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	Application Checklist 

	Summer session & fall semester (18-24 months prior to May Term)




	
	1.
	Meet with the Director of International Education and Study Abroad to assess the feasibility of the intended May Term travel course. 

	
	2.
	Confirm destination decision with the Director of International Ed and Study Abroad.

	
	3.
	Begin a conversation with a provider or organization. 

	
	
	a.
	Create Budget

	
	
	b.
	Create Itinerary

	
	4.
	Attend the fall Study Abroad Fair to observe. (beginning of Oct.)

	
	5.
	* If a brand new program - Director and travel course leader(s) meet to discuss no later than end of semester

	


	Spring semester (12-17 months prior to May Term)

	
	1.
	January 15th is the deadline to submit the proposal packet (proposal form, and budget).  Send to Director in Zip file via email.

	
	
	

	
	2.
	Mid January CAC goes over all proposals and sends back for any edits 

	
	3.
	March. CAC submits proposal packets of approved May Term travel courses to EPCC.

	
	4.
	April. Faculty senate votes on proposed May Term travel courses.
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	1.
	Attend pre-site visit meeting with the Director and complete planning for Site Visit (if needed).

	
	
	

	
	3.
	End of Sept/Beginning of Oct.  Provide Information table at Study Abroad Programs Fair.

	
	4.
	October.  Recruit students. (Kent entrance table, flyers, classroom presentations, etc....)

	
	5.
	October. Application review.

	
	
	a.
	10/16: 10pm Application deadline

	
	
	b.
	10/23 by end of day:  Faculty submit accepted students list to Director and decide if they are willing to accept more applications.

	
	
	c.
	10/27:  Travel course leaders email students with the information that they have compiled up to that point. 

	
	
	d.
	11/10: List of course attendees are sent to Registrar by Director.

	
	6.
	November.  Meet with students who will be in your travel course to begin developing relationships, gauge overall interest, financials discussion



	Spring Semester (1-5 months prior to May Term)

	
	1.
	January. Remind students of payment policies (deadline & refund).

	
	2.
	January – April.  Prep Course

	
	
	a.
	Include the Director of International Education and Study Abroad in at least 1 class meeting to give and overview of health, safety and travel information. 

	
	3.
	April 2nd week. Faculty send to Director - Course roster, flight info (dates, flight numbers, cities), hotel name(s) and address(es), and itinerary.
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