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Congrats!  

Your exchange application was approved. You can start looking forward to new challenges, 

experiences, meeting people, getting familiar with new cultures and foremost, living in an entirely 

new environment. A study says that a 6 month mobility period has the potential to influence a 

person as much as 4 years of routine life.  

A mobility period during the time of your studies improves your chances for employment after 

graduation and awakens your international spirit. 

 

 
 

 

 

UP FAMNIT students have a choice to shape their mobility as a study exchange or a traineeship. 

The most common mobility, offering the widest range of choice, is Erasmus+. Besides of this 

program, exchanges can be arranged through the CEEPUS program, bilateral scholarships and 

others. 

 

For your convenience during the mobility preparation period, we have put together some 

guidelines to make your exchange successful – what you need to do before departure as well as 

what you should not forget when completing your exchange. 
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BEFORE DEPARTURE 
 

Before departing to your exchange, independently of the type of your exchange (studies or 

traineeship), you will need to take care of some formalities.  

No problem! All you need to equip yourself with is a bit of time and patience, accompanied by 

the forethought that all this paperwork is a routine procedure that many other students have 

successfully dealt with before – and no one regretted the effort! 

 

1. NOMINATION 
All study exchange candidates whose mobility has been approved, were nominated by the 

International Office to their selected institution abroad. A nomination means, that we 

informed the selected institution about the students chosen to spend their exchange there. We 

also kindly asked them to contact the students and provide them with all relevant information to 

kick-off their exchange. This is why your selected institution already knows about your arrival. 

Traineeship exchanges do not undergo the nomination process, since it is the students’ 

responsibility to find their own hosting institution. This provides you with more flexibility 

when searching for a hosting institution. 

 

2. LEARNING AGREEMENT 
The Learning Agreement is the main document you need to fill in before your exchange. 

Depending on the type of your mobility (study or traineeship), it may vary in form.  

It is a tripartite agreement, meaning it is signed by three parties: you, your home institution and 

the institution abroad. 

 

STUDY EXCHANGE 

If you selected a study exchange, your Learning 

Agreement will include your selected courses 

from abroad and their counterparts at your 

home institution. The offer of courses should 

be provided to you by your hosting 

organization, otherwise it can generally be on 

their website. You then proceed to select the 

courses you are interested in pursuing. 
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When selecting your desired courses, it is 

important that you coordinate with the 

Professor that teaches the course (in the 

case of compulsory courses) or with the 

Study Program Coordinator (in the case of 

elective courses) at UP FAMNIT! These 

persons are the ones who will be handling the 

recognition of your courses upon your return 

from the exchange. You can find more info 

on this topic in point 3. RECOGNITION. 

The Learning Agreement must be signed 

by the Program Coordinator of your study 

program.  

 

Besides of the mentioned Learning Agreement, you should also follow the Instructions for the 
of the Procedure of the Recognition of Obligations Performed Abroad in the Erasmus 
Program at UP FAMNIT. These can be found in on UP FAMNIT’s website under: 
https://www.famnit.upr.si/sl/studenti/pravilniki-obrazci, in the paragraph ‘Navodila fakultete’. 
 

TRAINEESHIP 

If you select a traineeship, you will 

need to find a hosting institution. Your 

Learning Agreement will feature an 

outlay/plan for your traineeship. In 

the Learning Agreement, you need to 

mark the expected duration of your 

exchange, a traineeship plan, which 

activities you will execute in the 

framework of the traineeship, your 

evaluational framework etc. It is 

strongly advised that you consult the 

preparation of the Learning 

Agreement with your mentor at the 

hosting institution. That way you will 

ensure that the plan you have in mind 

for your traineeship will correspond 

with your wishes, as well as the 

expectations of your home institution 

(this is relevant if you wish to classify 

your traineeship exchange as a compulsory study traineeship in the framework of your study 

program – more info about this in point 3 – RECOGNITION). 

https://www.famnit.upr.si/sl/studenti/pravilniki-obrazci
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The Learning Agreement must be signed by the Traineeship Coordinator in your study 

program.  If your study program does not have a Traineeship Coordinator, the document needs 

to be signed by your Program Coordinator. 

 

 

3. RECOGNITION OF OBLIGATIONS 
All mobility related activities are subjected to a recognition procedure and they need to be agreed 

upon before your departure to the exchange (this is conditional to your Learning Agreement 

being signed and approved).  

 

STUDY EXCHANGE 

The goal of your study exchange is the completion of courses on your hosting institution, also 

those not offered by your home institution.  

 

If you wish to select a course abroad, which classifies as a compulsory course at your home 

institution, you will need to consult the Professors teaching the course or the course holder 

at UP FAMNIT about the comparability of the courses and subsequently their recognition. It is 

important that the curriculum (the content) of the home course and the course abroad match and 

that the knowledge you gain will be the same as if you would complete the course at your home 

institution. 

 

If you wish to select a course abroad, which classifies as an elective course, you will need to 

consult your Study Program Coordinator at UP FAMNIT about the suitability and 

recognition of the course. They will evaluate the adequacy of the course and the sufficiency of 

the knowledge gained in respect to given obligations.  

