
 

   

 

  
 

Study Abroad Management Requirements 
 
Georgia State University recognizes that issues of program management and crisis 

prevention for study abroad programs are complex. Therefore, the guidelines below are 

tailored to the unique demands of study abroad. 

  
Program Management and Participation 

 

1. Program Director Eligibility: Each Georgia State University faculty-led study abroad 

program must have at least one Program Director. Program Directors must be regular 

faculty able to exercise a high degree of discretion and responsibility on behalf of the 

institution while also leading an academically challenging study abroad program. A 

study abroad Program Director must be a member of the University faculty as listed 

below and qualified to be the instructor of record for courses they will teach abroad. 

 

Leading a study abroad program involves making important decisions on behalf of the 

institution including participant safety, crisis management and institutional risk. 

Program Directors should be well-versed in the location of the study abroad program, 

either through past experiences living, working or studying there or because of a GSU-

funded site visit.  Program Directors should travel abroad with the students who are 

participating in the program and stay in program accommodations with the students for 

the duration of the study abroad program.  
 

Eligible Program Directors: Full-time, benefit-eligible faculty. 
 

Ineligible Program Directors: Public Service Professional, Research Scientist, 

Research Associate, Research Engineer, Research Technologist, graduate students, 

part-time faculty, part-time instructors, adjunct faculty, and faculty or staff with 

temporary or visiting positions. 

 

2.  Program Director Responsibilities:  

• Complete and submit the Study Abroad Proposal or Renewal documents each 

year by the deadline. 

• Coordinate program logistics (housing, meals, transportation) or work with a 

provider to do so.   

• Arrange and manage program academics (syllabus, textbooks, 

international/domestic partners, guest lecturers, etc.).  

• Actively promote the program to meet enrollment targets with assistance from 

Study Abroad Programs. 
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• Review applications and select participants in Terra Dotta. 

• Facilitate study abroad course creation and ensure participants register in the 

appropriate course(s). 

• Ensure course syllabi for study abroad program are updated with course and 

program information including goals, expectations, learning outcomes, itinerary 

information, and contact information. 

• Complete mandatory Annual Program Director Training workshops each year. 

• Review the Study Abroad Financial Procedures document and complete a 

budget meeting approximately 90 days before departure with OII business 

management team.  

• Inform the Study Abroad department of any students dropping from the 

program prior to departure date.  

• Ensure students are aware of any visa requirements to enter the country.  

• Facilitate a program-specific pre-departure orientation for students. 

• Review student health clearance forms in terra dotta before departure.  

• Provide an on-site orientation for students upon arrival in host location. 

• Manage and adhere to the approved budget.   

• Follow GSU and USG financial guidelines and procedures for study abroad. 

• Use program resources equitably for all students.   

• Respond to student crises, including emergency situations, student misconduct, 

and behavioral/personal problems. 

• Remain on-call 24/7 for emergency response procedures  

• Submit their travel expense statements within 30 days of return date. 

 

• 3.  Eligible Assistants to the Program Director: Additional OII or 

College staff willing and able to assist the Program Director may be added to a 

study abroad program roster. Additional program staffing needs will be 

evaluated and determined by the Program Director and the Director of Study 

Abroad Programs. Only SAP-approved official program staff may accompany 

the group. Staff expenses and time away from the office must be discussed and 

approved by staff member's supervisor.  Graduate Assistants can be assistants to 

the Program Director and their travel expenses can be covered by the study 

abroad program budget.  However, their GA stipend may not be included in the 

study abroad program budget.  
  
1. New Faculty-Led Study Abroad Programs: A New Program Approval Form must be 

completed by the Program Director(s) and approved by the Program Director(s), Chair, 

Dean or Dean’s designee, the Director of SAP, Associate Provost for International 

Initiatives and the Provost. Program Directors must meet with the Director of SAP 

before a new program will be approved. New Program Approval Forms must be 

submitted to the Study Abroad Programs Office no later than February 1 for fall 

programs, June 1 for spring programs and June 1 for Maymester/Summer programs. The 

