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SECTION 1: INTRODUCTION 
 

1 1 O  
 
The objective of Universiti Islam Sultan Sharif Ali (UNISSA) Research Leave and Grant 
Policies and Guidelines is to provide a comprehensive set of guidelines for research and 
reference to its academic staff  research coordinators and committees at the 
Faculties Centres and approving authorities  

 
1 2 E  D  

 
7th August  

 
1 3 D  

 
Under these Policies and Guidelines  unless other ise stated  
 

A   means a research project hich as left uncompleted ( ith or 
ithout utilising the grant)  or no progress report as presented at all  after the due 

date of completion as stipulated in the UNISSA s approval letter   
 

A  refers to a place here the researcher stays during the research 
trip   
 
     refer to re uired references purchased ith the grant 
funds  
 
 C   means a research project completed by the researcher(s) in 
achieving the objective(s) and submitting the final report   
 
 C R  means another other researcher(s) underta ing the research  
 

D   means an incomplete research project hich has passed the due 
date of completion as stipulated in the UNISSA s approval letter   
 

E  refers to any tools hich are necessary  vital  and directly related to the 
research project e g  computer  scanner  tape recorder  digital camera  soft are  etc  
 



[ 7 ]

 

 
 

 
 
 
 
 

SECTION 1: INTRODUCTION 
 

1 1 O  
 
The objective of Universiti Islam Sultan Sharif Ali (UNISSA) Research Leave and Grant 
Policies and Guidelines is to provide a comprehensive set of guidelines for research and 
reference to its academic staff  research coordinators and committees at the 
Faculties Centres and approving authorities  

 
1 2 E  D  

 
7th August  

 
1 3 D  

 
Under these Policies and Guidelines  unless other ise stated  
 

A   means a research project hich as left uncompleted ( ith or 
ithout utilising the grant)  or no progress report as presented at all  after the due 

date of completion as stipulated in the UNISSA s approval letter   
 

A  refers to a place here the researcher stays during the research 
trip   
 
     refer to re uired references purchased ith the grant 
funds  
 
 C   means a research project completed by the researcher(s) in 
achieving the objective(s) and submitting the final report   
 
 C R  means another other researcher(s) underta ing the research  
 

D   means an incomplete research project hich has passed the due 
date of completion as stipulated in the UNISSA s approval letter   
 

E  refers to any tools hich are necessary  vital  and directly related to the 
research project e g  computer  scanner  tape recorder  digital camera  soft are  etc  
 

 

 
 

H  I   refers to ournals that are listed in SCOPUS ISI oS ERA   
 

I   refers to reno ned and leading journals in various fields listed by 
specific publishers  societies or institutions and recognised by the research community 
globally   
 

P   refers to transportation e penses  including daily allo ances for trips 
directly related to the research project  
 

R   refers to journals that publish articles that have been evaluated 
and approved for publication by evaluators appointed by the ournals  Editorial 
Committee   
 
 R  A  refers to an assistant ho can help the researcher in conducting 
research  
 

G  R  A  refers to graduate student ho is enrolled in UNISSA  
 
 R  means the principal researcher ho applies for the research grant 
and or research leave  
 

R  L   G  refers to research leave approved by the university ith 
funding   
 

R  L   G  refers to research leave approved or recorded by the 
university ithout any funding  
 

S  refer to stationeries or sample materials used in the research project  for 
e ample  paper  pens  pencils  and other disposable materials  
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SECTION : TER S O  RE ERENCE OR  
RESE RC  E E ND R NT CO ITTEE 

 
 
2 1 UNISSA R  L   G  C  (URLGC) 
 

There shall be a Research Leave and Grant Committee  hereafter refers to as UNISSA 
Research Leave and Grant Committee (URLGC)  The Committee shall be responsible 
for all matters relating to the applications for research grants and or research leave  
 
The Committee consists of the follo ing  
Deputy Rector (Chairman) 
Assistant Rector (Deputy Chairman) 
Registrar ( ember) 

ursar ( ember) 
Director of the Centre for Research and Publication  CRP ( ember) 
Deputy Director of CRP ( ember) 
Representative s from Faculty or Centre ( ember s) 

ead of Research Unit (Secretary) 
 
The Committee shall have the follo ing functions  

 
i) To recommend to the Principal Officers eeting (PO ) the e isting policies and 

regulations relating to Research Leave and Grant   
 

ii) To formulate policies  rules  and regulations on the university s research activities  
 

iii) To evaluate the research proposals and research feasibility submitted by academic 
staff or students through the Faculties or Centres  

 
iv) To recommend research projects and research leave ith or ithout grants  

 
v) To propose ays and means of enhancing the research activities  

 
vi) To recommend the endorsed research grant application to the Rector for 

approval  
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SECTION : UIDE INES OR RESE RC  R NT S IC TION 
 
 
3 1 R  G  
 

The research grant is a form of financial help to assist the academic staff to conduct 
research  The research grants are classified under the follo ing three main categories  

 
G  C  R  

( ) S  G  

 
The grant is classified as follo s  

(a) inimum ND  and not e ceeding ND5  

(b) Not more than 1  months  

(c) Recommended by the Dean Director  

(d) a imum number of researchers is three ( )  

