GAUK – how to carry out a project – practical advice
· become familiar with the wording of the “Agreement on the Terms of Use of Funds Allocated from the Budget of Charles University in Prague for the Grant Project of the Charles University Grant Agency”;

· if you are not sure what to do, contact the project manager, the secretary of the department or OVZS (Research and Internal Affairs Department) without delay (Ms. Anděla Michálková);
· for 2020, contracts are available for review in the GAUK application, and will be distributed in writing at a later date, depending on the current situation related to coronavirus-related measures;
· in order to receive a stipend, you must provide payment instructions;

· the order for the stipend payment can be submitted via the Study Department (for Master’s study to Helena Kisvetrová, for PhD study to Ms. Dagmar Zádrapová) - the order must be submitted either electronically in the SIS application (preferred for doctoral students) or by paper application (no official form exists; you may use ordinary paper). Master students must have their application approved by the project manager, so a paper application is better for them;

· in order for your manager to receive the planned remuneration, you must complete the payroll order;

· submit your payroll order (paid in the form of remuneration) or DPP to the Employee Department (Mr. Tomáš Jančák, forms on the MFF website/internal affairs/forms/employee department) – the form is either Proposal for Extraordinary Remuneration (for MFF employees) or Contract for Work (for external staff);

· please note - the item personnel costs is the sum of wages and statutory deductions (35.3% of wages); wage documents indicate the amount of wages without deductions, so be aware that your budget will be deducted by 35.3% more than the amount on your order. Keep this in mind in order to avoid over-spending this budget line; for DPP, amounts above CZK 10,000 per month are subject to statutory deductions;
· in order to pay the invoice for goods or services covered by the grant, a request form must be completed in CIS. An order is created on the basis of the request form and this invoice is then assigned to this order (for help see the link below or contact the Department Secretary)
imap://michala7@imap.karlov.mff.cuni.cz:993/fetch%3EUID%3E.INBOX%3E13309/;section=2?part=1.2&filename=J%C3%81CHYM%20manu%C3%A1l.pptx
· the request form must be approved by the authorizing officer of the operation and the budget manager 
· the authorizing officer and budget manager cannot be a student who does not have a work relationship with the faculty, who is then the project manager. An employment contract or agreement with MFF is a precondition for the use of GAUK funds;
· if the situation arises that neither the student nor the project manager has concluded any form of work agreement with MFF, it is necessary to arrange with someone at the relevant workplace who could perform this function (secretary, head of workplace, etc.);

· if you are planning a domestic or foreign trip from the project, it is necessary to fill in a travel order. Travel orders are filled in electronically in SIS and must be approved by the resource manager and the head of your office. The travel order must be printed out in paper form and sent to Ms. Trojánková at the Economic Department, but it needn’t be done before the trip. It can be included in the final billing after the trip. 
· do not forget to take out travel insurance for any business trip!
· we highly recommend that you arrange issues such as travel orders, billing, payroll and scholarships with the secretary of your workplace (they know the issues and you can thus avoid any corrections or delays in completing the required documents);
· conference fees should be included the subsistence costs item;
· the purchase of literature from abroad is normally subject to customs duties and therefore can take up to several weeks. Do not leave it to the last minute. You can ask your library for help with the purchase.
· overhead from the grant will be paid to you automatically by the Economic Department;
· draw fund continuously throughout the year, not all at once (this could lead to a significant underdraft or overdraft of funds at the end of the year; in the event of overdraft, payment will be settled in cooperation with the relevant workplace of the researcher;

· the grant must not be overdrawn from the perspective of GAUK! Use the funds in accordance with the approved project budget.
· note that all financial operations must be completed by the end of the calendar year (i.e. all financial requirements must also be filed with the Economic, Study and Employee Departments). This also applies to ending projects, where the final report is submitted in March. In January, nothing can be purchased and charged to the previous year!
· if you have any unused funds at the end of the year, you must ask Ms. Podolská from the Economic Department to have them returned to GAUK - without your instruction they will not know how to account for them (can be arranged by email);
· any changes that occur during the project (e.g. changes to the position of the chief researcher, interruption or completion/termination of studies, etc.) must be notified without delay to OVZS, which will then forward the information to GAUK;
· please do not contact GAUK yourself without the knowledge of OVZS.  Unnecessary delays in the circulation of information or documents may occur;

· you do not have to report changes to the research team of the co-researcher, just make them in the GAUK application and justify them at the end of the year in the annual report (which is part of the application to continue the project) or in the final report;

· requests for transfer of funds (amounts greater than CZK 10,000, or more than 20% of the amount of the given item) can be submitted to GAUK (again only through OVZS) by mid-November (submit applications to OVZS in advance, subject to the approval of the Vice-Dean for Science and Foreign Relations and need not be day-to-day),
minor transfers can be made without the approval of the Grant Council by notifying the Economic Department (mail to Ms. Podolská or Ms. Řandová is sufficient);

· upon completion/termination of studies you cease to be a student of Charles University
and therefore you cannot make use of the funds from the GAUK grant,

· it is necessary to either select another project manager in time and request such a change, or terminate the project prematurely. Both events are subject to an application approved by the Grant Council of Charles University and are submitted through OVZS;

· the same applies to interruption of studies or the period after completion of one degree of study and before entering the next degree; during this period it is also not possible to draw on the grant.

· When filling out the annual or final project report, detail your disbursements and justify any changes that occurred during the year (the phrase “Disbursement occurred as planned” is not sufficient for the Grant Agency). If insufficient justification is given, the Grant Council will either return the report to you or, in the worst case, need not support the project in the next year.
OVZS, A. Michálková
