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[Visa Processing]

KVAC cannot guarantee the outcome of your visa application or the 
processing time handled by the Embassy. All decisions are made solely 
by the Embassy of the Republic of Korea in Berlin.

1. Review of Applications: All submitted applications will be reviewed 
by the KVAC in the order of arrival.

2. Planning Your Visa Application: Submit your visa application well in 
advance to ensure a timely departure. Please note that your flight 
schedule will not expedite the visa processing time. Most visa types 
require you to enter Korea within 3 months of visa issuance. Please 
consider this timeframe when planning your travel. 

3. Passport Retention: Once your application is submitted to the KVAC 
office, your passport cannot be returned and will remain at the 
KVAC office until the Consul makes a decision. If you choose to 
withdraw your application, it may result in your visa denial; 
however, you will be able to collect your passport within 1-2 
working days.

4. Visa Denial and Reapplication: If your visa application is denied, 
you must wait 3 months before reapplying (6 months for F-6 visa 
types). If you reapply during the banned period, your ban may be 
extended. The KVAC does not have information about the reasons 
for your visa denial, as all decisions are solely made by the Consul.

5. Fees and Refund Policy: If your application is under review by the 
KVAC, the service fee and postage fee are non-refundable. If your 
application has been submitted to the Embassy, all fees are non-
refundable.

6. Processing Delays: Missing information, documents, or payments 
will result in delays. Processing time begins only once the Embassy 
receives all required documents. The Embassy typically takes up to 
3 weeks for visa screening. However, during peak seasons—
Summer (June to August) and Winter (December to February)—
processing times may extend up to 8 weeks.

주의사항 / Important Notice 
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[When Preparing Your Application]

Please take note of the following guidelines:

1. Document Return Policy: Documents submitted for visa processing 
will not be returned. If you have original documents that cannot be 
replaced, ensure you submit notarized copies. 

2. Document Language Requirements: All documents must be in 
Korean, English, or German. If your documents are in another 
language, they must be translated and notarized. Some documents 
may also require an Apostille. 

3. Document Format: Submit single-sided printed documents only. Do 
not staple your documents.

4. Document Quality: Photographs of documents will not be accepted. 
All documents must be submitted as originals or high-quality scans.

5. Photo Quality and Size: Only photos that meet the visa application 
standard will be accepted. The required photo size is 35mm x 
45mm. It should be a color photo taken within the last 6 months, 
showing your full face without a hat. The photo must be taken 
against a white or off-white background.

6. False Information: Visa issuance may be restricted for up to three 
years if it is confirmed that false information is provided during the 
visa application process, false documents are submitted, or if 
documents are found to be forged or altered.

주의사항 / Important Notice 



1.    수수료지불 / Pay your VISA and SERVICE FEE

o 서비스 수수료 60유로(필수) + 비자수수료(필수) + 우편수수료(선택)
국적에 따른 비자 수수료는여기에서 확인 가능

o SERVICE fee 60 euros + VISA fee + POST fee(Optional)  
       Please find your visa fee according to your passport HERE

계좌정보 / Bank Information

Bank account holder: INTERNATIONAL ORG. FOR MIGRATION

Name of the bank: CITIBANK EUROPE PLC, GERMANY BRANCH

IBAN: DE60502109000220043673

BIC: CITIDEFF

Address: Reuterweg 16, 60323 Frankfurt Am Main, Germany

❖송금 시, 메모란에 이름 및 여권번호를반드시기재해주시기 바랍니다.

When making a transfer, please write your Name and Passport Number as a reference.

이메일 제목:  

o 이름 / 비자 종류 / Proof of Payment

(예:  HONG, Gildong / C-4-5 / Proof of Payment)

이메일 내용:

o 송금내역서 첨부

o 이름 및 국적

o 비자 카테고리 (예: C-4-5)

o 송금 금액 설명 (예: 36유로 비자 수수료, 60유로 서비스 수수료, 8유로 우편 요금 등)

Email Subject:  

o Your Name / Visa Type / Proof of Payment  

(e.g. MULLER, Adam / C-4-5 / Proof of Payment)

Email Contents: 

o Proof of Payment attached to the email

o Name and Nationality 

o Type of Visa you are applying for (e.g. C-4-5)

o Payment details (e.g. visa fee 36, service fee 60, courier fee 8 EURO)

2. 송금증전달 / Send proof of payment to KVACDEINFO@IOM.INT

o 서류 제출 전, 반드시 KVAC 베를린 이메일로 송금증을 전달 바랍니다. 
송금증을 전달하신 후, 송금 확인을 기다리지 마시고, 2-3일 후 KVAC 베를린

       으로 실물여권과 서류를 우편으로 발송하시면 됩니다.  

