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Office of the Academic Dean
· Global Engagement Office

REQUEST TO OFFER AN EXTERNAL COURSE
Check One:   
 FORMCHECKBOX 
 Asbury Travel Course
 FORMCHECKBOX 
 Asbury Semester Program


 FORMCHECKBOX 
 Asbury Field Trip
 FORMCHECKBOX 
 Asbury Internship/Practicum
Is this a:   
 FORMCHECKBOX 
 New Course/Program



 FORMCHECKBOX 
 Previously Approved 
Term:       

 Year:     

This form and all attachments must be submitted to the
Director of the Global Engagement Office.
 Course/Program must be approved PRIOR to any advertisement.  
DEFINITIONS
Course credit can normally be offered in one of three ways:

1. Ordinary courses with students meeting on a regular basis with an instructor in a classroom on the Asbury University campus.  These are listed on the published course schedule.

2. Individual independent studies, directed studies, and internships for which the student registers under a contract.  These activities have the notation "Contract" as part of the course description in the Bulletin and are not usually listed in the course schedule.

3. Any external course arrangement which is developed on an occasional basis for a group of students.  This category includes courses which normally fall under (1) and/or (2) above but take place in part or in whole away from the Asbury University campus.

For a department to offer a special external course as described in (3) above, the following information must be secured before the course is listed in the official schedule and/or before any student may be registered.

COURSE INFORMATION
Sponsoring Department:       

  Term:       

 Year:     

     

  

     

      

 Dept. Prefix/Number
Hours  
Title 
 Instructor(s)
     

  

     

      

 Dept. Prefix/Number
Hours  
Title 
 Instructor(s)

     

     

     

 Location 
Starting Date of Travel*
Ending Date of Travel*

*Please make sure that the travel dates fall within the academic terms (fall, spring and summer).  Please refer to the Bulletin for the current academic calendar dates. 

ROOM & BOARD ON CAMPUS
    
  Estimated number of students needing room and board on campus. 

 FORMCHECKBOX 
 NOT APPLICABLE (skip to budget section)

    
  Number of days students will be staying on campus during a period when dorms are closed.  
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 
Living arrangements have been cleared with Associate Dean for Residential Life. 
    
  Number of meals students will be eating in the cafeteria during a period when dorms are close.   

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 
Eating arrangements have been cleared with Assistant VP for Business Affairs. 

BUDGET

Estimate charges which will be billed to the student in order to participate in this program, then aggregate to develop entire budget.  Provide total budget for the trip in the table below.  Itemize as specifically as possible.  Faculty trip sponsors and/or Department Chairs should be working with the Global Engagement Office to develop a final budget.  Please complete the table below. (Additional information may also be submitted separately if necessary.)
Travel courses are not considered part of faculty load.  Payment is figured into the cost of the trip.

· Deposits must be sufficient at any point to cover any funds required by external agencies.

	ACCOUNT
	TITLE
	DETAILS
	AMOUNT

	51010
	Instructor Salary/Stipend
	     
	     

	62210
	Room and Board
	     
	     

	62220
	Airfare
	     
	     

	62230
	Miscellaneous
	     
	     

	62240
	Equipment Rental/Other
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	
	
	SUBTOTAL
	     

	62250
	University Overhead
	Subtotal x 11.11%
	     

	
	
	TOTAL
	     

	
	Number of Students
	
	     

	
	
	Price per Student
	     


	
	International Student I.D. Cards
	Number of Students x $25.00 each
(not included in above total)

Number of Staff/Faculty x $25.00 each for ITIC Cards (one free “basic plan” ITIC card per 10 students)
	     


	REQUIRED DEPOSITS
	DATE
	AMOUNT

	#1      
	     
	     

	#2      
	     
	     

	#3      
	     
	     

	#4      
	     
	     

	#5      
	     
	     


REQUIREMENTS & DEADLINES
     
Course requirements will be completed    FORMCHECKBOX 
 before    FORMCHECKBOX 
 during    FORMCHECKBOX 
 after the trip.  Please explain.
Deadline for submission of all work:        

Date when grades will be turned into the Registrar's Office*:        

*Grades must be turned in by the end of the term.  Please refer to the Bulletin for the deadlines.
Is it the intention of the department that this course satisfies any other specific requirement?  If so, what requirement? 
     
     
Please explain the rationale for such a substitution:

Is it intended that this course satisfies the Cross-Cultural Engagement (CCE 073) requirement?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

     
If yes, please explain why and obtain the signature of the Director of the Global Engagement Office.
Signature, Director of the Global Engagement Office 

Date

SUBMITTED BY:
Signature, Instructor

Date

Signature, Instructor

Date
Signature, Department Chair

Date


Please submit ALL of the following to the Office of the Academic Dean:
1. Completed Travel Course Form

2. Course Syllabus

3. Proposed Marketing
4. Additional Budget Details (if necessary)
5. Any other pertinent information related to the travel course/program
APPROVALS (Office Use Only)
Category:
 FORMCHECKBOX 
 Asbury Travel Course

Date:
Year      

 FORMCHECKBOX 
 Asbury Semester Program
 FORMCHECKBOX 
 Fall Semester


 FORMCHECKBOX 
 Asbury Field Trip
 FORMCHECKBOX 
 Spring Semester

 FORMCHECKBOX 
 Asbury Internship/Practicum
 FORMCHECKBOX 
 Summer Term
OFC


Title  

Course Fee  

OFC


Title  

Course Fee  

OFC


Title  

Course Fee  


         


Title  

Course Tuition  


         


Title  

Course Tuition  


         


Title  

Course Tuition  


The faculty member has met with the Director of the Global Engagement Office to discuss program development, health and safety considerations, as well as crisis management in planning an external program.  The Director recommends approving this external course.  
Signature, Director of the Global Engagement Office

Date

********************************************************************************************************************************************
Final Approvals:

Signature, Academic Dean

Date

Signature, VP for Business Affairs

Date
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