April 2009
University of Regina

Travel Authorization Request Form

Forward to Financial Services when complete -  See Regulations
Date:      
   
Name:      

Department or Faculty and Unit:      


Phone:       

Destination:  ​     


Departure Date:      

Return Date:      


Estimated Cost:      

ID #:      


State the purpose of the travel and include appropriate documentation (e.g. program brochures, etc.).  If presenting a paper, please state title.  Provide a brief description of activities and locations.  If travelling on University related business funded by non-university operating funds, this form is still required to provide approval and insurance coverage.  No acronyms please.      
Proposed source of funds (Complete Banner Finance FOAPAL required) or details of third party funding if applicable:      




Have you made appropriate arrangements with your Dean, Director or Administrative Head for the performance of your teaching and/or other significant responsibilities during your absence?
     Yes _ FORMCHECKBOX 
_  No _ FORMCHECKBOX 
_
Have you completed the documents required by the Travel and Fieldwork Safety Policy? (Refer to Page 2)
    





      Yes _ FORMCHECKBOX 
_  No _ FORMCHECKBOX 
_
THIS SECTION FOR STAFF TRAVEL FUND ONLY
Air Fare
$     

Presenting a paper  Yes _ FORMCHECKBOX 
_  No _ FORMCHECKBOX 
_

Registration Fee   
$     


Cash Advance - unusual circumstances only - see Regulations
Advance required  $     
 Amount

Reason advance required:      

Reimbursement Claim will follow.

_____________________________________






Signature of Applicant

Yes _ FORMCHECKBOX 
_  No _ FORMCHECKBOX 
_


This request, the purpose, and the funding have




been considered and approved.




_____________________________________




Signature of Dean, Director or Administrative Head

Forward to Financial Services when complete -  Please review Regulations before signing.
RISK ASSESSMENT
Project Director:         


Contact Phone #:       
Number of Participants:         (Attach names of participants)
Please complete Section 1 and Section 2 – If travel and Fieldwork is deemed High Risk refer to the Travel and Fieldwork Policy and Procedures to evaluate and mitigate the risks associated with this travel and activity.

Section 1
Level of Risk: 

Yes
No
N/A

  FORMCHECKBOX 

 FORMCHECKBOX 

  FORMCHECKBOX 

Does the work only involve low risk activities?  Low Risk Activities – Research and work activities that do not pose higher risks than are commonly found at or near the University of Regina.  Examples include other universities, hospitals, libraries, etc. in areas that are politically stable, do not require mandatory vaccinations and are easily accessible.  

   FORMCHECKBOX 

   FORMCHECKBOX 

  FORMCHECKBOX 

Does the work involve high-risk activities?  Higher Risk Activities** – Research and work activities that pose higher risks than are commonly found at or near the University of Regina.  Examples include research at facilities that engage in high risk laboratory activities, activities which include additional training requirements and the use of personal protective equipment, research at remote field locations, travel to politically unstable areas or where additional immunization and vaccines are required. If yes – Refer to the Travel and Fieldwork Procedures for completion of the Safety Planning Record and the Assumption of Risks, Release of Liability, Waiver of Claims and Indemnity Agreement for students. 

Section 2
Transportation:  
Yes
No
N/A

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Is a 15 passenger van being used?  (If Yes – refer to the Travel and Fieldwork Procedures and complete the 15 Passenger Van Authorization for Use Form) 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Is Public Transportation being utilized for this travel and/or fieldwork?  (If Yes - Risk Assessment form is complete; if No - please answer the following 5 questions)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Do the designated operators of private vehicles hold a valid driver’s licence for the class of vehicle being driven (e.g. car, boat, bus)?  

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Are private vehicles licensed as required?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Are private vehicles road worthy for the conditions under which they will be driven (e.g. no observable or known mechanical defects, tires in good condition at proper inflation, spare tire and jack available)?

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Are the private vehicles equipped with survival gear appropriate to the season, road conditions, and road remoteness (e.g. flashlights, candles, matches, food, water, blankets, shovel, flares)? 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Are arrangements in place to ensure the driver is not fatigued or otherwise impaired when driving?

** For travel and fieldwork deemed ‘High Risk’ faculty, staff and students must refer to and comply with the Travel and Fieldwork Policy and Procedures, including the completion of the Safety Planning Record, located at http://www.uregina.ca/presoff/vpadmin/policymanual/hr/2010570.shtml.

Please contact the Health and Safety Unit at 585- 5487/4776 if you have questions regarding Travel and Fieldwork.
1

