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      Introduction 

 

This text is intended to be used as a guide for Valdosta State University (VSU) faculty who wish to develop and 

implement a study abroad program.  Although this document provides a fairly detailed description of the study 

abroad approval and management process at VSU, this guide does not pretend to be an exhaustive and complete 

document. It is merely a set of guidelines and procedures to assist faculty in study abroad program development, 

implementation, and management. The official document regulating study abroad program activities is the USG Study 

Abroad Directorõs Handbook (see http://www.valdosta.edu/cip/StudyAbroad.shtml ). 

 

For those of you who have decided to embark on developing a new, university approved study abroad program, it 

will be prudent to work in close collaboration with the Center for International Programs (CIP). The many years of 

expertise in different countries and study abroad programs accumulated at CIP will be very helpful in the process of 

designing a program that meets (and exceeds) University System of Georgia (USG) requirements. It is important to 

understand that study abroad programs are a life-changing experience for students and faculty, a dynamic process 

that requires a great deal of preliminary work and constant updating. 

 

For directors of already existing VSU study abroad programs, annual program renewal is a process of past program 

evaluation and improvement.  Program directors are required to visit the Center for International Programs prior 

to submission of a program renewal application with the purpose of discussing program sustainability and 

improvement ideas with the CIP Director and Study Abroad Coordinator.  

 

Finally, our gratitude goes to all faculty and staff who help to put the VSU footprint around the world.  

 

This guide will address some essential steps in study abroad program management at VSU, such as: 

 

 Program approval for new and existing programs; 

 Program design and narrative; 

 Academic integrity and quality assurance; 

 Fiscal management; 

 Program logistics: student recruitment, retention, orientation, pre-departure preparation; 

 Program risk management and rules; 

 Program evaluation: academic, organizational and financial (program sustainability). 
 
  

http://www.valdosta.edu/cip/StudyAbroad.shtml


 

Chapter I: Study Abroad Program Approval 
 

Here are some of the essential steps in the procedure for obtaining institutional approval to offer a study abroad 

program. 

 

1.1. Institutional Approval and Deadlines 

 

The preparation of a study abroad program is a time-consuming and detail-oriented process.  A good program 

proposal combines academic integrity with significant preliminary logistical planning. For this reason, proposals for 

summer study abroad must be approved by the end of August of the year before the study abroad program is to 

occur. Thus, a summer 2010 program must be approved by end of August, 2009.  

 

Spring Break or semester interim programs must be approved prior to the beginning of the academic year in which 

the programs are to take place. Thus, a spring break 2010 program must be approved before the fall semester of 

2009. 

 

Study abroad proposals must be approved by the following persons: 

 
1. Head(s) of department(s) in which courses are to be offered; 

2. Dean(s) of college(s) in which courses are to be offered; 

3. Director of the Center for International Programs; 

4. Vice President for Financial Services (Chief Business Officer); 

5. Vice President for Academic Affairs/Provost (Chief Academic Officer). 

 

The CIP Study Abroad Coordinator will follow up with external program approval, filing and update procedures 
as required by BOR of the University System of Georgia. 

 
 

A. Program Approval Steps for New Proposals  

 
Faculty interested in developing a study abroad proposal should follow these steps: 

 

1. Describe program to department head(s) that would be involved for feedback and approval. Focus on the 

program concept (student needs and interests that will be met by the proposal) and the academic content of the 

proposed program; 

 

2. Prepare a program outline that will include a summary of intended courses to be offered, proposed program 

location, support mechanisms existing in the proposed location, etc. (see Chapter 2 of the USG Handbook); 

 

3.  Meet with the CIP Director and/or Assistant Director (Study Abroad Coordinator) to discuss the proposal 

and clarify details and procedural steps for developing your proposal; 

 

4. Write a draft proposal that has all the components described under section 1.2 below; 

 

5. Have the CIP director and/or Assistant Director (Study Abroad Coordinator) as well as the department 

head(s) review the draft proposal, then make required revisions; 

 

6. Submit the final proposal, along with the signature approval form, for required signatures. Information on 

locations overseas, travel arrangements, budgeting, and general study abroad arrangements are available in 

the Center for International Programs. You may also find relevant information on study abroad on the CIP 

web site www.valdosta.edu/cip. 

 

 

B. Program Design Checklist 

 

http://www.valdosta.edu/cip


The checklist below is meant to help assure that you address the most important tasks in designing and 

implementing a study abroad program. The checklist is also a quick reminder for all program directors to update the 

information on existing programs. CIP is prepared to assist you in planning how to handle each of these issues. 

 

1. Assess student interest in the program (students needs assessment) and destination countryõs socio-

economic and political situation; 

 

2. Evaluate the infrastructure that will support the program; 

 

3. Verify both reliability and safety record of all service providers, contractors, and host institutions; 

 

4. Research safety and security of in-country transportation and accommodations; 

 

5. Insure adequate emergency medical services are available; 

 

6. Check and adjust your risk management plans to the needs of your specific program. Have an 

evacuation plan ready with U.S. Embassy contacts; Review the current VSU Emergency Management 

protocol (Chapter IV) and the USG Handbook instructions ð Chapter V); 

 

7. Project numbers of students and faculty participants on which your cost calculations will be based; 

 

8. Develop tentative complete travel itinerary ð daily plan of activities (see Attachment 1.1); 

 

9. Develop tentative itemized budget with projected per-student cost and line item explanatory notes; the 

purpose of the budget is to help plan the implementation of the proposed itinerary and ensure program 

sustainability (see Sample Budget,  Attachment 1.2 ); 

 

10. Develop a Recruitment, Retention, and Enrollment plan (see Chapter IV, USG Handbook); 

 

11. Produce attractive program web site, flyers, posters, and/or brochures; 

 

12. Produce student program application form(s), acceptance packets, and orientation materials. 

 
1.2. Format for Study Abroad Proposals 

 
In preparing the proposal, use the guidelines enumerated in the òRequest for Approvaló form (see Appendix 1.1). 

Please develop a narrative that will address the following:  

 

1. Nature and purpose of the program; 

 

2. Description of the academic component including type and number of credit hours to be awarded, 

eligibility requirements, number of contact hours, method of evaluation, course title(s) and number(s), 

and examples of course-related activities/excursions outside the classroom;  Do not include optional trips 

or events in the program; 

 

3.  Projected number of students and faculty; 

 

4. Tentative itinerary of the program (weekly and day by day curricular and related program field trips and 

excursion activities); it should be noted that all Program Directors reserve the right to adjust and 

change the program as required for efficient program implementation, safety, or other òdue diligenceó 

reasons; 

 

5. Program budget plan: The Budget needs to reflect how program academic and other learning goals and 

objectives will be implemented within the available funds and proposed itinerary.  Attach a Budget 

Narrative as part of the budget to explain the purpose of planned line/item expenses; 

 



For example, if the itinerary includes a curriculum required field trip to a museum, the budget needs 

to reflect this and plan funds for transportation to and from the museum, entrance fees, guided 

tour, specialized collection fees and/or other applicable specifics.  

 

6. Out of pocket travel expenses should not be used to augment planned and organized program activities, 

just optional initiatives.  

 

7. Room and board arrangements: 

 

a.  Be aware of the demographics and the compatibility of the group participants to avoid 

roommate problems while planning your program budget;  

b. Be sure to give a realistic description of the accommodations to your students; 

c. If your program includes a meal plan, you will need to attach a tentative/sample menu typical for 

the location; avoid holding òin trustó and disbursing meal money for your students, if possible;  if 

you have to do it, a signed list with names and amount of disbursed cash will be needed for each 

payment (see Attachment 2.3); 

 

8. Amount and source of faculty compensation (10 percent salary is the VSU standard); 

 

9. Description of program affiliations, host institutions, and service providers; 

 

10. Travel arrangements including international flights and in-country transportation abroad by type ( air, 

train, bus etc.); list all countries and cities to be visited; be aware of the fact that an airline travel manifest 

will be required by CIP prior to departure and by Financial Services for the program expense report;   

 

11. Risk management and security arrangements for your specific destination and program; 

 

12. Recruitment and retention plans; 

 

13. Post-program evaluation plan (include evaluation of financial sustainability, program organization and 

management, academic quality improvement)  and networking (use students who have participated in 

your or other study abroad programs as a peer networking groups for next year recruitment, build 

strong study abroad networking community). 

 

 
1.3. Academic Integrity and Quality Assurance 

 

If the program awards credit, the Program Director must assure that it is academically substantive and that credit 

awards are in line with the VSU policies on program curriculum, contact hours, qualifications of instructors, and 

assignments. CIP will assist, where appropriate, in articulating policies and in interpreting non-traditional aspects of 

study abroad settings, but the responsibility for assuring academic credit rests with program directors, deans and 

department heads. Course plans should both take advantage of the international setting and assure academic rigor. 

 

Critical components that need to be considered: 

 

Å Contact hours. When calculating contact hours, incorporate faculty-led field experiences with classroom 

instruction. It is standard practice to reduce the number of classroom contact hours required for credit to ò80% 

from the contact hours required for campus credit.ó (see USG Program Directorõs Handbook, p.21).  When such a 

reduction is done, it is required that organized learning happening outside of the classroom during field trips, 

excursions, and other faculty led experiences, is done without compromising academic integrity and standards.  

 

Å Class attendance. Usually fewer absences (or no absences) should be allowed on short-term study abroad 

programs. 

