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All travel (air, rental car and hotel) should be booked through the University of Chicago’s preferred travel agency, Fox World Travel

Benefits include:
· Ability to track travelers in the case of natural disasters, civil unrest, pandemics or terrorist threats
· Assistance available 24/7
· Itinerary storage and sharing
__________________________________________________________________________________
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· Ensure your Travel Profile is updated with current phone numbers and an emergency contact
· Make 3 photocopies of your passport, itinerary, travel documents and credit cards and store them in a safe place
· One in a separate piece of luggage
· Another with a family member or friend
· One at the office
· Ensure all security software on your University laptop is current
· Contact your cell phone provider to verify you have international access and roaming capability
· Ensure you carry proof of medical insurance coverage
· Contact Human Resources or your benefit plan directly, to confirm whether or not your medical insurance provides coverage for basic medical care during your time abroad

We strongly recommend:	
· Review the Department of State website for country-specific information on international travel, passports, visas, travel alerts and warnings, embassies and consulates, etc.
· Obtain work visa or related documentation as required
· Review immunization requirements
· Obtain a copy of your prescriptions, including generic names for any medications. For controlled substances and injectable medications, a note from the prescribing physician on his/her stationery is recommended.
· Review Travel Tips from IT Services to help ensure your IT needs for voice, data and email will be met while you are abroad
· Review the FAQ for Export Control to determine if there are restrictions on the technologies and documents you can bring into the country
· Determine the local electrical voltage and bring the appropriate converters and adapters
· Familiarize yourself with the local currency and if possible, have local currency on-hand. Request guidance from local personnel for an appropriate amount of cash for taxis and meals
· Check routes and know your destination address. Know the distances and times it will take to complete the trip
· Check if there is political unrest or for Travel Alerts and Warnings
· Avoid all public demonstrations and protests
· Don’t discuss travel plans with people you don’t know well

PERSONAL CONDUCT
· Err on the conservative side with your attire
· Understand the cultures of your destination
· Avoid making hand gestures as some motions are offensive in some cultures
· Do not flash money or signs of personal wealth, i.e. iPads, cell phones, cameras, etc.
· Carry no more than 2 credit cards
· Use ATMs inside banks and hotels when possible (preferably during the day) and be aware of your surroundings. Do not use an ATM at night or where you don’t feel safe.
· Carry only as much money as you need
· Carry a second wallet to serve as a decoy in case of a mugging
· Don’t carry all your valuables/keys in one bag
· If attacked, do not resist or chase after your attacker
· Ask the hotel to recommend a reputable taxi or car service and travel with a companion when possible
· Report any incidents to the local authorities and the University
· Carry a hotel business card, book of matches or anything with the hotel name and address when you are out.
__________________________________________________________________________________
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Upon check-in, if the clerk announces your room number where other people can overhear, ask for another room. The best room location is in the middle of the floor away from the elevator and stairs. Avoid rooms on the first floor or above the 7th floor since fire ladders typically only extend 7 floors.

After check-in checklist:
· Ensure the locks on the doors and windows are secure
· Ensure the phone works
· Scan the closet, shower and under the bed
· Review the location of stairwells and fire exits
· Keep a flashlight handy or install the flashlight app if you have a smart phone

Be sure to verify who is at your door before opening. If you didn’t order room service, or don’t know who the “employee” is, call the front desk and verify they sent someone. Meet business contacts in the hotel lobby.
__________________________________________________________________________________

COMMUTING BY CAR[image: ]

· Use trusted car services
· Do not rent a car and commute if you are not sure of routes and destinations

· Do not allow the driver to take short cuts that take you off main streets
· Be in charge of your driver. Be assertive
· Sit in the back seat
· Don’t discuss personal details with the driver
· Keep doors locked and windows closed/almost closed
· Keep valuable items out of sight
· Be alert to ploys and bogus accidents (light rear bump). Drive on and notify the police if it occurs
· Show a general interest in the city by following your route on a map. This allows you to know if you are heading in the right direction.
__________________________________________________________________________________
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· Fox World Travel – Call 773.693.1908, 888.209.7881, or by email uchicago@foxworldtravel.com 
· GEMS MasterCard - Call 800.316.6056 or call collect 001.847.488.3748
· International SOS – Call collect 001.215.942.8226 and Membership # 11BCAS08
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