Guide Book

For Prospective Student




Information Sheet
Application Submission

Documents Application

1.

© ® N O AW N

o

11.
12.
13.
14.
15.
16.

Types of Visa

Table of Contents

Documents Requirement EXplanation ...ttt sssnessenes 8
Photo 8

P OSSO ettt sttt st sttt st et st s e me b ns 9

ITS Health INfOrmation FOIM ... erccececteeccecstscesesessecssscesessssssssssesssssssssssssnss 10
Medical Statement 10
Certificate and Transcript of Latest Education 12
University Full Academic Transcript 12
Statement Letter of Behavior 13
Statement Letter of Funding 13
CUITICUIUM VIHAE [CV)euitiieieiitetrtccnntetetcactntstsacssssssts st ssssstestsssssssnsssesssssssssnsssesssssnsssanes 14

. Study Plan / Internship Plan 15
Motivation Letter 15
English Proficiency Certificate 15
Recommendation Letter from Home University /High School 16
Student Exchange Courses Form 17

Letter of Funding Sponsorship .18

PhD’s research proposal & PhD’s supervisor acceptance 18
Administration and IMmIgration FEE ... ineieietetcccrteeecneneteceeeneeeeeesnesssessssssnssnsns 19
2

........... 6

Visa Time Table




Information Sheet

General Information

Name of Institution Institut Teknologi Sepuluh Nopember

Exchange Office ITS International Office

ITS International Office

1 Floor, ITS Rectorate Building
Mailing Address Institut Teknologi Sepuluh Nopember
JI. Raya ITS, Sukolilo, Surabaya
Indonesia, 60111

Telephone / Fax Number +62-31-5923411

Website www.its.ac.id & www.its.ac.id /international

Contact Person

Ms. Desy Kurniawati
Coordinator for International Admission and
Immigration Matters

Email: intladmission@its.ac.id

International Student Admission

Ms. Nurul Fadillah

Coordinator for International Hospitality
(include Accommodation Services) Email:
iss@its.ac.id

Hospitality Division

Official Email Address international @its.ac.id

Academic for Full Degree, Student Exchange, and Internship Related Information

Fall Semester 2019

Application Deadline 15 April

Announcement 15 May

Courses Registration -

Full Degree Calendar:

New Student Ceremony: -
Under graduate Orientation: -
Post graduate Orientation: -

Academic Period

Spring Semester 2020

Application Deadline 15 October

Announcement 15 November

Courses Registration -

Academic Period -

Internship
Application Deadline 3 months before the proposed date
Duration 1 until 6 months

yd


http://www.its.ac.id/
http://www.its.ac.id/international
mailto:intladmission@its.ac.id
mailto:iss@its.ac.id
mailto:international@its.ac.id

Others

Application Procedures

https://www.its.ac.id /international /study-at-

its /admission/

Courses Available for Exchange Students

https://www.its.ac.id /international /study-at-
its /academic/courses-in-english /

Restricted Courses

Exchange students could only take courses maximum
from 3 departments during the program

GPA Requirement / Language

GPA:

2.75 (out of 4.00)

Language:

TOEFL IBT: 64 / IELTS: 5.5 / TOEFL PBT: 510 (not more
than 2 years). For applicants from English based school
/university, a statement letter from the school /university
principle could replace the proficiency certificate

Course Load / Required Credits

Bachelor:

Maximum 21 SKS
Master & Doctor:
Maximum 15 SKS

SKS is referred to Indonesia credits system. 1 SKS = 36
study hours/semester. About the credit equivalence
between SKS (Indonesia credits) and ECTS (European
Credits System), it can be calculated through the
formula: 1 SKS = 1.7 ECTS

Language of Instruction

English (for selected courses and department)

Courses Registration

Course registration is done during the courses
registration period. Student still could change the
courses before the last day of the 3rd week.

Rule

Student is allowed to absent from the class maximum 3
times/course. More than it, student would be given E.

Grading System

ITS follows the GPA Grading System as follow:

Grade Mark Point Explanation
A 86 —100 4.0 Excellent
AB 76 — 85 3.5 Very Good
B 66-75 3.0 Good
BC 61 — 65 2.5 Sufficient
C 56 - 60 2.0 Fair
D 41 - 55 2.0 Poor
E 0-40 0.0 Very Poor

Tuition Fees

Deadlines for paying tuition fees are before the Courses
Registration / FRS (Formulir Rencana Studi) week. Please
make sure that you pay your tuition fee before the
above deadline and if you don't you won't be able to
register any classes for the following semester.

Full Degree:

Bachelor :IDR 15.000.000/ semester
Master : IDR 20.000.000/ semester
Doctor  : IDR 25.000.000/ semester
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Exchange & Internship:

The tuition fee is waived for the 1t semester, but
student must pay the tuition fee for the 2nd semester as
stated above.

Facilities & services Available

- Libraries

- Sport Facilities

- Cafetaries

Facilities Available - Bike Rental (Deposit is required: IDR 500.000)
- Banks

- Post Office

- Medical Center

- Arrival Pick-up Service

- Orientation

- Assistance on Securing On-Campus Accommodation
- Student Visa Application

- Assistance on Course Registration

- Buddy

Services

Arrival & Orientation Program

Suggested Date of Arrival No physical class will be conducted

Every exchange student will be assigned with an
academic advisor who will provide academic guidance
Monitoring System and supervision.

A buddy will be appointed to assist an exchange
student with campus life and life in Indonesia.

