TEAM OR CLUB TRAVEL – WITHOUT GBC EMPLOYEE 
1. Club officer or team leader is to complete Team Travel Signature List prior to the trip start date.  Attach a copy of the club minutes approving the trip, persons attending and what will be reimbursed.
2. Students are to complete Class Waiver, Release & Indemnification Agreement with pertinent class/trip information prior to the trip start date.  (Student digital signatures are accepted if they are off site and e-mail the Agreement.)
3. The Team Travel Signature List and Class Waiver, Release & Indemnification Agreements are to be forwarded to the Controller’s Office prior to the trip.

4. DPOs can be used for conference registration fees if the vendor accepts them.  Copies of the registration forms are to be attached.  If the vendor requires payment prior to the conference, mark the DPO as a Request for Check and submit the Original and Yellow DPO copies with the registration forms to the Controller’s Office for processing.
5. There are no travel advances.

6. For auditing purposes, all receipts are required.  Please emphasize this to your students.  
7. If students use their own vehicles, mileage reimbursement is at the discretion of the club based upon GBC travel policy guidelines.
8. Each student completes the Non-Agency Travel Claim form and attaches all of their receipts and submits it to the appropriate department for account approval within 10 days of completion of the trip.  The meals and lodging are based on the receipts and are not to exceed the Federal GSA per diem rates.  
9. The department forwards all of the individual the Non-Agency Travel Claim forms with receipts (and Federal GSA per diem rates if travel was out-of-state) to the Controller’s Office for processing.
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