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 International Relations Office
Welcome to Hasan Kalyoncu University! 
This checklist is designed to guide you through the official procedures of your Erasmus+ KA171 mobility. To ensure a successful mobility period and the smooth processing of your grant, please follow the steps below carefully.

[bookmark: _5dpikewgqzxf]1. Before Mobility (Preparation Phase)
· [ ] Official Nomination: Ensure that your home university has officially nominated you to the HKU IRO via email. (iro@hku.edu.tr) 
· [ ] Submission of Preliminary Documents: Send a photocopy of your passport (or ID card) and your current CV to the HKU International Relations Office (IRO). (iro@hku.edu.tr) 
· [ ] HKU Internal Approval Process: Once your nomination is received, a formal authorization letter is requested from the HKU Rectorate. Your mobility is officially confirmed only after this approval.
· [ ] Contacting Departmental Coordinators: Your names will be forwarded to the relevant departmental coordinators at HKU. Please find your specific coordinator under the "Departmental Coordinators" section at https://iro.hku.edu.tr/bolum-koordinatorleri/ 
· [ ] Preparation of the Mobility Agreement:
· Create the content for your Teaching (min. 8 hours) or Training activities in collaboration with HKU departmental coordinator.
· The 5-Day Rule: The mobility must consist of 5 physical days + 2 travel days.
· Important: Travel days must not overlap with physical mobility days. For example: Arrival on Sunday, physical activities at HKU from Monday to Friday, and Departure on Saturday. A duration of less than 5 physical days is not eligible for mobility.
· [ ] Signature and Approval Process:
· Obtain approval from your coordinator for the draft Mobility Agreement.
· The final signature on the Mobility Agreement is provided by the HKU Erasmus Institutional Coordinator.
· Mandatory: Always include simge.yilmaz@hku.edu.tr and iro@hku.edu.tr in CC for all email correspondence regarding signatures.
· [ ] Acceptance Letter, Visa, and Insurance:
· Once the agreement is signed by both parties, request your official Acceptance Letter from HKU.
· Start your visa application process (if applicable).
· Ensure your health insurance covers the entire duration of your stay and send a copy to (iro@hku.edu.tr) 
· [ ] Flight Information: Once you reserve or purchase your flight tickets, send the flight details to the IRO in PDF format.
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· [ ] Boarding Passes: You must submit your boarding passes (digital or physical) to the IRO office upon arrival.
· [ ] Grant Agreement: Visit the IRO office to sign your formal Grant Agreement on your first day.
· [ ] Passport Requirement: You must have your original passport with you during the grant process, as the grant payment will be processed via your passport details.
· [ ] Compliance with the Program: Adhere strictly to the schedule and activities defined in your Mobility Agreement to complete your mobility and receive your grant.
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· [ ] Final Report (EU Survey): Complete the online European Commission participant survey/report sent to your email address. 
· [ ] Boarding Passes: You must submit your boarding passes (digital) to the IRO wehn you go back to your home country
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