INSTRUCTIONS for Erasmus+ Staff Mobility for Training (STT) or
Teaching (STA) for staff of TU limenau

contakt: Corinna Wedekind / International Office / Erasmus+ Staff Mobility

m.

phone +49 3677 69 1736 / erasmusworldwide@tu-ilmenau.de

TECHNISCHE UNIVERSITAT
ILMENAU

International Office

When What? How to?
Advice from the /nternational Office (personally or by phone)
#]0 sends an e-Mail with all information for application process
(first) proof of status (students assistants and auxiliary staff excluded)
information
Choice of type of stay and period and notification to the IO: (0]
Staff Mobility for Teaching (STA)
Staff Mobility for Training (STT)
elektronical link to the QIS-Portal, send the application and have it confirmed by
bussiness trip your supervisor 0
application Please indicate cost calculation and co-financing source.
@ give questions in that casse to travel cost center
Online- using /ink from /0-e-mail to MO-portal and first registrate;
application for  after that upload your business trip application via your login (first
P Erasmus+- confirmation of supervisor is enough 0
;E, funding in
o Mobility-Online-  The database will guide you through the entire process. Please keep
5 portal (MO) your login details safe!
£ registration at register via contact details and wait for conformation 0
2 host institution
= provision of download from MO, check it, supplement, sign personally and send it
Q Mobility host institution for signature (0]
o0 Agreement after receiving back upload into MO again - we accept digital versions
provision of download from MO, check it and sign it, afterwards upload into MO
Grant das 10 will sign it most recently (0]
Agreement @ So far, these are the basic requirements for further processes.
travel planning  Check international health insurance (consult with travel cost center
if necessary). Plan your own itinerary and book accommodation:
- order tickets, book flights, trains, etc., if necessary o
- book accommodation, etc.
& Please send invoices to e-rechnung@tu-ilmenau.de with billing
address: TU llmenau * Zentraler Rechnungseingang * Max-Planck-Ring
14 + 98693 limenau (0]
& Up to a maximum of 80% of the available Erasmus+ funds will be
reimbursed in advance of the trip.
confirmation of download from MO and have it signed at host insitution
participation (digitally or in original): with date of the last funding days (0]
+ stamp of the host institution and upload after returing into MO
go on the
O o business trip have the conformation of participation signed and upload it into MO
=z 0
& £
223
EU-survey At the end of the funding period, you will receive an EU-survey
> please complete and return as indicated; (0]
g you will receive a pdf-file, please upload into MO
o travel expense send the travel expense report receipt with all bills and receipts of
e report flights, traveling, accommodation etc. together to the 10 0
i Once all Erasmus+ documents are available, the
< final settlement of outstanding costs
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