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FOREWORD

This guide is for people intending to apply for an undergraduate or
graduate programme at Sciences Po.

Its four sections explain how to:

Create an account

Log in to the online application area
Complete your application

Track your application
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There are a number of screen captures to take you through the procedure
step by step.

The guide contains practical information and comments to help you
complete the application process, and it highlights certain key points to
ensure your application is valid.

Before you begin your application, please visit our admissions website,
www.sciencespo.admissions.fr, to check the admissions calendar, the
prerequisites for your chosen programme and the supporting documents
you will need. You may also want to read our FAQ.

If you have questions or difficulties, the Admissions Office will help you
prepare your application. You can contact us using the contact form or by
i phone. :



THE FOUR STEPS
TO APPLY TO
SCIENCES PO

A) CREATE AN ACCOUNT

In order to apply you first need to create an online account:

> Click “Create an account”

We suggest that you start building your application as early as possible to
make sure it is completed and validated on schedule.
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Click “Create an account”



) Enter the level of study you are interested in (undergraduate,
Master’s, etc.) and specify your current situation

These factors determine which admissions procedure you need to follow.
The result will appear at the bottom of the page. You can then click on the
link for detailed information about this procedure.
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) Fill in the personal details required to create an account

B Four infarmarica

L . . Your email will serve as your login
and will be used to contact you in
the future

& Choose a new password

€&— Answer the security question

.{ o “

Click “Apply” to create
your account

) Click “Apply” to finalise the creation of your account

Your account is now set up but you still need to activate it by clicking on
the link in the confirmation email you were sent.



) To activate your account, click on the activation link
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B) LOGIN TO YOUR APPLICATION AREA

To log in to your account, enter the login (email address) and password you
chose when you created your account.

Please note: you can only log in to your application area once you have
activated your account through the link in the confirmation email.
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ADVICE

The first time you log in, a help page offers seful details about your
procedure. This page contains all the information you need to complete
your application. We recommend you read it carefully before you start
filling in your application.

SELECT A LANGUAGE

You can change the language of your on-line application by clicking on the
button located in the upper-right corner of your dashboard.
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C) COMPLETE THE APPLICATION FORM

DOCUMENTATION FORMAT

All your attachments should:

* Be scanned copies of official documents (no document should be sent by
post); we will not be able to send back original documents;

« Be PDF files;
e Not exceed 2 MB;

 Be grouped by category (e.g.: all your bachelor’s degree academic
transcripts should be aggregated into a single file).

Upon your admission, the original supporting documents attached to your

application will be reviewed during your administrative registration.

How to convert a file into PDF

e Save the document as a PDF file, or
* Print the document to a PDF

You might want to download Acrobat Reader if necessary.

Name your files

In order to make the review of your application easier, we invite you to name
each attachment, in French or English, as follows: LAST NAME - Document
type (e.g.: LAST NAME - CV)

Your documents should be grouped by category (e.g.: all your bachelor’s
degree academic transcripts should be aggregated in a single file).

Please note that the required documentation differs for each programme.
We invite you to visit the Admissions website.



FILLING IN THE APPLICATION

The application form is made up of several sections (listed on the left of your
screen), all of which must be completed before you submit your application.

You can:

* fill in the sections in whichever order you prefer
* save any modifications and come back later
e fill in a section in several goes.

» attach mandatory supporting documentation. We invite you to avoid
overloading your application with optional documents.

Only the fields followed by an asterisk* are required to complete the section.
Once a section is complete, a green tick (@) will appear.
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THE VARIOUS SECTIONS OF YOUR APPLICATION FILE

) Choice of programme

Use the filters to select your programme:

 Type of programme (dual degree, Sciences Po programme)

¢ School

e Partner university for a dual degree

Once you have selected the programme(s) you want, click on “Submit as 1st/2nd
choice”. If requested, you must also select your specialisation/concentration and
click “Submit my choice of programme”.
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) Your application dashboard

On your dashboard you can:

e Check your choice of programme (1)

¢ Check the deadline to submit your application (2)
¢ Monitor the progress of your application (3)

* Check the notifications about your application (4)

¢ See the supporting documents you need to provide according to the
details you’ve entered (5)
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» Personal Information section

In this section you may enter information regarding your identity (1) and
your parents (2).

