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Indonesia Immigration


Indonesian Immigration, Registration, and Permit Process for American Researchers

By Jennifer L. Epley

Department of Political Science
University of Michigan

(Fulbright Student Grantee, 2006)

· Please note that the procedures outlined below are subject to change at any time.  All of the financial information is as of January 21, 2006.  The following information is only meant to be a general guideline.  Please consult with Indonesian colleagues and officials for further details.
· Some of the following information is based on details provided in a Fulbright-AMINEF pamphlet from 2005 (Jakarta).
In the United States:

Before you begin, check to see if your passport needs extra pages.  It is better to have more pages than not so as to allow room for multiple stamps and visas, particularly visa mistakes that may take up space.  If you do need more pages, you will need to send your passport to the U.S. Department of State.  If you do this far enough in advance (six or more months), the process is free.  If you need it expedited, you can pay an agency.  The government expedited fee is $60.00 and the agency will charge you $70 or more, plus shipping and handling, depending on the services and turn-around time.

You will also need several passport photographs.  Requirements have changed over the past few years.  Sometimes regular American passport photographs are accepted, but passport photographs with a red background tend to be the norm.  If you need the latter and you did not get photographs during previous trips to Indonesia (highly recommended!), JC Penney’s has a photography studio with changeable backgrounds.

Step 1
Determine who will be your Indonesian sponsor.  This can be a research institute, non-profit organization, university, or individual.  You can establish contact with a potential sponsor on preliminary trips to Indonesia or via phone and email, though the latter is more difficult.  You need multiple original copies and photocopies of an official letter in Indonesian from this sponsor.  You or someone you know must also translate this letter and get it “approved” (e.g., official stamp certifying that the translation is correct).  In some cases, you can have a university lecturer or professor certify that the translation is correct.

Step 2
Send a cover letter and proposal requesting permission to conduct research in Indonesia to the closest Consulate General or Embassy to your U.S. residence.  This may be Chicago, Washington, D.C., Los Angeles, etc.  Follow the instructions on their respective websites as additional materials may need to be sent.  It is usually best to have a personal contact at one of the Consulate General offices or the Embassy to facilitate this process.  Try to call the offices instead of relying on email.


(It is advisable to include as many research locations as possible in the original proposal so as to avoid going through the whole immigration process again to add cities at a later date.  Going through the process again can be time-consuming and costly.)
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Step 3
Once you receive a letter of support from the Consulate General or Embassy, you may send this and your proposal materials to Lembaga Ilmu Pengetahuan Indonesia or LIPI for short (Indonesian Institute of Sciences).  Check the LIPI website as well for extra materials which may be required.

Step 4
LIPI typically meets once a month concerning research applications.  The review committee consists of LIPI researchers and government officials (e.g., Security, Home Affairs).  The review process could take a month or several months, so plan ahead.  LIPI will contact the immigration office to issue a special number once you are approved.  This number will be sent to the Consulate General who will then issue a research visa.  Call the Consulate General regularly to ensure that the various offices have contacted the right people. 

Step 5
Send your visa application, passport, and passport photographs to the Consulate General.  Please note that the application requires that you include your flight information.  If you do not have the specifics (i.e., you did not purchase your ticket yet), try to provide information that is as close as possible to your itinerary.  You will receive your passport in the mail.  This could take a couple of weeks to a few months.  It is recommended that you send a thank-you card to anyone who helped during this process.

In Indonesia:

Step 6
Upon arrival in Jakarta, you will receive a temporary arrival permit (i.e., stamp in your passport).  Check that the stamp date matches your arrival date.  You are required to report to a local immigration office within seven days of your arrival.

Step 7
You should have in your possession or obtain as soon as possible the following items:

· 5-10 photocopies of your passport, especially your visa from the Consulate General or Embassy and the arrival stamp from the airport.

· 3 sets of 10 each (just to be on the safe side) of current “red background” photographs measuring 2x3cm, 3x4cm, and 4x6cm.  Photographs get lost and sometimes offices ask for more than you may initially be told, so extras are useful.  You can go to any local photography studio and have your picture taken if you have not already done so.  Be sure that the red background is bright red and not too dark.  Keep the negatives for future prints if needed.

· Make 5-10 photocopies of the various letters and applications you will make along the way at the different government offices.

