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Western Connecticut State University 
Student Activities Travel  

Planning Packet and Checklist 
For Clubs 

 
The packet below is designed for Student Organization Travel  
and is only possible when the proper deadlines are followed. 

 
Club Information 

 
Student Club:              
 
Name of Conference/Trip Destination:            
 
Date(s) of Travel:        through       
 
Number Traveling (including Advisor):     
 
Student Contact Name:             
 
Phone:     Email:      @connect.wcsu.edu  
 
Advisor Name:       Banner ID #: ______________________ 
 
Office Address:     Email:      @wcsu.edu 
 
Phone:      Cell Phone (for contact during trip):     
 

If policies and procedures are not followed, travel requests will be denied. 
I hereby recognize that if the tasks/items needed for club travel are not completed 
by the deadline noted in this packet on page 13 and the proper documentation is 
not submitted to The Center for Student Involvement by said deadline, the trip will 
NOT occur.  I also recognize that the deadlines noted in this packet are put into 
place for a reason.   I will adhere to them for the sake of those students 
participating in the trip. 
 
Travel Request Worksheet Packet due by         
 
 
               
Student Signature        Date 
 
 
               
Advisor Signature        Date  

 
Meeting Date:  

Forms Submitted:  

For Office Use Only 
Rev. 12/23/16 
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Planning Responsibilities 
CLUB RESPONSIBILITIES  
• Meet with The Center for Student Involvement staff and advisor/chaperone to plan trip at 

least twelve (12) weeks prior to any deadlines needed for travel. (Required) 
• Find hotel, get price quote. 
• Find transportation and get price quotes of airfare/rail/bus. 
• Communicate with any other vendor being used (tickets, conference registration, etc.). 
• Submit all price quotes and trip information the Student Government for funding. 
• Confirm that an advisor/university staff is accompanying the students on the trip as indicated in 

this policy.  
• Confirm advisor/university staff travel plans to be sure that advisor/university staff is traveling with 

the club to destination.  If advisor/university staff’s travel plans are different than the club’s plans, 
please notify The Center for Student Involvement staff as soon as possible. 

• Set trip agenda. 
• Complete the Field Trip Request Worksheet (Day Trips) or the Overnight Travel Request 

Worksheet, with all support materials and submit to The Center for Student Involvement.  
• (Advisors) Sign the Travel Authorization. 
• Provide The Center for Student Involvement with a list of the names and Student ID # as well as 

Student Travel Waiver form of all students who plan on attending with the proper Travel Request 
forms and documentation. 

• Plan and attend a Travel Orientation meeting with advisor traveling on the trip two (2) to three (3) 
weeks before the trip. 

• Call the hotel, bus company, and any other vendors to confirm reservations. 
 
ADVISOR/CHAPERONE RESPONSIBILITIES  
• Meet with The Center for Student Involvement staff and club members to plan trip at least 

twelve (12) weeks prior to any deadlines needed for travel.  (Required) 
• Follow up with students/club to ensure they are making arrangements in a timely manner. 
• Confirm with club of your travel plans to be sure that you are traveling with the club to destination.  

If your travel plans are different than the club’s plans, please notify The Center for Student 
Involvement staff as soon as possible. 

• Sign appropriate travel forms. 
• Make sure you have signed Travel Authorization Form.  
• Provide your contact information to The Center for Student Involvement which will be forwarded 

to University Police for contact purposes during the trip. 
• Notify students if they are not eligible for club travel The Center for Student Involvement will check 

eligibility). 
• Plan and attend the Travel Orientation Meeting with the student club members two (2) to three (3) 

weeks before the trip. 
• Check-in students before they get on the bus; make sure the “right” students are getting on the 

bus (i.e., no one who didn’t complete forms, etc.). 
• Keep a copy of Student Travel Packet forms of all students and Emergency Procedures (Appendix 

v) with you throughout the trip. 
• Obtain all proper receipts throughout the trip. 
• Return the receipts to the travel office as soon as possible in order to receive your reimbursement. 
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Policies and Procedures 
 

PLEASE NOTE: Travel at WCSU is regulated by the WCSU Travel Policies outlined in the 
WCSU Travel Manual which can be found at wcsu.edu/travel. 

 
TYPE OF TRAVEL  
In-State and Out-Of-State (Domestic) 
Different policies and guidelines may apply to the trip based on whether the destination is in-state or 
out-of-state/international. The use of a chartered bus/airfare may be required for long distance trips. In 
addition, out-of-state travel may require longer planning periods, additional approvals, additional 
chaperones, etc.  In order for club funds, university vehicles, or other university resources to be 
used for the trip, an advisor or WCSU faculty/staff member must be present for the trip and the 
Travel Request form and Travel Authorization must be completed.  
 
