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Roles: ECA 

The U.S. Department of State’s Bureau of Educational and 
Cultural Affairs (ECA) 

  

• Oversees educational, cultural and informational programs for 
the U.S. government  

• Sets operating policies based on regulations provided by the J. 
William Fulbright Foreign Scholarship Board (FFSB) 

• Determines Fulbright Student and Scholar program budgets  

• Establishes annual allowance rates and policies  

• Receives and approves extension and renewal requests 
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Roles: CIES 
The Council for International Exchange of Scholars (CIES) is a 

division of the Institute of International Education (IIE) 

• Provides program publicity, outreach and information to applicants 

• Manages applications and administers peer review 

• Prepares grant materials based on ECA allowances and policies 

• Processes grant payments 

• Amends and renews grants per ECA approval 

• Distributes and receives interim and final reports 
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Roles: Public Affairs Section, U.S. Embassy 

• Builds and maintains relationships with host universities and 
local government partners 

• Provides ECA with cost information to establish appropriate 
allowance rates 

• Manages placement and affiliation processes 

• Serves as primary point of contact while in country 
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Documents due to CIES before Departure 

Travel itinerary  

Grant Payment Deposits Form 

Medical History and Examination Form 

 
Signed grant document 
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-4 documents due to CIES before departure. All must be received in order for us to process your grant payments, so getting them in on time is very important.

-Also outlined on Grantee Webpage and in Grantee Portal, but can always ask us or Hilary Price if you have questions.

-All documents will be submitted to us electronically through the Grantee Portal.

-Please ensure you are in touch with US Embassy and host institution, as well. There may be additional documentation required for them.




Grant Terms and Conditions 

Report changes of grant dates/length 

Cannot postpone grant to subsequent 
academic year 

Inform CIES of all other fellowships, grants, 
salary, home institution support 

You may take two weeks of leave from grant 
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Your grant terms and conditions outline the specifics of your grant, allowances you will receive, and payment schedule.

CIES will write your grant and send it to you via the Grantee Portal. 

Your grant is a legal document, so any proposed changes must first be approved by your host country U.S. Embassy and U.S. Department of State Department in order for CIES to make any amendments. Please also inform host institution of any proposed changes. 
You may take 14 days of leave from your grant – time spent out of the country of your grant. Your grant allowances will be reduced if you are out of country for more than 2 weeks:

Grant stipend and maintenance allowances are payable on the basis of half-month intervals. Eight to twenty days is considered one-half month. Twenty-one to thirty-one days is considered a full month. Monthly stipend funds are not provided for less than eight days in the host country. 









Medical Form 

Submit form to CIES at least 8 weeks before 
departure (via Grantee Portal) 

CIES will check for completeness and 
forward to U.S. Department of State 

CIES will inform you when  you receive 
medical clearance (2 week process) 

Keep copy of form with you during grant in 
case you need to seek medical treatment 
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Medicals may be submitted through the Grantee Portal. A hard copy is NOT required.

Fulbright grants are contingent upon medical clearance. Until you receive your clearance, you are not officially a grantee and will not receive your grant payments or be able to book travel.





Medical Form: Common Mistakes 
• Make sure both you and your physician sign the form on page 8 

• TB test and vaccinations are not required for CIES clearance* 

• Ensure physician checks/completes all fields on pages 4-8 

• Examination should not take place more than 6 months before 
grant start 

• Dependents do not need to receive CIES medical clearance* 

• Wait to receive clearance and CIES approval of itinerary before 
booking travel 

*Some countries require 
foreign visitors to carry an 
International Certificate of 
Vaccination 
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Some countries require foreign visitors to carry an International Certificate of Vaccination or other proof that they have had certain inoculations or medical tests before entering the country. 

Before you travel, please contact the U.S. Embassy. The Center for Disease Control and Prevention also has a very useful Traveler’s Health section that outlines the requirements by country. 

CIES cannot advise on the visa process.  






Grant Payment Deposits Form 

• Complete bank account information including routing 
number and account number 

• Upload form and voided check together as single PDF 

• This form allows CIES to pay grantees via electronic funds 
transfer  
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-Grant payments will be deposited via EFT to your US bank account. 

