
BEFORE YOU BEGIN…

Make sure you read the application guideline! 
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3 4



From KDI School 

Official Web Page





From “Gradnet” Page

By pressing the box, please select “KDI 국제정책대학원 (KDI SCHOOL)”



Create your account for the online application
Or login to your account (if you have one) 



Please read “NOTICE” carefully



If you scroll down to the end, 
you may see “Admission list” 

Click “Submit Application” button 
to start your application



Finish reading the precaution and click “I have read” to continue your application process



Select all of the categories to make sure you read and confirm all these 
information and Click “Fill out Application Form” to move on to the next step



Fill in the blanks and click “Next step” to move on



Applicants must fill out the form in order (Step 1 → 5)



Fill out all the information



Place the cursor on the “TIP” box for instructions



Once you have completed form, You MUST click “Save” button. Otherwise, it will not be saved



Please submit Bachelor’s Degree documents ONLY 
(do NOT submit Secondary School’s documents) in “University” section



Please submit Master’s or Ph.D. Degree documents ONLY 
(do NOT submit Secondary School or Bachelor’s degree documents in “Graduate” section)



N/A is ONLY for applicants who graduated 
from universities in countries listed in the “TIP”
Do NOT click N/A if you did not graduate from 

the universities listed in “TIP”





Do NOT submit the Statement of Purpose here.
You are required to use the official form provided by NIIED (form 3)

Please enter “N/A” in this section and submit NIIED Form 3 in “5. Upload Documents“ section.



Go to “MY LIST” tap if you want to request the letter of recommendation.

You are able to request the 
recommendation letter at any 
times during the application. 
Make sure to press “SAVE” 
and go to “My List” for 
request.



Please read instructions in blue color carefully and submit the documents 

Please read the TIP for Official 
Grade System Document 

(Original/Certified) and submit 
accordingly



You must click “upload” buttons to 
complete uploading your files 

✓ “Upload” buttons are activated only after you select a file. 

✓ Selecting files does not mean you have finished uploading your documents. 

✓ You must click “Upload” button to finalize the document submissions.



When you complete forms, blue checkbox icons will appear. 
Please click “Next step” button and it will navigate you to the next page 



Please read carefully and click “Create Online Application” button



Once you click the “Create Online Application” button, “Check the List of Submitted 
Documents” button will be activated. 
When you click it, your application in a pdf format will be automatically downloaded.



Please check your information 

After you click "Complete Submission”, the applicant number 
will be shown on your application.



Click “Complete Fill Form in” button once you have completed your application



Recommendation Letters

• TWO recommendation letters are required to apply for the Master’s programs 

RECOMMENDATION LETTERS: please choose one of the options below and submit them accordingly 
(NIIED Form 5 is a recommendation letter cover; 
consequently, a total of 4 letters (2 NIIED Forms + 2 recommendation letters) must be submitted)

① NIIED Form 5 + signed & sealed original recommendation letters (broken seal is unacceptable) 

② NIIED Form 5 + recommendation letters submitted by using KDI School's online recommendation system
KDI School's online recommendation system is recognized as a sealed letter - the referee must submit Form 5 as well
as recommendation letters
Please refer to the next pages for detailed guideline for option 2

***If the recommendation letters are found to be false or counterfeit, your admission will be cancelled***



Click “Request Letter” to send a recommendation 
request letter to your referee

How to request 
Recommendation Letters by 

using KDI School’s Online 
Application System



Fill in the blanks and click “Send Request Email” button.
The system will automatically send recommendation form to your referee’s email.  
(MUST be valid email address(es)) 

***If the recommendation letters are found to be false or counterfeit, your admission will be cancelled***

It is for the applicant’s responsibility to contact the 
recommender and to get the letter uploaded on time. 



Click “Complete Submission” button to finalize your application
Once you press “Yes”, you CANNOT edit your application after this
Please double check the entered data and submitted documents before completing 
your application.



Once you fill out the survey, your application is completed



✓ Now, you have completed your application! 

✓ Remember, you can still work on “Recommendation Letter Request” 
by the deadline. 

✓ You are able to check the entered data and submitted 
documents/forms by clicking “View Application”. 
(Please note that since you have completed the application, 
you are unable to edit the entered data nor submitted documents)


