
NYU Florence: Visa Workshop



A visa is an official stamp issued by the Italian government that gets affixed to a 
page inside your passport before you depart the United States. You must present it 
to immigration control when you arrive in Italy. If  you are traveling on a US 
passport, you must have a study visa because it is not legal to study as a full-time 
student in Italy without it. EU citizens traveling on EU passports are not required 
to obtain student visas but will still need to bring visa related acceptance letters to 
present to NYU Florence immigration officials. 

All students participating on the NYU Florence program are responsible for 
obtaining a student visa prior to arriving in Italy unless you are traveling on an 
EU passport. This is a requirement of  the program – no exceptions!

Student Visa 



Non-US or EU passport holders

If  you are traveling on a passport other 
than US or EU, you should use this tool to 
determine if  you do in fact need a Student 
Visa and what materials you will need to 
submit.  Make sure to indicate that you are 
staying more than 90 days and the reason 
for your visit is Study: Application to 
Italian University.

This tool can be found on the consulate’s 
website at
http://www.esteri.it/visti/home_eng.asp



A Notary is a public officer that is able to notarize documents, meaning they witness 
and authenticate the execution of  documents.  For the purpose of  the visa application 
process this means that you will need to locate a notary and take the necessary 
paperwork to this person to be notarized (for a small fee).  Don’t forget that the 
notary is witnessing you sign the documents, so do not complete them until in the 
presence of  the notary.  

Notary

Your signatureNotary’s signature



Student visas are issued by the Italian government via Italian Consulates located in 
various cities throughout the world. Each Consulate has jurisdiction over the 
surrounding areas / states. You can only apply to the consulate you fall under based on 
your permanent address or school (based on where you are enrolled full-time for fall 
2012). 

Only a Consulate General can issue a visa, not an Honorary Vice Consulate. If  you 
fall under the jurisdiction of  a consulate that covers a wide area (many states) and 
cannot go in person to an appointment but there is an Honorary Vice Consul closer to 
your home, you should contact them to see if  they are able to pre-approve your 
materials. What this means is they will look over everything and stamp it or give you a 
letter which will allow you to mail it to the Consulate General giving you exemption 
from going in person. Appointment procedures may vary between Honorary Vice 
Consulates. Students should be in touch with them directly.

Consulates



Florence Blog

Use links on blog header and in side menu to access visa 
related forms and procedures.  



First you need to determine 
which consulate you are 
eligible to apply through 
based on your permanent 
address OR your school  
(where you are enrolled fall 
2012). Use consulate 
network link.

Consulates: Jurisdiction



Consulate General issues 
visas NOT Honorary Vice 
Consulates.

Each consulate has jurisdiction for 
the surrounding states.  Again, your 
eligibility is based on your 
permanent OR school address.

Adjunct and Honorary Vice Consulates can 
pre-approve your application allowing you 
submit it by mail.  This is if  you live too far 
to go to the Consulate General for the 
required in-person appointment.

Consulates: Jurisdiction



Book an Appointment
If  applying on your own, determine if  
your consulate requires an appointment; 
if  yes book one now. You cannot apply 
until you are within 90 days of  the start 
of  the program (October 31st), but you 
can schedule your appointment ahead 
of  time. 

Keep in mind that each consulate has 
their own procedure, some only have 
set walk-in hours, while some require 
set appointments made far in advance 
like NYC.  Make sure to bring your 
confirmation email with you to your 
appointment!

Some consulates may charge a small fee 
for booking an appointment. The NYC 
phone appointment system costs $2.49 
a minute.

Some consulates require 
you call an appointment 
service.  Make sure to 
call this number, not the 
consulate directly!

If  you have to book 
online, make sure to 
enter your email 
address correctly! 

Some consulate’s only 
have visa walk-in hours 
and do not take 
appointments.  Make 
sure you arrive early!