( ) M  G  

 
The grant is classified as follo s  

a) A research project hich costs bet een ND5 1 
to ND1   

b) Not more than 1  months  
c) Recommended by the Dean Director  
d) a imum number of researchers is three ( )  

 

( ) L  G  

 
The grant is classified as follo s  

a) A research project hich costs above ND1 1 
to ND   

b) Not more than  months  
c) Recommended by the Dean Director  
d) a imum number of researchers is five (5)  

 

( ) P  G  

 
The grant is classified as follo s  
a) A research project hich costs above ND   
b) Not more than  months  
c) Recommended by the Dean Director  
d) a imum number of researchers is seven (7)  
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3 2 E :  
  

3 2 1 P  R : 
 

○ All full time academic staff including contract staff are eligible to apply for 
UNISSA s Research Grant   

○ Contract staff ho become the Principal Researcher must have at least one 
local academic staff as one of the co researchers  

○ All academic staff ho are on Study Leave or Sabbatical Leave are not entitled 
to apply for UNISSA s Research Grant   

o Each Researcher is entitled to be the Principal Researcher for a ma imum of 
t o ( ) research projects and become a co researcher for a ma imum of t o 
( ) research projects concurrently  E emption can be made on the ma imum 
number of research projects a researcher can underta e given the nature of 
the project such that the project(s) are significant for the country  This again 
depends on the approval of the URLGC  

 
3 2 2 R  M : 

 
o Research member must be among UNISSA academic staff only   

 
o Research member can be from other institutions or agencies  subject to the 

approval of the URLGC  
 
3 3 F  P : 
 

1 Every research grant holder(s) shall abide by the financial procedures of 
UNISSA  

 
 Upon the approval of the research grant application  the Assistant Rector 

issues a letter notifying the successful applicant(s) of the total amount and 
the duration of the research approved  

 
3 4 F  T  
 

1 Recommendation  Applications to transfer allocations bet een budget 
categories that have been approved previously are only allo ed ith the 
follo ing fre uency   
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G  C  
F    

 
Small and edium Grants               1  time 
Large and Premium Grants  times 

 
 Re uests to transfer allocations of funds can only be made during active 

research period no later than t o ( ) months before the end of the research 
period  Allocation transfer applications can be made after the research has 
been conducted for three ( ) months  

 
 All claims should be made ithin the research grant period  Any claims 

submitted outside of the research grant period ill not be reimbursed and ill 
not have any access to the research fund after the research grant has been 
completed   

 
 
 
 
 
 
 
 
 
 
 
 



[ 12 ]

 

 
 

SECTION : RESE RC  E E ND  
R NT IC TION ROCEDURES 

 
 
4 1 A  P   

 
1 1 An application for a research grant must be completed by using PPP 1 Form 

obtainable from the CRP or UNISSA ebsite  
 

1  The research committee of respective Faculties and Centres must assess the 
applications and then recommend them to the URLGC for consideration and 
approval  

 
1  The completed form should be submitted to the URLGC Secretariat  through 

the respective Dean of the Faculty or Director of the Centre  at least three ( ) 
months prior to the proposed date of commencement of the project  

 
1  The CRP compiles the applications and call for the URLGC meeting   

 
1 5 The Principal Researchers are called to defend their proposals  if necessary  

 
1  The URLGC may reject the application or ma e a recommendation of approval 

to the Rector  
 

1 7 Assistant Rector ill issue the letter of approval to the applicant s upon the 
approval of the research grant from the Rector  

 
1  CRP ill monitor the progress of the approved research and leave grant 

records such as budget utilisation  progress reports  final report  etc   
 
4 2 R  L  G   

 
1 Application for Research Leave can be made to the URLGC through the CRP  

   (3)  prior to the intended start date of the Research 
Leave  All applications should be accompanied by a completed  approved and 
verified Ris  Assessment Activity ased Form and Safety anagement Plan  

 
 Research Leave should only be used for underta ing a research project outside 

runei i e  not research or riting leave ithin runei 
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 The period of the Research Leave should be ithin a non teaching and 
assessment period   

 
 The Research Leave ill only be granted once every academic year for each 

research  
 

5 The ma imum duration of Research Leave ill not be more than  days per 
academic year per researcher  In e ceptional cases  the duration of the 
approved research leave can be e tended for another 1  days  subject to 
strong justification from the researcher and the Dean Director  If necessary  
the researcher may apply to use his her annual leave or unpaid leave to e tend 
the research leave duration   

 
 Researchers may use their Research Leave or part thereof for Research Output 

riting  
 

7 Days of travel and public holidays falling ithin the period of granted Research 
Leave shall be counted as part of that leave   

 
 In the case of contract staff  the Research Leave in the last si  ( ) months of 

his her contract ill only be approved in e ceptional circumstances   
 

9 Research Grant may be used to fund Research Leave  including a return 
economy airfare and a per diem of ND15  per day for a ma imum of 1  days   
This amount is to cover accommodation  transportation and meals during the 
research leave  

 
1  Research Grant and Leave can be ta en subse uently ith approved 

Conference Leave and Conference Grant or vice versa   
 

11 In case of Research Leave ta en subse uently ith Conference Leave  the 
airfare may be obtained from either grant  o ever  it must be specified at 
the time of application and be subjected to UNISSA s Conference Leave and 
Conference Grant Guidelines for eligibility   

