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1. TUJUAN:
1.1 Menjamin dan mengatur kelancaran program inbound yang dijalankan di Universitas
Mercu Buana dan sesuai dengan peraturan yang telah ditetapkan.
1.2 Memastikan semua proses dalam pelaksanaan program program inbound berjalan
sesuai dengan prosedur yang telah ditetapkan.

2. RUANG LINGKUP:

2.1 Prosedur ini berlaku bagi program studi yang berada dalam lingkup program inbound
di lingkungan Universitas Mercu Buana.

2.2 Prosedur ini berlaku saat dilakukan penetapan, pelaksanaan, evaluasi pelaksanaan,
pengendalian pelaksanaan, peningkatan atas Standar Kerjasama Universitas Mercu
Buana.

2.3 Prosedur ini digunakan saat terjalinnya kerjasama yang masih berlaku dengan mitra
kerjasama dalam program Program inbound, adanya peserta yang mengikuti program
inbound.

2.4 Prosedur ini berlaku hanya untuk fil/ degree program, gelar bersama atau gelar ganda,
alih kredit dan short course bagi mahasiswa asing yang mendaftar di Universitas
Mercu Buana (Inbound Student).

3. RINCIAN KEGIATAN DALAM MENJALANKAN PROSEDUR
3.1 Rektor memantau program Program inbound yang dilaksanakan di Universitas Mercu
Buana.
3.2 Wakil Rektor Bidang Inovasi, Alumni dan Hubungan Internasional memberikan
arahan terhadap proses berjalannya program inbound.
3.3 Dekan, Kaprodi, Kepala Pusat Kerjasama Internasional dan Inovasi, Kepala Program
Kelas Internasional, Sekprodi membentuk kurikulum untuk program inbound.
3.4 Kepala Pusat Kerjasama Internasional dan Inovasi dan Kepala Program Kelas
Internasional menyusun konten program inbound.
3.5 Kepala Pusat Kerjasama Internasional dan Inovasi memonitoring perijinan para
mahasiswa peserta program inbound.
3.6 Dekan, Kaprodi dan Kabiro BAP mempersiapkan ijazah (bagi program full degree)
dan transkrip bagi mahasiswa yang telah menyelesaikan program inbound.
3.7 Kepala Pusat Kerjasama Internasional dan Inovasi mengirimkan form monitoring dan
evaluasi kepada universitas mitra setiap program berakhir.
3.8 Kepala Pusat Kerjasama Internasional dan Inovasi mengawasi berjalannya program
inbound.
3.9 Staff Kantor Internasional mempunyai tugas dan tanggung jawab dalam:
a. Melakukan sosialisasi kepada mahasiswa dengan memberikan informasi
menggunakan media website, flyer, banner.
b. Menyediakan platform online registration untuk mahasiswa dalam rangka
mempermudah mahasiswa untuk mendaftar dalam program inbound.
c. Menyeleksi mahasiswa yang telah mendaftar untuk program inbound.
d. Membantu administrasi mahasiswa asing dalam proses kedatangan (pengurusan
visa, kitas dan tempat tinggal / dormitory).
e. Melaporkan mahasiswa asing yang datang ke Universitas Mercu Buana dan telah
selesai menjalankan program Short Course dan Alih Kredit kepada Dekan, Ketua
Program Studi, Bagian Keuangan, Badan Akademik Pembelajaran.
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f. Mengumpulkan rekam jejak dari setiap mahasiswa asing yang datang ke
Universitas Mercu Buana.

g- Mengirimkan form monitoring dan evaluasi terhadap mahasiswa yang telah selesai
mengikuti program inbound.
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4. DIAGRAM ALIR

Inbound Exchange

Time International Office

Student

Faculty/BAPA DIKTI

DIRJEN IMIGRASI/
IMIGRASIKLAS |

RT & RW | KELURAHAN

Juli 15

Jaly
1631

Aog 9-15

[ Tntorm of socialize the |

Bt
?
{

Indicate the subject
Spl- | |that might be taken

Now1$ by overseas student|

for completathe

Ustil
Dec 1S

No

Send Letter of

Check if Founad
o

Yes

Acc

I

Complete Docmments.

for ljin Belajar DIKTI
& VISA

|

Dec Apply ljin Belajar
1631 DIKTI

proved

Get Jjin Belajar

DIKTI

DIKTH

Apply VISA Orline}
Im18 | of (VISA316For

Student)®

L 3
VISA Payment

. 'IDR 100.000

No

Sen——‘d VISA
|epproval d

to students
Jan 9-15

Apply VISA &t

Note:

1
2

htp://is i
-Photo

« Scan of Passport All Page (including empty
ofes)

