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· when filling the data in the List of Duties, include (besides other study duties that you fulfilled during the respective academic year) also the complete information about your papers published during the respective year and/or conferences you took active part in. However, please include only such papers that were already published or at least accepted for publication, i.e., when you know their complete citation particulars (or at least their DOI). Do not include manuscripts you are only working on or which are only submitted but not yet accepted (however, if you want to, you can state that you are preparing some such manuscript or that it is currently under review at the Conclusion of the Assessment).
· in case you did publish some papers, did participate in some conference, etc., always (in case it is technically possible) include their pdf as a supplemental file(s). You do not have to worry about the violation of any licencing rights – these pdfs are not made public but serve only for the internal needs of the Subject Area Board during your yearly assessments.
· when filling the paragraph on the Progress of the Doctoral Dissertation, always give factual information and briefly describe the work you have done during the respective academic year. This description does not have to be long but must contain sufficient amount of facts (i.e., it is not sufficient to write only „the dissertation work continues according to the plan“ and nothing more). The Head of the Subject Area Board will return it to you for correction if the information given on your progress is found to be insufficient. Do not include information on your papers, conferences, exams, grants, internships here – such information belong to the List of Duties.
· whenever possible, couple the information on your fulfilled duties (lectures/courses, papers, conferences, grants, internships abroad …) with the available databases (SIS, OBD, others) using the symbol of the small chain. It is simple, it saves you much of the work (e.g., you do not have to manually write the full citation of some paper in case it is already in the OBD database) and it also enables a better control
· in case you did not fulfill some duty planned for the respective year (or even in the previous years) according to your initial study plan, you should always state the reason for this. 
· any cancellation, as well as any substitution of some study duty originally included in your individual study plan by some other subject, must be always agreed to by both your supervisor and the Head of the Subject Area Board. The necessary form for such request (which must be printed and signed by all relevant persons) can be found at the web pages of the administrative departments for doctoral studies at the respective faculty; the personnel there will give you advice about this, in case it is necessary. You can submit this application to the respective department any time during the academic year. This application must contain the exactly stated reason you want to cancel/substitute your original duty (e.g. „the number of students for the course was limited and I could not be included“, „the course was cancelled“, „I request the substitution of the course AAA by the course BBB because it will be more useful for my dissertation“, „I was abroad for a half-year internship at XXX and could not thus participate at this course“, etc.). In case you only want to move the respective duty into the next academic year, no official form is necessary and an explanation why do you want this, stated in your yearly assessment in the SIS, will suffice. In order to do this, please adhere to the instructions of the respective administrative department of your faculty.
· it is not possible to make any change in your supervisor (or adding a co-supervisor/advisor) without a previous approval by the Subject Area Board. The same applies for the change of the topic of your dissertation thesis. In case you or your supervisor want to make such change, it is again necessary to officially submit a printed, filled and signed form to the relevant administrative department of your faculty(however, not for smaller changes in the title of your dissertation, which can be done directly in the SIS – but please, consult them with the administrative personnel beforehand). Besides this form, which is submitted by a student (e.g., you), any person, who has not previously supervised some student in our doctoral study programme and wants to do so, must be approved by the Subject Area Board and the Scientific Council of the respective faculty (as stated in the Requirements for Supervisors section of our web page).
