
Appendix 2 to Order No. 95/2026 

 
CONTRACT OF MANDATE / SERVICE CONTRACT NO. …………… 

 
concluded on ................ in Kielce, by and between: 

 
Jan Kochanowski University of Kielce with its registered office at ul. Żeromskiego 5, 25-369 
Kielce. ……………………….., REGON: ……………………, represented by 
……………………………………………………………, acting pursuant to ……………………………………, 

hereinafter called the ‘Principal’, 

 
and 

 
Ms/Mr ……………………………………………………………………………, residing in 
…………………………………………………………………, PESEL ……………………, email address: 
……………………………………, telephone No.: ……………………………………, 

hereinafter referred to as the ‘Contractor’, 

 
with the following wording: 

Article 1 

1. The Principal commissions, and the Contractor agrees to carry out, the following activities: 
…………………………………………………………………………………………………………………… [specify the 
activities, project/source of funding, method of verifying completion and maximum 
number of hours, if applicable], during the period from …………………… to ……………………. 

2. The Principal is entitled to verify that the work has been carried out properly and in 
accordance with the contract, the project schedule and the funding requirements, and to 
provide the Contractor with justified comments on how to rectify any identified 
irregularities. This right does not imply employee subordination or subordination to the 
current management in terms of the time and place of work. 

3. Should the Principal raise justified objections to the performance of the activities specified 
in this Article, the Contractor shall be obliged to make changes or corrections without 
additional remuneration, provided that the objections arise from the improper 
performance of the contract and do not go beyond its scope. 

4. The Contractor undertakes to comply with the University’s internal regulations applicable 
to the performance of this contract, in particular those relating to health and safety, data 



protection, confidentiality, research ethics and the use of the University’s infrastructure, to 
the extent necessary for the proper performance of the contract. 

5. The Contractor shall carry out the work independently, without being in an employer-
employee relationship. The Parties hereby confirm that this contract does not create an 
employment relationship; in particular, it does not impose an obligation on the Contractor 
to perform work at a place and time specified by the Principal, unless specific requirements 
regarding place or time arise objectively from the nature of the research, access to 
infrastructure, health and safety regulations, project requirements or legal provisions. 

Article 2 

1. The Contractor declares that he/she possesses the appropriate qualifications and 
professional experience to ensure that the work covered by the contract is carried out to 
the highest standard, with due care and diligence, so that the contract is performed in 
accordance with the purpose for which it was entered into. 

2. The Contractor undertakes to perform the activities referred to in Article 1(1) personally, 
unless the Principal has given prior consent, in writing or in a documented form, to the 
Contractor entrusting their performance, in whole or in part, to a third party. The 
Contractor shall be liable for the acts and omissions of any third party in accordance with 
the provisions of the Civil Code. 

3. If the Contractor is unable to commence, continue or complete the performance of the 
subject matter of the contract within the agreed timeframe, he/she shall notify the person 
specified in Article 5(2) and the Principal thereof without delay. 

4. The Parties shall be liable for non-performance or improper performance of the contract in 
accordance with the general principles set out in the Civil Code. The Contractor shall be 
liable to the Principal for any loss or damage caused by the Contractor’s culpable failure to 
perform or improper performance of the contract, including loss or damage arising from 
claims by third parties, provided that such loss or damage is causally linked to the 
Contractor’s act or omission. 

5. The Contractor undertakes to inform the Principal immediately of any damage caused, any 
risk of damage occurring, any claims made by third parties, or any other circumstances that 
may affect the proper performance of the contract. 

6. The Contractor declares that he/she has been made aware of the health and safety rules in 
force at the place where the work is to be carried out and undertakes to comply with them, 
and in particular to: 

(a)    carry out the assignment in accordance with health and safety regulations and 
guidelines, 

(b)    ensure that the Principal’s property is kept in good condition and that the site where 
the assignment is carried out is kept tidy and in order, 



(c)    use collective and personal protective equipment required by the nature of the work 
and the location where it is carried out, provided by the Principal or agreed between the 
Parties, 

(d)    notify the Principal immediately of any accident or threat to human life or health 
observed on the University premises, and to warn colleagues and all persons in the 
danger zone of the imminent danger. 

