新西兰（惠灵顿）
 
    自2018年10/08起，新西兰因公签证采取网上申请方式，申请人凭本人护照和出境证明可出境。新西兰移民局签发的签证批准信出访时请随身携带。

      

    一、短期商务类签证
      

    1、申请人登陆新西兰移民局官网(WWW.IMMIGRATION.GOVT.NZ/NEW-ZEALAND-VISAS),注册账号后，填写签证申请。

    2、网上申请：按通知公告中的《新西兰网申指南》所列步骤操作。然后将申请人账户等相关信息发送至我处账户shfaonz@vip.163.com。

    3、窗口提交材料：护照复印件、单位派遣函、1224表及1027表（2人及以上团组提供）。

      

[bookmark: _GoBack]    二、工作签证  


    1、如出访目的为售后服务、安装调试，则不论申请时间长短，一律属普通工作签证，按要求在网上填写申请。

    2、申请长期工作签证另需提供：

    1、在新雇用公司的书面工作证明，此证明需包括工资、工作时间、职责说明和其他相关内容；

    2、学历和工作经历的公证书；

    3、停留6个月以上、12个月以下的，须递交胸部X光检查证明(INZ 1096)；停留一年以上的，须递交体格检查表(INZ 1007)及胸部X光检查证明(INZ 1096)。新西兰领馆指定的体检中心（下附）会将胸透及体检表格直接在线递交至新西兰移民局。申请人需在签证表C9项填写eMedical认证码。

    ——百汇医疗中心：南京西路1376号315，电话62798129

    ——上海怡东门诊部：徐汇区淮海中路1325号爱美高大厦304-309，电话64730055

    ——上海快验保门诊部:浦东新区浦东南路256号华夏银行大厦102,电话58878260

    ——闸北区中心医院:中华新路619号辅诊楼6楼,电话36533651

    ——上海国际旅行卫生保健中心:长宁区金浜路15号,电话62683085

    4、停留两年以上者，还须提供无刑事犯罪公证书。

    三、标准格式的派遣函（须由局级主管单位出具并盖局级单位公章，具体格式请至专管员平台“公共资料查看”下载。须用含局级单位地址、电话、传真等信息的信笺纸打印，函中内容包括：邀请方信息；团组联系人及电话；申请人之前访新及申请新签证情况，如记不清时间可写年份、所持护照号；赴新费用由谁承担并担保出访人按期返程等。）

    *新方会对提供的邀请方信息进行核实，必要时可能要求申请人提供邀请函，或邀请方负责人、注册证明复印件等信息。
      

    四、过境新西兰，必须办妥过境签证，可办理团签。

    签证材料需要送至新西兰驻华使馆进行审核，所需工作日约15-20个工作日，请预留出足够的工作日来办理。

    申请过境签证需提供：

1、 签证费：1300元/每人(请勿网上付费) 

2、 短期签证所需申请材料：

    1、有效护照包括申请人将抵达的最终目的地国家的签证；

    2、填写完整并签字的过境签证申请表（INZ1019）；

    3、办理团签须填写团组过境签证表（INZ1155）；

    4、填写完整并签字的中国公民赴新西兰访问、留学、工作的补充表（INZ1027）并复印一份；

    5、申请人近期护照照片两张；

    6、机票或确认过的机票订单，包括进入及离开新西兰的具体时间；

    7、护照复印件。

    8、新西兰移民局保留在签证申请审理过程中要求补充材料的权利，并将所有信息及材料存放在档案中。


    五、新西兰电子签证有效期内更换护照

    签证材料需要送至新西兰驻华使馆进行审核，所需工作日约15-20个工作日，请预留出足够的工作日来办理。

    更换护照需提供：

    1、1023表(FORM 1023), 新旧两本护照，并附上转移签证的情况说明，需要本人签字及单位盖章。

    六、持海员证人员申请签证时，须提供申请人的因私护照及海员证。

    七、执行商业航班任务的机组人员，可凭有效护照至发照单位开具出境证明，出入新西兰国境七日内免办签证，但每次航班均须向新方主管机关提供必要的机组人员信息，上述机组人员不论何种原因如需停留超过七天（自入境之日起），应向新方主管机关申办延期停留许可。

