
Appendix 1 – Field School Course Information Table 

Field School Proposal Course Information Checklist 

Course Name:                                                                                                                                                               

Course Number: Number of Credits: 

Instructor: 

Faculty: 

Location of Program: 

Minimum Number of Students: Maximum Number of Students: 

Dates:  

Frequency of Program Offering: 
Section 1 Course Delivery  

 Model (e.g. 1 week prior to departure + 3 weeks on-site)  

Method of evaluating students  

Course Materials  

If associated with a partner institution: 

 Courses and instruction offered at or by partner institution 

 Partner institution(s) contacts 

 Signed Memorandum of Understanding  

 

If using a third party service provider (e.g. tour company, transportation provider) 

 Completed “Sole Source” form 

 MRU Finance Approval 

 Detailed contract between the Tour Company and Mount Royal University on file. 

 

Section 2 Key Timelines   

 Program Development   

Fee Payments   

Program Implementation  

Program evaluation  
Section 3 Budget  

 Student costs (program fees vs. individual costs)  

Instructor costs  

Instructional costs covered by academic department   
Section 4  

 
Program Logistics  

 

 

On-site support services  

Assistants  

Accommodation  

Meals  

Local and connecting transportation  

Course delivery location(s)  

Detailed itinerary  

Dates of Travel  

Supplementary activities – excursions, events, etc.  
Section 5 Pre-Departure Requirements   

 Participant selection criteria, pre-requisites, etc.  

Pre- Travel Authorization  

Completed student registration  

Health and travel medical issues  

Safety and security issues (DFAIT Travel Advisory)  

Risk and Liability Documentation and Assessment   

Pre-departure orientation and group meetings  
Section 6 

 
Reporting  

 Final Reports  

Student evaluations  



Appendix 2 – Field School Budget Template 

International Field School Program Budget 

Academic Department and Faculty:       

Program Title: 

Academic Course(s): 

Course(s) CRN:  Number of Credits:  
Program Dates:  

Program Departure Date:  Program Conclusion Date:  
Total Number of Program Days:  
Pre-departure Orientation Date:  

Minimum # of Participants:  Maximum # of Participants:  
Program Application Deadline:  

Field School Professor:  Telephone: 

International Education Coordinator: 
Trinda 
Guillet 

Telephone: 403-440-5002 

SUMMARY OF PROGRAM EXPENSES 
 Direct Field 

School Costs 
(Payable to MRU)  

 Indirect Costs  

Section 1 FIELD SCHOOL PROFESSOR TRAVEL EXPENSES      (to be dispersed amongst total number of student 
participants) 

  Airfare (including Trip Cancelation and Interruption Insurance)     
  Accommodation     
  Airport Transfers      
  Local Transportation     
  Immunizations     
  Meals/Per Diems     
  Travel Health and Medical Insurance     
  Contingency     
  Promotional Materials     
  Printing/Course Materials     
  Communications (eg. Mobile Telephone)     
  Other (i.e. wire transfer fees, bank fees, etc.)     

  Total Instructor Travel Expenditures  $                                            
-  

  

  Total Professor Expenditures/Minimum Number of Students #DIV/0!   

Section 2 STUDENT TRAVEL EXPENSES (PROGRAM FEES)               (Payable to 
MRU) 

 Program Fee   Indirect Costs  

Professor Travel Expenses per student as per above #DIV/0!   

MRU Administration Fee  $                                       
250  

  

Airport Transfers     

Local Transportation     

Accommodation     

Activity Fees (Field Trips, Entrance Fees, etc)     

Contingency 
 

    

Other     

Total Student Program Fee (Payable to MRU) #DIV/0!   

Section 3 STUDENT TUITION  (Payable to MRU and not included in Program Fee)     

Tuition Fees Based on Total Credits - Payable to MRU     

General Fees Based on Total Credits - Payable to MRU     

Section 4 ESTIMATED ADDITIONAL STUDENT COSTS (Not included in Program 
Fee) 

    

Airfare     
Meals     
Out of Country Travel Health and Medical Insurance     
Immunizations     
Passport and/or Visas     

  Miscellaneous expenses (phone cards, bank fees, etc)     
Emergency funds     
Other     

Sub-total (Tuition + Estimated Additional Student Costs) 
   $                                             

-  

  TOTAL STUDENT EXPENSES (Program Fee + Tuition + Estimated Costs)   #DIV/0! 

