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1 Aims of the Handbook  
This Handbook describes the “structure“ (“structural organisation“)1 and the „governance“ 
(“functional descriptions“) of TUW and provides its employees with support and overview of 
existing regulations at TUW.  Accordingly, the Handbook is divided into the parts „organisation 
und structure“ (part I) and “functions“ (part II): 

Part I comprises a description of the organisation of TUW and involves regulations for further 
development.  

Part II describes the functions in the structure of TUW and the governance and provides 
information for the respective functionary. There is no description of the tasks of the Rector 
and the Vice Rectors since their tasks are per se defined under the Universities Act 
(Universitätsgesetz, “UG”) and the Rules of Procedure (Geschäftsordnung des Rektorats, 
“GO”). 

The Handbook provides information and orientation. All parts of the Statutes of TUW and 
guidelines (Richtlinien, “RL”) of TUW are available on the website of the service department 
Data Protection and Document Management of TUW under: 

 https://www.tuwien.at/dms/Satzung/ 
 https://www.tuwien.at/dms/Richtlinien_Verordnungen 
 https://www.tuwien.at/dms/Datenschutz/ 

 

 

                                                      
1 The term “structural organisation“ or “organisational chart“ is referred to the hierarchical system of an organisation. 

https://www.tuwien.at/dms/Satzung/
https://www.tuwien.at/dms/Satzung/
https://www.tuwien.at/dms/Richtlinien_Verordnungen
https://www.tuwien.at/dms/Richtlinien_Verordnungen
https://www.tuwien.at/dms/Datenschutz/
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2 Organisation and structure2 
 Structural elements of the structural organisation  

 Structural elements in the faculties (incl. units and groups with service 
tasks) 
 

 

 

  

                                                      
2 Guideline Structure and Governance. 

DEK  Dean (Dekan_in) 
FOB  Research unit (Forschungsbereich) 
FOBL  Head of research unit (Forschungsbereichsleiter_in) 
FOG  Research group (Forschungsgruppe) 
FOGL  Head of research group (Forschungsgruppenleiter_in) 
IL  Head of institute (Institutsleiter_in) 
INS  Institute (Institut) 
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 Structural elements of the departments of the Rectorate (non-scientific 
area) 
 

 

 

 Explanatory notes relating to the structural organisation 
The organisation of TUW is defined by structural elements. All structural elements listed in 
the Organisation Plan (“Orgplan“) (faculties, institutes, departments of the Rectorate, service 
departments) are organisational units according to § 20 UG (“OE“).3 

Structural elements on top level are faculties (“faculties“) and departments of the Rectorate 
(“non-scientific area“). These are divided into institutes (“INS“) or service departments (“AB“). 
Institutes can be divided into research units (“FOB“) and further into research groups (“FOG“). 
Additional structural elements with service tasks like service departments, service units and 
service groups can be installed in the faculties.  

In the non-scientific area departments of the Rectorate can be divided into service 
departments and further into service units (“FAB“) and service groups (“FAG“).  

Only structural elements listed in the Orgplan (faculties, institutes, departments of the 
Rectorate, service departments) are organisational units according to UG. The structural 
organisation of TUW is as follows 

                                                      
3 See Orgplan, https://www.tuwien.at/tu-wien/organisation/. Accordingly, FOB, FOG, FAB and FAG are no OE. 

AB  Service department (Abteilung) 
AL  Head of service department (Abteilungsleiter_in) 
FAB  Service unit (Fachbereich) 
FABL  Head of service unit (Fachbereichsleiter_in)  
FAG  Service group (Fachgruppe) 
FAGL  Head of service group (Fachgruppenleiter_in) 
REK  Rector (Rektor_in) 
VR  Vice Rector (Vizerektor_in) 
 

https://www.tuwien.ac.at/wir_ueber_uns/universitaetsleitung/
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 University 
 Faculties 
 Departments of the Rectorate (non-scientific area) 

 Structural elements in the faculties 
 Scientific units 

- Institutes 
- Research units 
- Research groups 
 

 Service units 
- Service departments = Services of the faculty 
- Service units = Services of the institute, Dean’s office 
- Service groups 

 Structural elements in the departments of the Rectorate (non-scientific area) 
 Service departments 
 Service units 
 Service groups 

 Structural elements beyond the structural organisation4 
 Top bodies of the university = Rectorate, Senate, University Council 
 Representations of interests and bodies with special tasks = committee of equal 

treatment, disabilities representative, employee representative for the scientific 
university staff, employee representative for the non-scientific university staff, student’s 
union, arbitration board, representative for family-work issues  

 Other bodies5 

 Installing, combining, changing or dissolving structural elements 
Installing, combining, changing or dissolving structural elements with or without shifting 
resources (“structural change“), both in the faculties and in the non-scientific area can be 
applied for at any time by submitting the structural form6 and  by being approved by the 
Rectorate.  

If the structural change is approved by the Rectorate and if the documents required for 
implementing the change are submitted to the Finance Service Department in due form7, the 
change is implemented within 2 months.  After expiry of the 2-month-period, the structural 
change becomes effective on the first of the next month.  

Any change of the required documents, after these have been submitted to the Finance 
Service Department, results in a new 2-month-period including effectiveness on the first of the 
next month. As soon as the structural form is changed as well, a new approval of the Rectorate 
is required.  

