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12) Is there a second course for this program?

13) Is there a third course for this program?

14) Is there a fourth course for this program?
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To help make this program affordable to students please contact the Office of Study Abroad to work on how to keep the costs down.

1) What is the estimated student cost for the program and what does it include? (REQUIRED)

2) Will the department and/ or university be requested to pay for any components of this program*? (REQUIRED)

*beyond faculty costs for non-package components.
N\ Vae M\ Na
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3) Is the department/college prepared to cover the initial contract deposits prior to student payments? (REQUIRED)

*if needed due to timing and other constraints that may arise

O Yes O No

4) Department/college coverage due to low enroliment (full question in instructions below) (REQUIRED)

Is the department/college prepared to cover the costs of faculty travel and/or request special permission to run the program if enroliment does not meet expectations for the
department and/or the contract minimums?

O Yes O No

5) Financial gaps in joint proposals (full question in instructions below) (REQUIRED)

If this is a joint proposal among departments, which department will serve as the lead department, responsible for handling the contract and addressing the financial gaps or
needs?
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6) Leader travel based on enroliment (full question in instructions below) (REQUIRED)

Will the contract request that the vendor offer "free” travel for the group's leader based on enroliment (e.g., it is common for packages to include a “buy 10, get one free” pricing
structure)?

O Yes O No
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1) Health, Safety, and Security (REQUIRED)

Please describe any health, safety, or security considerations related to the location you are proposing and how it may impact the program. Please refer to the U.S.
Department of State Travel alerts and warnings located at the following website: https:/travel.state.gov/content/passports/en/alertswarnings.html

2) What is the U.S. Department of State advisory level for the program location(s)? (REQUIRED)

Please refer to the following website: https://travel.state.gov/content/travel/en/traveladvisories/traveladvisories.html/
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3) Describe the orientation for travelers at the intended destination(s). (REQUIRED)

i.e. Who will conduct the orientation? What is the content? Please differentiate between academic preparations and those orientations focused on logistics.
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1) Marketing (REQUIRED)

Describe how the department and Faculty for this program abroad will advertise this opportunity. (social media posts, presentations, posters, study abroad fair)

“

0/4000

2) Benefits (REQUIRED)

List the major benefits of this study abroad program to the students who would be taking it, to the faculty, and to the university.

“

0/4000
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1) Please list any other faculty who are co-leading this program?

2) Please list any non-teaching staff who will be participating in the program and describe their role.
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1) To which countries (and cities) would this program travel?

2) Program rationale (REQUIRED)

Describe the rationale for choosing the course and location(s). How are location(s) relevant to the course in terms of content, learning outcomes, assignments, etc. [This
should connect to the information provided on the syllabus in terms of specific relevance.]

“

0/4000
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3) Faculty experience (REQUIRED)

Describe any previous study abroad experience the faculty members involved in this proposed program have had.

“

0/4000

4) Approximate Travel Start Date (REQUIRED)

What is the approximate start travel date for this program abroad?
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5) Approximate Travel End Date (REQUIRED)

What is the approximate end travel date for this program abroad?

6) Minimum number of students (REQUIRED)

When determining number of students, please note that typical contracts will cover costs for one faculty member with every 10 fee-paying students. Also, you need to talk to
your department chair to understand expectations for course enrollments and consider how to cover any cost gaps that may arise if enrollments are under target for the
department or the contract.
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7) Maximum number of students allowed in program (REQUIRED)

When determining maximum number of students, consider issues such as how many classes ( e.g., if you need 10 in each to make), modes of transportation (e.g., a typical
coach bus holds 40-50), types of venues you'll need to get access to, etc.

8) Will the class be traveling to/from the US as a group or individually? (REQUIRED)

*If traveling as a group then all students, staff and faculty will travel to and from destination on the same dates with same flights, etc. Students, staff, or faculty will not be will
not be allowed to stay longer. *If the students are finding their own way to the destination, the lead faculty member must inform the students of the date and time that they are
expected to be at the hotel in the destination country. *Also, expectations must be communicated prior to travel dates for situations in which students may miss parts of the
program due to travel issues.
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9) Student selection criteria (REQUIRED)

All students must be in good standing with the university to participate in a study-abroad program. While all students are minimally expected to meet criteria for the course
being offered (e.g., prerequisites, major etc.), please describe any additional criteria that may be used in selecting student participants (interview, GPA, language skills), if any.

