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uments/ln rmat on - Lin 

® TRU SOPs For topics not addressed in this document 

• 
• How to complete a visual check of a GIC 

• Income Tax Return (ITR) (Case by case) 

® Bimnetrics 101 and SOPs 

Before referring any file to the PM-03 officer, please ensure everything (administrative work and 

preliminary assessment) has been completed on the application. 

en 

Set Queries and assigning applications • Refer to the instmctions in GCDOCS 

"My Primary Office Application" must be changed to "My Office Applications" when querying for India SP 

files to ensure that all applications that meet your parameters are pulled. 

e ram rs 

Unassessed1 OIC aRRroved PM-01 Referral 

Primary Office: New Delhi Primary Office: New Delhi 

App Status: Open OR re-opened App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal Rec'd Via: On-line or IRCC Portal 

Category: SP Category: SP 

Final: IS NULL Final: IS NULL 

Assign to: Assign to: 

Last updated: May 18, 2023 

000394 



s.16(1 )(b) 

s.16(1 )(c) 

s.19(1) 

Positive Assessment, Pending MEDs 
Primary Office: New Delhi 

App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal 

Category: SP 

Final: IS NULL 

Assign to: 

Minors 
Primary Office: New Delhi 

App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal 

Category: SP 

Final: IS NULL 

Assign to: 

TRVwithSP 
Primary Office: New Delhi 

App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal 

Category: SP 

Final: IS NULL 

Assign to: 

Primary Office: New Delhi 

App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal 

Category: SP 

Final: IS NULL 

Assign to: 
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Pending docs 
Primary Office: New Delhi 

App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal 

Category: SP 

Final: IS NULL 

Assign to: 

Soc 
Primary Office: New Delhi 

App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal 

Category: SP 

Final: IS NULL 

Assign to: 

SP with WP 
-

Primary Office: New Delhi 

App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal 

Category: SP 

Final: IS NULL 

Assign to: 

-

Primary Office: New Delhi 

App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal 

Category: SP 

Final: IS NULL 

Assign to: 

*All post-secondary Olis are recorded in GCMS under the "Organization & Entities" tab, and correlating 
organization IDs (o/a DLI numbers) are associated with post-secondary study permit applications. You must 
also ensure that the correct DLI number is associated with the application (as per LOA provided). 

Last updated: May 18, 2023 
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Surge Caeacity: OT Officers (PM~03} Surge Caeacity: OT Officers (PM~01} 
Primary Office: New Delhi Primary Office: New Delhi 

App Status: Open OR re-opened App Status: Open OR re-opened 

Rec'd Via: On-line or IRCC Portal Rec'd Via: On-line or IRCC Portal 

Category: SP Category: SP 

Final: IS NULL Final: IS NULL 

Assign to: Assign to: 

a h 

Group applications • see instructions 

Complete Integrated Search in group. If a household or unmerge is required, send an email to OSC and 
leave a note. 

• Applicant is a PR - Eligibility> Review Required 
• Complete steps PR Renunclatlon 
• Assign to your GCMS ID 
• Do not continue processing until client provides IMM5782 form or chooses to keep their PR 

status. 

• Applicant is a Canadian Citizen - Eligibility> Review Required 

• 

Verify if Merge/Unmerge is required. 

Last updated: May 18, 2023 
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Hou hold Me R 

If a household merge is required (it has been determined that the individual has more than one UCI): 

(1) Enter a note in GCMS: "Household merge requested for UCls (insert UC/ number) & (insert UC/ 

number)." 

(2) Complete and send the following table to entitled "Household Merge Request": 

Household Request Template 

UCI 1 UCI 2 UCl3 

UCI# 

Last Name 

Name 

Gender 

DOB 

COB 

Place of Birth 

Passport# 

Application # 

Notes: 

(3) You do not need to wait for OSC to complete the household before finalizing the file, unless there 

is important information that needs to be transferred from the previous UCI, such as meds or 

biometrics 

***Prior to requesting for a household merge, it is advisable to ensure that the UCls in question are the 

same person by checking the passports, place of birth, Additional Family Information form, IMM1294, 

and photos provided under the UCls in question. Household requests are not to be sent based solely on 

the applicant's name, gender, and DOB. 

Last updated: May 18, 2023 
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Unm u 

If an unmerge is required (there are two or more individuals within the same UCI): 

(1) Enter a note in GCMS: "Umerge requested; the individual in this application is not the same 

individual in application# (insert application number). 

(2) Complete and send the following table to entitled "Unmerge Request": 

Un merge Request Template 

UCI# 

Last Name 

Name 

Gender 

DOB 

COB 

Place of Birth 

Passport# 

Application # 

Notes: 

(3) Keep the application assigned to your GCMS ID pending the unmerge. Once unmerged in most 

cases, you will notice that OSC has cancelled your application and in the notes, indicates that a 

new application has been created. You may then unassign the cancelled application from your 

GCMS ID and reassign the new application for processing. 

(4) It is very important to check the notes to see if an unmerge has already been requested before 

processing a file. If an unmerge is pending, or you request one, you MUST wait for it to be 

completed before proceeding to avoid a privacy breach. 

*** If the UCI contains a valid study permit or work permit and is applying for a new study permit for a 

completely different DLI or program of study, it is likely that the individual in your application is not the 

same individual originally associated to the UCL 

Last updated: May 18, 2023 
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If you notice that an application is in a group, click on the group# to confirm if it is part of a family group. 

~ 1lllldl8JJilJJ£1 illllllilllllllllilll!Wiiliitllill!!f 

If the type is indicated as "TR - Family", then your application is part of a family group. 

Applications in a family group must be processed together. 

If all of the applications within the family group are study permits applied for from within India, you may 

process it. 

If other types of applications are associated to the family group, please triage as follows: 

Work Permit in 

• Enter note: "Pre-assessment incomplete, 
applicant is applying with W-1 applicant 
(insert application number)." 

• Associate Org: 

• Assign to: 

Last updated: May 18, 2023 

!f yes, zmd attached to a TRV: 

• Continue pre-assessing until Eligibility and 
at that time: 

Enter note: "Applicant applying with TRV 
applicant (insert application number)." 

• Change Eligibility: Review Required 

• Assign to: 
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n1 nistrat 

Fees 
• If not done, allocate the fees. 

10 

Should Cost Recovery be marked as Outstanding, check under Fees tab to verify. 

vi 

: !English Vi 

: !Outstanding Vi 

-
• If biometrics 1 in 10 years applies, add exemption code BTE. 

• If co-op is required: apply fee exemption code E02 and hit Ctrl + S to save. 

ew N 
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ew eDocs an d nee 
• Visually scan all documents first and note if there are recent submitted documents. 

3.1615832.3 

Incornin9 Correspondence 

lncorninq Correspondence J646/CH2.4 

lncominq Correspondence 

Tr-...1ve! 

Incoming Correspondence 36,01667652 

Incoming C:irrespondence 364(\674:>4 

Photo 

Incoming Correspondence 3646689:A) 

Incoming Correspondence 

Form 

Form 

letter 

Incoming Correspondence 

392537257 

IMM Photo 07/26/2019 02:37:56 

Recent Education Transcript 02/25/2020 01 :SJ: IO 

Guar .. inteed Inv,estment: Cert ... 02/25/2020 01:57:1.1 

Proof of tuition paid 02/25/2020 01 :57: 11 

Proof of !Ft.TS test rnrnlts 02/:!5/2020 01:57:J.2 

Passport 02/:15/2020 01:57; lJ 

LOA 02/25/2020 01 :57: 13 

!MM1294 Application 02/25/2020 01:57; 14 

IMM Photo 02/25/2020 01 :57: 14 

Medical 02/25/2020 01:57; 15 

Additional Family Info IMH5645 02/25/2020 01:57:18 

Client Information 

lMM5739 

IMM1017 

Word LTR 06 

Word LTR 02 

LOA 

02/25/2020 01 :57: 19 

02/'.!5/2020 01 :57:28 

09/14/2020 15: 15:20 

09/14/2020 15:29:01 

11/25/2020 13: 18:39 

11/26/2020 00:47:08 
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• If new documents have been submitted under Incoming Correspondence and flip from Provided to 
Received under Status 

LO.A A, revised letter of acceptance fro1Rece!ved 2020/12/01 

In eDocs, review the following: 

• Passport 
• LOA 
• Evidence of Work Required • if appplicable 
• Recent Education Transcript • if applicable 
• Funds, proof 
• Guaranteed Investment Cert GIC • if appplicable 
• Proof of tuition paid-• if appplicable 
• Proof of IELTS test results • if appplicable 
• IMM1294 Application • Not required if using Chinook 
• Client Information 
• CAQ • if appplicable 
• Medical • if appplicable 
• Additional Family Information IMM5645 

***You may need to open other documents later in the assessment*** 

Last updated: May 18, 2023 
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Minors 
A minor in this case are considered to be an individual under the age of 17, or who is attending primary or 

secondary school. 

If an applicant is 17 years of age or older and is applying for post-secondary school, then the individual 

should be processed as per status quo and is not to be referred to the minor bin. 

Please note that 

Those who have not received training to process minors must triage the file as follows: 

Applicant is a Minor Applicant is below the age of Applicant's age ls 19 or older and 
17 and LOA is for post- LOA is for secondary school: 

• Eligibility: Review secondary school • Add note: "PA seeking to 

Required • Add note: "PA is a minor attend secondary school" 

Assign to: seeking to attend post- • Eligibility: Review Required • 
secondary school" • Assign to: 

• Eligibility: Review Required 

• Assign to: 

Passport i nfor11ation 
Under eDocs tab, open the client's passport and ensure details match those seen under the Clients & Parties 

tab. 

Last updated: May 18, 2023 
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If the applicant's full name appear under 'Given Name(s}', input the full name under the Family Name field. 

Name 

Make sure the following fields match those seen on passport: 

• Name 

• Gender 

• Date of Birth 

• Place of Birth 

• Travel Doc# 

• Travel Doc Expiry Date 

If no passport on file: request passport as per TRU SOPs; 

Enter GCMS Note: "Pre-assessment not completed, PPT not on file, request sent". 

Assign to: 

a 

Ensure that Counterfoil Required box is checked off. Doc: I Counterfoil 

CountesSoi! Req: ✓ 

Last updated: May 18, 2023 
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Adding Information from the LOA 

Please ensure that all information in GCMS for the applicant is correct and reflects information provided on 

the Letter of Acceptance (LOA); if a new or updated LOA is provided by the applicant, the reviewing PM-01 

or PM-03 officer must update the application in GCMS accordingly. Guidance on how to review a LOA is 

recommended for new officers. 

Information regarding the DLI and intended studies in Canada: 

Study Permit 

Sd1od: I Desi,;inated LE:a ['6:'l ! 

u,-.,el of Stady: I college - Diplm rn ! 

F:E:ld of Study: jscience, Applie v ! 

···"-,:• :Jr":~ · .. ufc::i,:: INot Required-(:; -v ! 

L,:,nqth of Stud·,': ! 2 

ls13,ooo.oo 

·~':•""~.:. /~--•' .. = ;"",~/,~'. l:!2,,500.DO 

L •, ~:.··,:;2, I :id I PA/Parents 

Complete the information for the fields identified in yellow. 

To add/change the DLI: Associations> Org & Entities> +New> 
Query> Enter Dll# under Org/Entity ID or O*with the desired 
Dll name> OK. Once selected, set "Reason" to "Educational 
Institution" 

Note: to replace an existing DLI, you must first expire its 
corresponding entry in GCMS. 

If, secondary school (02) add grade level in Field of Study; if 
other (08) choose most appropriate option. 