- Bank Account Statement of previous 3 months
with a minimum balance of USD 1500

- Personzl Statement (please €ind the sample at:

Jlinternationsl. mercubuana ac

ubuana.ac.id/r/inbound

- Medical Statement of good health
-High School graduation
diploma/certificate
- Letter of Recommendation from the
home University
- Travel Insurance
- Latest Academic Transcript
3 Letter of Acceptance

4 Letter of ljin Belajar

S .Application & guarantee letter using
stamp to Dirjen Imigrasi
-Letter of ljin Belajar DIKTI
-Scan Cover Passport & Biodata Page
-Bank account statement student’s

S Visa Approval
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Inbound Exchange
Time |international Office]  Studem Faculty/BAPA DIKTI Pk RT £RW XELRAAN
e | (2)
¢ Totabe) m H’
Apply Domicil
Apcl- | sepi1- LettertoRT &
h=mt$ | Novis Rw7
Provide a cover
Tetter”
var | s Cariicaoof
1S | Dxts do?::“"w, by
[ P
— —
) m Iy
s gl
Armival
o
to lmugration
Klas | Sakbar for
Get Feedback from
Stdents13
Trenscripil4
Apply Exit Permit —
Orly (EPO)
Mc'{x.(qil x’&s  Process EPO
1 ——
Departure to Home
Coumtry®
Prepase Reports to
iony SPML,
Vice Rectors'”
Note: -Copy guarantor ID CARD ~Passport & Copy
' -Letter of Application for domicile -Passport & Copy -Entry Permit VISA
-Fotocopy of Passport -Entry Permit VISA -KITAS & Copy
¢+ Covering letter from RT RW -Ijin Belajar Letter -Letter of Application EPO
> Covering letter from RT RW -Certificate of domicile -Application & guarantee letter using
-Letter of Application for domicile -Application & guarantee letter using the stamp
-Copy guarantee ID Card the stamp to IMIGRASI KLAS 1 -Copy guarantor ID CARD
-Application & guarantee letter using JAKBAR w  Pencapaian Sarmut Report
stamp to Dirjen Imigrasi »  Feedback form
w  Certificate of domicile w  Academic Transcript
««Documentation »  -Application Control Sheet
#  <Letter of Application for new KITAS -Changing foreign data forms from
to IMIGRASI KLAS 1 JAKBAR IMIGRASI Klas I Jakbar
-Power of Attomey
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{Inbound Short Course

31522 | Dec21-31

1 23-29 dan 1-7

M2 | g2

Aung4 Jan 20

A 411 | Jen20-29

Aug 11 329

Time Intemational Office Participant Faculty DIKTI
Autumn Spring
{August Qanvary
Intzke) Intake)
Coordination with faculty about
rundown, sytiabus and
Apr1-30 | Sept1-30 | | nform or socialize the program
offered to partner university &
pobics
Indicate the subject that
might be taken by
overseas student l
. Oct1-
'4;.!" 310 4 Online Registration'
Send email confirmation to|
participant for complete
the doc
finformetion and send letter !
of acceptance’, Receive an email
confirmation,
3 1-14 Dec 1-20 complete the
No documents and sent
proof of payment®
I
Note:

Yes

by Ol

! http://international.mercubuana.ac.id/r/pbl

— Photo
~ Passport

— Medical Statement

2 LOA

— Pre Departure Form
— Domitory Form
Travel Insurance

-

Proof of Payments

* Letter of Ijin Belajar

— Personal Statement

— Bank Account Statement

— Letter of Recommendation from home University

v @ u e W

Program Book

Feedback Form
Certificate

Documentation
Pencapaian Sarmut Report
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Monitoring and Evaluation to Student (inbound)

International Office Student Faculty Center of quality assurance Rector Partner
Prepare Monev o Validation
form
\ 4
Send monev form
(online)
A
Send link form
(email&text with
deadline)
) 4
Check form &
Evaluation
Review and Yes Yes Inform obstacles
discuss obstacle Obstacle that related to
that related to 10 / partner
) 4 NO
Cormrection action
in the fiture Report Report
) 4
o Finish
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Monitoring and Evaluation to Partner

International Office

Faculty

Partner

Center of quality assurance

Rector

Prepare Monev

form

!