 

Å Syllabus. Tentative syllabus should be prepared in initial planning stage and adjusted during the development 

and the implementation of the program. Current regulations require that your specific study abroad course syllabus 



be published on the appropriate VSU site.  Sometimes it is a good idea to give reading assignments to students 

before the actual travel, so they may take maximum advantage of the overseas experience. In such cases, it is 

necessary to establish some kind of a control over the advanced learning stage. On location you can think about 

ways to adjust to the reality abroad, for example, to replace the electronic media you normally use on campus with 

experiential field work. 

 

Å Evaluations. Continuous formative program evaluation is essential for early problem discovery and 

troubleshooting to ensure eventual program success; daily and weekly informal program and wrap- up evaluations 

by the program director are recommended.   

 

Student evaluation forms should be prepared and distributed to students in a timely manner. The forms 

should address the program in a holistic manner, including accommodations, meals, field trips, class facilities, 

course materials, texts, and quality of instruction and program administration. Final program evaluations are 

required. Students can go on line and fill the CIP evaluation form electronically (Study Abroad Evaluation) or 

as a hard copy (Visitor Evaluation for Study Abroad) at http://www.valdosta.edu/cip/StudyAbroad.shtml. 

 

 Faculty Credentials. The qualifications of all faculty, including any non-VSU faculty, must be 
documented. CVs (in English) containing the faculty member's post-baccalaureate degrees and fields, 
plus teaching experience and current academic posts, must be appended. Any faculty teaching in the 
program must meet the qualifications specified by SACS (see VSU SACS compliance instructions, 
Appendix 1.3 on page 10). 

http://www.valdosta.edu/cip/StudyAbroad.shtml


Attachment 1.1 

REQUEST FOR APPROVAL  
VALDOSTA STATE UNIVERSITY 

STUDY ABROAD PROGRAM 
 
_____ Program for Credit 
_____ Non-Credit Program 
 
______________________/______________________/_____________________ 
   Institution            Program Title           Dates of Program 
 
Attach a brief description of the proposed program including the following information: 
 
1) nature and purpose of the program; 
2) description of the academic component including type and 
 number of credit hours to be awarded, number of contact 
 hours, method of evaluation, course title(s) and number(s), 
 and examples of course-related activities/excursions outside 
 the classroom; 
3) projected number of students and faculty; 
4) projected cost to each student in budget format; 
5) amount and source of faculty compensation; 
6)  program affiliations; 
7) security and travel arrangements; 
8) countries and cities to be visited; 
9) liabilities waiver form 
 

_________________________/___Instructor___________/___________________/_________ 
Program Director                        Title                  Telephone No.           Date 
 
_________________________/_____________________ 
Dept./Division Head(s)              Date 
 
_________________________/_____________________ 
Dean (s)                             Date 
 
_________________________/_____________________ 
Director Int'l. Programs         Date 
 
_________________________/_____________________ 
Vice President for Financial Services  Date 
 
_________________________/_____________________ 
Vice President for Academic Affairs         Date 

* By signing this form I certify that this program meets all fiscal and academic standards of my institution 

  



Attachment 1.2 

 

Budget Plan Example 
A five-week study abroad program in London  

Target enrollment: 20 students; two faculty co-directors 

Exchange ratio: $2.00 per 1 British Pound  

# Category Cost in Local 

Currency 

Cost in $ ($ x 

Conversion rate =) 

Cost per Participant 

(1:20 students) 

 3. Group Expenses    

     1. Charter Bus transportation to/from 

airport: 2 x £300  

£ 600.00 1,200.00 60.00 

    2. Ten guest lecturers @ 30 per lecture £300.00 600.00 30.00 

                       Subtotal Group Expenses  1,800.00 90.00 

     

 4. Individual Program Expenses    

 1. International Airfare Atlanta ï 

London r/trip @ $ 1,400 p/person 

 1400.00 1400.00 

 2. Accommodations @ £500.00 

p/person 

£ 500.00 1,000.00 1,000.00 

 3. Meal plan @  (£500 (£500 1,000.00 1,000.00 

 4. 15-day Britrail Flexpass @ $400  400.00 400.00 

 5. 4-week London Travel Card $375  375.00 375.00 

 6. Program Tours of London, 

Salisbury, Hampton Court @ £100 

£100 200.00 200.00 

 7. International Insurance @ 45.00  45.00 45.00 

    Subtotal Ind. Expenses  4420.00 4420.00 

     

 5. Faculty expenses ï 2 faculty/20 

students 

   

 8. International Airfare Atlanta ï 

London r/trip @ $ 1,400 p/person 

x 2 faculty 

 2,800.00 140.00 

 9. Accommodations @ £500.00 

p/person x 2 

1,000.00 2,000.00 100.00 

 10. Per Diem 35 days @ $26 p/day = 

$910 x 2 = $ 1,820.00 

 1,820.00 91.00 

 11. 15-day Britrail Flexpass @ $400 x 

2 = $800 

 800.00 40.00 

 12. 4-week London Travel Card $375 

x 2 

 750.00 37.50 

 13. Program Tours of London, 

Salisbury, Hampton Court @ £100 

x 2  

200 400.00 20.00 

 14. International Insurance @ 45.00 x 

2 

 90.00 4.50 

           Subtotal Faculty Expenses  8860.00 433.00 

     

 

 
Unadjusted Cost per Participant  

(A +B +C) 

  4943.00 

 D. Program administration & reserve 

cost @ 7%  

  346.01 

 Study Abroad Administrative fee $50.00   50.00 

   Final Program Cost per Participant   $ 5339.00 

PACKAGE COST TO BE ADVERTISED: $ 5339.00 + tuition  

  



Attachment 1.3 

SACS Academic Compliance Instructions  

for  

VSU Study Abroad Programs 

 

Contact: VSU's Director of Compliance  

 
 

   

  

1. The qualifications of all faculty, including any non-VSU faculty, must be documented. CVs (in 

English) containing the faculty member's post-baccalaureate degrees and fields, plus teaching 

experience and current academic posts, must be appended. Any faculty teaching in the program 

must meet the qualifications specified by SACS, which means they must have at a minimum:  

 18 graduate semester hours in the field for lower division courses (justification 

required), with a master's degree in field preferred;  

 A master's degree in field for 3000-4000 level courses (justification required), with a 

doctorate in field preferred;  

 A doctorate in field, plus VSU graduate faculty status, for any graduate level course.  

 

If a proposed faculty member does not meet these minimum standards, the department head should 

not approve the proposal.  

 

2. The program director is responsible for submitting the syllabi and the documentation of the qualifications 

of the non-VSU faculty, both in the proposal as well as in the SACS portal.  

Justifications for exceptions will need to be written and approved for any non-VSU faculty in the semester 

before departure. Non-VSU faculty teaching graduate courses will need to apply for and be approved as 

temporary graduate faculty the semester before departure.  

 

 

3.Syllabi for all courses must be submitted with the proposal. These may be "tentative" or subject to some 

change, but they should at a minimum include any prerequisites, student learning outcomes (General 

Education outcomes for core classes, Gen Ed and program-specific outcomes for upper-division courses, 

program\specific outcomes for graduate courses) for the course, specific information on the nature and 

number of assignments, the means of evaluation and grading scale, the accommodation statement, and 

specific course policies. See the elements required for syllabi on the Academic Affairs website. Department 

heads must evaluate the syllabi to determine whether they meet the standards in the department for content 

and rigor of assignments for courses offered at the level proposed. 
  

4.Upper-division credit may not be awarded in multiple areas for one course, unless the assignments are 

adjusted for each area.  

 

5.On site, courses offered via the program may not be "collapsed" together. If not enough students 

participate in the program to fill a course, then they may take and receive credit for another course already 

approved and offered on the program, or the faculty member may create a special studies course-with a 

separate syllabus and assignments-for the student. Once on the program, if students are discovered to be not 

qualified for the course for which they registered, they must take another of the established and approved 

courses, or the faculty member may create a special studies course for the student, with a separate syllabus 

and assignments.
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Chapter II: Fiscal Management Procedures 

 
A key element of study abroad programming is to ensure program sustainability, or simply put, making 

sure that there is enough money in the program budget to pay for all program costs. It is also required 

that the management of funds follows federal, state of Georgia, and institutional guidelines. This section 

will provide you with a procedural framework in which to manage the finances of your program. 

 

2.1. Budgeting 

 
Sound budgeting will serve you well in avoiding funding shortages and keeping student costs down. Use 

the following guidelines when creating your preliminary budget plan: 

 

1. Develop an estimated program cost based on proposed detailed itinerary. While some of 

the projected cost items may vary based on number of participants, for example entrance 

tickets, other cost are fixed, i.e. guest lecturersõ honoraria, classroom rental, etc. 

