
 

 

 

 

e-Exchange and e-Internship 
Application Guide Book 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Students / Partner University International Office 

 

 

 

 

 

 

 

 

 

 

 

 

Notes: 

- Even though application deadline is on August 30th, 2020, we strongly recommend 
all prospective students to register and complete the application before the deadline. 

- We hope the nomination list from partner university could be sent maximum before 
mid of August. 

- If applicant fails to complete required application documents, ITS will give som time 
to complete it but not more than August 30th, 2020 

- If applicant success to complete required application documents before the deadline, 
ITS will process the Letter of Acceptance earlier. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send email of interest to 
intladmission@its.ac.id  

Student register on 
https://www.simad.its.c.id  

Program: for e-Exchange 
please choose ‘Exchange’; 

for e-Internship please 
choose ‘Internship’  

Complete all of data and 
requirements at SIMAD 

Documents evaluation by 
ITS 

Get the Letter of 
Accepatance by SIMAD 

Get the Letter of 
Accepatance by SIMAD 

International office send 
nomination list to 

intladmission@its.ac.id  

mailto:intladmission@its.ac.id
https://www.simad.its.c.id/
mailto:intladmission@its.ac.id


Documents Requirements 

 

Documents e- Exchange e-Internship 

University Full Academic Transcript √ √ 

   

English/Bahasa Indonesia Proficiency Certificate √ √ 

Curriculum Vitae √ √ 

Study Plan √ - 

Internship Plan - √ 

Motivation Letter √ √ 

Cover and biodata page of valid passport √ √ 

Formal Photo √ √ 

Recommendation letter √ √ 

Filled Student Exchange Course Form* √ - 

Filled Statement Letter (Behavior and Funding Commitment 
Form)* 

√ √ 

Only for Applicant from Calling Visa country 
Afghanistan, Guinea, Israel, North Korea, Cameroon, Liberia, Niger, Nigeria, Somalia, 

Libya, Iraq, Israel, Pakistan 
Recommendation Letter from the Embassy in Indonesia/ 
Ministry of Education or Ministry of Defense from the 
Applicant’s country 

√ √ 

   *the form could be downloaded on website 
 

 

 

 

 

 

 

 

 

 

 



Document   Requirements   Explanation 
 

1. University Full Academic Transcript 

Notes: 

- Official transcript from the home University 
- Full transcript contains every courses which have taken before 

 
2. English Proficiency Certificate 

Minimum score: 
- TOEFL IBT 64; IELTS 5.5; TOEFL ITP 500; TOEIC: 700 
 It could be replaced by statement letter by University/School principle 

which stating that English is used as the medium of instruction. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Curriculum Vitae (CV) 

Example: 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Study Plan / Internship Plan 

Must contain: 
a. Minimum 300 words 
b. Educational background and interest 
c. Elaborate your educational background/research plan during the program 

 

5. Motivation Letter 

Must contain: 
a. Minimum 300 words 
b. Detailing the applicant’s interest to have the program at ITS 

 
6. Passport 

Valid passport must be scanned (not a camera photo) properly in colored version. Just 
in case you don’t have any passport, you could replace it with the old passport/ 
national identity card. 
Correct: 

Scan of Biodata Page Scan of Cover Page 

 

 
 

 

 

 

 

 

 

 

Incorrect:  

Explanation: 
a. Using Camera Photo 
b. Asymetric 
c. Cropped 
d. Censorship 
e. In frame hand 

 

 

 

 



 

7. Photo 

Correct: 
 

 

 

 

 

 

 

 

Clear Background 
Formal Clothes 
Face & Body are straight 
No Hat & Glasses 

 
 

Incorrect: 

 
 
 
 
 
 
 
 
 
 
 
 
 

Non-formal Clothes Non-formal Clothes Using Glasses Using glasses 
Head Cropped Head Cropped Face & body aren’t straight 
Using Hat Face isn’t straight 

 
 
 
 
 
 
 
 
 
 

 



 
8. Student Exchange Courses Form 

Please fill “Name”, “Department”, choose “Program” and “Exchange Period”, Fill the 
“Mandotory Credits from Home University” and choose the unit either ECTS/SKS. 

List of English courses list and syllabus could be accessed on 
https://www.its.ac.id/international/e-program/e-exchange/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

- Maximum SKS for Bachelor program is 21 SKS 
- Maximum SKS for Master program is 15 SKS 

 
The credit equivalence between SKS (Indonesian credits system) and ECTS (European 
Credits Transfer System), may refer to the following calculation formulation: 

 

i.e. to calculate 3 SKS (common SKS quantity per 
courses) 

 
 

i.e. to calculate 30 ECTS 

1 SKS = 1.7 ECTS 
 

ECTS = 3 SKS x 1.7 
ECTS = 5,1 

 

SKS = 30 ECTS / 1.7 
SKS = 18

https://www.its.ac.id/international/e-program/e-exchange/


 

 
 

9. Statement Letter 
 
     Please fill all of blank section (data, date, and signature) on 2 pages of statement letter 
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