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Why the University of Pennsylvania 
 English Language Programs (ELP)? 

 
• Penn is one of the oldest and most prestigious 

universities in the US (private, Ivy League,        
consistently top-ranked) – home to the Wharton 
School of Business as well as top-ranked schools 
of law, medicine, engineering, and 8 other      
graduate/professional schools 
 

• Offers a variety of courses in general, business 
and academic English 
 

• Host to 2,000 international students a year  
 

• ELP students have access to university facilities: 
libraries, computer and language labs, etc.  
 

• ELP offices, classrooms and on-campus housing 
are located in the center of campus, so students 
fully experience the University environment and 
have many opportunities to interact with other 
students at Penn 
 

• Most classes are held in Fisher-Bennett Hall- a 
newly renovated building that has advanced 
technology in all classrooms,  wireless internet 
access throughout the building and an inviting 
Student Center just for ELP students 
 

• Various types of housing are available year-
round on and near campus 
 

• Instructors hold Masters degrees or higher in ESL, 
Applied Linguistics, or related field and have many 
years of teaching experience; many staff       
members have published ESL texts or research 
works in the field, and hold leadership positions 
in professional organizations. 
 

• ELP’s Intensive Program is accredited by the 
Commission on English Language Program      
Accreditation (CEA) through 2026.  ELP is a  
member of EnglishUSA. 

Helping students select the ELP 
 

 

Why Philadelphia? 
 

• Philadelphia is a vibrant and diverse city of 1.5  
million people!  
 

• Philadelphia is the fifth largest city in the United 
States, and was the United States’ first capital.  
 

• Today, Philadelphia is rich in culture, history, art, 
nature, shopping, and entertainment.  
 

• Students can attend music performances, cheer on 
professional sports teams, explore famous         
museums, visit historical sites, shop at trendy   
boutiques, and much, much more!  
 

• Philadelphia is located between New York and 
Washington, D.C., and within easy travel distance 
to Boston, Baltimore, and the Atlantic Ocean 
beaches. 

Photos by C. Gabello for GPTMC (top left), R. Collerd  for UCD 

http://www.sas.upenn.edu/elp/overview_about
http://www.sas.upenn.edu/elp/overview_about
http://www.sas.upenn.edu/elp/overview_about
http://www.sas.upenn.edu/elp/overview_about
http://www.sas.upenn.edu/elp/overview_philadelphia
http://www.sas.upenn.edu/elp/overview_philadelphia
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Helping students select a program 

Intensive Program (IP) 
Intensive Program is a 7 week program  that provides general English skills to improve proficiency for variety 
of purposes. Students will take a placement test during the beginning of the session to determine which level 
is best suited for them.   
 
University Connection Program  (UniConn) 
University Connection Program, also known as the UniConn program, prepares students for the challenges of 
the university application and admissions process, and academic study at the university level. UniConn is  
designed for: 1) students who plan to study at a university in the US (or other English-speaking countries) 
and 2) students who have already been accepted into an undergraduate or graduate degree program.       
Advanced UniConn students can apply to take a credit course through Penn’s College of Liberal Arts and   
Professional Studies (LPS) to add to their academic background. 
 
 

Year-Round Programs 

Summer/Winter Institutes 

Institute for Academic Studies (IAS) 
IAS is a 4 week program that provides a foundation for university-level English. Students receive an                
introduction to academic content-based language and experience life and culture at a U.S. university. Weekly 
guest lecturers from Penn professors offer students a unique university experience. 
 
Institute for Business Communication (IBC) 
IBC is a 4 week program engaging students in courses that cover a variety of real world business issues and 
topics designed to improve business knowledge and professional communication skills, and better prepare  
undergraduate-aged students to achieve their professional goals. Weekly guest lecturers from Penn professors 
offer students a unique university experience. 
 
 

http://www.sas.upenn.edu/elp/programs
http://www.sas.upenn.edu/elp/uniconn
http://www.sas.upenn.edu/elp/ias
http://www.sas.upenn.edu/elp/ibc
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Send the completed enrollment package to the ELP. 
 
The ELP will begin processing the students application upon receipt of all required materials. ELP will request 
the I-20 Form. Processing time for I-20s is approximately one week. 
 
Once the ELP receives the I-20 Form, we will send the enrollment packet  by express mail to the mailing       
address indicated on the enrollment form.  Express mail can take up to 5-7 business days. The enrollment 
packet will include a welcome letter, billing/payment information, arrival info, I-20 Form and any additional 
program information. 
 
 
 
 
 

 
 

 
The U.S. Department of Homeland Security outlines the procedures to apply for an F-1 student visa. Please 
visit the U.S. Department of Homeland Security website at http://www.ice.gov/sevis/students 
for additional details.   
  
 

 
 

Make arrangements to pay student bill.  Payment instructions are included in the enrollment packet. Payment 
is due by the last day of orientation OR on the first day of the program for IAS and IBC. 
 
