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F PROJEC

Start

The RIU receives duly completed end of project form

The RIU checks whether the document is complete or not complete. If
not complete, ask for the required documents. If complete, proceeds
to the next step.

The RIU updates ‘Pending for Completion’ in the RMS.

The RIU fills-up information in Checklist for Completion of Research
Project Form and verifies that all documents are in order.

The RIU checks on financial part. Is there any advancement yet to be
reconciled? Is there any committed budget? If yes, the RIU contacts
the researcher and notifies the Finance Unit.

The RIU checks whether there is any asset purchased? If yes, the RIU
requests the researcher to fill up and submit the ‘List of Equipment
Purchased Under Research Grant” form.

The RIU updates ‘completed’ status in the RMS.

The RIU prepares and issues the letter of completion to the researcher.

The RIU keeps the end of project form together with the
documents in the project’s file.

The RIU stamps ‘Complete’ on the cover of the file and signs.

The RIU sends the file to the Archive.

The RIU reminds the researcher to fill up and submit the
respective end of project report as required by the funder, if any.

End.
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