Appendix 2:  Required Items to Turn in to OIE Each Term

Updated 5/18/09
PLEASE NOTE: This is not a comprehensive program management checklist, but rather is designed to indicate items that specifically involve interaction with the Office of International Education.
The physical address for all individuals referenced below is the Office of International Education, Bank of America, Third Floor, CAMPUS.
SAME TIME EVERY YEAR (regardless of your program term):

· Late spring/summer: register for the study abroad fair if you wish to do so; the registration form will be posted on the OIE website; please direct fair inquiries to Kornelia Probst-Mackowiak (kprobst@uga.edu) 
· July/August: prepare an initial draft of the budget, discuss it with Kasha Puskarz (kpuskarz@uga.edu), and determine your program fee for the year 

· July/August: Once your fee is determined, provide OIE with updated marketing details for  the coming year: countries & cities, DATES, courses, faculty going, exact cost.

Check your entry at

https://www.oie.uga.edu/ProgramSearch 
and send updates/changes/additions to Kasee Laster, klaster@Uga.edu. 

Note: these entries should include as much as is known about your course offerings, as this is valuable information when we advise students in our office.  However, you do not have to receive OIE approval for changes in course offerings.  
· July/August: At the same time, please update each year with the University System Catalog.  Contact Kasee (klaster@uga.edu) if you do not know your password.  The System requests that all approved programs of USG schools be listed in the system catalog:
http://www.usg.edu/oie/catalog/ 

If you seek transient (non-UGA) students, other (entirely optional) places to market your program include goabroad.com, studyabroad.com, and iiepassport.org 

· July/August: As you finalize marketing information, please submit several hardcopies of your latest program brochures/posters to OIE as soon as they are ready, and we will make them available to students in the Study Abroad Library.

· September: Encourage your past participants to become peer advisors – they should contact Amanda Work, awork@uga.edu.

· October: STUDY ABROAD FAIR – this year, September 30th & October 1st.
· October: Encourage your past participants to enter the International Education Week student photo contest

· November: International Education Week photo contest
· Fall or spring semester: Receive risk management training for all new personnel or those who have not attended training in the last three years: Colleen Larson (clarson@uga.edu) is the coordinator, times vary, announced by list-serve – offered once per semester
· Periodically throughout the year: Financial training for directors and any others who work with the finances (required once, repeat participation welcome): Kasha Puskarz is the OIE Business Manager (kpuskarz@uga.edu), times vary, announced by list-serve

· As you receive program applications: Refer your students to our financial aid/ scholarship page for study abroad:  http://www.uga.edu/oie/sa_scholarship.htm
9-12 MONTHS BEFORE EACH PROGRAM TERM:

· Submit venue addition paperwork (requires formal OIE approval) if there is any change or addition of country: Kasee Laster, Bank of America, Third Floor:
http://www.uga.edu/oie/docs/resources/forms/country_approval_form.doc
· Get any contracts or other agreements over $4,999.00 with providers approved by Procurement prior to signing (at least six months before departure) – Annette Evans, amevans@uga.edu or Chad Cox (chadcox@uga.edu).
· If you have not already done so, finalize your budget in consultation with Kasha Puskarz
· Provide an official memo of notification on your program or department letterhead of any change in program director, change or addition of an academic term: Kasee Laster, Bank of America, Third Floor. 

8-9 MONTHS BEFORE EACH PROGRAM TERM:

· Schedule one or more orientation sessions
Scheduling considerations: avoid finals week if possible; also, orientations and other required program-related activities CANNOT fall on Reading Day.  Consider allowing sufficient time after your orientation for students to receive destination-related immunizations if necessary, depending on the destination country.  Weekend or evening orientations allow for parental attendance; attendance by parents often leads to fewer anxious phone calls and e-mails later.
Programming considerations: study abroad advisors are glad to assist with presenting at orientation, but please schedule with us early and indicate what portion(s) of the orientation you would like OIE to cover.  We can also provide you with brochures about the study abroad insurance policy and about the university’s academic honesty policy, as well as other written resources.
Powerpoint template for orientation: 

http://www.uga.edu/oie/attachments/Pre-departure%20orientation%20template.ppt

· Although OIE is not directly involved in transient admissions, please stay on top of admissions procedures for any transient (non-UGA) students you are accepting to the program (a comprehensive document of information/advice is available from Kasee).  Admissions deadlines:


Fall programs: 

April 1 
Spring programs: 

October 1 
Maymester: 

March 1
Summer programs: 
May 15

TWO TO THREE MONTHS BEFORE EACH PROGRAM TERM (exact deadlines for many of these items will be announced each term via the list-serve):

· Submit enrollment spreadsheet for insurance, Bursar, and statistical purposes (to Kasee Laster, klaster@uga.edu); deadlines:

March 21st for Maymester

April 21st for summer
June 21st for fall


November 10th for spring
Enrollment list deadlines are firm, as they are related to federal financial aid disbursement guidelines.
· Submit the final budget by the following deadlines (Kasha Puskarz, kpuskarz@uga.edu)
April 5th for Maymester & Summer
July 5th for fall
December 5th for spring
· Petty Cash is basically a loan against your agency and tuition funds, and may be requested as the need arises. Please note that if you can get an invoice, then the preferred method would be to send either a check or wire directly from your account and thus avoid petty cash all together. Second, if petty cash is the only option, the money must be collected and already sitting in your UGA account(s) before requesting petty cash; this is especially true of agency accounts.  Tuition can be used for petty cash, but please wait until you are within four weeks of the beginning of your program. Petty cash requests should be routed through Kasha Puskarz in OIE first, per the auditor’s request.  If you need assistance or have questions you can contact either Kasha Puskarz at 706-425-3151 or Amber Redfern at 706-542-1625.
· Wiring funds to a vendor is one of the safest ways to pay invoices, but please be aware that these are not necessarily quick because of the high number of rejects.  Please allow a minimum of 10 working days for a wire to be received. 
· If you have not already done so, you must submit any contract/agreement over $4,999.00, along with a Purchase Request and a Sole Source document, to Annette Evans in Procurement as soon as possible for review and approval (at least two months before funds need to be disbursed).
· Submit exact itinerary and contact information for destination details: Jonathan Evans, jpevans@Uga.edu (note: if you arrange a GROUP flight for your program – including internal, short-haul flights during the program, as well as flights to and from 
the host country – please include the carrier, flight number and times, departure & destination cities in your destination details.
· Prepare your Emergency Response Kit (Kasee Laster will send a reminder and the latest protocol/calling list fairly close to departure) – make sure all students have completed the waiver and the health form, provided you a copy of their passport, and read the Consular Information sheet 
· Continue to monitor the progress of your transient participants in securing admissions, immunization clearance, etc.  Admissions deadlines are listed above.

· If your program issues students ISIC (international student ID) cards, submit applications at least one month prior to the program start date (see http://www.uga.edu/oie/docs/sa/students/ISICapp.doc); please include the program name, semester, and business manager contact.  Send complete applications to Jonathan Evans, jpevans@uga.edu 

DURING YOUR PROGRAM:
· Submit incident reports AS SOON AS POSSIBLE after an incident occurs/situation develops: Kasee Laster, fax 706-425-3315, cell phone 770-363-8874
AFTER YOUR PROGRAM:
· Submit student evaluations to OIE immediately upon return:  Kasee Laster, Bank of America, Third Floor.
· Petty cash reconciliations are due within 45 days – make an appointment to see Kasha Puskarz when your reconciliation is ready, kpuskarz@uga.edu 
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