2.  A typical budget should include the cost of international and in-country travel; international 

insurance; meal plan, if any; accommodations; entrance fees & guided tours; faculty program-

related expenses; facilities rental; purchase of copying services and materials; telephone 

cards or services; other academic support cost, such like guest lecturers honoraria, and 

shipping of books and supplies. (See Sample Budget, Attachment 1.2 page 9); 

3. Determine an enrollment number for which you will budget based on your estimate of 

student interest and the programõs capacity; 

4. Figure a total per-student package cost by dividing group expenses by the target number of 

students, then adding individual expenses to this figure (see Sample Budget Attachment); 

5.  If faculty meals are not pre-paid, you should budget a daily food allowance (per diem) for 

each faculty participant. For a meal allowance, use the institutional M&IE (meals and 

incidental expenses) rate as your maximum; 

6. Inquire about available institutional and external student financial assistance for study 

abroad. If such assistance is made available, correct your budget accordingly; 

7.  Add to the total package figure a cushion of 5 ð 10% for administrative overhead (7 percent 

is the currently recommended VSU overhead), variation in exchange rates, and price 

fluctuations. Use a conservative estimate for exchange rates as they may fluctuate greatly; 

8. DO NOT INCLUDE TUITION AS PART OF YOUR PROGRAM BUDGETñthis will be 

handled through student accounts. EXCEPTION: If instruction is contracted out to a host 

institution contact Assistant Director of CIP and/or Assistant Director of Financial Services 

for specifics. 

 

2.2. Application Fees and Payment Schedules 
 

The following are guidelines for application deposits, student payment options, and payment schedules. 

Your program will require funds well in advance to cover items such as airfare deposits and 

accommodation costs. However, many students will not be able to pay the entire package cost in one 

payment. Breaking up the package cost into an application deposit and two or more payments should 

help you obtain funds early enough to pay advance costs while maintaining program affordability. 
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1. You should require an application fee to be applied toward studentsõ package costs. For 

this purpose it should be made clear to the students that an application is incomplete 

without the application fee.  You may wish to make part of the application fee refundable 

up to a specified date (BE SURE TO INCLUDE A DETAILED REFUND POLICY IN 

YOUR PROGRAM LITERATURE). The remainder of the program fees may be broken 

down into two or more partial payments.  

 

For example: Total program package cost is $3,600. You may require $200 application fee; 

$1,700 due on March 1, and $1,700 due on May 1; 

 

2. You should require that studentsõ application fees, as well as the remainder of the package 
cost to be paid by credit card on Marketplace ð follow your program site link from the 

CIP Study Abroad page. 
 

 
2.3. Account Management and Record Keeping 

 
As a program director, you must keep accurate financial records and follow guidelines on the use of 

student money established by the University System of Georgia and VSU Financial Services. Use the 

following guidelines to manage your program funds (agency account) and financial records: 

 

1. As soon as plans are underway to launch your study abroad program, an agency account in 

which to deposit program fees and from which to pay for program expenses should be established with 

Financial Services. Contact CIP Study Abroad Coordinator for procedural details. 

 

2. Once you have your agency account established, make arrangements to receive periodic 

(monthly) ledger reports from Financial Services and/or from CIP. The Study Abroad Coordinator will 

create a program spreadsheet to keep track of the balance in your agency account. He/she will e-mail to 

you the status of your agency account balance on a regular basis. It is prudent to follow the account 

much more closely prior to departure, during program implementation, and after you submit your 

program expenses.  You are required to conduct a detailed check of your program finances with the 

CIP Study Abroad Coordinator at least two weeks (10 working days) prior to departure. 

 

3. In addition to the program spreadsheet, you will need to make arrangements with CIP and 

Financial Services for a regular reconciliation of your program (agency) account and ledger report.   

 
4. It is very important to keep in mind that student tuition payments must be kept 

separate from program fees. Charges for tuition will appear on studentsõ Banner accounts when 

they register for classes. It is also very important to remember that only a clear Banner account will 

allow you to register your students for classes; to avoid problems even minor parking fees need to be 

paid by the student prior to registration. Make sure to contact the CIP Study Abroad Coordinator to 

clarify eventual problems in that area at least 10 working days prior to departure. 

 

5. Board of Regents policy also specifies that non-resident students participating in USG ð 

approved study abroad programs should not be charged full non-resident tuition, but rather a maximum 

of $250 above resident tuition; this fee may be waived for VSU summer programs. For programs that 

take place during the academic year the $250 charge applies; 
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6. Program fees covering airfare, room, board, etc. must be paid by students via Marketplace. 

The CIP Study Abroad Coordinator can assist with cash or check payment at the Bursary only in 

exceptional case(s). All Program Directors will be provided with òread onlyó access to their programõs 

Marketplace data;  

 

7. It is the Program Directorõs responsibility to update and maintain current records of student 

payments and actual class/program enrollment. No program participant should be able to join the 

program without having paid in full both program cost and tuition, and registering for classes.  All 

program directors need to check with the CIP Study Abroad Coordinator at least 10 days prior to 

departure the status of student payments, program and travel eligibility, and enrollment status. If so 

desired, this checkup can be done by the Program Director with Accounts Payable, the Registrar, and 

the Bursary; however, the CIP Study Abroad Coordinator needs to be kept informed in all cases.  

 
 

2.4. Program Payments 

 
1. Once you have money in your agency account, you may begin paying for program services.  

Please remember that all program payment transactions will require an attached list of program 

participants with names, studentsõ ID numbers, and institution (for non-VSU students).  

 

2. Payments to airlines need to include, in addition to the list of program participants, the airline 

travel manifest (travel agentõs list of passengers for this program) for the program to ensure that all 

appropriate payments have been made.  It is also very important to follow up with established airline 

ticket return deadlines ð a failure to release a reservation for a student who cancelled his/her 

participation on time will cost your program a severe financial penalty. 

 

3. It is best to try and pay for as much as possible in advance to avoid the risks of carrying large 

amounts of money abroad. To do this, you need an invoice from the service provider.  

 

A. If the invoice is in U.S. dollars, use the following procedure to make a payment by check: 

 

1. Fill out a check request form (see Appendix 2.1); 

2. Include Federal ID Number of payee, if available, on the check request form; 

3. Attach all invoices corresponding to your check request; 

4. Make copies of all documents for your file; 

5. Submit check request, invoices, and list of program participants with names and student 
ID # to CIP Study Abroad Coordinator for approval. CIP will forward your package to 
Financial Services; 

6. Follow up with Financial Services to make sure that your payment has been executed. 
 

If you want to send your check via Express mail, ask Financial Services to hold the check for pick up 
by you. Plan for program expenses related to international express mail, wire transfers, telephone, 
fax, and such in your budget. 

 

B) If the invoice is in a foreign currency, use the following procedure. Note: there is a 

service charge for wire transfers and for bank drafts. These charges are deducted from your agency account. 
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1. Write a memorandum about the payment to Financial Services with information on the 

payee, the amount of the transaction, what the payment is for, and the type of currency 

required; 

 

2. Attach to the form the invoice from the provider for the service to be rendered; 

 

3. File a copy of the invoice and memorandum; 

 

4. If the transaction is by wire transfer, fill the VSU Wire Payment Request Form (Attachment 

2.4) with information on the payee, the amount of the transaction, what the payment is for, 

and the type of currency required include the account, routing SWIFT/BIC code, and 

Sort/ABA (or IBAN and RAB for Europe) numbers of payee. The payee should be able to 

provide you with these numbers; 

 

5. If the transaction is made by bank draft, which is rather an uncommon practice for VSU, ask 

Financial Services to hold the draft for pick up by you, so you may make a copy of the draft 

and forward the original to the payee; 

 

6. In all cases you will need to bring the documentation for approval to CIP ð Study Abroad 

Coordinator, along with the list of program participants, with student and faculty names and 

student ID #. CIP will forward the package to Financial Services. 

 
 

2.5. Cash Advance Request 

  
If you need cash advance for your program related expenses (museum entrances, public transportation 

tickets, your meal per diem, etc. you will need to follow the procedure described below. 

 

1. Complete the VSU Cash Advance Form (Attachment 2.2.), and forward it for approval to CIP 

Study Abroad Coordinator, along with the list of program participants, with student and faculty 

names and student ID numbers. CIP will forward the package to Financial Services - Accounts 

Payable.  

 

2. Remember to attach an itemized listing of the purpose of the cash advance.  Accounts Payable 

will not process any request sent directly to their offices.  

 

3. Upon receipt, Accounts Payable will enter the Cash Advance on your behalf and immediately 

reassign it to route to CIP Study Abroad Coordinator.  

 

4. A check (not an Electronic Fund Transfer - EFT) will be issued; the program director needs 

to pick up and sign for the check at Financial Services.  

 

5. Remember that all documentation and receipts substantiating the advance must be submitted 

five working days from trip return date.  You will need to log on into PeopleSoft, complete an 

Expense Report and apply the cash advance to the expenses on your report. 

 

6. If you will be staying abroad after the program, the count begins after your return to the U.S., 

however, you will need to inform CIP and Financial Services about the delay.  
 



15 
 

7. Any funds in excess of the cash advance should be deposited at the Bursary and the Bursary 

receipt submitted with all other receipts.  A check will be issued via the Expense Report if any 

funds are due to the program director.  

 

 
2.6. Per Diem 

 
If a daily meal allowance (per diem) for faculty is included in the program budget, you may get a cash 

advance from your agency account by using the following procedure: 

 

1. Establish in your budget a per diem for faculty multiplied by the number of days the program 

will run (e.g. per diem: $30/day x 30 days = $900); 

 

2. Follow the steps described in p. 2.5. 

 

YOU ARE NOT REQUIRED TO SUBMIT RECEIPTS FOR GOODS AND 

SERVICES PAID FOR WITH A PER DIEM. 
 

 
2.7. Documented Expenses 

 
 In many cases, it will be impossible to acquire invoices for services (e.g. entrance fees, cab fares).  

