APPLICATION PROCEDURE

All applicants for ICPA courses must follow the application procedure below.
Incomplete documentation or exceeding deadlines will also be grounds for non-approval of the
course. Please apply well in advance.

For further information on the procedure and frequently asked questions, please refer to the website

page. https://icpa-in.com/programme-application/

Please check all questions about the application before contacting us.

APPLICATION PROCEDURE CHART

Hover over the words in the '"Where to apply' section to jump to a link to some of the items.

Where to Deadlin
apply e

# Procedure

More
than 4
months
m 1 Enquiries, questions and confirmation of course dates ~ Enquiry Form  before the
first day
of the

course

More
than 4
months
mi 2 Online application Link before the
first day
of the

course
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https://icpa-in.com/programme-application/
https://icpa-in.com/contact-and-subscribe/
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Where to Deadlin

# Procedure
apply e
o ) Access
O 3 Test of suitability for taking a course o
authorisation
mi 4 Online interview (may be exempt if completed in 1)  Zoom invitation
5 Notification of results of course suitability test and
m
scheduling
i 6  Read the terms and conditions of the course Link
Up to 90
Submission of written application form (Download ) days
i 7 Email
form here before the
course
Up to 90
Submit course questionnaire (not required for . days
i 8 Link
language courses). before the
course
Up to 90
Submit required documents (see required documents . days
O 9 Email
section). before the
course
. Up to 90
Deposit payment: at least 50% of the course fee Non- ;
ays
o 10 refundable, full payment also possible Please apply Search Courses Y
. ) before the
for deposit payment by email.
course
Provisional booking of airline tickets and
accommodation.
1" *No formal reservations should be made until the Self-
m
course has been confirmed (60 days before the course  responsibility

starts).

*ICPA will not be involved in any booking problems.
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Where to Deadlin

# Procedure
apply e
If you are a foreign national and need a visa to enter Up to 60
9 Japan, we will provide you with the necessary Self- days
m
documents for visa application *Deposit is non- responsibility ~ before the
refundable even if your visa is rejected. course
Date by which the full amount of the course must be
received by ICPA.
* ICPA must be able to confirm full payment by the
applicant by this deadline.
Note that this deadline is the "date of receipt", not the
date of remittance.
In the event of late payment, the applicant will not be ]
It will be sent to
allowed to attend the course. )
) , ) ) you by email or
The applicant is responsible for any handling fees. ] Up to 60
_ _ ) on the site's My
The full fee at this point will be charged. The amount days
i 13 ) o ) Account
may change from the time of application (applicants Onl: before the
nline.
should confirm the final amount at the time of course
o Check your
application). .
invoice

If full payment is not confirmed by the due date, the
course application will be rejected and no refund will
be provided.

Credit card payment is the most secure, safe and
convenient method of payment nationwide.

*This deadline will not be extended in the event of

time delays caused by bank transfers.
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Procedure

Where to Deadlin
apply e

14

15

A certificate of permission to attend the course is
issued

A decision is made whether the course will be
organised or not.

If the class does not reach the minimum number of
participants, the course will be cancelled and the
applicant can change to an individual course for an
additional fee or change the dates of the course.
ICPA will not cover the costs incurred for visa
applications, airline tickets and accommodation
arrangements in the event that the programme is not

organised.

Preparation for the start of the course

NECESSARY DOCUMENTS

2 months

) ) before the
Email Receipt
course

start date.

One-off courses and language courses

* Application form (agreement to terms and conditions)

* Identification papers

Short and long-term programmes

Application form (including agreement to terms and conditions)

Identity document (passport, driving licence or other photo identification)

Curriculum Vitae
Course Questionnaire

Business certificate (for franchises and organisations)

\aks
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As the programme is aimed at those seeking to improve their knowledge, the aim is to check and

validate the objectives of all participants, to keep them highly motivated and to provide course

content appropriate to their experience and position. This is an important requirement of the course

assessment.

