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I.  PREFACE
This guide is intended to help faculty members develop new study abroad courses at Florida Atlantic University (FAU). It is based on my personal experience developing a new study abroad program (SAP) on the history of World War II for the summer of 2006.  For twenty-three days, I led sixteen students, ages 18-31, through eight cities in five European countries: Germany, France, Belgium, Luxembourg, and the Netherlands.  
The experience was fantastic and unforgettable for me and my students.  I learned as much as my students, and I dare say I had as much fun.  
Developing the course, however, was a tremendous amount of work.  Because I intended to take my students to historical sites pertaining to WWII but had not yet been to those sites myself, the course involved more than a year of research and planning.   I was also unfamiliar with how to develop a new SAP, and wasted a lot of time making mistakes, missing deadlines, changing plans, and pestering the staff of the Office of International Programs (OIP) with questions.  If I had a guide like this to help me out, I would have been much better prepared and I would have saved a lot of time.  More importantly, I would have better understood from the very beginning what I could do with the course, what I needed to do to get it underway, and what was required of me by the university.

A caveat:  This is merely an advisory guide, and it has not been officially approved by FAU administration.  The guide is drawn only from my personal experience, based on things I learned, sometimes the hard way.  I tried to write it to cover as many situations as possible, but readers of this guide should be cautioned that this is not an all-inclusive document covering all conditions.  Invariably, your experience will differ from mine.  
Still, my wish is that this guide will inspire more faculty to develop new study abroad programs that will enrich the intellectual and cultural development of our students.  To make this guide as current and useful as possible, I invite you to contribute additions, corrections, and suggestions, so that this can be constantly updated to best serve our colleagues at FAU.

II.  CONCEPTUALIZING YOUR COURSE AND PROGRAM

II. a.  Overview:

There is a lot of freedom and flexibility to develop new study abroad programs.  To a certain extent, you can design your SAP course however you like.  You can go almost anywhere for as long or as short a time as is practical.  You can travel from one city after another as we did, or you can stay in one place.  You can design a SAP on your own, or you can do so in partnership with other FAU faculty or other institutions.  
In essence, you will be constrained only by your own imagination and academic goals.  Most of you will have no problem developing a rigorous course that will enhance student learning.  Likewise, few of you will have problems getting your course approved by FAU provided you meet the university’s expectations and requirements.  Thus, in practice, one factor will be most decisive in ensuring that your SAP goes forward: student participation.  Put bluntly, if you design an exciting and academically serious course that gets the minimum number of students to sign up, it will happen.  

II. b.  Pedagogy for study abroad:
Obviously a study abroad course is a different kind of course.  It puts a premium on experiential learning.  Students learn by doing, seeing, and discussing, more than by reading, writing, and listening to lectures.  You should consider this when planning your course.  In my view, a study abroad course should not just be the same old class taught in a different place.  (If it were, why not stay in Boca?)  Take maximum advantage of the special sites, guides, museums, tours, excursion possibilities, and other resources that will only be available abroad.  I guarantee you, your students will come to understand what you want them to learn if you use your time abroad as an opportunity for active learning.    

In my course, the students were literally “in the trenches.”  We slogged through rain-soaked trenches outside Verdun. We hiked across battlefields and stood in foxholes.  We visited 500-hundred year old beer halls and dined at a salon that refused to serve Adolph Hitler in the 1920s.  We also surveyed Nazi party rally grounds, toured bunkers of the Maginot Line, and walked the grounds of the Dachau concentration camp.  These experiences, and others, were invaluable opportunities for learning.   

Your students will get the most out of your course if you, too, walk them through the trenches – metaphorically, at least.  Whatever the subject matter of your course, you should plan a wide range of “hands on” activities that contribute to their learning by doing and experiencing.  Be creative and do your homework.  

(Incidentally, I highly recommend an excellent primer on teaching critical thinking through active learning.  It may inspire you to think differently about your SAP teaching and, indeed, all your teaching:  John C. Bean, Engaging Ideas: The Professor's Guide to Integrating Writing, Critical Thinking, and Active Learning in the Classroom.  The book is packed with great ideas and suggestions, and it is accessibly written without jargon.) 

II. c.  Traveling while abroad:
Study abroad courses provide great opportunities for travel, and you should consider taking students to different locations as part of your course.  Your ability to travel will be constrained primarily by distance, cost, and safety.  You should be advised that university policy does not presently allow SAPs in countries for which the State Department has issued travel warnings.

Generally speaking, there are two different approaches to traveling while abroad.  By far the easiest option is to stay in one city and use it as a “base camp” for short excursions – day trips or perhaps overnighters.  If you are working in partnership with another university abroad, this is a natural choice, since your students may be able to stay in dorms or with families.  Typically the partner university will be able to assist you (to some extent at least) in finding accommodations.  You will also be able to utilize the host institution’s academic resources for teaching and research – a big advantage, especially for courses that require a lot of classroom time.   A practical benefit to using one city as a base is that you will not have to haul your luggage on planes, trains, and automobiles.  The downside, however, is that this will restrict your movement to places that are close to your “base camp.”
The other option is essentially to take the class on a big road trip.  If you plan on moving from city to city, as I did, you will have to do more work and planning.  If you are very knowledgeable about your destinations, you might consider making the arrangements yourself.  This will probably be less expensive to the students, but more demanding of your time.  You can save a lot of money by booking students into youth hostels, and some are quite nice.  (The Nuremberg hostel, for example, houses students in a magnificent old castle near the town center).  Be aware that some hostels have age restrictions, and that you might want to book yourself into a separate hotel nearby or ask about a teacher’s suite or room.  
II. d.  Working with other faculty:

In planning your trip, you might consider working with another faculty member, perhaps in another discipline, to augment your course and distribute the workload in preparing the new SAP.  You could, for example, offer a German history course together with a German language course – with two faculty members teaching two courses to the same students in Germany.  Likewise, you could do an anthropology course and an art history course.  Alternatively, you might be able to arrange a short, intensive language course at FAU for a few weeks preceding the study abroad portion of the course.  (For summer: three weeks at FAU, followed by three weeks abroad).  There are many possibilities, and you should discuss these kinds of options with the interested departments and with the OIP.

III.  PLANNING AND APPROVAL
III. a.  Overview:

Developing a new SAP will require a lot of advance planning and research.  You will probably need to begin preparing your SAP a year in advance. 

To make a course viable, you need to accomplish the following general tasks:

(1) Propose a course that will be intellectually meritorious and pedagogically sound; 

(2) Develop a plan for travel and accommodations with a realistic budget; 

(3) Have that plan approved by OIP and FAU;

(4) Get enough students to sign up to make the course a “go.”

III. b.  Deadlines you should know:

When you begin planning your SAP, it is important to identify the most important deadlines you and your students will have to meet.  It is vital that you know these in advance.  When I planned my course, I was not aware of all these deadlines, and it made things much more difficult.  

Since these deadlines are not fixed and will vary from program to program, I merely list the key ones below and advise you to research the dates and fill them in for your reference.  Naturally, some of these dates you will not know until later in the planning process.  You will also have some flexibility in choosing deadlines that work with your particular program. 
_____ 
Study Abroad Program Proposal due (September 2)
_____
Free Application for Federal Student Aid (FAFSA) (Available beginning January 1, priority processing deadline is March 1)
_____ 
Summer Financial Aid Applications due (February 1)

_____ 
Student Deposits Due to OIP with application (March 15 for summer A & April 15 summer B is suggested, or program leader may set their own)
_____ 
Partial Student payment Due to OIP (if applicable)

_____ 
Final Student Payments Due to OIP

_____ 
Airline Deposit (if you are arranging group airfare)

_____ 
Travel Agency Deposit (if you are using an agent)

_____ 
Final Payment for Airline

_____ 
Final Payment for Travel Agent

III. c.  The SAP Proposal
The first major step in creating a new SAP is submitting a proposal to the university for approval.  This proposal will be due well in advance of your program – perhaps even a year earlier!  I have attached a copy of my proposal at the end of this document for your reference. (See VII. a.)  You will see that it is fairly straightforward, and the OIP will probably supply you with a template to adapt for your use.  However, you will need to do a good deal of planning and research in order to get all the information you need for this proposal. 
There are five main parts of the proposal: 
· itinerary

· budget
· contingency plan

· pre-departure orientation outline
· syllabus
You will need to get working on all of these items very early in the process, since your course will not be approved without them and you will need that approval to move forward in your planning.  
The itinerary you submit with your proposal will need to account for all of the major destinations on your SAP – where you will stay and how you will get there.  It will also need to supply contact information for your accommodations.  Since this is an important and complicated issue, I deal with the itinerary in a separate section below (See III. d.)

The budget you include with your proposal will need to predict accurately how much the trip will cost students.  The budget also will demand a lot of your time, and I discuss this below in greater detail (See III. e.).
Your syllabus will be very similar to syllabi you prepare for other courses.  Like any syllabus, it should outline the basic academic requirements for your students and list major readings, activities, assignments, rules, and expectations.  Since you will be preparing this syllabus for submission with the SAP proposal many months before you actually plan to offer the course, it is only natural that you will be able to make modifications and additions later.  Still you should strive to make your syllabus as accurate as possible for approval by FAU administration.  At the end of this guide I have attached a sample syllabus for your reference.  (See VII. f.)
As part of your proposal, you will also need to include a Pre-departure Orientation Outline.  This is not as foreboding as it sounds.  All you need to do is create a simple but comprehensive list of the topics you will discuss with students when you meet with them a few weeks before you depart.  At this stage, for the proposal, you need only list the topics you will discuss – rather than the detailed points you expect to make.  (Months later, when it actually comes time to hold the Pre-departure Orientation, you will have time to prepare more systematically all the issues you would like to discuss with your students before leaving on the SAP.)  I discuss this orientation in greater detail as a separate topic below.  (See V. a.) For the purpose of your proposal, however, you need only prepare a general outline.  

My Pre-departure Orientation Outline included the following topics:
· Appropriate attire

· Appropriate behavior and language, travel rules

· Accommodations, meals, tipping

· Communications with family, FAU

· Contingency plans & emergency procedures

· Itinerary and destinations

· Local customs and courtesies

· Budgeting

· Course requirements and expectations 

· Safety and security

· Other topics as needed

Finally, your proposal must include a Contingency Plan that outlines rules and procedures for students and their families to follow in an emergency.  This document will be provided to students before who sign up for the course.  It is fairly straightforward to complete, and the OIP will provide you with a template to adapt for your use.  In preparing your contingency plan, you should think carefully about how parents and family of students can contact you while you are traveling.  I discuss “communications” below.  (See VI. B).  

Other topics you will need to address in the contingency plan include:
· Student code of conduct

· Sexual harassment

· Registering with US embassies & consulates

· Getting passports and carrying copies of passports

· Emergency procedures and contact information
· Insurance

Once you have completed your SAP proposal, it will be reviewed and approved by your department chair, the dean of your college, the OIP director, the dean of undergraduate studies, and the provost.  While I don’t know for certain what criteria they use to evaluate your proposal, I surmise that academic merit and fiscal soundness count the most.  They will want to see that you are offering a substantive course, not merely a nice guided tour, and that you have prepared a realistic budget. The good news is that these are easy goals to accomplish, and you should have little trouble getting your SAP proposal approved if you’ve done your homework and discussed the program with OIP staff and your department chair.

III. d.  Preparing an itinerary:

Developing an itinerary for your SAP will be one of the most important and time- consuming parts of your planning, particularly if you have many excursions or do a road trip like I did.  The itinerary and the budget are very closely linked, so you should keep each in mind as you plan the other.  (On budgeting, see III.e.).  Unless you know exactly what you want to do from the moment you begin planning, your itinerary will probably be a work in progress as you plan the course.  It might be helpful to approach your itinerary as a three-stage process: the provisional itinerary you must submit with your SAP proposal nearly a year in advance; the working itinerary you will give to the travel agent (if applicable); and the final itinerary you and the students will take on the trip.  Note that the final version needs to be on file with OIP four weeks prior to departure.
Below I discuss these three types of itineraries (i-iii), followed by a detailed discussion of things to consider as you prepare them.

III. d. i. Itinerary for SAP proposal:
As noted above, early in the planning process you will need to submit a general itinerary with your SAP proposal.  If you are going to one or two destinations, or are partnering with a foreign institution, this will be relatively easy.  If you are traveling to several destinations, as I did, this will be a more demanding process that will require a lot of advance planning. 

By necessity, the itinerary you submit with your SAP proposal will be a work in progress, since it is quite likely some details will change as you finalize your arrangements.  Naturally you will be able to revise your itinerary later if you have to.  If details do change, be sure to provide an updated itinerary to OIP.  Nevertheless, it is best for everyone involved if you are as accurate as possible from the outset.  

The itinerary for the SAP proposal must include the following information:

· Each city you plan to travel to;

· Which hotels or other accommodations you will use at each destination;
· The contact information for each of these;

· When you will stay where;
· How you will get there (e.g. plane, train, bus, etc).  
You are required to list all the museums, tours, and attractions you will visit in the SAP proposal itinerary.  Be sure to factor those costs into your budget, so it’s a good idea to research this information early.

III. d. ii.  Working itinerary for travel agent:

In most cases where you are developing a new SAP, you probably want to work with a travel agent.   Several agencies specialize in student travel and offer special discounts for students.  A good travel agent can save you a lot of time by helping you do all kinds of things, including:

· Hotel reservations for the group

· Airline reservations for the group

· Admission to museums and other attractions

· Arrange for English-speaking guides 

· Arrange for ground transport to and from the airport, or hotels

· Reserve bus or coach

· Provide tickets for rail travel

· Arrange pre-paid group meals

If you are going to work with a travel agent, it’s a good idea to give your agent a working itinerary that s/he can use to book almost everything you will want to reserve. The agent will also quote you one overarching fee for everything, thus helping you budget. Be sure to find out if there are any fees that cannot be recouped if the program is cancelled for any reason.
In providing an itinerary for your agents, it is best to be as comprehensive as possible, listing all the places you would like to go and when you would like to go there.  In most cases, you should place every activity you would like to include in the student program fees in this document.  You should also specify any particular preferences you have – such as a downtown hotel, no smoking room, etc.  You should also specify when you would like to be at each destination, and how you would prefer to travel to each destination.  You may wish to tell the agent that your costs will be folded into the student fees, and the agent may quote you a per-student package price that includes your costs.
You might also want to think about having your travel agent book group meals.  In most cases, you will want the agent to book breakfasts with accommodations.  If you want to include some group dinners with your program fees, the agent can book you in restaurants (usually with set menus).  If you know precisely where you want to eat, sometimes the agent can book that restaurant too.  The advantage of this system is that the price is set in advance, so you don’t have to worry about going over your budget.  You also get better rates, and the menus are set so you don’t have to watch your students drive the restaurant servers crazy with special requests.  The downside is that you lose some spontaneity and you often don’t have much choice in what you will be served (although you can make general requests, like “no pork.”)  For more on meals, see under the budget discussion: III. e. iii.
Then submit this itinerary to 3-4 different agents for bids.  They will reply with estimates, and you can then go with the one you like best.  I had the unfortunate experience, however, of having three travel agents not respond to my inquiries. I learned from this experience that it is a good idea to pester the agents to make sure they are on the ball.  Ultimately, I was very well served by Kollander World Travel, which I recommend.

