
* See attached FAQ sheet for deadlines, steps to submission, travel booking

guidelines, and additional information.* 

NOTE: Foreign travel must be booked through the Concur eTravel system. Any travel booked 

through other means will not be reimbursed. 

Request for Foreign Travel 

Agency Name: Texas A&M University-Commerce Agent Code: 751 

Name of Traveler: 

Department: 

Title/Position: 

Date Departing: Date Returning: Total # Days Abroad 

Trip Destination(s): 

Reason for Travel: 

(course credit, university service, professional development, learning, volunteer work, research, etc.) 

Request Purpose and Benefit to University 

Total trip approximate cost: 

Amount Funded by University (include account numbers, account names, and amount to be paid by each account) 

Amount Funded Externally/Personally (identify names of funding sources and amount funded by each source) 

Will there be any personal time included in this trip? Yes ☐ No ☐ 

If so, please specify the dates: 

How will your teaching assignment(s) be covered while you are on this trip? 

In the event of an emergency: 

Emergency Contact Name: 

Emergency Contact Phone: 



Traveler Name 

NOTE: Foreign travel must be booked through the Concur eTravel system. Any travel booked 

through other means will not be reimbursed. 

Other cities you will be visiting: 

Hotel information (including address and phone for each hotel): 

Extracurricular Activities (include locations): 

Other faculty, staff, and students traveling with you (each faculty/staff traveler must submit a separate form): 

(if students are traveling with you, please include their CWIDs—attach if needed) 



Traveler Name 

Foreign Travel Checklist 
This form must be completed and accompany the Request for Foreign Travel form. 

Completed “Request for Foreign Travel” form attached 

Detailed itinerary attached 

Travel budget with itemized expenditures attached 

Export Control Screening Form attached 

TrainTraq transcript attached with the following trainings completed less than one year 

prior to departure date: 
*When searching for trainings in TrainTraq, select “All” under “TAMUS Member (Univ/Agency)”*

2111728: International Travel Safety: Safe Passage 

2113639: U.S. Foreign Corrupt Practices Act 

2111212: Export Controls & Embargo Training – Basic Course 

Proof of foreign travel insurance attached 
*Blue Cross Blue Shield is not accepted in all countries or municipalities. CISI is required for students

and is strongly recommended for faculty and staff traveling abroad.

CISI health insurance is universally accepted full coverage health insurance available for purchase at a low-

cost daily rate: https://www.mycisi.com/CISIPortalWeb/default.aspx*

If traveling to a high-risk location, completed International Traveler Questionnaire 

attached. 

If an external agency or organization planned your travel, please provide multiple 

references for the organization. 

If traveling with students: 

Complete list of all students (including their CWIDs) is attached/included 

Risk assessment attached 

All student travel waivers attached 

Proof of foreign travel insurance for each student attached  
CISI health insurance required: https://www.mycisi.com/CISIPortalWeb/default.aspx 

See attached FAQ sheet for deadlines, steps to submission, travel booking guidelines, and additional information. 

NOTE: Foreign travel must be booked through the Concur eTravel system. Any travel booked 

through other means without prior approval will not be reimbursed. 

http://www.tamuc.edu/research/compliance/Export-Controls/ITravelExportControlScreening.pdf
https://www.mycisi.com/CISIPortalWeb/default.aspx
http://assets.system.tamus.edu/files/safety/doc/Questionnaire2017.pdf
https://dms.tamuc.edu/Forms/ETRA
https://assets.system.tamus.edu/files/legal/pdf/Waiver-Indemnification-and-Medical-Treatment-Authorization-Form-(COVID).pdf
https://www.mycisi.com/CISIPortalWeb/default.aspx
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Foreign Travel FAQ 

Steps to Booking Travel 

1. Complete Request for Foreign Travel Form AND Foreign Travel Checklist

2. Complete an Authorization Request in Concur (via SSO) for trip

a. Attach Request for Foreign Travel Form and Foreign Travel Checklist to Concur Authorization

Request

3. Submit Concur Authorization Request

4. Wait for Concur Authorization Request to be fully routed and approved

5. Book travel through Concur

Frequently Asked Questions 

How far in advance of my departure date do I need to submit my Concur Authorization Request? 

Your Concur Authorization Request must be fully routed and approved at least 30 days prior to your departure 

date.  It is recommended that you submit your request 5-6 weeks in advance.  Allow an additional week for 

travel to high-risk countries or regions. 

Your Concur Authorization Request is also subject to any internal deadlines held by your department, college, 

or division. 

