VENDOR CHECKLIST AND GUIDELINES

LAVC STUDY AWAY PROGRAM

To get a listing of vendors that specialize in the area you to which you would like to travel, contact:

California Colleges for International Education (CCIE)

Rosalind Raby, Director

20630 Romar Street

Chatsworth, CA 91311

(Tel) 818-882-9931 ;  (Fax)  818-882-9837

rabyrl@aol.com
www.ccieworld.org
The following is a checklist of items & costs that you should get for the preliminary vendor proposals.
VENDOR PROGRAM:



1. Vendor program location for your Study Away course.
2. Vendor program dates for your SA course.

TRANSPORTATION
:

1. What is the transportation cost per student to and from the airport to the lodgings? 
2. What is the estimated airfare per student?  Is it included in the program, or optional?
3. Does the vendor provide baggage loss insurance?

LODGING:

1. What is the double-room occupancy rate per student (excluding excursions)?
2. Are there other housing options for students (home-stay, etc.)?
3. How far is the campus center from the lodgings?

FOOD:



1. Is a welcome meal included?
2. Is a farewell meal included?
3. How many breakfasts per week are included?
4. How many lunches per week are included?



5. How many dinners per week are included?
6. What is the total cost for meals per student?

EXCURSIONS:

When inquiring about excursions, have following information ready to give to the vendor so they can include this information in their proposals.

1. How many excursions do you need/want?

2. Excursions to what cities/sites?

3. Will these be one-day excursions or will they be overnight excursions?

4. How many nights?
5. Is/are the excursion(s) required or optional for the students?
6. Will all overnight excursions include a breakfast?

7. What is the total cost per student for each excursion?
INSURANCE:

1. What are the medical and accident insurance amounts that are required for students?

2. Does the vendor offer medical or accident insurance that students can purchase?  

3. If yes, what is the cost of this coverage per students?

4. If yes, what does it cover (hospital, clinic visits, medication, etc.)?

5. Is the vendor able to provide the District with a valid certificate of insurance naming the District as additional insured with a single limit of liability of ot less than $3,000,000, with evidence that the policy covers the world-wide exposures of the Study Away program?

BROCHURE:  


1. Does the vendor provide a brochure?
2. Is the brochure free of charge?  
3. If free, how many will the vendor provide for distribution?  If not, what is the cost of the brochure?

4. When will the brochures be prepared, and how soon will we get them?

INSTRUCTIONAL SERVICES:

1. Does the vendor provide instructional space, office space, equipment, and on-site instructors as part of the package?

2. If not, can the above-mentioned items be made available to us, and at what cost?  
FACULTY SERVICES:

1. What is the pro-rated cost for the faculty member (give number of faculty) for transportation, housing and excursions as listed?
2. What other faculty services are included in the price per student?  
3. Does this include housing, meals, transportation, use of office space, administrative services, phone service, cell phone use, etc.

VENDOR SERVICES:

1. What on-site services will the vendor provide?

2. Where is the vendor’s office located in the city/country that the Study Away course will take place?  (How far is it from the course site?)

3. Does the vendor have a 24/7 emergency contact during the program?
4. Does the vendor make arrangements for medical or hospital needs?

5. Will the vendor provide a pre-departure orientation on the LAVC campus?
6. Does the vendor provide an on-site orientation upon arrival in the city/country of Study Away course?

ENROLLMENT & PRICING::

1. What is the minimum number of students required for the trip to run with all faculty expenses paid?
2. What is the per student cost for required activities based on the minimum number of students required?
3. What is the per student cost (if different) in increments of 5 students participating?  Remember that the minimum number of students needed for the college to allow the program to run is 15.
4. What costs is the college required to bear?  Is a deposit required by the college on behalf of the faculty member?
SPECIAL NEEDS:

1. Does the vendor have a policy for accommodating students with special needs and/or disabilities?

2. If so, does it comply with federal and California state statutes regarding this issue?

3. If not, is the vendor willing to assess special needs on a case-by-case basis and provide special accommodations as necessary?
REFERENCES::


1. Can the vendor provide at least 3 references of faculty leaders who have used the vendor for similar study away courses to the location of your course?
2. If so, what are they?