-Check with US Embassy about most cost-effective way to withdraw these funds while in-country. (ATM fees can be high, for example)




Travel Information 

• Travel must be booked with an American carrier in accordance 
with the Fly America Act or the Open Skies Agreement  

• Upload proposed itineraries for you and your accompanying 
dependent(s) to the Grantee Portal for review and approval before 
purchasing tickets 

• Once approved and purchased, upload accompanying travel 
receipts to the “My Documents” section of the Grantee Portal  

 
* Important: Inform your host institution, U.S. Embassy contact and 
CIES if you plan to change your travel itinerary and any time you 
plan to leave the country. 
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Your grant includes an upfront travel allowance for your round trip airfare to/from country of grant

FLY AMERICA:
Generally, if a traveler is traveling on funds provided by the federal government, he/she must use a U.S. flag carrier (an airline owned by an American company), regardless of cost or convenience.
 
You must ensure that all flights, where possible, are scheduled on U.S. flag carriers or on foreign air carriers that code share with a U.S. flag carrier.  

Compliance with the Fly America Act is satisfied when the U.S. flag air carrier's designator code is present in the area next to the flight numbers on the airline ticket, boarding pass, or on passenger receipt.

The biggest exception to the Fly America Act is the  Open Skies Agreement – certain EU carriers are considered compliant.

There are other allowed exceptions to the Fly America Act that would allow a grantee to book travel with a foreign carrier. The most common exceptions include where using a U.S. shared flag carrier itinerary forces grantees to:
 
(a) Increase the number of aircraft changes by 2 or more; or 
 
(b) Extend travel time by 6 hours or more; or 
 
(c) Requires a connecting time of 4 hours or more at an overseas interchange point. 
 
 





Grantee Portal 
Log-in information, checklist and instructions sent to you by email 

View personal 
information, 
change password, 
add emergency 
contacts 

Upload 
documents,  
view approval 
status 

Link to  
Grantee  
Webpage 

Enter 
proposed 
itineraries 

Log out of 
Portal 
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Grantee Portal Check List 

 Review personal information in “My Details” tab to ensure 
accuracy  

 Add two emergency contacts in “My Details” tab (“Addresses” 
subtab) 

 Upload required documents to “My Documents” tab 

 Signed grant document 

 Medical History and Examination Form 

 Grant Payments Deposit form 

 Enter proposed travel itineraries for you and your dependents in 
“Travel” tab 

 Once purchased, upload travel receipts to “My Documents” tab as 
“Travel Itinerary” 
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Grantee Webpage 

• Required forms 

• ASPE information 

• Tax information 

• Online Interim and Final 
Reports 

• Sample press release  

U.S. Scholar Guide Online: www.cies.org/grantees/  
Password: CIES_grantee! 
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http://www.cies.org/grantees/


Grant Benefits and Payments 

ASPE health benefits 

Diplomatic pouch service 

Dependent benefits 

 
Payment schedule 
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Grant Benefits 

Monthly Payments One-Time Payments 

• Base stipend  

• Living allowance 

• Housing allowance  

• Salary supplement  

     (for lecturers) 

• Travel and relocation  
 
• Book/educational materials 
 

OR 
 

• Research allowance 
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Base Stipend – fixed amount based on activity and/or academic rank
Living Allowance – food and other daily costs based on the number of accompanying dependents and host location
Housing Allowance – based on host location and the number of accompanying dependents

Salary Supplement Allowance-To further public diplomacy through teaching excellence around the world, a salary supplement is available for teaching and eligible teaching/research awards.  The supplement will raise the grant amount to the level of the individual’s salary for a comparable period, capped at a maximum of $10,000 for each full grant month. Grantees will receive this supplement when the total of the base stipend, living and housing allowances, and any sabbatical pay is less than the grantee’s base salary.  Summer teaching, merit awards, consulting fees, royalties, etc. will not be included in salary supplement calculations.  Flex grants and seminar programs are not eligible.

Travel for the grantee and up to two accompanying dependents
Book/educational materials allowance or research allowance – based on grant activity and host location

Reimbursable Allowances (If applicable, based on grant document)

Tuition reimbursement for school-aged dependents based on actual cost of tuition and fees or home schooling materials. The maximum reimbursable amount is determined by the U.S. Department of State
Language allowance 
China – Guest Lecturer Program




Book Allowance/Educational Materials 
• Teaching or teaching/research 

grantees receive a book 
allowance; research-only receive 
a research allowance 

• Use diplomatic pouch and excess 
baggage allowance for shipping 

• For course materials and 
curriculum development    
(books, photocopies, journal and 
on-line subscriptions, etc.)  