    八、领馆可能要求补充的其它材料。
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新西兰短期商务签证网上申请指南 
 


上海外办 
2018年9月 







STEP 02 


STEP 03 


- 


- 


STEP 04 


- 


STEP 05 


- 


新西兰网申流程 


登录新西兰官网 
注册申请账号 


STEP 01 
登录官网填写 
个人申请信息 


向外办提交账户 
信息和签证材料 


外办上传照会和 
申请材料附件 


外办在线提交申 
请并付款 


新西兰签证申请官网地址： 


https://www.immigration.govt.nz/new-zealand-visas 


STEP 06 


外办在签证返回后 
据情况开出境证 







一、创建REALME 账户 







网上申请新西兰签证，需要在其移民局官网注册REALME 账户，具体方法如下： 
第一步：创建REALME 账号 
使用中文表格在线申请签证，首先必须在RealMe上注册登录然后再建立一个Immigration ONLINE帐户。 
 
注册网址： 
https://www.immigration.govt.nz/new-zealand-visas 


点击LOGIN 按钮 1 


选择访
问签证，
这样就
可以进
入到中
文界面 


2 



https://www.immigration.govt.nz/new-zealand-visas





点击LOGIN 
 


3 


3 


4 


已有REALME账户
的直接登陆 
 


点击“创建 RealMe 登录号” 







二、短期访问签证申请 







创建账户成功之后，可以进
入到个人账户界面 







点击短期访问签证（团签个
签都按此选项） 


此处可选中文界面 







针对自己的情况回答问题后，点
击右下角的“开始我的申请” 







如实填写对应的个人信息 







两人及以上需要一同出访的，请勾选“YES”
并输入单位定义的团组名。 当外办进行审
核时，可以区分申请人是否为该团组成员 
单人出访请选择 “NO”。 


为便于统一管理请填写外办新西兰
签证电子邮箱  
shfaonz@vip.163.com 用于接收电子
签证。 



mailto:shfaonz@vip.163.com





签证类型选择 
1、 BUSINESS VISITOR VISA 
2、 FAO GROUP VISA 
 
申请个签，选择BUSINESS VISITOR VISA 
申请团签（3人以上），选择FAO GROUP 
VISITOR VISA 
 
此选项不能出错，会关系到最后的费用问题。 
团签NZD$95/人  个签NZD$165/人 
 
 
 
 







其他人申请人信息请勾选NO 







1、申请人健康信息，如实填写。 
 
2、“过去5年内，逗留超过3个月


的国家”，根据情况如实填写，
如没有请选择“CHINA” 
 
 
 
 







申请人品德信息，请如实填写 
 
 







提供详细的工作经历 
 







新西兰联系人信息， 一般
提供邀请方的相关信息 







申请人家庭情况，请如实填写 







服役经历 如实填写 







代理人填上海外办的相关信息，如
左图示。 
选择无代理提交的申请有可能会不
被新西兰移民局接受 


因公出访团组，请选择YES，并选择
assisting the applicant  如左图所示 







1、提供符合要求的签证照片，不允许用修
图软件，系统审核通过后方可完成上传 
关于照片要求的说明点击以下链接 
https://www.immigration.govt.nz/new-
zealand-visas/apply-for-a-visa/tools-and-
information/acceptable-photos 
2、上传文件需转换成.PDF格式 
 


