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ONEMLI HATIRLATMALAR

Bahsi gecen belgeler web sitesindedir.
https://international.veditepe.edu.tr/tr/international/outgoing-students/belgeler

TURNA PORTALa yuklenmesi gereken belgeleri TURNA PORTAL Uzerinden
gorebilirsiniz.

Oryantasyon sunumunu, web sitesini ve size gonderilen el kitabini her zaman rehber
olarak kullanmalisiniz.

Faaliyetler ilgili olumlu/olumsuz gelismelerden Erasmus Ofisi’ni haberdar etmelisiniz.


https://international.yeditepe.edu.tr/tr/international/outgoing-students/belgeler

Faaliyet oncesi

1. Yeditepe Islemleri
2. Pasaport — vize
3. Hibe Sozlegmesi



1. Yeditepe Islemleri

Erasmus o6grencileri staj faaliyeti boyunca Akademik Yili kayit
Ucretlerini Yeditepe'ye 6demelidirler.

"Burslu 6grenciler haricg

" Mezun durumundaki 6grenciler harig

Yurt disinda gecirecekleri siire icin o©grencilerin kayit

dondurmasi s6z konusu degildir.



1. Yeditepe Islemleri

Zorunlu staj: Fakiilte/bolimin inisiyatifindedir.

Erasmus staji zorunlu staj yerine sayilacaksa bu islemlerle ilgili

bilgi Fakulte/bolimden alinmalidir.




2. Pasaport- vize
Pasaport

25 vyasin altindaki 6@renciler har¢gtan muaf — Ogrenci

Islerinden 6grenci belgesi aliniz.

" Defter bedeli 6denmelidir.
Vize basvurusu icin ne kadar surelik pasaport gerekli?
*Orn: 6 aylk staj icin en az 1 yillik pasaport

" Konsolosluktan 6greniniz.



2. Pasaport- vize
Vize
Vize icin hangi belgeler gerekli?

"Her tlkede degiskenlik gosterir.

={Igili Konsolosluk — Biiyiikelcilik — Araci firmaya danisarak
ogreniniz ve belgeleri hazirlayiniz.

Vize / hibe vazisi: Yeditepe Uni. Ogrencisi oldugunuzu, Erasmus

kapsaminda staj yapacaginizi ve hibe alacaginizi gosterir.
"Randevunuzdan 10 giin 6nce Erasmus Ofisi'nden e-posta

ile talep ediniz.



3. Hibe Sozlesmesi

Tum (hibeli veya hibesiz) ogrencilerle Hibe So6zleSmesi

imzalanmalidir. Hibe s6zleSmesi imzalanmayan oQrencilere

hibe 6demesi vapilamaz.

Hibe sozlesmesinin Erasmus Ofisi tarafindan hazirlanmasi igin

belgeler hazirlanmali ve TURNA PORTALa yuklenmelidir.



Degerlendirme_sonrasinda_Belgeler ve Prosediirler

Learning agreement for traineeships(Staj anlasmasi):

“Before Mobility” kismini Erasmus Bolium Koordinatoru ile
hazirlayiniz ve tium imzalari tamamladiktan sonra TURNA

PORTALa yukleyiniz.

Saglik, Kaza ve Mesuliyet Sigortasi
Yapikredi Euro hesabi

Vize onaylandigina dair kanitlayici vize sayfasi
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3. Hibe Sozlesmesi Belgeleri
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Sadlik, kaza ve mesuliyet sigortasi

Staj suresini kapsamalidir.
Bu U¢ teminati icermelidir.
Ornek sigorta sirketleri: AIG, Sompo, AXA

Vize icin istenilen ya da is yerinin istediQi/yaptirdigi sigorta bu
kriterleri kapsiyorsa hibe sdzlesmesi icin de kabul edilir.

Erasmus Ofisi sigorta uzmani, maalesef, deqil.




3. Hibe Sozlesmesi Belgeleri

Yapikredi Euro Hesabi bilgileri

Hesap clizdani ya da hesap bilgilerinin gortiindigii herhangi bir
dokiiman TURNA PORTALa yuklenmelidir.

Ortak hesap (bir aile Gyesiyle) acilabilir.

Vize onaylandigina dair kanitlayici vize sayfasi
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111 GNEMLI 1!
Staj baslamadan baslangic ve bitis tarihleri degisirse:
1. Yeni tarihli kabul mektubu ve staj anlasmasi (learning agreement for traineeships)
2. Dikkat !

