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Organizational Structure of the University

Czech

English

Notes

Zapado&eska univerzita v Plzni (ZCU)

University of West Bohemia (UWB)

Capitalize University if it refers to our university.
Do not use “the” before the abbreviation.

Clenéni rektoratu

the organizational structure of the Rectorate

Rektorat se ¢leni na

The Rectorate is divided into

“Rectorate” can refer to the building or the
complex administrative structure that is based
here. It includes the Rector's Office and the
Bursar's Office, among others.

Capitalize “Rectorate”.

Useky Sections Capitalize “Section”.
Odbory Divisions Capitalize “Division”.
Oddéleni Departments Capitalize “Department’”.
Referaty Offices

Zasady fizeni a organizace ZCU

Principles of UWB Management and Organization

Zakladnimi stupni fizeni jsou:

The basic levels of management are:

1. Stupen — pracovisté (katedra)

Ist level — Unit (e.g. Academic Department)

Capitalize “Department”.

2. Stupen — soucast

2nd level — Part (e.g. Faculty)

Capitalize “Faculty” if it refers to one of UWB's
Faculties. Capitalize “Part”.

3. Stupeti — ZCU (celouniverzitni urovei)

3rd level — UWB (University-wide level)

Kancelar rektora a kvestora

Office of the Rector and the Bursar

Do not confuse with the separate Rector’s Olffice
and Bursar’s Olffice.

Rektor

Rector

Capitalize “Rector”.

Povéfenec pro ochranu osobnich udaji

Personal Data Protection Officer

Odbor interniho auditu

Internal Audit Division

Odbor prévni Legal Division

Kancelar rektora Rector’s Office

Kvestor Bursar

Kancelar kvestora Bursar’s Office
Ekonomicky odbor Finance Division

Odbor lidskych zdrojii Human Resources Division
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Prorektor pro internacionalizaci (PR-I)

Vice-Rector for Internationalization (VR-I)

“Translate” abbreviations for vice-rectors.

Mezinarodni vztahy

International Office

Centrum vymény mladeze

Youth Exchange Centre

Prorektor pro studijni a pedagogickou ¢innost

Vice-Rector for Academic Affairs

Odbor Studijni a pedagogicka ¢innost

Division of Academic Affairs

Informacni a poradenské centrum

Information and Counseling Centre

Odbor celozivotniho vzdélavani

Division of Lifelong Learning

Odbor Kariérni centrum

Career Centre

Prorektor pro vyzkum a vyvoj

Vice-Rector for Research and Development

Odbor Vyzkum a vyvoj

Research and Development Division

Odbor Transfer a smluvni vyzkum

Transfer and Contract Research Division

Prorektor pro rozvoj a vnéjsi vztahy

Vice-Rector for Development and External
Relations

Odbor Strategie Strategy Division
Odbor Vnéjsi vztahy External Relations Division
Odbor Kvalita Quality Division

Jina pracovisté

other Constituent Parts

in a text, do not capitalize “other”

CIV - Centrum informatizace a vypocetni
techniky

Information Technology Centre

Use CIV in English, also.

Univerzitni knihovna University Library
Projektové centrum Project Centre
Ucelova zafizeni Support Facilities

Provoz a sluzby

Operations and Services (OS)

Do not use “Division” or “Department”.

Spréava koleji a menz

Accommodation and Catering Administration

Vysokoskolské ustavy

University Institutes

Nov¢ technologie — vyzkumné centrum

New Technologies — Research Centre

Ustav jazykové piipravy

Institute of Applied Language Studies

Fakulty

Faculties

Capitalize “Faculty” when referring to our
University. “Translate” Faculty abbreviations.
Use “the” before the full name; do not use “the”
before the abbreviation.