For University/College, Field of Study cannot be left as Other, 

choose most appropriate option. 

Tick the "WP required" box for Co-op or Internship programs. 

The Stay/Program - To Date must be updated based on the most recent LOA: 

Number of Entries: 

fl" of Entries: !ivJULTIPlE 

Last updated: May 18, 2023 

vi~ 

Date: 

Ensure "MULTIPLE" is always selected and add 

CAQ information, if applicable 
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If LOA has a required or mandatory Internship/ Co-op program, change it accordingly: 
• SW-1 
• Case Type: New, write: WP, Case Type: write 24. 

Click on the magnifier • Counterfoil Category 

o Select SW-1 • Ok 
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o Select Case Type magnifier; select New; under Type, write WP, select WP; under Case Type 
write 24• enter 

Case 

5-1 Student ~,vith Study PerTnlt 

SW-1 Student with Studv Ii Penrdt 

24 

\VP Pern1it 

SP 30 

Please note that study permit applications that do not require a work permit will be issued a S-1 
counterfoil. This is indicated on the left side of the application's page as follows: 

: ls-1 

130 

Last updated: May 18, 2023 
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Complete the Work Permit section in the application's page: 

Work Permit For Co-op/Internship programs update the Work 
permit section in GCMS: 

• Exemption Code: C32 
nee: 

• NOC: 9999000 

• Intended Occupation: INTERNSHIP/CO-OP 

• Employer: copy and paste the 'DLI Name'. 

Once complete, press ALT+ Enter on your keyboard. 

Once the work permit information has been entered, this will change cost recovery to outstanding. Go into 

the Fees tab, scroll down, and enter the exemption code E02 on the work permit line. 

Requests to change Olis after applying for a study permit 
Please refer to PD/ 

Outside Canada 

Students may request to change their DLI prior to entering Canada if their visa or electronic travel 
authorization (eTA) has not yet been approved by IRCC. 

If the student changed their DLI after submitting their study permit application and the application is still in 
progress, the student may submit their new letter of acceptance via the IRCC Web form. 

If their visa or eTA has already been approved, the student should submit a new application and pay the 
appropriate fees on line or at the visa application centre. 

Inside Canada 

Students engaging in post-secondary studies in Canada may transfer between institutions (both public and 
private) or change their course or program of study without applying for a change to the condition of their 
study permit, as long as the receiving institution is a DLI. 

Students should notify IRCC through their MyAccount when they transfer to another DLI. 

Students who transfer to a DLI that doesn't have an approved COVID-19 readiness plan and decide to leave 
Canada may not be able to return because their DLI is not on the approved list. 

Last updated: May 18, 2023 
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A) Integrated Search 

• Go to Integrated Search 

• Locate the T # under the client's UCL Click on it. 

• Go to Documents tab to verify that the T number belongs to the applicant. 

• Click on Medicals - HB tab. Copy the UM/# and paste it into the application. 

B) Identifier search 

• Under Search Tab click Identifier 

• Under Type, scroll down to Travel Document 

• Paste or type the passport number; add the Country of Issue 

• Click Search 

• Click on Medicals - HB tab. Copy UCI 

• Click T# > Go inside IME 

• Go inside to UCI#: T# 

• Paste UCI# 

• Click GO 

Last updated: May 18, 2023 
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s.19(1) 

• Go Back to Admissibilities Tab > Medical 

• Click the magnifying glass Under IME 

• Click OK and press Alt+ Enter. 

C} Medicals associated from previous application 

• Go to Admissibilities, Medical tab 

• Create a new line - press Alt+Enter 

• Click into /ME# tab-> click magnifying glass and click ok 

• If meds have Expired, click "New" to create a second meds line and "Generate" 
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Applicant may have provided upfront medicals which will be in the application under eDocs (may be found 

under Medicals, Client Information, etc.) 

Last updated: May 18, 2023 
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Pending Medicals 

• If client has provided upfront medicals and Medicals are in Progress, change Eligibility to 
Recommend Passed. 

• Enter note: "Approved Pending Meds" with SP validity date and Remark#. Assign to 

1ca Fu era ces and In n 

Last updated: May 18, 2023 
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ng new w 1ca s IVlE 
Medical report- I ME are to be requested ONLY if leaning to approve the file. Otherwise, only start it and 

leave for the officer to assess. 

1. Go to Admissibilities • Medical • New • Alt+Enter (refresh). A new line will appear with status 

set as 'Not Started" 

l \/:: .T-(: 

2. On Status tab click the options and choose 'Generate' 

Generate v 

3. Under Correspondence • Outgoing • scroll and on Medical report • the generated request. 

Leave a note on file: 

.Assessments 

Last updated: May 18, 2023 

Medicals should be as "not started" if 

application is referred for further 

review and client did not submit up­

front medicals. Next reviewing officer 

may approve the file and meds will be 

requested. 

Top of the Document 
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(F} Contacting RMO - Regional Medical Office in Delhi 

Applicant name 

UCI # mistakenly associated or 

Household case 

To (if applicable): 

Application# (if associated): 

Valid IME #: 

Note: 

Applicant name 

UCI #: 

Application #: 

lffirst IME cancelled, please 

create a new one New 

IME#: (if applicable) 
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Note: Meds must be Passed in order to approve. 

If meds are not required (applicant has been in a 
non-med required country for the last six months 
(i.e. US or Canada))- Enter GCMS note: "Meds 
not required" 

Medicals only need to be valid at the time of the decision unless they are to expire within 30 days and the 

client is unable to land before the validity date (source: PDI). 

Should you be unsure about whether to request new medicals? talk to a colleague or supervisor. 

Last updated: May 18, 2023 
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Biometrics and Info Sharing 

• Info Sharing 
Under type there are 2 to 4 partners: USA, NZL (New Zealand) and AUS ( Australia). Some files have only 2. 
Each line has to be NRT or assessed. 

If the results are: 

• "NRT" - continue processing the application 

• If Status is System Error: 
No further action required, continue processing. 

Biometric - FCC 

Biometric - FCC 

Biometric - FCC 

Biograph JC 

Partner 

AUS 

NZL 

USA 

USA 

• Status appears as "sent-partner": cancel the request • open a new one (same as just cancelled) • 
submit, status will change to 'sent- partner'. Wait few minutes to up to two days. Results could be NRT 
(no traceable record) or "ready to assess". It will take from few minutes up to two days or 
so. Sometimes you have to even resubmit a third one. If after those attempts still no results, reach out 
to your supervisor. 

Type Partner Status 

Biometric - FCC AUS NRT 

Biometric - FCC NZL NRT 

Biometric - FCC USA !sent - Partner vi 
Biographic USA NRT 

Type P artn•er St;:;tus 

Biometric - FCC AUS NRT 

Biometric - FCC NZL NRT 

Biometric - FCC USA lcancel!ed V I 
Biographic USA NRT 

Last updated: May 18, 2023 
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Top of the Document 

~ Biographic 

"Ready to be assessed" - navigate to the matched record applet below, and review the possible 

suggested matches. In order to retain a match, DOB, name and passport number must match. If 

passport number is not listed in the record, do not retain it. 

If there is no match, change the information sharing activity status to "Complete - No match". 

If there is a match, you must retain the matches before changing the status. 

To retain a match, click into the retain section box. Change the information sharing activity status to 
"Complete - Match" 

Last updated: May 18, 2023 
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If Biographic status may appear as Retransmission Required, change Status to "submit". 

USA 

,6,US rJRT 

HZL HRT 

USA HRT 

If Biometrics from USA, AUS, NZL status is set to 'Ready to be assessed": 

Biometric, Detail USA to Assessed 
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When an applicant is refused for biometric non-compliance, GCMS automatically creates a 'Refer' flag on 

the applicant's UCL If the applicant reapplies and complies with the request for biometrics, we will remove 

the 'Refer.' In the applicant's new application, follow the below steps: 

1. Click on 'Other Reqs' 
2. Create a 'Non-compliance' line 
3. Set the Status to 'Passed' 
4. Add a note indicating that the applicant complied with the request for biometrics 

We will not re-open the old application. 

Last updated: May 18, 2023 
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2 pp 10n an e blis ing Eli bil 

Valid unconditional Letter of Acceptance - LOA 

Every applicant must submit a valid Letter of Acceptance from a Designated Learning Institution (DLI). 

Applicant, client or Principal Applicant (PA) has to be registered for a full time program. For India case load 

English as a Second Language intended program is not accepted. 

Last updated: May 18, 2023 
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,,._ Check LOA for mandatory/required CO-OP WP. 
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NOTE: If the LOA states that Co-op/ Internship is optional, DO NOT issue a Work 

Permit. 

)._ 

24. Internship/Work Practicum: 

Length: 6 months 

Evidence of 'Nork R.eq in 

t:8:jYes D No 

Field of Work: Management 

~ Example of Optional Co-op. Do not ADD CO-OP in this case. 

23. !~.J-np frul>;«t to&~~ oo fm.;;l 
sr~l 
WA 
:Z:$. c~orn of a;:.c~e 
NIA 

Top of the Document 
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E rmat on i s 

Top of the Document 

Last updated: May 18, 2023 
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Language 

Language Test and Transcript Exemptions 
Students destined Llniversitv :\,Jo_sters or Ph,{), Students destined for Masters 

or Ph.D degree programs at a university in Canada will already have completed a Bachelor's degree 

or higher. The universities have a rigorous selection process, including requiring a very high 

academic performance. You can be satisfied that these students will have the necessary language 

ability and academic skills to perform well. Here is the criteria to look out for: 

• Destined for university only. 

• Entering a Master's or Ph.D. degree program (does not include post-grad certificate 

programs). 

• Sufficient funds. 

• Parents are well-established. 

• Intention is to attend a top university in Canada - e.g. University of Toronto, University of 

British Columbia, McGill, Queens, University of Alberta, University of Waterloo, McMaster, 

Western, Simon Fraser, University of Calgary, University of Ottawa. 

StudeI1ts o·estir1ecf for Public Boche/ors 

Top Universities in Canada screen applicants for language and academic proficiency. A high 

standard has to be met in order for an LOA to be issued. 

Language test scores 

Band Score Comparison 

Last updated: May 18, 2023 
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ngu 

IELTS scores 

ri 

a rn nt 

res 
Contact your supervisor to obtain an IEL TS profile 
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*Note: if typo occurs, simply click hyperlink "TRF Number again", find error and click "Verify" again. 

Last updated: May 18, 2023 
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• You mLst ont,- attemct tc ven·1 a 7'F where you 1a112 beer preeent:d wit1 a har:kopy frorr the IELTS 
te;;t c-ent'e where tre c.andid;,te :ook 1hei' test 

• f rn r1at:h is fc@d for :i"E TFF ·,mu arE cr,a,:king. you will be direo:ed tc ;, sm,en wt- ch details w1at 
'f:d rt~:! tc ,:-:, ne.x:t 

• Vie viii :.e ur.2:ie 10 ·,erfy :a resJ t th;;: /OL cannot find co the =rte lh3t is mor? tcan 1\,r.; year; o\: f,1\ore 
inkvrrn;,1ion ,.,,gardir,;; thi:;; can t.e found in 1he nfonrat\oc for C,;mJ bate, 3cckle: lce:;.:,;,d on 

iffiifl 
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Note: You may receive IELTS test results without the regular centre stamp & validation 

stamp that is used to authenticate the results. Once Covid-19 measures are over, clients 

will be receiving language test reports by mail with these stamps: 

Last updated: May 18, 2023 
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Username: 

Password: 

Sign in 

Last updated: May 18, 2023 
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TOEFL Scores 

E L 
Username: 

Password: 

res 
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• They are globally acclaimed for their standard of education and the alumni are much sought after 

in the US 

recent seco d or nda u io a tran n 

For all applicants: look at the clients planned studies/progression. Also look at their overall grades. 