 
1  Special consideration on the Research Leave may be given to isiting 

Professors ho reside at UNISSA for at least 1  months by applying for the 
Research Leave  o ever  the Research Leave is on a pro rata basis ithout 
per diem and tic ets   
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1  Any remuneration paid to the researcher during the Research Leave period  
either by the host institution or other e ternal funding body  should be 
declared in the Research Leave application  The applicant ill be responsible 
for ensuring that any remuneration received during the Research Leave period 
does not violate the terms and conditions of their employment or contract  If 
in doubt  the applicant should first consult the Registrar   

 
1  The researcher granted ith the Research Leave is re uired to submit a report 

to the URLGC through the CRP  not later than 1  days from the date of his her 
reporting bac  for duty   

 
4 3 R  

 
4 3 1 S   P  R  
 

1 1 Progress Report should be submitted to the Director of CRP every si  
( ) months   

 
1  Failure to submit progress report ill impact all financial claims and 

other re uests for the research made to URLGC  
 

1  Research Progress Report must be attached together ith the 
Research Financial Report that can be obtained from the ursar   

 
1  Inactive research or research that has not made any financial claims 

from the budget after si  ( ) months the research has been approved 
must provide justification to CRP  ithout any valid reason CRP has the 
authority to propose to terminate the research through URLGC 
meeting  

 
1 5 The Rector may  at his discretion or after consulting the URLGC  order 

the suspension or termination of any research if the research progress 
is unsatisfactory        

 
4 3 2 F  R  
 

1 The Final Report should be submitted to the Director of CRP not later 
than one month from the date of completion of the research ith the 
follo ing items  
 

 

● Final Research Report Form (PPP ) 
● A hardcopy and softcopy of the Final Research Output  
● Research Financial Statement from the Finance Section   
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● Final Research Report Form (PPP ) 
● A hardcopy and softcopy of the Final Research Output  
● Research Financial Statement from the Finance Section   

 

 
 

● Research Items Clearance Form (if any) 
 

  Final Report ith Incomplete document(s) ill not be processed  
 

 A research ithout a final report ill be considered as abandoned 
research  subject to the clause under 5  

 
 Any boo s purchased from grants should be returned to the University 
Library after the completion of the project research  Furthermore  the 
Research Logboo  and all e uipment purchased from the University 
funds should be returned to the University upon completion of the 
research project  These can be listed out in the Research Items 
Clearance Form  hich must be submitted for verification by the 
Director of CRP  

 
4 4 D  R   

 
1 In the case of an e tension is re uired  the researcher may apply for three ( ) 

months e tension for research ith a duration of less than one (1) year and si  
( ) months e tension for research ith duration of more than one (1) year  
This is subject to the approval by the URLGC  

 
 The application for e tension should be submitted to the Director of CRP 

through the Dean Director at least three ( ) months prior to the e pected 
completion date  using the Research E tension Application Form  No 
additional funding can be re uested during the e tension  

 
 If the researcher is unable to complete the Delayed Research ithin the first 

e tension  the researcher may apply for another three ( ) months e tension 
for research ith duration of less than one (1) year and si  ( ) months 
e tension for research ith duration of more than one (1) year  This is subject 
to approval by the URLGC  A      

 
4 5 A  R   

 
5 1 An abandoned research ill be declared by the Assistant Rector by issuing a 

letter to the researchers   
 

5  In case of an abandoned research after utili ing the grant  the researcher(s) 
must return the utili ed grant ithin three ( ) months from the e piry date of 
the abandoned research   
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5  In case of an abandoned research  ith or ithout utili ing any amount of the 
grant  but after ta ing research leave  the researcher(s) should replace the 
leave ta en ith his her their annual leave  

 
5  Researcher(s) ho abandon his  her their research(s) ithout a valid reason 

cannot be considered for another ne  research grant application for t o ( ) 
years  

 
5 5 Clause 5  is also applied to all co researcher(s) in the research concerned  

 
 
4  P   R  F  

 
1 Any manuscripts submitted for publication upon completion of the research 

must ac no ledge the a arded grant  
 

 anuscript(s) from research output submitted to UNISSA Press ill be 
referred to the Publication Committee for consideration of publication   

 
4 7 P  O  

  
ANT 

CATE O E  
 

F NANC AL 
T L AT ON 

SMALL GRANT 
ND3   ND5  

At least one article in a refereed 
journal  

 
At least 90% 

of total funds 
approved 

MEDIUM GRANT 
ND5 1  ND1  

 

At least one (1) article in an inde ed 
journal   any of the follo ing  
 
 Inde ed ournal Article 
 Chapter in a oo   onograph 
 Seminar Proceedings 
 or ing Papers in Seminars 

 
At least 90% 

of total funds 
approved 

 
LARGE GRANT 

ND1 1  ND15  
 

 
1  At least one (1) article in an inde ed 
journal   any of the follo ing  
 
 Inde ed ournal Article 
 Chapter in a oo   onograph 
 Seminar Proceedings 
 or ing Papers in Seminars 

 

 
At least 90% 

of total funds 
approved 
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SECTION : RESE RC  SSIST NT R  
 
