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STAJ HAREKETLILIGi PROGRAMI (GIDEN OGRENCiI)

MOBILITY FOR TRAINEESHIPS (OUTGOING)

> HAREKETLILIK ONCESI (BEFORE MOBILITY)

Davet/Kabul Mektubu: Hareketliliginizi gerceklestireceginiz kurum, tarafiniza kabul edildiginize dair
hareketlilik tarihlerinizi igeren imzali/muhurli bir kabul mektubu génderecektir.

Invitation/Acceptance Letter: The institution where you will carry out your mobility will send you a
signed/stamped acceptance letter containing your mobility dates.

Ogrenim Sozlesmesi (Hareketlilik Oncesi): Erasmus Fakiilte Koordinatoriiniin denetiminde
doldurulmasi ve imza siireci tamamlandiktan sonra Erasmus Ofisi’ne teslim edilmesi gerekmektedir.

Learning Agreement (Before Mobility): It must be filled under the supervision of the Erasmus Faculty
Coordinator and submitted to the Erasmus Office after the signature process is completed.

Vize Yazisi: Kabul mektubunuzu Erasmus Ofisi'ne teslim ettikten sonra, vize islemleriniz icin Turna
Portal Gizerinden vize destek mektubu talebinde bulunabilirsiniz.

Visa Letter: After submitting your acceptance letter to Erasmus Office, you can request a visa letter
through Turna Portal for your visa procedures.

Sigortalar: Katilimcilarin asagida yer alan sigortalari hareketlilik sirelerini kapsayacak sekilde
yaptirmasi gerekmektedir.

Insurance Policies: Participants are required to have the following insurances covering their mobility
periods.

1- Seyahat Saghk Sigortasi: Katihmcinin temel masraflarini baska bir AB Ulkesinde bulundugu
siire boyunca karsilanmasini saglayan sigortadir. Hareketlilik tarihlerinizi kapsayan seyahat
saghk sigortasinin bir kopyasi ofisimize teslim edilmelidir.

Travel Health Insurance: It is the insurance that ensures that the participant's basic expenses
are covered during their stay in another EU country. A copy of your travel insurance that covers
your mobility period must be submitted to our office.
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2- Mesuliyet/Sorumluluk Sigortasi: Katilimcinin isyerinde sebep olabilecegi zararlari zorunlu
olarak  karsilanmasini  saglayan  sigortadir.  Hareketlilik  tarihlerinizi  kapsayan
mesuliyet/sorumluluk sigortasinin bir kopyasi ofisimize teslim edilmelidir.

Liability Insurance: It is the insurance that provides compulsory compensation for the damages
that may be caused by the participant in the workplace. A copy of your liability insurance that
covers your mobility period must be submitted to our office.

3- Kaza Sigortasi: isyerindeki kazalardan dolayl katilimcinin  ugrayabilecegi zararlarin
karsilanmasini saglayan sigortadir. Hareketlilik tarihlerinizi kapsayan kaza sigortasinin bir
kopyasi ofisimize teslim edilmelidir.

Accident Insurance: It is the insurance that ensures the compensation of the damages incurred
by the participant due to accidents in the workplace. A copy of your accident insurance that
covers your mobility period must be submitted to our office.

Euro Hesabi: Hibe odemenizin (toplam hibe miktarinin %80’i) yapilabilmesi icin Yapi Kredi
Bankasi’'ndan bir Euro hesabi agilmasi ve hesap bilgilerinizin yer aldigi sayfanin bir kopyasinin Erasmus
Ofisine teslim edilmesi gerekmektedir.

Euro Bank Account: In order for us to make your grant (80% of the total grant) payment, you need to
open a Euro account at Yapi Kredi and submit a copy of the page with your account information to
Erasmus Office.

Pasaport Kimlik ve Vize Sayfalarinin Fotokopisi: Vize slireci 6grencilerimizin kendi sorumlulugunda
olup vize islemleriniz tamamlandiktan sonra pasaportunuzun kimlik ve vize sayfasinin fotokopisi
ofisimize teslim edilmelidir.

Copies of Passport Identity and Visa Pages: A copy of your passport identity and visa page must be
submitted to our office after your visa procedures are completed. The visa process is under the
responsibility of our students.

Konaklama Formu: Karsi kurum ile konaklama seceneklerini goristiikten sonra kalacaginiz konuta,
yurda, otele vb. ait belge ofisimize teslim edilmelidir. Konaklama islemleri tamamen 6grencinin kendi
sorumlulugundadir.