Director of SAP has the authority to withhold approval for any proposed program. 
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2. Renewed Faculty-Led Study Abroad Programs: Programs that qualify as “renewals” 

are those that have been approved as a new program five years ago or less and have been 

offered continuously since then, except for cancellation due to low enrollment or travel 

warning. Additionally, renewals may not have any changes to the country destination, 

program director, program courses or significant changes to their program format since 

the last time they were approved. Programs qualifying as “renewals” must complete a 

Study Abroad Program Renewal Form. The Study Abroad Program Renewal Form must 

be signed by the Program Director(s), Chair, Dean or Dean’s Designee, the Director of 

SAP, and Associate Provost for International Initiatives. All Study Abroad Program 

Renewal Forms must be submitted to Study Abroad Programs no later than February 1 

for fall programs, July 1 for spring programs, and July 1 for Maymester/Summer 

programs. For substantial changes to an existing program (change in Program Director, 

program locations, program terms, etc.), a new Study Abroad Program Approval Form 

needs to be completed.  The SAP Director has the authority to withhold approval for any 

proposed renewal program. 

 

3. Site Visits: Site Visits are encouraged for Program Directors for new programs. 

Exceptions to this requirement must be approved by the Director of Study Abroad 

Programs. The SAP office has limited funding available for site visits each year. SAP site 

visit reimbursements may be awarded to future Program Directors upon submission of 

the Study Abroad Application for Site Visit Funding. Academic departments may also 

have funding for site visits upon request from the faculty.   

 

3. Eligible Participants: Any student participating in a GSU faculty-led program must be 

enrolled in the course(s) offered on the study abroad program. All GSU students studying 

abroad must be degree-seeking students. 62+ students can participate in study abroad 

programs and must register for the course for the course and pay the study abroad 

program fee. Dual enrollment students at GSU can study abroad. Transient students can 

study abroad on GSU faculty-led programs if the program allows it and the students 

follow GSU’s transient student process outlined on the Study Abroad Programs website. 

Non-enrolled participants or auditors may not accompany the group. If Program Directors 

would like to accept non-credit participants, they should request an exception by writing 

to the Director of SAP.  

 

4.  Terms and Conditions of Student Participation:  

• Students who participate in any study abroad program must be in Good Academic 

Standing at Georgia State University. GSU defines Good Academic Standing as a 

cumulative 2.0 GPA for Undergraduate students and 3.0 GPA for Graduate students.   

• Students who are not in Good Academic Standing will not be permitted to study abroad 

as a student of Georgia State University.  Certain study abroad programs may require a 

higher GPA or specific prerequisite courses before acceptance into the program. 

Robinson College of Business requires a 2.5 GPA for upper-level courses.  

• Students must not be on academic probation, suspension, or exclusion.  

• Students must have an institutional (Georgia State University) GPA by the time they 

begin their study abroad experience. First-year students are eligible to study abroad 

during Maymester/Summer following their first completed Spring semester. Transfer 

https://mystudyabroad.gsu.edu/resources/student-resources/#1668536229800-690128d6-7771
https://mystudyabroad.gsu.edu/resources/student-resources/#1668536229800-690128d6-7771
https://mystudyabroad.gsu.edu/resources/student-resources/#1668536229800-690128d6-7771
https://mystudyabroad.gsu.edu/resources/student-resources/#1668536229800-690128d6-7771
https://mystudyabroad.gsu.edu/resources/student-resources/#1668536229800-690128d6-7771
https://mystudyabroad.gsu.edu/resources/student-resources/#1668536229800-690128d6-7771
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students and Perimeter College students must complete at least one semester at Georgia 

State before they can study abroad to establish an institutional GPA. Students who do not 

yet have an institutional GPA at Georgia State can be conditionally accepted into a study 

abroad program, knowing that their that Study Abroad Programs Advisor will check their 

institutional GPA at the end of their first semester at GSU.   

• International students at Georgia State who hold F-1 visas must contact the International 

Student & Scholar Services at (404) 413-2070 or isss@gsu.edu, to discuss possible 

implications of study abroad for their immigration status.  

• At time of application, Study Abroad Programs will also check that students are in good 

conduct standing with GSU. 

