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ERASMUS+ STAFF MOBILITY FOR TEACHING

Checklist Administrative Procedure
Before, during and after your Erasmus+ teaching period

BEFORE YOUR ERASMUS+ TEACHING PERIOD

/

1 | Fill out the Mobility Agreement for Teaching.

Sign the Mobility Agreement and ask the r p nsible

== ////////////////

Fill out the online application form and attach the
Mobility Agreement.

Atl st 1 month before the start of
your Erasmus+ teaching period.

Submit the online application form with the attached
Mobility Agreement.

o |E

Ify wdd n Erasmus+ grant, you will re

6 | provisional decision letter d the G tAg eme t
ema l R ad the G nt Agreement carefully and sign t
7 Return a copy (in one PDF document) of the signed At least 2 weeks before the start of

Gra tAg ement to outbound@sea.leidenuniv.nl your Erasmus+ teaching period.

If your tea h d, cancelled,

nment is po stpone

shorten d t d d, or if ther y other reason As soon as possible, but before the
8 | why you l nger meet th d t of the E smus+ | start date of the teaching period at
grant, you are obliged to inform the S h larships Team the latest.

bymlfth change.

DURING YOUR ERASMUS+ TEACHING PERIOD

What? When? Do
If you tgt tddC rtificate of attendan
fr mth ing institutio
1 Fll tth C tf ate fAtt ndan wth th esponsible ?t tf}llf_: end Ofyé)ur Erasmus+
person at the r ing institutio / organ and sign eaching period.
it both.
AFTER YOUR ERASMUS+ TEACHING PERIOD
What? When? Do

Fill out and submit the Online Participant Report for
1 | Erasmus+ staff mobility. You will receive an automatic
invitation to fill out the report via email.

Within 1 month after your
Erasmus+ teaching period.

Send a copy of the Certificate of Attendance to

Within 1 month after your

outbound@sea.leidenuniv.nl.

Erasmus+ teaching period.

Based on the start and end date provided in the
Certificate of Attendance, your
calculated. Both you an

final calculation of the Erasmus+ grant via email.

final grant amount will be
d the budget holder will receive a

You can

(for LUMC employees: Albinusnet).

claim the Erasmus+ grant via SAP Self Service
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