Converting grades to North American standards 

• Grading system for undergraduate (Bachelor degree) programs in India (?-point absolute): 

Division Letter Grade Marks Grade Point U.S. Grade Equivalent 

0 80 and above 10 A+ 

A 75 to 79.99 9 A+ 
First 

B 70 to 74.99 8 A+ 

C 60 to 69.99 7 A 

D 55 to 59.99 6 B+ 
Second 

D 50 to 54.99 6 B 

E 45 to 49.99 5 C+ 
Third 

p 40 to 44.99 4 C 

Fail F 39.99 and below 0 F 

• Grading system for CBSE 12th grade: 

CBSE% US Equivalent % US Letter Grade 

95- 100 97 - 100 A+ 

88- 94 93- 96 A 

83-87 90- 92 A-

78-82 87 - 89 B+ 

71 - 77 83- 86 B 

66- 70 80- 82 B-

61 -65 77 - 79 C+ 

54 -60 73- 76 C 

49- 53 70- 72 C-

44-48 67 - 69 D+ 

38-43 63-66 D 

33-37 60-62 D-

30-32 50-59 E 

Last updated: May 18, 2023 
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Sample CBSE Grade 10 certificate 

Last updated: May 18, 2023 
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Sample ICSE certificate 

Sample Punjab Technical University certificate 

Last updated: May 18, 2023 
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Sample Delhi University Graduation degree 

Sample Punjab State Technical Education 

certificate 
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Fin n a rrnatio rn 

GIC 
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ne a t ition a ent 
Applicants can submit more than one proof of one year tuition. 

Last updated: May 18, 2023 
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rrns 
Open IMM1294 Application form 

Things to check: 

Education and employment 

Last updated: May 18, 2023 
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Outstanding Debt to the Crown 

If you come across an application with an Info Alert containing an Outstanding Debt to the Crown (Q# 
file), please do the following: 

1. Send a Request letter (BF 10 days) with Item 'Payment Receipt' with the Comments 'We require 
payment of the outstanding processing fee associated to your previous application [app#]. For further 
details, please contact IRCC collection services at 1-888-448-4426 or by email to: 
IRCC.FINDebtstotheCrown-DettesalaCouronneFIN.IRCC@cic.gc.ca with account[#] 

2. A. If client complies and provides the fee, please email <IRCC.FINDebtstotheCrown­
DettesalaCouronneFIN.IRCC@cic.gc.ca> to notify of the payment so that they can close the alert/case. 
And continue with processing. 

Requesting Documents 

Eligibility: Recommend Interview 
Assign to 

Deferred enrolment 
• If less than 150 days have passed since the intended program start date, officers should continue to 

process the study permit application. You will not request an updated LOA. 

• If more than 150 days have passed since the intended program start date, officers should request a 
new letter of acceptance from the applicant to confirm if the student has deferred their enrolment 

Last updated: May 18, 2023 
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to a later date. Officers should follow the instructions concerning Requests for additional documents 
on open applications and allow 30 days for the applicant to respond. 

School closures and loss of Designation 
• Some schools are closing, cancelling programs or deferring the start date of their programs. 

• De-designation will be confirmed in the public DLI list. 

• Officers should send a PFL to confirm that they intend to study at a DLI that is in operation. 
http:// ci ci ntra net.ci ,gc, ca/ con nexio n/tools-outi ls/temp/ stude nts-etud i ants/ design-e ng,aspx 

• The PDI contains a PFL template to be used for this purpose. 

Distance learning 
• A study permit cannot be issued if the program of study is solely and fully on line as physical 

presence in Canada is not required 
• If the LOA indicates in-person attendance for part of the program of study, locate a target start date 

of courses that require in-Canada classroom attendance. 

• Officers can render refusals only if the applicant intends to complete the entire program via 
distance learning. 

How to Send a Request Letter 

10 days due date is the standard for most document requests. 

Go to Outgoing Correspondence> Click New> Under Document Type enter "Request letter/Lettre 

de demande" Hit Alt+ Enter, Leave Status as "Not Started" for now. 

Under Item Request> enter document and template once enter Go back to Request letter line and 

flipped Status as "Generate" 

Last updated: May 18, 2023 
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Go to Correspondence Attachments> click the hyperlink "Word LTR 02" 

There will be a pop up Click "Download" and another pop up Click "Open" 

File Dcrfnkiad a 
Yuu 2f~ d-::'A'nl\:;,.Jdfr~<J thb nl~ ·wut<~ LT? dLt.Ju;..,', 
'/./ci..: U Lt:! e(A D...-J-., rn 
J...h.Niflko'.:l'j j\ 'jJ ,,uw 

Do you want to open or S-G'/E: Word lTR 02.doc frcm gcms-smg-c.apps.d.gc.ca? Open Save 
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Cancel 

Go to T:\Templates-Modeles\Office Specific Templates - Modeles specifiques a votre 

bureau\Centralized Processing\CPC Ottawa - CTD Ottawa\TRU 

Last updated: May 18, 2023 
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CPC Vegreville - CTD Vegre,<ille 

Document.:::~ 

• Downloads 

Ow Pictures 

Temporar/ Residents - Residents h;m 

• Desktop 

PDF 

Supervisor Duties 

TRU 

Microsoft \'Vord 

. ff 3D Objects V 

ARCHIVE 

mill (TR) Doc requet, non-compliance 'NithcL .. 

®l (TR) Final Reminder for Passport - Eng 

!El (TR) Final Reminder for PaH-port - Fre 

ieyj (TR) Final Reminder letter - Eng 

mill (TR) Final Reminder Letter - Fre 

!El (TR) PRTD Relinquishment - Eng 

§'I (TR) Request Letter - General (E-A.pp) En ... 

ieyj (TR) Request Letter - General (E-App) Fre 

mill (TRJ Request Letter - General (Paper) Eng 

!El (TR) Request Letter - General (Paper) Fre 

§'I (TR.) Transfer Letter - En9 

ffiill (TR) Transfer Letter - Fre 

®l (TR) \liitdrawal biometric not submitt,;d 

File name: i (TR.) Request Letter - General (E-App) Eng NEW 

Tools 

TRU > (TR) Request letter- General (E-App) Template 

Last updated: May 18, 2023 
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Cancel 
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Save letter as PDF and Click this icon to attached the letter 

Ccrn,spondence Attachments 
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ITEM 

Letter of 

Acceptance 

Item: LOA 

Language Scores 

Item: Client 
Information 

Sufficient funds to 

support the first 

year of studies and 

beyond 

Item: Funds, Proof 

Funding Plan 

Item: Client 

Information 
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Text 

LOA: A letter of acceptance from the intended educational 
institution. 

The letter should be recently issued and should outline the: 

• Type of course of study or program you are registered 
for, 

• The start date and the expected completion date, and 

• Whether the program is full-time or part-time studies. 

French version for LOA: 

Une lettre d'acceptation de l'etablissement d'enseignement prevu 

La lettre doit contenir les elements suivants : 

• le cours ou le programme d'etudes auquel vous etes inscrit(e), 

• la date de debut et la date d'achevement prevue, 

• le statut du programme (temps partiel ou temps plein). 

Language Proficiency Results: Please provide a copy of your recent 

language test results. Please note that we continue to only accept 

/EL TS/TEF, TOEFL, and PTE scores. 

Funds to support first year of studies, proof: Please provide 

evidence of sufficient funds to support your first year of studies 

(tuition + $10,000 in living expenses); these funds must be liquid or 

be available by the commencement of your studies. Financial 

documents may include but are not limited to any or a 

combination of the following financial documents: bank 

statement(s), loan sanctions, ITR(s) for parent(s), payment 

receipt(s) issued by the DU, a Guaranteed Investment Certificate 

(GIC), scholarship(s), etc. 

Funding Plan: If your intended program is longer than one 

academic year, please provide a funding plan detailing how you 

intend to financially support yourself for the duration of your 

studies in Canada. Your funding plan must include evidence that 

the plan is feasible. This may include bank statement(s), bank 
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Education 

Transcripts 

Item: Education 
Transcripts 

Proof of tuition 

paid (if required as 

LOA condition} 

Item: Proof of 

tuition paid 

Minors - Evidence 

of parents' income 

/ employment 

matches closed 

Work Permit 

Item: Employment 

Pay Stubs 

loan(s), fixed deposit receipts, ITR{s) for parent(s)/spouse, 

scholarship(s), school/research grant(s), etc. 
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Please provide a copy of Original education transcripts and/or 

Degrees/Diploma. 

You must submit proof that confirms you have paid your first year 

of tuition. 

Employment Pay Stubs or Source of Income for Parent(s): Copies of 

pay stubs or evidence of source of income for your parent(s) 

employed in Canada covering the last six months. 

Setting Defaults to 10 days 

User Preferences> Defaults > TR > 10 

Last updated: May 18, 2023 
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Pass:iort 

Pl\!101 Processing 

Eligibility: Review Required Assign to: 

If a document is not mentioned in your note, it is assumed that you reviewed it (i.e. IELTS verified online, 

visual check of GIC, ITR, passport, previous refusals, etc.). 

Have precise wording in your referral notes. You may write "see under document name" if document does 

not appear under usual location (i.e. LOA is not found under LOA hyperlink). 
Last updated: May 18, 2023 
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Eligibility Decision 

-Regular SP (IMM5818e): http://gcdocs2/otcs/cs.exe?func::::ll&objaction::::overview&objid::::385413l92 

-University students (IM M595 7E): http://gcdocs2/otcs/cs.exe ?func=ll&obiaction=overview&obiid=385415573 

SP applications 

• Unconditional LOA from a DLI 

• Overall band of 6.0 for IELTS with no more than one band of 5.5 

• Passed Meds. 

• Proof of funds** 

• First Year Tuition paid partially or in foll; tuition fee receipts, LOA stating fees pre-paid, proof of 
money wire transfer. 

**If GIC and partial or no tuition has been paid, a combination of the following may be sufficient to satisfy 
the decision maker that the applicant or non-accompanying spouse/parents/grandparents will be able to 
support the first year of studies (first year of tuition + $10,000 CAD in living expenses): 

• Funds 
• G.IC - accepted financial 

institutions 

• Tuition receipt 

• Bank Loans 

• Bank statements 

University students do not have to submit 
language results, proof of funds. It is strongly 
recommended. However, if you are satisfied 
with an applicant for a reputed DLI (i.e. U of 
Toronto, Ottawa U, U if British Columbia, etc.) 

you can approve the application. 

SDS -Student Direct Stream (facilitative program). *** 

• LOA from DLI 

• Overall band of 6.0 for IELTS with no band less than 6.0 

• Transcripts provided 

• GIC of 10K: see all accepted financial institutions in this link GIC 

• First year tuition paid in full: tuition fee receipts, LOA stating fees pre-paid, proof of money wire 
transfer 

• Upfront meds (passed) 

• Non-accompanying spouse/parents/grandparents Income Tax Returns (ITR) with a sum of 500,000 INR -
5,00,000 Lakh or more in one year. 

Last updated: May 18, 2023 
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How ppl 10 

To cancel an application refer to TRU SO?s - page 44 

Verify in GCMS Notes if the client is requesting to withdraw the application. Once confirmed, go to "Final" 
and enter "Withdrawn": 

A withdrawal line will be automatically generated under Outgoing 

correspondence: 

• Flip Status to Generate > Under Correspondence Attachments> click on the Word hyperlink. 

