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Documents Requirements 
 
 
 

General Information 

Name of Institution Institut Teknologi Sepuluh Nopember 

Exchange Office ITS Global Engagement 

 
Mailing Address 

ITS Global Engagement 

Global Kampong Building, Institut Teknologi Sepuluh 

Nopember Jl. Raya ITS, Sukolilo, Surabaya Indonesia, 60111 

Telephone / Fax Number +62-31-5923411 

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

Contact Person 

 
International Student Admission 

Ms. Desy Kurniawati 

Coordinator for International Admission and Immigration 

Matters Email: intladmission@its.ac.id 

 
Hospitality Division 

 

Coordinator for International Hospitality (include 

Accommodation Services) Email: iss@its.ac.id 

Official Email Address international@its.ac.id 

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

Fall Semester 

Application Deadline 15 April 

Announcement 15 May 

Courses Registration  
 

Academic Period 
 

 

Spring Semester 

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 
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Others 

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

Courses Available for Exchange 

Students 

https://www.its.ac.id/international/experiencing-

its/prospective-student/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 course’s 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 

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 25.000.000/ semester  

Doctor: IDR 30.000.000/ semester 
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Exchange & Internship: 

The tuition fee is waived for the 1st semester, but student 

must pay the tuition fee for the 2nd semester as stated above. 

Facilities & services Available 

 
 
 

Facilities Available 

- Libraries 

- Sport Facilities 

- Cafeterias 

- Bike Rental (Deposit is required: IDR 500.000) 

- Banks 

- Post Office 

- Medical Center 

 
 

Services 

- Arrival Pick-up Service 

- Orientation 

- Assistance on Securing On-Campus Accommodation 

- Student Visa Application 

- Assistance on Course Registration 

- Buddy 

Arrival & Orientation Program 

Suggested Date of Arrival A week before the study period start 

 
 

Monitoring System 

Every exchange student will assist by the Liaison Officer for 

internationalization in each department related to the 

courses and academic matter.    

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    $ 170 

Temporary Stay Permit (ITAS)    IDR 1.000.000 (Valid for 6 Months) 

Multi Re-Entry Permit (MERP)    IDR 600.000 (Validity Period Max. 6 months) 

Approximate Living Expenses 

Food/Meals IDR 30.000 – IDR 90.000 / day 

Mobile Phone IDR 50.000 – IDR 200.000 / month 

 
 
 
 

Local Transportation 

Online Transportation (Gojek or Grab): 

Motorbike 

IDR 5.000 – IDR 75.000/one way (approximately) 

Car 

IDR 15.000 – IDR 150.000/one way (approximately) 

Taxi 

IDR 100.000 – IDR 250.000/one way (approximately) 

Public Transportation Bus 

IDR 5.000 – IDR 45.000/one way (approximately) 
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Emergency Matter (Hospitalization) Minimum IDR 1.500.000 

Personal Expenses IDR 800.000 – IDR 3.000.000 

Accommodation 

 

 
On-Campus 

International Student Dormitory 

 IDR 850.000* – 1.700.000 / month / person 

(*Capacity: 1 room for 2 person) 

 

Guest House  

IDR 275.000 – 700.000 / 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: 4.500.000 – 9.000.000 / 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 C316) 

 
Visa application in Indonesia Embassy is required Visa 

Authorization 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 

Authorization Letter after we received transferred 

Administration and Immigration Fee. Any information will be 

updated by email. 

 
 

Visa extension and conversion fee 

in Indonesia 

 

VITAS 316 

IDR 1.600.000 for 6 months 

IDR 2.500.000 for 1 year 

IDR 3.750.000 for 2 years 

 

Insurance 

The student is COMPULSORY to purchase health insurance 

which covers personal accident, inpatient treatment, 

repatriation, death and any other additional terms which 

necessarily while in Indonesia. 

 

Dependents 

All incoming students under ITS Inbound Mobility Program 

are not allowed to bring in your dependent to 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, Somalia, 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 Complete 

 
 
 

 
Application 

Submission 

 
 
 

International 

Office’s Documents 

Screening 

 
 
 

Department’s 

Documents 

Evaluation 

 
 
 

Announcement 

Letter of Refusal 

(LoR) 

 
 
 
 

Letter of Acceptance 

(LoA) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Internship Program 

 
Flow of Application 

 
 

Not Complete Complete 

 
 
 

 
Application 

Submission 

 
 

 
Throughout the 

year 

 
 
 

International 

Office’s Documents 

Screening 

 
 

 
1 Week 

 
 
 

Department’s 

Documents 

Evaluation 

 
 

 
2 Week 

 
 
 

Announcement 

Letter of Refusal 

(LoR) 

 
 
 
 

Letter of Acceptance 

(LoA) 
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15 October 

 

 

 

 

15 October 

 
1 Week 

 
 



 
 

 

Documents Application 

Full Degree 

 

 
Requirement 

 
Bachelor (S1) 

