1. UW financial services are strongly recommending this be included for any traveler who is traveling international on UW business.  This should also be included with any reimbursement requests or Pcard transactions related to the international travel.
As part of the International Travel Resources, Guidelines, and Policies UW-1023, it is recommended to have documentation to ensure coverage by the Wisconsin State Liability and Worker’s Compensation programs.  This documentation should be in writing and confirm the University-Affiliated travel is deemed to be related to the mission of the university and that the employee will be acting within the scope of employment while traveling.  This document should be signed by the Dean, Chair, Director, or employment supervisor before commencing travel.

2. Review International Travel policy: https://internationaltravel.wisc.edu/travel-policy/

3. Check travel advisories for the destination country: https://travel.state.gov/content/travel/en/traveladvisories/traveladvisories.html/

4. Provide Department specific instructions (department letterhead, who to route to, etc.)


















Current date, 202X


Name, credentials
Division of XX
Address
Madison, WI 53705

Dear Dr. last name,

I understand you are requesting international travel approval to attend XX conference/symposium located in country name from date range, 202X. Brief explanation if the travel is to attend, attend and present, and how it relates to your position (i.e., networking opportunities, current research, etc.).

This letter confirms that the travel is deemed to be related to the research mission of the University of Wisconsin, Department of XX, and that you will be acting within the scope of your employment while attending the conference.

Approval to travel internationally is contingent upon the traveler:
· ensuring appropriate funding is available for the travel expenses incurred, and
· enrollment in the CISI International Health Insurance coverage, which became mandatory for all UW-Madison faculty, staff employees, and agents as of January 1, 2022.

I wish you a safe and productive trip.

Sincerely,




Department Chair

Cc: Division Administrator

