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Contact persons in Konstanz

In the department/the faculty
Melanie Hochstätter, Anja Christ

- Administration at faculty level (e.g. application process)
- Nomination at and communication with the partner 

universities
- Support during the exchange
- Signatories of the Learning Agreement 

In the International Office
Angela Argento, Alina Stocklöv, Jacopo Mariotto

- Administration at university level
- Provide and administer mandatory Erasmus+ documents
- Mobility grant and therefore form for BaföG (grant 

confirmation)
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Emails of your department
- erasmus.humanities@uni-konstanz.de

PLEASE ONLY CONTACT US UNDER THIS 
EMAIL-ADDRESS (NOT OUR NAMELY 
ADDRESSES)! 

   vs.

Emails of the International Office
- erasmus@uni-konstanz.de
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Materialhinweise – Erasmus+ Humanities Website
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What happened so far...

You successfully applied for an Erasmus+ study period abroad – 
congratulations! 

We hope you already found the time to do some research about your 
host country, host university and culture(s) in your future host country, 

and are looking forward to your stay abroad!
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What happened so far...

Erasmus+ place – What does this mean?

You were offered a place at one of the Erasmus+ partner universities 
of your department at the University of Konstanz and accepted this 
place. The place includes:

- Exemption from tuition fees at the partner department/institute
(there may be registration fees)

- Study conditions for exchange students set by the partner university apply to 
your stay

- Mobility grant 
(exact amount will be defined in the Grant Agreement later on, depends on the host 
country and duration of your stay)
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Erasmus+

2021 was the start of a new Erasmus programme (Erasmus+ 2021-
2027)!

Ø Funding criteria and options changed, 
Ø Processes are currently being digitized, but are not yet running 

"smoothly“

How does this affect you?

We are still in a transitional phase, associated with delays in the 
administration of your stay (submission of documents, explanation of 
procedures, etc.) and we ask for your patience and understanding!
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Erasmus+

Regardless of any changes in the Erasmus+ programme:

• all participants in the Erasmus+ programme have certain rights and duties, those can be 
found in the Erasmus+ Charta for students.

• This charta determines which documents we need from you as a university in order to be 
able to support you.

• We from the departments and the colleagues in the central International Office will provide 
you with the best possible support (but you will have to dedicate some time to 
administrative matters, especially before your stay abroad...).

https://www.uni-konstanz.de/typo3temp/secure_downloads/57752/0/1d5b83aac9f464767e97596624b7113e13e67ea1/III_Erasmus__Student_Charter_2014_deutsch.pdf
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What will happen in the academic year
2024/25?
We all had to learn that there are events or incidents that can turn lives and 
studies upside down. These may occur on very short (or no) notice.
Of course, we cannot foresee whether and how global societal/political events 
may affect your travel and study abroad plans. Hence, we kindly ask you to stay 
informed and read the travel and security advice on your host country and any 
countries you will pass on your way, issued by the Federal Foreign Office 
(https://www.auswaertiges-amt.de/de/ReiseUndSicherheit/reise-und-
sicherheitshinweise, available in German).

https://www.auswaertiges-amt.de/de/ReiseUndSicherheit/reise-und-sicherheitshinweise
https://www.auswaertiges-amt.de/de/ReiseUndSicherheit/reise-und-sicherheitshinweise
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Next steps

1. We will nominate you at your host university
(in process; happens in the next few weeks/months)

2. We will forward your data to the International Office
(IO) / the financial department at UKN (shortly)
− You will receive your Mobility Online login credentials from 

the IO in the end of March/beginning of April
 

3. You will have to register on Mobility Online and  
check/complete/correct your personal data

4. You will have to apply at your host university &
complete some other administrative formalities at UKN
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Best practice!  
– How to keep track of the adminstration?

1. Create a folder in your email client for Erasmus+ and store all 
emails related to your Erasmus+ mobility in this folder

2. If you know German: download the Outgoing Student Guide
 

3. Remember the website of the Federal Foreign Office

4. Prepare a physical folder with hard copies of all relevant 
documents (health insurance card, passport, residence permit)
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Outgoing Student Guide

Online on the 
Erasmus+ website and 
available in Mobility 
Online
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Outgoing Student Guide – 
timeline for stays in winter semester
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Outgoing Student Guide – 
timeline for stays in summer semester
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At UKN:
Register as Erasmus+ Outgoing in Mobility Online

− You will receive an email with login credentials 
from our International Office in the end of 
March/Beginning of April

− Please direct any questions about the 
platform itself to
erasmus@uni-konstanz.de

− Always use the link our IO sends you!
− Check your data thoroughly to avoid errors 

and problems at a later stage
 

What is Mobility Online?

