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1. OBJECT: the present process has an objective the establishment the management systematic realised in the field of the Erasmus Mundus Program.
2. REACH: this process concerns all the developed activities in the Master Erasmus Mundus MUNDUSFOR, carried out by the International Relations Office with the coordination of the Postgraduate School and the academics and general coordinators of the University of Granada.  
3. REFERENCES:
· Quality Manual of the International Relations Service. 
· Decision Nº 2317/2003/CE of the European Parlement and the council of the 5th of December 2003 by that establishment of a program for the improvement of the higher teaching quality and the promotion of the intercultural understanding with the cooperation of the third countries (Erasmus Mundus) (2004-2008).  

· Guidelines to assist third-country students in getting study visas to Europe and tackling study-related administrative issues for higher education institutions envolved in Erasmus Mundus Masters Programmes.

· Originating legislation of the Education, Audiovisual and Culture Executive Agency.
4. DEFINITIONS:
Erasmus Mundus: a cooperation and mobility program in the field of the higher European University Teaching which contributes to make the European Unión an excellence center in the field of knowledge in the whole world, by means of the support to the others Interuniversity Masters of different countries pertaining to the European Union. 
Kind of students:
· Third countries with scholarship 
-     Third countries without scholarship
· Europeans
5. RESPONSIBILITIES
They are described in the point 6.  Metodology 
6. METODOLOGY 
6.1 Management of the notice and the Mundusfor concession 
	DATE
	          ACTIVITY 
	RESPONSIBLE

	From October 15th  to November 15th
	1. Decision about the information to publicate and the preparation of this one. 
	General Coordinator and the 
Academic Coordinators



	From October 15th  to November 15th
	2. Web actualisation  for processes of first  pre-inscription (scholarship students and Scholars from third countries)
	International Relations Service

	November 1st
	3. Redaction of the advertising text for the first pre-inscription  and send it to the consortium universities
Revision of the information of the web site


	General Coordinator

Academic Coordinators (translation in 4 languages)

International Relations Service

	November 1st
	4. Remission Technical Part of the final economic report to the International Office of the UGR
	General Coordinator

	November 15th 
	The sending of the final economic report to the EACEA
	International Relations Office UGR

	November 15th 
	6. Advertising campaign (mailing) first pre-inscription in third countries universities (scholarship A) and European universities (scholarship B)
	International Relations Services of the Consortium Universities

	December 1st 
	The opening of the first application pre-inscription
	The International Relations Office qualifying the applications forms and the data base.

	Application first pre-inscription
	8. Attention to the Mundusfor Mail box for the resolution of doubts to the potentials participants, (sending back to the Mundusfor from another contacted mail address).
	General Coordination

	January 31st 

	The closing of the first pre-inscription application 
	The International Relation Office unqualifying applications forms and publishing the closing announcement

	From January 31 to February 10 
	10. The Collection of the postal documents and preparation for the pre-selection.
	International Relations Office 

Assistant General Coordination



	From January 31 to February 10
	11. preparation for the pre-selection
	General Coordination

	January 31 
	Mobility preparation. Communication to the students of the training information about the welcome in the mobility university (arrival, lodging, activities and language classes). 
	Academic Coordinators and the International Relations Services of the Consortium Universities 

	February 15
	13. Pre-selection first pre-inscription
	Consortium

	February 15
	Remission to the International Relation Office UGR the pre-selection to prepare the Action II (main list and reserve list students and scholars; CVs valuated, and  minutes signed)
	General Coordination

	February 28
	Remission of the Action II to the EACEA
	International Relation Office UGR.

	March 1st
	Remission Technical Part of the progress interval report to the International Relations Office. UGR
	General Coordinator 

	March 1st 
	17. Remission to the International Relation Office UGR of the arrival certificates of the students to the mobility university.
	International Relations Services of the Consortium Universities.

The Academic Coordinator of Granada about the students of Granada.

	March 1st 
	18. The Actualisation of the mobility data base
	International Relation Office UGR 

	March 15 
	19. Sending of the progress interval report to the EACEA
	International Relation Office UGR

	March 15 
	20. The publication of the pre-selection lists on the web site
	General Coordination and International Relations Office  put the link on the web site 

	April 1st 
	Remission qualifications first semester to UGR. Academic Coordination 
	Academic Coordinators

	April 5th
	Remission qualifications first semester to the postgraduate school. 
	Academic Coordination of the UGR.

	April 15th 
	Recording qualifications first semester in the UGR
	Postgraduate school 

	April 15th 
	24. Redaction of texts for an individual communication about the scholarship concession and the acceptance request.
	General Coordinator



	April 20th 
	25. Individual Communication scholarship concession and the acceptance request.
	General Coordination 

International Relation Office UGR.

	April30th
	Remission to the EACEA of the scholarship acceptance of the students and the scholars
	International Relation Office UGR.

