Process of signing new contracts with the agencies

o After intitial contact, the agency sends back the introduction form to the
1 International Strategy Office (ISO).

* The ISO screens the agencies and sends out the selected agency profiles to
2 the Faculties.

» The faculties decide which agencies they would like to collaborate with and
which programmes do they include in the agreement. The faculties send
3. back the list of selected agencies and list of programmes to the ISO.

*The agency sends to the ISO the following documents, which are essential
for the contract: signature registration certificate, references (at least 2), and
4, the company registration certificate.

* The ISO prepares the contract in 3 copies: the contract contains the
5 necessary annexes (certificates and the list of available programmes).

* The ISO sends the contract for legal counter-statement for financial counter-
6 statement and for signature to the Rector as the legal representative of ELTE.

* The ISO sends 3 hard copies to the agency. The representative of the agency
needs to sign them and send back 2 copies to ELTE (1 for ISO and 1 for the
7 Legal Directorate). The faculties get an electronic, scanned version of the
’ contract.

e The ISO creates a read-only admin profile for the agency in the Dreamapply
system (https://apply.elte.hu/), so they will be able to flag their student
8. applicants with a specific Reference Code, created by ISO.



Responsibilities of the agencies

¢ Check and ensure that only those applicants file the application for
1 admission who meet the formal requirements.

¢ Guide the application process of the applicants, keep contact with
2 the faculty.

¢ Flag the applicants with the reference code in the online application
3 system (Dreamapply).

¢ |n case of a successful entrance exam, help the referred students
4 with the Visa process.

e Send the list of referred and admitted students to the ISO. In
administrative, legal, financial and other related questions the
5. agencies should contact the ISO.



Paying the agencies the commission fee

e The faculties verify the number of admitted students referred by each agency.
The agency has the right to get the commission fee after the referred
1. students.

e The agency needs to issue the invoice. The commission fee consists of: a one-
off commission equal to gross 10% of the tuition fee that was paid by the
students in the first and second semesters, and to a one-off commission
equal to gross 10% of the application fees paid by the students.

e The invoice should be issued to each faculty separately, and the Annex should
contain the exact name of the degree programmes and the list of students.

* The faculty’s international office verifies the invoices and proceed with the
payment according to the financial regulations of the University.

e The deadline for commission fee payment is 15 December for the Fall
semester and 15 May for the Spring semester. For the Fall semester, we
kindly request the agencies to send the invoices to the faculties no later than

5. 20 November so that the university can complete the transfer of commission
fee on time.

e The faculties inform the ISO about the successful payment of commission
fees.



