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Office of International Programs
Mission Statement: 

The Office of International Programs (OIP) at Texas A&M Commerce 

is dedicated on providing academic, cultural, professional enrichment for 

its students and faculty who have the opportunity to learn and teach 

overseas as an extension of their time at Texas A&M Commerce. OIP is 

a wing of Texas A&M Commerce and the US education system in a 

means of creating long lasting ties that benefit citizens around the world 

to advance research, innovation, and collaboration into the 21st century. 
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Partnerships

Study Abroad



Study Abroad Timeline

Freshman SeniorJuniorSophomore

Establish your 
International 
Interest on 

Campus

Join your first 
faculty led program, 

Develop your 
academic/professio

nal abilities.

Do a Semester 
Exchange 
Program

Do a program to be 
a capstone of your 

academic & 
professional time at 

TAMUC

*Graduate Students* Consult OIP to for guidance of how this can support your graduate studies goals.



The 10 Process

1 – Program Verification

2 – Safety and Security Assessment  

3 – Program Preparation

4 – Program Approval

5 - Program Application Deadline

6 – Student Selection Process

7 – Pre-Departure Checklist

8 – While in Country

9 – Post Program Evaluation

10 – Program Continuation



1 – Program Verification
When conducting a program within your department or office, programs 
will need to go through a verification process of getting approval by your 

academic or non-academic dean. With this process, OIP asks all 
programs to submit information to us in formation of marketing the 

program for the upcoming academic year.

Form to Submit

Initial Study Abroad Program Approval Form

https://dms.tamuc.edu/Forms/Faculty-Non-Academic-Prospective-International-Program


Initial Study Abroad Program 
Approval Form

• Program Details

• Application Materials

• Academic Details (For Academic Based Programs)

• Foreign Language

• Sources of Funding

• Program Leaders

• Approval Letter



Why this information Matters





#2 – Safety & Security Assessment
Based off the Program verification submission process, your intended 

countries/locations will be shared to Risk Management for assessment.

The Office of Risk Management is essential on approving the location(s) 
of your intended program on a safety and security standpoint. 

Form to Submit within Approval Process

Risk Assessment Form

https://dms.tamuc.edu/Forms/ETRA


#3 – Program Preparation
To-Do Checklist
• Export Control Screening

• International Traveler Questionnaire

• Itinerary / Budget Form / Grant & Additional 
Funding receipts 

• TrainTraq Transcripts of program leaders:
Safe Passage

Foreign Corrupt practices Act

Export Controls

*This information is associated 
with the requirements you’ll 
need to submit within the 

concur process.*

Program Preparation 
Materials Deadline

August 3, 2022

https://inside.tamuc.edu/research/compliance/Export-Controls/ITravelExportControlScreening.pdf
https://assets.system.tamus.edu/files/safety/doc/Questionnaire2017.pdf


Export Control 
Screening

When going overseas, you must 
consider how you would abide 
by Texas A&M system 
compliance on protecting 
intellectual properties and other 
physical essentials to your 
program overseas.



International Traveler Questionnaire

This document will be 
required if considering 

traveling into a extreme risk 
country.



Itinerary



Budget Form

• Costs associated with transportation, 
housing, food, and “other” broken down

• Provides vendor information per program

• Associates your itinerary with costs per 
location.

• Compiles Program Total costs

• Student Costs vs Leader/Faculty Costs



Budget Form 
(extended)

Confirms the necessary considerations 
on a day-to-day level when managing 
your program.

”Y” means you have considered the cost

“Blank” means no cost associated per 
that day of the trip

“Other” means an extracurricular or 
addition costs associated with the day is 
used here.



Budget Form 
(extended)

This is the one of the most essential 
components of your program to show 
your cost breakdown when it comes to 
developing your program.

Vendor Management is vital to the most 
cost effective program for our students.

OIP will work to assist your budget form 
when necessary to provide the best costs 
associated with your programs.



