
FLOWCHART GUIDELINES ON FUNDING OF POSTGRADUATE STUDENTS’ PARTICIPATION IN CONFERENCES USING SURPLUS OF 
INCOME GENERATED FROM RESEARCH CENTRES’ ACTIVITIES 

 
 

APPLICATION 
 

ADVANCE PAYMENT 
 

POST CONFERENCE 

    
 
 
 

 
 
 
 

 
 
 
 

 
          
 
   

 
 
 
 

 
      
 
 

• Extend copy of conference 
report & the set of conference 
papers to RC Chairperson 

IPSR 

 
• Prepare conference report 
• Attach set of conference 

papers 
• Submit report and claim 

form to IPSR 
 

Applicant 

Report 
• Comment on report 

Director IPSR 
Claims 
• Verify claims 
• Issue memo to finance to issue 

payment to applicant 
 

IPSR 

 
• Apply for advance payment in 

memo format 
• Submit request for advance to 

Director IPSR 
 
 

Applicant 

• Verify the request and inform 
applicant 

• Issue memo to finance to issue 
cheque to applicant 

 
IPSR 

• Complete application form 
• Attach supporting document 
• Submit to RC chairperson 

Applicant 

• Evaluate and make recommendations 
• Submit to Dean 

RC Chairperson 

• Inform applicant about approval 
details 

 IPSR 

No 

Approved ? 
Director IPSR 

• Evaluate and make recommendations 
• Submit to Director IPSR 
 

Dean Faculty/Institute 

Yes 

Application Timeline: 4 weeks before date of local 
conference & 8 weeks before date of international   
conference 

 

Submission of conference report & claims: Within 2 
weeks upon return from conference 