Send monev form

(online)

Receive filled

Fill the monev form
(online)

monev form

;

Evaluation

> Validation

Obstacle
No \/ch

Problem solving

I

|

Discussion

Discussion

Advice

Continuining

programs
development_~"No|

Development | Development
plans plans

5. SARANA YANG DIPERLUKAN

5.1 Alat komunikasi (telepon seluler)

5.2 Alat penunjang untuk berjalannya program (Komputer dan Jaringan Internet)

6. FORMULIR PENDUKUNG

6.1 Form Registrasi Online
6.2 Form Monitoring dan Evaluasi
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UNIVERSITAS

MERCU BUANA

DIREKTORAT INOVASI, ALUMNI, DAN
HUBUNGAN INTERNASIONAL

Nomor Formulir

10-1.04.04.00

Distribusi

Tanggal Efektif

ALL |

Oalee Rugittration [abound Full Dagrae

Iiternatiunal Prourerin
Universitas Mercu Buana

 L.Full Neme

3. Gonder

Femae Hme

* 2. Pince of Birth

* 4 eta of Birth

5 Matienaity

* 6. Phone Number

© 7. Moblie Phone Humber

* B Adérass (Asin your 10 cord)

8. Malling Addrass.

* 11. Home Country

* 13, High Schoo!

* 14 High School Major

* 13, Aversge Grade

* 16, Year of Erroknont bn High School

= 17, Scan Passpart (Svery Mage - Inchuding Blank Ones)

Uplond ks

18 Phots (3u4 - Bed Backpreund)

Uplosd flies

* 19, Phote (1x3 - Red Backaround)

lipdenst fisa

© 20, Madumi, Reyort

Y

* 21, Cnglish Certlficate [TOLTL/ITLTS/Others)

Uphan! Fibes

21 Partichy stion Agravment

Upde s Fise

* 21 Acknewiedse Letler Irom Parests

........

* 26, Brosd of Funds (Bant Accoust Statement)

Upbosd files.

* 22, High School Diolons of Equivakent

Usdond Plas

* 28 Persceal sutement

Ustond lias

© 23, Certifiate of Lnerance

upoad fiies

Submi: i b

vy eslanis  Parad by T son i

Link: http://survey.mercubuana.ac.id/index.php/866393/lang-en
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UNIVERSITAS

MERCU BUAN

DIREKTORAT INOVASI, ALUMNI, DAN
HUBUNGAN INTERNASIONAL

Nomor Formulir

10-1.04.05.00 Distribusi

Tanggal Efektif

ALL | l | |

Ondine Regisiration Inbosnd Credd Travster
International Program Universitas Mercu Buana
¥, Meruya Suatan N6 1, Camaangan, Wert it 11450

0%l (.
Inbeund Credit Transfor

* L Full Name

© 2 Gender
Famais Hala

* 1 Place of Birth

- 4 Dalu uf Binthy

5 Natlonality

* 8 PRORe NuMBEr

* 7. Mobile Phone Number

* B Agdress (s In your 10 card}

* Ba. Postal Code

Coir mmbers may e smbenad in s Fale

* 9. Mailing Address.

* 9a. Postal Code

oty v viay e ekt s s S

* 10, Email Address

Frimary trmail

snermana tomed

* 11, Passport Number

+ 12, Home Country

* 14, Home University

* 14, Faculty / Department

© 43 Current Majer

* 16, Latest GPA

+ A7 Currenl Swnmsier
Chousa ona of tha foliowing sacwars
13

* 16, Yoar of Farslimont

Cmie mmbes mas e peiwead o S e

* 19, Mame of Studest [xchange Coordinator Bt Your Home University

+ 0. of Student
© 21, Emall Address of Student Exchange Coordinator

© 22 St
1 13ve read the program shadule snd requiabons and 1 wouid like (0 Spoly 25 3 parspant
Irbound Exchange Studert of Uriversdas Merc, Buand

Rasira e Subemit Lt ak S e,

R P

Link: http:// survev.me;cubuana.a‘i.c-:.id/ index.php/221538/lang-id
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UNIVERSBITAS

MERCU BUANA

DIREKTORAT INOVASI, ALUMNI, DAN
HUBUNGAN INTERNASIONAL

Nomor Formulir

10-1.04.06.00 Distribusi

Tanggal Efektif

ALL |

Culinig Regslralbom Project Baseal Luscabay 2019
PRONCT RASHO LEARR ING 2310

s a3 e

{7 — -
oL

- 1em
Lamay 201 318

“ Ful Name

- Dute of Birch

* Matineaty

* e Addnes

- Slale/Prodme

* Late of LEDIrY (U acTive Deriod of vour 444001 1 least 1 yasr)

- Home uniersity

* Addres of Unbversity

+ Coumiry o vy

= Uplead your Phots
Uisdosd Wied

“ Upload the Scan of Tour Vasssert
Upond Fins

= Uplond yeur medical staterent of good health
Usdord fian

* Uplead Your Parsons] Statament

Uptoas Ries
[ et e

* Upiead your Bank AGcount Statement monkhs with & 1508 (ar
ivalent)

