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University of Illinois at Urbana-Champaign
COURSE ABROAD PROPOSAL AND PLANNING FORM

Please complete and return this form and submit it with the initial budget and Memorandum of Agreement. If you have questions about this form, want to provide additional information about the proposed international activity, or want to consult on best practices, please feel free to contact Stacy Billman at sbillman@illinois.edu  or the study abroad administrators in your college. 




	GENERAL INFORMATION AND PROGRAM SPONSORSHIP

	Faculty name and department of teaching Appointment
	

	Faculty email and phone
	

	Title of Teaching Appointment
	

	Period of regular appointment
	   9-month           12-month          other_____

	Dates of proposed program
	

	Country/Countries
	

	City/Cities
	

	Host Institution(s) Abroad

with contact information


	

	Host Contact Person(s)

with contact information including cell number


	

	Name of other UIUC helpers or organizers

with contact information


	

	If this program or tour is co-sponsored with another U.S. institution(s), give name of partner institution(s) and contact person(s) with contact information


	

	Justification of Course: Briefly describe the course you propose, indicating how you will use the site abroad to meet course objectives and enhance student academic and intercultural learning.


	CURRICULUM & PROGRAM DESIGN

	Course title
	

	Course proposed (RUBRIC/Number)
	

	Term of Student Registration
	

	Number of credits
	

	Subject and number


	

	Prerequisites or special requirements


	

	What academic requirements fulfilled (e.g., any GEN ED or major/minor requirements)?


	

	What evidence for student interest in program?
	

	Describe or outline the on-campus and off-campus components of the proposed course, including a tentative description of required readings, student requirements and project expectations. This must be in the form of a tentative syllabus that includes: course requirements, assessments, schedule of lectures/topics, and program field visits. Please attach syllabus to this form.

	PARTICIPANTS

	The minimum number of students is ordinarily 12.  The desired leader to student ratio is 1:12.  If there are at least 18, a Program Assistant may be budgeted into the program fee, although that steeply raises costs for students.  A sponsor department can help defray some costs by paying a teaching assistant stipend, or even pay an airfare for faculty.



	Maximum number of students
	

	What is the limiting factor?  (housing? transportation? etc.)
	

	· Will you accept undergraduates only?
	

	· Graduates only?
	

	· Both?
	

	· Non-UIUC students?


	

	What, if any, additional application material is required (e.g., housing application, references, etc.)  Submit copies of additional forms. (A housing form is already available on the website, so it’s not necessary to submit a copy).

	

	Describe arrangements made for responsible supervision of students throughout program.


	

	Is a visa required for US citizens?  How much does it cost?
	

	PROGRAM ASSISTANT

If a program assistant is planned (enrollment 18+), describe selection criteria and process.  Engage the relevant department and academic program.  Faculty director should not commit to a program assistant until student numbers are committed and the program has the okay to go from the college and SAO.


	

	PROGRAM DETAILS & FACILITIES

	How will instruction take place?


	

	Where are classroom facilities (provide address) and what is the contact information for the person organizing the space?


	

	ACCOMMODATIONS: Provide addresses and contact information


	

	Based on what considerations were these accommodations selected?  (Site visit?, Recs? etc.)


	

	How will students commute from housing to classrooms?  How will students commute to any field sites?


	

	MEALS:  How and where will meals be provided?
	

	FIELD EXPERIENCES 


	During a course abroad, it is important to engage students in the field or in the culture to enhance their understanding of the course content and their intercultural experience. One way to improve exposure to the host culture, something most participants look for, is to include a field study or volunteer/community service component.  Alternatively, teaming UIUC students with local students or arranging even brief home-stays are good options, if they are appropriate for your destination. [Note: Proposals that include UIUC students interacting in meaningful ways with the local communities – peers, families, school children etc. – or that develop students’ leadership skills or research skills, e.g., field study, will receive priority.]

	How may field study or service learning be incorporated into program requirements? Indicate specifically how undergraduates will be engaged in the field or in the local culture to enhance their understanding of the course content and their intercultural experiences. Indicate how they will be required to reflect on and interpret their cross cross-cultural experiences. 

	Who locally will help arrange these experiences?  Provide contact information.


	

	INTERNATIONAL TRAVEL:  How will participants reach the program destination and return back to the US?  


	

	Should SAO make group flight arrangements for the program?
	

	HEALTH & SAFETY

	INSURANCE:  Note that all participating students studying abroad must be covered by CISI emergency medical, evacuation, and repatriation insurance.  SAO arranges and charges for this coverage as well as an administration fee. 

Forms: All participants must sign program specific release forms with acknowledgment of specific risks. Forms must be completed online through www.studyabroad.uiuc.edu

	BILLING:  Account(s) to which insurance and admin fees are charged. 
	___ Bill admin and insurance fees to student accounts

___ Bill admin and insurances fees to department the following department account number:                 ________________________________________

	How will program provide on-site orientation to participants about health and safety issues?
	

