INTERNATIONAL CREDIT MOBILITY-INCOMING STAFF FOR TEACHING
Steps before the mobility

A. You have to submit to the European Programmes’ Office by email at European_pr@aua.gr the following documents:
1. Mobility Agreement for teaching. It has to be completed in collaboration with the receiving Professor. Afterwards, please get it duly signed/stamped by your University authorities and return to us a copy by email.

2. Proof of Basic health insurance coverage including repatriation expenses and specific medical intervention together with a copy of the insurance contract. It has to be valid for the whole period of stay in AUA.
3. (Optional) Proof of General Liability Insurance Coverage for third party concerning personal injury and/or damages caused by you during the mobility period, (independently whether you are at work or not) together with a copy of the insurance contract. It has to be valid for the whole period of stay in AUA.
4. (Optional) Proof of Personal Accident Insurance coverage related to your tasks (covering at least damages caused to you at the workplace) together with a copy of the insurance contract. It has to be valid for the whole period of stay. You have to be covered by insurance concerning personal injury and/or damages caused to you as a person in the course of ordinary activities at the workplace resulting from accidents at work, during the mobility period. 
5. Copy of Passport 
6. Participant’s Bank Account in order to allocate the grant. It should be competed in black on computer, signed and sent to us in pdf format.
7. The tickets that indicate the dates of arrival and departure. Mind that the approved budget corresponds to 5 days of activities and 2 different days for travel, no matter the cost of the travel expenses.
B. You must complete, print out, sign and send to the European Programmes’ Office by registered post: 

1. Two hardcopies of the Grant Agreement (a draft will be sent to you in order to fill in only yellow marked fields). As soon as the original Grant agreement is signed by our side, a copy will be delivered to you.  It is a prerequisite that the Grant Agreement is signed by both sides in order to pay the grant. It takes about 30 days to deposit the money to your Bank Account.  

2. The hardcopy of the Participant’s Bank Account document. 
The postal address is:

Ms. Thania Anastopoulou
European Programmes' Office

Agricultural University of Athens

75 Iera Odos, 118 55 Athens, GREECE
As soon as we receive the above, we shall issue Invitation Letter and start the procedure for the funding. 

Steps upon arrival in AUA:

1. Register at the European Programmes’ Office. It is located on the ground floor of the Administration Building. Passport will be needed for the registration.
2. Deliver the boarding pass of the trip from home to Greece.

3. Inform the European Programmes’ Office if your University requires any other particular documents than those provisioned by the Programme.
4. Confirm that you have received the provisioned pre-financing payment and inform the European Programmes’ Office by email if there is any problem.

Steps after your Departure from AUA:
1. Complete and submit the online EU Survey within 6 calendar days upon receipt of the invitation to your email address. Participants who fail to complete and submit the online EU Survey may be required to partially or fully reimburse the financial support received.
2. Send by registered post to the European Programmes’ Office the boarding pass and/or tickets that indicate the date of departure. 
3. Confirm that you have received the provisioned remaining funding and inform the European Programmes’ Office by email if there is any problem.
4. Send to European_pr@aua.gr the teaching material (presentations in .ppt or .pdf format) 
5. Send to European_pr@aua.gr a short activities report within 2 months after the end of the mobility. Particularly describe:
· Examples of good practices and success stories

· Activities to disseminate the results of the mobility in/out of your University and the relevant target groups
· Examples of the ways that you share your experience with your colleagues in/out of your University

· Overall experience
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