1. Son staj glint en gec: Haziran 2025

2. Mezuniyet tarihinden sonra 12 ay icinde staj

3.  Minimum staj sliresi 60 giin

Miicbir sebeplere badli olarak staj yeri ya da iilkesi degisirse: (STA) BASLAMADAN ONCE)
1. Yeni tarihli kabul mektubu ve staj anlasmasi (learning agreement for traineeships)
2. Micbir sebep belge ile kanitlanacak ve Erasmus ofisi tarafindan Ulusal Ajans’tan onay alinacaktir.

3. Ik etapta tahsis edilen hibe miktarinda artis olamaz. Ulke degisikligi olursa dusis olabilir.
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Faaliyet sirasi

1. LA — During Mobility



LA- During Mobility

Eger LA'in «Before Mobility» kisminda bir degisiklik varsa,

Tarihlerde: gec baslama ya da erken bitme

Tarih deqisikliginde dikkat edilmesi gerekenler

Mezun oOQrenciler: staj mezuniyetten sonra 12 ay icinde
bitirilmelidir.

Tum 6grencilerin son staj glinl en gec Haziran 2025 olabilir.
Minimum staj suresi 60 gundur.

Is planinda

LA During Mobility formu doldurulmali ve imzalar alinmalidir.

14




Student Mobility for Traineeships

Learning Agreement

Higher Education:
Learning Agreement form

Student’s name

Academig Year 2021/2022

Higher Education:
Learning Agreement form

Student’s name
m Frasmus+4 Academic Year 2021/2022

By signing this document, the trainee, the Sending Institution and the Receiving Organisation/Enterprise confirm that they approve the Learning Agreement and that
they will comply with all the arrangements agreed by all parties. The trainee and Receiving Organisation/Enterprise will communicate to the Sending Institution any
problem or changes regarding the traineeship period. The Sending Institution and the trainee should also commit to what is set out in the Erasmus+ grant agreement.
The institution undertakes to respect all the principles of the Erasmus Charter for Higher Education relating to trainseships.

C i Name Email Position Date igT e

Trainge

Erasmus Departmental Coordinator
(Respensible persen” at the Sending Institution)

Faculty Dean

Institute Manager
{Only for or Master and =D Stucents|

Supenvisor” at the Receiving Organisation

Yeditepe Erasmus Office Stamp,

(+)
Gender )
Last name(s) | First name(s) Date of birth Nationality* [male/Female/Undefi Study cyde® Field of education’
frrainee ned]
Faculty/ Erasmus code’ & 7o
Name at (if applicable) Address Country Contact person name"; email; phone
sending 0y haah. Kaysdag) Cad.
Institution Y:Sg:;; 3264
U 26 Afystos verlesimi HAZAL ALTUNKULP GOBAN
TRISTANBUZL 24755 m -istanbul TURKEY intoffice@yeditepe. edu tr
———————————
. - Contact person” Mentor’ name;
Rece.nnn_g Name Department bei e' Country Size name; position; position;
Org; e-mail; phone e-mail; phone
/Enterprise < 250 weplapens
» 2150 esplopeus
During the Mobility
Table A2 - Exceptional Changes to the Traineeship Prog at the Receiving Organisation/Enterprise
(to bz approved by e-mail or signature by the student, the responsible person in the Sending Institution and the responsible person in the Receiving
Organisation/Enterpriss)
Planned period of the mobility: from [month/year] .............. till [month/year] .......... i
Traineeship title: . Number of working hours per week: ..
Detailed p of the hip period:
Knowdedge, skills and es to be acquired by the end of the traineeship (expected Learning Outcomes):
Monitoring plan:
Evaluation plan:

! Nationality: Country to which the person belongs administratively and that issues the ID card and/or passport.

? Study cycle: Short cycle (EQF level 5) / Bachelor or equivalent first cycle (EQF level 6) / Master or equivalent second cycle
(EQF level 7) / Doctorate or eguivalent third cycle (EQF level 8).

* Field of education: The ISCED-F 2013 search tool available at http://ec.europa.eu/education/tools/isced-f en.htm should

be used to find the ISCED 2013 detailed field of education and training that is closest to the subject of the degree to be
awarded to the trainee by the sending institution.

* Erasmus code: a unigue identifier that every higher education institution that has been awarded with the Erasmus
Charter for Higher Education (ECHE) receives. It is only applicable to higher education institutions located in Programme
Countries.

> Contact person at the sending institution: a person who provides a link for administrative information and who,

depending on the structure of the higher education institution, may be the departmental coordinator or will work at the
international relations office or equivalent body within the institution.

5 Contact person at the Receiving Organisation: a person who can provide administrative information within the
framework of Erasmus+ traineeships.