雇主准假信 需提供新西兰派遣函 


代理授权的1224表，填写好并上传提交。
1224表样张见指南最后一页。 


点击此处
链接可下
载1224表 


注意： 
 
1、单人个签： 此处选NO，然后点击稍后继续并退


出。之后由专管员至受理中心窗口提交相关纸质签证
材料 
 
2、两人及以上团体申请（含个签及团签）：此处也
选NO, 然后点击继续。进行下一步操作。 



https://www.immigration.govt.nz/new-zealand-visas/apply-for-a-visa/tools-and-information/acceptable-photos

https://www.immigration.govt.nz/new-zealand-visas/apply-for-a-visa/tools-and-information/acceptable-photos

https://www.immigration.govt.nz/new-zealand-visas/apply-for-a-visa/tools-and-information/acceptable-photos





申请人勾选同意后继续 
 







选择团组提交的申请人 
（2人及2人以上出访），此处如图示，付款页面将在团组提
交时一起支付，点击提交即可完成个人申请。 







选择团组提交的申请人 回到个人账户界面，就可以看到申请
人的状态 ：READY FOR GROUP（图示）就可以继续团组内下


一个申请人信息的输入。全部完成之后由申请单位专管员至
外办受理窗口提交相关纸质材料，最后由上海外办进行签证
申请操作。 
 







May 2018


immigration.govt.nz


Visitor Visa
Declaration Form


INZ 1224


A declaration for visitor visa applicants if another person is applying online on their behalf


Using this form
Use this form if another person will submit an online application on your behalf. This includes if you are over 18 and 
have been included in the visitor visa application of your partner or parent.
You must sign Section A to:
• show you understand and agree to the statements about your application and any visa you may be granted, and
• agree to the application being submitted.


You must also sign Section B if:
• the person submitting your application is a licensed immigration adviser, or is exempt from licensing (such as


a lawyer), and
• will continue to act on your behalf after submitting your application.


Section A: Visitor Visa Declaration
I agree: 
• to tell Immigration New Zealand about any changes to my circumstances that occur after making this application


(including a change in my employment or partnership status) that may (i) affect the decision on my application for
a visa, or (ii) affect the decision to grant entry permission based on the visa for which I am applying


• to leave New Zealand before my visa expires
• that if I am not entitled to free health care in New Zealand, I will pay for any health care or medical assistance I may


require in New Zealand
• if I am granted a limited visa, that I will leave New Zealand on or before the expiry date of that visa. If I do not leave


New Zealand, I may be immediately deported from New Zealand without the right of appeal.


I understand that: 
• if I remain in New Zealand after my visa has expired, I may be liable for deportation
• if I have received immigration advice from an immigration adviser and if that immigration adviser is not licensed under


the Immigration Advisers Licensing Act 2007 when they should be, Immigration New Zealand will not further process
my application.


I authorise: 
• Immigration New Zealand to provide information about my health and my immigration status to any health service agency
• any health service agency to provide information about my health to Immigration New Zealand
• Immigration New Zealand to provide information about my immigration status to my education provider, including via


the online VisaView system, if I undertake a course of study while in New Zealand
• Immigration New Zealand to make any necessary enquiries about information on this form and/or accompanying


documentation
• any agency whether in New Zealand or overseas, including but not limited to border or immigration agencies, education


providers, financial institutions, foreign embassies, government authorities, healthcare providers, insurance providers,
police or other law enforcement agencies, that holds information (including personal information) related to information
on this application form and/or accompanying documentation to disclose that information to Immigration New Zealand
or the Ministry of Business, Innovation and Employment, so that they can:


–– make a decision on this application
–– answer enquiries about my immigration status once my application has been decided


1224表样张







2 – Visitor Visa Declaration Form – May 2018


I also authorise   FAN YE   of 


to submit my application online (name this person only if they are applying on your behalf but not included in 
the application).


New Zealand Business Number (for New Zealand businesses only)  
For help search: www.nzbn.govt.nz


I confirm that all the information I have provided is true and correct, and that I have provided all the necessary 
documents. I understand that information provided in the online form by another person on my behalf is considered 
to be information provided by me. I understand that if false or misleading information is submitted, my application 
may be declined without further warning.