Section 5 PROGRAM FEE PAYMENT SCHEDULE   Date   Amount  

  1st non-refundable deposit     
2nd Payment     
3rd Payment     

  TOTAL   

Prepared by - Field School Professor:                                                                                                                    International Education 
Coordinator: 

Section 6 DEAN and CHAIR APPROVAL                        (Agreement to 
Field School Budget and to cover any budget 
discrepancies) 

The Chair  and Dean/Associate Dean agree to the 
above budget and to cover any budget discrepancies 

  Chair Name/Signature:  Date:  

  Dean or Associate Dean Name/Signature:  Date:  

Section 7 INTERNATIONAL EDUCATION APPROVAL     

Manager, International Projects 
Name/Signature: Dianne 
MacDonald  Date:  

AVP, Teaching and Learning Name/Signature: Jim Zimmer  Date:  

NOTES 

1.  For information regarding the preparation of this budget, please see the International Education International Field School and 
Study Tour Manual 
2.  Supporting documentation must be included with this budget submission, including a Detailed Daily Program Itinerary, Course 
Outline(s) and the MRU Off Campus Activity Safety Policy 
3.  International Education will be responsible for setting up the program fees within Banner.  This will be arranged through Enrollment 
Services and the Finance Departure.  This program fee will be attached to the Course CRN number. 
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Appendix 4 – New Vendor Form 



Appendix 5 – EFT Form MRU 



Appendix 6 – Wire Transfer Information Form 

 

WIRE TRANSFER INFORMATION SHEET   

All information must be completed below for the wire to be sent. 

Date Needed 
 

    

  
      

  

Amount 
 

  Currency:     

  
      

  

Swift Code/ Bic Code/ Institution Number 
 

    

  
      

  

Bank of Beneficiary 
 

    

  
      

  

Bank Address 
 

    

  
 

    

  
 

    

  
 

    

  
      

  

Account Number 
 

    

  
      

  

Account Holder 
 

    

  
      

  

Address on Account 
 

    

  
 

    

  
 

    

  
 

    

  
      

  

Who is paying for charges 
 

Dept   Beneficiary     

  
      

  

Optional Information 
 

    

  
 

    

  
 

    

  
      

  

Notes: 
 

    

  
 

    

  
      

  

Please attach this form to your payment requisition if a wire transfer is the preferred method 
of payment.   

          
WT/02 
Sept2012 



Appendix 7 – Funds Advance Request 

 

 

 

 Funds Advance Request 

 
All fields are mandatory 

        
           

 
Employee Name:   

 
        

       

Date Advance 
Needed:   

 
Employee ID Number:   

 
  

 
  

       
Amount: *     

 
Phone Extension:   

 

*See policy 820-1 Section 
1.5.1 

 
           

 
Department Name:   

  
           

 
Pre-Travel Request Number/Team Name:    

 

*A copy of your Approved pre-travel 

authorization form must accompany 
this request. 

           

 
Dates of Travel From:    To:   

  
           

 
Destination:   

     
           

 
Type of Travel:   

     
           
           

 
Employee Signature:   

     
           

 

By signing I agree to the terms and conditions as outlined in the Travel Expense Policy 820-01. I understand that these funds are my 
responsibility to return to the University in the event my travel is cancelled. I understand that once I return from my trip, I must reconcile 
this advance as per Travel and Expense Policy 820-01 by way of submitting an Expense Report within 10 days of my return. I 
understand that MRFA funded professional development does not qualify for Funds Advances.                                                                                                                                    

           

 

I consent to MRU deducting the amount of any Travel Advance funds from my employment earnings or any other amount owing to me 
from MRU where:  
(i) I have not submitted an Expense Report in a timely fashion following my travel;  
(ii) The travel for which my Travel Advance funds were provided to me is cancelled or costs less than anticipated and I do not 
reimburse the excess funds within a reasonable time; or  
(iii) My employment relationship wth MRU has expired or is terminated (whether with or without reaons and by either party) prior to 
incurring the expenses for which the Travel Advance funds were provided. 

 

Travel advances are placed in our financial system as a liability under your Employee Account, they will be 
automatically deducted from expenses you submit.  If you request an additional Travel Advance prior to submitting 

expenses for a previous Travel Advance, the new Travel Advance will be deducted from what you are currently owing to 
MRU. 

 

Do you currently have an unreconciled travel advance in the system? 
 

  
 

  

 
  

        
  

 
If yes, please state Pre-Travel Authorization Number:   

  
  

 
                    

           

 
Approved Signing Authority:   

           

 

Print Name and Title   

    
  

      

 

The signing authority must be the same individual who is responsible for the budget/org of which the 
expense will be charged. 

