
FLEX Application Instructions
Program Year 2018-2019



How to complete the 
electronic application:

• PREFERRED: Type directly in the PDF 
application on your computer and then print 
for signatures and stamps from parents, 
teacher, school director, doctor and dentist.

• ALTERNATIVE: Print the PDF application and fill 
out the paper application by hand in black ink 
with clear, printed letters.



Fillable-PDF application instructions:

• Download the PDF application.

• Open the PDF application with Adobe Reader (not 
Acrobat), available at http://get.adobe.com/reader/.  

• Once you have downloaded the application and Adobe 
Reader, you do not need an internet connection!

• As you complete the PDF document, save often so that 
you do not lose your work. 



How to Submit the Application:
• Submit the completed application either in 

person or by courier service to the American 
Councils office in your country. It must arrive in 
the FLEX office by the due date announced by 
FLEX staff.

• Submit two (2) paper copies of the completed 
application:
– one (1) original (with original photos and signatures) 
– one (1) copy of the original, but no copy of Form 4.



APPLICATION 
INSTRUCTIONS

Application instructions are on the 
last 2 pages of the application file.

NOTE: Do not submit the 
application instructions page with 
your paper application to 
American Councils.

Before you start filling out the 
application, you must:

1. Read carefully the general 
application instructions (last 2 
pages).

2. Read carefully the instructions at 
the top of each form.

3. Review carefully this PowerPoint 
presentation.



Form 1 
Application Cover Sheet 

1. Fill in the TC number in the 
upper right corner. 

2. Fill in the 6-digit number 
assigned to you in the upper 
right corner. Or, if filling the 
form by hand, place one of 
your numbered stickers here.

3. DUE DATE is the date your 
application needs to be 
received at the American 
Councils Office. Use the date 
provided by FLEX staff at 
Round 3.

4. Fill in all the required 
information (in English).
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Form 2
Host Family Letter (two pages)

1. Write your full name at the top of both pages.

2. Write a letter to your host family. Use only the 
pages provided. Extra pages will be discarded. 
• You may use a dictionary.
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4. Describe how you spend your free time. Answer truthfully. You 
may be expected to participate in these activities in the US.

5. List achievements or awards you have received, and any 
leadership positions you have held as shown in the examples.

6. List international experience, as shown in the examples. If you 
have never participated in an international exchange program, or 
never lived outside your country, write NONE.

Form 3
Activities and Achievements (two pages)

1. Write your full name at the top of both pages.

2. List your weekly and monthly activities, as shown in the 
examples.

3. Write about your favorite activity.
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Form 4
Confidential Recommendation
 from Teacher (two pages)

1. Write your full name, school city, 
school name and your current 
grade on the top of the form. 
The rest of the form will be filled 
out by a teacher.

• Give Form 4 and the envelope 
from the FLEX application to a 
teacher who knows you well. In 
some cases, it can be filled out 
by the school director.

• If your teacher knows English 
well, give him/her ONLY the 
English Form 4.
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1. Write your full name at the top of the page.

2. The form must be signed and dated by the teacher and 
have the school stamp. If the teacher cannot get a 
school stamp, he or she must provide an explanation.

3. If the teacher completes Form 4 in English, the 
Translator's Statement is left blank and the local 
language version of Form 4 is NOT turned in.

If your teacher does not know English:
a) Give him/her: 

• The local language Form 4 to complete, sign and 
stamp after you have written your name and 
school information;

• Form 4 in English, after you have written your 
name and school information;

• The envelope for Form 4. 

b) Local language Form 4 must be translated to the 
English Form 4. Neither the applicant nor a member of 
the applicant's family may translate Form 4. 

c) The translator must complete section 4.9. 

d) The English Form 4 must be signed and dated by the 
teacher who wrote the recommendation and have the 
school stamp. If the teacher cannot get a school 
stamp, he or she must provide an explanation. 

e) Both the English and local language versions of Form 4 
must be returned to you sealed in the envelope.

Form 4
Confidential Recommendation 
from Teacher (two pages)
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• You must return the 
recommendation in the signed 
and sealed envelope with your 
application (signed by your 
teacher).

• Write your full name.

• Do not open the 
recommendation in order to 
make a photocopy of it – a 
photocopy of Form 4 is NOT 
required!