                                                      
4 See organisational chart, https://tiss.tuwien.ac.at/adressbuch/adressbuch/organigramm.  
5 E.g. TU orchestra, IAESTE Vienna, canteen (Mensa). 
6 Form for change of structural organisation.  
7 Form for change of structural organisation including an opinion of the Faculty Council and ”Strukturexcel”. 

https://www.tuwien.at/fileadmin/Assets/dienstleister/universitaetsentwicklung_und_qualitaetsmanagement/Dokumente/Formular_Organisationsstrukturaenderung.pdf
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If the Orgplan is changed due to the structural change, the Rectorate takes the required steps 
for the Senate to be able to give an opinion and for the University Council to make appropriate 
decisions.  

Any structural change must be published in the University Gazette.  

 Structural changes in the faculties (concerning research units and 
research groups) 
In principle, installing, combining, changing or dissolving research units and research groups 
is effected together with drafting the development plan (Entwicklungsplan, “EP”) of the 
university and with the development plan, if any, of the faculty. However, there are specific 
incidents for structural changes beyond these strategic considerations.  

In context with establishing the development plan (Entwicklungsplan, “EP“) 
 Deans initiate the discussion for a structural change between heads of institutes and 

their employees. Deans are solely responsible for conducting the discussion. 
 It is about the question if the plans and aims defined in the EP can be implemented with 

the existing structure.  
 In addition, it can be a matter of discussion, if a topic should be covered by a research 

group in future. In this case, every employee can make a proposal to install a research 
group to the respective head of institute8, as far as a research group is already installed 
at the respective institute (“right to application“). 

 Heads of institutes make a draft for structural change and submit it to the Dean after 
internal discussion with their employees within an appropriate time period9. Deans can 
instruct the respective head of institute to make a new draft within an appropriate time 
period10, if the draft is opposed to the overall strategy of TUW (EP)11. If the time period 
is exceeded, Deans can make a draft themselves. 

 Deans seek (i) an opinion of the Faculty Council within a period of 6 weeks from receipt 
of the draft12 and (ii) submit the draft for structural change together with the opinion of 
the Faculty Council to the Rectorate for making a decision. The opinion of the Faculty 
Council to the Deans is written, either due to a decision in a session of the Faculty 
Council13 or via circulated decision.14  

 If Deans fail to (i) seek an opinion of the Faculty Council within the above-mentioned 6-
week-period and to (ii) submit the relevant documents for structural change to the 
Rectorate, the responsible head of institute has to fulfil these tasks.   

 After positive evaluation of the compliance of the draft with the overall strategy of TUW 
(EP), the Rectorate approves the implementation via decision.15 As far as no positive 
decision can be made, the Rectorate instructs the Deans within an appropriate time 
period16  to revise the draft. 

                                                      
8 Heads of institutes can make use of the right to application as well. 
9 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to make a draft in case of structural 
changes is 6 months. In principle, this period cannot be extended. 
10 FN 9. 
11 Any EP of the faculty must also be taken into account in the evaluation. 
12 Provided that the draft complies with the overall strategy (EP) of TUW. 
13 Faculty Councils § 2 (3): Any time Deans have the right to request a session of the Faculty Council within 2 
weeks.  
14 GO collegial bodies item 18.  
15 The Rectorate can make a positive decision despite a negative opinion of the Faculty Council, as far as the draft 
complies with the overall strategy of TUW (EP). 
16 FN 9. 
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Due to an incident 
 Incidents are amongst others departing or incoming staff, receiving prizes or an 

application of employees of the respective institute for installing a research group, as 
far as a research group is already installed at the respective institute (“right to 
application“).   

 Heads of institutes make a draft for structural change and submit it to the Dean after 
internal discussion with their employees. Heads of institutes are solely responsible for 
conducting the discussion.  

 Deans can instruct the respective head of institute to make a new draft within an 
appropriate time period17, if the draft is opposed to the overall strategy of TUW (EP)18. 
If the time period is exceeded, Deans can make a draft themselves.  

 Deans seek (i) an opinion of the Faculty Council within a period of 6 weeks from receipt 
of the draft19 and (ii) submit the draft for structural change together with the opinion of 
the Faculty Council to the Rectorate for making a decision. The opinion of the Faculty 
Council to the Deans is written, either due to a decision in a session of the Faculty 
Council20 or via circulated decision.21 

 If Deans fail to (i) seek an opinion of the Faculty Council within the above-mentioned 6-
week-period and to (ii) submit the relevant documents for structural change to the 
Rectorate, the responsible head of institute has to fulfil these tasks. 

 After positive evaluation of the compliance of the draft with the overall strategy of TUW 
(EP)22, the Rectorate approves the implementation via decision.23 As far as no positive 
decision can be made, the Rectorate instructs the Deans within an appropriate time 
period24 to revise the draft. 

 Structural changes in service units of the faculties (concerning service 
units and service groups) 
In principle, installing, combining, changing or dissolving service units and service groups is 
effected together with drafting the EP of TUW and with the development plan, if any, of the 
faculty. However, there are specific incidents for structural changes beyond these strategic 
considerations.  

In context with establishing the development plan (Entwicklungsplan, „EP“) 
 Deans initiate the discussion for a structural change between the respective heads of 

institutes and their employees. Deans are solely responsible for conducting the 
discussion. 