MobOn is the online platform 
where almost all adminsitrative 
steps of your exchange are 
adminstered. 
You find important documents and 
templates in MobOn and will also 
have to upload some documents 
there. 

Important: Some partners also use Mobility Online. Depending on whether you 
are dealing with administrative processes at the UKN or at your host university, 
you will need to log in to the correct portal in order to carry them out.

mailto:erasmus@uni-konstanz.de
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At UKN:
After your successful registration in Mobility Online

you can

1. download/fill in documents that you might need for your application at the host university:
• Nomination confirmation
• Learning Agreement

2. find all the mandatory Erasmus+ documents, e.g.
• Grant Agreement
• Confirmation of Stay

3. find request forms for optional offers (e.g. for Erasmus+ subsidation of an intensive 
language course in a rare language, e.g. Basque language course)
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At your host university:
Application as an Erasmus+ student
(Incoming/Exchange student)

- After we nominated you at your host university, they will usually inform you about their 
application process by email. 

- It depends on the application deadline of the host university when exactly they contact you 
(varies for each university). They will contact you in due time so that you have still enough time 
to prepare your documents
 

à Consult the exchange student website of your host university to learn about their application 
process and deadlines, so that you can already prepare your application documents

à We will not send you reminders, you have to keep track of your deadlines!

à check your spam folder regularly, sometimes the first message of your host university ends 
up there

à if you have any questions, bundle them in one email, so that we and our colleagues 
abroad do not receive too many emails and can answer all your questions quickly in one 
go
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− The deadlines and the scope of the application vary greatly from university to university, 
do not compare the documents you have to submit to your host university with those of 
other outgoing students, focus on your application
 

− Usually, the host university will also provide you with
− information about student housing (application info)
− information about welcome weeks, language courses and courses specifically 

for exchange students

− Often (not always, read the websites and emails of your host university thoroughly!) you 
will have to include the following documents in your application

− Learning Agreement
− Transcript of Records
− Proof of language competence

At your host university:
Application as an Erasmus+ student
(Incoming/Exchange student)
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At UKN:
Information about language support/certificate
(OLS = Online Language Support)

− The „EU Academy“ offers language support and testing

− It is recommendable to make use of the language test option: 
some universities accept the test result as proof of your language competence 
in the language of instruction

- Tests are available in all official languages of EU countries: Bulgarian, Croatian, 
Czech, Danish, Dutch, English, Estonian, Finnish, French, German, Greek, 
Hungarian, Irish-Gaelic, Italian, Latvian, Lithuanian, Maltese, Polish, Portuguese, 
Romanian, Swedish, Slovakian, Slovenian and Spanish.

- Soon also: Icelandic, Macedonian, Norwegian, Serbian und Turkish.

− The IO will provide you with further information on OLS in March/April
à If your host university has its application deadline before 30 April and 
accepts the OLS test result as proof of language competencies, please 
contact us by email in a timely manner.
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At UKN:
Information on language course funding (subject to change…)

− For intensive language courses in 
languages that are not covered by OLS, 
grants of up to € 250 for course fees can 
be applied for under certain conditions

− Conditions:
− The language is the local language and 

language of instruction of the host 
country

− Min. duration of 3-4 weeks, 60-80 
contact hours resp. min. 5 ECTS

− The course is offered by a university, 
ideally your host university

− The language course takes place directly 
before the start of the exchange 
semester

− It is you first time participating in an 
intensive course in this language

You need a receipt of the course fees you 
payed and a certificate of attendance to apply 
for funding from our IO:

https://www.uni-
konstanz.de/en/international-office/study-
abroad/study-abroad/erasmus/
(Erasmus+ promotion of foreign language 
learning)

Current course offers available on DAAD 
website (see website above)

Intensive language courses in general are 
highly recommended è e.g. Prague

https://www.uni-konstanz.de/en/international-office/study-abroad/study-abroad/erasmus/
https://www.uni-konstanz.de/en/international-office/study-abroad/study-abroad/erasmus/
https://www.uni-konstanz.de/en/international-office/study-abroad/study-abroad/erasmus/
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UKN & host university:
The Learning Agreement
I and II

What is the Learning Agreement?