International 
It is advised that any club planning an international trip add another ten (10) to twelve (12) weeks to 
the already established twelve (12) week travel process.  Before any planning takes place, a meeting 
with The Center for Student Involvement is necessary at least six (6) months prior to any 
deadlines associated with any travel in order to ensure the paperwork is processed in a timely 
manner.  
 

Travel Tips- A fantastic resource to those traveling internationally is the United States Department 
of State’s website travel.state.gov. This website has links to international travel information: 

• Travel warnings and alerts to U.S. citizens 
• Smart Traveler Enrolment Program (passport registration and smart phone apps) 
• Instructions for the passport application and utilization process with forms and renewal 

information as well as passport replacement instructions 
• Information regarding visas 
• Tips for traveling abroad 

 
Health Notes- It is required that the club look at the Center for Disease Control (CDC) website at 
www.cdc.gov/travel for information regarding immunizations and vaccinations that may be required 
before you travel abroad as well as any Traveler Notices regarding any outbreaks in certain 
countries.  Another health resource for is the Travel Medicine Program in the Occupational Health 
Services Department of Danbury Hospital.  Their staff provides vaccinations and consultations to 
both individuals and employees of companies or organizations traveling abroad.  For more 
information, please contact the Coordinator of International Student Services. 
 
When traveling abroad, International Emergency Health Insurance is required for all those traveling.  
This is available through the University at a minimal cost and is an expense covered in part by the 
Student Government Association.  When you travel, you will be supplied with an insurance card 
which you can use in the case of a health emergency.   

 
Travel Paperwork- When traveling abroad, a passport is required.  It is recommended that you 
should have your passport application completed and submitted at least three (3) months prior to 
travel.   It is also recommended that copies of your passport be made and kept in a safe place, 
separate from where you keep your passport.  International students should consult with the 
International Services Office and/or the office of the Assistant Dean of Students when participating 
in club sponsored trips that will take them outside the United States.   
 

http://www.cdc.gov/travel
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PLANNING FOR THE TRIP- EARLIER IS BETTER! 
The club advisor/chaperone and the club representatives working on the trip (ex. Club president, 
committee chair, etc.) must meet with The Center for Student Involvement twelve (12) weeks before 
any deadlines associated with any travel in order to ensure the paperwork is process in a timely 
manner.  
 
PLEASE understand that the process to plan a trip may take up to a MINIMUM of twelve (12) 
weeks. It is very important to plan ahead for a trip that requires an overnight stay or bus travel. When 
planning an international trip, clubs will need to add another ten (10) to twelve (12) weeks to the travel 
process.   
 
PLEASE NOTE: These deadlines/time frames are based on a semester timetable.  These 
deadlines may need to increase if travel planning occurs during winter or summer breaks. 
 
STUDENT ELIGIBILITY  
Students attending the trip must be currently registered matriculated student at Western Connecticut 
State University. Non-students, non-matriculated students and/or non-WCSU faculty/staff may not use 
club/university funds or ride in university vehicles to travel.  Non-students, non-matriculated students 
and non-WCSU faculty/staff may travel with the group as long as the individual pays the full amount of 
travel costs; they are NOT covered under WCSU insurance during the trip.  
 
International students should consult with the International Services Office when participating in club 
sponsored trips that will take them outside the United States.  There are more processes involved to 
insure that the international student has all the proper visas and paperwork to enter the destination 
country and return to the United States. 
 
FINANCING THE TRIP  
Clubs are expected to fund their own travel, or request funds from Student Government Association 
(SGA).  Clubs can use money from their 815/fundraising club account that they have earned through 
fundraising or donations, or charge the individuals traveling. Any funds that are earned or collected 
must be deposited in the club 815/fundraising account before use. In order for club money to be used 
for a trip, Advisors or a designee approved by The Center for Student Involvement must be present at 
the trip.  Please consult with the SGA Vice President of Finance for the budget cycle calendar and 
process.  Club officers should consult with the Student Organization Training (on the 
www.wcsu.edu/studentlife page) for the SGA Budget Request Form instructions. 
  
