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1. Provide written advertisement of program eligibility requirements (IE: minimum 2.5 cumulative GPA for undergraduates; good academic standing for graduate students)

2. Establish guidelines for application review process, including a review of student conduct history.

3. Collect UW-Madison Statement of Responsibility waiver from participants.
4. Provide advising times when UW faculty and/or staff members are available to advise students on the program logistics and financial planning.
5. Create and distribute written acceptance letter to participants including program dates and location, forms to be completed before departure, pre-departure orientation information, and entry clearance information.

6. Create program cost sheet which includes the program fee information details, refund and cancellation policies, and out-of-pocket estimated expenses.  Report information to the appropriate UW Financial Aid Counselor.
7. Establish ISIS registration coding for the program through International Academic Programs (IAP)
8. Provide Registrar Office with participant information for registration process to ensure students are listed in ISIS properly as study abroad students.  
9. Establish billing procedures for study abroad participants by either working with the Bursar’s Office to have students pay through them or by sending your own invoice to the participant and collect your own program fees.

10. Collect fees from participant to cover the cost of the CISI health insurance required by UW System.   Sign participants up for the insurance through Risk Management

11. Conduct pre-departure orientation session which includes academics, health & safety, travel, cultural issues, and program specific items.

12. Provide written guidelines on the course equivalent process and academic policies relating to study abroad participants.

13. Assist students with the visa and entry clearance process.  Provide institutional letters as needed.
14. Arrange overseas logistics and contracting with overseas staff, universities, and vendors according to UW policies.

15. Establish written emergency response procedures for study abroad.  Assess on-site emergency procedures and policies.
16. Establish UW employee in your department whom will provide 24/7 emergency response for participants and overseas staff-institutions.  Provide emergency response training for this individual.
17. Provide participants with written 24/7 emergency contact information for the in-country contact(s), as well as the UW-Madison emergency contact person.
18. Provide training for faculty directors on financial matters, health and safety, and emergency procedures.
19. Assist faculty directors leading students abroad with obtaining a cell phone in-country for the duration of the program.

20.  Process financial advances and reimbursements for faculty, coordinate payment to overseas staff/universities/vendors, and assists with financial matters relating to the program.  
21. Collect the UW Health & Wellness form, flight information, copy of passport photo ID, and emergency contact information for participant before departure.  Ensure that documents are kept with a UW staff member in case of emergency.
22. Monitor daily the U.S. State Department and overseas safety and security risks worldwide.
23. Provide mechanism for participants to give written feedback on the program at its conclusion.

24. Submit final course equivalents and grades to the Registrar’s Office.

25. Archive student records according to UW archiving procedures.