o Before submitting your visa application form, please send an email to KVAC Berlin. 
After 2-3 days from the date of your transaction, please submit your documents 
to KVAC Berlin. You do not need to wait for confirmation from the team. The 
team will confirm receipt during the document review process.

https://www.visaforkorea.eu/sites/g/files/tmzbdl2046/files/2023-08/eur-visa-fees-and-iom-service-fees-for-kvac-payment-portal-july-2023-1.pdf
https://www.visaforkorea.eu/sites/g/files/tmzbdl2046/files/2023-08/eur-visa-fees-and-iom-service-fees-for-kvac-payment-portal-july-2023-1.pdf
mailto:KVACDEINFO@IOM.INT


o 방법 1) 우편제출
비자타입에 맞는 제출서류를 준비하여 실물여권과 함께 KVAC 베를린으로 제출

      바랍니다. (반드시실물여권 제출)

        Option 1) via Post

       Please prepare your visa application form and document with your actual passport
       and submit it to KVAC Berlin. (It is mandatory to submit an actual passport) 

반드시 봉투 앞면에 이름, 주소, 비자종류를 기재해주십시오. 
Please write your name, address, and Visa category on the envelope.

Address: KVAC Berlin (05. OG)
Charlottenstraße 68, 10117 Berlin, Germany

o 방법 2) 방문제출
       Option 2) Handover at KVAC

방문제출 시, 오전 10시 – 11시 사이에만 가능 (예약 불필요)
        Handover time: 10:00 am – 11:00 am (No appointment needed)

3. 비자신청서 + 실물여권제출 / Send visa application form + actual passport

o 서류 제출 후, KVAC 직원이 순차적으로 검토하여 미제출 서류 및 입금에
문제가 있을 시, 메일로 요청 드립니다. 서류가 완벽하게 제출되었으면, 
KVAC팀은 주베를린대사관으로 완성된 서류를 제출하고 , 신청인은 
대한민국비자포털에서 비자 진행 상황을 확인하실 수 있습니다. 

       다음장에서 비자 진행 조회 방법에 대해 확인하실 수 있습니다. 

o After you submitted your visa application and relevant documents, KVAC team 
will review it and let you know if you have missing documents or payment. 

       If you submit your document completely, the KVAC team will submit it to the    
       ROK Embassy in Berlin and you can track your status at the Korea Visa Portal.

       On the next page, you can find how to check your visa status on the Korea Visa 
       Portal. 

4.    서류검토 / Document review

https://www.visa.go.kr/


5.     비자진행조회방법 / How to check your visa status

o 법무부가 관리하는 대한민국 비자포털에서 신청인의 비자 진행현황을 조회
및 출력할 수 있습니다. KVAC팀이 주베를린대사관으로 서류를 전달한
후에도, 신청인의 비자 진행상태를 조회할 수 없을 시, 조금만 기다려주시면
몇일 내 조회가 가능합니다.  

       비자 진행현황 조회 방법은 하기 이미지에서 확인 가능합니다. 

o You can view and print your visa status on the Korean Visa Portal, managed by 
the Ministry of Justice in Korea. If you are unable to check the status of your visa 
immediately after the KVAC team has submitted the complete documents to the 
Embassy in Berlin, please be patient, as the status should be updated within a 
few days. 

       You can check your visa status on the Korea Visa Portal using the image below.

★조회 시, 비자신청센터클릭

★ Please click 
     ‘Visa Application Center’ 
     when you check your status

Please enter your Name in English that appears the zone at the bottom of your 
passport. Ex. Surname first and Given name

https://www.visa.go.kr/
https://www.visa.go.kr/main/openMain.do


o KVAC 베를린으로 신청하신 모든 비자 신청 서류는 주독일대한민국대사관
       (베를린)에서 심사됩니다. 심사완료 후, 요청하신 수령 방법(픽업/우편)에
       따라 여권 및 비자를 수령하실 수 있습니다. 

(우편 시,) 비자 심사가 완료되면, KVAC 직원이 사증발급확인서를 출력하여
       여권 및 영수증과 함께 KVAC Waiver Courier/우편 책임 면책서에 기재한
       주소로 발송드립니다. 

o All applications submitted to KVAC Berlin will be reviewed by the Embassy of the 
Republic of Korea in Germany. Once KVAC receives the visa result from the 
Embassy, they will inform you accordingly.

       
       If you have requested postal service, KVAC Berlin officials will print out your visa  
       (Visa Grant Notice) and send back the passport along with the receipt to the 
       address written on the KVAC Waiver Courier.

