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Document circulation - orders, invoices
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Purchasing specifics - cash payment, payment
by faculty card, purchasing from abroad
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Accounting for work trips
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Budget and withdrawals
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Internal rules for purchasing goods (Dynamic
Purchasing System)
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Pfirodovédecka Jiholeska univerzita

fakulta v Ceskych Budé&jovicich l . g
Faculty University of South Bohemia FI n a n CI n P rocess
of Science in Ceské Budé&jovice

== |dentification of funds

e CC - cost centre

(060031)
e TA — type of action

(101 Teaching and current operations, 301 GACR, 6xx Structural
Funds)

e A —action/contract
(01-2130 Department of Physics, 31-23-06525J) Miiller, ...)
e Cl — complex item
(102010 contribution, 104020 R&D subsidy, 102020 subsidy;,...)

muml Evidence in USB systems

e Create an order in iFIS
- Designation of responsible persons, specimen signature
- Operation orderer, designee
- Budget manager
e Creating a budget in iFIS




Pfirodovédecka Jihoceska univerzita . .

fakulta v Ceskjch Budzjovicich Document Circulation - APPLICATION
Faculty University of South Bohemia

of Science in Ceské Budé&jovice

Creating an In the VERSO app, available on https://mis.jcu.cz/

application
form

La nguage of Domestic Supplier - CZ
a pplication Foreign supplier - combination of ENG + CZ

Su bjECt of The exact name of the item accompanied by the type of item such as consumables,
] ] chemicals, small tangible assets,...
application

Orderi ng The applicant creates a requisition form, or uploads relevant attachments -> the system
automatically sends the requisition form to the operation manager for approval -> the
process requisition form is in the status Approved -> the order number is generated - the

requisition form becomes an order -> the order is sent by the applicant to the supplier

Order > 50 000 CZK WithOUt VAT, Sending the order for acceptance by the supplier
fulfilment in the Czech Republic

Publication in the Register of Contracts (Dean's Office,
FSci)



Pfirodovédecka Jihodeska uni i

fakalta v Ceskych Budgjoviich APPLICATION FORM —VERSO (1/4)
Faculty University of South Bohemia

of Science in Ceské Budéjovice

& Detail Zadanky — Profil 1 — Microsoft Edge

(3 httpsy/misjcu.cz:5443/fcgi/verso.fpl/ TS /1681505635?fname=zad_zadanka_det&id=170881#tabs-1

ZADANKA (id: | Stav zadanky je Pozadavek @

PoloZkovy rozpis Zdroje Prilohy (1) Ostatni Souhm
Dodani a zaplaceni
Dodaite @ Dynamicky nélkupl?ll' systém-Spotrebni laboratorni matenal Denik 23adanek: Objednavky vystavené
Odeslat dodavateli:
Forma uhrady: Prikazem
Termin dodani: 28.04.2023
Kontaktni osoba - tel.: 389036205
Datum vystaveni: 14.04.2023
Misto dodani: Pfirodovédecka fakulta, Branisovska 1760, 370 05 CESKE BUDEJOVICE
Termin platnosti: 31.12.2023
Zpisob dopravy: ©
Misto vzniku: VERSO

More details in the — nevybrano --

following columns

Selection of framework contract (Activa, Officeo,...), supplier
contract

Viastni ucet:

Interni poznamka: wyzva €. 159

Zprava pro dodavatele:

Justification of purchase outside DNS - Methodological instruction
of the Dean

0 Komentai zadavatele
material DNS - jednotlivé poloZky viz pfiloha (14.04 2023 - 10:52 Lenka Bruzkova)

Volby pro praci se zaznamem zadanky

Posledni uzivatelsky komentar
material DNS - jednotlivé poloZky viz priloha (14.04.2023 10:52:36 Lenka Briizkova)

Ulozit zaznam | | Kopirovat zaznam i | Zavit , | Tisk zadanky i | Historie zadanky a zdrojli ;



Pfirodovédecka Jihoceska univerzita

‘.. fakulta v Ceskych Budéjovicich REQU ISITION — VERSO (2/4)

Faculty University of South Bohemia
.. of Science in Ceské Budé&jovice

! Detail Zadanky — Profil 1 — Microsoft Edge

()  httpsy/mis.jcu.cz:5443/fcgifversofpl/ TS /16815056352fname=zad_zadanka det&id=170408#tabs-1 \

| Stav zadanky je Schvalena @

Hiavicka € Polozkovy rozpis ) Zdroje i Pilohy (2) i Ostatnii Souhm

Polozkovy rozpis

Ceny uvadim: s DPH

Ména: CZK Kurz: 1,000
Polozka Mnozstvi M.J Cena/MJ Celkem v CZK
Nabidka ¢ NP230-02891 Kat.£.9995-7574 - Ethyl cinnamate, 98+%, 500 g {chemikalie) 1,00 ks 296226 296226
IManipulacni poplatek 1,00 ks 692 12 692 12
Celkem vcetné DPH v CZK:
3 654,38

