
 

The Sport Club program consists of sponsored student organizations that comprise the        
University of Texas Sport Club Association (UTSCA). Each club offers students the opportunity to 
pursue a higher degree of participation with a group of individuals interested in the same level and type 
of sport. The UTSCA promotes student participation in a wide variety of physical and athletic activities, 
contributes to the development of student leadership and provides a bond between individual clubs. 
Each club is formed, developed, governed and administered by the student membership of the club 
working in conjunction with RecSports. While RecSports assists in the development and growth of 
each club, the emphasis of the program is on student leadership and involvement. The existence of 
each sport club and the UTSCA is dependent upon student interest and participation.
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Whether the club has a designated officer for travel or the responsibility is shared by multiple 
positions, it is up to those in charge of travel to ensure that the following items are completed: 

Membership Packets 
Every member of your sport club, including coaches/instructors, must have a completed 
membership packet on file with RecSports in order to participate in any activity including travel.   

Proof of health insurance is required for all members as well. However, if a member has not 
presented proof of health insurance for the time of sport club trips, Insurance will be purchased 
during for the duration of the trip at the cost of $5.00 per member per day of travel (price is 
subject to change). This insurance policy ONLY covers participants traveling to and from 
approved sport club competitions. IT DOES NOT cover injuries sustained while competing. 

Deadlines 
It is the responsibility of a designated authorized representative to submit a Travel Request no 
later than 8am five (5) business days before departure of the trip. Failure to do this by the deadline 
could result in non-allowance to attend the trip and/or disciplinary actions at the discretion of the 
Sport Club Staff.  
	  

Accessing Travel Requests 
• You must log-in to CANVAS and go to the Sport Clubs – Authorized Reps Portal. 
• Click on Travel Request, and it will take you to RecSports Internal Services. 
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Travel Request Prerequisites



The Sport Club Staff must approve all travel whether or not the Club intends to use University 
funds.  The Sport Club Staff will assist clubs with their travel plans, if needed. Club members 
must receive staff approval prior to departure and have sufficient funds to cover travel expenses 
prior to the trip. 

Travel Request Forms for any trip 30 miles outside Austin must be completed via RecSports 
Internal Services by 8am five (5) business days before departure of the trip. If this form is not 
submitted on time, the Club will not be eligible to receive funding for the trip and may not be 
allowed to travel. 

The transportation and/or consumption of alcoholic 
beverages or illegal substances are prohibited while 
traveling on University-sponsored Sport Club trips. 

*See next page for how to complete a RecSports travel request* 
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Travel Request Submission



To start creating your Travel Request, go to your club’s roster. A link “Travel Requests” will display 
above your roster to view your club’s travel requests. 

The next page will display your club’s current year travel requests. This page also allows you to 
look back on previous year’s submissions to assist with planning. A link “+ New Travel Request” 
will display above your club’s current travel requests. 

From there, the Travel Request itself is very basic. Some important items to highlight: 
• The “Event” is the description of travel, such as “Regional Tournament.” 
• The “Host” is the school and/or conference, such as “Texas A&M University.” 
• Overnight Travel Information (hotels, etc.) is collected separately from competition location. 
• The club must submit estimated travel expenses, since pre-travel Pro Card use requires 

prior approval from staff and an office appointment 
• The Traveler/Driver List is automatically populated from the club’s submitted UTSCA 

memberships. If a member does not display, that means they have not submitted their 
UTSCA paperwork and are thus, ineligible to travel. If a member is not selectable to drive, 
that means they have not submitted Driver’s Info with their member info. 

• In either occasion, these people can be added by submitting their membership packet 
and driver’s information. 

• Excuse Letters: If needed, once travel is approved a generic excuse letter will be provided 
that will list the entire roster of who's attending the trip. It will be the individual member's 
responsibility to download the form and present the excuse letter to their professor. 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RecSports Travel Request



Travel Card 
For travel-related expenses, each sport club has been issued a travel credit card to handle 
transactions during a trip.  Before going on a trip, you must come pick up your club’s travel binder 
between normal operating hours.  After your trip you are to return the travel binder, with the credit 
card and accompanying receipts, no later than 48 hours of your return.  Remember, receipts 
must not show items purchased with tax, or any credits, and must be itemized.  Failure 
to turn in receipts will jeopardize your future usage of the travel credit card.   