Administration and Immigration Fee (paid to ITS after arrival)

New Student $150

KITAS Extension Administration Fee $ 30

Approximate Living Expenses

Food/Meals IDR 30.000 — IDR 90.000 / day
Mobile Phone IDR 50.000 — IDR 200.000 / month
Online Transportation (Gojek or Grab):
Motorbike
IDR 5.000 — IDR 75.000/0ne way (approximately)
Car
IDR 15.000 — IDR 150.000/0one way (approximately)
Local Transportation Taxi

IDR 100.000 — IDR 250.000/0one way (approximately)

Public Transportation
Bus
IDR 5.000 — IDR 45.000/0one way (approximately)




Oency Matter (Hospitalization)

Minimum IDR 1.500.000

ersonal Expenses

IDR 800.000 — IDR 3.000.000

Accommodation

On-campus

International Student Dormitory (*rate 2019-2020)
IDR 750.000 — 1.700.000 / month / person

Local Student Dormitory (*rate 2019-2020)

IDR 375.000 — 500.000 / month / person

Guest House (*rate 2019-2020)

IDR 180.000 — 500.000 / day / room

Off-campus Apartment

Exchange student may opt to rent private apartments
off-campus; located within 1 to 5 km radius from ITS, as
follow, Educity Apartment, Puncak Kertajaya
Apartment, and Cosmopolis Apartment.

Fee: 3.200.000 — 8.500.000 / month / room

Visa & Insurance

Visa

All International students who wish to study for 2 — 6
months and more at ITS must apply for a Student Visa
(VITAS 316), and for less than 60 days staying
program must apply Social Vis (VKSB 211A).

Visa application in Indonesia Embassy is required Visa
Authrization Letter from Indonesia Ministry, the letter
must be applied three (3) months prior the arrival. ITS
International Office will help students to apply for the
Visa Authrization Letter after we received transferred
Administration and Immigration Fee. Any information
will be updated by email.

Visa extension and conversion fee in
Indonesia

VKSB 211A
IDR 500.000 for 30 days extension

VITAS 316

IDR 1.600.000 for 6 months
IDR 2.500.000 for 1 year
IDR 3.750.000 for 2 years

The student is COMPULSORY to purchase health
insurance which covers personal accident, inpatient

Insurance I o
treatment, repatriation, death and any other additional
terms which necessarily while in Indonesia.

All incoming students under ITS Inbound Mobility
Program are not allowed to bring in your dependent to
Dependents 9 gmny P

Indonesia.
ITS will only process visa application for student who
registered in ITS and not the dependents.

Students from Calling Visa country

(Afghanistan, Guinea, Israel, North Korea, Cameroon, Liberia, Niger, Nigeria, Somaliq, Libya, Iraq,

Israel, Pakistan)

Application Deadline

Administration and Immigration Fee

Plus $15 for all Administration and Immigration Fee
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Application Submission

Exchange and Full Degree Program

Flow of Application

Not Complete Letter of Refusal
(LoR)

International Department’s
Office’s Documents Documents Announcement
Screening Evaluation

Application
Submission

Letter of Acceptance
Fall Semester deadline: Fall Semester deadline: {LoA)
15 April 1 Week 2 Weeks 15 May

wdeadnne: Spri ter deadline:
' &

Internship Program

Flow of Application

Not Complete Letter of Refusal
{LoR)

International Department’s
Office’s Documents Documents Announcement
Screening Evaluation

Application
Submission

Letter of Acceptance
(LoA)

Throughout the year 1 Week 2 Weeks




Documents Application

FULL DEGREE

Requirement

Bachelor (ST)

Master (S2)

Doctor (S3)

Official Certificate /Diplomas

High School

Bachelor

Master

Official Academic Transcript

High School

Bachelor

Master

English/Bahasa Indonesia Proficiency Certificate

\/

\/

\/

Medical Statement

Curriculum Vitae

Motivation Letter

Cover and Biodata Page of Valid Passport

Formal Photo

Latter of Funding Sponsorship

Study Plan

Recommendation Letter (minimum 2)

Filled ITS Health Information Form*

Filled Statement Letter (Behavior and Funding
Commitment Form)*

2 ||| ||| |2 <] <

P [ - [ = ) ) I ) I

PhD ITS Supervisor Acceptance

< | 2 || ||| ||| <2<

Only for Applicant from Calling Visa country
Afghanistan, Guineaq, 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




NON-DEGREE (STUDENT EXCHANGE & INTERNSHIP)

Student

Exchange Internship

Requirement

University Full Academic Transcript \ \

English/Bahasa Indonesia Proficiency Certificate

Medical Statement

< | 2| <

Curriculum Vitae

Study Plan

2| 2| <] <

Internship Plan -

Motivation Letter

Cover and biodata page of valid passport

Formal Photo

Recommendation letter (minimum 2)

Filled ITS Health Information Form*

< | 2| 2] <2 <] <

Filled Statement Letter (Behavior and Funding Commitment Form)*

< | 2| <2 | 22| <] <2<

Filled Student Exchange Course Form*

Only for Applicant from Calling Visa country

Afghanistan, Guineaq, Israel, North Korea, Cameroon, Liberia, Niger, Nigeria, Somaliq, Libyaq, Iraq, Israel, Pakistan
Recommendation Letter from the Embassy in Indonesia/ Ministry of \ N

Education or Ministry of Defense from the Applicant’s country

*the form could be downloaded on website



Documents Requirement Explanation

. Photo

Correct:

v'Red Background

v Formal Clothes

v'Face & Body are Facing Forward
v'No Hat & Glasses

Non-formal Clothes Non-formal Clothes Using Glasses White Back d
Head Cropped Head Cropped White Backgournd fte Backgroun ) .

. . . Face & Body aren’t Facing Forward
Using Hat Face isn’t Facing Forward

Using Glasses



2. Passport

Must be scanned (not camera photo) properly in colored version. Passport expiry date must
be more than 22 months (VITAS 316) and 12 months (VKSB 211A) after you apply the

program. Less than those requirements, visa could be issued by the Embassy.

