
College of Arts and Architecture

Group Travel and Field Trips 

Deadlines for Approval

Academic Field Trips/Group Travel within the United States (Domestic) 

Includes:  Class Field Trips, Group Trips, musical ensemble travel, site visits, professional site visits, and museum trips.  College Guidelines for Academic Field Trips and the College Academic Field Trip CHECKLIST are available from the Financial Office website at: https://artsandarchitecture.psu.edu/facstaff/finance/academic-field-trip-links
Academic Field Trips - CHECKLIST 

· Submit to Kathy Kensinger (FO) after Department Head approval and endorsement 
· She will review and approve as College Financial Officer

· If total cost of trip is $500 or less, departments should fund the cost.  If the total cost is above $500, the unit may decide to charge the students for the cost of the trip. (Executive Council 1/6/2006) 

· FO approval is required before any fees are charged to students   

· Itinerary required if multiple destinations or overnight stay

· MOU and Code of Conduct required for group travel with an overnight stay

· CHECKLIST is required prior to expenditure of University funds for buses, lodging, etc 

Deadline for completed CHECKLIST….…5 days prior to departure date

Questions?  Contact Kathy Kensinger keg3@psu.edu 865-4897 or 

Tracey Spicer tjs20@psu.edu
865-1434
International Group Travel


International Travel is now be managed by Travel Safety Network (TSN). You will need to register your international travel through them by clicking on this link: http://tsn.psu.edu/ or contact them at 814-863-8788.
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