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Study Abroad Trip Proposal Packet

This communication outlines the information needed to propose a Delta College Study Abroad Trip.

In addition to other required travel forms, the official Trip Proposal is included in this packet.  This form must be used and submitted for all proposals.  Both the proposal and the verifying documentation are important for educational quality. They are also necessary for liability insurance coverage.

For trip review and approval, you are asked to submit the following information to the Manager of Study Abroad, D102 or at studyabroad@delta.edu.
· The completed Study Abroad Trip Proposal, which includes the following (all required signatures must be on the form for the proposal to be considered complete):
· Experience Relevant to Trip
· Trips Offered for Academic Credit OR Educational Objectives (Only for Non-Academic Credit)
· Trip Itinerary
· Budget
· Marketing Plan
· Full-Page Flyer including:  location, dates, brief description of travel plans, trip leader contact information, included costs, course information (if it’s required or if it’s not required for trip participation), costs not included (e.g., tuition, course fees, some meals), payment deadlines, refund deadlines, orientation dates and any information you feel an interested student should/would want to know.
Once submitted, the proposal will be reviewed for completion.  If not complete, you will be notified by the Manager of Study Abroad of what needs to be done.  If it is complete, a meeting of the Study Abroad Committee will be scheduled.  You will be required to attend this meeting to present your proposal, answer questions and address any concerns the committee may have.  If the committee does not ask the trip leaders to do additional work to the proposal, members will vote whether or not to forward the proposal for travel approval to the Vice President of Instruction/Learning Services.
You will receive word of the VPs approval or recommendations from the Manager of Study Abroad.  If the trip is approved, you may move forward with advertising the trip and collecting money from trip participants.

You will work with the Manager of Study Abroad for final trip arrangements and assistance with any questions you may have.  The Manager must sign off on all requisitions related to Study Abroad.

All pre- and post-travel documents can be found on Inside Delta.
Pre-Travel:  Documents that must be submitted to the Manager of Study Abroad at least two weeks prior to travel include:

· Tour Leader Emergency Check List

· Photocopies of the signed Assumption of Risk and Release of Liability waivers
· Photocopies of the signed Behavior Guidelines and Student Conduct forms

· Photocopy of each completed Study Tour Traveler Information form
· International Travel Trip Advance Request form
· Copy of each traveler’s passport – including community participants and trip leaders
· Pre-Travel Assessment form – one for each student participant

Post-Travel:  Within one week of the completion of the trip, submit the following to the Manager of Study Abroad:

· Trip Income and Expense Summary
· Lodging Report

· Clery Act Crimes Report

· Travel Evaluation form
· Post-Travel Assessment form – one for each student participant
I hope this packet has answered your questions about the proposal process.  If you have questions, do not hesitate to contact the Manager of Study Abroad at studyabroad@delta.edu or 989.686.9382.
Happy planning!
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Study Abroad Trip Proposal

(Note:  Information entered on this form should be as complete as possible at the time of submission.  If necessary, you may attach extra pages, but you must use this approved form.)

Today's Date: _____________________________

Trip Destination: ___________________________________________________________



Trip Dates: ________________________________________________________________
Trip Leader 1: ______________________________ 
Email:  ________________________

Department: ________________________________
Phone: _______________________
Trip Leader 2: ______________________________ 
Email:  ________________________


Department: _______________________________
Phone: _______________________

The appropriate Division’s Associate Dean and/or staff supervisor must approve all travel:
___________________________________________________
_____________

Associate Dean/Staff Supervisor






Date
___________________________________________________
_____________

Associate Dean/Staff Supervisor






Date
________________________________________________________  
____​__________

Signature of Preparer(s)







Date

	I. EXPERIENCE RELEVANT TO TRIP – Include information for both trip leaders


(Must be submitted by everyone developing Study Abroad programs as of Fall 1995)
A. Educational Background

B. Experience as Tour Leader

C. Personal interests, expertise, or professional development perspectives that you will bring to this course

COMPLETE IIA or IIB

	II. A.
Trips offered for Academic Credit


1. Academic Courses

Curriculum Council must approve all academic courses offered for credit before this proposal is submitted to the Study Abroad Committee.  When the course(s) is approved, the Chair of Curriculum Council and the appropriate Division’s Associate Dean(s) will sign below.

________________________
______________________
____________________

Curriculum Council Chair





Date

______________________________________________
____________________

Associate Dean







Date

______________________________________________
____________________

Associate Dean







Date

2.  Independent Study/Individual Instruction:  Credit offered will follow the existing procedure:
Independent Study:  when a student is requesting coursework, which is not already found in currently existing courses.

Individual Instruction:  when the outcomes are the same or similar to an already existing class.  A maximum of 4 students may be enrolled for the same course number.
	II. B. EDUCATIONAL OBJECTIVES
(Only for Non-Academic Credit)


Attach statement of educational objectives.
	III. TRIP ITINERARY


Attach detailed, daily itinerary.
	IV.   BUDGET


Advertised Cost of Study Abroad trip (per person) $ ________________________________

Number of Participants needed “to GO” (not including leaders) ___________________

Note foreign exchange currency & rate used, if applicable _______________________

	Estimated Itemized Expenses

	ITEM
	ESTIMATED COST

PER STUDENT
	ESTIMATED

OVERALL COST

	Airfare
	
	

	Lodging
	
	

	Tour Services
	
	

	Meal Plan
	
	

	Speaker Fees – Orientation
	
	

	Adjunct Instruction
	
	

	Ground Transportation
	
	

	Gratuities 

(approx. $3 per person per day)
	
	

	Promotional Costs
	
	

	Academic Course
	
	

	Other
	
	

	Anticipated Trip Leader Expenses
	ESTIMATED COST

	Transportation Subsidy
	

	Lodging Subsidy
	

	Per Diem Meals
	

	TRIP LEADER SUBSIDY

	The transportation, lodging, and per diem expenses of trip leaders may be subsidized by the trip costs paid by participants.  A minimum of 10 participants is required to fully subsidize each trip leader’s expenses.  In trips with a lower ratio of participants to leaders, the leaders may prorate subsidy of their expenses.  

In the space below, list the names of trip leaders whose expenses will be subsidized. Remember that College policy stipulates that only trip leaders may have trip expenses subsidized by participant costs.

1) ______________________________         2) _____________________________

 


	V.
Marketing Plan


Please include:

1. The target market

2. Outline with period of time when and how you plan to advertise and market the trip to the College and community.

3. The brochure/flyer/poster (attachment) - the course must be advertised as an academic experience (students can be registered to audit the course or as a community service student if they live out of district)
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