
 

 

 
 
PR0034-01 International Student Admission Process 

 
 

Approved with Order No.17/1.1-11/263 of 28 December 2017 

 

Document review phase - registration and registration fee payment                                       Conditionally accepted phase - Entrance examinations and awaiting the verdict of AIC               Accepted and enrolled phase - contract signing 

 
 
 
 
 

 
 

The DreamApply system 

provides notification about any 

missing documents. 

 
 

Pays the 

registration fee 

invoice. 

 

Takes the admission 

test and other 

entrance 

examinations 

 

 

Receives the 

AIC verdict and 

information 

about signing a 

contract 

 

 
Receives a draft 

contract and tuition 

fee invoice. Accepts 

the contract and 

notifies the 

coordinator 

 
 

Pays tuition 

fee 

 
 
 
 
 
 
 
 
 
 
 

Are documents 

compatible 

No with requirements? 
 

Yes 

 

 
 
 
 

 

Every Friday, a list of students is 
sent to the IT Department for 

import to H and receipt of a 
username and password 

 
Organises the Admission 
Test in conformity with the 

Admission 
 test organisation work 

 procedure 
or another entrance 

examination in conformity 
with the Admission terms and 

conditions, contacting the 
relevant programme director. 

 
 

 
 

Prepares an 
accompany letter to 

AIC and sends 
accompanying 

documents for a 
comparison of the 

student’s education. 

 
 
 
 
 
 
 
 
 
 
 

No 
 

 
 
 
 

Changes the 
student’s 

status in DA 
to Failed (3.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Has        the 
entrance 

examination 
been passed? 

 
 
 
 
 
 
 
 
 
 
 
Yes 
 
 

 
 
 
 
 
Changes the student’s status in 
DA to Conditionally Accepted (4.) 

 

 
 
 Prepares a contract 

in HW and issues an 
invoice for the tuition 
fee 

 
Sends the student a 

sample study contract 
and invoice by e-mail 

 
 
 
Study contract 

and invoice 

 

 
 
 
 

 
 

Contract printed and 
bound. Dispatch of 

contract by post if this 
has been requested 

by the student 
 
 
 
 

Delivery of the 
student’s folder 

Issuance of an invoice to the student 
for the tuition fee via DA (with a copy 

being issued to the Accounting 
Department). Dispatch of feedback (1.) 

via DA with information about the invoice 
payment procedure. 

 
 

Invoice for 
registration 
fee 

for the Admission Test in conformity 
with 

 the Admission test organisation’s 
 work procedure. 

 
Receipt of an invoice from 
AIC regarding document 
comparison. Approval and 
submission to the 
Accounting Department. 

 
 

AIC invoice 

 
 
 

No 
 
 

 
Was the 
answer 
positive
? 

and an explanation regarding 

subsequent admission process 
steps. Dispatch of an e-mail (5.), 
specifying the following: 

1. AIC decision; 

2. Preparation of 

information about contract; 

3. Information about migration 

process; 

4. Information about student 

accommodation. 

 
Ye
s 

relevant study 

programme administrator no 

later than 2 weeks before the 

start of the study semester 

 

 
 

 

. 

 

 
Informs the IS 

Coordinator about 

the receipt of the 

tuition fee in an e-

mail 

 

Performs import to HW 

and sends a list with 

students’ admission test 

passwords and 

usernames to the IS 

Coordinator. 

 

 
 

Organises entrance 

examination, conducts the 

test and prepares a grade 

protocol. Sends the protocol 

to the Head of the Study 

Department and the IS 

Coordinator. 

 
 
 
 

Entrance 

examination 

results protocol 

 

Receives a message about 

the registration fee and 

records its receipt on DA. 

Sends feedback (2.) 

regarding the AIC procedure 

for comparing educational 

documents and the 

procedure for taking 

entrance examinations. 

Receipt of 

information 

about contract 

payment 

Commenc

ement of 

the 

migration 

process 

Sends a list of Admission test 

results to the IS Coordinator in 

conformity with 

 the Admission test 

 organisation’s procedure 

Receipt of answer 

from AIC (within 4-

5 weeks). If 

necessary, 

consultation with 

the Admissions 

Committee. 

Sends an answer in free 
form via DA 

regarding discrepancies 

in relation to admission 

requirements and asks 

the student to send all 

the necessary documents 

Within 3 business days, the compliance 

of the student’s documents to the 

requirements of the Admission terms and 

conditions will be reviewed; consulting 

the programme director if there are any 

ambiguities. 

The IS Coordinator and Head of the 

Study Department receive the 

admission test results from IT or a 

grade protocol for a passed entrance 

examination from the programme 

director. The IS Coordinator send 

feedback (3. or 4.) to the student 

regarding the result of the entrance 

examination. 

Consults the IS 

Coordinator on specific 

admission matters as 

necessary 

Receipt of test 

results from the 

coordinator 

Applies for studies on 

the DreamApply 

(hereinafter - DA) platform. 
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Payment of AIC 

invoice 
Inform IS Coordinator in an e- mail 

about the receipt of the 

registration fee every business 

day by 15:00 

 



 

Registers and 

saves entrance 

examination 

protocols. 
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