The LA determines the courses 
that the student will take during 
Erasmus+ and how they will be 
recognized at the home university.

LA I (before mobility):
- Fill in and sign/get signed before the 

mobility
- Based on updated or old catalogue of 

the host university

LA II (during mobility):
- Fill in and sign/get signed shortly after the 

semester start at your host university
- Reflects changes of your study 

programme/recognition relative to the info 
you gave in the LA I 
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BEFORE you fill in the LA: 
Choosing courses and requesting recognition

1. Choose your courses based on the catalogue(s) of the host university.
 Take into account: 
 à Requirements of the host university
 à Requirements of UKN (full-time study/30 ECTS)
 à Requirements of your degree programme: e.g. MA Multilingualism (21 ECTS), MA 

Sociology of Inequality (18 ECTS); however, you still take a total of 30 ECTS abroad

2. Fill in the form „request for recognition“ and bring it with you to an office hour** with 
the responsible person for recognition of your study programme.*

 

3. Store the answer of the responsible persons for recognition (either signed form or 
written email confirmation). 

*For the form and the list of responsible persons see Erasmus+ Humanities-Website
https://www.uni-konstanz.de/en/international-participation/studies/erasmus-studies/outgoings/grade-recognition/
**in linguistic programmes this may be completed by email though it is recommended to make use of office hours 

https://www.uni-konstanz.de/en/international-participation/studies/erasmus-studies/outgoings/grade-recognition/
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https://www.uni-
konstanz.de/en/international-
participation/studies/erasmus-
studies/outgoings/grade-recognition/

BEFORE you fill in the LA: 
Choosing courses and requesting recognition

https://www.uni-konstanz.de/en/international-participation/studies/erasmus-studies/outgoings/grade-recognition/
https://www.uni-konstanz.de/en/international-participation/studies/erasmus-studies/outgoings/grade-recognition/
https://www.uni-konstanz.de/en/international-participation/studies/erasmus-studies/outgoings/grade-recognition/
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Fill in the Learning Agreement (LA) I

The Learning Agreement. Why?

à Certainty about you study plans: Which courses from abroad can be recognized towards 
your degree in Konstanz? 

Key components of the LA: 
1. (Contact) details about you, your home and host university, the planned mobility period 

and your competencies in the language of instruction
2. table A: list of courses you take at eh host university 
3. table B: How the courses from table A will recognized towards your degree in Konstanz. 
à Only a document that includes both a table A and a table B and is signed by all three 
parties (you, your host university, your home university) is complete and valid. 

You ALWAYS fill in the Learning Agreement in the Mobility Online platform of UKN, you 
do not use another template!

Request for recognition has been confirmed? On to the next step! 
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Learning Agreement (LA) I in Mobility Online

Table A:

- Courses that you take at the host university 
- A new entry for each course (no course „bundles“)
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Learning Agreement (LA) I in Mobility Online

If you stay for a whole year, make sure 
to choose the right semester and only 
list courses for winter (you will make an 
additional LA for your summer courses 
later on). 
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Learning Agreement (LA) I in Mobility Online

Fill in the course code as indicated in 
the catalogue of the host university. If 
no codes are available, number the 
courses consecutively.
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Learning Agreement (LA) I in Mobility Online

Course title as indicated in the 
catalogue of the host university (no 
translations). 
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Learning Agreement (LA) I in Mobility Online

Indicate weekly semester hours (contact 
hours). 
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Learning Agreement (LA) I in Mobility Online

ECTS that the host university awards 
for the course. 
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Learning Agreement (LA) I in Mobility Online

Paste link to the course description.
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Learning Agreement (LA) I in Mobility Online

Save your changes.
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Learning Agreement (LA) I in Mobility Online

Table B:

- In which module parts of your examination regulations do you want the courses to be 
recognized? (You can only fill in this information after having discussed recognition 
with the responsible person of your degree).

