FOOD
SECURITY
GROUP
Handbook

.(f.‘«.mi
; ’- i- ‘}‘!,
'r} =, ("—.
ey 7

JANUARY 2020



Table of Contents

LIST OF ACRONY M S .ottt e e e e e e e e e e e e et e eebe bbb e e e e e e eaaaaeaeeees 2
OVERVIEW OF THE MSU FOOD SECURITY GROUPR.(ESG)........ccooeiiiiiiiiiiiiiieeeeeeeeee e 5
PREAWARD PROCESSES AND PROCEDURES........oooi e 1.
General INfOrMEATION. .........uuiiiiiiiiie e s s e e s re e e e s s nnneneeeeessnnnnneeeols
[ TTaTE=Ta o I T o =PRI 7
Proposal Development & SUDMISSION.........coiiiiiiiiiiiiiiie e 8
Award Negotiation & ACCEPIANCE...........ccooi it e e e e e e e e e eeeeees 9
AcCoUNt SELUP/MOAITICALIONS. .....ceeiiiiiiiiee ettt e e s s e e e e e 9
AWATT CIOSEOUL. ...ttt e e et e e e e et e e e e e s e et e e e e aabb b e e e e e s anbbrrnaeess 9

Procedures for Review and Approval of Potential Newjects Involving Work in HigRisk Areas.9

OVERSEAS RELOCATION. ..ottt ettt srsr e e e e e e e e e e e eeeatbebb s aaeeeeeaaaaeeeeeesennnns 12
Processes for Arranging MOVES........ccuiiiiiieee et e e e e e e e e e e e e e e e e s arareeees 12
AlIOWANCES fOr TrANSITIONS. ....oetteeie ettt e e e e e e r e e e e e e e e e e nnnees 13
Rest and Recuperation (R&R) Travel (3 FAM 372Q).........ccoooiiciiiiiiiiiiieeier e ee e 13
Home Leave (3 FAM 3430 and 3 FIAHIBA30).......uuuuuiieiiieiieieeee e e e e e 14
Coverage for Health Insurance and Medical/Natural fd&saEvacuation When Living Overseakb

PROFESSIONAL SERVICES CONTRACTS. ...ttt ee e 17
NRA Professional Services Contract @RIBA).........ouiiiiiiiiiiiie e 17
Invoice Processinr NRAPSCS.......ooo it e e e e e e e e e ae e eeeeeees 17
Invoice processing for Regular PSCs (U.S. Citizens and Resident Aliens)...........ccccceeeeeeee. 18

OVERVIEW OF IMPREST FUNDS. .....oeutiiiiiiie ettt e e e e e e e e e eeeenene 20
IMPrest AQVANCE PrOCEAUIE. ... ...ttt et e e e e e e e e aaeeeeeeeaeeesaaanans 20
Procedure for Requesting a New Imprest AdVanCe.............ococccviiiiiiiiiiieiierieee e ee e 20
Procedure for Modifying an Imprest AQVANGCE...........oooiveiiiiiiciii e 21
IN-Country OffiCe REQUITEIMEINTS ........uviiiiieiiiiiii et e et e e s e s 21
Processing the Voucher at MSLL.........ooii e a e 22
Closng Of an IMPreSt AUVANCE..........uuiiiieeiee et e e e e e s s aibrreeeaeans 22
Tax/Reporting Requirements of an Imprest AVaNCe.........cccccvvviiiiieieeiieiieeeeeeeee e 23
MSU RESPONSIDIITY. ... e e 23

POSTAWARD PROCESSESARIDCEDURES.........ooiiiiiiiiiiiiieee et 25
F = Lo Y =T g =T =T 0 T o PSP 25
F Lo B Y/ 01T PP PP PPPPP PP 25



Award Processing Times (from Contract and Grant Administration)..........cccoeevvveeveeeeveeeennnns 25

YU = L= o S SO 25
=T 00 ] 1 1] o PP PPRESRPPRT 26
TECNNICAI REPOIING.....eeieeiiiiieie e e e e e e e e e nnneeeees 26
TRAVEL (DOMESTIC AND INTERNATIONAL)....cutttiiiiiiiiiiie et 29
Preferred Travel AQENCIES........oooi ittt e e e e et reeeeeeeeaaaaeens 29
Build Your Travel Profile (completed by Traveler)..........cccoiiiiiieiiiiiece e 30
FSG Travel Notification (completed by Traveler)..........ooovviiiiii e 30
Request (formerly PEETID AUtNOMIZATION) .....ciiiiiiiiiiiiie et 31
MSU Global Travel REQISIIY.......ccco i e e e e e e e e e e e e e 32
Procedures for Review of Proposed Travel to HREHK Areas.........coooiiviiiiiiiiiiiiiecciieeee e 32
Reserving and Paying for Trauel..........coooi i a e e e 34
Travel REIMDUISEIMENL........ooiii e e e e e e e e eeeeeaaes 36
Instructions for Completing Travel Reimbursement Claim FOrm:........ccccccvvvveeeeeiniiiiiiccnns 36
FSG PROJECT PUBLICATIONS AND OTHER FORMS OF COMMUNICATION................... 40
Overview Of FSG PUDIICALIANS.........oiiiiiiiiiiiiee e e e 40
Preparation of FSG project publications.............ccccccceeiiiiiiiiiiiiciiirrieereeeeeee e 40
Posting of project publications to project Websites.............cooooiiii e 41
Posting of project publications to AgEconSeamti USAID/DEC.........cccccvvvveieeeiiiiiicccccinns 41
Other forms Of COMMUNICALION...........oiiiiiiiiiiie e e e e e e e 42



FOODSECURITYGROUP
HANDBOOK

SECTION
LIST OF ACRONYMS



LIST OACRONYMS

ACH Automated Clearing House, a U.S. financial network used for electronic
payments and money transfers.

