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Manual for Exchange Students  to Apply for Study/ Work Placement at 

ÔÈÅ 4ÏÍÁÓ "ÁÔÁ 5ÎÉÖÅÒÓÉÔÙ ÉÎ :ÌþÎ 
 

Dear Student, 

It is our pleasure that you have decided to realize an exchange study/work placement stay at the 

¢ƻƳŀǎ .ŀǘŀ ¦ƴƛǾŜǊǎƛǘȅ ό¢.¦ύ ƛƴ ½ƭƝƴΦ  

If you want to study/work at TBU there are several documents which have to be delivered to the 

TBU International Office by the given application deadline. The deadlines are as follows: 

1. 1 June - for the winter semester or the full academic year 

2. 1 November - for the summer semester  

The documents are: 

1. Student Application Form 

2. Learning Agreement 

3. Copy of the student identity card 

4. Transcript of Records  

5. CV 

 

The first two above mentioned documents ς Exchange Student Application Form and Learning 

Agreement ς have to be filled in within the TBU informational system άtƻǊǘłƭέ. 

This Manual is to help you going through the on-line application procedure and searching for the 

most suitable courses for you within the TBU informational system tƻǊǘłƭ. If you face any problems 

ǿƛǘƘƛƴ ǘƘŜ tƻǊǘłƭΣ ǇƭŜŀǎŜΣ ŎƻƴǘŀŎǘ ǘƘŜ ¢.¦ LƴǘŜǊƴŀǘƛƻƴŀƭ hŦŦƛŎŜ ς bycek@rektorat.utb.cz.  
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1. Log in  
Open the site www.stag.utb.cz. Switch to English language if necessary ς the button is in the top right 

corner. Now click on the Applicant or ECTS bookmark in the offer bar. The following screen will 

appear. 

 

Fill your personal information in the right part of the window. This applies to the students from 

Slovak Republic born before 1. 1. 1993 as well. You have to fill in your: 

1. First name(s), 

2. Family name(s), 

3. Date of birth, 

4. Gender. 

Do not use neither punctuation nor any special characteristics! 

¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ άCreate pseudo-birth code and loginέΦ ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŀǎǎƛƎƴ you a pseudo 

birth code that will be used to identify you at TBU. Make a note of it and next time you need to log 

in, enter that code and your initials into the log-in form on the left side of the screen. 

 

 

 

 

 

 

Log-in for the 

first time 

http://www.stag.utb.cz/


 
4 

Login for the second time (with pseudo-birth code) 

 

IF YOU HAVE ANY PROBLEM TO LOG IN WITH YOUR PSEUDO-BIRHT CODE AND INITIALS, CONTACT 

THE INTERNATIONAL OFFICE (bycek@rektorat.utb.cz). DO NOT CREATE ANY NEW PSEUDO-BIRTH 

CODE AGAIN! 
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2. Enter Personal Data 
After the first log in, the following screen with the personal data request will appear. The fields 

marked with the * sign are mandatory and have to be filled in. However you are strongly 

recommended and it is extremely important for the future communication to fill in the personal 

data table completely! 

 

Students who need for they stay in the Czech Republic visa are obligatory to fill the passport number.  

Other students can fill the Identity card number only.  

 

When all information is filled in, ŎƭƛŎƪ ƻƴ ǘƘŜ άSaveέ ōǳǘǘƻƴ on the bottom of the page. 

 

3. Enter Sending Institu t ion Information  
The next step is to fill in the information on your home (sending) institution. The fields marked with 

the * sign are mandatory and have to be filled in. However you are asked to feed the table with the 

complete information and save it for the TBU information system as well as for your colleagues 

coming to study at TBU from your home institution in the future. 
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When all information is filled in, ŎƭƛŎƪ ƻƴ ǘƘŜ άSaveέ ōǳǘǘƻƴ on the bottom of the page. 

 

4. Enter Exchange Stay Information  
The next step is to fill in information on your exchange study/work stay at TBU. The fields marked 

with the * sign are mandatory and have to be filled in.  

Lƴ ǘƘŜ ŦƛŜƭŘ άFundingέ ǘƘŜ ǇǊƻƎǊŀƳƳŜ ǿƛǘƘƛƴ ǿƘƛŎƘ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ǎǘŀȅ ŀǘ ǘƘŜ ¢.¦ has to be 

chosen. The following options are available: 

- 51 ς Erasmus+ programme - will be chosen by the students coming within the Erasmus+ 

exchange programme; students studying at one of the EU countries, from the institutions 

with which TBU has Erasmus+ bilateral agreements. 