 It is about the question if the plans and aims defined in the EP can be implemented with 
the existing structure. In this case, employees of the respective institute do not have the 
possibility to make a proposal to install a service group to the respective head of institute  
(no right to application to install a service group).  

                                                      
17 FN 9. 
18 Any EP of the faculty must also be taken into account in the evaluation. 
19 Provided that the draft complies with the overall strategy (EP) of TUW. 
20 Faculty Councils § 2 (3): Any time Deans have the right to request a session of the Faculty Council within 2 
weeks.  
21 GO collegial bodies item18. 
22 Any EP of the faculty must also be taken into account in the evaluation. 
23 The Rectorate can make a positive decision despite a negative opinion of the Faculty Council, as far as the draft 
complies with the overall strategy of TUW (EP). 
24 FN 9. 
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 Heads of institutes make a draft for structural change and submit it to the Dean after 
internal discussion with their employees within an appropriate time period25. Deans can 
instruct the respective head of institute to  make a new draft within an appropriate time 
period26, if the draft does not comply with the overall strategy of TUW (EP)27. If the time 
period is exceeded, Deans can make a draft themselves. 

 Deans submit the draft for structural change to the (i) Faculty Council for information 
within 6 weeks from receipt and (ii) to the Rectorate for making a decision. 

 If Deans fail to submit the relevant documents for structural change to the Rectorate 
within the above-mentioned 6-week-period, the responsible heads of institute have to 
fulfil these tasks.  

 After positive evaluation of the compliance of the draft with the overall strategy of TUW 
(EP), the Rectorate approves the implementation via decision. As far as no positive 
decision can be made, the Rectorate instructs the Deans within an appropriate time 
period28 to revise the draft. 

Due to an incident 
 Heads of institutes make a draft for a structural change and submit it to the Dean after 

internal discussion with their employees. Heads of institutes are solely responsible for 
conduction the discussion.  

 In this case, employees of the respective institute do not have the possibility to make a 
proposal to install a service group to the respective head of institute (no right to 
application to install a service group).  

 Deans can instruct the respective head of institute to make a new draft within an 
appropriate time period29, if the draft does not comply with the overall strategy of TUW 
(EP). If the time period is exceeded, Deans can make a draft themselves.  

 Deans submit the draft for structural change to the (i) Faculty Council for information 
within 6 weeks from receipt and (ii) to the Rectorate for making a decision.  

 If Deans fail to submit the relevant documents for structural change to the Rectorate 
within the above-mentioned 6-week-period, the responsible heads of institute have to 
fulfil these tasks.  

 After positive evaluation of the compliance of the draft with the overall strategy of TUW 
(EP) the Rectorate approves the implementation via decision. As far as no positive 
decision can be made, the Rectorate instructs the Deans within an appropriate time 
period30 to revise the draft. 

 Installing institutes for the first time 
If institutes are installed for the first time, this can only be effected together with drafting the 
EP of TUW. In this context Deans initiate and lead the discussion for changing the structure 
within their faculty. Deans are solely responsible for conducting the discussion. 

                                                      
25 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make a 
draft for structural changes is 6 months. In principle, this period cannot be extended. 
26 FN 25. 
27 Any EP of the faculty must also be taken into account in the evaluation. 
28 FN 25. 
29 FN 25. 
30 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make a 
draft for structural changes is 6 months. In principle, this period cannot be extended. 
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Deans submit the draft for structural change (i) to the Faculty Council to give an opinion and 
(ii) to the Rectorate for making a decision.  

After positive evaluation that the draft for structural change complies with the overall strategy 
of TUW (EP), the Rectorate initiates the required steps for the Senate to be able to give opinion 
and for the University Council to make the relevant decisions. As far as no positive decision 
can be made, the Rectorate instructs the Deans within an appropriate time period31 to revise 
the draft. 

 Structural changes in the non-scientific area 
The competent member of the Rectorate according to GO makes a draft for structural change 
together with the competent head of service department and submits it to the Rectorate for 
decision. After positive evaluation that the draft for structural change complies with the overall 
strategy of TUW (EP), the Rectorate approves the implementation via decision.  

Installing a service department for the first time is effected via a draft of the competent member 
of the Rectorate according to GO. After positive evaluation that the draft for structural change 
complies with the overall strategy of TUW (EP), the Rectorate initiates the required steps for 
the Senate to be able to give opinion and for the University Council to make the relevant 
decisions.  

 Functions in the structure 
Any structural element has a functionary head. The following chapters show an overview of 
the rights and obligations of the respective functionaries (“governance“). 

