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California State University

SAN MARCOS
STUDENT DOMESTIC TRAVEL CHECKLIST

[] Traveling within the 50 United States
(If not, S7TOP here and refer to Global Education or to Risk Management & Safety for Foreign
Travel quidance)

Choose Appropriate Travel Category: Academic or Co-Curricular

[] Academic Travel: (Choose either Funded or Non-Funded Travel & Complete Boxes):

[ISponsored

[ ]Funded:
Provost Student Air/Ground Travel Authorization Form [1Yes [ 1N
Student Conduct Agreement []Yes [ 1N
Release, Hold Harmless, Informed Consent/Emergency Contact Form []Yes [ | N
Request for Student Travel Approval/Funding Form [lYes []N
Student Private Auto and Medical Confirmation Statement []Yes [ 1N
Student Travel Expense Claim Form (STD 262) [1Yyes []N

[ INon-Funded:
Provost Student Air/Ground Travel Authorization Form [1 Yes [] No
Student Conduct Agreement [J Yes [] No
Release, Hold Harmless, Informed Consent/Emergency Contact Form [ Yes [] No
Request for Student Travel Approval/Funding Form [JYes [] No
Student Private Auto and Medical Confirmation Statement [J Yes [] No

[ ] Co-Curricular Travel:

[ISponsored — Release, Hold Harmless, Informed Consent and Emergency Contact

[ JFunded:
VP Student Affairs Student Air/Ground Travel Authorization Form [1Yes [] No
Student Conduct Agreement [JYes [] No
Release, Hold Harmless, Informed Consent/Emergency Contact Form []Yes [] No
Request for Student Travel Approval/Funding Form [JYes [] No
Student Private Auto and Medical Confirmation Statement [JYes [] No
Student Travel Expense Claim Form (STD 262) [JYes [] No

[ INon-Funded:
VP Student Affairs Student Air/Ground Travel Authorization Form [JYes [] No

Student Conduct Agreement [JYes [] No
Release, Hold Harmless, Informed Consent/Emergency Contact Form [ Yes [] No
Request for Student Travel Approval/Funding Form [JYes [] No
Student Private Auto and Medical Confirmation Statement [JYes [] No

[] Non-Sponsored/Non-Funded Travel: Not Applicable

Student Domestic Travel Checklist
College/Department retains form for 3 years from last date of travel.
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Form Completion & Record Maintenance:
(Internal process for the completion of forms should be determined by sponsoring department/college)

e Provost - Student Air/Ground Authorization Form
VP Student Affairs - Student Air/Ground Authorization Form (Copy Maintained by
Sponsoring Department/College)

e Student Conduct Agreement — Maintained by Sponsoring Department/College.

e Single Release, Hold Harmless, Informed Consent and Emergency Contact Form —
Maintained by Sponsoring Department/College. Copy to University Police

e Group Release, Hold Harmless, Informed Consent and Emergency Contact Form -
Maintained by Sponsoring Department/College. Copy to University Police

e Student Travel Approval/Funding Form — Copy Maintained by Department/College Original
to Travel when funded.

e Student Private Auto and Medical Confirmation Statement - Maintained by Sponsoring
Department/College.

e Travel Expense Claim Form (STD 262) - Maintained by Sponsoring Department/College.
Original to Travel when funded.

Other Travel Links:

Accounts Payable Travel Desk

Academic Affairs Student Travel

Student Affairs Student Travel

Student Life and Leadership Student Travel
Student Field Placement

Office of University Global Education
CSU International Programs

Athletics Travel

Associated Students, Inc. Travel

Other Helpful Links:

CSU Travel Policy

Executive Order 688 for Delegation of Authority
Executive Order 970 Student Conduct

Executive Order 1041 Student Travel

Coded Memo FS 2009-01

CSUSM Presidents Memo 12/1/08
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http://www.csusm.edu/aa/pages/resources_ops/provost_student_air-ground_authorization_form.pdf
http://www.csusm.edu/studentaffairs/travel/links/vprelease.pdf
http://www.csusm.edu/rms/rm/Student_Conduct_Agreement_071309.doc
http://www.csusm.edu/rms/rm/CSU_Release_HH_Informed_Consent_71309.doc
http://www.csusm.edu/rms/rm/Group_Release_HH_Informed_Consent_72409.doc
http://www.csusm.edu/rms/rm/Student_Travel_Req_for_Approval_Funding_72409.doc
http://www.csusm.edu/rms/rm/Student_Private_Auto_and_Medical_Confirmation_Statement_72409.doc
http://www.csusm.edu/rms/rm/travelexpenseclaimcsusm262.xls
http://www.csusm.edu/travel/
http://www.csusm.edu/aa/
http://www.csusm.edu/studentaffairs/travelfunds.html
http://www.csusm.edu/sll/
http://www.csusm.edu/procurement/procurementservices/sfp.html
http://www.csusm.edu/global/
http://www.calstate.edu/ip/
http://www.csusm.edu/athletics/forms.html
http://www2.csusm.edu/asi/
http://www.calstate.edu/FinancialServices/documents/TRAVEL.pdf
http://www.calstate.edu/eo/EO-688.pdf
http://www.calstate.edu/eo/EO-970.html
http://www.calstate.edu/EO/EO-1041.html
http://www.calstate.edu/FinancialServices/codedmemos/2009/FS2009-01.shtml
http://www.csusm.edu/travel/EO688travelapproval120108.pdf

