Travel

Western Oregon University supports travel by students and student organizations for areas that benefit the university or provide opportunities for students to learn and succeed.  The process for traveling, however, can be time-consuming and involve a substantial amount of paperwork.  It is therefore, very important to start early.  

Another important key is to know that WOU does not use 15-passenger vans due to safety and rollover concerns.  All vans may have a maximum of 12 passengers!  Plan accordingly!
Below you will find the step-by-step process to be able to travel at WOU:

Well Before Travel (at least a month before or even at the beginning of the academic year)

· Anyone who might be driving state vehicles should go to Campus Public Safety and have his/her driver’s license checked and cleared for driving.  Forms available through ASWOU Office Coordinator.  These authorizations last for one year.

· If anyone might be driving a 12-passenger van during the year, they must take a SAIF driving course.  This ½ day course covers driving safety and participants receive a SAIF driving card valid for 3 years.  Plan well in advance (beginning of the academic year) because courses are not always offered in a convenient location or on a regular basis.

Travel Process (Land Travel)

1. Get the following forms from ASWOU or on-line through the Student Leadership & Activities webpage:

· Student Travel Request Form

· Pre-Travel Authorization Form – www.wou.edu/wou/forms.html 

· Emergency Contact Form (enough for all travelers)

· Liability Waiver Form (1 per traveler)

2. Are you using a state vehicle?

· If yes, go to step #3

· If no, then go to step #6

3. Contact ASWOU Office Coordinator to reserve state vehicles.  Be sure you know how many, what type and destination.  You will also need the Driver’s License Numbers of those people that will be driving.

4. Are you using any 12-passenger vans?

· Remember, 15-passenger vans do not exist.  Plan for 12 people per van at the most and 10 if you have luggage.

· If no, go to #6

5. Verify all van drivers have SAIF driving cards (including faculty and staff).

6. Turn in the travel request and pre-travel authorization forms to the Vice President for Student Affairs office once completed.  Do so at least five days prior to travel, unless you are requesting a travel advance check and then do so 10 days in advance.
7. Pick up Salem Motor Pool access cards from ASWOU the business day prior to travel (unless other prior arrangements have been made).

8. Before leaving campus area to pick up the vehicles or starting travel, do the following:

· Each traveler should have a completed liability waiver form filled out.  These originals should be kept with an advisor or on campus.

· The Emergency Contact forms should be completed by each traveler.  A copy of them should be made and the originals delivered to Campus Public Safety from 8-5 p.m. Monday-Friday prior to your trip.  The other set of copies should travel with the vehicles, sorted by who is in which vehicle in case of emergency or accident.

9. Pick up the vehicles from Salem Motor Pool – go east on State Street until you find Airport Road, make a right until you hit the motor pool entrance.

10. If you are receiving a Travel Advance, pick up the check the business day before at the Cashier’s Office.

11. TRAVEL!

12. When completed, follow Motor Pool written instructions and return vehicles to Salem Motor Pool area.

13. Return the Motor Pool Access cards to the ASWOU Office Coordinator
14. If anyone needs to be reimbursed for specific travel expenses, or has received a travel advance check for the travel, they should fill out the Post-Travel reimbursement form within a couple of days following the travel.  Return that form to the ASWOU Office Coordinator.

Travel Process (Air Travel)

Get the following forms from ASWOU or on-line through the Student Leadership & Activities webpage:

· Student Travel Request Form

· Pre-Travel Authorization Form

· Emergency Contact Form (enough for all travelers)

· Liability Waiver Form (1 per traveler)

2. Find the lowest fares for the trip on any airline.  Contact Azumano Travel at (800) 334-2929 as the primary contact for air travel.

3. Work with the ASWOU Office Coordinator for more information or to find low rates.  Do NOT buy any tickets until you have received travel authorization signatures, however!

4. Emergency contact lists and liability waivers should be completed.  Contact list copy should be given to Public Safety and the other set should be taken with the travelers.  Liability waivers should be held by an advisor or someone on campus.

5. After all travel, receipts should be turned in to the ASWOU Office Coordinator.

6. If a travel advance was received, the traveler should complete a “Post-Travel” reimbursement form and turn that in to the ASWOU Office Coordinator.

Questions & Answers
· How important is it to plan ahead?

Speaking from experience, it is imperative you plan early with travel.  If you don’t, then you may not be allowed to go on the trip!

· Can we get airline tickets on PriceLine or other discount internet carriers?

If you want to, but it is a big risk since the time required for the travel forms is often greater than what you may hear from the travel clearinghouse.  It is not recommended.

· What if we don’t have a van driver or Campus Public Safety clearance?

If you need these people for your trip and you don’t have anyone, I would ask around for people who are authorized quickly and obtain names and contacts that can go.  This is not a bendable rule and it protects the university and state of Oregon for liability, as well as provides increased safety.

· What if our passengers will be switching around or we cannot ascertain who is in which vehicle for travel?

You do the best you can.  It is a good idea to cut up the emergency contact list into strips with the individual people on them and then put them in a separate envelope for each vehicle.  That way if people switch vehicles for any reason, the emergency contact names can travel with them.

· What procedures are there for returning vehicles?

It is best to contact Motor Pool and ask them about returning vehicles since there is more than one option depending upon the time of return.

· Does our advisor have to go on every trip?

It is not a requirement for the advisor to travel with the group, but it is recommended.  Note that the Vice President can sign off on travel requests without an advisor present, but s/he reserves the right to say ‘no.’

