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Organize 
transparent 

selection procedure
2 months

Select applicants 
and inform partners 

by sending 
nomination list

Nomination list

Receive nomination 
list, send Letter of 

acceptance, request 
registration at 

University

Receive 
information, 

register at partner 
university

Prepare and send: 
Letter of award, 

information (visa, 
insurance etc.)

Discuss and 
complete Learning 

Agreement with 
Grantee

Receive Learning 
Agreement from 

Grantee: check and 
confirm

Receive Learning 
Agreement Part 1, 

issue Grant 
Agreement

Receive and send 
Learning Agreement

Receive, sign and 
send back Grant 

Agreement

Receive original 
document, only 
then order 1st 

instalment (75%) of 
grant transfer 

Departure

Call for
 applications

Prepare Learning 
Agreement Part 1

 before mobility

Nomination list

Apply in accordance 
to respective 

condition

For summer term

For winter term

October

April

February

August

April

September/
October

Receive nomination 
list, decide who is/

how many are 
accepted

Call for applications and selection 
procedure can either be launched by 
Department or IO.                                      
If approaching students from
  - one department -> Department
  - different departments -> IO

https://www.uni-trier.de/index.php?id=66542
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Departure

Arrival

For summer term

For winter term

April

September/
October

May/June

October/
November

Verify availability of 
chosen courses 
(according to 

Learning 
Agreement)

1st week of stay

No

All chosen 
courses 

available?

Issue and send 
Confirmation of 

Stay

Yes

Confirm changes in 
Learning Agreement

Receive 
Confirmation of 

Stay and Transcript 
of Records

Issue and send 
Transcript of 

Records

Choose alternative 
courses, fill in  

Learning Agreement 
Part 2

Confirm changes in 
Learning Agreement

Receive Learning 
Agreement Part 2 

within 5 weeks 
(after departure 

grantee)

Receive 
confirmation of 

changes and send 
LA Part 2

Learning 
Agreement Part 

2

 during mobility

https://www.uni-trier.de/index.php?id=66542
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End of mobility

Return

For summer term

For winter term

July

February

Within 2 months after return

May

Complete and send 
Application form for 

Credit Transfer or 
Learning Agreement 

Part 3

Check and decide 
on recognition of 

credits 
(Departemental 
representative)

Apply for 
recognition of 

credits

Application form for Credit 
Transfer or

Learning Agreement Part 3

Receive Application 
form or Learning 

Agreement Part 3, 
Confirmation of stay 

and Survey

Take part in Online 
Survey (if not 

completed during 
mobility)

Order last grant 
payment (after 
completion of 

Survey)

 after mobility

October

https://www.uni-trier.de/index.php?id=66542
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