I agree with the declaration


Signature of principal applicant	 Date  D M Y YD M Y Y


Signature of partner (if applicable)	 Date  D M Y YD M Y Y


Signature of parent or guardian if principal applicant is under 18 years of age (if applicable)


        Date  D M Y YD M Y Y


Signature of accompanying dependent children over 18 years of age (if applicable)


Child one	 Date  D M Y YD M Y Y


Child two	 Date  D M Y YD M Y Y


Child three	 Date  D M Y YD M Y Y


Child four	 Date  D M Y YD M Y Y


Section B: Authority to act with regards to your visa application


To be completed if an immigration adviser, lawyer or another person exempt from the requirement to be licensed 
under the Immigration Advisers Licensing Act has recorded your information in the online form, will be submitting 
the online form on your behalf and will continue to act on your behalf throughout the processing of your application.


Note: Only a licensed immigration adviser or person exempt from licensing may act on your behalf throughout the 
application process. See www.immigration.govt.nz/adviserlicensing for more information about who is exempt 
from licensing.


  �I authorise the person identified in Section A who will submit my application, to act on my behalf with regards to 
the processing of that visa application.


  �I also authorise all other licensed immigration advisers or persons exempt from licensing who work for 
the organisation named above to act on my behalf. Note: the person identified in Section A will receive all 
communication from Immigration New Zealand.


Signature of principal applicant  Date  D M Y YD M Y Y


Signature of parent or guardian if principal applicant is under 18 years of age (if applicable)


        Date  D M Y YD M Y Y


   签    名  


FAN YE  SHANGHAI FAO 


 日 期  
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This form needs to be completed in the English language 请用英文填写此表


Also known as/other name [s] 曾用名 /别名


Place of birth [eg Beijing] 出生地（如北京） 	 	 	 	       Citizenship 国籍


Country of birth [eg China] 出生国家（如中国） 


Chinese Commercial Code and/or Chinese National ID Number	


姓名的标准电码和 /或中国公民身份证号码


Passport number 护照号码 


Date of issue 签发日期	  	              Date of expiry 到期日期


Applicant's residential address and contact information 申请人居住地址和联系方式


Flat No. 房间号		       Entrance No. 门号	 	 Building No. 楼号               Street No. 街号


Complex name 小区名	 	 	 	 	 	 Street name 街道名


District 区	 	 	 	 	 	 	 City 城市


Province 省	 	 	 	 	 	 	 Telephone [s] 电话


Email 电子邮箱


Applicant's work (current) If retired or not working, provide details of last paid work. 	


申请人的工作（当前）如果已退休或不在工作，请提供上一份工作的信息


Occupation/job title 职业 /职位


Name of company/business 公司 /商业名称


Building name 楼名	 	 	 	 	 	 Street name and No. 街道名称及号码


District 区	 	 	 	 	 	 	 City 城市


Province 省	 	 	 	 	 	 	 Telephone [s] 电话


Email 电子邮箱


Applicant's previous tertiary education (if undertaken) 申请人的高等学历（如获得）


Name of institution 院校名称


Programme of study 课程专业名称


Dates of attendance 入学及课程完成日期


Full name [underline family name] 姓名（请在姓氏下划线）


Date of birth 出生日期 Gender 性别   □ Male 男   □ Female 女D D M M Y Y Y Y


D D M M Y Y Y Y D D M M Y Y Y Y


OFFICE USE ONLY Client no.: Date received:            /            / Application no.:


For further information on immigration  
visit www.immigration.govt.nz


Supplementary Form
补充表


for Chinese visitors, workers and students 适用于中国公民的访问 ,学生及工作申请


INZ 1027


December 2013







D D M M Y Y Y Y D D M M Y Y Y Y


D D M M Y Y Y Y D D M M Y Y Y Y


Applicant's military history (if applicable) 申请人服兵役历史（如适用）


Rank 军衔	 	 	 	 	 	 	 Unit 所属部队


Service 军种	 	 	 	 	 	 	 Dates served 服役时间


Rank 军衔	 	 	 	 	 	 	 Unit 所属部队


Service 军种	 	 	 	 	 	 	 Dates served 服役时间


Provide details of your parents, partner/spouse and children (even if they are not travelling with you) 


请提供您父母、配偶和子女的详细信息（即使他们不与您一同旅行）


Name (underline family name) 姓名（在姓氏下划线 ) Relationship to applicant 与申请人关系 Date of birth 出生日期


Type of visa being applied for 申请签证的种类


□ Tourism/holiday 旅行 /度假  □ Business 商务  □ Study 学习  □ Visiting friends/relatives 拜访朋友 /家人  	


□ To work in New Zealand 在新西兰工作  □ Conference 会议  □ Other (specify) 其他（请具体提供）


Intended date of arrival 计划入境时间			        Intended date of departure 计划离境时间


If visiting New Zealand for business purposes/a conference, please provide the following details	


如果以商务考察或参加会议为目的访问新西兰，请提供如下信息


Name of person/organisation you are visiting or conference you are attending	


您将要拜访的人名 /组织机构名称 或出席会议的名称


Address 地址


Telephone 电话		 	 	 	 	 Email 电子邮箱


If coming to work in New Zealand, please provide the following details 如果进入新西兰工作，请提供如下信息


Name of company/business 公司 /商业名称


Address 地址


Telephone 电话		 	 	 	 	 Email 电子邮箱


If coming to New Zealand for study, please provide the following details 如果进入新西兰学习，请提供如下信息


Name of institution 院校名称


Intended programme of study 即将学习的课程


Area of study [for postgraduate/Masters/PhD students please specify thesis topic]	


学习领域（如就读研究生 /硕士 /博士生，请提供具体研究领域）


			 


Programme of study:  start date 课程开始日期 		                 end date 课程完成日期


Name and address of any New Zealand contacts (for example, friends and family)请提供新西兰联系人的姓名和地址（如朋友和家人）


Name 姓名


Address 地址


Telephone 电话		 	 	 	 	 Email 电子邮箱


Name 姓名


Address 地址


Telephone 电话		 	 	 	 	 Email 电子邮箱


2 – Supplementary Form - December 2013


When filling in this form, please print clearly using CAPITAL LETTERS.
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oleObject1.bin
局级单位信笺纸（需有地址 、电话 、传真等信息）


To: Immigration New Zealand Shanghai Branch 


Date: DD/MM/YYYY

Dear Sir or Madam,


This is to certify that the delegation from XXX (派遣单位名称)affiliated to XXX(局级单位名称), is invited to visit New Zealand, referring to below for detail of the trip. 

· Purpose of the Visit: XXX

· Duration of the Visit: from when to when

· Name of the NZ inviting company: XXX

· Name of the NZ contact person: XXX

· Email of NZ inviter: xxxx@xxxxx

· Tel of NZ inviter: +64-XXX

Below is the list of the delegation which is headed by the official listed at the top:

		Name

		Date of Birth

		Unit

		Position

		Passport No.

		Whether been to NZ/


Applied for NZ Visa (Y/N),e.g. Y2009 or N



		Mr. XX

		Xx/xx/xxxx

		XXXXXX

		XXXXX

		xxxxxxxx

		xx



		Mrs. XXX

		Xx/xx/xxxx

		XXXXXX

		XXXXX

		xxxxxxxx

		xxx



		XXX

		Xx/xx/xxxx

		XXXXXX

		XXXXX

		xxxxxxxx

		xx





We confirm that all expenses associated with this trip and the delegation’s return to China as scheduled within the visa duration will be guaranteed by us.