 

5 1 D   R  A  (RA) 
 

Research Assistant (RA) is an individual ho is formally appointed to help ith 
research  such as helping ith literature revie  retrieving information  collecting data  
and managing research e uipment and other matters related to research  

 
5 2 R  A  A  A  

 
5 1 The principal researcher is re uired to submit the Research Assistant s 

nomination using the prescribed form to URLGC  
 
5  Appointment of Research Assistant for e ternal grants is subjected to the 

agreement ith the concerned parties (if any)  
 
5 3 R  A  A  O  L  

 
5 1 The approved Research Assistant ill be appointed by the Director of CRP by 

issuing an official appointment letter containing the follo ing information  
 

 Name of Position Offered 
 Name of Personnel 
 Status of Appointment (Full Time or Part Time) 
 Duration of Appointment 
 Rates of Remuneration Application 
 Terms of Reference 

 
5  Appointment letters issued by the Researchers themselves ould not be 

considered as official and cannot be used to claim for salaries or other related 
e penses  
 

5  Research Assistant candidate(s) ho accept an offer must sign a Letter of 
Acceptance of the Research Assistant Offer before commencing the or  as an 
RA  
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5 4 R      R  A  C  
 

5 1 Only local or international living in the country can be appointed as research 
assistants  The Government Financial Regulations do not allo  payment of 
salaries for research assistant residing outside of runei Darussalam  
 

5  Current UNISSA students can be hired as research assistants  but only on a part
time basis  UNISSA graduate and undergraduate scholarship students may be 
employed subject to the Scholarship rules and regulations   

 
5 5 S  R  N  
 

5 5 1 The Research Assistant is re uired to report their attendance by filling in the 
Research Assistant Attendance Report Form and certified by the Principal 
Researcher  

 
5  R  A  A  
 

5 1 A Research Assistant can be appointed for t o ( ) different research projects 
over the same period  provided that  

 
a) The RA given declaration from the ongoing Principal Researcher  and 
b) The RA does not or  for different projects on the same dates  and 
c) The overall compensation does not e ceed one monthly salary  accordingly 

as full  (  days) or part time (e uivalent to 11 days) 
 
5 7 T   A  

 
5 7 1 The full time RA appointment period shall not e ceed three ( ) months for a 

one (1) year research project period  and si  ( ) months for a t o ( ) years 
research project period  
 

5 7  The appointment period of a part time RA is not more than si  ( ) months or a 
ma imum assignment of 9  days for a research project period of one (1) year  
For a research project period of t o ( ) years  the appointment period is not 
more than one (1) year or a ma imum assignment of 1  days  subject to the 
approval of the URLGC eeting  

 
5 7  The RA Appointment Period may e ceed the ma imum appointment period 

stated in (5 7 1) and (5 7 ) but subject to justification and research 
re uirements and URLGC approval  
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5 8  H  
 

5 1 The full time rate is for 7 5 (in the month of Ramadan  it ill be ) or ing hours 
per day  For daily or  less than 7 5 hours  the payment shall be calculated on 
a pro rata basis  
 

5  A full time Research Assistant can or  for a ma imum of  days per month  
Part time Research Assistant may or  for a fe  hours per day  and not 
e ceeding 7 5 hours per day  and are allo ed to or  up to a ma imum 
e uivalent of 11 full days per month  

 
5  D   R  
 

5 9 1 The Research Assistant shall assist in related research or s as directed by the 
Principal Researcher  
 

5 9  hile carrying out their duties  RAs are subject to UNISSA s rules and circulars 
and are responsible to Principal Researcher  

 
5 1  A  E  
 

5 1 1 Application for the e tension of Research Assistant appointment can be made 
at least one (1) month before the e piry date of the appointment or subject to 
the approval of URLGC  
 

5 1  The e tension of the Research Assistant appointment period may be 
considered and is subject to the follo ing  

 
a) The ma imum period of Research Assistant appointment e tension does 

not e ceed one (1) month at a time and is subject to the needs of the 
research being conducted  and 

 
b) Research Assistant service can be e tended if the performance of the 

Research Assistant is satisfactory and certified by the Principal Researcher  
and 

 
c) The financial allocation of the research grant must be sufficient for the 

purpose of paying for the ages or allo ances of the Research Assistant  
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5 11 T   R   R  A  
 

5 11 1 Research Assistant appointment may be terminated by giving one (1) ee s 
ritten notice to the Research Assistant or by paying one (1) ee s 

compensation  
 

5 11  The Research Assistant can resign by submitting a letter to the Director of 
Centre for Research and Publication (CRP) through the Principal Researcher  

 
5 12 A  R  
 

5 1 1 The appointment of the Research Assistant should be clearly stated in the grant 
application  along ith the duration and allo ances granted  

 
5 1  The rate of allo ance for RA is as follo s  
 

L  A  R  P  D  

PhD holder ND1   ND1  

aster s holders ND   ND1  

achelor s Degree holders ND  

ND or Advanced Diploma holders ND  

Non Degree holders ND  

 
5 1  Research Assistant daily allo ance shall not e ceed  or ing days in any one 

(1) month period  
 
5 1  Other current rates for supporting personnel are as follo s  
 

R  P  A  R  

Field Assistant (Full Time) ND  per day 

Copy Editor 

Up to ND  (rates depending on the 

or load  single payment after completing 

service) 
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Proof Reader 
ND   ND5  (depending on the comple ity 

and terminology) 

