ORU DOMESTIC TRIP AUTHORIZATION FORM

Department: 













Group Sponsor

(Person traveling or person in charge of group): 








Number & type of participants (students, faculty, staff, etc.): 






Dates of Trip:  Departure 



  Return 





Itinerary:  States traveled to or through:  








Purpose of Trip:  












How is the trip being funded and how are funds being managed?  






Who is making arrangements for transportation, lodging and meals?  Give details – including any outside travel agency or another organization involved in the arrangements.

Signature of Requestor:  




  Date:  




Please print name:






Approved by:
Dean

Signature: 





 
Date:  





Provost/Vice President

Signature: 





 
Date:  





Risk Management

Signature:  





 
Date:  






ORU reserves the right to cancel all school sponsored trips at any time without prior notice. In the event a school sponsored trip is cancelled, ORU is not responsible for deposits, pre-payments and/or others costs associated with the travel.  
Insurance is not provided by the University.  Individuals are encourages to purchase trip cancellation insurance as all ORU sponsored trips are subject to cancellation without notice.  