 

1. COLLECT RECEIPTS TO ACCOUNT FOR ALL PAYMENTS; Keep a daily expense log. 

You need to log each program expense including date, location, vendor, product or service 

provided, amount in local currency, official exchange rate for the day, and dollar total (see 

Appendix 2.1on p. 16); 

 

2. Upon return, submit your Travel Expense Log with original receipts, list of participants 

(students with ID numbers and faculty), program itinerary and a cover memorandum to CIP 

for verification. You can òwalkó the CIP-verified travel expenses to Financial Services, or CIP 

will mail the package to Financial Services;   

 

Note: In all cases when the expense report contains a Cash Advance Expense Report, the 

 package must be routed via the VPAA/Provostõs office for review and approval. 

 

3. All receipts written in a language other than English need to be translated (usually a note 

about the purpose of the expense, location, and amount in local currency). Translation is 

usually written above or below the receipt which should be taped on a standard 81/2 x 11ó 

sheet as required by Financial Services (it may be a good idea to have a note on the back of the 

document, just in case). Describe the purpose of the expense, circle the monetary figures and 

provide the official exchange rate for the day (available on the CIP website). The statement 

needs to be brought or sent to CIP ð Study Abroad Coordinator for approval. CIP will 

forward the package to Financial Services; 

 

4. All advanced funds not accounted for must be returned to Financial Services. Any funds in 

excess should be deposited at the Bursary and the Bursary receipt submitted with all other 

receipts.  A check will be issued via the Expense Report if any funds are due to the program 

director. 
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2.8. Cash Disbursements (not recommended) 

 
Although such practice is not recommended, in cases when you as Program Director decide to 

be the keeper of studentsõ cash funds and make periodical (weekly) disbursement, each payment should 

be recorded and countersigned by each individual student.  For this purpose you will need to generate a 

list with names, student ID numbers, amount paid, date, and student signature. 

 

 

2.9. Cash Advance Expenses Reporting 

 The Program Director must substantiate any cash advance within five working days from 

the trip return date. 1 To do so, the Program Director must complete an expense report 

through the People Soft expense module or other currently required protocol and apply 

the cash advance to the expenses on the report. 

 The Program Director must also submit documentation to substantiate the expenses (for 

required documentation see paragraph 2.7 ς p.2 above).  This documentation should 

itemize the expenses (in English) and include all receipts.  Foreign currency transactions 

must be converted to US dollars at the conversion rate in effect for the day the 

conversion/currency exchange was made. The source for the conversion rate must be 

stated.  The receipts should be reviewed and approved by the CIP Assistant Director, sent 

to the Provost for review, and then forwarded to Financial Services for reimbursement. 

 In case transaction documents are not available, follow the instructions in paragraph 2.7., 

p.1 and file the expense in your log. It is a good idea to substantiate such cases with a 

memorandum explaining the circumstances of the expense and why a receipt was not 

available. 

 Any funds received in excess of funds documented must be deposited at the Bursary and 

the Bursary receipt must be submitted with all other receipts.   

 If documented expenses exceed the amount of the cash advance, a check will be issued 

to the Program Director through the Expense Reporting system. 

                                                           
1
 Program Directors planning to stay abroad at the conclusion of one program for another or for research purposes, 

may request an extension of this deadline from the Provost until return to the United States. 
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 Attachment 2.1 

NAME: __________________________ STUDY ABROAD EXPENSE LOG Page _____ of _____ 
 
CLASS: ________________________________   tǊƻƎǊŀƳ 5ƛǊŜŎǘƻǊΩǎ wŜŎƻǊŘ ƻŦ 9ȄǇŜƴŘƛǘǳǊŜǎ 
 

DATE  
 PAID TO 

 
 DESCRIPTION 

 
EXP. CAT. 

 
EXPENDITURE 

 
 BALANCE 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Obtain an invoice, receipt, or an original source document as evidence of payment.  RETAIN THESE DOCUMENTS 

AS A PERMANENT RECORD OF PURCHASE.   
Indicate on the document the date of payment.  Classify each expenditure as one of the following expense 
categories in the column provided: 
1.Lodging  3.Transportation 5.Bank & Money Conversion Charges                 7.   Other 
2.Food  4.Communications 6.Excursion 
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 Attachment 2.2 

VSU Request for Cash Advance for Travel 
 

(For use by Study Abroad Programs Only) 
 

Submission Date:____________________ 

Applicant:_________________________________________________         VSU ID or Last 4  Digits of SSN#:________________________ 

Employing Dept/Unit:_______________________________________ Dept Contact:_____________________________ Ext: _________ 

TRAVEL DATA 
 
Dates of Travel: (From)_____________________ (To)______________  
 
Program Name and Destination:__________________________________________________________________________________________ 
 
Number of Students (please attach a list or roster of names and VSU ID numbers):___________________________ 
 
Number of Employees (please attach a list or roster of names and VSU ID numbers):_________________________ 
 

ESTIMATED COSTS (Do not include prepaid or personal expenses in estimated costs.) 
 
1. Transportation Cost: Air:_____________     Other:______________        Other:____________         Total $________________ 
 
2. Excursions:   (                                                                       )          $________________ 
 
3. Registration Fees:                                                                                                                                         $________________ 
 
4  Hotel and Meals:  Hotels:_______________      Meals:_______________                                              Total $________________ 
 
5  Other: (Taxi, Parking, Phone)                                                                                                 $________________ 
 
               
 

 

I understand that all documentation and receipts substantiating this advance must be submitted 5 days from trip return 

date.   Failure to do so will require notification to the System Office under HB1113/malfeasance regulations and 

consequences may include reprimand or other action. 

 

!ǇǇƭƛŎŀƴǘΩǎ {ƛƎƴŀǘǳǊŜΥ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψ___________________________ Date:  ______________________ 

AUTHORIZATIONS  
 
hŦŦƛŎŜ ƻŦ LƴǘΩƭ tǊƻƎǊŀƳǎΥ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ  Date:  ______________________ 
 
Vice Pres. /Cabinet Officer: _________________________________________________  Date:  ______________________  

(If applicable) 

 
Financial Services: __________________________________________________              Date:  ______________________ 
 
 
Cash Advance # and Due Date (To be completed by Accounts Payable Office):_____________________________________ 

 

TOTAL ADVANCE REQUESTED     $    ____________________ 
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Cash Advance Form Instructions  
by  

the Office of Accounts Payable 
 

1.  This form should be completed by the program directors with an itemized listing of the purpose 
of the cash advance attached, forwarded to International Programs for approval, and then 
forwarded to Accounts Payable.  

 
2. Accounts Payable will not process any request send directly to our offices.  

 
3. Upon receipt, Accounts Payable will enter the Cash Advance on tǊƻƎǊŀƳ 5ƛǊŜŎǘƻǊΩǎ ƻŦ ǇǊƻƎǊŀƳ 
ŦŀŎǳƭǘȅΩǎ behalf and immediately reassign it to route to Study Abroad Coordinator.  

 
4. A check (not an EFT) will be issued, and the program director must pick up and sign for the check.  

 
5. The documentation and receipts substantiating the advance must be submitted 5 working days 

from trip return date.  
 

6. Step 5 above entails logging into PeopleSoft, completing an Expense Report and applying the 
cash advance to the expenses on the report.  

 
7. Any funds in excess should be deposited at the Bursary and the Bursary receipt submitted with all 

other receipts.  A check will be issued via the Expense Report if any funds are due to the program 
director.  

 

If an expense report and documented evidence is not submitted to financial services within 5 days 

from the trip return date, Financial Services will send the Program Director a reminder with a 

copy to the CIP Director and the Program Directorõs Department Head.  Failure to respond 

within 10 days will result in a warning with a copy to the Department Head, Dean and Provost.  

Failure to respond within 14 days from the trip return date will require notification to the System 

Office under HB1113/malfeasance regulations and consequences may include reprimand or other 

action. 
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Attachment 2.3 

Cash Disbursement Confirmation List 

 

±{¦ {ǘǳŘȅ !ōǊƻŀŘ tǊƻƎǊŀƳ ƛƴ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 

5ŀǘŜΧΧΧΧΧΧΧΧΧΧΧ 

 

This is to confirm that the students whose names are listed below have received a cash disbursement 
ƛƴΧΧΧΧΧΧΧΧΧΧΧǿƛǘƘ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  
     (currency )     ( i.e. meal, transportation) 

 

  

# Student Name Amount Student signature 

    

    

    

    

    

    

    

    

    

 Total:   

 

Program Director: 
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Attachment 2.4 
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Chapter III: Program Orientation 

 
This chapter has been compiled using two of the materials from the USG study abroad site. It 

should be noted, however, that program directors are advised to use their own judgment and creativity 

in developing their own orientation materials and media with updated country and program specific 

information. 

 

3.1. Topics for Pre-Departure Orientation for Study Abroad Programs 

Faculty/ Program Director Edition  

 
Orientations and handbooks for faculty members or program directors (PDs) who accompany students on 

study abroad programs are designed to offer guidance and information on planning, implementing, and 

managing successful study abroad programs. 
 