• To participate in study abroad,  students must complete all the required steps and 

documents as outlined in their online Terra Dotta application, including Access & 

Accommodations, Application Essay & Course Information, Course Registration 

Preference, Deposit Payment Due Upon Acceptance, Emergency Contact Information, 

Faculty-led Application Process Overview, Faculty-led Study Abroad Withdrawal 

Procedure, Study Abroad Participation Waiver of Liability, GSU Study Abroad 

Scholarship Eligibility, Notice of Course Program of Study Policy (CPoS), Health 

Clearance Form, Apply Early for Travel Documents, Steps to Secure your Financial Aid, 

Student Code of Conduct, Student Information, Study Abroad Insurance. Some programs 

may have additional requirements. 

• The terms and conditions of participation are embedded in the online Study Abroad 

Application.  

 

5.  Application Process: Students apply to the program and are reviewed by a Study Abroad 

Advisor to ensure that GSU eligibility requirements are met (good academic standing) 

a. If so, student is put into Awaiting PD Review and is reviewed by the program 

Director. 

b. Upon Review, Program Director Accepts or does not accept the student into the 

program. 

c. If offered acceptance, students Commit within two weeks of being offered 

acceptance.  

d. Committed students are considered viable participants and will be held to the 

GSU Faculty-Led Withdrawal Policy and charged the program fee on charge day 

according to GSU’s GSU Faculty-led Study Abroad Withdrawal Procedure for 

Commited Students GSU's Faculty-Led Study Abroad Withdrawal Procedure.  

e. If not offered acceptance, students are moved into Not Accepted and 

automatically notified. 

f. Accepted students that never commit to the program, will be administratively 

withdrawn once the list of participants is finalized by the Program Director and 

Study Abroad Advisor. 

g. SAP does not recommend using waitlist without talking to your Study Abroad 

Advisor. 

 

6. Study Abroad Programs and Office of International Initiatives Support 

https://www.studyabroad.gsu.edu/_customtags/ct_DocumentRetrieve.cfm?token=eyJ0eXAiOiJKV1QiLCJhbGciOiJIUzI1NiJ9.eyJwYXlsb2FkIjp7InRpbWVzdGFtcCI6IjIwMjMtMDctMDZUMTM6NDM6MTQiLCJleHBpcmVMaW5rIjpmYWxzZSwiZmlsZUlkIjo4Mjk5MH19.Yw0G4Vs56XhC_1GhihMZ5ttaZuhXtjq8f_e77XiKk1I
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One of the functions of the Study Abroad Programs and the Office of International 

Initiatives office is to support Program Directors. Below are some of the ways in which 

we provide support: 

• Work with Program Directors to create safe, inclusive, academically sound, and 

fiscally responsible programs. 

• Provide guidance regarding best practices for global education programming. 

• Assist the Program Director with budget management. 

• Manage all required documents in Terra Dotta.   

• Promote study abroad across campus in a variety of ways, including social 

media, SAP newsletter, study abroad virtual and in-person programming, annual 

Study Abroad Fair and regular Study Abroad Advising.   

• Review applications and prepare them for review by Program Director.  

• Give regular enrollment updates on program numbers. 

• Oversee billing and financial transactions. 

• Offer student advising and assistance with pre-departure orientations. 

• Provide emergency support. 

• Initiate and facilitate post-program student evaluations. 

• Provide resources to work with Study Abroad providers. 
 

7. Course Creation: Program Directors must work with their department to ensure the 

study abroad course is set up properly and students are able to register. Program 

Directors will share registration information with program participants. 

 

8. Mandatory Annual Program Director Training: Program Directors are required to 

attend several meetings each year with the Director of SAP to 1) discuss study abroad 

policies and best practices 2) review new and revised SAP materials and processes. They 

must also participate in Terra Dotta training, the annual Emergency Procedures 

Workshop in the Spring semester, as well as the Study Abroad Programs Title IX 

training.    

 

9. US Department of State Travel Advisories: Georgia State University does not sponsor 

international travel for undergraduate students to a country for which the US Department 

of State and /or the US Centers for Disease Control have issued a level 3 or 4 travel 

advisory. However, program directors may petition the Provost for an exception. For 

details on graduate student travel to countries with travel advisories at level 3, please 

refer to Georgia State University’s Travel Policy (1.00.99) here. 