If you have any question, please contact the below officer:


Name of contact person for the application: XXX        


Name of the contact person’s work unit: XXX                                           


Contact Tel: 0086-XXX


Yours faithfully,


XXX（局级单位名称，盖公章）


Name of the officer in charge:  Fan Ye     


Name of FAO: Foreign Affairs Office of the Shanghai Municipal People’s Government                                          


Contact Tel: 021-22161474
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May 2018


immigration.govt.nz


Visitor Visa
Declaration Form


INZ 1224


A declaration for visitor visa applicants if another person is applying online on their behalf


Using this form
Use this form if another person will submit an online application on your behalf. This includes if you are over 18 and 
have been included in the visitor visa application of your partner or parent.
You must sign Section A to:
•	show you understand and agree to the statements about your application and any visa you may be granted, and
•	agree to the application being submitted.


You must also sign Section B if:
•	the person submitting your application is a licensed immigration adviser, or is exempt from licensing (such as 


a lawyer), and
•	will continue to act on your behalf after submitting your application.


Section A: Visitor Visa Declaration
I agree: 
•	to tell Immigration New Zealand about any changes to my circumstances that occur after making this application 


(including a change in my employment or partnership status) that may (i) affect the decision on my application for  
a visa, or (ii) affect the decision to grant entry permission based on the visa for which I am applying


•	to leave New Zealand before my visa expires
•	that if I am not entitled to free health care in New Zealand, I will pay for any health care or medical assistance I may 


require in New Zealand
•	if I am granted a limited visa, that I will leave New Zealand on or before the expiry date of that visa. If I do not leave 


New Zealand, I may be immediately deported from New Zealand without the right of appeal.


I understand that: 
•	if I remain in New Zealand after my visa has expired, I may be liable for deportation
•	if I have received immigration advice from an immigration adviser and if that immigration adviser is not licensed under 


the Immigration Advisers Licensing Act 2007 when they should be, Immigration New Zealand will not further process 
my application.


I authorise: 
•	Immigration New Zealand to provide information about my health and my immigration status to any health service agency
•	any health service agency to provide information about my health to Immigration New Zealand
•	Immigration New Zealand to provide information about my immigration status to my education provider, including via  


the online VisaView system, if I undertake a course of study while in New Zealand
•	Immigration New Zealand to make any necessary enquiries about information on this form and/or accompanying 


documentation
•	any agency whether in New Zealand or overseas, including but not limited to border or immigration agencies, education 


providers, financial institutions, foreign embassies, government authorities, healthcare providers, insurance providers, 
police or other law enforcement agencies, that holds information (including personal information) related to information 
on this application form and/or accompanying documentation to disclose that information to Immigration New Zealand  
or the Ministry of Business, Innovation and Employment, so that they can:


–– make a decision on this application
–– answer enquiries about my immigration status once my application has been decided







2 – Visitor Visa Declaration Form – May 2018


I also authorise  NAME OF PERSON   of  NAME OF ORGANISATION, IF APPLICABLE


to submit my application online (name this person only if they are applying on your behalf but not included in 
the application).


New Zealand Business Number (for New Zealand businesses only)  
For help search: www.nzbn.govt.nz


I confirm that all the information I have provided is true and correct, and that I have provided all the necessary 
documents. I understand that information provided in the online form by another person on my behalf is considered 
to be information provided by me. I understand that if false or misleading information is submitted, my application 
may be declined without further warning.


I agree with the declaration


Signature of principal applicant	 � Date  D M Y YD M Y Y  


Signature of partner (if applicable)	 � Date  D M Y YD M Y Y  


Signature of parent or guardian if principal applicant is under 18 years of age (if applicable)


           Date  D M Y YD M Y Y


Signature of accompanying dependent children over 18 years of age (if applicable)


Child one	 � Date  D M Y YD M Y Y


Child two	 � Date  D M Y YD M Y Y


Child three	 � Date  D M Y YD M Y Y


Child four	 � Date  D M Y YD M Y Y


Section B: Authority to act with regards to your visa application


To be completed if an immigration adviser, lawyer or another person exempt from the requirement to be licensed 
under the Immigration Advisers Licensing Act has recorded your information in the online form, will be submitting 
the online form on your behalf and will continue to act on your behalf throughout the processing of your application.