III. d. iii. Final itinerary for you and for students:

It will be helpful to you, your students, and the university if you prepare a comprehensive itinerary before you depart.  Ideally, this final itinerary will list all the information you will need for all the things you want to do on your trip.  Think of this “second stage” itinerary as the guide for you and your students.  Include as much information as possible on this itinerary so everyone has all necessary information while traveling.

Ideally, every major location you intend to visit should be mentioned, including:

· Cities you will stay at, and how you intend to get there;
· Hotels you will be using, and contact/location information, confirmation numbers;
· Museums and other attractions, and contact/location information;
· Specific activities you would like to do at each site (view a film, take guided tour, etc.);
· Group meals, and contact/location information;
· Guides, and how to contact them;
· Departure times: when students need to be ready to leave;
· Air travel information;
· Emergency contacts at FAU, American consulates, and travel agency.
For my SAP, I prepared a copy of my itinerary for the students that included most of the information above.  Notably, I chose to include on their copies of the itinerary the names and contact information for all our guides, bus drivers, tour companies, and attractions so lost students could find the group and parents could contact students in an emergency.  I also did so as “backup,” in case my copy was lost or damaged. For the same reason, I saved an electronic copy on my network drive (“M” drive) at FAU, and emailed a copy to myself, so I could access it on the road via MyFAU if I needed to.

Right before you depart, I recommend that you print a comprehensive copy of the final itinerary for the students and email a copy to them as well (so they can share it easily with their parents). Don’t forget, you must provide OIP with a final copy of your itinerary as well as your emergency cell phone number before you leave, ideally four weeks prior to departure.
III. d. iv.  Developing your itinerary:
There are many, many things to consider when you are devising your itinerary.  Generally speaking, start by identifying the major sites and cities that you would like to visit.  Then determine what is the best order to go to each place, based on what makes sense for the subject matter of your course as well as on the time it takes to travel to each destination.  Then develop a working calendar of when you would like to be at each place and for how long.  Then start filling in all the activities you would like to do at each destination.  Include as much as you can (excursions, museums, etc.)    

I suggest consulting multiple guidebooks and using the many Internet travel resources that are available.  Below I list special topics pertaining to SAPs that you might want to keep in mind as you plan.  I first discuss scheduling considerations to keep in mind as you plan your trip’s calendar, then I turn to travel considerations and recommendations.
III. d. v. Scheduling considerations:
1.  Plan some “down time”:

It is tempting when planning a trip abroad to try to cram as much into a short amount of time possible – to see everything.  I have heard of frantic SAPs where students and teachers were running from place to place for three solid weeks.  My personal preference, however, is to schedule a little down time.  After five days of being with 16 students nearly every waking hour, I needed a break.  So did my students.  

Accordingly, I suggest adding a few “free days” to your itinerary.  It is a good idea to make the first day abroad a free day to give everyone time to get acclimated and to recover from jet lag.  But also consider giving your students time to explore on their own later in the trip.  Some of my students, for example, capitalized on their free day in Metz (France) to take the train to Paris; others went to Luxembourg City; still others ventured to some local art museums.  Such self-directed exploration also was a part of their education.  I found that after a day off, everyone was more alert and prepared to continue the journey.  Most importantly, I found that I was more alert and prepared for the journey.  It was nice to be responsible only for myself for a day or two along the way.  

I recommend at least one such free day each week.  It is especially desirable to have a free day early in the trip, on day 4 or 5, so you can finish getting over your jet lag.  You might also consider creating a block of 2 free days in a row, to allow students to take themselves to a nearby city that interests them (as mine did to Paris). Students should report their travel plans to you for emergency purposes. 
2.  Research holidays and other potential conflicts:

When developing your trip calendar, be aware of events that might conflict with your schedule, such as Olympics, World Cup soccer, and other major sporting events; trade fairs; film festivals; and other events.  Such happenings raise hotel rates and reduce vacancies.  Also pay very special attention to holidays where you are traveling.  Different countries naturally celebrate different holidays, so you should be aware of when these are so you can plan for closings at restaurants, malls, and museums.  Also research (via the Internet) the hours of museums and other attractions: I discovered that many were closed on random and seemingly unpredictable days.  In Europe and other places, many businesses are often closed on Sundays.  Sometimes museums will be open on Sunday but closed on Monday.  A good travel agent should be able to advise you on all these issues, but I still recommend you do some of this research yourself to be on the safe side.  I discovered, for example, a holiday in the Netherlands that my travel agent was unaware of!  A few days before we departed, I also learned that the Dachau concentration camp was closed the day of our scheduled visit, and so we had to rearrange our itinerary at the last minute.  A simple Internet search for “holidays” in the country you are visiting, along with searches for the hours of major museums on your itinerary, should enable you to avoid these hassles.  
3. Minimize travel time:

Few people want to spend all day on a bus or train.  Factor in the time it takes to go from one city to the next when planning your itinerary to minimize the amount of time you spend on the road.  Research driving distances or rail schedules to find the best route.  If you are traveling in Europe, there are two good websites to consult:

· You can view train schedules at: http://fahrplan.sbb.ch/bin/query.exe/en
· You can also view driving directions and times at the Michelin travel site, which is like Mapquest for Europe:  http://www.viamichelin.com 

III. d. vi.  Travel considerations

1.  Stay downtown:

In my experience, it pays to reserve your hotel downtown, preferably near a metro or train station.  It costs more, to be sure, but the experience is much more rewarding if the “action” is nearby.  On my trip, everyone had a better time when we stayed at downtown locations.  It was absolutely worth the added cost.    

2. Consider using guides:

Consider hiring guides for some of your destinations, especially if you are taking students somewhere that you do not know especially well.  Of course guides are not a substitute for faculty instruction, but they will have their own expertise to bring to bear – invariably they will know things about the local environment that even the most well-informed professor or best-written guide book will not.  Plus, students will enjoy interacting with different experts on their trip.
On my trip, for example, our guide in Munich took us to several sites related to the Nazi period that are not in any of the reference books I consulted.  We had the interesting experience of standing around the table where the Munich agreement was signed in 1938, but since the table was stashed in the back of a music school with no markings or labels, we would have never found it!  We also had wonderful guides who took us to WWII battlefields and showed us foxholes, shrapnel remnants, trails, landing zones, and other locations that I would not have been able to find.  

Your guides will be most useful as “teaching assistants” if you communicate your needs, expectations, and goals clearly before the trip or tour.  Let them know what you want students to get from the tour, what you want them to learn.  Also work to get your students to be bold and assertive about asking questions of the guides.  Encourage students – no, hammer it in to them repeatedly – that they can and should ask questions of their guides.  Make it an expectation, and praise those that do so. It will pay off.  I also modeled the importance of engaging guides in conversation by peppering them with questions at every opportunity.  

Some guides I found through personal contacts; others I found on the Internet; and others were booked by my travel agent.  On the whole, I found they were all well worth the money.  In any event, you should consider where and when you would like to use guides while planning your itinerary.  You should also factor those costs into your budget. Also, some sites/museums require groups to pay for a guide, so be sure to check.
3. Land travel: bus or train?

Train travel abroad, especially in Europe, is so much faster and efficient than in the US that many of you will be well served by traveling by train once you are overseas.  When purchasing train tickets, study the details and packages very closely, or consult someone who is familiar with that country’s rail system.  Often there are numerous and complicated ways of pricing, so it’s a good idea to know your options if you are going to rely on rail travel.  Multi-person and multi-day tickets are frequently available at reduced cost.

On a trip like the one I led, where we stayed in eight different cities in three weeks, a chartered bus is a good option.  It was surprisingly affordable and very convenient.  Key advantages include: 

· Your group can have the bus all to itself (good for discussions, and convenience) 

· A bus makes it much easier to move luggage from place to place

· Your schedule and itinerary can have more flexibility

· You can go to more remote locations (a must for my tour of battlefields!)

That being said, travel by train is often faster (especially in Europe); it can be cheaper; and it is a bit more relaxing.  If you are only taking students to major urban areas – ones serviced by good metro or bus service – then train travel between cities is probably a better bet.  (If you are traveling by train, it is even more important to stay in downtown hotels – preferable near the train station – if only to avoid having to schlep your luggage all over town.)
4. Airline travel:

Air travel for a SAP will likely cost much more than you think.  Often you will have to reserve tickets so far in advance, so you will probably buy your tickets before special deals and fares are offered.  That being said, I was surprised to discover that a multi-city itinerary was about the same price as a roundtrip ticket to and from the same city.  So if you are going to be traveling to several cities as part of your SAP, you might want to consider flying into one city and departing from another.  (My group flew into Munich at the start of the trip, and departed from Düsseldorf at the end.)  Factor in the possibility of late flights and wait time at the airport. 
In planning air travel, you have three options:  you can book a group flight to and from your destination, you can leave students to make their own flight plans, or you can offer a choice between taking a group flight or making individual arrangements.

Group Flight:

Unfortunately, airlines today really don’t offer much in the way of group discounts, so there is only a small financial incentive for the group flight.  However, you can often reserve a group flight without having to pay the entire fare up front, thus giving you time to collect deposits from students.  

The group flight option is attractive for several other reasons.  For many students, this will be their first trip abroad and they and their parents will be nervous.  Most students prefer to fly with the group.  It is also nice when you land at your destination, because the group can move as a unit to the hotel, and you don’t have to worry about a jet-lagged and bleary-eyed student getting lost.  My travel agent arranged for a local assistant to meet us at the airport and transport us by bus to our hotel on the first day.  It was probably unnecessary, since convenient rail connections were available, but it was really nice to know that someone familiar with the terrain was there to take us exactly to our hotel on our first day of a new SAP.  

Although it was a hassle to arrange, I found that the group flight was worth the extra trouble in the end. I didn’t have to spend my first day in Germany wondering if everyone was going to make it, or waiting around the hotel for students to arrive.  The group flight definitely alleviated student anxiety.  It also contributed to the esprit d’ corps of the students.  It created a really positive tone from the beginning.  Our adventure began at Miami International Airport.

Most airlines have group desks that can help you arrange the group flights.  You can also work with a travel agent.  Either way you will probably have to pay the airline a per-person deposit within a fixed number of days to hold your group’s seats, and you have to pay the full fare many weeks in advance of your departure.  For this reason, you would be well advised to require students to pay a deposit to OIP as early as feasible.  You should also make sure you know when payments are due, and the airline’s refund policy.  (See deposits section below, IV. e.).  

Individual Flights:

Because scheduling a group flight is another chore for you to attend to, you may be tempted to let students arrange their own flights.  In this case, you should specify that all students should be at a given destination by a particular time.  (i.e. “Meet at the hotel in Munich by 4pm on this date.”) The advantage of this is that it reduces the advertised cost of the trip, it allows students to use frequent flier miles, and it frees you from another complicating arrangement to make.  However, it makes rendezvousing with students more complicated once you are in Europe, and it makes the first day more chaotic for you.  

Offering a choice:

An additional option is essentially a hybrid of the two above.  You can offer students a choice: fly with the group or on their own.  The challenge here, though, is that in order to reserve a group flight, the airline may require a minimum number of seats (which will vary by airline).  So you don’t want to put yourself in a position of offering a group flight as an option, and then having to cancel that option because you didn’t get enough students to sign up.  If, for example, the airline offered a group flight provided 8 students signed up, but only 7 did so, then you would lose that option.  

You can work around this problem, partially, by asking interested students way in advance if they would be inclined to take a group flight or not.  Of you can simply include the group flight with a small disclaimer that says “students with special needs can arrange individual flights on a case by case basis.”  

In my case, I held informational meetings for students who expressed an interest in the trip, and I asked those who attended if they would like a group flight or not.  Most said “yes” or “maybe.”  So I proceeded to reserve a group flight.  I then told the students that if they wanted to get on that flight, they had to pay their deposits by a certain date (2 weeks before the airline required its first payment).  I was surprised to discover that almost all my students chose the group flight option.  
Most likely you will have to some kind of flexibility: some students will join the SAP late; others will want to do additional traveling; others will need to use frequent flier miles.  Although you need to be mindful of the fact that many airlines have a minimum number of passengers they require for a group flight, you or agent can of course book any number of individual flights.  

III. e.  Preparing a budget:

Creating an accurate and workable budget is probably the most difficult and important challenge you face when developing a new SAP.  You will need to have an accurate forecast of what the trip will cost in order to submit your SAP proposal, advertise the SAP to students, and fund your activities abroad.  It is thus important that you research your budget thoroughly.  Be advised that any and all expenses from your SAP will be drawn from the budget you prepare.
In the section that follows, I first discuss the budget you will include with your SAP proposal.  Then I discuss some of the choices you will have to make in preparing your budget, and then I offer some suggestions and tips.

III. e. i.  Budget for SAP proposal:

As I mentioned earlier, one of the first tasks in creating a new SAP is writing a SAP proposal.  When you submit your proposal to the Office of International Programs, you will have to include a working budget for your program.  

In order to make an accurate budget, you need to have a realistic estimate of what airfare, lodging, and other travel expenses will add up to.  But you will be submitting your proposal nearly a year in advance of your trip, probably long before you can reasonably expect to compile this information or get it from your travel agent.  It is very difficult to anticipate airfare, and it is also hard to predict hotel rates if you do not yet know where you will be staying!  How then can you prepare an accurate budget for your proposal if you don’t have good figures to use?

I did not know how to address this problem when I developed my SAP.  First I prepared my itinerary and sent it out to travel agents for bids.  Then I waited and waited.  By the time I received a useful estimate from a travel agent, the deadline for submitting my proposal had long since past.  I turned it in late, and had to rush from building to building to get the required signatures and approvals.  Worse, I was pressed for time in advertising the course and getting students to sign up.  I pulled it together at the last minute, but the cramming and uncertainty was stressful.  It clearly was an unacceptable process. 

I advise you to discuss how to resolve this dilemma with OIP staff and with other faculty members who have devised new SAPs.  The best advice I can offer is to prepare a general budget as best you can for your SAP proposal using information that is readily available.  Use the Internet to get an idea of hotel rates, airfares, museum admission prices, and other expenses, and then inflate those figures slightly to accommodate for possible increases.  It is probably better to submit your proposal projecting higher figures than lower ones; nobody complains if a SAP comes out cheaper than expected!  

III. e. iii.  What to include in the program fee?

When you create a budget, you are in effect determining what the trip will cost each student.  Divide the total budget by the number of students, and you get the program fee each student will pay.  This fee will cover all your costs plus other costs pertaining to the trip, but you need to decide what those “other costs” will be.  Will the program fee include meals or air travel, for example, or will students have to pay for these separately?  

Almost all program fees will include the following:

· Program leader’s costs (airfare, meals, lodging)
· Local transportation (train, metro, bus)

· OIP application/insurance fee
· 6.54% auxiliary overhead
· Accommodations/housing for students

Program fees can also include the following “optional” expenses:

· Program leader’s stipend (if “off budget”)

· Teaching assistant stipend

· Travel agency fees

· Communication expenses (cell phone rental, Internet café access, calling card, etc).