Article 3 

1. In consideration of the proper performance of the subject matter of the contract referred 
to in Article 1(1), the Contractor shall receive gross remuneration in the amount of PLN 
…………………  gross per hour / a lump sum of PLN ………………… gross [select as appropriate], 
not lower than the minimum hourly rate applicable on the date of performance of the 
work, if the provisions on the minimum hourly rate apply. 

2. The Contractor is required to submit a monthly bill, together with a breakdown of the 
number of hours actually worked and a description of the work carried out during the 
calendar month in question, no later than the first working day of the month following the 
month to which the bill relates, to the Principal’s organisational unit where the contract is 
being performed. 

3. Remuneration shall be paid monthly, following the proper performance of the work and 
approval of the bill by a person designated by the Principal, into the bank account specified 
by the Contractor, within ………… days from the date of delivery of a correctly issued bill 
together with a statement of hours worked, but no later than within a period ensuring 
settlement in accordance with the provisions on the minimum hourly rate. If a bill or a 
statement of hours is not submitted by the deadline, payment will be made at the earliest 
possible payment date following their receipt and approval. 

4. The confirmation of the number of hours in the statement attached to the bill constitutes 
the method agreed by the Parties for confirming the number of hours spent on the 
assignment or the provision of services. The confirmation of hours worked is used for the 
purposes of calculating remuneration and fulfilling obligations under the regulations on the 
minimum wage; it does not constitute a record of working hours specific to the 
employment relationship, nor is it a tool for ensuring the Contractor’s employee-based 
subordination to the Principal. 

5. The Principal shall retain documents specifying the method of verifying the number of 
hours worked and documents confirming the number of hours spent on the assignment or 
the provision of services for the period required by law, in particular for a period of three 
years from the date on which the remuneration became due. 

6. The Contractor is obliged to provide the Principal with documentation relating to the 
performance of the contract, in particular reports, statements, materials, data, data 
carriers and other deliverables, if these have been produced in the course of the contract. 



7. The Principal shall make statutory deductions from the remuneration referred to in 
paragraph 1, in particular advance payment of personal income tax and social insurance 
and health insurance contributions, to the extent required by applicable regulations and 
the declarations submitted by the Contractor. 

8. The Contractor is required to submit a written declaration for insurance and tax purposes 
as an appendix to this contract. 

Article 4 

1. In the event of the Contractor’s failure to perform or improper performance of the 
contract, including failure to meet deadlines for the performance of activities, the Principal 
may terminate the contract with immediate effect on valid grounds. The Contractor is 
entitled to remuneration for the part of the work that has been properly performed, 
without prejudice to the Principal’s right to claim damages in accordance with general 
principles. 

2. In the event of a failure to meet the deadline, the Contractor shall be liable for any loss 
suffered by the University in accordance with general principles. Should any errors, defects 
or omissions be found in the work carried out, the Contractor shall be obliged to rectify 
them free of charge within the time limit set by the Principal, provided that they resulted 
from the improper performance of the contract. 

3. The Contractor shall pay contractual penalties to the Principal in the following cases and 
amounts: 

1) for any delay in the performance of activities or part thereof beyond the deadline 
specified in Article 1(1) – in the amount of 0.2% of the gross contractual remuneration 
referred to in Article 3(1) for each day of delay commenced, but not exceeding a total 
of 15% of that remuneration; 

2) for the termination of the contract with or without notice by the Principal with 
immediate effect for reasons attributable to the Contractor, including the reasons 
referred to in paragraph 1 – in the amount of 10% of the gross contractual 
remuneration; 

3) for entrusting the performance of activities to a third party without the required 
consent of the Principal, contrary to Article 2(2) – in the amount of 10% of the gross 
contractual remuneration; 

4) for a breach of the duty of confidentiality referred to in Article 7(1) – in the amount of 
10% of the gross contractual remuneration for each instance of breach; 

5) for any delay in the handover of the documentation, data, carriers or other deliverables 
referred to in Article 3(6) – in the amount of 0.2% of the gross contractual remuneration 
for each day of delay or part thereof, but not exceeding a total of 10% of that 
remuneration. 



