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Checklist for organising NTEU Events, Activities & Mobilities 
Please read through the checklist and respond to all relevant questions. Leave fields empty if they are not applicable. When completed, share the document with your local NTEU Mobility Officer and your local WP5 Communication Officer.
NB: All activities must first be communicated on the NTEU Forum to inform the NeurotechEU community and ensure coordinated local dissemination and decision‑making.
	Section
	Description / What to Fill In
	

	Organizer
	Name of university, responsible person, and role (Administrative / Scientific / Faculty).
	

	Co-organizers
-/contributors
	Name of co-organizers 
-/contributors
	

	Mobility / Activity / Event Name
	Official title of the event, activity, or mobility opportunity.
	

	Target Group
	Bachelor / Master / PhD / researchers / teachers / staff; eligibility requirements; places per partner if relevant.
	

	Type & Format
	Event, activity, training, summer/winter school, internship, staff mobility, etc. Indicate: Physical / Virtual / Blended.
	

	NTEU or Partner Event
	Specify connection to NeurotechEU: organised by, supported by, or not organised by NTEU.
	

	Purpose & Connection to NTEU
	Clear, measurable purpose; explain how the activity aligns with the NeurotechEU alliance.
	

	Short Description of Activity
	150–200 words. Include content, topics, scientific themes, questions addressed.
	

	Agenda / Programme / Title
	Link or attach agenda, programme, or calendar entry.
	

	Timeline / Deadlines
	Registration deadlines, nomination deadlines, application windows.
	

	Nomination & Selection Process
	How to nominate (email, link). Who selects participants (sending university or organiser).
	

	ECTS credits
	Will the participants of the event be awarded ECTS credits? Yes or no, how many?
	

	Expected Participation
	Estimated number of participants.
	

	Participation Fee
	Fee status; specify amount if applicable.
	

	Costs Covered by Organizer
	Catering, materials, local transport, etc.
	

	Funding
	How the activity or mobility is funded (NTEU, internal, external, etc.).
	

	Accommodation
	Provided? If not, give approximate cost range.
	

	Estimated Living & Travel Costs
	Provide realistic average cost estimates for students/participants (required for mobility reporting).
	

	Advertising / Communication Channels
	Centrally: NTEU Forum, NTEU website and calendar. Social media. Campus+.
Locally: news items, calendar postings, screens, local website, newsletters, social media; include links.
	

	Monitoring & Evaluation
	Surveys, participation tracking, feedback forms, or other evaluation tools. 
	

	Participation Data
	Whether participant emails or other data will be collected and how.
	

	Additional Notes
	Other details relevant for WP5, Mobility Officers, or WG leads.
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