Fakulta aplikovanych véd

Faculty of Applied Sciences

Fakulta designu a uméni Ladislava Sutnara

Ladislav Sutnar Faculty of Design and Art
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Fakulta ekonomicka

Faculty of Economics

Fakulta elektrotechnicka

Faculty of Electrical Engineering

Fakulta filosoficka Faculty of Philosophy and Arts
Fakulta pedagogicka Faculty of Education
Fakulta pravnicka Faculty of Law

Fakulta strojni

Faculty of Mechanical Engineering

Fakulta zdravotnickych studii

Faculty of Health Care Studies

Utvary piimo podtizené rektorovi

Organizational Units directly subordinated to the
Rector

Kancelar rektora

Rector's Office

Odbor tizeni rizik

Risk Management Division

Odbor legislativni a pravni

Legislative and Legal Division

Usek prorektora pro studijni a pedagogickou
¢innost

Section of the Vice-Rector for Academic Affairs

Zodpovida zejména za naplnovani koncepce
vzdélavaci ¢innosti na ZCU

responsible for fulfilling the planning of
educational activities at UWB

Ridi odbor Studijni a pedagogicka innost

administers the Division of Academic Affairs

Prostfednictvim feditelu fidi

Through directors, s/he controls...

ZahraniCni vztahy

the International Office

Ustav celozZivotniho vzdélavani

the Institute of Lifelong Learning

Odbor celozivotniho vzdélavani se ¢leni na

the Division of Lifelong Learning is divided into

Oddéleni Celozivotniho a distan¢niho vzdélavani

the Department of Lifelong and Distance Learning

A oddéleni Univerzita tfetiho véku.

and the University of the Third Age.

Usek prorektora pro rozvoj a vnéjsi vztahy

Section of the Vice-Rector for Development and
External Relations

Odpovida za piipravu strategickych dokumentti

responsible for preparing strategic documents

Odbor Strategie the Strategy Division
Odbor Kvalita the Quality Division
Odbor Vnéjsi vztahy the External Relations Division

Usek prorektora pro vyzkum a vyvoj

Section of the Vice-Rector for Research and
Development

Vyzkumnd a vyvojovd, inovacni,

research and development, innovation,

Umeélecka a dalsi tvar¢i ¢innost

artistic and other creative activities
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Ridi odbor Vyzkum a vyvoj

controls the Research and Development Division

Usek kvestora

Bursar's Section

Hospodateni a vnitini spravu ZCU

management and internal administration of UWB

V rozsahu stanoveném opatienim rektora

to the extent determined by the Rector’s
Provision

Kancelaf kvestora

Bursar's Office

Ekonomicky odbor

the Finance Division

Personalni odbor

the Personnel Division

Koordinuje ptipravu vyroéni zpravy o hospodaieni

coordinates the preparation of the annual report on
University finances

Ekonomicky odbor se ¢leni na

the Finance Division consists of the following
administrative departments:

Odd¢leni rozpoctu a financovani

the Budget and Finance Department

Oddéleni Gctarna

the Accounting Department

Odd¢leni doplitkové Cinnosti

the Additional Activities Department

Se ¢leni na persondlni oddé€leni

is divided into the Personnel Department

Odd¢leni prace a mzdy

the Work and Payroll Department

Bytové a socialni odd€leni

the Housing and Social Support Department

Odd¢leni bezpecnosti prace a zvlastni ukoly

the Occupational Safety and Special Tasks

Department
Podatelna mailroom
Spisovna registry
Soucast part
Utvar organizational unit
Pracovisté unit

Ptislu$né pracovisté

relevant unit

Jiné pracovisté

another Constituent Part

Pravomoc a odpovédnost jednotlivych soucasti
zCUu

powers and responsibilities of UWB Parts

Clenéni structure
Katedra Academic Department Capitalize “Department”.
Oddéleni Department




NTC — Nové technologie vyzkumné centrum

New Technologies — Research Centre

RTI - Regionalni technologicky institut

the Regional Technological Institute

Do not use “the’” with the abbreviation. Use
“the” with full form.

NTIS - Nové¢ technologie pro informacni spolec.

New Technologies for the Information Society

RICE - Regionalni inovacni centrum
elektrotechniky

the Regional Innovation Centre for Electrical
Engineering

Do not use “the” with the abbreviation. Use

“the’ with full form.

