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General part

The project’s activities may commence on 1 January 2023.

The project’s expenses are also eligible starting from 1 January 2023 (pay attention to
the pre-approval of expenses via the REQUISITIONS application — slide 20).

Drawing down funds:

For ongoing projects, you may start after signing the contract,

For new projects, you must first submit a specimen signature to the Finance Office
(FO). After this, funds may be drawn down.

The contract must be signed by 4 May 2023.



General part

Each project is managed under the project billing number, i.e. the accounting order/or
centre (number specified in the agreement) — for drawdowns and settlement, you
must closely cooperate with the FO; the billing number is the project identifier for the
faculty accounting system.

The principal investigator for the project must be a student of the Faculty of Arts of
Charles University (FA CU); if the principal investigator/student co-investigator
interrupts or terminates their studies, they may not continue with the project or draw
down funds (however, you can request a change, see the Material part of the project,
starting from slide 37).

Any interruption/termination of studies must be immediately announced to the Grant
Office by e-mail.



General part

* In some cases, you may request an interruption of the project.

* A GA CU project may be interrupted for the following reasons:
- Maternity and parental leave,
- Long-term health reasons,

* Aninterruption may be requested for one calendar year; for two-year interruptions,
the request must be submitted again after one year. Requests are addressed to the chair
of the CU Grant Council, Prof. Komarek, through the GA CU Office.



Financial part

The funds are always allocated to the project for one calendar year.

Funds may be drawn down after submitting the specimen signature to the FO
(https://www.ff.cuni.cz/fakulta/oddeleni-dekanatu/ekonomicke-oddeleni/formulare/).
The specimen signature legitimizes the persons specified in it to dispose of the funds
allocated to the project.

The persons specified in the specimen signature are authorized to sign the following
forms: proposal for awarding a scholarship, billing form, invoice cover sheet, proposal
for remunerating the supervisor (note — this does not apply to the signature on
agreements, etc. A power of attorney is need for this).

For multiple-year projects, the specimen signature remains the same, and a new
specimen is not needed for an additional year.



about:blank

Univerzits Karlovs
Filozoficka fakulta
némésti Jana Pelacha 2
116 38 Praha 1

Podpisowy vzor pro ekonomické oddéleni

vedouci resitel véd, projektu [grantu)

funkece Imeéno a piijmeni Pracoviste Kontakt: Podpisovy vzor
{vyplfite Citeln&) E-mail:
telefon,/mobil:

Dile povéruji nize uvedens pracowniky podepisovanim icetnich
a prebiranim pokladnich hotovosti: *)

funkece Iménao a prijmeni Pracovisté Kontakt: Podpisovy vzor
{vyplfite Zitelng) E-migil:
telefon/mobil:

*| Opravnéni vznika dne
Timto podpisowym vzorem se rusi wiechny predchozi.

Vyie podepsani swym pedpisem poturzuji, fe jsou jim znama pravidla pro ferpani prostredkd z uvedeného
Gtetniho strediska, pravidla o nilefitostech afetnich dokladl, pravidla pro obéh dietnich dokladi na UK FF a
daldi pravidla, kterym podiéhd Eerpani prostiedid z vige uvedeného Getniho stfediska, u dotad, projektd a
grantll téZ pravidla piisluiného poskytovatele.

podpis vedouciho pracovnika/ fesitele
Predejte na ekonomicks oddéleni
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Financial part

 The most frequent tax documents are receipts or invoices.

* The original accounting documents are submitted to the FO; we recommend keeping a copy of
these documents.

* Receipts should contain detailed information — itemized.
* Invoices must be addressed to Charles University (The faculty does not have legal status and
does not issue invoices in its own name™).
The official invoice address is:
Charles University
Faculty of Arts
nam. Jana Palacha 2
116 38 Prague 1
ID no. 00216208, Tax ID no. C200216208

*Note — when purchasing air tickets and accommodation, do not address the invoice to the
university but to yourself.




Financial part

On invoices, specify the ID number and tax ID number in the correct format. Do
not leave out the initial zeros (see previous slide or the web pages of the FO).

The invoice must contain the name of the supplier (again, the correct ID and tax
numbers), the address, and the bank account information.

The issue date, the due date, and for VAT payers, the date of taxable supply.

Scope of supply (the unit price, i.e. how the total price was calculated).



Accounting document requirements — most common errors

The entire university has the same identification number and tax identification number.
Some companies leave out the two initial zeros when issuing invoices — This is a
mistake!

The number must always have all eight digits.

Correct ID and tax numbers : ID no. 00216208, Tax ID no. C2Z00216208

Wrong customer, especially when making purchases online: The customer is a person;
but the official invoice address of the Faculty of Arts, Charles University must be stated
(see slide 8).

