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PROTOCOL FOR THE MANAGEMENT OF ERASMUS+ 

INTERNATIONAL CREDIT MOBILITY PROGRAMME 
 
 

Outline of responsibilities 

 
A4U: 

• Preparation of the call 

• Receiving applications and verifying that all requirements have been met 

• Coordinating the selection process 

• Publication of the results communicating them to successful candidates 

• General coordination of the communication with partner universities 

• General management of the mobility projects 

• Arranging grant certificates and medical insurance for successful candidates, and payment of grants. 

• Management and follow-up of the project’s budget 

• Drafting of final reports 

• Communication with SEPIE (Spanish National Agency for the Management of EU Funds) 
 
 
A4U universities: 

• Signature and follow-up of all stages of learning agreements, mobility proposals, and grant agreements. 
 
 
All participating universities (A4U and partner universities): 

• Disseminating information on A4U Erasmus+ ICM calls as widely as possible using web announcements, mailing lists, posters etc. 

• Assisting staff and students in preparing their applications and in signing their learning agreements and mobility agreements. 
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• Signature of Interinstitutional Agreements. 

• Providing information and support to beneficiaries regarding courses, university services, accommodation, visa, etc. 

• Issuing letters of acceptance, certificates of arrival and certificates of attendance for incoming staff and students. 

• Issuing of the Transcript of Records for Bachelor and Master Students  
 

Steps to follow at the different stages of the mobility project 

Before the publication of the call 
 

• A4U informs partners of the forthcoming call and the number of grants to be awarded. 
 

Once the call is open: 
• A4U notifies partner universities of the publication of the call. 

• Partner universities circulate the call in their institutions as widely as possible to ensure maximum awareness and participation in the call. 

• Partner universities assist applicants in preparation of the necessary documentation. Importantly, they help applicants in signing their learning agreements / 
mobility proposals.  

• A4U will include IR coordinators at sending universities in all communication with interested applicants so that they can assist them with enhancing their 
application. 
 
 

How to sign learning agreements and mobility agreement proposals 
There are 3 steps in getting learning agreements (for Bachelor and Master students) and mobility agreement proposals (for PhD students and faculty) signed at the 
stage of application: 
 

1. Provide study / teaching programme. 
2. Identify responsible persons at the sending and receiving university. 
3. Responsible persons sign the learning agreement /mobility proposal. Scanned signatures are accepted. 

 
Bachelor and Master students should check the course offer available on the website of the host university (the websites are indicated at the end of the text of 
the call) and choose courses they would like to study. If necessary, applicants can contact International offices at the host university to ask for advice. Applicants 
have to check with their tutor back home that the courses chosen will be recognized at their sending university. 
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Minimum and maximum of credits  per semester (5 months): to be decided 
 
 
 
When it comes to signing the learning agreement, in case of Bachelor students, it is usually the academic coordinator at the faculty/department where the 
student is studying, that signs that agreement on behalf of the sending institution (the logic being that the academic coordinator needs to endorse the courses 
chosen for study during mobility and be prepared to recognise them back at home university). At the receiving institution, it is usually the International Office that 
obtains the signature for the student from the relevant faculty/department. 
 
In case of Master students, it is usually the director of the Master programme who signs the form, the reasoning being the same: that they have to endorse the 
chosen courses and be prepared to recognise them. At the receiving institution, it is usually the International Office that obtains the signature for the student from 
the relevant Department/Faculty. 
 
PhD students usually don´t take taught courses during their mobility, and instead focus on their thesis-related research. However, if there are courses that they 
are interested in taking, they can do so. There is no minimum or maximum number of credits they should take. Their mobility is not measured in credits. Instead, it 
is assessed on whether they completed the activities proposed on the mobility proposal. 
 
PhD students should identify a department / research group and a specific academic who can host and supervise them during their mobility. They can contact this 
person directly to ask whether they can be hosted, or ask the mobility team to help establish contact. 

 
When it comes to signing the mobility proposal of PhD students at the sending university, it is usually the supervisor who signs the form. Since the point of the 
mobility is to advance further in thesis, the supervisor has to agree that the proposed programme of activities during mobility is indeed beneficial to the doctoral 
student´s progress. At the receiving institution, the host supervisor usually signs the form. The International Office can help contact or obtain the signature for the 
student from the relevant academic/ Department/Faculty. 
 
Teaching staff applicants identify a department / research group and a specific academic who can host and supervise them during their mobility. They can contact 
this person directly to ask whether they can be hosted, or ask the mobility team to help establish contact. 
 
