TUM School of Management m
Technical University of Munich

Handbook for Learning Agreement

Short-term programs (summer / winter schools, ATHENS, EuroTeQ, etc.)
This guide is only for students going on short-term programs abroad.

This document contains information on how to correctly complete a Learning Agreement (LA) for
short-term programs. Please read all the information carefully. We recommend that you complete
your LA step by step according to the following instructions.

What is a Learning Agreement (LA)?

Which LA should you use?

How can you get your Learning Agreement checked and signed?
How to fill out the Learning Agreement

How to make changes to the Learning Agreement

How to get your courses recognized

Contact persons

Noh,kWN=

1. What is a Learning Agreement (LA)?

Filling out the Learning Agreement defines the courses you take during your stay abroad. It also
ensures that the credits earned abroad can be recognized upon your return to TUM. It is created
before your stay abroad and can be adjusted during the stay if your course selection changes.
However, you can still decide after receiving your grades from abroad which courses you want to
get recognized and which not. This will be done in a separate process after your stay abroad.

2. Which LA should you use?

Before or during mobility, please use the LA template provided in the Download Center under
Exchange Programs = Going Abroad - Credit Transfer - “Learning Agreement (short-term
programs)”

3. How can you get your Learning Agreement checked and signed?

Please fill out the LA with all relevant information and sign it (see description below). Send the
completed LA as an editable PDF to outgoing@mgt.tum.de together with the necessary documents
via your TUM email address. This is due to higher security and data protection. You should send
the document for checking no later than 3-4 weeks before you need it back.

Please include the following in your email text:

¢ Name and faculty of your host university

e Your study program (BMT, BSMT, BMDS, MMT, MiM, MCS, MSMT, MMDT, FIM)

o Alist of your planned courses at the host university with direct links to their course descriptions.
Please also state how you plan to get the credits of the respective course transferred to TUM.
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If you are unsure about your options, check the guideline “Recognition of credits from
international modules” of your study program (see “Credit Transfer” > “How to get credits
transferred”).

e For Master courses - include proof/reference of study level

o The course descriptions should be in English

Example email text:
Study program: BMT
Host University and Faculty: Copenhagen Business School, Summer School
Courses:
1. Human Resource Management
1.1. www.xxx-yyy.com/humanresourcemanagement
1.2. Elective in Management and/or Technology
2. Project Management
2.1. www.xxx-yyy.com/projectmanagement
2.2. 1:1 recognition for Project Management
3. Business Negotiation
3.1. www.xxx-yyy.com/businesnegotiation
3.2. 1:1 recognition for Communication Skills

Important Information: For a successful credit transfer, it is your responsibility to check:

o For 1:1 recognition: The course is part of your program tree (in TUMonline).

= [20231] Management and Technology E3

Basics @ (3 79

Specialization in Technology [# (T [

Project Studies @ (& [5

Electives in Management and/or Technology [@ (% [H
Communication Skills @ (D [TF]

Bachelor's Thesis # ({3 [E
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o For Electives:
o You have not done a similar course at TUM before (special attention to the
basic/required courses in your study program). Have a look at your program tree as
mentioned above.

4. How to fill out the Learning Agreement
4.1 General information — head of the template

e Choose your study program at TUM MGT from the drop-down menu

e Enter your personal details (for email: TUM address only!)

¢ Add the academic year of exchange: e.g. 2026/27

¢ Indicate the semester spent abroad: winter term (WS), summer term (SS), or both
e Choose the program you are taking part in from the drop-down menu

¢ Indicate information about your host university (name and country)
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Example:

LEARNING AGREEMENT

TUTI

for students going on short-term programs (summer / winter schools, EuroTeQ, ATHENS, BIPs or similar)

fiir Priifungsleistungen aus dem Ausland / for courses at universities abroad

akademisches Jahr / academic year: 2026 /2027

Auslandsperiode/ period spent abroad: Ws SS

lber das Programm / on the program: Summer / Winter school j
beabsichtige, im Rahmen meines Auslandsstudiums an der Gastuniversitat /

intend, as part of my period of study at the following foreign host university

Name (Gastuniversitat / host university): Land / Country:
CGopenhagen Business School venmark

fiir den Studiengang / for the degree:
Bachelor in Management & Technology (BMT) MUC J

Ich, der / die Studierende /
1, the undersigned

Name:
John Doe

Matrikelnr. / Matriculation no.:

E-Malil:
ab12cde@mvtum.de ‘

4.2 “Table A — Sending Institution”

Please refer to the course catalogue provided by your host university for the courses you can select.
Within the courses section in your LA, please indicate the information as follows:

e Course title, course code, credits
-> According to the information provided by your host university
Example:

folgende Priifungsleistung/en abzulegen / to pass the following courses:

Table A - Gastuniversitat / host university Table B - Anerkennung bei / Recognition at TUM School of Management (to be filled in by TUM)

Course title Course code Credits Course title Course Gode ECTS
Project Management MGT1234 2
Human Resource Management MGT5678 2
Business Negotiation COM2244 1

4.3 “Table B — Sending Institution: TUM School of Management”

Please do not fill out Table B! We will fill out Table B according to the information you provided in
the email and after we have checked your course selection.

