GUIDELINES FOR INTERNATIONAL TRAVEL BY FACULTY AND STAFF IN THE ACADEMIC AFFAIRS DIVISION


Western Kentucky University has a growing number of international linkages that have developed in support of the teaching/learning, research, and service mission of the university.  International travel is often required to support these linkages.  However, such travel can frequently be expensive and, if funded internally, can have a significant impact on university budgets.  In view of this, the following policy will be put into effect immediately:


All out-of-country travel on university-related business for which any type of university reimbursement may be sought (e.g. regular budget, grants, development funds, contract funds, etc.), must be approved in advance by the direct supervisor, the college dean (or supervising Associate Vice President), and the Provost.  The funding source and an itemized list of estimated expenditures must be clearly identified on the request submitted.


When filing for reimbursement, in addition to the standard approval of travel vouchers by the traveler and the traveler’s supervisor, expenditure of university funds for international travel expenses must be processed through the college dean and the Provost’s Office.

The benefits of faculty and staff travel abroad are enormous in terms of many important dimensions of university life.  Possible outcomes of travel abroad include professional development, enriched student learning, new student recruitment, making connections for programmatic and research collaborations, linking with alumni and building support for the university, and, in general, bringing a WKU presence to a global context.  University supported travel abroad for faculty and staff should encourage and advance one or more of these desirable outcomes. Faculty and staff traveling internationally on university business will be encouraged to seek opportunities to make contact with WKU alumni and prospective students in the area(s) they visit.  Materials and training will be provided to assist faculty and staff in this effort.

