
WWU Sport Club Handbook – Travel Authorization  
 
 
Step 1) Section I: Administrative Data 
 
Check the box Travel Authorization. Fill out the following information: Date of Request, 
Department (Campus Recreation), Contact (Clark Cripps), Phone (x4191) and Mail Stop 
(9098). 
 
 
 
 
 
 
 
Step 2) Section II: Comments Purpose of Trip 
 
Start by stating how many members will be traveling. Describe what your club will be 
competing in during your trip. If you are flying by AIR you must list all passengers in this 
box. All other modes of transportation do NOT need a list of every participant. 
 
 
 
 
 
 
 
Step 3) Section III Traveler/Employee Information 
 
Put the name of your club along with the (number of people participating in parentheses). 
Provide an estimated cost of the trip and check your traveler’s status (Non-
employee/Other). Put down the departure and destination location along with the date and 
estimated time you will be leaving and arriving back in Bellingham. 
Provide a detailed itinerary that includes the expenses of the trip, where you will be staying 
and other information regarding your trip. 
 
 
 
 
 
 
 
 
 
 
 
 
 



*Skip sections IV-VII. 
 

Step 4) W#, PIN, and CLARK CRIPPS EMAIL 
 
To submit you will need to input your name and ID (Western #) in the submitter fields. 
Make sure to send the “Email To” clark.cripps@wwu.edu . Check back through the 
document and make sure everything is accurate. Once everything is complete click submit 
and you are good to go! 
 
A copy of this form will be sent to your student email address for your records. You will 
receive a final approved copy of this form when it has gone through all the needed steps in 
order to be approved.  
 

 