❖ 픽업시간 오후 3시 – 4시
Pick up time: 15:00 – 16:00 

6.    비자결과공유및픽업, 우편준비 /  Inform the result, pick up or post 

o 비자 발급 완료 후 수령하신 사증발급확인서에기재된 정보가 정확한지
반드시 확인하시기 바랍니다. 잘못된 정보가 기재되어 있을 시, KVAC 팀에게
신속히 연락 바랍니다. 

o After receiving your Visa Grant Notice from KVAC, please double-check that your 
personal information is correctly written. If any wrong information is present, 
please contact KVAC immediately.

7.     사증발급확인서개인정보확인 /  Double check your Visa Grant Notice



o 대한민국 법무부 관련 규정(2019.12.9. 시행)에 따라 비자 상담‧접수 또는 심사 직원에게
소리를 지르거나 폭언(욕설), 폭행, 협박, 물건 투척, 사무실 무단침입 등 부당한 압력을
행사하거나 제3자를 통한 청탁, 예외적 신속심사 및 예외적 허가 요구 등 정당한
비자업무를 방해하는 경우 신청한 비자는 불허되고, 최대 3년 간 비자 발급이 제한될 수
있습니다.

         In accordance with the regulations of the Ministry of Justice, in the event of abusive language        
         (insulting), assault, intimidation/threatening, throwing objects, or exerting undue pressure on        
         the visa receptionist, visa issuance may be restricted for up to three years. It also applies to 
         cases that interfere with legitimate visa work, such as solicitation, requests for exceptional 
         permission, and priority review requests.

o 또한 사증 신청 과정에서 허위 사실을 진술 또는 기재하거나, 허위 서류를 제출하거나
제출 대상 서류를 위,변조한 사실이 확인되는 경우에도 최대 3년간 사증 발급이 제한될
수 있습니다.

        In addition, visa issuance may be restricted for up to three years if it is confirmed that false 
        information is stated or written in the Visa application process, false documents are submitted, 
        or it is confirmed that the subject documents have been forged or altered. 

o 본인취소 관련 : 불허 + 실질적으로 업무 방해를 하는 경우 사증발급제한
최근 일반적인 비자 신청 소요기간을 고려하지 않고 비자를 신청한 후 여권 수령 등을
이유로 본인 취소를 요청하는 신청자가 증가하면서 비자신청센터의 정상적인 운영을
방해하여 다른 신청인들에게 피해를 주고 있습니다.

        따라서 2024.03.25 부터는 일반적인 비자 신청 소요기간을 고려하지 않고 비자를 신청한
        후 단순 여권 수령 등을 이유로 본인 취소를 요청하는 경우 (인도적 경우 등은 제외)에는
        불허 처리 될 수 있음을 유의하시기 바랍니다.

        또한 (이와 관련하여) 약속되지 않은 무단방문 또는 무단침입, 동일한 내용의 반복적이고
        무분별한 연락 (이메일, 전화), 폭언 (고성), 욕설, 협박 등으로 업무를 방해하는 경우에는
        법무부의 ‘사증업무 방해행위자에 대한 처분 기준’ 에 따라 향후 사증발급이 제한 (최소
        1년) 될 수 있음을 알려드립니다.

       Regarding Applicant Withdrawal: Visa denial + Restriction on visa issuance in cases of 
       interference with KVAC operations
       Recently, there has been an increase in applicants who, without considering the general visa 
       processing time, request withdrawal of their applications citing reasons such as passport 
       retrieval. This has disrupted the normal procedure of the visa application process, causing 
       inconvenience to other applicants. 

       Therefore, effective March 25, 2024, applicants who submit visa applications without 
       considering the general processing time and subsequently request withdrawal due to reasons 
       such as simple passport retrieval (excluding humanitarian cases) may result in visa denial. 

       Furthermore, unannounced visits, unauthorized entry or intrusions, repetitive and 
       indiscriminate communication (via email, phone), verbal abuse (shouting), insults, or threats 
       that disrupt business operations may result in restrictions on visa issuance in accordance with 
       the Ministry of Justice's ‘Guidelines for Sanctions against Individual Disrupting Visa Operations’ 
       with a minimum duration of one year.

o 사증 신청자는 위 사항을 숙지하고 사증 신청에 불이익을 받는 일이 없도록 주의하시기
바랍니다. 

        Please be aware of the information provided above and take care not to face any       
        disadvantages when applying for a visa.

대한민국법무부관련규정
The regulations of the Ministry of Justice



자주하는질의응답

Frequent Q&A



Q1. 왜여권에사증스티커가없나요? 
        Why is there no Visa Sticker on my passport? 

A. 대한민국 정부는 더 이상 스티커 형태의 비자를 발행하지 않습니다. 
사증발급확인서가 입국 비자입니다.

         The Republic of Korea no longer issues sticker types of visas. 
         Your Visa Grant Notice is your Entry Visa.

Q2. 사증발급확인서확인방법
        How to read my Visa Grant notice? 