Pre-Departure Issues for Faculty or PDs 

 

A. Program 
 

1. If not already done, familiarize self with details of program, speak with former PDs or faculty 

who have participated, read background materials on program 

2. Research location for particular issues 

3. Communicate with host institution or agency about program arrangements etc. 

4.  Check with closest US Embassy regarding passport or US citizen registration 

5.  Determine PD responsibilities and lines of communication to home institution 
 

B. Students 
 

1. Review student applications and familiarize self with student group 

2. Review any materials pertinent to student issues including medical problems, disciplinary 

issues etc. where available 

3. Arrange to meet with students on an individual basis and/or in a group setting to talk about 

program 

4. Require students to attend orientation programs provided by the study abroad office or 

organize an orientation program for particular group (see Student Edition of Orientation Topics 

for items to cover.) 

5. Ensure that students have signed all necessary paperwork and have access to orientation 

materials and/or program handbook. 

6. When students are on-site, make sure to have all of their contact information including 

addresses, telephone numbers, and email addresses. 

 

C. Safety and Security 
 

1. Be familiar with areal city/country where program is being held, especially as issues concern 

the health and safety of participants; 

2. Be familiar with and have a copy of any emergency response protocol provided by your 

institution and know whom to contact in case of an emergency. Compliment this protocol 

with on-site plans for emergencies (meeting places, local contacts etc.); 

3. If available, collect and store confidential student information (medical information, parental 

authorizations etc.); 
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4. Make sure to have all documents or forms that you need to handle a safety or security 

incident including an incident report; 

5. Make sure to have all necessary contact information for authorities at your home institution 

for consultation; 

6. Attend any risk management or faculty orientation programs sponsored by your institution; 

7. Attend any pre-departure orientations that are required of or provided for students; 

8. Be familiar with the study abroad insurance policy that students are using and how to access 

information concerning medical incidents or protocol. Have available a list of English 

speaking doctors and medical professionals and make sure you can locate and know how to 

contact the hospital and US embassy closest to your location; 

9. Be familiar with US Department of State website, especially consular information sheets and 

travel warnings. 

 

D. Cultural Adjustment  

 

1. Be prepared toô deal with studentsô cultural adjustment issues and culture shock and how to 

foster coping mechanisms for students. Consult with your study abroad office for background 

material on culture shock or research the subject on your own. 

2. Be aware that students will react differently to being in a new situation and be observant and 

available to them for consultation.  

3. Consult with your counseling office on campus for information on recognizing problems and 

initially dealing with students. 

 

E. Other 

 

1. Be familiar with financial aspects of the program including; budget issues, expenditure of 

funds, procuring goods and services, obtaining reimbursements etc. 

2. Be prepared to submit a full program report after the program has returned to the US 

3. Be familiar with all forms that students are required to sign to participate in your program 

4. Be famil iar with institutional academic rules and regulations, especially any specific 

procedures pertaining to study abroad programs at your institution. 

5.  Be familiar with judicial rules and regulations on your campus and how they obtain on a 

study abroad program. Determine the protocol for disciplining students for various infractions 

(behavioral, academic etc.). Know whom to contact for consultation on these issues. 

6. Be familiar with home institution and host nation policies on sexual harassment, il legal use of 

drugs and alcohol etc. 

 

 

On-Site Issues 

 
A. On-Site Orientation Topics 

**R efer to Student Edition of Pre-Departure orientation for specific issues to cover in onsite orientation 

program. 

 

B. On-Site Logistics, Activities. and Responsibilities 

 

1. Welcome students and assist in settling them in; 

2. Notify the óhome office and sending institutions of studentsô safe arrival and update them 

throughout the program as needed; 

3. Distribute emergency contact cards, if available; 

4. Register students with US embassy if not already done; 
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5. Assess studentsô language levels as needed; 

6. Provide schedule for students for one-on ïone appointments on as-needed basis; 

7. During program, check in with students or have group meetings to talk about issues; 

8. Supervise any local staff as necessary; 

9. Find ways to encourage students to reach out to host culture nationals and execute activities 

to inform and excite students about host culture; 

10. Monitor studentsô academic progress and correct course and registration information; 

11. Monitor studentsô personal progress and assist students with social/cultural adjustment issues; 

12. Deal with any logistical issues as they arise! (housing, academics, etc.); 

13. Deal with disciplinary and mental health issues as they arise with assistance from home 

institution where necessary and report incidents to the home institution promptly; 

14. Distribute to and collect from students program academic evaluations; 

15.  Provide for end-of-program activity or exit interviews with students; 

16. Budget and monitor program spending and adhere to financial arrangements of the home 

institution; 
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3.2.Topics for Pre-Departure Orientation for Study Abroad Programs ï  

Student Edition 

 
The following constitutes a list of suggested topics and issues to address in pre-departure orientations 

and/or to include in handbooks for study abroad programs. These topics should be reviewed and 

discussed with student participants and information provided to students and faculty/program directors to 

take on programs. 
 

Purpose of Orientation  
 

1. Provide essential practical information; 

2. Motivate students to learn more about the host culture as well as about themselves as 

Americans, prior to departure; 

3. Help students to develop cross-cultural sensitivity  and become  familiar with the process of 

cross-cultural adaptation; 

4. Help students get a better comprehension of world issues and examine their roles as global 

citizens; 

5. Assist students in investigating their academic objectives overseas and how these goals might 

fit into long-term academic goals. 

 

Preparing for Overseas Study 
 

1. Learning about the host country; 

2. Resources to research the program, country, culture, current events (websites, books, 

magazines, etc.); 

3. Making families  aware of host country conditions; 

4. Provide program coordinator with background on medical, psychological, physical or dietary 

conditions; 

5. Have medical, dental, gynecological checkups;  

6. Obtain insurance coverage; 

7. Get necessary inoculations; 

8. Obtain travel documents (passports, visas); 

9. Arrange transportation; 

10.  Complete all paperwork: waiver forms, medical treatment authorization, credit approvals; 

11. Arrange for credit approval and course registration upon return; 

12. Financial aid arrangements; 

13. Attend pre-departure and on-site orientation; 
 

 

Pre-Departure Orientation 
 

A. Practical Details 
 

1. Logistics 

a. Passports, visas, and other essential documents (and making copies!); 

b. International travel documents; 

c. Information about host institution, resident staff, agencies where applicable; 

d. Housing, host families, and meals; 
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e. Packing-luggage and shipping regulations [what to bring, what to leave behind), 

valuables, electrical appliances, electronic equipment including computers; packing 

for the weather; packing checklist; 

f. Phoning, mail, e-mail, and other communications (including taking a computer); 

g. Foreign currency, transferring money abroad, credit cards and money exchange; 

h. Post-arrival travel information frail passes, international ID cards, temporary 

accommodations, guidebooks etc.); 

i. Travel and arrival information including details of on-site orientation, mandatory 

meetings, agendas for meetings. 

 

2. Money Matters 

 

a. How much money is needed? 

b. Money tips - how to carry money? 

c. Obtaining foreign currency in the US or exchanging money overseas; 

d. Receiving money overseas; 

e. Banking options. 

 

3. Academic information 

 

a. Educational philosophy overseas, role of faculty, styles of learning, faculty expectations 

b. Pre-approved forms for course work 

c. Credit approval policies upon return 

d. Pre-registration for the next term 

e. Institutional policies and procedures 

f. Addresses (e-mail, fax and/or mail) of academic/faculty/study abroad advisors at home    

campus 

g. Course syllabi and schedules 

h. Norms/rules for classroom environment including attendance policies 

i. Course/program evaluations 

 

4. Legal Considerations and procedures 

 

a. Waiver forms, cancellation policies, parental consent where necessary 

b. Rules of conduct/university code of conduct and its application on study abroad program 

c. Grounds for dismissal from programs 

d. Financial and/or academic penalties for early with1drawal from program 

e. Disclaimer for responsibility from accident or injuries incurred during periods of travel or 

resulting from circumstances beyond the universityôs control 

f. Power of attorney 

g. Absentee voting 

h. Arrival customs and immigration inspections 

i. Duties and tariffs 

j. Obeying local and national laws 

 

5. Health and Medical Matters 

 

a. Medical and dental check-ups", gynecological for women 

b. Medical forms and self disclosure of issues 

c. Immunizations where necessary 

d. Hygiene issues, environmental health issues 
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e. Region specific health issues (adjusting to heat etc.) 

f. Prescriptions and over-the-counter medications, eye care, medical kit 

g. Emergency medical needs (diabetes, epilepsy, allergies) and availability of medical care 

h. Jet lag and post-arrival ill nesses (diarrhea and dehydration) 

i. Mental health issues, anxiety' and stress, eating disorders, 

j. AIDS and sexually transmitted diseases 

k. Drugs and alcohol 

l. Food and drink sanitation issues 

m. Insurance coverage and process and procedure for securing medical assistance, including 

insurance card, claim forms 

n. Health care delivery on-site, location of English speaking doctors/medical facilities 

o. Support for students with special needs 
 

 6. Personal Safety Adjustment 
 

a. Travel/transportation; road safety and car rental concerns 

b. Sexual harassment and assault 

c. Discrimination and tolerance issues 

d. Behavior, responsibility  and student conduct, including university code of conduct 

e. Crime and violence 

f. Emergency situations and crisis protocol 

g. Issues for gay, lesbian, transgender, bi-sexual students 

h. US Department of State and its resources 
 

 7. National, regional, city issues in host location 
 

a. Current national or international concerns 

b. Political and economic system 

c. Human rights Issues 

d. Population distribution 

e. Health and welfare 

f. State of technology 

g. Relations with the US 

h. Role of the military 

i. Political unrest 

j. Crime patterns 

k. Law enforcement 

l. Religious practices 

m. Areas to avoid 
 

 

