Metropolitan State University of Denver
Student Organization Travel Policy
For students traveling without an advisor
PURPOSE
Metropolitan State University of Denver (MSU Denver) recognizes that students are responsible
adults and that travel can provide students with a valuable learning experience outside the
classroom. Students traveling without an advisor must use the funds from their own student
organization account, otherwise known as an 81 account. Interpretation of this policy will be made by
the Office of Student Activities.

SCOPE
The Student Organization Travel Policy applies to students who are members of a registered MSU
Denver student organization in good standing and who plan to travel domestically without an advisor
or a full-time faculty or staff. This policy is to be followed by student organizations planning to use
their organization funds for any of the following:
• Transportation (airfare, mileage reimbursement, rental vehicle, parking)
• Lodging
• Registration fees
• Off-campus retreats or trainings

PROCESS
The following outlines the process for student organization travel:
1. Designate a Student Trip Leader from the organization.
2. The Student Trip Leader meets with the Student Organization Travel Administrator at least 30
days before travel/retreat.
3. The Student Trip Leader completes the “Student Organizations Travel: Planning & Budget
Form” on RoadrunnerLink.
4. All students traveling complete and sign the “ Student Organizations Travel: Student
Information Form” form on RoadrunnerLink.
5. The Student Trip Leader meets with the Student Organization Travel Administrator to make
arrangements for all travel-related expenses. Travel cannot be paid for until all forms have
been completed.
6. Once travel is completed and within 10 days of returning to campus, the Student Trip Leader
is responsible for submitting any receipts for reimbursement to the Student Organization
Travel Administrator.

ROLES
Student Activities
The Office of Student Activities will verify that the organization is active and has the appropriate
funds in its account.
Organization
Before student organization funds may be used, the student organization proposed travel budget
must be signed by the organization President, Treasurer and Advisor.
Students are expected to maintain the same standards of conduct off campus as they are held to on
campus. Students must adhere to the Student Code of Conduct as specified by the Student Rights and
Responsibilities section of the current MSU Denver Student Handbook (which can be found on the
MSU Denver website). Students must abide by all University fiscal and travel policies. In addition,
individuals using organization funds must abide by all state and federal laws when traveling. Travelers
must be at least 18 years of age and legally competent to sign documents relating to travel.
Per University policy, student organizations cannot use their student organization accounts to
purchase alcohol, marijuana or illegal substances at any time.
If driving a vehicle, the driver must have a valid driver’s license that is appropriate for the
classification of vehicle being driven. Drivers must abide by all state and federal laws and must agree
to operate the vehicle in a safe and sensible manner. All student travelers choosing to ride in a
personal vehicle do so voluntarily and at their own risk. If a personal vehicle is used, insurance and
registration must be current. Please consider the duration of travel and ensure that there are enough
alternate drivers available to avoid possible driver fatigue.
Students traveling during the semester are not automatically excused from classes and assignments.
The student is responsible for making arrangements for missed assignments and for communicating
the reason for the absence with professors.
Student Trip Leader
In place of an advisor, a Student Trip Leader designated by the officers and/or members in the
student organization must act as the liaison for all student organization-sponsored travel. This
individual coordinates logistical matters, meets with the Student Organization Travel Administrator
(Office of Student Activities) and ensures the timely completion of the “Student Organizations
Travel: Planning & Budget Form”. To be more fiscally responsible and ensure the best rates possible,
the Student Trip Leader should attend a pre-trip travel meeting with a Student Organization
Administrator at least 30 days before travel. The Student Trip Leader also coordinates communication
to campus authorities in case of an emergency.

DEFINITIONS
81 account –- A student organization’s fund number.

Campus Events Funding – Campus Events Funding is a available to any registered student organization
for programs and events that enhance the overall quality of student life on campus. Please refer to
the Campus Events Funding Policies and Guidelines in the Student Organization Handbook for more
information.
Non-student – An individual who is not currently enrolled at MSU Denver.
Per diem – Food allowance or payment made for each day.
Registered student organization – Any student organization that is currently registered and is in good
standing with the Office of Student Activities.

POLICY REFERENCES
Student Organizations Travel: Planning & Budget Form
Student Organization Travel Checklist
Student Organizations Travel: Student Information Form

RESOURCES FOR INTERNATIONAL TRAVEL
Student organizations interested in using their organization funds to travel outside of the United
States must follow the procedures outlined in this policy, MSU Denver’s Travel Guide AND the
following:
1. The student organization must have a full-time MSU Denver faculty/staff travel with the group
for the entire trip.
2. Travel must be approved by the Provost/Vice President for Academic & Student Affairs.
3. Travel must contribute to the mission of the student organization.

Travel Safety
• Travel Alerts
• U.S. Department of State
• Students Abroad Web Site

Travel Documents and Other Resources
• U.S. Customs Information for Travelers
• Federal Aviation Administration
• Foreign Exchange Rates

REVIEW
The Office of Student Activities will review this policy when necessary.