• Use the template found here: T:\ Templates-Modeles\Office Specific Templates - Modeles 
specifiques a votre bureau\Centralized Processing\CPC Ottawa - CTD Ottawa\ TRU 

• Insert the text below into your letter: 

• 
"This is in reference to your application for a study permit. 

As per your request, we are withdrawing your file. Your file has now been closed and no processing 
will take place. 

Since processing had already started on your application, you are not eligible to receive a refund of 
your processing fees for this application. 

OR 

You are eligible to receive a refund of your processing fees for this application. Our financial office 
has been notified; please be patient as this procedure may take several weeks. 

Thank you for the interest you have shown in Canada." 

• Send the Withdrawal letter 

Last updated: May 18, 2023 
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• Add GCMS note: "Application withdrawn as per client's request. Withdrawal letter sent, no refund. 
OR Cost Recovery please refund $150 processing fee" 

o A refund may be issued if an applicant formally withdraws their application before 
processing begins. 

o If the application is already in processing (for example, the applicant is sent a document 
request letter), no refund applies, even if the applicant chooses to withdraw their 
application. 

o The officer will refund the biometric fee if the applicant paid the fee but did not complete 
the biometrics collection. 

n II 10n it drawals ditio a I rrriatio 

Withdrawals: 

• Must be applicant-requested; may be eligible for refunds. Refer to Refund section below. 

Cancellations: 

• India TRU SOPs on how to cancel a file: India TRU SOPs. 
• Check the primary offices on all open files. If only one file belong to our office, then you may 

continue working as per usual; no cancellation required at this time. 

• Multiple SP applications in our office's jurisdiction: 
o Check all open applications belonging to our office, and determine if the applications are 

duplicates. Check to see if the open SP applications contain the same documents, or if 
additional/updated documents have been provided. 

• If additional/updated documents have been provided in the new application, cancel 
the old application(s) and process the new application. 

• If the applicant has applied for a different Oll / program of study from the 
other open application(s), please refer to page 4 regarding "Requests to 
change Olis after applying for a study permit" for further information on 
whether a new SP is required - in which case should not result in any 
cancellation. 

• This may include an applicant where two open applications do not have a 
FINOEC, and the applicant applied for a new Oll; new application to be 
processed, and old application to be cancelled. 

• If the applicant has two open applications where one contains a FINOEC 
(approval), this is not a duplicate application - no file is to be cancelled, and 
you may request if the applicant would wish to withdraw their previous 
application. 

• If the open applications indicate the intent to attend different Olis or 
program(s) of study, 

• If the new application does not contain any new/updated documents or 
information, cancel the newest application(s) and process the oldest. 

Last updated: May 18, 2023 
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• These scenarios can be complicated - please ask your supervisor for assistance on cancelling 
applications 

Refunds 
• Details on who is eligible/ not eligible for a refund: Cancellations, Withdrawals and Refunds. 

• If the applicant requests to withdraw, you will Withdraw the application, and refund (if processing 
has not yet started). 

• Notes: Application withdrawn as per client request, Withdrawal letter sent. Refund/NO refund to be 
issued. 

• All Refunds should be assigned to cost recovery as they will initiate the refund: 

• Withdrawals: The officer will refund the biometric fee if the applicant paid the fee but did not 
complete the biometrics collection. 

Top of the Document 

PR Renunciation 
Once you have conducted an integrated search, you can review the GCMS/FOSS results to determine if an 
applicant is or ever was a PR of Canada. If applicant is a PR of Canada you can send the PR Options Letter. 
**NOTE** - before concluding that the applicant might still hold PR status, please review the applicants FOSS history for 
a NCB entry indicating that the status has already been relinquished. 

Request the PR Options letter 
1) In the application • Correspondence • outgoing • New • Request Letter (under the Document 

Column 
2) Ensure status is left as Not Started 
3) ltem(s) Request • New • Client Information • 
4) Change the due date to 10 days from the date that you have made the request. 
5) Navigate back to the Request Letter • change 'Status' to 'Generate' 
6) Correspondence Attachments • select and attach the Renounce PR Status Letter. 
7) Navigate back to the Request letter • change 'Status" to 'Sent' 
8) Enter GCMS note: PR Options Letter was requested from client 

**NOTE**- If the applicant does not wish to relinquish their PR status, you must withdraw the application. For instructions 
please refer to "Withdrawal". 

**NOTE** - If the applicant does not comply with submitting the documents within due date, set eligibility as Review 
Required, assign to 06364 and add a note "PA did not submit requested document". 

How to create a renunciation application and render a decision 
1) In the application • Clients and Parties • click into the UCI hyperlink of the PA 
2) Go to the associations tab 
3) Under Applications and Cases • New 
4) Category/case field • Renunciation of PR status 
5) In the Rec'd Date field enter the appropriate information (today's date). 

• The system automatically create a Q number application 
6) Enter into the Q# file hyperlink. 

Last updated May 18, 2023 
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a. In the Effective date field, enter the appropriate value (today's date) 
b. In the Foss Documents number field, if not populated, enter the PR document#. 

**if it is not automatically populated, you will need to go to Search and find the PR entry for 
the client and copy the PR document number from there. 

7) Change Rec'd Via to Online 
8) In the Decision Field, select the appropriate value from the drop-down menu 
9) Go to Correspondence • Outgoing • change 'Status' to 'Sent' 

• Ensure to send the letter for all decisions of Approved, Refused, and Cancelled 

• The application will close automatically 
10) Go back to the SP application • Correspondence • Outgoing • New • Information letter 
11) Under Correspondence Attachments • Confirmation and Permanent Residents Status Letter 
12) Navigate back to the Information Letter line • change 'Status' to 'Generate' and 'Sent' 
13) Enter GCMS note: "Signed voluntary Renunciation letter received. SP in process; copy of valid-PPT 

seen. Application to voluntarily renounce permanent residences status approved" in both the SP 
application and the Q# file. 

• Ensure to include the SP application number under the Q# file, as this is where the PR 
Renunciation letter is found. 

ing due d nd print queue 

Site Map 
ldllReport(s} 

User Preferences • Defaults • Counterfoil Print Queue: 

• China (Beijing): PQ-6155-VISA-1 
• India (New Delhi): PQ-6029-TR Visa Room 2 

Last updated: May 18, 2023 
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Received Via 

Travel Document 

ID/Supporting Document 
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• India (New Delhi): please change secondary 
office to New Delhi 

V 

V 

V 

V 

V 

V 

V 

V 

Days 

Days 

Days 

Days 

COPR Print Queue 

Permit Print Queue 

RPCD Print Queue 

CIT Print Queue 

Passport 

V 

V 

V 

V 

000460 



I .t... lmm1grat1on, Refugees lmm1grat1on, Refug1es 

T and C1trzensh1p Canada et C1toyennete Canada 

s.16(1 )(b) 

s.16(1 )(c) 

Information disclosed under the Access to Information Act 

L'1nformat1on d1vul9uee en vertu de la Iol sur l'acces a I mformat1on 

SOP - SP indict 

Final Decision - Approvals 
If satisfied of all documentation on file and of bona fides and are ready to approve, follow the steps 

below: 

• Change Eligibility to Passed 

® When passing or approving an application add the following 
note to your template: language score verified 

• 

• 

Add note: "Documentation reviewed, satisfied to issue" with 

the remarks and validity date (see below). 

Add validity date in the Travel Itinerary field. Issue both 

counterfoil and permits to the closest of these dates: April 30; 

Sep 30; Dec 31. For Quebec applications, issue to the CAQ 

validity. See below for more instructions. Print queue for 

counterfoil: PQ-6029-TR Visa Room 2 

• Change the Final Decision/ FIN DEC to "Approved", leave OPR at 

"not started" until conditions, validity and remarks have been 

entered. 

lfthe passport expires before Stay/Program - To Date, issue 

documents to the passport's validity minus one day. 

DOB: 

Tiavel Doc Expiry: 

fr of Entries: !MULTIPLE 

CAQ #: 

CAQ Vt-did To: !2020;1.2;11 CD I 
Province of I I 
Destination; ~Q=C ===v:::c; 

Clty of DJ;:"stmation: jMontrea! v I 
~===::::; 

Psslleble n_mds 139 500 = I 

(CAD)::=·=•==="'::::;·, 

tay/r.,lrogram ·· from Date: 12019/07/25 I 

stay;Prograrn - Te Dcte: !2020/09/17 I 

Travel ltinerary: 12020/12/ll ~ I 
FOSS Dec fr: 

Associated App; 

For example: If Stay/Program - To Date: 2023/04/26 but passport 
expires on 2022/01/15, issue documents to 2022/01/14 

Conditions and user rernarks 

Types of remarks to be entered in the User Remarks field. 
Refer the PDls for issuance of Study Permit, and C32 Co-op/Internship Work Permit. 

For GCMS notes, use: Rl/WP (if applicable), validity date 

Work permit- Rl: "Employment practicum cannot form more than 50% of the total program of study. 

Authorized to undertake employment which forms integral part of studies as certified by the institution". 

Minors- (PM03 officers) Condition 52: "This permit does not authorize the holder to engage in off campus 

employment in Canada" 

Last updated: May 18, 2023 
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Under Finalize Application, Permit - SP/ Perm is - PE, scroll down until the Permit Section: Permit 

Click the magnifier on 'Conditions' 

The condition code 53 must be used on the R1 and R4 study permits to ensure that after graduation, when 

the foreign national applies for a post-graduation work permit, the correct proof of authorization to work 

Foreign nationals who are eligible to work both on 
campus and off campus without a work permit 

Example: They are enrolled in full-time studies that lead 
to a diploma or degree. a.k.a Rl 

Foreign nationals who are not eligible to work off campus 
without a work permit but are authorized to work on 
campus 
Example: They are enrolled in an ESL or FSL program of 
study, prerequisite course or program, or general interest 
courses. 

This study permit does not authorize the holder to engage 
in off-campus employment in Canada. 

Foreign nationals who are not eligible to work in Canada 

Example: They are enrolled in part-time studies at the 

primary or secondary level. 

Foreign nationals who have been issued a study permit for 
a prerequisite program and are not eligible to work off 
campus in Canada until they begin their main program of 
study 

This study permit does not authorize the holder to engage 
in off-campus employment in Canada until they complete 
their prerequisite and begin their main program of study. 

N/A 

N/A 

N/A (minors) 

R4: 

Unless prerequisite 

course or program has 

been completed, may 

not accept off-campus 

employment. 

lllllllililllli 

Condition 18 

Condition 26 

Condition 53 

Condition 18 

Condition 26 

Condition 52 

Condition 52 

Condition 18 

Condition 26 

Condition 53 

letter is triggered. Failure to ensure that code 53 is used on the study permit will negate the auto-issuance 

of proof of authorization to work without a permit under paragraph 186(w) of the Immigration and Refugee 

Protection Regulations (IRPR). 

Last updated: May 18, 2023 
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Change the validity of the permit to reflect at least three rnonths (90 daysjpost prograrn end date or the 

passport expiry, whichever cornes first. Choose the closest of the three dates: Apr 30; Sept 30; Dec 31. 

If client is attending a school in Quebec, limit the validity to the CAQ expiry date. Should you be in a 

situation where the CAQ validity is much longer than the proposed studies, you may limit the validity. 