8. Cross cultural issues 

 

a. Culture shock - recognizing it and coping with it 

b. Culture specific issues 

c. Culture general issues 

d. Language learning 

e. Dos and Don'ts 

f. Being American 

g. Global citizenship 

h. Special notes to women and minority, issues 
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9. Other 
 

a. Small group meetings of students on same or similar programs 

 

b. Group meetings with faculty/program director before departure to determine group 

dynamics, familiarize students with each other and with faculty member(s) 
 

B. On-Site Orientation 
 

1. Practical application of pre-departure information 

2. Collection of contact information for all participants 

3. Crisis situation protocol 

4. Distribution of emergency contact cards to all students 

5. Tours of city and education facilities including housing 

6. Safety on the street, in your housing situation, using public transportation 

7. Handling money safely 

8. Overview of program's activities - schedule and daily routine, field trip protocol 

9. Academic expectations, assignments and journals, attendance policy 

10. Free time and individual responsibility, avoiding legal difficulti es 

11. Local customs and laws, dress and behavior, special notes for women and minority students 

12. Orientation to possible safety issues, using public transportation, interacting with host   

nationals 
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3.3. Cultural Adjustment 
From http://www.usg.edu/oie/study_abroad/resources/adjustment.phtml 

During their study abroad program students may experience physical and emotional discomfort from 

being in another country or in a place different from their place of origin.  In order to effectively manage 

that change, the following suggestions are offered:  

 Be flexible, tolerate ambiguity, expect things to be different.  

 Be patient, don't try to understand everything immediately. 

 Give yourself permission to fail, experiment with new customs.  

 Develop a sense of humor, don't take things too seriously. 

 Identify cultural informants who can help you learn. 
 If problems arise, assume your share of the responsibility.  

Cultural adjustment occurs in phases and students may experience the various phases with differing 
levels of intensity.   

Students can also prepare for cultural adjustment before going abroad by reading books about the 

culture, travel guide books, local magazines or newspapers and by meeting people from the country you 

will be visiting.  The web resource òWhat's Up With Culture?ó is also a useful tool aimed at enhancing 
successful cultural adjustment for study abroad participants. 

Cultural Adjustment Phases 

Students may experience the following various phases with differing levels of intensity.  These phases 

may not be experienced in the order listed, but the information provides a general idea of the personal 
challenges that may await students while studying abroad. 

 Honeymoon or Tourist Phase 

 

This phase begins when visitors first encounter the new culture. Like a tourist, students may be 

fascinated by their experiences in a new and different culture. However, their enthusiasm for 

novelty may soon diminish, especially if favorite comforts are not available. During this phase, 

students tend to filter new experiences through the lens of their home culture and may rely on 
stereotypes to comprehend the host culture.  

 Hostility Phase 

 

After the initial excitement wears off, students may experience a variety of difficulties in 

adjusting to the host culture. These difficulties may range from trying to understand the language 

to difficulties with routine living. Coping mechanisms learned in the home culture fail to 

accomplish desired results in the new culture. A situation that may have invoked curiosity during 

the honeymoon phase may now produce feelings of puzzlement, surprise, frustration, 

embarrassment, or anger. Some individuals may become judgmental about the new culture and 

express derogatory generalities such as, "They don't like me," "I don't like them," "They can't get 

anything right over here." During this phase, students may need to temporarily retreat into 

experiences that are familiar or that remind them of the home culture. They may need to call 

home or connect with others from the home country to discuss their feelings and thoughts. All 

http://www.usg.edu/oie/study_abroad/resources/adjustment.phtml#phases
http://www3.uop.edu/sis/culture/
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of these are healthy coping mechanisms and can give individuals renewed energy to confront 
cultural differences.  

 Humor or "Grin and Bear It" Phase 

 

Gradually, students develop skills to successfully navigate the new culture. They make new 

friends, begin to relax in their new surroundings, develop confidence, and their sense of humor 

returns. Experiences that may have produced feelings of embarrassment or anger during the 

hostility phase are now laughed away. Humor replaces criticism. There is less need to "fight" the 

host culture, and there is less need to filter the new experiences through the lens of the home 

culture. Individuals are acquiring new perspectives and cultural insights; they are developing new 

perceptual lenses.  

 Effective Adjustment Phase 

 

Over time, students must confront deeper cultural and personal issues. They must continue to 

study and interact with the host culture to refine their understanding of it. Ultimately, 

newcomers begin to accept and respect the new culture as just another way of living. The new 

culture makes sense. They come to feel a greater sense of belonging. Individuals enjoy the host 

country customs and may genuinely miss the new customs and people when they return to their 

home culture. Because of the changes that occur in this phase, students often re-cycle through 
similar adjustment phases upon returning home. 

 
 

   



31 
 

Chapter IV: Risk Management 
 

Risk management is of critical importance for study abroad programs. This is why it is required that all 

VSU program directors and participating faculty should read Chapter V of the USG Program Directorsõ 

Handbook dedicated to these issues, including legal, health and safety considerations, responding to 

emergencies, and insurance.  In this Guide we have included only the institutional Emergency Response 

Protocol and some simple rules of study abroad program behavior and penalties. 

 

4.1. Rules of Behavior and Penalties 
 

All Program Directors should establish a set of rules and penalties (first, second, third offense) for 

breaking these rules that you cover in orientation. These rules should be discussed orally and in writing. 

Students may be expelled from the program, with no refund, if clear warning about the 

consequences of misconduct is given. Established rules should include, but are not limited to the 

following: 

 

1. Fighting; 

2. Theft; 

3. Destruction of property; 

4. Excessive drinking; 

5.   Harassment of students, faculty, staff, or host families; 

6.   Absences; 

7.   Non-participation in group activities; 

8.   Dress code (for professional programs). 
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4.2. Emergency Response Protocol for International Education Programs 
Sponsored by Valdosta State University 

 
The Center for International Programs (CIP) is charged with responsibility for coordinating emergency 

services for participants in VSU study abroad, exchange, and other international education programs.  

Although no single plan can address all contingencies, CIP recognizes the importance of establishing, in 

advance, procedures designed to safeguard the welfare of study abroad participants and the University. 

The following procedures shall serve as guidelines for study abroad program directors to follow in 

response to crises affecting participants abroad. 

 

Real and perceived emergencies 
 
As a program director, you may be called up to evaluate whether an emergency is real or perceived. 

Real emergencies are those that pose or have posed a genuine and sometimes immediate risk to the 

safety and well-being of participants. These include occurrences that may affect the whole group of study 

abroad participants, such as political and/or civil disturbances; natural and man-made disasters; and 

terrorist threats and attacks. Some real emergencies may affect only a few individuals in the group or 

even a single person. Such events include but are not limited to arrests and incarcerations; serious 

physical or emotional illness; accidents; physical assaults; and disappearances or kidnappings. Perceived 

emergencies are those that pose no significant risks to the safety and well-being of participants, but 

which are seen as threatening by family members in the U.S. or by others, including, at times, students 

and colleagues at the home university. Perceptions of threat can arise from different circumstances, 

including but not limited to sensationalized reporting of an event abroad; the distortion of information 

provided by a participant in a telephone call, e-mail message, fax, or letter home; or simply nervousness 

of a family member or student with little or no international experience.  

 
Whether you as a Program Director judge the emergency to be real or a perceived one, it must be 

treated seriously and appropriately. The key phrase used in these situations is a òreasonable and 

prudentò approach. 

 

Reporting an Emergency 

 

The staff of the CIP will coordinate the Universityõs response to a real or perceived crisis as reported by 

the Program Director, a faculty member, or a student. In case of the latter, CIP will verify the situation 

with the Program Director before a protocol procedure is initiated.   

In all cases it is preferable that communication with the CIP staff be conducted via telephone, but if not 

possible, communication can be initiated via fax or e-mail.  

Please try to speak to staff members in the following order. Direct lines and home phone numbers for 

staff members are listed below. 

 

Contacts with CIP Staff 
Position Name Work Phone Home 

Phone 
Cell Phone e-mail 

Director Ivan Nikolov (229) 333-
7410 

(229) 244-
8473 

(618) 534-
3695 

inikolov@valdosta.edu 

Assist. 
Director 

David 
Starling 

(229) 333-
7410 

(229) 559-
9857   

(229) 460-
9371 

dstarlin@valdosta.edu 

 

mailto:inikolov@valdosta.edu
mailto:dstarlin@valdosta.edu
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General office contact information: 

Center for International Programs 

Valdosta State University 

 

Physical Location:  

204 Georgia Avenue 

Valdosta, GA  31602 

 

Mailing Address: 

1500 N. Patterson Street  

Valdosta, GA 31698-0037 

Phone: (229) 333-7410 

Fax: (229) 245-3849 

 
Contact with the staff during non-business hours should be made through the home phone numbers. 

Remember international time differences from your location when attempting to call. If you are 

unsuccessful in contacting a member of the CIP staff, contact the Public Safety Office at VSU, who will 

always have the contact information for the CIP staff. 

 

Public Safety Emergency Number:   (229) 259-5555 

Public Safety Non-Emergency Number:   (229) 333-7816 

 

Public Safety will accept collect calls, but only in genuine emergencies. Public safety should then contact 

a CIP staff member, starting with the first in the list above. 

