
  

STUDENT CHECKLIST
Cape Town, South Africa BIS 2007 

 
A)  To Program Director – Dr. Mirna Lattouf, UAS Bldg., Rm. 210 Due: Friday, February 2, 2007 
The forms are available online at http://www.asu.edu/ssc/abroad/summer/capetownbis.html, see the link under the 
“Eligibility” section.   
1)  ____ Unofficial Transcript (available from the Registrar’s Office) 
2)  ____        Recommendation letter from a Non BIS faculty member attesting to student’s academic and personal 
maturity. 
3)  ____        Academic Status & Progress for Study Abroad Programs.   
4)  ____ Student Agreement, Student Waiver, Disciplinary Record Release and Proxy Forms, AIFS application 
forms (including internship form), résumé, and cover letter.      
5)  ____ Eight pictures approximately 1” X 1”.  (Photos can be taken at Study Abroad for $3.00; please write your 
name and the program name on the back of each photo) 
6)  ____        Copy of Medical Insurance Coverage (copy of current insurance card or policy) 
7)  ____        Photocopy of your passport if available.  If you are in the process of applying for it, please let us know by 
what date you expect to receive it:___________________________________________________________________   
8)  ____        Program Director signature:______________________________________________________________ 
                            Dr. Mirna Lattouf     Date 
 
B) All students will be notified as to their status with the program by mid-February.  If you are selected to participate 
in the program, you will receive further instructions at that time with regard to submitting your electronic study abroad 
program application and paying your $450.00 program deposit.  Online applications received without program deposit 
will not be considered officially as part of the program until payment is received.   
 
NOTE: Please activate and start checking your ASU e-mail on a regular basis (if you are not doing so already).  
This is the e-mail address that we will use to communicate with you about the program.)   
 
C)  To Cashiering Services   
 
1) _____ Payment Dates Deposit $450 (will be collected with electronic application submission)   
  1st pmt by February 19   $925 
  2nd pmt by March 5   $925 
  3rd pmt by March 30  $925 
 
2) _____      Tuition Due by April 25  
If you have not registered and paid for your courses by April 25, 2007 a late fee of $50 will be assessed to your 
account. 
 
Notice:  The Program may allow for time which can be spent in non-Program activities.  Participants may wish to 
travel, sightsee or participate in activities or events in which they have a personal interest.  Please note that the 
participant is fully responsible for making arrangements and for all costs of transportation, lodging, food and 
additional expenses that may be associated with any non-Program activities. 
 
CANCELLATION POLICY   
All students withdrawing from a program must provide a written statement to their program director. 
1) The $450 deposit is non-refundable. 
2) Refunds, on payments made, will be issued until March 2, 2007. 
3) Students whose written withdrawal statement is received after March 2 but prior to 30 days before the beginning of 

their program MAY be granted a partial refund. 
4) No refund will be granted for students whose written withdrawal statement is received within 30 days of the 

beginning of their program.  

http://www.asu.edu/ssc/abroad/summer/capetownbis.html


 

TEMPE CAMPUS 

Univers i ty  Co l l ege  
School of Interdisciplinary Studies 

 
PO Box 873801, TEMPE, AZ 85287-3801 

(480) 965-1970 FAX: (480) 727-6344 

 

Bachelor of Interdisciplinary Studies 
 

 
 

 
To :  Name  _____________________   ASU ID#   ___________________  
 
From:  Schoo l  o f  Interd i sc ip l inary  Stud ies  
 
Re:  Academic  S tatus  & Progress         
 
 
You  have  been  g ran ted  pe rmis s ion  to  app ly  fo r  the  BIS  S tudy  Abroad  p rog ram on  a  
cond i t iona l  bas i s  to  a l low you  to  be  p roces sed  and  r eg i s t e r  fo r  the  p rogram and  
cour ses .   P r io r  t o  the  l a s t  paymen t  fo r  the  p rogram,  your  DARS repo r t  mus t  r e f l ec t  
tha t  you  have :  
 

 main ta ined  an  ASU GPA of  2 .0  o r  be t t e r .   
 success fu l ly  comple t ed  BIS  301  and   302   w i th  a  C  o r  be t t e r  
 do  no t  have  any  academic  o r  pe r sona l  i s sues  tha t  may  h inder  your  

pa r t i c ipa t ion    
 prov ided  ev idence  o f  mid - t e rm pass ing  fo r  a l l  cou r ses  which  a re  in  

p rogres s ,  such  a s  a  l e t t e r  f rom each  o f  your  p re sen t  f acu l ty .  
 