For online sales, you must agree with the seller on the correctly issued invoice.
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Accounting document requirements — most common errors

* Incorrect name of the university: e.g. “CU", “CU in Prague”, etc. Documents with
incorrect names cannot be accepted or paid by the FO.

* Correct name of the university: on all tax documents where the name of the customer
is required, the following correct name must always be stated: “Charles University,
Faculty of Arts”.

 Payments by card may be made only when purchasing air tickets or other expenses
paid via the scholarship for subsistence expenses, otherwise it is not allowed. The
account statement is required for all expenses paid by card and is submitted to the
Grant Office.
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Accounting document requirements — Orders exceeding CZK
50,000, exclusive of VAT

* All orders exceeding CZK 50,000, exclusive of VAT must be published by the faculty in the
register of contracts of the Czech Ministry of the Interior.

* Such orders must always be made only by written agreement and their conclusion is subject to
Notification of the Secretary 4/2016.

* No employee or student of the FA CU is authorized to conclude on behalf of the faculty any
contract exceeding CZK 50,000, exclusive of VAT.

* In the event of uncertainties regarding the procedure

for orders over CZK 50,000 (exclusive of VAT),

please contact the secretary of your department.

http:// www.ff.cuni.cz/wp-
covg:er\t/uploads/ZO:LB/O:L/:Lé—:L:L—07.pdf

— I e S
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Forms for billing at the Faculty of Arts

Invoice cover sheet — Use this with an invoice that is correctly issued to the FA CU. First, provide
the invoice to the secretary of your department, who will enter the invoice in the Electronic Filing
Service (ESS). Then take the invoice with the invoice cover sheet to the mail room for scanning
and handing over to the FO.

Billing form — Based on this form, the billed amount will be paid out to you (that which you have
already paid); provide this to the FO together with the original invoices, either in person or via
the mail room.

Fill in: name, order (= billing number), contact, unit-department, subject matter, amount, date,
signature according to the specimen signature.

The forms are available here: http://www.ff.cuni.cz/fakulta/oddeleni-dekanatu/ekonomicke-
oddeleni/formulare/.

The FO’s deadline for accepting accounting documents will most likely be set for 30 November
2023 (the term will be specified by a dean’s measure).
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Univerzita Karlova v Praze
Filozoficka fakulta
namésti Jana Palacha 2
116 328 Praha 1

obwykle Sestimistné fislo

diive pougivan termin
zitovad stredisko

Formulaf pro vyuétovani

Zakazka [stredisko)

Ut\fal

Eontakt

Prevzetim z pokladny *)

dsel

nazev katedry & dstavy

postadi zkratka & timising

na osobu, které bude toto|
wyuctovani vyplaceno

ne oznaceni

Iméno, prijmeni:

(z pokladny wyzvedne)

Zaslanim na uéet *)

jmeno a

ktara vyzvedne hotowvost v

pokladn:

piijmeni oschby,

&

Iméno majitele dftu

tisle aitu

datum a podpis

jméno a piijmeni osoby,
jenz je majitelem Gty

souhlas se zaslanim
wylctovani na uvedeny

Oznafte kiitkem, ktery fadek plati

et

a) provoz

a) esvobozena finnost

b} investice

b} ekonomicka finnost

Pof.E. WVéc | Castka | Poznamka
1 souhmy popis plnéni z | {£astka, ktera je uvedena na
5 dokladu dokladu
3 1 fadek = 1 doklad Eastka, kterou dotyény uhradil
a pokud je Castka v cizd méng,
neprevadéfte jina K&
5
6
7
v piipadé nakupu majethu
8 podighajid evidenci (nad [—]
Celkovou fastku uvadéjte 3 000 KE)
s pouze v piipadé, 2= jsou
10 jednotlivé naklady v jedné cpatieni dékana
méng £.19/2009 —
Celkem: Informace pro spravu majetku ['|nventa'\|"\
Zaloha: Cislo pracoviits:
Doplatit:

Cislo mistnosti:

Wratit do pokladny:

Datum:

Pfikazce operace dle podpisového vzor|@pra

Diive poufivan termin

s2 jedna osobu feditele nebo
spoluiesitele

wnéna osoba/zpravidla

*) Nehodici, Hotrete

GA LU ZUZ5

**) Dsoba, kterd m& podpisové privo k phisluiné zidtovad sakdzee

vypini ED
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Univerzita Karlova v Praze
Filozoficka fakulta
namésti lana Palacha 2
116 38 Praha 1

