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WICHITA STATE
UNIVERSITY

13.20 / OUT-OF-STATE AND INTERNATIONAL TRAVEL
I. INITIATING AUTHORITY

A. The Division of Finance and Administration serves as the initiating authority for
this policy.

II. PURPOSE

A. The purpose of this policy is to set forth the requirements for University-Affiliated
Out-of-State and/or International Travel by University Employees.

III. POLICY

A. Out-Of-State Travel

1. All Out-of-State Travel must comply with the Wichita State University
Travel Handbook.
2. To the extent that Out-of-State Travel involves a remote work arrangement,

such arrangement must also comply with the requirements of Policy 3.52 /
Flexible Work Arrangements, Including Remote Work [LINK].

B. International Travel
1. All International Travel must comply with the Wichita State University
Travel Handbook.
2. The University will review all requests for International Travel on a case-

by-case basis, taking into consideration security risks, legal and compliance
requirements, and travel advisories posted on the U.S. Department of State
and Centers for Disease Control website. High-Risk International Travel
will require the approval of the travelling Employee’s respective Vice
President, after consultation with all relevant travel stakeholders. High-
Risk Travel will only be approved in extraordinary circumstances and will
require the traveling Employee to sign appropriate University waivers.

3. In the event that a situation arises after University approvals have been
obtained, such that the safety or security of persons or property are at issue
(such as war, embargo, terrorist threats, etc.) the University may, in its sole
discretion, take the following actions:

a. Revoke or suspend approval of International Travel, including requiring
the Employee to return to the United States mid-trip; and/or
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b. Revoke or suspend access to any University asset, equipment, data,
information, records, network, software, server, or other services,
including University operated cloud services.

Requests to take International Travel for 22 consecutive days or more are
considered remote work, and must be approved in accordance with Policy
3.52 / Flexible Work Arrangements, Including Remote Work [LINK].
International remote work arrangements are only approved in extraordinary
circumstances in light of security risks, legal and compliance requirements,
and administrative burden.

Employees engaging in non-University-Affiliated Travel to an international
location shall not use and/or access any University asset, equipment, data,
information, records, network, software, server, or services, including
University operated cloud services, without prior approval. Requests for
such use and/or access must be submitted on the Personal International
Travel Request Form.

Failure to Follow Travel Policies, Processes, or Procedures. Failure by
Employees to follow all applicable travel policies, processes, or procedures,
including but not limited to this policy and the Wichita State University Travel
Handbook, may result in such travel being denied or designated as unauthorized,
non-reimbursement of travel expenses, account disablement, limitation of future
travel, and/or corrective action up to and including separation from employment.

IV.  DEFINITIONS

A.
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For the purpose of this policy only, the following definitions shall apply:

1.

Employee: An individual who provides services to the University on a
regular basis in exchange for compensation and receives a W-2 for such
services. This includes temporary and part-time Employees.

High-Risk International Travel: International Travel to destinations
designed as either Level 3 or Level 4 by the U.S. Department of State.

International Travel: University-Affiliated Travel to destinations outside
the United States.

Out-of-State Travel: University-Affiliated Travel to destinations outside
the state of Kansas but within the United States.

University: Wichita State University.
University-Affiliated Travel: Any travel by an Employee which is for

educational, research, or business purposes tied to the Employee’s
affiliation with the University, regardless of the source of funds.
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A.

m o 0 w

Wichita State University International Travel Procedures: Those
processes and procedures established by the State of Kansas and the
University governing International Travel, as amended from time to time.

Wichita State University Travel Handbook: Those processes and
procedures established by the State of Kansas and the University governing

Out-of-State Travel, as amended from time to time.

APPLICABLE LAWS AND ADDITIONAL RESOURCES

KBOR Policy Manual, II. D.23. TRAVEL

Kansas Department of Administration, State Employees Travel Center

Wichita State University Travel Handbook

Wichita State University Travel Webpage

Employees should visit the Travel Process webpage for guidance on which
approval process is required for their travel.

WSU Policy 3.52 / Flexible Work Arrangements, Including Remote Work
[LINK]

WSU Policy 13.02 / Border City

WSU Policy 13.11 / Private Vehicle Reimbursement

WSU Policy 20.19 / Driving State Vehicles

VI. REVISION DATES

A.

B.
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August 8, 2019

[INSERT PET APPROVED DATE)]
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ﬁ Policies and Procedures

WICHITA STATE
UNIVERSITY

13.20 / OUT-OF-STATE AND INTERNATIONAL TRAVEL

L. INITIATING AUTHORITY

A. The Division of Finance and Administration serves as the initiating authority for
this policy.

EILl. PURPOSE

A. The purpose of this statementpolicy is to set forth the requirements for University
pohiey—with-regard-to-out-Affiliated Out-of-state-travel-State and/or International

Travel by University employeesEmployees.