Applicants who suffer temporary or permanent disability may specify it
and attach supporting documentation (3).
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Mational Student Identification

=

Martiona! Student identification {IME) (optionall {EI

Parent 1 I e (2) Fil out information related to your parents’ situation

Socio-economic cstegory
Shopkeepers or related workers b
Profession

Sales manager

Parent 2

Sooo-economic category ™
School teachers or reiated ¥
Profession *

School teacher

Disability I e (3) Declare your disability and attach a certificate

The following documents are accepted os proof of disobilin: disekility cord, dizobilite allowance
certificate or recognition of the stotus of disabled worker. The fallowing documents are accepied 0s
proof of need of occommaoadations: @ certificate from your school or university regarging
cccamadations for exams, or an gttestation from the local educotion authority (Recrorat] concerning
accommaodations for taking the Baccalouréot (if you cannot provide any of the obove documents, you

miny hove to offach to your cpglicetion o certiffcate from a school or Wniversity docion)

Boyou have a disahbility? *

L Yes ® No

o you need specific acadernic andfor access accommaodations for the entrance exams? #

2 Yes ® No

Save changes



> Contact information section

In this section you must enter:

¢ Your permanent address and a phone number (1)
*  Your correspondence address during the application process (2)
« An emergency contact (3)

& b Lo TRASEICE R
B 2erraoe oo mares Contact Ihfﬂmﬂnnn
E Comaket il b o A% M puTs AT e T TEEP IO R AT P BB ITVAR TR apa Lanar

L grair backpo

Pemmanent POSTAL pddross I e (1) Permanent address

=i EHT e B et i e
PAFASE MADUCRTE FOLA SOSTRL E0CIRETS
L] i "
fum e e e
Larguapen
Pl asierwir e G fasseeal
IS A
¥ e " E

SCIIYHE S eI

Cuirrmnt ackirans I e (2) Your correspondence address
for the current year

(A e TE R RS

. e g



EMEErRRNCY CONtaLt I e (3) Person to call in case of emergency
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> Academic Background section
In this section you may enter information regarding your academic career
in the various subcategories.
* Secondary or higher education (as applicable)
You may give details on:

o Your academic career from latest to oldest (1)
o The degrees you have received (as applicable) (2)

o The cumulative grade average for your prior academic years
(as applicable) (3)

* Exchange programs: you may mention the semesters or years you have
spent as an exchange student (4)
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 Academic recommendations: contact your academic referees (as
applicable) (5)

At any time while building your application, you may send a reminder to a
referee (8) or - if applicable - remove (6) and replace (7) a referee. When
you remove a referee, he or she is automatically notified of your decision.

Please note: It is your responsibility to inform referees of your admission
procedure deadline, as well as the language in which they must write their
evaluation.

Academic recommendations *

Mr. Jotin SMITH o
Professor Dending
Sciences Po (+332) 010801070107
DARIE jehnsmith@sciencespo.fr

France

The “pending” status allows

Mr. Victor HUGO you to delete a referee (6) 9 e
Brofezzeur de littarature and add a new one (7) Fending
Sciznces Pa {+33) 010701010101
JARIE victor hugo@sciancespo fr

France

I E Click on this box to add

Indicate an scademic referee
I + a referee (5)

Delete academic recommendation

Are you sure you want to delete the following academic recommendsation?

Mr. John SMITH
Profezzor
Sciences Po

DARIE

France (6) Remove
(+33) 01010104016
(+33) 010101010101 a referee

johnsmithi@sciencespo.fr I
FEnes

At any time while building your application, you may send a reminder to a
referee (4) or - if applicable - remove (5) and replace (6) a referee.

Please note: It is your responsibility to inform referees of your admission
procedure deadline, as well as the language in which they must write their
evaluation.
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> Professional experience

Professional experience can be either required or optional, depending on
the programme to which you are applying.

