
ADMISSIONS & 

AGENT TRAINING 
Version: 20170609 

 

INTERNAL USE ONLY 

 

 

 

 

Virginia Hung  

Engagement Manager – Taiwan  

QUT International  

Queensland University of Technology 



When to apply 
 

Students should allow time for the process! 

 

• For Feb intake 

• Start collecting documents in August 

• Apply by September when students receive the complete transcript 

• For Jul intake 

• Start collecting documents in Feb 

• Apply by late March when students receive the result for the first semester of year 1 

 



Step 1:  

Submit a “good application” 
 

• Identify that student is genuine and has financial capacity to fund their studies and living costs 

• Complete all fields on the F form including Student Declaration 

• Clearly indicate preferred major (where applicable) and intake 

• Use the Application Progress Check List 

• Scan all certified documents (one PDF file per student, in the order of:) 

1. F Form 

2. Photocopy of passport 

3. IELTS or TOFEL result 

4. Academic transcript  

5. Awards certificates (if any) 

• Send the applications to QUT Admissions teama@qut.edu.au and cc to Virginia Hung virgina.hung@qut.edu.au 

 
 

mailto:teama@qut.edu.au
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Note on Step 1:  

Submit a “good application” – F From 
 

• Please download the form here: https://cms.qut.edu.au/__data/assets/pdf_file/0016/10159/f-form.pdf 

• Application fee is automatically waived  

     under current agreement. 

• Please ask student sign the form before  

     lodging the application. 
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Note on Step 1:  

Submit a “good application” – how to certify documents 
 

As QUT Admission collect electronic documents, we need you to certify it is a true copy. 

Please see the examples of correct and incorrect certifications. 

Make sure to include: 

1. Your name 

2. Your signature 

3. Date 

4. Position title, department, university 

 



Note on Step 1:  

Submit a “good application” – sending applications 
 

When email the applications please 

• Separate student applications into: 1 student 1 email 

• Email subject: New Application-UNIVERSITY NAME Cohort Taiwan-STUDENT NAME-Date of Birth-INTAKE 

Example: New Application – YOUR UNIVERSITY Cohort Taiwan – John Doe – 19900205  – Jul 2017 

• If you need to submit additional documents later on please make email subject: 

Example: Additional Doc – YOUR UNIVERSITY Cohort Taiwan – John Doe – 19900205  – Jul 2017 

• Please state your name, department and Tamkang University so our colleague know who is representing the 

students 

 



Step 2:  

Offer Letter and Acceptance 
 

• It will take 10 ~ 15 working days for Admission to review student applications 

- If any detail missing, it will take longer 

• When students receive an offer from Admission, please –  

- Make sure all details are correct 

- Activate QUT access and email account 
 

• Students’ QUT login and passwords are included in offer letter 

 More detail check: http://www.itservices.qut.edu.au/student/email/ 
 

- Send the following to the QUT address listed on your Acceptance of Offer letter: 

• Acceptance of Offer form - fully completed and signed by student 

• Your first fee payment (the amount on your offer letter) 

• Pay via QUTPay. Instructions can be found on Agent Portal or see: 

https://www.qut.edu.au/international/applying/step-9-pay-your-fees 

• Any outstanding documentation required to meet the conditions of your offer 
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OSHC 
 

• QUT offer letters quote OSHC for the QUT course as a single rate and is calculated to: 

- start 2 weeks prior to the start of classes  

- ends according to DIBP visa rules ie the last semester at QUT and then to 15 March or 31 August 

 

• QUT’s preferred provider is Medibank 

• Students organising their own OSHC should indicate this on the QUT Acceptance of Offer form, and they will be 

required to show OSHC evidence as part of their visa application 
 



Step 3: 
QUT will Confirm Your Acceptance 
 

QUT sends the partners: 

• Electronic Confirmation of Enrolment form (eCOE) for student visa application 

• Information on accommodation, airport reception and orientation 

 

Please check email inbox for any important information sent by QUT. 



Note on Step 3: 

Conditional eCOEs 
 

• To apply for a Conditional COE please email teama@qut.edu.au and specify the exact date that your office will 
submit the students final official transcript and award certificate (if applicable) to international Admissions.  
NOTE: Conditional eCOES should only be requested when the student already meets the English condition on the 
offer letter. 

• QUT will review the request and email to confirm if a conditional eCOE is approved and request any other 
outstanding documents eg the acceptance payment, English language documents to meet the requirement, 
acceptance forms etc. 

 



Step 4: 
Predeparture Orientation 
 

• QUT is able to conduct a predeparture seminar after students obtain their visas 

• The seminar will include the following information 

Study at QUT 

Living in Brisbane 

Transportation 

Accommodation   

International Student Services  

• Please contact Virginia Hung to set a date 

 



Information to be provided to students 
 

• QUT calendar:  
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar 

• Maps of the two campuses 
http://www.fmd.qut.edu.au/operations/information_systems/campus_maplots.jsp 

• Live in Brisbane – accommodation, airport reception 
https://www.qut.edu.au/international/live-in-brisbane 

• Get Support at QUT 
https://www.qut.edu.au/international/get-support-at-qut 

 

 

 

http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.qut.edu.au/about/key-dates-and-academic-calendar/academic-calendar
http://www.fmd.qut.edu.au/operations/information_systems/campus_maplots.jsp
http://www.fmd.qut.edu.au/operations/information_systems/campus_maplots.jsp
https://www.qut.edu.au/international/live-in-brisbane
https://www.qut.edu.au/international/live-in-brisbane
https://www.qut.edu.au/international/live-in-brisbane
https://www.qut.edu.au/international/live-in-brisbane
https://www.qut.edu.au/international/live-in-brisbane
https://www.qut.edu.au/international/get-support-at-qut
https://www.qut.edu.au/international/get-support-at-qut
https://www.qut.edu.au/international/get-support-at-qut
https://www.qut.edu.au/international/get-support-at-qut
https://www.qut.edu.au/international/get-support-at-qut
https://www.qut.edu.au/international/get-support-at-qut
https://www.qut.edu.au/international/get-support-at-qut


Internal Information for Tamkang Staff Only 
 

• Agent Portal 
https://external-apps.qut.edu.au/international/representatives/ 

Username: representative 

Password: marketing 
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Contact  
 

 

Virginia Hung 
Engagement Manager – Taiwan 

QUT International 

Queensland University of Technology 

 

+886 952 779 488 

virginia.hung@qut.edu.au 

 

 