However, please ensure to provide reasons in the remarks section as per the 

If the applicant must complete a prerequisite program, such as ESL or FSL, before entering their subsequent 

program, officers must issue the permit to the length of the prerequisite program plus one year or until the 

travel document expiry date. See Study Permit: Final Decisions. 

p pp 10n 

Validity dates may be pulled with Chinook+: 

• Copy/ Paste into leapfrog application numbers 

• Open Chinook (O:\Systems-lM\Chinook Win 10) Splash> Module 3 Decision Maker> Set filters 

Last updated: May 18, 2023 
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MODULE 3 • Dedskm Mciker 
• Select Input Apps bottom and attach the file stream 

X 

• Copy/ Paste applications into Chinook. DO NOT 

touch Excel document while it loads 
Enter fo.ppii<::Blfon and/c;r Gn:iup NLJrnbers bekrN: 

You can see under pre-assessment notes, the validity date shows up 

Eligibintf Passed 

Elig"eb·:lit'( P.ecom:nend Passed 

EHg®bHir,;: He-c;Jmrnend Passed 

EliglblH:;: Reconvnend Passed 

Rl W21/12/30 

R1 1020/09/30 

Rl .W21l/12/31 

Rl WW/10/25 

For efficiency, bulk approve in a TR- Temporary Group. (This is important, particularly when the inventories 

are high). 

Before approving verify that all the information is updated: 

'4-- Cost recovery: completed 

• Biometrics • Assessment: Complete 

'• Medical: Passed 

• Info Sharing: complete 

The decision-making officer is responsible for inputting the correct remarks and validity dates for the Roster 
Officer. The Roster Officer is responsible for following the remarks and validity dates under the notes left by 
making officer. 

• Verify and check which remark is applicable for each application. Use this process to check in bulk. 

• Select the string of files that you wish to bulk review notes, medicals, eDocs, etc. 

Import into Leapfrog, 

Generate and copy list. 

Open any SP application. 

Last updated: May 18, 2023 
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Go to Integrated Search (do not search anything). 

Go to Application 

Query 

Paste string of files under App# field and Go 

m 

Click on Notes tab (or whatever tab you want to view in bulk) 

Ctrl + down arrow to scroll through notes of multiple applications 

• Run an Integrated Search for all the files. 

• Once in the group, select all the applications and press Ctrl +Alt+ 8 

• Select set final to approved 

Records 

1st Field to Change 2nd Field to Chanae 
V ,:::,,:,,1 

V 

• Once applications are approved enter remarks and validity, and conditions. 

• Authorize the permit(s) (Status field) 

• Generate Counterfoil (Status field) 

• Generate and send the OPR (Original Passport Letter) 

Last updated: May 18, 2023 
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• If there is an application with M02 medical results, send both the 'Original Passport Letter' and 
'Surveillance' letter. Enter GCMS note: "M02, surveillance docs sent". 

• Un-assign application from the GCMS ID. 

If refusing an application, follow the steps below: 

• Change Eligibility to Failed 

• Check Chinook+ for any flags. If no flags exist, enter the following note: "Indicator: N/A 
Processing Priority Word Flag: N/A". 
If flags exist, please review the flag and action accordingly. 

• Enter your refusal note. Refusal note templates may be found here: 

http://gcdocs2.ci .gc. ca/ otcs/ cs.exe ?fu nc== 11 &ob jactio n=overview&ob ii d==3903872 7 5 

• Enter the FIN DEC- Final: Refused 

• Assessment is based on "regular" Eligibility basis 

• Previously refused apps by you: assign apps to another officer. 

***Applications may be refused for A16 non-compliance for all grounds except biometrics*** 

***Please note that any applications requiring refusal for A16 Truthfulness must be afforded the 

opportunity to respond via PFL. 

conside tio d rmm 10n 
Please follow instructions and guidance found here: 

http://gcdocs2/otcs/cs.exe?func::::ll&obild:::373108047&obiAction"'browse&viewType"'1 

If you are upholding the refusal, please email India TRV Team A supervisor to arrange for a Program 

Assistance to inform the client via email. Currently the supervisor is Chelsea Mohr. 

Last updated: May 18, 2023 
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n Nurn ers 

At the end of each week, you are responsible for reporting the number of applications you have reviewed, 

referred, or finalized for the previous week. Email the Team Supervisor and cc: the Manager using the 

following template: 

Day Recommend Passed Referral Total 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

**Referral includes: 
Completed applications assigned to officer bins and verifications that come back as adverse and are triaged 
as such. 

Last updated: May 18, 2023 
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GCMS Query for Online Cases for Officer Review 

1) Navigate to the IMM>TR screen. 

2) Press Query. 

3) Enter the following fields: 

• Primary Office = New Delhi 

• App Status = Open 

• Rec'd Via: On-line 

• Category = SP 

• Eligibility= Review Required 

• Assigned To= 

4) Press Go. 

5) Click on the Rec'd Date column title to sort the cases according date of receipt. Press ALT+ Enter. 

6) Highlight the first three applications in the list. Press CTRL +ALT +8. Then, enter the following information in 
the pop-up window and press OK: 

a) Field = Assigned To 

b) Value= your GCMS ID 

7) Go to your GCMS homepage. Work off the applications listed in your "My Applications" section. This will 
ensure you do not work on any other person's file. 

8) Assess the application. 

9) Change the Eligibility decision. 

10) Ensure you follow steps outlined in "GCMS Actions for Officers" any other actions you need to take on the file, 
including reassigning the file back to 

11) At the end of each day, ensure that your "My Applications" list is blank - this means that you have reassigned 
all of your cases back to 

How to Save Your Query 

1) At Step #4 above, press ALT+ S to save your query. A dialogue box will appear. Name your query so you 
can easily identify it later. Then, press OK. 

2) The next time you want to make this same query, navigate to the IMM>TR screen. On the top right corner of 
your screen, there is a white rectangular box (it looks like a text field). Click on the drop-down arrow on the 
right side of the field and select the query you have just named. This will automatically pull up a list of cases 
ready for officer review. 
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S: t s 
This program is only available to legal residents of the following countries: 

• Antigua & Barbuda 

• Brazil 

• China 

• Colombia 

• Costa Rica 

• India 

• Morocco 

• Pakistan 

• Peru 

• Philippines 

• Saint Vincent & Grenadines 

• Senegal 

• Trinidad & Tobago 

• Vietnam 

While there are a specific set of documents required, it does not preclude officers from requesting 
additional documents to ensure all the requirements of IRPA and IRPR are met. 

Document requirements to be processed in this stream are: 

1. Unconditional and valid LOA. If LOA has conditions, documents on file should demonstrate how the 
condition has been met or could have been met. 

Example: Condition is to have a high school diploma. 

• Condition is met: High school diploma is on file. 

• Condition could be met: Transcripts show student has continuously passed each grade and will 
likely pass their last year in high school, or report card shows pass marks in classes in their final 
year. 

2. GIC for CAD $10,000 from any bank insured by the Canadian Deposit Insurance Corporation 
(CDIC) - www.cdic.ca/your-coverage/list-of-member-institutions/. 

Most common banks used in India are: 

• Scotia Bank 

• ICICI Bank 

• CIBC 

• HSBC 

• SBI (State Bank of India) 

• BMO Bank of Montreal 
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3. Tuition paid for a full year (2 semesters) 

• Check LOA as it may be listed there. 

• Check for payment receipt. 

• Check application forms (e.g. Additional Family Info IMM5406) and supporting documents (e.g. 
ITRs, statement of purpose) for information on: 

✓ ability to pay for subsequent years of schooling; and 

✓ whether the tuition payment made is actually available to the student (i.e. the student will 
be forced to work in Canada in order to repay this debt). 

4. Language Test Results 

• IEL TS results (General or Academic): 

• Check passport and med exam photo on file and compare it with photo on IEL TS form. 

• For French: Test d'Evaluation de Franc;ais (TEF) score that is equivalent to a Canadian 
Language Benchmark (CLB) score of at least 

• 
• 
• 
• 

5. Medicals 

6. Transcripts from the last school attended 

7. Applied online 
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NON-SOS 

1. Unconditional and valid LOA: If LOA has conditions, documents on file should demonstrate how 
the condition has been met or could have been met. 

For example: Condition is to have a high school diploma. 

• Condition has been met: High school diploma is on file. 

• Condition could be met: Transcripts show student has continuously passed each grade and will 
likely pass their last year in high school, or report card shows pass marks in classes in their final 
year. 

2. Funds: Evidence that the student has enough liquid funds for travel, living expenses and tuition for 
one full year, PLUS a plan of how to pay for the remaining years of school (e.g. parents to work to pay 
for school, loan will cover all years of school, etc.). 

• Check LOA as part or all of the fees may have been paid. 

• Check for payment receipt for tuition fees - partial or full. 

• Check LOA/ letter from DLI or government if any scholarship has been granted. 

• Guaranteed Investment Certificate (G!C): CAD $1 OK GIC from Scotia Bank, CIBC, SBI, 
HSBC or ICICI Bank. 

• ITRs, proof of employment/earnings of parents (e.g. employment letters, paystubs) to show they 
are continuously earning money to send to the applicant. 

• Bank accounts of student and/or parents showing enough funds to cover transportation, tuition 
and living expenses. 

• Check that savings and/or investments are commensurate with income earned. Look for 
unexplainable large deposits within six months prior to application submission - this is an 
indication that they may have borrowed money for the purpose of getting a visa, and that they 
do not actually have access to those funds. In cases such as this, the student will rely on 
working in Canada, potentially more than the allowable maximum of 20 hours per week, in order 
to pay for their studies and living abroad. 

• Education loans from India: Nationalised banks in India only 
(www.rbi.org.in/commonman/English/Scripts/Bankslnlndia.aspx#NB). 

Other acceptable financial institutions are more established private Indian banks: 

Axis Bank Ltd IDBI Bank Ltd South Indian Bank Ltd 
Federal Bank Ltd lnduslnd Bank Ltd State Bank of India (SBI) 
HDFC Bank Ltd Karnataka Bank Ltd YES Bank Ltd 
ICICI Bank Ltd Kotak Mahindra Bank Ltd 
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• Education loans from Nepal: Class "A" commercial banks that are regulated by the Nepal 
Rastra Bank (NRB): 

Nepal - Bank Name Established Headquarter 

Agriculture Development Bank Ltd 1968/01/21 Ramshahpath, Kathmandu 

Bank of Kathmandu Ltd 2016/07/14 Kamaladi, Kathmandu 

Century Commercial Bank Ltd 2011/03/10 Putalisadak , Kathmandu 

Citizens Bank International Ltd 2007/04/20 Narayanhitipath, Kathmandu 

Civil Bank Ltd 2016/10/17 Kamaladi, Kathmandu 

Everest Bank Ltd 1994/10/18 Lazimpat , Kathmandu 

Global IME Bank Ltd 2014/04/09 Panipokhari, Kathmandu 

Himalayan Bank Ltd 1993/01/18 Kamaladi, Kathmandu 

Janata Bank Nepal Limited 2017/04/07 Thapathali, Kathmandu 

Kumari Bank Ltd 2001/04/03 Durbarmarg, Kathmandu 

Laxmi Bank Ltd 2002/04/03 Hattisar, Kathmandu 

Machhapuchhre Bank Ltd 2012/07/09 Lazimpat, Kathmandu 

Mega Bank Nepal Ltd 2018/05/13 Kamaladi, Kathmandu 

Nabil Bank Ltd 1984/07/12 Beena Marg, Kathmandu 

Nepal Bangaladesh Bank Ltd 1994/06/06 Kamaladi, Kathmandu 

Nepal Bank Ltd 1937/11/15 Dharmapath, Kathmandu 

Nepal Credit and Commerce Bank Ltd 2017/01/01 Bagbazar, Kathmandu 

Nepal Investment Bank Ltd 1986/03/09 Durbarmarg, Kathmandu 

Nepal SBI Bank Ltd 1993/07/07 Kesharmahal, Kathmandu 

NIC Asia Bank Ltd 2013/06/30 Thapathali, Kathmandu 

NMB Bank Ltd 2015/10/18 Babarmahal, Kathmandu 

Prabhu Bank Ltd 2014/09/14 Babarmahal, Kathmandu 

Prime Commercial Bank Ltd 2007/09/24 Kamalpokhari, Kathmandu 

Rastriya Banijya Bank 2018/05/02 Singhadurbarplaza,Kathmandu 

Sanima Bank Ltd 2012/02/15 Nagpokhari, Kathmandu 

Siddhartha Bank Ltd 2016/07/21 Hattisar, Kathmandu 

Standard Chartered Bank Nepal Ltd 1987/02/28 Nayabaneshwor, Kathmandu 

Sunrise Bank Ltd 2007/10/12 Gairidhara, Kathmandu 
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• Education loans from Bhutan: Bhutanese students wishing to pursue higher studies or 
develop skills abroad can now avail loan up to Nu 1.5 M. Financial institutions will provide the 
loan for a period of five years. The Royal Monetary Authority (RMA) in collaboration with finance 
and labour ministries launched the "Overseas Education and Skill Development Scheme". 
Under the new scheme, students can avail loan at 8% interest rate per annum. The central bank 
and financial institutions have waived off collateral and mortgage requirement. Instead, a letter 
of acceptance from the university or vocational institutions attested by labour ministry will be 
used as a condition of loan. 

