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1. Choose your institutional partners and have 
the Bilateral Agreements DULY formalized 

(WELL before November).

• Still necessary



2. Raise interest about the exchanges among 
the students by means of informative 

meetings, posters, fliers (November - March).

• Still essencial



3. Annually edit and distribute (hard copy and 
internet) an up-dated Information Package. 
Check its contents against the manuals of 
good practice available from the Socrates 

administration (January).
• Obsolete
• Internet

– Advantages and 
disadvantages

– Cases



4. Choose the out-going candidates with 
special regard to their motivation and language 
knowledge and help them to programme their 

studies abroad using your experience, the 
available Information Packages and contacts 

with your colleagues (Coordinators) at the 
hosting institution (March).

• Essencial
• Convergence ?
• Does Bolonia help to harmonize really ?



5. Send the standard ECTS forms (Application 
& Learning Agreement) to the hosting 

institution and if possible, reach an agreement 
before the clearing-house meeting. Do not 

forget to include a current TRANSCRIPT OF 
RECORDS of the candidate to allow your 

partner to know your student history (April)

• Best scenary: one 
application

• Normally:  Two sets of 
documents (double work

• More and more often:  On 
line + hard copies on 
standar forms



6. Return a signed copy of the 
approved Learning Agreements 

to your partner institutions 
(May).

• Important
• Mutual trust
• Relaxed
• Some cases of real wrong or malpractice



7. Organize language training if 
necessary for your out-going 

students (summer).

• Budgetary problems
• More students reach a 

competence in foreign 
languages

• No a barrier
• PLASTICITY OF YOUNG 

BRAINS…



8. Receive your in-coming 
students personally and help 

them with all useful hints, 
including appropriate language 

training if needed. Introduce 
them to the right persons (when 

the students arrive).

• Variable
• Convenient
• Unforgettable when it happens
• Universities as embassadors



9. Contact your colleagues (co-ordinators) at the 
sending institutions and change the programmes of 
study when necessary. Use the special part of the 
Learning Agreement devoted to it and sign the proposed 
changes. Conversely, study and use experience and 
flexibility to assume reasonable changes on the initial 
Learning Agreement & approved Plan of Studies abroad. 
A student should not change his or her study 
programme without agreement of the home and host 
institutions (beginning of the study period).

• Absolutely necessary



10. Send as soon as possible to every 
student’s sending institution the final Official 
Transcript of Records (with local grades and 
ECTS credits and grades (at the end of the 

study period).

• Avoid delays
• Problems with the computerized 

administration



Calendar



Thank you