When it comes to signing the mobility proposal, the Head of Department/Faculty, another designated person or the host teaching staff can sign the proposal on 
behalf of the sending and the receiving institutions. The International Office at the receiving institution can help obtaining the signature. 
 

What if  the persons responsible for signature are not available?  
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If for some reasons (travel, etc.) the persons responsible at the academic Departments/Faculties cannot sign the learning agreements or the mobility proposals, 
the International Office at the sending and the receiving institutions can sign them, having previously made sure that they have the approval of the relevant 
Department/Faculty. 
 

How long is students´ mobility? 
It can be anything between 3 months (a minimum) and 5 months (a maximum). 
 

How long is teaching staff  mobility? 
5 days. The grant will also cover 2 days of travel. During their 5 day mobility, teaching staff have to give 8 hours of teaching (classes, seminars, research 
papers). Part of these 8 hours can be dedicated to giving a presentation on one´s own research or research /teaching offer conducted at the sending university, 
since it can help the receiving university get to know better the sending institution. 
 
 

Application process 
During the application process, applicants are assisted as follows:  

- The home university issues ToR, letters of nomination if necessary, checks that applicants have the required language competencies, assists them in obtaining 
signatures for learning agreements/mobility proposals, and provides any other necessary information. 

- The host university assists them in obtaining signatures for learning agreements/mobility proposals, gets in touch with relevant teaching staff, and provides any 
other necessary information. 
 
 

Selection process 
- Once the eligibility list is published, partner universities review their candidates and prioritise them according to the evaluation criteria, while making sure necessary 

linguistic requirements are met. The applications will be made available via a shared Google Drive. The first criterion for selecting students will be academic merit, 
but with equivalent academic level, preference should be assigned to students from less advantaged socio-economic backgrounds (including refugees, asylum 
seekers and migrants). Lower priority will be given to those who have already participated in mobility actions in the same study cycle under the LLP-Erasmus 
Programme, Erasmus Mundus Programme or Erasmus+ Programme. In the case of Erasmus Mundus Master Courses and Erasmus Mundus Joint Master Degrees, 
previous participation is only taken into account for scholarship holders. 

- A4U Selection Committee undertakes the final selection and provides feedback on rejected candidates to their sending universities. 
 
 

Announcement of results and initial paperwork 
- A4U will contact the successful candidates by email, copying in their sending and receiving universities. 
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- A4U will provide each beneficiary with a grant letter, which they will need to apply for the visa. The grant letter will specify the home and host universities, 
estimate grant amount, and estimate dates of mobility.  

- A4U will arrange and pay for the medical insurance for each beneficiary that will cover the whole period of his/her mobility. 
- A4U will contact the embassies to ask for their cooperation in issuing visa to Erasmus+ beneficiaries.  
- The receiving universities will provide the beneficiaries with acceptance letters, which they will need to apply for the visa. 

 

Who pays for the visa, flights and accommodation? 
All costs related to obtaining the visa are borne by the beneficiary. 
Beneficiaries will also need to advance their own funds for the flights and accommodation (if necessary) since the mobility grant will be paid only once the mobility 
begins. The host universities can provide assistance to participants in finding suitable accommodation.This way, the beneficiaries can book the flights and 
accommodation that suit their needs. 
 
 

Signing of Interinstitutional Agreement (IIA)  
It is the responsibility of each A4U university to make sure that they sign an IIA before the start of the mobility for their incoming and outgoing participants. For 
this, they will liaise directly with their partner university, and once the IIA is signed, put on Google Drive and let A4U know. Where necessary, A4U will provide 
templates filled in with information by the partner university.  
 
The IIA usually specifies the maximum number of mobility places but does not guarantee them, since there might be future calls for applications and more grants 
awarded in the lifespan of a signed IIA. 
 

AFTER THE MOBILITY 
 

Recognition of mobilities 
All mobility participants have to have their courses taken during mobility recognised back home. A proof of this recognition is a transcript of records (ToR), usually 
issued to students at the end of the academic year, and which should reflect credits taken during mobility. 
 
Recognition of mobilities of A4U students: each A4U university will upload ToR for their outgoing students on the Google Drive. 
 