C las ses  t aken  th i s  semes te r  a re :  
 
__________  __________  __________  __________  __________  __________  
  
                  
Note  
Fa i lu re  to  mee t  the  above  men t ioned  requ i remen ts  wi l l  r e su l t  i n  admin i s t r a t i ve ly  
w i thdrawing  the  par t i c ipa t ing  s tuden t  f rom the  p rogram.   Any  f inanc ia l  cos t s  
i ncu r red  mus t  be  pa id  accord ing  to  the  con t rac t  s t i pu la t ions .   
 
Be  adv i sed ,  t h i s  i s  t he  on ly  no t i f i ca t ion  you  wi l l  r ece ive  abou t  your  r e spons ib i l i t y  
to  ver i fy  your  e l ig ib i l i ty  to  en ro l l  i n  the  BIS  S tudy  Abroad  Prog ram.   Grades  an d  
GPA wi l l  be  checked  as  soon  as  they  a re  fo rma l ly  pos ted  a t  t he  comple t i on  o f  
eve ry  semes te r .    I f  you  a r e  no t  su re  i f  you  a re  e l ig ib le ,  check  your  DARS repor t  
a t :  h t tp / /www.asu .edu / in te rac t ive ,  speak  to  your  f acu l ty  abou t  p rogress  in  your  
p resen t  c l a sses ,  and  con tac t  t he  s ta f f  o f  t he  Exper i en t i a l  Lea rn ing  Of f i ce .  
 
 
___________________________________________________  
S tuden t  s igna tu re—acknowledges  r ece ip t  o f  t h i s  no t i f i ca t ion  
 
 
______________  
Da te  
 
 
 



ARIZONA STATE UNIVERSITY SUMMER SESSIONS 
 

2007 STUDY PROGRAM 
 

 
STUDENT WAIVER 
 
I have enrolled in the ASU Study Program, Cape Town, South Africa BIS, to be held May 24 – 
July 7, 2007.  I understand this is a Study Program entailing class work.  Associated travel will 
be arranged by Arizona State University, a travel agency, or myself; and that all transportation 
and services are subject to the laws of the countries visited.  All prices are based on current 
tariffs and current exchange rates and are subject to confirmation and adjustment. 
 
I agree to hold harmless the Arizona Board of Regents and Arizona State University, including 
its officers, agents, employees, representatives and successors, from any and all liability arising 
from my participation in the Program, including without limitation, any injury, loss, damage, 
accident, delay, irregularity, or expense arising from use of a vehicle or other services; arising 
from strikes, war, weather, quarantine, sickness, terrorists actions, government restrictions, or 
regulations; or arising from any act or omission of any ship, airline, railroad, sight-seeing, hotel, 
transport company in connection with the Student Study Program, or any self directed/planned 
activities/travel that I choose to undertake before, during, or after the program.  I agree that the 
Arizona Board of Regents and Arizona State University shall be held harmless for any loss or 
damage to baggage or personal effects of the Study Program participants. 
 
I understand that the ASU Office of Summer Sessions reserves the right, in its sole discretion to 
cancel or discontinue the Student Study Program Abroad (in which event refund of deposit may 
be made) or to make such alternations in the itinerary as is necessary or desirable. 
 
I agree that I will; be fully responsible for my luggage and personal effects; provide the Program 
Director with all my personal travel arrangements while a member of the Program; and provide 
the Program Director with complete information if I make any accommodation changes. 
 
I have reviewed and understand the most recent US State Department “Consular Information 
Report” and any other travel service reports regarding travel to the destinations of the program 
referenced above. 
 
By signing below, I agree to the above conditions. 
 
