
Club Travel

Vehicle ReservationChild Albany Travel

Hotel ReservationConcur

Travel Itinerary
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Any student traveling or might 
need to be reimbursed should fill 
out the Concur Authorization.

RIN

SARP Approval

RCS ID

Address

Club Fund Number

Program Code (Ask SARP)

SARP Name

Legal Name
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•Vans

•Hotels

• Flights

All trips MUST have SARP approval.
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Vendor: List the Hotel and CAT

Hotel Rooms for What?
How many beds/room?

Non‐smoking?

When will you 
Check in 
and out?

How many 
rooms?

Multiple Nights?



Vehicle Rental
Vendor: Enterprise or National and CAT

Type of Vehicle
Why are they needed?

When will you 
pick up

and drop off?

How many 
vehicles?



Travel Itinerary

If the club is driving, List Drivers

List any Coaches or 
Instructors going.

Who is Traveling, 
Including YOU

Where are you leaving 
from and when? What 
Stops will you make? 
Where and when will 
you arrive? When will 

you return?

Club, Your Name, 
Where are you staying?
Why are you traveling?
Who is the main point 

of contact during 
travel?


