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Kansas State University

PROGRAM PROPOSAL INSTRUCTIONS
DEADLINES FOR SUBMISSION OF PROPOSALS
	Proposal Deadline
	Academic Term


	December 1, but extended to

March 1, 2012
(year the program will run)
	Fall Semester Class with Fall Break Travel

	
	Fall Semester Class with Winter Break Travel

	May 1

(year before program will run)
	Winter Intersession

	
	Spring Semester Class with Winter Break Travel

	
	Spring Semester Class with Spring Break Travel

	
	Spring Semester Class with Summer Travel

	August 15

(year before program will run)
	May Intersession

	
	Summer

	
	August Intersession


OVERVIEW

According to the Office of the Provost and Senior Vice President, all study tours which operate under the auspices of Kansas State University, whether offered for credit or not, must be coordinated with the Office of International Programs. Liability and potential risk, responsibility for handling of funds, and other important issues require central coordination and oversight. At the same time, the Study Abroad Office can offer valuable services in program planning, publicity, and recruitment of participants. No Kansas State University faculty-led study abroad program should be publicized until it has been approved. 

GUIDELINES FOR PROPOSALS

Both new and continuing programs must submit a program proposal by the established deadline. Late proposals may be considered for review. If the program is new, then its curriculum and feasibility should be discussed with the academic department head. Be sure to allow 3-4 weeks prior to the submission deadline for your academic department head and college dean to review, make suggestions, and sign your proposal. Regardless of whether the program is new or continuing, the program should be consistent with the published policies and procedures, available at: 
http://www.k-state.edu/studyabroad/facultyled/faculty/handbooks.html 
Please schedule a meeting with Rebecca Murrow, Faculty Services Coordinator (rebm@ksu.edu / 785-532-5990), to review your program proposal and budgets prior to obtaining approval signatures from your academic department head and college dean. This meeting may help reduce the length of time it takes for your program proposal to complete the official approval process.
APPROVAL PROCESS
Approval signatures from the academic department head and college dean must be obtained prior to officially submitting your program proposal to the Study Abroad Office. No students will be registered for a program or its course and no deposits or other payments for services will be accepted from students until all approval signatures have been obtained and the program has been fully approved by the Study Abroad Office. In order to receive approval for a faculty-led study abroad program, the proposal must thoroughly address each of the questions outlined in the program proposal. Incomplete proposals and budgets will delay the approval process.
After submitting your proposal materials by the appropriate deadline, wait for notice from the Study Abroad Office. The Faculty Services Coordinator and OIP Accountant for Faculty-Led Programs will work closely with faculty to ensure proposals are completed at the time of submission. Incomplete proposals will be deferred to future term(s)/year(s); only complete proposals will be accepted for review by the CIAC. The CIAC will conduct peer evaluations of faculty-led program proposals to provide insight and guidance based on their experience regarding academic quality, feasibility, cost, etc. The CIAC will have strong input regarding whether or not a program proposal will be approved or denied, but final decision regarding the proposal will rest with the Director of Study Abroad in consultation with the Associate and the Assistant Provost for International Programs. CIAC members who have submitted a program proposal should not participate in the review of their own proposal. The CIAC will meet three times per year within one month of the deadlines listed above to review completed faculty-led program proposals and provide feedback to the Director of Study Abroad.

You should know within a month of the CIAC review if your program has been approved or not, as well as any contingencies that may apply. This notice will come in the form of e-mail to your K-State e-mail address. Once the program proposal has been officially approved by all entities, the Study Abroad Office will liaise with the Division of Continuing Education to set-up the course.
INSTRUCTIONS
All proposals for faculty-led study abroad programs should be submitted using the most recent proposal materials, which are available at: http://www.k-state.edu/studyabroad/facultyled/faculty/proposalmaterials.html
Program Budgets
· The program budgets must be developed based on the minimum number of students needed for the program to run.
· The Student Program Expense Budget should only include costs that will be collected by the Study Abroad Office. 
· K-State Tuition/Fees and the Division of Continuing Education Fee are billed to student ISIS accounts.
· According to University Policy, non-credit participants are required to pay an auditing fee, which is equivalent to the cost of in-state tuition. This fee is collected by the Study Abroad Office in the form of cash, check, or credit card.
· The program budgets must be finalized before they are submitted to the Study Abroad Office. Only programs with finalized budgets will be approved.
· If a family member of the Faculty Leader accompanies him/her during travel, the family member’s expenses will not be covered by any type of student payments. The presence of a family member must not result in an increase in the cost of the program due to changes in transportation, lodging, etc., from what would be provided if they were not accompanying the Faculty Leader.
· Due to U.S. federal and University Policies, scholarships and/or rebates cannot be factored into the program budgets.
· The K-State Study Abroad Administrative Fee ($150 per student) must be included in the Student Program Expense Budget.
· A 5% mandatory contingency fee per person must be included in both the Faculty Leader Expense Budget and the Student Program Expenses Budget. Contingency funds will be reserved for use in case of any emergencies during the program. Any unused contingency funds will refunded to participants according to the Participant Refund Policy for Faculty-Led Programs.
· Please estimate a higher cost for airfare for all participants in order to account for increased flight costs at time of purchasing. When calculating exchange rates for the program budgets, please incorporate a 5-10% cushion to account for exchange rate fluctuations.
· Please attach documentation of price estimates (i.e. airfare, host country transportation, accommodations, events/tours/admissions, etc.). Supporting documentation can be in the form of e-mails, web printouts, letters, etc.
· Faculty Leaders who do not currently have funds in their program accounts in the Office of International Programs (OIP), should request financial assistance from their academic departments to cover flyers, posters, and any other program advertising. Once Faculty Leaders have funds in their OIP program accounts, they can include the costs of marketing materials in the Student Expense Budget.
· If the minimum number of students, which are needed to make the program run, has not been met by the program application deadline, and the Faculty Leader would still like to try to make the program run, he/she must submit a revised itinerary and budgets to his/her department head, college dean, and the Study Abroad Office for review and approval. The new itinerary and program budgets must be approved and signed by each of these entities in a timely fashion. Itinerary and program budget changes must not increase student program costs nor out-of-pocket expenses and must not reduce the quality of the program for students. The Faculty Leader should meet with the Faculty Services Coordinator to discuss desired itinerary and budget changes before he/she submits them to the department head, college dean, and the Study Abroad Office for approval signatures.    
A Complete Program Proposal Consists of:
□   Program Proposal Form


□   Faculty Leader Program Expense Budget

□   Curriculum Vitae



□   Student Program Expense Budget



□   Course Syllabus



□   Additional Student Expense Budget  


□   Daily Itinerary



□   Cost Estimate Documentation
□   Implementation Plan



□   Third Party Provider/Travel Agent Contract/Agreement
□   Supplemental Information


□   Approval Signatures (Academic Department Head and College Dean)
□   Compensation Contract
Please submit completed proposal materials to: Rebecca Murrow, Faculty Services Coordinator in the Study Abroad Office of International Programs, 304 Fairchild Hall. If you have questions, please contact her at rebm@ksu.edu or (785) 532-5990.
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