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OFF-CAMPUS TRAVEL APPROVAL FORM
For College-Sponsored (college planned and/or funded) Off-Campus Activities/Travel

This form must be accompanied with the Trip Planning Form, Off Campus Event Planning Outline, Delegate Contract, Release and Indemnity Agreement, Liability Acknowledgement, and memo. This form must be completed by all persons planning to participate in an off-campus activity or travel e.g. (class-related field trips and student organization events). It must be submitted for approval at least three weeks in advance of the planned activity.
FACULTY/STAFF, RESPONSIBLE FOR EVENT: 

NAME OF CLASS / STUDENT ORGANIZATION:  
PURPOSE OF OFF-CAMPUS ACTIVITY/TRAVEL:
DESCRIBE THE ACTIVITIES IN WHICH STUDENTS WILL PARTICIPATE: 
LOCATION OF EVENT: 

DATE & TIME OF EVENT: 

MODE OF TRANSPORTATION: 

DRIVER(S): 
A complete form must have signatures 1, 2, 3 and 4 for respective event types to be completely approved.  All original documents are to travel with the group. Triplicate copies of all documents are to be turned in with complete packet into the Dean of the College and Dean or Director of Student Activities upon final approval signature.

1. ___________________________________                
_________________________

Signature of Faculty/Staff Activity Sponsor


Date

2. ___________________________________

________________________

Class Field Trip-Division Chair Signature


Date

OR

2. ___________________________________

________________________

Student Organization Trip 




Date

Director of Student Activities and Leadership Programs
AND
3. __________________________________

________________________

Student Organization Trip 




Date

Director of Students




4.__________________________________


________________________

Class Field Trip





Date

Signature of Vice President of Academic

                      Affairs and Dean of the College




OR

4. __________________________________

________________________

Student Organization Trip 




Date

Vice President of Finance and Administration