Banks and institutions providing education loans in Bhutan are: 

✓ Bhutan National Bank 

✓ Bank of Bhutan 

✓ Druk Punjab National Bank (Druk PNB) 

✓ T Bank Bhutan 

✓ Bhutan Development Bank 

✓ Dept of Adult & Higher Education (DAHE) - Ministry of Education: Student Loan Scheme 

• Language test results are required. Applicants should provide this even if their Olis indicate 
they do not have any requirements. Being proficient in English of French factors in the ability of 
a student to complete a program of study in Canada - this is linked to their purpose of travel (i.e. 
if they cannot successfully complete their program of study, why go to Canada as a student?). If 
missing, please send a request letter to the applicant. 

• Example: A flight school indicated they have no language requirements for their students. Intel 
received indicates that some of these flight schools are using Indian instructors to overcome the 
language issues with their students. Despite this, Aviation English is the de facto international 
language of civil aviation, which means that students who wish to become pilots need to 
demonstrate relative proficiency (i.e. minimum 6.0) in all bands. 

• Student may submit results from IEL TS Academic, TOEFL or PTE Academic. Compare the 
scores of other tests to IEL TS using the table below (use TOEFL scores on the next page): 

JELTS TOEFL PTEA 

Paper Based 

r:r ····l>,-l 
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• IEL TS can be verified at https://ielts.ucles.org.uk/ielts-trf/. To understand the scoring system, 
see https://takeielts.britishcouncil.org/teach-ielts/test-information/scores-explained. If you do not 
have an account, please contact the DELHI IEL TS administrator. 

• IEL TS test type can be either "Academic" or "General". 

• Scores are valid for two years. 

• In light of the COVID-19 pandemic, here are some concessions an officer can make 
based on their discretionary authority: 

✓ If "General" test scores are submitted, with their academic transcripts for marks in 
English classes: if the scores and marks are similar, and the IEL TS scores are at 

✓ Scores should be valid on the day the application was submitted. They are still 
acceptable even if they expire before visa issuance. 

• TOEFL is an indication that an applicant may have applied to an American school -this is the 
most common accepted exam for American colleges and universities. Use the link and your 
personal login information should you need to verify the results: 

http://toefl-registration.ets.org/TOEFLWeb/extUserLogonPrompt.do 
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✓ Sample PFL note for PTE: 

1) Login to your account by visiting mypte,pearsonpte.com 
2) Go to "Activity" and find the appointment connected with the score you want to 

send 
3) Click ''Send Score". 
4) Type the name of your chosen institution in the field marked 

"Institution/Organization/department/School" and click Search''. 
5) Select your recipient and click on "Select Programmes". 
6) Click on "Acid another Score Report Recipient", 
7) Select country as "India" and Type IRCC in the field marked 

"Institution/Organization/Department/Schoo!" and click ''Search"_ 
8) Select recipient and click on ''Select Programmes''_ 
9) Click on "Next". 
10) Review your details then scroll down the page and click "Submit Order" to 

confirm. 

• Sample PFL note for Cambridge language test results: 
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• Check passport and med photos on file and compare it with photo on IEL TS form to detect 
impostors. 

• Language Test Exemptions: 

Students destined fbr University Musters or PILD Degree Programs: Students destined for Masters 
or Ph.D degree programs at a university in Canada will already have completed a Bachelor's 
degree or higher. The universities have a rigorous selection process, including requiring a very 
high academic performance. You can be satisfied that these students will have the necessary 
language ability to perform well. Here is the criteria to look out for: 

• Destined for university only. 

• Entering a Master's or Ph.D degree program (does not include post-grad certificate 
programs). 

ll(qh School Students: Students who are graduates of prestigious private schools in India with 
International Baccalaureate (IB), Advanced Placement (AP), or A-Level (UK's Advanced Level) 
programs may be exempted from language test results. These programs are internationally 
recognized and are taught in an English medium with very high academic standards. Even a 
mediocre student enrolled in one of these programs would have a high-functioning level of 
English. Other criteria you should look out for include: 

• Attendance in a secondary school that offered these programs (see lists below) - this will 
likely be a private school (or "public school" as they are known in India). 

• Sufficient funds. 

• Parents are well-established. 

11 I P c1 g c 
000478 



I .t... lmm1grat1on, Refugees lmm1grat1on, Refug1es 

T and C1trzensh1p Canada et C1toyennete Canada 

Information disclosed under the Access to Information Act 

L'1nformat1on d1vul9uee en vertu de la Iol sur l'acces a I mformat1on 

STUDY PERMITS: Processing Instructions 

• Intention is to attend a top university in Canada - e.g. University of Toronto, University of 
British Columbia, McGill, Queens, University of Alberta, University of Waterloo, McMaster, 
Western, Simon Fraser, University of Calgary, University of Ottawa. 

List o{IB schools in lndia: www.ibo.org/programmes/find-an-ib-
school/? Search Fields. Reg ion=&Sea rch Fields. Country= I N&Sea rch Fields. Keywords=&Search Fie 
Ids. Language= Eng lish&Sea rch Fields. Boarding F acilities=&Sea rch Fields. SchoolGender=&Searc 
hFields. ProgrammeDP=true 

List o{AP schools in Indio (https://apcourseaudit.inflexion.org/ledger/search.php): 
• American Embassy School, New Delhi 
• American International School, Chennai 
• Cathedral and John Cannon School, Mumbai 
• CPS Global School, Chennai 
• Emerald Heights International School, Indore 
• Metro Delhi International School, New Delhi 
• The Levelfield School, Birbhum 
• Woodstock School, Mussoorie 

List o{Camhridge schools providing A-level programs (check education docs to ensure program 
completed is A-level): www.cambridgeinternational.org/why-choose-us/find-a-cambridge­
school/?Country=lndia 

!CSE results 

• ICSE is the elite and tougher school board. 

• A 70% in English subject in ICSE is equivalent to 85% in CBSE or 90% in PSEB or any 
other School board. 

• The student with score of 70% or more on ICSE can be easily considered as someone 
who can score 6.0 across the board on IEL TS examination. As such, anyone with an 
ICSE English score of 70% or higher may also be exempted from language test results. 

• ICSE: Previously known as the Senior Cambridge, the ICSE was set up by the 
University of Cambridge Local Examinations Syndicate. The Council conducts two 
examinations - The Indian Certificate of Secondary Education (ICSE) for Class 10 and 
the Indian School Certificate (ISC) for Class 12. The board follows a spiral curriculum 
approach in which the basic facts of the subjects are taught first and then more details 
are introduced. Emphasis on basics is laid time and again so that they get into the 
student's long term memory. The curriculum for the next year is built on what the student 
has learnt in the current year. 

• Testing students: While these were the basic differences between the two boards, there 
is also a difference in how they test the students. The CBSE examinations are more 
application based while the ICSE exams test the true knowledge, understanding and 
application. 
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• Tough syllabus in ICSE: The syllabus for CBSE is considered intensive while the ICSE is 
more extensive. There are more objective questions in the CBSE system of teaching 
which help the students to prepare themselves for national level competitive exams. On 
the other hand, projects are an integral part of the syllabus under the ICSE board, which 
helps build analytical skills of a student. 

• Emphasis on English in ICSE: Teachers feel that there is a clear emphasis on English 
and its literature in the ICSE syllabus. The way English grammar is taught under the 
ICSE syllabus is very systematic. On the other hand, in the CBSE schools, English is 
taught in a more functional way and it addresses the needs of all kinds of students 
despite their geographical location. 

4. Medicals: All persons in need of a study permit must complete a medical exam. 

5. Reasonableness of Program of Study: Does the program of study make sense based on the 
student's background? 

• Check for a motivation/cover letter as it may provide an explanation (do not refuse just because 
this has not been provided - this is not part of the document checklist). 

• Is there a progression of studies, or has the student already completed a very similar program? 

6. Academic Performance: How has the applicant performed academically in the recent past? On 
balance of probabilities, how likely are they to succeed in their program of study (i.e. pass their 
courses)? Review their most recent transcripts. 

• Grading system for undergraduate programs in India (?-point absolute): 

Division Letter Grade Marks Grade Point U.S. Grade Equivalent 

0 80 and above 10 A+ 

A 75 to 79.99 9 A+ 
First 

B 70 to 74.99 8 A+ 

C 60 to 69.99 7 A 

D 55 to 59.99 6 B+ 
Second 

D 50 to 54.99 6 B 

E 45 to 49.99 5 C+ 
Third 

p 40 to 44.99 4 C 
Fail F 39.99 and below 0 F 
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• Grading system for CBSE 12th grade: 

CBSE% US Equivalent % US Letter Grade 

95 - 100 97 - 100 A+ 

88- 94 93- 96 A 

83-87 90- 92 A-

78- 82 87 - 89 B+ 

71 - 77 83- 86 B 

66- 70 80- 82 B-

61 - 65 77 - 79 C+ 

54 - 60 73- 76 C 

49- 53 70- 72 C-

44-48 67 -69 D+ 

38-43 63-66 D 

33- 37 60-62 D-

30- 32 50- 59 E 

0- 29 0- 49 F 

OTHER INFORMATION 

1. BHUTAN SP APPLICATIONS 

• The Bhutan SP movement is low-risk for illegal migration and the majority of students return to 
Bhutan (no desire to live abroad). 

• Education abroad is attractive to Bhutanese students as it boosts their CVs to obtain better-paying 
jobs in Bhutan. 

• The Bhutanese Government provides many scholarships for Bhutanese students to study abroad. 
Scholarships are based on their Five-Year Plans of what jobs they expect to be available in five 
years time; students are then chosen based on what they intend to study that will fill these jobs. 

• The Government of Canada encourages more Bhutanese students to study in Canada. The High 
Commissioner in Delhi announced in 2018 that he hopes to see 1000 Bhutanese students coming 
to study in Canada in 2019 and more moving forward. 

