L)_L"‘ am."c"mln."u:ala." Title . Processing of Completion of Project

mﬁ.}} )L’,',l:/' &9’;9/\4\5 Version No:  : 03

; Revision No : 01
Garden of Knowledge and Virtue

Effective Date : 14/7/2023

PROCESSING OF
COMPLETION OF
PROJECT

Prepared By:-
P

Approved By:-

(Signature)

L5

hl
(Signature) /YY\/

Name : Nurain binti Mohd Zuber

Name : Prof. Dr. Amir Akramin Shafie

Position : Assistant Director
Grant Management Unit
Research Management Centre

Position : Director
Research Management Centre

Date : 14/07/2023

Date : 14/07/2023

Page 1 of 5




Leeals LA

LiulLa MHIMLJIMLII Jitle

B o L s R Ref.No.  : RMC/GMU/20

t \n/'l

Version No: : 03
{ShAs. v 01

Revision No

R Effective Date : 14/7/2023

1.0

2.0

3.0

4.0

5.0

OBJECTIVE

The procedure is established to ensure that the process of monitoring the completion of project is

strictly adhered.

SCOPE

This procedure is used by the GMU, RMC to process the completion of the research project in

the RMSV2.

PROCESSING DURATION
The process takes maximum five (5) working days to complete.

ABBREVIATION (If any)
AD Assistant Director
DD GMU Deputy Director (Grant Management Unit)
HOR Head Of Research
EO Executive Officer (Grant Management Unit)
MOHE Ministry Of Higher Education
PI Principal Investigator
RMC Research Management Centre
RMSV2 Research Management System Version 2
SAA Senior Admin Assistant
KCI Kulliyyah/Centre/Institute
REFERENCE
5.1 Policy and Guidelines for research grant

5.2 Dokumen Tadbir Urus DP KPT Edisi Kelima
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6.0 RESPONSIBILITY AND DETAILED PROCEDURE

RESPONSIBILITY DETAILED PROCEDURE
DD GMU 5.1 Receive verified application in RMSV2 to be approved or rejected.
AD/EO 5.2 Verify and check the application and completion report in RMSV2 for
approval.
HOR 5.3 To check and recommend the completion report and application in the
RMSV2.
PI 5.4 Submit the completion letter and final report (with complete required
documents) to apply for project completion in the RMSV?2.
5.5 Print copy of completion letter which was email to researcher once
SAA approved for filing

7.0 RECORD RETENTION PERIOD

NO.

QUALITY RECORDS

RETENTION PERIOD LOCATION

RESPONSIBILITY

Completion letter

7 years after release of completion Filing room

letter

RMC

SAA
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8.0 PROCESS FLOW

Responsibility

PI/Researcher

RMSV2

HOR

RMSV2

AD, GMU

RMSV2

e

Flow Chart

Submission of final project report with related
documents in RMSV2

A 4

Email notification from RMSV2 to HOR for
details checking & recommendation

Rejected

RECOMMENDATION

l Recommended

Email notification from RMSV2 to AD, GMU
for verification and CC-ed to the researcher

l

Rejected

¢ Verified

Email notification from RMSV2 to DD, GMU
for approval and CC-ed to the researcher

!
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Remarks

Checklist of completeness

1. Completion of project online

2. Full Report

3. Infographic on the Research
Outcome

4. Project Profile

5. Evidence of the following
document uploaded in IREP:
a. Publications
b. Conference Paper

6. Evidence of updated
achievement of the project in
the funder's online system
such as MyGRANTS.

3 days

3 days
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DD, GMU

RMSV2

SAD

APPROVAL 3 days

Approved

Email notification from RMSV?2 to researcher
on approval of research completion, cc-ed to
GMU email

Print copy of completion letter which was
email to researcher once approved for filing

!
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