


Office of International Education
UPP 1-18 Checklist
Overseas academic programs involving students (i.e. Faculty-led short-term programs)
(This does not apply to international travel by Student Organizations; please see the Office of Student Development for requirements.)
· Approval

· Must liaise with OIE to conduct a review of the proposed program with sensitivity to cultural and linguistic, risk, safety, and health considerations. 
· Must receive approval from the Chair, Dean, and Provost before taking students abroad for all new service learning programs or academic courses with an overseas component:

· Detailed program proposal and budget must be submitted to the Department Chair, Dean, and OIE for initial vetting by October 1 for summer programs and February 1 for winter programs of the following year. 

· NOTE: Please refer to the list of established programs to determine whether your short-term program is considered new or established.  Programs on this list are established and need NOT be submitted for annual review or approval provided the location does not change. 

· Post-approval requirements

·  MU employee forms:
· Waiver request form: must be submitted electronically to OIE at studyabroad@marquette.edu no later than 8 weeks prior to departure.
· Employee Foreign Travel Information Form 12-04:
· Must be completed by all MU employees participating in the program, 
· must be signed by the appropriate Dean and/or Provost, 
· must be typed,  
· submit original form to OIE, AMU 425, at least 3 weeks prior to departure, and
· submit a copy to your Department Supervisor/Chair.  
· Faculty/Staff Emergency Contact/Medical Information Form:

· Must be completed by all MU employees and non-student guest participants,

· submit originals to OIE, AMU 425, at least 3 weeks prior to departure. 

· Itinerary form:

· Must be typed,

· submit electronically to OIE at studyabroad@marquette.edu at least 3 weeks prior to departure. 

· Passport copy of the information page of the faculty/staff passport:

· Submit hard copies to OIE, AMU 425, at least 3 weeks prior to departure. 

· Student forms:
· Participant Information Form:
· Must be completed by every MU student and non-MU student participant,
· submit originals to OIE, AMU 425, at least 8 weeks prior to departure.
· Waiver of Liability and Release Form: 
· Must be signed by every student and every non-MU participant,
· submit originals to OIE, AMU 425, at least 3 weeks prior to departure.

· Student CISI/Medical Information Form:
· Must be completed by every MU student and non-MU student participant,
· submit originals to OIE, AMU 425, at least 3 weeks prior to departure,
· MU faculty program director must maintain copies. 

· Passport copy of the information page of every participant:

· Submit hard copies to OIE, AMU 425, at least 3 weeks prior to departure. 

· Pre-departure preparation:

· Must include a pre-departure packet distributed to participants no later than 8 weeks prior to departure,

· A minimum of two 1-2 hour briefing sessions must be delivered no later than 3 weeks prior to departure. 
—Please refer to UPP 1-18 for specific details and requirements—
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