- A corresponding entry in table B for each course in table A
à No „bundles“, even if different courses are recognized in the same module. 
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Learning Agreement (LA) I in Mobility Online

For year long stays: choose the right 
semester.
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Learning Agreement (LA) I in Mobility Online erstellen

Enter the identical codes as in table A 
so that the entries in both tables can be 
clearly assigned to each other.
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Learning Agreement (LA) I in Mobility Online erstellen

No couse titles, but the module you want the 
course to be recognized in. E.g.: MA 
Sociology of Inequality, Study abroad 
module.*

* If a course should not/can not be recognized in a module of your degree program, 
write "additional course without recognition towards the degree programme" here.
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Learning Agreement (LA) I in Mobility Online

- When requesting recognition, you will also discuss for how many ECTS a course can be recognized. In 
some cases, the original ECTS value of the host university will be used, in others it is necessary to adjust 
the ECTS value. In this field you enter the number of ECTS that will be recognized here in Konstanz. 

You can only fill in this info after having discussed recognition with the responsible person
of your degree! 
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Learning Agreement (LA) I in Mobility Online

-In case it is an additional course without recognition towards modules of your degree, you enter the 
number of ECTS that are awarded at the host university without adjusting them. 

For additional courses without recognition it is not necessary to request recognition. 
Therefore, no need to include those courses in your „request for recognition“ form. 
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Learning Agreement (LA) I in Mobility Online

Curricular = recognition towards modules of your degree programme
Extracurricular = additional course without recognition towards modules of your 
degree programme
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Learning Agreement (LA) I in Mobility Online

Save your changes.
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Learning Agreement (LA) I in Mobility Online

Check and „sign“ your LA.
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Learning Agreement (LA) I in Mobility Online
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Learning Agreement (LA) I in Mobility Online

Each time you click on „Submit LA to departmental coordinator“ 
we will receive an email notification. Please be considerate and 
only click once you are done with all your changes. 

What happens next?
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UKN & host university: signature of the Learning Agreement

1. Send us the confirmation of recognition by email immediately after submitting the LA. 
This means that you either forward the email conversation in which the responsible 
person has confirmed the recognition to us or you send us an email with the signed 
form in attachment. If all your courses are extracurricular, this step is not necessary. 

2. We check and confirm your LA. 

3. a) Your LA is automatically transmitted digitally via MobOn to the host university, 
where it is also checked and confirmed. à LA I complete.

OR
      b) The host university cannot yet receive digital LAs which is why we switch to a PDF 
version. We will send you this document by email. You will have to sign it 
(scanned/digital signatures are acceptable) and send the PDF to your host university. 
Once you receive back the document with the host university‘s signature, you upload it 
in MobOn. 
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Formalitäten vor Ausreise im Überblick
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„Why am I obliged to study full-time at the host university ( = 30 ECTS 
per semester)?“

– Because your Erasmus+ place is linked to a financial grant from 
public EU funds!

Important: Only the study-relevant duration of your stay is funded 
(first day of welcome week/lecture period – last day of lecture 
period/day of last exam). 

Erasmus+ mobility grant
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Erasmus+ mobility grant
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Extending your stay 

− Sometimes it’s possible to extend your stay to the second semester, even though you 
originally only intended to stay for the first semester. However, there is no guarantee that 
funds will still be available for the second semester; this depends on the available 
overall budget. 

− Extensions from first to second semester must be requested until 1 December 
Request form in Mobility Online; some partner universities also require you to already 
hand in a LA for semester II with your request for extension

− Extensions from second semester to another first semester (different academic years) are 
not possible

Shortening your stay

− If you decide to shorten your stay from a year long to a semester stay, the funding amount 
will be recalculated after receipt of all final documents and any excess funds paid out will 
be reclaimed

Extending/shortening your stay
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Further administrative steps

Requesting Auslands-BAföG

− BAföG without German citizenship (website only available in German): 
https://www.bafög.de/bafoeg/de/das-bafoeg-alle-infos-auf-einen-
blick/_documents/bafoeg-auch-ohne-deutschen-pass.html?nn=383852
 

Leave of absence in Konstanz for the time of the exchange 
– only possible if the exchange semester is not a mandatory component of your 
degree programme

− You stay enrolled at UKN and pay the administrative semester fee (Rückmeldebeitrag), 
but you do not participate in any courses and exams/assessments at UKN in the 
respective semester

− Your study programme semester (= Fachsemester) „stops“, your overall university 
semester (= Hochschulsemester) keeps on counting

− Recognition of your ECTS/grades from abroad is possible despite the leave of absence
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Outlook –
during the mobility...
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Changes of the LA: Learning Agreement II 

Within the first 3 weeks after the start of the semester at your host university, 
you may change your LA once. 