AE Account Explorer, a customized project management tool

AFRE Department of Agricultural, Food, and Resource Economics

AN Annualappointment (12 months)

AOR Authorized Organizational Representative

AY Academic Year appointment (9 months)

CGA Contract and Grant Administration

CONUS | Continental United States

COoP Chief of Party

DI Distribution of Income and Expense

DOS Department of State

DSSR Department of State Standardized Regulations

DUNS Data Universal Numbering System

DV Disbursement Voucher

EAR Export Administration Regulations

ECORRW | Export Control and Open Research Review Worksheet

ECTS Office ofExport Control & Trade Sanctions

F&A Facilities & Administrative cost/rate

FASTR Faculty and Staff Travel Review Committee

FO Fiscal Officer

FOA Funding Opportunity Announcement

FSG Food Security Group

FSP Feed the Future Innovation Lab fléood SecurityPolicy

GTR Global Travel Registry

IDC Indirect Cost

ISP International Studies and Programs

ITAR International Traffic in Arms Regulations

LOC Letter of credit

MOU Memorandum ofUnderstanding

MSUFCU | Michigan State University Federal Credit Union

NICRA Negotiated Indirect Cost Rate Agreement

NRAPSC | Nonresident Alien Professional Services Contract

OCONUS | Outside the Continental United States

OIHS Office of International Health & Safety

OMB Office of Management and Budget

OSP Office of Sponsored Programs

Pl Principal Investigator

PO Purchase Order

PSC ProfessionalServices Contract

PTA Preferred Travel Agencies

RC Restricted account prefix




RG Unrestricted account prefix

RFA Request for Applications

RFP Request for Proposal

Sl Specific Identification Method (for calculating fringe benefits)
SMA Separate MaintenancAllowance

SOM State of Michigan

SPA Sponsored Programs Administration (oversees and supports OSP and CGA
SuU Summer salary

TBD To Be Determined

TCN ThirdCountry National

TDC Total Direct Costs

USAID U.S. Agency for InternationBlevelopment
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OVERVIEW OF THE MSU FOOD SECURITYEIF®)UP

I C w BoQdSecurityGroup(FSGis a selforganizedeamthat carriesout empiricallybasedpolicy
oriented scholarlyresearchgngagementand capacitybuildingfocusedon problemsof globalfood

security.

1 FSGhasoperatedsincethe early1980s thoughwith rootsin faculty and projectsstretching
backto the 1960s.

1 FSGumbersapproximately25 faculty, both tenure-streamandfixed-term, primarily but not
entirely from the Departmentof Agricultural, Food,and ResourceEconomics

1 Typicallythere are severalFSGaculty basedlong-term in field project officesin Africaand Asia.

1 FSQorojectsalsosupportgraduateresearchassistants.

1 Themembersof FSGvork togetheron a set of related externallyfundedinternationalprojects,
with overallteam coordination and supportfrom two Co-Directors,administrativesupportfrom
a 4-personbusinesoffice fundedby FSGyrants,and severalon-callassistantavorkingon
publicationswebsites,andcommunications.

1 Majorfinancialsupportfor FSGhascomefrom USAlIDhroughthree 10-yearcooperative
agreementq19832013),a 7-yearcooperativeagreement(20142020),and a new 5-year
cooperativeagreement(20192024).

1 Althoughthe FSGoortfolio hasbeenconsiderablydiversifiedsincethe early2000s,USAID

fundingcontinuesto provideat least75%of the total.

Further information about FSG can be foumtthe
FSG Website



https://www.canr.msu.edu/fsg/
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PREAWARD PROCESSES AND PROCEDURES

General information

1. TheOffice of Sponsored Programs (O$&#a unit dedicated to praward administration. Its
mission is to provide highuality preaward services to faculty, stafind central admiistration
by:
a. Reviewing, interpeting and implementing spons@and/or institutional rules,
regulations or requirements;
b. Assisting with proposal preparation by ensuring compliance with university and sponsor
policies;
c. Identifying potential problems and selving issues that arise throughout the pae/ard
lifecycle;
d Sz YAGGAY3I LINRPLRA&FEA & a{!Qa ! dzikK2NAT SR h N
e. Negotiating award terms and conditions and executing agreements on behalf of MSU;
and
f.  Communicating with MSU offices to facilitate the proposal and award processes.
2. Contact information at OSP:
a. Proposal Group
i. Proposal Team 2
ii. Manager: Craig O'Neill (518844275
iii. Agriculture & Natural Resources
b. ContractGroup
i. Contract Team ZZontractTeam2@osp.msu.edu
ii. Manager: Diane Cox (51884-4243

Hints and Tips
What are some items that can be provided at proposal stage to speed up the processing of an award?
f  Provide all subawardocumentation (nax ¢ 2 6S 5 SWBEONNAYSRE 0o
¥v" Budget
¥ Budget Justification
v SOW
v" Commitment Form
1 Start the ECORRW

What will beneeded at award stage when issuing the subaward?
9 Budget
1 Budget Justification
1 SOW
9 Subrecipient Commitment Form
9 Current Audit
9 Advance request including payback terms (international only)

9 Employee Biographical Data Form


https://www.cga.msu.edu/PL/Portal/380/OSPDepartmentOrganization
mailto:ProposalTeam2@osp.msu.edu
mailto:agnrproposals@osp.msu.edu
mailto:ContractTeam2@osp.msu.edu

Proposal Development & Submission
9 Visit the proposal development and submission site at this link

Preparation of any contract or grant proposal can be a challenging undertaking and usually involves
several individuals working closely together to meet the proposal deadlines. Becoming familiar with the
proposal process will help ensure successilimission of a proposal. Tkection belowoutlines
recommended steps for the preparation and submission of a proposal at MSU. In addition, OSP has
created aProposal Checklighat provides guidance on th&eps of proposal creation and submission

We encourage using this checklist when working through the proposal development and submission
stage.

Link to OSP Proposal Checklist (Eioredat)

1. Eligibility
a. Only eligible MSU faculty members may submit a proposal afRe&éntly hired fixed
term faculty are usually not eligibleaformation regarding who can submit a proposal
and the steps for requesting Pl exception approval can be found &Ithigibility and
Requesting Exceptiongebpage.

2. Proposal Submission Deadline Policy
a. To help ensure timely review and processingmdnsored projectproposals, visit the
MSU Proposal Submission Deadline Policy webpageDSReProposal Timeline graphic
has been created to helshow clearlythe step-by-step activities leading up to the
submissionThe steps aradapted to FS@ndsummarized in the following table:

Time Frame Step and Key Activities

12-16 weeks Step One: Identify your funding opportunity, learn what typeuadjects
before deadline | the sponsor usually funds, and begin planning your project.

6-12 weeks Step Two: Work with colleagues to determine and implement propos

before deadline | assignments, timelines, potential issues.
4-6 weeks before | Step Three: Work with§G business office staff to create dredbpe of

deadline work, budget andbudgetjustification Share solicitation with OSP.
2-4 weeks before | Step Four: Continue to develop proposal content and budget with FS
deadline college and OSP preaward staff.

6-8 business days| Step Five: Send OSP Proposal Team the budget, budget justification
before deadline | statement of work, and similar items for planned subawards.

4-6 business days| Step Six: Complete and route the Proposal Development docu(R&jt
before deadline | for approval after receiving OSP approval of budget.

