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Documents
Submission
Guidelines




Please note that once the first document review is completed, any
additional amendments may significantly delay the re-evaluation process.
Therefore, it is strongly recommended that you thoroughly review the
attached PDF guidelines and the 'Read First' Excel sheet.

Carefully preparing and submitting your documents will help facilitate any
future visa applications and flight reservations.

Thank you for your attention to this matter.




The top 3 reasons your documents may be rejected

No stamp or signature on your financial proof

(Bank balance or scholarship certificate, student loan certificate)
\

The documents are NOT English, and it has been translated by

myself @
N

| have wrongly input my passport official name and passport

number
N\ X




Please highlight on your document
before upload

CONFIRMATION - ACCOUNT
BALANCE

Bank balance

1. Name (Yours or sponsor)

2. Total Amount

This document is of an informative charocter only, and is not a substitite for Account statements
Y.

3 ) C u rre n Cy We, hereby, confirm that, on 02.05,2023, the bolance on the Account s'l‘pd;edrf:'l;v' cn‘\boynh fo: |
3) ) % Amo i
4. |ssue date bikmen :
. . . . Account number | 9785-230198 1) Name
5. (Optional) The family relationship status Frs name ond Surnome/Company Snow Kim .
Birth No./identification No. 2023.01.20
(Mother's name, Mother, your name, cheompany e | SMU, SOOK, SEOUL
daughter etc) oo o e "™ 9785.230108

This confirmation is issued upon reguest of the Cliemt
4) Issue Date

2029.12.21




Please highlight on your document

before upload

Scholarship certificate

Letter from your home N
univ + Student Np——

Date of Birth:
Course Title:

-
loan/scholarship SR
H T — Please consider this letter as confirmation that who is currently enrolled as an
Ce I Ica e — page undergraduate student at University, has been selected 1o study on exchange. Stephanie

will study at partner institution Sookmyung Womens University for the academic year
202324 2023.03.01-2024.02.28

The student is expected 1o receive £ 5000(-wrox|ma(oty 6,500,000 KRW) in funding through
the Turing Scheme, the UK government's programme 1o financially support students participating on
intemational opportunities through higher education organisations. This is subject to the outcome of

1. Name

2. Total Amount

If you need further information, please do not hesitate to contact the Global Mobslity Office at the email

3. Currency e e

4. |ssue date

Contact Info

Snowy

bcd@abed universitys

STE,,
studentfrance eritre
e tbdert fruroe ecer

You need to write your Customer Reference
Number on every document you send us,

> Student Finance England
“~ POBwx 210

Darfington
DL1 SHJ
ww wiron o
Q0
. £ Fyr—
2 Apd 2020

Catome

Dear

Your 2023/24 student finance application has been approved

Your appication for student finance was successful andwe can now confiem how much you'll get
for this academic year

Total Student finance we'll pay to your university or college: £

Total Student finance we'll pay toyou: £

Did you know...

Even if you qualify foe the maximum possitie loan for living costs (known as Maintenance Loan) it
might not cover all your living costs, 50 you may need other sources of income while you're
studying

For most studaents this addition al financial support ts provided by their parents or partner, but there
areseveral other sources of funding available for students who don't have access to household
support. This could be income from part-time employment, savings, universky bursaries or
scholarships, or Local Authonty support such as the Higher Education Bumary

To learn more about Iving costs durin g study. how we calculate your funding and how you can
make upthe diference, goto

hitps: iwww.gov.ukiguidance/understanding-student-living-costs where you'll also find further
Inks to guidance about budgeting

if you applied for the maximum amount of Maintenance Loan, the amount we're paying you is
based on your househokd income. W e've outlined below the maximum amounts of Maintenance
Loan for students in different situations

* Forstudents living with their parents while studying
+ Forstud not iving with their parents and outside London while studying - ©
* Forstudents not fving with their parents and in London while studying - £