 

10. Cancellation of Programs: In the event of an emergency - such as civil unrest, pandemic 

outbreak, a natural disaster, or in the case that a travel advisory rises to a level 3 or 4 after 

program approval and/or departure—it may be necessary to cancel or significantly alter a 

program for the safety of all program participants. The Director of Study Abroad 

Programs will make a recommendation to the Associate Provost for International 

Initiatives, who will update the Provost on the situation. The Provost is the decision-

maker on the continuation or cancellation of Study Abroad Programs.   

https://mystudyabroad.gsu.edu/files/2022/08/GSU-Travel-Advisory-Policy-Jan-2022.pdf
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11. Mandatory Insurance: Georgia State University Study Abroad Insurance is mandatory 

for all faculty, staff and students participating in Georgia State study abroad programs 

and all study abroad programs approved by Georgia State University.  For faculty-led 

GSU programs, the cost of this insurance is built into the program cost.  

 

12. Health Clearance Form: Each student participating in a GSU study abroad program 

must complete the Health Clearance Form and submit this form to Study Abroad 

Programs at least 3 weeks before departure. Health Clearance Forms must be signed by a 

US-licensed physician, not by a nurse or a physician’s assistant, unless the form is 

completed at GSU’s Student Health Clinic. The SAP team will review health clearance 

forms for participation in study abroad programs. The Program Director will review 

health clearance forms before departure and have immediate access to the Health 

Clearance Form in Terra Dotta while abroad.  Health clearance forms are valid for one 

year from the date of the US-licensed physician’s signature. If any medical incidents 

occur while abroad, students may be required to have a doctor or physician complete an 

on-site version of the Physician’s Certificate to approve continued participation in the 

study abroad program. 
 

13. Incident Report Form: In the event of a student incident involving excessive or illegal 

alcohol consumption, drug use, theft, assault, injury, illness, arrest, a behavior problem, 

or other serious situations, the Program Director will complete the Incident Report Form 

and email/text it as soon as possible to the Director of SAP. This will inform the Director 

of SAP and allow SAP to follow up and provide support if necessary. If applicable, SAP 

will provide the completed Incident Report to the Office of the Dean of Students and/or 

other University administrators. 

 

14. Program Director Emergency on-site and Contact Information: Program Directors 

are required to submit their final program itinerary to Study Abroad Programs 15 days 

before departure and include emergency contact information (name, email, and phone 

number) and on-site emergency contact information for the students. Emergency 

information must be submitted 15 days before departure. Exceptions may be made for 

Program Directors acquiring a cell phone once in-country. 

 

15. In-Country Cell Phones: All Program Directors are required to carry a functioning 

cell phone for the duration of the program. The reasonable cost of a cell phone plan 

abroad can be included in the program budget.   

 

16. Emergency Pocket Brochure: The Emergency Pocket Brochure includes country-

specific information and a list of pertinent GSU phone numbers. The Director of SAP 

will share the Emergency Pocket Brochure with Program Directors 60 days before 

departure.  Program Directors must complete an emergency pocket brochure template 

and submit it to SAP no later than 30 days prior to program departure. If Emergency 

Pocket Brochure templates are not submitted 30 days prior to departure, Program 

Directors will be responsible for producing a brochure themselves. 
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17. Pre-Departure Orientation: Program Directors are required to present a program 

country-specific orientation to all participants with an emphasis on safety issues in 

advance of their program departure. SAP provides a general mandatory pre-departure for 

all study abroad participants focusing on GSU policies and procedures, international 

travel and safety, as well as other practical aspects of study abroad.  SAP will provide 

staff to assist with pre-departure orientations upon request from the Program Director. 

 

18. Student Payment Process: Program participants will pay a $300 non-refundable deposit 

or complete a deposit waiver form.  To be eligible for GSU Study Abroad Scholarships 

(IEF/IAS) students must pay the deposit and be in “Committed” status by the scholarship 

deadline.  On charge day, Study Abroad Programs will charge the entire program fee to 

committed students.  Once the program fee is on the account, student financial services 

will monitor payment. 

 

19. Study Abroad Program Fee. The Study Abroad Program Fee is set according to the 

budget submitted to Study Abroad Programs and approved by the Chair, College and OII.  

