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	MUĞLA SITKI KOÇMAN UNIVERSITY
International Relations Office
International Cooperation



SHORT-TERM ACADEMIC PROGRAMME FOR STUDENTS
REQUEST FORM
For institutions requesting a tailored academic programme, academic observation programme or research attachment programme for their students at Muğla Sıtkı Koçman University (MSKÜ)
	How to apply
1. This form is submitted by the International Relations Office of the home institution, not by individual students. One form is completed per programme / group, in English.
2. Send everything in one e-mail from an official institutional address to cooperation@mu.edu.tr with the subject line: “Short-Term Academic Programme Request – [Institution] – [Programme type]”. See Section 6 for the file format.
3. Requests must reach MSKÜ at least 3 months before the proposed start date. Incomplete requests will not be processed.
4. Submission of this form does not guarantee acceptance. Each request is subject to the capacity and approval of the relevant host unit at MSKÜ.


  1. REQUESTING INSTITUTION
	Official name of the institution
(in English and in the original language)
	

	Faculty / School / Department
	

	Country
	

	City
	

	Is there a cooperation agreement (MoU) in force with MSKÜ?
	☐ Yes     ☐ No


  2. CONTACT PERSONS
	International Relations Office – responsible person
(name, position, official e-mail)
	

	Academic coordinator at the home institution
(name and official e-mail)
	

	Accompanying staff member(s), if any
(name, position, e-mail)
	

	Contact person / co-organiser at MSKÜ, if already agreed
(the MSKÜ academic who will organise or run the programme: name, title, department, e-mail)
	


  3. REQUESTED PROGRAMME
	Programme type
(tick one)
	☐ Tailored Academic Programme – a structured programme of lectures, seminars and workshops at the host unit; describe the requested content below
☐ Academic Observation Programme – observing teaching, laboratory or professional practice; participants do not take part in practice or perform any work
☐ Research Attachment Programme – thesis or research work under the academic supervision of an MSKÜ faculty member
MSKÜ does not offer internships, traineeships or any activity requiring a work permit under the International Labour Force Law No. 6735 through this form.

	Requested faculty at MSKÜ
	

	Requested department at MSKÜ
(department, clinic, laboratory or centre)
	

	Field(s) of study / topic(s)
	

	Proposed start date (dd/mm/yyyy)
	

	Proposed end date (dd/mm/yyyy)
	

	Number of participants
	Students: ……………     Accompanying staff: ……………

	Participants’ study programme and year
(at the home institution)
	

	Objectives and expected learning outcomes
(what should participants gain from the programme?)
	

	Requested content / activities
(as detailed as possible; mandatory for tailored academic programmes: topics, number of hours and expected format)
	

	Language of instruction requested
	☐ Turkish     ☐ English
If the language of instruction is not Turkish, proof of language proficiency is required for each participant (see Section 5).


Note: MSKÜ will confirm the final title, content and duration of the programme in its acceptance letter. Programmes are organised only within the capacity of the host unit.
Costs and legal responsibility: All costs, including travel, accommodation, living expenses, insurance, etc., are borne by the participants or the sending institution. MSKÜ does not provide funding, accommodation, travel logistics, or insurance for incoming participants. Participants are responsible for complying with the Turkish legislation on foreigners (Law No. 6458 on Foreigners and International Protection and related regulations), including entry, stay, and health insurance requirements.
  4. PARTICIPANT LIST
Please complete the attached Excel template “Participant List” (one row per participant) and send it as an .xlsx file together with this form. Do not send the list as a scanned document.
  5. REQUIRED DOCUMENTS
	✓
	Document
	Required for

	A. INSTITUTIONAL DOCUMENTS (one set per request)

	☐
	This form, completed and signed (Sections 7 and 8)
	All requests

	☐
	Official request letter on institutional letterhead
Signed by the Head of the International Relations Office; states the purpose, dates and number of participants
	All requests

	☐
	Participant List (Excel template, .xlsx)
	All requests

	☐
	Draft programme or list of expected activities
	All requests

	B. DOCUMENTS FOR EACH PARTICIPANT

	☐
	Copy of the passport photo page
Valid for at least 6 months after the end of the programme
	All requests

	☐
	Certificate of enrolment (student certificate) in English
Issued within the last 3 months
	All requests

	☐
	Transcript of records in English
	All requests

	☐
	Short CV and motivation letter in English (max. 1 page each)
	All requests

	☐
	Proof of language proficiency
In the language of instruction requested; minimum B1, B2 recommended (scale A1 beginner – C2 proficient)
	If the language of instruction is not Turkish


Note: The host unit may request additional documents depending on the programme. Documents in languages other than English or Turkish must be accompanied by a certified translation.
  6. HOW TO SUBMIT THE FILES
	Institutional file
	One PDF: form + request letter + draft programme
File name: INSTITUTION_Request_YYYY-MM-DD.pdf

	Participant List
	Excel file (.xlsx), not scanned
File name: INSTITUTION_Participant_List.xlsx

	Participant files
	One PDF per participant with all documents in the order of Section 5
File name: SURNAME_Name_INSTITUTION.pdf

	Sending
	Single e-mail from an official institutional address to cooperation@mu.edu.tr. If the files exceed 20 MB, share them via an institutional cloud link.


  7. DECLARATION OF THE ACADEMIC COORDINATOR
I confirm that the information in this form and in the supporting documents is true and complete, and that the participants have been informed of the rules of the host unit at MSKÜ, including attendance, conduct, safety and confidentiality rules where applicable.
	Academic Coordinator
Name and surname:
Signature:
Date:


  8. ENDORSEMENT BY THE HOME INSTITUTION
To be completed by the International Relations Office of the home institution. By signing, the home institution confirms the nomination of the participants and the accuracy of the information above.
	Head of International Relations Office
Name and surname:
Signature and official stamp:
Date:
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