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Purpose Statement

The purpose of this procedure is to establish standardized guidelines for Laredo College employees regarding personal
and professional travel to China, Cuba, Iran, North Korea, Russia, and Venezuela, ensuring compliance with
institutional policies, State of Texas regulations, and Governor Greg Abbott’s Executive Order GA-48. This procedure
promotes transparency, accountability, and adherence to state requirements while safeguarding the College District’s
operations and reputation.

Definitions

Foreign Adversary Nation - countries designated by the U.S. Department of Commerce under 15 C.F.R. § 791.4.
Professional Travel - travel conducted by employees on behalf of Laredo College for work-related purposes.
Personal Travel - travel conducted by employees for non-work-related, personal reasons.

Procedure

1. Personal Travel
1.1. Notification Requirements:

1.1.1. Employees intending to travel to foreign adversary nations must notify the Office of Human
Resources using the Personal Travel Notification Form at least 10 days before departure. The
notification must include:

1.1.1.1. Travel dates

1.1.1.2. Destination

1.1.1.3. Purpose of travel

1.1.1.4. Anticipated interactions with foreign entities, if applicable
1.1.1.5. Post-Travel Reporting

1.1.2. Employees must submit a Post-Travel Report to the Office of Human Resources within 10 business
days after returning from travel to foreign adversary nations. The report must detail:

1.1.2.1. Dates and purpose of travel
1.1.2.2. Interactions with foreign governmental or organizational entities
1.1.2.3. Situations posing potential risks to institutional or personal security

2. Professional Travel

2.1. Authorization


https://pol.tasb.org/PolicyOnline/PolicyDetails?key=1207&code=CJ#localTabContent
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=1207&code=CJ#localTabContent
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=1207&code=CU#localTabContent
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=1207&code=CU#localTabContent

2.1.1. Professional travel must be pre-approved by the employee’s direct supervisor and appropriate
executive officer.

2.1.2. Employees must submit a Travel Authorization Form at least 14 business days prior to travel.
2.1.3. Travel to foreign countries (except Mexico) requires Board approval.
2.1.4. Travel to Mexico or out-of-state destinations must be authorized by the College President.
2.1.5. In-state travel must be authorized by the appropriate executive officer.

3. Expense Reporting

3.1. Employees must submit Travel Expense Reports with supporting documentation to the employee’s
supervisor within 15 business days after the conclusion of travel.

4. Prohibited Activities During Travel:

4.1. Employees may not accept gifts, incentives, or participate in recruitment programs from foreign adversary
nations.

4.2. Any solicitation for such activities must be reported to HR immediately.

5. In cases where emergency travel is necessary, faculty must notify their respective department chair, all other
employees must notify human resources as soon as possible.

Related Statutes, Policies, or Requirements

Executive Order GA-48: Guidelines on personal and professional travel to foreign adversary nations. [Link to EO GA-
4]

CJ —Transportation Management CJ (LOCAL): Travel policy for the College District.

CU — Research CU (LOCAL)

15 C.F.R. § 791.4: U.S. Department of Commerce designation of foreign adversary nations. [Link]

Forms

Pre-Travel Notification Form
Post-Travel Report

Contact Offices
Human Resources Division of Compliance and Risk Management
humanresources@laredo.edu compliance@laredo.edu

956-721-5138 956-764-5950



https://gov.texas.gov/uploads/files/press/EO-GA-48_Hardening_State_Government_FINAL_11-19-2024.pdf
https://gov.texas.gov/uploads/files/press/EO-GA-48_Hardening_State_Government_FINAL_11-19-2024.pdf
https://www.ecfr.gov/current/title-15/subtitle-B/chapter-VII/subchapter-E/part-791/subpart-A/section-791.4
mailto:humanresources@laredo.edu
mailto:compliance@laredo.edu

Pre-Travel Notification Form

Executive Order GA-48
Office of Human Resources

Purpose: To document and provide prior notice of employee personal travel to foreign adversary
nations as required by Governor Greg Abbott’s Executive Order GA-48 and institutional policy.

1. Employee Information
o Name:
+ Employee ID:
e Department:

o Position:
e Phone:
e Email:

2. Travel Details
e Destination Country:
o Is this a Foreign Adversary Nation (per 15 C.F.R. § 791.4)?
L Yes [ No
o Departure Date:
e Return Date:
e Purpose of Travel:
(e.g., vacation, family visit, etc.)

3. Risk Assessment
e Will you engage with any foreign governmental or organizational entities during
this trip?
O Yes O No
o Ifyes, describe:
e Are you aware of any anticipated interactions with individuals or entities offering
gifts or recruitment activities?
O Yes O No
o Ifyes, describe:

4. Certification
I certify that the information provided above is accurate to the best of my knowledge. I
understand that I must comply with all applicable institutional and state policies during my
personal travel.

Signature: Date:




Post-Travel Report

Executive Order GA-48
Office of Human Resources

Purpose: To report details of personal travel to foreign adversary nations in compliance with
Executive Order GA-48 and institutional policy.

1. Employee Information
o Name:
+ Employee ID:
e Department:
o Position:

2. Travel Summary
e Destination Country:

o Travel Dates: to
o Purpose of Travel: (e.g., vacation, family visit,
etc.)

3. Activities During Travel
e Did you interact with any foreign governmental or organizational entities during
this trip?
L Yes [ No
o Ifyes, describe:
e Were you approached or contacted by any individuals or groups offering gifts,
incentives, or participation in recruitment programs (e.g., PRC’s Thousand Talents
Program)?
O Yes O No
o Ifyes, describe:
o Did you experience any situations that posed a potential risk to institutional or
personal security?
O Yes O No
o Ifyes, describe:

4. Certification
I confirm that the above information is complete and accurate. I understand that failure to report
foreign travel activities truthfully may result in disciplinary action.

Signature: Date:




