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Purpose of Communication Documents/links 
1.​ To inform new teachers of a change in the 

process for securing flights to Bangkok.   
 

2.​ Clarify the VISA application process (page 2) 

●​ Guideline for Requesting VISA & CoE  
●​ Visa info 
●​ Teacher Site 
●​ Q & A doc 
●​ New Teacher Intros Slide Deck - due July 17 

 

Flight & Visa Update YouTube video 
Process for Flights  

Once you are actually able to purchase a flight. 
There has been a change in the process for securing your flights.  Specifically, you are asked to make all flight 
arrangements, including paying for the flight.  You will be reimbursed for your flight upon arrival to Bangkok.  
In addition, you will also receive a settling allowance of 30,000 baht upon arrival. 
 
You will be reimbursed for economy class airfare and flight cancellation/trip insurance. 
 
Steps: 

1.​ Book and pay for a flight from your home to Suvarnabhumi International Airport (BKK) in  
 ​ Bangkok, Thailand. 
2.​ Please purchase flight cancellation/trip insurance in case the flight is cancelled or you need to  

make modifications to the reservation. (This will also be reimbursed by the school). 
3.​ Digitize the receipts for the trip and flight insurance and email them to Ms. Sumon  

Sumon@tcis.ac.th and Ms. Nang patcharin@tcis.ac.th (copy Tom).   
 ​ The cost of the economy class airfare (and flight cancellation/trip insurance) as shown on the  
  ​ receipt will be reimbursed to you. 
4.​ Digitize the flight itinerary, if not part of the receipt and email it to Ms. Sumon (copy Tom) 
 

Dr. John informed me today that this change is necessary to make sure you are able to maneuver the flight 
process and any changes that may arise due to the uncertainties with travel at this time.   
 
If you asked the school to purchase your flight previously, please understand this communication serves to 
notify you that the school will not be making any flight purchases on your behalf.  The school will promptly 
reimburse the cost of the economy class ticket and flight cancellation/trip insurance and provide your 30,000 
baht settling allowance as soon as is practicable upon your arrival in Bangkok. 
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mailto:thomas.english@tcis.ac.th
https://drive.google.com/file/d/1bMJFwaC3_6MKTYAW_yP3XmiKs6UbK0As/view?usp=sharing
https://sites.google.com/tcis.ac.th/2019-2020tcisteachers/useful-info/work-permitsvisa-immigration-info
https://sites.google.com/tcis.ac.th/2019-2020tcisteachers/home
https://docs.google.com/document/d/1vB_bNUxshAjTMmOvwgwYsEq7m0n7TzCUfJ5Y1snKaM8/edit?usp=sharing
https://docs.google.com/presentation/d/1EwulORFN_GtnXT6h6BgXcGfe0MmlSUAxItW-goeyOHY/edit?usp=sharing
https://youtu.be/CZ_BWabQxg8
mailto:Sumon@tcis.ac.th
mailto:patcharin@tcis.ac.th


 
 

Process for Visa (Non Immigrant B) 
See this link for more information and note on the form below the highlighted areas.  For the VISA application, 
you do not need to purchase a flight ticket.  You do need to search out a flight and provide the Flight number on  
the VISA application. Keep receipts for your VISA expenses. 

Non Immigrant B Visa Application process 
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https://sites.google.com/tcis.ac.th/2019-2020tcisteachers/useful-info/work-permitsvisa-immigration-info
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RSVPs 
d 
Jasmine 
Adri 
Barbara 
Dr. James 
Jim 
olivia 
Cary 
Tim 
Yuhan 
Cameron 
Kevin 
Severino 
Lana 
Kao tung Tang 
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