BEHAVIOR  
Students are expected to conduct themselves as representatives of the university when using university 
funds to travel. Students must sign an Assumption of Risk and Responsibility form before traveling.  
Students traveling need to know that the University’s Code of Conduct follows them wherever they 
travel.  Students that are found violating the Code of Conduct while traveling on a University sponsored 
trip will be subject to the University’s judicial process and may have to repay the University for the 
expense of the trip.  A copy of the Code of Conduct can be found at www.wcsu.edu/stuaffairs and click 
the link to Judicial Affairs on the left side of the screen. 
 
 
 

http://www.wcsu.edu/studentlife
http://www.wcsu.edu/stuaffairs/
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STUDENT TRAVEL FORMS  

Overnight Travel Request Worksheet 
This worksheet contains all the information that is needed for CSI to complete the official Travel 
Authorization (as explained below).  Please remember that the expense totals on this worksheet is 
calculated for the entire group traveling and not the total cost per individual.    
 
Travel Authorization 
The information from the Field Trip Request Worksheet/ Overnight Travel Request Worksheet gets 
transferred onto the Travel Authorization.  This is the official form used to approve the travel requested 
by the club.  Once the Student Organization Fiscal Assistant has completed the Travel Authorization, 
this form will need to be signed by the advisor.  Other signatures needed are the Student Activity Fee 
Manager, the Vice President of Student Affairs, and in the case of international travel, the University 
President. Once this form is completed and fully authorized, purchasing and booking can officially 
begin.  Any booking that occurs prior to the authorization of the form is not guaranteed to be reimbursed 
by the university. 
 
Trip Ticket Request Form (Appendix i) 
The Trip Ticket Request Form is the form used when students are being charged for a trip.  This must 
be filled out and submitted with the Field Trip Request Worksheet/ Overnight Travel Request 
Worksheet. You must use the WCSU Box Office if you are charging students admission/fees in order 
to register for the trip.  These funds will be placed in your fundraising account to help pay for the trip.  
This form is available at www.wcsu.edu/studentlife.  This form must be filled out online and printed. 
NOTE: Before submitting any travel paperwork to the Center for Student Involvement, all trip 
participants must purchase their ticket at the box office.  Once all the participants have 
purchased their tickets for the trip, the club can submit all the paperwork for the trip. 
 
Student Travel Waiver 
All students traveling on a university sponsored trip are required to complete a Student Travel Waiver. 
The waiver contains the following items:  
 -Emergency Contact & Health Information Form (Appendix ii) 
 -Statement of Due Warning, Assumption of Risk and Responsibility Form (Appendix iii) 
 
For club travel, the Student Travel Waiver form needs to be received by The Center for Student 
Involvement NO LATER than two (2) WEEKS prior to the trip. The Center for Student Involvement will 
leave the forms with University Police during the duration of the trip. The advisor also needs to retain a 
copy of these forms to have available in the event of an emergency during the trip (this will be provided 
by the CSI Office.) 
 
If the Box Office is being used for admission, the Box Office will compile a list of all students attending, 
their student ID number, and the completed Student Travel Packet forms.  If the Box Office is not being 
used, the club is responsible for distributing the Student Travel Waiver form to all students that are 
traveling.  This form is available in The Center for Student Involvement or online at 
www.wcsu.edu/studentlife. The club is responsible for making enough copies for all students.  
  

http://www.wcsu.edu/studentlife
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TRANSPORTATION 
 
 Air 
It is recommended that out-of-state or international air travel be arranged through a State of Connecticut 
approved travel agency. It is also required that the individuals travel together on the same flight with 
advisors/chaperones, rather than meeting at the destination.  
 
How Are You Booking Your Air? 
 
  University Books Air 

a. If the University is booking your airline tickets, research your flight and please indicate which 
airport you would like to depart (Bradley, LaGuardia, JFK, White Plains, etc.) and your 
preferred flight.  This can be done by searching flights online.   

b. Pick several flights as your first choice may be sold out at the time the university books your 
airline tickets.  Label each flight with 1st Choice, 2nd Choice, etc.  Print this information out 
and submit it with your Overnight Travel Request Worksheet. 

c. Typically, a service fee is charged per ticket when the university books airline tickets through 
the travel agency used by the University (This cost will vary.  The Center for Student 
Involvement will give the club the service fee amount.).  Please budget accordingly. 

d. Most airlines charge baggage fees of $20-$25 each way.  Please budget accordingly. 
e. When booking airline tickets through the University, it is extremely important that the 

following information is furnished either by the Box Office or the club: 
i. Each student’s full name as it appears on a drivers license, passport or government 

issued ID 
ii. Each student’s date of birth 
iii. Student ID number 
iv. Gender 
 

 Individuals Book Air 
a. If you choose to book your own flight, you may do so and get reimbursed as long as you 

provide the proper receipts showing you purchased the airfare.   Note: You cannot be 
reimbursed until after you return from your trip…plan accordingly.   If you choose to purchase 
your airline ticket, you will not get reimbursed if a Travel Authorization is not approved prior 
to your trip.   

 
b. When booking your airfare, you may be tempted to book an air+hotel+car package.  Please 

refrain from this as the university cannot reimburse you for such packages.  If you have any 
questions about this subject, please contact The Center for Student Involvement. 