Data Entry Assistant ND 5   ND  per script 

Administrator of uestionnaire ND1  ND  per uestionnaire 

Informant ND5 per hour ith a ma  of ND  per day 

Typist ND  per hour ith a ma  of ND  per day 

Labourer ND 7  per hour ith a ma  of ND  per day 

 
5 1 5 The Research Assistant shall not be entitled to any facilities or privileges as staff 

of UNISSA  
 
5 13 P   A  
 

The payment of ages allo ance to the Research Assistant is subject to the follo ing 
conditions  
 
5 1 1 Records of attendance and activities from the Research Assistant must be 

completed and attached ith the Claim Form to claim the monthly allo ance  
The Principal Researcher must attach a report on the Research Assistant s 
attendance and activities to the application for allo ance claim  
 

5 1  onthly total claim shall not e ceed one monthly salary  accordingly as full  
(e uivalent to  days) or part time (e uivalent to 11 days)  

 
5 14 A  R  A  P  
 

5 1 1 Principal Researcher should communicate ith the uman Resource 
Department ( RD)  re uesting to publish a ne  advertisement for a Research 
Assistant  
 

5 1  RD ill publish the advertisement under Career Opportunities in the UNISSA 
ebsite and on social media platforms li e Faceboo  and Instagram   

 
5 1  Principal Researchers can communicate ith the ead of Research Unit  Centre 

for Research and Publication for the advertisement of Research Assistant 
positions through the email address  urlgc unissa edu bn 
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SECTION : R DU TE RESE RC  SSIST NT R  
 
 

1 D   G  R  A  (GRA) 
 

Graduate Research Assistant (GRA) refers to graduate students ho are enrolled in 
UNISSA  

 
2 G  R  A  A  A  

 
1 Principal Researcher must fill in the ne  Appointment Application in the GRA 

Application Form to CRP through respective Dean Director  
 

a) The Appointment Application Form must be submitted ith the 
latest recent certified Curriculum itae (C )  and 

b) The proposed term of appointment  and 
c) Scope of duties to be assigned  and 
d) Proposed allo ance  and 
e) Provisions used  and 
f) Photocopy of Identity Card  and 
g) an  Account Number  
 

 Appointment of GRA for e ternal grants is subject to the agreement ith the 
concerned parties (if any)  

 
3 G  R  A  A  O  L  
 

1 The approved GRA ill be appointed by the Director of CRP by issuing an 
official appointment letter containing the follo ing information  

 
 Name of Position Offered 
 Name of Personnel 
 Status of Appointment (Full Time or Part Time) 
 Duration of Appointment 
 Rates of Remuneration Application 
 Terms of Reference 

 
 Appointment letters issued by the Researchers themselves ould not be 

considered as official and cannot be used to claim for salaries or other related 
e penses  
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 GRA candidate(s) ho accept an offer must sign a Letter of Acceptance of the 
Graduate Research Assistant Offer before commencing the or  as a GRA  

 
4 A  E  R : 

 
1 ust be UNISSA graduate students ho are enrolled for any graduate study 

program on a full time basis and conduct research (thesis only) or course or  
and dissertation  

 
 aster students ho have not e ceeded 5 semesters  

 
 Doctoral students ho have not e ceeded 7 semesters  

 
 Supervisors ho have a sufficient amount of research grants to fund the GRA 

appointments  
 
 

5 M  A  

 
5 1 Candidates ill be paid an allo ance based on their level of study as follo s  

 
a) A ma imum of ND7  per month for students pursuing a Doctor of 

Philosophy (PhD) Degree  The difference amount that a Scholarship 
recipient receive for a monthly allo ance  

 
b) A ma imum of ND  per month for students pursuing a master s 

degree  
 

5  For runei government scholarship  UNISSA ill top up the difference in the 
allo ance received  

 
5  All GRA fees allo ances ill be processed based on the GRA Allo ance Claim 

Form confirmed by the Principal Researcher and approved by the URLGC CRP  
 

5  If the attendance record of the GRA is found to be unsatisfactory ithout any 
strong justification  the Principal Researcher reserves the right to deduct the 
salary allo ance of the GRA either by percentage ( ) of absenteeism or 
number of days absent  

 
  

 
1 Tuition Fee including registration and acceptance fees at the Universiti Islam 

Sultan Sharif Ali (UNISSA) ill be aived  
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1 Tuition Fee including registration and acceptance fees at the Universiti Islam 

Sultan Sharif Ali (UNISSA) ill be aived  
 

 

 
 

 
7 T   R   I   A  A  

 
7 1 In addition to researching to develop produce their thesis  GRAs are re uired 

to assist lecturers in carrying out research related or  and activities  
 

7  GRAs are allo ed to attend any local academic activities such as 
seminars conferences courses that are related to their respective research 
areas ith the approval of the Principal Researcher  

 
8  P  I  ( PI ) 

 
1 GRAs must meet the attendance re uirements ithin the stipulated time  

 
 GRAs are not eligible to receive any other re ards or payments unless 

permitted by the University  
 

 Research activities that are conducted should be in line ith the milestones  
of their specialisation  