H—PREAMBLE

IIl.__ Thispelicy hasPOLICY

A. Out-Of-State Travel

1. All Out-of-State Travel must comply with the Wichita State University
Travel Handbook.
2. To the extent that Out-of-State Travel involves a remote work arrangement,

such arrangement must also comply with the requirements of Policy 3.52 /
Flexible Work Arrangements, Including Remote Work [LINK].

B. International Travel
1. All International Travel must comply with the Wichita State University
Travel Handbook.
2. The University will review all requests for International Travel on a case-

by-case basis, taking into consideration security risks, legal and compliance
requirements, and travel advisories posted on the U.S. Department of State
and Centers for Disease Control website. High-Risk International Travel
will require the approval of the travelling Employee’s respective Vice
President, after consultation with all relevant travel stakeholders. High-
Risk Travel will only be approved in extraordinary circumstances and will
require the traveling Employee to sign appropriate University waivers.
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In the event that a situation arises after University approvals have been

obtained, such that the safety or security of persons or property are at issue
(such as war, embargo, terrorist threats, etc.) the University may, in its sole
discretion, take the following actions:

a. Revoke or suspend approval of International Travel, including requiring
the Employee to return to the United States mid-trip; and/or

b. Revoke or suspend access to any University asset. equipment. data,
information, records, network, software, server, or other services,
including University operated cloud services.

Requests to take International Travel for 22 consecutive days or more are

considered remote work, and must be approved in accordance with Policy
3.52 / Flexible Work Arrangements, Including Remote Work [LINK].
International remote work arrangements are only approved in extraordinary
circumstances in light of security risks, legal and compliance requirements,
and administrative burden.

Emplovees engaging in non-University-Affiliated Travel to an international

location shall not use and/or access any University asset, equipment, data,
information, records, network, software, server, or services, including
University operated cloud services, without prior approval. Requests for
such use and/or access must be submitted on the Personal International
Travel Request Form.

C. Failure to Follow Travel Policies, Processes, or Procedures. Failure by

Emplovees to follow all applicable travel policies, processes, or procedures,

including but not limited to this policy and the Wichita State University Travel

Handbook, may result in such travel being denied or designated as unauthorized,

non-reimbursement of travel expenses, account disablement, limitation of future

travel, and/or corrective action up to and including separation from employment.

IV. DEFINITIONS

A. For the purpose of this policy only, the following definitions shall apply:

1.

Emplovee: An individual who provides services to the University on a

regular basis in exchange for compensation and receives a W-2 for such
services. This includes temporary and part-time Emplovees.

High-Risk International Travel: International Travel to destinations

designed as either Level 3 or Level 4 by the U.S. Department of State.

International Travel: University-Affiliated Travel to destinations outside
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the United States.
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2. Out-of-State Travel: University-Affiliated Travel to destinations outside
the state of Kansas but within the United States.

3. University: Wichita State University.

HELE—University-Affiliated Travel: POEHCEY

4. Any travel by an Employee which is for educational, research, or business
purposes tied to the Employee’s affiliation with the University-employee

propesing—to—travel-out-, regardless of-state—on—behalf the source of the
funds.

3. Wichita State University must—ecompleteInternational Travel
Procedures: Those processes and SH-bFﬁH—&—PP%ﬁA:pﬁfG*L&l—E%pGH—Ph%PE%-

QﬁﬁeerState of Kansas and the Un1vers1ty governlng Internatlonal Travel

as amended from time to time.

6. Wichita State University Travel Handbook: Those processes and
procedures established by the State of Kansas and the University governing
Out-of-State Travel, as amended from time to time.

V. APPLICABLE LAWS AND ADDITIONAL RESOURCES

A. KBOR Policy Manual, II. D.23. TRAVEL

B. Kansas Department of Administration, State Employees Travel Center

C. Wichita State University Travel Handbook

D. Wichita State University Travel Webpage

A-E. Employees should visit the Travel Process webpage for guidance on which

approval process is #mphettrequired for their travel.

DRAFT POLICY
2024 03 14 Page 3


https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_ii_governance_state_universities_2/chapter_ii_full_text#travelreq
https://admin.ks.gov/offices/accounts-reports/state-employees/state-employees-travel-center
https://www.wichita.edu/services/ap-travel/travel_documents/travel_handbook.pdf
https://www.wichita.edu/services/ap-travel/travel.php
https://webapps.wichita.edu/TravelProcess/Main.aspx

F. WSU Policy 3.52 / Flexible Work Arrangements, Including Remote Work

LINK

G. WSU Policy 13.02 / Border City

H. WSU Policy 13.11 / Private Vehicle Reimbursement
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L. WSU Policy 20.19 / Driving State Vehicles

VIi. REVISION DATES

A. August 8, 2019

B. [INSERT PET APPROVED DATE]
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