3 business days | Step Seven: Provide final proposal to OSP for submission

before deadline
1businessday |{ G SLI 9AIKGY -(hX¥S & draNRALIRA Haf2dy 2y S
before deadline

Adaptad fromthe guide at this link

h{t Qa |siNBisS®rapolicincludes: & m rd&adliMeosttucturethe solicitation should be
provided to OSP at least ten (10)diness days in advan@eot specified in the table abovethe final
budget for OSP review at least six (6) business days in advance; and the complete proposal for
submission three full business days (3) before the submission deadline.

b. Please contact youadministrator,Chad Odonin the FSG Business Officeaid OSP
proposal representative as soon as you become aware of a possible opportunity so the

8


https://cga.msu.edu/PL/Portal/351/ProposalDevelopmentSubmission
https://www.cga.msu.edu/PL/Portal/DocumentViewer.aspx?cga=aQBkAD0AMwA4ADkA
https://www.cga.msu.edu/PL/Portal/DocumentViewer.aspx?cga=aQBkAD0AMwA4ADkA
https://www.cga.msu.edu/PL/Portal/DocumentViewer.aspx?cga=aQBkAD0AMwAwADEA
http://ctlr.msu.edu/combp/mbp315EBS.aspx
https://www.cga.msu.edu/PL/Portal/301/ProposalSubmissionDeadlinePolicy#proposalTimeline
https://www.cga.msu.edu/PL/Portal/1530/SuggestedProposalTimelineGuidance
mailto:odomchad@msu.edu
https://osp.msu.edu/PL/SiteFiles/GetFile.aspx?id=399

preparation timeline can be establishedSP may neeadditional lead time for Federal
contract proposalsr compliance certifications.

3. Prepare Proposal Development Document
4. Develop Proposal
5. Develop Budget

6. Regqulatory Requirements

7. Submit Proposal

8. Additional Information and Tools for International Projects

Award Negotiation & Acceptance
i Linkto award negation and acceptance

The Award Negotiation and Acceptance stage encompasses the activities that take place after a proposal
is submitted, up until the fullgxecuted (gined) award has been received and passed to the Contract
and Grant Administrigon (CGA) for account setup.

Account Setup/Modifications
1 Linkto account setup/modifications

After a sponsored program award has been fully executed, an RC or RG account number is assigned in
a{! Qa TAYyL yhidalldws exgedsasitoD¥ posted to the project account throughout the life of
the project. Once an RC account number has been established, specific details regarding the award are
entered into Account Explorer (AE), a customized project management tool.

Thoughout the project period, there may be additional award actions that occur including issuing
subawards and modifications such as time extensions or additional funding. These responsibilities are
handledby D! Qa ! g1 .NR& DNER dzLJ

Award Closeout
9 Linkto award closeout

The closeout of a restricted (RC) or unrestricted (RG) sponsored program award finalizes the MSU
project account and closes it in the university financial system. The process is initiated by CGA after the
project period end date. The CGA group respondiri¢he closeout of your account is dependent on
whether sponsor funds were received by submitting invoicestoether funding was drawn from a

payment system, also known as letter of credit (LOC).

Procedures for Review and Approval of Potential New Proje cts Involving Work in High-Risk
Areas
1 New procedures are being developed; MSU is creating their own risk assessment levels
1 tLQ& &K 2 HBAORRWaiylinNie procgss


https://www.cga.msu.edu/PL/Portal/388/PrepareProposalDevelopmentDocument
/Users/sward/Downloads/1.%09https:/www.cga.msu.edu/PL/Portal/363/DevelopProposal
/Users/sward/Downloads/1.%09https:/www.cga.msu.edu/PL/Portal/356/DevelopBudget
https://www.cga.msu.edu/PL/Portal/373/RegulatoryRequirements
https://www.cga.msu.edu/PL/Portal/358/SubmitProposal
https://www.cga.msu.edu/PL/Portal/421/AdditionalInformationandToolsforInternationalProjects
https://www.cga.msu.edu/PL/Portal/353/AwardNegotiationAcceptance
https://www.cga.msu.edu/PL/Portal/354/AccountSetupModifications
https://www.cga.msu.edu/PL/Portal/350/AwardManagement
https://www.cga.msu.edu/PL/Portal/355/AwardCloseout

)l

0 See step 6 unddProposal Development and Submissabove

0 SeeExport Control Proceiresbelow
Information from Office of Sponsored Programs and Contract and Grant Administiatioren
in the following sections.

Frequently Required Budget and Proposal Data

9 Linkto frequently required budget and proposal data

Forms and Templates
9 Linkto forms and templates

Export Control Procedures
1 Link to Export Control Procedures

Michigan State University is required to comply with a variety of U.S. Government statutes and
regulations dealing with export controls and trade sanctidriseOffice of Export Control &

Trade SanctionECThas developed the ciine Export Control an@pen Research Review
Worksheet (ECORRW) to help identify exgmmmtrolled technologies or materials found on the
International Traffic in Arms Regulations (ITAR) list, and/or the Export Administration
Regulations (EAR) list, and to identify research gietsvplanned with international entities that
may be subject to trade sanctions.

All PIs and other project personnel are individually responsible for compliance with export
controls and trade sanctions. If you have questions regarding the ECORRW, tHfersioor

the potential applicability of EAR, ITAR, or trade sanctions to your proposal or project, please
contact the Office of Export Control and Trade Sanctions at (5173432 or email
export@msu.eduYou can &b find additional resources on the ECTS welagitaislink.

Additional Information and Tools for International Projects
Thislink contains information on the following:

=A =4 =4 =8 -8 =4

Budget Preparations

Subrecipients

Subaward Setup Guidance

Insurance Requirements and Resources

Methods of Payment and Imprest Advance Procedures
Subject Matter Expest

Other Links for International Projects

f
f

International Budget Checklist.p(Revised:7/21/2016 By Heliste, Jodi )
Managing_International Projects-8-16.pdf(Revised:8/18/2016 By Heliste, Jodi )

Acronyms in Research Administration
9 Link to list

10


https://www.cga.msu.edu/PL/Portal/146/FrequentlyRequiredBudgetandProposalData
https://www.cga.msu.edu/PL/Portal/Forms.aspx
/Users/sward/Downloads/•%09https:/cga.msu.edu/PL/Portal/164/ExportControlProcedures
mailto:export@msu.edu
http://exportcontrols.msu.edu/
https://www.cga.msu.edu/PL/Portal/DocumentViewer.aspx?cga=421&Title=AdditionalInformationandToolsforInternationalProjects
https://www.cga.msu.edu/PL/Portal/421/AdditionalInformationandToolsforInternationalProjects
https://www.cga.msu.edu/PL/Portal/417/MSUInternationalBudgetPreparationConsiderations
https://www.cga.msu.edu/PL/Portal/419/InternationalSubrecipients
https://www.cga.msu.edu/PL/Portal/423/RolesandResponsibilitiesGuidanceforInternationalSubawardSetup
https://www.cga.msu.edu/PL/Portal/418/InternationalInsuranceRequirementsandResources
https://www.cga.msu.edu/PL/Portal/422/MethodsofPaymentandImprestAdvanceProcedures
https://www.cga.msu.edu/PL/Portal/420/SubjectMatterExpertsforInternationalSponsoredAwards
https://www.cga.msu.edu/PL/SiteFiles/GetFile.aspx?id=491
https://www.cga.msu.edu/PL/SiteFiles/GetFile.aspx?id=492
/Users/sward/Downloads/•%09https:/www.cga.msu.edu/PL/Portal/946/AcronymsinResearchAdministration
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OVERSEAS RELOCATION

TheU.S. Department of State Overseas Assignmeméebsitecontains links to several topics of helpful
information when an FSfaculty/staff member is considering an overseas move to a project location.