 

General guidelines for emergencies abroad for program directors 

 

 Your first priority is to safeguard the safety and well being of program participants. Do whatever 

is necessary and reasonable to ensure their safety. Obtain any emergency medical care for 

affected participants as soon as possible. Remain as calm as possible. Do your best to diffuse any 

growing anxieties that may be occurring among participants. 

 

 Immediately contact a member of the CIP staff and inform him/her in a detailed way about the 

situation. Daytime phone is (229) 333-7410. If no one can be reached at that number, please call 

the Public Safety emergency number: (229) 259-5555 or non-emergency number: (229) 333-

7816 as appropriate. Make every effort to reach the CIP staff by telephone, rather than e-mail 

or fax; there are many issues to discuss during a crisis. 

 

  Keep a CIP staff member informed on a regular basis, through telephone, fax, and/or email 

messages, about the evolution of the crisis. 

 

  After CIP is informed about an emergency, and after CIP consults with you and other 

appropriate individuals, you may be sent a written course of action/response plan that you and 

the participants will be expected to follow. 

 

 In the event you are unable to call out of the country or otherwise unable to reach VSU officials in the 

early phases of an emergency, proceed as best you can to secure the safety and well being of 

participants following the advice of in-country officials and U.S. Embassy or Consular Officers. Then 
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contact a CIP staff member (in the order shown above) as soon as it is possible to do so. For example, 

during a natural disaster, such as an earthquake, all communication systems may be rendered inoperable.  

 

Upon completion of the incident, submit an incident report to the Center for International Programs. 

 

Special Situations 

o In the event of the death of a participant, do not contact the next of kin . VSU will 

handle this. After VSU officials notify next of kin, be prepared to talk with the 

participantõs family member(s) who may be calling once they have been notified of the 

death. 

o In the event of a rape or sexual assault of a participant, it may not always be appropriate 

to contact law enforcement. If in doubt, first seek the advice of host country experts 

and the U.S. embassy or consulate. 

 

Possible responses to emergencies abroad for program directors 

 

Emergencies that program directors could encounter include but are not limited to serious illness or 

injury of a participant, hospitalization of a participant, mental health crises of a participant, assault or 

rape of a participant, a participant being missing, a participant being taken hostage/kidnapped, arrest of a 

participant, death of a program participant(s), general student misconduct, political crises, natural or 

man-made disasters, and terrorist threat. 

 

The following should serve as a list of possible courses of action to be taken in the event of one of these 

or other emergencies, to be used at the discretion of the program director. 

 

Medical Emergencies 

 

V Assist the participant in obtaining appropriate medical attention. 

V  Contact the VSU staff  

V  If student is on the VSU Study Abroad Insurance, contact Pearce &Pearce 

V (800) 633-2360 (from the U.S.A.) or (770) 427-2461 (from outside the U.S.A. ð call collect). 

V If student is on the AIFS Insurance, call (800) 472-0906 (from the U.S.A.) or (603) 

898-9159 (from outside the U.S.A. ð call collect) and identify yourself by ID Partnership 

Short-Term 510. 

V  If the emergency involves a VSU faculty or staff member that may require medical evacuation or 

repatriation or remains, call MetLife (AXA Assistance USA) at (800) 454-3679 or (312) 935-

3783 (from outside the U.S.A. ð call collect). 

V Contact the participantõs Emergency Contact listed on Student Agreement (with participantõs 

permission, if he/she is able to give permission). 

V  Listen to the affected participant(s) and when appropriate, take into account their desires when 

making decisions. 

V Notify the nearest U.S. Embassy or Consulate and/or seek their advice. 

V If necessary, and if advised by the U.S. Embassy or Consulate, notify local law enforcement. 

V Seek counseling for affected participant(s). 

V Seek information from other participants, host families and local friends of participants. 

V  Keep program participants updated on situation (when appropriate). 

 

Information that you may want/need to obtain: 

 

× Name, address and phone of attending physician(s) and medical facilities. 
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× Participantõs regular insurance provider name, address and phone as well as participant insurance 

policy ID. 

× The nature of medical treatment and/or counseling already given. 

× Diagnosis, prescribed treatment, and prognosis. 

× Risk to other participants. 

× Details of any accident/incident including the name and contact information for any involved 

parties. 

× Information on situation from any other participants in your group. 

× Recommendations of the U.S. Embassy or Consulate 

× Recommendation of local law enforcement and other agencies. 

× Participant interest in returning to the U.S.A. 

×  Academic and financial consequences of returning home. 

× Contact information for local friends and/or host family that may have knowledge about the 

situation. 

× Police case numbers, officers involved, charges made against a participant, contact information 

for police. 

× The reaction of other study abroad program directors in the area to the situation. 

× The recommendations to citizens of the host country made by host country government. 

 

 

Political Crisis Situations 

 

Be mindful of the political situation in the country where the program takes place. If the situation 

warrants, notify the local U.S. Embassy or Consulate about the emergency. Follow the Embassyõs or 

Consulateõs procedures and directives. If there is a continuing risk to the welfare of program 

participants (for example, during a terrorist threat), ask the appropriate Embassy or Consulate Officer 

to advise you on a regular basis about the evolution of the situation and about recommended behaviors 

for participants. 

 

 If no immediate contact with the U.S. Embassy or Consulate is possible, and, in your opinion political 

and/or social unrest reaches a level where foreigners in general and Americans in particular may be at 

risk, instruct the participants to avoid: 

 political demonstrations, confrontations, or situations where they could be exposed to danger; 

 behaviors that could call unwanted attention to the participants and/or identify them as 

Americans (for example, loud discussions in English); 

 locales where foreigners, Americans, and especially U.S. military are known to congregate. 

In some cases it may be warranted to ask the participants to remove signs, avoid using luggage tags with 

names and addresses, and/or avoid wearing clothes that may label them as Americans. 

 

Campus Resources 

The following are some campus contacts that you might find useful in the event of an emergency or 
other problem abroad. However, in most situations, crisis response should be coordinated through the 
Center for International Programs  
 
Public Safety 
During office hours/non-emergency number.  After hours/emergency number. 
(229) 333-7816      (229) 259-5555 
 
 
 



36 
 

Counseling Center 
During office hours  
(229) 33-5940  
Dr. Victor Morgan, Director, vmorgan@valdosta.edu 
 
Health Services 
During Office Hours  
(229) 333-5886  
Edwin L. Hiatt, M.D., ΧΧΦΦ@valdosta.edu 
 
Legal Affairs 
During office hours 
(229) 333-5351  
Laverne Lewis Gaskins, University Attorney, llgaskin@valdosta.edu 
 
Office of the Vice President for Student Affairs 
During office hours  
(229) 333-5359  
Dr. Kurt Keppler, Vice-President for Student Affairs, kkeppler@valdosta.edu 
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Attachment 4.1 

VSU Study Abroad / Exchange Program 
Incident Report 

Student and program names will be kept confidential. 

 

Todayôs Date: __________________________________________________ 

 

Student Name: ____________________________________________________ 

 

Student ID#: ________________________________________________________ 

 

Date and Time of Incident: ________________________________________________ 

 

Location of Incident:______________________________________________________ 

 

VSU  Staff/Faculty Completing Report and Contact Information : 

_____________________________________________________________________________________

_____________________________________________________________________________________

_________________________________________________________ 

 

Program Name:_____________________________________________________________ 

 

Others Involved:   

_____________________________________________________________________________________

_____________________________________________________________________________________

_________________________________________________________ 

  

 

Please check the appropriate box to indicate the nature of the incident: 

 

 Alcohol/Drugs   Theft    Assault of Student 

 Injury/Illness   Arrest of Student   Other, please specify: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

__________________________________________________ 

 

Please describe the incident. Be as specific as possible, including all details. Use additional sheets if 

necessary. 

Contact e-mail: inikolov@valdosta.edu; dstarlin@valdosta.edu; layarbrough@valdosta.edu 

  

Please fax to (229) 245-3849 or mail to  

Center for International Programs 

1500 N. Patterson Street  

Valdosta, GA 31698-0037  

USA 

 

  

mailto:inikolov@valdosta.edu
mailto:dstarlin@valdosta.edu
mailto:layarbrough@valdosta.edu
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Attachment 4.2 

VALDOSTA STATE UNIVERSITY 
AGREEMENT, RELEASE AND WAIVER OF LIABILITY 

for 
VSU INTERNATIONAL EDUCATION/STUDY ABROAD PROGRAMS 

 
I, __________________________________, am a student at Valdosta State University (the University) 

and have agreed to participate in the Universityôs international studies program in 

 

_________________________ from _____________________ until ________________________ (the 

Program). In consideration for being permitted to participate in the Program, I hereby agree and represent 

that: 

 

I have or will secure health insurance to provide adequate coverage for any injuries or illnesses that I may 

sustain or experience while participating in the Program, including but not limited to coverage for medical 

evacuation and repatriation of remains. By my signature below I certify that I have confirmed that my 

health care coverage will adequately cover me while outside the United States, and hereby release the 

Board of Regents of the University System of Georgia (ñBoard of Regentsò), the University, and the 

employees and agents of either, from any responsibility or liability for expenses incurred by me for 

injuries or illnesses (including death) that I may incur because of those injuries or illnesses. 

 

I understand that, although the University will attempt to maintain the Program as described in its 

publications and brochures, it reserves the right to change the Program, including the itinerary, travel 

arrangements, or accommodations, at any time and for any reason, with or without notice, and that neither 

the Board of Regents, nor the University, or the employees and agents of either, shall be responsible or 

liable for any expenses or losses that I may sustain because of these changes. 

