International Travel Guidelines
The following steps need to be followed once the need for International travel is determined. Under no circumstances should any travel arrangements and/or promotion of trip be made prior to obtaining all levels of approval. Please check with Board Approval Schedule to make sure you are meeting the set deadlines.
1. Any employee traveling internationally is required to complete this approval process if you are traveling in an official capacity for the district and/or any of the following apply:

a. You are receiving wage compensation.  (Vacation is not being used.)

b. You are receiving discounted or free travel.

2. If more than one district employee is traveling, your designated trip coordinator should follow the steps below.  If you are traveling alone, follow the steps below.
3. Download the International Travel Approval Request form from the Madison College forms online database [http://intranet.matcmadison.edu/forms-db/].
4. Complete one request form for all of the district employees that will be traveling.

a. Name of trip

b. Name of trip leader

c. Travel destination:  All countries being traveled through must be listed.  Trip itinerary including all aspects of the trip and contact information should be attached.

d. Approximate cost for each traveler

e. Is a car/van rental needed?  This information is required by our insurance company and must be provided to them prior to the trip.

f. Source of funding

g. List all District employees traveling:  names of each employee must be provided

h. Purpose of trip:  purpose of trip is divided into 4 different categories, check the appropriate box.

i. Contract services:  travel is to negotiate a contract

ii. Exchange program:  credit course

iii. Cultural tours:  non-credit course

iv. Professional meeting/development

5. Prepare issue paper using sample format on page 2

6. Forward completed form to immediate supervisor of each person traveling.  If more than one immediate supervisor, please have all supervisors sign the request form.

7. Forward completed form to the Center for International Education for approval.  The Center for International Education will forward back to you with their approval.

8. Forward the signed approval form to the appropriate vice president.  That individual will sign and forward the approval form to the risk management office.

9. The Risk Management office will forward to the President’s office.  The request for travel approval will be included on the agenda for the next regular monthly district board meeting.

10. Travel arrangements and/or promotion of trip may only be made after the board has approved the travel.  If arrangements are made prior to board approval, cost of such arrangements will not be reimbursed by the district and will be the responsibility of the traveler.  The trip coordinator or traveler will be notified once board approval is granted.

11. Original approval forms will be filed in the Purchasing office, and a copy will be sent back to the trip coordinator or traveler.

12. Once approval has been granted, trip leader/traveler will be contacted regarding the following issues: 

a. Leader(s) and participant training

b. Participant trip orientation

c. Participant waiver form

d. Participant emergency contact information

e. On-site emergency services

f. Health insurance

13. If travel is with students and a travel advance is needed, a travel PO must be initiated by the appropriate department/functional office.

14. Expense reimbursement form(s) are to be submitted within 60 days from the date the trip occurred.

[See sample issue paper on following page]


SAMPLE ISSUE PAPER


MADISON AREA TECHNICAL COLLEGE








DATE:	February 9, 2011





TOPIC:	International Travel – EducationUSA Community College Fair





PARTICIPANTS:	Stephanie Belmas, International Student Specialist 





TRAVEL DATES: 	February 27 – March 5, 2011





PURPOSE:	Central American Student Recruitment and Expanded Outreach to EducationUSA Advisors





TOTAL ATENDEES: 	1





COST: 	$1,890	





CONTACT:			Terry Webb, Vice President for Learner Success – 246-6270


				Geoff Bradshaw, International Education Director– 246-6165


	


ISSUE: Madison College has been selected as one of only 10 colleges to attend this recruitment fair with funding support from the U.S. Department of State. This will be the first EducationUSA college recruitment fair held in Central America to be geared specifically for students interested in attending a community college. As a result of the grant award the U.S. Department of State will cover the expenses of lodging, local transportation, publicity, and fair participation. The college will be responsible for airfare and meals.





EducationUSA is a global network of advising centers that provides information and guidance to international students seeking to further their education in the United States. EducationUSA centers also support U.S. study abroad by advising U.S. colleges and universities about options for developing study programs in other countries. The EducationUSA initiative is supported by the Bureau of Educational and Cultural Affairs at the U.S. Department of State. 





Madison College will benefit from participation in this fair in three ways. First, EducationUSA is a well-respected initiative with over 400 advising centers around the world. To be selected to receive a grant to participate in this fair is not only a great honor, but an avenue to increase outreach and collaboration with EducationUSA advisors. This would be an asset as the college further develops its international education initiatives. Secondly, although Madison College hosts 88 international student visa holders from 37 countries, only one student is from Central America. This recruitment fair will span three countries by providing opportunities to meet students in Managua, Nicaragua; San Salvador and San Miguel, El Salvador; and Guatemala City and Quetzaltenango, Guatemala. Finally, this would be the first time that our college has participated in an international recruitment fair. By participating in a fair with EducationUSA, we would have the opportunity to gain insight into best practices of international recruitment in a setting that supports professional development and recognizes the importance of U.S. community colleges. 





RECOMMENDATION:  The President recommends approval of this international travel.
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