· Airfare 

· Guides or guest lecturer fees

· Admission to museums and attractions

· Meals (some or all)

· Shipping costs (if payments need to be express mailed to travel agent or airline)

· Emergency / contingency money

· Travel books, maps, or other materials you need to prepare for the SAP
· Tips for guides and group meals
Generally speaking, it is preferable to include all relevant costs in the program fee so that there are no surprises for students and they can budget accordingly.  The cost of tuition should NOT however be included in your budget. Many students have financial aid, Florida pre-paid, etc. that will cover the cost of their tuition. In addition, students may take different numbers of credits depending on their needs, may pay out-of-state tuition instead of in-state tuition, etc. To prevent confusion or inconsistency in budgeting the number of credit hours and/or the tuition fees should be listed as an item not included in the cost of your program. 
Also, remember that your course will live or die based on your ability to get the course funded by student enrollment.  In creating a budget, you thus need to keep in mind what students can afford.  The less expensive the trip, the easier time you will have meeting your enrollment target.  At the same time, you want this to be as fun, meaningful, and interesting as possible, so you don’t want to be too skimpy.  At a minimum, any activity that you will require your students to participate in should be included in their program fees.  
III. e. iii.  Notes on budget items:

Below I discuss some issues relating to the various budget categories listed above.

Program Leader Costs:

Your expenses as program leader will be paid out of student fees.  Anything that you spend for a legitimate purpose on the trip should be covered.  Naturally this includes airfare, lodging, and meals. When budgeting for your own meals, you might want to use FAU’s per diem allowance for each city on your itinerary as a guide to help you realistically predict what meals will cost you. You can contact the FAU Travel Desk for assistance with obtaining the per diem. As for airfare and lodging, if you are working with a travel agent, you can ask the agent to fold your cost into the price the agency charges per student.  My travel agent, for example, cited me one figure per student that included airfare and lodging for myself – I thus did not have to make a separate category for these expenses on my budget.

Local Transportation:

Any travel that is required for students should be included in the program fee and thus in your budget.  If you are working with a travel agent, you can ask that agent to include all land travel expenses in the package price charged per student – often times including bus, train, and metro fares.  Otherwise, you will need to research the cost of land transportation to, from, and within each city on your trip.

OIP Application Fee
The OIP charges students a fee for its services; included with this fee students get an International Student Identity Card (ISIC).   Be sure to include this fee in your budget as well.  This fee is $100 for programs 3 weeks and longer and $50 for programs less than 3 weeks.
Auxiliary Overhead Fee
The Controllers Office charges the OIP 6.54% for every expenditure made on the auxiliary account. That 

amount needs to be included in your budget where it says auxiliary overhead. Be sure to round up when the last number is 5 or higher and round down if the number is less than 5. For example, $125.8765 = $125.88 or $146.384 = $146.38.  
Accommodations/housing for students:

Student housing should be included in the program fee.  This is true if students are staying in dorms, with families, or at hotels.  If you are working with your travel agent, this too can be included in the overall per-student cost charged by the agent.  Typically you should plan for students to stay in “double-occupancy” accommodations. However, be mindful that you may have an odd number of students across gender. An extra room may be needed if this happens.
Program leader’s stipend:


In rare cases, you may receive a stipend as payment for your services as program leader rather than getting paid from the college or university budget.  In this case, your stipend is “off budget” and paid for by the student program fee.

Teaching assistant stipend:

If you will have a TA on your SAP, and if that TA will not be paid by the college or university, then the TA’s stipend should be included in your SAP budget. If you are paying for any of their travel expenses those too need to be in your budget. Note that a contract will need to be done for the Teaching Assistant.
Travel agency fees:

If you are working with a travel agent, most of your travel costs will be included in the package price you pay the agent.  In that case, it is not necessary to break down your expenses into specific categories.  Instead of listing individual hotel, airfare, and entrance fees, for example, you will simply list the sum that you will be charged by the travel agent for the entire package.

Communication expenses:

You are required to have a cell phone with you so OIP, parents and students can reach you in the event of an emergency.  You will also probably want to check your email from time to time, possibly at an Internet café that charges by the hour, and you will want to have a calling card to use to make international calls if necessary.  Be sure to budget for these expenses.  For more on communication, see section VI. b.
Airfare:
Airfare is an optional expense, and I discussed this above in section III. d. vi. 4.  
Course Fees:

All students studying on an FAU SAP, must be registered for credit. Note that audit credit may be available to out-of-state students at the in-state rate. On your SAP budget tuition fees should not be calculated into the total cost of the program, as the tuition amount will vary from student to student based on the number of credits they are taking, whether they pay in-state or out-of-state tuition rates, whether they have Florida Pre-Paid or not, and depending on the kind of financial aid they receive. 
Guides or guest lecturer fees:

If you hire guides or guest lecturers, these should be paid for by program fees and should be included in your budget.  In some cases, a travel agent may book guides for you, so this expense will be included in the package price charged by the agent.  If you want to give tips to your guides be sure to budget for them. For more on guides, see section III. d. vi 2.
Admission to museums and attractions:

You should include in the program fee the cost of admission to any museum or attraction that students will be required to visit.  When budgeting these items, be advised that many attractions have discounted rates for students.  If working with a travel agent, most of these admissions costs will be included in your package price.  Be sure to advise agents to get student tickets. Note that all students will have an International Student ID Card, which will also give them discounts on museums and other attractions and travel. As mentioned earlier, be sure the museum or attraction doesn’t require the purchase of a guide for large groups.
Meals:

Some SAPs include all meals for students; others pay for some meals; still others do not include meals at all.  Most students would prefer to have meals included with their fees; however, this greatly increases the cost and many can eat more cheaply on their own.  

In most cases, it will be easy and indeed desirable to include all breakfasts with student fees.  Since most hotels serve breakfast, you or your travel agent can easily arrange to have breakfast included with your lodging.  If your students are staying at a dorm or with a family, there also may be ways of including breakfast.  It is good to do so, since most mornings you will want to get up and get moving – you don’t want students to have to wander the streets looking for something to eat when it’s time to hit the road.

Lunches are a different story.  They are more difficult to arrange, especially if you are moving from place to place.  I personally found it was easiest for students to arrange their own lunches.  Typically I did not try to eat lunch as a group; when we did, it was a big pain trying to feed 16 students at one restaurant in a short period of time.  Consequently, on most days I sent students off on their own with instructions to regroup at a certain time.  

It is nice to have at least a few group dinners included in the itinerary and the budget.  We had about five group dinners during our three week trip, and they were enjoyable for everyone.  Most of our dinners I arranged through our travel agent; a few others were paid for out of surplus money in the budget.  I highly recommend a large, festive farewell dinner to celebrate the end of the trip.  I discussed using travel agents to help you book group meals above, in section III. d. ii.
Shipping costs:

If you have to mail anything as part of your SAP, it will be paid by your program’s budget.  It will not be paid by OIP or your department.  Thus you might want to budget a small amount ($20-30) just in case you have to send something via overnight service (such as a check for a deposit).  Note that multiple overnight packages may be needed if there is not sufficient time between the student’s fee due date and the due date to for the travel agent/airline/etc to receive payment.   

Emergency / contingency money:
You should definitely put some emergency money in your budget, $50-100 per student.  Invariably something will cost more than you thought, and this will provide you with wiggle room to make sure you don’t go bankrupt.  You especially need to have some cushioning to guard against unfavorable changes in exchange rates.  In the event you don’t need the emergency money, you can always use it to provide supplementary meals or excursions for the students once you are abroad.
IV.  ENROLLING STUDENTS

IV. a.  Overview:

Unfortunately, getting your SAP proposal approved does not necessarily mean that your course will go forward.  You still have to get students to sign up!  On this front, two issues will be decisive: covering your expenses and meeting the minimum number of credit hours required by FAU.  
IV. a. i. Covering expenses: 

To make your trip financially viable, you will have to get enough students to sign up to cover the trip’s expenses.  My travel agent, for example, quoted me a group rate based on a minimum number of students (15).  They also offered me a greater discount if more students signed up (over 20).  Regardless, be aware that enough students must sign up to make the class reasonably affordable for all, especially because your personal expenses will be folded into their program fees.  
IV. a. ii. Meeting minimum credit hour requirement: 

To get the final green light for your course, enough students will have to sign up to meet the minimum number of total credit hours required by your college and the university.  For my course, I was told that I needed at least 45 total credits, which meant that I needed to get 15 students to sign up (for three credits each).  Be aware that the number of minimum credits will not necessarily be the same for all SAPs or for all colleges.  
You may have some flexibility in determining how many credit hours each student will earn from your SAP.  A rule of thumb is that every 15 contact hours equals 1 credit hour. Your number of credit hours will also vary if you offer more than one course on the program.
In any event, when devising your program be sure to discuss the credit hour issue thoroughly with the OIP director, your department chair, and perhaps your college dean. 
IV. b. Advertising your SAP:
At the very top of my list of “things I learned the hard way,” was this:  I held the ultimate responsibility for advertising my course.  To be sure, I received help from the Office of International Programs, which set up tables with brochures, handed out fliers, and advertised the course on its web site.  But probably 80% of the students who enrolled in my course did so after hearing about it from me, personally.  After all, FAU remains primarily a commuter school and it is difficult for information to reach our very busy and very distracted students.  

In my case, I began approaching the course assertively because I was approaching a key deadline:  I needed 13 more students to sign up soon or the course would probably not go forward.  I spent 1 ½ days making announcements at the start of other professors courses.  I came in, asked if I could make a quick announcement, made a 2 minute pitch, handed out fliers to interested students, and departed.  By the end of the week, 14 students had signed up.  I can only speak to my experience, but as you can see, my active promotion of the course was absolutely critical.  I would not advise you to depend on someone else to advertise the course for you, especially if it is a new SAP.  Yes, get help from your colleagues and the OIP, but also make a point of spreading the word yourself.  It goes without saying that it is best to begin advertising your SAP as early as possible.
Some things you can do include the following:

· Early on in the process, work with OIP to develop a flier that sells the benefits of the course.  Make sure it conveys through text and graphics your enthusiasm for the course.  Your flier should contain such information as:  

· Projected cost of the trip, and required deposit for students (on deposits, see IV. e.)
· What students need to do to reserve space;
· Deadlines for students;
· What the program fee includes or does not include (housing, meals, airfare, tuition, books, etc);
· A financial aid notice;
· Notice of your informational meetings (if applicable);
· Contact information for you and the OIP;
· Hold a few informational meetings to discuss the course with interested students; 
· Get your colleagues to help advertise these meetings in their classes, and promote it also by visiting courses yourself and posting fliers;
· Be sure to discuss group flight option;

· Be sure to have sign-up sheets that ask students to write their names, email addresses, and phone numbers; indicate their level of interest in the course; and indicate their preference for group or individual flight;
· Send out emails to current and former students using MyFAU;
· Ask your colleagues to announce the course and distribute fliers;
· Visit other classes, especially those addressing relevant content, and announce the course;
· Use a department newsletter or webpage to advertise the course;
· Mention it at public lectures or FAU events;
· Be sure also to publicize financial aid deadlines (see IV. b.).

IV. b. Financial aid:

Although financial aid is primarily the students’ concern, it will affect your ability to enroll them in your course. Many students will depend on financial aid to help pay for the SAP.  It is therefore a good idea to know when financial aid deadlines are, to put this information on your fliers advertising the SAP, to remind students about the deadlines by email, and to announce the deadlines in information meetings.

Unfortunately, summer financial aid is limited, and it is awarded on a first come, first serve basis. Thus it is imperative that interested students apply for summer financial aid the moment FAU begins accepting applications beginning February 1.  In talking to students, you can’t stress this enough!  In addition, some students will need to make sure they have a FAFSA (Free Application for Federal Student Aid) on file before they can even apply for FAU aid, so you might also want to emphasize this. The FAFSA is available beginning January 1.
IV. d. Managing interested students:

Many more students will express an interest in your SAP course than will actually sign up.  A good percentage will be excited at first, but will quickly get sticker shock from the projected cost.  Nevertheless, you will have a much easier time ensuring you getting enough students to go on the trip if you are good about recording names, phone numbers, and email addresses of students who express an interest.  I suggest creating a simple list (on Word or Excel) of students and their contact information, and then doing email follow-ups to see if they continue to be interested.  Begin compiling this list as early as possible.  That way, you can personally and easily alert interested students to information meetings and remind them of deadlines.    It is also a good idea to harp on them about deadlines for applying for financial aid or submitting deposits.  Ideally, OIP will do much of this for you as it did for me.  I found, however, that students were sometimes more responsive and attentive to professors.  Also, in my view, since student enrollment is what makes or breaks a SAP, the issue is too important to leave entirely to someone else.  

IV. e. Managing deposits and payments:

Planning a SAP will involve managing deposits and payments.  Although the OIP will collect the money from students and make payments on behalf of your program, you still have an important part to play.  Your biggest responsibility is to make sure that any vendor (travel agent, hotel, airline, etc) that requires a deposit or payment is paid on time.  You should make a priority of learning when each of your vendors requires a payment and writing those important dates down in a calendar. Be sure to share those dates with OIP.   

Of course, in order to pay your vendors you will need to have money in your SAP program account.  But, in order to have money in your account, you will need to have received money from students (in the form of advance deposits).   Thus, you will want to make sure you receive enough money from students before you have to pay deposits to airlines or travel agents for the group’s travel.  (The OIP will not be able to “float you a loan” from FAU’s budget, so you cannot make a deposit on behalf of the group if you do not have enough money in your own program’s budget.)  

As program leader, you may have some influence over how many deposits students must make to reserve space on the trip, the amount of each deposit amount, and when each is due.  Ideally, it is best to require one deposit several months before you depart.  This should be large enough to cover all the deposits you will need to make to hold space with airlines, travel agents, or other vendors.  It also needs to include the application fee charged by OIP ($50/$100).  
You and OIP will also set a date by which students must pay the program fee in full.  

Another consideration to keep in mind is the refund policy of each vendor and for the program too.  Which deposits are refundable and which are not?  Under what conditions will deposits or portions thereof be refunded?  Make sure you ask these questions to the airline and the travel agent as soon as you make your first inquiry.  (I was shocked one day to receive an email from my travel agent informing me, seemingly out of the blue, that a huge deposit was due in a matter of days.)  Be advised that there may be some negotiating room to set a workable deposit figure and deadline with the travel agent.  Regrettably, the airline will be less flexible.  

Generally speaking, airline deposits for group flights will not be refundable.  So once a student commits to a group flight and pays the deposit for that flight, the money cannot be returned to the student -- or credited to the rest of the group’s flight -- if the student backs out.  It is lost.  With a travel agency deposit, however, if a student backs out his or her portion of the deposit can be credited toward the group’s total bill, and thus can be refunded to the student from your SAP budget.  The OIP charges an application fee ($100) and this is non-refundable.  