_____________________________________ _________________________ 
Student’s Name, PLEASE PRINT Student’s I.D.# 
 
 
_____________________________________ _________________________ 
Student’s Signature Date 
 
 
________________________________________________________ 
Signature of Parent or Guardian if participant is under 18 years of age 



ARIZONA STATE UNIVERSITY SUMMER SESSIONS 
 

2007 STUDY PROGRAM 
 
 
STUDENT AGREEMENT 
 
I have enrolled in ASU Study Program, Cape Town, South Africa BIS, to be held May 
24 – July 7, 2007. While attending this program I agree to conduct myself within the 
guidelines of the ASU Student Code of Conduct.  I understand that the right of free 
speech and other USA rights/privileges most likely will not be appropriate in the foreign 
countries visited.  I further understand that the laws, customs and mores of the countries 
to be visited could be more restrictive than those of the USA.  I will do my best to 
understand and obey the laws and respect the custom of the visited countries.  I agree that 
I will not make pro or con statements which could be construed as controversial.  I agree 
that I will not become a curious spectator or bystander of any assembly of citizens of the 
visited country who are engaging in the discussion of or listening to political, labor or 
other controversial topics.  I understand that a disregard of some laws or customs could 
result in my arrest and might jeopardize the remaining members of the program. 
 
I understand that class and required study time will be equivalent to that of campus 
classes and that the grading of class work will be equal to that of campus classes.  Unless 
there is an emergency, I will participate at all class sessions, called group meetings and 
planned group activities. 
 
I also understand that the Program Director may terminate me from the Program if it is 
determined that my continued presence in the Program would be disruptive or an 
interference to the Program’s continuation.  In the event of termination from the Program 
(including if I stop attending classes), I will not be permitted to participate in any 
Program activity and I will no longer be entitled to any Program benefits; including 
travel, meals, and lodging.  As appropriate, local authorities may be notified of my 
termination from the Program.  I understand that I will not be entitled to any hearing 
regarding termination while abroad; that an appeal of such termination is through my 
Academic Dean at ASU of academic topics and the ASU Dean of Student Life for code 
of conduct topics; and that I also may be subject to action under the Code of Conduct 
procedures; and that I will not receive any refund for tuition or any associated Program 
costs. 
 
By signing below, I hereby certify that I agree to the conditions above. 
 
____________________________ _____________________________ 
Please PRINT NAME Student I.D.#  
 
____________________________ _________________________ 
Participants Signature Date 
 
________________________________________________________ 
Signature of Parent or Guardian if participant is under 18 years of age 



STUDENT PROXY, DISCIPLINARY CONDUCT RELEASE &  
PROGRAM CANCELLATION POLICY 

Name of Student (Last, First, Middle Initial):  ASU ID Number:  Date:   

___________________________________________ ____________________ 
  

_____________________________  ______________________ 

Name of Study Program you are attending 
Cape Town, South Africa BIS 
______________________________________________ 

  

 
PROXY: TO REQUEST PROCESSING OF TRANSACTIONS  

Students unable to process transactions in person, via SunDial, or ASU Interactive may designate another person to process  
transactions on their behalf by proxy. In compliance with the federal Family Educational Rights and Privacy Act of 1974, also known 
as FERPA or the Buckley Amendment (synopsis available at http://www.asu.edu/registrar/general/ferpa.html ), the student must sign 
a release authorizing processing of transactions by proxy.   
The student (not the proxy) has the ultimate responsibility for complying with applicable requirements, policies, and  
deadlines, and for the timely payment of tuition and fees.  
I hereby authorize the person named below to serve as my proxy to process transactions at Arizona State University. My proxy  
may have access to any and all of my records that they request for the purpose of processing transactions. I understand that I am  
responsible for any decisions made by my proxy on my behalf. I also understand that I remain responsible for complying with all  
applicable requirements, policies, deadlines, and for the timely payment of tuition and fees, etc.  
 
              
Student Signature       Date  
 
Carol Switzer, Director of Summer Sessions        
Name of Proxy 
 
              

 

Proxy Signature (student, please leave blank)    Date  
 

 
 
 
 
 
 
 
 
 
 
 

DISCIPLINARY CONDUCT RELEASE 
 
By presenting a signed and dated copy of this application to Arizona State University “ASU”, Student consents to the release 
by ASU of Disciplinary Records to the Summer Session Office for confirmation of disciplinary standing.  The Student 
further agrees that ASU may discuss the information contained in the Records with the Summer Sessions Office.  This 
Consent applies to educational records that may otherwise be protected under the Family Educational Rights and Privacy 
Acts of 1974, as amended, 20 U.S.C. 1232g. 
 