TheForeign Service Assignment Notebook (FSaffgrs an overview of preparations for an official
overseas move. It guides U.S. Government foreign affairs employees and th&rrfeambers through

a process that can be confusing and offers invaluable information and guidance for an international
move to a project postTopics include: Overview of a U.S. Mission, children in the Foreign Service,
resilience, post research, packitmgo, finances, family member employment, insurance, traveling with
pets, and more.

Please refer to this document as early in the relocation assignment as pogsikdégn Service
Assignment Notebook: What Do | Do Now?

Processes for Arranging Moves
1. Eligibility

Eligible individuals are faculty (at th@nk of instructor and above), academic, professional, and
executive management staff who are either new or reassigned and are moving from outside a
radius of 50 miles to the MSU work location. For example, if the former job location was 3 miles
from the former home, the new job location must be at least 53 miles from that former home.
The distance test only considers the location of the former home and does not take into
consideration the location of the new home. Payment for moving expenses is not an
entitlement; in all cases, it is an option to be agreed upon between the unit administrator(s) and
the prospective faculty/staff member.

2. Approvals

Moving expenses up to $10,000 require approval of the Dean, Director or Chairperson. Amounts
exceeding $10,000 ust be approved by the Provost (or designate) or the Executive Vice
President for Administrative Services (or designate), or the Vice President for Finance and
Treasurer (or designate). An MAU or unit may establish a more restrictive moving expense
policyand may limit moving expenses as deemed appropriate.

3. University Contracts

9YLX 28S58a INB SyO2dz2Ny 3SR G2 dziaftAiM@sua{! Qa Oz2yi
Purchasingnanages relocation contracts for moves of personnel and obtains contracts that

offer faculty and staff discounted rates. Do not call the national affitidtee contract is with

the local office who can assist you for all international moves.

ForMSU Movirg Servicespleasefollow thislink.

Contact Information:
MSU Contract Manager
Christina Wyrick
(517) 8846164

12


https://www.state.gov/overseas-assignments/
file:///C:/Users/Cathy/Documents/Michigan%20State%20University/Handbook%20Files/Overseas%20Posts/FSI%20Transition%20Center%20-%20Foreign%20Service%20Assignment%20Notebook%202016.epub
file:///C:/Users/Cathy/Documents/Michigan%20State%20University/Handbook%20Files/Overseas%20Posts/FSI%20Transition%20Center%20-%20Foreign%20Service%20Assignment%20Notebook%202016.epub
https://usd.msu.edu/purchasing/suppliers/moving-relocation.html
mailto:cwyrick@msu.edu

4. Payment

All costs for muing services are to be paid by the employwhp may then submit them for
reimbursement up to the amount of the approved allowantbe Tax Cuts and Jobs Act passed

in December 2017 has changed the taxability of moving expense payrrentmformity with

IRS regulations, moving expenses paid to the employee now consitiateable allowancdhat

gArAftf 0SS NBLRNISR o0& af{! & (I EIl of-BstateryiedtzntyS | y R
the end of the year Applicable taxes will be withreeland reported.

FSG Business offiwéll complete anAdditional Payment Forrto process the Moving Expense
Allowance payment for faculty and academic staffeoffer letter or agreement supporting the
allowance amount must be attached.

Allowances for Transitions
The Department of Stat®ffice of Allowancedevelops and coordinates policies, regulations, standards,
and procedures to administer the governmenide allowances and benefits program abroad under the
Department of Staté&Standardized Requlations (DSSR)reign Service employees and family members
should review e following for upto-date information.

1 Summary of Allowances

1 Frequently Asked Quegins

1 Allowances by Location

T Living Quarters Allowance

For FS&pecific questions related to
Allowancesfor overseas posts,
Please contackcott Frumpn the FSG Business O#i

Rest and Recuperation (R&R) Travel ( 3 FAM 3720)

The purpose of R&R is to give employees relief from onerongitions at the post of assignment.
Approximately 70 percent of all posts worldwide are certified for R&R, with the majority of the non
certified posts in Western Europe. If a post is R&Rified, employees are eligible to take one R&R
trip during a tweyear tour and two trips during a thregear tour if that tour is unbroken by home
leave! R&R travel must begin and end at post, and the time away from post is charged to annual
leave. Se® FAH1, 3722, Exhibits-b for a list of posts certified for R&R and their designated relief
areas.

1. Eligibility
U.S. citizens assigned to overseas posts are eligible for R&R if:

a. They are assigned to a designated R&R post abroad (including employees of
participating agencies assigned to USAID missions) and they serve at such a post for a
period of at least two years unbroken by home leave (service at two consecutive R&R

1 Note that some missions have more generous couspgcific allowances.
13


http://ctlr.msu.edu/download/formsSecure/AdditionalPaymentFormInstructions.pdf
https://aoprals.state.gov/content.asp?content_id=282&menu_id=101
http://aoprals.state.gov/content.asp?content_id=134&menu_id=75
https://aoprals.state.gov/content.asp?content_id=108&menu_id=75
https://aoprals.state.gov/Web920/location.asp?menu_id=95
https://aoprals.state.gov/content.asp?content_id=160&menu_id=75
https://fam.state.gov/fam/03fam/03fam3720.html
http://fam.state.gov/fam/03fah01/03fah013720.html
mailto:frumpsco@msu.edu

posts can b combined for R&R purposes for the needs of the Service, in accordance
with 3 FAH1 H3723); or

b. They are assigned to, or in specific authorized circumstances, serving extended TDY, at a
post that has been approved by the Director General of the Foreign Service and Director
of Human Resources (M/DGHR) for special R&R (Bh&&M 3727.1

2. Employees have the choice of traveling to:

a. The designated overseas relief point

b. Another overseas location, provided that the purpose and objectives of R&R travel are
met. Costs of travel to ather overseas location are reimbursable only up to the cost of
travel to the designated relief point.

c. Any city in the United States or its Commonwealths, territories, or possessions, including
American Samoa, Puerto Rico, Guam, the Northern Marianalksland the U.S. Virgin
Islands.

The family may take R&R even if the employee is not able to travel. Travel eligibility for children
ceases at age 21, except for unmarried children of any age who are incapablesofpgelft (see
the definitions of elighle family members ii4 FAM 511.8

Employees or family members who travel both to a point abroad and to the U.S. on their R&R trip
can be reimbursed onlyp to the cost of travel to the offial relief point abroadnot to a
destination in the U.S.