Potvrzuji, Ze podle mych zjidténi v ramci prizkumu trhu je cena pIné&ni v misté a tase obvykla

Volby pro praci se zaznamem zadanky

Odesliat e-mail dodavateli Kopirovatziznam | | Zavfit | Tisk2adanky | Historie zadanky a zdroj

mmmm Subject of the application - itemised list

* Name of the item and general specification of the type of item (chemicals/consumable
goods/small tangible assets)

¢ Amount of the requisition including transport, related fees, if known

¢ Amount including VAT/excluding VAT - note the final cost




Pfirodovédecka Jihoceska univerzita

ks v Ceskjch Budgjovicich REQUISITION — VERSO (3/4)

University of South Bohemia
of Science in Ceské Budé&jovice

' Detail Zadanky — Profil 1 — Microsoft Edge

()  httpsy/mis.jcu.cz:5443/fcgi/versofpl/ TS /16815056352fname=zad_zadanka det&id=170408#tabs-1

| Stav zadanky je Schvalena @

Hlavicka Polozkovy rozpisﬁ!uhy (2) Ostatni Souhm

Zdroje zadanky

Nakladoveé stredisko: 060031 Pfirodovéd. fakulta Pripravar: — nevybrano -
Zakazka: 31-23-_

Polozka rozpoctu: 97900 - NerozliSsené naklady Prikazce:

Typ akce: 301-GACR Spravce:

Komplexni polozka: 104020-HLE-NHC ivédaldotace Castka véetné DPH: 365438 CZK

Pouzit rozpocet iFIS: 31-23-06133S Bajgar, radek: Objednavky - stav iFIS - plan Verso @
Rozpoéet. 0 Cerpano + Blokace: 208 452 Zbyva (iF1S); -208 452 Plan (ZAD). 0 Zbyva celkem:-208 452
Stav rozpoctu po zapocteni castky zde planovaného cerpani: -208 452

Stav rozpoétu po zapoéteni vEech nepfenesenych Zadanek a cest. pfikazd: -208 452

Hlaseni systému
Pozor, v rozpoftu neni dostatek prostiedkd. (system)

7 Schvalovatelé zdroje

Volby pro praci se zaznamem zadanky

| Odeslat e-mail dodavateli ' ' Kopirovat zaznam | | Zaviit | ' Tisk Zadanky | | Historie Zadanky a zdroju |




Pfirodovédecka Jihoceska univerzita

fakulta v Ceskych Budé&jovicich
Faculty University of South Bohemia
of Science in Ceské Budé&jovice

ZADANKA (id: | Stav zadanky je Pozadavek @

Hlavicka PoloZkovy rozpis Zdroje Ostatn Souhm

Prilohy Verso

Soubor (Max. 5 MB): Zobrazit soubor - vyzva €.159_podklady VERSO.xlIsx

Nazev: DNS - SLM - rozpis
Dalsi popis:

Typ prilohy: -- nevybrano -- v
Prilohy iFIS

Nejsou zadneé prilohy z iFIS

1) Komentar zadavatele
material DNS - jednotlivé poloZky viz pfiloha (14.04.2023 - 10:52 Lenka Briizkova)

Volby pro praci se zaznamem zadanky

Posledni uzivatelsky komentar
material DNS - jednotlivé poloZky viz pfiloha (14.04.2023 10:52:36 Lenka Briizkova)

Ulozit zaznam Kopirovat zaznam Zaviit Tisk Zadanky Historie Zadanky a zdroju

REQUISITION — VERSO (4/4)

ZADANKA ( | Stav zadanky je Schvalena @

Hlavicka PoloZkovy rozpis Zdroje Prilohy (2) Ostatni Souhmn

Prilohy Verso

Soubor (Max. 5 MB): Zobrazit soubor - colorchecker pruzkum trhu.odt

Nazev: pruzkum trhu
Dalsi popis:
Typ prilohy: -- nevybrano --

Prilahwv iFIQ

Examples of Price offer

attachments
Market research

Justification for purchase outside DNS (form)

Conference Name, date, title, active participation if required

PrintScreen website with registration (completion of
registration after approval of application form)

Airline tickets  Name, date, brief purpose of trip

Costs related to faculty staff only — according to funding source



Pfirodovédecka Jihoceska univerzita

fakulta v Ceskych Budéjovicich Document Circulation - INVOICE
Faculty University of South Bohemia
of Science in Ceské Budéjovice

Invoice (“INV”)

¢ Send to e-mail address efaktury-prf@jcu.cz in the case of el. version (in case of paper version -
mailroom).

e Essentials, in particular:
e Address: Branisovska 1645/31a / Branisovska 1760, 370 05 Ceské Budé&jovice
¢ VAT CZ60076658 (generally foreign INV - without VAT, VAT 0,-)

e The delivery address may be different from the billing address, always including the name of the
FSci employee.

