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Traveling and freedom 

are perfect partners 

and offer an opportunity 

to grow in new directions.

Donna Goldfein



How to Seek an 

Appointment as Visiting 

Faculty



Step 1:  Sabbatical Application

ÅApply for your sabbatical according to the 
MSU Schedule for application

Å Schedule

https://www.mnsu.edu/acadaf/calendars/edu/article22-tenure-promotion/

Å Application

http://www.mnsu.edu/acadaf/faculty/sabbaticals

In the application, state that you will seek 
opportunities to teach internationally.

ïApplications are due in early September

ïAdministrative decisions regarding the granting of 
the  sabbatical are made in December

https://www.mnsu.edu/acadaf/calendars/edu/article22-tenure-promotion/
https://www.mnsu.edu/acadaf/calendars/edu/article22-tenure-promotion/
https://www.mnsu.edu/acadaf/calendars/edu/article22-tenure-promotion/
https://www.mnsu.edu/acadaf/calendars/edu/article22-tenure-promotion/
https://www.mnsu.edu/acadaf/calendars/edu/article22-tenure-promotion/
http://www.mnsu.edu/acadaf/faculty/sabbaticals


Step 2:  

Passport
ÅPassports need to be valid and not expire 

within 6 months of your travel.
ïIf this is a new passport, you will need to present 

your birth certificate and passport photos.

ïIf this is a renewal, you will need to present your 
old passport and new passport photos.

ÅNote:  If you are a AAA member, passport 
photos are free with membership.  

ÅNote:  Get extra passport photos for Visa 
applications, foreign university ID, and Alien 
ID card

ÅYou can apply for a passport at the Nichols 
Office Center in Mankato.



Step 3:  

Seeking Opportunities to Teach Abroad

At least one semester prior to your sabbatical,

contact: 

Caryn Lindsay

Director, International Programs/Study Abroad

MSU International Center

CSU 250

389-1281

caryn.lindsay@mnsu.edu

Ask her about opportunities for faculty to teach abroad.

Ask for the Study Abroad Handbook

mailto:Caryn.lindsay@mnsu.edu
mailto:Caryn.lindsay@mnsu.edu


Step 4:  
Contact with Foreign University

ÅFollow through with contact information 

that Ms. Lindsay gives you.



Complete and submit necessary paperwork

ÅVita

ÅCopy of diploma for highest degree

ÅCopy of passport (pages with identifying information)

ÅContract

ÅAdditional copies of passport photos (2-4) for foreign 
university ID and Alien ID cards

ÅDispatch Order from Dean (statement that you are 
released from duties in your college to participate as 
a visiting professor at the specified university)

ÅVerification of Employment at MSU (may be called 
Certificate of the Holding Office)---available from 

ïLori Lamb, Director of Human Resources

ïlori.lamb@mnsu.edu

mailto:lori.lamb@mnsu.edu


Preparing to Go



Step 1:

Update Immunizations
ÅMake sure that all immunizations are up to date, 

including measles and mumps vaccines and 

Hepatitus A and Hepatitus B.  

ÅCall local clinic for personal vaccination records.  

Mankato has a travel Clinic (385-4075).  



Step 2:

Prescription Medications
Å Bring along enough prescription medications for your stay; bring a 

prescription order with you to the foreign country.

Å The MSU insurance will only allow you to fill prescriptions for 90 
days.  For longer stays, one strategy is to fill prescriptions over a 
period of three months prior to your departure:  for 30 days, 60 days, 
and then 90 days. Consult with your pharmacist how to do this or ask 
your physician for free samples. 

Å Bring typical medications for headaches, muscle aches, colds, flu, 
diarrhea, athleteôs foot, etcé

Å Ask for a prescription for an anti-diarrheal medication to take with 
you.  Lonely Planet Korea recommends: Norfloxacin, Ciprofloxacin, 
or Azithromycin for treating diarrhea.  It also recommends taking 
Loperamide for a long bus ride and having rehydration solutions such 
as Gastrolyte.