• Materials should be donated as a 
long-term resources for host 
university library and/or academic 
department 
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Base Stipend – fixed amount based on activity and/or academic rank
Living Allowance – food and other daily costs based on the number of accompanying dependents and host location
Housing Allowance – based on host location and the number of accompanying dependents

Salary Supplement Allowance-To further public diplomacy through teaching excellence around the world, a salary supplement is available for teaching and eligible teaching/research awards.  The supplement will raise the grant amount to the level of the individual’s salary for a comparable period, capped at a maximum of $10,000 for each full grant month. Grantees will receive this supplement when the total of the base stipend, living and housing allowances, and any sabbatical pay is less than the grantee’s base salary.  Summer teaching, merit awards, consulting fees, royalties, etc. will not be included in salary supplement calculations.  Flex grants and seminar programs are not eligible.

Travel for the grantee and up to two accompanying dependents
Book/educational materials allowance or research allowance – based on grant activity and host location

Reimbursable Allowances (If applicable, based on grant document)

Tuition reimbursement for school-aged dependents based on actual cost of tuition and fees or home schooling materials. The maximum reimbursable amount is determined by the U.S. Department of State
Language allowance 
China – Guest Lecturer Program




Payment Schedule 

• One month prior to grant start month 

• Prior to issuance of first payment: 
• Medical clearance 
• Signed grant document 
• Submitted Grant Payment Deposits Form 

• Payment includes: 
• Monthly allowances for months 1 – 2 – 3 
• One time allowances 

Payment 1: 
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January and February starts may request to receive their checks in January for tax purposes. 
Monthly allowance examples: Housing and living.
One-time allowance examples: Travel, relocation, book allowance, research allowance
Above examples of Monthly and One-time allowances are also located on Grant and Fact Sheet information
Designee is established on the Authorization of Distribute form, and could be home address or financial institution or a family/member




Payment Schedule 

Payment 2 
• End of third month 
• Includes monthly allowances for months 4-5-6 

Payment 3 
• End of sixth month 
• Includes monthly allowances for months 7-8-9 

*Number of payments depends on grant length 
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Quarterly payments, every 3 months




Accompanying Dependents 
• Defined as:  

• Spouse  

• Same-sex dependent partner 

• Child under 21 incapable of self-support 

• Other relative incapable of self-support 

• Must accompany you for 80% of your total  
grant period 

• Affect your grant benefits for travel, housing,  
and subsistence  

• If your dependents change, notify CIES 
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Diplomatic Pouch Service 
Educational Materials 

• One-time shipment of educational materials to host U.S. 
Embassy or Consulate 

• Maximum limits apply 

• Service cannot be used to ship materials back to the U.S. 

• Shipment addressed to: 
Cultural Affairs Officer 
Post-specific street address 
Department of State 
Washington, DC 20521-xxxx (Post+4 ZIP) 
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This is not the actual address, it is a sample address. Check with the US Embassy for the specific address.
Maximum limit information can be found on the Grantee Web Page: dimension, weight.
Only educational materials
Do not send medicine
Shipments are not insured; no computers, valuables, personal items (like clothing) should be sent
May take up to 8 weeks
Use a tracking system when mailing to Washington, D.C.
Can use only once; do not plan to send multiple shipments. Can only be used to send materials TO your host country.




ASPE Health Benefits 

• Limited coverage for only you, the grantee 

• Serves as supplemental coverage 

• Maintain your health insurance policy and research 
international coverage 

• Claim Form, Brochure and Overview on Grantee 
Web Page 

• ID card can be downloaded after your travel is 
approved 

• Detailed information on ASPE coverage can be found 
at https://myplan.sevencorners.com   
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The Fulbright Scholar Program provides a health benefit plan (Accident and Sickness Program for Exchanges/ ASPE) for the duration of the program.  ASPE does not provide comprehensive insurance coverage, and it does not cover pre-existing conditions or personal travel outside of the fellow’s country of assignment.  ASPE is intended only to serve as supplemental  coverage while in the country of assignment.  
 
ASPE does not satisfy the minimum essential health coverage under the “individual shared responsibility” requirement of the Patient Protection and Affordable Care Act (PPACA).  It is the fellow’s responsibility to comply with the requirements of the PPACA.  For more information and a complete list of exemptions, please visit: https://www.healthcare.gov.
 