 

 How Are Traveling Once You Arrive At Your Destination? 
Often, student groups forget that once one arrives at the destination, there is likely a need to get from 
the airport/train station to the final destination.  Taxis, shuttles and car rentals are permitted.  These 
expenses are reimbursable and the university cannot prepay any of these expenses.  DO NOT 
FORGET TO GET A RECIEPT!!! 
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 Rail/Train 
Several methods of rail travel are available to clubs.  Again, it is also required that the individuals travel 
together on the same train with advisors/chaperones, rather than meeting at the destination.  
  
  University Books Amtrak 
 The University has the capability to pay for Amtrak tickets in advance. 

a. Find the most compatible train that suits your needs.  Look for price, departure point, 
time/schedule and day of the week.  You will need this information in order for the university 
to book the train tickets you need. 

b. If the University is booking your train tickets, please indicate which train station you would 
like to depart and your preferred train departure.  This can be done by searching trains 
online.  Pick several trains as your first pick may be sold out at the time the university books 
your airline ticket.  Print this information out and submit it with your Travel Request Form. 

c. When booking train tickets through the University, it is extremely important that the following 
information is furnished: 

i. Each student’s full name as it appears on a drivers license, passport or 
government issued ID 

ii. Each student’s date of birth 
iii. Student ID number 
iv. Gender 

 
 Individuals Book Amtrak 
The easiest way to purchase tickets is to have an individual(s) pay for the tickets prior to 
departure and submit the receipts after the trip is concluded.  A check is issued to an individual 
(in most cases, the club’s advisor) and it is up to that individual to issue reimbursements to other 
individuals that purchased tickets.   
 
Note: the individual collecting reimbursements must keep a track through a listing of those that 
purchased tickets and the amount owed for reimbursement.   
 

  Metro North 
When traveling by Metro North train, the easiest way to purchase tickets is to have an 
individual(s) pay for  the tickets prior to departure and submit the receipts after the trip is 
concluded.  A check is issued to an individual (in most cases, the club’s advisor) and it is up to 
that individual to issue reimbursements to other individuals that purchased tickets.   
 
Note: the individual collecting reimbursements must keep a track through a listing of those that 
purchased tickets and the amount owed for reimbursement.   
 

  Rental Car/Vehicle 
In general, all rental vehicles should be booked through the current State Contract Vendors (currently 
Enterprise Rental Car). The request must be justified in writing and will be considered if public 
transportation is unavailable or if automobile rental results in a cost savings, which must be 
documented by the traveler and included as part of the justification. Request for automobile rental 
must be made on a Policy Exception Form attached to the Travel Authorization form as noted in the 
WCSU Travel Manual.  
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 Car 
Carpooling/Student driven vehicles: Students may drive personal vehicles to events with prior approval. 
Students are still required to complete a Travel Request Form.  It is recommended that individuals 
caravan if driving themselves.  

-If you wish to be reimbursed for any mileage: 
a. You will need to chart your course using MapQuest (MapQuest is the only online mapping 

service the university accepts for mileage reimbursement) 
b. You will need to provide the declaration page of your auto insurance (not the insurance card) 

in order to be reimbursed for mileage. (This must be on file at the time of travel)   
a. The minimum coverage must be listed and needs to meet the guidelines of; Bodily 

Injury Liability: $50,000/$100,000 and Property Damage: $5,000  
b. Your name must be listed. 
c. Your dates of coverage must be listed. 

c. Gas expenses are not reimbursable.  Only a per mile rate (determined by the Internal 
Revenue Service as outlined in the WCSU Travel Manual) is reimbursable.   

 
 University Vans 
University Vans may only be driven by WCSU faculty/staff who been approved to drive university 
vehicles. University vans are recommended for local travel and may not be approved for travel with 
mileage over 400 miles round trip. Club advisors can reserve the vehicles online through the WCSU 
maintenance request system (Schooldude) website on a first come-first serve basis. Students are not 
permitted to drive any university vehicle.  For more information, please contact Janet Blanchette in 
Environmental & Facilities Services. 
 
