Student Trip Application
Student trips for which the University provides transportation, and all student trips to areas outside of the United States must be approved by the appropriate administrative office (Office of the Provost for academics and Chapel travel; Athletics Director for athletic and club sports travel; Union Director for student organization travel) using this form.  Completed forms must be submitted at least 3 weeks prior to departure for domestic trips, and at least 2 months prior to departure for trips to areas outside of the United States.
	Sponsoring Department/Organization:
	
	
	Faculty/Staff advisor:
	

	Course Number/Name (if applicable):
	


	Check one:
	Semester Authorization
	
	or
	One-Time Trip
	
	

	
	
	
	
	Destination:
	

	
	Attach detailed travel schedule.
	
	Departure Date:
	

	
	
	
	
	Return Date:
	

	
	
	
	
	Attach detailed itinerary and roster.


	For travel outside of the United States, check the US State Department current travel warnings website (http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html).  Is there a travel warning for this destination?
	Yes
	
	

	
	No
	
	


	Educational purpose:
	


	Mode(s) of transportation:
	


Reminder: 15-passenger vans may be used for local trips within Porter County only and require approval from the Vice President for Administration and Finance.  Students may not drive 15-passenger vans.
	Faculty/Staff driver(s):
	


Reminder: To be eligible to transport students, faculty and staff must be authorized through a one-time driver’s license check.  Faculty and staff must present their driver’s license to VUPD at least three (3) weeks prior to their initial trip on behalf of the University.  
	Phone number(s) where you can be reached during the trip:
	


	Student driver(s):
	


Reminder:  University policy permits the use of student drivers for University-related travel and student trips with proper authorization.  Students must initiate a driver’s license check and driver safety training three (3) weeks prior to the trip and submit a Student Driver Authorization Application to the Office of the Provost for academic or Chapel trips, to the Director of Athletics for athletic trips, or to the Union Director for co-curricular or student organization trips.  If a trip requires more than one student driver, each driver is required to apply for authorization.

	
	
	

	Faculty/Staff advisor signature
	
	Date

	By signing this form, you indicate that you understand and adhere to the current University Travel Policy as shown at http://www.intra.valpo.edu/depts/prov/prov/policy/travel.html.


Trip Approval:  This approval is revoked if all drivers are not approved by VUPD prior to departure, including driver’s license checks and student driver safety training.  Trips are approved on the basis of some or all of the following factors: distance, travel time, destination, nature of trip, advisor presence, and completion of appropriate forms.
	
	
	

	Authorizing signature
	
	Date
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