Foreign travel that is funded by Research Grant Accounts (e.g. NSF, DOE, NASA, etc.), and does not include 

any student travel, should seek to be completed and attached to a Concur Authorization Request and approved, 

at a minimum, 30 days prior to the travel date.  However, it may be submitted closer to the travel date. Requests 

submitted closer to the travel date are not meant to become standard practice.  Concur Authorization Requests 

submitted two weeks or less in advance of the travel date may not be able to be vetted and approved in time. 

How can I see where my Concur Authorization Request is in the routing and approval process? 

In Concur, you can check where in the process your Request is by clicking the “Approval Flow” tab.  You will 

be able to see each designated approver in the process listed along with the date they approved the Request.  

You can also click the “Audit Trail” tab to find a more detailed listing of submission and approval information 

(including timestamps). 

I found cheaper airfare outside Concur.  Do I have to use Concur? 

You must secure pre-approval prior to booking any travel.  To use sites other than Concur to book your travel, 

you must seek an exemption providing proof of significant cost savings.  You must seek the exemption from all 

departments providing funding from your travel as well as the appropriate Dean (or Vice President, for Deans; 
and President, for direct reports to the President).  By booking any travel outside Concur, you risk being

personally responsible for the charges incurred. 

Texas A&M University-Commerce will not be paying for my travel.  Do I still have to complete a Request for 

Foreign Travel form and a Concur Authorization Request? 

Yes.  You must still have prior approval for foreign travel regardless of the cost to the University.  Your Concur 

Authorization Request will be for $0.00. 
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Do I need to submit a form to travel personally/for vacation? 

No, you do not.  Any university assets that you take with you are subject to Export Controls.  Please complete 

all necessary documentation and training.  Submit your screening form and TrainTraq transcript to the Office of 

Sponsored Programs (OSP).  

I would like to take a university laptop with me on my trip.  How do I request one that is in compliance with 

Export Controls? 

Complete the online Laserfiche form at https://dms.tamuc.edu/Forms/Export-Control at least 24 hours prior to 

departure.  Once your request has been approved, the Laserfiche form will generate a CITE HelpDesk ticket.  

Visit CITE to pick up the laptop.  Return it to CITE once you have returned from your trip.  The laptop will 

then be wiped/re-imaged. 

Can I book travel prior to securing full approval for my Concur Authorization Request? 

No.  Your Concur Authorization Request must be fully routed and approved in Concur prior to booking any 

travel.  You will not be reimbursed for any travel that you have booked prior to final approval of your travel. 

Do I need to purchase travel insurance for my trip? 

It is highly recommended that you purchase international travel insurance to cover any medical expenses you 

may incur while traveling.  Students traveling abroad are required to purchase CISI international travel 

insurance. 

BCBS is not accepted in all countries and municipalities.  Check BCBS for your existing health coverage 

outside the United States.  CISI travel insurance is available for purchase at an affordable daily rate and is 

accepted worldwide.   

Before departure, please review The Texas A&M University System Blanket Evacuation Coverage 

administered by CISI.  This covers medical evacuation, return of remains, security evacuation, and 24/7 

phone/email assistance (via Team Assist) for A&M System employees traveling on university business.  

I did not seek pre-approval for a trip that I took.  What steps can I take to get reimbursed? 

Foreign travel must be pre-approved through Concur.  Expenses incurred for travel that was not pre-approved 

cannot be reimbursed. 

I have questions about my travel.  Who can I contact? 

Concur: Kevin.Ashmore@tamuc.edu  

Student Travel/Study Abroad: Pri.Risal@tamuc.edu
Grants: Stephanie.Pinckard@tamuc.edu
Risk Management: Amy.Patrick@tamuc.edu
Export Controls: Glenda.Denton@tamuc.edu 

Updated:2022/02/02

https://dms.tamuc.edu/Forms/Export-Control
https://www.bcbsglobalcore.com/Account/Login?ReturnUrl=%2F
https://www.bcbsglobalcore.com/Account/Login?ReturnUrl=%2F
https://www.mycisi.com/CISIPortalWeb/default.aspx
https://internationaltravel.tamu.edu/getattachment/Assistance-Abroad-Program/16-17-CISI-Blanket-Plan-Brochure.pdf.aspx?lang=en-US
mailto:Kevin.Ashmore@tamuc.edu
mailto:Pri.Risal@tamuc.edu
mailto:Stephanie.Pinckard@tamuc.edu
mailto:Glenda.Denton@tamuc.edu
mailto:Amy.Patrick@tamuc.edu
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