Recognition of mobilities of students coming to A4U universities: A4U will send a request to partner universities to issue a transcript of records (ToR) in English for 
each of their students who received A4U grant. The ToR will be sent directly to the A4U university in question so that they can add it to the student´s file and thus 
complete the recognition process.  
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CHECKLIST FOR MOBILITY GRANT HOLDERS: STEPS TO FOLLOW IN ORGANISING YOUR STAY ABROAD 
 

FLIGHTS AND ACCOMMODATION 

 

All participants find the flights and accommodation that suit their needs. They also need to cover their travel and accommodation expenses themselves. 

For this they need to advance their own funds since the mobility grant will be paid only once their stay begins. The host universities can provide 

assistance to participants in finding suitable accommodation. 

 

 

INCOMING BACHELOR, MASTER AND PHD STUDENTS 

(STUDENTS FROM FOREIGN PARTNER UNIVERSITIES COMING FOR A STAY AT UAB, UAM, UC3M OR UPF) 

 

AT WHICH 

STAGE 

DOCUMENT OR 

PROCEDURE 
WHAT TO DO WHO WHEN 

BEFORE 

TRAVELLING 

TO SPAIN 

Medical Insurance and grant letter 
A-4U arranges for and sends the Medical Insurance 
insurance and the grant letter to the participant by email 

A-4U 
Once the mobility dates are 

confirmed 

Invitation letter 
The host university sends the invitation letter to the 

participant by email and/or in original by post to the home 
university 

Host university 
Once the mobility dates are 

confirmed 

Visa 

The participant applies for the visa at the Spanish Embassy 
of the country of his/her residence. The Insurance, the grant 

letter and the invitation letter should be part of the 
documents submitted to the Embassy. 

Participant 
At least 1 month before the 

beginning of your stay abroad 

Find accommodation 

Your host university will provide with you information on 
how to book your accommodation in Spain. You should 
book well in advance in order to avoid arriving without a 

place to stay. 

Participant and host 
university 

Before leaving your country 

UPON 

ARRIVAL TO 

THE HOST 

UNIVERSITY 

Arrival certificate 

The participant needs to go to the mobility office of the host 

university in order to receive the arrival certificate. They 
will also be advised on how to register as a student at the 
university/enroll on courses and be given information on 

residence permit in case they need one. 

Host university 
Upon arrival to the host 

university 

To open a bank account in Spain  
The mobility office of the host university will advise the 
participant on how to open a bank account in Spain. The 

mobility grant will be paid into this account. 
Participant Upon arrival to Spain 

Signature of the grant agreement 
between the participant and A-4U 

The mobility office of the host university will ask the 
participant to fill in and sign the grant agreement.  

Host university and 
participant 

Once the bank account is open 

since the bank details need to be 
included in the grant agreement 
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Signature of the definitive version of 
the learning agreement/mobility 
agreement in case there are any 
changes to the original version 

If there are any changes to the original version, the 
participant has to get the responsable persons at the host 

university and home university to sign the definitive version 
of the learning agreement/mobility proposal  

Host university, home 
university, and participant 

Changes to the study 
programme can be requested 

within 5 weeks after the start of 
each semester. These changes 
should be agreed by all parties 
within 2 weeks following the 

request. 

Payment of 70% of the mobility 
grant  

A-4U issues the payment, which goes into the participant’s 
bank account in Spain 

A-4U 
Once the arrival certificate and 
the grant agreement have been 

signed 

BEFORE THE 

END OF YOUR 

STAY 

EU survey (on-line) 
One month before the end of their stay the participant will 
receive by email an invitation to fill in an EU survey about 

their mobility experience 
A-4U 1 month before the end of stay  

Certificate of attendance 

2 weeks before the end of their stay the participant has to 
contact the mobility office of the host university in order to 

receive the certificate of attendance, which is needed to 

receive the second installment of their grant. 

Participant and host 
university  

2 weeks before leaving the host 
university 

Payment of 30% of the mobility 
grant  

A-4U issues the payment, which goes into the participant 
bank account in Spain 

A-4U 
Once the certificate of 

attendance has been issued and 
EU survey completed 
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INCOMING TEACHING STAFF 

(STAFF FROM FOREIGN PARTNER UNIVERSITIES COMING FOR A STAY AT UAB, UAM, UC3M OR UPF) 

 

AT WHICH 

STAGE 

DOCUMENT OR 

PROCEDURE 
WHAT TO DO WHO WHEN 

BEFORE 

TRAVELLING TO 

SPAIN 

Medical insurance and grant letter 
A-4U arranges and pays for the medical insurance and 
sends it to the participants together with the grant letter 

A-4U 
After the publication of final 

results of the call 

Invitation letter 
The host university sends the invitation letter the 

participant 
Host university 

After the publication of final 
results of the call 

Visa 

The participant applies for the visa at the Spanish 
Embassy in the country of his/her residence. The 

Insurance, the invitation letter and the grant letter should 
be part of the documents submitted to the Embassy. 