Form 4
Confidential Recommendation from 
Teacher (two pages) Teacher’s Signature



Form 5 Student Grade Transcript

1. Write your full name at the top of the page. Fill out 
the information about your school.

2. Academic Year: Indicate your class during that period.

3. Grading Scale: For each academic year, write the 
grading scale that is used at your school (in numbers).

4. Indicate the number of hours per week you spent in 
each class.

5. Provide final grades for the last two years (2015-2016 
and 2016-2017) and current grades for the first part of 
this year (2017-2018).

6.  This form (or local language form) must be signed and 
dated by your school director and have your school 
stamp. If there is no school stamp please explain why.

If you attended two (2) schools during this period, your 
current director should complete information for all 3 
years. If he/she does not have your records, have your 
previous director complete the remaining information 
on a second form, and sign and stamp both.

If your school director does not want to sign and stamp  the 
English version of this form, then:

a) Give him/her the completed local language version of 
the form;

b) Request signature and school stamp;

c) Translate YOURSELF all the information from the local 
language version onto English language version;

d) Submit BOTH local language version and English 
language version with your application.
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1. Fill out the TC number in the 
upper right corner. 

2. Fill out 6-digit number 
assigned to you in the upper 
right corner. Or place one of 
your numbered stickers here.

3. Write your name in your 
native language at the top of 
the form.

4. Fill in all of your relevant 
personal information exactly 
as you did on Form 1.

5. When filling out your address, 
do not translate the street 
name, but write  a 
transliteration as it sounds in 
your native language. For 
example: write ul. 8 Marta, 
NOT March 8 street

6. You must provide the 
telephone number of another 
adult, where you can be 
contacted. Do NOT write a 
parent’s number.

Form 6
Biographical Information
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1. Fill out all personal information for BOTH parents, if applicable.
2. Fill out all relevant information for your school.

3. School name or number: The official name of your school. Do not translate the name into English. Write a transliteration from 
your native language.

4. The address, telephone number and postal code of the school must be included. Write the address as a transliteration.

Form 6
Biographical Information
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Answer all questions on 
Form 7 honestly. They are 
not used during the 
selection process. They 
are used to find an 
American family for you.

• If you answer ‘YES’ to 
questions 6, 7, 8.3, 9, 12, 
13, and/or 15, an 
explanation must be 
provided.

Form 7
Placement Information 
(two pages)

Point 18: If you do not agree to honor the laws and restrictions concerning smoking in the US, you may not 
participate on the program. Your signature and the date are required here, whether or not you smoke. 

Without your signature and date here, your application will not be considered.



READ THIS FORM CAREFULLY!

THESE ARE THE TERMS AND 
CONDITIONS OF THE PROGRAM!

1. Fill in your full name at the top of 
the page. 

2. Have one of your parents/legal 
guardian sign, print their name 
and include the date.

3. Sign at the bottom. Write the date 
that you signed. 

The signed English form should be 
returned to your American Councils 
program office with your application.

Your parents should keep a copy of this 
form for their reference.

Form 8
Parent/Student Agreement 
(two pages)
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1. Fill in your full name at the top of the 
page.

2. Attach (glue) two (2) current photos to 
this form showing you and your family 
or friends.

a) Make sure your face can be seen in 
the pictures.

b) Photos should not display cigarettes, 
alcohol, revealing clothing or bare 
stomachs, or weapons (knives, guns).

c) Indicate which person is you, and how 
old you are in the photo.

d) Photos will not be returned.

3. Put two (2) passport size photos in a 
separate envelope (NOT with the Form 
4 teacher recommendation). Smile for 
this photo! On the envelope, in 
English, write your complete name, 
date of birth, and your hometown. 
Attach the envelope to the back of 
Form 9.

Form 9
Photographs
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1. Fill in your full name at the top.

2. Read the information carefully. 
Write your name, sign and date. Fill 
in your City/Country of Residence. 

3. One parent or legal guardian must 
sign and date at the bottom and fill 
in city/country information.

Return the signed form with the rest of 
your application.

Form 10
Privacy Policy Statement 
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Form 11
Permission for Care of My 
Child and Participant Consent 
& Release Form (two pages)

The first page of Form 11, 
Permission for Care of My Child, 
allows you to receive emergency 
medical treatment. This form is 
mandatory.