This program fee cannot be changed. If a Program Director included airfare in the initial 

Program Fee, the airfare must be included in Program Fee for the approved program. As 

a reminder, if there are funds leftover in the study abroad budget, Program Directors can 

issue refunds to students. We encourage program directors to spend down their approved 

budgets and avoid giving students refunds. We encourage program directors to roll over 

any unused funds to lower the program fee for the following year, which will help with 

recruitment for next year’s program.  

 

20. In-Country Orientation: Program Directors are required to present an in-

country orientation within 48 hours of arrival. Program Directors should include 

the following information in their orientation: a general introduction to the local 

community and physical surroundings, details about housing arrangements and 

local transportation to avoid any student surprises, reiterate expectations for 

student conduct while abroad, and remind students of their role as ambassadors to 

GSU and the U.S while abroad, explain options and any barriers to managing 

money on-site, highlight the importance of sharing any independent travel (if 

permitted), highlight the importance of using the buddy system, and review 

information included in the emergency pocket brochure.  

 

21. Program Summary and Evaluations: SAP staff will send program evaluations 

directly to students upon their return from abroad. Once collected, these responses 

will be shared with the Program Director and their Chair. 
 

 

Business Management  
  

All Program Directors will have the support of the Business Affairs Coordinator and the 

Business Manager from the Office of International Initiatives for their study abroad programs 

and to ensure Program Directors abide by the approved program budget. The Study Abroad 
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Program Fee is set according to the budget submitted to Study Abroad Programs and approved 

by the Chair, College, and OII.  This program fee cannot be changed. If a Program Director 

included airfare in the initial Program Fee, the airfare must be included in Program Fee for the 

approved program. 

 

Approximately 90 days before departure, program directors are required to meet with the 

business management staff at OII to solidify the financial aspects of your program. This meeting 

will ensure all contracts, wire transfers, airfare purchases, hotels, cash advances, program 

providers, and travel authorizations are completed. A week upon return, program directors are 

required to meet with the Business Affairs Coordinator to review and submit their travel expense 

statement. Travel expense statements need to be submitted within 30 days of return travel date.  

 

The Business Affairs Coordinator will assist the program director in making payments on behalf 

of the program, charging students for programs, pulling budget reports for the program director 

as requested, and help troubleshoot any financial issues that may arise. Please note that the 

responsibility of study abroad accounts is with the Program Director, and as such, any deficits in 

study abroad accounts are the responsibility of the program director and their college. All 

payments and changes to study abroad accounts must be made through the Business Affairs 

Coordinator at the Office of International Initiatives. For additional information on USG Study 

Abroad accounting procedures, please visit: 

https://www.usg.edu/business_procedures_manual/section21/C1608 

 

Please note there is a dedicated email address for all study abroad financial matters which is 

monitored by the Study Abroad Programs office. Please contact StudyAbroadFinance@gsu.edu 

for all study abroad business inquiries. 
  

1. Vendor Setup: Immediately after the approval or renewal of a study abroad program the 

Program Director should inform the SAP Business Affairs Coordinator of any potential 

vendors who will provide a good or service for the program so that vendors can be added 

to our payment system. Please note that adding a vendor to our payment system can take 

up to 30 days and can seriously delay program payments if not completed early. There 

are no risks involved if you do not end up using a vendor that we add to Panthermart, so 

feel free to send requests for vendors even if you are not sure you will use them in the 

end. 

  

2. Contract/Contract Routing Form:  

• As soon as possible, the Program Director should inform the SAP Business 

Affairs Coordinator of what contracts may be necessary for the program.  

• Program Directors must comply with university requirements for contracts with 

service providers (transportation, tour company packages, and arrangements with 

foreign universities, and/or individuals), and contracts should be submitted as 

soon as possible since it can take 4-8 weeks to fully approve a contract. Failure to 

timely or properly submit contracts could result in delays in payment.  

https://www.usg.edu/business_procedures_manual/section21/C1608
mailto:StudyAbroadFinance@gsu.edu
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• A formal contract is mandatory for any vendor whose goods or services will 

exceed $5,000 USD. All contracts are processed through Georgia State 

University’s Office of Legal Affairs.  

• Program Directors do not have the authority to sign contracts on behalf of the 

University. A list of authorized signatories can be found at the “Contracts” tab at 

the Legal Affairs website. Please note: U.S. companies will have to register for E-

verify, under Georgia law. This law requires that a company use the Department 

of Homeland Security system to verify their eligibility to conduct business in the 

U.S. If applicable, the Purchasing Department will confirm E-verify status as part 

of the approval.  