_____________________________________________________________________________________________ 
Student Signature       Date 
 

 
 

 

PROGRAM CANCELLATION POLICY 
 
All students withdrawing from a program MUST provide a written statement to their program director. 
 

1. The $450 deposit is non-refundable. 
2. Refunds, on payments made, will be issued until March 2, 2007. 
3. Students whose written withdrawal statement is received after March 2 but prior to 30 days before the beginning of their 

program MAY be granted a partial refund. 
4. No refund will be granted for students whose written withdrawal statement is received within 30 days of the beginning of 

the program. 
 
I attest that I have read the above and that I understand and will abide by the cancellation policy. 
 
_____________________________________________________________________________________________ 
Student Signature       Date 













AIFS  
ARIZONA STATE UNIVERSITY – CAPE TOWN SUMMER 2007 

 
The School of Interdisciplinary Studies at Arizona State University, in partnership with the 
American Institute for Foreign Study, is offering students the opportunity to take a 6-week Cape 
Town, South Africa study abroad programme. This is a chance for students to gain practical 
service learning / volunteering experience in a foreign country whilst gaining academic credit and 
enjoying a variety of cultural visits.  
 
Cape Town dates - 27th May until 7th July 2007 
 
On arrival, AIFS staff will conduct an orientation session which will cover living in Cape Town, 
transport, safety and security, cultural differences, things to do and a placement  meeting. 
 
Housing in Cape Town is in multi-bedded (no more than 4 students per room with shared living 
space) rooms in a lodge in the Observatory area of Cape Town. Observatory is a vibrant student 
area, close to the University of Cape Town, where your classes will take place.  
 
Programme Schedule 
Monday – Class and academic visits with your ASU faculty member  
Tuesday – Full day in placement 
Wednesday – Full day in placement 
Thursday – Full day in placement  
Friday – Either a free day or an AIFS daytrip 
 
Cultural Events – The programme includes a guided sightseeing tour of Cape Town, a full-day 
guided excursion to the Cape of Good Hope national park and a full-day guided excursion to 
Stellenbosch with a visit to a winery for a tour and wine tasting.  ASU students will also visit the 
Robben Island prison museum (home for many years to Nelson Mandela), Table Mountain and the 
South African Parliament.  
 
Overnight Safari at the Garden Route Game Reserve: This is a private game reserve situated in 
the Fynbos Garden Route and is a home to the “Big Five” – lion, leopard, elephant, buffalo and 
rhinoceros. Other species also to be found at the game lodge are antelope, crocodile, giraffe and 
many more. Highly qualified conservationists will introduce abundant flora and fauna in an 
environment where conservation practices are paramount to create a balanced and sustainable 
Eco-system.  The excursion includes dinner, bed and breakfast, one game drive, a visit to the 
reptile park and the cheetah breeding programme.  

 

SERVICE LEARNING PLACEMENTS 
 
It is our intention is to provide a service-learning program which; 
 

• Complements classroom learning with practical experience. 
• Develops personal skills and strengths that will assist in opening future job opportunities. 
• Builds a competitive résumé. 
• Integrates local community service with academic study. 

 
Placements in Cape Town will focus on charities, non-governmental organisations, community 
based work and education. This will not be a high powered, corporate style placement programme 
but will, we are sure, prove to be life changing as well as resume enhancing. 
 
There are undoubtedly many advantages to be gained from participating in a program such as 
this, however students should bear in mind a number of considerations before embarking on 
this program. 
 
• A service learning experience is a significant time commitment, you will work Tuesdays, 

Wednesdays and Thursdays for 6 weeks. (125 hours total).  
• Service learning / volunteering placements such as these will most likely be very different from 

anything you have done in the past. Bring an open mind and some enthusiasm.  