Note: Only a licensed immigration adviser or person exempt from licensing may act on your behalf throughout the 
application process. See www.immigration.govt.nz/adviserlicensing for more information about who is exempt 
from licensing.


  �I authorise the person identified in Section A who will submit my application, to act on my behalf with regards to 
the processing of that visa application.


  �I also authorise all other licensed immigration advisers or persons exempt from licensing who work for 
the organisation named above to act on my behalf. Note: the person identified in Section A will receive all 
communication from Immigration New Zealand.


Signature of principal applicant  	 Date  D M Y YD M Y Y   


Signature of parent or guardian if principal applicant is under 18 years of age (if applicable)


           Date  D M Y YD M Y Y
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TAKING ACCEPTABLE VISA PHOTOS 


TECHNICAL REQUIREMENTS FOR 
PROFESSIONAL PHOTOGRAPHERS 
1. Adjust camera settings 


• set the camera to take colour photos 
• set the camera to save images as JPG (or JPEG) files 
• set the colour to sRGB (to match the colours that most video monitors and printers reproduce) 
• change the camera’s colour balance to adapt to artificial lighting, and avoid an unnatural skin colour in 


the picture  
– use either:  
• flash 
• tungsten 
• daylight 
• The photo file size  must be between 500KB and 3 MB 
• The photo must have dimensions between 900 x 1200 pixels and 2250 x 3000 pixels. 


 


Figure 1: Image size and aspect ratio 







 


2.  Position the person and camera correctly 
The image must be taken in portrait. 


The person must stand: 


• in front of a plain, light-coloured (not white) background 
• 1 to 1.5 metres in front of the background, to lesson shadow 
• 1 to 1.5 metres away from the camera, to keep facial features clear. 


For the best picture, use a tripod and set it so the camera is level with the person’s eyes. 


3.  Stop background shadows, lighting, and red-eye 
To stop shadows and red-eye, try some or all of the following: 


• take the photo in an area with a low, bright-white ceiling and a mounted flash that rotates (to bounce 
light off the ceiling) 


• use the digital camera’s flash sync-cable if it has one, and put the flash to the side of the camera 
• turn off the flash and use bright overhead lighting 
• shine a separation light on low power about 0.5 metres out from the background at the subject's lower to 


mid back level (to cancel out any shadows). 


4.  Get prepared 
The person in the photo must: 


• make sure no headwear covers their face 
• not wear bold clothing patterns 
• be the only face in the photo 
• face the camera with eyes open 
• must look directly at the lens. 


5.  Position the head and take the photo 
Before you take the photo, make sure the person’s head is positioned to match this example image: 







 


• the person’s face is in the centre, of the frame 
 


 
• you can imagine a centre line going from the bottom of the image through the centre of the mouth and 


nose to the top of the image 
• the length of the head fills 75% of the frame (see A) 
• the width of the head fills 70% of the frame with equal space on both sides (see B) 
• the eyes are positioned in the top half of the frame, between points C and D 
• there is a light background showing around the entire head. 


If needed, move the camera tripod or use the camera’s zoom to frame the picture correctly. Use optical zoom 
(not digital) for better quality. 


5. Check the image 
After taking the photo, check the image to make sure it meets all the requirements. 


If the image is too dark or too light: 


• check the exposure setting on your camera 
• lower the power of the flash or use a light diffuser. 


6. Image size of photos for online applications  
Save the image as a jpeg and make sure the file size is between 500kb and 3MB and have dimensions between 
900 x 1200 pixels and 2250 x 3000 pixels. 
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