* The private billing address of the FSci employee is not allowed.

Processing of INV - Liquidation List (“LL”)

¢ INV Processing process

Supplier receives the order, delivers the goods/service, issues an invoice (incl. order number) ->
to efaktury-prf@jcu.cz the invoice is received -> the invoicing clerk processes the invoice and
sends it to the e-mail address. the invoice is sent to VERSO for approval -> the preparer of the
FR checks the formal correctness -> the system sends to the operation orderer -> the operation
orderer confirms the receipt of goods/confirmation of services - depending on the nature of
the expenditure, e.g. delivery note, service note, scan of the invoice with confirmation of
receipt (confirmation of receipt, name, date, signature) and inserts this confirmation as an
attachment to the LL.

After approval of the LL by the operation orderer -> approval by the budget manager -> the LL
is processed by the REC, payment is made, the LL is charged to the cost of the funding source.




Pfirodovédecka Jihodeska uni it

fakalta v Ceskych Budgjoviich INVOICE - VERSO (1/2)
Faculty University of South Bohemia

of Science in Ceské Budéjovice

()  https://mis.jou.cz:5443/fcgi/verso.fpl/

Detail likvidacniho listu [stav: Ke schvaleni)

Zakladni udaje Likvidace fadku Evidence majetku

Dokumenty z iFIS - agenda Spisova sluzba

Typ Nazev souboru Popis
Opening the isdocx
attachment:SW 602 Merck - Faktura. PDF Priloha Merck - Faktura.PDF
Form Filler(IT Unit) r = EETTETTR =
EML_230411230829000.em| Priloha EML_230411230829000.eml

Dokumenty z iFIS - agenda Objednavky vydané

Typ Nazev souboru Popis
O - Ostatni obj_2306100687_CZ.pdf Zadanka
O - Ostatni R-7131294 1 pdf Nazev prilohy 1

Dokumenty z Verso

Prilohy ¥
Nazev souboru Viozil
Stahnout vSe

Volby pro praci se zaznamem

Ulozit a obnovit Zavrit Zobrazit kompletni historii

10



Pfirodovédeckd Jihoceska uni i
@O i Mt e, INVOICE - VERSO (2/2)

Faculty University of South Bohemia
.. of Science in Ceské Budé&jovice

() httpsy//mis.jcu.cz:5443/fcgifverso.fpl/ TS /1681594893?mame=Il_det&id=151133#tabs-1
p J g

Detail likvidacniho listu 'stav: Preneseno)

Zakladni Odaje Likvidace fadkd Evidence majetku Prilohy

Evidence majetku / hmotna odpovédnost

DrHM pristroj pro méreni hloubky snéhu- 1ks

Majetek NS evidence majetku Lokalita evidence majetku Pocet MJ Cena MJ (v C.
X || [drobny hmotny vl 061030 Centrum polami ekologie = 024002012 - laboratof =  |o0o | lo,00
Zaevidovat pod nazvem Pfistroj na méfeni hloubhky snéhu 2 Odpovédna osoba
= _.-. — .. an 2 . ..I.- -.... 4 - i

Volby pro praci se zaznamem

| Zavi'l't_| | Zobrazit kompletni historii ‘

——

* The operation orderer/designee completes the necessary information via the "request
consultant's opinion" field

e Opatreni tajemnice - Pfirodovédecka fakulta JU (jcu.cz) (Provisions of the Secretary - Faculty of
Science USB (jcu.cz))

e Conditions of registration:
* Small tangible assets - purchase price for 1 piece > 10 000 CZK incl. VAT, shelf life > 1
year
¢ INV - purchase price of 1 piece or functional unit > 80 thousand CZK incl. VAT

11



Pfirodovédecka Jihodeska uni it oIl

fakalta v Ceskych Budgjoviich Billing - CASH DOCUMENTS
Faculty University of South Bohemia

of Science in Ceské Budéjovice

mad DoOcuments paid in cash

e receipt - up to 10 thousand CZK
e invoice/tax document - over 10 thousand CZK
e foreign INV - without VAT, VAT 0%

e same rules as for VERSO purchases, e.g. market research,
justification for non-DNS purchases

e max. up to 50 thousand CZK without VAT (due to the
register of contracts)

e for small tangible assets - completion of data for property
records

e billing - submission by the 10th day of the following
month to the Dean's Office of FSci (must be at the REK by
the 15th day)

12



Pfirodovédecka Jihoceska univerzita

Billing - cash purchase

fakulta v Ceskych Budé&jovicich
Faculty University of South Bohemia
of Science in Ceské Budé&jovice

VYUCTOVANI NAKUPU ZA HOTOVE

— Datum 2 U -03‘ 7.“13 Podpis: !