AIFS  
• AIFS are responsible for setting up the placement opportunities, however students need to be 

aware that placements cannot be guaranteed ahead of time. If a particular placement falls 
through AIFS will arrange an alternate one.  

• Students must accept a placement within the first week of the programme in order to fulfil 
their academic requirements. 

• Where possible AIFS will arrange group placements for this program with approximately 3 to 4 
students at each venue. 

• All placements are unpaid. 
• Placements will differ widely depending on their focus. Therefore you should not compare your 

placement with that of other students as each will vary.  
 

Placements are designed to meet the needs of local communities and help build a network of social 
responsibility. This service-learning program offers students a unique academic program whilst 
participating in cultural visits to local community theatre, music, and dance productions, 
museums, and day trips. 

Service learning in a local South African community will be a physical and emotional challenge 
unlike anything students have undertaken before. Students will require patience, understanding, 
compassion and a good sense of humour.  

Service placements are made based on the interests, goals, and needs of the community, and the 
skills and experience of the student.    

 

Responsibilities AIFS has to Students 
 

 AIFS shall provide suggestions to help students complete their application. 
 

 An AIFS staff member will visit ASU in March 2007 to meet applicants and discuss placement 
ideas.  

 
 Prior to the student’s arrival in Cape Town AIFS shall endeavor to provide students with any 

information they require in relation to the placement and to answer any queries students 
may have. 

 
  AIFS are responsible for setting up initial interviews / meetings for students. 

 
 AIFS staff will be available by e-mail before the program and an AIFS staff member will be 

on hand throughout the program to assist ASU students and to discuss any concerns they 
have regarding their placements. 

 

Responsibilities the Student has to the Placement 
 

 To be punctual and dependable. 
 

 To follow the instructions and guidelines of the particular placement. 
 

 To inform the placement in advance if you are unable to attend. 
 

 To maintain an open attitude that encourages a learning environment. 
 

 

Responsibilities the Student has to AIFS 
 

 To communicate promptly with AIFS Coordinator if student placement requires attention. 
 

 To behave responsibly as a representative of ASU and AIFS. 
 



AIFS  
How To Apply For A Placement 

 
 
Students re required to email their cover letters and resumes to Tracy Dicks at tdicks@aifs.co.uk  by 
the deadline date listed on the AIFS Cape Town Service Learning Application Form – 5 February 2007. 
Any application received after this date cannot be guaranteed.  
 
AIFS staff will use your cover letter and resume to learn more about you and to help them to place you 
at a suitable project in Cape Town.  Where possible placements will begin on Tuesday 29th. AIFS will 
send details of provisional placements to the ASU Cape Town programme faculty in advance of your 
final pre-departure meeting.   Full details of your placement (i.e. maps and contact details) will be 
given to you at the orientation meeting on the day after your arrival in Cape Town.  
 
Listed below are some areas for volunteering and some information on possible service learning 
projects / opportunities in Cape Town. Please review these before completing the application form and 
submitting this with your letter to AIFS. Please specify which type of service-learning placement you 
would prefer: 
1. Creative Arts  
2. Social / Care Giving / Health 
3. Environment / Sustainable Living 
4. Education and Youth Development 

Creative Arts 

Training and supplying local community with the means to create crafts and art for sales to tourists is 
fundamental to development. This type of placement allows students to educate by using the power of 
the arts and channelling energies into positive projects.       

Beth Uriel                                                                      (http://www.bethuriel.co.za/) 

Youth Support, mentoring, education and guidance using a creative outlet of arts, crafts, photography, 
marketing & business. They also run the Me Kasi Project coordinating youth development & social work. 
Mentoring youths helping to develop and implement life skills through a program of special activities 
and a daily curriculum. Education programs focus on crime, HIV, personal development. There is also a 
Café and arts centre managed and run by the youths with the help & guidance of project coordinators.           

Community Arts Project  

Working with the local community on local projects to detract youth from crime and improve quality of 
life.   

