Travel Form Instructions

1. Anyone planning a trip must download the “Travel Approval Request” from the college webshare, complete, and submit to the appropriate administrator(s) for approval (Class trips, Student Services trips and International trips require different signatures for approval.)  Please read the form carefully and supply all information requested.  To download the forms, go to www.sunyorange.edu, Faculty/Staff, Webshare, Access Files from Webshare, and scroll down the Index to Travel forms.  
2. All participants must complete a waiver and return to the organizer of the trip two weeks prior to departure.  
Trip organizers should download the appropriate waiver for your trip from the webshare and distribute a copy to all participants.  (Travel “Waiver of Liability – Travel Abroad” or Travel “Waiver of Liability – Local and State”)  
Absolutely no one will be permitted to travel unless they submit a waiver form.  It is the responsibility of the trip organizer to insure that each participant has submitted a waiver.  All waiver forms shall be kept by the department originating the trip.  
For academic trips, the faculty member collecting liability waivers shall, prior to departure, inform the Department Chair in writing that all waivers have been collected.
Further Instructions for International Travel

Please note: International travel requests must be received in the President’s office prior to October 1 of the academic year in which the trip will take place & they must be approved by the President prior to advertisement of the trip.

1.  Anyone signing up for an international trip must be enrolled, minimally, in either the 
department’s 1-credit travel course, or a non-credit course created specifically for the trip by CAPE.  There can be no exceptions.

2. Organizers of international trips must inform participants that it is advisable to 

purchase trip insurance. (See Bullet #10 on the international travel waiver form.)

3. Organizers of international trips must advise the appropriate AVP that they have 
secured permission from the President and that they are ready to register students.  Once received, the appropriate AVP will contact Registration regarding suspension of the tech fee for all trip participants.  

