
YEO GUIDE – HOW TO PREPARE RYE LT APPLICATION FORMS for your District 
(July, 2024,  YEO Guide Update - Rotary Youth Exchange, Long Term program) 

The Application Form for Long Term Exchange must be DOWNLOADED before preparation. 
To simplify preparation, you may choose to download a form with Data Protection 
Disclosure information pre-filled in any of the following languages.   (Click version to download) 

Regular Version Digital Signature Version 
AR  Arabic  -    العر��ة AR  Arabic  -    العر��ة 
CS  Czech - Čeština CS  Czech - Čeština 
DA  Danish - Dansk DA  Danish - Dansk 
DE  German - Deutsch DE  German - Deutsch 
EN  English EN  English 
ES  Spanish - español ES  Spanish - español 
ET  Estonian - eesti keel ET  Estonian - eesti keel 
FI  Finnish - suomeksi FI  Finnish - suomeksi 
FR  French - Le français FR  French - Le français 
HE  Hebrew - עברית HE  Hebrew -  עברית 

 Hungarian - magyar HU   Hungarian - magyar 

IN  Indonesian - bahasah Indo 
 Italian - italiano 

 Korean - 한국인 
 Dutch - Nederlands 
 Norwegian - norsk 
 Polish - polski 

 Romanian - Română 
 Russian - Русский 
 Slovak - Slovenčina 
 Swedish - svenska 
 Thai - ไทย 
 Turkish - türkçe 
 Ukrainian - українська 

 Chinese - 国语 
OTHER  for other translations OTHER  for other translations 

Choose the language most familiar to the students in your own district.
Save the downloaded version for preparation steps described on following pages.
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Data Protection Disclosure (DPD) 
information is required to comply 
with data privacy laws in many 
countries.  The DPD should be 
provided to student applicants 
before they begin providing 
personal data as part of the 
application process.

The DPD page follows the cover 
page preceding the application 
instructions.  It is translated from 
English using Google Translate.

Any of these 'Version' selections 
(listed to the right) will provide all 
pages of the application form 
with the DPD page pre-filled in 
the selected language.  Choose 
the language suitable for 
applicants from your own district.

Choose OTHER to provide your 
own translation of the statements
on the DPD page.  Your own 
translation will be needed if your 
preferred language is not listed 
here, or if you wish to improve 
upon the Google translation.

For more information about 
Digital Signature Version option 
click here: Digital Signature info

The selected version must first be 
downloaded and saved.  The 
saved version will become the 
starting point for completing the 
District-Specific information that 
is needed to make the form ready 
for student applicants.  Those 
preparation steps are outlined on
the following pages.

IN  Indonesian - bahasah Indo 
IT  Italian - italiano 

 Korean - 한국인 
 Dutch - Nederlands 
 Norwegian - norsk 
 Polish - polski 

 Romanian - Română 
 Russian - Русский 
 Slovak - Slovenčina 
 Swedish - svenska 
 Thai - ไทย 
 Turkish - türkçe 
 Ukrainian - українська 

 Chinese - 国语 
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Croatian - hrvatski HR Croatian - hrvatski

 Japanese - 日本語  Japanese - 日本語 

  PPoortrtuugguueessee  --  ppoorrttuugguuêêss    PPoortrtuugguueessee  --  ppoorrttuugguuêêss  

https://drive.google.com/file/d/1pqfR078kqCLVJgQ7AA-wt37w9fpelBJJ/view?usp=drive_link
https://drive.google.com/file/d/1PcVQTKFP-L7xgL0V_wJaVrlAG94fpAue/view?usp=drive_link
https://drive.google.com/file/d/1X84NokSzKyJfz-bRjbuE1oTt_LIgO10M/view?usp=drive_link
https://drive.google.com/file/d/1ejHcby-wOOcdIPb0V0nYHGYKp4KW5FB5/view?usp=drive_link
https://drive.google.com/file/d/1rIfpmr4jKIAUKYOvIu8ahoC1zP-tzFew/view?usp=drive_link
https://drive.google.com/file/d/1IF8HJLx0q3qnvQIVGeHmeb55HGa8uHw5/view?usp=drive_link
https://drive.google.com/file/d/1qwspYDakXbmktUNjH9Pxq88cXrghHjBv/view?usp=drive_link
https://drive.google.com/file/d/1HJQbZOheaHH--QcbQF9JPsUdjQgKGqmW/view?usp=drive_link
https://drive.google.com/file/d/1D3S5SmSI1mcOMPW3LWqjGtA71_VyauIt/view?usp=drive_link
https://drive.google.com/file/d/13E97Hrc1ylRudOCK5jK4xGyTddEHdkgL/view?usp=drive_link
https://drive.google.com/file/d/1HDSO6_A4Mv4NNzJ-IY-3ND9iDgffzJU8/view?usp=drive_link
https://drive.google.com/file/d/13ckFQ3XBUaVzaTleiluK6jjXXzr-AAYL/view?usp=drive_link
https://drive.google.com/file/d/1RqQNLHYP2LdniztHsiRVRF9I6qGmQ2mi/view?usp=drive_link
https://drive.google.com/file/d/1johCCRfq9GN-Yf2Xne9aafLlrZwa52Pz/view?usp=drive_link
https://drive.google.com/file/d/1P9Ygef2iUx4hFL4Tv2c81pA00aAa82Cd/view?usp=drive_link
https://drive.google.com/file/d/1qJ7siSTOAsDkl9QXn4P9PK13yMz9Zkyv/view?usp=drive_link
https://drive.google.com/file/d/1GdBZjJ0vo7WTcqXeVx-sgfnq2oyRZSMD/view?usp=drive_link
https://drive.google.com/file/d/18VAWexePVNfuIV0wegh04EoHjrpj74gF/view?usp=drive_link
https://drive.google.com/file/d/1NhplbwRjtTFPcMCpRlljWdruyj7B241_/view?usp=drive_link
https://drive.google.com/file/d/175X29WmwIodC2R7RvIPy7GmJbpLsT6Nf/view?usp=drive_link
https://drive.google.com/file/d/1FaCLmxEJUfTXRk1apzVcms3OL0taIF7O/view?usp=drive_link
https://drive.google.com/file/d/1-ZyxXDfXNxNRF1Yknqmefew9CrQcavTs/view?usp=drive_link
https://drive.google.com/file/d/18wBSS3n9ILw181DBUTOsL8CqcJJU9Njv/view?usp=drive_link
https://drive.google.com/file/d/1qqcP4YLuwdkoOsf9Ga2sCkab207Qp1WB/view?usp=drive_link
https://drive.google.com/file/d/10d6E4AfznM-5X3bwOn2XUoRLHg0A2dMg/view?usp=drive_link
https://drive.google.com/file/d/1ugaj299HKS5dE2u1qnzsFCwSgaltjc6X/view?usp=drive_link
https://drive.google.com/file/d/1TSGqRls6h_50hEPiw49AvoZtcJm2hPwN/view?usp=drive_link
https://drive.google.com/file/d/1mD7ff5wK29y3e27Rik2V-xXnsZ0m7wST/view?usp=drive_link
https://drive.google.com/file/d/1xeiNUbv9DYLO_a1MKff_u4BSzCbZKzRV/view?usp=drive_link
https://drive.google.com/file/d/1Mbg0Qq80XVd21RUGRy6UHn3QhASa8ZeC/view?usp=drive_link
https://drive.google.com/file/d/1yJTwHtNhqky6Z7tg63S6Aqh0NAdOYl8G/view?usp=drive_link
https://drive.google.com/file/d/1KfngymZrDzs_RrvC8qffWA0RL03QUy2R/view?usp=drive_link
https://drive.google.com/file/d/1U5iML4cgBGdCDKHNkZK8dlVc3nSwFZKg/view?usp=drive_link
https://drive.google.com/file/d/161IITAk-ujVu64LdmcCPglkrKJ_A1hG2/view?usp=drive_link
https://drive.google.com/file/d/1xsMss-JaULw2ntnsKGO6V3xUGmivM4Jx/view?usp=drive_link
https://drive.google.com/file/d/1UjtG9GkGawUFbdCRe1blZm64LL3byQaB/view?usp=drive_link
https://drive.google.com/file/d/1Asdf-rZxZNWThZIRV2r4EjhpttZOlXEQ/view?usp=drive_link
https://drive.google.com/file/d/1oYJFjJbGJlDv0YVHVCObcskB_7_4_BCB/view?usp=drive_link
https://drive.google.com/file/d/1ENHV8h6PlsqV-DiM_bUJMtbHrCYe1dyX/view?usp=drive_link
https://drive.google.com/file/d/1mxntn5L_KkqoOpFfDfP36AOLOdlr2Jul/view?usp=drive_link
https://drive.google.com/file/d/19infkoT6h9zrK34U0fmHeJjCjVb5tNEW/view?usp=drive_link
https://drive.google.com/file/d/1VVbWw_m9HfhUkGNeLVNi6FKMnM-7CKfC/view?usp=drive_link
https://drive.google.com/file/d/1MoDvfbuOpMiYdrG-T0Ry1qK0TEOkKIm6/view?usp=drive_link
https://drive.google.com/file/d/1JTJPHOIfLLq13T4031ZxzEaTq3tAkQ8d/view?usp=drive_link
https://drive.google.com/file/d/1M2QOgIGAWk5slYLEtSjF9PHW1zEjsFNO/view?usp=drive_link
https://drive.google.com/file/d/1vEr0MHIa-vkEugQsVIlaA_zyvG_YHVin/view?usp=drive_link
https://drive.google.com/file/d/1OKakn98mwGGTrcsiVo6zdKTtYKBZpB0D/view?usp=drive_link
https://drive.google.com/file/d/1tvUB3JKfhFQPyk4d4XtDrGBs6uVjxGCR/view?usp=drive_link
https://drive.google.com/file/d/1AdqOdXlHoI8WRZuPTUHG_Gosk7QBhovp/view?usp=drive_link
https://drive.google.com/file/d/19UDWAv9QxkYtx_OI06Q07M3p8qqPfe3Q/view?usp=drive_link
https://drive.google.com/file/d/1skoBbWUA4rqVp7ZA6A3gg3tZnPdhHtVS/view?usp=drive_link
https://drive.google.com/file/d/1RKK9cIBZKPS_5JSsMNaRykvjq7_IvBMm/view?usp=drive_link
https://drive.google.com/file/d/1o41q5-ShtIC2zEGIRdMqbnEOhaxY8dej/view?usp=drive_link
https://drive.google.com/file/d/1PnjwZ46KYEfIDzGubU_x3oMhC2LVIThA/view?usp=drive_link
https://drive.google.com/file/d/116NQP7FhJ-01M3WbDNIX_RG9rmjlC0Hh/view?usp=drive_link
https://drive.google.com/file/d/1e-TGtTfwPlikI8LnCjXPUr-gaj4Z_JsF/view?usp=drive_link
https://drive.google.com/file/d/1f_rqYt22TuRrWbdDqhikaY0_KdcyN4hG/view?usp=drive_link
https://drive.google.com/file/d/14BxpuMIXjlMbtpc-lTOWH1mo7yzhKnGh/view?usp=drive_link


– 

o Sponsor District #
o Name of Sponsor District Youth Exchange Chair
o Complete all other mail and contact items for Sponsor District YE Chair

(Leave signature date and signature blank) 
Page 1 - Section F (bottom of Page)

o Specify number of of Host Guarantee Form to Return
o Sponsor District/Multidistrict Country Contact
o Mailing shipping address to return Guarantee Form original(s) 

Page - Section H-1 (bottom of page)
o E-mail and/or mailing address to return Secondary School Personal Reference
o (Optional:  Modify to fit district procedures, e.g. automated return by digital signature management process.)

Page 2 - Section Z Additional Forms Required by Sponsor District (if any)
o Specify Additional District-required Forms 1, 2, and/or 3 (if any)

Page 2 - Section A,3
o Confirm that District Number, YEO name and e-mail address are correct

COVER PAGE 
o
o Enter  instructions for where to submit form
o
o Enter 
o

( ): immediately after cover page: 
o
o Replace instructions “BEFORE YOU BEGIN…” with translation to other official language
o

 

 Page 1  – Section E, Part C.  (P  

 Updated 2024-08-02

https://get.adobe.com/reader/


– (or by student, using information supplied by sponsoring club) 

Run either version of Acrobat. 
From Acrobat, (from District RYE website) created in steps above 
Complete the Sponsoring Club-Specific information as follows as completely as possible: 

Page 1  - Section E, part C 
o Sponsor Club Name and Number
o Names, addresses, contact details for both

Sponsor Club President 
Sponsor Club YEO

Leave signatures and signature dates blank (for later use). 

Use the Acrobat “SAVE AS” command (under “File” menu) to save the partly-filled document with a NEW 
NAME. Example: “ ” (this will be a new PDF file) 

If the student obtains this application form without  information being pre-filled (e.g. from the District web-site), it is 
acceptable for the student to complete this part of the application using information provided by the sponsoring club. 
The sponsor club information should include the following, if applicable: 

Sponsor Club Name 
Sponsor Club Number 
Sponsor Club President information 

o Name
o Street Address
o City, State/Province, Postal code 
o E-mail address
o Home Phone Number
o Mobile Phone Number
o Business Phone Number 
o Skype ID

Sponsor Club Youth Exchange Officer 
o Name
o Street Address
o City, State/Province, Postal Code 
o E-mail address
o Home Phone Number
o Mobile Phone Number
o Business Phone Number 
o Skype ID

If Acrobat Reader or full version Adobe Acrobat are not available, click here:  Other Tools

 Updated 2024-08-02

https://get.adobe.com/reader/


 
Similarly, software may be used to split or merge PDF pages.  It’s free and it works.

The LTAF has important features to improve convenience and to minimize errors. There are   dozens of PDF 
software applications available, and capabilities vary greatly.  Here are the results of testing on for some  
commonly available PDF readers, a web service, and popular browsers, all . 
Note that .  Browsers should only be used to 
access a PDF web service.  (Currently is the only web service recommended for this form.)

web service (browser) (browser) (browser)

Specified Text Appearance (font, color)
Auto sizes text to fit single line entries
Auto sizes text to fit multiple line text boxes
Prints data entered into form
Saves data entered into form
Saved form data remains editable
Conforms with date entry format
Converts dates entered using incorrect format
Pull-down Calendar Available for Date Entries
Displays form entry tooltips on-screen
Pull-down Menu entries work correctly
Digital insertion of images (JPG or PNG format)
Digital insertion of images (TIF or BMP format)
Digital insertion of PDF files as images
Inserted Images automatically sized
Inserted Images manually sized and positioned
Electronic signature provisions
Digital (authenticated) signature support
Free version can split or merge PDF pages
Print to PDF available on Windows
Print to PDF available on Mac
Print to PDF available on Chromebook

Software is constantly being updated. Features and capabilities may change by the date you read this.  
Before suggesting other PDF applications, please keep the above functionality in mind.  also  
works well for digital signatures (including ) and there are workarounds for the inability to insert 
PDF files as images.

 Updated 2024-08-02

https://get.adobe.com/reader/
https://pdfsam.org/download-pdfsam-basic/
https://www.foxit.com/pdf-reader/
https://smallpdf.com/pdf-reader


 web service is currently the best tool for Chromebook users to fill this form.  If the sponsor 
district does not use digital signatures,   be the most practical tool for filling 
this application form.   has the essential capabilities for completing the form.  Additionally, it 
provides ways to separate or combine PDF pages (unlike either Adobe Reader or Foxit Reader).   This 
eliminates any need for using  to ‘split’ or ‘merge’ pages. 

is without cost for limited use each day.  If a student works through the application process step-wise in sessions 
spread over several days it is possible to complete the entire application without any cost for these limited services.  For 
more intense use of Smallpdf, a free trial period is offered.  Beyond that there are monthly fees. 

 has some limitations when digitally inserting images: 
Clicking on the image area does not work 

Instead, use the image insertion tool  in the tool bar.
Automatic image sizing does not work. 

Drag corners of inserted image to position and size to the desired form area.
Only file types  and  can be inserted as images. 

Image or document files in PDF, TIF or BMP format must be converted before insertion.

The Rotary Youth Exchange (RYE) Long Term Application Form ( ) has been developed with input from 
many contributors and countries. The current objectives in designing this form en to update the 
existing fillable form to work as well as possible for the aspiring student applicants and their sponsoring and 
hosting Rotary districts. RYE currently straddles inconsistent requirements for paper and electronic 
documents necessitating a form which accommodates the following: 

Submission of an electronic application (with original ink signatures on paper where required)
Submission of an electronic application (with e-signatures)

Optional digital (authenticated) signatures
Paper copies if required

Compatibility with RYE database systems.

Sponsor Districts are free to design their own processes and establish requirements for completing and 
submitting applications using other PDF software if more suitable, assuming they have tested and confirmed 
full compatibility which satisfies expectations for applicants, RYE outbound coordinators and exchange 
partners. 

Any portions of this application form that are replaced by alternate processes should 
produce PDF documents with substantially equivalent content and page organization

 8-02 

 

https://smallpdf.com/pdf-reader


The  of the fillable RYE LTEP application form includes  fields. 

As e-Signatures become more commonplace, it is expected that (given the option) many would prefer the convenience 
of signing electronically vs. printing to paper, signing and scanning. 

Working from the same device, e-signatures can be applied by more than one person. This might include an applicant 
and parents with shared access to the same family computer. Otherwise, multiple e-Signatures require that each 
document be shared electronically so that each signer can apply one or more signatures, as needed. The process can 
take place using e-mail requests for e-Signatures with instructions and either sharing the document via e-mail 
attachment or a “cloud service” (e.g. Dropbox, Google Drive, iCloud, OneDrive) to which the signers have access. 

If e-Signatures have not been previously established and/or if the signers of the document have not previously shared 
signatures electronically, there may be extra steps involved that are time-consuming or considered tedious. Each 
Rotary Club, RYE District or Multi-District, should establish their own methods and policies for using d-Signatures to 
make the process practical. Establishing a process may include not only setting up document sharing, but also testing 
e-Signatures with sample document(s). There should also be help when adding new people who have not previously
used e-Signatures. Without an established process in-place, using e-Signatures may create extra work or cause delays.

TERMINOLOGY: Electronic signatures (e-signatures) include a variety of technologies. This document uses the 
term as a short name for . Digital signatures are a specific type of e-signature that 

provide high security including both signature and document authentication. D-signatures
 are considered the equivalent of a “notarized” signature because of the built-in authentication. 

D-signatures offer greater security than other options. With a fully implemented d-Signature process, each signature,
when added, causes the document (or pertinent portions related to the signature) to become “read only” preventing
any alteration after signature is affixed. This also means that pages cannot be added or deleted from a d-Signed PDF.
Any document bearing d-Signature(s) can be authenticated with verification that the document has not been altered,
and the validation status of each signature.

When fully implemented d-Signatures can be applied efficiently, saving work for everyone involved. Signers can 
respond at their convenience. This can include options to sign using a mobile phone. For any given Section of the 
application, d-Signatures should generally be used either by ALL signers or NONE. This assures a single, common 
source of authentication (e.g. ink signatures on paper OR electronic document with d-Signatures.) 

Working with d-Signatures can be streamlined when coupled with a digital signature management system or service. 
There are a variety of services which manage electronic signatures. Features include customizable templates, cloud- 
based management, phone-compatible signing, task tracking and audit trail. Some popular services include DocuSign, 
RightSignature, SignNow, Adobe Sign, HelloSign, SIGNiX, MyLiveSignature, PandaDoc, eSign Genie, Nitro and dozens 
more. Features vary, including operation on Android or iPhone. Free plans and pricing vary.   Digital Signatures typically 
provide authentication of the signer’s identity.  If the district retains a copy of the signed documents in a file that can be 
verified, this replaces the need for such signatures to be witnessed. 

RYE Districts with significant experience (good or bad) working with d-Signatures are encouraged to share information 
or questions via NAYENtalk, YEOtalk or other suitable means. Comments also welcome at: d5630rye@gmail.com 

Districts digital signature  
 

Version  wit  digital signatures can be 
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https://drive.google.com/drive/folders/1iDQPnln_bOYmmsjLPV75rem7kPaialep?usp=drive_link


: 

o EntEnterer  instructions instructions f for or wherewhere t too  submisubmit t formform
o
o EnteEnter r 
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 ( Translations): immediately after cover page:  (PDF Page 2) 

o
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( Translations): immediately after cover page:  (PDF Page 2) 
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( Translations): immediately after cover page:  (PDF Page 2) 



(O  Translations): immediately after cover page:  (PDF Page 2) 
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