- 69 - Other form of short term study exchange - will be chosen by the students coming within 

the interuniversity agreement between TBU and the student home institution (TBU partner 

institution); regards mainly the students from non-EU countries (Russia, Taiwan, Korea, 

Kazakhstan, China, etc.). Kindly visit the following website to see the list of TBU partner 

institutions - http://www.utb.cz/mezinarodni-spoluprace/partnerske-instituce?lang=1.  

- Other LLP programme ς for students coming for example for the summer school 

- Other EU programme ς for example Tempus 

http://www.utb.cz/mezinarodni-spoluprace/partnerske-instituce?lang=1
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- Intergovernmental agreement  

- AKTION programme  

- CEEPUS programme  

- DAAD programme  

- Erasmus Mundus programme  

- EEA Financial Mechanism and Norwegian Financial Mechanism 

- Leonardo da Vinci programme 

- The Czech Ministry of Education, Youth and Sports Development Programme  

- Short exchange stay private payer 

- University/Faculty scholarship 

Lƴ ǘƘŜ ŦƛŜƭŘ άArrival typeέ it has to be mentioned whether you are coming for: 

- Internship or 

- Short study stay. 

¢ƘŜ ŦƛŜƭŘ άMobility statusέ ǿƛƭƭ ōŜ ŦƛƭƭŜŘ ƛƴ ŀǳǘƻƳŀǘƛŎŀƭƭȅΦ   

 

 

When all information is filled in, ŎƭƛŎƪ ƻƴ ǘƘŜ άSaveέ ōǳǘǘƻƴ on the bottom of the page. 
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5. Select Courses (not for placement)  
The course selection is done according to the Department of the particular TBU Faculty. Students 

have to choose courses to correspond to their main field of study and from the TBU Faculty under 

which they are going to be enrolled. ά{ǘǳŘƛƻέ ŎƻǳǊǎŜǎ ƻŦŦŜǊŜŘ ōȅ ǘƘŜ CŀŎǳƭǘȅ ƻŦ aǳƭǘƛƳŜŘƛŀ 

Communications can be taken by the students of art programmes only. Each student can be 

enrolled just in one studio course. Choose the courses for one semester only! Each semester has to 

be managed separately even if you are coming for the whole academic year. See the chapter 8.  

Students coming for the winter semester will be able to prepare the Learning Agreement only when 

the courses for the upcoming academic year are uploaded into the system. The upload is usually 

done by the end of April. 

Students are expected to be enrolled in as many courses as to get 30 ECTS per semester! 

 

Course list with all available courses for exchange students is posted online at the following link: 

http://www.utb.cz/international/exchange-incoming-students (please chose courses just from the 

mentioned link).  

 

List of department acronyms according to TBU faculties: 

http://www.utb.cz/international/exchange-incoming-students
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Faculty of Technology 

English Name Czech Name Acronym 

Dept. of Chemistry  ¨ǎǘŀǾ ŎƘŜƳƛŜ TUCH 

Dept. of Environmental Protection 
Engineering  

¨ǎǘŀǾ ƛƴȌŜƴȇǊǎǘǾƝ ƻŎƘǊŀƴȅ ȌƛǾΦ ǇǊƻǎǘǌŜŘƝ TUIOZP 

Dept. of Fat, Surfactant and Cosmetics 
Technology  

¨ǎǘŀǾ ǘŜŎƘƴƻƭƻƎƛŜ ǘǳƪǻΣ ǘŜƴȊƛŘǻ ŀ 
kosmetiky 

TUTTTK 

Dept. of Food Analysis and Chemistry  ¨ǎǘŀǾ ǇƻǘǊŀǾƛƴłǌǎƪŞƘƻ ƛƴȌŜƴȇǊǎǘǾƝ ŀ 
chemie 

 TUPICH 

Dept. of Food Technology and 
Microbiology  

¨ǎǘŀǾ ǘŜŎƘƴƻƭƻƎƛŜ ŀ ƳƛƪǊƻōƛƻƭƻƎƛŜ ǇƻǘǊŀǾƛƴ TUTMP 

Dept. of Physics and Materials Engineering  ¨ǎǘŀǾ ŦȅȊƛƪȅ ŀ ƳŀǘŜǊΦ LƴȌŜƴȇǊǎǘǾƝ TUFMI 

Dept. of Polymer Engineering  ¨ǎǘŀǾ ƛƴȌŜƴȇǊǎǘǾƝ ǇƻƭȅƳŜǊǻ TUIP 

Dept. of Production Engineering  ¨ǎǘŀǾ ǾȇǊƻōƴƝƘƻ ƛƴȌŜƴȇǊǎǘǾƝ TUVI 

 

