	[image: image1.png]



	Novi Sad School of Business

Higher Education Institution for Applied Studies



APPLICATION AND REGISTRATION PROCEDURE FOR INCOMING STUDENTS

Required documents for application

· Student Application Form

· Erasmus+ Learning Agreement for Studies / Learning Agreement for Traineeship

· Copy of legal ID card or passport

· Transcript of Records in English (which shows your previous learning outcomes)

· Copy of the registration at the home institution or university card

· Scanned passport size photo 
1. Fill in Novi Sad School of Business Student Application Form 
2. Learning Agreement for Studies/Learning Agreement for Traineeship. Please get in contact with ERASMUS+ Coordinator in your home institution and Mobility Coordinator in Novi Sad School of Business to find out which courses will be relevant and recognized as a contribution towards your own degree. Please analyse Course Catalogue and detailed lists of the courses offered at Novi Sad School of Business.
Correctly filled and signed Learning Agreement and Student Application Form can be sent in two ways:  
· by e-mail to international.office@vps.ns.ac.rs
· by regular post to Office for International Cooperation and Projects address below:

Office for International Cooperation and Projects 

Vladimira Perića-Valtera, No: 4

21000 Novi Sad, Serbia
http://www.vps.ns.ac.rs/en/international-affairs/international-affairs-contact/
3. After receiving the Learning Agreement for Studies/Learning Agreement for Traineeship, a Letter of Acceptance will be issued to you. The Letter of Acceptance will be sent by regular post and by e-mail.
4. Please inform our Office for International Cooperation and Projects as soon as possible of your date of arrival. The Orientation programme will be emailed to you before your arrival.

5. Upon your arrival, please contact our Administrative Assistant as soon as possible to inform you and help you deal with the administrative and registration procedure. The student assistants will help you with the practical matters.
6. Your student card will be issued to you upon your arrival. You must send a photo, as described in the Application Procedure, in order to get a student card. 
7. Please contact our Academic Assistant to inform him of your arrival so that he can help you with your academic issues. 
8. During the mobility period changes to the Learning agreement can be made. In that case it is necessary to fill in a Changes to Learning Agreement form and send it to your home institution International Office so that the changes can be analysed and approved. Our Academic Assistant will help you with the procedure. The procedure is crucial for the issuing of your Transcript of Records at the end of your mobility period.
9. At the end of the semester, an official copy of Transcript of Records will be posted to your International Office. 
Before you start application procedure please contact us: raciczeljko@gmail.com
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