Step 3:

Visa Application (if required)
Å You can do this through a travel agency or go on-line to the 

consulate of the country where you are going

Å You will submit:

ïApplication

ïPassport

ïFee

ïpassport photo

ïCopy of passportôs personal data page (maybe)

Å Send the application by registered, overnight mail;  include 
postage paid return self-addressed, registered, overnight mail 
envelope

Å Processing of Visa applications take @ two weeks in the U.S., 
but additional time (2-3 weeks) may be required within the 
host country---to get the Visa for Korea was a five week 
process.  If you have to apply within the foreign country first, 
allow 2 weeks for mail delivery.



Visa Application Information
ÅPurpose of entry: exchange professor

ÅProbable date of entry:  5 days before you anticipate 
arrival

ÅDesired length of stay:  duration of your contract + a 
week

ÅYou will need an address and phone number for your 
residence abroad

ÅList countries where you have traveled in the past 
five years

ÅName, address, phone number, relationship of 
person in foreign country who serves as your 
guarantor or reference



Step 4:

MSU forms

ÅComplete MSU travel forms and/or 

absence from campus forms

ÅPurchase an international Teacherôs ID 

card from the International Programs 

office



Step 5:  

Travel Arrangements
ÅThe foreign university may pay for your 

travel, so you will need prior approval 
from their representative before you 
make travel arrangements.

ÅDonôt make travel arrangements until 
you have your Visa!

ÅTravel insurance is likely at your own 
expense.



Step 6:

Mail and Newspapers

ÅArrange to have your mail forwarded to 

someone locally or held at the Post 

Office

ÅSuspend your newspaper subscriptions



Step 7:

Car Insurance

ÅContact your insurance agent to change 

to minimal car insurance while you are 

gone.



Step 8:

Your house or apartment

ÅArrange to rent or sub-let your domicile

Or

ÅArrange to have someone housesit



Step 9:
Register with the U.S. Embassy

Register your stay with the U.S. Embassy

Å https://travelregistration.state.gov/

Å You will need personal information, passport 

information, and contact information in U.S. and in 

the foreign country (address, phone, e-mail)

https://travelregistration.state.gov/


Step 10:
Other considerations prior to departure

Tax preparation completed prior to departure in spring

Purchase license tags for vehicles if they are scheduled to 
expire while you are gone

Renew your driverôs license if it will expire while you are 
gone

Contact Dave Cowan about parking sticker for next year if 
you will be gone in April

Prepare a list of e-mail and mailing contacts and phone

numbers to take with you.

Put home landline telephone on vacation rate to preserve 

your phone number for when you return.

Suspend garbage pick-up.



Step 11:  Packing

ÅAirlines limit the amount of luggage

ïTwo 50 lb. suitcases and one 25 lb. 

carryon for international travel

ïSize restrictions:  62 linear inches

ïCAUTION:  domestic travel within a foreign 

country may have other requirements!

ÅExample:  two 44 lb. suitcases within Korea



What to Pack:  Clothing
ÅEnough clothing for your stay, taking into 

consideration the change of seasons (coat with zip-
in/zip-out lining)

ÅForeign universities may expect dress attire for 
teaching, but pack casual clothing for your personal 
time

ÅClothing choices should be respectful of the culture:  
EX:  no shorts, no low-cut blouses, no sleeveless 
attire, longer skirts, etcé

ÅYou may or may not be able to purchase clothing 
abroad.

ÅComfortable walking shoes + professional shoes.  If 
you are going to Asia, take non-tie shoes.