 Rector32 

 Functions in the faculties 
 Dean33 (Dekan_in, “DEK“) 
 Head of institute34 (Institutsleiter_in, “IL“)  
 Head of research unit35 (Forschungsbereichsleiter_in, “FOBL“)  
 Head of research group36 (Forschungsgruppenleiter_in, “FOGL“) 

 Functions in the non-scientific area 
 Members of the Rectorate37 (Rektoratsmitglieder, “REK“, “VR“) 
 Head of service department38 (Abteilungsleiter_in, “AL“)  
 Head of service unit39 (Fachbereichsleiter_in, “FABL“)  
 Head of service group40 (Fachgruppenleiter_in, “FAGL“) 

                                                      
31 FN 30. 
32 § 22 UG. 
33 See 3.1 
34 See 3.2 
35 See 3.3 
36 See 3.4 
37 Departments according to GO including Rector and Vice Rectors. 
38 See 3.5 
39 See 3.6 
40 See 3.7 
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 Further functions 
 Dean of Studies (Vice Dean of Studies)41 (Studiendekan_in, Vizestudiendekan_in, 

“STUDEK“) 
 Project leader42 (Projektleiter_in, “PL“) 
 Immediate superior43 (Unmittelbare_r Vorgesetzte_r “UV“) 

 Appointing and dismissing / withdrawing of functionaries44 

 Appointing of functionaries in the faculties 
Deans are appointed by the Rectorate on reasoned45 proposal46 of university professors47 of 
the respective faculty and after reasoned48 opinion of the Faculty Council49. In this context, 
the Rector initiates the appointing procedure and instructs the speaker of the group of 
university professors50 of the respective faculty within an appropriate time period51 to make a 
reasoned proposal. After receipt of the reasoned proposal the Rector asks the Faculty Council 
within an appropriate time period52 to give a reasoned opinion. The opinion of the Faculty 
Council to the Rector is in written form, either due to a decision in a session of the Faculty 
Council53 or via circulated decision54. As far as (i) within an appropriate time period55 no 
reasoned proposal of  the group of university professors including reasoned opinion of the 
Faculty Council is made or (ii) the person(s) proposed does (do) not fulfil the required 
competences56 or (iii) in case of incompatibility57, the Rector can either make a proposal 
herself (himself) or instruct the speaker of the group of university professors of the respective 
faculty again to make a reasoned proposal. Appointing of Deans is finally reserved to the 
Rectorate. 

Heads of institute are appointed by Deans on proposal58 of the university professors59 of the 
respective institute and after the Faculty Council has been informed. In this context, Deans 
initiate the appointing procedure and instruct the university professors of the respective 
institute within an appropriate time period60 to make a proposal. Deans are solely responsible 

                                                      
41 See 3.8 
42 See 3.9 
43 See 3.10 
44 Guideline Structure and Governance item 3.2.1. 
45 The proposal must state in a coherent and objective way, whether the person(s) proposed fulfil(s) the required 
competences (= reasons). 
46 The proposal can include a name or a shortlist of three candidates. 
47 Group according to § 25 (4) No 1 UG; university professors on leave are included as well. 
48 The statement must elaborate in a coherent and objective way, whether the person(s) proposed fulfil(s) the required 
competences (= reasons). 
49 The Rectorate can make an appointment despite negative opinion of the Faculty Council, as far as the person 
proposed has the required competences and no incompatibility exists according to 3.1.11. 
50 University professors on leave are included as well. 
51 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make 
an appointing proposal is 3 months. In principle, this period cannot be extended. 
52 FN 51. 
53 Faculty Councils § 2 (3): Any time Deans have the right to request a session of the Faculty Council within 2 
weeks.  
54 GO collegial bodies item 18. 
55 FN 51. 
56 See 3.1.11 
57 See 3.1.11 
58 The proposal can include a name or a shortlist of three candidates. 
59 Group according to § 25 (4) No 1 UG; university professors on leave are included as well. 
60 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make 
an appointing proposal is 3 months. In principle, this period cannot be extended. 
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for conducting the discussion. As far as (i) within an appropriate time period61 no proposal is 
made by the group of university professors or (ii) the person(s) proposed does (do) not fulfil 
the required competences62 or (iii) in case of incompatibility63, Deans can either appoint 
qualified persons or instruct the university professors of the respective institutes again to make 
a proposal. 

Heads of research units are appointed by Deans on proposal64 of the head of institute and 
after the Faculty Council has been informed. In this context, Deans initiate the appointing 
procedure and instruct the responsible heads of institutes within an appropriate time period65 
to make a proposal. Deans are solely responsible for conducting the discussion. As far as (i) 
within an appropriate time period66 no proposal is made or (ii) the person(s) proposed does 
(do) not fulfil the required competences67 or (iii) in case of incompatibility68, Deans can either 
appoint qualified persons or instruct the heads of institutes again to make a proposal. 

Heads of research groups are appointed by the Deans on proposal69 of the head of research 
unit and after positive opinion of the head of institute and after the Faculty Council has been 
informed. In this context, Deans initiate the appointing procedure and instruct the responsible 
heads of research units within an appropriate time period70 to make a proposal and to seek 
opinion of the responsible head of institute. Deans are solely responsible for conducting the 
discussion. As far as (i) within an appropriate time period71 no proposal is made and no opinion 
of the responsible head of research unit72 is made or (ii) or the person(s) proposed does (do) 
not fulfil the required competences73 or (iii) in case of incompatibility74, Deans can either 
appoint qualified persons or instruct heads of research units again to make a proposal. 