4. The total amount of contractual penalties calculated under this contract shall not exceed 
30% of the gross contractual remuneration referred to in Article 3(1). 

5. The Principal may, in accordance with general principles, claim damages in excess of the 
amount of the contractual penalties stipulated, up to the amount of the actual loss incurred 
(Article 484(1), second sentence, of the Civil Code). 

6. The Principal is entitled to set off the contractual penalties charged against the Contractor’s 
remuneration, following a prior demand for payment and calculation thereof, subject to 
the mandatory provisions limiting deductions from remuneration. The Contractor shall pay 
the contractual penalty not subject to set-off within 14 days of the date of delivery of the 
demand for payment, together with the debit note. 

7. The contractual penalties provided for, in particular the penalty for delay and the penalty 
in the event of termination of the contract with or without notice, shall remain in force and 
may be enforced even after the termination of or withdrawal from the contract. 

Article 5 

1. If the Contractor is unable to commence, continue or complete the assignment within the 
agreed timeframe, he/she shall immediately inform the contact person specified in 
paragraph 2 of the obstacle that has arisen and the anticipated impact of that obstacle on 
the performance of the contract. 

2. The contact person on behalf of the Principal for the purposes of this contract is: 
…………………………………………………………………………………………………………………………………….... 

(first name and surname, contact telephone number, email address) 

Article 6 

1. The Contractor declares that the activities covered by this contract are not carried out by 
him/her as part of his/her business activities within the meaning of the Act of 6 March 
2018– Entrepreneurs’ Law (Journal of Laws of 2025, item 1480, as amended), unless the 
Parties expressly agree otherwise in a separate contract. 

2. The Contractor undertakes to inform the Principal immediately, and no later than within 7 
days of the change, of any change in the circumstances referred to in paragraph 1, in 
particular of the commencement of business activities relating to the subject matter of the 
contract. 

3. The Contractor undertakes, prior to the conclusion of the contract and whenever 
circumstances change, to inform the Principal of any circumstances that may affect the 
determination of the applicable social insurance legislation, including the performance of 
work or business activities in another country. If the Contractor is subject to legislation 
other than Polish law, he/she must submit a valid A1 certificate or another document 
confirming the applicable legislation. The Principal’s obligations as a payer and any rules 
governing the settlement of contributions outside the Republic of Poland require separate 
agreement between the Parties in accordance with the relevant legal provisions. 



4. The controller of the Contractor’s personal data is Jan Kochanowski University in Kielce. 
Personal data will be processed for the purposes of concluding and performing the 
contract, calculating remuneration, fulfilling the controller’s legal obligations—in particular 
those relating to tax, insurance, accounting and archiving—and for the possible 
establishment, pursuit or defence of claims. The legal basis for the processing is Article 
6(1)(b), (c) and (f) of the GDPR. The provision of personal data is a condition for the 
conclusion and performance of the contract; failure to provide such data will prevent the 
conclusion or performance of the contract. The data will be processed for the duration of 
the contract, and thereafter for the period required by law and the limitation period for 
claims. The recipients of the data may include entities authorised by law and entities 
providing the controller with services related to the performance of the contract, including 
IT, accounting, HR and payroll, banking, postal and archiving services. The Contractor has 
the right of access to his/her data, the right to receive a copy thereof, have them rectified, 
erased, or have their processing restricted, to data portability, and to object – in the cases 
and under the conditions set out in the GDPR. The Contractor has the right to lodge a 
complaint with the President of the Personal Data Protection Office. For matters relating 
to data processing, please contact the Data Protection Officer at iod@ujk.edu.pl or at the 
Principal’s postal address. The data will not be used for automated decision-making, 
including profiling. 