 

3.  The policies and procedures of VSU shall govern my participation in the Program. I agree to obey such 

policies and procedures at all times. 

 

4.  I understand that I will be subject to and I agree to obey the laws, regulations and policies of the HOST 

country/countries and institutions in which the Program is hosted. 

 

5.  I acknowledge that violation of any policy, law, or regulation of the HOST or HOME country, countries 

or institutions may subject me to penalties, including ejectment from the country, program, school or such 

other disciplinary action as may be applicable. I understand that the University reserves the right to 

decline to retain me in the Program at any time should my actions or general behavior, in the sole 

discretion of the University, be determined to impede or obstruct the progress of the Program in any way. 

 

6.  I hereby agree that I shall be subject to the authority in charge. I further acknowledge that the faculty has 

the sole authority to make decisions regarding the continued participation of any individual in the 

program whose conduct may necessitate disciplinary action.  
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7.  I understand that, although the University has made every reasonable effort to assure my safety while 

participating in the Program, there are unavoidable risks in travel overseas, and I hereby release and 

promise not to sue the Board of Regents, the University, or the employees and agents of either, for any 

damages or injury (including death) caused by, deriving from, or associated with my participation in the 

Program, except for such damages or injury as may be caused by the gross negligence or willful 

misconduct of the employees or agents of the University. 

 

8.  I agree that, should any provision or aspect of this agreement be found to be unenforceable, that all 

remaining provisions of the agreement will remain in full force and effect. 

 

9.  I represent that my agreement to the provisions herein is wholly voluntary, and further understand that, 

prior to signing this agreement, I have the right to consult with the adviser, counselor, or attorney of my 

choice. 

 

10.  I agree that, should there be any dispute concerning my participation in the Program that would require 

the adjudication of a court of law, such adjudication will occur in the courts of, and be determined by the 

laws of, the State of Georgia. 

 

11.  This agreement represents my complete understanding with the University concerning the Universityôs 

responsibility and liability for my participation in the Program, supersedes any previous or 

contemporaneous understandings I may have had with the University on this subject, whether written or 

oral, and cannot be changed or amended in any way without my written concurrence. 

 

12.  I represent that I am at least eighteen years of age or, if not, that I have secured below the signature of my 

parent or guardian as well as my own. 

 

IMPORTANT LEGAL DOCUMENT: READ CAREFULLY : 

 

 
SIGNATURE_____________________________________        DATE________________ 

 

PRINTED NAME_________________________________ 

 

WITNESS SIGNATURE____________________________________  DATE________________ 

Printed Name of Parent or Legal Guardian if Participant is under 18: 

 

 

_______________________________________   DATE________________ 
Signature of a Parent or Legal Guardian if Participant is under 18: 

_____________________________________________ 
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Attachment 4.3 

 

Acknowledgement of VSU Alcohol and Drugs Policies on Study Abroad 
 
The following policies seek to apply USG and USG member institutions policies in overseas settings 

where U.S. law cannot be enforced.  

 

1. VSU has a zero-tolerance policy regarding the purchase, sale, possession or consumption of 

drugs other than those permitted in the programõs host country and prescribed by a physician. 

Students found to be in possession of or who have purchased, sold, or consumed any illegal 

drugs or to have misused any prescribed drugs, will be removed from the program at the 

studentõs expense and without any refund. 

 

2. Alcohol misuse or abuse will also not be tolerated and may lead to expulsion from the 

study abroad program at the studentõs expense and without any refund.  In addition, the student 

may face removal from his/her home university and other disciplinary action. 

 

3.  Alcohol misuse is defined as alcohol consumption that is harmful or potentially harmful to the 

program participant or others. Alcohol abuse is misuse that is consistent and systematic. 

Alcohol misuse may include but is not limited to any of the following behaviors caused by 

alcohol consumption: 

 

a. Absence from academic activities or events; 

b. Illness or incapacitation; 

c. Loud, abusive, inappropriate or disrespectful behavior; 

d. Destruction of property; 

e. Disobeying the host countries laws and regulations; and 

f. Purchasing or transporting large amounts of alcohol for personal or shared 

consumption. 

 

4. Students are expected to abide by the alcohol and drug laws of the country or countries 

where they are studying or traveling. It is the responsibility of students to learn and 

understand the laws and regulations of their host country or countries.  Regulatory 

information for various countries is available at the U.S. State Departmentõs òConsular 

Information Sheetsó (http://travel.state.gov/travel/cis_pa_tw/cis/cis_1765.html) 

 

By signing below I agree that I understand the alcohol and drug policies of the VSU Study Abroad 

program and agree to abide by them. 

 

 

_________________________________________________ 

Studentõs Name (print) 

 

 

_________________________________________________ ________________________ 

Studentõs Signature Date 

  

http://travel.state.gov/travel/cis_pa_tw/cis/cis_1765.html
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Attachment 4.4 

Study Abroad Program Evaluation 

  
Student Information (Part 1 of 5) 
  

1. VSU degree information 

Major: 
 

Minor:  
 

Special program (i.e., 

Honors, etc.):  

 

2. Class standing during semester abroad: 

 
Class standing during semester abroad: 

Program Information (Part 2 of 5) 

Please provide information related to your study abroad program below: 

3. Location of study abroad program: 

City: 
 

Country: 
 

4. Name of host institution (i.e. Roehampton University, Zeppelin University) 

 
 

 

5. When did you study abroad? 

  Term Year 

  
 

 
 

 

Program Rating (Part 3 of 5) 

To allow us to compare student experiences on similar programs, please rate your study abroad program and 

program provider in different areas. 
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6. Please rate your program in the following categories:  

Course offerings:  1- Outstanding, 

 

2- 

Exceeds 

expectations 

3- Meets 

expectations 

4- Below 

expectations 
5- 

Poor 
N/A 

Quality of courses:  1- Outstanding 

2- 

Exceeds 

expectations 

3- Meets 

expectations 

4- Below 

expectations 
5- 

Poor 
N/A 

Availability of extra -

curricular activities:  

Availability of 

extra-curricular 

activities: 1- 

Outstanding 

2- 

Exceeds 

expectations 

3- Meets 

expectations 

4- Below 

expectations 
5- 

Poor 
N/A 

Quality of extra-curricular 

activities: 

Quality of extra-

curricular activities: 1- 

Outstanding 

2- 

Exceeds 

expectations 

3- Meets 

expectations 

4- Below 

expectations 
5- 

Poor 
N/A 

Opportunities to interact 

with host culture: 

Opportunities to 

interact with host 

culture: 1-  

2- 

Exceeds 

expectations 

3- Meets 

expectations 

4- Below 

expectations 
5- 

Poor 
N/A 

Support for problems or 

concerns I had while I was 

studying abroad: 
 1- Outstanding 

2- 

Exceeds 

expectations 

3- Meets 

expectations 

4- Below 

expectations 
5- 

Poor 
N/A 

Quality of living 

arrangements:  1- Outstanding 

2- 

Exceeds 

expectations 

3- Meets 

expectations 

4- Below 

expectations 
5- 

Poor 
N/A 

Availability of 

scholarships: :1- Outstanding 

2- 

Exceeds 

expectations 

3- Meets 

expectations 

4- Below 

expectations 
5- 

Poor 
N/A 

 

7. Would you recommend this program to other students? 

  Yes No 

 

Evaluation of program (Part 4 of 5) 

  
Please use the space below to provide an evaluation of your study abroad program and experience. 

 

In giving your comments, please think about the things you wish you had known before you went on your program 

that may help other students as they decide on a program. 

 

8. Why did you select this study abroad program?  
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9. What is your opinion of the academic component of this program (size of classes, quality of professors and 

classmates, quantity of homework)?  

 
 

10. Please describe your accommodations while you were studying abroad. Were you satisfied with your 

living arrangements? How did your living arrangements help/hinder you from interacting with the host 

culture? 

 

11. Did your program effectively use experiential learning to help you learn about and interact with the host 

culture? (i.e. excursions/class outings, course assignments, extra-curricular activities)  

 
 

12. Please indicate if you program facilitated your participation in any of the following activities while 

abroad: 

 Internship 

Volunteer  

Student group 

Sport clubs 

Other (please specify) 

 
 

13. Do you feel that your program provided you with adequate support with any problems or concerns you 

had before, while and after studying abroad (resident director, advising services)? Please comment. 
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. 

14. Please estimate your costs per semester in US $ for the following items: 

Tuition & fees: 
 

Housing: 
 

Food: 
 

Round trip 

transportation:  

Books and school 

supplies:  

Entertainment: 
 

Travel: 
 

    

 

Release of Information (Part 5 of 5) 

  

15. Please provide your contact details below if you would like to allow prospective study abroad students to 

contact you regarding your experience. 

Name:  
 

E-mail: 
 

Other (Phone, 

Facebook, IM):  

 

16. I permit the VSU Study Abroad Office to quote anything I have written here in their publications and 

presentations using my name 

 Yes No 

 

17. I permit the VSU Study Abroad Office to make this evaluation available to the public. 

Yes No 
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Thank You!  

  
Thank you for completing this evaluation and helping bring the world through study abroad back to 
Valdosta State University! Your evaluation is an invaluable resource to study abroad advisors and 
prospective study abroad students. 
 
 


