S
s - POLONEZ BIS Ery in Polq

#MSC

How to prepare
the funding agreement
in the OSF system

www.polonezbis.eu

version 1.0
1 June 2022

5 ) M1,
(HEE) N S
@ BY NC ND Ny NARODOWE CENTRUM NAaUKI i " POLONEZ BIS




The POLONEZ BIS contracting process

Relevant documents

POLONEZBIS 1 Costs Funding Funding Agreement Guide for
Terms and regulations in POLONEZ BIS 1 decision template Applicants
Timeline

Send the signed agreement _
Funding Verifv fundin Request additional to NCN Sign the fmﬂloy-r:;}ent Funding
decision . ree?/nent da%a changes within 2 months C(iﬂericos\fcw agreement
served g (only if necessary) of the date the funding and notify NCN signed by
(25.05. - 8.06. decision was served
2022) NCN
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https://polonezbis.eu/en/applicants
https://www.ncn.gov.pl/sites/default/files/pliki/regulaminy/POLONEZ_BIS_1_umowa.pdf
https://www.ncn.gov.pl/sites/default/files/pliki/uchwaly-rady/2021/uchwala54_2021_ang.pdf
https://www.ncn.gov.pl/sites/default/files/pliki/uchwaly-rady/2021/uchwala54_2021-zal3_ang.pdf

General information on funding agreements

The POLONEZ BIS funding agreement sets out the terms and conditions of the fellowship performance, as well as the roles and
responsibilities of all the parties involved in the completion of the research project described in the proposal.

The template of the funding agreement was published together with the call announcement at this address:
https://www.ncn.gov.pl/en/ogloszenia/konkursy/polonez-bis1 - scroll down to document no. 23.

There are three parties to the POLONEZ BIS funding agreement: the Principal Investigator, the Host Institution and the National
Science Centre.

The funding agreement is processed in the electronic form via the OSF proposal submission system - the editing access is granted

to the editor of the proposal — usually the Principal Investigator, while the Mentor or other employees of the Host Institution can
be granted access as auxiliary editors.

Please note that the funding decision obliges the Principal Investigator and the Host Institution to draft, sign and submit the
funding agreement to NCN within two months of the date the funding decision was effectively served to the Principal Investigator.
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https://www.ncn.gov.pl/en/ogloszenia/konkursy/polonez-bis1

Electronic documents and e-signatures

The POLONEZ BIS funding agreement must be submitted in the electronic form - both the Principal Investigator and the
representative of the Host Institution must sign it with a qualified electronic signature.

A qualified electronic signature is a signature compliant with Regulation (EU) No. 910/2014 of the European Parliament and of the
Council of 23 July 2014 on electronic identification and trust services for electronic transactions in the internal market and
repealing Directive 1999/93/EC.

A qualified electronic signature can be bought from one of qualified trust service providers listed on the EU Trust Services
Dashboard.

The cost of qualified electronic signature is an eligible direct cost of the POLONEZ BIS project. Please contact your Host Institution
for the terms and details of purchase and invoicing.

You may also choose to sign the funding agreement by proxy. To do so, you will have to delegate the power of attorney to another
person who has a qualified electronic signature. Please note that you cannot delegate this power to the same person who signs the
agreement on behalf of the Host Instituion.

A template of a delegation of the power of attorney is available HERE. The delegation may be signed by hand; the scan should be
submitted to the NCN Delivery Box together with the signed funding agreement and the original must be mailed to NCN by
traditional post.

Y S,
m NARODOWE CENTRUM NAUKI § T POLONEZ BIS



https://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32014R0910
https://esignature.ec.europa.eu/efda/tl-browser/#/screen/home
https://polonezbis.eu/wp-content/uploads/2022/06/POLONEZ-BIS-Delegation-of-the-power-of-attorney-PL-EN.docx

Completing the funding agreement in the OSF

Step 1

Go to https://osf.opi.org.pl and log in as Editor.

Go to system

Log in to the

OSF system

and open your | |
proposal

Select POLONEZ BIS 1 proposal from the list. \

Main page
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https://osf.opi.org.pl/

Completing the funding agreement in the OSF

Step 2

Click on

Prepare
agreement

(=) Check completeness

Proposal
.........................
1 1
1
; PBrepare agreement -
........................ @

Evaluation

fssessment justification
Ocena formalna

Ethics Assessment
Electronic submission

General information

A pop-up window will appear,

select YES

Prepare agreement

A Do you want to prepare a agreement?
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Completing the funding agreement in the OSF

Step 3

Verify

and/or

modify
data

The funding agreement was pre-filled with information from the proposal and the funding decision:

- funding decision number and date of issue,
- project acronym and title in Polish and English,

- names and addresses of the Principal Investigator and the Host Institution,
- project start date,

- amount of funds awarded by the National Science Centre.

Use the button to modify information.

The information in the annexes to the funding agreement was generated on the basis of the data provided in the

proposal and cannot be changed.

\
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Completing the funding agreement in the OSF

’) Should you need to introduce changes in a section without an EDIT button, please e-mail the NCN officer“
charge of your project (CC polonez@ncn.gov.pl) before you mark the agreement as ready.

