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STEP BY STEP GUIDE TO APPLYING 

	Important Notes

	(!)All the information you provide on your application will be used to create your record at the University, be used to produce your offer letter and also to create your Visa Documentation. Ensure that you complete the information carefully, correctly and in line with your passport/travel documentation. (!)


	Please ensure that you read these notes very carefully and follow the step by step guide before and whilst completing your Study Abroad On line Application



	The location of the on line application and password will be emailed to you.



	The most important thing to remember is that you CANNOT print or amend your application once you have pressed the SEND button.



	Personal Details - Section 1 of 3


	Please use "Mixed-case" because "all lower-case" or "ALL CAPITALS" cannot be processed by our database.
Complete it as you would expect to see it on a formal document. This information will be used to prepare your official offer documents. 
· Title, First Name, Surname and Nationality should be written exactly as they appear on your passport

· Date of birth should be written the British way – day, month year. For example – 24/12/89 (24th December 1989)

· Country of birth – this is the country you were born in 

· Disability information: this will not affect your application in any way. We need to know any details so that we can organise sufficient support for you

· Mailing address: please give the FULL mailing address. This must be valid from now and until you arrive in Sheffield.      


	Home University Details – Section 2 of 3



	If you are coming to Sheffield via an exchange, your University will be in the drop down box. It is listed by country (A-Z) then by university (A-Z). If you cannot find your university email r.mathers@sheffield.ac.uk to query this. 

If you are not coming to Sheffield on an exchange – either because you are sponsored or fee paying, then please complete the blank box provided, giving your full official university name


	Academic Details - Section 3 of 3



	· Proposed study period – you should select the period during which you wish to study in Sheffield – e.g. Spring semester

· You should select how long your degree is and which year of your degree you will spend in Sheffield

· Full name of your degree: please enter the name of your degree title, exactly as it appears on your transcript – e.g. BA English Literature and Film Studies

· GPA/Grade average – please write in your GPA or grade average at the time of completing this application

English Language Requirements - *If English is your first language, move on to the next question*

If English is not your first language you must prove that you have the required language proficiency to successfully study at Sheffield. 

You can find a list of our latest English Language Requirements for each department at Sheffield on our website: www.shef.ac.uk/studyabroad/overseas/prospective/entry.html

You MUST meet the individual departmental English Language Requirements to study in a department. If you are applying with a lower score, then you MUST be able to and improve your score by the time you arrive in Sheffield. You will not be allowed to take modules if you do not have the required level of English.

During semester time, you are able to study in our English Language Teaching Centre for free and you will gain credits. 

Please select which English Language test you have taken and fill in the score you received – for example TOEFL – iBT 99



	Proposed Study Plan for Sheffield



	This is where you will choose the modules you wish to take at Sheffield. Please ensure that you have read the following web pages before completing the form:

www.shef.ac.uk/studyabroad/overseas/prospective/choosing

www.shef.ac.uk/studyabroad/overseas/handbook

Read this very carefully before completing the module section

1. In the first section you should list modules that you MUST take whilst at Sheffield. We refer to these as "Major modules". These choices must only be the ones you HAVE to take and are completely inflexible. It is important to make sure you differentiate modules into major and non major ones

2. Non Major modules are the ones you would LIKE to take and that are flexible/electives/easy to change

3. Only your "Major Modules" will be pre-approved by an academic member of staff before you arrive at Sheffield. You will be sent a “Module decision form” with decisions on each of your major module choices, once they have been considered by the relevant department(s)

4. You will get non major modules or new choices approved upon arrival at Sheffield. These will not appear on the “Module decision form”

5. You should only select 120 credits for the academic year or 60 credits for a semester. Do not exceed this load

6. Do not give alternative or back up choices

7. Ensure you put the full Sheffield module title and details: example: LIT101, Shakespeare, Spring semester, 20 credits



	Print a copy for your own personal records



	Once you have completed all the necessary boxes and checked everything, please print a copy for your personal reference and one for your home University and only then press the “send” button. Do not send a copy to Sheffield.



	Additional documents to be scanned & emailed 



	All applicants MUST scan and email the documents below to ieu@sheffield.ac.uk 

Check List of documents to scan and email 

Send the documents all in one PDF file. Don’t send items in separate files. 
· Up to date transcript (original and in English)

· Reasons for applying (outlining the reasons why you wish to study at the University of Sheffield. Max 1000 words)

· One academic reference (must be from someone who teaches you an academic subject)

· English Language Proficiency certificate (TOEFL or IELTS) – only if English is not your first language

***DO NOT SEND ANY OTHER DOCUMENTS THAN THE 4 LISTED ABOVE***


	Questions?


	Visit our web pages at;

www.shef.ac.uk/studyabroad/overseas/prospective
www.shef.ac.uk/studyabroad/overseas/handbook

www.shef.ac.uk/studyabroad/overseas/postapplication
Or if you can’t find the answer to your question via our website please email International Exchanges Unit at ieu@sheffield.ac.uk 
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