
College of Arts & Letters 
Student Travel – Regardless of Funding 

This applies to every funded or unfunded University-related travel taken by students during 
the academic year, and summer. 

The faculty member needs to have a full list of participants traveling, including their position: 

• Student/Volunteer – non-employee 
• Student – employee 

The faculty member needs to include the full list of participants in the concur request if 
requesting any reimbursement for student allowable expenses. 

To request student travel, each student will need to complete the steps below and submit all 
forms 30 Days Prior to the first day of Travel. 

• Download the Release of Liability Waiver form. Students / Volunteers are complete 
the form and submit it for review and approval at least 30 Days Prior to the first day of 
Travel to the faculty/staff supervisor. All waivers and the full list of participants are to 
be submitted to the Dept, Office for review and approval 30 Days Prior to the first day of 
Travel.  Notice to Students: Release, Hold Harmless and Informed Consent Provisions 

• For anyone driving, New Driver Packet (includes VOA, DAP, and STD 261) – if driven 
before the Student Driver Authorization Forms below and Defensive Driver Training 
(found on CSU Learn), need to be completed. Forms are submitted in Adobe Sign for 
review and approval by Risk Management 30 Days Prior to the first day of Travel. 

o Student/ Volunteer – non-employee 
o Non-Employee Student / Volunteer Driver Authorization Checklist 
o If the Student is not employed by the University, also complete 

the Volunteer Registration Form. Student and Faculty Advisor or Dept. 
Chair completes these forms. 

o Vehicle Operation Authorization (VOA) 
o Driver Authorization Process (DAP) 
o Authorization to use privately owned vehicle (STD261) 
o Emergency Contact Form 
o If a volunteer (non-student or non-student employee) and is driving 

students, a background check may be required by risk management/HR. 
o Student – employee 

o Student Employee Checklist 
o Vehicle Operation Authorization (VOA) 
o Driver Authorization Process (DAP) 
o Authorization to use privately owned vehicle (STD261) 

• There are additional requirements: 
o If UEI or UFSS (or other funding source) funding are involved. 
o If travel is international.  

Failure to comply with these guidelines may result in unauthorized travel and the inability to 
reimburse students and faculty for their expenses. 

https://www.csus.edu/administration-business-affairs/_internal/_documents/aba-pdfs/fieldtripstudentwaiver-1.pdf
https://calstate.policystat.com/policy/13647263/latest/#autoid-neybd
https://na2.documents.adobe.com/account/customComposeJs?workflowid=CBJCHBCAABAAuC4H0N-mEIf6yAZBgBhbqcjeStCEFxTD
https://www.csus.edu/compliance/risk-management/driving-university-business.html
https://www.csus.edu/administration-business-affairs/internal/your-hr/organizational-learning-development/csu-learn.html
https://www.csus.edu/administration-business-affairs/internal/_internal/_forms/checklist_non_empl_student_vol.pdf
https://www.csus.edu/administration-business-affairs/human-resources/employment-services/volunteers.html
https://www.csus.edu/administration-business-affairs/_internal/_documents/aba-pdfs/vehicleuseauthapp1.pdf
https://www.csus.edu/administration-business-affairs/internal/_internal/_forms/dri_aut_pro1.pdf
https://www.documents.dgs.ca.gov/dgs/fmc/pdf/std261.pdf
https://www.csus.edu/administration-business-affairs/human-resources/employment-services/new-employees.html
https://www.csus.edu/administration-business-affairs/internal/_internal/_forms/checklist_fac_staff_stud_emp.pdf
https://www.csus.edu/administration-business-affairs/_internal/_documents/aba-pdfs/vehicleuseauthapp1.pdf
https://www.csus.edu/administration-business-affairs/internal/_internal/_forms/dri_aut_pro1.pdf
https://www.documents.dgs.ca.gov/dgs/fmc/pdf/std261.pdf
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