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Walkthrough Guide: Requesting Foreign Travel Insurance 

Ensuring that you have the proper foreign travel insurance is a critical step before embarking on 
international travel for university-related purposes. Follow the step-by-step instructions below to 
complete your foreign travel insurance request. 

 

Step 1: Visit the Risk Management Page 

Begin by navigating to the CSUF HRIE website. 

 

Then to the Risk Management main page. 

 

https://itwebstg.fullerton.edu/hr/
https://itwebstg.fullerton.edu/hr/risk-management/
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Next to the Risk Management Travel section. 

 

 

Step 2: Access the Foreign Travel Insurance Database 

Go to the Foreign Travel Insurance Database 

 

 

 

https://itwebstg.fullerton.edu/hr/risk-management/travel/
https://hr.fullerton.edu/InternationalTravel/Login.aspx?ReturnUrl=%2fInternationalTravel%2fdefault.aspx
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Step 3. Log in to the Foreign Travel Insurance Database using your CSUF credentials. 

 
 
 

 
  

https://hr.fullerton.edu/InternationalTravel/Login.aspx?ReturnUrl=%2fInternationalTravel%2fdefault.aspx
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Step 4: Complete the Traveler’s Information Section within the New Form 

 

Fill in all required fields, ensuring that no information is missing. 

• Full Name 
• CSUF Affiliation (Faculty, Staff, Student, etc.) 
• Contact Information 
• Emergency Contact Details 

 

Verify the accuracy of all entered information before proceeding.  
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 If the traveler will be accompanied by a non-CSUF traveler, please follow the steps below: 

• Select “Yes” to the question: “Will you be adding additional non-CSUF travelers?” 
• Complete all required fields for each non-CSUF traveler: 

o Full Name 
o Email Address 
o Relationship to Traveler (e.g., Spouse, Domestic Partner, or Child) 
o If “Child” is selected, please indicate the age of the traveler. 
o All non-CSUF travelers must complete a release of liability form.  
o Emergency Contact Details 

 

Verify the accuracy of all entered information. 

Click “Add” to finalize the entry. Repeat these steps for each additional non-CSUF traveler. 

 

  

https://itwebstg.fullerton.edu/hr/documents/risk-management/NewCSUFWaiverOfLiability.pdf
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Step 5: Provide Destination Details 

Under the "Destination" section: 

• List all travel locations and dates, including flight layovers. 
• Provide exact travel dates for each location. 

 

Verify Entry and Destination Totals 

• Make sure the number of entries matches the number of destinations. 
• If the counts don’t match, the system will display an error message and prevent submission. 

Below is a chart designed to help explain the dates shown in the image above. 

City Country Depart Dt Return Dt Explanation  Pers. Travel 
Ontario Canada 10/17/2025 10/17/2025 Flight Layover No 
London United Kingdom 10/17/2025 10/17/2025 Flight Landing No 
London United Kingdom 10/18/2025 10/19/2025 Personal Days Yes 

London United Kingdom 10/20/2025 10/23/2025 Conference & Flight 
back to US No 
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Step 6: Complete Additional Information 

Make sure you fill out all required fields accurately, including: 

• Purpose of travel 
• Whether local staff will be hired 
• Whether a vehicle will be rented 
• Primary funding source 
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Upload Supporting Documentation 
• You may upload supporting documents if available. 
• Uploading documentation is optional and not required to complete the process. 

 
 

 

Step 7: Submit the Form 

After verifying all information: 

• Click "Submit" to finalize your request at the bottom of the form. 

 

You will then receive a confirmation email with the details of your request. 

 

Step 8: Revision Request 

To make any edits to your Foreign Travel Insurance request, please contact foreigntravel@fullerton.edu. 

 

Step 8: Binding Coverage 

Once your coverage is bound, you will receive a confirmation email from the Risk Management team 
regarding your Foreign Travel Insurance. 

 

Following these steps will assist in a smooth process when requesting foreign travel insurance.  

For further assistance, contact foreigntravel@fullerton.edu. 

mailto:foreigntravel@fullerton.edu