 
 GRAs must produce at least one (1) publication paper in a Refereed or Scopus

inde ed journal for master s level of study and t o ( ) Refereed or Scopus
inde ed journals for PhD level of study  that is  the GRA must be the first riter 
in at least one of the journals during the period of study follo ing the 
re uirements of CGS  

 
5 GRAs may assist in teaching or tutorial or practical or laboratory or  or 

supervising final year students and or tutoring for a period not e ceeding  
hours per ee  for aster students and  hours per ee  for PhD students 
including semester brea leave  

 
 GRAs must carry out the duties assigned by the supervisor in matters related 

to research and teaching that ill provide mutual benefit ithin the stipulated 
period  

 
7 GRAs must carry out the duties assigned by the Principal Researcher under the 

prescribed period  
 

 T   A  
 

9 1 The ma imum period of GRA for each appointment (both local and 
international students) is one semester and this appointment can be e tended 
subject to the performance of the candidate s progress report from the 
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Supervisor or Principal Researcher (subject to the duration of the research 
project)  

 
9  The ma imum appointment period for aster students is 5 semesters and for 

Doctor of Philosophy (PhD) students is 7 semesters  
 

9  aster students ho are in Semester  and PhD students ho are in Semester 
 can be considered for the GRA appointment provided that the student has 

produced a journal publication (Refereed or Scopus inde ed ournal)  
 

9  Candidates must pay full attention to their respective postgraduate studies 
and research activities related to the candidate s program of study  Candidates 
are not allo ed to engage in other activities that may affect their 
appointment  

 
9 5 Candidates ill be paid an allo ance to be determined by the University if the 

candidate is re uired to do outside or  such as field or  
 

9  This scheme can be terminated if the candidate s performance does not meet 
the re uired level  

 
9 7 Candidates are subject to the University s Rules and Acts  Terms of Service and 

other regulations in effect from time to time at UNISSA  
 

9  Candidates are solely under the responsibility of the Dean Director ead of 
Program Supervisor from time to time  

 

1  A  P   E   A  P  
 

1 1 Supervisors Project Leaders ho apply to e tend the GRA appointment period 
are re uired to fill in the information using the GRA Application System Form 
and submit it t o ( ) months before the end of the appointment date  

 
1  The Supervisor Project Leader is re uired to submit a GRA Research Progress 

Report to e tend the appointment term  
 

11 T   A S  
 

The GRA appointment service can be terminated hen  
 
a) Students are ithdra n terminated from studies  

 
b) The research period has e pired or the amount of research grant is insufficient  
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c) The URLGC ith the support of the Principal Researcher may terminate the service 

of a GRA by giving one (1) month s notice hen it is found that the performance 
of the GRA is unsatisfactory  

 
d) If the student himself ishes to terminate the service  the student must submit 1  

days ritten notice to CRP through the Principal Researcher  
 

12 D   C  
 

1 1 Through the appointment  GRAs are also subject to the University s 
Constitutions and all Statutes  Acts  Regulations and Rules in force at this 
University and to administrative instructions issued by the University Authority 
from time to time  

 
1  The Research Assistant must record his attendance at the or place 

according to the time set by the Principal Researcher  
 

1  It is the responsibility of the Project Leader to report to the Director of CRP if 
a candidate is absent from duty ithout permission to enable appropriate 
actions to be ta en  

 
1  Candidates hose appointment is terminated for violating the 

rules conditions of appointment can be ta en appropriate action by 
discontinuing the allo ance immediately  
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13 O  M  
 

1 1 If the candidate is not a local citi en  the permit arrangements by the 
Government of runei shall be done and e ecuted by the candidate or the 
Principal Researcher and all related e penses shall be borne by the candidate  

 
1  Although non local candidates are not encouraged  ho ever  it can be 

considered if the candidate s e pertise cannot be obtained locally or is subject 
to the conditions of the grant  In this case  the title of the research should be 
relevant and beneficial to runei Darussalam  

 
1  Candidates may not be held concurrently ith other positions either ithin or 

outside of UNISSA  If there is an overlap of appointment  legal action ill be 
ta en against the individual  

 
1  Candidates are subject to the rules and regulations of the University  including 

conditions of the service and other regulations enforce from time to time  
 

1 5 The number of appointments at one time is a ma imum of t o ( ) persons 
only (GRA and or RA) or subject to a project research agreement  

 
14 E   R  

 
Supervisors should be fully responsible for the appointed GRA in the follo ing aspects  
 
a) Project Implementation Guidelines to GRA 

GRAs ho help to e ecute the research activities must receive proper training ith 
ade uate and complete e planations of the research project carried out by the 
supervisor  

 
b) Research Data 

Research data obtained during the GRA appointment may not be used for 
publication purposes or any other purposes after the appointment e pires  
For e ample  research data obtained by a GRA cannot be used hen the GRA 
publishes any paper hile holding a position else here  
 

c) Publications by GRA 
Any publication that is ritten by students hile or ing as a GRA must 
ac no ledge UNISSA as an affiliate and include the names of UNISSA supervisors 
and researchers as co authors  The GRA must maintain the authenticity of the 
information in each publication produced ithout falsifying or modifying any 
information or plagiarism  
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d) uper isor Guidance and uper ision 
Supervisors need to guide students under their supervision ho or  as GRAs  The 
supervisor is also responsible to inform the University if the student s achievement 
is unsatisfactory  
 

e) Any ra  materials and e uipment must not be ta en out of the Laboratory ithout 
the permission and approval of the Supervisor Faculty UNISSA  