3. Family members (sek4 FAM 511.Bresident at post are eligible for R&Bnless otherwise
I LILINE @SR o0& LI &HideQidexcéptighal airSun&andes (B.F, the marriage of an
employee during the tour of dutygligible family members must reside at post for the entire
tour to qualify for the travel benefitn exercising this discretion, post management officers
mustoperate under the presumption that R&R will not be authorized if the beneficiaries apply
for voluntary SMA(Separate Maintenance Allowance) immediately preceding or following R&R
travel. Eligible family members may travel separately from the employeeaamahot required
to travel to the same destination.

Home Leave (3 FAM 3430 and 3 FAH-1 H-3430)

The purpose of home leave is to ensure that all employees sent overseas for extended periods to
represent the United States undergo periodic reorientation anéxposure to the United States. All
employees must take home leave, as it is a statutory remoémt. Foreign Service employees who

are assigned abroad earn home leave at the rate of 15 days for each year of overseas service. There
is no maximum limitation on the accrual of home leave. Employees are not paid for unused home
leave upon separation aetirement. Home leave can be used only in the United States, in the U.S.
Commonwealths, or in the territories and possessions of the United States.

2Voluntary SMA(for special needs or hardship of an employe@jhen an employee requests SMA for special
needs or hardship prior to or after arrival at post for reasons includinignbulimited to career, health, education,
or family considerations for the spouse or domestic partner as defin8d=AM 1610children, or other family
member (children, includipsisters and brothers, unless attending secondary school must be under age 18 or
incapable of self support).
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1. Eligibility
Within the limitation of available funds, the foreign affairs agencies may grant home leave,

or combined home leave and annual leave, with travel at U.S. Government expense to any
employee who:

a. Is a citizen of the United States;
b. Has completed at least:

i. 12 months of continuous service abroad at a post experiencing extraordinary
circumstances, as tiermined by the Director General of the Foreign Service; or

il. 18 months of continuous service abroad; and
c. After home leave, is expected to return:
i. Immediately to service abroad with the employing agency; or

ii. To service abroad with the employing agency upompgietion of an assignment
in the United States; or

iii. To service abroad after transferring to an international organization.

2. Home leave is ordinarily granted at the conclusion of an overseas assignment if the requirement
for continuous overseas service cited3 FAM 3431.2subparagraph(a)(2), has been met
Exceptions to this requirement can be foundikrAM3433.1

3. Employees must take home leave as soon as possible after 36 months of continuous service
abroad Employees serving at posts experiencing extraordinary circumstances must take home
leave at the conclusion of their assignments in accordance witlytindelines ir8 FAM 3434.2
paragraph b, an@ FAM 3435.1paragraph d.

Coverage for Health Insurance and Medical/Natural Disaster Evacuation When Living
Overseas

MSU HUMAN RESOURQ@ER esses the employee health insurance for those going overseasdong
and CIGNA is the plan as of August 2019.

1. CIGNA International Expatriate Benefits is offering Medical, Dental, IEAP and Medical Evacuation
/ Repatriation benefits to themployees of Michigan State Universityhis comprehensive
international healthcare program allows employees and their famibesccess quality
healthcareanywhere in the world

2. The international health information can be found aisthnk.

Ceneral overview of the plan designed for employeesriarnational assignmentsan be
found at thislink.

Note: The website says Dubait it is for all locations, not just Dubai.

For FS&Gpecific questions related to
Medical/Health Insurance for overseas posts
Please contadBecky ProctgrMSU Human Resources

Phone: 517884-0174

15


https://fam.state.gov/fam/03fam/03fam3430.html#M3431_2
https://fam.state.gov/fam/03fam/03fam3430.html#M3433_1
https://fam.state.gov/fam/03fam/03fam3430.html#M3434_2
https://fam.state.gov/fam/03fam/03fam3430.html#M3435_1
https://www.hr.msu.edu/benefits/dubai/index.html
https://www.hr.msu.edu/benefits/dubai/documents/DubaiSummaryBenefits2009.pdf
mailto:kleuckli@hr.msu.edu

FOOD SECURITY GROUP
HANDBOOK

SECTION 5

PROFESSIONAL SERVICES
CONTRACTS

(PSCs)

16



PROFESSIONAL SERVICES CONTRACTS

Professional services are uniqtechnical and/or infrequent functions performed by an independent
contractor qualified by education, experience, and/or technical ability to provide services. In most cases,
these services are of a specific project nature, and are not a continuing, orrgspansibility of the
institution. The services rendered are specialized in nature even though the contractor may not be
required to be licensed.

ProfessionaBervices Contracts take about 3 weeks from start to filislt complicated, but it does
take abit to get all of the signatures.

NRAProfessional Services Contract (NRA-PSC)
1. When an independent contractor is required for project work, Blewill complete theNRAPSC
Requesform. SeeAnnexA belowfor this form.
Procedure for signature requirements on contract
a. Contractor and authorized signer for the account to be charged.
b. Contract and Grant Administration if charging an RC account.
c. Dean, Vice President or Designate if the contract is greater$tar000.
d. Purchasing Department approval is required if the contract is greater than $15,000.
2. Sole source documentation is required for all contracts greater than $10TG@OPI must
provide this information to Kevin Cox, FSG Business Office.
Submit completed Request form ttevin Cox, FSG Business Offoaxkevi3@msu.edu)
Kevin will email the completed PSC,-8BEN form (for an individual), and Wire Transfer
payment form to the contractor for review and signature
*NRAPSCs for aentity overseas, rather than an individual, are required to fill out a-W8
BEN E form.
5. Once the PSC documentation is received and PSC is signed, then it is routed to CGA and
Department for approval.
6. The vendor must be created in the finance system for payment taibated.
7. Afinal copy of the PSC is emailed to the contractor with cc: to PI.

kW

Invoice Processing for NRA-PSCs
1. Upon receipt of invoice(s) and approval by the Pl,Diebursement Voucher will be processed
for payment to the contractor.
2. Include paymentsummNE Ay & Xbotdkampld: G A 2 v ¢
Total Contract: $3000
Previously Invoiced: $090
Current Invoice: $1200
Remaining Balance: $0
3. 4t F2YSy il wSGgtnfr. Serg/RiSettiselPrint/Honoraria
Payee ID/Vendor # = search forname orkisg T 2 NX' I G A2y LINRPPARSR FTNRBY dab
Wire Transfer payment is required for all international paymeAisbanking information from
the Wire Transfer payment form must be included on the DV.

a ks

3C2NJ at {/ &¢ 0dzASR FT2N) ! o{d /AGAT Sya FTYyR wSaARSyil ! fASys3

Purchasing and is listed as buan the PSC form. For NRSCs (noNNB a A RSy G Fft ASyao GKS GSN)Y

ASNDAOSaE O2y (N} OGE Aada dzaSRO® C2NJ & Aivusaitiradghdud this Sedidh. G SN &
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Invoice processing for Regular PSCs (U.S. Citizens and Resident Aliens)
1. Invoices are required for all PSCs and are to include a full description and dates of the services
NEBYRSNBRX (KS th ydzYo SN NBESBBEYOSRTI YR | aNBY
2. Allinvoices are to be sent to Michigan State University, Accounts Payablefiée Rd, Room
103, East Lansing, M| 48824. Accounts Payable accepts invoices from both MSU departments
and suppliers electronically (see Accounts Payable email instructions). Instructing contractors to
submit invoices directly to the department willsglt in a delay in payment.

