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2. Prepares and coordinates 
Admission Requirements for 

the next academic year
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THE ORGANIZATION OF ADMISSION PROCESS

Director

Admissions
Commission 

Applicant

Accountant

Methodologist

1. Issues an order on 
establishment of the 

Admissions Commission

3. Prepares and coordinates 
the application forms 

necessary for the organization 
of admission process 

4. Publishes admission 
requirements and other 
information related to 

admission process 

5. Submits admission requirements 
for the next academic year to the 

Ministry of Education and Science 
of Republic of Latvia

6 .Gives information to 
applicants on study programme 

and admission process 

7. Submits education and personal 
identi�ication documents and 

�ills out application forms

8. Accepts the necessary 
documentation and 

performs the 
applicant registration

9. Checks applicant’s 
compliance with the 

admission requirements

10. Informs applicants 
about competition results

Complies 
with the 

Admission 
Requirements 

11. Prepares study 
contracts and 

advance payments

12. Signs study 
contracts and settles 

the payment fees

13. Checks the tuition fee 
payments received 

from applicants

14. Prepares an order 
on matriculation 

15. Signs the order 
on matriculation

16. Hands in the list of 
enrolled students to 
Study Programme 

Director

17. Hands in the list of 
enrolled students to 

Methodologist 

18. Prepares the 
Student File

19. Registers the 
student on VIIS

20. Checks the applicant 
and student requests 

on tuition fee 
reimbursement

21.Prepares decisions in 
accordance with the current 

Payment Reimbursement 
Procedure

22. Signs the prepared 
decision on tuition fee 

reimbursement

24. Signs and presents 
the reports prepared 

by the Commission


