
 
 

 

 
 

  
  

 

      
 

  
 
 

  
 

 

   

  

  

  

  

  

  

  

  

    
 

   

  

International Travel 
Student organizations traveling outside of the United States are required to complete an 
International Travel Package as listed below. Required forms and documentation will need to 
be reviewed and approved by the appropriate departments and staff. All travelers are also 
required to complete and have approved travel forms and purchase risk management 
insurance. This can be a long process and will need to be all completed and turned in to 
Financial Services no later than 3 months prior to departure. 

Effective June 1, 2021, essential travel may be allowed if approved by the Associate VP/Dean of 
students for clubs and organizations or approved by the respective college Dean for IRA groups. 
Next, the form must be approved by VP of Student Affairs for clubs and organizations or 
approved by the Provost/VP for Academic Affairs for IRA groups. ASI Financial Services must 
receive this form (signed and approved) at least 10 business days prior to travel, so please plan 
accordingly. Please note this policy is subject to change and may be revoked at any time in 
relation to state and county guidelines. 

International Travel Packet Checklist: 

1. Authorization to Travel Form (per group) 

2. Release of Liability Form (per traveler) 

3. Authorization for International Travel (one per group) 

4. List of Attendees 

5. Emergency Contact List 

6. Flight and Hotel Information 

7. Risk Management Insurance 

8. Document Confirming Purpose of Trip 

9. Please refer to the University’s policies for travel: Lodging, Meals & Incidentals before 
submitting your travel request paperwork. 

Copy of Advisor’s Authorization to Travel on State Business (if Advisor is traveling) 

148 



 
 

 

 

  

   
    

  
 

  
  

  

  
 

   

    
  

  
    

  

 
  

   
  

 
 

    
  

  
   

 
 

Filling in the International Authorization to Travel Form 

The approval process for the Authorization for International Travel form may take several days 
or even a few weeks. Despite so, the forms and packages need to be completed and fully 
approved and submitted to ASI Financial Services 3 months prior to departure. Several specific 
signatures are needed and cannot be substituted with a Universal Signer so plan accordingly! 

1. The name of the traveling organization and a primary contact information. The email 
provided must be checked daily and often throughout the entirety of the trip. 

2. Provide a purpose for the travel. 

3. Estimate the travel expenses to be incurred and indicate which account(s) the funds will 
be taken out from. 

4. The location where the organization is traveling to. The more specific, the better. 

5. Check each of the three links provided and indicate if the country/region that your 
group is traveling to is listed on any of the high-risk countries lists. 

6. Provide detailed information about the organization’s flight and lodging 
accommodations. Please refer to the University’s policies for travel: Lodging, Meals & 
Incidentals before submitting your travel request paperwork. 

7. The name and signature of the student requesting the authorization and the name and 
signature of an advisor. A Universal Signature cannot be used and will not be accepted. 

8. Submit the filled in Authorization for International Travel form to Financial Services to 
be reviewed. Once the form has been reviewed and approved, the organization will be 
contacted to pick up the signed form. Then the form is to be submitted to the Associate 
Vice President for further review and approval. 

9. Student travelers are required to have approval and purchase of insurance by Risk 
Management. 

For more information visit the Cal Poly Pomona website under University Risk 
Management https://www.cpp.edu/~rms/risk-insurance/insurance/index.shtml 

10. Provide a list of emergency contacts for each traveler. Include a telephone number and 
email that the contact can be reached at. 
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This part of the packet is 
completed by University 
and ASI Staff. 



 
 

 

 

 

    

     

     

   

  

Approval Process: 

1. Review by ASI Executive Director – Account Status in ASI Financial Services 

2. Review by Associate Vice President/Dean of Students – Registration/Good Standing 

3. Review by Vice President/Student Affairs – Registration/Good Standing 

4. Required Approval and Purchase of Insurance by Risk Management 
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