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Special Account for Research Funding (E.L.K.E.) of
National Technical University of Athens (N.T.U.A.)
operates in accordance with Law 4957/2022 and
National and European Community Law on the
management and utilization of funds for scientific
research, education, training, technological
development and innovation and the provision of
related services to achieve its purpose.



Purpose of E.L.K.E. is the management and allocation of
funds coming from any source, as well as from its own
resources, and intended to cover the costs of any kind
necessary for carrying out research, educational, training,
and development projects, seminars and conferences,
providing scientific, technological and artistic services,
conducting  specialized studies, performing tests,
measurements, laboratory tests and analyses, providing an
opinion or drafting specifications for third parties, design
and implementation of scientific, research, cultural and
development programs as well as other related services for
the benefit of the University (N.T.U.A.).



RESEARCH COMMITTEE

The E.L.K.E. Research Committee is the decision-making unit of
E.L.K.E. and is distinct from the N.T.U.A. Administration. In each
University the Committee is appointed by the Rector and
composed of representatives of all University Faculties. The Vice
Rector for Research is the President of the Committee.

FINANCIAL AND ADMINISTRATIVE SUPPORT UNIT of E.L.K.E.

Financial and Administrative Support Unit is the department
responsible for the administrative support and financial
management of E.L.K.E. It is an organic department of N.T.U.A.
and by decision of the University’s Senate its level has been set
to that of a Unit with 7 departments. A total of 56 employees are
employed at the F.AS.U. of E.L.LK.E. N.T.U.A. and additionally
seasonal employment is provided to students of the University.
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SCIENTIFIC RESPONSIBLE

The Scientific Responsible is appointed by decision of the
E.L.K.E. Research Committee in accordance with the Guide for
Financing and Management of E.L.K.E., is responsible for the
proper implementation and certification of the physical
object of the project, the expediency of the costs associated
with the execution of the physical object of the project and
the monitoring of the project’s financial object.



~ N.T.U.A.RESEARCH POLICY

N.T.U.A. nurtures a highly advanced field of science and technology and ensures
the continuous upgrading of engineering education and applied sciences.
N.T.U.A's research laboratories produce innovating scientific and technological
knowledge through conducting unbiased, free or aimed basic and applied
research, in accordance with the Law.

The N.T.U.As research policy is summarized in the systematic support of Research
development, through the full support of its researchers by the University’s
Administration and Units, with emphasis on the quality of the research work and
the sound and transparent management of Research resources.

In particular, revenue from management of Research resources is mainly allocated
to:

Doctoral fellowships

Supply of equipment of particular importance to the University and the country
The operational needs of the University

University Faculties for supplies of instruments, consumables or provide for
specific educational, research or developmental needs

Enhance basic research, research in cutting-edge areas and innovative research
areas.
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~ N.T.U.A. REVENUES

The revenues of E.L.K.E. N.T.U.A. come from:

Income from the utilization of financial assets (deposits and government
bonds)

Overhead imposed on behalf of E.L.K.E. in ongoing projects/programs.
Commission imposed on behalf of E.L.K.E. in the additional salaries of
faculty members

Other grants, donations, etc.

The research programs managed by E.L.K.E. N.T.U.A. are mainly:

Funded by the European Commission (HORIZON, MED, etc.).

Co-financed by European Commission and National Resources (ESPA,
INTERREG, etc.).

Funded by the Public Sector (ELIDEK, Ministries, Municipalities, etc.).
Financed by the Private Sector (Service Provision projects).