In this section, you may:

* Mention a professional experience (1) and attach supporting
documentation (2)

* Click on “add a referee” (3)

* Remove a referee that is not responding favourably to your request (4)
as long as your application is still “pending”

* Follow up with your referee from your dashboard (see aforementioned
instructions about academic referees)

Please note: It is your responsibility to inform referees of your admission
procedure deadline, as well as the language in which they must write their
evaluation (depending on the programme you have chosen).
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Y Personal background section

In this section you may tell us about your extra-curricular activities (1) and
the various periods you have spent abroad (2).

If you are a high-level athlete, you may let us know and attach supporting
document (3).

Please note: supporting documentation is optional in this section; we
kindly suggest you do not overload you file with optional documentation.

Perzonal background
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Y Languages section

In this section you may:

* Declare your level about the required language for the chosen (1).
* and mention the other languages you know (2).

Please note: The language displayed by default is the mandatory
language required for the chosen programme. The lack of supporting
documentation for that language (3) may keep your application as
considered incomplete. We invite you to read carefully the prerequisites
of each programme before you apply.
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> Personal statement section

In this mandatory section, you must explain in details the reason why you

are applying to Sciences Po, especially to the programme(s) you have
selected.

The statement must be written in the programme’s language (French or
English).

Make sure you do not exceed the maximum word requirement (1)
For some specialised courses, additional motivation arguments may
be required if applicable (2).
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» Financial information section

The financial information section focuses on information relating to your
current situation (1), the financing of your studies (2) or your potential
scholarship application(s) (3).

The information requested depend on your nationality and mandatory
personal information is required (4).
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> Payment of application fees

The application fee must be paid online by bank card in the “Application
fee” section.

Click “Pay” and you will be directed to the secure online payment gateway.

Application fee

Application fee

Fee for appication 1o the Internations| Students Master Frogramme A0missions Prooegire
100 €

In case of problem with onltne papment, contact the Admissions Office

Enter your bank card details and submit your payment.

Secure bank cand paymeEnl page
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) Submit your application

Paying the application fee does not
automatically complete your application.

To submit it, you must click “Submit
application” once all the sections are
complete.

Please note:

After you’ve clicked “Submit application”,
you need to click “Confirm” to send it. This
step is essential. If you do not click confirm
your application will not be received. Our
platform cannot invalidate incomplete files, it
is your responsibility to submit an application
that includes all required documents.
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Once your application has been submitted:

* A confirmation email (1) is sent to you

* A notification (2) appears on your dashboard

(1) Notification email

Dear Tracey WATSON,
Congratulations! You have just submitted your Sciences Po application. We thank you for your interest in our programmes.

To track your application through the next phase of the admissions process, you should consult your « Tracking my application » page regularly, using the email address and password
linked to your application.

The Admissicns Office will be in touch via email so be sure to check your email account regularly.

The Sciences Po Admissions staff is at your disposal to guide you through the application process.
Sincerely,

Sciences Po Admissions
Tel. + 33 (D)1 45 49 50 82
Fax. + 33 (0)1 454847 49

http://wmwaw.sciencespo.fr

(2) Notification on dashboard
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D) TRACK THE PROGRESS OF YOUR
APPLICATION

Once you have submitted your application, you can track it on your
dashboard.

Here you can:

¢ monitor its status in real time (1)

« download your application (2)
e add files to support your application (3)

Please note: Sciences Po reserves the right to refuse or request
supporting documents.
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DO YOU HAVE QUESTIONS OR NEED MORE
INFORMATION ABOUT ADMISSIONS?

If you cannot find the answer to your question, you can:

Contact us via our contact form:
https://forms.sciencespo.fr/en/contact-admissions

Call us during our telephone hours:

Ph. + 33 (0)145 49 50 82

From Monday afternoon to Friday morning, 10:00 am to 12:00 noon and
2:00 pm to 4:00 pm

Sciences Po

27 rue Saint Guillaume
75007 Paris — France
www.sciencespo.fr

o facebook.com/sciencespo

o twitter.com/sciencespo
@ linkedin.com/edu/sciences-po-12454
youtube.com/sciencespo

instagram.com/sciencespo

0 Suivez Sciences Po sur Snapchat