Travel credit cards may also be used for pre-paid travel-related expenses such as airline tickets 
(less than 10 tickets) or hotels.  During the trip, the travel credit card may only be used for these 
expenses: meals, hotels, parking, gas, and shuttles.  A list of allowable transactions is in your 
travel binder. In order to use the travel card in these circumstances, you must schedule 
an office appointment through Schedulista.   

If you plan on using the travel card, you will need to make a pre- and post-travel meeting with the 
Sport Club Program Assistants (PA’s) on Schedulista. All purchases made on the travel card must 
have a corresponding itemized receipt upon return.  

You MUST be aware of the proper use of the departmental Student Group travel card. If the card 
is stolen, you must immediately notify the Sport Club Staff.  If it is not working properly (i.e. 
declined) follow the instructions to reset the credit card – they are in your travel binder. 

Lodging 
Your authorized representatives are in charge of coordinating the housing location for your club. 
Ultimately, the President should be updated with the location and cost so that it may be reflected 
within the club’s budget properly.   

If using the travel card for hotel expenses, bring back an itemized receipt that reflects the room 
rate, and other expenses, per room.  If within the State of Texas, state taxes cannot be 
charged onto the travel card.  Make sure you have a tax exemption form within your 
binder to present to the hotel prior to them giving you the final bill.   

If you are booking a hotel that will cost greater than $5000.00, please see the Sport Club Staff. 
Accommodations (hotel/motel) for four to a room is the norm.  Exceptions will be made when 
male/female ratios make this impossible or when coaches travel with the Club, they may have a 
separate room.  The card WILL NOT be used for incidental charges that may occur during the 
stay.  Make an appointment via Schedulista to arrange the use of the Travel Card for your lodging.  
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Travel Accommodations

http://www.schedulista.com/schedule/recsportsclubs/choose_time?preview_from=https%3A%2F%2Fwww.schedulista.com%2Fcalendar&provider_id=1073741939&service_id=1073796764


Methods of Travel 
If planning a trip outside of the state of Texas it is strongly recommended that clubs use chartered 
bus and/or charter/commercial air carriers for official Sport Club travel.  For clubs who’ll be 
traveling with 10 or more members using commercial air, you must receive a quote from Anthony 
Travel prior to making any other accommodations.  It is also prohibited to use 12 or 15 
passenger vans for any Sport Club travel.  For special transportation accommodations, 
contact the Sport Club Staff.  

Personal Vehicles 
It is NOT recommended that sport club members use personal vehicles while traveling. If personal 
vehicles are used, any and all car incidents are to be covered by the member’s personal car 
insurance. It is for this reason that the use of rental cars is preferred. 

Enterprise Rent-A-Car Agreement 
• Drivers must be at least 18 years of age, have a valid State of Texas driver’s license and be 

an approved driver through UT 
• Clubs should use THIS DIRECT LINK to reserve their vehicles online. 
• Loss Damage Waiver and liability insurance are included in the contract rate 
• All rentals include unlimited miles on the contract rate (fill gas tank before drop-off) 
• Club is responsible for all toll fees  
• Return rental vehicles no later than 24 hours after your return back to Austin 
• All rental cars reserved using the link above will be DIRECT BiLLED to 

Recreational Sports. DO NOT USE THE TRAVEL CARD TO PAY FOR RENTAL 
VEHICLE FEES/CHARGES 
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Travel Accommodations

http://www.enterprise.com/car_rental/deeplinkmap.do?bid=028&refId=UTRECSPR


Sport Club Drivers 
Each club should designate members that will serve as official drivers on club trips. These drivers 
will be the only members eligible to drive for the club. Each of these drivers must meet all the 
following requirements:  

1. Possess a valid Texas Drivers License 
2. Submit a copy of their current automobile liability insurance card and valid Texas 

Drivers License 
3. Receive a 1 or 2 rating on the UT Driver Database 

It is also required that clubs partake in the following safe driving habits: 
• Passengers should help keep drivers alert and watch for signs of drowsiness. 
• Drivers must adhere to posted speed limits, and must obey all traffic laws and regulations. 
• A designated club member will serve as the navigator. The navigator will sit in the front 

passenger seat and will remain awake throughout his/her duty as navigator. 
• While the vehicle is in operation all travelers must wear seat belts or other approved safety 

restraint devices required by law. 
• Drivers are responsible for determining that no objects in the vehicle obstruct rear or side 

views.  
• Driving between the hours of 12am (midnight) and 6am is strongly discouraged except in 

an emergency situation.  
• The following regulations concerning the balance of driving, sleeping, and breaks should 

be followed:  
- For every 4 hours of driving, drivers must take a 20-minute break.  
- For each 12 hours of driving, drivers must take at least a four-hour rest period.  
- Alternate drivers must be provided for trips expected to take more than eight hours.  