Social / Care Giving / Health 

The apartheid years have left social structure and the medical professions under huge pressures. As a 
result malnutrition, depression, AIDS/HIV and TB are issues which many local NGOs are trying to 
address. There are a range of volunteer options for placements in social and health work such as;  

Amy Biehl Foundation  

The current programs facilitated by the ABF are after school care programs, sports development, music 
teaching, HIV/AIDS peer education, environment, creative arts and youth reading role models.     

http://www.amybiehl.org/ 

There are a variety of different projects to choose from. Service learning volunteers may be assigned 
to one or more tasks within the foundation. Potential roles include:  

mailto:tdicks@aifs.co.uk


AIFS  
1) Fundraising - Proposal & grant writing, presentation development, and events      
management.     
2) Implementing existing programs - Tutoring, teaching, coaching or building. 
3) Program development - Assisting in the development of new programs.  
 
 
SOS Children’s Villages Cape Town  
 
Runs villages for disadvantaged children from township communities. Cares for orphaned and 
abandoned children in purpose built villages, providing schooling, clinics and education.   

AIDS Action group  

Care giving organisation for people and families living with the virus.   

Ocean View Development Trust             

(http://www.geocities.com/ovdtza/) 

Runs a range of development projects for the local community. Addresses the housing needs of 
townships, the HIV pandemic, and other social health problems exacerbated by overcrowding and 
housing shortages.             

Valley Development Project  

Runs a range of development projects for the local community. HIV program, Early learning, pre 
school, Township Family home visits & support, education, social work, high school student support and 
a Holiday club. Working with the Masiphumelele and Ocean View Townships.          

Fish Hoek Kommetjie Noordhoek Welfare Association  

Runs a variety of social and community development programs.    

Living Hope  

Runs a variety of social and community development programs.    

Environment & Sustainable Living 

South Africa is home to a wonderful and diverse plant and animal kingdom.  This type of placement 
allows students to educate and physically improve the local surroundings, promoting a sense of pride in 
the community and the understanding of the environment.    

Rondevlei Nature Reserve                                            

(http://www.rondevlei.co.za/) 

Coordinate the daily operation and maintenance of the nature reserve, by being involved in a variety of 
projects including habitat management, wildlife research and many other tasks.         

Eco Africa   

(http://www.ecoafrica.co.za/) 

Involvement in Eco tourism and environmental projects.  

Environmental Justice Networking Forum    



AIFS  
(www.ejnf.org.za/new_page_1.htm) 

Assisting local communities and NGO’s with local Environmental campaigns. Facilitating task teams for 
different projects.     

Kommetjie Environmental Awareness Group                

(http://www.keag.org.za/) 

Hands on environmental group clearing alien vegetation and actively protecting wildlife.  

The Fairest Cape Association                                      

(http://www.fairestcape.co.za/) 

Recycling and environmental projects, involved with schools and the local communities.    

Education & Youth Development  

The legacy of apartheid left an imbalance in education, teachers are poorly trained, and the pass rates 
remain low. Areas of specific need are early childhood development, HIV-AIDS awareness programmes 
in schools, youth development through sport, basic adult education and training. This type of 
placement allows students to educate in a classroom and in a social setting, helping to shape people’s 
lives.  

Amy Biehl Foundation                                                    

(http://www.amybiehl.org/) 

There are a variety of different projects to choose from. Service learning volunteers may be assigned 
to one or more tasks within the foundation. Potential roles include:  

AIDS Education unit  

Educational and awareness program aimed at the local community and youths concerning the HIV/AIDS 
pandemic.    

Coordinated Action with Street People  

Working to alleviate the plight of street children, youth adults and families.     

Cape Town City Mission           

(http://www.citymission.org.za/) 

A well established organisation offering various facilities for children, youth and adults, including a 
community care centre, Educare centre, Baby care, Aged Exchange, and an Adult survivors unit.        
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AMERICAN INSTITUTE FOR FOREIGN STUDY  

    ARIZONA STATE UNIVERSITY 
            CAPE TOWN PLACEMENT  FORM 

SUMMER 2007 
 
PERSONAL DETAILS 

 
Name: __________________________________________________ 
  

Address: __________________________________________________ 
 

__________________________________________________ 
 
 __________________________________________________ 
 
Telephone:________________________________________________ 
 
Email:____________________________________________________ 
N.B. Please include your email address (the one you check most frequently) as this allows 
us to answer any questions you may have regarding your placement prior to your arrival in 
Cape Town. Please write clearly. All applications should be submitted via email to 
tdicks@aifs.co.uk (with cover letter and resume attached). The closing date for applications 
is Monday February 5th 2007. Unfortunately applications received after this date cannot be 
guaranteed. Placement days have been assigned (Tuesdays, Wednesdays and Thursdays). 
Students must complete a minimum of 125 hours at their placement.  
 