Jméno a prijmeni

zaméstnance
OBSAH NAKUPUYpevné disky Seagate 18 TB
a
<_Predbézné finanéni kontrola po vzniku zdvazku (po zdrojich finaneovani):
Doplatek / k vraceni —— T — -
P Tnakladove 060031 Pfikazce operace
Castka: stredisko) (iméno):
9499 K¢ -
= " 5 T e TA (Typ ak 301 Datum a podpis:
< Piedbézni finanéni kontrola pFed vznikem zivazku (po zdvojich financovin £ (Tve shes) pocp
NS (ndkladové Prikazce operace E _ Sprévce rozpottu
M 2Ena nakladow o é .
_ | Fredb®ind | sedisko) e (méno): 5 Akcof2akdia | 122 Lo
: . = H
© X -y Datum a podpis:
§ 10000 K& TA (Typ akee) 301 Datum a podpis: 2 17 -03- nn
£ = KP (komplexni Hlavni O¢etni
£ olozka) (jméno):
= 3[-22-- Spravce rozpoétu .
) Akce/Zakdazka
E T (jméno: Poznamka: / ! { Datum a podpis:
N
:::;‘:a’;‘"““‘ d l Datum a podpis: —Retwzani 0 pfevzeti svéfenych predméti

Majetek pHm, DNM, DriM, DrNM, TZ, OPRAVA (zaevidujte pod n2ayvem):
NS evidence majetku:
DN I

jméno a pfijmeni odpovédné osoby: Lokalita evidence majetku: B 248
Podepsany zaméstnanec potvrzuje prevzeti vyse uvedenych pfedmétl a soucasné svym podpisem potvrzuje odpovédnost za ztratu svéfenych
predméti podle §§ zékoniku prace. Podepsany zaméstnanec prohlasuje, Ze jsou mu znamy pfedpisy

Hodnota ndkupu celkem
v Kc

Sazba dané:

28499 K¢

Dulezité odkazy

~> Organizacni struktura univerzity

— Vyhledavani osob (OrgStructure)

- STAG

— Piistup do Verso

— Rezervace vozidel

Pro zameéstnance

< C @

83 MNastaveni [1 VERSO %% Prozaméstnance ¢}

# B

Pkz01fjcu

(3 httpsy//wmzdyjcu.cz/ p/e

Zména Zména

Personalni karta

zameéstnance

personalnich
adaji

mp/#dlazdice_nadr=ME

€ Prozaméstnance P

bankovniho uctu

vztahujici se na pfevzeti odpovédnosti a Ze ucini v3e, aby ke ztraté svéfenych pfedmétu nedoslo.

datum:

podpis odpovédné osoby:

TZ nebo oprava jiz zaevidovaného majetku - jeho inventarni €islo: N9000022959/000

Prirustkové &islo knihy, DVD:

Podpis-knihovna:

OOPP zaevidovana v souladu s opatfenim
vnitfnich pfedpisl JU

datum:

podpis:

_ Zidam o prevedeni penéz na bankovni ucet, ktery jsem jako zaméstnanec uvedl na personalnim oddéleni.
: L

I

In the case of a non-cash payment, a confirmation of the transaction from the bank account is also

submitted as an attachment.

13



Pfirodovédecka Jiholeska univerzita

@V G ik, Billing - Payment by FACULTY CARD

Faculty University of South Bohemia
.. of Science in Ceské Budé&jovice

Procedure:

Create an application
in VERSO

Uses:
Only for transactions where no other
payment method is possible
(Usually airline tickets, exceptional cases)

Payment by card -
Purchasing
Department of
Dean's Office FSci

Jioscskd ivesite v sk iy
P e s

n gescovind

INTERNI DOKLAD =
g Likvidacni list k fakture g.x

Paper version of LL
(signature of the
operation orderer EISILEIIMIRES

¢ A valid tax document
is attached

payed to time
continuity

and budget
manager)

14



Pfirodovédecka Jihoceska univerzita

‘.. fakulta v Ceskych Budéjovicich Bi”ing - TRAVE L

Faculty University of South Bohemia
.. of Science in Ceské Budé&jovice
Part 1 - before going on a work trip
L CESTOVNI PRIKAZ - tuzemsky pID: YT ; ; . ;
hoZeska univerzita v Ceskych Budéjovicich e Approval of a business trip by your supervisor, operation
:Pitiodontdecdfokite . _ _ - - orderer, budget manager
1. Pimeni, jméno, titul: w e femar * Purpose of travel - for projects linked to eligibility of
1. Bydlifte: ol linka . . - . .
e rrp— - o expenditure (active participation in conferences, etc.)
G, b, B il Misto jednind Otel cesty Prar st )
[ - : e Source of funding - the worker must be a USB employee
Budéjowice. 213 2023, 800 s Av (R Ondicjov prédectd sociuprdce € Budéjovice, 24.1.2023
, ‘ ¢ Advance - disbursement on the basis of an approved
Predem povolend pleruten pracowni cesty: 00 (datum, hodina): 'DO (datum. hodina): A \
! Advance Payment Request (CZK - to the applicant's account,
[ ook E—— o currencies - 5 days before the disbursement date)
H. Urtenj dopr. prostiedek (u AUV pleciolit piilohu 0 poulit soukr. voridla) )w M . B .