Correct:

Scan of Biodata Page

1 THE HASHEMITE KINGDOM OF JORDAN  feaitlgll 2.55,5) 8t

7 --v“b)"/"ﬁ”"r""‘ T R N 7
Sssport B Jor

— N

T ] ol 2L s e all) e

e o s 2
T

Mt St 4

Incorrect:

Scan of Cover Page

Explanation:

a.

oo gT

Using Camera Photo
Asymetric

Cropped

Censorship

Hand



3. ITS Health Information Form

Notes:

a.
b.
c

Fill every documents completely
Don't forget to sign
You need to re-fill it again if we found any incomplete data

4. Medical Statement

Requirement:

a. Stating that you are health enough to study overseas.
b. There is legal stamp from Hospital /Clinic
c. Name of the doctor is clear
d. Contain of your basic health status such as respiratory organs, digestion, blood
pressure, and other status (i.e.: cholesterol, blood sugar, vaccine)
e. Highly recommend to use ITS Health Information Form
f. Issuing date is clear and maximum 1 months before the application
g. Highly recommend to make English version of the Medical Statement, but we will
relief if it is very hard to get one
Example 1:
OUH
Odense

Universitetshospital

To whom it may concern Sdr. Boulevard 29
5000 Odense C
Denmark
Phone +45
Fax +45
Mail:
2018.06.19
Concerning D . , born u. of August 1994,
This is to verify that 5 mmom is healthy and able to stay in Indonesia in connection witha 6
month study

He has no medical history of any lliness

Odensa Universitetshospital/Svendbory Sygebus

). B. Winslews Vej 4. Indgang 17 stuer
Sincerely yours
)

¢

Odense University Hospital
5000 Odense C
Denmark

10
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Example 2 (using ITS Health Information Form):

1. Fill the doctor’s data completely

2. Stamp of Hospital /Clinic

3. Doctor need to fill any health status of the applicants that needed on the form (page 1
& Page 2)

4. Signature

5. Fill the date of issuing

KEMENTERIAN RISET. TEKNOLOGI. DAN PENDIDIKAN TINGG

INSTITUT TEKNOLOGI SEPULUH NOPEMBER
INTERNATIONAL OFFICE
Ractorate Building 1" Floor
Kampus ITS - Sukolilo, Surabaya 80111
Telp. +62 31 5923411, +62 31 5994251-54 Ex. 1224 Fax. +62 31 5923411
etp:/iweww.its ac.id

Health Information Form

Thank you for your interest to have an at TS, It is imp that we be aware of any
past or current medical issues, including mental health conditions, which might affect your study. This information
will be kept confidential to protect student privacy. Disclosure of such information may be made to appropriate
Iindividuals (including program staff and resident directors) and to provide you with assistance should the need arise
during your study. Health tests, certifications, or other actions may also be required prior to departure in certain

circumstances.

s Office s 10 enabling pa in its prog for all L]
you have questions, need assistance, or wish to discuss for health please contact your
buddy and/or the office. Accommodations may require and with foreign

contacts, so adequate lead time is critical. Contact should accordingly be initiated as soon as possible.
PART A: GENERAL INSTRUCTIONS:

Completing and having this is » condition of study in ITS programs

Please complete this form in English either by typing or by hand, using black ink and in capital letters.

v You must notify ITS 10 of any relevant changes 1o the information that may occur prior to the program.
v The in this form is.

v ?Mnmmwmdmumw-mw‘mawmm

SR UEAL

had any infectious diseases? ¥ No  Yes. If yes, please tick  any that apply.

M_o__-hpMp Encephaits 41 Hepatitis (specify) | 2 Frequent tonsilitis
Rubeka (German measies) Preumococcal infection | | Yellow fever I Bronchiis

Please provide a bref history/explanation regarding above and whethar they have ieft any lasting comphcations.

Finns tha sbsdnnt i A s s madinosl ahiame nr rhimnie sandtione? ¥ Nn | Vau Hune nlases ek | B Ihat Sanks

PART E: CERTIFICATION

1 conty that ot responses made on Ihis form are frue, accurate and complefe. and | will naty ITS 10 of any relevant changes thet
mey occur prior 10 or during my study program. | have included in this form, advised the TS 1O Staff of any special needs or
sssistance thet ihe student may have relating to mythe student’s physicel and mental health | am aware that ¥ [ do not provicde
complete information, this may ceuse hardship and concem 0 others and may affect mythe student's own welfare | understand
thet ¥ | do not provide complete information, ITS 10 may decide (o send methe student home from the study program at mythe
student’s own expense

1 consent fo the release of medicel information 10 ITS 10 or R3 sgents 30 that they mey provide me with needed assistance |
Awther agree that ITS 1O or is sgents may release informaton o other persons who may need thvs informaton fo sssist mathe
student or to assist others in my study. | understand and agree that this form may be released fo the ITS 10 staffs for such
purposes.

1 8m aware thet | am responsidie for myfthe student s physical and mentsl heath and wil cover any medicel axpenses that
occur during myAhe student's study at ITS. hec.d yd

I my parents or guardians have not signed this form, | represent and certdy that | am nat @ minor according 1o the laws of my

Tick f this is the case O » 4.
5. d~m_‘_£’-;r




ificate and Transcript of Latest Education

ranscript and certificate of Senior High School / Diploma (for Bachelor applicant) or Bachelor (for
Master applicant) or Master (for Doctoral applicant) where the applicant has taken previous courses,
which certified by the government official from the applicant’s country of origin.

Certificate /Diplomas:

O v

(320

JJ iIIIlB'Zv hou ”5 > gh fgrhn 0 l

having completed satisfactorily an approved conrse of study in
the James Billhonse Wigh School, is hereby awarded this

.
Aiploma

Given at New Baven, Connectiont, this twentp-first dap of June in

the pear of our Tord, One thonsand wine hundred and sixty-twe

Transcript:

(%) Ontario = e ONTARIO STUDENT TRANSCRIPT
[P RELEVE DE NOTES DE L'ONTARIO

I IR

" SUMMARY OF CRED(TS | TOTAL DES CREDITS =9

6. University Full Academic Transcript
Notes:

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

12



tatement Letter of Behavior

DURAMT FORINT AT AMIY

STATEMENT LETTER

Saya vang bertandatangan di bawah ipi.;

Nama : Rayf Kumar Dash.

