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UT 
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Scope of PolicyScope of Policyyy
Activity or event 

is organized 
and/or sponsored 

by UTSA

Covered 
under student 
travel policy

Occurs more than  
25 miles from UTSA 
campus that houses

travel policy

campus that houses 
the organizing 

department



Scope of PolicyScope of Policyyy
Covered 
by policy

Types of trips

C l t d fi ld t iCourse related field trips

Research trips organized by faculty

C tiCampus recreation programs

Registered student organization trips

Conferences/meetings where students areConferences/meetings where students are 
serving as university representatives
Summer camps/college preparatory programs
when transportation has been arranged by UTSAwhen transportation has been arranged by UTSA



Student Travel AuthorizationStudent Travel Authorization

Prior to departurep

Must obtain 
prior written Must collect Must sendprior written 

approval 
including 

completion of

Must collect 
and properly 

distribute 
necessary

Must send 
notification to 

University 
Police and thecompletion of 

required 
processes

necessary 
information

Police and the 
VPSA Office
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Student 
Travel 

Authorization

List of Student 
Participants, 
Emergency 

Contacts

Release 
and 

Indemnification

Itinerary and 
emergency 
contact 
informationAuthorization 

Request
Contacts 

and 
Activity/Event 

Leaders

Indemnification 
Agreement

information 
taken on trip
for all 
participants



Qualifications for owned, leased or Qualifications for owned, leased or 
rented motor vehiclesrented motor vehicles

Valid and current driver’s license

Be employed with the university

Valid and current driver’s license

Current motor vehicle record check on file

Successful completion of driver training 

Li t d d i hi l t l tListed as a driver on vehicle rental agreement



Use of Personal VehicleUse of Personal Vehicle

Personal 
insurance will 
b i il

University 
assumes no 

ibilit

Organizing 
department 
must notifybe primarily 

responsible for 
any liability that 
may arise from

responsibility 
or liability for 
the use of a 

personal

must notify 
student in 

writing prior to 
departure to 

ti itmay arise from 
such use

personal 
vehicle activity or 

event
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Safe driving practices
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Sh t tShort-term 
insurance 
coverage

Optional

Emergency 
evacuation  

and 
repatriationrepatriation 

provider
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Emergency preparationsEmergency preparations 
and response



Retention of DocumentationRetention of Documentation

Not less           
than 3 years after 

l ti fcompletion of 
travel
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