Deans are heads of service departments of the service departments with service tasks (= 
service departments faculty) installed in the faculties. Thus, Deans also have the rights and 
obligations of heads of service departments.75 

Heads of service units and heads of service groups of structural elements with service 
tasks under direct responsibility of institutes, are appointed by Deans due to a proposal 
of the head of institute and after the Faculty Council has been informed. In this context, Deans 
initiate the appointing procedure and instruct the responsible heads of institute within an 
appropriate time period76 to make a proposal. Deans are solely responsible for conducting the 
discussion. As far as (i) within an appropriate time period77 no proposal is made or (ii) the 

                                                      
61 FN 60. 
62 See 3.2.10. 
63 See 3.2.10. 
64 The proposal can include a name or a shortlist of three candidates. 
65 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make 
an appointing proposal is 3 months. In principle, this period cannot be extended. 
66 FN 65. 
67 See 3.3.8. 
68 See 3.3.8. 
69 The proposal can include a name or a shortlist of three candidates. 
70 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make 
an appointing proposal is 3 months. In principle, this period cannot be extended. 
71 FN 70. 
72 Despite negative opinion of the responsible head of institute Deans can initiate the appointment.  
73 See 3.4.7.  
74 See 3.4.7. 
75 See 3.5. 
76 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make 
an appointing proposal is 3 months. In principle, this period cannot be extended. 
77 FN 76. 
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proposed person(s) does (do) not fulfil the required competences78 or in case of (iii) 
incompatibility79, Deans can either appoint qualified persons or instruct the heads of institutes 
again to make a proposal.  

Heads of service units and heads of service groups of structural elements with service 
tasks under direct responsibility of the service department services faculty, are 
appointed by Deans.80 

 Appointment of functionaries in the non-scientific area 
Heads of service departments are appointed by the Rectorate due to a proposal81 of the 
competent member of the Rectorate according to GO. In this context, the competent member 
of the Rectorate according to GO initiates an advertisement procedure82 and makes a 
corresponding proposal after expiry of the application deadline. As far as (i) within an 
appropriate time period83 no proposal is made or (ii) the person(s) proposed does (do) not fulfil 
the required competences84 or (iii) in case of incompatibility85, the Rectorate can either carry 
out the advertisement procedure itself or instruct the competent member of the Rectorate 
according to GO again to make a proposal. 

Heads of service units und heads of service groups are appointed by the competent 
member of the Rectorate according to GO due to a proposal86 of the head of service 
department. In this context the competent member of the Rectorate initiates the appointing 
procedure and instructs the head of service department within an appropriate time period87 to 
make a proposal. As far as (i) within an appropriate time period88 no proposal is made or (ii) 
the person(s) proposed does (do) not fulfil the required competences89 or (iii) in case of 
incompatibility90, the competent member of the Rectorate according to GO can appoint a 
qualified person or instruct the head of service department again to make a proposal.  

 Explanatory notes related to the appointment of functionaries  
Information to the Faculty Council and opinions of the Faculty Council or the responsible heads 
of institutes must be effected in written form before appointing the respective functionaries. 
Corresponding proposals of the functionary entitled to appointment must also be made in 
written form with email correspondence complying with the requirement of written form.91 If the 
proposal includes more qualified persons (three candidates proposed), the functionary entitled 
to appointment must finally decide.  

After appointment to function the Rector grants the corresponding powers. These powers 
become effective only upon being granted by the Rector and not automatically upon 
                                                      
78 See 3.6.7 and 3.7.7. 
79 See 3.6.7. and 3.7.7. 
80 Regarding incompatibility and competences see 3.6.7 and 3.7.7.  
81 The proposal can include a name or a shortlist of three candidates. 
82 § 107 UG. 
83 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make 
an appointing proposal is 3 months. In principle, this period cannot be extended. 
84 See 3.5.8. 
85 See 3.6.7 and 3.7.7 
86 The proposal can include a name or a shortlist of three candidates. 
87 Individually agreed time period, which is based on the size of the structural element, the complexity of the 
individual matter and the number of the employees. The maximum period to be agreed (maximum period) to make 
an appointing proposal is 3 months. In principle, this period cannot be extended. 
88 FN 83. 
89 See 3.6.7 and 3.7.7.  
90 See 3.6.7 and 3.7.7. 
91 This email should clearly include the sender. 
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appointment. Powers granted to Deans of Studies and Vice Deans of Studies by the 
competent member for academic affairs of the Rectorate according to GO are excepted 
therefrom.  

Any appointment including granting of power92 is published by the service department Data 
Protection and Document Management in the University Gazette. 

 Appointment of further functionaries  
Project leaders are appointed by the person entitled to approve93 immediately upon approval 
of the project. After appointment to function the Rector grants the corresponding powers. 
These powers become effective only upon being granted by the Rector and not automatically 
upon appointment. 

Deans of Studies and Vice Deans of Studies are appointed by the competent member for 
academic affairs of the Rectorate according to GO in agreement with the competent Dean and 
after written opinion of the relevant curriculum committees. The corresponding powers are 
granted by the competent member for academic affairs of the Rectorate according to GO.94 

Immediate superiors are not subject to an individual act of appointment, but are immediate 
superiors of the employees assigned to them as soon as they are appointed to a function and 
have the related rights and obligations.95  

 Dismissal of functionaries 
Dismissal from a function – both in the faculties and in the non-scientific area - amongst other 
things can be due to justified loss of confidence, insufficient health qualification, severe 
misconduct (eg breach of the employment contract) and conviction of a criminal offence with 
intent. Each case is evaluated individually. Dismissal or revocation of corresponding powers 
do not result in the termination of the employment contract.  

