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OFF CAMPUS TRAVEL PACKET CHECKLIST
	FORMS AND DOCUMENTS
	1.

Faculty 
OR 

Staff
Initials
(Who will be going on the trip with the students) 
	2.

Division Chair 
OR

Director of Student Activities and Leadership Programs 

Initials
	2. 

Director of Students
(student organization trip only)


	3.

College Dean 
OR 

Vice President of Finance and Administration

Initials

	Approval Form Complete?


	
	
	
	

	Supporting Documents Attached?


	
	
	
	

	Event Planning Outline Form Complete?


	
	
	
	

	Supporting Documents Attached?


	
	
	
	

	Delegate Contract Completed?


	
	
	
	

	Release and Indemnity Agreement Completed?


	
	
	
	

	Liability Acknowledgement Completed and copies?

(Only if carpooling)
	
	
	
	

	Copy of Event / Travel Memo Notification attached to packet?


	
	
	
	

	Date When Total Package Was Completed.

	
	
	
	

	Comments?


	
	
	
	