 

Other Information          

                     

           

 
                    

 
Accounts Payable Use Only 

      
  

 
  

        
  

 
DR - Document #     Date:   Address Type   Cheque   

 
  

        
  

 
CR-Document #     Date:   Address Type   EFT   
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Appendix 9 – Confirmation - Out of Country Travel Health & Medical Insurance 
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Appendix 10 – Field School - Specific Participant Agreement 

 
 

 

 

Department of Sociology & Anthropology & Office of International Education 

ANTH 2121-Field Studies in Anthropology 
Sri Lanka Bio-Cultural Anthropology Field School 

 
Field School Participant’s Agreement 

 
 

I …………………………………………………….. understand and agree to the following statements: 
 

I am 100% committed to participate and bear the costs associated with the field school as described in the field 
school brochure, including additional expenses as described by the instructor/coordinator  

 
I will complete all components of the International trip including the mandatory pre-departure orientation, pre-
departure and post-field school classes at MRU and observe assessment deadlines.  

 
I will engage with course materials and be open to all associated field experiences. 

 
I accept the authority of the designated instructor throughout my participation in this field school. 

 
I understand and accept the itinerary as described. I understand that the instructor and organizers reserve the 
right to adjust and modify plans if and when the necessity arises.  

 
I will be punctual and observe start and end times of activities, early morning excursions etc. as described by the 
instructor. I will manage my time and accept changes and challenges in stride.  

 
I will take all necessary precautions and preventative measures to ensure my personal safety (e.g. be aware of 
surroundings, protect money and valuables from theft wear sunscreen/a cap, mosquito repellent etc.). 

 
I understand that in the field context, I am expected to follow a low-maintenance personal routine that is simple, 
efficient and timesaving.  

 
I understand that accommodation abroad is of differing standards, and my not be comparable to Canadian 
housing. I agree that I must adjust my expectations accordingly. I will accept the living arrangements made for by 
the field school organizers and abide by the regulations of those lodgings. I agree to pay for any damages for which 
I am responsible. 

 
I commit to maintaining positive relations with my group members. This field school involves an extended period 
of time where I will function as a group member and I accept the lack of free time when participating within such a 
group setting. 

 
I understand and accept the limits to personal freedom as described by the instructor/s and coordinators for this 
field school. I understand that these rules and norms are in place to ensure my safety and wellbeing (e.g. clothing 
requirements, alcohol consumption, smoking, walking alone etc.) 

 
I understand that my behavior reflects on MRU, Canada and their established partner relations. I am prepared to 
assume the “ambassadorial” role and represent MRU and Canada honorably and respectfully during each step of 

the field school process. 



Appendix 10 – Field School - Specific Participant Agreement 

 

 

Department of Sociology & Anthropology & Office of International Education 

 
I consider myself to be emotionally mature and aware of what is considered proper behavior and conduct. 
Therefore, I do not need specific rules for every situation, but will follow good judgment and abide by MRU policies 
and the laws and cultural norms of Sri Lanka. 

 

If I fail to follow the regulations of the class and/or behave in a manner in any way that the instructor deems to:  
 - significantly lower the quality of the field school experience for others 

- endanger oneself or anyone else 
 - damage relations between the group, the local people, or the host institution/s 
 - be culturally insensitive 
 - damage the reputation of MRU 
                                                then, the instructor, in consultation with the MRU International Education Office and 
the Chair of the Department of Sociology and Anthropology, has the authority to terminate, at any time, my field 
school participation. Return travel and any other expenses due to such program termination are my responsibility. 

  

Prior to departure, I will access and read literature made available by the instructor/ coordinator/International 
Education website.  I will take the initiative to prepare myself emotionally and practically for the field school 
experience.  

 

I understand and accept the risks to personal safety that is inherent in international travel and field studies. I will 
carefully adhere to measures and policies set in the MRU Off-Campus Safety Policy forms that I sign prior to 
departure.  

 

I will always stay with the group/smaller units and “check-in” regularly with the group/unit/instructor as 
appropriate. I will closely follow communication protocols and emergency protocols.  

 

I will take my academic assignments seriously. I recognize that I am required to attend all course activities.  
 

I will accept and complete the workload for the field school, including the required preparation, ongoing tasks, 
activities and assignments as described in the ANTH 2121 course outline and documents on the class Blackboard 
site. 

 
I have carefully read the statements above and fully understand them.  My signature below acknowledges the 
significance of these statements. I agree to abide by them.  

 
The participant must sign in the presence of the International Education Coordinator and/or Instructor. 

 

 
__________________________________________   ___________________________ 
Participant’s Name      Student Number  

 

 
__________________________________________   _____________________________ 
Participant’s Signature      Date 

 
 

__________________________________________   _____________________________ 
Coordinator, International Education     Date 

 
 

__________________________________________   _____________________________ 
Instructor, Sri Lanka Field School      Date 