Article 7 

1. The Contractor undertakes to keep confidential any information obtained in connection 
with the performance of the contract, in particular information relating to scientific 
research, the project, research results, data, documentation, know-how, infrastructure, the 
Principal’s work organisation, and information not disclosed to the public, both during the 
term of the contract and after its termination. 

2. If, in connection with the performance of the contract, the Contractor has access to 
personal data processed by the Principal or processes personal data on behalf of the 
Principal, access to such data requires prior authorisation or the conclusion of a separate 
data processing contract, in accordance with the GDPR and the University’s internal 
procedures. 

3. If, as a result of the performance of the contract, creative works, databases, materials, 
studies, reports, scripts, questionnaires, research tools, documentation, results or other 
intangible assets capable of legal protection are created, the Parties shall specify in each 
case in the contract or in an appendix: (a) their type and method of delivery, (b) the rules 
governing the Principal’s use, (c) the fields of exploitation, (d) the time of transfer of rights 
or the scope of the licence, (e) the remuneration for the transfer of rights or the granting 
of a licence. In the absence of such provisions, this contract should not apply to activities 
resulting in the creation of creative works or other protected deliverables. 



4. Where the Parties intend to transfer author's economic rights, the relevant provisions must 
be set out in writing or in an equivalent electronic form and must specify the fields of 
exploitation clearly, in a manner appropriate to the subject matter of the contract. 

 

 

Article 8 

1. Amendments to this contract must be made in writing to be valid, unless the contract 
expressly permits a documentary or electronic form for the relevant action. 

2. In matters not covered by this contract, the provisions of the Civil Code, the Minimum 
Wage Act, tax and social insurance legislation, and data protection regulations shall apply 
to the extent that they are relevant to this contract. 

Article 9 

Any disputes arising from this contract shall be settled by the ordinary court with jurisdiction 
over the Principal’s registered office, unless otherwise provided for by mandatory provisions 
of law. 

Article 10 

This contract has been drawn up in three identical copies, one of which is to be retained by 
the Contractor and the other two by the Principal. Where the contract is concluded in 
electronic form, the requirement regarding the number of copies does not apply, and each 
Party shall receive an electronic copy bearing qualified electronic signatures. 

 

                             

     Principal            Contractor                                                                                 

…………................................                                                               …………................................                                                                              

Request number (request for the allocation of funds): ..................................................... 

 

 

 

 

 

 

 



 

 

 

THIS DECLARATION IS TO BE COMPLETED ONLY BY PERSONS WHO ARE NOT EMPLOYED BY 
THE UNIVERSITY UNDER AN EMPLOYMENT CONTRACT 

 
DECLARATION 

to the contract of mandate / service contract No. ………………………………… concluded on 
………………………… 

 
Surname and first name 
................................................................................................................................... Date of 
birth-  Telephone number……………………………………………. e-
mail………………………………………………… 

PESEL………….., NIP ……………………. 

My tax identification number is my PESEL / NIP* 

Tax office ……………………………....................... 

Nationality …………………………………… Passport No. ………………………………………… 

(applies to foreign nationals) 

I am a resident (full tax liability) / non-resident (limited tax liability)* 

 
Address of residence 

Locality  ....................................................................... Street 
................................................................ House/flat number ………………………………….. Postcode 
............................................ Post office …………………………………...……………. Municipality 
………………………………………… District ………………………………………… 
Voivodship………………………………. 

 
Mailing address (if different from residence address): 

Locality  ....................................................................... Street 
................................................................ House/flat number ………………………………….. Postcode 
............................................ Post office …………………………………...……………. Municipality 
………………………………………… District ………………………………………… 
Voivodship………………………………. 