Budget Form 
(extended)

Vendor breakdowns like shown here will be 
vital on keeping the best prices available for 
our programs but also to create long-lasting 
relationships in creating competition when 
working with our international programs.

OIP will ask food to be accounted three 
times per day while overseas unless stated 
otherwise.

Other vendors can be any associated costs 
per the day to account for actual costs 
associated with each individual on the 
program.



Budget Form 
(extended)

Per your intended number of participants, 
you can see where the costs go.

Projected costs on example are not 
actual costs.

* = costs included in program budget 
evaluation but not part of the marketing 
cost of the program.



Grant & additional Funding Receipts
Additional Sources of Funding are accounted at the beginning of each program cycle.

Within the fiscal year, each program will go through a funding process in which we want to breakdown 
sources of funding and what items it will cover during the overseas program.

Each program developed, OIP in association with the faculty/non-academic program leadership will 
determine funding opportunities that can mitigate student and faculty costs.

Receipts or confirmation of transcripts of funding will need to be confirmed prior to the program marketing 
and approval phase.



TrainTraq Receipts for Program Leaders

Required Trainings

1. Safe Passage

2. Foreign Corrupt practices Act

3. Export Controls



#4 – Program 
Approval

Program Preparation Materials 
Deadline

August 3, 2022

By submitting this form, OIP will 
send all information to your dean 

in support of your program.

Submission Form
https://dms.tamuc.edu/Forms/Study-Abroad-Program-Approval-Form



Summer & Fall Programs
• Direct Exchange Application Deadline 

March 1, 2023
• Fall Program Scholarship Deadline

March 1, 2023
• Review Committee Deadline

March 15, 2023
• Student Admission Day

March 16, 2023
• Student Decision Deadline

March 31, 2023
• Payment deadline

May 3, 2023

Winter Break & Spring 
Programs

• Direct Exchange Application Deadline 
October 1, 2022 

• Program Scholarship Deadline
October 1, 2022

• Review Committee Deadline
October 13, 2022

• Student Admission Day
October 14, 2022

• Student Decision Deadline
October 31, 2022

• Payment deadline
December 10, 2022

Spring Break Programs
• Application Deadline 

January 1, 2022

• Program Scholarship Deadline
January 1, 2022

• Review Committee Deadline
January 14, 2022

• Student Admission Day
January 15, 2022

• Student Decision Deadline
January 31, 2023

• Payment deadline
March 7, 2023

Study Abroad 
Deadlines 
2022-2023

Program Preparation Materials 
Deadline

August 3, 2022

#5 – Program Marketing and Application Process



#5 – Program Marketing and Application Process (Extended)

Typical Application Materials

- Academic Transcript

- Cover Letter

- 1 Recommendation letter

- Passport 

- Scholarship Form

Departments with different intended Application deadline 

processes will communicate this information in the initial Study 

Abroad Program Approval Form in Step #1.



#6 – Student 
Selection Process

Study Abroad will send programs their applicant list and submission 
materials.
Acceptance of Program will need to be reviewed and completed for the 
intended program period (see step 5 for the dates)

Study Abroad will need from programs doing their independent application 
process:
• Student Acceptance list for program 

• CWID ID, Last Name, First Name, Student email, Academic year, 
Degree Program (if not already provided)

Upon Selection of attendees, OIP will give an acceptance letter for program 
and scholarship awards at the same time.
Students will need to confirm their acceptance of study abroad program.

This acceptance process may require students to pay an initial deposit 
for program confirmation in addition to their letter confirmation letter.



#6 – Student 
Selection Process

Acceptance Letter

Acceptance letters will look something 
like this which includes the stipulations 
students must consider when 
conducting a study abroad program.

When issuing acceptance letters, 
scholarship letters will be sent out at 
the same time.



#6 – Student Selection 
Process

The use of the TAMUC Marketplace will facilitate 
program specific payments for students.

• This would allow us to track and gather 
financial information in association with 
your program your initial deposit 
requirements..