Vypini EC
Privodni list tuzemské faktury

Nazev firmyforganizace,

ktera nam poskytuje plnéni

[ zbod, shubu) Rozdéleni dle zdroji
Mdzev dodavatele /ﬂ Zakizka (stiedisko) Castkaly)
Varizbilni symbol ve vEtSing piipadech s= / ]

jedna o dsko fakiury
o obvykle Sestimistng Sslo | [Zastka, koerou mame
Cislo objednavky Uuhradit z dand zakdzky [

difve poudvan termin

Zaloha zuchovad stredisko
Dobropis

Cenova i vécnd stranka faktury odpovida dodéavee, fakturu zaplatte a zauctujte dle nasledujicich dispozic:

Popis predmietu fakiury N Kiizkem oznacte platné Fadky
souhmny popis plnéni z dokladu a) provoz
kancelarské potieby, preklad, b) investice
letenka prof, XY, ...
a) osvobozend Zinnost
b} ekonomicka finn v piig aj;uf‘a'k_l-w m?]'::lu;
Informace pro ey g
. opatieni dékana &,
Cislo pracovisté 19/2009
cFfive pouSivan termin izl mistnosti
Datum a podpis prikazce uper?p'éw.'ajé osoha/zpravidla ;Kuntakt v piipadé nejssnost
jde o fefitele nebo kontaktovat osobu:
spoluresitle
*] Dsoba, kters ma podpisove pravo k prsiLSne sUCtovad sekazoe
ypini EO
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Financial part — Changes to the project’s budget

Transferring funds between the individual entries is possible. Any change to a specific entry
newly must not exceed CZK 20,000. However, it does not apply to transfers to personal expenses
- here the original limit of CZK 10,000 remains. Transfers must always be reported in advance to
the Grant Office.

Complying with the limits in the entries when planning transfers (For the limits, see the GA CU
procurement documents — http://www.cuni.cz/UK-2446.html).

Any changes exceeding CZK 20,000 or 10,000 in case of personal expenses require the approval
of the GA CU — A request may be submitted by approximately the end of October 2023 (the
term will be specified; it must first be consulted with the Grant Office).
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http://www.cuni.cz/UK-2446.html

Financial part — Changes to the project’s budget

The request is sent to the GA CU to the attention of the chair of the Grant Council of Charles
University, Prof. Komarek, in the form of a personally signed letter, either in writing or
electronically (scanned)

GA CU

Ovocny trh 560/5

116 36 Prague 1

or to the address: gauk@ruk.cuni.cz
The request must contain the contact address for sending the written response. It must be
addressed to the chair of the Grant Office and contain the reason for the change (why the
change occurred) and the purpose of the change (the new use), as well as the new structure
of the budget and information stating which Charles University faculty the investigator studies
at.
The request should also contain the grant project number as specified in the application, and
not the billing numbers of the faculty or contract numbers.



prof. RNDr. Petr Volf, C5c.

predseda Grantove rady univerzity

Univesita Karkova, Odbor pro vEdu 3 vyzkem, GA UK
Cvoony trh 550/5

11636 praha 1

Zadost 0 zménu v ferpani rozpottu projektu GAUK

Cisho projektu GAUK:

Hiavmi resitel projektu:

Fakulta resitele:

Adresa nebo e-mai pro
zaslani odpovédi:

celkova wyie Castky, ktera se
prevadi:

k prevodu 2 - do):

I‘l I v w I a'é
Tminy w ferpand, a to jak v
poloice, e ktere se Castka
prevadi, tak i v poloZce, ktera
S Navysuje:

Podpis Feditele:

Podpis vedouaho projektu *

Datumi:

* v pripadé, fe ze jedna o studenta magisterského studijnihe obore

GA€CU2023

18




Financial part — drawdowns and returns

We recommend that you draw down the funds on a regular basis thus avoiding any
returns due to non-use.

If you discover during the year that you will not draw down all of the funds in the
grant, please inform the Grant Office immediately.

Do not resolve undrawn funds at the last minute. We always try to avoid any return
of funds. If you have any difficulties resolving this, please contact the Grant Office.
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REQUISITIONS application (ZADANKY)

Before purchasing any goods or services (except for expenses paid in the form of a scholarship — travel,
air tickets, accommodation, conference fees, ...), the expenses must be approved via the REQUISITIONS
application.

After entering the data in the application and the subsequent approval by the Faculty of Arts, you may
purchase the approved item.