Dismissal from a function is effected by the functionary entitled to appoint. In doing so, relevant 
steps - analogously to the appointment – are to be taken and to be cancelled accordingly.  

On the occasion of dismissal the powers involved are to be  revoked by the Rector96 97. Powers 
granted to Deans of Studies and Vice Deans of Studies by the competent member for 
academic affairs of the Rectorate according to GO are excepted therefrom.  

Any dismissal including revocation of powers – also dismissal including revocation of powers 
of Deans of Studies and Vice Deans of Studies by the competent member for academic affairs 
of the Rectorate according to GO – is published by the service department Data Protection 
and Document Management in the University Gazette. 

                                                      
92 As well as any change. 
93 A person is entitled to approve if she/he is entitled to sign the research contracts due to her/his power taking the 
amount limit into account (person entitled to approve), see powers to conclude research contracts, see 2.5.2.   
94 See 3.8.2.  
95 See 3.10 
96 With the exception of the withdrawal of the powers of Dean of Studies and the Vice Deans of Studies by the 
competent member for academic affairs of the Rectorate according to GO. 
97 See form application to revoke powers: https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-
und-dokumentenmanagement/vollmachten/ 
 

https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-und-dokumentenmanagement/vollmachten/
https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-und-dokumentenmanagement/vollmachten/
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 Withdrawal of functionaries  
Notwithstanding the above, every functionary – both in the faculties and in the non-scientific 
area – is entitled to withdraw from the function without any reasons, as far as the functionary 
entitled to appoint is verifiably informed in advance.98  

If an important reason is given, in particular due to disease, withdrawal is possible with 
immediate effect. In all other cases withdrawal will only become effective after expiry of 14 
calendar days upon statement of withdrawal.  

Revocation of all powers related to the function is effected by the Rector. Revocation of powers 
granted to Deans of Studies and Vice Deans of Studies by the competent member for 
academic affairs of the Rectorate according to GO are excepted therefrom.  

Any dismissal including revocation of powers – also dismissal including revocation of powers 
of Deans of Studies and Vice Deans of Studies by the competent member for academic affairs 
of the Rectorate according to GO – is published by the service department Data Protection 
and Document Management in the University Gazette. 

 Powers  
A distinction is made between powers  

 for awarding contracts and purchases, 
 for concluding research contracts,  
 for other issues (“special power“) and  
 § 27-UG powers (“statutory power“)  

These powers, except for the statutory power according to § 27 (1) UG, are granted by the 
Rector. The powers are effected at the moment of granting them (either with the date of 
granting them or with a date to be agreed upon in future) 

The powers mentioned above 

 are not transferable  
 do not entitle the right to grant powers themselves, not even in the case of 

representation (subpower). 

Powers of functionaries of superior structural elements are not limited by powers of 
functionaries of inferior structural elements. In principle, functionaries can only conclude 
contracts covered by the budget assigned to them and which exclusively concern their own 
structural element.  
 
Contracts concerning more structural elements must be signed by all authorised functionaries 
of the structural elements concerned with the amount applicable for the whole TUW being 
relevant for each functionary’s authority to sign related to the amount limit.99  

This rule does not apply to Grant Agreements of the European Commission with only one 
electronic signature being possible. Thus, Grant Agreements concerning more structural 
                                                      
98 See form application to revoke powers: https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-
und-dokumentenmanagement/vollmachten/ 
99 Eg 2 research units of different faculties carry out a contract research project for a customer. Each research unit 
receives EUR 75.000, thus it makes a total amount of EUR 150.000. Since the total amount of the research project 
exceeds the research power of heads of research units of EUR 100.000, both heads of institutes are signatories, not 
both heads of research units. 

https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-und-dokumentenmanagement/vollmachten/
https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-und-dokumentenmanagement/vollmachten/
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elements within a faculty or a department of the Rectorate can only be validly signed by the 
functionary of the joint superior structural element. If structural elements of different faculties 
are concerned, the competent member of the Rectorate according to GO must sign. 

 Powers for awarding contracts and purchases (power for contracts and 
purchases) 
Powers for awarding contracts and purchases which entitle to receive services of third parties 
are limited to a certain amount of EUR excl. VAT (however, including other taxes and fees, if 
any100) per transaction. The relevant amount of EUR is linked to the respective function in the 
structure (eg Dean, head of institute or head of service department, head of research unit or 
head of service unit, EUR 50.000 each, research group leader or service group leader, project 
leader EUR 10.000 (project leader power) each). The mentioned amount limits for powers for 
contracts and purchases are also applicable, if the respective amount limit is not exceeded in 
the original, but in a later legal transaction, which is to be considered a contract extension or 
amendment. If the amount of EUR 50.000 (excl. VAT) is exceeded, no conclusion of contract 
(and no signing, either) must be made by the authorised functionary. In this case the 
competent persons according to GO or TUGIB (TU Wien Großgeräte Investitions- und 
Betriebs- GmbH) award the contract / the purchase).  

The power for contracts and purchases also includes the acceptance of gifts, as far as no 
additional obligations beyond accepting the gift (“conditions“)101 are included. 

Before any contract or purchase is awarded (including acceptance of gifts) the authorised 
functionaries must clarify infrastructure measures (eg rooms, statics, building services) in a 
timely manner in advance with the service department GUT and seek the approval of the 
competent member of the Rectorate according to GO. 