• Students who receive scholarships will have 
a deductible via the scholarship portal in 
which they will subtract the total amount of 
the scholarship to the total cost of program.



#7 – Pre-Departure 
Checklist

Student 
Pre-Departure 

Checklist 

Faculty/Program Leader Checklist

Study Abroad 
Office Checklist  



#7 – Pre-Departure 
Checklist

Study Abroad Office Checklist  
• Finalized Financial documents/account information meeting 

program requirements in Step 3 from 
department/school/OIP/Student.

• Review all documents per Student and Faculty Program.
• Coordinate with Risk management office for pre-departure 

finalization.



#7 – Pre-Departure 
Checklist

• Acceptance Letter signed and sent to OIP & Program 
Leader

• Include initial deposit receipt (if required)
• Student Pre-Departure Checklist
• Financial Documents covering cost

Student documents must be submitted by the following 
dates:
Winter Break & Spring Programs – October 31, 2022
Summer & Fall Programs – March 31, 2023
Spring Break – January 31, 2023

Student Pre-Departure Checklist 



#7 – Pre-Departure 
Checklist

Student Pre-Departure Checklist 



#7 – Pre-Departure 
Checklist

Faculty/Program Leader Checklist
• Health Insurance Excel Spreadsheet Completed
• Concur Submission 
• Request for Foreign Travel Form

• Submissions must be submitted by no later than March 
31st, 2023

https://inside.tamuc.edu/facultystaffservices/travelOffice/documents/Foreign_Travel_Form_Checklist.pdf


#7 – Pre-Departure 
Checklist

The Concur Process with Foreign Travel



#7 – Pre-Departure 
Checklist

Faculty/Program Leader Checklist 
with this new process already 
accounts of most concur 
requirements associated with the 
foreign travel checklist by August 
of each program cycle.



#7 – Pre-Departure 
Checklist

Pre-Departure Mandatory Workshops
Leadership and Students will be required to attend a pre-
departure workshop with OIP and Risk Management prior to 
departure. This workshop will happen at the end of each 
semester, prior to departure, or a week before programs 
leaving during winter/spring break.

Brings the whole community / program community together!



#8 – While in Country
We ask all team leaders to have their phone and are always aware of their program members whereabouts. In 
addition to this we ask all team leaders to have the following materials with them in the case of an emergency:

• Their program list of persons with their contact information, Health insurance provider information, copy of 
each student’s health insurance card, and copy of their passport.

• The emergency contact and location list in means of an emergency
• Embassy
• Hospital
• Law Enforcement
• TAMUC Emergency individual

Any additional documentation required by the host country/community.
I.E. Program Members COVID information 

Information will be given in a packet at Pre-Departure Mandatory Meeting to faculty/program leaders. 



#9 – Post Program

All program leaders will need to do the following:

Program Evaluation Form

Budget expense report

Submission of Receipts to concur

Student Attendees will need to do the following:

Program Evaluation Form

Students with Grants/OIP Scholarships will need to 
do the following:

Fulfillment of promissory requirements.

https://dms.tamuc.edu/Forms/MQNUz
https://dms.tamuc.edu/Forms/Study-Abroad-Program-Evaluation


#10 – Program 
Continuation/ New 
Programs

When a faculty member/department/school wants to either 

create a new or continue their program for the next academic 

year, he/she can use past information as a means of going 

through the approval process.  When doing so, OIP will review 

program evaluation forms and will reconnect with the TAMUC 

community every year during the spring semester. 

The Office of International Programs will ask all 2023-2024 

program submission process to reconvene March 10, 2023 with 

a intended completion date of August 3rd, 2023. This will 

allow us to market programs prior to the start of the 2023-2024 

academic year and update our community on new 

information/materials for the next cycle.

Faculty/administrators will be instructed to attend our annual 

seminar workshop which will be held March 23, 2023.



Study Abroad
(903) 886-5098

Office Email
Studyabroad@tamuc.edu

tamucstudyabroad

mailto:Studyabroad@tamuc.edu

