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PART A: Please complete Section A-1 OR Section A-2
Section A-1:  PROJECT PARTICULARS 
	PRINCIPAL INVESTIGATOR
	

	DEPARTMENT / FACULTY
	

	SOURCE OF FUNDING
	

	UTAR VOTE ACCOUNT NO.
	

	CATEGORY
	


Section A-2:  DETAILS OF EVENT

	EVENT TITLE
	

	VENUE & DATE
	

	ORGANISER
	

	STAFF IN CHARGE
	

	DOES THIS EVENT COLLECT REGISTRATION FEE? (Please tick ( / )
	Yes (Proforma Invoice Required)
No




PART B:  DETAILS OF SOUVENIR RECIPIENT
	NO
	NAME
	ROLE
	UNIVERSITY/

ORGANISATION

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	


PART C:  DETAILS OF SOUVENIR REQUISITION

	No
	SOUVENIR ITEM REQUESTED
	QTY
	UNIT PRICE 
	TOTAL AMOUNT
	6% GST (IF APPLICABLE)
	TOTAL AMOUNT INCL. GST

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	


	
	I have check the availability of the above item(s) from DCCPR. 


PART D :  APPROVAL
	Requested by:

Applicant


	(
	Supported by 

PI (If PI is not an Applicant)
	(
	Supported by 

Dean of Faculty
	

	
	
	
	
	
	

	Name : 
	
	Name : 
	
	Name : 
	

	Date : 
	
	Faculty:
	
	Faculty:
	

	
	
	Date :
	
	Date :
	


	Verified by IPSR Officer


	(
	Approved by IPSR Director
	(
	Souvenir Issued By

DCCPR

	Sufficient budget


	
	
	
	

	Name : 
	
	Name : 
	
	Name : 

	Date : 
	
	Date : 
	
	Date : 

	
	
	
	
	


Note: 
1. Please check the availability of item from DCCPR before submit this form.

2. If registration fee is not collected, this souvenir is considered as ‘Gift”. As such, applicant is required to fill up details under Web2( Staff Portal( Gift Register System

3. A copy of this form duly completed by DCCPR, Original Delivery Note and Proforma Invoice (if applicable) to be issued by DCCPR to the applicant upon issuing of Souvenir.
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