For my course, which was offered in the Summer A term, students had to make an initial deposit showing their commitment to the program by February 15.  I needed to submit an airline deposit of $100 per person by February 22nd, and an equal sum to the travel agent by March 1.  This was probably cutting it too close.  You would be in much better shape if you could require a meaningful deposit earlier, say in December or at the beginning of January.  I also think it wise to make the deposit large enough to give you some flexibility in working with travel agents and airlines – perhaps $400-500.  
When setting your dates, be mindful of the fact the OIP needs to have time to get requests through the Controllers Office. Weekends and holidays are not working days and need to be taken into consideration. 
V.  PREPARING FOR DEPARTURE
V. a.  Pre-departure orientation:
The OIP will require that you attend a general orientation meeting prior to departure on your SAP. The dates for those orientations can be found on their website (www.fau.edu/goabroad), although they are working to have this available to students through BlackBoard. In addition, two or three weeks prior to leaving on your SAP, you and OIP staff will hold an orientation meeting with students.  It will last 1-2 hours.  OIP reserves the conference rooms in the Student Services Building (SU) for you. Be sure to let OIP know what date and time you want as early as possible.
Let me stress this clearly: the Pre-departure Orientation is very, very important.  You should put a lot of time into thinking about what you expect from your students and what types of things they need to know to travel abroad safely.  You should be as comprehensive as possible.  
Try to put yourself in the minds of your students.  Several of them will have never ventured beyond the state of Florida.  Only a handful – perhaps one or two – will have traveled outside the USA.  Everything will be new, strange, exhilarating, and worrisome at the same time.  At the orientation, they will be excited and very attentive to what you have to say.  In fact, you will probably never have a moment in your teaching career where students are as attentive to your words as they will be at this orientation.  Accordingly, take advantage of this time to really prepare them as best you can for their journey and for your course.  

I suggest developing a detailed handout with all the information you would like students to have before departing.  This handout will serve as a reference for them and for their parents.  It also will serve as an outline for you to ensure you cover all the issues you want to cover in the orientation meeting.  I developed such a handout, and it is posted at the end of this document for your reference.  (VII. g)

My sample handout covers most of the issues I recommend you discuss with your students, so I will not repeat them all here.  Generally speaking, however, there are three general issues you need to address in orientation: 

· Your course syllabus and requirements;
· Things that students should know about traveling abroad (packing, money, safety, communicating with family, etc);
· Your expectations for student behavior and conduct.
This last point on student conduct is especially important, and I discuss it in the following section.  

V. b. Managing student conduct:
Although student behavior may be a natural concern for some faculty members, it need not be a source of anxiety.  As adults, students are responsible for their own actions, and you need only concern yourself with student actions that affect your course and the group as a whole.  

That being said, your trip will be much more successful if you establish some ground rules and articulate your expectations very clearly before you depart.  It’s a good idea to come across tough during your Pre-departure Orientation, even if that is a deviation from your personality.  

In the orientation meeting, and on my syllabus and orientation handout, I made a point of emphasizing a few key points:

First, I pointed out that students were on their own if they broke the law abroad.  I said, essentially, “If you break the law and are locked up in a German jail, it’s your problem not mine.  You can call your parents and they can fly out to post bail, because I am going to be on the bus to the next town.”  On this point, I highlighted the code of conduct OIP asks students to sign, specifying that if students do drugs or break foreign laws, they will be dropped from the course and left to fend for themselves.  

Second, I stressed the importance of being on time.  We were traveling from place to place, and I didn’t want to wait while someone lingered at the breakfast bar.  So I warned students that the bus was leaving at the scheduled time with or without them.  I made this threat thoroughly intending to carry it out, but fortunately no one tested my resolve.
Third, I told students that I expected them to be alert and attentive at every site we visited.  I expected them to show respect to all the guides and individuals we met along the way.  Part of their participation grade pertained to overall conduct, and everything we did as a group – every film we saw, lecture we heard, site we visited, etc. – was fair game for the final exam.

Finally, I tried to nurture their spirits of adventure.  I reminded them that they were not going to Europe to eat Big Macs and watch TV.  They could do that here for a heck of a lot less money.  I challenged them to explore as much as they could, to try as many strange foods, to see, to do, and to experience.  I praised students who ate really unusual things or who did something really exciting and challenging.  I also tried to use these experiences as teaching tools to augment the cultural learning that was going on informally.  

VI.  ON THE ROAD 

VI. a. Teaching on the Road:
You will need to have a plan for presenting material and holding discussions with students, especially if you will not be housed at a foreign university that has classroom space.  Many hotels have meeting rooms available, but they often charge expensive fees to reserve the rooms.  I found, however, that the breakfast rooms at many hotels are suitable for holding small discussions.  If you are traveling by bus, you may be able to plan on using the bus’s microphone (if available) to give mini-lectures as you travel.  I suggest “setting the tone” in advance (on your syllabus or at the Pre-departure Orientation) by advising students that they will be expected to be alert for these presentations.  Otherwise, they’ll be tempted to use travel time for sleeping.
Additionally, I found that lectures “in the field” worked better than one might expect. I gave short presentations at the battlefields and monuments we went to, or at museums that had relevant displays of maps, terrain, equipment, art, letters, newspapers, etc.  Under these mobile conditions, it is probably better to think of short presentations (15-20 minutes). If you move to several places, you can easily present a class day’s worth of material in small chunks.  The informal style in a pertinent setting often helps to focus student attention, despite the apparent distractions.
One of the big advantages of a SAP is it affords many opportunities for close teacher-student interaction.  I made frequent efforts to engage students, one-on-one or in small groups of 3-4, in informal discussions about things they learned or experienced. I held such discussions on the bus, on hikes, and during meals.  These were great opportunities to help students think critically about the material, and the discussions were stimulating and fun for me and for them.
You can also organize informal small group discussions on trains or in coffee shops or cafés.  These will work best with small groups of about 4 students.  It is harder to organize larger groups mostly because it can be difficult to find suitable space.  

Knowing that I planned to teach “on the road,” rather than in a classroom, I wanted students to be alert and “thinking” at all times.  I didn’t want them to give a museum the same kind of passive attention they might give a movie.  So to encourage this kind of thinking, I instructed students to bring notebooks with them wherever they went.  And, as an incentive for them to take notes on whatever they learned, I told them their final exams would be “open note.” I found as a result that students were more attentive at the various sites we visited, and paid closer attention to presentations by me and their guides.  I was also pleased to discover that both informal discussions and final exams revealed that students were really learning the material.
VI. b. Communications:
You are required to have a cell phone with you at all times so OIP, parents and students can reach you in the event of an emergency. Unfortunately, most American cell phones do not work abroad, so you will need to make special arrangements before you go.  Some American carriers have special rental phones that they will provide you, but this service can be quite expensive.  If you are going for an extended trip, it might actually be better to buy a phone abroad.  In Europe, you can get a phone for about $45 with a “pay as you go” plan that essentially means you will have to pay very little if you don’t use the phone.  You can actually order such a phone from carriers before you depart.  

Naturally email is another good option, but on my trip, where I traveled frequently, I found it fairly difficult to find time to check my email.  Most hotels charged high rates for Internet access, and Internet cafes were not always close by.  Thus I think it is wise to not rely on email for communication.  

Voicemail is a good alternative way to provide for people to be able to contact you while you are traveling.  Some calling cards include free voicemail.  The international student ID card (ISIC), which you will get as a faculty member, comes with such a calling card.  (http://www.isiconnect.ekit.com/ekit/home/)  You can set up a voicemail account and distribute the contact number to students, friends, and family who might want to leave you messages while you travel.  People can even send emails that you can retrieve by voicemail.  It is cheap and easy to use.  

VI. c.  Managing expenses and reimbursement:
Fortunately, you will not have to pay for trip expenses out of your own pocket and wait for the university to reimburse you.  Instead, prior to departing on your SAP, the university will cut you a check for all the surplus money in your SAP budget that you budgeted for meals, admission tickets, guides, train travel, and the like that could not be paid in advance through the OIP credit card or by wire transfer.  At the end of the trip, you’ll have to return any unused funds to FAU.   Those funds will in turn be deposited into an account for that particular SAP and will be available the next time the SAP is offered.  

Be advised that this money is all you will have – if you go over budget, it will come out of your pocket.  Therefore it is very important that you manage your finances well while on the trip.  You may want to use a notebook, portable computer, or PDA to keep track of your expenses. (If using a notebook, it would be wise to pack a calculator).  Be sure to factor the exchange rate into your calculations.
For my trip, I brought a small notebook and calculator along.  At the top of the first page, I put the amount remaining in my budget (the money given to me by check).  Then I subtracted all expenses that I knew I would have to make later in the trip, such as the payments for guides and museum entrance fees.  At that point, I had a clear idea of how much money I had available for the rest of my expenses for the rest of the trip.  Each night, before I went to bed, I took out my wad of receipts from that day and subtracted the amount from the remaining total.  That way, at any given moment I had a pretty good idea how much money remained in my budget.  

If things go well, you will have more money in your budget than you anticipated.  In my case, I had a little extra money in the budget, so I used that money to pay for some side trips, museums, and group meals I hadn’t originally planned.  The students appreciated it, and it was fun.  

Be sure to get a receipt for everything. At the end of the trip, you will need to account for the money you spent.  It will help you later if you make small notations on the receipts indicating the general category of the expense (meal, group meal, guide, travel, admission, etc.).  You might also want to circle the total amount, cross out expenses that will not be reimbursed, and perhaps also write the date clearly at the top.  All these things will help save time when you have to account for your expenditures later.  Note that OIP has receipt books for you to take with you in case you are in a situation where you cannot get a receipt. Those receipt books are for special cases only and will need to have your signature and the person providing the service/products signature. Each receipt needs to be dated and have the amount you were charged. This could be used for tips for example. OIP will have a mandatory reconciliation meeting for all new SAP leaders, and a shorter version for those repeat faculty leaders. 
If you will give honorariums, pay for guest lecturers or speakers, the OIP has a form that you can use to keep these organized.
When you return to FAU, you will need to turn all your receipts into the OIP within 30 days. Cash advances become taxable after 30 days if they have not been reconciled. Be sure that you give OIP a minimum of 1 week to go through your account. If you give your reconciliation to OIP the day they are due it will not be possible to process them and get them to the Controllers Office on time. It would be helpful if you tabulated them some way, such as via an Excel spreadsheet, and clearly identified each category of expense.  Also, make sure you make a photocopy of everything for your records.    
NOTE: That some expenses are not allowed, such as alcohol, gym memberships, diapers, manicures, etc. There is no list currently of items that are or are not allowed, so any expense that you are not sure about should be addressed to the OIP office. OIP will contact the Controllers Office to verify whether a particular expense will be allowed. 
VI. d. Foreign currency:

When you travel abroad you will of course have to pay for things in a foreign currency.  You need to make sure you take into account currency conversion when you plan your budget, when you keep track of expenses on the road, and when you submit your receipts at the end of your trip.

As far as paying in foreign currency goes, there are several options:  traveler’s checks, cash, credit cards, or debit cards.  I’ve heard all kinds of different advice about which option is the best.  Many guidebooks and friends insist that it is preferable to pay by credit card, but this may actually be a bad idea.  Today, most credit card companies charge “foreign currency transaction fees.”  These fees are often as high as three percent!  That is money wasted.  

Traveler’s checks are also popular, because you are protected in the event your checks are lost or stolen.  In my view, however, they are too much of a pain to be worth it.  You have to search for places that will cash them while you are abroad, and often such places hold inconvenient hours.  (Try cashing a traveler’s check in Europe on a Sunday!)  

My personal opinion is that you would be better off paying primarily with cash.  Of course it is unwise to travel with thousands of dollars on hand.   Instead, withdraw some money every couple of days from a money machine (ATM).  Often you can get a good exchange rate from an ATM and usually you are just charged a small flat fee ($5-7) for use of the ATM.  Still, you should call your bank and find out if they have any charges for using foreign ATMs and be sure to include it in your budget.  OIP has a suggestion on handling money via Bank Atlantic that will be very attractive to faculty leaders.
Before you depart, you should also tell your banks and credit card companies that you are traveling abroad, so that they will not suspend your account because of “suspicious activities.”  It is also a good idea to exchange a little money in the US before you leave so that you arrive with some usable cash on hand.  You probably don’t want to exchange too much money in the US; however, as often American banks will charge you a higher exchange rate than foreign banks.  

Regardless of how you deal with the currency issue, you would be well suited to check guidebooks and seek advice from friends and colleagues who have traveled to your destination.

VII: SAMPLE DOCUMENTS
VII. a.  Sample SAP Proposal

FLORIDA ATLANTIC UNIVERSITY

OFFICE OF INTERNATIONAL PROGRAMS

STUDY ABROAD PROGRAMS

PROPOSAL

SAP:   Germany (including France-Belgium-Netherlands)

Program Leader:  


Osgood 


Kenneth 

Zxxxxxx
_____________________________________________________________________

Last name


First name

Z Number 

kosgood@fau.edu




xxxxxxx
______________________________________________________________________________

Email address





Passport number 

xxx  Street 

xxxxxxx


FL

xxxxx

561.xxxxxxx
Home address


City


State

Zip code
Phone number 

Arts and Letters

History

Assistant Prof.

561.297.2816

College



Department

Rank



Phone number 

Brief Description of Trip: Include dates of departure and return, destinations, duration of intended stay, and reasons for offering this SAP: 

In this course, we will study the end of WWII in Europe by traveling to battlefields, museums, and other sites pertaining to WWII in Germany, France, Belgium, and the Netherlands.  It will be a six week course during Summer A, 2006.  We will spend 3 of those weeks in Florida, and 3 of them in Europe.  This will be a unique opportunity to study the history of WWII by exploring the terrain, and to study the construction of historical memory by critically examining how different nationalities commemorate the war.

Course Information: Describe the requirements, academic terms, and credit hours for each course you plan to offer in this SAP.

World War II (WOH 4244), Summer A, 2006

See syllabus attached 

Projected Number of Travelers: ______20___________

Signature: ______________________________________
Date:_____________________

Program Leader 

Signature:_______________________________________
Date:_____________________ Department Chair 

Signature:_____________________________________
Date:_____________________ 

Dean of College 

Signature:_______________________________________
Date:_____________________     

Director International Programs 

Signature:_______________________________________
Date: _____________________

Dean of Undergraduate Studies

Signature:______________________________________
Date:_____________________ 
Provost & Chief Academic Officer

VII. b. Sample budget for inclusion with SAP proposal

FLORIDA ATLANTIC UNIVERSITY

OFFICE OF INTERNATIONAL PROGRAMS

STUDY ABROAD PROGRAMS

BUDGET 
Exchange rate being used: ________1.50_____
Group Expenses:

Host institution charges



$__________________ (Lump sum


Guest lecturer fees



$__700.00___________ expenses to


Local coordinator



$__________________

be spread


Assistant program leader


$__________________     over all



Local transportation



$__________________ students)


Admissions charges



$__________________ 

Travel leader stipend (if “off-budget”)

$__________________  Travel leader airfare



$___800.00__________  Travel leader lodging



$__________________  Travel leader meals



$__1300.00__________

Teaching Assistant Stipend


$___500.00__________

Other travel leader expenses


$__________________ (Specify: e.g. cell phone, Florida travel)

$___150.00__________   Other group expenses (specify)


$__________________ 

Sub-total: Group expenses

A. 
$__3450.00__________

Projected Number of Students (be conservative)


B.
_____15____________
DO NOT include tuition when pricing the SAP

Per Student Expenses:

Group expenses per student

A/B=
$____230.00_________ 
(Per student


Airfare





$____800.00_________ expenses that


Lodging




$___2625.00*________       are included


Included meals




$__________________         in the program


Application fee/International student ID

$____100.00_________

fee)



Auxiliary Overhead (6.54%)


$____245.58_________ 

Total Program Fee Per Student:





$___4000.58_________ 

Note: not all items above need to be included in the program fee. They can be left out from above and listed below. 