IMPORTANT NOTES

*

For procedural instructions and frequently asked questions, see the website page.https://icpa-
in.com/programme-application/

Incorrect application procedures may result in the course application not being approved. Please
proceed with caution.

If an interpreter will be present at the course, please make sure to inform us in advance, as
separate arrangements may need to be made at the venue. The interpreter's expenses are to be
paid by the applicant.

Deadlines cannot be changed. Please ensure that you meet the deadlines. No action will be taken
in case of delays under any circumstances.

Even if a representative is applying on behalf of the applicant, the interview must be held with
the applicant him/herself. An interpreter could be present on the applicant’s arrangement.
Meetings are generally held online, but if there is a special reason, or in the case of a paid trial
course, a 30-60 minute face-to-face meeting can be booked.

Payment is only accepted by credit card. Cash is not accepted. Credit card payment companies
accepted are VISA, Mastercard, American Express, JCB, Diners Club and Discover. The range
of accepted credit cards is subject to change.

Please contact your credit card company to find out if instalment payments are accepted.

Bank transfers are also possible on request, however, international transfers can require two
weeks to a month to arrive and if the bank rejects the transfer, it will not be possible to book a
place on the course. Please note that no special arrangements can be made for delays caused by
these reasons. Please note that bank transfer charges are the responsibility of the applicant.

The method of review is determined by ICPA International Protocol Ltd and details are not

provided. Reasons for disapproval are not notified.
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We do not offer any refund service except in accordance with our procedures and terms and
conditions.

If a student cancels for health reasons, no refund will be given and the course can be rescheduled
or moved online.

You must follow the ICPA's policy and we do not negotiate special responses. If this is
absolutely necessary, please contact us. We do not provide reasons for our rules.

The ICPA operates with Japanese social common sense. Please be aware of this beforehand. The
ICPA operates with an international mindset.

English is the primary language used by the ICPA. For terms and conditions and contracts, the
Japanese language takes precedence.

Please read the terms and conditions of the course, the institute's rules and regulations and the

manner of attendance carefully.
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APPLICATION PROCEDURE

All applicants for ICPA courses must follow the application procedure below.
Incomplete documentation or exceeding deadlines will also be grounds for non-approval of the
course. Please apply well in advance.

For further information on the procedure and frequently asked questions, please refer to the website

page. https://icpa-in.com/programme-application/

Please check all questions about the application before contacting us.

APPLICATION PROCEDURE CHART

Hover over the words in the '"Where to apply' section to jump to a link to some of the items.

Where to Deadlin

# Procedure
apply e
More
o _ ) ) than 3
o 1 Enquiries, questions and confirmation of course dates ~ Enquiry Form )
months in
advance
More
) o ) than 3
O 2 Online application link )
- months in
advance
Immediat
o ) Access
O 3 Test of suitability for taking a course o ely after
authorisation
#2
. . . . . . . . 1 Week
mi 4 Online interview (may be exempt if completed in 1)  Zoom invitation
after #3
N [nternational

Protocol Japan


https://icpa-in.com/programme-application/
https://icpa-in.com/contact-and-subscribe/
https://icpa-in.com/programme-application-form/

Where to Deadlin

# Procedure
apply e
. . . . oqe . . 4 Weeks
5 Notification of passing the course suitability test Email Receipt lat
ater
6  Read the terms and conditions of the course link After #1
Submission of written application form (Download
7 Email After #1
form here)
Submit course questionnaire (not required for )
8 link After #5
language courses). -
Submit required documents (see required documents )
9 ) Email After #5
section).
Payment of course fees (can be made in part or in
full).
*Payments can be made in instalments up to two
months in advance
If you wish to pay in instalments, you must inquire
separately.
P ] Y If there
Deposit of at least 30% of the full amount
are no
-. non-refundable. courses to buy
incomplet
10 Course dates can be changed up to two months before here
e
the course applied for. Search
) . ) . document
*Foreign nationals applying for a visa must pay 30% ‘9
sat9.
of the course fee as a deposit.
If the visa is not granted at least two months before
the course starts, the application will be cancelled and
a refund will be given.
In any case, the payment deadline must be strictly
observed.
After

Issuance of course permit ) ) .
11 o . . Email Receipt  receipt of
(Temporary permit if deposit only paid) 410
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Where to Deadlin

# Procedure

apply e
Visa application for foreign nationals )
Tentative booking of airline tickets and Self- tmmediat

i 12 ) ) ] ) ely after
accommodation (the applicant is responsible for responsibility il
making the arrangements).