Faculty of Management and Economics 

English Name Czech Name Acronym 

Dept. of Management and Marketing ¨ǎǘŀǾ ƳŀƴŀƎŜƳŜƴǘǳ ŀ ƳŀǊƪŜǘƛƴƎǳ MUMM 

Dept. of Economics ¨ǎǘŀǾ ŜƪƻƴƻƳƛŜ  MUE 

Dept. of Enterprise Economics ¨ǎǘŀǾ ǇƻŘƴƛƪƻǾŞ ŜƪƻƴƻƳƛƪȅ  MUPE 

Dept. of Industrial Engineering and 
Information Systems 

¨ǎǘŀǾ ǇǊǻƳȅǎƭƻǾŞƘƻ ƛƴȌŜƴȇǊǎǘǾƝ ŀ 
ƛƴŦƻǊƳŀőƴƝŎƘ ǎȅǎǘŞƳǻ 

MUPI 

Dept. of Finance and Accounting ¨ǎǘŀǾ ŦƛƴŀƴŎƝ ŀ ǵőŜǘƴƛŎǘǾƝ MUFU 

Dept. of Regional Development, Public 
Sector Administration and Law 

¨ǎǘŀǾ ǊŜƎƛƻƴłƭƴƝƘƻ ǊƻȊǾƻƧŜΣ ǾŜǌŜƧƴŞ ǎǇǊłǾȅ 
ŀ ǇǊłǾŀ 

MURVP 

Dept. of Statistics and Quantitative 
Methods 

¨ǎǘŀǾ ǎǘŀǘƛǎǘƛƪȅ ŀ ƪǾŀƴǘƛǘŀǘƛǾƴƝŎƘ ƳŜǘƻŘ  MUSKM 

Dept. of Physical Training ¨ǎǘŀǾ ǘŠƭŜǎƴŞ ǾȇŎƘƻǾȅ MUTV 

 

Faculty of Multimedia Communications 

English Name Czech Name Acronym 

Animation Studio !ǘŜƭƛŞǊ animace  KAAT 

Glass Design Studio !ǘŜƭƛŞǊ ŘŜǎƛƎƴǳ ǎƪƭŀ  KADS 

Shoe Design Studio !ǘŜƭƛŞǊ designu obuvi KAOB 
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Fashion Design Studio !ǘŜƭƛŞǊ ŘŜǎƛƎƴǳ ƻŘŠǾǳ  KAOD 

3D Design Studio !ǘŜƭƛŞǊ о5 5ŜǎƛƎƴǳ KA3D 

Digital Design Studio !ǘŜƭƛŞǊ ŘƛƎƛǘłƭƴƝƘƻ ŘŜǎƛƎƴǳ KADD 

Advertising Photography Studio !ǘŜƭƛŞǊ ǊŜƪƭŀƳƴƝ ŦƻǘƻƎǊŀŦƛŜ KARF 

Graphic Design Studio !ǘŜƭƛŞǊ ƎǊŀŦƛŎƪŞƘƻ ŘŜǎƛƎƴǳ  KAGD 

Spatial Design Studio !ǘŜƭƛŞǊ ǇǊƻǎǘƻǊƻǾŞƘƻ ŘŜǎƛƎƴǳ KAPT 

Industrial Design Studio !ǘŜƭƛŞǊ ǇǊǻƳȅǎƭƻǾŞƘƻ ŘŜǎƛƎƴǳ KAPD 

Audiovisual Arts Studio !ǘŜƭƛŞǊ !ǳŘƛƻǾƛȊŜ KAAV 

Department of Theoretical Studies Kabinet ǘŜƻǊŜǘƛŎƪȇŎƘ ǎǘǳŘƛƝ KKTS 

Department of Marketing Communications ¨ǎǘŀǾ ƳŀǊƪŜǘƛƴƎƻǾȇŎƘ ƪƻƳǳƴƛƪŀŎƝ KUMK 

 

Faculty of Applied Informatics 

English Name Czech Name Acronym 

Dept. of Security Engineering ¨ǎǘŀǾ ōŜȊǇŜőƴƻǎǘƴƝƘƻ ƛƴȌŜƴȇǊǎǘǾƝ AUBI 

Dept. of Computer and Communication 
Systems 

¨ǎǘŀǾ ǇƻőƝǘŀőƻǾȇŎƘ ŀ ƪƻƳǳƴƛƪŀőƴƝŎƘ 
ǎȅǎǘŞƳǻ 

AUPKS 

Dept. of Informatics and Artificial 
Intelligence 

¨ǎǘŀǾ ƛƴŦƻǊƳŀǘƛƪȅ ŀ ǳƳŠƭŞ ƛƴǘŜƭƛƎŜƴŎŜ AUIUI 

Dept. of Electronics and Measurements ¨ǎǘŀǾ ŜƭŜƪǘǊƻǘŜŎƘƴƛƪȅ ŀ ƳŠǌŜƴƝ AUEM 

Dept. of Automation and Control 
Engineering 

¨ǎǘŀǾ ŀǳǘƻƳŀǘƛȊŀŎŜ ŀ ǌƝŘƝŎƝ ǘŜŎƘƴƛƪȅ AUART 

Dept. of Mathematics ¨ǎǘŀǾ ƳŀǘŜƳŀǘƛƪȅ AUM 

Dept. of Process Control ¨ǎǘŀǾ ǌƝȊŜƴƝ ǇǊƻŎŜǎǻ AURP 

 