Oborové a jiné sekce

research field divisions and other divisions

These are not fields of study.

Nejsou organizacnimi Utvary

are non-organizational units

Oborova rada Study Field Board

Studijni oddéleni the Office of Academic Studies The first translation used by the Faculty of
or: Applied Studies. Other Faculties prefer Study
Study Department Department.

Neziskové (organizace) Non-profit

Kolegium rektora

Rector’s Board

Rada pro vnitini hodnoceni

Internal Evaluation Board

Samospravné akademické organy ZCU

autonomous academic bodies of UWB

alternative: self-governing academic bodies

Technické zazemi

technological infrastructure
or: equipment (depending on context)

“Background” is not used this way in English.
Used only as personal background (past
education, training, expertise, etc.) or what has
led up to a current event or news story.

Pravomoc a odpovédnost Akademickeho senatu
ZCU

The powers and responsibilities of the UWB
Academic Senate

Védecka rada ZCU

the UWB Scientific Board

Disciplinarni komise ZCU

the UWB Disciplinary Committee

Spravni rada ZCU

the UWB Board of Trustees

Je stanovena zakonem

is set by law




Pravomoc a odpovédnost akademického senatu
fakulty

The powers and responsibilities of the Faculty
Academic Senate

Védecka rada fakulty

the Faculty Scientific Board

Disciplinarni rada fakulty

the Faculty Disciplinary Board

rganizace jinych pracovist’ a ucelovych zarizeni
O ych t lovych

Organization of other Constituent Parts and
Service Facilities

Podle podtizenosti

according to the organizational structure

Komise pro spravu investi¢niho majetku

Committee for Fixed Assets Administration

Sprava investi¢niho majetku

Fixed Assets Administration

Kulturka (dfive Akademické centrum)

Kulturka (previously called the “Academic
Centre”

Pokladna

cash office




Job Titles of Administrators + Terms/Phrases for Describing Activities of Administrators at the

University

Rektor Rector

Povétenec pro ochranu osobnich udajii Personal Data Protection Officer
Kvestor Bursar

Prorektor

Vice-Rector

Prorektor pro internacionalizaci

Vice-Rector for Internationalization

Prorektor pro studijni a pedagogickou ¢innost

Vice-Rector for Academic Affairs

Prorektor pro vyzkum a vyvoj

Vice-Rector for Research and Development

Prorektor pro rozvoj a vnéjsi vztahy

Vice-Rector for Development and External
Relations

Kanclét Head of the Rector’s Office
Vedouci odboru Head of Division

Dékan Dean

Prodékan Vice-Dean

Reditel vysokoskolského ustavu, jiného pracovisté
a tcelového zatizeni

Director of an Institute, another Constituent Part or
a Service Facility

Vedouci katedry

Head of an Academic Department

Capitalize “Head of Department”.

Tajemnik fakulty, vysokoskolského tstavu, jiného
pracovisté nebo ucelového zatizeni

Secretary of a Faculty, an Institute, another
Constituent Part or a Service Facility

Capitalize “Secretary”.

Sekretarka

administrative assistant or. secretary

Do not capitalize “secretary”.

Prava a povinnosti vedoucich zaméstnancii

rights and duties of administrators

Delegovand pravomoc

delegated powers

V ramci ZCU jsou protokolarné predavany tyto
funkce:...

Within UWB, the following functions are
transferred according to protocols:...

V cCele jiného pracovisté nebo ucelového zatizeni
stoji feditel

The head of another Constituent Part or a Service
Facility is the Director.

Jedna ve vécech jiného pracovisté nebo ucelového
zafizeni

S/he acts in matters of the Constituent Part or
Service Facility.

Reditele jmenuje nebo odvolava rektor.

The Director is appointed or dismissed by the Rector.




Za vykon ¢innosti ve svéfené piisobnosti odpovida
reditel

The Director is responsible for the performance of
their delegated activities.

Poradni sbor advisory board
Vedouci Head (of) (the Head of a specific UWB part)
Vedouci zaméstnanec administrator administrators in general, their names or the

parts not specified. Depending on the context,
there may be other appropriate translations, e.g.
head.