Visa for foreign nationals.

- 3 In case of visa refusal, deposit refundable only up Self- 2 weeks
to two months before the course (fees to be paid by responsibility  after #12
the applicant)

Pay the full amount at least two months before the

start date of the course you have registered for.

If a seat is filled, you will not be able to attend the

course of your choice, and in this case the course fee It will be sent to

will not be refunded. you by email or 2 months

This date is the date the payment is received by on the site's My before the
| 14 ICPA, not the date of remittance. The amount of the Account course

fee is subject to change, so be sure to confirm the Online. start date

amount at the time of application. Check your Day 1.

If full payment is not received by the due date, the invoice

course application will be rejected and no refund will

be given.

Late payments will not be accepted.

Decision to run the course and issue a certificate of

attendance.

If the minimum number of participants is not

reached, the course will be cancelled and the course 2 months

will be changed to an individual course for an before the

o 15 additional fee, the course dates will be changed or a Email Receipt course
refund will be issued. (In the event that the course is start date.

not organised, ICPA will not cover the costs incurred
for visa applications, airline tickets and

accommodation arrangements.
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Where to Deadlin

# Procedure
apply e
self-
O 16 Preparation for the start of the course o
responsibility

NECESSARY DOCUMENTS

One-off courses and language courses
* Application form (agreement to terms and conditions)

* Identification papers

Short and long-term programmes

* Application form (including agreement to terms and conditions)

* Identity document (passport, driving licence or other photo identification)
* Curriculum Vitae

* Course Questionnaire

* Business certificate (for franchises and organisations)

As the programme is aimed at those seeking to improve their knowledge, the aim is to check and
validate the objectives of all participants, to keep them highly motivated and to provide course
content appropriate to their experience and position. This is an important requirement of the course

assessment.
IMPORTANT NOTES

* For procedural instructions and frequently asked questions, see the website page.https://icpa-
in.com/programme-application/
* Incorrect application procedures may result in the course application not being approved. Please

proceed with caution.
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If an interpreter will be present at the course, please make sure to inform us in advance, as
separate arrangements may need to be made at the venue. The interpreter's expenses are to be
paid by the applicant.

Deadlines cannot be changed. Please ensure that you meet the deadlines. No action will be taken
in case of delays under any circumstances.

Even if a representative is applying on behalf of the applicant, the interview must be held with
the applicant him/herself. An interpreter could be present on the applicant’s arrangement.
Meetings are generally held online, but if there is a special reason, or in the case of a paid trial
course, a 30-60 minute face-to-face meeting can be booked.

Payment is only accepted by bank transfer or credit card. Cash is not accepted. The credit card
payment company is basically 'Square' due to security.

The method of review is determined by ICPA International Protocol Ltd and details are not
provided. Reasons for disapproval are not notified.

We do not offer any refund service except in accordance with our procedures and terms and
conditions.

If a student cancels for health reasons, no refund will be given and the course can be rescheduled
or moved online.

You must follow the ICPA's policy and we do not negotiate special responses. If this is
absolutely necessary, please contact us. We do not provide reasons for our rules.

The ICPA operates with Japanese social common sense. Please be aware of this beforehand. The
ICPA operates with an international mindset.

English is the primary language used by the ICPA. For terms and conditions and contracts, the
Japanese language takes precedence.

Please read the terms and conditions of the course, the institute's rules and regulations and the

manner of attendance carefully.
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