 Bus Transportation:  
For large groups or for out-of-state travel you will need to obtain quotes from bus companies to find 
the best price for busses. You may contact the Center for Student Involvement or the Purchasing 
Office for bus company contact information.  The fees for the busses will be reflected on a Purchase 
Order and not the Travel Authorization.  
 -Research prices for bus transportation  
 -Get a copy of the quote.  
 -Fax/Email trip itinerary to bus company to make sure they can accommodate your requests. 
 -Ask if departure time effects cost  
 -Ask about cancellation policies  
 -Ask if multiple locations effect cost  
 -Ask if you are required to pay for a hotel room for the driver  
 -Ask if they require a deposit, and when it is due  
 -Please ask for information regarding the bus company’s cancellation policy.  PLEASE 
 NOTE:  If, for any reason, you must cancel your bus, please do so in a timely manner.  In 
 some instances, there will be a cancelation fee.   
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LODGING  
 
-It is the responsibility of the group to make the hotel reservations.  Most hotels will likely require 
that a club advisor or member use his/her credit card to hold the rooms. Most likely, the card will not be 
charged, but ASK if a deposit will be placed on the card when you make the reservation. 
 
-Room and tax costs are covered by the University.  Any incidental costs associated with the hotel 
stay (room service, movies and other miscellaneous charges) are the responsibility of the individual 
staying in the room.  
 
-It is recommended that males and females not share hotel rooms. Advisors cannot share rooms 
with students without prior approval. Approval will be given when the Travel Request Worksheet and 
supporting documents are reviewed by the administration. Please check with The Center for Student 
Involvement for assistance with other lodging options such as university dorm rooms or student hostels.  
 
-Advisors MUST stay in the same hotel as the students.   
 
-The conference rate listed in the conference information is the rate that is allowed to be 
reimbursed.  If traveling for a conference, conference hotel rate information may be included in the 
conference registration.  Any rate higher than the conference rate cannot be reimbursed.  Therefore, if 
there is a conference rate listed, the group should be staying at the conference location.  If for some 
reason the group needs to stay in an alternate location, they may still only be reimbursed based on the 
conference rate.  For example, if a conference rate is listed at $159.00/night and the group stays at a 
hotel form $175.00/night, the reimbursement will only be for $159.00/night.  It is the responsibility of the 
club to ensure there are obtaining the conference rate.  As well, if there is a conference rate, this is the 
rate that should be used when submitting budgets to SGA.   
 
 Individual Pays for Accommodations 
-If you choose to pay with your credit card for the entire bill, you must get a complete receipt showing 
a balance due of $0 in order to get reimbursed.  This selection is the preferred way of payment for 
lodging.  The individual can receive an advance check approximately three (3) days prior to the trip in 
order to help pay for the lodging.  Note: You cannot be reimbursed until after you return from your 
trip…plan accordingly. 
 
  University Pays for Accommodations 

a. Before making a reservation, ask if the hotel accepts checks: 
1. at CHECK IN.  If they do not accept Checks at CHECK-IN then 
2.  Ask if they will accept a mailed check and when the hotel would need to receive the 

check in order to check in.   
3. If they do not accept Checks at all, Contact the Student Life/Student Activities Office. 

b.  Make the reservation.  A credit card will be needed to secure the reservation.  Most likely, 
the card will not be charged, but ASK if a deposit will be placed on the card when you make 
the reservation. 

c.  If checks are accepted (regardless of when) ask for an INVOICE for the stay.  This needs 
to be IN WRITING.  A confirmation or estimate is not acceptable. 

d.  A W-9 (Appendix v) will be needed in order to cut a check. 
e. If a check is requested and needs to be mailed the Travel Office will notify the 

Advisor/Designee that the check is available to pick up in the Travel Office.  If the check is 
being taken with you on the trip for presentation during check in, the Travel Office will give 
it to the Advisor/Designee prior to the group leaving for the trip. 
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CONFERENCE REGISTRATION 
 
If Registration for a Conference Is Needed For The Trip: 
It is important that conference information showing the dates of the conference and any costs 
associated with the trip, such as registration fee, lodging rates, meals that may be included, etc, be 
included with the Overnight Travel Request Worksheet.  
 