Please highlight on your document
before upload

CERTIFICATE OF INSURANCE

This is to certify that policy of insurance listed below has been issued to insured for the policy penod indicated
notwithstanding any requirement, term or condition of any contract or other document with respect to which this
certificate may be issued or may pertain, the insurance afforded by the policies described herein is subject

all the terms, exclusions, and conditions of such
Name of insured Snow, Kim 1) Name

Date of Birth

| 2) Coverage Duration |

Health Insurance Certificate

From 24-Aug-202 12:0 To

| 3) Coverage Country |
| Coverage | Sum Insured (NTS$)
Accident Travel Insurance
z disability benefit |
’n imbursament
Mu;or burns beneft
Common camier accidental death benefit
. Overseas Emergency Disease Coverage _
2. Coverage duration [1._ena T ) S
2 Ceicency s colouikint Banelt Maximum limit is 1% of Emergency liiness
padishidl i Hospitalization Benefit
Maxdmum fimit is 1% of Emergency liness
| Hospitalization Benefit

4) Coverage Section |

1. Name

Sl N -

cy lliness hospitakz

lreatrment benefit

3. Coverage section e e

1. Trip cancelation Max. $40,000
2. Flight delay (Over 4 hrs) Fixed amount $4,000 ; Max. $4,000 per incident
3. Trip re-route Max. $40,000
4. Coverage country I e i b R i
5. Baggage loss Fixed amount $3,000
. | 6. Loss of ravel documents | Fixed amount $3,000
Overseas Travel Comprehensive Insurance
WO rIdWIde, SOUth KO rea etC [ 1. Personal liability Max. $500,000
2. Hijack Fixed amount $100,000
3. Food poisoning consolation cash Fixed amount $2,000
4, Emergency rescue expense Max. $300,000
5. Loss of cash due 10 stolen or robbery Fixed amount $3,000
6. Home content profection Max. $50,000
7. Credit card Indemnity Max. $50,000
8. Flight diversion cover Fixed amount $2,000

| This policy nchudes (rmrtod terodsm covernge with the Acodont Insurance Rider
For he deatt or disablity of the insured directly or indirectly caused by lomorst activities, the maximum peyout is NTS2 milion

Total Premium

Not:
Tris corticate providos surmery of Coversom dvd sum reuned oy All ofhers exchusions, tenms and condiions of e tavel surence shall subject
© Tw originel policy wording iseusd by Ineurance.

Co.,Ltd.

Senior Vice President

2024.06




Bank Balance Certificate

Must be under student’s [FULL name] : name abbreviation not accepted

If you have it under your parents account, make sure to have official family relationship or birth
certificate document in 1 combined pdf file

Make sure to check if there’s any typing mistake by the bank

- 1e. Your BOD, name, Mr/Ms etc

[Currency] must be stated (ie. USD, KRW, EUROQOS etc)

[Balance| and the [valid date] must be stated clearly




Bank Balance Certificate

MUST have the bank’s [signature] OR [stamp],
Issued within [30] days.




 [Student loan certificate OR scholarship] can not accepted as it does not prove that the amount is under
student’s name. If you plan to submit the [student loan certificate] or [scholarship certificate], it has

to be...
1) “Official letter” by your home university program coordinator
2) Stipend(min. 5000USD per semester)

3) Actual period stated (1 year sample: 2025.Sept 1~2026.Aug 31)

Spring: March 1st ~ Aug 315t/ Fall: Sept 15t ~ Next year Feb 28"

If your home program coordinator can issue a brief statement with the above with your scholarship
related official document, it will be accepted .

» Make sure to choose “Myself’ as the support on online application

Please understand that was we are screening your document in e-copy, we need to have it either
stamped or signhed to check the authenticit




- [Screenshot]

. from your mobile phone

- [Digital bank balance certificate]

. IS not acceptable, as we can not check the validity.