Applying through NYU
NYU has been approved to submit batch applications for students that fall under the 
jurisdiction of  NYC, Miami, Philadelphia and San Francisco. You will need to 
submit all materials to me by November 5th. I will review your applications and then 
bring or mail them to the appropriate consulate who will actually process the 
application. If  during the processing the consulate finds something wrong or needs 
more materials they will contact me and I’ll contact you. Once the consulates return 
the passports with visas, I will return it to you (using your prepaid self-addressed 
envelope or you will be notified to come pick it up if  you are in the area). Remember, it 
is NOT NYU that issues the visa we are just the go between trying to help you 
through the process.

Based on processing constraints of  previous semesters, the consulates have asked 
NYU to submit batch applications earlier. Please understand that at their busiest, it 
may take the consulate up until mid January to process batch applications. If  you need 
your passport between November 5th and mid-January, do not apply through NYU.



Applying through NYU: Eligibility

You do NOT have to be an NYU student to have NYU apply on your behalf, but you 
must be able to answer yes to all of  these questions. 

I am traveling on a valid US passport that does not expire before August 
17th, 2013.

I am NOT traveling outside of  the country during the time the visa is 
being processed, roughly November 5th until January 15th.

I fall under the jurisdiction of  either the NYC, Miami, Philadelphia or San 
Francisco consulate based on my permanent address OR because I am 
enrolled for fall 2012 at a university within that area.

Please note that students traveling on non-US passports are not eligible to apply 
through NYU by consulate request. Consulates would like to meet with international 
applicants in person. 



Applying through NYU

The Consulate is strict so we have to be too! I cannot submit applications with 
missing documentation and I only have one appointment so you have to have 
EVERYTHING in to me by the deadline.

Applications must be submitted in full by November 5th. Do not drop off  or 
send pieces of  the application at different times that could get lost or will have 
to be tracked down!

Complete applications include the “Applying through NYU” checklist page and cover 
sheet! Make sure you have everything checked off  – including photocopies – before 
submitting. You can find the checklist under the forms section of  the Florence blog.



Visa Survey

Regardless of  your visa plans 
EVERYONE must complete the 
visa survey.  I will use this 
information to determine what 
materials you will need and how to 
best get them to you.

Most visa documents will be ready 
for November 5th. If  you are 
applying on your own and have an 
appointment prior to November 
5th, or immediately after, you need 
to be in touch with me so that I can 
get you your visa documents 
earlier.



Most Often Required Materials for 
Student Visa Application

•Valid passport

•Notarized Copy of  identification (driver’s license, student ID)

•Proof  of  purchased round trip flight

•Notarized Proof  of  Financial Means and photocopy

•Notarized Affidavit of  Financial Support and photocopy

•Notarized Affidavit of  Insurance and photocopy

•Official Enrollment Certificate and photocopy

•Official Transcript and photocopy

•Acceptance letters (Italian and English) and photocopy

•Visa Application with passport style photo



You will need to prove eligibility of  
jurisdiction with a photocopy of  your school 
ID or driver’s license depending on which 
address you are using to apply. You can 
provide the following text with your ID to 
have it notarized.

I (write in your name) certify that the attached copy of  a 
(write in state or student ID) is a true, correct and 
complete copy of  the original (state/student ID).

Bring required ID when applying and double 
check your consulate’s requirements before 
your appointment.

Notarized State or Student ID 



A printed email copy is fine; the 
important thing is that it shows 
your name and dates of  
arrival/departure.  If  you plan to 
travel before or after the program 
and are unsure of  your plans you 
should purchase a flexible ticket 
that will allow you to make 
changes to the itinerary at no / 
low cost.  Remember, though the 
visa is only good for the dates of  
the program, in most cases 
students can travel before or after 
as a tourist; the important thing is 
that you have plans to leave!

Confirmation 
number

Round trip flight itinerary 



Proof  of  Financial Means

The Italian government wants to make sure you have enough funds to support 
yourself  while in Florence. To prove this you will need to show the required 
minimum amount based on their set daily rate in a checking or savings account with.

