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Post in Sharepoint upon
approval

A\ 4

SA meeting with associate
dean (and admin). Select
evaluation committee and
notify Purchasing of
committee members..

v

Department copies SA when
submitting final draft to
Purchasing prior to posting on

ESBD and Purchasing emails non-

disclosure forms to evaluation
committee members.

A\ 4

SA emails vendor, with copy
to department, to inform
who will be responsible for
what. Dept. and SA to be
copied on vendor
communication.

Provost’s office posts
contract in Sharepoint and
informs SA via email.

Department emails copy of
executed contract to SA.

Study Abroad Program Flowchart

No, revise
according
to IEC recs

‘/ START >

\ 4

Faculty has idea. Meet
with department chair
and SA office
15-18 months

Faculty/SA completes

CBA/DBA
12-15 months

approval/proposal form
and draft itinerary. Faculty
informs associate dean/

ept Chair, Dean,
IEC, Provost or
rovost designe

Dept. designates administrator
and informs SA. Admin creates
RFP/sole source request and
sends proposal to Purchasing for
bidding.(3 weeks; 4 weeks in

Yes

\ 4

Faculty, department,
SA develop payment
schedule SA posts to
Xenegrade
7 months

SA posts program on
website. SA/faculty
develop marketing plan
11 months

August)

11 months

weeks of receiving
bid(s)

Department notifies vendor
(copying SA) once proceed with
contract email issued by
Purchasing (two weeks)

9months

Department sends
contract to Provost’s
office for signature.
(One week). Provost’s
office sends to
Contracts.

Contracts sends contract to legal if
necessary. Obtains necessary signatures.
Contracts keeps original contract and
sends copy to department. Department
uploads contract behind requisition and
notifies Purchasing so they can process
purchase order. Dept. contacts Purchasing
to sign Receiver copy. (one month)
7-8 months

\ 4
SA/department
receive updates on
payments and
enrollment

A\ 4
Xenegrade

administrator
transfers money to
department to
makes payment

\ 4

Execute Program\
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