UNM Office of International Programs and Studies

SPECIAL PROGRAM REQUEST FORM
	Name of Program:


I.

PROGRAM DESCRIPTION

1.
Description of Curriculum:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
Program Begin Date_________   Program End Date_________     Date participants must arrive by__________

3.
Will all participants be entering from outside the US to attend this program? Yes _______   No_____
If no, please explain _________________________________________________________________
4. Number of hours per week of classroom instruction:




(Must be a full-time program, i.e. 18 clock hours per week of lecture)
5. Number of hours per week of supervised practice/lab:





(Must be a full-time program, i.e. 22 clock hours per week if lab)
6. Proposed Class Schedule:

Monday_______Tuesday______Wednesday________Thursday_________Friday_________

Week-end__________

7.
Will living arrangements be made by the program?​​​​​​​​​​​​​​​​​​

Yes _______ 
No_____

8.
Will health/travel insurance be arranged by the program?

Yes _______ 
No_____

II.

ADMISSION REQUIREMENTS
1.
Do students submit a written application? (Please attach a copy.)
Yes _______   No_____


If yes, how long do you keep this application on file?







2.
Is English required for this program?



Yes _______   No_____


If not, why not? __________________________________________________________________________
If yes, how do you evaluate English level? ______________________________________________________

3.
What are the selection criteria for this program? __________________________________________________________________________________________________________________________________________________________________________________

III.

EDUCATIONAL OBJECTIVE
1.
Is this a graduate, undergraduate or non-degree program?






2.
Type of Certificate Granted or Educational Objective (required for non-degree programs):___________________________________








IV. UNM ENROLLMENT 

1.
Will students enroll in UNM classes (classes listed in the current schedule of classes)?Yes _______   No_____

If yes, each student will need to complete a UNM Non-degree application and submit a $10 application fee with the application packet.  If no, we will need to have a written application to your program for each student.

V.

PROGRAM COSTS
1.
Program Costs per Participant

Tuition:                                                             ____________                          

Living Expenses (include health insurance):   ____________                          

Other__________________:                           ____________ 

Total:                                                                ____________

2. How will students pay for this program?










NOTE: OIPS will need financial proof from each student before the I-20 can be issued. 

If the home institution will pay all costs to UNM, the costs must be paid in advance. We need a letter from the home institution on its letterhead, that verifies the institution has paid UNM in advance with the names of each student.
VI.
RESPONSIBLE PARTY
Program Director: Name__________________________E-mail___________________ Phone________________

Administrator Contact: Name



E-mail___________________ Phone________________

I accept the responsibility for the accuracy of the information on this form and will report any changes to OIPS. I agree to provide OIPS copies of all student travel documents (passport, I-20/DS-2019, I-94, visa) and arrange for an OIPS orientation for all students upon arrival in the US.

I hereby certify that I am responsible for providing the following information to OIPS within no longer than one week to ensure compliance with US immigration regulations:

· Local residential addresses for all program participants

· Any and all changes in the participants’ addresses for the duration of the program

· Names of program participants who have enrolled for the program

· Names of program participants who have failed to enroll for the program

· Names of program participants who terminated their program before its completion or otherwise failed to complete the program

· Any changes in curriculum that fail to comply with the 18 clock hours per week of lecture, 22 hours per week if laboratory

· Any other changes in curriculum that substantially change the nature of the program.

____________________________________________________                     ____________________________

Name of Responsible Director or Chair


           



 Signature

_________________________________________________                            ____________________________

Name of College Dean or Provost Office Representative

    
       

Signature

Please submit this form either prior to or with completed Special Program Student Applications completed by each student, as well as copies of program applications, all required financial information, and UNM non-degree applications (if students will enroll in regular UNM classes) and return to the Office of International Programs and Studies, 2111 Mesa Vista Hall, 277-4032.  OIPS will not begin processing requests until all forms and attachments (financial) are complete. In addition, please make sure your students have been entered into Banner.  Please allow THREE weeks for immigration documents for student participants to be processed from the date their records are entered in Banner.  Once forms are completed your program will be contacted to pick up completed documents and welcome letters.
