[bookmark: _GoBack]General procedures for sending samples and payment for undergraduates from other department/faculty in UM





image1.emf
Generalproceduresforsendingsamplesandpayment

forundergraduates/postgraduates

fromotherdepartment/facultyinUM

Officerincharge/assiststaff

sendsamplestogeneralstaff

togetherwith'AgreementforUsage'signedby

thestudents'supervisor,andsamplesinfo.

Undergradutes/

postgraduates

Report

Sampleswillbeanalysed.

OfficerinchargewillinformedUMBursarytotransferthepaymentfromthedepartment'saccountoftheundergraduatestoourdepartment

accountaftertheanalysisofsamplewascarriedout.

Asforpostgraduates,thesubmmissionof'Invoice

Commitment'/'InterDepartmentJournal'(Dependson

theirrespectivegrantsystem)arerequired

Forundergraduates,anadditionaldeclarationletterfrom

theirHODisrequiredtoacknowledgethattheir

departmenthasallocationfortheirstudents

touseonsampleanalysis