 University Pays for Conference Registration 
-If you wish the university to cut a check for conference registration: 

a. Make a photo copy of the registration form. 
b. A W-9 (Appendix iv) from the organization running the conference will be needed to be 

submitted with the Field Trip Request Worksheet/ Overnight Travel Request Worksheet in 
order to cut a check.  If your club has attended the conference in the past, the W9 may 
already be on file with the University.  Please verify this information with The Center for 
Student Involvement. 

c. The Travel Office will notify you via e-mail when the check is ready.  Pick it up, complete a 
hard copy of the registration, and mail it with the check. 

 
 Individual Pays for Conference Registration 
-If you wish to do the conference registration online with your credit card, you will need to print out the 
receipt showing your name and a $0.00 balance at the end of the registration process.   
Note:  You cannot be reimbursed until after the conference is over…plan accordingly. 
 
OTHER IMPORTANT STEPS 
 
 Charging Students for the Trip 
The box office MUST be used in order to charge any participant for any trips/travel. 
  

a. The Trip Ticket Request form can be submitted before the in order to have the participants 
purchase their trip tickets prior to submitting the Field Trip Request Worksheet/ Overnight 
Travel Request Worksheet and supporting materials. NOTE: Before submitting any travel 
paperwork to the Center for Student Involvement, all trip participants must purchase 
their ticket at the box office.  Once all the participants have purchased their tickets 
for the trip, the club can submit all the paperwork for the trip. 

b. Students will fill out the Travel Waiver when they pay for the trip at the box office. 
c. It is important to note that the University Box Office accepts Cash, Connect Cash and Credit 

Cards and does not accept Checks as a form of payment.  HOWEVER, if participants pay 
via credit card, the club will be assessed for the transaction rate of 4%.  Keep in this 
in mind when deciding on a ticket price for your trip.  We strongly recommend that the 
students put funds on their WCSU ID and use that to pay their admission.  The club will 
NOT be charged the 4% credit card fee.  

d. Be aware, the club will be charged a $0.25/ticket fee. 
e. STUDENTS ARE NOT PURCHASING AIRFARE, TRANSPORTATION TICKETS OR 

DIRECT ADMISSION TICKETS FOR THE EVENT AT THE WCSU BOX OFFICE. 
 
The Box Office will compile a list of all students attending, their student ID number, and the complete 
Student Travel Packet forms.  If the Box office is not being used, pass out Student Travel Packet forms 
to all students attending trip.  These forms are available in The Center for Student Involvement or online 
at www.wcsu.edu/studentlife and the club is responsible for making enough copies for all students.  
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TRAVEL ORIENTATION 

If the trip includes at least one overnight stay, it is required that the club and advisor have a travel 
orientation meeting at least two (2) weeks before the trip with all the participants traveling.  It may also 
be necessary to have more than one of these travel orientation meetings.  This orientation needs to 
include but is not limited to the following: 
 

 Ensuring all students attending trip have completed a Student Travel Packet forms 
 Ensure all students attending the trip have important information such as  

• Meeting/departure time 
• Agenda/itinerary 
• Any personal money needed 
• Contact information for chaperones and the hotel 
• Packing (what to pack or what not to pack) 

 Discuss the code of conduct and the University’s expectation of those traveling. 
 Discuss any issues concerning the destination including  

• Safety and emergency information 
• Lodging 
• Common sense thinking when traveling 

 
 If traveling internationally you will need to cover many more topics such as: 

• Visas, passports and any paperwork associated needed for international travel 
• Cultural Sensitivity/Culture Shock 
• Health Insurance/vaccines 
• Currency 
• Food (what to eat/what to stay away from) 
• Being an American in another country 
• Please consult the websites travel.state.gov and www.cdc.gov/travel as well as the 

Coordinator of International Student Services for assistance when gathering international 
travel information for the Travel Orientation meeting 

 
Examples of the Travel Orientation Agenda template(s) are included in this packet (Appendix vii and 
viii) and are also available for use online at www.wcsu.edu/studentlife.   
 
It is recommended that the trip organizer include other handouts with the Travel Orientation Agenda 
template such as maps (street and transportation maps) and itineraries/schedules (departure, arrival, 
activities, meetings, etc) as well as any other pertinent information.    
 