	April 20th
	27. Advertising Campaign (mailing) second pre-inscription in third countries universities and European universities
	International Relations Offices of the Consortium Universities

	April 30th
	The opening of the second application pre-inscription
	The International Relations Office qualifying the applications forms and the data base.

	Application second  pre-inscription
	29. Attention to the Mundusfor Mail box for the resolution of doubts to the potentials participants, (sending back to the Mundusfor from another contacted mail address).
	General Coordination

	May 1st 
	30. Sending the general documentation for visa steps for the students and scholars.

Welcome preparation. Communication to the new students of the training information about the welcome (arrival, lodging, activities and language classes).
Communication to the new students about the instructions for the scholarship payment. 
	International Relation Office of Granada with the Coordination of the International Relations Offices of the Consortium Universities.
Academic Coordinators and the International Relations Offices of the Consortium Universities
International Relations Office 

UGR

	During all the welcome process till the arrival of the students and the scholars.
	31.Helping and solving problems that may arise in the consulates.


	General Coordination and the International Relations Offices of the Consortium Universities

	June 30th  
	32. Process valuation of the second pre-inscription and a possible decision about an advance of term closing. 
	Consortium

	July 1st
	33. Remission qualifications second semester to UGR. Academic Coordination
	Academic Coordinators

	July 5th 
	34. Remission qualifications second semester to the postgraduate school.
	Academic Coordination of the UGR.

	July 15th
	35. Recording qualifications second semester in the UGR
	Postgraduate school 

	September 15th 
	The closing of the second  pre-inscription application
	The International Relations Office

unqualifying applications forms and publishing the closing announcement

	September 1st 
	37. Sending the documents to the students of the first and the second year for the enrolment Formalization.
	Postgraduate school 

General Coordination

	From September 1st to September 30
	38. Enrolment formalization application  
	Postgraduate school 

General Coordination

	September 15
	39. Remission to the International Relations Office of the UGR of the arrival certificates of the students of first year to the host university and the incorporation to the classes of the students of second year in their mobility university.
	International Relations Services of the Consortium Universities.

The Academic Coordinator of Granada about the students of Granada.


6.2. Scholarship Payment Management
	DATE
	ACTIVITY
	RESPONSIBLE

	September 20th  ( October and November Monthly  
November 20th ( 
December , January and February
February 20th  ( March
March 20th ( April and May
May 20th ( June and July
July 20th ( August and September
	The sending of the Arrival Certificates or academic activities incorporation to the International Relation Office of the UGR
	Academic Coordinators and International Relations Offices of the Consortium Universities.

	
	Scholarship payment by bank   transference in the account chosen by the student. 

	International Relations Office 
of the UGR


* Any account number change is authorized.  

6.3 Management of the bank transferences Consortium Universities
	DATE 
	ACTIVITY 
	RESPONSIBLE

	March 5th ( first semester
July 5th  ( second semester
November 5th  ( proportional part consortium
	Prepare and send to the IRO of the UGR the Economic and  detaches report. 
	General Coordinator

	
	Send the invoices (or the scholarship list) of each consortium university to the International Relations Office of the UGR.
	General Coordinator

	March 20th  ( first semester
July 20th ( second semester
November 20th ( proportional part consortium
	 Payment by bank transference (proportional part consortium, first semester and second semester). 
	International Relations Office of the UGR


6.4 Others Administrative Processes UGR
	ACTIVITY 
	RESPONSIBLE

	Procedure of the scholarship MEC mobility teachers in Spanish universities
	Academic Coordination UGR
Postgraduate school

	Procedure of the mobility teachers ERASMUS of the UGR
	Academic Coordination UGR

Sign the agreement and request of the teaching staff.  IRO. UGR


7. GENERATED REGISTRIES
	Registry  
	 File Responsible 
	File Place 

	Academic file, curriculum, certificates…
	Postgraduate school
	Postgraduate school

	Mobility file:

	Invitation certificate (when the UGR is the principal university)
	International Relations Office UGR – Responsible Erasmus Mundus
	International Relations Office UGR – Area Erasmus Mundus

	Acceptance certificate 
	
	

	Commitment contract scholarship acceptance
	
	

	Request 
	
	

	Passport 
	
	

	Account Number 
	
	

	Medical Insurance 
	
	

	Selection act 
	
	

	Registration
	
	

	Application form
	
	

	Arrival Certificate 
	
	

	Others registries that the IRO may ask for depending on the needs
	
	

	National order of banking transference
	IRO- UGR (Responsible Management Finance) 
	IRO- UGR (Area Management Finance)

	International order of banking transference
	IRO- UGR (Responsible Management Finance)
	IRO- UGR (Area Management Finance)

	Invoices 
	IRO- UGR (Responsible Management Finance)
	IRO- UGR (Area Management Finance)

	Economic and  detaches report 
	IRO- UGR (Responsible Management Finance)
	IRO- UGR (Area Management Finance)


8. ANNEXES 
No attached annexe
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