 

 
 

Assist student with pre-departure information. Information on how to travel to the university is included in the 
student’s welcome packet.  
 
 

 
 

After the first week of classes, make arrangements to obtain commission. See page 8 for Commission request 
procedures. 

 

Step-by-step Enrollment Procedures Timeline 

Step 1: Send Application 

Step 2: Apply for Visa 

Step 3: Pay Student Bill 

Step 4: Provide Pre-departure Info 

Step 5: Request for Commission 

For more information on how to apply,  please visit: 
http://www.elp.upenn.edu/apply 
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• The enrollment fee and tuition deposit should be collected by representative when the student enrolls.  
 
• You may fax or email application paperwork to us first to expedite processing of applications and I-20s.  

Color passport photo must be sent electronically (jpg format).  
 
• Enrollment fees/deposits should be mailed to ELP as soon as possible.  Enrollment fee/deposit payment 

may be combined with the balance of tuition and fees.  
 
• The most up-to-date enrollment requirements are available on the website at http://

www.elp.upenn.edu/apply 
 
Enrollment in ELP programs does not constitute admission to any other program at the University of         
Pennsylvania.  
 

 
• Students must enter on an F-1 visa for full-time study,  unless the student is a US citizen, permanent        

resident, or has another similar situation. Students may not study on B-1 Tourist visas.    
 
• We urge you to submit student applications as early as possible, at least 6 weeks prior to the student’s 

desired start date. If you have any questions about the visa process or about whether there is time for a 
student to get a visa for a particular session, please contact the Main Office. 

 
• The ELP does not prepare the Form I-20s; this is done by another office of the university.  Processing time 

for Form I-20s can take up to 1 week especially during peak application seasons. 
 
• Please make sure you include the student’s home address on their application, as well as your office    

address – this is required in order to issue I-20s. 
 
• Form I-20s can only be issued for the amount of time that a  student can demonstrate financial support. I

-20s can be extended once students are on campus if they would like to extend their stay. 
 
• All F-1 visa applicants must pay the SEVIS fee before they will be granted their visa.  This will not be paid 

by the ELP. 
 
• The student needs to take the SEVIS fee receipt, the Form I-20, original bank letter and passport to the 

US Consulate when they go for their visa interview. 
 
 

Enrollment Requirements 

Visas 

http://www.sas.upenn.edu/elp/apply_general
http://www.sas.upenn.edu/elp/apply_visa
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• The University of Pennsylvania requires all full-time students on F-1 visas to purchase major  

      medical insurance through the ELP/University. 
 
• Insurance is included in total tuition and fees. 
 
• ELP will provide students with proof of insurance card and copy of the policy during orientation. 
 
 
 
 

 
• There are several types of housing available for most programs:  International House of Philadelphia, on-

campus dormitories, the Axis and homestays with families near campus are the most popular. 
 
• Please see the ELP Housing website (http://www.elp.upenn.edu/student-life/housing) for application in-

formation.   
 
• Applications should be sent directly to the housing provider.  

 
 
 

• The University accepts wire transfer payment via Flywire, checks in US dollars drawn on a US bank,      
international postal money order, or travelers checks in US dollars. The ELP cannot accept credit card 
payments. 

 
• ELP policy requires that all tuition and fees be paid in full before students are allowed to begin classes – 

any exceptions to this must be approved in advance by the ELP. 
 
• Housing should be arranged directly with the provider and paid for before the student arrives on campus. 
 
• Payment should be made in full for the tuition and fees. After the start of the program, agents can       

invoice ELP for commission. 

Medical Insurance 

Housing 

Please note that the ELP will do everything possible to help obtain housing but cannot guarantee        
availability.  During peak seasons, we recommend that students apply early.  If you have difficulty          

securing housing for your student or if you have any questions, please contact the ELP Manager of Stu-
dent  Services, Betsy Dougherty (bdou@sas.upenn.edu). 

Payment Procedures 

http://www.sas.upenn.edu/elp/housing
mailto:elphouse@sas.upenn.edu


 8 

 

 

 
 

 
 

Refund Policy 

ELP Refund  
Policy 

Prior to the start of classes, students can receive a refund of tuition and fees minus the 
non-refundable $90 enrollment fee and the $310 tuition deposit. Before the end of the 
first week of classes, students are entitled to a refund of 75% of tuition less the $90 en-
rollment fee and the $310 tuition deposit. Fees, insurance and housing are governed by 
separate policies and may not be refundable depending on when a student withdraws. 

Intensive  
Program  

multi-session     
discount  

refund policy 
  

If a student enrolls in multiple sessions and chooses to withdraw from future sessions, 
the ELP refund policy applies. If their cancelation impacts their eligibility for a multi-
session discount, they will be charged the single session rate. 
  