Delegovand pravomoc

delegated powers

Zastupovani vedouciho

deputizing for executives

Ptredavani a prejimani funkce

transfer and acceptance of functions

Pedel

Ceremonial Official

Statutarni organ

statutory body

Rektora zastupuji prorektoti

Vice-Rectors deputize for the Rector

Vykon ¢innosti ve svéfené pravomoci

performance of activities delegated to them

Ridi hospodaieni ZCU

controls financial management of UWB

Podrobné vymezeni pravomoci

detailed definition of powers

Vedouci kvalifikacni prace

supervisor

Udélit titul

confer a degree

Piedseda

chair

Do not use “Chairperson” any longer.

Dé¢kana jmenuje a odvolava na navrh ... rektor.

The Rector appoints and dismisses the Dean upon a
proposal of ...

Resitel (projektu) (Project) Implementor
Spoluiesitel Co-implementor
Spréavce rozpoctu Budget Administrator
Ptikazce operace Authorizing Official

Skladat imatrikulaéni slib

take a matriculation pledge

Obecné postupy common procedures
Vykon odbornych ¢innosti exercise/performance of professional activities
Piisobnost remit; scope of responsibilities

Zasahujici do jeho piisobnosti

affecting its scope of responsibilities
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V souladu s jejich plisobnosti

in accordance with their authorized remit

Zatazen v ptimé pisobnosti

included under the direct authority of

Obecna plisobnost

scope of common activities

Koncep¢ni ¢innost

planning activity

Kontrolni organy

inspection bodies

Poradni orgén advisory body

Napravni opatieni corrective measures
Vypracovava rozpocet draws up the budget

Radné plnéni &innosti proper execution of activities
pravni subjektivita legal capacity

Skarta¢ni fizeni shredding processes
Zasahovat, ovliviiovat affect

Rozvoj ZCU jako celku

development of UWB as a whole

Ridi administers or: controls depending on context
Navrh na opatfeni proposal for action

Gestor body/authority

Agenda issues; (administrative) matters; responsibilities; depending on context

administration; (administrative) duties

Uzaviend agenda

restricted set of issues

Vypracovat

create; generate; formulate; prepare

Do not use “elaborate” in this sense.

Bezpecnost prace a zvlastni ukoly

occupational safety and special tasks

Ekonomicka oblast

economic issues

Investicni vystavba

investment constructions

Nahradové fizeni

compensation procedure

Personalni a mzdova oblast

personnel and payroll issues

Organizacni schéma

organizational chart

Poskytovani sluzeb

provision of services
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Pozarni ochrana

fire protection

Rizika a kvalita

risks and quality

Rozpocet a financovani

budget and finance

Legislativa a pravo

legislation and legal matters

Studijni a pedagogické ¢innost

learning and teaching activities

Ubytovani studentti

student accommodation

Ubytovani ve skolicich zatizenich

accommodation in training facilities

Vetejné zakazky

public tenders

Vydavatelstvi

publishing company

Vyzkum a vyvoj

research and development

Zasobovani, majetek

supplies, property

Pracovni pomér employment
Ubytovani accommodation
Zdravotni prohlidky medical examinations

Cestovni naklady a stravné

travel expenses and subsistence

Inventarizace

inventory

Dopliikova ¢innost a smluvni vyzkum

additional activities and contract research

Grammatically, contractual is probably better as
it is an adjective; but contract research seems to
be preferred in English documents.

Navrhnout koho do funkce

to assign somebody to do something
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Academic Titles and Degrees

Note: Academic titles/degrees may or may not include full stops: PhD or Ph.D. British prefer no full stops; Americans prefer full stops. British do use both, so

either is OK - just be consistent.

Habilitacni tizeni a fizeni ke jmenovani
profesorem

Associate Professor and Professor appointment
procedures

Or:

Habilitation and Professor appointment
procedures - only if the term “habilitation” is
explained in the document. Can be explained in a
footnote (see note on the right).