What to Pack:

Bedding, Towels

ÅPack towels

ÅAsk if you need to pack bedding

ïYou may need to bring sheets and 

pillowcase, but, hopefully, blankets are 

provided or buy them abroad

ÅAsk if a pillow is provided---

ïyou may need to buy one shortly after your 

arrival



What to Pack:

Personal Needs
ÅPrescription Medications

ÅExtra pair of glasses

ÅToiletries

ÅBooks, movies on DVD

ÅTravel books, language books

ÅSmall notebook for purse or pocket

ÅInternational phone card---ask about purchasing it 
abroad www.enjoyprepaid.com

ÅA cloth or leather bag or backpack for moving about in 
the foreign country

ÅPurse

ÅUmbrella

http://www.enjoyprepaid.com


What to Pack:

Electronics
ÅInternational Adaptor set + maybe a transformer

ïFor information about adaptors:

ïhttp://www.walkabouttravelgear.com

ÅDigital camera/charger

ÅLaptop computer/charger/CDs, Jumpdrives

ÅElectronic language translator---purchase here so 
you will have directions in English

ÅCell phone (?)

ÅDONôT PACK a curling iron!

ÅYou will likely purchase abroad:

ïA hair dryer, a curling iron, a hot water pot, maybe 
a hot plate, maybe a clothes iron

http://www.walkabouttravelgear.com


What to Pack:

Professional  Supplies
ÅBooks/texts

ÅDVDôs
ïAsk permission to copy videos or DVDôs from the 

library;  contact Barb Bergman

ïCopying can be done through MSU  Information 
and Technology Services; contact Jerry Anderson

ÅAny constructivist materials

ÅDownload as many teaching-related files as 
possible onto your laptop prior to departure; 
back-up files on Jumpdrives or CDs

ÅYour professional cards 



What to Pack:

Gifts
ÅAsk your Dean for gifts from the college

ÅAsk Caryn Lindsay for gifts

ïSome may be free

ïSome you may need to purchase

ÅPurchase small gifts

ïEnglish Word-a-day calendars

ïPostcards of Minnesota

ïAnything with logos or information about 

Minnesota or MSU



What to Pack:

Food

ÅBreakfast bars

ÅInstant Oat Meal

ÅCup of Soup

ÅMac and Cheese

ÅSalt and Pepper



What to bring:

Money Matters
Å$500 in cash (small currency) or in the foreign 

currency
ïContact a bank, (I used U.S. Bank) to exchange 

money at least one week in advance of departure 

ÅYour Visa Card

ÅNOTE:  Some countries, like Korea, do not 
accept Travel Checks

ÅContact your Credit Card companies to notify 
them that you will be traveling abroad



Arrival in a Foreign Country



To my mind, 

the greatest reward and luxury of travel 

is to be able to experience everyday things 

as if for the first time, 

to be in a position in which almost nothing 

is so familiar it is taken for granted.

Bill Bryson



What to expect:
Å Jet lag

Å Making new friends

Å Experiencing new foods

Å Walking---a lot

Å Using public transportation

Å Being more tired than usual every day

Å Paperwork to be completed shortly after arrival

ïObtaining ID cards:  University and Alien

ïPurchasing health insurance

ïOpening a bank account

Å Introductions to your new colleagues, new office, students

Å Newspaper interview

Å Different university procedures

ïCourse enrollments, class schedules,attendance taking, 
absences, for holidays, for testing, for course assessments, 
etcé

Å The unexpected



My mantras for coping:

o

òItõs not a problem until itõs a 
problemó

o Bill Olszewski

oWhatever happens, it will be an 
adventure, and adventures create 
wonderful stories to laugh about 
later or share with friends.



Travel to other countries 

makes us humans 

come face to face with ourselves.

ÊKen Thompson



What to learn:

ÅCultural differences and similarities

ÅLiving in the present

ÅHow to cope when everything is different

ÅAbout yourself



Traveling is more than the seeing of sights;

it is a change that goes on, 

deep and permanent,

in the ideas of living.

ÊMiriam Beard



To contact presenter for more information:

Ä Linda Good

Ä 389-5095

Ä linda.good@mnsu.edu

mailto:linda.good@mnsu.edu