Make sure to check the USD equivalency.
Please make sure to consider the currency exchange rate, if the statement
does not state USD additionally.

sleldE
currency exchange

HAXE AN =HE s

Sisal 0]2USD T QFEY QANE @OUNA BR2 @ESIY 0=
HE =] U T

1,293‘20 A 220 (+0.17%) moy7|E2 - e Z A Z 7} oF 749,000,0007H (0.582F)

1CHztel= § =

™ =

0.00077 O|= =&

62 202 27 456 UTC - BEZT

12300000 pEnZ a

9509.63

2022.06.28 1407 =5 ouesy




Passport

* Make sure your passport is valid until the end your study.

* |If not, we will not be able to issue letter of acceptance




MRZ name

OFFICIAL TRAVEL DOCUMENT E

UTOPIA Document Officiel de Voyage

Primary identifier =~ Secondary identifier/ Document No. /
Identifiant primaire  Identifiant secondaire Numére de document

ERIKSSON ANNA MARIA D23145890

Nationalty/ Date of birth/
Naticnalté Date de naissance

uto 12 AUG/AQUT 74

Valid until/
Valde jusqu'au

15APR/AVR 12

Sex/ Sexe
FIF

Signature

Unna Maria Exifksson

IKUTOERIKSSON<<ANNA<MARIA<<<<<LLLLLKL
D231458907UT07408122F1204159<<<<<K<KL6

Na

Passport MRZ name

(O) ERIKSSON ANNA MARIA

(X) ERIKSSON<<ANNA<<MARIA
(X) I<UTOERIKSSON<<ANNA

Incorrect passport name or number will delay the issuance
of the Certificate of Admission and visa application.
Please verify your passport details carefully before
submission.




MRZ name

(" OFFICIAL TRAVEL DOCUMENT )
UTOPIA Document Officiel de Voyage

Primary identifie’r =~ Secondary identifier/ Document No. /
Identifiant primaire  ldentifiant secondaire  Numére de document

ERIKSSON ANNA MARIA D231458390

Nationalty/ Date of bi

IKUTOERIKSSON<<ANNA<MARIA<<L<L<<LLLLLKL
D231458907UT07408122F1204159<<<<K<K<KK6

Passport Number

When you are not sure if your passport no.
contains ALPHABET or NUMBERS,

MAKE SURE TO CHECK BELOW FOR CORRECT NO.

Incorrect passport name or number will delay the issuance
of the Certificate of Admission and visa application.
Please verify your passport details carefully before

submission.




Translation

* All documents must be in ENGLISH

If the document was not issued in ENGLISH, you need to have it LEGALLY
TRANSLATED.

Self-translation is not accepted. It must be legally translated.

Translation by your program coordinator is not accepted.

Partially translated English documents are NOT accepted.




Certificate of Enrollment and Transcript

1 combined PDF
File

« Screenshots will NOT be accepted.

* |t has to be issued officially by the

university and uploaded in scanned file.

Make sure your official enrollment and transcript

Is combined in 1 pdf file and uploaded as 1 file




Certificate of Enrollment

* In any case, your home university does not issue the enrollment
certificate, please contact your program coordinator for an
official letter. It must contain...

- Your name, DOB, student ID, current year, home university

- Your current status at home university (ie. Enrolled)



Photo

* |t needs to be high-resolution
* Only color photos are accepted. (Black photo is not accepted)

* Photo in A4 size pdf file can not be accepted, as it will cause an error
during your electronic student ID face section.




Photo

« Only JPG file is accepted. If not, it will cause error for your electronic
student ID issue and will be delayed for long.




Health Insurance

« Make sure you are covered as below (next page)

* |If you are planning to take it in Korea, make sure you are
covered for your travelling period, and sign up as soon as you
arrive in Korea.

* It Is very important that you are covered under health insurance.
We’'ll not be responsible for accidents or any incidents occurred
for period not covered during your travel or in Korea by not
signing up the health insurance.