Habilitation pouzit tehdy, pokud by se pojem v
textu mnohokrat opakoval, ale: pri prvnim pouziti
dovysvetlit: The term “habilitation” refers to the
Czech procedure for conferring the academic title
“Docent”. In the Czech university system, a
Docent is the equivalent of an Associate
Professor.

Docent

Associate Professor

if academic title, capitalize: Doc.

Rigorosum, statni rigordzni zkouska

state rigorosum examination (never use
“rigorous”)

a postgraduate exam taken by someone who
already has a Master’s degree (Mgr.) and who
thereby is awarded a higher degree (e.g., PhDr.,
JUDr., MUDr., MDDr., RNDr., MVDr.)
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Terminology for Official University Documents

Do not use an article (“the”) when referring to a Decree, Directive, Decision, Instruction, etc. of the Rector or a Dean IF the number of the decree is given.
Use the article if the number is not included. Thus: ...... in Rector's Decree 2012/23... but: provisions of the Rector's Decree will......

Street names should not be translated into English, e.g. Univerzitni 26 (not 26 Univerzitni Street).
Use British spelling in University documents: programme, centre, fulfil, enrol. But: for computer programs, use American spelling always. Check Oxford
Dictionary online (now under Lexico Dictionary) for approved spellings. Sometimes two spellings are accepted (e.g. realize, realise). Choose one and be

consistent in the same document.

Tiskopisy ZCU

UWB forms

Tiskopisy — nazvy oblasti

forms — areas concerned

Nazvy oblasti

names of areas concerned

Navrh

proposal or: draft, depending on situation

When “navrh” refers to a version (first draft) of a
document that will be discussed, modified and
finalized, then “draft” is appropriate.

Navrhy vnitinich ptfedpisti a vnitinich norem

proposals of internal rules and internal regulations

Ptistupné dokumenty platné

accessible documents in force

Cislo dokumentu, rok

document number, year of issue

Néazev name
Ostatni predpisy other regulations
Mzdovy ptedpis wage regulation

Zakladni prava osob

fundamental rights of individuals/basic human
rights

Vyftizuje

person responsible
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Dohody o pracich konanych mimo pracovni
pomeér

agreements on work performed outside regular
employment

Dét na portal put in Portal or: put into Portal

Hl4senky zmén, mzda, odmény, dovolend notification of changes, wages, bonuses, holidays
Pracovni pomér employment

Ubytovani accommodation

Zdravotni prohlidky medical examinations

Cestovni naklady a stravné

travel expenses and subsistence

Inventarizace

inventory

Dopliikova ¢innost a smluvni vyzkum

additional activities and contract research

Grammatically, contractual is probably better as
it is an adjective; but contract research seems
to be preferred in English documents.

Organizacni fad

Organizational Rules and Regulations

Capitalize only if referring to a formal document
with this title.

Statut ZCU

(the) UWB Statutes

Volebni a jednaci ad akademického senatu ZCU

(the) Election and Procedure Regulations of the
UWB Academic Senate

Jednaci tad védecké rady ZCU

(the) Procedure Regulations of the UWB
Scientific Board

Disciplinarni fad pro studenty ZCU

(the) UWB Student Disciplinary Regulations

Statut fakulty

(the) Faculty Statutes

Volebni a jednaci fad akademického senatu
fakulty

(the) Election and Procedure Regulations of the
Faculty Academic Senate
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Jednaci fad védecké rady fakulty

(the) Procedure Regulations of the Faculty
Scientific Board

Disciplinarni fad

(the) Disciplinary Regulations

Pro studenty zapsané ke studiu na ptislusné
fakulte

for students enrolled to study at the relevant
Faculty

Spisovy a skartacni fad

Filing and Shredding Regulations

Vypracovani creation, formulation, preparation

Vypracovat create, formulate, generate, produce, prepare Do not use “‘elaborate” in this sense.
Slavnostni zasedani védecké rady ceremonial Scientific Board meeting