: Paris / 15 October 1995,

Tembat/qu. Lahir

No. Paspor 3 INEI7B00) sesvessseccssasorscsssosressossss berlaku s.d 27 - 07 - 2026
wort 0 Expwation Date
Fakultas/Jurusan : Faculty of Industrial Engineering / Mechanical Engineering ............
Kewarganeraan : France .
Alamat Email : fay1995@amail.com

Alamat di Indonesia : L Asrama Mahasiswa ITS, Surabaya

Menva!akan hal’nn selama saya studi program (Student Exchange) di Indonesia, sau,.
g my (Student Exchange,
1 Akan muwkw.\ semua pesaturan neme(mt.ah Indonesia
2. Tldak ak.m menollum pe'qevakan uolmk selama belajat [ ] lndones«a

3. Tldak akan bekev)a selama belajav d Indones-a

Apabila saya melanggar hal — hal tersebut diatas, saya bersedia menerima sanksi yang sesual
dengan peraturan perundang — undangan yang berlaku di Indonesia.

Demikian surat pernyataan ini saya buat dengan sebenar benarnya dan tanpa paksaan darl pihak
manapun.

Hormat Saya, (DD-MMM-YYYY)

( Ravf Kumar Dash )
8. Statement Letter of Funding
SURAT PERNYATAAN
STATEMENT LETTER
Saya yang bestanda tangan di bawah ini...
Nama : Rayf Kumar Dash.
Tempa!/TqI Lahn : Paris / 15 October 1995
No. Pasoot 2 NEYZ000L scossonsmmvmsssssssassassrsans berlaku s.d 27 - 07 - 2026
‘ Expiration Date
Fakukas/)urusan : Faculty of Industrial Engineering / Mechanical Engineering ............
Kewaroanefaan : France
Alama( Emacl : 13y1995@qmail.com

Alamat dl Indon&a : J.Asrama Mahasiswa ITS, Surabaya

Menyatakan bahwa, selama h didikan di Ind seluruh biaya pendidikan dan
biaya hidup saya adalah tanggungan saya pribadi/keluarga. Saya bukan penerima beasiswa dari
pemerintah atau donor lain.

Demikian surat pernyataan ini saya buat dengan sebenar - benarnya dan tanpa paksaan dari
pihak manapun.

Hormat Saya, (DD-MMM-YYYY)
sincerely you g

( Rayf Kumar Dash )

Notes:

Fill the blank section
correctly

- Name is similar with full
name in passport

- Do not change “Alamat
di Indonesia”

- Insert the date

- Sign

Fill the full name

Why this form state that |
am Student Exchange
Program?

This is the regulation of
our institution.

Notes:
1. Fill the blank section
correctly
- Name is similar with full
name in passport
- Do not change “Alamat
di Indonesia”
2. Insert the date
3. Sign
4. Fill the full name

How if | get scholarship from

Mevlana /Erasmus+/other ?

Do | need to fill this form as
well?

Yes, you do! Because
Mevlana/Erasmus+ not
Indonesia Government

Scholarship

13



9. Curriculum Vitae (CV)

Example:

weos - IDENTITY

lmd*Sunhg
e A3 vcr‘uus) ’ hwdobs milan1@gmailt.com 0 www hennymax.sk =
m efvung

MILAN CHUDOBA
Freelance Graphic Designer
10 Manchezter Ztreet N2i, Mackson W1 53703
1131985 (26)  SLOVAX BEABLST DESIGNER  SLOVAX (NATIVE), ENGLISH (INTERMEDIATE) Profile
Hardworking busines:- £ graduate with proven
Zeehing 10 apply my abuw Ulepo'mno!lpozm cﬂw‘, ramel
CONTACT Bpsince

00/2013 - prazent M-Iou

Lw.na’baoe

Pm-.v, r:«!xe for ez

Fhe:porr'm "av m«o.x Wrna of each

COLOURS | i P

800000000

Tyler Vader

Vacker
waw hmearnecor- eur t,'.ev
Lo 2bickres

leaderchip. araneational and product-development sidlls

oduct-deveiopment process. from concept through introdhuction to
e2ign intention. Mmerchant prcing and a2zoMment ZUateges are

Qroup. Merchancizing and vendors through al tages m
CyCie iconcept 1o customesn
companent of the product 20 82 1o attan

EDUCATION WORK EXPERIENCE ‘ea-oo year wcrease in oz profe
. Kaxe pricing. quantty and ):_acmoewer, ferme for key product Inputz from
1000 - 2004 003 prevent % producers and Supp:
309300 941G TVROOSN HIGH SCHOOL i :_‘:'_";.‘:'_ . .mmmt data documenited within intemal software syztems i entered ascurately
and in 3 tmely manner by team
o De reporting format .Mmmﬂmdﬁmg Zystem. {0 streamiine dats
by members of gichal product tex
100% - 1008 DILINSIA UNIVERZITA V Bt
10/2007 - 0201 Rental Office Assistant Manager
:,.“...._.., h WMM“.Z.;;R bcn:moenmdam e 7t rerta et
. - - .
)08 - 3014 TLINSKA UNIVERTITA V 2t . %m of customer service and rey .5 ‘
Education
/013 Supply Chain and Operations Management
Umnersdy of Wizconzn - Miwauhee
o Study abroad - Austradia
* Deanzilut
WEBDESIGN Mtiasinis
L seeeesssessssses * Manage category driving over $40 Milbon annuait
PRINTDESIGN o Lesd costing % 10 Increace wvnu,‘s on hey products
2 2 Mo . Enm«"mwrm MEEZan Ms»s&‘e" PLM (prodict decycie management) softuare
PHOTOGRAPHY . ccn;wedcwxwkrswmammw oo "