Programs of training, continuing education, training and in general lifelong
learning, organized by E-LEARNING N.T.U.A.
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INTERNAL PROCEDURES

Purchase process

Purchases of consumables, durable equipment and external services are made by
the Procurement department of the FASU-RC upon scientific responsible’s request
according to the principles of the Procurement Law No: 4412/2016

Direct award (up to 30.000 euro without VAT per category of expenditure)

Public Tender (more than 30.000)

Depreciation cost claim process

An asset costing less than EUR 1.500 is fully depreciated in the first year of use. For
an asset costing above this amount, depreciation is calculated as 40% per year,
over its useful life. As per 7/2022 according to the Law 4957/2022 depreciation is
calculated over the duration of the project.
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Travel cost claim process

The scientific responsible submits prior to a trip a travel request to the
FASU-RC indicating the time of the travel, the place, the estimated
amount and the reason for the trip.The request is checked by the Financial
Officer and it is approved by the President of the Research Committee.
After the completion of the approval process the requested amount is
allocated to the specific expense. The approved request for expenditure
accompanies original supporting documents for completed travel.

After the completion of a travel the scientific responsible submits to the
FASU-RC a payment request accompanied by the relevant documents
(tickets, boarding passes, agendas etc.) in order for the appropriate
department to check and pay the amount corresponding to the
accompanying documents. The type of accommodation, travel method,
daily allowance depends on the grade of the researcher and is set out in
the “Internal Regulation for the Management of Funded Projects”
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Personnel cost claim process

The Scientific responsible in order to assign personnel to the action
submits to the Research Committee the document "Constitution of
Research Team" for approval. The Scientific responsible drafts the
contracts and submits them to the Financial and Administrative Support
Unit (FASU) of the NTUA’s Research Committee.

Work contracts are signed by the researcher, the scientific responsible and
the NTUA Vice-Rector.

Timesheets are signed by both the researcher and the scientific
responsible.

Receipt for Rendering Services or Invoice is signed by the researcher .
Order for Payment is signed by the scientific responsible.

Payment Execution Proof is signed by the Financial Officer and employees
of FASU.



Timesheets v e =
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An in-house software has been developed to cover the time recording
requirements.
There is a client-based version of this application, distributed to all NTUA
personnel, with which the time spent to each project and activity is recorded, on a
monthly basis. The electronic files are submitted to the Secretariat of the Research
Committee, where a server based version integrates all timesheets in order to
validate those and produce global timesheets.
Each researcher should record on a daily basis the time spent to each project and
activity and produce a monthly timesheet for each project.
The monthly timesheets are printed and signed by both the researcher and its
scientific officer. Hard copies are kept in the Secretariat of the Research
Committee, together with the relevant payment order.
Access to the system is provided to certain employees from the accounting
department. The users may export from the system reports such as monthly or
annual time analysis per activity (teaching, project, research etc.) for each
employee.
Additionally, they check if the total monthly hours are consistent with the law and
prevailing policies and then they approve the timesheet. If mistakes are identified
the employee is informed to make corrections.
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Brieﬁdﬁtion of the accounting process

The Financial and Administrative Support Unit of the NTUA’s Research Committee
(FASU-RC) keeps Books of Accounts in full compliance with the Greek Tax Code
and Greek Generally Accepted Accounting Principles (Greek GAAP — Greek Chart

of Accounts).
The codification is in line with the Greek General Chart of Accounts.
Books are maintained on the basis of a double entry recording system (DEAS).

Only the accounting department has access to the accounts and more specifically
can make entries in the books. Each employee in the accounting department has
their own access password to the system.

The accounting software used allows monitoring the income and expenditure of
each project separately.
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Brief-description of the accounting process Vi

Each and every project has a unique code i.e. 62/386300 BATTERFLAI, 92/002500
RM@Schools-ESEE, 92/004400 DIMESEE-2, etc.

Invoices are approved and submitted by the Scientific Responsible to the FASU-RC
in order to be recorded and paid.

Cash and bank reconciliations are performed.

The segregation of duties is adequate with regard to the purchasing and personnel
process, with different persons involved for each of purchase/employment
request, purchase/employment approval, and purchase/employment payment.

Financial statements are prepared by the Scientific Responsible based on the
actions account, reviewed for accurateness and completeness by the appropriate
department and they are signed by the Financial Officer.
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