Vyftizovat deal with

Hospodateni financial management

Vyhled rozpoctu budgetary outlook

ICT — informacni a komunikacni technologie

Information and Communication Technologies

Dynamicky nédkupni systém (DNS)

dynamic procurement system

Vnitini pfedpisy a vnitini normy

Internal Rules and Regulations

Dlouhodoby zdmér

long-term plan

Institucionalni rozvojovy plan

an institutional development plan

Vnitini predpisy ZCU

UWRB internal regulations

Vnitini mzdovy predpis ZCU

UWRB Internal Payroll Regulation

Kariérni fad

Career Development Structure

Rad vybérového tizeni pro obsazovani mist
akademickych pracovnikii ZCU

Selection Procedure Regulations for UWB
Academic Staff Recruitment

Studijni a zkugebni fad ZCU

UWB Study and Examination Regulations

Stipendijni ¥ad ZCU

UWB Scholarship Regulations

Disciplinarni #ad pro studenty ZCU

UWB Student Disciplinary Regulations

Rad celozivotniho vzdé&lavani ZCU

UWRB Lifelong Learning Regulations

Vnitini pfedpis o akademickych insigniich a
akademickych obtadech ZCU

Internal Regulation for UWB Academic Insignia
and Ceremonies
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Pravidla pro zakladani pravnickych osob
Zapadoceskou univerzitou v Plzni

a podminky penézitych a nepenézitych vkladt do
nich

regulations for the establishment of legal entities
by the University of West Bohemia and the
conditions for monetary and non-monetary
contributions to them

Kolejni ¥ad ZCU

UWB Dormitory Regulations

Vnitini predpisy fakulty

internal regulations of a Faculty

Vnitini normy ZCU a jejich sougasti

internal rules (of UWB and its Parts)

Vnitini normy s celouniverzitni ptisobnosti

Internal University Rules

Smérnice rektora

Rector's Directive

Rozhodnuti rektora nebo opatieni rektora

Rector's Decision or Rector's Provision

Pokyn rektora

Rector's Instruction

Pokyn prorektora Vice-Rector's Instruction
Pokyn kvestora Bursar's Instruction
Koncepce planning

Uchaze¢i o studium

prospective students

Socialni stipendium

financial support scholarship for low-income
students

Tiskové zpravy

press release

Reklamni plochy

billboards

Jednotny vizualni styl

unified visual style

Statistické vykaznictvi

statistical reports

Je upraveno ve statutu

is regulated in the Statutes

Pravni predpisy legislation

Névrh na opatieni proposal for action
Pisemnosti paper documents
Objednaci doklady ordering documents
Pravni subjektivita legal capacity
Ptiloha Annex
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Akademicky senat Fakulty aplikovanych véd
Zapadoceské univerzity v Plzni schvalil podle §
27 odst. 1 pism. b) zédkona ¢. 111/98 Sb., o
vysokych skolach a o zméné a doplnéni dalSich
zékont (zékon o vysokych skolach), ve znéni
pozdéjsich predpisii dne 2. 6. 2017 névrh Statutu
Fakulty aplikovanych véd Zapadoceské univerzity
v Plzni.

The Academic Senate of the Faculty of Applied
Sciences of the University of West Bohemia
approved, pursuant to Article 27, Section 1(b) of
Act No. 111/1998 Coll., on Higher Education
Institutions and Amendments and Supplements to
Other Acts (Higher Education Act), as amended,
on 2 June 2017, the draft of the Statutes of the
Faculty of Applied Sciences of the University of
West Bohemia.

The official English name of our university is the
University of West Bohemia. The part v Plzni” is
not included.

Include “No.” in these formulations. Otherwise,
do not include the abbreviation “No.” (e.g.
Rector’s Decisions, Annexes)

Akademicky senat Zapadoceské univerzity v Plzni
schvalil podle § 9 odst. 1 pism. b) bodu 2 zdkona
¢. 111/1998 Sb., o vysokych Skolach a 0 zmén¢ a
doplnéni dalSich zakoni (zakon o vysokych
Skoléach), ve znéni pozdéjsich predpist, dne 28. 6.
2017 tento Statut Fakulty aplikovanych véd
Zapadoceské univerzity v Plzni.