 
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) * 

 

 

 

 

 

 

PhD ITS Supervisor Acceptance  
 

 
 

 

 

Only for Applicant from Calling Visa country Afghanistan, Guinea, Israel, North Korea, 

Cameroon, Liberia, Niger, Nigeria, Somalia, Libya, Iraq, Israel, Pakistan 

Recommendation letter form the Embassy in 

Indonesia/Ministry of Education or Ministry of 

Defense from the Applicant’s country 

 

 

 

 

 

 

 

 

 

 

*the form could be downloaded on website 
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Non-Degree (Student Exchange & Internship) 
 
 

 

 
Requirement 

 

Student 

Exchange 

 
Internship 

University Full Academic Transcript 
 

 

 

English/Bahasa Indonesia Proficiency Certificate 
 

 
 

Medical Statement 
 

 

 

 

Curriculum Vitae 
 

 

 

 

Study Plan 
 

 

 
 

Internship Plan 
 

 

 

 

Motivation Letter 
 

 

 

 

Cover and Biodata Page of Valid Passport 
 

 

 

 

Formal Photo 
 

 

 

 

Recommendation letter (minimum 2) 
 

 

 

 

Filled ITS Health Information Form* 
 

 

 

 

Filled Statement Letter (Behavior and Funding Commitment 

Form)* 

 

 

 

 

Filled Student Exchange Course 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 
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Documents Requirement Explanation 
 

 

1. Photo 

 
Correct: 

 

 

Incorrect: 

 
 
 
 
 

 
a. Clear Background 

b. Formal Clothes 

c. Face & Body are Facing Forward 

d. No Hat & Glasses 

 

    
 

Non-formal Clothes 

Head Cropped 

Using Hat 

Non-formal Clothes 

Head Cropped 

Face isn’t facing 
forward 

Using Glasses 

White Background 

White Background 

Face & body aren’t facing 
forward 

Using Glasses 
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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 

 
 
 
 
 
 
 
 
 
 
 
 

Incorrect: 

 
 
 

Scan of Cover Page 

 
 
 
 
 
 
 
 
 
 
 

Explanation: 

 
a. Not a camera photo 

b. Asymmetric 

c. Cropped 

d. Censorship 

e. In frame hand 
 
 
 
 
 
 
 
 
 
 

3. ITS Health Information Form 

 
Notes: 

a. Fill every document completely 

b. Don’t forget to sign 

c. You need to re-fill it again if we found any incomplete data 
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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 
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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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
 
 

2. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5. 
4. 
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5. Certificate and Transcript of Latest Education 

 
Transcript 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: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Transcript: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. University Full Academic Transcript 

 
Notes: 

- Official from the home University 

- Full transcript contains every courses which have taken before 
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6. University Full Academic Transcript 

Notes: 

- Official from the home University 

- Full transcript contains every courses which have taken before 

 
 
 

 

7. Statement Letter of Behavior  

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 I am 

Student Exchange Program? 

 
This is the regulation of our 

institution. 
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8. Statement Letter of Funding 
 
 

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 I get scholarship from 

Mevlana/Erasmus+/other? Do 

I need to fill this form as well? 

 
Yes, you do! Because 

Mevlana/Erasmus+ not 

Indonesia Government 

Scholarship 
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8. Curriculum Vitae (CV) 

 
Example: 
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10. Study Plan / Internship Plan 

 
Must contain: 

- Minimum 300 words 

- Educational background and interest 

- Elaborate your educational/research 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. 
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13. Recommendation Letter from Home University/High School 
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14. Student Exchange Courses Form 

 
Please fill “Name”, “Department”, choose “Program” and “Exchange Period”, Fill the “Mandatory 

Credits from Home University” and choose the unit either ECTS/SKS. 

 
English courses list could be accessed on https://www.its.ac.id/international/experiencing-

its/prospective-student/academic/courses-in-english/ and Syllabus could be accessed on 

https://www.its.ac.id/international/experiencing-its/prospective-student/academic/study-

programs/  
 
 
 
 
 
 
 
 
 
 
 
 

 

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: 
 
 

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 = 30 ECTS / 1.7 

SKS = 18 
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15. Letter of Funding Sponsorship 

 
Must Contain: 

- Made by guarantor (parent/corporation/institution/scholarship) 

- Stating about duration of sponsorship and amount of guarantee 

- Enclosed with official salary slip 

 
Example: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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 the Professor on 

https://www.its.ac.id. 
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Information about: 

Visa, Stay Limited Permit and ITS Administration Fee 
 

Please kindly refer to the: 
 Guidebook of Immigration & City Government Rules Guidebook 

For International Students 
(https://www.its.ac.id/international/wp-

content/uploads/sites/66/2022/05/Immigration-Guidebook-Updated-May-2022.pdf) 
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THANK YOU 
Should you still have any query, please do not 

hesitate to let ITS GE know! 

intladmission@its.ac.id 
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