5. Pledpoklsdand Eistha woajd Ke: B i
6. Povolend thioha: vyplacena doe: pokd. doklar—

SNYUCTOVANI PRACOVNI CESTY !
- — -_.' :ng- _z_uz‘ —— E" 'E. potitek | et | swawd | sk oda Losd :m*u Ceem | uprmena
Podpr pokisdnfia Datum a podpis pracov  Datum I“mﬂ'ﬁﬂ;";‘“ "‘-'g "3§ "Iﬁ" e Wetcte widale
7. 0PP. 0P uzaviend od: L do: lizdnd ano ne Stravné: whod. B E| # e " o et W Kt e
B IDRO) FINANCOVAN] - phedbéing phed . % , [odiezd & Buddiovice | B B | 1.-'? [
wmhm 060031 P akce: Piferd | Ondhejov | 1000 125 E ﬁ ! ﬁ-‘%
Akce/zakitka: Komplexn! polofia: P 700
o -1 -0 el . udiics R ! 5&*}‘ | r%‘f:_ _
-1-03-0n Cl-an == - — .
Datum a Daty s | - o !
IE‘_IH'F S R H |
Pijesd | l
Celkem | 30 | LE5]
yéo posinytnute celodennl strave: * ang - ne (Lifcha =

* Billing - submit as soon as possible after return (10 days iS ez miet 2z sos ptnimeme 17 -03-1n
o

Dobu adjertu o phjerdu wypifie podle Kninfho Pk

legally recommended) e ve ratce

atu

. . e ' e Qe Fepae : : m
Part 2 - after returning from a work trip RS St TSN i

Pt lom nviediifie jen pfl pouditl AUV
e Attachments to travel order: OO PO T G b 5 ki ST o ey
e transport billing (tickets, parking,...), accommodation R
. . .. . . ietavand nihrada byla upravena na it 113 Phedbding fnantnd kontrola po wrslk mivaras
e conference fees (according to individual needs - situation) e o @ ~ 27 573
e work trip report (for foreign trips) oA > ey

L 27-03-2003
04

Daitwm 3 podpls hlavnl Eetnl

e Material - not directly linked to the work trip, to be billed
under Cash Billing (e.g. batteries,...)

15



Pfirodovédecka Jiholeska univerzita

fakulta v Ceskych Budé&jovicich Bi”ing - CON FERENCE FEE

Faculty University of South Bohemia
of Science in Ceské Budé&jovice

ma  Billing

e Form of billing - according to the individual need (situation) of
the principle researcher, i.e. within the framework of:

e Travel order - settlement of a work trip
e Cash settlement
e VERSO - order and invoice

mmd  Specificity in terms of VAT

Type of conference Payer Non-payer
Physical participation . : .

outside the Czech Rep. Invoice incl. VAT Invoice without VAT
Online participation in Invoice without Invoice without VAT

the Czech Rep. VAT

16



Pfirodovédecka Jiholeska univerzita

fakulta v Ceskjch Budejovicich BUDGET and its implementation (1/2)

Faculty University of South Bohemia
of Science in Ceské Budé&jovice

Budget - withdrawal within the funding source

¢ Use of funds available:
o iFIS
e WebMailer — view on link https://fisw.jcu.cz/

e Authentication selection (jcu.cz) -> Login is the same as IDM - select option 80324 -
Budget withdrawal -> with use of intuitive filling out, generally it is enough to fill out
only "output definition"= action

¢ For the principal investigator, operation orderer this is set automatically when the
budget is created, additional persons may be added on request

iIFIS WebMailer -
Generovani sestavy - iFIS WebMailer

aplikace pro ge inia i ych sestav mailem... v L -
.. jeité nikdy to nebylo tak jednoduché... staéi se jen pfihlasit, ukizat na sestavu a 80324 - Cerpan i rozpoctu

3fihlaseni uivatelskym jménem a heslem

Parametry sestavy

Proé se pfihldsit pod svym uZivatelskym jménem a heslem?

neuvedeno -- 1= X

* webmailer si sdm vyhledd 2a co viechno je pfihladeny zaméstnanec zodpovédny a nabidne r|

* vstupni parametry sestav jsou rovnou pledvypinéné stadi je jen upravit a potvrdit Natist dats Zaidiovane, nezaditovand, phipravend, cbyedniviy, smiouvy
* poiadavky na sestavy je moZné zaddvat i v zastoupeni za spolupracujici zaméstnance