Application:

https://cis.ff.cuni.cz/fcgi/verso.fpl/ TS /1613482004?fname=web index& def stranka =zad zadank
a_sez& def filtr =1&fname=web index& navig code =3cacd3a30704dd161f2e8e95df74936c&
modul name=0bjedn%C3%A1vky%20/%20%C5%BD%C3%Aldanky

Manual: http://manualy.ff.cuni.cz/index.php/%C5%BD%C3%Aldanky

If you need assistance, use the following e-mail address: zadanky@ff.cuni.cz



https://cis.ff.cuni.cz/fcgi/verso.fpl/_TS_/1613482004?fname=web_index&__def_stranka__=zad_zadanka_sez&__def_filtr__=1&fname=web_index&_navig_code_=3cacd3a30704dd161f2e8e95df74936c&__modul_name=Objedn%C3%A1vky%20/%20%C5%BD%C3%A1danky
https://cis.ff.cuni.cz/fcgi/verso.fpl/_TS_/1613482004?fname=web_index&__def_stranka__=zad_zadanka_sez&__def_filtr__=1&fname=web_index&_navig_code_=3cacd3a30704dd161f2e8e95df74936c&__modul_name=Objedn%C3%A1vky%20/%20%C5%BD%C3%A1danky
https://cis.ff.cuni.cz/fcgi/verso.fpl/_TS_/1613482004?fname=web_index&__def_stranka__=zad_zadanka_sez&__def_filtr__=1&fname=web_index&_navig_code_=3cacd3a30704dd161f2e8e95df74936c&__modul_name=Objedn%C3%A1vky%20/%20%C5%BD%C3%A1danky
about:blank
about:blank

Personal expenses — scholarships

Proposals for scholarships are submitted to the Grant Office by 30 June 2023 (other proposals
arising from the transfer of funds may be submitted by agreement).

You can download the form here: http://www.ff.cuni.cz/fakulta/oddeleni-dekanatu/grantove-
oddeleni/formulare/ (proposal according to Article 6).

If a co-investigator is from another CU faculty, you must conclude an agreement on the transfer
of funds — consultation with the Grant Office).

Before submitting the proposal, check whether you have an account number in SIS and in what
form, which is important for generating the decision on awarding a scholarship.

At the request of the Grant Office, you accept the Decision on Awarding the Scholarship in SIS,
and it is also best to immediately waive any right to appeal (open Decision — Personal data —
Documents + Updating page — Waiving rights to appeal). The scholarship will be paid out within
30 days of the decision coming into force.

21
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Personal expenses — scholarships

* A scholarship may not be paid out to a student who has
interrupted or terminated their studies.

e Scholarships of co-investigators — always use separate proposals.
* A scholarship may not be paid out to a student in a bachelor’s

programme of study (they may be a member of the research team
with no entitlement to remuneration in the form of a scholarship).



Personal expenses — Wages

Remuneration for wages is handled by Human Resources (not by the Grant Office).

The investigator of the project submits a “Proposal for payment of remuneration to an internal employee
or an “Agreement on the Performance of Work” (DPP), or an “Agreement on Work Activities” (DPC).

Head of the project — supervisor: if they are an employee of the Faculty of Arts, the project investigator
submits to Human Resources a “Proposal for the payment of remuneration to an internal employee”
(Human Resources).

Head of the project — supervisor: if they are not an employee of the Faculty of Arts, the project
investigator, in cooperation with the secretary of their own faculty, fills out an “Agreement on the
Performance of Work” or an “Agreement on Work Activities” (via the Whols application), and for
completing the administrative work, cooperates with Human Resources.

If the form of payment for certain members of the research team is also planned in the form of an
Agreement on the Performance of Work or an Agreement on Work Activities, the project investigator, in
cooperation with the secretary of the department, fills in one of these agreements (in the Whols
application), and for completing the administrative work, cooperates with Human Resources.

In the case of one of these agreements, also submit a time sheet, on the basis of which the amount is
paid out (see Human Resources forms).

”



Personal expenses — Wages

Payment of remuneration will be possible approximately from 1 July 2023; proposals should
be submitted no later than 25 September 2023 (Agreements on the Performance of Work and
Agreements on Work Activities can also be arranged now).

The form for the proposal for the payment of remuneration to an internal employee will be
sent by the Grant Office at the end of June with detailed instructions for completion.

The amount you have in the budget for remuneration is gross wage including contributions to
insurance of 35.8%; you should differentiate in the form between gross wages and insurance;
the total amount must be equal to what you have in the budget; remuneration is paid for a
period of six months.