Updead fles

* Uplead Lattar of Aacammandation fram Your boma Univarcky
Udosd s
* Statement
£ 1 RIVH 1830 TV DrOgraT! KTeduie 47 (EAODCNS B0 | WOuld IR 13 200 48 3 JITKEAT If the
Project Cased Leam rg of Uniearatar erew Duars

S saomm o 0 et e

s withanes < Brared by T Lri

Link: http://survev.mercubﬁana.ac.id/index.php/355496/1ang—en




UNIVERBITAS

MERCU BUANA

DIREKTORAT INOVASI, ALUMNI, DAN
HUBUNGAN INTERNASIONAL

Nomor Formulir

10-1.04.07.00 Distribusi

Tanggal Efektif

ALL | |

Students Evaluation Form

International Office Universitas Mercu Buana

I, Maruya Selatan Ne. 1, Kembangan, West Jakarta 11650

0% [ 1100%

|English  ~
Student Evaluation

* 1. Full Name

* 2. Place of Birth

* 3. Date of Birth

COnly numbers may be entered in this fiald.

* 5. Faculty
Choose one of the following answers

| Please choose... v

* 7. The Program
Choose one of the following answers

) Credit Earnings
' Long Term Credit Transfer

* 8. Year of Enroliment to Mercu Buana (Angkatan)

—

Caly numbers may be entered in this field,

* 9. Time Spent Abroad in The International Program
Choose one of the following answers

Please choose... ¥

* 10. Date of Departure

! = - I RENA I

Link: http://survey.mercubuana.ac.id/index.php/825291/lang-en




WL T SRS R S RS ey D |
* 11. Date of Returning home to Indonesia :

* 13. How Would Ynu Rate Your Overall "Credit Trnnsfer Program Experienoe?
‘Choose one of the following answers j
© Very Good
© Good
© Fair
Q@ Less
© Bad
© Very Bad

* 14. How Would You Rate 'ﬂ:e Servlce from UMB 1 tematio
choose one of the followlnn answers i
O very Good

© Good

Q@ Fair

O Less

© Bad

2] Very Bad

+ 15, Service from fnternntlunal ofﬂce of the host lnstituﬁon?
Choose one of the following answers

@ Good
O Fair
O Less
© Bad
© Very Bad

* 16. Facilities of the host lnstltuﬁnn? .
‘Choose one of the following answe
© Very Good
© Good
O Fair
O Less
O Bad
© Very Bad

- 17 Academic qualltv of the hnst Instttutlon?
Choose one of the following answers
O Very Good
© Good
O Fair
O Less
O Bad
© Very Bad

* 18, leﬁcuhv of lollowlnn the r.lnsm?
\Choose ane of the following answers
© Very Difficult
© Difficult
O Fair
w Less

19. leflcultv of the exams?
fi

O Very Difficult
O Difficult

O Fair

O Less

O Easy

O Very Easy

i» 20. How did the aademlc euperienoe dlffer from

- 21. How many courses/subjects did you take? |

I

Only numbers may be antered in this fiald.

choosg‘nne of the lnllnwlnu nswers

i msQag




* 23. Was your English proficiency sufﬂdent‘.‘
choose one of the followlng answers

© Entirely

© Sufficient

O Sometimes Sufficient Sometimes Not

© Insufficient

© Not At All

24. How much dld your Engllsh proﬂdenqr lmpmve?

Choose one of the fnllowlnn answers
@ A Lot

Q A Little Bit

D 1t Hasn't Improvad

* 26. What area of au:ommodntinn did you stnv !n?
hnnse one of the rnlluwlng answers

© Inside Campus Area
© Outside Campus Area

27. What form of accnmmodaﬂon dld you stay ?
,choose one of the followlng answars

0 Dorlmtury
@ Share House

« 28. How wuu]d you rate the accnmodatlon overall?
Choose one of the following answers

O Very Good
O Good

@ Fair

O Less

O Bad

O Very Bad

. 29. What were the cultural differences you l’uced while abroud?

. 30. What ndvlce do you have for future exchange students?

'31. Living Cost per month? (Meals, Accomodation, Local Travel)
Please provide an estimate on how much you spent on your exchange in your host country’s currency.

-32. Any other major expenses durInu stav werseas
Please provide an estimate on how much you spent on your exchanga ln your host muntrv’s mrranr.v..

* 33. Affordability of the program? ; ‘
| Chooseone o the folowing answers
© Very Affordable

© Affordable

@ Fair

O Less

© Expensive

O Very Expensive

|+ 3a.Please describe your testimonial for this progran
i SEERS S N VTR JERE PR L S T SO R
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