Templates and various fornisr PSCs:
Blank NRASC Form

Blank PSC Form

Invoice Template

NRAPSC Request

PSC Request

=A =4 =4 =8 =2

Please reach out tBevin Co%or any additional questions or formegarding NRA#SGor PSE.
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OVERVIEW OF IMPREBINDS

In general, an Imprest account is a revolving fund managed in a separate account used toqaniyn
expenses. All disbursements are do@nted with receipts and expenses are typically recognized when
replenishments are made to the account. At MSU, Imprest accounts are establisheddgoingn

research projects, generally conducted overseas, through-aoumtry office. An Imprest advance i
provided by MSU to a fulime faculty member, who typically sets up bank accounts for project use in
country.

For additional information on
Imprest Advance Procedufeom the
MSU Sponsored Projects Administratiaziickhere.

Imprest Advance Procedure

Imprest advances must be approved by the FSG business office manager, as well as Contract and Grant
Administration prior to the issuance of an Imprest advance. The due date of the advance reconciliation,
or closeout of the fund, must be within 30 days after the final project end date of the research account.

In some circumstances, the reconciliation due date maydréegs.

It is common for the individual to set up at least three bank accounts: a US bank account into which the

MSU checks will be deposited and two accounts in the country where business will be conducted (US

currency and local currency). Funds are tfangd from the US account to the foreign account by the

I ROl yOS K2t RSNJIa ySSRSRod !t | O0O2dzyiia Ydzad o6S as
name, and be nofinterest bearing.

Procedure for Requesting a New Imprest Advance
1. Establish the bsiness need for the Imprest Fund. The need should be clear and calculated
before proceeding.
a. A fulktime faculty member on MSU payroll will be personally liable for the advance.
2. Create a budget for the initial advance. Typically, the imprest advarsdimesthe amount of
estimated monthly expenditures.
3. Create a petty cash advance request for theduntry office start up under the faculty
YSYoSNR&a yIlYSo
a. Forms Needed:
i. Memo or letter requesting the Petty Cash AdvargeeAnnex Fbelow. This
memo must be sent to CGA @ansactions@cga.msu.edu

ii. Line item expenditure budget from-country office estimatinggne month of
expenses.

iii. CGA may require additional information as necessary. If approved, CGA will
forward the initial request and approvals to the Accountinfjcefat
accounting@ctlr.msu.edfor processing.

b. With all documents completed, create an Internal Billing document in the financial
system to request the cash advance.
4. Once the cash advance note is created by the accounting office, it needs to be signed in all three

spots by the Imprest account hold&eeAnnexGbelow.
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5. An MSUFCU account will be opened in the Imprest holders name by tHeuia€ss office,
listing two secondary owners (FSGL2ioector and an orcampus PI).

a. Must be a norinterestbearing checking account.

b. Go to MSUFCU.org to obtain a paper application.

c. Send the application via email to the Imprest account holder, FSWrector and on
campus PIl. Each party needs to complete their section of the application.

d. Take the application, along with a photo ID of the Imprest holder, to the nearest
MSUFCU branch to open the account. This is the account where the funds will be
deposited

e. Application must be signed by:

i. Account holder
ii. FSG cdirector
iii. Oncampus PI
6. Deposit the check into the created MSUFCU account for the Imprest holder.

Procedure for Modifying an Imprest Advance

In the event an Impresddvance needs to be modified, the details of the requested changes should be
sent to CGA dransactions@cga.msu.ediiypical Imprest advance modifications include the addition
or deletion of RC account nurats, extension of due date, and advance amount modification. If
appropriate, CGA will forward the modification request to Accounting for processing after approval. If
the individual responsible for the advance is changing, their advance needs to be alodednew
Imprest advance should be requested for the replacement individiegAnnex Foelow.

In-Country Office Requirements
1. All expenses must be documented, MSU will require receipts and an expense summary for every
voucher.Typical incountry expenses include:
a. Office operating expenses
Fuel receipts
In-country consultant contracts.
Monthly in-country staff payment
Workshop/caference events (hotel room charges, per diems, catering, fieldwork, etc.)
Any meetings, conferences, seminars, etc. need the following attached in the voucher:
i. Purpose
ii. Agenda
iii. Participants List
iv. Any meals and beverages distributed (please note: NO alceohtibived and
cannot be paid for using federal funds)
2. Receipts and vouchers should be submitted on a monthly basis.
Alwayssendmonthly bank statements tthe FSG business office for reconciliation purposes.
4. Purchases greater than $5,000 require quotesfr® different vendors and should be made
from East Lansing campus, not using Imprest funds. If there is only one vendor available, sole
source justification is required.

®cooo

w
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5. Along with all receipts and vouchers, also include an updated Excel spreadsheetamating
describing all expenses. This will be used to compare the receipts/vouchers that were sent over.
a. SeeAnnex Hoelow.
b. All of the expenses must be in order, with receipt numbers matching the expense
summary.

6. Any incountry personnel/consultants need contracts. The contract needs to be sent to MSU for
review prior to beginning employment. All contracts must be authorized by the Imprest holder,
project director (PI) and contracts and grants administration. No work should be wutil the
contract is signed by all parties. S&enex for example of an iktountry consultant contract.

a. In-country personnel payments need to be accompanied by a receipt stating that they
received payment, as well as tegned contract for the period of performance.

Processing the Voucher at MSU
1. Compare the expense summary and receipts provided by toeumtry personnel for accuracy.

a. Make notes of any discrepancies that you find.

b. If you cannot find a receipt, ask the-@untry contact for it.

c. Direct any questions to the {country contact.

d. Review the voucher for allowable, allocable and justifiable expenses. Ask for clarification
from the incountry contact for anything you do not understand.

2. Keep copies of all consultant contracts and submit with paymigiatkke sure that:

a. The most upto-date contract is on file and includen the voucher.

b. TheO2y &dz G+ yi Q& S E LIS yusdnent dedza@omplétad SuRngTa NJ NB A Y o
period of performancef the contractbeing chargedCGA will noteimburse expenses
incurred outside the period of the contract.