Submit the proposal completed according to the instructions of the Grant to Human Resources
www.ff.cuni.cz/odd-oso.



about:blank

Véazena pani Odména pro

Mgr. Eva Lehe¢kova, Ph.D. Skolitele/vedouciho/spolufesitele je v

dékanka grantové smlouvé i v aplikaci GA
UK uvedena vzdy jako celkova

Filozoficka fakulta hruba ¢astka vetné pojisténi

Univerzita Karlova

V Praze dne ...
Ustav, katedra, odd&leni: zakladni soucast fesitele, napt. URLS, USD
piedklada navrh na vyplaceni odmén internim zaméstnanctim:
Nazev: GA UK, nézev projektu
Cislo zakazky: Géetni zakazka projektu, zvana také zuctovaci islo
Jména, ¢astka, zdivodnéni a obdobi (mésiéai, pllroéni, reéni): Vybrat pilro¢ni

Napt. Jan Novak, 7.364 K¢, odména za vedeni projektu piip. odména za spolupraci na projektu

zde uvadite hrubou ¢astku bez pojisténi

V ptipadé, ze je napt. Skoliteli v rozpoctu
GAUK schvaélena ¢astka 10.000 K¢& (hruba
mzda v&etné odvodu), je vypocet nasledujici:

«

Z celkové sumy se odecte pojisténi ve
vysi 35,8 %: 10 000/1,358 = 7 364

Jméno, ptijmeni a podpis odpovédného prac. Podpis zastupce UK FF

/

Podpis osoby s podpisovym opravnénim k Gcetni zakazce

Céstka 35,8 % pojisténi Celkem
Celkem 7.364 K& |2.636 K& 10.000 K& . -
O COU 2020 25



Subsistence expenses — students

Plan your travel sufficiently in advance.

Subsistence expenses are paid retroactively in the form of a scholarship (an untitled agreement is
concluded only with a co-investigator studying at another CU faculty).

Advances are not provided.

Eligible costs: fares (international and local — even in the Czech Republic/economy class), public transport
fares, accommodation (max. 3* hotel/guest house), travel insurance, conference fees, as well as fees for
libraries, COVID-19 tests, etc.

Ineligible expenses: food, pocket money, expenses connected with the use of a car, tuition.

After taking a trip, the student submits to the Grant Office a proposal for awarding a scholarship (travel)
and the completed attachment to the proposal. The forms are available at the following address:
https://www.ff.cuni.cz/fakulta/oddeleni-dekanatu/grantove-oddeleni/formulare/

The attachment should contain the length of the trip, the destination, the purpose of the trip in several
sentences, a list of accounting documents demonstrating that the trip was taken and the duration, and the
originals of all documents. The scholarship is paid out based on these documents. Save all receipts that
you want to have reimbursed.

Documents (tickets, air tickets with boarding passes, account statements if payments were made by card,
etc.) are submitted together with the completed attachment and the scholarship proposal to the Grant
Office.



about:blank

Univerzita Karlova, Filozoficka fakulta
dékan fakulty prostfednictvim Grantového oddéleni dékanatu fakulty

NAVRH

na priznani stipendia na vyzkumnou, vyvojovou a inovacni ¢innost podle
zvlastniho pravniho predpisu
podle €l. 6 Stipendijniho Fadu Univerzity Karlovy, v platném znéni

(cestovné GAUK)

M

Navrhovana vyse stipendia: ... K¢
Uéetni zakéazka: ...

Identifikace studenta, kterému ma byt stipendium priznano:

Jméno, piijment:

Cislo studenta:

E-mail:

Stipendium bude zaslano na ¢islo u¢tu, které ma student nastavené v SIS.

Piedmét a odtivodnéni navrhu:

Navrhuji pFiznani stipendia na vyzkumnou, vyvojovou a inovacni ¢innost podle
zvlastniho pravniho predpisu dle ustanoveni ¢l. 6 Stipendijniho adu Univerzity Karlovy,
v platném znéni, a to konkrétné v grantovém projektu s nazvem ,,...“ podporeném v ramci
podpory pridélované Grantovou agenturou UK.

V Praze dne ...

Jméno a prijmeni navrhovatele:! ...

podpis navrhovatele

1 Navrhovatelem miiZe byt dle ¢l. 4 odst. 3 Pravidel pouze reSitel projektu, prikazce operace, tj. osoba
s podpisovym opravnénim k dané ucetni zakazce.

GACU?2

Priloha k navrhu na stipendium - cestovné - GAUK

Jméno a prijmeni: ...
Centralni ID osoby na UK: ...
Uéetni zakazka: ...

Termin cesty: od ... do ...
misto zac¢atku cesty: ...
cil/-e cesty: ...

ucel cesty: ...

