CARNEGIE MELLON UNIVERSITY
INTERNATIONAL TRAVEL REGISTRATION FORM

Purpose:  To provide pertinent information for Risk Management and Human Resources in order to ensure insurance benefits and coverage is in affect for all university faculty, staff, and students traveling abroad.  This form should be completed, in its entirety, and returned to the Human Resources department for processing.  If you are traveling to Qatar, this form AND A COLOR SCANNED COPY OF YOUR PASSPORT should be returned to both the Benefits Office of Human Resources  at HRhelp@andrew.cmu.edu AND International Finance/Qatar Travel at qartravl@andrew.cmu.edu. 
	1.  Individual Information:

	Full Name:
	Last:
	
	First:
	
	MI:
	

	Email address:
	

	Telephone #:
	Work:
	
	Home:
	
	Cell:
	

	Date of Birth (Optional):  
	

	Current CMU Department:
	

	

	2.  Relationship:  Check (X) One

	Faculty:
	
	Staff:
	
	Student:
	
	Teaching Assistant:
	
	Other:
	

	If Other, please describe:
	

	

	3.  Travel authorized by:
	

	

	4.  Purpose of Visit:  Check (X) all that apply

	
4.1
	
	Pre-Employment

	
4.2 
	
	CMU Business Travel

	
4.3 
	
	Expatriate Assignment

	
4.4 
	
	Conference

	
4.5 
	
	Other: (describe):
	


	5.  Describe the purpose of the trip, making clear the Carnegie Mellon business connection:

	


	6.  Foreign Country Information:

	Foreign Country(ies) traveling to (please list all countries below):

	

	Date of Departure:
	
	Expected Date of Return:
	

	

	7.  Contact Information in Country of Travel:

	Phone # of Sponsoring Individual (Include Area Code):  
	

	E-mail of Sponsoring Individual (If available):
	

	

	8.
Emergency Contact Information (e.g., program coordinator, academic colleague, personal contact, etc.):

	Emergency Contact Name:
	

	Emergency Contact Phone #:  
	

	

	9.
A visa is required to travel to Qatar*.  Please email a scanned color copy of your passport to the Benefits Office at HRhelp@andrew.cmu.edu and International Finance/Qatar Travel at qartravl@andrew.cmu.edu, or please make an appointment with a Benefits Specialist at (412) 268-2047 to have your passport scanned.

	

	10.  Have you completed Orientation:  Check   yes or   no.

	Orientation needed only if traveling for 6 weeks or more?
	Yes
	
	No
	

	      (If no, please contact the HR Benefits Office, (412) 268-2047 / HRhelp@andrew.cmu.edu.

	11.  Have you made travel arrangements:  Check one.
	Yes
	
	No
	

	(If no, please contact the International Travel Analyst, (412) 268-3065 qartravl@andrew.cmu.edu ).


* VISA PROCESS

U.S. Passport holders traveling to Qatar for less than 1 year (but at least a semester)
You must have a valid U.S. passport and have at least 6 months of validity left on the passport beyond your intended stay in Qatar. You must also have at least one blank visa page. Amendment pages do not count.  Passport is scanned and a copy is emailed to the Qatar HR department for an official letter from the Foundation inviting you to come to Doha.

Complete an application for Qatar Entry Visa and include 2 color passport photos along with $131 (FOR EACH FAMILY MEMBER).  

NO CASH or CHECKS.  Money order should be made payable to the Embassy of the state of Qatar in Washington DC 

Once the letter is received by the Benefits Office, we send the letter, YOUR ORIGINAL PASSPORT, money order and application to the embassy.  Once your passport/visa is returned to the Benefits Office, we will contact you to make arrangements for you to pick up the materials. 

The fees are reimbursable once you complete the Reimbursement Form ExpRptGl031703.  Include your receipts and return them to the Qatar HR Department. 
U.S. Passport holders traveling to Qatar for more than 1 year (or short trips)
You must have a valid U.S. passport and have at least 6 months of validity left on the passport beyond your intended stay in Qatar. You must also have at least one blank visa page. Amendment pages do not count.  Passport is scanned and a copy is emailed to the Qatar HR department.  Once your visa is emailed to the Benefits Office, we will email the visa to you.  Print out the visa and carry it to the airport.
NON U.S. Passport holders traveling to Qatar for less than 1 year (or short trips)
You must have a valid U.S. passport and have at least 6 months of validity left on the passport beyond your intended stay in Qatar. You must also have at least one blank visa page. Amendment pages do not count.  The passport is scanned and a copy is emailed to the Qatar HR department.  Once your visa is emailed to the Benefits Office, we will email the visa to you.  Print out the visa and carry it to the airport.

9/2011 revised
3