 Powers for concluding research contracts (research power) 
Powers to conclude research contracts entitle   

 to conclude contracts concerning finance and implementation; and 
 to prepare research projects in the respective structural element.  

The following contracts are limited to a certain amount of EUR excl. VAT per transaction 
(according to the TU Wien project volume102). The relevant amount of EUR is linked to the 
respective function in the structure (eg Dean, head of institute, EUR 400.000 each, head of 
research unit EUR 100.000). The mentioned amount limits for powers for research powers are 
also applicable, if the respective amount limit is not exceeded in the original, but in a later legal 
transaction, which is to be considered a contract extension or amendment.103 This includes 
amongst others the following research contracts 

 offers and funding proposals including involved documents (eg letter of intent), 
 research funding contracts, consortium agreements, contract research agreements, 
 non-disclosure agreements, 
 contracts about scientific services (eg measuring, studies and analyses), 

                                                      
100 Eg fees for transactions according to the Fees Act (Gebührengesetz). 
101 The gift can be subject to the fulfilment of special conditions determined by the donor like use for a special purpose.  
102 TU Wien project volume includes a) amounts paid to TU Wien for carrying out research, b) in-kind contributions, 
if any, c) funds held in trusteeship for other project partners, if any, see Guideline by the Rectorate on powers and 
research projects [§§ 26, 27 and 28 Universities 2002 (UG)]. 
103 Eg a research project contract with a project volume of EUR 380.000 is increased by a later contract amendment. 
The later contract amendment is not covered by the research power of the Dean or the head of institute, because the 
limit of EUR 400.000 is exceeded. 
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 exploitation agreements concerning research results (material transfer agreements, 
softwarelicensing agreements and know-how license agreements – except patent 
licensing agreements and patent sales agreements). 

 

Other declarations to be made together with research contracts, like 

 declarations of pre-financing and co-financing, 
 legal entity forms, 
 state-aid declarations, 

must be signed by the competent member of the Rectorate according to GO. In certain 
cases104 authorised functionaries are obliged to submit the contracts mentioned above to the 
service unit Research and Transfer Support or European and International Contract Service105 
for review and approval before signature. If the amount of EUR excl. VAT calculated on the 
basis of the TU Wien project volume is exceeded, no conclusion of contract (and no signing, 
either) must be made by the authorised functionary. Concluding the contract or signing is 
exclusively reserved to the head of a superior structural element or to the competent member 
of the Rectorate according to GO as far as the respective person has the corresponding power. 

 § 27-UG Powers 
Heads of organisational units (Organisationseinheiten, OE) with teaching and research 
tasks106 already have power to conclude certain specifically listed transactions according to 
the law (“legal power” according to § 27 (1) UG) due to their appointment.   

However, project leaders are authorised by the Rector to conclude transactions necessary to 
implement the contract and to dispose of the money within the receipts from this contract 
(“project power“).107 If project leaders are heads of the institute concerned or the research 
unit or the faculty, project approval is made by the head of the superior structural element.108 
Both types of powers are subject to the amount limits of the Guideline by the Rectorate on 
powers and research projects [§§ 26, 27 and 28 Universitätsgesetz 2002 (UG)]  and the 
provisions of this section (reserved transactions, obligations to submit). 

 Excepted legal transactions and legal acts 
Legal transactions and acts not covered by the powers mentioned above must not be carried 
out or concluded („reserved transactions“), eg  

 concluding employment agreements, 
 instructing tax consultants, attorneys at law, patent attorneys, 
 concluding framework agreements which impose an obligation on TU Wien, if no budget 

is determined (without any remuneration stated), 
 concluding legal transactions connected with building projects, maintenance, 

relocations, spatial management and safety, 

                                                      
104 Organisational units with teaching and research tasks at TUW are faculties and institutes according to Orgplan, 
for details see Guideline by the Rectorate on powers and research projects [§§ 26, 27 and 28 Universitätsgesetz 
2002 (UG)].  
105 Previously European and International Research Support. 
106 OE with teaching and research tasks according to the Guideline by the Rectorate on powers and research 
projects [§§ 26, 27 and 28 Universitätsgesetz 2002 (UG)].  
107 See 3.9.1. 
108 If eg heads of institutes are project leaders at the same time, approval is made via the project database (PDB) by 
the competent Dean. 
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 concluding legal transactions which require approval by a body of the university109 as 
per law (eg formation of and participation in companies and foundations, adoption of 
educational cooperations like double degree programmes), 

 concluding agreements on educational and university management projects according 
to § 28 UG,  

 renting and letting rooms, buildings, premises,  
 banking transactions of all kinds, 
 acceding to associations, 
 investments of any kind, 
 purchasing, selling and leasing of vehicles, 
 concluding patent licensing agreements and patent sales agreements, 
 legal transactions which do not allow for determining the contributions in kind of TUW 

eg due to regulations of interest (eg loans, credits), 
 organising and carrying out university courses, 
 insurance contracts, 
 selling equipment (eg telephone, notebook); concerning items for continuous use in 

business, 
 accepting gifts under conditions.  