7 Mentor: the role of the mentor is to provide support, encouragement and information to the trainee on the life and
experience relative to the enterprise (culture of the enterprise, informal codes and conducts, etc.). Normally, the mentor
should be a different person than the supervisor.



Faaliyet sonrasi

1. Tamamlanmasi gereken
belgeler
2. Hibe 6demeleri



'f""fA Yeditepe University International Office
W AW AV & & -~

26 AR Yerdesii,  BawsdalCed. 34755 Alasshin  Lambul Tucksx Tel: +90 216 578 0604

Tamamlanmasi Gereken Belgeler-

intoffice@vyeditepe edu.tr http://international yeditepe edu tr
Prosediirler
ERASMUS+ DURATION SHEET
Katilim Sertifikasi
It is hereby certified that
Mr./Ms. from YEDITEPE UNIVERSITY

Stajin ilk ve son glint yazilmali ve

Has started his/her internship as an Erasmus student at our institution:

staj yeri tarafindan imzalanmalidir.

ID code of the host institution

[

iTo be completed by the host institution:

From / /20 (the start date of the internship)

Name of signatory

Function

Date: Signature and stamp

To be completed by the host institution:

/20 (last day of internship)

Name of signatory

Function

Date: Signature and stamp
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Tamamlanmasi Gereken Belgeler-
Prosedurler

2. LA — After Mobility
Stajin gerceklesen tarihlerini icermeli.

IS planinda degisiklik yoksa ayni icerik yazilabilir.
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m Erasmus+

Learning Agreement
Student Mobility for Traineeships

Higher Education:
Learning Agreement form
Student’s name

Academic Year 2021/2022

Higher Education:
Learning Agreement form
Student’s name

Academic Year 2021/2022

Yeditepe Erasmus Office Stamp,

Gender
Last name{s) | Firstnamels) | Date of birth Nationality' [Male/Female/ Study cydle’ Field of education’
[rrainee Undefined]
Faculty/ Erasmus code” o
Name Depart if apelicable) Address Country Contact person name ; email; phone
Sending (R bish- baasi Cod.
Institution 3264
YEDITEPE 26 Aiustus Yeleaind HAZAL ALTUNKULP COBAN
UNIVERSITY TR ISTANBL21 34755 Sragebir- Istanbul TURKEY intoffice@yeditepe. adu.tr
Address: Contact m‘ Mentor name;
Receiving Name Department e Courtry Size Dame: position; position;
Organisation e-mail; phone e-mail; phone
,E 2 0 < 2% wrglaypess
0> sralogess
After the Mobility
Table D - Traineeship Certificate by the Receiving O ion/E
Name of the trainee:
Name of the Receiving Organisation/Enterprise:
Sector of the jving Organisation/E .
Address of the iving Organisation/E ise [street, city, country, phane, e-mad address), website:
Start date and end date of trai hip: from [day/! hyear| to [day/month/year] .. —
Traineeship title:
Detailed prog of the hip period including tasks carried out by the trainee:
ledge, skills {intell 1 and ical) and cquired {achieved Leaming Oc
Evaluation of the trainee:
Date:
Name and signature of the Supervisor at the 13 Organi: / P

* Nationality: Country to which the person belongs administratively and that issues the 1D card and/or passport.

* Study cycle: Short cycle (EQF level 5) / Bachelor or equivalent first cycle (EQF level 6) / Master or equivalent second cycle
(EQF level 7) / Doctorate or equivalent third cycle (EQF level 8).

? Field of education: The ISCED-F 2013 search tool available at http://ec europa.eu/education/tools/isced-f en.htm should
be used to find the ISCED 2013 detailed field of education and training that is closest to the subject of the degree to be
awarded to the trainee by the sending institution.

* Erasmus code: a unigue identifier that every higher education institution that has been awarded with the Erasmus
Charter for Higher Education (ECHE) receives. It is only applicable to higher education institutions located in Programme
Countries.

* Contact person at the sending institution: a person who provides a link for administrative information and who,
depending on the structure of the higher education institution, may be the departmental coordinator or will work at the
international relations office or equivalent body within the institution.

¢ Contact person at the Receiving Organisation: a person who can provide administrative information within the
framework of Erasmus+ traineeships.

’ Mentor: the role of the mentor is to provide support, encouragement and information to the trainee on the life and

experience relative to the enterprise (culture of the enterprise, informal codes and conducts, etc.). Normally, the mentor
should be a different person than the supervisor.



