
Erasmus 
Traineeship Mobility Orientation Programme



IMPORTANT REMINDERS

❑ The mentioned documents are on the website below,

https://international.yeditepe.edu.tr/en/international/outgoing-students/documents 

❑ You can view the documents that need to be uploaded to KION from system.

❑ You should always use the orientation presentation, the website and the handbook 
sent to you as a guide.

❑ You should inform the Erasmus Office about the positive/negative process’ regarding 
your mobility.

https://international.yeditepe.edu.tr/en/international/outgoing-students/documents


Before the Mobility

1. Yeditepe Transactions
2. Passport – Visa
3. Documents to be completed
4. Grant Agreement



1. Yeditepe Transactions

▪Erasmus students must pay their Academic Year registration 

fees to Yeditepe during the internship activity.

▪Except for students with scholarship

▪Except for graduate students

▪Students cannot freeze their registration for the period they 

will spend abroad.



1. Yeditepe Transactions

Compulsory internships: It is at the initiative of the faculty/department.

If the Erasmus internship is to be counted towards the compulsory internship, information 
about these procedures should be obtained from the Faculty/Department.



2. Passport- Visa
▪Passport

▪Students under the age of 25 are exempt from fees  – Get a student certificate from 

Student Affairs.

▪The book fee must be paid ?

▪How long passport is required for visa application?

▪For example: At least 1 year passport for 6 months internship

▪Always ask consulate regarding visa procedures. Erasmus Office is not responsible 

for the passport/visa application procedures. 



▪What documents are required for a visa?

▪ It varies in each country.

▪Find out by consulting the relevant Consulate - Embassy - Intermediary company and prepare the 

documents.

▪Visa / grant letter: It shows that you are a student of Yeditepe University, that you will be doing an 

internship within the scope of Erasmus and that you will receive a grant.

▪Request by Visa Letter Request  from the Erasmus Office 10 days before your appointment. 

2. Passport- Visa



3. Grant Agreement

▪A Grant Agreement must be signed with all students (with or 

without a grant). 

▪Grant payments cannot be made to students whose grant 

agreement has not been signed.

▪ In order for the grant agreement to be prepared by the 

Erasmus Office, all required documents should be prepared 

and uploaded to the Turna Portal System. 

Important Note: 
This document 

will be prepared 
by the Erasmus 
Office. Students 

will only sign.



Documentation and Procedures

During Application:

▪Acceptance letter from the internship place   

(you already have)
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▪Learning agreement for traineeships: Prepare the “Before 

Mobility” part and upload it to Turna Portal after completing 

all signatures.

▪Health, Accident and Liability Insurance

▪YapıKredi Euro account

▪Passport copy that shows you received visa approval or 

Flight ticket (for the students who still could not get visa approval or 

students who have Green-A service passport or grey passport)

▪Grant Agreement

Documentation and Procedures



▪Learning agreement for traineeships: Prepare the “Before Mobility” part and upload it to KION 

after completing all signatures.



12



3. Grant Agreement Documents
▪ Health, accident and liability insurance 

❖ It should cover the internship period.
❖ This should include three coverage.

Example insurance companies: AIG, Sompo, AXA

If your traineeship place provides you a health insurance with the mentioned coverages, it is 
also accepted for the grant contract.

▪ Students who will go to Germany can submit the copy of AT11 document to the embassy 

and students who will go to Czech Republic can give the CZ111 document to the 

embassy. Students can get the Erasmus participation document which is necessary to give 

to the Social Insurance Institution from the Erasmus Office. 

▪ AT11 & CZ111 does not cover  liability , so you must have an extra liability insurance. 

Erasmus Office insurance specialist, unfortunately, is not.



3. Grant Agreement Documents

▪ Yapıkredi Euro Account information
Passbook or any document in which account information 
appears must be uploaded to Turna Portal.

▪ A joint account (with a family member) can be opened.