[Fechnoiogy ] [Sciences | [Cherature ] (Fim ] [[Camping | [[Fiing | [[Tenni= ] [[Woodworking |

Europass
Curriculum Vitae

Personal information
First nameis) / Surname(s)

Oocupation o postion hekd

Addess  Roste Sweica 15

Jasmin Jasarevic

TH100 Becko (Bowma 0t Herzegovea)
*347 65 758 501

o387 48217 65

SN OCAQTed 0

s

ON1VI08
Ganern marager

Thiime) b
mumcpaites w0 other NGO-4. Trrngs for sl snd vourseens, wn—-nw
Fundrasng

Narw ant o ¥
Bosrw Sentreew 16 76100 Browo Bownm 400 Hersgone)
Type of dumewes or wecter  Nom peoft - NGO
Dams 010702 - JV0008
Ooospation o postion hekd  YOuIR cleb manager
A acivitins e raporatiiles  Opening ard am—-um&nmmuwmmnmm
wONRS (3 0 B Wt vllndeens.
aragenent of M-\n—n“nmhv-.hdumw
shucenms “A"SS" lovel pracion placement i Youth chibs
Narw and a0dwss of enpioyer  PROMI Caster for youth development
Bowrw Stetrere 16, 70100 Brow Boww snd Hecegoves)
Type of Susoess or sactor  Non profit - NGO
Dot 0192002 - JO0N2002
Oceupation or postion helé  Sesior Youth worker
Ao scttis Super by slacements. Crganize and nun youlh werk indoor and
Oukdoor, acivibes.

Narw and accwes of wngioyer  PROM Center

for youth Gevelopmest
Bosre Stetrene 16 76100 Broko [Bowe and Mectegora)

Ty of busrwess or secior  Nom proft - NGO
Dams 010372001 - JVI22001
Occwpaton
o c e
o et bl
ongen Createy Vine
st funraseg
Namie and aowss of aployer  PRONI Canter for youth developmest
Bowe Stedrene 16 76100 Broko Bowe and Merzegovina|
Tyoe of busrwss o sector  Non profit - NGO

24012000 - V122001




10. Study Plan / Internship Plan

Must contain:
- Minimum 300 words
- Educational background and interest
- Elaborate your educational/reasearch plan during the program

11. Motivation Letter

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

12. English Proficiency Certificate
For Bahasa Indonesia Program

** The applicant has to pass an internal Indonesian language tests (written and oral)
organized by ITS’s Center for Language and Culture

For English Program
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.

|
&
[
Viissingen, 21 November 2017 ﬂ
|
]
To whom it may concern &
This is to confirm that s, date of birth 'm W', is a bona fide third year student in the
programme at HZ University K the Netherlands.
has studied the in the Netherlands for 2,5 years and has proved
to be very successful, The programme is taught in English

He has a fine personality and is helpful and cooperative, works very hard and with good results.

His current level of English is: C1.

bo/ur‘ mfrvﬁfu Iy, \

A |

15



13. Recommendation Letter from Home University/High School

Example:

Postbus 3037 9701 DA Groningen
To Universitas Teknologi Sepuluh Nopember
Kampus ITS

Surabaya

Subject:
Recommendation
Dear Sir/Madame,

With this | want to recommend Mr. for attending a study period
at Universitas Institut Teknologi Sepuluh Nopember in Surabaya, Ind ia. The
subjects our student intends to take contribute highly to the study program at
his home university in the Netherlands. Beside that | highly value the
international experience he will gain in your country.

Yours sincerely,

L R R —

Our Ref, MOE.5801/8918

October 10", 2018

Dr. Maria Anityasari, 5.T,, ME,,

Director of international Office,

Institut Teknologi Sepuluh Nopember (ITS),
International Office of ITS,

Rectorate Building 1st Floor,

Campus ITS Sukelilo,

Surabaya 60111, Indonesia.

Dear Dr. Marla Anityasari,

Subject: Nomination of student exchange program at Institut Teknolosi Sepuduh Nopember (ITS), iIndonesia

With reference to the Agreement on Academic Cooperation between and Institut
Teknologi Sepuluh Nopember (ITS), we would like to nominate Mr. a
Bachelor's Degree student from Scheol of to participate an exchange

program in the spring semester (February - June 2019)

The complete application form and related docurnent are enclosed herewith.

Your kind consideration on the application is highly apore.cwalerj,

Yours sincerely,

Acting for Vice President tor internationalisation
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14. 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.

English courses list could & et on https://www.its.ac.id /international /study-at-
its /academic/courses-in-english / and Syllabus could be accessed on
https://www.its.ac.id /international /study-at-its /academic/syllabus /

STUDENT EXCHANGE PROGRAM
INSTITUT TEKNOLOGI SEPULUH NOPEMBER (ITS) SURABAYA, INDONE SIA
Name
Department :
Program : Diploma/Undergraduate /Master /Doctoral (choose one)
Exchange Period : February - June /September - January (choose one) Mandatory Credits - ECTS /
List of course selection: from Home University SKS
No Course Department at ITS that offers the Credit
course
[Eg] [Engineering Economics] [Industrial Engineering) [3]
1
2
3
4
3
6
7
8
9
10
Total Credit
Date:
Approval of the Host Institution:
Academic Advisor Head of Department International Office

The credit equivalence between SKS (Indonesian credits system) and ECTS (European Credits Transfer
System), may refer to the following calculation formulation:
1 SKS = 1.7 ECTS
i.e. to calculate 3 SKS (common SKS quantity per courses)
ECTS =3 SKS x 1.7
ECTS = 5,1
i.e. to calculate 30 ECTS
SKS =30ECTS /1.7
SKS=18