Q. Why do | need health insurance ?

A. Note that accidents happen quite often. We have cases of exchange
students facing unexpected accidents and health issues that may cost a lot
when you are not covered under health insurance. ®

Casel) Severe finger-cut when she/he dropped a glass cup
Case?2) Car accident . ™
Case3) An acute attack of appendicitis

\v

'—_Q



Q. What kind of insurance coverage should | apply for?

A. Refer to our verification form and sections below

L SRR § 4

If needed, you may look up if it covers for COVID19 etc.

Please make sure to check if it covers Korea

Injury Death US$ 10,000 Permanent Lesion Hindrance US$ 10,000

Injury Medical Expense US$ 10,000 Disease Expense US$ 10,000




Q. I'm covered under my own health insurance in my home

country/home university. Do | still need to apply for Korea NHIS?

A. Yes. NHIS will be automatically registered when you

apply for foreign registration card. It is mandatory.




Q. I'm not covered under health insurance and want to apply

when | arrive in Korea. Is It possible?

A. Yes. However, we suggest you to be covered before you actually
depart your home country, so you would be covered during your

International travel and first few days/weeks upon your arrival in
Korea until activated.

B. If you decide to sign up upon your arrival in Korea, make sure to
check the health insurance website for your own safety and health.



Q. I am nominated as a GKS scholarship exchange student.

Do | need to prepare my own health insurance too?

A. Yes. We suggest you to be covered during

your actual arrival date ~ departure date

B. NHIS Is also required for your scholarship status.



Spring semester

June July

Timeline Depart

your
country

Both are MANDATORY




Medical check-up

* It Is total 2 pages. (1st: self, 2nd page: by doctor)

 2nd page of the medical check-up needs to be done by a doctor, not
yourself. If the doctor has issued a separate document, you may fill
out the form, only if the Eng document is submitted. Please have the
document attached to SMU form in 1 pdf combined file



Medical check-up (X-ray)

« X-ray is mandatory for ALL international students.

* If you are planning to take it in Korea, please write a note on the 2nd

page that you will be taking it in Korea within 7 days of arrival.

* If you plan to take it from home country, it is required to submit

Issued with 90 days of your arrival, so we recommend it to be done,
- Spring semester : After Jan 1st

D
- Fall semester : After July 15t i

p



Medical check-up (X-ray)

* Where can | take x-ray in Korea?
. OF2CtARM L TIO|2)

OO O O

Website: http://www.maumdam.com/index.asp o
Tel: 02-798-7550 -

P

* Chest X-ray fee: approx. 20,000 KRW (The fee may change,
usually around 20~30 USD)

« Around 10-15 min. walk from the campus, Int'l housing. Not
officially affiliated. Refer only as a reference.



Others

« Some of the files can not be opened. If so, we will reject and require to re

upload it again with the "error" message added

 For health insurance and medical check-up, unless it is the final certificate

we will have it "reject"” for the record, until the final version is submitted.

 Those who have received non-OECD student additional document

requirements, please make sure to prepare and upload it on system.

« We'll only be able to issue the letter of acceptance, when we receive the

hard copy document from your home program coordinator.



[additional document
requirement] %



NON-OECD nationality

applicant guidelines

Non-OECD nationality students

Exchange student applicants whose nationalities are non-OECD must additionally
1. Submit the original <Certificate of Enroliment> in hard copies via post.
2. Submit the original <Bank balance Certificate> in hard copies via post.

* OECD members : Australia, Austria, Belgium, Canada, Chile, Czech Republic, Denmark, Estonia,
+ Finland, Finland, France, Greece, Hungary, Iceland, Ireland, Israel, Italy, Germany, Japan, Latvia,
+ Lithuania, Luxembourg, Mexico, Netherlands, New Zealand, Norway, P




NON-OECD nationality

applicant guidelines

All documents must be original and legally translation




NON-OECD nationality

applicant guidelines

1. Certificate of Enrollment

Student's

: : University location Document submission
nationality

No additional documents needed

OECD All countries . Please upload as initially guided

Choose either ® or @
@ Apostille
All countries except China ®@ Consular certificate (A=)
: Certified by Korean consulate in the country where
Non-OECD the school belongs