14 I P c1 g c 
000481 



I .t... lmm1grat1on, Refugees lmm1grat1on, Refug1es 

T and C1trzensh1p Canada et C1toyennete Canada 

s.16(1 )(b) 

s.16(1 )(c) 

s.19(1) 

Information disclosed under the Access to Information Act 

L'1nformat1on d1vul9uee en vertu de la Iol sur l'acces a I mformat1on 

STUDY PERMITS: Processing Instructions 

• BHUTAN FACILITATIVE PROGRAM 

There are no VACs in Bhutan, which causes hardships for applicants who need to travel to another 
country to submit biometrics and passports. To alleviate this hardship, Delhi has introduced the 
following facilitative measures: 

1. Bhutanese applicants will complete upfront medicals and apply online. 

2. Delhi will process these cases within a week of receipt. 

3. Once eligibility and medicals are passed, Delhi will contact the applicant to submit biometrics 
and their passports at the same time. 

4. Applicant will remain in the VAC city. 

5. Delhi will monitor the results of the biometrics submission and info sharing and issue the visa as 
soon as possible. 

6. Once the visa has been issued, the passport will be returned to the VAC. 

7. Applicant will pick up the passport at the VAC and either return to Bhutan or go directly to 
Canada. 

In light of the COVID-19 pandemic, the Royal Bhutanese Embassy in New Delhi has also assisted 
in facilitating passport transmission between Bhutan and Delhi via their diplomatic white bags every 
Monday - there is only one available flight between Bhutan and Delhi at this time. Applicants can 
contact the Consular Officer, at the following: 

✓ Email: 

✓ Telephone#: 

✓ Address: 

N 

The Nepal SP movement carries similar risk factors as the Indian caseload. Use the same guidelines 
for processing. 

Refusals: Please write very specific refusal grounds (choose "Other" refusal ground in GCMS) in 
addition to any generic ones that might apply. 

Shree Mangal Dvip (SMD) Boarding School 

• An education project serving the needs of Himalayan children from remote and under-developed 
villages of the indigenous people of Nepal's Himalayas (e.g. Sherpa, Tamang, Gurung, Rai, Limbu, 
etc.). 

• SMD is a 100% charity Nepali school funded by sponsors in 27 countries. The founder, Thrangu 
Rinpoche, has a non-profit charity in Canada: Namo Buddha Foundation (Public Fdn Reg. # 
888437621 RR 0001). 
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• SMD does not provide scholarships. They enroll a student in their boarding school programme on a 
12-month basis for CAD $1320. Additionally, they try to source full scholarship funding for their 
students to be able to continue their education. 

• The private schools in Canada to which they send their students on full scholarship (tuition + room 
& board) are: 

✓ Bishop Strachan -Toronto 
✓ Appleby College - Oakville 
✓ West Island College - Calgary 
✓ Mulgrave School - North Van 
✓ Lindsay Thurber - Red Deer 
✓ Shawnigan Lake School - Vancouver Island 

4. PRIMARY AND SECONDARY SCHOOL STUDENTS 

• To be approved if they are accompanying dependants of parents going to Canada on SP or WP. 

• 

Their parents' permits may not yet be in effect - i.e. they plan to travel to Canada together - this is 
ok to approve. 

For parents on a WP, their WP must either be coded T13, or the parent must be in a NOC 0, A or 8 
position for the applicant to accompany on a study permit. 

• Applicant comes from a wealthy family who is sending them to study at a private school in 
Canada - the student is already attending a school with similar tuition rates as the one in 
Canada. See the following for a list of top primary/secondary schools in Canada: 

❖ http://schoolfinder.boardingschools.ca/schools/ 
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❖ www.ourkids.net/best-boarding-schools.php 

❖ www.cisontario.ca/our-schools/school-search 

❖ The Collegiate at the University of Winnipeg 

❖ The High School at Vancouver Island University 

❖ University of Toronto Schools 

Note that many of the schools listed above provide exchange programs that last from a few 
weeks to potentially two years. The most common is a one-year exchange - also acceptable. 

• Applicant has received a scholarship. 

5. PROGRAM OF STUDY 

7. FAMILY GROUPS 
Check if your application belongs in a family group. If so, ensure that you process the applications of 
the accompanying family members concurrently. These applications may be WP (i.e. C42) or TRV (for 
minor children who are not yet of school age). 

8. NOT ELIGIBLE FOR CO-OP PROGRAMS 
• general interest or preparatory courses. 
• work-study programs offered by institutions that primarily offer ESL/FSL courses. 
• business-type programs containing primarily ESL/FSL courses; officers may request more 

information regarding the curriculum directly from the school before finalizing the application. 
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9. DLI OR PROGRAM-SPECIFIC INFORMATION 

a) MULTIPLE DLis - "+" PROGRAMS 

• A number of Olis have articulation agreements with schools abroad to deliver a part of their 
curriculum. 

• This means that in order for a student to complete their diploma, degree or certificate, the 
student must spend part of their program of studies in Canada. 

• These agreements are generally referred to as "1+1", "2+2" or "2+1", etc.: 

e.g. "1 +1" means that the student will complete 1 year of studies in India and their last year 
in Canada. "2+2" means that the student will complete 2 year of studies in India and their 
last two year in Canada. 

❖ These types of programs are perfectly acceptable for SP visa approval. 

b) MATH PREP/ UPGRADING CLASSES 

• Higher Secondary education in India is divided into three streams with different requirements 
with respect to math: 

• Humanities: no math required. 

• Commerce: no math required. 

• Science: math required for non-medical stream; no math required for medical stream. 

• At the university level in India, it is also only the non-medical science programs which will 
include math as a part of the curriculum. 

• Certain Olis in Canada have introduced math preparatory or upgrade classes for those who did 
not take math in Higher Secondary or university level in India because math is a mandatory part 
of their curriculum. The Indian students will require these courses in order to academically keep 
up in their core math classes. 

❖ Do not refuse if the LOA indicates the student requires a math prep or upgrade course. 

c) CONFEDERATION COLLEGE: PERSONAL SUPPORT WORKER PROGRAM 

• In northern Ontario there is a huge shortage of Personal Support Workers - to such an extent 
that they have now been added to the Provincial Nominee Program: Skill Shortages Stream. 

• No one can work in Canada as a Personal Support Worker without a PSW certification. 

• There are two local agencies offering scholarships (one for $2,000 and the other for $4,000) and 
a guarantee of full time employment to internationally-trained nurses who graduate from the 
PSW program (with a GPA of 3.0). 

• Northern Ontario agencies are desperate for slightly more mature graduates. Students who 
have a trained as a nurse in India are very well suited for these positions, and those who have 
accepted positions in the past, have done really well. 
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❖ Do not refuse a previous nursing student who now wants to take a PSW program for illogical 
progression of studies. 

~ The above can also be applied to PSW programs all over Canada as this shortage is felt across 
the country. Students are also using this program as a pathway to becoming a registered nurse 
in their province of destination. 

d) MOUNT SAINT VINCENT UNIVERSITY: BACHELOR OF ARTS vs BACHELOR OF COMMERCE 

• Students seeking admittance into their Bachelor of Commerce program who did not have grade 
12 math are accepted into a Bachelor of Arts programs to start, during which they can take 
some math courses in order to transfer to their Bachelor of Commerce program. Even if they 
do not pass the math courses, the student can still complete the BA program instead of the 
B.Com program. 

• Many of their international students are required to complete one semester of their University 
Bridging Program (UBP), an academic skills transition program. This provides a more thorough 
orientation for the student on academic expectations and improve any skills (i.e. researching, 
analysis, report-writing, etc.) required to be successful in their programs of study. During the 
UBP, students are already taking at least one academic class from their program of study, which 
means they already begin their program from the start. 

❖ Do not refuse for the above. 

❖ Issue a visa for the full length of the program (Bridging + program of study). 

e) SHASTRI INDO-CANADIAN INSTlTUTE (SICI) 

• This is a binational non-profit organization with registered charity status in Canada. The 
Institute supports the creation of binational links between academia, government, the business 
community and civil society organizations by funding research and hosting seminars. It provides 
grants as well as internships and fellowships to provide opportunities for individuals to gain first­
hand experience in India or Canada in their field of expertise 

• Students come from 110 top-tiered Indian universities (NAAC "A" or NIRF top 100 ranking) who 
are a member of SICI. They are at various stages, whether completing their Bachelor's, 
Master's or PhD degrees. 

• Students will be going to a DLI in Canada (SICI has 37 member schools - all are top tier 
Canadian universities such as UofT, Queens, McGill, UBC, etc.) to study or to complete their 
research for one or a few semesters. Their degrees will be completed in India. They are NOT 
going to Canada to study a full program. 

• Many students receive SIC! grants and/or government scholarships. 

• Applications should contain both a letter from SIC! and LOA from the DLI in Canada. 

• SICI has a rigorous process for selecting applicants, including requiring high academic marks, 
multiple blind reviewers for their research proposals, etc. 
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❖ Since these students are high academic performers who are already in the midst of completing 
their degree, waive IEL TS and transcripts requirements. 

e) STENBERG COLLEGE: POST-GRAD DIPLOMA IN NURSING 

• Stenberg College has created a new Post-Graduate Diploma in Canadian Nursing - a unique 
program that prepares internationally educated nurses to transition into the Canadian healthcare 
system as well as provides a pathway to becoming a Registered Nurse or Licensed Practical 
Nurse in British Columbia. 

• Pre-requisites include a high level of English language ability, a bachelor's degree in nursing 
and a minimum of two years experience as a Registered Nursed in the student's country of 
origin. 

• The first 19 weeks of the program qualifies a student as a registered Health Care Assistant prior 
to the first 10 week co-op in a Canadian healthcare setting. The remainder of the program 
prepares students to write the NCAS exam, which determines whether students can go on to 
complete further training at Thompson Rivers University, the only educational institution offering 
courses to qualify internationally educated nurses as licensed nurses in British Columbia. 
Another requirement for entering Thompson Rivers' program is having 1600 hours of work 
experience as a registered Health Care Assistant. Stenberg College's second additional 20 
week co-op allows students to accumulate these required hours. 

❖ Do not refuse a previous nursing student who now wants to take this post-grad nursing program 
for illogical progression of studies. 

f) YORK UNIVERSITY: ACADEMIC BRIDGING PROGRAM 

• Many of their international students are required to complete one semester of their Academic 
Bridging Program (ASP), an academic skills transition program. This provides a more thorough 
orientation for the student on academic expectations and improve any skills (i.e. researching, 
analysis, report-writing, etc.) required to be successful in their programs of study. During the 
ASP, students are already taking at least one academic class from their program of study, which 
means they already begin their program from the start. 

❖ Do not refuse for the above. 

❖ Issue a visa for the full length of the program (Bridging + program of study). 
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p 

❖ Visas should be issued for the length of the program plus 3 months. For example, if a program 
ends on April 15, 2022, the visa should be valid until July 15, 2022. 

❖ Visas should never be valid for longer than the validity of the passport. If the program length is 
longer than the validity of the passport, they can always apply for a SP-EXT when in Canada and 
after they have obtained a new passport. 

❖ Visa and passport should have the same validity date. A student should never be authorized to 
study in Canada if they do not have a valid passport that will allow them to leave at the end of their 
authorized stay. 

❖ Don't forget to check for possible co-op programs before approving as you will have to issue a work 
permit as part of the study permit application. 

❖ No more user remarks unless the student is enrolled in a prerequisite program. 

Validity date of visa and permit- no pre-requisites: 
• End date of program + 90 days, or validity of passport, whichever comes first. 

Validity date of visa and study permit- pre-requisites apply: 
• End date of pre-requisite course/program + 1 year, or validity of passport, whichever comes first. 

documents status: Counterfoil = Generate 
Permit = Authorized 

SITUATION "User Remarks" TEXT 

On- and off-campus work allowed 

• Full-time studies that will lead to a 
diploma or degree. 

