________

I have contacted Enterprise Rental Car (879-0023) for a quote:  $  ________________

I have completed and submitted Driver Application Form to Risk Mgmt Office for car rental:  Y /N

Lodging:  Name of Hotel__________________________________________  PH:______________________
Note you must call for availability at this hotel immediately prior to meeting with Accounting Clerk.  Did you call: Y         Name of Contact Person: __________________________________________________________

Total anticipated travel expenses (registration, transportation, hotel, etc.)  $_________________

Current balance available in student org account:  $______________________

Financial support (in writing) from the following Dept(s):  

_________________________________           $__________________

_________________________________           $__________________

_________________________________           $__________________

_________________________________           $__________________