	Describe the medical services available at program site(s).  


	

	What notable health or safety risks (e.g., infectious diseases, political instability, volcanoes, etc.) exist at the program location?  Attach separate page if necessary.


	

	What medications or immunizations are required?  What would they cost participants?


	

	GROUP EMERGENCY PLANNING


	What are the available methods of transportation and where are their departure points? 
	

	Where are the group meeting locations in the event of a local emergency event and how would participants know to go there?


	

	EMBASSY REGISTRATION: All participants should be registered with the State Department while abroad.  See https://travelregistration.state.gov/ibrs/

	Are participants registering themselves with local embassy or consulates?  Or will the group be registered by group leaders?
	

	Location and address of nearest U.S. Consulate and Embassy
	

	Faculty’s cell phone number abroad 

& US Cell number
	


___________________________________ ___________________

Signature of Faculty Director

Date

___________________________________ ___________________

Signature of Sponsoring Department Chair
Date

___________________________________ ___________________

Signature of Sponsoring College Dean
Date

___________________________________ ___________________

Signature of Study Abroad Office Director
Date

THE COURSE ABROAD BUDGET

High costs discourage applicants.  Please do everything possible to make your program affordable.  Faculty Directors must work closely with SAO on all budget matters.

Summer program fees (if airfare included) should be $3-4000.  Summer students must also pay Range III tuition and fees, currently around $1100.  Including tuition, program fee, food, (and airfare if not built into program fee), we should strive for costs around $5500, if not less.  Raising program costs late in the planning stage may result in dropouts.

Winter program costs must be kept even more under control.  Because the LAS 199 winter courses receive subsidy from LAS, LAS and SAO closely monitors budget planning.  Excursion costs should generally total no more than $200 per person, while honorariums are capped at $200 per program.  To save money, quality local help is preferred over bringing a TA.  Winter budgets must be very comprehensive, including group airfare and all meals.

Programs may not run over budget.  All expenditures must be well documented with receipts or invoices, except the faculty meal per diem.

GENERAL BUDGET CONSIDERATIONS

COURSE ABROAD BUDGET FORM:  Please use the Course Abroad Budget form.  This is an Excel document that greatly facilitates SAO processing of the budget.  It also includes lots of useful explanations and instructions.  This form should be available from the SAO web site, or attached in an SAO email.

GROUP SIZE:  Group size strongly affects the amount of the program fee.  The more participants there are, the lower the average fixed costs.  The usual minimum number of participants is 12.  Only in rare circumstances can courses abroad have fewer students - such as late drops or special permission by the College.  Unless the program has a reliable track record of higher participation, 12 should be the planned size until actual confirmed participants justify revision upwards.
FOREIGN CURRENCY:  For the majority of UIUC destinations, local currencies are usually less volatile than the US dollar.  Listing costs in the currency in which the program pays bills, helps allow SAO to better anticipate when exchange rates are affecting real program costs.

MULTI-CURRENCY PROGRAMS:  A few programs may travel to different currency zones.  We recommend keeping track of the costs in each currency.

FIXED COSTS VS VARIABLE COSTS:  Faculty and group costs do not change much, even if the group is very small or very large, while variable costs change with each additional participant.  Honestly separating out these two types of costs helps plan optimal group size and excursions.  Vendors should be discouraged from giving "free" rooms or tickets for certain size groups and instead price everything individually.  Similarly, vendors should be discouraged from pricing an administrative fee individually, but instead charge it by the group.

BUDGET LINES:  Most budget lines can be freely added or deleted.  However, please use the provided lines on the budget form as much as possible.  No deletes should be made to CISI insurance, contingency and emergency funds, SAO administration, or miscellaneous group expenses.  To add or delete lines in Excel, the worksheet must be unprotected first (Tools Menu).

FACULTY BUDGETS

FACULTY PER DIEMS:  SAO can pay up to half the published US State Department (DOS) housing per diem rate.  This rate should be considered separately from the published DOS meal per diem rate.  Half the housing per diem represents the maximum SAO will cover of faculty housing costs – receipts or invoices required with actual charges.  Half the meal per diem is provided in the cash advance, no receipts necessary.  The meal per diem must be reduced by any group meals provided by the program.

O'HARE TRANSFERS:  Do not forget to budget costs to and from the US airport.  If departure is sufficiently early or returns sufficiently late, an affordable overnight should also be included.  $170 ($80 for grad students) is the usual amount for a shuttle.

EXCURSION BUDGETS

OFF-SHEET METHOD:  Some faculty may prefer to keep track of excursion expenditures in a general way, budgeting some round, per-person figure.  This is how most faculty have done it in the past.  If using the off-worksheet method, do not forget to include necessary excursion lines for faculty and TA.

WORKSHEET METHOD:  The new budget form has a separate worksheet available to calculate up to 20 excursions.  A worksheet with more excursions is available upon request.  Accurate excursion planning may be easier using the worksheets.  Using the worksheet will not prevent faculty from adjusting individual excursion expenditures as necessary in the field.  However, no faculty should exceed the total excursion budget.
DO NOT SPEND MORE THAN BUDGETED ON EXCURSIONS!