“

0/4000

10) Are the required components of the study abroad itinerary for each student?

Are all courses leveraging the same components or will there be different excursions/activities based on course? Be specific.
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11) Describe any pre-departure orientation or meeting sessions you will conduct specific to this program (REQUIRED)

All students must be given a pre-departure orientation. Students will be required to attend the general orientation session with all students going abroad. UHD Study Abroad
Office will work with faculty to schedule a program-specific pre-departure orientation which will be co-led by UHD study abroad office and program faculty. Describe any other
pre-departure orientation or meeting sessions you will conduct specific to this program (i.e., how many sessions, proposed dates, who will conduct them, content, etc.). All
students must be attend a general pre-departure orientation. The UHD Study Abroad Office will work with faculty to schedule a program-specific pre-departure orientation
which will be co-led by UHD study abroad office and program faculty.
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12) Do you plan to meet with contacts/participate in affiliated programs as part of the program abroad?

If so, please specify the program and/or provide the name(s) of faculty or individuals you'll be connecting with and describe how this institution/agency and faculty member will
support your program once in the host country.

13) Additional supporting documents (optional)

Provide any additional supporting documentation you may think is relevant.

Drag/drop files here to upload or click to
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Once the academic part of a program is approved through the Committee, Associate Director, and AVP, Programming and Curriculum, the proposal must be sent out for a
contract bid. That process will be handled through your department or college business administrator and the responsibility for managing the contract (paperwork, payments,

etc.) rests with the department running the contract. The information in this section is specifically intended to support that bid and contract process but many of these issues will
affect your overall itinerary planning.

Please meet with the Associate Director of Study Abroad for additional guidance with this section if you have any questions.
Every bid needs a general description of the program. Below is sample language that you can edit:

The University is coordinating an XX-day group round trip to XXXX. We anticipate the trip taking place between May 13, 20XX, and May 23, 20XX. International travel services
should include a Non-stop or no more than one stop economy-class round trip flight from Houston, Texas to XXXXX Airport, Country. 2?2?2722

1) X (number) of faculty members are coordinating the education trip?* (REQUIRED)

*how many will require a “free” package?
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2) Travel will start on... (REQUIRED)

3) Travel will end on... (REQUIRED)

4) Is there flexibility in these dates? (e.g., up to 2 days on either side). (REQUIRED)

O Yes O No
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5) Our ideal group size is XX-XX participants. (REQUIRED)

15-20 travelers (with one free)
20-40 travelers (with one free)
15-20 travelers (with two free)

20-40 travelers (with two free)
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6) What do you want to include in the bid request? (REQUIRED)

If you are seeking group airfare contact UHD travel for options but airfare will need to be purchased directly through the airline

Ground Transportation

Airfare (round-trip)
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7) What airport do you want fly into from Houston? (REQUIRED)

Close
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8) What airport do you want to leave from to return to Houston? (REQUIRED)

Aalborg - Denmark

Aalesund - Norway

Aarhus - Denmark - Tirstrup

Aasiaat - Greenland

Abadan - Iran
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9) Will you require any internal travel as part of the package (local flights, trains, busses, etc.)? * (REQUIRED)

*If so, please specify mode, dates, and destinations unless it is included on the itinerary that you provided.

O Yes O No

10) Do you anticipate between 18-25 paying participants, in addition to 3 (free) faculty/admins? (REQUIRED)

Yes

No, the department/college will pay for faculty package costs and so we do not need any free travel
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11) Do you require two bid: the event that both classes fill? (REQUIRED)

O Yes O No

12) Should the second bid be for 25-40 students? (REQUIRED)

O Yes O No

13) Should the package/vendor include extensive/full American or XXXX style breakfast each day?* (REQUIRED)

If yes, provide any specific menu requests. (ex. Eggs, bacon, toast, milk, juice, coffee, hot or cold cereal, fruit, and pastries)? [NOTE: we encourage you to include a robust
breakfast each day to ensure that all participants have access to at least one complete meal per day.]