The Academic Senate of the University of West
Bohemia approved, pursuant to Article 9, Section
1(b), point 2, of Act No. 111/1998 Coll., on
Higher Education Institutions and Amendments
and Supplements to Other Acts (Higher Education
Act), as amended, on 28 June 2017, these Statutes
of the Faculty of Applied Sciences of the
University of West Bohemia.

Ptiloha 1 Annex 1 Do not use “No.” (Number)
Dale jen ,,zdkon* hereinafter referred to as the “Act” The article “the’ is before the quotation marks.
ZruSuje se is revoked Do not use “repealed”.

Zru$ujici ustanoveni

Revocation Provisions

ZaveéreCna ustanoveni

Final Provisions

Odborn¢ zaméiené (kurzy)

vocationally-oriented

Realizovat

implement

“actualize” may be appropriate in some contexts,
“realize” is not usually appropriate in documents

Pfezkumné tizeni

review procedure

Exkurze educational excursion in English, “excursion’ has no educational
connotation

Koncept plan; strategic plan depending on the context

Koncepéni planned; based on plans

Ve znéni (...ptredpisu/rozhodnuti atd.)/ Ve znéni
ptedpisu ze dne...

as amended (by) / as amended (on)

Hlava

Chapter

Capitalize all main words.

Clanek

Article

Capitalize all main words.
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Ve znéni pozdéjSich predpist

as amended

U¢innost

effect, effective date

Byt u€inny

be in effect

Vejit v ucinnost

come into effect

S uéinnosti od

with effect as of

Béhem uéinnosti tohoto dokumentu

during the period this document is in effect

Platnost

force

Byt platny, byt v platnosti

be in force

Vejit v platnost come into force
Asynchronni kurzy asynchronous online courses
Synchronni synchronous courses

Statni zavérecna zkouska

state final exam

Klauzurni postupova zkouska

end-of-semester project defence

Semestralni prace

Semester paper or: semester project

Diplomova prace

Master’s thesis

Doktorské prace PhD dissertation “Doctoral thesis” is sometimes used, but
“dissertation’ is better.

Studijni program study programme

Studijni obor field of study

Bakalaiské, magisterské a doktorské programy

bachelor, master and doctoral programmes

also: PhD programmes

Bakalafské, magisterské a doktorské tituly

Bachelor’s, Master’s and doctoral degrees

Bachelor’s/ Master’s often capitalized.

Profesni studijni program

professionally-oriented study programme

Akreditacéni fizeni

accreditation procedure

Ptijimaci fizeni

admission procedure

Navazujici magistersky studijni program

follow-up master study programme

Procesni portal

Process Portal

Hodnoceni

evaluation or: assessment

Be consistent in the same document.

Pokladna

cash office
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University Abbreviations

Remember: Abbreviations may need an article: this depends on the full meaning of the abbreviation, and sometimes on the conventional, accepted usage.

E.g., UWB and the abbreviated names of Faculties — no article.

But: SFE (State Final Examination) requires an article in the text (“the” or “an”, in this case). The use of

“

a” or “an” depends on the pronunciation of the

first letter of the abbreviation. Use “the” before abbreviated titles, e.g. The VR-R (Vice-Rector for Research and Development)

ZCU - Zapadoéeska univerzita

University of West Bohemia (UWB)

Capitalize “University” when referring to our
University.

JIS - Jednotny identifikacni systém

Unified Identification System

IS/STAG — Informacni systém Studijni agenda

Study Administration and Information System

or: the University’s Study Administration and
Information System

or: the UWB Study Administration and
Information System

or: the University’s study administration and
information system IS/STAG

Do not capitalize the formal name in this case; it
is only a description here.

JUK - Jednotné univerzitni konto

Unified University Bank Account

JIS karta

a JIS card

If appropriate, add an explanation: a student card
at UWB.

