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RSO Student Travel Checklist

All student travel requires a minimum of six (6) weeks’ advance notice to the Office of Student Life. Requests submitted without the required notice may not be approved. TR1 & TR2 Forms are now needed for all travel. This now applies to travel within 25 miles of any LSC campus or center, according to Risk Management’s recommendation.

1. Budget Verification (RSO Account Review)
· A budget check must be completed to verify sufficient funds are available in the 7200 accounts (travel). Please reach out to the Manager of Student Life via email for a budget check.
· If a 7200 account is not currently established, one may be created if the RSO budget allows for the request.
2. Travel Research & Cost Estimates
· Research all anticipated travel needs and associated costs, including:
· Hotel accommodations (you may not book through 3rd Party Sites)
· Be sure to mention to the hotel that you will be using an LSC credit card that your actual name will not be on; make sure that it is okay and if not, find out what they will need from you so they can charge the credit card.
· Rental car (approved drivers only)
· Charter Bus 
· Airfare (you may not book through 3rd Party Sites and you may not pay for upgrades)
· Conference registration
· Meals and per diem
· Incidental expenses
· Ensure all estimates align with college travel policies.
3. TR1(Request of Approval) & TR2 (Trip Plan and Roster) Submission
· TR1 and TR2 forms must be completed by the RSO Advisor.
· Submit forms to the Manager of Student Life for approval, via email.
· Do NOT submit a TEA until TR1 and TR2 have been fully approved.
4. Rental Car Authorization (If Applicable)
· Complete the Rental Car Form (approved drivers only).
· Submit for approval to Dr. Wade and CC: Destiny McGhee-Burgess, Terri Garcia, Tracy Vick and Eleas Elding

5. TEA – Pre-Travel Submission
· Submit TEA (Pre-Travel) for approved advance purchases, including:
· Conference registrations
· Flights
· Charter Bus
· Required luggage fees (allowed to pay for only one checked bag)
· TEA must span the travel dates of the charges plus additional 5 days.
· TR1 and TR2 must be approved first.
· Once TR1 & TR2 are approved, and Pre-Travel purchases are made, create an Expense Report and submit receipts for approved Pre-Travel expenses.
TEA- Post Travel Submission
· Submit TEA (Post-Travel) for approved advance purchases, including:
· Hotel
· Rental car
· Meals
· Rideshare
· Parking (no valet)
· Fuel for rental cars or LSC vans
· Approved incidentals
· TEA must span the dates of your travel plus 10 days after you return from your trip.
6. Travel Conduct & Transportation Rules
· No employee may transport a student in a personal vehicle—ever.
· Only approved transportation methods may be used.
· RSO Advisors and LSC employees traveling with students are responsible and liable for student conduct and safety.
7. Meal Allowances & Per Diem Guidelines
· Each approved traveler, within Student Life at LSC-Tomball may purchase up to three (3) meals per day.
· Daily per diem does NOT roll over; unused funds are forfeited for that day.
· Meal allowance breakdown:
· Breakfast: $20
· Lunch: $20
· Dinner: $35
· You may provide a tip at a restaurant between 15-18% of the cost of the meal.
· Meals should be tax exempt in the State of Texas (bring copies of the tax exemption form to present to food establishments)
· If meals are provided by a conference or event, college funds may NOT be used for that me
8. DBC (Declining Balance Card) Funding
· Once all approvals are complete, approved travel funds will be loaded onto the DBC.
· Attach the approved TEA to the DBC application. 
9. Additional Student Documentation (TR3 & Medical Forms)
· Collect TR3 (Participant Release) forms from all students.
· An LSC Employee must sign for the ‘witness signature’, and date the same date that the student signs and dates.
· Collect required medical forms (mandatory for travel).
· TR4 also needed if student is transporting themselves. 
· Submit completed TR3 forms to the Manager of Student Life.
· LSC Employee chaperone must carry:
· Student’s Medical Forms
· Recommendation: Carry electronic backup copies for emergency purposes
· Travel is not permitted without these documents.
10. Ethical Travel Expectations
· Remain ethical and practice integrity at all times.
· Failure to comply with travel policies may result in:
· Revocation of RSO travel privileges
· Potential disciplinary action by administration
11. Post-Travel Reconciliation (Expense Reports)
· Submit receipts for approved expenses, including:
· Hotel
· Rental car
· Meals
· Rideshare
· Parking (no valet)
· Fuel for rental cars or LSC vans
· Approved incidentals
· Associate the Expense Report with the Approved TEA.

Important Travel Reminders
· Carry the LSC Tax Exemption Form for all purchases made within Texas.
· Texas purchases must be tax exempt.
· Failure to present the form may result in the traveler being responsible for reimbursing taxes to LSC.
· All receipts must be itemized and retained.
· Tipping is allowable for meals only, limited to 15–18% of the pre-tax meal total.
· Hotels may exempt State Occupancy Tax but may still charge Federal or City taxes.
· No alcohol purchases are permitted.
· No flight upgrades or additional luggage using college funds.
· Personal upgrades or extra bags must be paid with personal funds.
· You may not pay for any individual who is not listed on the approved TR2 roster. 
· Minors may not travel without a guardian present and may not stay overnight. 
· Risk management is needed before traveling. 
· Always travel with:
· Student medical forms
· Copies of the Incident Report Form (TR5)

12. Final Reminder
Have fun, travel safely, and remain vigilant while representing Lone Star College–Tomball.

For questions regarding RSO Student Travel, please feel free to contact Destiny at destiny.mcghee@lonestar.edu. 
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