O Yes O No
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14) Should the package/vendor include any group dinners? (REQUIRED)

If yes, identify any specific dates stated in the itinerary for which the vendor is to provide group dinner options.
O Yes O No

15) Should the package/vendor provide a representative to accompany the group on scheduled activities?* (REQUIRED)

*including city tours
O Yes O No

16) May the vendor suggest additional sites/alternative dates for the sites listed in the itinerary? (REQUIRED)

O Yes O No
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17) Do you have any special ground transportation requests? (REQUIRED)

e.g., prefer bus to train, need subway or bus passes, etc.

Styles - | @ M| B I U= :=
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18) What type of hotel should be included for all overnight stays? (REQUIRED)

*taking into account safety and amenities needed

Minimum 2-Star
Minimum 3-Star
Any hotel rating is fine

We have something else arranged
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19) In regards to hotels, do you have any location requests or limitations?

O Yes O No

20) Are these options acceptable? (details in the instructions section for this question) (REQUIRED)

We recommend that all package/vendor costs be based on 2-person occupancy for students and single room occupancy for all faculty/staff and that they provide information
about any costs for a single supplement as well as information about cost for triples (if available).

O Yes O No
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21) Identify any special date/event arrangements to be included in the package. (REQUIRED)

ex. “We want to be in La Habana on May 14 for a cultural arts festival”

Styles - (@@ M| B I U =
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22) Please attach your itinerary. (REQUIRED)

Create a table with four columns: 1) Day [day 1, day 2...], 2) Dates, 3) location [including airports on departure/arrival days], 4) Tour Needs [ex: group dinner; Coach
transportation from XXXX Airport to hotel in City; hotel check-in; etc.]

Styles - |@ M| B I U | ;= :=
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23) Who will serve as the primary contact for this contract?
Also include the following for the primary contact: 1) work title at UHD, 2) office address at UHD (street, suite, zip code) , 3) office phone number at UHD, 4) work email

address at UHD.

Styles - | @ M B I U
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24) Based on the instructions below, create a table

Once the bids come in, all proposals proposals will be evaluated per the procedures below by appointed representatives of the University from the unit that is requesting the
bids. You must list the persons who will review the bids. These individuals must be available and responsive in order to ensure a timely decision. We recommend that the
group include the following: faculty lead, DBA and/or CBA, department chair or assistant chair, Associate Director of Study Abroad. Please list name, title, and email of the
review committee (minimum 5): Please note the Study Abroad office will be include as one of the committee members.

Styles - | M| B I U
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Please complete for every course in the program which includes an abroad component.

1) Course 1 Title (REQUIRED)

2) Course 1 Instructor (REQUIRED)

3) Course 1 Listing(s) (REQUIRED)
(i.e. INTL 33000)
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4) Course 1 Pre-requisites (if any)

5) Course 1 Number of Credits (REQUIRED)

6) Course 1: Contact Hours (full question in instructions below)

Do you plan to meet for fewer than the normal meeting pattern hours for this course outside of the study abroad experience? Do you plan to meet for fewer than the normal
meeting pattern hours for this course outside of the study abroad experience?

O Yes O No
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7) Is Course 1 applicable in more than one degree plan (as elective or required)? (REQUIRED)

O Yes O No

8) In which semester will Course 1 be offered? (REQUIRED)

9) In which year will Course 1 be offered? (REQUIRED)
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10) Course 1 Syllabus (REQUIRED)

Please attach a course syllabus. The syllabus should meet all university requirements and must also include language/sections that point specifically to how and where the
study abroad components are relevant for the course assignments and outcomes. Also include a clear section on expectations for participation, attendance, and behavior of

students during the travel component.

Drag/drop files here to upload or click to





image5.png
11) Course 1 Related Activities and Excursions (REQUIRED)

Please provide a draft schedule of proposed activities abroad with preliminary dates. The itinerary should include enough detail to make it clear how the parts connect to the
curriculum, demonstrate that the itinerary is feasible, and provide enough information to build a bid proposal. Faculty leaders may also want to include opportunities for
reflection as part of the program either as part of the course content or as an activity that will occur regularly throughout the program.

Drag/drop files here to upload or click to