Seznam a struc¢ny popis o¢islovanych ucetnich dokladii, které jsou soucasti prilohy:

Cdstky vcizi méné prevddéjte aktudinim kurzem CNB sted ze dne vyictovdni -

https://www.cnb.cz/cs/financni trhy/devizovy trh/kurzy devizoveho trhu/denni kurz.jsp

Zpiisobilé ndklady:
- jizdné mezindrodni a lokdIni - i v CR (ekonomickd trida),
- jizdné na hromadnou dopravu,
- ubytovdni (max. 3*hotel/penzion),
- cestovné pojisténi,
- konferencni poplatek,
- poplatek v knihovné, atd.
Stravné hradit nelze.

Castka v cizi
Cislo Ucetni doklad meéné Castka v CZK
1 Napr. ,Faktura za ubytovdni”
2
3
Pouzity vyménny kurz: ...
Zadam vyplatit do vy$e: ....oeeeeeeennne K&
VPrazedne .......ccoceeceneeneennnn. POADPIST e e e s e e e e e
Kontrola GO
Castka schvalena k vyplaté:............... K¢
Podpis odpovédného pracovnika: dne.......c.ccecuveeeiieiiineniencnne POAPIS ettt et e e
023 37

1 Pouze osoba s podpisovym opravnénim k dané Gdetni zakazce



Subsistence expenses— employees

Only if subsistence expenses have also been approved in a request for people other than the student
research team.
Employees of the FA CU travel based on travel orders.
If investigators are employees of the faculty under an Employment Contract
= With the consent of the head of the department, as with every business trip, they submit a travel order
and related documents
If investigators are employees of the faculty under an agreement
= Work arranged under an Agreement on the Performance of Work or an Agreement on Work Activities
must concern activities relating to the project, and travel expenses must be contractually arranged in
the agreement.
Trips are settled only based on valid tickets (in the case of students, also based on other accounting
documents).
If a student takes a trip in their own vehicle or a rented vehicle, petrol and vehicle depreciation are not
reimbursed.




Other non-investment expenses (material and services)

Eligible expenses: Office supplies and paper, small tangible assets, computer equipment, (only in
justifiable cases), services (e.g. editing, translations), literature, publication costs (including open access),
remuneration for respondents (agreement on reimbursement).

Ineligible expenses: computer programs that the faculty can provide, phone costs, creation of web pages,
preparation of concerts/exhibitions/conferences/symposia, tuition.

All purchases in this category must be recorded and approved in advance in the REQUISITIONS
application. Registration via the VERSO system at cis.ff.cuni.cz. (for more information, see slide 20)

The purchase of computer equipment is handled centrally by IT Services;, this vyear, the
Requisitions/Zadanky application has replaced the Orders application (section of IT Services/ LVT —
vypocetni technika).

The purchase of books is handled centrally by the Centre for Academic Information (SVI) at the Faculty of
Arts Library (in Requisitions, section Centre for Academic Information (SVI) — books from grants / SVI —
knihy z grant().
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Other non-investment expenses (material and services)

* You may purchase office supplies and small tangible assets individually. After approval of the purchase in
Requisitions, you can draw down the funds based on submission of the relevant accounting document
(receipts to the FO, invoices to the mail room).

* You submit the accounting documents together with the invoice cover sheet or the billing form — fill in
the number of the accounting order (billing number) that has been assigned to you (see contract).

 The cover sheet/form must be signed by the principal investigator of the project according to the
specimen signature.

* Also provide the following: workplace (department/institute) and contact, text — purpose of payment.

http://www.ff.cuni.cz/fakulta/oddeleni-dekanatu/ekonomicke- oddeleni/formulare/  (form
to be downloaded)

* If you purchase office paper, please agree with your department after approval of your request (The FA

CU has a contract with a specific supplier; you may not purchase it anywhere else).
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Other non-investment expenses (material and services)

Software is acquired in the business or educational version; the licence is always for the university, never for a
person.

The invoice cover sheet should always contain the correct workplace (department), room number (the office of
the responsible person), and the responsible person (employee of the department — supervisor, secretary); the
other parts are processed by the FO.

Purchased items are the property of the faculty; after the grant has ended, they remain at the investigator’s
department.

All orders and contracts exceeding CZK 50,000, exclusive of VAT must be concluded in writing (see Notification
of the Faculty Bursar 4/2016); contact the secretary of your department.
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Book purchases

* The acquisition of books, journals, and electronic sources of information is handled by the Centre for
Academic Information (SVI) at the Faculty of Arts Library (main building, basement $124).

* This process is regulated by the methodological material How does the purchase of books at the Faculty
of Arts work? available at:
https://ffuk.sharepoint.com/:b:/s/Knihovna/Ef3YaHRHXfdNsCzrD9WtcgMBOBhQg7XdwOscXHHFeQILOQ .