 
I declare that: 

1. I am employed under an employment contract with another employer and am 
therefore subject to social insurance 

    □ YES 

        and my gross remuneration from my employment contract is: 

        □ at least the minimum wage applicable during the term of the contract, 

        □ less than the minimum wage applicable during the term of the contract 

    □ NO 

2. I work as a judge / prosecutor* 

    □ YES              □ NO 

3. I am a member of the uniformed services 

    □ YES              □ NO 

4. I am on unpaid leave, maternity leave or parental leave* 

    □ YES – from ………… to ……………              □ NO 

5. I am a contractor under a contract of mandate or a service contract with another entity 

    □ YES – the contract was concluded for the period from …………………… to 
…………………… and my remuneration, which forms the basis for calculating social 
insurance contributions each month, is at least equal to the minimum wage applicable 
during the term of the contract: YES/NO* 

    □ NO 

6. I am insured in connection with my business activities and pay social insurance 
contributions to ZUS in this regard 

    □ YES – STANDARD / PREFERENTIAL / SMALL ZUS*              □ NO 

7. I am a secondary school pupil* / student* (excluding PhD students) and am under 26 
years of age; I undertake to provide documentation confirming this status and to notify 
immediately its loss 

    □ YES              □ NO 

8. I am a retired person* / a person receiving a pension*: 

    □ YES – …………………………………………………… (benefit number; who pays it)              □ 
NO 

9. I have a disability certificate: 

    □ YES – …………………………………………………… (degree of disability)              □ NO 



10. I hereby apply for voluntary pension insurance: 

    □ YES              □ NO 

11. I hereby apply for voluntary sickness insurance: 

    □ YES              □ NO 

12. Competent branch of the National Health Fund 
…………………………………………………………………………  

 
I declare that the above information is true and accurate, and I am aware that providing false 
information or failing to notify any changes may have tax, insurance and civil law 
consequences. I undertake to notify the payer in writing of any changes to the content of this 
statement without delay, and no later than the date on which the remuneration under the 
contract is due to be paid. In the event that I provide incorrect information or fail to notify any 
changes to my details that affect the payment of contributions, I undertake to reimburse the 
payer for any public-law liabilities paid thereby as a result of an incorrect declaration, to the 
extent permitted by applicable law, together with interest on the resulting debt. 

 
................................................................................. 

                                                                                    (date and signature of the person making the 
declaration) 

 
* delete as appropriate 

  



..........................., on ......................... 

 
......................................................... 

(first name and surname) 

PESEL ………………….…………………, 

 
BILL 

to the contract of mandate / service contract No. …………………… dated …………………… 

 
Jan Kochanowski University of Kielce, ul. Żeromskiego 5, for the performance of the following 
activities covered by the above-mentioned contract: 

.................................................................................................................................................... 

.................................................................................................................................................... 

 
Number of hours worked on the assignment / services provided during the month 
…………………………………………………… 

Summary of hours and tasks (date completed / description of task / number of hours): 

1) ……………………………………………………………………………………………………. 

2) ……………………………………………………………………………………………………. 

3) ……………………………………………………………………………………………………. 

 
Gross amount due: .............................. (in words PLN: ...............................................................) 

 
The issuer of the bill authorises the Principal to transfer the amount due under the contract 
to the bank account 

No ........................................................................... 

 
.................................................................... 

                                                                                              (Contractor's signature) 

 
The activities have been accepted by 

........................................................................................................................        (date and 
signature of the authorised person) 



 
Cost centre: 

Project number: ................................................................................. 

WOR no.: ....................................................................................... 

Type of costs: direct / indirect 

 
.................................................................... 

(date and signature of the Coordinating Unit’s employee) 

 
Formally and accountancy-wise checked 

                                                                                                 (date and signature of the Payroll 
Department employee) 

 
I approve the payment of the gross amount of  PLN……………………… (in 
words:……………………………………………. Polish zlotys) 

 
................................, on ……………….                                         ....................................................... 

                                                                                                        Bursar (Quaestor) 

 
................................, on ……………….                                         ....................................................... 

                                                                                                       (Chancellor/Rector) 


