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OOFFFFIICCIIAALL  VVIISSIITT  PPRROOCCEESSSS  
IInnssttrruuccttiioonnss  &&  RRoouuttiinngg  IInnffoorrmmaattiioonn  

  

PPrriioorr  ttoo  ooffffiicciiaall  vviissiitt::  
  

 1. Send completed 48-Hour Recruiting Authorization Visit Form and Transcripts (with 
AI listed and GPA and Test Score circled) to Compliance Administrative Assistant.   

 
  REMINDER #1:  If AI is less than 30, send to sport administrator first for approval.  

Sport Administrator will then send to Compliance Administrative Assistant.  
 

REMINDER #2:  Coach must send NCAA Banned Substance List & Grad Rate 
Report to prospect prior to visit.  Please remember to check the 
appropriate box on the authorization form indicating such. 

 

Travel/Lodging arrangements need to be clearly noted before approval: 
 

 Airline and flight numbers are not required. 
 Arrival and Departure times, including am/pm are noted. 
 Visit start and end date, including am/pm are noted. 
 Housing needs are clearly defined.   
 Entertainment money requirements are listed. 

 
   Compliance Administrative Assistant will forward: 
 

 Copied form to business office for entertainment advance, and 
 Transcripts to Initial Eligibility Coordinator for NCAA clearinghouse pre-

evaluations    
 

NOTE:  Compliance will keep original authorization form for their records. 
 

WWhheenn  pprroossppeecctt  aarrrriivveess  oonn  ccaammppuuss::  
  

 2. Student Host, Visiting Prospect and Coach sign “Student Host” form at the start of 
the official visit.  The student host may receive with up to $30 per day entertainment 
money.  

 
 3. Student Host (not the prospect) signs the same form from above when the official 

visit is over, certifying compliance with NCAA Visit Rules.  
 

AAfftteerr  pprroossppeecctt  ddeeppaarrttss  ccaammppuuss::  
 
The following forms MUST be completed and submitted for reimbursement and approval.   

      Host/Recruit Form  
      Itinerary 
     Meal Monitoring Forms (Multiple or Single)  

    Completed daily Accounting Forms (with each days’ receipts taped to blank 
sheet and submitted with appropriate day’s paperwork)  

   
4.   Compliance Administrative Assistant will forward all forms to Sports Administrator 

for Approval   
 
5. Coach sends the following forms to Compliance Administrative Assistant for   

Compliance approval.  
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6.   Administrative Assistant will not send paper work to Business Office and 

reimbursement will not occur until all forms have been completed and approved by 
Compliance Administrative Assistant. 