Accommodation Form: After discussing the accommodation options with the host institution, you
need to submit the information of the house, dormitory, hotel etc. to our office. Kindly be informed
that accommodation procedures are the students’ own responsibility.
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Ugus Bilgileri: Hareketlilige katilim saglayacaginiz tilkeye seyahatiniz i¢in temin etmis oldugunuz ugak
bileti/rezervasyon belgesi dosyaniza eklenmelidir.

Flight Details: The flight ticket/reservation document you have provided for your travel to the country
where you will participate in the mobility must be added to your file

Hibe Sozlesmesi: Gerekli belgeler tamamlanip onaylandiktan sonra, Hibe So6zlesmesi ofisimiz
tarafindan hazirlanacak ve e-posta yoluyla tarafiniza iletilecektir. Belgeyi imzaladiktan sonra, taranmis
bir kopyasini e-posta araciligiyla ofisimize geri gondermeniz yeterli olacaktir.

Grant Agreement: Once the required documents have been completed and approved, the Grant
Agreement will be prepared by our office and sent to you via email. After signing the document, it
will be sufficient to return a scanned copy to our office by email.

Feragat Dilekgesi: Hareketlilikten vazgecmeniz durumunda imzali bir dilek¢enin Erasmus Ofisine teslim
edilmesi gerekmektedir.

Waiver Petition: If you give up on your right for the mobility, you are required to submit a petition to
the Erasmus Office.

> HAREKETLILIK SIRASINDA (DURING MOBILITY)

Varis Formu: Misafir olunan Gniversiteye vardiktan sonra, ilgili belge misafir olunan kurumun Erasmus
Ofisi tarafindan doldurularak imzali/kaseli bir sekilde erasmus®@istinye.edu.tr adresine

gonderilmelidir.

Arrival Form: Upon arrival at the host university, the relevant document must be filled in by the host
institution's Erasmus Office and sent to erasmus@istinye.edu.tr

Ogrenim Sozlesmesi (Hareketlilik Sirasi): Staj programinizda hareketliliginiz sirasinda herhangi bir
degisiklik olmasi durumunda ilgili degisiklikler Ogrenim Sézlesmenizin (Learning Agreement) “During
Mobility” kisminda yapilmalidir ve ilgili belge imza slregleri tamamlanarak ofisimize iletilmelidir.

Hareketliliginiz sirasinda staj programinizda herhangi bir degisiklik olmadiysa During Mobility kisminin
doldurulmasina gerek bulunmamaktadir.

Learning Agreement (During Mobility): If there is a change/revision on your internship program, this
should be recorded in the "During Mobility" section of your Learning Agreement and the signature
processes in the document should be completed.

There is no need to fill in the During Mobility section if there is no revision.
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Katihm Sertifikasi: Katilim sertifikasi karsi kuruma imzalatilip kaseletildikten sonra ofisimize teslim
edilmelidir. ilgili belge kabul/davet mektubunda yer alan hareketlilik tarihlerini icermelidir.

Certificate of Attendance: The Certificate of Attendance must be submitted to our office after it is
signed and stamped by the host institution. The relevant document should be contain the mobility
date written on your acceptance/invitation letter.

> HAREKETLILIK SONRASI (AFTER MOBILITY)

Ogrenim Sozlesmesi (Hareketlilik Sonrasi): Hareketliliginiz tamamlandiktan sonra staj programinizin
son hali Ogrenim Sézlesmesinin (Learning Agreement) “After Mobility” kisminda belirtilmeli ve
belgenin imza siiregleri tamamlanmalidir.

Learning Agreement (After Mobility): After your mobility is completed, the final version of the
internship program should be specified in the "After Mobility" section of the Learning Agreement and
the signature processes of the document should be completed.

edilmelidir.

Entry/Exit Stamps on Your Passport: Copies of the pages showing your entry and exit from the country
must be submitted.

Nihai Form: Hareketlilik sonrasinda Avrupa Komisyonu tarafindan ofisimize basvuru sirasinda vermis
oldugunuz e-posta adresine otomatik olarak bir form génderilecektir. ilgili form eksiksiz olarak
doldurulmalidir.

Final Form: After the mobility, a form will be automatically sent by the European Commission to the
e-mail address you have given to our office during the application. The relevant form must be filled in
completely.

Katihmci Raporu: Programdan faydalanmak isteyen diger adaylara yol gostermesi igin yurtdisi
deneyimlerinizi eglenceli fotograflarla destekleyebileceginiz tek sayfalik bir rapor hazirlamaniz
beklenmektedir.

Participant Report: In order to guide other candidates who want to benefit from the program, you are
expected to prepare a one-page report about your experiences abroad and you can support your
report with some entertaining photographs.
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