Bank Letter: Applicants must prove sufficient funding for their time abroad, 
specifically a minimum of  $4,100 for the semester. The account must be held by the 
visa applicant or their parent (who must then complete the Affidavit of  Financial 
Support).

The letter printed on official bank letterhead must clearly state:
•Type of  account (checking, savings or money market)
•Exact balance of  account showing the required minimum
•Date account was opened
•Name of  account holder
•Notarized signature of  bank official or notarized signature of  account holder.



Proof  of  Financial Means

The Consulates will not accept proof  of  funds from a Trust, IRA, or CD 
account. You should bring the sample bank letter (provided on the Florence blog) to 
your bank.  The format doesn’t matter as much as the content, so make sure they 
include all the required information stated above.  If  signed by the Bank Official, he or 
she must include his or her name, title and phone number. If  your bank will not 
produce a letter at the local branch and can only have corporate generate one you will 
not be able to get the bank official’s signature notarized (since it will be computer 
generated) but can have the account holder’s signature notarized. 



The format is not as important but 
you must clearly state the account 
type, exact amount, date opened, and 
account holders name!

It must be notarized! This is 
not the same as a bank seal.If  signed with digital signature, have 

the account holders’ signature 
notarized instead.

Sample Bank Letter



Provided on the Florence blog this 
form is needed when the holder of  the 
account being used to prove financial 
means is not the visa applicant. Make 
sure the affiant writes his or her birth 
date and not the date the document 
was signed! It also must be notarized!

Affidavit of  Financial Support 



Provided on the Florence blog this 
form indicates that NYU will purchase 
Italian insurance for all students.  The 
only action needed by students is to 
fill out and have the form notarized.  
Please note that this does NOT 
replace domestic or international 
insurance coverage.

Affidavit of  Insurance



NYU Registrar Release Form
NYU Students Only

All NYU students must complete the 
Registrar Release Form so we can 
collect your Official Transcript, and 
Enrollment Certificate on your behalf.  

Even if  you plan to apply on your own 
you still must submit this form!

Visiting students do not need to 
submit this form but will need to 
request the official transcript and 
enrollment certificate from their home 
school.



•Letter of  acceptance from the US Academic Institution 
providing for the Study Abroad Program : This letter is 
provided by the NYU Office of  Global Programs 
and signed by the Director Chris Nicolussi clearly 
stating the program dates, student name and student 
ID number.  

•Letter of  Acceptance from the host Academic Institution 
in Italy or the Italian branch of  the US Academic 
Institution providing for the Study Abroad Program : 
This letter is provided by the NYU Office of  Global 
Programs and is written in Italian.  It is signed by 
the Sabrina Melillo, Immigration and Facilities 
Coordinator clearly stating the program dates, 
student name and student ID number.  

•Declaration of  the availability in Italy of  appropriate 
lodgings : This is covered by the letters of  
Acceptance provided by NYU Office of  Global 
Programs.

Acceptance Letters



Letter from the home University confirming 
applicant’s enrollment status: This is either a 
letter or certificate indicating Enrollment 
Verification provided by the students HOME 
School’s registrar’s office.  This cannot be a 
self-printed certificate generated by 
Clearinghouse because it has to be on official 
letterhead. It must clearly indicate the 
student’s anticipated graduation date 
(month / year).  

Enrollment Verification

NYU Students submit 
Registrar Release Form (on 
Florence blog) allowing me 
to request enrollment letter 
and transcript from NYU 
Registrar on your behalf.

Visiting Students will need 
to contact their home 
school’s registrar’s office to 
request proper 
documentation.



Updating Anticipated Graduation Date
NYU Students Only

Click on My Academics 
to the left of the page

Log into Albert through 
NYU Home. Access 
Student Center.