 

3. Using Student Universe to help with trip logistics: 

• SAP has a contract with Student Universe that can help you book 

accommodations, flights, excursions, and/or ground transportation or all the 

above.   

• The largest benefit of using Student Universe is that we have a line of credit with 

them. Student Universe can make some of your pre-bookings for you, and issue 

our office an invoice to process, which we will facilitate for you. This eliminates 

some of the stress of getting prepayments processed on time for your programs.  

• If you would like to speak with someone at Student Universe to learn more about 

their services, please contact Rosina Pfister at rosina.pfister@studentuniverse.com 

and copy StudyAbroadFinance@gsu.edu. 

 

4. Program Payments: All program payments must be made with one of the two following 

options. IMPORTANT: We discourage Program Directors from paying expenses out of 

pocket and seeking reimbursement. That practice places an undue financial burden on the 

Program Director.    

 

• Wire Transfers – All payments made ahead of time must be paid using wire 

transfers. Please send all wire transfer requests to StudyAbroadFinance@gsu.edu 

at least 30 days prior to payment due date. If a wire transfer request is received less 

than 30 days prior to payment due date, we cannot guarantee payment to the 

vendor in time, which will affect your program, so please submit these early. 

REMINDER: To process a wire transfer, they must be set up as vendor for your 

program, which should be done shortly after program approval.  

 

If the vendor you are trying to pay is domestic, we send a check in lieu of a 

wire transfer, unless the domestic vendor specifically requests a wire transfer. 

 

• Cash Advances: Cash advances are available for any payments that cannot be 

made ahead of time or cannot be paid via wire transfer. If a cash advance is 

needed, program directors must inform the Business Affairs Coordinator 30 days 

prior to departure. Cash advances must be closed out within 30 days of returning 

from the program. Failure to close out cash advances in a timely manner may 

impact the Program Director’s ability to lead a program in the future.   

mailto:rosina.pfister@studentuniverse.com
mailto:StudyAbroadFinance@gsu.edu
mailto:StudyAbroadFinance@gsu.edu
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5. Accommodations: When booking hotels, please send payment schedule, official invoice, 

and contact information for the hotel to the Business Affairs Coordinator at the Office of 

International Initiatives within 60 days of the payment deadline. Hotels are not required 

to go through the contract process, unless specifically requested by the vendor. In the 

event they require your signature, we will need to route as a contract, so that the Office of 

Legal Affairs can sign off on your behalf. 

 

6. Group Flights: The OII Business Management Staff can facilitate purchasing group 

flights for any Program Director. To do so, flights must be purchased through Student 

Universe or Travel Inc. The only exception to this is if you are using a different Program 

Provider that includes airfare. If the program chooses group flights, a flight will be 

booked for all program participants (no exceptions).  Final group lists must be submitted 

to the SAP Office 60 days in advance of departure.  

 

Please note, for the Business Affairs Coordinator to book your flights for you, you must 

purchase at least 10 tickets. If you are booking fewer than 10 tickets, your students will 

need to purchase flights on their own, and we will remove the cost of airfare from your 

students’ accounts. Student Universe offers a portal you can use where you can give them 

your program flight information, and they will set up an online link that your students can 

access to book the flights for your program, at the student rate prices. Please reach out to 

StudyAbroadFinance@gsu.edu for further information. 

 

7. Meals: Study Abroad Programs strongly discourages the inclusion of most student meals in 

the program fee, unless the accommodations provide meals for the students. Instead, 

students should expect to pay for most meals themselves, and it should be made clear to 

students that meals will be an expense over and above program cost.  Program Directors can 

plan a Welcome Dinner, a Farewell Dinner and special cultural events, and pay for those 

meals from the program funds. Program Directors should not request a cash advance to 

cover student meals. Program Directors should keep all necessary receipts for their meals 

and should ensure that their meals are purchased separately from student meals. 

 

8. Crowdfunding: Study Abroad Programs and OII are not able to support crowdfunding 

efforts by the Program Director and students. 