3. When a voucher includes travel expenses (per diem, lodging, transportation)

a. Check theper diem ratesat thislink to make sure the amount does not exceed the
maximum amounts on the website.

b. The Imprest holder should never reimburse their own expenbed should always be
done through the FSG businasice.

4. Fill outadisbursement voucher in EBS Financial System.

a !'asS tleaySygwwsSi SyeyvamKiwhlLISYy 9yRSR /| akK !

b. ' 4S tle&YSyik/ KSOKRR/ g ¢KS OKSO|l sAff o
business office to deposit into the Imprest hotddMSUFCU bank account.

c. Use the spreadsheet sent by thedountry office to determine the correct accounts to
which the charges shouldk allocated

d. Attach reimbursement worksheet, expense summary, account allocation, all receipts
and all signed contracts the disbursement voucher.

g yo

R
S LINA

Closing of an Imprest Advance

When the project has ended, receipts for allowable expenses are processed on a Distribution of Income

YR 9ELISY&S 65L0 R20dzyYSyido ¢KS | 002dzyi ydANoSNI Ay

YR GKS 2062800 O2RS aK2dZ R 0S cmMTO0X GwSTFdzyRaADE ¢ K.

F LILINB LINRF GS w/ | O02dzyi6av yR dzaS 202504 O2RS cny.

incurred. The DI document reduces the outstanding amainhe advance per the receipts (the total of

the DI must match the total of the receipts). Any portion of the cash advance not reconciled by receipts

aK2dzZ R 6S GF{1Sy (2 GKS /I aAaKASND&a hF¥FFAOS FyR RSLRA.

willo S ySSRSR o6& (KS /FaKASNRaE hFFAOS Ay 2NRSNI G2 LI
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Tax/Reporting Requirements of an Imprest Advance

The IRS has reporting requirements for those that have signature authority on a foreign bank account.
See PUBLICATION 4ZBliere are also reporting requirements for the university if a foreign bank
account is opened to conduct university business. Please notify the Office of Financial Analysis and
Reporting at 5173555029 orfinancial.analysis@ctlr.msu.e@bout any applicable foreign accounts.

MSU Responsibility
All Staff, consultants, subcontractors and subgrantees must conduct activities morally, ethically and in
the spirit of public accountability and transparency.

Please reach out té&kevin Cofor any additional questions or forms Imprdands
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POSJAWARD PROCESSES AND PROCEDURES

Award Management

Award management includes all pesivard activities that occur between the time an award/account is
Satdloft AAKSR Ay a{!Qa FTAYIYyOAlIf &aeaidSYy FyR gKSy
accounts. All CGA groups are involved in theagegment of the award.

Award Types

Contract Establishes a mutually binding legal relationship obligating the seller to furnish supplies or
services and the buyer to pay for them.

1 CostReimbursableReimburses MSU for costs incurred during the designattejgct periodg
this is the preferred type of contract for research projects because research has so many
unknown outcomes.

1 EixedPrice Pays MSU a pretermined amount for meeting specific milestones or deliverables,
regardless of actual costghis type of contract involves greater risk to the recipient because
the deliverables MUST be delivered on time regardless of cost, meaning even if the Pl leaves
MSU or required equipment breaks, the department/college is responsible for meeting the
obligdions of the contract. The department/college also has full responsibility for any project
cost overruns. Fixe®rice contracts require a letter signed by the Chair (or Dean if more than
$100,000) accepting the risks of the project.

More information onAward Typescan be found through
this link

Award Processing Times

The average processing time for any award, from receipt to acceptance and/or signature, may fluctuate
from a few days to several weeks (months) and may depend on other factors besides the award
language and compliance requirements such as: the need fougkfons with the Sponsor and/or

central offices within MSU; the faculty responsiveness; personnel, scope and/or budget changes at
award stage; the number of awards in queue, d¢tgou need to be able to spend money before the

award has been fully procssd, consult the FSG business office staff about the possibility of establishing
an advanceccount

Subaward

1. A subaward (or subcontract or subagreement) provides {plassigh funds to a lowetier
entity. OSP would issue a subaward when MSU receivesvardandenlists another entity to
complete a specific componenttshare responsibilities 2 NJ 4 KS LINRE 2SO0 Qa
reporting.

¢
(p))
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Before Proposal Submissicriather budget, justification, scope of
work, and signed subrecipient commitment form from each
subrecipient.

MSU RECEIVES AWARISP cannot issue any subawards until the
award from the prime funder is fully signed.

Prepare Compliance Documertd$n addition to the documents from
LINPLI2&alf &adAdzoYAaarazys h{t yBstRa|] O2LAS
cost agreement and financial audit.

2F (K

Q)¢

Subaccount SetupAfter the subaward is signed, OSP will request that
CGA set up a subaccount.

2. What documents does MSU need from the Subrecipient?

At proposal phase:

Budget (cannot contain fee or profihless sponsor specifically allows in writing)
Budget Justification

Scope of Work

Signed Subrecipient Commitment Forfor (more informatior)

Biographical Sketctfor senior personnel as required by sponsor

Current and Pending Supparfor senior personnel as required by sponsor

Conflict of Interest list as required by sponsor (MSU can process COI disclosures if a
subrecipient does not have a policy to manageaficial conflicts.)

1 Any other documentation required by sponsor

=A =4 =4 =8 -4 -4 -9

At award phase:

9 Indirect Cost Agreement (NICRA)

1 A-133 or similar financial audit or financial reports

f IRBapprovalA T LINP2SO0G Ay @2t @Sa KdzvYly adzonaSoida ot f !
OFAOS F2NIK2g (2 KFEIyRtS | &dzoNBOALASYy(d GKIFG |
Assurance or an IRB compliance office.)

9 Any other documentation required by sponsor

Link to more detailed information oimternational Subaward Setip

Reporting

In general, CGA prepares and submits financial reports and/or invoices for all restricted (RC) accounts
and some unrestricted (RG) accounts. Frequency of submission will vary and is based on the terms of
each agreement or sponsor request. CGA will alwapsactthe FSG Business Offigéevin Cox or Chad
Odom) before submitting a final financial report or invoice

Technical Reporting

Most sponsored projds require programmatic (technical) reporting, prepared and submitted by the
Principal Investigator (RIf technical reports require signature by an authorized official, CGA may be
involved in the submission process. Requirements for technical repastsesed on the terms and
conditions of the award and sponsor
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TRAVE(DOMESTIC AND INTERNATIONAL)

Preferred Travel Agencies
Conlin Travels a fullservice agency offering Michigan State University business travelers and
0N} @St | NNI gHRSHAK2 IR EI e a{! CIOdz e FyR ail ¥1
discounts for airfare, hotel, and car rental reservations.