Credits for electives will be transferred according to the amount of ECTS this course weighs at the
partner university. In case of 1:1 recognition, you will receive the correct number of ECTS of the
replaced TUM course.

Example of how Table B could look after we have filled it out for you:

folgende Priifung: ing/en abzulegen / to pass the following courses:

Table A - itét / host uni ity Table B - Anerkennung bei / Recognition at TUM School of Management (o ba filled in by TUM)
Course title. Course code Gredits Course title Course Code ECTS
Project Management MGT1234 2 Project Management \Wi000264 6
Human Resource Management MGT5678 2 elective in Management and/or Technology (BMT) - 6
Business Negotiation COM2244 1 Communication Skills (BMT) - 3

4.4 Commitment of the two parties

Please sign the LA under the section “student” and indicate the date.
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Gof. weiters \gan auf sinem zwsiten Blatt ausfiillsn. / Continue en a second form if necessary.
Unterschrift der/des Studierenden / Signed by student: ... Datum / Date: ...... ‘

Hiermit wird bestatigt, dass das beabsichtigte Studienprogramm fiir eine Anrechnung wie aufgefiihrt méglich ist.* / | hereby confirm that the planned study program can be recognized
as described above.*
Unterschrift des Program Coordinator — Student Exchange Programs / Signed by the Program Coordinator — Student Exchange Programs

Datum / Date:

Ute Helfers

“*Wenn sich Inhalt und Umfang der einzelnen Veranstaltungen nicht geandert haben und an der TUM Zwisc it nicht vergleis Leit erbracht wurden, kann, vorbehaltlich der Einhaltung der pruafungsrechtiichen Vorgaben, von einer
Anrechnung der Leistungen aus dem Ausland nach lhrem im t an der TUM School of Management ausgegangen werden. Bitte beachten Sie, dass eine Anerkennung nur mbglich ist, wenn der Kurs Teil
Ihres Studienprogramms ist.

*If the contents and scope of the specific courses have not changed and no comparable credits have been gained at TUM in the meantime, it may be assumed that the credits from the study abroad period will be transferred as part of the stated degree
course at TUM School of Management after your stay abroad, subject to the normal exam regulations. Please note that recognition is only possible, if the course is part of your study program.

Once we have checked your LA and filled out Table B, we will send the document with our signature
back to your TUM email.

5. How to make changes to the Learning Agreement

You can always make changes to your original LA during your stay abroad. If you wish to add courses
to your LA during your stay, please submit a new Learning Agreement. If you simply want to drop one
of the courses listed in your signed LA, it is not necessary to submit a new Learning Agreement.

6. How to get your courses recognized

After you have received your official transcript from your host university, you can apply for credit
transfer.

For students from Campus Munich and Heilbronn: Please submit your application via the
Platform PIM (login with your TUM credentials). Select the application type “Subsequent
recognition” and start the recognition application on your dashboard. You can find a detailed user
guide here.

You need the following documents:

1. Official Transcript of Records (signed, stamped, or with a verification link)
2. Signed Learning Agreement

For students from Campus Straubing: Submit the following to recognition@mgt.tum.de:

1. Official Transcript of Records (signed, stamped, or with a verification link)

2. Signed “Form for Academic Recognition after mobility”

3. Signed Learning Agreement

e If no Learning Agreement has been signed before/during mobility:
o official course descriptions and/or
o signed "confirmation of course equivalence" for direct 1:1 recognitions.

e Subject line: TUM student ID number, study program and TUM campus
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You do not need to recognize all the courses you have taken. This means that once you have received
your grades, you still can decide for yourself which of the courses you have attended abroad/from
your Learning Agreement you would like to have recognized (if any).

7. Contact Persons

Short-term programs (summer /
winter schools, EuroTeQ,
ATHENS, etc.)

Selina Schwarz
outgoing@mgt.tum.de
Tel.: +49 (0)89 277809618
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