Updating Anticipated Graduation Date
NYU Students Only

Use Update Exp. 
Graduation Term tab to 
make sure that your 
account reflects a 
graduation term. If 
blank, the Registrar will 
generate the document 
without the graduation 
term and the consulate 
will consider it invalid.



Similar to the Enrollment 
Verification, the Official University 
Transcript must be by the students 
HOME school’s registrar’s office.  
Original official transcripts ONLY! 

NYU Students submit Registrar 
Authorization Form (on Florence 
blog) allowing me to request 
enrollment letter and transcript 
from NYU Registrar on your 
behalf.

Official University Transcript

Visiting Students – Must be official 
document issued by your Registrar. 
Can not be a .pdf  document through 
a service such as Escrip-Safe.



Consulates: Visa Application Process

Requirements and forms may 
vary by consulate so make sure 
to read the information 
provided on your consulate’s 
website.  You should use the 
sample visa applications as a 
template when filling out your 
application. 



Visa Application Type

Different Consulates seem to even call their applications 
different things, but make sure you are completing an 

application for stay longer than 90 days. Long term or 
National are ones shown.



Sample Visa Application

Even if  not applying through NYC please use the Sample 
Application, found on the Florence blog, as a template.

Staple or 
glue a recent 
passport 
photo in the 
top right box. 
Many CVS 
or Kinko’s 
type stores 
have 
passport 
photo 
services 
available. 

The sample 
NYC Visa 
Application 
can be used 
as a 
template for 
any 
consulate 
that uses a 
four page 
application.

PAGE 1

Copy section 
19-21 
EXACTLY 
as it appears 
on sample, 
even if you 
are a visiting 
student.

The 
student 
visa is only 
for the 
exact 
number of 
days you 
attend the 
program. 
109.

Financial 
information 
on section 
33 must be 
consistent. 
If proof of 
financial 
means 
reflects 
parent 
account, 
you can not 
indicate 
“myself” 
here.

PAGE 2



Sample Visa Application



Pre-Paid UPS Express Mail OR USPS 
Overnight Express Mail Envelope –
approximately $18: If  you will not be in 
the NYC area to pick-up your passport 
and visa in August you will need to 
provide a way for us to mail it back to 
you.  It must be USPS or UPS (not 
FedEx), prepaid (meaning you purchased 
the stamp), and overnight express with a 
tracking number.  Make sure to keep your 
tracking number for your own records 
and to use our address as the return.  The 
“to” is where you will be in January.  
Don’t forget to include your name!

NYU Office of Global Programs
110 e 14TH Street, Lower Level
NY, NY 10003

Place stamp here, not on the 
front!

Write down the tracking 
number!

Where you will be in January!

Pre-Paid Self-Addressed Overnight Mail 
Envelope



Permesso di Soggiorno
The visa is only the first step of  the immigration process. Once you arrive in 
Florence you will need to obtain a Permesso di Soggiorno. When you go to your 
consulate appointment they will either give you back at that time or when you pick up 
your passport / visa, and a letter or packet of  materials that have been 
stamped. Make sure you have some sort of  documentation returned to you and hold 
on to it! You must have these materials and the necessary photocopies for your 
permesso:

If  you apply through NYU you will need 
to submit the complete photocopy of  your 
passport and three photocopies of  your 
signature/photo page as part of  your visa 
application to NYU. I will make the four 
photocopies of  your visa when I receive it. 
You will be responsible for bringing the 
4 passport photos to Florence. NYU will 
send all other permesso items to Florence 
on your behalf.  Be sure to make a 
photocopy of  your visa for your own 
records!

•All original materials returned by 
consulate. Each consulate handles this differently, 
but the documentation will likely be some mixture of  
the materials you submitted as part of  your 
application, stamped with consulate seal. 
•One photocopy of  your entire passport, cover to 
cover (that means every page, including blank pages!) 
•Three photocopies of  your signature / photo page 
of  your passport 
•Four photocopies of  your visa 

•Four 2”x2” passport style photos