· US $100.00.  This is the administration fee for LIPI.  Additional family members need to pay US $25.00 each.

· Rp. 500.000 or more.  This should cover you for the multiple applications, administrative fees, tips, etc. at the government offices.

Step 8
The following is a sample itinerary.  The process could take 5 days or a few weeks.  Much depends on how long it takes you to get from one office to the next, how persistent and patient you are, how long you will be staying in Indonesia (e.g., if you stay more than 6 months, you have extra steps to complete), any national holidays (e.g., Ramadan, any of the New Year holidays, Independence Day), office hours on different days, and the like.

· Day 1:
Proceed to LIPI for a cover letter early in the morning.  Researchers usually meet with Bapak Ruben Silitonga, Kepala Sub-Bagian Administrasi Penelitian Asing (head of the administrative sub-section responsible for foreign researchers) or a staff member.  Pay the US $100.00 and get a receipt.  Additional family members will need to pay US $25.00 each.  Also provide photographs in the sizes requested.  

If you get the letter within a reasonable amount of time, deliver one copy of the letter to the Police Headquarters.  If you do not get the letter quickly, then deliver it early the next morning.  The Police Headquarters is called “Direktorat Intelpam” and located at Jl. Trunojoyo No. 3, Kebayoran Baru in Jakarta Selatan (South Jakarta).  The Direktorat Intelpam will issue you a document called “Surat Keterangan Jalan” (SKJ), i.e., a travel permit.  Buy a registration form (Rp. 2.500), complete it, and return it with two photocopies of your passport, visa, arrival stamp, photographs in the requested sizes, and Rp. 50.000, which is the registration fee.  Get a receipt and return the next day to obtain the SKJ.

· Day 2:
Return to LIPI and submit a copy of the SKJ.  LIPI will then give you another letter called “Surat Ijin Penelitian” (research permit).  You will give a copy of this letter to the Ministry of Home Affairs and Regional Autonomy (specifically the Directorate General of KESBANGPOL), your sponsor in Indonesia, and the local immigration office in Jakarta or wherever your actual research site is if outside of Jakarta, along with photocopies of your passport, visa, and arrival stamp.  Photographs may be requested, too.

The Ministry of Home Affairs and Regional Autonomy is located at Jl. Medan Merdeka Utara 7-8, Jakarta Pusat (Central Jakarta).  When you drop off the “Surat Ijin Penelitian” from LIPI to this office, you will be told to come back the next day to receive another letter, the “Surat Pemberitahuan Penelitian, SPP” (notification of research letter).

· Day 3:
Pick up the SPP from the Ministry of Home Affairs and Regional Autonomy.  Copies of the SPP must then be brought to the Governor’s Office in whatever province(s) you will be located.  You will need to submit photocopies of your passport, visa, arrival stamp, your KITAS (see next day), research proposal, and photographs may or may not be requested.  You will also need to provide a copy of your Indonesian sponsor’s KTP (identity card).  Since you need to give a copy of your KITAS, it is best to wait for it first and then go to the Governor’s Office.  
· Jakarta: There should not be any processing fees at the Governor’s Office.  The main office is located on the 16th floor.  You will probably be asked to come back in a day or two.  Take the letter you will receive to the 10th floor (use the stairs as the elevators do not go to this floor for some reason).  You will probably be told to come back in a few days for the final letter.
· Day 4:
If you will reside in Jakarta or if your research site is distant from a city where the local immigration office is located, you have an extra day or two of running around.  Go to the Immigration Office at Jl. Warung Buncit No. 207 and complete all requested paperwork.  Pay Rp. 215.000 total for the forms and processing fees.  Get receipts.  Wait until you are called to sign a blank KITAS card (the office will fill out the rest later) and then be fingerprinted.  Bring tissue to clean your hands.  You will then wait 1-4 days for the KITAS to be completed.  
· Day 5 or later:
Pick up your KITAS and a related blue book (you can staple the KITAS to the blue book) from the Immigration Office.  You will be asked to sign a book indicating that you picked the two items up.  Make some photocopies of the required documents at the nearby photocopy office and return your folder to the front desk.  Now you will need to return to the Police Headquarters to “report.”  Fill out an application (Rp. 7.500) for a “Surat Keterangan Lapor Diri, SKLD” (personal registration), provide three photographs, get fingerprinted, pay Rp. 50.000, and obtain a receipt.  You will return to the police department in about three weeks.
· Later (see Special Notes below):  [The following step may or may not be formally required of you.  Several students have not gone through this process, but sometimes it is better to be on the safe side.]  Go to Dinas Pendudukan dan Catatan Sipil in West Jakarta and complete an application (Rp. 25.000).  Return the next working day if possible.  Take the letter from this office and go to the local Pak Rukun Tetangga, Pak RT.  You will receive another letter, which should then be taken to the Pak Rukun Warga, Pak RW, for a signature on that same letter.  After you obtain the letter and two signatures, bring the document to the Kelurahan.  The Kelurahan will issue another letter, which goes to the closest police department near your residence.  All of these local-level officials may also require photocopies of your passport, visa, arrival stamp, KITAS, photographs, LIPI letter, etc.  Each office may or may not have a small “administrative fee” as well.
Also, in three to four weeks, remember to return to the police department and pick up your SKLD.
Special Notes:


(1) For those individuals who will conduct research at any of the National Parks in Indonesia, you will need additional permits from the Ministry of Forestry.  You will probably be required to make extra visits to LIPI, the Immigration Office, etc.

(2) All researchers must also register with the local police station (for example, see Day 5) wherever they may be located.

(3) If your research requires that you add new research locations, then you must repeat certain steps.  Submit a letter of explanation, a letter from your sponsor, and a proposal to LIPI.  If approved, pay the USD $25.00 fee (new rule as of July 2006).  LIPI will provide you with a letter, which must be brought to the Police Department.  Complete their application and pay Rp. 50.000, as well as submit the necessary photocopies and photographs.  Pick up the police letter the next day, make a copy, and then bring the original to the Ministry of Home Affairs.  After a few days or so, the Ministry of Home Affairs will issue you different letters for the different research locations.  These letters are to be brought to the provincial offices and from there, you will proceed to follow their immigration and research procedures.

(4) If your research requires that you extend your visa, follow these steps:


a. Submit six copies of your request letter, support letter from your sponsor, and tentative final report to LIPI.  Ask LIPI how long the report should be as different students have been told different page limits and formats.


b. Pick up your LIPI letters and pay USD $50.00.


c. Go to the Immigration Office, second floor.  Submit one of your LIPI letters, application form (Rp. 4.000), photographs with red background, passport, blue book, and KITAS.  You may be told to return in 1-14 days.  Pay Rp. 400.000 for the KITAS extension and keep your receipt.  You may be told to return again in 1-14 days.  Sign your new KITAS.  Again, you may be told to return another day.  Pick up your new KITAS and bring it Pak Untung on the first floor.  He will give you your passport, blue book, and your general immigration folder.  Go to the local photocopy place outside of the office and make two or more copies of your passport, blue book, KITAS, and additional paperwork.  Return the folder to Pak Untung.


d. Go to MABES POLRI.  Submit one of your LIPI letters (original and a photocopy), application form, photographs with red background, your original SKLD card, and copies of your passport, blue book, and KITAS.  The fees should add up to Rp. 100.000.  Return to MABES POLRI the next day to get your newly revised travel permit.  You will pick up your SKLD at a later time.

e. Go to the Department of Home Affairs.  Submit one of your LIPI letters, a copy of your travel permit (which you just received from MABES POLRI), photographs with red background, and copies of your passport, blue book, and KITAS.  Get a receipt and return in 1-7 days.


f. Pick up your letters from the Department of Home Affairs.  Be sure to sign the book indicating that you received the letters and pay any fees (e.g., Rp. 25.000).  Bring these letters to their respective governor offices and then follow their procedures.

g. Remember to return to MABES POLRI after three weeks or so to pick up your new SKLD.  
Final Advice:
(1) Bring a bottle of water with you to stay hydrated, a couple of black ink pens to fill out forms, and your patience!  Handing out your “kartu nama” (name/business card) to Indonesian officials and foreigners you may run into may make for useful future contacts.

(2) Try to have an assistant or Indonesian friend accompany you through as much of the process as possible.  This will facilitate communication, locating the appropriate offices (particularly via taxi or motorbike), and smoothing out potential wrinkles or problems.

(3) Keep all of your originals and copies organized in one or more folders.  Some people choose to laminate their original documents.

