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Swiss Visa Application Process for U.S. Passport 
Holders

1. Complete visa application
2. Submit completed visa application and materials to IP Office
3. IP Office reviews materials and sends packet to Swiss Consulate in San 

Francisco
4. Once approved, IP office sends passports to Swiss Consulate
5. Consulate returns passports to IP Office
6. IP Office mails passports to students



Required Documentation for Visa Application
Part I: due by March 29, 2018
1) 3 completed visa applications (each with original signature, not dated)
2) 4 passport photos
3) 2 color copies of passport
4) 2 copies of Pepperdine Entry Letter (provided by IP Office)
5) 2 copies of flight itinerary (provided by IP Office)
6) 2 copies of high school transcript
7) 2 copies of Departure Paragraph
8) 2 copies of resume
9) 2 copies of Future Plans Essay

Part II: due by April 20, 2018
1) Proof of Funds (3 options)
2) 2 copies of Pepperdine transcript
3) Actual Passport
4) Self-addressed return envelope with tracking number

Part III: due by May 17, 2018
1) Actual passport (if not previously submitted)



1) 3 Completed Visa Applications (Part I)
● Any color pen - black is preferable
● European-style of date (day - month - year)
● DO NOT date - IP Office will do this for you because it is time-sensitive

Let’s walk through it together!



As it appears on 
passport (include 

middle name if 
applicable)

City, State







Pepperdine University 
Av. Marc Dufour 15
1007, Lausanne, Switzerland
41-321-0909



Leave blank



City, State

Pepperdine University 
Av. Marc Dufour 15
1007, Lausanne, Switzerland
41-321-0909



2) 4 Passport Photos (6 total) (Part I)
● 6 total (4 for application and 2 for emergency packet)
● All photos must be identical
● Must be taken by a business that offers this services:

○ CVS
○ Walmart
○ Costco
○ Walgreens

● Print name on the back of photos (last name, first name)
● Examples of acceptable photos:



3) 2 Copies of Passport (Part I)
● Clear, color copy
● Must be valid within 6 months of return date

○ Fall only: through June 2019
○ Academic year: through October 2019

● Must be the same passport you will use when traveling to Switzerland



4) 2 Copies of IP Entry Letter     (Part I)
● This will be provided by the IP Office (no requirements for you)
● If you are submitting your visa on your own, you must request this letter from 

the IP Office and submit it to the Consulate



5) 2 Copies of Flight Itinerary (Part I)
● IP Office will provide this for exempt and group flight students for the purpose 

of the visa application
● Flight exempt: If different arrival or departure dates, please provide us with 

your itinerary



6) 2 Copies of High School Transcript (Part I)
● Google “[school] transcript request” or call school
● Unofficial or official
● Please remove from envelope (if applicable)



7) 2 Copies of Departure Paragraph (Part I)
● Must be typed
● European-style date [day - month - year]
● Sign the document

“I am a student studying with Pepperdine University in Lausanne, 
Switzerland Program for [2018-2019 Academic Year term, Fall 

2018 term]. I will be studying in Lausanne from [departure date] to 
[return date]. This confirms that I will leave Lausanne, Switzerland 

after my studies have concluded on [return date].



8) 2 Copies of Resume (Part I)
● If you need assistance, please visit Pepperdine Career Services

○ Tyler Campus Center, Suite 210
○ (310) 506-4184
○ Resume Review drop-in times: Fridays 8am-5pm
○ Email resumes to careerambassador@pepperdine.edu 

● Resume samples - 
https://seaver.pepperdine.edu/career-services/students/resumes/ 

mailto:careerambassador@pepperdine.edu
https://seaver.pepperdine.edu/career-services/students/resumes/


9) 2 Copies of Future Plans Essay (Part I)
● Must be typed
● One page
● Single or 1.5 spaced
● Include:

○ Immediate plans at Pepperdine University: current year, major/minor and why it was chosen, 
activities (academic, professional, Greek life, sports)

○ Reason for studying in Lausanne, Switzerland
○ Future plans after graduation
○ Career goals
○ How your studies at Pepperdine and your experience abroad will help you achieve your 

immediate and future goals



Part 1: Due by March 29th



1) Proof of Funds (Part II)
You must prove that you have access to at least $1,000 for every month you will be abroad (Semester 
Only: $4,000; Academic Year: $8,000)

1. A letter from your bank 
● Bank statements are not sufficient
● Must be printed on bank letterhead and signed by bank official

2. A letter from the Office of Financial Aid
● If you receive scholarships or grants (not loans) totaling above the specified amount

3. A letter from your parents’ or guardians’ bank
● Bank statements are not sufficient
● Must be printed on bank letterhead and signed by a bank official
● Must also submit 2 color copies of parent(s)’ passport (whoever is listed on the bank account)



Option 1: Bank Letter
“Per client’s request, we are releasing the following 
account information below. Accounts ending in 4567 
(Checking) and 8765 (Savings) are currently open and 
active. These funds prove financial support for the 
student during the time period spent studying abroad. 
Please contact account holder if additional information 
concerning this account is required.

Account title: Willie Wave
Customer since: May 12, 2009
Combined balance (Checking & Savings): $8,932.82
Checking 12 Mo Avg. Balance: $5, 573.21
Saving 12 Mo Avg. Balance: $2,129.87”



Option 2: Letter from Office of Financial Aid

● Complete “Pepperdine University 
Financial Aid Letter 
Request-International Programs” 

● Turn in form to OneStop
● Please allow two weeks for the office 

to generate your letter



Option 3: Letter from Parent’s Bank
● Bank statements are not sufficient
● Must be printed on bank letterhead and signed by a bank official
● Must also submit 2 color copies of parent’(s) passport (whoever is listed on 

the bank account)



2) 2 Copies of Pepperdine Transcript     (Part II)
● Both copies must be official
● Order on website or from OneStop

○ Website: https://www.pepperdine.edu/registrar/transcripts/ 
○ OneStop:  Second floor of Thornton Administrative Center, (310) 506-7999, 

onestop@pepperdine.edu

● Please remove from envelope (if applicable)

https://www.pepperdine.edu/registrar/transcripts/


3) Actual Passport (Part II)
● Must be valid for a minimum of 6 months after your return date

○ Fall Only: through June 2019
○ Spring Only and Academic Year: through October 2019



4) Envelope (Part II)
After the Consulate returns your passports (with Swiss visas) to the IP Office, we 
will return it to you by mail.

● Must be self-addressed
● UPS, FedEx, or USPS Priority Mail only
● Envelope must have a PAID tracking number
● Envelope must have PAID postage



Part 2: Due by April 20, 2018



Part III: Actual Passport
● If you do not turn your passport in to the IP Office by April 20th, you must 

deliver or mail it to the office by May 17th.



Important Dates
March 29, 2018: Deliver Part I materials to IP Office

April 7, 2018: Academic Year & Fall Only Orientation

April 20, 2018: Deliver Part II materials to IP Office

May 17, 2018: Deadline to deliver passport to IP Office



Independent Visa Process / Non-U.S. Passport Holders

● Already scheduled plans to travel or will need passport from May 17 to 
late-August

● Non-U.S. passport holders

Please schedule an appointment with Beverly ASAP



Contact Information

Beverly Cawyer, Manager of Academics & Internships
beverly.cawyer@pepperdine.edu

(310) 506-4051

International Programs Office
(310) 506 - 4230

mailto:beverly.cawyer@pepperdine.edu