• If a Crowdfunding account is setup through the Georgia State University Foundation to 

help students pay for their program, then please note these funds cannot be awarded 

directly to a student, placed on a student’s account or transferred to a Study Abroad 

account. 

• The Office of International Initiatives cannot manage a crowdfunding account or discount 

a student’s program fee to consider any crowdfunding funds.  

• Crowdfunding accounts set up through the foundation may only be used to pay a vendor 

directly for expenses such as lodging, excursions, etc. and payments will be submitted 

through the foundation. 

mailto:StudyAbroadFinance@gsu.edu
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9. Final Expense Statement: Upon returning from your program, the program director will 

meet with the Business Affairs Coordinator to fill out and complete a travel expense 

statement. It is the responsibility of the program director to organize all program receipts 

and expenses and combine them into a single document for review. This packet must be 

turned in within 30 days of return to StudyAbroadFinance@gsu.edu. This Expense 

Statement will also serve to close out any Cash Advances you took before the program as 

well. Please review the Study Abroad Financial Procedures Manual or contact the 

Business Management Team with questions related to what is needed at 

StudyAbroadFinance@gsu.edu, and we are happy to assist.  

 

BUDGET SURPLUS/DEFICIT 
 

Before a program ends, we encourage program directors to spend as much remaining funds in the 

account as possible. Supporting documentation that shows revenue, expense, and fund balances 

(14300) must be maintained for audit purposes and provided for the required annual institutional 

budget review. Excess funds realized at the end of a program in a Departmental Sales and 

Services fund (Study Abroad programs included) must be used first to replenish the Emergency 

Reserve Fund, if applicable. Once the Emergency Reserve Fund is replenished, additional funds 

may be encumbered via purchase orders, with acceptable documentation, for payment of future 

deposits, site visits, or other known future costs. We can carry forward a nominal amount: the 

lessor of 10% of the program revenue or $3,000. The remaining final excess funds must be 

refunded to students. When excess funds occur, institutions should review program charge 

budgets to reduce the program charge the following year to prevent over collection of funds from 

students. 

 

For the FY23 programs we are closing out, we will be honoring the current carry forward 

amounts where the total amount cannot exceed $3,000.00 in the first year, $4,000.00 in the 

second consecutive year, and $5,000.00 in the third consecutive year. For FY24 programs and 

moving forward, we can only carry forward 10% of the program revenue or $3,000, whatever is 

less. A program should not have more than $3,000 carried forward at any point. 

  

Program directors can only carry forward funds to the following year’s program and provide 

student refunds. Unfortunately, we are not able to move funds to a department if the program is 

running again. If there is a budget surplus and the program is not running again, then we can 

carry forward a nominal amount: the lessor of 10% of the program revenue or $3,000, to the 

Dean’s Office department in fund 14300 to be used for future study abroad related items per the 

USG guidelines, as well as refund students accordingly. 

 

If the same program will skip a year, then we can transfer the funds to the Dean’s Office 

department to close out the program and then have the funds transferred from the Dean’s Office 

holding to the program when it is set up.  

  

 

 

 

mailto:StudyAbroadFinance@gsu.edu
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DEFICIT 

 

If the program ends with a deficit, the Program Director must work with their Dean’s Office and 

the Budget Office to resolve it. 

  

In summary, if the program is running again, the remaining funds must be refunded to 

students and/or carried forward to next year’s program, and we cannot move any excess funds 

to a department. Our goal is to ensure we are abiding by the Board of Regents’ rules and 

doing what is best for our students.   

 

Crisis Management 

 

The health and safety of GSU study abroad students and Program Directors is our top 

priority. Study Abroad Programs leads GSU’s response to a study abroad incident or                     

emergency abroad by communicating with and guiding the Program Director and 

students involved and coordinating appropriate GSU partners. 

 

1. Pre-Departure Steps: 

 

Student Preparation for Study Abroad  

Prior to departure, students will: 
  

• complete Health Clearance Form to obtain medical clearance that they are 

physically able to participate in the specified study abroad program.   

• participate in mandatory, program-specific pre-departure meetings.  

• have the option to participate in more general, SAP Pre-Departure presentations.     

• be enrolled in mandatory CISI insurance by SAP Staff.   

• share their travel itinerary with Study Abroad Programs.  

