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Working Process

Preprocessing

1. Selection and Confirmation of 
Participants

2. Procurement of Visa

3. Clarification and Agreement 
of Travelling

4. Purchase of Tickets  and 
departure to  Host Institution

Postprocessing

5. Settlement of travel costs and 
costs of stay

6. Reporting

7. Reimbursement

Start 4 months in 
advance of
mobility

Completion 4 
weeks after 

mobility

mobility
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Preprocessing ‐Working Process

Selection and
Confirmation of

Participants

• Definition and announce-
ment of selection criteria
and procedure

• Application of candidates

• check of applications, 
assessment and selection of
participants

• Confirmation and briefing of
participants

1

Obtaining Visa

• procurement of valid 
passport data of each
participant to host 
institution

• provision of an invitation
letter by the host 
institution

• application for visa

• information of host 
institution

2

Clearance and
Agreement of

Travelling

• Investigation of travel
opportunities (home
institution – airport home
country, flight to host 
country, airport host country
- host institution) including
costs

• Investigation of accommo-
dation opportunities and
costs

• agreement on travel data
and costs

3

Start 4 months in 
advance of
mobility

Start 3 months in 
advance of
mobility

Completed 2 
months in advance
of mobility

Start 2 months in 
advance of
mobility

Purchase of
Tickets  and
departure to

Host Institution

4

• Purchase of travel tickets
(train, flights, etc.)

• reservation/booking of
accommodation

• departure to host institution
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Postprocessing ‐Working Process

Settlement of
travel costs and

costs of stay

• Assortment of travel 
documents (boarding 
passes, tickets, invoices, 
where required: invoice of 
hotel accommodation)

• calculation of travel costs 
(excl. subsistence and 
accommodation)

• calculation of costs of stay 
(lump sums according to 
TEMPUS rules)

5

Reporting

• Completion of individual 
mobility report

• where required: elaboration 
of a detailed report on the 
activities provided and the 
results achieved

• sending copies of the 
reports and supporting 
documents (boarding 
passes, etc.) to the project 
coordinator including a 
request for money transfer

6

Reimbursement

• Check of reports and 
settlement of travel 
costs/costs of stay by the 
coordinator

• accounting of costs of 
mobility at the coordinator

• reimbursement of mobility 
costs:
- in case of staff mobility to 

the home institution of the 
participant

- in case of student mobility 
to the host institution and 
host institution pays PC 
students

7

Immediately after 
the end of mobility

Completion according to the memorandum of understanding (if
even possible within 4 weeks after having received proper 

documents from the home institution/participant)