IMPORTANT

▪ If the start and end dates change before the internship starts:
❖ Newly dated letter of acceptance and learning agreement for traineeships

Attention !
▪ Last internship day: 31 May 2025 at the latest
▪ Internship within 12 months after graduation
▪ Minimum internship duration 60 days

➢ If the internship place or country changes due to the a force majeure:
❖ Newly dated letter of acceptance and learning agreement for traineeships
❖ However, it can be changed due to the pandemic. This should be 

documented. Approval will be asked from the National Agency.
❖ There cannot be an increase in the amount of grant allocated in the first 

stage.There may be deduction if the country group changes. 



During the Mobility

1.  LA – During Mobility



 LA- During Mobility

▪ If there is a change in the «Before Mobility» section of LA,
❖ On dates: start late or end early
❖ Things to consider when changing the date
❖ Graduate students: the internship must be completed within 12 

months of graduation.
➢ The last internship day of all students can be 31 May 2025 at the 

latest.
❖ The minimum internship period is 60 days.

in the business plan

▪ The LA During Mobility form must be filled and signed.
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After the Mobility

1. Documents to be completed
2. Grant payments



Documents / Procedures to be Completed 

Certificate of Attendance 

The first day and last day of the internship 

must be written and written by the internship place.

must be signed.



2. LA – After Mobility

It should include the actual dates of the internship.

The same content can be written if there is no change in the 
traineeship plan/programme. 

Documents / Procedures to be Completed 





4. Participant Survey

The data of students who have completed their mobility will be 
transferred to the system of the European Commission.

The system will automatically send an online ‘’Mandatory Final 
Survey’’ link to students whose mobility has ended. 

The Mandatory Final Survey is mandatory. 

IMPORTANT: In order for your data to be transferred to the system, 
you must submit your documents to our office completely and 
complete the online language exams.

Documents / Procedures to be Completed 



Grant Payments
Payments are made in 2 separate payments, before and after the mobility.

80% of the total grant for which the first payment is deserved (by calculating the start and end dates 

of the internship)

For example:  Germany 

Monthly 750€ -  Daily: 750€ /30day = 25€
 60-day grant:  25€*60 days = 1500 Euro

First payment: 1200 Euro
Total internship duration: 60 days

The amount to be paid after return: 300 Euro

All mentioned documents and procedures must be completed for the activity to be considered 

completed and for the remaining grant (if any) to be paid.



Grant Payments
Grant calculations after the return are made according to the dates in the participation certificate 

(duration sheet). If the grant earned during the stay is less than the first payment, the difference is 

requested to be refunded, if it is more, the remaining amount is paid to the student.



A full refund will be requested if any post-mobility documentation or documents proving 
participation in the mobility (certificate of participation or post-return transcript that can 
replace it) are not completed in accordance with the announced dates.

20% of the total progress payment of the students who did not fill the participant survey

In case where it is clearly known that the start-end date of the activity on the certificate 
of participation (duration sheet) does not include the actual dates or that the student 
leaves the institution (city / country) where he/she is staying, excluding public holidays, 
that is, on the dates when the education or internship should continue under normal 
conditions, additional research has been deemed necessary, and If it is determined that 
the student has left the host institution for more than 7 (seven) calendar days (including 
the weekend) without interruption, no grant payment is made for the total number of 
days apart.

Grant Payments



Documents Checklist 

Before Mobility

✔ Letter of acceptance

✔ Learning Agreement Before the 
Mobility Section

✔ Insurance Photocopy

✔ Visa approval page/Flight Ticket

✔ Grant Agreement

During Mobility
✔ Learning Agreement 

During the Mobility 
(if there is any 
change)

After Mobility
✔ Learning Agreement After 

the Mobility 

✔ Certificate of participation

✔ Final Report



Q & A 

03/10/19

ADD A FOOTER



International Exchange and Cooperation Office

outgoing@yeditepe.edu.tr

Hazal Altunkulp ÇobanBurcu Atalay Emre

Erasmus 
Institutional 
Coordinator

Merve Müge 
ŞENGÜL BEKTAŞ Zeynep CESUR

SpecialistExpert Specialist Asst. Specialist



Thank you for your attendance. 

International Exchange and Cooperation Office

Email:

outgoing@yeditepe.edu.tr


