OFF CAMPUS DOMESTIC TRAVEL CHECKLIST 

Interested in off campus travel? First consider the answers to the following questions, and then schedule a meeting with the Student Development office. 

· How many students are planning to go? 
· Where are you planning to go? 
· How are you planning to get there? 
· Where are you planning to stay, and what ? 
· How will the trip be funded? How much of your club funding do you plan to spend? 
· Will a chaperone be traveling with you? Is there someone available to serve as a chaperone? 

After meeting with your Student Life Advisor prepare and submit the following documents: 

· The Off Campus Travel Proposal form with all supporting documents 
· CUNY Off Campus Student Travel Approval Form 
· CUNY Off Campus Activity Participation, Waiver and Emergency form from each participating student. 
· Schedule an pre-departure orientation with all attendees




Off Campus Travel Proposal

Name of Organization(s) Sponsoring the Trip: _______________________________________

Primary Contact Person for Event (person from participating organization)

· Full Name: ___________________________________________________
· Club/Organization Name: _______________________________________
· Contact Number: ______________________________________________
· Contact Email: ________________________________________________

Secondary Contact Person for Event (person from participating organization)

· Full Name: ___________________________________________________
· Club/Organization Name: _______________________________________
· Contact Number: ______________________________________________
· Contact Email: ________________________________________________

Chaperone for Event:

· Full Name: ___________________________________________________
· Affiliation: ____________________________________________________
· Contact Number: ______________________________________________
· Contact Email: ________________________________________________
· Are you a CUNY Employee? _____________________________________


Event Name: _______________________________________________________
Date(s): ______________________________________
Location: ____________________________________________
Lodging Address: ___________________________________________________________
Transportation Method: ______________________________________________________
How many students are attending? _____________________

How does this event fit with your organizations mission?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Also include in your proposal:

· A written proposal detailing the trip, including a statement of justification
· [bookmark: _GoBack]A budget breakdown, with cost per student (and funding sources)
· Travel Itinerary
· Event Itinerary
· List of students attending along with their full names, campus, email and cell phone numbers
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