
TRAVEL EMBEDDED COURSES
PROCESS OVERVIEW for FACULTY

Professor designs 
trip as part of 

class (may collab 
with 3rd party 

travel provider)

Professor drafts a 
budget using 

school-provided 
template

Professor obtains 
course approval*

Professor 
finalizes travel 
plan/budget. 

Office of Global 
Safety and/or 3rd 

party provider

Professor 
conducts 
pre-trip 

meetings 
with 

students

Professor 
distributes 

travel 
guide

Professor markets 
course to students;  
advises students to 

contact Financial Aid

Professor finalizes 
travel arrangements 

and safety plans (works 
with OGS/travel 

provider if applicable)

Green marketing 
is a practice

Course Development Approval Process Course Steps Pre-Travel Prep

Professor obtains 
Dean’s office 
approval of 
budget/fees

Dean’s Office 
shares fee info 
given to other 

campus partners 

If course fee not 
approved, 

professor notified

Professor screens 
students, finalizes 

roster

Professor requests 
COA/POET from 

Financial Unit 
Manager

*If new course, go 
through appropriate 
School approvals. If 
adding travel to existing 
course, get Chair 
approval.

Fee info sent to 
Provost for approval 
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