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Faculty/Staff Travel Checklist: 


Gather and submit Travel Authorization and documentation to the department chair and dean: 

· Consult with department chair and dean/director 
· Obtain verification from the International Office of US State Department Warning/Alert list for area  
· Project all costs 
· Create preliminary itinerary of dates and locations 
· Provide list of participants 

Submit Travel Authorization and the following documentation to the appropriate Vice President:

· Verification from the International Office of U.S. State Department Warning/Alert list for area 
· Projected budget for travel, including all funding sources 
· Written preliminary itinerary listing dates and locations 
· Written preliminary list of participants 
· Emergency contact information.  A copy of this should also be filed with the department
· Copies of all participants' passports (if available) 
· Signed waivers for all participants 

Submit the remaining required documentation to the International Center 14 days prior to departure: 

· All participants (students, faculty and staff) submit verification of international travel insurance coverage. 
· Copies of all participants' passports (if not already submitted) 
· Consult with the International Center to create a written emergency action plan. 
· Create a detailed preliminary itinerary along with locations, mode of transport, in-country contacts, lodging, and daily activities. Submit formal itinerary including flight/travel information and emergency contact list. A copy of these should also be filed with the department. 








International Travel Procedure
All institutionally-funded faculty, staff, and student international travel must be approved by the appropriate Vice President. To allow sufficient time for the approval process, the completed Travel Authorization request along with required documentation should be submitted to the Vice President's office with departmental and college approval and required documentation 8 weeks before proposed travel. Individuals wishing to travel internationally must ensure that all necessary passport and visa arrangements have been completed in advance of the proposed travel. 
The following steps will guide faculty and staff members seeking approval for international travel (attach documentation to the Travel Authorization request): 
1. Consult with department chair and dean/director to determine feasibility of funding for proposed international travel. 
2. Consult with the International Office to receive verification from the United States Department of State whether there is a Travel Warning or Travel Alert for the country to/in which you propose to travel. If the proposed travel requires travel into or through areas on the U.S. Department of State Warning/Alert list, institutional funds may not be approved by the Vice President if there are serious safety/security concerns. 
3. If traveling with students, consult with the International Center to create a written emergency action plan. 
4. Project all costs associated with travel-including the cost of international health insurance and include all funding sources for the proposed travel. 
5. Create a preliminary itinerary for travel, listing dates and locations. Upon approval of travel, faculty and staff traveling with students will submit a detailed itinerary along with locations, mode of transport, in-country contacts, lodging, and daily activities. 
6. Provide a preliminary list of participants. 
7. Complete a Travel Authorization Request form and attach the following required documentation: 

·  Verification from the International Office of US State Department Warning/Alert list for area 
· Written Emergency Plan (if traveling with students) 
· Projected budget for travel, including all funding sources 
· Written preliminary itinerary 
· Written preliminary list of participants 
· Emergency contact information if faculty or staff members are traveling for their own research. A    copy of this should also be filed with the department. 
· Copies of all participants' passports (if available) 
· Waivers for all participants 
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