-Undergraduate Enrollment certificate from CHSI(Z{E /)
China -Website: https://www.chsi.com.cn/xlcx/bgcx.jsp
- Make sure that it is valid until the semester starts.
- (ie. Fall:~Aug31/ Spring:~Feb28)



https://www.chsi.com.cn/xlcx/bgcx.jsp

NON-OECD nationality

applicant guidelines

2. Bank Balance Certificate

Stgden’; > University location Document submission
nationality
OECD All countries No additional documents needed

: Please upload as initially guided

1. Original copy needed

: No apostille or consular certification needed
Non-OECD All countries 2. Upload on Sookmyung online application system

3. Needs seal(signature or stamp of the bank) at the b

ottom




NON-OECD nationality
applicant guidelines

‘This public document
Dette offentlige dokument

: 2.has beensigned by [0 s
APOSTILLE er underskrevet af

3. acting in the capacity of | Registrar
i egenskab af Giftefoged

4. bears the seal/stamp of |Ere Municipality
er forsynet med segl/stempel af | Ero Kommune

Certified
Attesteret

. Country Australia

document
of the

This public document
. has been signed by E—

acting in the capacity of  Co-ordinator Criminal Records
| bears the seal/stamp of Australian Federal Police

ticity of the signature
the person who has

Certified
. at Melbourne 6. the 15th day of May, 2019

. by Ourania Vasiliadis Department of Forcign Affairs and Trade
Melbourne
Australia

Copenhagen |6, the 23 Jul 2020
Kabenhavn den 23 jul 2020

Ministry of Foreign Affairs of Denmark
ud AU

ment, and, where appropriate, the
- public

) and the capacity of

. No. MFAF-QN-82954
. Seal/Stamp 10. Signature

&SAMPLE

Apostille only certifies the authen:

city of . Ly
approprate, th identity ofth scal or stamp which the 9] U0

bups/ccpiserumdk




NON-OECD nationality

applicant guidelines

Sookmyung OIA Address

[INON-OECD]Exchange students program coordinator
Office of International Affairs

Sookmyung Women's University

Administration Building #203
100, Cheongpa-ro 47-qil,

Yongsan-gu, Seoul, Korea

Zip code: 04310
Contact: +82-2-710-9813

E-mail: inbound.exchange@sm.ac.kr



mailto:inbound.exchange@sm.ac.kr

NON-OECD nationality

applicant guidelines

Don’t forget!

All documents must be original.

If not, you need to notarize it.

If not English or Korean, have it legally notarized it.

Original? Copy? Not English?
Accepted! Notarize! Legal Translation!




FAQ

Q: My home university program coordinator signed and stamped that
the <Certificate of Enroliment>is official. Do | still need to have it

apostilled or certified by the Korean consulate?

-

\_

A: Yes. The immigration office requires either document apostilled or
certified by the Korean consulate.




FAQ

Q: My home university is located in U.K. However I'm currently in ltaly.

Can | just have my <Certifcate of Enrollment> apostilled or certified In
Italy?

-

A: No. The document will only be certified, when it is apostilled or
certified where the document was initially issued (=university location).
In this case, you would have to have the document certified in U.K.,

where the university is located.

~

/




FAQ



Q. I plan to submit <scholarship certificate> and my

home univ. program coordinator’s official letter. What do |
choose from the “financial Supporter” online application?

A. Please choose “Myself”

Financial Supporter: | pyself m
USD equivalency. pather S: Myself

Date of EXpINY: mMother F: Father
Myself M: Mother

L T T - -




Q. My documents are rejected, with “error” feedback.
However, my file has no error when | click it from the

uploaded version. What is the problem?

