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e Insurance/Services for Foreign Travel e

The University has an international liability insurance policy for our employees, which is applicable
when employees are traveling in foreign countries on behalf of the University. Along with the
insurance coverage, some additional services are provided to employees through Executive
Assistance Services.

These services do not take the place of your health insurance. It is important that you check with
your insurance carrier to make sure your health insurance coverage will apply while in another
country.

Country-specific travel information can be found via U.S. Department of State website at:
www.travel.state.gov

Attached is a travel card to take with you on your trip. Please complete the attached Employee Travel
Notice form and return it to me prior starting your trip.

The Executive Assistance Services definition of "employee” means any person working for
Washburn, including any voluntary workers or independent contractors with whom we have a written
contract and including your accompanying spouse, child(ren) or any other companion anywhere in the
World, except those countries for which there is a United States governmental embargo or sanction
prohibiting the transaction of business with or within that country. Temporary travel includes personal
travel, but only if such personal travel is incidental to the travel for the purposes of conducting
University business.

While in a foreign country Executive Assistance Services offers the following services to help you
get the care you need:
e Pre-trip medical information; Hospital deposits; Physician referrals
Medications. Including replacement assistance for new, lost or refill prescriptions
Emergency lawyer referrals
Embassy and consular information
Lost document assistance
Medical monitoring
Medical evacuations, when a move to another location for more advanced medical care is
deemed necessary

Additional info can be found at: http://www.europassistance-usa.com/customers/ace/
Log In ID: acepremier Password: 7kilté

It is important to contact Executive Assistance Services prior to making any emergency
arrangements, to be able to make full use of the services. If you have questions or need further
assistance please let me know.

Dorothy Hedman, Insurance Manager

Vice President for Administration & Treasurer Office
Bradbury Thompson Alumni Center, Suite 200
Extension 1634

dorothy.hedman@washburn.edu

Revised 9-18-13/dh
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e NOTICE OF EMPLOYEE INTENT TO TRAVEL TO A FOREIGN COUNTRY e

Name:

Travel Dates: From . To

Countries Traveling To/ln

Group Travel Indivi_dUaliTravel

If Group Travel: Travel Arrangements Made -By :(Name of Company):

Approximate Number Of,.Pédeé Expected To Travel:

Travel By (Check All That Apply): Plane Bus Train Car

Is Trip In Conjunction With Academic Program? Yes No

Briefly Describe Program or Course

Describe Your Role/Duties During The Trip

Name(s) of Other University Employees Traveling With You, If Any

Signed: ‘ Date:

Please return form fto:
Dorothy Hedman
Insurance Manager
Vice President for Administration & Treasurer Office
Bradbury Thompson Alumni Center, Suite 200
Extension 1634

Revised 9-25-13/dh