*발급일 = 비자발급일 (*변경불가)
*사증유효기간 = 기재된 기간 내 한국에 입국 하여야 함. 

                                      미입국시, 비자 소멸됨
       *체류기간 = 한국 체류가능기간

       * Date of Issue = The date your visa is granted. 
       * Validity Period of Visa = MUST ENTER REPUBLIC OF KOREA 
                                                     DURING THIS PERIOD
       * Period of Stay = Applicant can stay in the Republic of Korea 
                                       during this period. The period of stay will be 
                                       counted starting from the date of entry in Korea. 



Q3. 장기체류시어떻게해야하나요? 
        What do I do after I enter Korea for a Long-term stay? 

A. 장기체류 사증인 경우, 한국 입국 후 이민국을 방문하여 외국인등록증을
등록 및 발급받으셔야 합니다. 또한, 2025년 1월부터 외국인등록증을
온라인으로도 신청할 수 있습니다. 자세한 사항은 아래 링크에서 확인하실
수 있습니다.

         대사관은 외국인등록증의 유효 기간을 발급하거나 연장하지 않습니다.   
         외국인등록증은 최종 출국 시, 출국 공항 또는 항구의 이민국에게 반드시
         반환해야 합니다.

A. After entering Korea, you must go to the Immigration Office in Korea to 
register yourself as a foreigner living in Korea. At the Immigration Office in 
Korea, you will receive a Residence Card that indicates the type of visa you 
have. Additionally, starting in January 2025, you will be able to apply for an 
Alien Registration Card online. More information can be found here. 

         The Embassy does NOT issue nor extend the validity of ARC. The ARC must be 
         returned to the immigration office or the immigration officer at the departure 
         airport or port upon final departure. 

*For all questions regarding Immigration Services after you have entered Korea, please 
contact the Immigration Contact Center operated by the Ministry of Justice at +82-2-1345.

https://www.immigration.go.kr/immigration_eng/1862/subview.do

https://www.immigration.go.kr/immigration/1564/subview.do?enc=Zm5jdDF8QEB8JTJGYmJzJTJGaW1taWdyYXRpb24lMkYyMjAlMkY1OTEwMjAlMkZhcnRjbFZpZXcuZG8lM0ZwYXNzd29yZCUzRCUyNnJnc0JnbmRlU3RyJTNEJTI2YmJzQ2xTZXElM0QlMjZyZ3NFbmRkZVN0ciUzRCUyNmlzVmlld01pbmUlM0RmYWxzZSUyNnBhZ2UlM0QxJTI2YmJzT3BlbldyZFNlcSUzRCUyNnNyY2hDb2x1bW4lM0QlMjZzcmNoV3JkJTNEJTI2
https://www.immigration.go.kr/immigration_eng/1832/subview.do?enc=Zm5jdDF8QEB8JTJGYmJzJTJGaW1taWdyYXRpb25fZW5nJTJGMjI5JTJGNTkxMTAwJTJGYXJ0Y2xWaWV3LmRvJTNGcGFzc3dvcmQlM0QlMjZyZ3NCZ25kZVN0ciUzRCUyNmJic0NsU2VxJTNEJTI2cmdzRW5kZGVTdHIlM0QlMjZpc1ZpZXdNaW5lJTNEZmFsc2UlMjZwYWdlJTNEMSUyNmJic09wZW5XcmRTZXElM0QlMjZzcmNoQ29sdW1uJTNEJTI2c3JjaFdyZCUzRCUyNg%3D%3D


Q4. 제여권은어떻게돌려받을수있나요? 
        How can I get my passport back via post? 

A. Once your visa decision has been made and if you requested to have your 
passport sent back to you via courier, your passport will be sent back using 
Deutsche Post Registered Mail (Einschreiben Einwurf).

How does it work? 
1) KVAC staff packs your Passport and Visa Grant Notice in an envelope. 
2) Your envelope is stamped using the franking machine at IOM.
3) Then your envelope is dropped at the mailbox. 
4) KVAC is unable to give any information 
     regarding the delivery time of Deutsche 
     Post. 
5) Please direct your inquiries to Deutsche 
    Post if you needed. 
6) You may request Tracking Number via 
     email to KVAC. 
     Otherwise, KVAC does not send it. 
7) If you need a tracking number, please 
    send us an email to kvacdeinfo@iom.int.   
(Email Title  :   Your Name / Tracking Number 
                                        e.g.  SMITH, Adam / Tracking Number)

*Deutsche Post informed KVAC that for all Registered Mail, they do not have any 
obligation to update the status online for up to 7 working days. Thus, from our 
experience, applicants may not be able to track it online after a day, but the 
envelope is on its way and the status is only updated when it’s delivered.



*Please write only in Korean or English

Q5. 사증발급신청서작성방법
       How do I fill out the Visa Application Form? 
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