* The process is carried out in five steps:

1) The investigator (“financial approver”) creates a request in the Requisitions/Zadanky application
(section Centre for Academic Information (SVI) — Books from grants/Journals/Databases / SVI — Knihy z

grant(/ Casopisy/ Databaze), provides the budget number (billing number of the project), and saves and
sends the request for approval.

2) The request is processed by the acquisitions employee (librarian, “preparer”).
3) Approval of the request — upon request, it is approved by the investigator and the FO employee
(“budget administrator”)
4) Order and library processing (recording/assigning a reference number, cataloging)
5) The invoice is paid and the books delivered.

* Books may be ordered via the Centre for Academic Information (SVI) until 29 October. Requests should be
made sufficiently in advance; delivery could take several months.
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about:blank

Book purchases

In order to pay the invoice, the investigator must sign the invoice cover sheet containing the reference
number for the purchased book. The cover sheet is prepared by the acquisitions employee, who then
submits the relevant documents to the FO.

Should you have any questions relating to the purchasing process, please contact the preparer (for books
from grants, PhDr. Markéta Charvatova at marketa.charvatova@ff.cuni.cz), use the general address
akvizice@ff.cuni.cz., or call us at 221 619 284.

Purchases can now no longer be made on your own.

Literature available at the FA CU cannot be purchased from grants.

The book will be available to the student in the specialized library as a grant loan (i.e. loaned out for the
duration of the project).

When books are purchased from abroad, you must take into account the higher postal costs, customs,
and taxes — we recommend verifying everything in advance. For purchasing foreign literature, you may
consult the respective librarian or Mr Kovar from the FO.
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Publications

If the output of the project is a publication, it is deemed a “university work”, as it was created during your
studies.

The project investigator cannot freely dispose of the rights to this work (the faculty administers the rights).
The work can be provided to the publisher only under a licensing agreement.

The licensing agreement is concluded between the project investigator (author) and the school (FACU). The FA
CU can then conclude an agreement with the publisher.

The Grant Office provides the template licensing agreement based on the clear specifications of the work
(number of authors and their relationship to the faculty (student/employee/external person), type of work —
monograph, collective monograph, proceedings; provision of licence for the entire work/a part of the work)
The project investigator (author) agrees with the publisher on the details: scope of the work, number of copies,
publication date, costs, etc.

The data for the project investigator is added to the licensing agreement in cooperation with the Grant Office
and Legal Services.

After the licensing agreement is signed by the project investigator (author) and the FA CU, three copies of the
agreement are sent to the Legal Services, which arranges for the signature of the FA CU bursar.

After the licensing agreement is signed by the FA CU and the publisher, four copies of the agreement are sent
to the Legal Services, which arranges for the signature of the FA CU bursar.



Publications

Based on the agreement, the publisher may issue an invoice to the faculty after handing over the
manuscript for the work.

If the invoice exceeds CZK 50,000, exclusive of VAT, the invoice may not be issued until the agreement is
published in the register of the Czech Ministry of the Interior; the investigator receives information on
publishing the agreement by e-mail (see Notification of the Bursar http://www.ff.cuni.cz/wp-
content/uploads/2013/01/16-11-07.pdf).

The publisher provides the invoice to the investigator (author), and the investigator arranges to have it
entered in the ESS, submitted together with the copies of the agreement and the invoice cover sheet to
the mail room (in order to meet the due dates, we recommend this method instead of sending it by post).
Three copies of the publication must be provided to the Centre for Academic Information (SVI) and two
copies to the Grant Office (required under the agreement)

The rules for issuing publications do not apply to an article in a journal.
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Publications — acknowledgements and affiliations

All publications (monographs, articles, conference proceedings, etc.) must contain acknowledgements
and affiliations, otherwise they will not be recognized, and the project will be assessed as unfulfilled.
Note that they are two different types of information!

They are presented in the language of the results.

Acknowledgements:

Acknowledgements can be for several GA CU projects.

You can thank the GA CU and other providers together.

The same output cannot be used as the unique publication output for two or more GA CU projects.
Recommended wording: “This work/research was made possible with the financial support of the
Charles University Grant Agency, project no. ..., entitled “..”, implemented at the Faculty of Arts of
Charles University.”

Affiliations:

State the author of the text anywhere in the text (the project investigator at the FA CU)

Official wording: “Charles University, Faculty of Arts”.




Material part of the project

* Planning: We recommend organizing the various parts of the project (especially
trips, publications) sufficiently in advance.

 Sufficient planning in advance prevents any complications, the results of which could
have a negative impact on the objectives of your project.