A copy of the Code of Conduct can be found at www.wcsu.edu/stuaffairs and click the link to Judicial 
Affairs on the left side of the screen. 
  

http://www.cdc.gov/travel
http://www.wcsu.edu/studentlife
http://www.wcsu.edu/stuaffairs/
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WCSU STUDENT ACTIVITY FEE OVERNIGHT TRAVEL REQUEST WORKSHEET 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Student 
Contact 
Name: 

 
Club Affiliation: 

 Phone:  
 
WCSU Email:                                               

 

Advisor 
Name (if 
applicable):  

 Phone: 
 
WCSU Email:  

Advisor Banner ID: 

Itinerary – Travel most always starts from WCSU and end at WCSU 
Travel From:  Depart on (date)  at (time)  

Travel To:  Return on (date)  at (time)  

Purpose of Travel: (Attach Conference Information/Minutes Approving Travel Expenditures/Any Receipts) 
 
 
Number of Students Traveling: 
Are you flying out of Bradley Airport?  Yes  No 
If yes, Parking Permit required from travel office. 
Is the University pre-paying the registration fee?  Yes  No 
If yes, the vendor FEIN is mandatory: FEIN # _________________________ (attach W9 if applicable) 
Is the University pre-paying the hotel fee?                        Yes             No 
If yes, the hotel FEIN is mandatory: FEIN # _________________________ (attach W9 if applicable) 
Is a travel advance being requested?  Yes  No (If YES up to 80% of the unpaid balance can be requested) 

 
Total approved by SGA: $_________________ 
(Located on SGA Budget Sheet) 
 
(Box Office Ticket Sales proceeds go to Fundraising Account) 

Ticket Price (per person): $________________ 

Total from Ticket Sales:    $________________ 

Amount from fundraising $_______________ 

 

Mileage: Insurance declaration page required for reimbursement 

How many miles _________ X   cents a mile  

Total Mileage$_______________ per car 

(Transfer mileage cost to mileage line on right) 

 

           
        

 

Total Cost (Itemize) 
Airfare/Rail fare $  
 
Baggage Fee $  
 
Registration Fee $  
 
Rental Car $  
 
Taxi/Limo $  
 
Parking/Tolls $  
 
Lodging $  
 
Mileage $  
 
Other   $   
 
___________________ $  
 
 Total Cost $___________ 

FUND ACCOUNT AMOUNT 
816 303 $ 
815 303  $ 

Advisor AUP/Dept.  $ 

                                                                    Form Revised 12/2016 
 

Lodging: Please make every effort to obtain lowest cost possible 
(If you are attending a conference, make every attempt to 
stay in the advertised/recommended hotel.) 
# of Nights                                   $ ___________ 
Cost per night                             $ ___________ 
Tax per night                               $ ___________ 
# of Rooms                                     ___________ 
Total Cost $___________ 
  (Transfer lodging cost to lodging line on right) 
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DEADLINES 

PLEASE NOTE: If the items BELOW are not submitted in total, hard copy, by the deadline 
noted, the trip will NOT be able to occur.  The deadlines are put into place for a reason.   Please 
adhere to them for the sake of those students participating in the trip.   
When submitting the items required from the checklist below, keep in mind: 
- Hard copies must be titled based on their checklist item (ex. “Conference Registration Materials”) 
- Flight information should be labeled by, 1st choice, 2nd choice, 3rd choice 
 
Today’s date              
 

Travel Request Worksheet by         to include the following: 

   Minutes from the meeting approving the expenses for the trip *(from 815 & 816)* 

   Completed Overnight Travel Request Worksheet 

   Confirm if the club’s Advisor is receiving funding from other departments/orgs 

  Trip Ticket Request Form 

   Conference information including (but not limited to): 

 - Dates of Conference  

 - Location of Conference 

 - Registration Fee (highlight the appropriate fees) and/or Registration Form 

 - Lodging Rates 

   Invoice for lodging to include all taxes 

   W9 for Hotel 

   Invoice for tickets for event/museum  

   W-9 for conference fees/tickets for event 

    A copy of preferred airlines/trains, airports/train stations and departures for travel  

   agent booking tickets 

   List of names as they appear on an official ID (add birthdates & gender for air travel) 

 

   Student Travel Waiver (Assumption of Risk/Emergency Contact Form) 

   

   MapQuest with mileage 

  Auto insurance declaration page (if being reimbursed for mileage) 

   Copy of rental car confirmation  

           

 
Travel Orientation done on or before           
  

 Club Furnishes  Box Office Furnishes 

 Club Furnishes  Box Office Furnishes 
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Contact Information 
 
 
Dennis Leszko- Director  
The Center for Student Involvement- SC 227 
leszkod@wcsu.edu 
203-837-8214 
 
Cathy Kost- Student Organization Fiscal Assistant   
The Center for Student Involvement- SC 227 
kostc@wcsu.edu 
203-837- 
 