* sestavy ize prohliZet také on-line pfimo v prostfedi webmaileru Zackdobi | -- neuvedenc -~ 8

vietné dat 2 pledchazich obdob
m Zobrazit *

Plehled terpini a polatiové Eerpéni ¢

ezobrazovat nulové fidky
dentifikace osobnim éislem

Zlenéni polotkoveho derpini

fazeni polotei * Cbdob:
Neznite své pfihlaSovaci Gdaje a nebo chcete zadat poZadavek na sestavu v zastoupeni za jiného +
pod osobnim &islem. Data vim ziistanou nedostupné a nové naplinovany poZadavek bude ekat
™t vyst POF
A identifikovat
a5t nazey testy

EEEEEE




Pfirodovédecka Jihoceska univerzita

fakulta v Ceskych Budé&jovicich
Faculty University of South Bohemia
of Science in Ceské Budé&jovice

* Overview of posted documents, outstanding orders and advances
e Difference between Plan and Total Spending columns = Balance
¢ Orders - unbilled orders -> interim revision

» Change of source after booking of expense - request for recharging current accounting
document

¢ Only after proper justification - the request must state the reason
¢ Pay attention to the rules for drawing on single sources (subsidies, contributions, etc.)

31-21- 1/2023 - 12/2023] I

Zikladni idaje

NS: 060031 - Prirodovéd. fakulta Stav : &n /) v Od: 012023 Ména @ CZK
TA: 301 -GACR Akee : w Do: 122023 Dat. kurzu :
KP : 104020-HLC-NHC véda/dotace imka : Kurz :
~ Prehled erpini
[Potozka | Plin. rzpotet] Uéetni palafly| Zilohevélisty Objednina| Smlouvy| Cerpini celkem Zistatek
[(“ lﬂm.égn Nizey | v jedn. K¢ CELKEM v jedn. Kg v jedn. K§ v jedn. K§ v jedn. K§ b v jedn, Ké|
1 Obj Objednavky 0,00 0.00 0,00 352200 0,00 352200 0,000 =3 522,00
2 Prosifedky celkem ve, spolufesitele 1432 000,00 2293 804,00 0,00 0,00 0,00 2293 804,00 66,836 L L3R 196,00
F Vécné niklady 375 000,00 353.00 o.00 000 o.00 553.00 0147 374 447,00
4 Provozni ndklady 20 000,00 0,00 0,00 0,00 0,00 0,00 0,000 20 000,00
3 Shuzhy 25 000,00 0,00 0,00 0,00 0,00 0,00 0,000 25 000,00
6 Cestovné 100 000,00 553,00 0,00 0,00 0,00 553,00 0,553 99 447,00
7 Doplitkové (rezijni) naklady 230 000,00 0.00 0.00 0.00 0.00 0,00 0,000 230 000,00
& Osobni miklady 1 008 000,00 244 251,00 0,00 .00 o.00 244 251,00 24,231 763 749,00
9 Mzdy 681 000,00 176 570,00 0,00 0,00 0,00 176 57000 25,928 504 430,00
10 ZPa8Z 247 000,00 59 681,00 0,00 0,00 0,00 5968100 24162 187 319,00
1 00N &0 000,00 £ 000,00 0,00 0,00 0,00 8000,00 10,000 72 000,00
12 SpRe Spolutesitelé 2 049 000,00 2 049 000,00 o.00 o.00 o.00 2 049 000,00 100,000 0,00
13 Zalohy 0.00 0.00 0.00 0.00 0.00 0,00 0,000 0.00
01-20 [01/2023 - 12/2023] |
Zikladni idaje
NS : 060031 - Prirodovéd. fakulta Stav : Doplnén / Platny Od: 01/2023 Ména : CzZK
TA : 101 - Viuka a bézny provoz Akcee : — Do: 12/2023  Dat. kurzu :
KP : 102011-HLC-NHC/nevéda/piisp prev. do fondu Poznimka : Kurz :
Piehled éerpani
|P olozka J Plin. rozpocet| Udetni polozky|  Zalohové listy Objednano Smlouvy| Cerpani celkem o Zistatek|
| e |OznnEen iNﬁzev ‘ v jedn. K¢ CELKEM v jedn. K¢ v jedn. K¢ v jedn. K¢ v jedn. K¢ 9 v jedn. K&
1 Objednavky 0,00 0,00 0,00 35 000,00 0,00 35 000,00 0,000 -35 000,00
2 Provozni prostfedky 907 000,00 0,00 0,00 0,00 0,00 0,00 0,000 907 000,00
3 Kapitalové prostiedky 0,00 0,00 0,00 0,00 0,00 0,00 0,000 0,00
4 Zilohy 0,00 0,00 0,00 0,00 0,00 0,00 0,000 0,00

BUDGET and its implementation (2/2)

=] Overview of disbursements regarding funding source
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Pfirodovédeckd Jihoceska uni i .
fakadea v Ceskieh Buddjovicic Creation of REQUISITIONS

Faculty

University of South Bohemia

of Science in Ceské Budé&jovice

Provision of services to the customer

e Only on the basis of:
e orders issued by the customer,

NibioNediE s
Jikioleska univerzita v Coskiok

e duly filled in forms, the Application for the issuance of a
claim form o AMsto st romnivy

e Mass events with more people

e One form is sufficient with an attachment of a list of names
(including full name and address) of the persons to whom
the claim must be issued
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QO [isioraecs Jrntesd e, Internal procedure for placing orders
.. Faculty .Univversi’ty of ?ou_th Bohemia
of Science in Ceské Budéjovice Framework Con tracts

Proced ure Internal procedure available by logging in to
] www.prf.jcu.cz/cz/fakulta/dokumenty/vyberova-rizeni
for placing

orders at

the FSci The date of approval of the requisition (by the principal and the administrator)
must ALWAYS precede the date of issue of the FA.

