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	Travel Checklist 


Zurich, July 2026 / version 1.4
You can use this checklist for your own purposes or to inform your line managers or your colleagues.

	1.
	Traveller
	Details

	1.1
	Name/first name
	

	1.2
	Position
	

	1.3
	Direct line manager
	

	1.4
	Mobile phone no. during travel abroad
	

	1.5
	E-mail address
	

	1.6
	Emergency contact
	




	2.
	Travel information
	Details

	2.1
	Country
	

	2.2
	Town/city
	

	2.3
	Departure and return dates/duration of trip
	

	2.4
	Flight numbers for all flights (if applicable and already available)
	

	2.5
	Contact details for the accommodation
	

	2.6
	Transit countries/stopovers
	

	2.7
	Assessed risk level for the destination or transit countries: 
https://www.internationalsos.com/risk-outlook
	

	2.8
	For travel to countries or areas classified as “High” or “Extreme” risk, have you obtained authorization from your line manager and the Dean?
For travel to “Remote” areas where emergency assistance may be delayed, it is also recommended to seek prior approval.
Authorization process, additional travel preparation and application form: 
https://www.staff.uzh.ch/en/safety-health/travelinsurance.html
	☐ Yes ☐ No

	2.9
	If you are travelling to any of the sanctioned countries or territories, including Iran, Syria, North Korea, (North) Sudan, Cuba, Venezuela, Myanmar, Russia, Belarus or the Ukrainian Regions Crimea, Sevastopol, Donetsk, Luhansk, Cherson and Zaporizhzhia;
1. Have you contacted UZH Export Control Office for evaluation?
2. Have you requested a certificate from «Chubb» (sanction check)?
 certificates-CH@Chubb.com 
NOTE: The UZH Export Control Office must be consulted before contacting «Chubb»
	☐ Yes ☐ No


☐ Yes ☐ No
☐ Yes ☐ No

	2.10
	Have you checked the UZH regulation for expenses on business trips?
https://uzh.sharepoint.com/sites/uzhub-anstellung/SitePages/spesen.aspx
	☐ Yes ☐ No



	3.
	Risk analysis
	Implementation

	3.1
	 Are you aware of the risks associated with the destination, and have you taken the appropriate precautions? (e.g. regarding transportation, accommodation or potential crime and violence)?
	☐ Yes ☐ No

	3.2 
	Have you reviewed the regulations on export controls, sanctions, and embargoes? These rules apply in particular to the cross-border transfer of goods, technologies, and software with both civilian and military applications (dual-use items), as well as war materials and chemicals.
	☐ Yes ☐ No

	3.3
	Are you aware of the information security measures required to protect your data and information (e.g. safeguarding of confidential research data).
https://www.informationsecurity.uzh.ch/en/topics/travel.html 
	☐ Yes ☐ No



	4.
	After booking
	Implementation

	4.1
	Have you checked the expiry date of your passport or ID card? 
	☐ Yes ☐ No

	4.2
	Have all required visas been obtained?
	☐ Yes ☐ No

	4.3
	Have you checked which payment methods are accepted at your destination, and considered obtaining some local currency in advance?
	☐ Yes ☐ No

	4.4
	Have you applied for a credit card if necessary / increased your credit limit? (A credit card is essential for car rental; car hire companies do not accept debit cards)
	☐ Yes ☐ No

	4.5
	Have you familiarised yourself with the local laws and customs, e.g. restrictions on alcohol consumption, dress codes. 
Are you aware of LGBTIQ rights via the ILGA World Map? 
https://ilga.org/ilga-world-maps/ 
	☐ Yes ☐ No

☐ Yes ☐ No

	4.6
	Have you made copies of your passport, credit card, driving licence, and other important documents?

	☐ Yes ☐ No



	5.
	Medical preparation 
	Implementation

	5.1
	Have you reviewed the health situation for your destination (e.g. vaccinations, malaria risk, availability of medical care, hygiene, dehydration, sunstroke, altitude sickness, etc.)? Depending on your destination, have you considered scheduling a consultation with the UZH Travel Clinic? https://reisemedizin.uzh.ch/en/ 
	☐ Yes ☐ No

	5.2
	Do you need your vaccination card for your destination(s)?
	☐ Yes ☐ No

	5.3
	Have you provided an emergency contact who can supply detailed medical information if needed (e.g. family doctor, occupational doctor, family member)
If yes, please specify:
	☐ Yes ☐ No

	5.4
	Have you assessed the safety of your planned activities (e.g. diving, high-altitude travel, or exposure to natural hazards)?
	☐ Yes ☐ No



	6.
	Medical preparation for specific health needs[footnoteRef:2]* and travel to countries with high healthcare costs [2: * For questions relating to medical information or confidentiality, or if you answer «yes» to any of the above questions, you can contact UZH Occupational Medicine (arbeitsmedizin@hin.uzh.ch).] 