SPECIFIC BUDGET LINES

HONORARIUMS:  Programs regularly depend on a limited number of outside guest speakers, paid by properly receipted honorariums.  "Local instructors" are strongly discouraged whenever possible since students are paying UIUC tuition for UIUC faculty instruction.

LOCAL COORDINATOR:  Do not forget to budget for a local coordinator.  Programs use local coordinators for local arrangements, local student orientation and local emergency services.

GROUP MEALS:  It is good practice to include at least welcome and farewell dinners in program budgets.  Note that group meals must be deducted from faculty and TA meal per diems.

LOCAL TRANSPORTION:  Remember to budget transportation necessary for the day-to-day operation of program.  If not included in the program, it should at least be included in the off-program budget.

PHONES:  All staff accompanying the program should have working cell phones abroad.  If necessary, these should be purchased abroad, though SAO has many phones available from past programs.  Phone costs should include cost of equipment, SIM cards, phone cards, etc.  Students also benefit from having phones and SAO generally recommends phones for summer programs or other programs as practical.

DIRECTOR'S DISCRETIONARY:  This $25 per student fund is useful for small, unplanned expenses, properly receipted of course.  It should also be used for small overages in different budget lines, such as the odd taxi fare or tip, honorariums, excursions, or group meals.  It cannot cover major overages.  RECEIPTS REQUIRED.

EMERGENCY CONTINGENCIES:  This fund ($50 per student) is only available for emergencies, such as taxi fares to doctors and hospitals, and other emergency costs.  Most faculty will return most of this fund upon return to the University of Illinois.  RECEIPTS REQUIRED.

OFF-BUDGET PROGRAM COSTS

Though not included as part of the program fee, students will be facing additional costs to participate in the program.  If possible, determine these costs so we can better inform students.  Typical costs not included in the program fee are:

· Tuition/fees (~$1100 for summer)

· Meals

· Airfare (sometimes)

· Required medications and inoculations

· Passport and Visas

· Books

· Local transit passes (if too cumbersome to be purchased by program)

MEMORANDUM OF AGREEMENT BETWEEN FACULTY DIRECTOR & STUDY ABROAD OFFICE (SAO)

This agreement is to ensure clarity in responsibilities for Course Abroad program development and administration.  

Program Name:

Term to be run: 

Faculty Director: 

SAO Coordinator (if other than the Short Term Program Coordinator): 

Faculty Director agrees to:

1. Promote program in classes and department to facilitate recruitment of students.

2. Make initial contacts for reservations and program planning with providers and then defer administration of these arrangements to SAO.

3. Participation in individual meetings with the SAO coordinator as well as attendance at Faculty Director orientation and workshops.

4. Inform sponsoring department’s Chair/Head and academic advisors of program information.

5. Provide all expected budget items to SAO at least 3 months before departure.  Review and accept the program budget as revised 3 months before departure.  

6. Assume responsibility for program expenses not included in the final budget approved by SAO/College, or that were not subsequently approved by SAO/College.

7. Work with SAO to prepare and implement coordinated and thorough pre-departure cultural orientation.

8. Maintain weekly contact (by e-mail or phone) with SAO while the program is abroad, which includes apprising SAO of any difficulties or concerns to ensure adequate documentation and follow-up.

9. Distribute and ensure the efficient return of Program Feedback Forms, to be accorded similar confidential treatment as if on campus. 

10. Submit receipts and program expense report within two weeks of return from program.

11. Submit Post-program Narrative within one month of return from program.

Study Abroad Office agrees to:

1. Provide official program flier and do secondary publicity for program, including advising/promotion through study abroad resource room and other study abroad units on campus, fairs and open houses, web site, special information sessions, and class visits.

2. Maintain on-line program page and manage student electronic paperwork process.

3. Provide, distribute, receive, and archive student application materials.

4. Build and revise budgets as necessary for program and set Program Fee.

5. Collect Program Fee from students.

6. Provide information on scholarship and financial aid possibilities.

7. Provide financial aid budgets so that students can apply for aid.

8. Maintain contact with students to advise them on administrative issues, costs, payments, and registration.

9. Ensure that students complete requisite paperwork for risk management and insurance purposes.

10. Support faculty director with cost estimates and reservations for accommodations, excursions, and airfares.

11. Pay bills and arrange cash disbursements on behalf of program.

12. Provide faculty orientations to ensure directors have and understand necessary information.

13. Provide student orientation on general safety and health issues in study abroad.

14. Provide program feedback forms and summarize results.

___________________________________ ___________________

Signature of Faculty Director

Date

___________________________________ ___________________

Signature of Sponsoring Department Chair
Date

___________________________________ ___________________

Signature of Sponsoring College Dean
Date

___________________________________ ___________________

Signature of SAO Director or Coordinator
Date
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