

[image: ]CLUB SPORTS TRAVEL REQUEST

Club Name: 		Account Number: 	 	 	 	

Convener Name:
Legal Name: (must be traveling):	 EC ID #:	

NOTE:
· The Club Sports office will not create professor letters for game date or travel.
· Club members are responsible for informing their professors of upcoming game dates that interfere with class.

	Destination:
Multiple Destinations:	Yes	No
Reason for Travel: Regular Season	Tournament	Regionals	Nationals	# of Travelers 	

Destination:				 City	State	School/Tournament
Second Destination (if applicable):	
City	State	School/Tournament
Begin travel date: 		End travel date: 	

	Hotel:
Hotel Name: 	
Hotel Phone: (	) 	Fax #: (	) 	

Confirmation #(s):			 Name res. is made under:	# of rooms: 	
Check in date: 	 Check-out date:	People/room: 	

Hotel Add:	
CITY	STATE	ZIP
STAFF: Reservation made on Directors card? Yes	No

	
Ground Transportation:
Personal Vehicles: Yes	No	Fleet Vehicle: Yes	No	 Rentals: Yes	No
Rental Vehicle Company:	Quantity: 	Type(s) of Vehicles:		 Confirmation #(s):				STAFF: Reservation made? Yes 
Vehicle Pick-up Date: 	Pick-up Time:	Vehicle Drop-off Date:	Drop-off time:	













Additional Trip Information:

Description
(http://earlham.edu/public-safety/fleet-vehicle-information/)
Pre-Trip Estimated Expenses
Hotel
Fleet Van
Visit the Earlham Public
Safety Website to view	Rental Vehicles
Mileage costs for	Gas/Mileage
Fleet Vehicles	Entry Fee Food
Other
Total Estimate Expenses =
 	
 	
 	
 	
 	
 	
 	
 	
Post-Trip
Actual Expenses Rcpt?
$	
$	
$	
$	
$	
$	
$	
$	


Total$	


	Post Trip
	TRAVEL EXPENSES REMINDER

	reviewed by: CS Business Manager
Name: 	 Date: 	 Team: 	
	Hotel, Fleet Vans, Rental Expenses, & Entry Fees can be covered by SOC Club Sports Funds. Earlham Fleet Vehicles have a credit card in them for Gas. Personal Vehicles should be used as a last resort. Gas will not be reimbursed for personal vehicle use. Food will not be covered by SOC Funds.
If your club charges dues, the funding from dues can be used for food.
Questions? Contact Director of Club Sports.



Traveling Club Officer:		Date: 	
Club Sports Office Approval:	 Date: 	

While on your trip:Notes:

-Keep all receipts to verify trip expenses.
-Bring all receipts to the Club Sports Office.
-To avoid penalties, you must complete your travel 5-7 days AFTER your return
-Receipts must be marked paid and note method of payment

Travelers
Conveners Traveling (Legal Names):

	1. 	
	2. 	
	3. 	

	4. 	
	5. 	
	6. 	

	Coaches/Trainers Traveling (Legal Names):
	
	

	7. 	
	8. 	
	9. 	

	10.
	11.
	12. 	

	All Other Club Members Traveling (Legal Names):



	13.
	
	14.
	
	15. 	

	16.
	
	17.
	
	18. 	

	19.
	
	20.
	
	21. 	

	22.
	
	23.
	
	24. 	

	25.
	
	26.
	
	27. 	

	28.
	
	29.
	
	30. 	

	31.
	
	32.
	
	33. 	

	34.
	
	35.
	
	36. 	

	37.
	
	38.
	
	39. 	

	40.
	
	41.
	
	42. 	


When in motor vehicles, including trips to and from the destination, individuals on this trip will be in (check one):
[image: ] One Vehicle	[image: ] Separate Vehicles



Vehicle Information
Vehicle One: [image: ] Rental Car/Van [image: ]Personal Vehicle
Write Corresponding numbers of everyone in this vehicle:


Vehicle Two:[image: ] Rental Car/Van [image: ]Personal Vehicle
Write Corresponding numbers of everyone in this vehicle:


Vehicle Three: [image: ] Rental Car/Van [image: ]Personal Vehicle 
Write Corresponding numbers of everyone in this vehicle:

Vehicle Four: [image: ] Rental Car/Van [image: ] Personal Vehicle
Write Corresponding numbers of everyone in this vehicle:


Driver: 	



Driver: 	



Driver: 	



Driver: 	

