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Going Abroad – Mobility Term(s) 
 
Steps to take 
 

 Decide whether to do 1 or 2 semesters abroad 
 

 Information in the International Office, Ms. Kornelia Röhr, about Deadlines for Application 
and/or Partner Universities 

 
 Contact Head of the Examination Board  to draw up a Study Programme (Learning 

Agreement) 
 

 Accreditation of Credits after the Mobility 
 

1. Which Semester(s) are possible for Mobility 
 

 
 
 
Students can either go 1 or 2 Semesters abroad! 
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2. International Office – Contact for Outgoing Students 
 
https://www.htw-berlin.de/en/international/outgoing-exchange-students/ 
 
 

 
 
 
By clicking on this link https://www.htw-berlin.de/en/international/outgoing-exchange-
students/checklist-plan-your-semester-abroad-in-advance/ 
you find checklist how to plan your semester abroad.  
 

3. Draw up an Agreement (Study Programme) 
 
The Study Programme is your guarantee, that the courses you are taking abroad will be substituted 
for the courses in the curriculum of your study programme. 
 

a) Fill out a Study Programme Form (Download from bib.htw-berlin.de/downloads-
forms/semester abroad/study Programme or on Moodle):  

        Please make sure that all necessary signatures are on the Form 
(including yours!) 

b) Watch out for your Specialisation (which you have to decide in Semester 4). You have to 
choose between HR and Marketing. You cannot mix the two specialisations, even if you do 
courses abroad. 

c) Workload and Credits should be the same abroad and at HTW 

https://www.htw-berlin.de/en/international/outgoing-exchange-students/
https://www.htw-berlin.de/en/international/outgoing-exchange-students/checklist-plan-your-semester-abroad-in-advance/
https://www.htw-berlin.de/en/international/outgoing-exchange-students/checklist-plan-your-semester-abroad-in-advance/
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d) Send the Form and necessary documents (module descriptions) to the Head of the 
Examination Board. 

e) Take Study Programme Form with you to your Semester Abroad. 
f) IF you cannot get the courses agreed in the Study Programme Form abroad, you need to 

draw up a new Form with the Changes -> submit it to Head of Examination Board  for 
signature. You will get the newest version back via email. Only the latest version with the 
changes is binding. 
 

 
4. Accreditation of Credits/Grades after the Mobility Term(s) 

 
 Get your original Transcript of Records (either at the International Office or directly via 

Post) 
 Take your Study Programme Form (latest Version with all changes included)  
 Send both documents to the BIB Administration Office 
 Accreditation will be coordinated and will take approx. 2 weeks until you see the grades on 

LSF 
 Get your grades accredited asap after your return to HTW as you need those ECTS to apply 

for the internship and the thesis. 
 
 
 
 
IF you have any further questions, please do not hesitate to contact us! 
 
We wish you a successful time abroad. 
 
 
 
 
Kindly, 
 
Your BIB Management Team 
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