Faculty of Humanities 

English Name Czech Name Acronym 

Dept. of Modern Languages and 
Literatures 

¨ǎǘŀǾ ƳƻŘŜǊƴƝŎƘ ƧŀȊȅƪǻ ŀ ƭƛǘŜǊŀǘǳǊ    UMJL 

Dept. of Pedagogical Sciences  ¨ǎǘŀǾ ǇŜŘŀƎƻƎƛŎƪȇŎƘ ǾŠŘ UPV 

Dept. of School Education ¨ǎǘŀǾ ǑƪƻƭƴƝ ǇŜŘŀƎƻƎƛƪȅ USP 

Dept. of Health Care Sciences ¨ǎǘŀǾ ȊŘǊŀǾƻǘƴƛŎƪȇŎƘ ǾŠŘ UZV 
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Faculty of Logistics and Crisis Management 

!ƭƭ ŎƻǳǊǎŜǎ ŀǊŜ ƘŜƭŘ ƛƴ ¦ƘŜǊǎƪŞ IǊŀŘƛǑǘŠΤ ŀǇǇǊƻΦол ƪƳ ŦǊƻƳ ½ƭƝƴΦ 

English Name Czech Name Acronym 

Dept. of Logistics  ¨ǎǘŀǾ ƭƻƎƛǎǘƛƪȅ LULO 

Dept. of Crisis Management  ¨ǎǘŀǾ ƪǊƛȊƻǾŞƘƻ ǌƝȊŜƴƝ LUKR 

 Dept. of Environmental Security  ¨ǎǘŀǾ ŜƴǾƛǊƻƴƳŜƴǘłƭƴƝ ōŜȊǇŜőƴƻǎǘƛ LUEB 

 

 

When the course selection is ready (you have made your final choice) you have to contact the TBU 

Faculty departmental coordinatorςsigner to confirm you course choice. Both documents, Student 

Application Form (SAF) and Learning Agreement (LA), can be printed, confirmed at you home 

instituiton and sent to TBU International Office only after receiving the  confirmation  of your course 

selection from the TBU Faculty departmental coordinatorςsigner! 
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The Faculty departmental coordinatorsςsigners are: 

Faculty of Technology  aǊΦ 2ŜǊƳłƪ ς cermak@ft.utb.cz  
Faculty of Management and Economics  Mr. Zimola ς zimola@fame.utb.cz 
Faculty of Multimedia Communications  aǊΦ ±ƻŘƛőƪŀ ς vodicka@fmk.utb.cz 
Faculty of Applied Informatics  Mr. YǳōŀƭőƝƪ ς kubalcik@fai.utb.cz 
Faculty of Humanities aǎΦ aŀŎƘƻǾł - machova@fhs.utb.cz  
Faculty of Logistics and Crisis Management  MrΦ ¢ƻƳŀǑǘƝƪ ς tomastik@flkr.utb.cz 

 

As a proof of the TBU departmental coordinators ς signer confirmation is the fact that when the SAF 

and LA is printed the name of the TBU deptartmental coordinator is already stated.  

 

6. Print Student Applicat ion Form and Learning Agreement  
After completing your personal information, sending institution information, arrival information and 

finalizing your course selection you can contact the TBU Faculty departmental coordinatorςsigner to 

approve your course choice.  

bŜǿ ōƻƻƪƳŀǊƪ ŎŀƭƭŜŘ άStudy planέ will appear in your profile when your course choice is approved 

by the coordinator. It means that the coordinator has matched you with the Faculty, Study 

programme, Field and Study plan.  

Only in this phase you are allowed to print the SAF and LA. As a proof of the TBU departmental 

coordinatorsςsigner confirmation is the fact that when the SAF and LA is printed out, the name of the 

TBU deptartmental coordinator is already stated.  

SAF and LA preview (just a part of the first page):  

 

 

 

 

 

 

 

 

Sign both documents, arrange the signatures of the required representatives at your home 

instituiton and send it together with the other required documents: 

 

mailto:cermak@ft.utb.cz
mailto:zimola@fame.utb.cz
mailto:vodicka@fmk.utb.cz
mailto:kubalcik@fai.utb.cz
mailto:machova@fhs.utb.cz
mailto:tomastik@flkr.utb.cz