• have access to Pre-Departure Guide in Terra Dotta.   

• sign GSU waivers for Study Abroad Programs.   

• review Emergency Pocket Brochure shared by Program Director.   

  

Program Director Preparation to Lead Study Abroad  
  

Prior to departure, Program Directors will:  

• consider emergency situations and alternate plans in Proposal and Renewal documents.   

• attend SAP Emergency Procedures Workshop, Title IX Presentation, and other SAP 

workshops.    

• submit their program’s final itinerary and their list of three emergency contacts to 

Study Abroad Programs 3 weeks before departure.  

• complete Emergency Pocket Brochure and share it with SAP and students.    

• review the student Health Clearance Forms and have the insurance cards for all 

their students.   

• have the SAP Emergency Phone number and share it with students.   
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• organize a consistent method of communicating with students prior to departure 

(WhatsApp, GroupMe, etc.) for the duration of the program.    

• be enrolled in mandatory CISI insurance.   

 

• All students are required to complete their study abroad Health Clearance Form, 

sign the Study Abroad Programs waiver and complete all documents and 

requirements to be able to participate in the study abroad program. 

• All students and Program Directors are enrolled in GSU’s mandatory study 

abroad insurance for the duration of the study abroad program.  

• All students receive an Emergency Pocket Brochure from their Program Director, 

which includes important emergency phone numbers for the program.   

• Students participate in at least one pre-departure meeting for their program and 

have the option to participate in one of several pre-departure meetings offered by 

Study Abroad Programs.     

 

2. Program Director Steps to Take in the Event of Emergency on Faculty-led 

Program: 

• Program Director is responsible for assessing the emergency and ensuring the 

safety of all students on program. 

• When faced with an emergency abroad, the Program Director is responsible for 

contacting Study Abroad Programs by calling the Study Abroad Emergency 

Line at 470-825-3986 with a detailed report of the emergency.  

• Program Director should report the incident using the incident reporting form 

and keep a log of events. It is critical that information is shared accurately and 

completely, as soon as possible.  

 

3.  Questions for Program Director to Consider in an Emergency: 

• Are all students accounted for and safe? 

• Where are they all now? How can they be reached?  

• Describe the local conditions. What is the local response to the situation?  

• Does anyone need medical attention?  

• Have students been in touch with their families?  

• Has Study Abroad Programs been notified of the developing emergency?  
 
4. Responsibilities of Study Abroad Programs in an Emergency: 

• Keep a detailed log of the emergency and provide immediate assistance as needed 

to the Program Director and students.  

• Report the incident to the Senior Director for International Initiatives and the 

Associate Provost for International Initiatives to discuss next steps.  

• The Associate Provost for International Affairs will communicate with the 

Provost, the Vice President for Student Engagement and other members of senior 

leadership at GSU, as needed.  

• Study Abroad Programs will contact CISI insurance for assistance and the 

emergency contacts for students in the program, as needed.     
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• Facilitate communication and implement an action plan with the Program 

Director and insurance provider.   

• If any student in the program is not an GSU student, SAP will inform their home 

institution regarding the situation.  

• If needed, OII will facilitate the immediate departure of SAP staff to support a 

study abroad program abroad in response to an emergency.   

   
5. Emergency Notification System: 

In the event of an emergency or crisis abroad, the Program Director should contact the 

Director of Study Abroad Programs by calling the emergency phone line.  The Director 

of Study Abroad Programs will contact appropriate members of the Crisis Team. If the 

Program Director cannot reach the Director of Study Abroad Programs, s/he should 

contact the University Police at 404-413-3333.  This number is answered 24 hours a day, 

7 days a week by GSU Police.  All known information about the emergency should be 

given, together with contact information for the Program Director. University Police will 

then contact the Director of Study Abroad Programs, the Chief of University Police and 

the Dean of Students who will then contact the remaining persons, as appropriate, 

identified on the contact list set forth below. 

• Associate Provost for International Initiatives 
• Senior Director for International Initiatives  
• Director, Safety and Risk Management 
• Dean of the College sponsoring study abroad program 
• Department Chair sponsoring study abroad program 
• Associate Vice President for Student Affairs & Dean of Students 
• University Attorney or Associate General Counsel 