 
15 GRA M  

 
a) The GRA needs to sign a binding agreement from the aspect of intellectual rights  
 
b) The Principal Research needs to monitor GRA s study performance as a 

postgraduate student  
 

c) The GRA s service period can be terminated by giving one (1) month notice if the 
GRA s performance in assisting the research is found to be unsatisfactory to the 
Principal Researcher  Any GRA ho uits or is dismissed can be replaced by 
another potential candidate depending on the remaining budget allocation vote  

 
d) Any GRAs ho uit are not entitled to continue their studies by using the same 

research title and data  
 

e) The Principal Researcher or the appointed researcher has the right to remain as 
a supervisor for the ne  (substitute) GRA ho replaces the previous former GRA 
until the completion of his her studies even if the research period has ended  

 
f) The ne  (substitute) GRA s allo ance ill cease hen the research period ends   

 
15 1 The or ing hours are five (5) days ith a or ing time of at least 7 5 hours a 

day  Cumulative or ing hours are at least 7 5 hours per ee  
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SECTION : OT ER RESE RC  RE TED TTERS 
 
 
7 1  E   S   

   

7 1 1 A ma imum of  of the total grant approved may be allocated for e uipment  
 

7 1  The approval of e uipment is at the discretion of the appropriate approving 
authority and is made on a case by case basis  

 

7 1  Purchasing of e uipment should be made through ursar s Office  o ever  
for minor purchases not e ceeding ND  the grant holder may purchase the 
items using his her o n money and re uest for reimbursement by submitting 
a specific form issued by the ursar s Office and producing the original receipts  

 
7 1  Upon completion of the research project  all e uipment must be returned to 

the CRP or Technology and ultimedia Centre (PT ) for record  disposal  
maintenance purposes  and or for future use  

 
7 1 5 Purchasing procedures must comply ith the Purchasing Policies and 

Procedures of the University  
 
7 1  Any tools o ned by UNISSA  hich are necessary and directly related to the 

research project  may be used by the researcher(s) on a loan basis   
 

7 1 7 Research material  stationaries  supplies and samples to be used in the research 
project  e g  paper  pens  pencils  and other disposable materials can be 
included in the grant   

 
 
7 2   R  M  
 

7 1 A ma imum of  of the total grant approved may be allocated for boo s and 
reading materials  

 
7  Should the researcher be permitted to purchase the boo s  he she must 

present the boo s to the Library for recording purposes  The boo s ill then be 
given to the researcher on a loan basis  

 
7  In the case of (7 )  the researcher may claim for reimbursement from the 

Finance Division  e she must submit the original receipts ith the Library s 
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7 1  Upon completion of the research project  all e uipment must be returned to 

the CRP or Technology and ultimedia Centre (PT ) for record  disposal  
maintenance purposes  and or for future use  

 
7 1 5 Purchasing procedures must comply ith the Purchasing Policies and 

Procedures of the University  
 
7 1  Any tools o ned by UNISSA  hich are necessary and directly related to the 

research project  may be used by the researcher(s) on a loan basis   
 

7 1 7 Research material  stationaries  supplies and samples to be used in the research 
project  e g  paper  pens  pencils  and other disposable materials can be 
included in the grant   

 
 
7 2   R  M  
 

7 1 A ma imum of  of the total grant approved may be allocated for boo s and 
reading materials  

 
7  Should the researcher be permitted to purchase the boo s  he she must 

present the boo s to the Library for recording purposes  The boo s ill then be 
given to the researcher on a loan basis  

 
7  In the case of (7 )  the researcher may claim for reimbursement from the 

Finance Division  e she must submit the original receipts ith the Library s 

 

 
 

certification that the boo s ere recorded under the library o nership  and 
given to the researcher on a loan basis  

 
7  Any photocopies  publication reprints and boo s purchased from grants  etc  

should be returned to the University Library after the completion of project  
Furthermore  the Research Logboo  and all e uipment purchased from the 
University funds should be returned to the University upon completion of 
research project  These can be listed out in the Research Items Clearance 
Form  hich must be submitted for verification by the CRP  

 
7 3 T  
 

7 1 A ma imum of  of the total grant approved may be allocated for travelling  
 

7  Travel tic ets ill be issued by UNISSA  
 

7  Application form shall be submitted t o ( ) months before intended research 
travel. 

 
7  Date of leave shall be ithin the approved leave and verified by the university  

 
7 5 Tic ets ill be purchased by the inistry of Finance  Tic ets purchased by the 

applicant ill not be reimbursed by the Treasury Department  
 

7 4 D  G   A   O  S  
 
7 1 Researcher(s) must report  in riting  to the Rector all donations  grants  or 

assistance  hether in cash or in ind  from any outside source for any research 
project  Such donations  grants  and assistance should not be accepted ithout 
the prior ritten approval of the Rector  
 