1. Fill in your information at the 
top of the form.

2. Fill in your parent’s or legal 
guardian’s information.

3. One parent or legal guardian 
MUST sign and date the form 
at the bottom.
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Form 11
Permission for Care of My Child 
and Participant Consent & 
Release Form (two pages)

The second page of Form 11, the 
Participant Consent and Release Form, is 
your agreement that the Program funder, 
the U.S. Department of State, has the right 
to use media containing your likeness or 
name.

Signing this consent form is OPTIONAL.

1. Fill in your full name at the top of the 
form.

2. Sign and date the form. Fill out the 
relevant personal information.

3. One parent or legal guardian must sign 
and date the form at the bottom and 
fill out relevant personal information.
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*Fill in your TC number and your 6-digit 
number (as you did on Form 1). 

Part A: Complete Part A with one parent or legal 
guardian. Then take Form M in  English 
and your local language to your doctor 
AND dentist.

Part B: All of Part B (4 pages) must be 
completed by your medical doctor. Your 
doctor may attach an extra page to Form 
M if there is not enough space to explain 
an illness or other health related issue.

Section 1- Medical History: The doctor must 
provide an explanation for any question 
answered “YES.”

Form M
Student Health Certificate Page 1 
(four pages total)

* *



Fill in your full name at the top of all 
pages of Form M. 

Section 2- Immunization Record: This section 
must be filled out completely and 
accurately. If you have not received an 
immunization, the doctor should put a dash 
( - ) in the blank. 

*Your doctor MUST answer yes or no to 

the question “Can the student receive 
immunizations?” and MUST provide an 
explanation if the answer is “no”

At a minimum, all U.S. schools require all 
students (including exchange students) to 
have received the vaccination outlined in the 
top box labelled “required by U.S. Schools.” 
Some schools also require additional 
vaccinations.

Form M
Student Health Certificate (Page 2)

*



Section 3- Screening for Pulmonary Tuberculosis: You must 
provide the results of a tuberculosis skin test OR IGRA 
blood test performed after September 1, 2017.

1. If you choose Option 1, skin test: Your doctor MUST 
indicate A) the date the skin test was administered; B) the 
date the results were read; and C) the size IN 
MILLIMETERS of the induration.

• If the result of the skin test is 10 mm or greater, 
you must get a chest x-ray and provide the date 
and result of the chest x-ray (3.2).

2. If you choose Option 2, IGRA blood test: Your doctor must 
indicate A) the result of the blood test (check either 
Negative; Positive; Indeterminate; or Borderline);  and B) 
the date of the blood test.

• If you choose the IGRA test, you must ATTACH THE 
LAB REPORT.

• If the results are positive, indeterminate, or 
borderline you must get a chest x-ray and provide 
the date and result of the chest x-ray (3.2).

3. X-rays: Only required if A) the skin test result is 10mm or 
greater OR B) the blood test result was positive, 
indeterminate, or borderline.

•  The date of the last normal chest X-ray must be 
AFTER the date of the skin test or IGRA blood test.

Section 4- Symptom Review: If your doctor answers “YES” to 
any of the symptoms, a chest x-ray must be provided (4.7).

Section 5- Physical Examination: Information needs to be 
given about your height, weight, blood pressure, and pulse. 
The doctor must provide an explanation for any question 
answered “YES.”

Form M
Student Health Certificate (Page 3)

1 2

3



Section 6- Questions for the Physician: 
The doctor must provide an explanation 
for any question answered “YES.”

1. The doctor must indicate the 
general state of your health by 
checking “EXCELLENT,” “GOOD,” or 
“POOR.”

2. The English version of Form M must 
contain the physician's signature, 
the date he/she signed the form 
and the physician's or medical 
institution's stamp.

The English version also must include 
ALL of the information written on the 
local language version.

Form M
Student Health Certificate 
(Page 4)
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Part C: Dental Certification

1. The dentist must answer all parts of questions 1 and 2 and explain where indicated.

2. The form must contain the dentist's signature, the date he/she signed the form and the dentist's 
stamp.

If your doctor and/or dentist will not stamp the English form M, he/she may stamp the local language 
form M. In this case, you need to turn in BOTH the signed and stamped local language form, AND the 
signed English language form.

Form M
Student Health Certificate 
(Page 4)
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Questions?
Contact your country’s Program Hub 

office by telephone or email