ACADEMIC INFORMATION 
 
Major:_________________________________ 
 
Standing:_________________________________________ 
 
Anticipated graduation date:_________________________ 
 
PLACEMENT INFORMATION 
 
What kind of placement are you interested in and why? We ask you to list three choices in order of 
preference as your first choice may not be available. 
 
1._______________________________________________ 
 
2._______________________________________________ 
 
3._______________________________________________ 
 
Do you have any experience in your chosen field?  
(If not, what skills do you have that can be applied to this area) 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
If we are unable to arrange something for you in this field, would  
you be willing to try another area of work and what would it be? 
 
__________________________________________________ 
 
Do you intend to take the AIFS transportation package? 
 
_________________________________________________________ 
 
Applications (with cover letter and resume attached) need to be sent via email to 
tdicks@aifs.co.uk. The closing date for receipt of applications is Monday February 5th 2007.  
 

mailto:ssheehan@aifs.co.uk


 
 

AMERICAN INSTITUTE FOR FOREIGN STUDY 
 

GUIDELINES FOR WRITING COVER LETTERS 
 

 
Cover letters are an ideal opportunity for you to give prospective placements a 
little insight into the real you. Intelligent and focused writing is the key to 
producing a cover letter that stands out from the crowd. Cover letters should 
have an opening paragraph, three or four paragraphs that build the reader’s 
interest, and a closing paragraph.  Sometimes it is difficult to know how to 
write a cover letter that is effective and professional.  We hope that the 
following will make the process a little easier! 
 
 

 Beginning – begin your letter with Dear Employer – it sounds confident 
and will stand out. 

 
 Introduction – name, institution you are studying at and subject you are 

studying. 
 
 Objectives and expectations – why you have chosen to study abroad, 

what you are hoping to learn/achieve. 
 

 Previous experience  - experience you have and how that can be 
applied to your placement in London. 

 
 Interests – what you like to do in your free time and what you are 

looking forward to doing in London. 
 

 Closing paragraph – thanking the prospective placement for taking the 
time to read your letter. 
 
Remember to stick to one page in length. When you finish your one-page 
masterpiece, give it to a couple of friends and ask for their first 
impressions and overall opinion.  
 
 

 



SAMPLE RESUME: Amreen Kauser   12, West Street    Manchester, UK        M14 4RT                                     
amreen@mannet.co.uk 

Objective                                                                                                                                                         
My time in South America has caused me to rethink career goals. I am keen to work in the charity sector, 
particularly for an organization that promotes the welfare of children. My aim is to use design and 
communication skills to raise awareness of issues in the developing world. 

Key Skills 
Ability to plan, organize and keep going when things get difficult  
Increased awareness of other cultures and the effect of poverty on children  
Experience of producing publicity material for a range of media  
Competence with internet and web design software  
Experience of marketing, advertising and conference organization 

Career History                                                                                                                                       
October 2001 - July 2002 
Traveling and working in South America. Work undertaken was mainly teaching English at a school in Rio 
de Janeiro and involvement in international fund raising activities to equip the school with computers. This 
gave me additional insight into the value of public relations work. 

August 1998- September 2001 
Multimedia media designer, Crimson Graphics Manchester 

Key features 
Contributing to design of CDs, web sites, brochures and advertising material  
Member of creative team of five designers and writers  
Understanding of PR and marketing strategy  
Tact, diplomacy and ability to deal with people at all levels  
Working to tight deadlines 

Qualifications- Education                    
1998                                
HND Media Technology. Leeds Metropolitan University 

Key features 
Development of multimedia authoring skills  
Development of visual and written communication skills  
Project on evaluating the impact of promotional material 

1989 to 1996 
Salford High School 
A level Design and Spanish 
7 GCSEs 

Interests                 
Travel  
Painting  
Languages  
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