	Implementation

	6.1*
	Do you suffer from any chronic medical condition?
If yes, please specify:

	☐ Yes ☐ No

	6.2*
	Do you take any medications regularly?
If yes, please list all medications and their dosages:


	☐ Yes ☐ No

	6.3*
	Do you use or carry any medical devices? 
(e.g., pacemaker, insulin pump, prosthetic joint, orthopaedic implants, eyeglasses)
If yes, please specify:
	☒ Yes ☐ No

	6.4*
	Do you have any allergies? 
· Medication allergies? 
· Food allergies
Other allergies, please specify:
	☐ Yes ☐ No
☐ Yes ☐ No
☐ Yes ☐ No
☐ Yes ☐ No

	6.5
	Have you completed the required documentation for any medicines or substances where applicable?
	☐ Yes ☐ No

	6.6
	For countries with high medical costs (e.g. the USA, Canada, Japan and Australia) 
or in cases of specific medical needs, have you installed and registered with the International SOS Assistance App?
https://www.internationalsos.com/subscriber/assistance-app (Use your primary UZH email address (e.g. felix.muster@uzh.ch) to register with your UZH-login).
In the event of illness or a medical emergency, are you aware that you should contact International SOS via the Assistance App or by phone to ensure optimal support (e.g. for cost approvals and assistance services)?
	☐ Yes ☐ No

	6.7
	Have you printed the «International SOS Subscription Card»? https://www.staff.uzh.ch/en/safety-health/travelinsurance.html
To add the digital Subscription Card to your smartphone «Wallet»: Open the Assistance App and go to the Profile menu.
	☐ Yes ☐ No



	7.
	Transport and Communication
	Implementation

	7.1
	Have you assessed transportation safety at your destination(s)?  Ask yourself questions such as: 
· what are the expected road conditions?
· is a specific type of vehicle required?
· do drivers need specialized training?
· is it safe to travel at night?
	☐ Yes ☐ No


	7.2
	Have you completed the E-Learning on «Road Safety»
https://traininghub.internationalsos.com/mintra/p/uzh
	☐ Yes ☐ No

	7.3
	Have you verified the availability of mobile and/or satellite phone coverage?
Also check whether there are any restrictions on importing or using satellite phones or other electronic devices.
	☐ Yes ☐ No



	8.
	Group Travel Preparation
	Implementation

	8.1
	Has the group trip leader been designated?
Have responsibilities been defined?
	☐ Yes ☐ No
☐ Yes ☐ No

	8.2
	Do you have a list of all participants? 
	☐ Yes ☐ No

	8.3
	Are the individual participants’ risks known (e.g. allergies, medication, pre-existing conditions)? Seek medical advice from UZH Occupational Medicine if uncertain (arbeitsmedizin@hin.uzh.ch)
	☐ Yes ☐ No

	8.4
	Have you obtained the following for each participant:
· Copies of travel documents (passport, vaccination cards, etc.)
· Emergency contact information
· Do you have electronic copies of all these documents with you?
	
☐ Yes ☐ No
☐ Yes ☐ No
☐ Yes ☐ No

	8.5
	Are group members aware of the cultural and religious customs of the destination(s), and are these respected by all participants?
	☐ Yes ☐ No





9. Comments on the trip
If any answer is “No,” the employee must explain why the requirement cannot be met and specify the additional measures that will be taken to ensure safety.
	Q
	Comments

	9.1
	Details of leader of a group trip:

	
	

	
	

	
	

	
	



Contact Address
Safety, Security and Environment, University of Zurich
Tel. +41 44 635 44 10
E-Mail: info@su.uzh.ch
www.ib.uzh.ch
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