Additional items:

Minimum number of credits of registration
_________3_________
In-state tuition 




 





(No. credits x in-state cost per credit ($112.23)) 
$_____336.69________
Out-of-state tuition





(No. credits x cost per credit ($546.69))

$____1640.07________

Airfare (per student)



$__________________

Lodging (per student)



$__________________

Meals (per student)



$__________________ 

Other:_______________________________
$__________________
*(Note: that the land tour rate includes travel leader lodging, most admission charges, ground transportation, and 4 dinners. If we get 20 students, we will reduce the rate.)
VII. c. Sample itinerary for inclusion with SAP proposal


FLORIDA ATLANTIC UNIVERSITY

OFFICE OF INTERNATIONAL PROGRAMS

STUDY ABROAD PROGRAMS

ITINERARY

Departure date: 5/18/06
Airport: Miami


Airline: LTU

Arrival date and location: Munich, 5/19/06


Airport transfer by: metro

REPEAT THE FOLLOWING AS OFTEN AS NEEDED: 

Date: estimated time of arrival and lodging. Phone/Fax/Email/ of Lodging

City: Munich


Country: Germany


# of days in this location: 4

Beginning date:  5/19/06
Ending date:  5/23/06

Method of travel: air/train

Hotel Germania, Schwanthaler Strasse 28, Munich, Bavaria D-80336, Germany

Phone 089/59-04-60     Fax 089/59-11-71   Web site www.hotel-germania-muenchen.de

City: Cologne
 

Country: Germany
 

# of days in this location: 4

Beginning date: 5/23/06
Ending date: 5/27/06

Method of travel: bus

Mercure Hotel Cologne West, Horbellerstr 1, D-50858 Cologne 40 (Marsdorf)

Tel : (+49) 2234/5140; Fax : (+49) 2234/514106; E-mail : H0705@accor.com

City: Hurtgenwald
 

Country: Germany

# of days in this location: 2

Beginning date: 5/27/06

Ending date: 5/29/06
Method of travel: bus

Hotel Talschenke, Simonskall 1, DEU-52393 Hürtgenwald-Simonskall

Tel. +49 (0) 2429/7153; Fax +49 (0) 2429/2063

City: Thionville


Country: France

# of days in this location: 4

Beginning date: 5/29/06

Ending date: 6/2/06

Method of travel: bus

Best Western Hotel St Hubert, 2 Rue Georges-Ditsch, Thionville, FR-57100

Phone: 33 3 82518422       Fax: 33 3 82539961  

City: Bastogne


Country: Belgium

# of days in this location: 2

Beginning date: 6/2/06

Ending date: 6/3/06

Method of travel: bus

Best Western Hotel Melba, 49-51 Avenue Mathieu Bastogne, B-6600, BE  

Phone: 32 (0)61 217778       Fax: 32 (0)61 215568  

City: Nijmegen


Country: Netherlands
# of days in this location: 4

Beginning date: 6/4/06

Ending date: 6/8/06

Method of travel: bus

Mercure Hotel, Stationsplein 29, 6512 AB NIJMEGEN

Tel : (+31)24/3238888; Fax : (+31)24/3242090;  E-mail : H1356@accor.com

City: Dusseldorf


Country: Germany

# of days in this location: 1

Beginning date:6/8/06

Ending date: 6/9/06

Method of travel: bus

Mercure Hotel, Am Stresemannplatz 1, 40210 DUESSELDORF

Tel : (+49)211/35540, Fax : (+49)211/354120, E-mail : h5373@accor.com

Return date: 6/9/06
Airport: Dusseldorf 

Airline: LTU

Arrival date and location: Miami 6/9/06


Airport transfer by:  car 

VII. d. Sample Pre-departure orientation outline for SAP proposal
PRE-DEPARTURE ORIENTATION OUTLINE

Orientation Leaders:

Dr. Stephen Engle, Chair, Department of History

Dr. Kenneth Osgood, Program Leader

To prepare students for travel, we will hold at least two meetings to discuss the following topics:

· Appropriate attire

· Appropriate behavior and language, travel rules

· Accommodations, meals, tipping

· Communications with family, FAU

· Contingency plans & emergency procedures

· Itinerary and destinations

· Local customs and courtesies

· Budgeting

· Course requirements and expectations 

· Safety and security

· Other topics as needed

VII. e.  Sample contingency plan for SAP proposal
FLORIDA ATLANTIC UNIVERSITY

OFFICE OF INTERNATIONAL PROGRAMS

STUDY ABROAD PROGRAMS

CONTINGENCY PLAN

Study Abroad in Germany, Belgium, France and Netherlands

Dr. Kenneth Osgood, Program Leader & Professor of Record

Introduction

While it is impossible to plan for all contingencies involving a Study Abroad Program (SAP), emergency procedures must be established and followed. These procedures allow us to react in a responsible and levelheaded way when emergencies do arise. We need to be able to provide, in a consistent and predictable way, for the safety of all participants.  We also need to take reasonable and prudent measures to limit FAU’s legal liabilities.  All measures are taken to provide a safe environment for the students while they are in Germany, France, Belgium and the Netherlands; however, there may be instances when unforeseen emergency arises.  

Code of Conduct

Students must obey the rules and regulations of the host country, host institution and respect the code of conduct as stipulated in the FAU Student Handbook, http://www.fau.edu/student/dean/pdfs/studenthandbook.pdf.  Mature behavior and respect of the host country is expected as it relates to the host countries social customs.  Students should be aware that the laws regarding drugs, alcohol consumption, and sexual conduct are different in Germany, France, Belgium and the Netherlands than they are in the United States.  It is the Program Leader’s policy to follow the laws as sanctioned by the US while abroad.  When in doubt follow the laws, as you know them in the US.  This is for your protection.  The misuse of drugs and alcohol can result in dismissal from the SAP without refund. Student will be responsible for his or her return flight home, including any penalty costs due to date change. 

For specific information regarding the laws as they relate to drug consumption: http://www.drugpolicy.org/global/drugpolicyby/
Students participating in a SAP should expect to follow the rules and regulations as they are stipulated in the FAU Student Handbook while in Germany, France, Belgium and the Netherlands They should familiarize themselves with the drug policy, misuse of alcohol and sexual harassment so as to avoid dismissal from program.  Students who leave the SAP because of misconduct will not earn the university credits if travel is terminated early.  It is the financial responsibility of the student to cover any costs incurred if travel must be altered or terminated early due to student misconduct. 

6C5-7.007 Disruptive Conduct

 

Faculty, students, administrative staff, and employees who intentionally act to impair, interfere with, or obstruct the mission, purposes, order, academic atmosphere, operations, processes, and functions of Florida Atlantic University shall be subject to appropriate disciplinary action by University authorities for disruptive conduct, as set forth in 6C5-7.006, 6C5-4.008, F. A. C. and applicable collective bargaining agreements.

6C5-5.012 Sexual Harassment


Sexual Harassment is a form of employee or student misconduct which undermines the integrity of the working or learning relationship. All members of the University community are entitled to study and work in an atmosphere free from any form of sexual harassment. Therefore, it is a violation of this rule for any employee or student to engage in conduct constituting sexual harassment. It is also a violation of this rule to retaliate against anyone who complains of sexual harassment or who participates in a proceeding related to a sexual harassment complaint. 

Students should familiarize themselves with the definition of harassment as stated on http://www.fau.edu/divdept/equalop/sex_har.htm.

Registering at US Embassy

The Program Leader will register all participants in the SAP at the US Embassy in Germany, France, Belgium and the Netherlands upon their arrival (http://www.embusa.es/indexbis.html).  The Program Leader encourages family members to keep abreast of the political climate of Germany, France, Belgium and the Netherlands by reading http://travel.state.gov/. 

The American Citizen Services (ACS) Unit is located at: 

Munich:

U.S. Consulate General Munich

Königinstraße 5

80539 München 

Federal Republic of Germany 

Tel: +49-89-2888-0

Fax: +49-89-280-9998

E-mail:ConsMunich@state.gov

Düsseldorf (closest to Cologne):

U.S. Consulate General Düsseldorf

Consular Section/American Citizen Services

Willi - Becker - Allee 10

40227 Düsseldorf

Tel.: (0211) 788 - 8927

After hours: (030) 8305-0.

France:

The Consulate General in Strasbourg 

15 Avenue d'Alsace, 67082 Strasbourg

tel. 011-33-3-88-35-31-04 (in France) 03-88-35-31-04; 

fax 011-33-3-88-24-06-95.

After hours (call consulate in Paris): 01 43 12 22 22.

Belgium:

Embassy of the United States of America

American Citizens Unit

Boulevard du Régent/Regentlaan 25, B- 1000 Brussels

(+32) (0)2 508 2196

Fax: (32-2) 513-0409

uscitizenbrussels@state.gov
After hours: (+32) (0)2 508 21 11

Netherlands:

U.S. Consulate Amsterdam

Museumplein 19

1071 DJ Amsterdam

tel: 020-575 5309 

Fax: 020-575 5330 

E-mail: ConsularAmster@state.gov 

After hours: 070-310 2209  or 070-310-9499.

For emergency assistance after hours, call the after hours numbers listed and ask to speak to the duty officer.

The American Citizen Services Unit handles a wide variety of services. The unit issues emergency passports, processes passport applications, provides notary services, voting information, and documents births and deaths of Americans in Germany, France, Belgium and the Netherlands. It also assists travelers in distress. For example, in acquiring funds from home, in arranging for medical care, or in assisting Americans who are arrested or incarcerated in Germany, France, Belgium and the Netherlands (http://www.embusa.es/cons/services.html).

Passport copies

Students should make copies of his or her passport (photo page) to leave with: a) family member in the US, b) the FAU Office of International Programs, c) the Program Leader and d) one for the student.  It is recommended that students carry the copy of the passport 24/7.  

Access to Program Leader
The Program Leader will carry a cell phone to have access to students 24 hours a day, 7 days a week during the SAP.  This cell phone number will be emailed to FAU officials, students and their guardians or spouses prior to their departure or within 24 hours of arrival.  Students must inform the Program Leader, his or her roommate and a buddy (who is not traveling with the student) when they take a trip that is not part of the SAP.  Additionally, students and the Program Leader should establish a buddy system where one student knows another student’s daily activities.  This is a precautionary measure and in no way is to be construed as a violation of privacy.  

In the event of an emergency, the chain of command while in Germany, France, Belgium and the Netherlands is as follows:

· Dr. Kenneth Osgood (students will have 24/7 access to him via a cell phone with a German phone number at: 49-xxxxxxxx); email kosgood@fau.edu.  

· Roommate (if any)

· A buddy, other than your roommate
· Office of International Programs at (561) 297-3282 during regular office hours or at (561) 716-7218 after hours. 
What is an emergency? 

An emergency is any circumstance that poses a genuine risk to, or that has already disturbed the safety and well-being of program participants. Emergencies will include, though not be confined to, the following types of events and incidents: 

· Disappearance or kidnapping of a participant 

· Criminal assaults against program participants  

· Sexual assault or rape 

· Serious illness, physical or emotional, injury or death 

· Hospitalization for any reason 

· Arrest, incarceration, or deportation 

· Terrorist threat or attack 

· Political crisis (local, national, international) 

· Natural disasters such as earthquakes, fires, floods, hurricanes, etc.

Once the situation has been assessed and stabilized, the Program Leader (along with the host institution if available) will contact the student(s) involved and the FAU representative in the US, who in turn will notify the parents, guardians or responsible contact person for the participant(s) when this is warranted.

In the event that the Program Leader is incapacitated, the host institution, if available, will inform the FAU campus representative and accompanying family member.  Students should continue his or her daily routine.  The host institution will replace the Program Leader until she is able to resume her responsibilities.  In the event of death (Program Leader’s or family member), the host institution if available (in consultation with FAU who will pay for substitute) will find a qualified (PhD) teacher to resume teaching and directorship responsibilities.   

The SAP in Germany, France, Belgium and the Netherlands will only be cancelled if the country is under threat of war.  

Insurance

While the SAP fee includes tourist health insurance and medical evacuation insurance covered by the ISIC card insurance, in the event of a major accident this coverage may not be sufficient. Review your ISIC policy to see what is not covered. Students are encouraged to contact their home insurance office to see what coverage their policy offers them while they are abroad.  Personal liability insurance is not provided.  Participants should check to see if his or her homeowner’s insurance covers him or her while overseas.  Students who take laptops and expensive camera equipment abroad are advised to make sure that it is covered under their homeowner’s policy.

Emergency action while at the international program site 

http://www.travelcuts.com/usa/html/idcards/isicinsurance.html
The Program Leader, or representative, will need to do one or more of the following depending on the particular type of emergency. 

· Ensure safety of participant(s).

· Contact U.S. Embassy for support. 

· Contact FAU officials:

1. For emergencies that occur AFTER HOURS, call the OIP staff person on-call at 561-716-7218.
2. Tania R. Tucker-Kraus

Coordinator, Office of International Programs

Phone: 561-297-3227 or -2580; Fax: 561-297-2850

Email:   trtucker@fau.edu
777 Glades Road, SU 106

Boca Raton, FL 33431-0991

 

3. Dr. Cathy Meschievitz

Director, Office of International Programs

Phone: 561-297-1039 or -2580; Fax: 561-297-2850

Email:   cmeschie@fau.edu 

777 Glades Road, SU 106

Boca Raton, FL 33431-0991 

4. Dean of Undergraduate Studies (561-297-0567)

5. University Provost (561-297-2011)

6.
Contact host institution, if available, in the event that Program Leader is incapacitated.

Previous medical condition

Students should advise the Program Leader and FAU representative of any medical condition that requires medication.  This information will be kept confidential, but is essential for the Program Leader to make sound decisions on behalf of the participant(s). Any medications should be taken with the participant’s carry-on luggage and should not be packed in his or her luggage.

VII. f. Sample syllabus
World War II in Europe:

Study Abroad Course Syllabus

WOH 4244 / # 13326

Instructor: Dr. Kenneth Osgood

Office: HU 151

Phone:  (561) 297-2816                                   

Email:  kosgood@fau.edu
Instructor’s Web Site: http://www.fau.edu/~kosgood
About the Course: 

This Study Abroad course will allow you to experience the history of World War II by exploring through some of the most historic sites in Germany, France, Belgium and the Netherlands.  You will visit important battlefields and bunkers, historic beer halls and Nazi party rally grounds, the Maginot Line and the Siegfied Line, the Dachau concentration camp and the headquarters of the anti-Nazi resistance movement, and other places of cultural and historic significance.    

