STUDY ABROAD GUIDELINES

Name of Traveler: 						Trip Destination: 			

PAYMENTS:
· $100 deposit is non-refundable and non-transferable for each study abroad trip.  Deposit money will not be transferred from one trip to another.  If you decide to change trips the $100 deposit is non-refundable and non-transferrable; therefore, you will be required to pay an additional $100 deposit for each trip.

· All outstanding amounts due must be paid no later than 30 days before departure – no exceptions. If not, your trip participation is subject to cancellation and refund based on the refund policy.

· Payment deadlines are generally as follows, unless indicated otherwise:
90 days before trip departure date	$2,000
60 days before trip departure date	$1,500
30 days before trip departure date	BALANCE

· Checks/money orders are made payable to: 
· USC UPSTATE

· Payments can be mailed or delivered to:
· USC UPSTATE 
Center for International Studies 
800 University Way, CLC 202 
Spartanburg, SC  29303

· All payments should include your name and the trip name on the payment.

· The Center for International Studies (CIS) cannot accept credit card payments.

· Receipts will be given at time of payment.  If payment is mailed, your receipt will be mailed to you – be sure you include your mailing address.


REFUNDS:
· $100 initial trip deposit is non-refundable.  (This deposit may be in addition to any deposit required from third party trip providers.) 
· If you are eligible for a refund the request must be made in writing and include your name, social security number (required by financial office), address to mail your check, and a reason why you need the refund.  
· If any payments including your airline ticket, travel insurance, or program cost invoices have already been paid by the CIS these amounts will be deducted prior to any balance being refunded per the schedule below.
· Refunds are pro-rated and based on the following schedule:

	· 180-90 days before trip departure date
	100%

	· 89-60 days before trip departure date
	80%

	· 59-30 days before trip departure date
	50%

	· 29-01 days before trip departures
	20%



· No refunds will be considered for any reason on or after the departure date. 
· Refunds can take eight (8) weeks to process.
· No reduction or refund will be made for services not used by the student and no substitutions will be allowed for services not used.  Services cannot be transferred to another person.


PASSPORTS and VISA:
· In order to purchase airline tickets a copy of your passport is required – we will need a legible copy.  Feel free to stop by with your passport and we will gladly make the copy.
· If you do not have a passport, you should apply for one immediately.
· It is the responsibility of each student to obtain a passport and/or visa as may be required for study/travel abroad purposes.  Full responsibility for obtaining appropriate travel documents on a timely basis and for all related costs resides with the student/traveler.


REQUIRED DOCUMENTS:
	You will receive a packet of documents to be completed, signed, and returned no later than 30 days prior to your departure.  These documents include:
· Passport – we will need a legible copy.  Feel free to stop by with your passport and we will gladly make the copy.
· Travel Insurance – required for all travelers. Students may purchase higher coverage through CIS.  The amounts generally included in program costs.  
· Medical Information 
· Code of Conduct 
· Waiver of Liability

These documents must be returned to the Center for International Studies.


By signing this document, I have read and agree to all items listed above and have received a copy for my records.
Dated: 					Signed: 						
Print Name: 					
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