Cu rrently printers and multifunction devices (BossCan ComPrint spol. s r.o., DNS)

concluded  tolletries (OFFICEO sro.)
framework  office supplies (ACTIVA spol. s . 0.)

Dodani a zaplaceni

contracts SW licence Microsoft al
Kontaktni osoba: Fiibylova Zdefika Ing. (98778) =]
VO I P te | efO n e S a n d gateway Kontaktni osoba - tel.: Kontakt bude dotaZen po uloZeni zaznamu neba pfi zméné v Ciselniku
Misto dodani: Pfirodovédecka fakulta, Branifovska 1760, 370 05 CESKE BUDEJOVICE
Computer technology -> consultation with IT department zsiseo sopaw: 0 -
Smiouva: — nevybrano —
Vlastni Géet: — nevybrano — B
A
Zprava pro dodavatele: | 2

Volby pro praci se zaznamem zadanky

Ulozit zaznam | | Zaviit
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QO [isioraecs Jrntesd e, Internal procedure for placing orders

Faculty University of South Bohemia
.. of Science in Ceské Budé&jovice

Dynamic Purchasing System (1/2)

pr—— Dynamic Purchasing System “DNS”’

e Electronic form - an open framework contract to which additional participants may be added from
time to time

* The subject is the acquisition of common (standardised) goods, services or works generally available
on the market

* EUCPV code - Uniform Classification System for Public Contracts - understandable for all EU suppliers
(https://ciselnik.nipez.cz; link on https://www.prf.jcu.cz/cz/fakulta/dokumenty/vyberova-rizeni)

* DNS for purchase of computer equipment (LT and PC, AV equipment, Printers) - consultation with IT
department

* DNS extra at the Faculty of Science - laboratory consumables, chemicals

e Purchasing requirements via DNS - order tables - the actual ordering is handled by the Purchasing
Department (https://www.prf.jcu.cz/cz/fakulta/dokumenty/vyberova-rizeni)

CHEMIKALIE A LABORATORNI SPOTREBNi MATERIAL:

ZADANKA (id: | I Stav zadanky je Pozadavek @

DOKUMENTY:

Hiavicka PoloZkovy rozpis Zdroje Prilohy (1) Ostaini Souhm d
[ Metodicky postup
Dodadni a zaplaceni

B Metodicky pokyn dékana k nakupu chemikalii a bioreagencii
) Dynamicky nakupni systém-Spotfebni Iaborat@
Dodavatel: &
= Odeslat dodavalel:

b SR i (i [Y) Dynamicky ndkupni systém - aktusing vyhlaSené CPV kdy.pdf
Kontaktni osoba - tel.: 389036205 )

> . < B Komodity_ s priizkumem trhu.pdf
Misto dodani: Prirodovédecka fakulta, Branigovska 1760, 370 05 CESKE BUDEJOVICE

[0 Vyjimka na ndkup mimo DNS ( .xls zde )

Zplisob dopravy: @

Smiouva: — nevynrano —
Viastl ieat: _ oowitisio— OBJEDNAVKOVE FORMULARE - ZADANi OBJEDNAVKY:
Interni pozndmka: wyzva £ 159 B SEZNAM NAKUPU

Zprava pro dodavatele: Chemikdlie — zadavani objedndvek 2023

B Spotfebni materidl — zaddvani objedndvek 2023
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Pfirodovédecka Jiholeska univerzita

fakulta v Ceskych Budéjovicich
Faculty University of South Bohemia
of Science in Ceské Budé&jovice

DNS purchases of items
with CPV codes that
exceed the limit for the
procurement obligation

for the accounting
period -> must be
made via DNS

Internal procedure for placing orders
Dynamic Purchasing System (2/2)

The volume of
purchases of all CPV
codes is continuously
monitored in order to
update and optimise
the process (Purchasing
Department)

The list of items and
CPV codes that are
currently subject to
purchase via DNS is
available on the
faculty's website
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Pfirodovédecka Jiholeska univerzita

‘.. fakulta v Ceskych Budéjovicich

Faculty University of South Bohemia
.. of Science in Ceské Budé&jovice

Exception to DNS purchases
for chemicals and laboratory
consumables

Unpredictable supply

- current need of the
contracting authority

Internal order entry procedure
Exception to DNS (1/2)

