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For process flow, refer Appendix 1

OBJECTIVE : To outline request for souvenir under research related activities. This includes souvenir
requisition for Type A/Type B event, event by Research Centre, event using
Surplus account etc.
SCOPE : Souvenir request from DCCPR only
DEFINITION :IPSR - Institute of Postgraduate Studies & Research
DFN — Division of Finance
DCCPR - Division of Corporate Communication and Public Relation
PROCESS DETAILS INTERFACE RESPON-
No. SIBILITY
1.0 Application for Souvenir Requisition from DCCPR
1.1 Applicant submit the completed Souvenir Requisition Hardcopy Applicant
Form to Faculty/RC Chairperson
1.2 Submit Souvenir Requisition Form to IPSR after Hardcopy Faculty/RC
recommendation by Dean/RC Chairperson
1.3 Check the request Hardcopy IPSR Officer
(a) Souvenir Requisition Form is complete
(b) Budget is sufficient
1.4 Verify the request Hardcopy IPSR Officer
(a) If 1.3 above is “Yes” — proceed to 1.5
(b) If at least one of the above is “No”— inform applicant.
Go backto 1.1
15 Approve/does not approve the request Hardcopy IPSR Director
1.6 Request approved? Email IPSR Officer
(a) Yes — Send the approved Souvenir Requisition
Form to applicant.
(b) No — inform applicant. Go back to 1.1
2.0 Collection of Souvenir from DCCPR
2.1 Applicant submit approved Souvenir Requisition form to Hardcopy Applicant
DCCPR
2.2 Check: Item is available? Hardcopy DCCPR
(&) Yes — Proceed to 2.3.
(b) No - inform applicant on non-availability and to
alert applicant once the item is available. Go
back to 2.1
2.3 Check: Does the event collect registration fee? Hardcopy DCCPR
(8) Yes — Issue the following to applicant:
(i) Souvenir
(i) Proforma Invoice.
(iii) Original Delivery Note
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PROCESS DETAILS INTERFACE RESPON-
No. SIBILITY
(iv) A copy of Souvenir Requisition Form
duly checked by DCCPR
Proceed to 2.4
(b) No - Issue the following to applicant:
(i) Souvenir.
(iiy Original Delivery Note
(iii) A copy of Souvenir Requisition Form
duly checked by DCCPR
Proceed to 2.6
2.4 Applicant submit the following document to IPSR: Hardcopy Applicant
(a) Original Proforma Invoice
(b) Original Delivery Note
(c) A copy of Souvenir Requisition Form duly
checked by DCCPR
25 IPSR submit Memorandum to DFN to deduct payment; Hardcopy IPSR Officer
attached with:
(a) A copy of Souvenir Requisition Form duly
checked by DCCPR,;
(b) Original Delivery Note; and
(c) Original Proforma Invoice
Proceed to 2.7
2.6 Provide monthly inventory report to DFN (cc IPSR) Email DCCPR
2.7 DFN proceed for payment DFN
Note:
1. Below are the documents that need to be kept by each department:
No Item PI DCCPR IPSR DFN
Souvenir Requisition
1 Form Copy Original Copy Copy
2 Delivery Note Copy Copy Copy Original
Proforma Invoice (if
3 applicable) Copy Copy Copy Original

UTAR-IPSR-




UNIVERSITI TUNKU ABDUL RAHMAN

Procedure Title : SOUVENIR REQUISITION (RESEARCH RELATED ACTIVITIES)

Form Number : QP-IPSR-R&D-052 | RevNo:0

| Effective Date: 14 June 2017 |  Page No: 3 of 4

{a) Soweenir Baquisition Form
is Complsis
(b} Budget is susfficient

A ’IH‘*
" 14ARGE T bl No
meabaufisa";.- - Inforrm

-

<’f apgiicant |
. werifad? ’_/-’
H\"‘h_,.-""

{a) Yes

o approwe the

T
1.5 IPSH Direclor
request

I/f”lﬁ n,qu} i} Mo
L. approved? o

-

{al Yes

¥
1.8 Send approsed
Souw enir Requisiton Form

fo applicant.

)
"/

Appendix 1
Aef Mo = IPEA'ROVFlowchary
Department - Insitute of Posigraduate Swudiss and Research Irstibuse of Postgraduale Studiss and Bsssanch
Process Tide - Application for Souvenir Requisidon from DCCPR Cpartment of Fnamos
DCrats H DO ision of Corporats Communication and Public Relation
Version = 1.0 Ras=sarch Aelated Actv itiss
Page: 1of1 Debvery Order
Hpplicant I.f?.nanrhl
Ml A
¥
1.1 Applicart submit
compsie Soweenir
Rieguisition Foem (ARA) [
o Faculty' BT
r T
FE;Fw“:HcM 1.2 Submit Foem 1o
. IPZA after
recormnmendation by
Dean'AC Chaipsrson
¥
IPSR 1.3V eridy thes regusst:

UTAR-IPSR-




UNIVERSITI TUNKU ABDUL RAHMAN

Procedure Title : SOUVENIR REQUISITION (RESEARCH RELATED ACTIVITIES)

Form Number : QP-IPSR-R&D-052 | RevNo:0 | Effective Date: 14 June 2017 | Page No:4of 4
e No IFSA'ADFowcharl’
Daepartrmiar Insifuia of Posigracuats Shudics and Resoanch Insiriuio of Fosigradoalo Siudies and Research
Frooess THa Colecson of Sowesnlr from DCCFR Danarisan of Finanos
D Division ol Componata Commurication and Publc Resabion
Vrsion 1.0 Roscarch Rotaind ActBos
“age: 1ot Dedwary Oirtar
Bppiican a"‘d_.-_,:_““&
i Al !
==
T -
2.1 Apoilcant subme 2.4 Applicant submit the lolowing fo
aporovod Sounesni IPER 1or ey
Requisition Form s |« - {0 Frolorma Invoica,
DCCPR or colsction ol {1y Criginal Dadwary Mote and
SoLvEnr M)A oopy of Soussnir Requisiion
| Form culy chacked oy DCCPR
PR I
il _ Imiorm apoiicart on |
" 23 Hamis H,_'f“ MO e sk o
'l\___\_h\ aailnbie? ™ inalart applicant
e pnog The Hem s
H“'H._h o availabla
L
) Yo
T
e
-~ -, b5 the olowing i applicant
- - e T - {1} SoLMarin,
- ;m::_"ﬂsb:_ e e b (i} Profiom=a. Insoios,
E'.\_h Era:;mﬁT E [W} Criginal Dalvasy Mola and
., rag - [t} oogy of Sousenic Requision Form
. f,ﬁ‘ culy checked by DCCPA
o,
“‘u"'rf ho
4
Exu T jollowing Io appscant:
1) Souwenir,
i} Onginal Dalvary MNola and
[} & copy of Souvenir RequisiBon
Foorms duly checked by DCCFR
2B Frowida monihly
repat o DFM joo
IPSR)
FaR
25 FER propan
i e OFM for
R TG pUIpOsES
DiFN
ZT DFM processd
fior panymant
II-_-I—.'.—\-\_\I\lh
W
UTAR-IPSR- 4