Driver Name: 	 Driver’s License Number: 	  Driver’s License State of Issuance: 		 EC ID Number: 	
By signing below, I certify I have automobile insurance coverage that meets the requirements of law in the State of Indiana. I certify that my driving record is satisfactory, meaning I have nothing more serious than a speeding or failure to obey traffic control infraction, no more than one such infraction in the past two years, and no at-fault accidents in the past two years. I also certify the above information is correct, and my license is current. I understand that if an accident occurs while my personal vehicle is driven during an official Earlham College Club Sports trip or activity that my automobile insurance coverage will be the primary coverage. In addition, I certify that to my knowledge my vehicle is in good working condition. I agree to operate any vehicle, personal or otherwise, in a safe, responsible manner in compliance with the law and my actions will not deliberately jeopardize the safety and well-being of others or myself. Finally, I will appropriately and immediately report any accident to both local authorities and the Earlham College Club Sports & Public Safety offices.

Signature: 	Date: 	


Driver Name: 	 Driver’s License Number: 	  Driver’s License State of Issuance: 		 EC ID Number: 	
By signing below, I certify I have automobile insurance coverage that meets the requirements of law in the State of Indiana. I certify that my driving record is satisfactory, meaning I have nothing more serious than a speeding or failure to obey traffic control infraction, no more than one such infraction in the past two years, and no at-fault accidents in the past two years. I also certify the above information is correct, and my license is current. I understand that if an accident occurs while my personal vehicle is driven during an official Earlham College Club Sports trip or activity that my automobile insurance coverage will be the primary coverage. In addition, I certify that to my knowledge my vehicle is in good working condition. I agree to operate any vehicle, personal or otherwise, in a safe, responsible manner in compliance with the law and my actions will not deliberately jeopardize the safety and well-being of others or myself. Finally, I will appropriately and immediately report any accident to both local authorities and the Earlham College Club Sports & Public Safety offices.

Signature: 	Date: 	


Driver Name: 	 Driver’s License Number: 		 Driver’s License State of Issuance: 		 EC ID Number: 	
By signing below, I certify I have automobile insurance coverage that meets the requirements of law in the State of Indiana. I certify that my driving record is satisfactory, meaning I have nothing more serious than a speeding or failure to obey traffic control infraction, no more than one such infraction in the past two years, and no at-fault accidents in the past two years. I also certify the above information is correct, and my license is current. I understand that if an accident occurs while my personal vehicle is driven during an official Earlham College Club Sports trip or activity that my automobile insurance coverage will be the primary coverage. In addition, I certify that to my knowledge my vehicle is in good working condition. I agree to operate any vehicle, personal or otherwise, in a safe, responsible manner in compliance with the law and my actions will not deliberately jeopardize the safety and well-being of others or myself. Finally, I will appropriately and immediately report any accident to both local authorities and the Earlham College Club Sports & Public Safety offices.

Signature: 	Date: 	

Follow this process when planning to travel:
Step 1: Visit the Club Sports office as soon as you have information on the trip and obtain the proper travel forms; time is needed to obtain prepayment for registrations or entry fees. You must fill out a Travel Request Worksheet for all trips, even if there is no cost to the club’s allocated funds account, this includes any trips taken during Earlham College breaks.
Step 2: At least ten days prior to trip, complete the travel request form, including transportation and lodging information. You must also provide the Club sports office a list of travelers before departing, confirm specific vehicle assignments and designate drivers.
Step 3: While traveling keep all itemized receipts pertaining to the trip (gas, lodging, food, entry/registration fees).
Step 4: Upon return, again visit the Club Sports office with money and/or receipts; this must be completed within one week.
[bookmark: Filling_out_the_Travel_Request]Pre-Travel Procedure
Filling out the Travel Request
Step 1: Hotel Information: Hotel name, phone number, fax number, address, confirmation #, name reservation is under, and address must be included on form if staying overnight.
Step 2: Transportation Info: When using Earlham Fleet Vehicles, fill out Travel Request form & work with Director for reservations.
Step 3: Pre-Trip Estimated Expenses: All expenses must be estimated before trip to receive approval. Meet with Director at least two weeks prior to your trip for help in filling out forms. The Director can help if you need help finding hotels, airlines or transportation. Food receipts can be reimbursed after the trip if your club has allocated funds through dues.
Step 4: Traveler Info: One traveling club convener must fill out the travel request form with their name, EC ID #, and a cell phone of a responsible party that can be reached during the trip.
Step 5: Destination Info: Put in destination, # of travelers, including coaches, trainers, etc, traveling, and the dates of the trip. Step 6: Players: Neatly fill in the legal full names of all of the travelers, coaches and managers included, complete vehicle assignments, designate drivers, and complete the driver agreement statements.