The file is rejected because we can not
open it. It should end .JPG (O)

JP (X). File error

Uploading application file

A recent copy of an official academic transcript IO M | MEHE T ols GRALTY

A copy of passport : I S | HEHE §HO oS PASP.PDF APPR

A copy of photo(passport size) DY dS | MTE D 2lg
Recent original bank statement{Amount of §5,000/semester) : hQl MEH  MSHE D ole

*Only regular semester exchange students are reguired fo submit.
*For 5155, WBEF student, please upload the receipt of fee payment at this section.

Health Insurance Certificate - VARI.FDF AFPFROWVAL

*If you want to purchase the health insurance in Korea, you only n
helth insurance”. (Vertification form can be download from homepi

i _ The file is rejected because we can not
Medical Check up :

open it. It should end
. pdf (O)
.b(X) — file error

n MEDI.PDF CHAMNGE

*Only regular semester exchange students are reguired o submit

| PRINT || LOGOUT




This is how the errored file looks like when we download from the system.

We can not open the files and will reject to request reupload with “error” ®

The finance certificate file is rejected

SNOW KIM_ME3=53. B because we can not open i
SNOW KIM_ BAHE
SNOW KIM A= E

SHMOW KIM_ ME P The photo file isn (r)?jgg';enditt-)ecause we can
SNOW KIM_E=

F| &) I.?‘l'




This is how the errored file looks like when we download from the system.
We can not open the files and will reject to request reupload with “error” ®




Q. What if my bank does not provide signature or stamp?

A. Please understand that this requirement is by the
Immigration office. You will need to check with your bank
branch for explanation that the document is required for your

exchange student process. Official Bank branch stamp is
accepted as well.



Q. My bank has added an English translation with the

memo certifying my name and bank balance. Is this okay?

A. No. It will not be accepted, as it not officially issued In
English.



Q. Can | have the bank balance by my other relatives

or other sponsorship?

A. No. The immigration office accepts the sibling’s bank
balance, only If both parents are passed away. In that
case, you need to have the official family relationship
proving it.



Q. My dad/mother is my financial supporter and they

wrote an official hand-written letter. Is this acceptable?

A. No. It will not be accepted.
As we are unable to verify the authenticity, you are required to
submit a family relationship certificate or a birth certificate.



Q. How should | prove my relationship with my parents?

A. Either of the documents.
- Family relationship
- OR Birth Certificate

Stating the official relationship statement between
applicant and her/his parent’s in ENGLISH.



Q. Do | need to take all the medical check-ups? It is not

easy in my home country

A. Yes. This Iis the minimum requirement by
the university for group activities
(le.taking classes, using university public facilities etc)



Q. | want to know more about International House before

| submit

& International Dormitory Housing Contact

Int ' | housing is a separate dept. Please feel free to
contact them directly.

- Website: http://dorm.sookmyung.ac.kr/

- E-mail; inthouse@sm.ac.kr



Q. How can | check if my documents have been well

approved or rejected?

Motice || General Info | Application Form || Flight Informatio| My_Status

Process Date & Time Comment
JOINTO 20221011 Signed-up has been successiully completed. You can now access to on- line application.

BE A MEMBER B

I su.ammﬁeu'_t
o Reasons for reject will appear

Make sure to check frequently

L_m____l This will appear later when issued.

We will be sending notice to check your 1D

Student ID



Please note that once the first document review is completed, any
additional amendments may significantly delay the re-evaluation process.
Therefore, it is strongly recommended that you thoroughly review the
attached PDF guidelines and the 'Read First' Excel sheet.

Carefully preparing and submitting your documents will help facilitate any
future visa applications and flight reservations.

Thank you for your attention to this matter.




When sending inquiries via email, please be sure to include
your info below to ensure a quicker review and response.

e

T\

1. Application nhumber : (E20241101519)
2. Name : (Snow Kim)

3. Home university (Abc University)




During the online application period for visiting exchange
students, we receive a high volume of emails.

We will respond in the order they are received, and we
thank you in advance for your patience.