Kim Spinelli- Administrative Assistant 
Travel Office-Fiscal Affairs- UH-206 
spinellik@wcsu.edu 
203-837-8505 
 
Sharon Guck- Coordinator of Substance Abuse Prevention Programs 
CHOICES Office- SC 211 
gucks@wcsu.edu 
203-837-8899 
 
Janet Blanchette- Environmental & Facilities Services 
University Hall 003 
blanchettej@wcsu.edu 
203-837-9309 
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Appendix i 

 
 

This form is available at wcsu.edu/studentlife.  
Please fill out this form online and print it out. 
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Appendix ii

This form is available at wcsu.edu/studentlife.   
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Appendix iii 

 

This form is available at wcsu.edu/studentlife.   



Student Activities Travel Planning Packet and Checklist  Page 20 
 

Appendix iv 
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Appendix v 
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Appendix vi 
 

 

The Role of an Advisor on a Club Sponsored Trip 

 

• Advisors must be available for students that may need assistance during the trip, which 
may include having a cell phone number made available to students and hotel room 
number (in the case of a conference or overnight trip).  

• In the event of an emergency:  

o The students MUST make contact with the Advisor (via information given on the 
Trip Information Card).   

o The Advisor will then contact Campus Police (203-837-9300) and explain the 
emergency situation.  Do not contact the emergency contact listed on the 
Emergency Contact and Health Information Form enclosed in the Advisor’s 
Trip Packet. 

o The Campus Police Officer/Dispatcher will then reference the paperwork for the 
trip completed by each participant (Left at the police department by the Student 
Life/Student Activities Office). Campus Police will contact the Student Affairs 
administrator on duty and have the Student Affairs administrator speak directly to 
you.   

o The advisor will need to be in constant contact with Campus Police or the Student 
Affairs administrator with any updates of the emergency situation.  

• Upon departure, be sure that all students are accounted.  If there are students not 
returning with the group and you must depart (after a reasonable time waiting for the 
students to return to the rendezvous point) please follow the emergency protocols 
established above.  In addition, a note must be taken after which the Advisor must e-mail 
Student Life at the conclusion of the trip.   
 

• In the event a non emergent incident should arise during the trip, please contact me 
immediately via e-mail with exact details concerning the incident upon return to the University.  
Follow up meetings will then be scheduled to discuss the issues. 

 

  

This form is available at wcsu.edu/studentlife.   
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Appendix vii 
 

Western Connecticut State University  
Student Club Pre-Travel Orientation (Domestic Travel) 

 
 Student Club: 
 
 Student Contact Name: 

 Phone: 
 Email:  

 
 Advisor Name: 

 Phone: 
 Email:  
 Contact information for WCSU faculty/staff during trip: 
 

 Name of Conference/Trip Destination:  
 
 Date(s) of Travel:  
 
 Lodging Information: 
 Hotel/Lodging name: 
 Address: 
 Phone: 
 
 Meeting/departure time: 
 
 Agenda/itinerary: 
 
 Safety and emergency information: 
 
 Any personal money needed: 
 
 Packing (what to pack or what not to pack): 
 
 Common sense thinking when traveling: 
 
 The Code of Conduct and the University’s expectation of those traveling including alcohol and other 

drug use policies: 
 
 Other Notes: 

  
  

This form is available at wcsu.edu/studentlife.   
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Appendix viii 
 

Western Connecticut State University  
Student Club Pre-Travel Orientation (International Travel) 

 Student Club: 
 
 Student Contact Name: 

 Phone: 
 Email:  

 
 Advisor Name: 

 Phone: 
 Email:  
 Contact information for WCSU faculty/staff during trip: 
 

 Name of Conference/Trip Destination:  
 
 Date(s) of Travel:  
 
 Lodging Information: 
 Hotel/Lodging name: 
 Address: 
 Phone: 
 
 Meeting/departure time: 

 
 Visas, passports and any paperwork associated needed for international travel 
 
 Agenda/itinerary: 
 
 Safety and emergency information: 

 
 Health Insurance/vaccines 
 
 Any personal money needed/currency: 
 
 Packing (what to pack or what not to pack): 
 
 Common sense thinking when traveling: 

 
 Cultural Sensitivity/Culture Shock 

 
 Food (what to eat/what to stay away from) 

 
 Being an American in another country 
 
 The Code of Conduct and the University’s expectation of those traveling including alcohol and other 

drug use policies 

This form is available at wcsu.edu/studentlife.   