- Maximum SKS for Bachelor program is 21 SKS
- Maximum SKS for Master program is 15 SKS
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https://www.its.ac.id/international/study-at-its/academic/courses-in-english/
https://www.its.ac.id/international/study-at-its/academic/courses-in-english/
https://www.its.ac.id/international/study-at-its/academic/courses-in-english/
https://www.its.ac.id/international/study-at-its/academic/syllabus/
https://www.its.ac.id/international/study-at-its/academic/syllabus/

tter of Funding Sponsorship

Must Contain:
v Made by guarantor (parent/corporation/institution /scholarship)
v Stating about duration of sponsorship and amount of guarantee
v’ Enclosed with official Salary Slip

Example:

GUARANTEE LETTER

16. PhD’s research proposal & PhD’s supervisor acceptance

Before the admission process, you must contact the Professor from respected department at ITS to

get the sponsorship of your admission. You can check contact of
https://www.its.ac.id /.

the Professor

on
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Administration and Immigration Fee

reshman Student

Subject Visa VKSB 211A Visa VITAS 316
Exhange / Internship
$150 $150
Full Degree

Extra Fee (Only for Calling Visa Country**) $15

Note: Fee is only applied for administration process of the extension.

**) Afghanistan, Guinea, Israel, North Korea, Cameroon, Liberia, Niger, Nigeria, Somalia, Libya, Iraq, Pakistan

Payment is paid directly to International Office once you arrived at ITS.

Administration and Immigration Fee will be applied to cover :

)

1. Study Permit Letter

2. Residential Letter

3. Police Notification Letter I _ PAYR
|

4. Photo printing

L

5. Stamp duties l
6. Administration of immigration arrangement for activities such as
document registration, mailing, transportation of immigration division.

7. Airport pick-up service

8. City Tour, cultural trip, and other student actvities.

Notes:

The registration fee excludes the monthly fee of visa
extension, fee of visa conversion, and yearly fee of KITAS

extension and local transport cost to go to Immigration
Office.

& o

BANK @D
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On-going Student
This fee is appointed to:

1. Full Degree student that will process visa extesion. Usually this process will be processed after 1 or 2 year
stay in Indonesia.
2. Student Exchange and Internship student should pay this fee, if student would like to extending program at

ITS.
Subject Visa VKSB 211A Visa VITAS 316
Student Exhange / Internship / Full Degree $ 30
KITAS Extension™*
Extra Fee (Only for Calling Visa Country**) $15

*) Fee is only applied for administration process of the extension.

**) Afghanistan, Guineaq, Israel, North Korea, Cameroon, Liberia, Niger, Nigeria, Somalia, Libya, Iraq, Pakistan

Payment could be paid directly by cash to International Office.

Administration and Immigration Fee will be applied to cover :
1. Study Permit Letter 4. Stamp duties

2. Residential Letter 5. Administration of immigration arrangement
for activities such as document registration,

3. Police Notification Letter - . —_ . ‘e
mailing, transportation of immigration division

4. Photo printing

Notes:

The registration fee excludes visa extension fee and local transport cost to go to Immigration Office.

Student Self Expense for Visa

Visa Type Extension Conversion
VKSB IDR 500.000 /.mon'rh (maximum 4 i
times)
IDR 2.500.000 for 1 year IDR 2.500.000 for 1 year
VKSB to KITAS
IDR 3.750.000 for 2 year IDR 3.750.000 for 2 year
IDR 1.600.000 for 6 months IDR 1.600.000 for 6 months

VITAS to KITAS

& IDR 2.500.000 for 1 year IDR 2.500.000 for 1 year
KITAS Extension
IDR 3.750.000 for 2 year IDR 3.750.000 for 2 year

20
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Period of Stay

Types of Visa

VITAS 316

VKSB 211

Visa on Arrival (VoA)

> 60 Days \ \ (Not recommended) -
< 60 Days - \/ \ (Not recommended)
< 2 Weeks - \/ \

VITAS 316

VITAS 316 is students visa or study purpose visa, Indonesia
government is determined VITAS type 316 (Student Visa) as the most
recommended visa for Exchange (include laboratory activities) and
Full Degree student. This limited stay visa is valid for 30 days after
your arrival in Indonesia and you need to convert it as soon as
possible to 6 months, or 1 year, or 2 years Multiple Exit and Re-Entry
Visa.

If the student want to take this kind of visa, student needs to submit
every documents requirements on time to the deadline. If there are
some incomplete documents, regretfully the student only could take
VKSB 211A. The reason is because VITAS 316 is require Study Permit
from Ministry of Research, Technology and Higher Education, which
could be issued after 1 month process.

Rogho. | 2ATB22B024358 "5
0.2, G O L Ly

st Go Ugad Bofaro

05112018

Dotr OF tsxus

Issued visa 08,2048

vita fype SINGEE ENYRY
typed correctiy

£216 { BTUDY WBA

The

Hte of Birth Swe

“Annotation” is -

Natlonsfity Ftapont fis,

ITS / Institut |
Teknologi
Sepuluh
Nopember

Fatotation HESTIVUT YERN WU ROPEMEER SURABAYA
ANORNP i REPCRY TO LOSAL

YN 20 HAYS A D OBYAN LIVIYED STRY FERIeT

Madionim Stay

Visa Number

JOMANES FANRY &,
{migeotion Aache

— Period of the visa

5 MONTRIS)

You can only use
the visa to enter
Indonesia until 3
months after it’s
issued

Why vitas 316 need to be converted to KITAS before 30 days of arrival?

@ 316 which student made in Indonesia Embassy is 30 days single entry visa. VITAS 316 is just a

to multiple entry. KITAS is the true multiple entry visa. If you don’t convert it, then it will be expired

after 30 days. If you buy VITAS 316 for 6 month you can only convert it to 6 month KITAS and so on.



