
 

 

Sophia University Exchange Program 

Guide for Online Nomination/ Application portal for Partner University 

 

 

IMPORTANT 

Log-in account, password and URL for online nomination portal will be sent to each 

coordinator at our partner universities via email once the online nomination period 

is open. 

 

After receiving the email, please nominate your students following the instructions 

below. 

 

 

Step 1 

Go to the designated URL and log-in with ID and password sent via email. 

 

 

 

 

 

 

 

Sophia University 

Center for Global Education and Discovery 

7-1, Kioi-cho, Chiyoda-ku, Tokyo, Japan, 102-8554 

tel: +81-3-3238-3521 

email: inbound-co@sophia.ac.jp 



Step 2 

Click “Nomination.” 

 

 

 

Step 3 

Choose the semester you would like to nominate students from the pull-down list 

and click “NEW.” 

 

 

 

Step 4 

Complete all the information and click “Submit.” 

Before submitting the nomination, you could temporarily save the information and 

check for errors by clicking on “Save & Error Check.” 



 

 

 

IMPORTANT 

The mailing address indicated here is used when we send Acceptance Packages and 

Transcripts. Please include the name of your office department, city, state, and 

postal code. Please do NOT write P.O. Box. 

 

Once you have completed this online nomination, the student will receive an email 

with the link to enter the online application system. 

If students do not receive the email within 3 working days from our office, please let 

us know. 

 

 

Step 5 

Students are required to complete/ upload the following information/documents 



through online application portal: 

(1) Application form 

(2) Application for Certificate of Eligibility 

(3) Housing application 

 

After completing online application, scanned copies of the following materials are 

required to be sent to Sophia University via email directly from students or through 

the exchange program coordinator of their home institution. 

The scanned copies of all application documents must be sent by e-mail to 

"inbound-co@sophia.ac.jp" with the title "Application for Exchange Program (Home 

Institution/ Student's Name). 

We will check all the documents and give feedback for each student in order to 

advise about missing information and documents so that they can correct and 

complete application documents. 

 

List of Documents to be Submitted 

(1) Application form (2 pages to be downloaded in PDF after online submission) 

*Applicants to the Graduate Program in Global Studies are required to attach a separate 

document which list all courses they wish to take, indicating for each the relevance to their 

degree of study in their home institution and their background for the course. 

(2) Letter of academic recommendation (form provided)   

(3) Official academic transcript(s)  

(4) List of courses currently enrolled (if not listed on the transcript) 

(5) Valid IELTS/ TOEIC/ TOEFL (ITP or iBT) results for English-taught program 

applicants 

(6) JLPT test report (N1) for Japanese-taught program applicants 

(7) Certificate of health (form provided) 

(8) Digital color photo (length 4cm × width 3cm *exact size)  

(9) Photocopy of passport 

 

Notes: 

- All application forms are available online to be downloaded. 

- Documents printed in a language other than English or Japanese have to be 

translated into English or Japanese and certified by the home institution. 

- Application documents will not be returned to the applicant after submission. 

 

We will contact home university and students after checking all application 

materials.  