* |n the event of uncertainties, please contact the Grant Office during business hours
or by e-mail or telephone - see http://www.ff.cuni.cz/fakulta/oddeleni-
dekanatu/grantove-oddeleni/.
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Material part of the project — Changes to the project

Change in the principal investigator or supervisor — Send a request to the GA CU (for contacts, see
https://www.cuni.cz/UK-1673.html).

Change in co-investigators — A request is not necessary, but you must announce this to the Grant
Office.

» 0Ongoing projects: Make changes in the application (this can be done from April to the beginning of

October) by providing the name of the new person + providing reasons for the change in the interim
and final reports.

» Last year: Changes cannot be made in the application; provide reasons in the final report.

If changes are made to the research team, you need to comply with the rule stating that the sum of the
funds for scholarships is more than 75% of the total funds earmarked for wages and scholarships and
also the rule stating that the number of students is at least equal to the number of other research team
members (see the GA CU rules http://www.cuni.cz/UK-2446.html)

If a co-investigator is a student of a bachelor’s programme of study, they become a member of the
project team with no entitlement to a scholarship.
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Material part of the project — Changes to the project

What should a request for changes contain?

* Any request intended for the GA CU must always be sent in the form of a personally signed letter, either
in writing or electronically (scanned). It must always contain the contact address for the response and be
addressed to the chair of the Grant Council, Prof. Komarek. It must also contain the reasons and purpose
of the request and which CU faculty the investigator studies at.

* For a new supervisor, the same as in the case of a new principal investigator, the personal ID number
must be stated in the request.

* Arequest for a change in the supervisor must also contain the consent of the current (original) and the
newly proposed head of the project.

* The request should contain the grant project number as stipulated in the application, not the faculty
billing numbers or the agreement numbers.

* You should always consult the Grant Office before sending the request.



Material part of the project — Interim and final reports

Interim Report (IR):

* Relates to ongoing projects.

e Submitted via the GA CU application.

* Submission deadline at the beginning of January of the following year, always published in the
application; the investigators will also be informed by e-mail.

* Consists of the Annual Report and the Request for Continuation of the Project; for more
information, see the completion manual in the application.

* The IR includes a request for funds for another year.

e The amount of the requested funds must correspond to the funding outlook (maximum

increase of 10%)
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Material part of the project — Interim and final reports

Final Report (FR):

* Submitted after the end of the project together with the completed outcomes, approximately
in the middle of March of the year following the end of the project.

* |f outcomes have not been completed, you may request in the FR a postponement of the
evaluation (at least a manuscript should be attached). Subsequently, the request is assessed by
the GA CU Council, and if successful, the evaluation is postponed by one year; All funds must
be settled by the end of November of the implementation year for the project.

* |f the evaluation is postponed, the FR is submitted the next year with a brief description and
documented outputs.
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Material part of the project — Interim and final reports

Final Report (FR):
IMPORTANT: Article 4, paragraph 7 of the GA CU agreement:

* The principal investigator is required to submit the final report. If this is not
done, then the supervisor of the project has this obligation. If this is not done by
the investigator or the supervisor, the faculty must return the additional
expenses for the last year of the project.

* If the investigator does not fulfil this obligation, the faculty will request payment
of the additional expenses from the department of the investigator.

* If a project has received evaluation "not fulfilled" or "fulfilled with reservation”, it
is now possible to submit relevant publication outputs and request the Grant
Council to change the evaluation by the end of the following year in which the
final report was evaluated (so far it was only by the end of the current year).
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Material part of the project — Interim and final reports

It is important to meet the deadlines for submitting the reports. This is connected to other required
administrative matters relating to the continuation or evaluation of the project.

In the part relating to settlement of the project, list the drawn-down entries. These amounts must
correspond with the accounting system (the accounting order of your project) —> cooperation with the
FO and requesting the creation of the accounting order from Mr Kovar (FO) are required.

Write a detailed commentary on the drawdown of funds (stating “funds were drawn down as planned” is
not sufficient)

Justify any changes (material, personnel, etc.)

Describe and justify any transfers of funds.

If the allocated funds were not drawn down completely, the funds must be returned to the GA CU,
including the proportional part of the overhead (If possible, try to avoid any return of funds, and always
consult this situation immediately with the Grant Office)

Any return of funds must be justified in a commentary, and the specific amount must be stated.



FACULTY OF ARTS
Charles University

Thank you for your attention!

Mgr. Monika Sechovcova
Mgr. Jiri Triska
Grant Office

http://www.ff.cuni.cz/fakulta/oddeleni-dekanatu/grantove-
oddeleni/
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