Participant 
At least 1 month before the 

beginning of your stay abroad 

Find accommodation 

Your host university will provide with you information 
on how to book your accommodation in Spain. You 

should book well in advance in order to avoid arriving 
without a place to stay. 

Participant and host 
university 

Before leaving your country 

DURING YOUR 

STAY AT THE 

HOST 

UNIVERSITY 

In case of any changes to the 
mobility agreement, the definitive 

version should be signed by all 
parties 

The participant, his/her home department and the host 
department/professor sign the definitive version of the 

mobility agreement in case of any changes to the 
proposal submitted at the application stage 

Host university, home 
university and participant 

Upon arrival to host university 

Signature of the grant agreement 
between the participant and A-4U 

Before the participant arrives to Spain, the mobility office 
of the host university will send the form to the participant 

so that s/he can include her bank account details. The 
grant agreement will be signed during the stay at the host 

university.  

Host university and 
participant 

Upon arrival to host university 

Certificate of attendance 

The host department/mobility office will issue a 
certificate of attendance which confirms that during 

his/her stay the participant has indeed engaged in the 
activities proposed in the mobility agreement.  

The participant will then be responsible for submitting 
the certificate of attendance to the mobility office of the 

host university. 

Host university 
Before leaving the host 

university 

Payment of 100% of the mobility 
grant 

The payment will be via a cheque that should be cashed 
in while in Spain. 

A-4U 
Once the grant agreement has 
been signed and the certificate 

of attendance has been issued  

ONCE BACK 

HOME 
EU survey (on-line)  

The participant will receive (by email) an invitation to fill 
in an EU survey about their mobility experience and has 

to fill it during 30 days since the date of invitation. 
A-4U Once the mobility has finished 
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Contact details 

Staff responsible for managing Ka107 at each A4U university 

 

International office at Universidad Autónoma de Barcelona (UAB) 

Àrea de Relacions Internacionals 

Universitat  Autònoma de Barcelona 

Edifici N - Plaça Cívica, Campus UAB 

08193 Bellaterra (Cerdanyola del Vallès) Spain 

+34 93 586 8499 

erasmus.ka107@uab.cat 

 

International office at Universidad Autónoma de Madrid (UAM) 

Sandra Martín 

Oficina de Relaciones Internacionales y Movilidad 

Plaza Mayor, planta baja 

C/ Einstein 5 

+34 91 497 2935 

+ 34 91 497 3283 proyectos.internacionales@uam.es 

 

International office at Universidad Carlos III de Madrid (UC3M) 

Elisa Huete  

Oficina Internacional de Getafe 

Edificio Rectorado, Despacho 8.0.18 

C/ Madrid, 126 - 28903 Getafe 

+34 91 624 9550 

proyectos_internacionales@uc3m.es  

 

 

International office at Universidad Pompeu Fabra (UPF) 

Bachelor and Master students: 

Meritxell Cama 

Oficina de Mobilidad y Acogida (OMA) 

Campus Ciutadella 

C/Ramon Trias Fargas, 25-27 

Edificio Jaume I, 08005 Barcelona 

+34 935 422 203 

oma.incoming@upf.edu  

 

Alianza 4 Universidades 

Olga Belova 

Mobility Coordinator 

Universitat Pompeu Fabra 

Campus Ciutadella 

Ramón Trias Fargas 25-27 

Edificio Roger de Llúria, despacho 40.259 

Barcelona 08005 

+34 935 422 079 

International office at Universidad Pompeu Fabra (UPF) 

Teaching staff and PhD:  

Regina Arquimbau 

Servicio de Relaciones Internacionales 

Campus Ciutadella,  

C/Ramon Trias Fargas, 25-27 

Edificio Roger de Llúria, despacho 40.259 

Barcelona 08005 

+34 935 422 276 

mailto:erasmus.ka107@uab.cat
mailto:proyectos.internacionales@uam.es
mailto:proyectos.internacionales@uam.es
mailto:proyectos_internacionales@uc3m.es
mailto:oma.incoming@upf.edu
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coordinación@a-4u.eu  regina.arquimbau@upf.edu  

 

mailto:coordinación@a-4u.eu
mailto:regina.arquimbau@upf.edu

