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READ the entire packet, choose and complete the appropriate forms, and submit to Student Activities a minimum of 21 days prior to the trip.

· Conference Registration

· Submit details of conference/event from the conference website, brochure, or pamphlet, along with completed Conference Registration form detailing the conference name, date, location, cost of registration, list of attendees, and payment information.

· Lodging
· Submit the Lodging form with estimated hotel cost and guest/roommate list.  The hotel booked for the trip must be the conference hotel to qualify for reimbursement.
· Should the conference hotel be unavailable a state contracted hotel closest to the conference/event site will be booked on your behalf.
· Travel

· Air Travel
· Submit Air Travel Setup form and attach a print off of potential flights or ticket schedules.  Documentation to support airfare purchases must include all information required by the Transportation Security Administration.

· Fleet Vehicle (or) Rental Vehicle

· Submit completed Fleet/Rental Vehicle Request 2-4 weeks prior to travel date.  Only authorized drivers will be allowed to drive University fleet vehicles or state procured rental vehicles and there should be a minimum of two (2) authorized drivers per vehicle.  Submit Driver Authorization Forms at the same time as the Fleet/Rental Vehicle Request to ensure that your group will have an adequate number of authorized drivers.
· Charter Bus

· Submit completed Request for Charter Bus Service 4 weeks prior to date of travel.  Quotes will be requested from both Riteway and Lamers, our current state contracted bus vendors.  Please note that multi-day trips may require an itinerary for an exact quote.  The cheapest quote will be accepted and confirmation will be sent to you via email.
· Funding
· If another UW-Parkside organization or University department is funding your travel please submit a copy of the approved Payment Purchase Request (ensure that the co-sponsorship section contains all information and is signed by the funding organization or department.
· Signatures
· If travel is with a recognized student organization, obtain signatures from the Organization Advisor and the Director of Student Activities.

· If travel is with a Greek Organization, obtain signatures from Chapter Advisor and Greek Coordinator.
· Submission & Approval
· Submit the completed travel forms to Student Activities, L104.  When the application is approved an email will be sent to your UW-P email address.

· Completion of the travel/conference forms does NOT guarantee approval for travel.

CHECKLIST – PRIOR TO TRAVEL
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submitted to Student Activities


21 days prior to the trip.
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