Ordering cannot be
predicted, planned

The contracting
authority is not
aware of any similar

related contract
being awarded at the
faculty

Exception: Application

of the Methodological In the application form, the claim shall be
Instruction of FSci USB

T o entered in the Internal Notg: "This is a
of Act No. 134/2016 current, unforeseeable delivery of the
Coll. on public contracting authority according to the
AR Methodological Instruction of the FSci
USB on the interpretation of Section 19
of Act 134/2016 Coll. on public
procurement." The responsibility for
the truth of the statement lies with the
operation orderer.
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Pfirodovédecka Jiholeska univerzita

‘.. o i st Internal procedure for placing orders
.. of Science in Ceské Budéjovice Excep tion to DNS (2/2)

Exception to DNS purchase
for chemicals and
laboratory consumables

It is necessary to
maintain continuity

Predictable and

unpredictable
delivery

of research,
reproducibility of
achieved results

Exception: Use of a o _
uniform template for An attachment is inserted into the

justifying purchases requisition with a justification as to why it
(Z.lf;z:?oev:.?fo?n'\i)s is necessary to order a specific item
outside the DNS.

The responsibility for the truth of the
statement rests with the operation
orderer.
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‘.. Fakants 0 ki Budgndch Internal procedure for placing orders

Faculty University of South Bohemia

.. of Science in Ceské Budéjovice Direct purCh ase

e Provision of the Rector No. R 389 and its valid amendments

Orders < 50k. CZK without VAT - DIRECT PURCHASE

e Selection of the supplier according to the professional judgement of the contracting authority

¢ Purchase on the basis of (meeting one of the options): e e e
° price quotation HEL:::MMM EQLEIIED |
e market research (not compulsory) s R
» ticking the usual prices at the place and time according o o w o
to the market research carried out == S

84,60

otvrzuji, Ze podie mych zjiéténi v rmei prizkumu frha je cena pinéni v misté a Case obvykld:

e Exception - market research obligation ALWAYS
e Commodities published on the faculty website (currently external and SSD drives, toners, furniture)

Orders > 50k. CZK without VAT - MARKET RESEARCH

* Market research is ALWAYS carried out provided that the value of the purchase of the item in question does not exceed CZK 500

thousand excluding VAT for the accounting period in question.
* Request for goods from at least 3 suppliers [ tesets | possonirope | 20 [ et | oo |

Prilohy Verso

. . _— .
3 quotations from suppliers - even negative comments count s

* 3 screenshots (Heureka etc.)
e Comparison of offers and selection of the cheapest offer - insert as an attachment to the application form

Fixed assets - INVESTMENTS

e Purchase price for 1 piece/functional unit > 80 thousand CZK incl. VAT - consultation with the Purchasing
Department required

Orders > 500 thousand CZK without VAT

e Consultation with the Purchasing Department is ALWAYS required (in advance) 25




Pfirodovédecka Jiholeska univerzita

‘.. fakulta v Ceskych Budéjovicich FSCi DOCU me ntS

Faculty University of South Bohemia
.. of Science in Ceské Budé&jovice

o . Internal documents/forms of USB
All documents and forms available
Dokumenty by logging in to
https://www.prf.jcu.cz/cz/fakulta/dokumenty

—> Opateni d&kana
— Opatfeni prodakanii

— Opatfeni wjemnice

Pro zaméstnance

—> Vnitini pfadpisy

— Akreditace

(%) Cestovni prikazy
> Formulafe

— Opatfeni dékana
(%) Dohody (OON)

—» Opatfeni prodékan(
@ Stipendia

Opatreni tajemnice B Z3dost u udéleni indispozi¢niho valna (doc, pdf)

[ Bezny ucetni doklad (xlsx, pdf)
— Vnitini pfedpisy [B Zadost o vystaveni pohledavky (doc, pdf)
[ Dovelenka (docx, pdf)

—> Akreditace

[ Vacation sifs {doés, paly ” ~ ry s Ve ”
—— Vybeérova rizeni / Nakupy

[ Navrh a pfikaz k vyplaté odmény (xls)

— Vybérova fizeni / Nékupy

—> Kolegium dékana
H Oznamovaci povinnost pred podanim projektovych Zadosti (k opatfeni D !
=+ Vyrocni zpravy

B Vyuctovani naKipszg hotove (docx, pdf)

(®) INTERNI POSTUP PRO OBJEDNAVANI

—* Plan realizace strategického zaméru

B Predbéznd finanéni kontrola pfed vznikem u (xlsx, pdf)

— Vizualni styl [}y INTERN POSTUP PRO OBJEDNAVAN

[ Zadost o pevod majetku (doc, pdf) [} WYJIMKA K ndkupu mimo DNS
@ Dynamicky nakupni systém

@ Ramcove smlouvy

Opatreni rektora

[H Pokyny k objednavani sestav PC a notebookl dle upravenych specifikaci v roce 2016
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THANK YOU FOR YOUR ATTENTION




