
How to get registered as an IMPRS PhD-student at the 

University of Heidelberg (as of May 2014) 
Version 2.1 (Karsten Dittrich) 

Step 1: 
Gather the forms (must be in English or German (other languages may be possible, ask Gesine 

Heinzelmann and the people at “Akademisches Auslandsamt” for that) – you will not need to show the 

forms in other languages than English or German) and other stuff: 

1. Your school leaving exam certificate (high school diploma) in original or certified copy (if available). 

2. Your Bachelor degree certificate or equivalent in original or certified copy (if available). 

3. Your Master degree certificate, or equivalent in original or certified copy. 

o If needed, you can make certified copies at “Notariat, Vangerowstraße 18-20”. 20 pages 

cost 11.90 Euro – Bürgeramt charges more per copied page (> 1 Euro). 

4. The application forms for Graduate School and University, incl. the signatures from you, your 

supervisor, and (part of) your thesis committee. If you cannot fetch all signatures of the thesis 

committee, an E-mail from them to the HGSFP office is enough. The most important one is the 

signature of your supervisor. At the link you should have a look at and print out all the documents, 

apart from the last two, of which you just print the one fitting to you. 

5. All transcripts of records of all degrees in original or certified copy (if available). 

6. 2 letters of recommendation (if not already submitted). 

7. Master's thesis (colored copy is fine). 

8. English abstract of thesis (if thesis is not written in German or English). 

9. Online enrollment at the University of Heidelberg (here for German students) – print all 

documents and sign them (if required). 

10. “Removal from the register of students” certificate in original or certified copy (If available.  

Usually German students need this: I mean the “Exmatrikulationsbescheinigung”. Ask your 

university if you do not have it, at some universities you have to apply for it, although you have 

finished your diploma/masters!). 

11. A certificate of your health insurance (they have special certificates for students, ask them). 

12. One photograph in ID format and one digital copy of it (for the online enrollment, 9). This picture 

will be printed on your student ID card. The picture from the board at the entrance is just fine. 

13. Your passport (ID-card). 

14. Non-EU students need a VISA (the 3-month VISA is fine for registration). 

15. Your contract with the MPIA. 

16. You may need an envelope size DIN-C4 (a DIN-A4 paper has to fit in) with a stamp (1.45 Euro for a 

“Großbrief”). You can ask for an envelope at the information counter at the MPIA entrance. 
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Step 2: 
Go to the faculty building in Im Neuenheimer Feld 226, 2nd Floor Room 2.304 to the HGSFP office. The 

opening hours are from 9 to 12 weekdays. You may also arrange other times with Gesine Heinzelmann. 

You need to bring from the list above: 

- 1 to 8 as well as 12. 

After some time you will get an E-mail, telling you that you can pick up your forms. You need the form 

with the dean’s signature for the next step. 

 

Step 3: 
Go to the central administration building in Seminarstraße 2 (close to Universitätsplatz). If you are of 

non-German citizenship you have to go to the Akademisches Auslandsamt (International Relations 

Office). As a German you should go to the main registration office (Mo – Th: 10-12 am, Tu: 2-4 pm). 

You need to bring from the list above: 

- 1, 3, the application form with the signature of the dean you got back from step 2, the registration 

forms for the University from 4 and 9 to 15, probably also 16. 

They will charge the registration fee (134 Euro as of summer semester 2014) from your bank account, 

so make sure you have enough money on that account. You can also ask to get a bill, and then you have 

to transfer the money yourself. After one or two weeks you will get your envelope with your student 

ID card and your student book. Sometimes you may get them immediately or you get an E-mail with 

the information that you can pick it up, and then you will not need the envelope. 

The student ID card has to be registered at the central administration building in Seminarstraße 2 (You 

should wait one hour. Use a blue machine; if you not find it, ask at the information point. There are 

also some machines at some of the refectories.). After this, the student ID card is valid and you can buy 

your semester ticket (145 Euro as of summer semester 2014) for public transport in the Heidelberg 

area (get it here) and use all university services (refectories, accommodation service etc.). 

 

Remarks: You may ask Gesine Heinzelmann and the people at “Akademisches Auslandsamt” whether 

other languages are accepted. Make sure that you have 2 copies of forms that are needed for both 

offices. 

If you have bought monthly tickets for the period your semester ticket is valid, then you can get a full 

refund for this at the central RNV office in Heidelberg. Just gather the tickets (the monthly tickets you 

want to refund and the semester ticket), go to the office and ask for the refund. They will not be happy 

about it, but you have the right to get a refund for those tickets. 

Final remark: If anyone, who follows this list, points some errors or missing/obsolete parts, or has some 

problems, tell me! 

https://www.google.com/maps?q=Klaus-Tschira-Geb%C3%A4ude,+Im+Neuenheimer+Feld+226,+69120+Heidelberg,+Karlsruhe,+Baden-W%C3%BCrttemberg,+Deutschland&hl=en&ie=UTF8&t=m&geocode=FU4I8gIdZFaEAA&hnear=Klaus-Tschira-Geb%C3%A4ude,+Im+Neuenheimer+Feld+226,+69120+Heidelberg,+Karlsruhe,+Baden-W%C3%BCrttemberg,+Deutschland&z=16
mailto:gesine.heinzelmann@gsfp.uni-heidelberg.de
https://www.google.com/maps/preview/dir/49.4096258,8.707695/@49.4098841,8.706008,17z/data=!4m3!4m2!1m0!1m0?hl=en
http://www.uni-heidelberg.de/courses/contact/aaa/index.html
http://www.uni-heidelberg.de/courses/contact/aaa/index.html
https://www.google.com/maps/preview/dir/49.4096258,8.707695/@49.4098841,8.706008,17z/data=!4m3!4m2!1m0!1m0?hl=en
http://maps.google.com/maps?f=d&source=s_d&saddr=&daddr=49.40527,8.675122&geocode=&hl=en&mra=dme&mrcr=0&mrsp=1&sz=17&sll=49.404648,8.677933&sspn=0.00317,0.01001&ie=UTF8&z=17
mailto:gesine.heinzelmann@gsfp.uni-heidelberg.de?subject=(Application%20as%20an%20IMPRS%20student)
http://www.uni-heidelberg.de/courses/contact/aaa/index.html
http://maps.google.com/maps?f=d&source=s_d&saddr=&daddr=49.40527,8.675122&geocode=&hl=en&mra=dme&mrcr=0&mrsp=1&sz=17&sll=49.404648,8.677933&sspn=0.00317,0.01001&ie=UTF8&z=17
mailto:dittrich@mpia.de?subject=(How%20to%20register%20at%20Heidelberg%20university)