Only on-campus work allowed 

• ESL/FSL course, general interest 
course. 

Not eligible to work 
Unless authorized, prohibited from engaging 

• Part-time studies; primary/secondary in employment in Canada. 
school students. 

Prerequisite program + not allowed to work Unless prerequisite course or program has 
off-campus been completed, may not accept off-campus 

• Pre-requisite course/ programs. employment. 

Issued under R205(c)(i). Employment 
practicum cannot form more than 50% of the 

Work permit for co-op program total program of study. Authorized to 
undertake employment which forms integral 
part of studies as certified by the institution. 

CONDITIONS 

✓ 18 
✓ 26 
✓ 53 

✓ 18 
✓ 26 
✓ 52 

✓ 11 

✓ 18 
✓ 26 
✓ 53 

✓ 18 
✓ 26 
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REFUSALS 

Refusals should be relatively detailed as students commonly request reconsideration and may seek JR. 
The refusal grounds available in GCMS are listed below. Also included are sample notes for such 
refusals - these should always be modified or added with details to make the refusal stronger. 

a) Purpose of visit: R216(1 )(b) Purpose 

• Refusal ground details for R216(1 )(b): / am not satisfied that you will leave Canada at the 

end of your stay, as stipulated in subsection 216(1) of the IRPR, based on the purpose of 
your visit. 

b) Unreasonable program of studies: R216(1)(b) Purpose 

• Use "Other" refusal ground and enter "Comments": Given the applicant's previous 

education ancf/or employment history ! am not satisfied t!u:it the motivation to pursue this 
particular program at this point in time in Canada is reasonable. Refused under R216( 1 j(hj. 

c) Low language scores: R216(1 )(b) Purpose 

• Use "Other" refusal ground and enter "Comments": f am not satisfiecf that you wii! f>e a/Jie 
to compiete your program of stuc!y in that your low language test scores indicate you may 
not have the language abiiity to c!o so. Refusec! under R216(1)(b). 
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d) No language scores: R216(1 )(b) Purpose 

• Use "Other" refusal ground and enter "Comments": I a1r1 not satisfied that you wii! be abie 

to complete your program of stucfy as there is insufficient evidence to determine whether or 

not you have the language ahifity to do so. Refused 1.,ncfer .R216(1)(b). 

• 

• 1--' 11::. - use ··umer"' retusal ground and enter "Comments"': 1 arn not satfrltiecJ mat you w1!! Ire 

a!J!e to cornp!ele your program of stucfy as there is insufficient evicfence to determine 

whether or not you have the language ability to cfo so. Spec:ificaily your results could not 

be verified a.s they vvere not ··pushed'' to IRCC m tl7e PTE Portal. Refused under 
R216(1)(/J). 

• 

e) No LOA provided: R219(1) 

• Refusal ground details for R219(1 ): You have not submitted written documentation from the 
educational institution where you intend to study that states that you have been accepted to 
study there. 

• Use "Other" refusal ground and enter "Comments": You have not providecf a vaiid Letter of 

Acceptance from the designated !earning institution in Canada at vvhich you wish to study 

.Refused uncier R216(1 J(e) ancf R219(1 J 

• Sample Note: Applicant did not provide a letter of acceptance from a DLI. While the 
applicant provided a list of registered courses and tuition payment receipt, it is unclear as to 
in what type of program he was admitted, if enrollment is unconditional, and the length of 
the program. Refused under R216(1 )(e) and R219(1 ). 

f) Missing education transcripts, degree/diploma/certificate: R216(1 )(b) Purpose 

• Use "Other" refusal ground and enter "Comments": You have not demonstrated how you 

qualified for or have the academic !Jackgrouncf to success{ u!fy complete lfle inlencfed 

f)rc)gra;n of stu(jies hecause you have nc;t J)rovklecf yc)ur f)revious ecf ucatior1al trar1scrir>ts 
ancilor cifjJlomalce1tificateldegree. Refused under R216(1)(b). 

• Sample Note: The applicant claims to have completed Grade 12 and graduated from high 
school in 2019, however neither transcripts or graduation certificate have been provided. A 
high school diploma is a requirement for entry into the BA program at USC. I am not 
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satisfied that the applicant has the qualifications to enroll in such a program of study or has 
the academic background to successfully complete it. Refused under R216(1 )(b). 

g) Poor academic grades: R216(1)(b) Purpose 

• Use "Other" refusal ground and enter "Comments": f am not satisfied that you will be able 
to complete your program of study based on your previous academic performance .. Refused 
under R216(1)(b). 

• Sample Note: The applicant provided Grade 12 CBSE marks showing grades near failure 
(below 45%). I am not satisfied that the applicant will be able to complete their program of 
study given their previous academic performance. Refused under R216(1 )(b). 

h) Co-op component forms more than 50% of program: R216(1 )(b) Purpose 

• Use "Other" refusal ground and enter "Comments": The co-op component of your program 
may not form more t!?an 50% of your program of studies. Since t!?is iimit has been 
exceeded, your program of study is not e!igi/Jle. Refused under R216(1 )(b) and 
R205(c)(i 1} 

• Sample Note: The applicant's LOA indicates that co-op is mandatory for the completion of 
the program of studies. Program is comprised of one academic semester plus two co-op 
semesters. Since the co-op component is more than 50% of the program of studies, I am 
not satisfied that the applicant is enrolled in an eligible program of studies. Refused under 
R216(1)(b) and R205(c)(i.1). 

i) Length of stay: R216(1) Length of Stay 

• Refusal ground details for R216(1 ): I am not satisfied that you will leave Canada at the end 
of your stay, as stipulated in subsection 216(1) of the IRPR, based on the length of your 
proposed stay in Canada. 

• Sample Note: Applicant has indicated that they are staying in Canada for an extended 
period, yet there is limited explanation for this stay, or how the applicant is meeting their 
obligations in their home country. I therefore do not find that the proposed studies are 
reasonable, and am therefore not satisfied that the applicant will depart from Canada at the 
end of their authorized stay. Refused under R216(1 ). 

j) Assets and funds: R216(1 )(b) Assets 

• Use in conjunction with R220(a), R220(b) and/or R220(c) !!!! 

• Refusal ground details for R216(1 )(b): I am not satisfied that you will leave Canada at the 
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your personal 
assets and financial status. 
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k) Insufficient funds - tuition: R220(a) 

• Refusal ground details for R220(a): Pursuant to paragraph 220(a) of the IRPA, I am not 
satisfied that you have sufficient and available financial resources, without working in 
Canada, to pay the tuition fees for the course or program of studies that you intend to 
pursue. 

I) Insufficient funds - living expenses: R220(b) 

• Refusal ground details for R220(b): Pursuant to paragraph 220(b) of the IRPA, I am not 
satisfied that you have sufficient and available financial resources, without working in 
Canada, to maintain yourself and any family members who are accompanying you during 
your proposed period of study. 

m) Insufficient funds - transportation: R220(c) 

• Refusal ground details for R220(c): Pursuant to paragraph 220(c) of the IRPA, I am not 
satisfied that you have sufficient and available financial resources, without working in 
Canada, to pay the cost of transporting yourself and any family members who are 
accompanying you to and from Canada. 
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n) Balance of family ties: R216(1 )(b) Family Ties 

• To be used only in conjunction with other refusal grounds!!! 

• Refusal ground details for R216( 1 )(b ): I am not satisfied that you will leave Canada at the 
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your family ties in 
Canada and in your country of residence. 

o) Contravention of T&Cs of previous stay: R216( 1 )(b) Previous Stay 

• Refusal ground details of R216(1 )(b): I am not satisfied that you will leave Canada at the 
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your history of 
having contravened the conditions of admission on a previous stay in Canada. 

p) Employment prospects: R216(1)(b) COR Employment 

• To be used in conjunction with other refusal grounds!!! 

• Refusal ground details for R216(1)(b): I am not satisfied that you will leave Canada at the 
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on the limited 
employment prospects in your country of residence. 
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q) Current employment: R216(1 )(b) Current Employment 

• To be used in conjunction with other refusal grounds!!! 

• Refusal ground details for R216(1 )(b): I am not satisfied that you will leave Canada at the 
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your current 
employment situation. 

r) Immigration status in COR: R216(1 )(b) Immigration Status 

• To be used in conjunction with other refusal grounds!!! 

• Refusal ground details for R216(1)(b): I am not satisfied that you will leave Canada at the 
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your immigration 
status. 

s) Travel history: R216(1)(b) Travel History 

• Do not use as a refusal ground, but you can use this as part of your notes!!! 

• Refusal ground details for R216(1)(b): I am not satisfied that you will leave Canada at the 
end of your stay, as stipulated in subsection 216(1) of the IRPR, based on your travel 
history. 

• Sample Note: Applicant has no prior travel history to demonstrate compliance with visa 
T&Cs. This is insufficient to count as a positive factor in my assessment. 

t) CAQ: R216(3) 

• Refusal ground details for R216(3): You have not submitted a Quebec Acceptance 
Certificate (CAQ). 

• Sample Note: Applicant is destined to attend COi College in Montreal, Quebec. No CAQ 
provided. I am not satisfied that the applicant has been authorized by Quebec Ministry of 
Immigration, Francisation and Integration to study in Quebec. Refused under R216(3). 

= Generate 
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An applicant may choose to switch Olis at various points of their application. Below are instructions on 
how to action the switch. 

APPLICATION STILL IN PROCESS 

• Applicant should provide an updated LOA. 

• Change IMM> TR screen to reflect: 

• the new start and end date of the program; 

• the new program level of study; 

• the new program field of study; and 

• the new program length of study. 

• Change the IMM> TR>Associations>Organizations & Entities tab to add the new DLI org. This will 
automatically "expire" the original DLI with reason as 'Transferred". 

• Reassess eligibility based on the new DLI and program of study. 

APPLICATION APPROVED BUT VISA NOT YET ISSUED 

• Applicant should provide an updated LOA. 

• Cancel the visa and study permit. Re-open the application. 

• Change IMM>TR screen to reflect: 

• the new start and end date of the program; 

• the new program level of study; 

• the new program field of study; and 

• the new program length of study. 

• Change the IMM>TR>Associations>Organizations & Entities tab to add the new DLI org. This will 
automatically "expire" the original DLI with reason as "Transferred". 

• Reassess eligibility based on the new DLI and program of study. 

VISA ISSUED BUT NOT YET TRAVELLED TO CANADA 

• Applicant should provide an updated LOA. 

• In the Client>Documents>IRCC Documents tab, deactivate the visa and choose "Revoked" as 
the reason for deactivation. 

• In the IMM> TR> Associations>Organizations & Entities tab, disassociate the DLI org from the 
application by entering an expiry date and choose reason "No Longer Intended Institution". 
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STUDY PERMITS: Processing Instructions 

• Reply to the applicant by indicating: 

Your .study permit visa has been deactivated. You should not make plans or attempt to travel to 
Canacfa because you wt!! not be perrn:tted to /Joarcl your f!igi,t, S/Jou!cf you wish to study in 

Canac!a at a different DL!, you must submit a new study permit application and pay new 
processing fees. 

• Enter notes under both the Client and application. 

VISA ISSUED AND APPLICANT IS IN CANADA 

• Applicant should provide an updated LOA. 

• Change the IMM> TR>Associations>Organizations & Entities tab to add the new DLI org. This will 
automatically "expire" the original DLI with reason as 'Transferred". 

• Enter notes under both the Client and application. 
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