Grading Criteria:

25% pre-departure group oral presentation

25% participation and discussion

50% final exam

Course Themes:

· The origins of the war, and how the experience of WWI affected the ways military strategists and political leaders planned for the next war in Europe, a subject we will explore especially by looking at two key sites in France: 

· the Verdun battlefield from WWI, the site of a ghastly trench warfare battle with nearly a million casualties; 

· and the Fort du Hackenberg, a massive fort build by the French after WWI as part of the Maginot line, intended to defend the French frontier against another German invasion

· The rise of the Nazi Party to power in Germany, a subject we will explore while visiting sites in Munich & Nuremberg.

· The Holocaust and Nazi terror, a subject we will explore by visiting Dachau, the first German concentration camp.

· How people in Germany and in occupied countries resisted Nazi rule and occupation – a theme we will explore by looking at the White Rose museum (a student resistance group in Munich) and, in the Netherlands, the National War and Resistance Museum.

· How different countries and different places “remember” and commemorate the history of the war years.  While visiting various museums in different countries that pertain to the war, we will discuss how those places interpret that past for their visitors.  What do they emphasize, downplay, omit, celebrate, commemorate, etc? How do those different commemorations and interpretations reflect particular national myths about the war?  

· Military tactical and strategic dimensions of the closing days of World War II.  We will examine the grand strategy that lay behind key campaigns and by looking at the tactical experience “on the ground”.  We will do this by looking at three very different battlefields which had three very different objectives and outcomes:  

· the Huertgen forest battlefield, the site of a ferocious (and many would say pointless) battle that claimed as many lives as the entire Vietnam War; 

· the Operation Market Garden battlefield in Arnhem and Nijmegen, the site of a bold but failed military operation to end the war quickly by launching a daring strike for Berlin, this campaign was dramatized in the famous book and film, A Bridge Too Far; 

· and the Battle of the Bulge battlefield in Bastogne and surrounding areas, the site of a surprise German counteroffensive and one of the most important battles of the war

Final Exam:

Half of your course grade will be based on a final exam administered at the end of trip, in Nijmegen.  This exam will be an open-note exam, featuring short-answer questions and short-essay questions.  Everything covered in the course – from day 1 until the end – will be fair-game for the exam.  Every historical site we visit and every subject we discuss – whether at a historical site or at a beer hall – will be fair game for the exam.  Every presentation you hear – whether by me, a tour guide, or one of your peers – will be fair-game for the exam.  You are encouraged to keep a notebook with you at all times, and to take numerous notes to help you on the final exam.

Participation and Discussion:

A quarter of your course grade will be based on participation and discussion during the trip.  This includes your oral contributions to both formal and informal discussions.  It also includes your overall conduct on the trip.  In evaluating your participation, I will ask such questions as the following.  Were you on time and prepared?  Do you pay attention?  Did you take the course matter seriously?  Do you engage speakers and guides with thoughtful questions?  Did you engage the instructor, the students, and the guides in thoughtful conversation about issues pertaining to the course? 

Pre-Departure Group Oral Presentation

A quarter of your course grade will be based on a group research project and oral presentation.  Working in pairs of two – you and your assigned roommate – you will prepare an oral presentation on one of the subjects assigned to you below. Your presentation should be 20 minutes long.  Think of it as a “lecture” to your peers on the subject.

Your presentation should include the following elements: 

· Your presentation must use PowerPoint

· Your PowerPoint presentation must include graphics, photos, and maps

· Your presentation should include a video clip, if appropriate.  Consult the list below and contact me for advice and suggestions. 

· Your presentation should be based on at least two books, as well as Internet sources.  One of those books can be a general overview (i.e. a history of WWII); one should be a specific study on the subject at hand.

The content requirements for your presentations are as follows:

1.  Introduction:  

· Begin your presentation with a short introduction/overview that states what your key points are:  what does your presentation focus on?  What does it “argue”?  What will the other students need to know to understand your topic?  It should be a short summary of the issue at hand.

2.  Background /Historical Context:  

· You should assume your fellow students are intelligent and educated, but probably uninformed about your topic.  Thus, you should go into your topic by providing them with background information that will help them understand the topic at hand.

3. Detailed presentation of topic:  

· Here you should make a detailed presentation and analysis of your topic.

· You should explain not just what happened, but why it mattered.

· You may also include a short video clip here.

· For those of you doing battle & campaigns; maps are essential.

4.  Tourist Info:  What things should be look for when we go to look at historical sites pertaining to your topic?

5.  Sources:  You should “footnote” your presentation by providing a slide at the event that identifies what sources you consulted when researching your presentation.

Evaluation of Presentations:

Essentially, your presentations will “test” your ability to research a complex topic, analyze historical information, and present that information clearly, comprehensively, and comprehensibly.  You will be graded on the accuracy of information you present and the clarity with which you present it.  You should organize your presentations very carefully and thoughtfully.  You should strive to present enough information to be helpful, but not too much information so that your listeners get lost.  You should also work on making your presentations fun and lively – please do not bore your audience (me or your fellow students!)  And, I can’t stress this strongly enough:  practice, practice, practice before you actually present. Don’t make the in-class presentation your first time going through the material; that is a recipe for failure!

Subjects:

1. Battle of Verdun & trench warfare during WWI 

· Caroline Froc & Nicole Nijamkin
· What was the experience of trench warfare during World War I (Great War)?  How did the battle of Verdun reflect that experience?  How did the experience of fighting in trench warfare in WWI affect military planning for WWII?

2.  The White Rose resistance group (Weisse Rose)

· Nicole Gasperic & Anne Warshaw

· Who comprised the White Rose (Weisse Rose)?  How did they organize resistance to the Nazis? What did their movement reveal about the strength or limits of totalitarianism in Germany?

3.  Dachau Concentration Camp

· Alycia Hart & Megan Moulos

· What was the Dachau concentration camp?  When, why, and how was it established?  How was it similar to and different from other concentration camps?  How has the camp been remembered after the war?

4.  Maginot Line & Siegfried Line (aka Westwall)

· Alan Pena and Rene Meigs

· What were the purposes of these two lines of fortifications?  How were they constructed?  What did they consist of?  How effective were they?  How did they affect military strategy?

5.  Operation Market Garden (OMG -- Eindhoven, Nijmegen, & Arnhem)

· Michael Himebaugh and Joseph Obucina

· What did this campaign seek to accomplish?  How successful was it?  Why?  What problems faced military planners and units in implementing this campaign?  How did ordinary soldiers experience this battle?  What controversies exist about OMG?

6.  Battle of Huertgen forest 

· Greg Lefkin and Camilo Velez

· What did this campaign seek to accomplish?  How successful was it?  Why?  What problems faced military planners and units in implementing this campaign?  How did ordinary soldiers experience this battle?  What controversies exist about this battle?  

7.  Battle of the Bulge (Ardennes) – overview

· Thomas Moffet and David Scheidecker

· This should be a general overview of the Battle of the Bulge.  What did German military planners seek to accomplish?  How successful was it?  Why?  How did Allies forces respond?  What problems faced military planners and units in implementing this campaign?  How did ordinary soldiers experience this battle?  What controversies exist about this battle?  What were some of the highlights of this battle?  Note that other students will cover the specific case of the city of Bastogne in this battle.

8.  Battle of the Bulge  (Ardennes) -- Bastogne case study

· Nicole Sousa and Virginia Seidel

· This should be a more detailed look at the particular role played by the city of Bastogne in the Battle of the Bulge campaign.  What happened at Bastogne?  Why did the fate of Bastogne matter?  What did the Bastogne campaign suggest about the relative strengths and weaknesses of the German and Allied forces?

Some suggested general references:

Stephen Ambrose, Citizen Soldiers: The U.S. Army from the Normandy Beaches to the Bulge to the Surrender of Germany, June 7, 1944-May 7, 1945(good source for all military campaigns and battles, particularly good on experiences of ordinary American soldiers)
Stephen Ambrose, Band of Brothers: Band of Brothers: E Company, 506th Regiment, 101st Airborne from Normandy to Hitler's Eagle's Nest (good source for Bastogne and Market Garden, particularly good on experiences of ordinary American soldiers in E Company)
Gerhard Weinberg, A World at Arms: A Global History of World War II (good source for all military campaigns and battles)

Max Hastings, Armageddon: The Battle for Germany, 1944-45 (good source for all military campaigns and battles)

Robert Sterling Rush, Hell in the Hurtgen Forest: The Ordeal and Triumph of an American Infantry Regimen (focuses on Hurtgen forest campaign)t
Cornelius Ryan, A Bridge Too Far (about Operation Market Garden)

Harold Marcuse, Legacies of Dachau: The Uses and Abuses of a Concentration Camp, 1933-2001  

Inge Scholl, The White Rose Munich 1942-1943 (discusses how Dachau has lived on in global memory)
Trevor Nevitt Dupuy, Hitler's Last Gamble: The Battle of the Bulge, December 1944-January 1945  (Hitler’s strategy for the Bulge)
Charles MacDonald, A Time for Trumpets: The Untold Story of the Battle of the Bulge  (military history of the Bulge)

Charles Whiting, The Battle of Hurtgen Forest  (military history of Hurtgen forest)

Michael S. Neiberg, Fighting the Great War: A Global History  (World War I)

Alistair Horne, The Price of Glory; Verdun 1916.  (World War I)

J. E.Kaufmann, The Maginot Line: None Shall Pass  (French strategy and Maginot line)

Peter R. Mansoor, The GI offensive in Europe : the triumph of American infantry divisions, 1941-1945  (good source for US perspective on military campaigns and battles)

Charles Whiting, Siegfried: The Nazis' last stand  (German strategy and Siegfried line)

Williamson Murray and Allan R. Millett, A War to be Won: Fighting the Second World War (good source for all military campaigns and battles)

Suggested Films (some of these are held by FAU, others can be found or are owned by me):

Battle of the Bulge

Die weisse Rose The White Rose (Jupiter, Media   PN1997 .W4252 1983)

A Bridge Too Far (Operation Market Garden, Jupiter, Media   PN1997 .B743 2005)

Memory of the Camps (holocaust, Dachau, Boca Raton, Media Center   VH 2248)

Kristallnacht the journey from 1938 to 1988 (holocaust, Dachau, Boca Raton, Media Center VH 2249)

Battle for the Bulge a documentary account of the last German offensive in the Second World War (Boca Raton, Media Center   VH 6677) 

Band of Brothers (HBO series by Spielberg, episode “Replacements” covers Market Garden; episodes “Bastogne” and “Breaking Point” cover the Bulge; and Market Garden)
Saving Private Ryan (Boca Raton, Media Center   VH 6848-6849)

Triumph des Willens das Dokument vom Reichsparteitag 1934 (Boca Raton, Media Center   VH 2703) [“Triumph of the Will” -- propaganda video of Hitler’s Nuremberg rallies]

When Trumpets Fade (Hurtgen forest)

All Quiet on the Western Front (WWI)

Schedule:

Monday, May 15 (AH 105):

12:30-2:00  Guest lecture on rise of Hitler by Dr. Patricia Kollander 

2:15-4:00  Overview lecture: A short history of WWII in Europe

Tuesday May 16 (AH 105):

12:30 – 4:00 Presentations (in order listed above); Review of travel itinerary 

May 18:   Depart from Miami to Munich!  

Meet at LTU terminal at Miami International Airport no later than 2:45 p.m.
VII. g. Sample handout for pre-departure orientation
PRE-DEPARTURE ORIENTATION HANDOUT

PROGRAM INFORMATION

Course:

WOH 4244 World War II (3 credits)

Grades

Students will receive a letter grade for their course at the completion of the program. No incomplete grades will be issued.  After your grades have posted students may request an unofficial transcript for free or an official transcript for $5.00.  If a student has an outstanding balance grades will not be changed or released until the balance is paid in full.  

Registration

The Office of International Programs (OIP) will check that all students are registered for WOH 4244. Any student not registered for the course will be registered at that time.  Students must notify the OIP if any changes are made to their schedules, failure to do so may result in the students being held fee liable for dropped courses or subject to a $100.00 late add/drop fee by the university if any changes are made after the published deadlines.

Financial Aid

Students who already receive financial aid may be eligible to receive financial aid for their Study Abroad Program.  Students requesting financial aid must notify the OIP, so that a memo can be written to the financial aid office disclosing all costs and expenses for their Study Abroad Program.  Students should have requested this memo on their application, anyone that left the financial aid section blank and now needs financial aid should visit the OIP immediately. Students receiving financial aid and planning to use it for their study abroad trip should bring the OIP a copy of their award letter so arrangements can be made to collect fees prior to departure.  

Financial Aid Disbursements

In order for financial aid to disburse money you need to sign your financial aid papers and promissory notes.  Financial aid will begin disbursing money after the last day of registration each semester.  Stafford loan disbursements are mailed to the student.  Pell grant funds are mailed in accordance with the above policy beginning the fourth week of each summer session and are calculated on the number of credits the student is enrolled in for that particular session.  Plus loan funds are mailed to the student’s parents beginning the fourth week of classes.  If you have any questions please call Delshannon Sherrod at (561) 297-2557 or e-mail her at dsherrod@fau.edu. 

Please note that financial aid disburses in two disbursements. Half in summer A and half in summer B. You will need to budget yourself accordingly.

Refund Policy

The deadline has passed to receive refunds for this trip. Refunds are not available.

TRAVEL INFORMATION

Flight information

May 18

Depart Miami at 5:15 p.m. on LTU Flight 921

Arrive Munich on May 19 at 8:55 a.m. 

June 9

Depart Duesseldorf at 11:05 a.m. on LTU Flight 900

Arrive Miami on June 9 at 3:10 p.m.

You will need to arrive 3 hours prior to your departure in order to clear security and check in. Upon returning to the US, you should expect to need some extra time to clear customs.  Do consider the likely possibility that traffic will slow down your trip to the Miami airport – leave plenty early.  Also, be advised that it takes much longer to board international flights than domestic ones (especially in Miami) and that international departures close their gates at least 30 minutes in advance!

Do not forget your passport!

Itinerary Overview

5/18 – 5/22
Munich, Germany

5/23 – 5/26
Cologne, Germany

5/27 – 5/28
Hurtgenwald, Germany

5/29 – 6/1
Metz, France

6/2 – 6/3
Bastogne, Belgium

6/4 – 6/7
Nijmegen, Netherlands

6/8 – 6/9
Dusseldorf, Germany

Housing

Students will be housed double occupancy in hotels during their stay in Europe. The hotel information is as follows:

May 19 – May 23: Munich, Germany

Hotel Daniel

Sonnenstra. 5

D-80331 Munich

Germany

089-548240

089-553420 Fax

www.daniel-hotels.com
May 23 – May 27: Cologne, Germany

Hotel Mercure West

Horbeller Str. 1

D-50858 Cologne,

Germany

2234-5140

2234-514106 Fax

www.mercure.com
May 27 – May 29: Aachen, Germany

Hotel Novotel Europaplatz

AM Europaplatz

D-52068 Acchen

Germany

241-16870

241-163911 Fax

www.novotel.com
May 29 – June 2: Metz, France

Hotel Moderne

1 Rue Lafayette

F-57000 Metz

France

038-766-5733

038-755-9859 Fax

www.france-hotel-online.com
June 2 – June 4: Bastogne, Belgium

Best Western Hotel Melba

Avenue Mathieu 49-51

B-6600 Bastogne

Belgium

061-21-7778

061-21-5568 Fax

http://travel.yahoo.com
June 4 – June 8: Nijmegen, Netherlands

Hotel Bastion Nijmegen

Neerboscheweg 614

NL – 6544 NL Nijmegen

Netherlands

024-3730100

030-2671615 Fax

www.accorhotels.com
June 8 – June 9: Dusseldorf, Germany

Hotel NH Eden

Adersstrasse 29-31

D-40215 Dusseldorf

Germany

0211-38970

0211-3897771 Fax

www.nh-hotels.com
Roommates:

You have been assigned a roommate for all your hotels.  Do your best to be considerate and respectful of your roommate’s needs.  

