
KCEID Business Service Center
Student Travel



Travel Overview & Requirements
for Event Leaders, Faculty Sponsors/ 

Organizers and Student Travelers
• Strongly encourage reviewing prior to traveling:

• UTSA Student Travel Procedures
• EP0502 Campus Security Authority Training (CSA)
• Complete required forms:

• Student Travel: Request for Authorization
• Emergency List of Participants
• Release and Indemnification

• International Travel: Visit the International Oversight Committee 
(IOC) website and calendar dates. 
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https://www.utsa.edu/students/travel.html
https://mytraining.utsa.edu/online/course/search.php?search=campus+security
https://global.utsa.edu/international-travel/restricted-regions.html


Check List for Event Leader, Faculty 
Sponsor or Organizer

• Provide to BSC:
• List of Participants
• Conference Link or website
• Funding Source for 

reimbursement
• Completed forms for each 

participant 
• Banner ID 
• Home Address
• International Oversight 

Committee (IOC) Approval 
Letter

• Deadlines:
• For Domestic Travel:  

Submit paperwork for the  
participants 21 business 
days prior to first day of 
travel 

• For International Travel: 
Submit paperwork 30 
business days prior to first 
day of travel 
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Form Review
Section I:
Faculty Information

Section II:
Trip Information
(BSC completes travel information)

Section III:
Required Information

Section IV:
Certification Signature

Section V:
Administrator Approval Signature
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Form Review
Complete top 
field with 
required 
Information

List all participant/
travelers, with
required 
information

Note: Form must 
include Event 
Leader/Sponsor 
traveling with 
group
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Form Review 
Required 
Information 
(page 1)

Review of 
pages 1-3

Signature and 
Date (page 3)
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Quick Student Travel Reference Guide
A travel authorization is not required when a Student or Faculty travels within Bexar County.

Travel Authorization is required when traveling outside of Bexar County.

UTSA Student-Employees are students who have a current UTSA work assignment and have an active Employee ID.
• Can create a ServiceNow ticket.
• Travel Authorization request must include their department, destination, explanation, estimated amounts, funding 

source(s): Cost Center, Project ID, Travel Award. Attach the award letter to the Service Now ticket.
• Must submit an expense reimbursement upon return within 7 days to disencumber the travel authorization.

What is required for Student Travel?  
The following forms must be submitted 21 business days prior to travel  

• Student Travel: Request for Authorization HOP 5.18  
• List of Student Participants, Emergency Contacts and Activity/Event Leaders
• Release and Indemnification Agreement 
• Review Student Travel link for additional information
• Review Student Travel Procedures Handbook

For international travel, please check Global Initiatives IOC (International Oversight Committee) requirements to ensure your 
travel is not on the restricted listing and for updates to your destination. Travel requests must be submitted at least 30 
business days prior to first day of travel to the BSC and attach the IOC approval letter.

What is recommended and required for Washington DC Travel? 
• Visit the Office of State-Federal Relations site
• Anyone visiting Congressional offices must complete and submit an OSFR Form.

https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0901.html#Forms
https://www.utsa.edu/students/travel.html
https://global.utsa.edu/international-travel/
https://gov.texas.gov/organization/osfr
https://www.utsa.edu/financialaffairs/resources/forms/139.html
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Frequently Asked Questions:

• Travel Awards: How do I use my travel award? 
• The travel award reimburses the funding source used to make your 

travel arrangements up to the amount awarded when you submit 
your travel expense reimbursement. This is completed upon return 
from the event. Attach award letter.

• What if expenses exceed the award amount?
• If your travel expenses exceed the amount awarded, ask your 

faculty/sponsor if are willing to cover any additional costs. Please 
provide the additional amount approved and the funding source.  
Anything over this approved amount will be considered out of pocket 
expenses.

• Can a non-employee student rent a vehicle? 
• A non-employee student cannot rent a vehicle.  Please refer to 

Student Affairs: Student Travel for additional information.

• Can a non-employee student be reimburse for mileage using their  
personal vehicle?

• Yes. Travel expense reimbursement can be submitted for mileage or 
gasoline, but not for both.

https://www.utsa.edu/students/travel.html
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Frequently Asked Questions:

• Can students pay for their travel (airfare/hotel) and then be reimbursed? 
• It is preferred that BSC pays for the travel due to state regulations.  

• What is covered by Travel (Cash) Advances? 
• Meals per diem. Check U.S. General Services Administration (GSA) 

rates as a tool to help you with the travel estimates.

• What is required to receive a Travel Advance? 
• TAR (Travel Authorization Request) form must be completed and 

submitted 10 business days prior to first day of travel.  Funds will be 
received through direct deposit or will be mailed 4 business days prior 
to first day of travel.

• How do I submit a travel expense reimbursement? 
• Open a Service Now ticket: select Financial Forms and select Travel 

Expense reimbursement. Complete all required fields, including funding 
source(s) and attach travel related receipts, including travel award 
letter, if applicable.

https://www.gsa.gov/travel?topnav=travel
https://utsa.service-now.com/bsc


Helpful Reference Links & Resources: 
Student Travel | Student Affairs | UTSA | University of Texas at San Antonio

Global Initiatives – Restricted Region Lists

GSA Rates – Domestic and International

Travel Advance Information

Service Now Link 

Student Travel: Request for Authorization Hop 5.18

Guide to Complete Student Travel Authorization Form

List of Student Participants, Emergency Contacts and Activity/Event Leaders

UTSA Release and Indemnification Agreement

OSFR Form
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https://www.utsa.edu/students/travel.html
https://global.utsa.edu/international-travel/restricted-regions.html
https://www.gsa.gov/travel?topnav=travel
https://www.utsa.edu/financialaffairs/services/disbursements-travel/travel/travel-advances.html
https://utsa.service-now.com/bsc
https://www.utsa.edu/students/documents/student_travel_authorization__july_2021.pdf
https://www.utsa.edu/students/documents/list_of_student_participants_emergency_contact_and_activity_and_event_leaders__july_2021.pdf
https://www.utsa.edu/legalaffairs/hop-5.18-and-5.19-release-and-indemnification-agmt-for-participant-v06.23.221.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/gov.texas.gov/uploads/files/general/State_Funded_Travel_To_DC_Form_2015.pdf
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