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KNOW BEFORE YOU GO

International Travel Employee Checklist

The LSU AgCenter administrative support units recognize that there are many steps to planning an
international trip. To help simplify the process, below is a checklist designed to assist any employee of
the LSU AgCenter planning to travel abroad. International travel undertaken on behalf of the LSU
AgCenter is subject to LSU Permanent Memorandum Number 13 (PM-13), University Travel Regulations,
and all current AgCenter guidelines.

Before You Go

e Ensure thatyou have a Passport that is up-to date (typically more than six months before
expiration). If not, access the following:
o Passport Information from the U.S. State Department
o Off-campus Passports Application
o Passports fees are not allowable for reimbursement by the LSU AgCenter
o)

Keep copies of your passport cover page in a safe place to facilitate replacement if
necessary.

e Determine if you need an entry visa for any of the countries that you plan to visit. For more
information:
o Visarequirements from the U.S. State Department’s Country Information Pages
o Foreign Embassies in the U.S. for additional visa requirement information.
o Forafee plus FedEx charges, International Visa Services provides expedited visa
processing for any country with an embassy and/or consulate in the U.S.
o Visas are allowable for reimbursement by the LSU AgCenter.

e Obtain the required approvals for international travel. Approvals of the unit head, the
Director of Accounting Services (Jan Bernath) and the Senior Vice Chancellor of the
AgCenter or appropriate Director of LAES or LCES are required.

o Approval of LSU AgCenter Accounting Services is required for all international travel prior
to preparing a Spend Authorization. All requests for international travel should first be
submitted to the appropriate Unit Head. Unit Heads will be responsible for submitting
and obtaining approval from Jan Bernath at jbernath@agcenter.lsu.edu. Requests must
include name(s) of travelers, date(s) of travel, destination, method of travel, lodging
accommodation details, purpose of travel, funding account number, and any other
information related to the request. Jan will forward to the Senior Vice Chancellor or
appropriate Director for approval.

o Iftraveling to countries designated by the U.S. Department of Commerce as foreign
adversaries, the Request for Travel to Foreign Adversary Country form is required to be
completed and submitted with the request.

o Ifapproved, Jan Bernath will issue an approval letter to the requested
travel. The traveler should then create the Spend Authorization in Workday and attach
the approval letter.
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https://www.lsu.edu/administration/policies/pmfiles/pm-13.pdf
https://travel.state.gov/content/passports/en/passports.html
https://travel.state.gov/content/passports/en/passports/information/where-to-apply.html
https://travel.state.gov/content/travel/en/international-travel/International-Travel-Country-Information-Pages.html
http://www.embassy.org/embassies/
https://www.ivsdc.com/home.html
mailto:jbernath@agcenter.lsu.edu
https://www.ecfr.gov/current/title-15/subtitle-B/chapter-VII/subchapter-E/part-791/subpart-A/section-791.4
https://www.ecfr.gov/current/title-15/subtitle-B/chapter-VII/subchapter-E/part-791/subpart-A/section-791.4
https://lsuagctr.sharepoint.com/:b:/r/accounting/Shared%20Documents/AgCenter%20Request%20for%20Travel%20to%20Foreign%20Adversary%20Country%2007-25.pdf?csf=1&web=1&e=pqWs2P

e If any of your travel expenses are being paid by a third party or sponsor, you are required to
comply with La. RS 42:111 of the Code of Governmental Ethics prior to travel. AgCenter
Ethics Reporting Procedures

e | SU monitors U.S. Department of State Travel Alerts and Warnings. Note that this page
currently includes information on the status of COVID-19 for each country. To mitigate the
risk associated with travel to high-risk regions, all international travel requests are approved
by the Vice President of Agriculture or appropriate Executive Associate Vice President.