Things to keep in mind when traveling
· Clubs must follow the Student Organization Travel Policy.
· A faculty member must accompany students on trips to destinations more than 100 miles away from campus.
· While traveling keep all receipts and make sure that they are itemized because each dollar of Club and organizational money spent must be justified, including car rentals and hotels. Be sure to pick up hotel receipts before departing the hotel.
· Be sure entry fee receipts have amount paid , name of school/organization you paid, date, and name of person legibly printed and their phone number or email.


[bookmark: Things_to_keep_in_mind_when_traveling]Vehicle Reservations
Travel Options:
Option One: Fleet Vehicles- Earlham College has a fleet of College owned vehicles that are available to clubs to rent. Fleet Vehicle reservations should be made at least 2-3 weeks in advance. To reserve a Fleet vehicle:
Step 1: Fill out the Fleet Vehicle Registration Form (Click Here).
Step 2: Turn in the Travel Request Forms to the Club Sports Office.
Step 3: The Club Sports office or Public Safety will contact you if the vans are not available or to confirm the reservation.
Public Safety Fleet Vehicles
· Fleet Vehicles request need to be made at least 2 weeks prior to rental date.
· Any reservation for more than seven people will be assigned a full size, 12 passenger van or two minivans.
· Do not remove any seats or equipment from the vans. Removal of seats may cause personal injury and safety risks to future users. If seats are removed or vans are misused in any way, there will be a minimum $25 charge per seat for replacement.
· Every effort will be made by the fleet manager to coordinate vehicles to best match the size of the group being transported using the philosophy that smaller vehicles are the preference for all travel.
· If it is more economical to do so, the Public Safety fleet manager may require requesters to rent vehicles through Enterprise. This is most likely to happen with high mileage trips of relatively short duration.
· Plan ahead - many of the fleet vehicles are often reserved weeks or months ahead. If a request is submitted and the van or car that you want is not available due to previous reservations it will be suggested to contact Enterprise for rental options.



[bookmark: Post-Travel_Procedure]Option Two: Enterprise Rent-A-Car company has an account with Earlham College. This allows Earlham to access vehicles at discounted rates. Reservations must be made at least 2 weeks in advance. To reserve an Enterprise vehicle:
[bookmark: CSU_Motorpool]Step 1: Determine the specific vehicle types the club wishes to rent.
Step 2: Notify the club sports office with rental requests (i.e. pick up date/time, drop off date/time, number of vehicles needed, types of vehicles needed). Name of person to reserve vehicles under.
Step 3: The Club Sports Office will follow up with you if vehicles are not available.
Step 4: At rental agency for each vehicle all potential drivers must have name on rental agreement.
Travel in Private Vehicles
· Each club member must sign a participation waiver prior to participating in any club related activity. This waiver covers participation in club events, club related travel, and driving personal vehicles on club trips.
· No State liability protection is provided for any personal or other unauthorized use of a vehicle. Thus, even if the vehicle is being used primarily for an authorized purpose, protection does not exist for any deviations from the designated purpose or authorized destination(s). Furthermore, no such protection is afforded when any use of a vehicle involves willful and wanton behavior, such as driving recklessly or under the influence of alcohol or other substances that impair judgment.

[bookmark: Travel_in_Private_Vehicles]Hotel Reservations
Step 1: Contact the Club Sports office and make an appointment with the Director of Club Sports. Come to the meeting prepared with desired hotel contact and location info, number of rooms required and check-in and check-out dates. The director will make the reservation directly on their credit Card.
Step 2: Provide the hotel with:
-- Dates of travel
-- Name of person reserving the rooms
Make all reservations with the following information:
1st	Earlham College (official name of club)
2nd	Name of Traveler listed on Travel Request Worksheet
-- How many rooms and nights
Step 3: Return itemized receipts to the Sport Club Office within 7 business days of returning.

Post-Travel Procedure
· Within 7 business days of your trip, return all itemized receipts to the Director.
· Failure to comply with this may result in denial of supplemental funds for the next year and being placed on probationary status for a period of time determined by the Director of Club Sports.
· Receipts are required to verify expenses, if not returned you will be held liable for all trip expenses.
· Clubs will be penalized if they do not meet with the Director to end the travel.
· Note: The following is a partial list of things that can’t be reimbursed: personal expenses, travel insurance, traffic/parking fines.
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