− Delete courses you listed in your LA I that you do not want to take after all.
− Add new courses that you take instead. 
− Request recognition approval for the new courses.
− Contact us immediately if there are any problems with your course selection, e.g. if 

you do not find enough suitable courses for 30 ECTS!
− The changes are also filled in in Mobility Online. 
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Outlook –
after the mobility...
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Transcript of Records of the host university

- Some universities issue this document automatically, at others you actively have to 
request it. Read the guidelines of your host university to find out what you have to do to 
receive your ToR. 

- Sometimes the ToR is not send to you, but to us. In those cases we will inform you where 
to pick it up/forward it to you in case we receive it by email.

- You need the ToR to request grade transfer.
- You will also have to upload a copy of the ToR in Mobility Online. 

What is the
Transcript of Records 
(ToR)?

è An overview of the courses 
you took at the host university, 
including their titles, ECTS and 
grade.  
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Requesting grade and credit transfer of passed
courses to UKN

- Before the mobility, the responsible persons confirm that a course fulfils the requirements 
and can be recognized upon successful participation. After the mobility, you now proof 
that you passed said course successfully with your ToR and ask for the ECTS/grade to be 
transferred to your ZEuS account.

à You need to request grade and ECTS-transfer, no ECTS/grades from abroad will show up 
in your ZEuS account without you requesting it.

- The whole process is explained on our website:
https://www.uni-konstanz.de/en/international-participation/studies/erasmus-
studies/outgoings/grade-recognition/

“But I already requested recognition before the mobility, 
why do I have to request it again?”

https://www.uni-konstanz.de/en/international-participation/studies/erasmus-studies/outgoings/grade-recognition/
https://www.uni-konstanz.de/en/international-participation/studies/erasmus-studies/outgoings/grade-recognition/
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Final documents

- In order to receive your second installment of the Erasmus+ grant, you must upload 
certain final documents to MobOn. Our IO will inform you about deadlines and which 
documents these are exactly.
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How to make our life easier

At the host university
− Does your host university organize information fairs/events 

for their own students and you are invited to present the University of Konstanz?
Let us know and we will forward relevant info and promotional material to you!

Emails
− Please read our emails carefully and to the end (even if they are long).
− When answering emails, do so above the original message, not below

(this can be changed in the settings of your mail client programme).
− Mention your full name, study programme, semester you will stay abroad, host university 

name in the beginning of the message. 
− Please bundle your questions in one email and avoid sending multiple emails.
− Do not send emails again and do not expect us or our colleagues to answer within one 

day, this is often not possible due to the amount of requests we receive.
Allow several working days for the processing of your request. 

− Before writing an email, consult prior emails and websites for answers. 
− Pay attention to correct spelling and formalities, especially in the documents you send to 

your host university. You represent the University of Konstanz while studying at our 
partner universities!
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Open office hours
This time is dedicated to you and your questions, do stop by!

We can only offer consultation hours outside these times in exceptional cases. Please 
suggest at least 3 appointments in an e-mail.

Check for cancellation dates before stopping by!

https://www.uni-
konstanz.de/en/international-
participation/advising-and-
office-hours/

https://www.uni-konstanz.de/en/international-participation/advising-and-office-hours/
https://www.uni-konstanz.de/en/international-participation/advising-and-office-hours/
https://www.uni-konstanz.de/en/international-participation/advising-and-office-hours/
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Enjoy your semester abroad, 
we wish you all the best!
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Melanie Hochstätter, Anja Christ
Erasmus+ coordinators Faculty of Humanities

Website: 
https://www.uni-konstanz.de/en/international-participation/

Erasmus.humanities@uni-konstanz.de

Thank
you!

https://www.uni-konstanz.de/en/international-participation/