e Book International Airfare — Once an employee has been granted approval to travel
internationally, the employee is free to either book their airfare through the contracted travel
agency - currently Christopherson Business Travel (CBT) — or access CBT’s online booking
system by logging in to myLSU, then clicking on Travel Resources, CBT Online Booking
System. Otherinformation regarding air travel includes:

o CBTfees

o CBT tutorials

o Anyfederally-supported air travel has to conform to the Fly America Act. This requires
the use of a U.S. air carrier service for all air travel and cargo transportation services
funded by the U.S. government

e |f you must book a hotel room, ensure that the nightly charge is within the U.S.
State Department’s or PM-13’s maximum per diem rate for hotels in that destination. Refer to
this website

e Ifyou need to rent a vehicle while traveling overseas, please note the following:
o The State’s mandated contracts with Enterprise, Hertz, and National are only for
domestic vehicle rental so you are not limited to one of these vendors while renting a
vehicle outside the U.S.
o It is strongly recommended that liability and physical damage insurance be
purchased when renting a vehicle outside the U.S. If included in the spend
authorization, this international rental insurance can be reimbursed.

e Arrange Airport Parking if necessary — Ensure that you obtain the state contracted rates in
accordance with PM-13.

e Ensure that you comply with LSU AgCenter IT Travel Guidance. Failure to do so can resultin
significant difficulties and limited or no access to your AgCenter assigned devices. Access
the IT Travel Guidance (sharepoint.com) site with your AgCenter credentials.

e Ensure that any items you bring into a foreign destination, including electronics, comply with
export control regulations. Export control laws are federal regulations that govern how
certain information, technologies, and commodities can be transmitted overseas to anyone
or to foreign nationals on U.S. soil. International travel may be subject to such regulations
depending on the destination, purpose of the trip and the hardware, software, and/or items
that are taken.

o The Department of Commerce’s Export Administration Regulations (EAR)

e Travelers who book airfare through CBT are covered by LSU’s international travel insurance with On-
Call International at no additional cost. Information concerning this insurance and the services
provided is at the following link: Faculty and Staff International Travel Insurance | LSU Risk
Management. Individual travelers who do not book through CBT must register their trip by sending
their itinerary to trips@oncallinternational.com and CC’ing travel-insurance@I|su.edu. However, please
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https://lsuagctr.sharepoint.com/:w:/r/accounting/Memos/Travel%20Expenses%20Covered%20by%20a%20Third%20Party.docx?d=w84955ac8540b4104b68f3bfe90e8e8fd&csf=1&e=Ojstgn
https://lsuagctr.sharepoint.com/:w:/r/accounting/Memos/Travel%20Expenses%20Covered%20by%20a%20Third%20Party.docx?d=w84955ac8540b4104b68f3bfe90e8e8fd&csf=1&e=Ojstgn
http://travel.state.gov/content/passports/en/alertswarnings.html
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/cbtcontactinfo.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/christopherson_fees.pdf
https://www.lsu.edu/administration/ofa/oas/acctpay/pdfs/cbttutorials.pdf
https://www.gsa.gov/policy-regulations/policy/travel-management-policy/fly-america-act
https://aoprals.state.gov/web920/per_diem.asp
https://lsuagctr.sharepoint.com/sites/KB/SitePages/IT-Travel-Guidance.aspx
http://research-compliance.umich.edu/international-travel-trip-purpose-export-controls
http://research-compliance.umich.edu/international-travel-trip-purpose-export-controls
http://research-compliance.umich.edu/what-are-you-taking-you
http://research-compliance.umich.edu/what-are-you-taking-you
https://www.bis.doc.gov/index.php/regulations/export-administration-regulations-ear
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flsu.edu%2Friskmgt%2Ftravel%2Finternational-travel-insurance.php&data=05%7C01%7CJBernath%40agcenter.lsu.edu%7C0fc3518e3bd649053b8008dbbf66889d%7C804b509899084bdf9c06b3df777563aa%7C0%7C0%7C638314219320679789%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ygDtky0V3f0ObmvYtEbik7z6J6N1KKt4e8pu6%2BM1WQ4%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flsu.edu%2Friskmgt%2Ftravel%2Finternational-travel-insurance.php&data=05%7C01%7CJBernath%40agcenter.lsu.edu%7C0fc3518e3bd649053b8008dbbf66889d%7C804b509899084bdf9c06b3df777563aa%7C0%7C0%7C638314219320679789%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ygDtky0V3f0ObmvYtEbik7z6J6N1KKt4e8pu6%2BM1WQ4%3D&reserved=0
mailto:trips@oncallinternational.com
mailto:travel-insurance@lsu.edu

keep in mind that airfare must be booked through CBT unless the proper prior approvals are obtained
in accordance with PM-13, Section VIII (E).