Emergencies 
  

If an emergency occurs, you must write a letter explaining the situation to the Director.  
A refund or credit may or may not be approved depending on the circumstances.   Fees, 
insurance and housing are governed by separate policies and may not be refundable 
depending on when a student withdraws. 
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1. After the refund period has passed, contact the ELP to verify the student’s program of study/hours in 
that session. Please note, the ELP can only pay commission for the current session after the refund    
period ends. The refund period extends through the first week of classes. 

 
2. Once you receive verification from the ELP on the student’s program of study/hours, send an invoice to             
       Rachael Hutchinson at elp-marketing@sas.upenn.edu that includes the students full name, program/   
       sessions attended, agency address, and total commission amount.  

 
3. After receiving the invoice, the ELP will request payment from Penn’s Accounting Department. Please 

keep in mind that it will take at least 30 days for the check to be processed.  
 

 

1. Commission for all seven-week programs (Intensive, University Connection, and University Connection-
Plus) is based on single-session ELP Intensive Program tuition rate.  Commission for one-month           
programs (IAS, IBC) is based on programs’ unique tuition amounts.   

 
2. Commission is based on tuition only and does not include fees, housing, or dining. Commission will not 

be paid for credit-courses taken at the University of Pennsylvania. 
 
3.  Commission cannot be deducted from the gross amount prior to paying the student bill.  Representative  
      must submit an invoice which will be paid after the end of the refund period. 
 
4. Commission is credited only for students who apply to the ELP through your agency.  Your agency’s        
      name and address must be noted on the Enrollment Form.  Commission will not be credited for               
      students who receive counseling through your agency but ultimately decide to apply directly to the ELP. 
 
5.   Commission will not be awarded for students who cancel their program. 

Commission 

Questions about commission 
If you have questions or problems concerning your commission, please contact Rachael Hutchinson,  

Operations Administrative Assistant. 

Commission Procedures 

Commission Rules and Regulations 

Wiring Commission Fees 
If you would like commission to be sent via wire, you will need to include the statement “Wire Transfer 
is the only acceptable means of payment”  on your invoice. You will also need to show a $25 deduction 

from your total commission payment on the invoice. This $25 fee covers the wire transfer fees. 
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Main Office Administrative Assistants 
Kara St. Francis, & Elaney Tedder                                                                                                       elp@sas.upenn.edu 
Respond to all inquiries from prospective students & clients; address questions about  
visas, I-20s, or status of student applications 
 
Interim Executive Director- Jack Sullivan                                                                   elp-marketing@sas.upenn.edu 
Handles agent  agreements  
 
Student Services  Coordinator– Jessica Keating Whitney                          jkeat@sas.upenn.edu              
Plans and supervises all non-academic student services; assists students with housing 
 
Enrollment Coordinator - Stephanie Ackerman                                                 acks@sas.upenn.edu 
Handles all student billing; tracks payments, processes commission requests  
 
Executive Director - James Riedel                                                                             james2@sas.upenn.edu 
Oversees all ELP programs; makes decisions regarding custom programs 

Who’s Who at the ELP? 

General contact information for the ELP: 
English Language Programs, 
University of Pennsylvania 
 
110 Fisher-Bennett Hall  
3340 Walnut Street 
Philadelphia, PA  19104-6274  USA 
Telephone:  1-215-898-8681 / Fax:  1-215-898-2684 
E-mail:  elp@sas.upenn.edu  
Web:  www.elp.upenn.edu  
 
To request additional marketing materials, please 
email:  elp-marketing@sas.upenn.edu 

mailto:wmmartin@sas.upenn.edu
http://www.sas.upenn.edu/elp/faculty_directory
mailto:elp@sas.upenn.edu
http://www.elp.upenn.edu
mailto:elp-marketing@sas.upenn.edu
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• ELP:  English Language Programs 
• Penn/UPenn:  University of Pennsylvania  

(please do not confuse with “Penn State,” a public university not located in Philadelphia.) 
• SAS: School of Arts and Sciences 
• LPS: College of Liberal and Professional Studies 
• Wharton:  The Business School at the University of Pennsylvania  

(part of the University of Pennsylvania, not a separate university) 
• IP:  Intensive Program 
• UniConn:  University Connection 
• UniConn Plus: University Connection Plus 
• IAS: Institute for Academic Studies 
• IBC:  Institute for Business Communication 
• TESOL and NAFSA:  professional associations that host major conferences which ELP staff attend every 

year; these associations also publish professional practice standards to which ELP adheres 
• EnglishUSA:  professional organizations to which ELP belongs (EnglishUSA, previously American Associa-

tion of Intensive English Programs) 
• CEA:  accreditation agency for ESL programs in the US; CEA is recognized by the US Department of Educa-

tion as the official accrediting agency for university-based English programs in the US; ELP has been ac-
credited through this agency since 2001 and has a current accreditation for the Intensive Program for the 
period August 2016-August 2026. 

• ESL/EFL:  English as a Second/Foreign Language 

ELP GLOSSARY  
Some common abbreviations you may hear used at the ELP: 