J.J. 

M.J.

S.T

L.R.

M.T. 

J.B.

T.T.

D.W.

C.M.

L.S.

K.Y

S.B.

A.R.

D.F.

L.L.

N.S.
Expected Behavior:

You are adults and you will be treated like adults on this trip.  You are responsible for caring for your own needs, for acting legally and responsibly, and for being on time.  

While traveling abroad, you will be expected to follow both the laws of the country you are in and all US laws as well.  Anyone breaking a US or foreign law may be sent home with no refund.  Be especially advised that drug use will not be tolerated.  Do not transport or use any drugs that are illegal in the US.  Your family, and not the program leader or FAU, will be responsible for bailing you out if you are arrested for breaking the law on this trip.

Please also show respect for the countries and cultures we will encounter.  Don’t be the “ugly American” – be respectful, polite, and courteous.  Take an interest in foreign customs, languages, foods, and drinks.  Don’t be ridiculously loud or shout out profanity.  As they used to say in the 1950s, you are an ambassador for your country: act like it.  Be friendly and make new friends!  

Late Policy:

On many days, we will be on a tight travel schedule and it is absolutely vital that you know when we are departing and that you arrive at the pre-arranged meeting location at least 10 minutes early.  If you are late, we will leave you behind.  You will be on your own to reconnect with the group.  That means if we have a bus that is leaving for a new city, and you are not there on time and are left behind, you will have to arrange your own transportation to reconnect with the group.  

Meals

Breakfast is included in the program fee.  You are on your own for most lunches and dinner, but there may be some group dinners if funding allows.  We recommend budgeting $12-14 for lunch and $14-16 for dinner – although there will be cheaper alternatives for meals available in most places. It is always a good idea to find out where the locals are eating and to stay away from trendy or establishments catering to a US or foreign clientele.  As part of your study abroad experience involves experiencing the traditions of other cultures, we encourage you to try as much of the local cuisine as you can.   When eating out, be advised that service (tipping) is usually included at European restaurants.  Always review your receipt to see if the tip has been included. If not you can round up to the next euro and that will be fine.
Luggage and Packing

Make sure your luggage has tags that have your contact information clearly written on it.  You may also wish to tie some kind of distinctive ribbon or brightly-colored tag on your luggage to help you identify it at the airport.  Do not lock your suitcases – security no longer allows this!  

You should really make a strenuous effort to travel light, so your suitcases do not become a burden.  We will be traveling from place to place frequently, and many European hotels do not have elevators.  You must be able to carry your own bags without the aid of a luggage cart.  Never pack essential documents, money, medicine, etc. in your checked luggage.  Put them in your carry-on bag.  

When packing, place more emphasis on essentials like socks, underwear, and clean T-shirts than on multiple changes of “fashionable outfits.”   Pack sensibly.  We will be doing a lot of walking and hiking, and no formal events are scheduled.   There is no avoiding it: you will be tired of your clothes by the end of the trip.  But you will find that hauling enormous amounts of luggage around to be far more cumbersome and annoying than wearing the same pair of jeans repeatedly.  Plus, there will be free days when you will have time to do laundry at a local Laundromat. Also, if you plan to buy gifts or souvenirs this will add to the weight. You cannot leave items on the bus. 

Things to pack:  

· sensible shoes appropriate for extended walks and hikes (no more than two pair). Sandals and flip flops will not be practical. 

· lots of socks and underwear  

· the weather may be chilly and rainy at times, and some of the underground bunkers we will visit will be quite chilly (50 degrees).  Plan on packing clothes that can be layered for warmth; so instead of a big bulky jacket, pack a long-sleeve T-shirt, sweatshirt, and waterproof windbreaker

· jeans or pants, shorts

· compact travel umbrella

· sunglasses

· baseball caps not recommended (screams American, but also protects bald heads!)

· extra copy of passport carried separately

· travel alarm clock  (your cell phone will not be reliable for this)

· suggest a backpack for our daytrips, purses not pratical/safe

· consider carrying your money in a “money belt” instead of wallet

· medications and copies of prescriptions; be aware that many of the OTC meds in US are different than those in Europe, so if you regularly use certain meds, you may wish to bring some with you.  Consider bringing vitamins, allergy meds, pepto, immodium, Tylenol, etc.

· bottled water for plane – suggest drinking bottled water throughout trip

· extra batteries for camera, film (these will be available, but they will be expensive in Europe)

· notebook and pens

· cereal bars, power bars, or other high energy portable snack for hiking

Things not to bring: ANYTHING pointed (nail files, scissors, knives!, nail clippers, pen knives on keychains, etc). Lighters, matches, valuables, expensive jewelry.  Electronics – don’t waste your money on chargers and converters; they often don’t work.  You are better off not bringing a hairdryer.  Some hotels may have them available, and it would be better to go without or buy an inexpensive one there. If you wish to bring something that requires a converter, Radio Shack does a decent job at recommending one, also you can call customer support for the equipment maker for recommendations or they may have their own converter available for purchase.
Dealing With Jet Lag:

The long flight and time change will make you extremely tired when you arrive in Europe, but if you act sensibly you can minimize the impact of jet lag.  Most importantly, try to sleep as much as you can on the flight from Miami to Munich.  You may wish to consider taking a sleep aid (like Tylenol PM) to help you sleep, and you may wish to consider packing a travel mask to shut out the light and earplugs.  It is also important that you drink a lot of water and juice on the flight over.  Do not drink excessive amounts of alcohol on the flight (no more than 1 drink) as alcohol greatly exacerbates the impact of jet lag and you will be truly miserable when you arrive.  Once you are in Europe, try to get on the local time schedule as best you can.  Force yourself to stay awake the entire first day (but allow yourself to go to bed early at 7 or 8).  Eat on the local schedule.  Remember, we will have three weeks to have fun and enjoy ourselves – don’t make the first couple of days even more uncomfortable; act smart to minimize jet lag.

Keeping in Touch with Family and Friends on the Road:

Consider purchasing in advance a phone card that allows you to call home (and encourage your family to purchase a card that will allow them to call your hotel room.)  We recommend checking www.nobel.com  which is very cheap!  Because of the time change, you may also want to consider setting up advance times for your family members to call you at your hotel.  Be advised that you will not be allowed to make phone calls from your hotel rooms – even to toll free numbers – as hotels charge very high fees to make these calls.  Some pay phones will charge a small fee to connect to even a toll free number.

We cannot guarantee you regular access to email, although many of the cities we are traveling to will have Internet cafes that you can use for a small fee (typically $2-3).  Be advised that some of the smaller towns, like Bastogne, will probably not have internet service as readily or affordably available.  

Your International Student Identity card came with a phone card that allows you to set up free voicemail that you can check while you are traveling.  See www.myISIC.com/connect for details.  You can also use this as a phone card to make international calls.  Be advised that you can get much better rates by purchasing phone cards at kiosks or convenient stores in each country we will visit.  If you have friends or relatives who will call you from the US, you can get cheap phone cards from www.nobel.com. 
Electrical Appliances

Europe does not use the same electric current that we do in the US. It will be necessary for you to bring an adaptor for hairdryers, curling irons, etc.  Be advised that you need not only an adaptor that allows you to physically plug in your device, you also need one that converts the electrical current.  Be advised that often these adaptors do not work very well.  Therefore, we don’t recommend that you pack hairdryers, curling irons, etc.  

Spending Money

Be sure to allocate money for incidental expenses, entertainment, vacations and travel.  Carry traveler’s checks -- personal checks are really not feasible.  We recommend that you budget $450.00 in spending money for the three weeks.  Do not, however, bring this in cash.

Carry only small amounts of cash.  We suggest no more than 50.00 Euro.  Once lost or stolen, it cannot be replaced.  It is a good idea to obtain a small amount of foreign currency before departure to use for buses, taxis, phone calls, tips, etc.  We suggest 20-30 Euros.  Also, keep some small change because you may need it to se the public bathrooms.  U.S. banks carry some foreign currencies or will order it for you (it usually takes 3-5 days).  You can change also your money at the airport before departure.

If for any reason your family or friends plan to send you money during your stay in Germany they should send a teller’s check or an international money order, but there may be a commission charged by the bank for cashing the check.  Keep in mind the amount of time it will take for the check or money order to get to Europe and the fact that you will be moving around a lot.  Major credit cards are accepted everywhere.  MasterCard and Visa are preferred.  

Credit cards are very useful not only for shopping and traveling, but for obtaining emergency cash.  Guard your cards as securely as your cash.  The quickest way to obtain money in Europe from the U.S. is with an ATM card.  Dollars are converted into Euros at the daily rate upon withdrawal.  ATMs linked to the CIRRUS network would be preferable because there are 90,000 CIRRUS network cash machines located around the world.  Be advised that most ATM cards and credit cards charge a transaction fee for changing currency – some of them as high as 3%.  We recommend you call your credit card company to find out what their foreign currency transaction fees are.  Generally speaking, it will be more convenient to use credit cards but more cost effective to bring travelers checks in Euros.  

How to Exchange Money 

The key to successful money exchange is advance planning.  Try to anticipate how much money you will need for a particular country.  It is costly to covert to a new currency because each time you covert, you pay commission fees.  Exchange only as much money as you will need for your stay.  You can exchange money at banks, American Express offices, airports, railroad stations, large hotels, tourist information centers and travel agencies.  Banks, airports and train stations offer the best rate.  Avoid changing money at tourist shops; you will get a poor exchange rate.  You will need to shop around for currency rates because different banks have different exchange rates and commission fees.  Remember you will need your passport with you as identification every time you exchange money.  Commissions run about 1% of the amount you are exchanging.

If you would like to know what the exchange rate is before you leave, you can check the following website: www.oanda.com  That website has a “cheat sheet”, a conversion table that can be printed and used to convert from Euros to U.S. dollars.  Do not forget to take a calculator with you, it comes in handy.  

International Student Identity Card

You must have an International Student Identity Card (ISIC) to go on this trip.  It provides minimal insurance coverage, an emergency help line, discounts on travel and attractions, phone card service, etc.  The application form for the card was in your application packet, if you did not fill it out, please do so and return it to the office with your picture.  The ISIC card will be available within 1 week.  A passport-sized picture is required. This card does not cost you extra.  It is included in your fees and covers you for the required repatriation and evacuation insurance. If you lose your card and need to replace it, the cost is $25.

Passport

In order to travel to Europe you must have a valid passport.  Please make sure that you obtain or renew your passport in plenty of time.  In order to renew or obtain a passport you need to fill out a passport application that can be obtained at your local post office or the county courthouse.  You can also download the passport application from the web at the following address http://travel.state.gov  To get a passport it should take about 10 to 12 weeks or if you would like to get it sooner, you could pay an extra charge to get it within 2 weeks.  

Before you leave your house for the airport, check and double-check to make sure you have your passport on your person.  Also, it is wise to make a photocopy of your passport and keep it in a separate location from your official passport and leave one with your family or trusted friend.
Visas

Citizens from the European Union do not need a visa and can enter Europe with an identification card or a passport and can stay as long as they want.  Citizens from the U.S. do not need a visa and can stay up to 90 days upon arrival with a valid passport.  If the student is a citizen of another country please contact the German Consulate in Miami for advice. Their website is http://www.germany-info.org/relaunch/welcome/welcome.html. Do not wait to get your visa, do this well in advance.
Safety

Your orientation packet includes a contingency plan in the event of an emergency. You should take this plan with you to Europe. For additional safety information you can visit the state department’s website at http://travel.state.gov/wwc1.html.

Emergency Contact Information

In the event of an emergency, you and or your family can leave a voicemail message for Dr. Osgood that he can receive in Europe.  He will check the voicemail every evening.

To leave a message, follow these instructions:

1.  Dial the access number for the country you are dialing from:

From the United States: 1-888-579-0208

From Germany:  0800-182-7643

From France: 0805-113-721

From Belgium: 0800-49943

From Netherlands:  0800-020-3235

From Luxembourg: 800-22026

2.  Press * then 2

3.  Enter my account number: xxxxxxxxxxxx
4. Leave a message
5. Share this with family
VII. h. Sample final itinerary for students and program leader
FINAL ITINERARY

For Germany-France-Belgium-Netherlands Trip

Note:

Bring this itinerary with you.  
It clearly states when you are expected to be at each departure point on the trip.  
(And, remember our late policy: If you’re not there, you’re on your own!)

Don’t forget to bring:

Passport

International student ID card

Plane tickets

A copy of this itinerary

Emergency Contact Information card

Photocopy of passport

EMERGENCY CONTACT INFORMATION

Kenneth Osgood’s Cell Phone (local German number): 

· (+49) 163 89 08 836

· (If that does no work, try: (+49) 163 82 15 297

· From the US: add “011” 

Messages for Kenneth Osgood:

In the event of an emergency, you and or your family can leave a voicemail message for Dr. Osgood that he can receive in Europe.  He will check the voicemail every evening.

To leave a message, follow these instructions:

· Dial the access number for the country you are dialing from:

· From the United States: 1-888-579-0208

· From Germany:  0800-182-7643

· From France: 0805-113-721

· From Belgium: 0800-49943

· From Netherlands:  0800-020-3235

· From Luxembourg: 800-22026

· Press * then 2

· Enter my account number: 7211150807033

· Leave a message
FAU EMERGENCY CONTACTS:
Office of International Programs at (561) 297-3282 / 2580 during regular office hours.
Office of International Programs at (561) 716-7218 after hours. 
Dean of Undergraduate Studies (561-297-0567)

University Provost (561-297-2011)

Zella Lynn, History Dept. Secretary (561-297-3840)

TRAVEL AGENT ASSISTANCE

In Germany: 
· Country Code = ++49                          
· T: (++411) 325 2261                          
· After Hours All:   (++411) 325 2261       

In France:

· Country Code = ++33

· After Hours 1     T: 01 - 4285 6163

· After Hours Alt    ++411 - 325
In Belgium/Netherlands:

· Country Code = ++31

· After Hours 1   T: (0)20 - 679 2154

· After Hours Alt ++41 44 - 325 2261        

AMERICAN CONSULATES ABROAD:

The American Citizen Services (ACS) Unit is located at: 

Munich:

U.S. Consulate General Munich

Königinstraße 5

80539 München 

Federal Republic of Germany 

Tel: +49-89-2888-0

Fax: +49-89-280-9998

E-mail:ConsMunich@state.gov

Düsseldorf (closest to Cologne):

U.S. Consulate General Düsseldorf

Consular Section/American Citizen Services

Willi - Becker - Allee 10

40227 Düsseldorf

Tel.: (0211) 788 - 8927

After hours: (030) 8305-0.