Accidents 
• Check for injuries to anyone in the vehicle. 
• Move vehicle out of traffic and contact law enforcement (911). 
• If anyone is injured, communicate the nature of any and all injuries to emergency 

personnel. 
• If any other persons or vehicles are involved, exchange vital information such as Driver's 

License and phone numbers.  WAIT FOR LAW ENFORCEMENT TO ARRIVE. 
• DO NOT discuss details of the accident with any other party involved. 
• Regardless of the seriousness, have law enforcement complete a report on the accident. 
• If a rental vehicle, contact the rental company at the phone number they have provided. 
• If a personal vehicle, driver should contact his/her insurance company. 
Regardless of a minor or major accident, contact the Sport Club Staff 

immediately. 
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Driving for your Trip



Inclement Weather 
In the event of inclement weather, before or during a trip, use your best judgment regarding safe 
driving conditions.  If there’s inclement weather at your arriving destination, you should make sure 
the event is still taking place before you leave for the trip.  The Sport Club Staff is here to support 
you in your decision-making – consult them for advice.   
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Driving for your Trip



Injuries While Competing  
• If an injury occurs while competing, seek assistance from the appropriate facility supervisor 

or field manager. 
• If EMS is needed, notify the appropriate authorities. 

University of Texas policy requires that all Sport Club members who travel on behalf of the 
University must be covered by a medical insurance policy. For this reason, those Club 
members who have indicated that they are not currently covered by a medical 
insurance policy in their Membership Packet and/or DO NOT have a copy of their 
medical insurance card on file in the Sport Club Office will have short term insurance 
purchased for them by the Sport Club Office. The charge for this short-term coverage is 
$5 per day per person. This insurance is deducted from the Club's allocation. 

Plan Deductibles and Allowances 
$300.00 deductible with 80% coverage of allowable charges in network and 60%coverage of 
allowable charges out of network after the deductible is met, with a maximum benefit of 
$500,000.00.   

*Eligible participants are covered ONLY for travel to and from the competition site. 
*This policy DOES NOT cover injuries sustained while competing. 

Coverage will only be provided for the days you are on the specific trip for which the Insurance 
has been purchased. In the event of an emergency requiring medical attention during authorized 
club travel for club members covered by the short term insurance, the Sport Club Staff should be 
notified for the University of Texas System Special Events Policy Number.  Note the following if 
this were to occur.  Expenses incurred for “Medical Emergency” will be paid only for sickness or 
injury that fulfills the above conditions.  These expenses will not be paid for minor injuries or 
sicknesses. 

How to File a Claim 
In the event of Injury or Sickness, the students should: 

1. Report to University Health Services for treatment or assistance, or to their Physician or 
Hospital. 

2. Mail to the address below all medical and hospital bills including diagnosis along with the 
patient’s name and Insured student’s name, address, EID and name of the University 
under which the student is insured. A Company claim form is not required for filing a claim. 

3. File claim within 20 days of Injury or first treatment for a Sickness. The Company should 
receive bills within 90 days of service to be considered for payment. Bills submitted 
after one year will not be considered for payment except in the absence of legal capacity. 

4. Submit all claims or inquiries to:  Student Insurance, P.O. Box 809025, Dallas, Texas 
75380-9025, Phone 972-233-8200 or 1-800-767-0700.  
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Medical Insurance While Traveling



If you receive medical care on campus from University Health Services, your claim is filed for you.  
Please refer to The University of Texas System 2017-20178 Insured’s Guide for Student Injury and 
Sickness Insurance for more information.  Information regarding policies and services is subject to 
change. 
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Medical Insurance While Traveling



Taquito is the official traveling gnome for the UTSCA. We 
encourage clubs to take him on trips - rumor has it he’s a good 

luck charm!
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Taquito the Traveling Gnome