 

Subjects are recognized on three different levels based on their ECTS count abroad:  

- entirely: if the subject abroad receives an equal number of credits as the equivalent home 

subject, the subject is recognized entirely 

- partially: if the subject abroad receives a smaller number of credits as the equivalent 

home subject, the subject is partially recognized – up to the number of credits the subject 

receives abroad. In this case, you will need to consult the Professor teaching the course or 

Study Program Coordinator (depending if the course is compulsory or elective) about the 

ways to acquire the missing credits after your return in order to complete the course. 

- outside the program / annex to your diploma: when abroad, you also have the chance 

to select courses, which are not directly linked with your study program. Usually, these are 

language course or those courses, which you select out of your own interest and are not 

connected to your study program. These may also be recognized upon your return, 

nonetheless they will be recognized outside of your study program and marked as 

annexes to your diploma. We do advise that you keep the number of such courses 

minimal and to place more emphasis on contents related to your program.  
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TRAINEESHIP 

If your study program features a traineeship period, your traineeship abroad can be recognized as 

a mandatory study traineeship in the framework of your study program. In this case, you 

will need to consult the content and the recognition of your traineeship with your 

Traineeship Coordinator within your program.  

Should there be additional rules at your department in relation to the study traineeship, you will 

need to additionally satisfy these rules (independently of the instructions above). In such cases we 

advise you seek help with your Traineeship Coordinator and ask them about potential additional 

instructions or procedures.  

 

4. FINANCIAL AGREEMENT 
In order to be granted an approved scholarship during the mobility period, it is necessary to 

conclude an Agreement on the allocation of financial resources.  

Financial resources are coordinated by the Project Office of the University of Primorska. Before 

the start of the semester (and thus also the mobility), all students who have been selected for 

their mobility will receive instructions and a timetable for the timely conclusion of the Agreement 

on the allocation of financial resources.  

The basis for concluding a financial agreement is an agreed and signed Learning Agreement.  

We advise that the Learning Agreement is arranged approximately one month before the 

scheduled departure, as this will give you enough time to fill in and sign the Agreement on the 

allocation of financial resources. Any questions about the financial agreement and scholarships 

can be addressed to the e-mail address erasmus.studenti@upr.si. 
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RETURNING FROM YOUR EXCHANGE 
 

After returning from abroad and (successfully) completing your exchange, you will have some 

additional tasks to arrange for the recognition of your mobility at your home institution. This 

time, there is less work than before your exchange. 

 

1. CERTIFICATE OF STAY 
The Certificate of Stay is a mandatory document within your exchange, issued by the institution 

abroad. The certificate defines your dates of arrival and departure from the institution abroad and 

thus also the duration of your mobility. 

An e-certificate is sufficient. It can be sent by the institution abroad to the International Office of 

UP FAMNIT or directly to the student. The student is then responsible for forwarding the 

certificate to the relevant persons and services at their home institution: the International Office, 

the Student Services and the person responsible for concluding the Agreement on the allocation 

of financial resources. 

 

2. TRANSCRIPT OF RECORDS 
The basis for the recognition of courses abroad is a Transcript of Records. The certificate can 

be obtained at the institution abroad only after the completion of all obligations related to 

examination. The institution abroad has then approximately 5 weeks to submit the certificate. 

An e-certificate is sufficient. It can be sent by the institution abroad to the International Office of 

UP FAMNIT or directly to the student. The student is then responsible for forwarding the 

certificate to the relevant persons and services at their home institution: the International Office, 

the Student Services and the person responsible for concluding the Agreement on the allocation 

of financial resources. 

 

If you did a traineeship, you will also need to obtain a certificate of completion of the traineeship. 

 

3. RECOGNITION 
The recognition of obligations is decided 

upon by the UP FAMNIT Committee 

for Study and Student Affairs. 

More information about the recognition of 

obligations can be found in the 

Instructions for the of the Procedure of 

the Recognition of Obligations 

Performed Abroad in the Erasmus 

Program at UP FAMNIT. These can be 

found in on UP FAMNIT’s website under: 

https://www.famnit.upr.si/sl/studenti/pravilniki-obrazci, in the paragraph ‘Navodila fakultete’.  

 

https://www.famnit.upr.si/sl/studenti/pravilniki-obrazci
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USEFUL CONTACTS 
 

UP FAMNIT INTERNATIONAL OFFICE 
For any additional answers to your questions related to exchanges that arise despite reading these 

guidelines, feel free to contact the UP FAMNIT International Office. 

Occasionally we are faced with an increased volume of work or we don’t have all the answers 

ready, so don’t panic if we don’t answer on the same day. Your question is surely on our TO-DO 

list and we will answer it as soon as possible. 

 

We can be reached on the e-mail address: international@famnit.upr.si or phone number +386 (5) 

611 76 72 (or +386 41 418 515). 

You can also find us on social media, on Whatsapp, Viber and Telegram under +386 41 418 515. 
 

STUDENT SERVICES 
In case of questions related to the recognition process, we advise to contact the Student Services. 

They are reachable on the e-mail address: referat@famnit.upr.si and phone +386 (5) 611 75 75. 

 

 

mailto:international@famnit.upr.si
mailto:referat@famnit.upr.si