211-A

SB (Visa Kunjungan Sosial Budaya — Social /Cultural Visit Visa) — a visa for those coming to Indonesia
for a short-term stays, not as tourists and not for business. This single entry visit visa is valid for 30 — 60
days after your arrival in Indonesia. During your program at ITS, the maximum visa (VKSB) extension
would be 4 times. So if you take 60 days VKSB and extend it 4 times you will get 6 months single entry
visa. Due to that reason, we strongly recommend you to process a VKSB which valid for 60 days.

VKSB 211 also could be converted to Multiple Exit and Re-Entry Visa. But only for 1 year and 2 years
conversion, not for 6 months. If you are Exchange/Internship Students with 3-6 months study permit in
LoA, you need to pay 1 year visa conversion but could only have 3-6 months Multiple Exit and Re-Entry
Visa stay permit, exactly the same with the period which stating in your LoA. If the Embassy in your
country prohibit VKSB 211A to be taken for study purpose, then you can make the visa in Singapore
or Malaysia.

V6C085513

—»  Visa Number

= Sm. 2A1732A0152-5
samstn PHNOM PENH

8-01 Vst 86 Used Bdara Vasimim Stay
24 1

Issued visa * unpe SINGLEENTRY 302,10,2013 60 DAY(S) —» Period of the visa

{
typed correctly ' B211A/ VISIT VISA You can only use
- Sumume, Giver Name the visa to enter
The ; ¥ii Indonesia until 3
“Annotation” Date of Bren o Natioralty months after it’s
. - M KHIA issued
isITS/ -

i Aanctstien INSTITUT TEKNOLOG] SEPULUK NOPEMBER TS
Institut ) +— FOR ToURSH, SOCIAL COLTURAL GOVERMIEIT, LS, TRAVSIT
Teknologi bl

Sepuluh
Nopember

Visa on Arrival (VoA)

Visa on Arrival (VOA) is valid for 30 days, it’s calculated from the first day of your arrival in Indonesia
and extendable at the Immigration Offices in Indonesia for 1 (one) time only to have another stay of
30 (thirty) days. We would never recommend you to use the VoA which is only intended for those who
are visiting Indonesia as tourists, NOT for those intending to live for an extended period of time because
this kind of visa is only could be extended 1 times (30 days). One of VoA purposes is Short Course
(Short courses (sometimes referred to as CPD programmes) are defined at Brookes as courses leading
to the award of less than 60 academic credits.

We will not give any responsibility if you take this visa during your program, and highly recommend
you to make VKSB 211A in Singapore if you can not make any visa in your country.

\ SESIA

N (T

V588793022,



General Visa Requirements

VITAS 316 : Passport's expiry date must be more than 22 months after the program application.
m VKSB B211A: Passport's expiry date must be more than 12 months after the program application.
m Passport’s HD scan of:

and

Biodata Page Cover Page

ey
REAEWAT

o e T

THEHASHEMITE KINGDOW OF JORDAN ~ 3ee L1l 255,31 w2 sf
it 7

ot Gt s has

A e T
Passpor B JOR
3 N

28 o Pl e Al e
s o) A S -

Action VKSB B211A VITAS316 VoA
Expiry Date 60 days after arrival 30 days after arrival 30 (;?r)il\smo:ﬁer
. Single Entry (Exfendal:.)le Single Entry (Convertable o Single Entry
Visa Type or Convertable to Multiple . (Extendable
Multiple Entry)
Entry) once)
Telex Requirement Based on Embassy Yes -
More Effort Post Departure Pre Departure -
Self expenses
In Indonesia Embass * 55%* (convertable to 6 month)
Visa F v + 35% 1+ 105%* (convertable to 1 year) -
saree + 180* (convertable to 2 year)
At the Airpot - - IDR 500.000
Extension Fee in IDR 500.000 x 4 times : IDR 500.000
Indonesia
Duration of Extension 2-3 weeks - 2 weeks

Conversion to KITAS
in Indonesia

Duration of
Conversion

IDR 2.500.000 for 1
IDR 3.750.000 for 2

1.5 — 2 months

Note: *Embassy might be charge different fee

IDR 1.600.000 for 6 months -
IDR 2.500.000 for 1 year -
IDR 3.750.000 for 2 year -

2-3 weeks -

yd



IMPORTANT NOTES

Every Indonesia Embassy run different fee and regulations standart
Every Indonesia Embassy need a different amount of time to issued the visa
Example:

- in France, VITAS 316 will be issued after 15 days (national holiday and weekend is not
include)

- In Denmark, VITAS 316 will be issued within 1 day

- In France, VKSB couldn’t be taken for study purpose

- In Netherland, VKSB could be issued for study purpose

- In Netherland, VKSB requires visa online application / Immigration Authorization Letter

- In Singapore, VKSB doesn’t need visa online application / Immigration Authorization Letter

Every applicants need to get more proactive to the visa requirements
Example:

- Information of Visa’s documents requirements;
- Information of the time needed on visa process, etc



Visa Time Table

TELEX REQUIRED

A
'4 2
ANNOUNCEMENT of THE ACCEPTANCE A 1

15NOVEMER

15M ‘

STUDY PERMIT ARRANGEMENT

2 1 MONTHS
VISA ARRANGEMENT by ITS 10
5-10DAS = .
On Decerrber 3
\

VISA ARRANGEMENT by STUDENTS

1-18DAS




TELEX VISA ARRANGEMENT by ITS IO

1. VISA ONLINE APPLICATION

Output of this online visa application is Immigration Authorization Letter / TELEX. That letter is one of
the requirement of VKSB (in some countries) and VITAS 316 (in every country). It will be issued by the
Head Office of Immigration in Jakarta, Indonesia.

Steps:

1. ITS apply the online visa application (only sponsor who can apply, in this case is ITS).
2. Student must make a confirmation on http://bit.ly /ITSvisaconfirmation

A

B C D E F G H 1

NO =

City of Indonesia Embaassy Study Permit (Only Flight Itinerary (Only for
Name = | (which will be the placeto =| Country = |"Ready"whocould =| VITAS316 = | VKSB211 = |VKSB Telex = |VKSB Online Application =
arrange your visa) take VITAS 316) who need to submit)

example

Bilgis Oktaviani Putr Ankara Turkey

Notes:

Once you confirm the City of Indonesia Embassy, you can not change it, because the online
application only register your name to the specific Embassy.