INIS - Integrovany informacni systém

Integrated Information System

CIV - Centrum informatizace a vypocetni
techniky

Information Technology Centre

NTC — Nové technologie vyzkumné centrum

New Technologies — Research Centre

RTI - Regionalni technologicky institut

the Regional Technological Institute
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NTIS - Nové technologie pro informacni
spole¢nost

New Technologies for the Information Society

RICE - Regionalni inovacni centrum
elektrotechniky

the Regional Innovation Centre for Electrical
Engineering

ICT — informacni a komunikacni technologie

Information and Communication Technologies

v. Z. - v zastoupeni

p.p. (or: pp)

stands for the Latin per procurationem (= by
agency), used when signing on behalf of someone
else

SEZ - Systém evidence zamért

Tender Intention Registration System

PS/NL - Provoz a sluzby, oddéleni Nakup a
logistika

Operations and Services/Purchasing Logistics
Department

DNS - Dynamicky nédkupni systém

Dynamic Purchasing System
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False Friends (Czech and English expressions easily confused)

Duplicita duplication not: duplicity

Didakticky educational not: didactic

Komise committee not: commission

Vysoka Skola university not: high school (American secondary school)

Stiedni Skola

secondary school

Zakladni Skola

elementary school or: primary school

Both are used: be consistent in one document.

Vyssi odborna skola

college

Use this term as it is used in the UK education
system,

Do velké miry

to a great extent

(= mostly, in most cases)

VétSinou most of the time (= usually)

Dostupnost accessibility not: availability

Realizovat implement or: actualize “realize” OK for vision, strategic intent, potential
(dream, worst fears)

Realizace implementation “actualization” possible, but rarely used

Impaktovany ¢asopis impact journal not: impacted

Specificky, jedine¢ny unique

Konkrétni specific

Konkrétni potteby specific needs

Zvlastni potieby special needs Assistance required for disabilities

Respektive (resp.) or

Sviij, osobni, ptislusny, vlastni respective

Eventualni

possible, prospective, potential

Eventualné

or, if need be, as the case may be
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Nakonec, po néjaké dobé

eventually

= after some time

Evidence

record-keeping, filing, record

Diikaz(y) evidence, proof, sign ... that something happened

Exkurze educational excursion in English, “excursion’ has no educational
connotation

Koncept plan; strategic plan depending on the context
Note: “Concept” in English means only the
original idea for something. “Conceptualization”
refers to the process of formulating an idea. It
may refer to the very first steps in putting the idea
“on paper”. After that, it enters the planning
stage.

Koncepéni planned; based on plans

Koncepce planning

Agenda issues; (administrative) matters; responsibilities; depending on context

administration; (administrative) duties

Perspektivni promising

Hledisko, pohled, perspektiva perspective

Aktudlni current, up-to-date

Skutecny, opravdovy actual

Kompetentni qualified, authorized

Schopny, zdatny, zb&hly competent

Kompetence remit, authority, powers Not: competence

Autor author, creator, artist “Author” is only used with writing and
plans/proposals.

Gestor body/authority

Vypracovat create; generate; formulate; prepare Do not use “elaborate’ in this sense.

Anotace pfedmétu course description

Kontrola check, inspection, examination

Kontrolovat check; monitor

Rizeni, vedeni, ovladani

control, administer, supervise, manage
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Byt povinen be obligated to / be required to Not: be obliged to

Skladat se z consist of = be composed of/ be made up of ..

Tkvét v, spocivat v consist in = have as the primary/main feature

Studijni obor field of study Needs more extensive explanation in English

Prezenc¢ni forma studia

full-time study

Distanéni forma studia

distance study

Distanéni forma vzdélavani

distance education, distance studies

Distan¢ni studijni program

distance learning programme

Pfedmeét dalkového studia

distance learning course

Kombinovana forma studia

combined type of study/ part-time study

The term “combined study” is not used in English.
Normally, this combination of classes and self-
study is called part-time study. You can use the
term “combined” in a document, but it might be
good to explain the term, e.g.:

Combined (part in class, part self-study)

Distance learning (almost entirely self-study).
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