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- Organising Institution’s information form -
	Institution’s Name:
	

	Address:
	

	address of the course:
	

	Language of instruction: 
	
	

	Level of Courses organised:


	LEVEL I
(beginner) 

NUMBER OF COURSES:

DATES:
	
(
LEVEL II
(intermediate) 

NUMBER OF COURSES:

DATES:
	level iii

(advanced) 
number of courses:

dates:
(

	Website
	


Staff

	Job title / Name
	address, telephone, fax, E-mail

	Contact Person

............................................................

Job Title

............................................................
	


	Responsible person for the programme


	


Part I:  General Information

· Description of town

- Short history and location
	


- Main local/cultural events
	


- How to reach town (links from the nearest airport, train or coach stations)

	


- Transport in town (brief information on the main means of transport available)

	


· Short Description of the Organising Institution

	


· Accommodation 
- short description of the accommodation offered (hotel, apartments, student halls, others; if there are 

cooking facilities) and on the rent to be paid per week

	


· Meals
- short description on the services offered (university canteens, restaurants, bars, others)

	


· reception of students

- Meeting point (place, date and time of first meeting - for each course where different)

	


· extramural activities

- Site visits
	


- Sports facilities (Swimming, Tennis, Gymnasium; opening days and available information)
	


- Entertainment (Cinema, Theatre, etc.; brief information on places and student facilities)

	


Part II: Course(s) description
Course no:  
level: 
I: Beginner course



 FORMCHECKBOX 

II: Intermediate course



 FORMCHECKBOX 


 FORMCHECKBOX 

iii: Advanced course



 FORMCHECKBOX 


 FORMCHECKBOX 

	
	From...
	To...

	Period:


	
	


· Language component

- Short Description of language component: objectives and teaching methods 

	


- subject-specific language elements

( yes   ( no

  (e.g. special modules for students in particular disciplines)
If Yes, specify:
	


- Duration

	Total number of classes
	h.

	Hours in classroom
	h.

	Hours of practice conversation/language laboratory
	h.

	other (please specify)


	


- assessment (specify if the assessment is made by written/oral examination, assignment, etc.)

	


· Course facilities

-  Teaching aids
	( audio/video materials

	( computer/software

	( handouts/printed texts

	( transparencies

	( other : (specify)




-  Library
yes (    no (
if yes, specify:

	times
	

	opening days
	

	address
	


-  Language laboratory
yes (    no (
if yes, specify:

	times
	

	opening days
	

	address
	

	cost
	


· Cultural component

-  Short description of the cultural elements included in the course: objectives and teaching methods
	


- Duration

	Total hours of activities
	h.


· Teachers and support staff

	
	Number of...:

	( Teachers
	

	( administrators
	

	( Students
	


1
1