MSUPreferredTravel Agencies

Conlin TraveEl;'|

1504 East Grand River Avenue, #200
East Lansing, Ml 48823

24/7/365 Agent Assistance.
(517) 884-9400 or MSU Campus phone (49400)
msu@conlintravel.com

70/l Free: (844) 434-5026
Outside the US. (517) 827-2719
Hours: Monday - Friday 8 AM- 8 PM ET

Concur Support: (888) 387-3536

eServices@ConlinTravel.com
Hours: 8AM i 5:30 PM ET

MSU Travel Policieapply to University employees, students, and any others who travel on approved,
official Michigan State University business.

For more information, visiMSU PreDeparture Plannig
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FOR ALL FSG TRAVELERS, PLEASE FOLLOW THESE PROCHDOREBSER BELOW

Build Your Travel Profile (completed by Traveler)

All FSG faculty argtaff who reserve, purchase, and/or travel for Michigan State University must
complete their travel profile.

1. CompleteTravel Profile Applicatiowhich will be submitted to the Fiscal Officer
(Manager of the FSG Business Offatdhis link
2. Once Fiscal Officer approves, Conlin Travel will send invitation to complete Travel
Profile.
Note: To set up your Travel Profile, please refer toGatting StartedcUser Profile
Guidelocatedat this link
Important: Complete required fields, add frequent traveler programs.
a. Recommend: Register forReceipt registration, Travel App participation.
b. Electronic Invoice copies are available on Concur Tratlekwi y G KS G NI} @St SNJI
Library.
c. Iftraveler is not an MSU faculty or staff, Preferred Travel Agencies can provide an
invoice copy.
d. Update Profile: Annually and with new frequent traveler program enrollment.

FSG Travel Notification (completed by Travele r)

a. The Travel Notification must be emailedNiacole Walworth(walworl7@msjas far in
advance as possiblat least3 weeks prior to travel t&levated or High Risk countries
For more information on this, please review the followinfprmation at this link

b. Please note that there amsvo different types of travel notification fornisased on tle
destination and account used.

i.  Travel Notification form:for travel from the U.S. to another country on a RC
account, or from another country to the U.S. on a RC account. These will get
sent to the appropriate donors via email.

ii. Internal Notification form: for In-country business travel for Overseas
employees, Domestic travel within U.S. whether on a RC account or not, and
foreign travel from U.S. to abroad if on a nRBE account/no#SG account.

LINKS TO TRAVEL NOTIFICATION FORM
Travel Notification fom

Internal Notification form
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Request (formerly Pre-Trip Authorization )
(completed by Nicole Walworth, FSG Business Office)

Nicole prepares theRequest form in EBS in the Travel and Expense application. The form is
completed based on the information sent to her in the Travel Notification.
A Request is required for anyone traveling on behalf of Michigan State University regardless of
reimbursementsource or lack thereof:
1. Must be completed and approveattior to departureand should be completed and
approved prior to any travel or associated reservations/payments being made;
2. Applicable to all employees, namployees, graduate students, undergraduate
students, invited guests, anyone asked to travel by MSU;
3. Applicable to local, state, domestic, international travel,
4. On campus travel is exempt;
5. Pretrip authorization does not authorize travel related to Outside Work for Pay.
A Request must be completeand fully approved to:
1. Facilitate authorization for anyone traveling on behalf of Michigan State University (on
campus travel is exempt).
2. Make reservations or spend funds.
3. Submit an Expense Report for reimbursement ofofipocket expenses and/or charge
prepaid expenses to an account.
4. To provide proof of authorized travel to allow provision of MSU Travel Accident
Insurance and International Travel Insurance.
5. Receive permson for and access to MSU Motor Pool Vehicles.
6. holGlFAy NBIAAGNIYGA2Y 2F AYOISNYyLr.GA2yIlf GNF @St
7. A Request does not authorize travel related to Outside Work for Pay.
Each traveler must have a separate Request, which must iclud
1. Traveler Name;
Dates of Travel;
Destination;
Business Purpose;
Estimated Cost (recommended);
Emergency Contact information is required for international travel;
a. If traveling internationally, see international travel insurance and additional pre
trip reporting requirementsat the following link
7. Atleast annually and when changes occur, MSU employees are expected to review and
update their emergency contact information in th#RPayroll system
8. A Request Forris required to be completed in full for all trips on behalf of MSU

ook wbN
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MSU Global Travel Registry
(completed by Nicole Walworth, FSG Business Office)

Nicole enters every trip into the MSU Global Travel Registry based on information sent in the
Travel Notification. It is advised to send Nicole the Travel Notification at least three weeks before
RSLI NIidzNE AF RSaldAylFdAzy AR &Q2 yORAARQAINGER &t y 4 St SGI

Seethis link to determine whether your destination is an elevated or higisk country:

Trave registrationis required for all international travenly. All FSG faculty, staff, and students
traveling on MSk$ponsored international travel mugbefore their departure enter their travel
information in the MSU Global Travel Registry. Registrasiam essential tool in supporting the
health and safety of MSU travelers abro&kgistration in the MSU Global Travel Registry activates
MSUprovided international health insurance, evacuation and repatriation insurance, facilitates the
university's emeagency support services, and provides you with importantemarture

information.

ACCESS THE GLOBAL TRAVEL REGIS
THROUGHHIS LINK

Procedures for Review of Proposed Travel to High -Risk Areas
For more informationclickthis link

1. Those planning travel to a higisk destination (extreme or elevated risk) should submit their
travel notification to Nicole Walworth in the FSG Business Cdicgon as possible (at least
three weeks before departurdd begin the review process.

2. The review process starts with Nicole entering the trip into @lebal Travel Registry

3. OIHS will then review the trip and contact the traveler and Nicole by email to complete a
waiver form.

4. The traveler will need to submihe waiver request form, and possibly sign the
GFOly26ft SRAIYSY(H 2F NRaAléE F2NXYO

Waiver Request Process f@xtremeRisk Destinations

MSU does not support faculty, staff, administrator, or sponsored guest travel to extreme risk
countriesunless a waiver tthe policy is obtainedWaiver requests must be submitted at least
three weeks before departure.

Review Process fdElevatedRisk Destinations
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https://oihs.isp.msu.edu/faculty-and-staff/high-risk-destinations/
https://oihs.isp.msu.edu/faculty-and-staff/high-risk-destinations/
https://travelregistry.msu.edu/

For more informationclickthis link

VISUAL OF PROCESHR TRAVEL TO ELEVAREB AREA

CheckDestinations Requiring Revieuat the
bottom of this webpage

AccesdMSU Faculty and Staff
Travel Waiver Request this link:

bh¢oy

provide suggestions about safe hotels and transport arrangementsdiven countries. You can simply
call their general number (215942-8478) and ask for this, and someone will work on it and get back

to you.
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https://oihs.isp.msu.edu/faculty-and-staff/high-risk-destinations/elevated-risk-destinations/
https://msu.co1.qualtrics.com/jfe/form/SV_3UTdgUvIAViyZVj











