It is strongly recommended, but not required, that grantees have or purchase comprehensive health insurance with international coverage during the program.  Not all PPACA-compliant health insurance policies provide international coverage. 

*We do not email or mail ASPE card, instead, grantees will need to log in to access their policy information, including a printable coverage card online. You will then need to setup a new account, enter your Fulbright Grantee ID XXXXXXX and your date of birth.

---------------------------------------
Coverage covers the grant dates, and begins when you are in the host country. You are not covered when you arrive early or on vacation outside of the country for any reason (including conferences).

PLEASE ASK SEVEN CORNERS IF YOU HAVE SPECIFIC COVERAGE QUESTIONS, including if a particular medication is covered.


https://myplan.sevencorners.com/


Health Coverage for Dependents 

• Check your current insurance for 
coverage outside the U.S. 
 

• Contact the company of your 
choice to purchase insurance or 
supplementary insurance 
 

• Refer to Scholar Guide for 
additional resources 
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DEPENDENT INSURANCE IS REQUIRED! ASPE doesn’t cover dependents. But, ASPE is among insurance providers (see US Grantees page) from which you can purchase insurance.

Refer to scholar guide for resources



Taxes 

• No withholding is made on grant, no W-2, no 1099 forms 

• Relevant IRS Publications: 

o 970 Tax Benefits for Education 

o 54 Tax Guide for U.S. Citizens and Resident Aliens 
Abroad  

• Contact IRS International Division: (267) 941-1000 
http://www.irs.gov   

and  
http://www.irs.gov/Individuals/International-

Taxpayers/Fulbright-Grants  
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http://www.irs.gov/
http://www.irs.gov/Individuals/International-Taxpayers/Fulbright-Grants
http://www.irs.gov/Individuals/International-Taxpayers/Fulbright-Grants


Sharing your Story 

Utilizing social media and the Source  

 
Interim and final report requirements 
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Reports 

Interim Report 

For grants six months or 
more, submit via Grantee Web 
Page at grant mid-point 

Final Report 

Submit online to CIES at end 
of all grants 

Notification to complete final 
report will be e-mailed to you 
one month before end of grant 

Completion of final report is 
required 
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We share the reports with the U.S. Embassy and the State Department so that we can assess the challenges grantees are facing in-country, ways we can improve the program, and in what ways the program is operating successfully. With your permission, we may also quote your final report in our outreach efforts (emails, webinars, etc)

Here is a sample of some of the questions that will be asked to you:

Are you receiving adequate support from Fulbright staff in my home country
Were core grant activities what you expected based on the award description and pre-departure information that you received
Did the host provide the necessary facilities and resources to you during your stay?









Sharing Your Fulbright Experience 
 • Upload 3-5 photos of your Fulbright 

to our online database.  

• Use hashtags when sharing photos, 
and memories of your Fulbright 
experience on social media 

• Submit a post to the Fulbright 
Scholar Blog. View blog guidelines 
here 

• Follow us on Twitter 
(@FulbrightSchlrs), Facebook, and 
Instagram to find out more about 
program updates and scholar stories 
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Sharing your Fulbright experience is important for a number of reasons:
Demonstrates the value of overseas experiences for academics/professionals
Assists you in processing/evaluating the impact the experience had on your life 
Help us to recruit for the program and to demonstrate its impact – which is often hard to measure 


http://fulbright.netx.net/uploads/
http://www.cies.org/blog-posts
http://www.cies.org/blog-posts
http://www.cies.org/sites/default/files/documents/Blog-Submission-Guidelines-for-Scholars.pdf
https://twitter.com/FulbrightSchlrs
https://www.facebook.com/fulbright
https://www.instagram.com/the_fulbright_program/


To Do Checklist 

 Complete and upload medical and Grantee Payment Deposits Form to the 

Grantee Portal 
 

 Complete and upload signed grant to Grantee Portal, once it is available 
 

 Apply for your visa/research permit, if applicable 
 

 Request approval for your proposed travel itinerary through the Grantee Portal 
 

 Once purchased, upload travel receipts to the Grantee Portal 
 

 Coordinate/discuss arrival with U.S. Embassy 
 

 Notify CIES if your grant details, contact information or bank information changes 
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Be in touch with your host institution throughout the process. 




Contact Information 

Have questions about your grant? 
 
 

Hilary Hartley, Maria Gahan and Hilary Price 
 

westhem@iie.org  
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