If you are in overseas country for a very long period because you are on vacation or exchange
program, you can make the visa there.

If you change the city or the visa type or both, ITS need to start 5 days process from the
beginning. So make sure that you will not change it.

“Ready” in Study Permit means that your Study Permit is issued and you could take vitas 316.
“VKSB Telex” means that whether the Embassy ask for Immigration Authorization Letter / TELEX
or not. So you need to independently ask to the Embassy / observe to the Embassy website
about this.

You need to submit flight itinerary (not booked flight ticket) to ITS if you choose VKSB and it
needs TELEX.

2. The online application process will take plus minus 5 days (Indonesian national holiday and weekend
is not include).

3. System could reject the application if your scan of passport / round flight itinerary ticket (only for
VKSB) are not in high definition and scan version (please kindly refer to passport requirements
before).

ITS will send the Immigration Authorization Letter / TELEX after application is accepted. Once it’s sent,

you should immediately apply your visa in Indonesia Embassy.

. Student brings TELEX along with all of other requirements to the Embassy (you need to check the other

requirements on the website of the Embassy).


http://bit.ly/ITSvisaconfirmation

Notes:

You can not make the visa in other city

and other type of visa aside from
what stated in the TELEX

City of the Embassy you could process

DIREKTORAT JENDERAL IMIGRASI
¥ JL. HR. Rasuna Said Kav. X-6/8
%" Jakarta Selatan 12940

..;n.l\e KEMENTERIAN HUKUM DAN HAM RI
b

Jakarta, 01 Agustus 2018

Yth,

INSTITUT TEKNOLOGI SEPULUH NOPEMBER SURABAYA
KAMPUS ITS SUKOLILO SURABAYA

Alamat email : tri.its.io@gmail.com

Hal : PEMBERITAHUAN PERSETUJUAN VISA

Sehubungan dengan permohonan saudara nomor 3322001208808637 untuk
mendatangkan warga negara asing dengan data sebagai berikut:

JENIS KELAMIN|,,.. o S
NO NAMA & NO PENGUASAAN & TGL,BLN & hb[\?s NDL;‘?:P!?E; & LAM?‘ !\;FII(;V:XAL
THN LAHIR B . B
1 Pria FRA 5 bulan
IMI.2.GR.01.06.03.1876FS.316 IM2SCAl6775

Maka dengan ini kami beritahukan bahwa permohonan saudara dimaksud
telah dikabulkan dengan penguasaan Direktur Jenderal Imigrasi,
kepada:

Perwakilan

EP- !H!II" " RBATAS

Demikian, agar maklum.

Jenis persetujuan vis

isa t Id pr
Visa type you could process e

AEKTORAT VISA
JUNGAN

AMD.IM., S.H.
08032000022001

1. Persetujuan Ini Berlaku Selama 60 (enam puluh) hari.



Visa Time Table

NON-TELEX REQUIRED

A
'4 2
ANNOUNCEMENT of THE ACCEPTANCE | 1
. A0
15My '

VISA SPONSORSHIP LETTER
1 WEEKAFTERCONARMATION

VISA ARRANGEMENT by STUDENTS

1-18DAS




VISA ARRANGEMENT by ITS 10
VKSB 211 A (not require a TELEX)

Make the Confirmation on http://bit.ly/ITSvisaconfirmation

A B € D E F G H 1
City of Indonesia Embaassy Study Permit (Only Flight Itinerary (Only for
NO = Name = | (which will be the placeto = | Country = ("Ready"whocould = | VITAS316 = | VKSB211 = |VKSB Telex = |VKSB Online Application =
arrange your visa) take VITAS 316) who need to submit)
example |Bilgis Oktaviani Putri Ankara Turkey v Y - - -
Notes:

Make sure that the Embassy is allow VKSB 211 A for study purpose.

Make sure that VKSB 21 1A doesn’t required Immigration Authorization Letter / TELEX

If the Embassy doesn’t require TELEX, give a check in “VKSB 211" coloumn and give “-” in “VKSB TELEX”

and “Flight Itinerary” coloumn

Receiving VKSB 211 A Sponsorship Letter from ITS 10

December 14,2017

Reference Number g /IT2.v.2 /PP.00.01.00/2017

To:

Consular Section
Embassy of Indonesia
Malaysia

Dear Sir/Madam,
Greetings from Institut Teknologi Sepuluh Nopember (ITS) Surabaya.

Ms , student of Universiti Tekologi Petronas, would like to
continue her study at the Bachelor Program of Geophysics Engineering Department,
Institut Teknologi Sepuluh Nopember (ITS) Surabaya. For her visa, | would like to ask for
your kind assistance to issue a type B ~ 211 visa (VKSB 60 days).

| would greatly appreciate for any assistance you could provide for her in expediting this
process.

Thank you for your kind assistance. Should you need any further information, please do not
hesitate to contact Ms. Bilgis at intladmission@its.ac.id.

’ _Sincesgly yours,
St 0G o
W01 st v\

N ~61:1lM.1mg! ‘A_}(itya!én \

T Director { \

Notes:

Once student confirms that will take
VKSB 211 A, and the Embassy doesn’t
require TELEX, ITS IO will make visa
sponsorship letter.

Student can bring this letter along
with LoA and other requirements
(please kindly check the requirements
independently)

Time which would be needed for
issuing this type of visa might be
different based on each Indonesia
Embassy regulation.
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http://bit.ly/ITSvisaconfirmation

THANK YOU!

Should you still have any query, please do not hesitate to let |O know!

intladmission@its.ac.id
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