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Information Sheet/Pre-Departure Checklist


Pre-departure Checklist

_____
Is it safe to go? Make sure that you are traveling to a destination that is not under a Travel Warning by the U. S. State Department. Consult http://travel.state.gov. If you are traveling to a destination currently under a travel warning or embargo, you will likely NOT be covered under GVSU’s employee travel/emergency policy.

_____
Will you be accompanying GVSU Students? As an employee of GVSU, you are bound by the policy on accompanying students outside of the USA. Make sure you plan well in advance to gain appropriate permission/approval, for your personal liability and protection, in addition to the safety of students. The policy can be found at: http://www.gvsu.edu/pic/accompanying-students-abroad-105.htm 

_____
Passport.  Apply for a passport if you do not already have one.  Your passport must be valid for at least 6 months after your return.

_____
Visa.  Research whether or not you need a visa for entry into the country for which you plan to travel.  For additional information, please pull up the Consular Information Sheet and review the information provided by the US Government.  Visit http://travel.state.gov.

_____
Register with the US Embassy. In order to receive up-to-date safety/security information about your destination, and to ensure that the local US embassy knows of your presence in the host country, register your trip – before departure – on the U.S State Department website: http://travel.state.gov 

_____
Vaccinations.  Please visit the CDC website for information on recommended immunizations.  PIC advises all faculty and staff members to talk with a primary care physician regarding immunizations for travel.  Http://www.cdc.gov  

_____
While you are Gone.  Make arrangements for someone back home to manage your affairs while you are gone.

_____
Photocopies.  Make photocopies of all important documents such as: passport, visa, credit cards, ID cards, traveler’s checks, etc.  Leave a copy at home with someone you trust.  This way, if anything is lost or stolen, you have a main contact to assist you with getting things taken care of.  It is also advisable to keep a photocopy of your passport and other important information with you, some place other than with the original documents.

_____
Stay Healthy.  The CDC report offers great information on how to avoid getting sick.  With proper preparation and good judgment, most common illnesses associated with traveling to another country can be avoided or minimized.

_____
Meet with PIC.  In an effort to gain the most from your trip, you are encouraged to meet with Rebecca Hambleton or Mark Schaub to learn about recent activities with the partner institution and to discuss any relevant opportunities that might be helpful in furthering the development of the exchange program.
_____
Establishing your itinerary.  Unless you already have well established contacts at one of GVSU’s partner institutions, we ask that you contact Rebecca Hambleton in PIC to discuss protocol in securing appropriate contacts with counterparts at the partner institution.  Rebecca will send your CV and a letter of interest to the partner asking for feedback and exploring the initial interest.  Once you are put in touch with your main contact, it will be your responsibility to work on developing your itinerary.  You may find that your overseas counterpart is willing to put together an itinerary for your visit, however this is not always an appropriate expectation.

_____ 
Airfare.  In most cases, faculty and staff are required to secure their own airfare arrangements for travel.  Please be certain that you have approval from the host institution for your travel dates before securing your airfare.

_____
Emergency Assistance.  Complete the Faculty/Staff Travel Information Sheet in order to be covered by GVSU’s Emergency Assistance Plan.  Information and forms are available in PIC.

_____
Prescription Medications.  If you are taking any prescription medications, it is advisable that you get a letter from your physician stating what the medicine is for, how much you should have, and what a generic equivalent would be .  If there are any complications regarding restricted/controlled substances, a letter from your doctor will be helpful.  For those that wear eye glasses, it is important to being along a second pair and a copy of your prescription.
_____
Credit Cards and money.  Contact your credit card companies prior to departure to let them know you will be out of the country to avoid any complications with unusual transactions.  Always remember to use a variety of means for money.  Do not rely on any one source (credit card, cash, debit card).


You may be able to purchase the local currency prior to your departure. Depending on the currency used in the host country, many local banks can either order the currency for you or they may have foreign currency on stock. Most of the banks near the Grand Rapids airport stock the most common international currencies. Please note: you will not likely get the best deal when exchanging currency in advance of your trip. The best way of accessing the local currency is to use your US debit card at an ATM in your host country. Nearly all airports will have either an ATM machine or a currency exchange. 
_____
Do your research.  Be sure to know about current affairs taking place in the country you are traveling to.  It is also important to have an understanding of the culture, history, economic situation, health care system, legalities, languages spoken, religion, appropriate greetings, gestures, norms, lifestyles, government structures, education system and other important information.  Most of this information can be found with simple web searches and by reading common travel guides.


PIC offers a host of different resources to complement your research, including the Lonely Planet Travel Guide series.

_____
Review Export Control guidelines. Information is available through the Office of Sponsored Programs. http://www.gvsu.edu/grants/export-controls-17.htm 

_____
Establish Emergency Protocol.  We strongly urge GVSU faculty and staff to establish protocol in the event that an emergency arises while abroad.  It is as important for loved ones to be able to reach you, as it is for you to reach your loved ones.  Leave host country contact information for all of the locations you plan to travel.
While Abroad

_____
Communication back home.  It is important that you establish a plan for how and when you will communicate with loved ones back home.  Most places GVSU faculty and staff travel will have access to the internet and international phone lines.  You may want to let your family know that you will be in touch within a day or two after your arrival and then make every effort to follow-through.  Depending on your location, you may find several ways of keeping in contact back home including: finding an internet café to access your email, some cell phones may be used abroad (check with your provider), calling cards, 
_____
US Embassy or Education USA.  If it is possible for you to connect with the U.S. Embassy or Education USA office once you arrive at your destination, we encourage you to do so. Education USA is responsible for helping foreign nationals learn about the educational opportunities available in the United States. The more contact GVSU has with Education USA offices around the world, the greater likelihood they will be refer talented students to our institution for their degree-seeking studies. Please be prepared to discuss general information about GVSU. If you would like guidance about what you might share, please contact Chris Hendree in Admissions, Mark Schaub or Rebecca Hambleton..
_____
Gifts.  Gift giving in other cultures can be a very important courtesy. Consider the appropriateness of your gift. With a small amount of research, you can learn what gifts might be more appropriate due to cultural norms. Generally speaking, GVSU items are great gifts to share. While you do not have to have a gift for everyone you might meet, it is a good idea to share something with the person who assists you in making arrangements.  For additional suggestions, please contact PIC.
_____
Keep notes.  It is highly recommended that you spend time writing down information about the people that you meet and the conversations that you have.  This is most helpful when writing a report on your activities.  Additionally, it is helpful to keep track of who you need to follow-up with in the future.

Upon your return 

_____
Getting reimbursed.  Use the University’s guidelines for submitting a travel and expense voucher.  When converting the foreign currency to USD, please indicate the rate you are using.  If you have questions, please contact PIC.


Currency exchange websites: 
www.xe.com 






www.oanda.com


_____

Talk about your experience.  Be sure to talk about your experience with others.  

Share information, photos and ask how you can be helpful to future applicants.
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