France:

The Consulate General in Strasbourg 

15 Avenue d'Alsace, 67082 Strasbourg

tel. 011-33-3-88-35-31-04 (in France) 03-88-35-31-04; 

fax 011-33-3-88-24-06-95.

After hours (call consulate in Paris): 01 43 12 22 22.

Belgium:

Embassy of the United States of America

American Citizens Unit

Boulevard du Régent/Regentlaan 25, B- 1000 Brussels

(+32) (0)2 508 2196

Fax: (32-2) 513-0409

uscitizenbrussels@state.gov
After hours: (+32) (0)2 508 21 11

Netherlands:

U.S. Consulate Amsterdam

Museumplein 19

1071 DJ Amsterdam

tel: 020-575 5309 

Fax: 020-575 5330 

E-mail: ConsularAmster@state.gov 

After hours: 070-310 2209  or 070-310-9499.

For emergency assistance after hours, call the after hours numbers listed and ask to speak to the duty officer.

FINAL ITINERARY

Overview of Itinerary

5/18 – 5/22
Munich, Germany

5/23 – 5/26
Cologne, Germany

5/27 – 5/28
Aachen, Germany

5/29 – 6/1
Metz, France

6/2 – 6/3
Bastogne, Belgium

6/4 – 6/7
Nijmegen, Netherlands

6/8 – 6/9
Düsseldorf, Germany

Flight information

May 18:

Depart Miami at 5:15 p.m. on LTU Flight 921

Arrive Munich on May 19 at 8:55 a.m. 

June 9:

Depart Düsseldorf at 11:05 a.m. on LTU Flight 900

Arrive Miami on June 9 at 3:10 p.m.

Time Zone  All of the countries we are visiting are 6 hours ahead.  (ex. 8am in Boca Raton=2 pm in Germany)

Roommates:

You have been assigned a roommate for all your hotels.  Do your best to be considerate and respectful of your roommate’s needs.  

	J.J 
&
M.J. 
	S.T. 
&
L.R. 

	M.T.     &
J.B. 
	T.T. 
&
D.W.

	C.M.     &
L.S.
	K.Y. 
&
S.B.

	A.R.     &
D.F.
	L.L. 
&
N.S.


Housing

Students will be housed double occupancy in hotels during their stay in Europe. The hotel information is as follows:

May 19 - May 23: Munich, Germany

Hotel Daniel

Sonnenstra. 5

D-80331 Munich

Germany

089-548240

From US: 011-49-89-548240

089-553420 Fax

www.daniel-hotels.com
May 23 – May 27: Cologne, Germany

Hotel Mercure West

Horbeller Str. 1

D-50858 Cologne,

Germany

2234-5140

From US: 011-49-2234-5140

2234-514106 Fax

www.mercure.com
May 27 – May 29: Aachen, Germany

Hotel Novotel Europaplatz

AM Europaplatz

D-52068 Aachen

Germany

241-16870

From US: 011-49-241-16870

241-163911 Fax

www.novotel.com
May 29 – June 2: Metz, France

Hotel Moderne

1 Rue Lafayette

F-57000 Metz

France

038-766-5733

From US: 011-33-38-766-5733

038-755-9859 Fax

www.france-hotel-online.com
June 2 – June 4: Bastogne, Belgium

Best Western Hotel Melba

Avenue Mathieu 49-51

B-6600 Bastogne

Belgium

061-21-7778

From US: 011-32-61-21-7778

061-21-5568 Fax

http://travel.yahoo.com
June 4 – June 8: Nijmegen, Netherlands

Hotel Bastion Nijmegen

Neerboscheweg 614

NL – 6544 NL Nijmegen

Netherlands

024-3730100

From US: 011-34-24-3730100

030-2671615 Fax

www.accorhotels.com
June 8 – June 9: Düsseldorf, Germany

Hotel NH Eden

Adersstrasse 29-31

D-40215 Düsseldorf

Germany

0211-38970

From US: 011-49-211-38970

0211-3897771 Fax

www.nh-hotels.com
Detailed Itinerary 

May 18 (Thurs):  Miami – depart for Munich, Germany

· Meet at 215pm

· All students meet at LTU terminal at Miami International Airport at 2:15 p.m. for check-in.

· Depart Miami at 5:15 p.m. on LTU Flight 921

May 19 (Fri):  Munich, Germany – arrive 

· Arrive Munich on May 19 at 8:55 a.m. 

· All students not on group flight must be present in Munich on this day

· Local assistant will meet group, arrange transport to hotel, and assist with check-in

· Guide will hold sign saying “Florida Atlantic University”

· Guide is Borio Michael; phone = 49 0173 700 4633

· Coach company is VBM-Busreisen Gmbh; phone = 49 89 9699 7160

· Check-in to Hotel Daniel; phone = 49 089 548240

· Balance of day is free day for exploring

· Note: If you are not on group flight, you should arrange your own transportation from the airport to the hotel.

May 20 (Sat):  Munich, Germany – Nazi party & WWII sites

· Meet at 845am; Depart 9:00 am

· Guide will meet us in Hotel lobby

· Coach for ½ day is VBM-Busreisen Gmbh; phone = 49 89 9699 7160

· Bürgerbräukeller Plaque on Rosenheimer Platz [beer hall putsch; site of failed Hitler assassination in 1939]

· Odeonsplatz/Felderrnhalle [Field Marshal’s hall -- beer hall putsch]

· Führerbrau/Munich agreement site [12 Arcistrasse]

· Schellingstrasse 50-62 [bldg #50: Nazi party HQ]

· 54 Sterneckerstrasse [1st worker’s party HQ]
· Denkstatte Weisse Rose [White Rose Museum]
· Group dinner at Schelling Salon 
May 21 (Sun):  Munich, Germany – Dachau excursion

· Meet at 10:00am

· Day trip to Dachau [site of first Nazi concentration camp] 

· Train/bus to Dachau (20 mins)

· View short video at Dachau (20 mins)

· Guided tour of Dachau (2.5 hours)

· Evening – group dinner (set menu) at Hofbrauhaus (meet at hotel -- time TBA)
May 22 (Mon):   Munich, Germany 
· Meet at 930 am 
· Optional day trip to Neuschwanstein castle (pack hiking boots)
May 23 (Tues): Travel – Munich to Cologne, Germany 

· Meet at 845 am; Depart at 9:00 am

· Morning travel to Cologne via chartered Motor coach (5 hrs, 575 km) 
· Coach company = VBM-Busreisen Gmbh; phone = 49 89 9699 7160

· Stop for lunch in Nuremberg, Germany 11:30 am

· See Nazi Party rally grounds; Zeppelin field

· Check in to Hotel Mercure West: phone = 49 2234 5140

May 24 (Wed): Cologne, Germany – Roman & Medieval tour

· Meet at 830 am

· Guided city tour of Roman and Medieval Cologne, by Karl-Heinz Heineke

· Guide phone = Office: 0221 - 9371 – 2058; cell phone: 0160 6274083

· Excursion via chartered coach

· 900am briefing at German Army Training and Doctrine Command HQ (in Germany - Heeresamt) [Address= Bruehler Str. 300; 50968 Cologne]

· Museum for Roman & German Antiquities

· Ubier Monument

· Lunch at the Malzmuehle Brauhaus

· Town Museum

· Walk downtown and see various historic sites including the cathedral and Roman North Gate

· Praetorium -- Former seat of the Roman Governor

· Fortress No X or the Roman fortress

· Evening/ twilight: Visit the pictoresque old medieval town of Zons just north of Cologne

May 25 (Thurs): Cologne, Germany – Remagen 

· Meet at 900am

· Day trip to Remagen (45 mins, 54 km)

· Friedensmuseum Brücke von Remagen [Remagen Peace Bridge Museum]

· Remagen German POW Camp Site/Black Madonna Memorial

· Kriegsgräberstätte [German Military Cemetery]

· Possibly Siegfried line sites along the way

May 26 (Fri): Cologne, Germany – Free Day

· Free day

May 27 (Sat): Aachen – travel and local sites

· Meet at 10am; Depart at 10:15am

· Morning travel via coach to Aachen (1 hr, 72 km)

· Check-in to Hotel Novotel Europaplatz: phone = 49 241 1687 0

· Visit “Pfalzkapelle” [location of Charlemagnes’ coronation; closed for mass 1130-1230] 

· Grabenring [Old Town area]

· Perhaps tour Sigfried Line “Dragon Teeth” in Schmidhof

· Meet at 6:00pm; for Group Dinner at hotel (set menu)

May 28 (Sun): Aachen – Hurtgen Forest day trip

· Meet at 845am; Depart at 900am

· Morning travel by coach to Vossenack (near Hurtgenwald, 45mins, 41 km) 

· 1000am briefing at Vossenack museum, led by guide, SM Berni Henkelmann (phone = 02429-3380)

· Explore Hurtgen Forest battle sites and hike 2km Kall trail with guide

· Along Kall trail; Lunch at Mestrenger-Mill 

· Coach will pick us up at end of trail, at Kommerscheidt

· Visit war cemetery at Vossenack

· Greyhound-Memorial

· Medical Cunker at Simonskall

· Tour ends around 500pm; return to Aachen

May 29 (Mon):  Travel – Aachen to Metz, France 

· Meet at 845am; Depart at 900am

· Morning travel by coach to Metz (3 hrs, 272 km) 

· Stop in Irrel to tour  Westwallmuseum Panzerwerk Katzenkopf [Catshead Westwall Bunker Museum]. approx 11 am 

· Museum phone = (49 06525-492)

· Check-in to Hotel Moderne; phone = 33 0387665733

· Rest of day is free

May 30 (Tues): Metz, France – Verdun day trip

· Meet at 900am; depart at 915am

· Morning travel to Verdun (WWI) battlefield (1 hr, 81 km) 

· Meet guide at Verdun tourist office; phone = 33 03 29 84 18 85

· Guide will have sign, “Florida Atlantic University”

· Local guide will take us to Verdun sites – 2.5 hour tour
· Walk through trenches at St. Mihiel (bring hiking boots!)
May 31 (Wed): Metz, France – Free day

· Free day

· Suggested day trip to Luxembourg City (35 min via train, 63 km)

June 1 (Thurs): Metz, France – Fort du Hackenberg excursion

· Meet at 900am; depart at 915am

· Morning travel to Veckring for Fort du Hackenberg tour (30 mins, 42 km) 

· Guided tour of museum 2-2.5 hr at 10:00

· Phone at Hackenberg = 33 03 82 82 30 08

· Maginot line sites – bring a sweater

June 2 (Fri): Bastogne, Belgium – travel & Bulge battle sites

· Meet at 845am; depart at 900am

· Morning travel to Bastogne (1.5 hrs, 147 km) 

· Check-in to Best Western Hotel Melba; phone = 32 612 17 778

· Meet guide at hotel for short briefing

· Guide= Henri Mignon [Tel. +32 (0) 61 21 35 02; Mob: +32 (0) 473 59 24 95]

· Presentation of the town on the MacAuliffe Square

· St-Peter’s church (in connection with “Band of Brothers”)

· the Bastogne Historical Centre (war museum) and the Mardasson (American Memorial)

· the Peace Woods: trees planted in honour of the American veterans

· the monument to the “Easy Company” and their “foxholes”

· new monument marking the place where there was a temporary American military cemetery after the Battle

· the German cemetery

· the bison’s farm with a small monument in honour of the native Americans

· the fort Boguess, place where the encirclement of the town was broken

· the Patton monument

· if enough time, Clervaux , a nice small town in Grand-Duchy of Luxembourg

June 3 (Sat): Bastogne, Belgium

· Meet at 845am

· Battle of the Bulge tour via coach led by Henri Mignon –  via coach 

· Morning briefing in hotel

· Picnic lunch at the Siegfried Line (West Wall); bring a lunch!
· Houffalize: place of the junction of the 1st and 3rd US Armies during the counter-attack in January 45, a German Panzer tank

· A memorial to the 82d Airborne Division

· Saint-Vith

· Wereth: the only memorial to some Afro-Americans who were massacred by the Germans because they were black

· Memorials to the 2d, 99th, 1st, 30th, 82d divisions

· Baugnez-Malmedy: place of the massacre of American prisoners by the “Kampfgruppe Peiper”

· Lunch in a department store in Malmedy

· LaGleize-Stoumont, where Peiper was definitively stoped, a German King Tiger tank

· If enough time, a quick trip to Laroche, very lovely small town liberated simultaneously by the British and the Americans

June 4 (Sun): Nijmegen, Netherlands – travel 

· Meet at 915am; depart at 930am

· Morning travel via coach to Nijmegen (3 hrs, 249 km) – depart 9:00 am

· Check in to Hotel Bastion Nijmegen

· Balance of day is free

June 5 (Mon): Nijmegen, Netherlands – Overloon day trip

· Meet at 915am; depart at 930am

· Morning travel to Overloon (30 mins, 41 km) 

· Guided tour of National Oorlogs-en-Verzetsmueum (National War and Resistance Museum)

· Museum phone = 31 0478 641 250

· Meet guide at 1000am

· Balance of day is free

June 6 (Tues): Nijmegen, Netherlands – Market Garden sites

· Meet at 900am

· Tour of WWII (Operation Market Garden) sites in Nijmegen and Arnhem led by SM Berni Henkelmann 

· SM Berni Henkelmann (phone = 02429-3380)

· the Landing-Zone west of Wolfhetze

· followed by a visit of Hotel Hartenstein(Airborne-Museum) 

· Arnhem: Eusebius Church observation tower

· Arnhem: John Frost Bridge/Airbprneplein

· South-side of the River at Driel

· Nijmegen Bridge where a Battalion of the 82nd AD grossed the River to take the Bridge

June 7 (Wed): Nijmegen, Netherlands – Final Exam

· Morning final exam, place and time TBA

· Farewell dinner, place and time TBA

June 8 (Thurs): Travel Nijmegen to Düsseldorf, Germany 
· Meet at 900am; depart at 915am

· Morning travel to Düsseldorf (1 hr 20 mins, 122 km) 

· Check in to Hotel NH Eden

· Balance of day is at your leisure

June 9 (Fri): Travel – Return to Miami

· Meet at 715am; depart at 730am

· Local assistant will take group to airport 

· Traco tours will do airport transfer; phone=  0049(0)6152-976900                               

· Coach = Vbm-Busreisen Gmbh; Phone=  +49 89 9699 7160  

· Depart Düsseldorf at 11:05 a.m. on LTU Flight 900

· Arrive Miami on June 9 at 3:10 p.m.

Emergency Contact Information

**  Cut out card below and put in your wallet:

	Dr. Osgood’s mobile numbers for Germany:

(49) xxxx]
Office of International Programs M-F, 8-5 (561-297-3282)
AFTER HOURS, call the OIP staff person on-call at 561-716-7218

Voicemail:  Dial access number below for country; then press *2; then enter my account number: xxxxx.

From U.S.: 1-888-579-0208    From Germany:  0800-182-7643

From France: 0805-113-721   From Belgium: 0800-49943

From Netherlands:  0800-020-3235

From Luxembourg: 800-22026
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