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Those financial procedures are a set of instructions for Principal Investigator (PI) or any person authorized to approve expenditures¹. Please, read carefully, the rules below. If you have any question, visit our website (http://fundmed.org.br/financeiro/) or contact us by e-mail (capfundmed@hcpa.edu.br).
¹The PI have to inform who person (s) who will be authorized to approve expenditures at the time of registering the project in our ERP system or sending us an e-mail (capfundmed@hcpa.edu.br) any time.
	GENERAL FINANCIAL PROCEDURES

	1. PAYMENTS

	Expenses incurred directly by PI or any person authorized. All the original documents listed below must be delivered to our headquarter (Rua Ramiro Barcelos, 2350, sala 177. CEP 90035-003, Porto Alegre – RS). In case of digital documents, it can be send by e-mail (capfundmed@hcpa.edu.br).

	1. Payment request signed by the PI (document FIN 11*);

2. Payment receipt (receipt, invoices, bill of sale, etc.) attached. When it incurred in Brazil, you must ask for include Fundação Médica register (CNPJ: 94.391.901/0001-3) ;

3. Payment will be finalized within 05(five) working days after being received by the financial department.

	2. REIMBURSEMENT REQUEST

	Reimbursement expenses for any person. All the original documents listed below must be delivered to our headquarter (Rua Ramiro Barcelos, 2350, sala 177. CEP 90035-003, Porto Alegre – RS). In case of digital documents, it can be send by e-mail (capfundmed@hcpa.edu.br).

	1. Reimbursement form filled and signed by the PI and by the beneficiary (document FIN 008*);

2. Payment receipt (receipt, invoices, bill of sale, etc.). When it incurred in Brazil, you must ask for include Fundação Médica register (CNPJ: 94.391.901/0001-3) ;

3. Reimbursements will be payed within 05(five) working days after being received by the financial department.

	3. ADVANCE RESQUEST

	Advanced cash request by PI or any person authorized. This request is allowed for small monthly expenses with research or patients, travel advance money and specific cases previously agreed.  

	1. Advance Cash form filled and signed by the PI (document FIN 14*);

2. Advances will be finalized within 05(five) working days after being received by the financial department;

3. Financial Report form filled and signed by the PI (document FIN 010*).


* All these forms are available on our website: http://fundmed.org.br/financeiro/
	PURCHASES PROCEDUARES

	1. GOOD AND SERVICES 

	Acquisition of products, equipment and services can be request by PI or any person authorized. All purchases must be in accordance with project statement. It can be ordered by e-mail (comprasfundmed@hcpa.edu.br).

	1. Request for proposal (RFP) filled and signed by the PI (document COMP 001 **) ;

2. Fundação Médica provides, the budgets framework with, at least, 03 supply option, and the PI decides with one to order;

3. The payment follows financial schedule.

	2. FLIGHT TICKETS AND HOTEL BOOKING

	Acquisition of flight tickets and hotel booking can be request by PI or any person authorized. All purchases must be in accordance with project statement. It can be ordered by e-mail (comprasfundmed@hcpa.edu.br).

	1. Travel order filled and signed by the PI (document COMP 001 **).
2. Document with the reason of the travel must be attached (meeting invitation, conference program, etc.).
3. Fundação Médica provides an user and login to subscribe on our travel agency partner and then flight and hotels can be booked directly. 
4. The payment follows financial schedule.


** All these forms are available on our website: http://fundmed.org.br/compras/
	SCHOLARSHIP PROCEDURES

	1. APLICATION OF SCHOLARSHIP

	All the research team can apply for a scholarship. The rules for granting a scholarship are available on our website http://fundmed.org.br/recursos-humanos/. Once the scholarship has been awarded the payment will take place according to the period of application.

	1. Application scholarship form filled and signed by the PI (document CONTPF 011 **).
2. Term of commitment signed by Fundação Médica and beneficiary.
3. The payment follows financial schedule.


*** All these forms are available on our website: http://fundmed.org.br/recursos-humanos/
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