Concluding these legal transactions is reserved to the competent persons or the Rectorate 
according to GO.110 

 Powers for other matters (special power) 
Powers for other matters (special powers) are to be granted on application111 by the Rector in 
accordance with the competent member of the Rectorate according to GO or the competent 
Dean and the immediate superior on an individual case basis. This special power is made 
individually and can deviate both from the amount limits under item 2.5.1. and item 2.5.2. and 
can exceptionally include the conclusion of reserved transactions according to 2.5.4. The 
applicant is not entitled to have the power granted. Special powers can be revoked by the 
Rector at any time.  

 Delegations 
Transferring competences, which only concern internal processes and thus do not result in 
legal representation towards third parties (“delegations“), do not require a power to be 
granted. Delegations can be granted by the competent member of the Rectorate according to 
GO.112 

 Abuse of power and consequences 
The following examples constitute an abuse of power  

 exceeding the amount limit,  
 exceeding the limit relating to contents (eg signing a reserved legal transaction 

according to 2.5.4), 
 neglecting internal instructions or guidelines (eg instruction not to sign the contract 

concerned or to sign it only on certain conditions; non-submission of the research 

                                                      
109 Eg approval by the University Council, decision of the Rectorate. 
110 Sometimes additional approval of the University Council is required. 
111 Application for granting a special power  https://www.tuwien.at/tu-wien/organisation/zentrale-services/datenschutz-
und-dokumentenmanagement/vollmachten/. 
112 Written form recommended. 
 

https://www.tuwien.at/tu-wien/organisation/zentrale-services/datenschutz-und-dokumentenmanagement/vollmachten/
https://www.tuwien.at/tu-wien/organisation/zentrale-services/datenschutz-und-dokumentenmanagement/vollmachten/
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contract to the service unit Research and Transfer Support or to the service unit 
European and International Contract Service113; breach of the Financial Management 
Guidelines). 

In all of these cases the Rector or the Rectorate (in case of a statutory power) can revoke the 
power. In addition, the breach of the empowered functionary can result in liabilities to 
damages. 

 Termination of power 
Powers terminate 

 upon termination of the employment relationship with the Federal Government or the 
employment contract with TUW,114 

 upon loss of function115,  
 automatically by lapse of time, if a time limit is agreed or with the end of the project,  
 any time if revoked by the Rector116. 

The power must be formally revoked by the Rector in each case of the above-mentioned 
reasons for termination (except automatically by lapse of time) The form “application to 
revoke powers“ must be used accordingly.117 

 Workflow powers 
Except for the statutory power according to § 27 (1) UG (due to the law no granting of extra 
power is required), all powers are immediately granted by the Rector. Granting of power is 
effected on the occasion of appointment to a function (eg in connection with installing a new 
structural element) or on the occasion of project approval and nominating the project leader. 
Except for the statutory power according to § 27 (1) UG all powers granted are published by 
the department Data Protection and Document Management in the University Gazette. The 
revocation of powers has to be effected by the Rector as well.  

The relevant forms must completely be filled out and be submitted to the department Data 
Protection and Document Management.  

 Representing functionaries 
If a head is not available118 (i) he/she decides or (ii) if he/she is unable to act119, the head of 
the superior structural element decides if 

 he/she will further be involved in the decision procedures within this period; or 
 the head of the superior structural element acts as a representative.  

Representation by a head of a subordinate structural element – including short-term 
representations eg in case of vacation – is not allowed.  

                                                      
113 Previously European and International Research Support. 
114 Retirement. 
115 Including loss of function as project leader as soon as the project ends at a time according to contract.  
116 In particular in case of special powers possible. 
117 https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-und-

dokumentenmanagement/vollmachten/ 
118 Not being available is not subject to certain reasons. However, the state of not being available may not last more 
than 6 months. 
119 Being unable to act are those persons who are not able to handle their matters in a reasonable and proper way 
and behave in a legitimate way, see § 141 ABGB.  
 

https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-und-dokumentenmanagement/vollmachten/
https://www.tuwien.at/tu-wien/organisation/zentrale-bereiche/datenschutz-und-dokumentenmanagement/vollmachten/
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Being unable to act are those persons who are not able to handle their matters in a reasonable 
and proper way and behave in a legitimate way, see § 141 ABGB. 

If the absent head is represented, the representative undertakes the tasks allocated to the 
head. The representative is responsible for her/his decisions. 

If the position of head of an already installed structural element is vacant for more than 6 
months, a new head must be appointed.120 

 Representing in the faculties 

Deans → Rector 

Heads of institutes → Deans 

Heads of research units →  Heads of institutes 

Heads of research groups →  Heads of research units 

 Representing in the non-scientific area 

Heads of service department → the competent member of the 
Rectorate according to GO  

Heads of service units →  Heads of service departments 

Heads of service groups →  Heads of service units 

 Representing Dean of Studies and Vice Dean of Studies  
If Deans of Studies are not available121 Vice Deans of Studies - if appointed – fully undertake 
the tasks of the Dean of Studies not available. If no Vice Deans of Studies are appointed, the 
competent member for academic affairs of the Rectorate according to GO is representing.  

If Vice Deans of Studies are not available to fulfil their tasks, the competent Deans of Studies 
are representing. If both Deans of Studies and Vice Deans of Studies are not available, the 
competent member for academic affairs of the Rectorate according to GO is representing.  

  

                                                      
120 Exceptions can be made. 
121 Not being available is not subject to certain reasons. However, the state of not being available may not last more 
than 6 months. 
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