· Research several destinations
· Open it up to the rest of the group for possible locations or contacts 
· Discuss potential dates with conductor/staff director who is travelling with you 
· Meet with Music Activities travel coordinator, George Pinchock
· Talk with tour companies (if you want to use one) and get multiple bids 
· Research travel guidelines
· Familiarize yourself with university travel policies
· Get to know how past trips were planned for your group
6-Months Prior
· Discuss dates with director, check University Calendar, & pick a definitive date
· Make initial trip proposal/rough estimate of travel itinerary
· Submit proposal to group board and Music Activities Advisor for approval
· [bookmark: _GoBack]For Endowment sponsored trips, submit proposal to board after advisor review
· Reserve buses & hotels
· Make local contacts for performances, always look for Augustinian churches or schools to visit
· Determine per person trip cost (before it is subsidized by the group budget)
· Promote the trip to group (with finalized details)
· International – research State Department recommendations for immunizations and have advisor speak to the University Health Center
· To allow online/credit card tour payments, coordinate with Christine Nass
9-Months Prior
Immediately Upon Election
Music Activities - Tour Planning Timeline & Guidelines


· Within 10 days of your return, submit all receipts
· Be sure your advisor has also turned in all receipts within 10 days
· For Alumni sponsored/subsidized trips, turn in final report to Alumni
Followup
1-Week Prior
1-Month Prior
3-Months Prior
The Trip!
Enjoy your tour!
· Have travelers inspect hotels rooms upon arrival with room checklist
· Have students clean up own trash with trash bags provided by tour manager
· Officers inspect rooms for cleanliness/damages upon departure
· University Emergency Action plan to Risk Management
· Create wallet cards with emergency information for each traveler
· Print room inspection checklists
· PACK: a copy of each traveller’s passport (if applicable) & keep in your suitcase
· PACK: trash bags
· 
· 
· Update itinerary with all final details and prices
· Make check requests (takes 2-3 weeks to get a check); pay and settle all bills
· Collect & turn in travel waivers (for international, also immunization waivers)
· Track all payments or determine if this will be the Treasurer’s job
· Reserve any sightseeing locations
· Research/reserve any restaurants for the entire group
· Research and book any other group social events 
· Collect passport copies (if necessary)
· Determine roommate quads/triples/pairs
· Finalize payments with travelers

Reminder:  All contracts and agreements for University trips must be signed by your advisor and not a student
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