	Faculty/Staff International Travel
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 travelling to a destination under a State Dept. 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 the USA. Make sure you plan well in advance to gain appropriate permission/approval for this [for your personal liability and protection in addition to the safety of the students]. The policy can be found at www.gvsu.edu/pic and select the Faculty/Staff and then “Accompanying students abroad.”
_____
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. If you are renewing your passport you should do so by mail, with the appropriate form (downloadable from the State Dept. website). PIC can provide GVSU faculty & staff with passport photos for the discounted rate of $2 per set (during regular business hours).
_____
Register with the US Embassy. In order to  receive up-to-the-minute safety/security information about your destination, and to ensure that the local US embassy knows of your presence in the destination country, register your trip—before departure—on the U.S. State Dept. website. Consult http://travel.state.gov.

_____
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.

_____
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. And make sure you leave contact information and a detailed itinerary with that person before you leave. Partners/spouses should also have valid passports, in case they need to travel to you in an emergency.
_____
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.

_____ 
Airfare.  In most cases, faculty and staff are required to secure their own airfare arrangements for travel. There is no preferred travel agent for GVSU faculty and staff (other than Executive Officers).
_____
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 or on the PIC website.
_____
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, traveler’s checks, debit card). Check with your bank to ensure that your ATM card will work in the destination country.
_____
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.

_____
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. 
_____
Will you be driving?  Make sure that if you’re driving abroad, that you are personally covered for collision and appropriate levels of liability coverage. Rules on licenses and international driving permits vary country-by-country. A good resource to begin is http://travel.state.gov.
_____
Do you need an export control license?  You may be required to obtain a federal export control license prior to international travel, depending upon where you are going, what you are taking with you, what you will be doing on the trip, and/or who you will be interacting with. 

Visit https://www.gvsu.edu/export/#InternationalTravelShipping
 for further details. Contact the Office of Research Compliance and Integrity (rci@gvsu.edu, 616-331-3197) with any questions.
NOTE: some of these suggestions are aimed at US citizens or permanent residents. Non-residents or citizens of nations other than the USA may have particular visa, immigration, or other travel requirements.