Major changes, such as postponing the start date of the project, would require you to write a letter of request to
] the NCN Director. The letter should be written in both Polish and English and signed by the Principal Investigator

What If and the representative of the Host Institution. Moving the start date to the next calendar year involves changes in
there IS NO the budget - please contact the project officer for details.

Letters of request can be signed by hand. The Host Institution should submit the letter and necessary suppporting
documents to NCN via the Electronic Delivery Box: /ncn/SkrytkaESP.
button?

The request to change the project start date does not release the parties from the obligation to send the signed
agreement to NCN within 2 months of the date the funding decision has been served to the Applicant.
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mailto:polonez@ncn.gov.pl

Completing the funding agreement in the OSF

Step
3.1

Principal
Investigator
data

Click on the name of the Principal Investigator (Pl) in the Research Team
section to verify your contact and address information.

In the ,,Address for correspondence” section please provide your address

in Poland, if already known.

Personal data ‘ Contact information Address

Address for correspondence

Research tasks

Research team

dr Pl Mame Surname

Address for correspondence Researcher's electronic identifier ‘
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Completing the funding agreement in the OSF

Step
3.2

Host
Institution
data

Click on the name of the Host Institution to:
- verify contact and address information,
- verify details of the Head of the Host Institution Participating entities

/authorised representative, and
- provide bank account details.

Applicant

Medical University of Gdansk

Entity level | - Medical University of Gdansk

Entity name in Polish Entity name in English
Gdanski Uniwersytet Medyczny Medical University of Gdansk

t address

[ Address of registered office

Contact information

Head of the entity / autharised representative NIP, REGON, KRS
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Completing the funding agreement in the OSF

What if

| need to transfer
to another

Host Institution?

Although the POLONEZ BIS fellowship is transferable, the Host Institution can be changed only in exceptionaﬁ
and well-justified circumstances, subject to the written approval of the Host Institution listed in the original

proposal.

In addition to a well-motivated letter of request to the NCN Director, the PI, the new Host Institution and the
new Mentor have to provide supporting documents for evaluation: Host Institution Capacity Form and new

Mentor’s Academic and Research Track Record.

The proces of transferring the fellowhip to a new institution may be time-consuming but the request for
transfer does not release the Pl and the original Host Institution from the obligation to send the signed

agreement to NCN within 2 months of the date the funding decision has been served to the Applicant.

y
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Completing the funding agreement in the OSF

Step 4

Accept data
and download
agreement

--------------- ‘.

Use the 1 @ Check completenesst btton in the top-left corner of the screen or

NN ..

print draft agreement to check that no information is missing.

Scroll down to the bottom of the screen and click on Data acceptance
/agreement download section.

Click on the button to send the agreement information to
the NCN in the OSF system. After that, the draft agreement will no longer

be available for editing.

Generate the PDF file using the BEILIEECELTUEEE button.

Budget summary

Data acceptance / agreement
download

Additional documents

Support of the agreement
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Completing the funding agreement in the OSF

Step 5

Sign the PDF with a qualified electronic signature and forward the signed file by e-mail to the HOSN
Institution to be signed by its authorised representative(s).

2. If you delegated the power of attorney, e-mail the PDF of the funding agreement and the scan of the
delegation to your attorney, ask him/her to sign and then to forward the signed PDF and the scan of the
delegation to the Host Institution.

Signatu res 3. Make sure that the Host Institution submits the signed agreement to the NCN via the Electronic Delivery
and delive ry Box to the following address: /ncn/SkrytkaESP by the time specified in the funding decision.

to the NCN 4. If the Principal Investigator signed the agreement by proxy, the signed original of the delegation of the
power of attorney should also be sent by traditional post to NCN’s address:

Narodowe Centrum Nauki, ul. Twardowskiego 16, 30-312 Krakdw, Poland /
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What happens next?

Step 6

The agreement will be verified by NCN — in case of mistake(s), the agreement will be returned via OSF system\
for correction(s) and the Editor will be notified by e-mail.

Positively verified agreements will be signed by the NCN Director after the Host Institution confirms in writing
Verification that it has employed the Applicant under the conditions defined in §2 (1-2) of the said agreement.

The confirmation or a copy of the PI’'s employment contract should be submitted in electronic form via ePUAP
d nd Signatu Fe | to:/ncn/SkrykrytkaESP, within 7 days of the day the employment begins (same as project start date).

by the NCN

The NCN will forward the agreement signed by the Director to the Pl and Host Institution via Host Institution’s
Electronic Delivery Box ePUAP. /
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The POLONEZ BIS Team

Project
officers

The name of your POLONEZ BIS project officer is shown in the OSF system and below.

Project registration no. = Project officer e-mail mobile

2021/43/P/HS1-6/....... Piotr Malinowski piotr.malinowski@ncn.gov.pl +48 532 086 116
2021/43/P/NZ1-9/....... Agnieszka Jedrzejczyk agnieszka.jedrzejczyk@ncn.gov.pl +48 532 083 919
2021/43/P/ST1-3/....... Jolanta Palowska jolanta.palowska@ncn.gov.pl + 48 695 211 478
2021/43/P/ST4-10/....... Przemystaw Puchata przemyslaw.puchala@ncn.gov.pl +48 532 085 570
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