Tamamlanmasi Gereken Belgeler- Prosedirler

Katilimci Anketi

* Hareketliligini  tamamlayan  oQrencilerin  verileri  Avrupa
Komisyonu’nun sistemine aktarilacaktir.

* Sistem, verileri aktarilan 6grencilere otomatik olarak bir ¢cevrim ici
«Zorunlu Final Anketi» linki gdnderecektir.

* Zorunlu Final Anketi, isminden anlagilacaQi gibi zorunludur.

ONEMLI: Verilerinizin sisteme aktarilabilmesi icin belgelerinizi
eksiksiz ve hatasiz olarak ofisimize iletmeniz gerekmektedir.

20




Hibe Odemeleri

1 Ik 6deme hak edilen toplam hibenin %80’i (Staj baslangic ve bitig tarihleri
hesaplanarak)

1 Faaliyetin tamamlanmis sayilmasi ve (varsa) kalan hibenin 6denmesi icin tiim bu
belgelerin ve prosedurlerin tamamlanmasi zorunludur.

] DOnus sonrasi hibe hesaplamalari katilim belgesindeki (duration sheet) tarihlere gore
yapilir. Kalig siiresince hak edilen hibe ilk 6demeden az ise aradaki farkin iadesi
istenir, fazla ise kalan tutar 6grenciye 6denir.

) Orn: 91 ginliik hibe: 1820 Euro

lIk 6deme: 1456 Euro

Toplam staj suresi: 60 glin
_ Hak edilen hibe: 1200 Euro
Ogrencinin iade edecedi tutar: 1456-1200= 256 Euro



J
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Hibe Odemeleri A\

Hareketlilik sonrasina ait hicbir hareketlilik belgesinin ya da hareketlilige katilimi
kanitlayan belgelerin (katihm sertifikasi veya bunun yerine gecebilecek donus
sonrasi transkript) duyurulan tarihlere uygun olarak tamamlanmamasi halinde tam
iade istenir.

Katilimci anketi doldurmayan o6gQrencilerin toplam hakedigsinden %20 oraninda
kesinti yapilir.

Katihm belgesi (duration sheet) tGzerindeki faaliyet baslangic-bitis tarihinin gercek
tarihleri icermediginin veya 6grencinin resmi tatil ginleri hari¢, yani normal
sartlarda 6grenim veya stajin devam etmesi gereken tarihlerde misafir oldugu
kurumdan (sehirden / Ullkeden) ayrildiginin acgik¢a bilindigi durumlarda ek
arastirma yapilmasina gerek gorilmis ve o6grencinin araliksiz olarak 7 (yedi)
takvim glininden (hafta sonu dahil) fazla sire ile misafir olunan kurumdan
ayrildigi tespit edilmigse, s6z konusu ayri kalinan toplam giin sayisi icin hibe
ddemesi yapilmaz.
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Hibe Odemeleri

Olke Avhk Hibe | Ayhk Hibe
i Misafir Olunacak Ulke Ogrenim Staj
(Avro) (Avro)

Almanya, Avusturya, Belgika, Dammarka,

1. ve 2. Grup Finlandiya, Fransa, Giiney Kibnis, Hollanda,

Olalax Irlanda, Ispanya, Isveg, ltalya, lzlanda, 600 750
Lihtenstayn, Liksemburg, Malta, Norveg,
Portekiz, Yunanistan
Bulganstan, Cek Cumhunyeti, Estonya,

3. Grup Hirvatistan, Kuzey Makedonya, Letonya, 450 600

Ulkeler Litvanya, Macanistan, Polonya, Romanya,

Sirbistan, Slovakya, Slovenya, Tirkiye




NSNS XX X

Belgeler ve Prosediirler

>

Gitmeden Once
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Learning Agreement Before the
Mobility Kismi

Sigorta Fotokopisi
Kabul Mektubu
Hibe Sozlesmesi

Vize onaylandigina dair kanitlayici
vize sayfasi

1P M

Yurt Disindayken

v/ Learning Agreement
During the Mobility
Kismi

N\

Dondukten Sonra

v

v

Learning Agreement After
the Mobility Kismi

Katilim Sertifikasi

Katilimci Final Raporu



Burcu ATALAY EMRE Hazal ALTUNKULP COBAN

Institutional Coordinator Senior Specialist
Merve Miige SENGUL BEKTAS Gllce KUNTER
Specialist Specialist
Outgoing Students Incoming Students
Zeynep CESUR

Assist. Specialist
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wherefyoufsaidfall about thekthings?




llginiz icin tesekkur ederiz.

ERASMUS OFIS]

Email:

outgoing@yeditepe.edu.tr