e Confer with your doctor to determine if immunizations are necessary and, if so, the
procedure for receiving them. These websites could be useful:

©)
@)

CDC Travel Health Info by Country
World Health Organization: International Travel and Health

e Update your Emergency Contact information in Workday so that key personnel in your unit
have access to that information if needed. This information should include telephone and e-
mail from host country partners as well as hotels. Also ensure that your unit has local/family
contact information

e Miscellaneous (Optional)

o

While Abroad

Learn as much about your destination as possible. Information can be accessed
from the following websites

e Library of Congress Country Studies

¢ LonelyPlanet Country Guides for students and budget travelers

e Foreign Embassies in the U.S.
Notify your financial institutions regarding your international itinerary to
facilitate authorization of credit card charges.

The Department of State’s International Traffic in Arms Regulations (ITAR)
The Treasury Department’s Office of Foreign Assets Control (OFAC) — Sanctions Programs

and Information

Contact your cellphone carrier to arrange an international plan to your

satisfaction.

Contact your airline regarding baggage charges.

Ensure that your electrical devices’ voltage and outlets are compatible with your
destination country.

Check if your destination countries require entry and/or exit fees.

Ensure that you have all of your prescriptions.

If you are bringing a personal laptop, ensure that its viral protection is up to date. Ensure
you comply with the IT Travel Guidance (sharepoint.com) for AgCenter owned devices.
Contact Jonathan Hubchen (225) 578-7067, jhubchen@agcenter.lsu.edu) to see if there
an available ‘Travel Mentor’ i.e., an LSU AgCenter employee who’s been to the
country/region and can advise on language, culture, ease of credit card use, etc.

e Arrive with enough currency to cover initial expenses (taxi etc.), particularly if credit cards are
not used. Be prepared to exchange currency at the airport for such expenses.

e Update Emergency Contact information to the key personnel in your unit as well as to your
family. This information could hotel room number and any cell phone. If possible, provide
this information to the U.S. Embassy.

e Saveallreceipts incurred on business travel except for personal meals.

On Your Return
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https://wwwnc.cdc.gov/travel/
http://www.who.int/ith/en/
https://www.loc.gov/collections/country-studies/about-this-collection/
http://www.lonelyplanet.com/
http://www.embassy.org/embassies/
https://www.pmddtc.state.gov/ddtc_public?id=ddtc_kb_article_page&sys_id=%2024d528fddbfc930044f9ff621f961987
https://home.treasury.gov/policy-issues/office-of-foreign-assets-control-sanctions-programs-and-information
https://home.treasury.gov/policy-issues/office-of-foreign-assets-control-sanctions-programs-and-information
https://home.treasury.gov/policy-issues/office-of-foreign-assets-control-sanctions-programs-and-information
https://lsuagctr.sharepoint.com/sites/KB/SitePages/IT-Travel-Guidance.aspx
mailto:jhubchen@agcenter.lsu.edu

o Travel Expense Report — Report all travel expenses through Workday using your unit’s
administrators after the trip for guidance. Use a Currency Converter to determine USD
equivalents for your travel expenses (for out-of-pocket expenses only and not those expenses
paid with LaCarte).

e After returning from travel, it is highly recommended that you change your LSU AgCenter
accounts password, along with any others that might have been used while traveling and
monitor your account and device(s) for unusual activity and notify LSU AgCenter IT of any
unusual behavior or the possibility of exposure or compromise.
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