7  No one is allo ed to apply for any outside source for any donation for any 
research project for any purpose ithout prior ritten permission from the 
Rector  

 
7  All e uipment or supplies donated by or purchased ith the funds provided by 

an outside source shall remain the property of UNISSA unless there is a prior 
ritten agreement to return the e uipment or the balance of any supplies to 

the donor on completion of a project  
 

7  Only the Rector or the Deputy Rector  Assistant Rector  Dean  if so authorised 
beforehand by the Rector  is permitted to sign a emorandum  Note of 
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Understanding or Agreement ith an outside party in respect of any joint 
research project  

 
7 5  A   R  G   D   A   O  S  

 
7 5 1 The ursar ill open and operate an account for each approved research grant 

or each donation grant assistance received from outside sources  
 

7 5  All e penditures must be made in accordance ith the approved items sho n 
in the research grant or as specified by the donors in the case of any 
donation grant assistance received from outside sources  All re uests for 
payment of bills  cash advances  or claims for reimbursements must be 
supported by original receipts  invoices or vouchers and be duly certified as 
correct by the staff member or the team leader concerned  
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Understanding or Agreement ith an outside party in respect of any joint 
research project  
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supported by original receipts  invoices or vouchers and be duly certified as 
correct by the staff member or the team leader concerned  

 

 

 

 
 

SECTION : TC IN  RESE RC  R NT 
 
 
8 1  
 

To enhance the research and innovation net or  of Universiti Islam Sultan Sharif Ali 
(UNISSA) ith e ternal parties such as public and or private higher education 
institutions (P EI) Industries government and private agencies  local and international 
non governmental organisations (NGOs)  

 
8 2 T  P  
 

1 atching Research Grants must have at least one (1) collaborating partner  
 

 The collaborating partner s contribution must be in the form of financial  
 

 The contribution bet een UNISSA and the collaborating partner(s) should 
follo  a reasonable division at the rate of 5 5  
 

 For collaborating partners from private agencies  funds must be directed and 
made payable to UNISSA  
 

5 The approved grant amount for UNISSA and the collaborating partners must 
be clearly stated in the OA or e uivalent document   

 
8 3 A  C   R  

 

1 This grant is open to UNISSA Academic Staff ith the follo ing conditions  

 

 Applicants must be permanent or contract academic staff of UNISSA  
 

 Contract academic staff applicants need to include one (1) permanent academic 
staff as a research member  

 
 The minimum number of members in any research project is t o ( ) academic 

staff including the Principal Researcher   
 

5 Applicants ho ill be or are currently on study leave sabbatical leave are not 
allo ed to apply as Principal Researcher  

 



[ 34 ]

 

 
 

 Research projects must involve collaboration bet een UNISSA and e ternal 
parties either from P EI  government agencies  private sectors  domestic or 
foreign NGOs  

 
7 Proof of cooperation (LOI oU oA) must be submitted from the 

collaborating partner(s) as an indication of financial contributions  
 

 The funding must be in accordance ith the planned activities ith justification  
The URLGC Committee has the right to determine the actual amount to be 
approved  

 
8 4 S   F  
 

1 Grant allocation is as per UNISSA Research Policy and Guidelines  
 

 The allocation of matching grant funding is subject to the University s financial 
availability  

 

8 5 R  P  D  
 

5 1 A research project duration is bet een si  ( ) months to t o ( ) years  
 

5  For contract staff  the research project duration should not e ceed the contract 
period at UNISSA  

 

8  E  R  O  
 

The research outcome should be as stated and agreed in the letter or agreement  

 

8 7 A   E  P  
 

7 1 Applicants must fill in the form provided and to be submitted to CRP  
 

7  The evidence of cooperation commitment stating the amount of funds from 
e ternal parties e g  oA must be attached  

 
7  The proposal submitted from e ternal parties is also to be attached  

 
7  Applications must be submitted no later than three ( ) months before the 

commencement of the research  
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foreign NGOs  

 
7 Proof of cooperation (LOI oU oA) must be submitted from the 

collaborating partner(s) as an indication of financial contributions  
 

 The funding must be in accordance ith the planned activities ith justification  
The URLGC Committee has the right to determine the actual amount to be 
approved  

 
8 4 S   F  
 

1 Grant allocation is as per UNISSA Research Policy and Guidelines  
 

 The allocation of matching grant funding is subject to the University s financial 
availability  

 

8 5 R  P  D  
 

5 1 A research project duration is bet een si  ( ) months to t o ( ) years  
 

5  For contract staff  the research project duration should not e ceed the contract 
period at UNISSA  

 

8  E  R  O  
 

The research outcome should be as stated and agreed in the letter or agreement  

 

8 7 A   E  P  
 

7 1 Applicants must fill in the form provided and to be submitted to CRP  
 

7  The evidence of cooperation commitment stating the amount of funds from 
e ternal parties e g  oA must be attached  

 
7  The proposal submitted from e ternal parties is also to be attached  

 
7  Applications must be submitted no later than three ( ) months before the 

commencement of the research  
 

 

 
 

7 5 The Principal Researcher and UNISSA research members are encouraged to 
hold discussions ith collaborating researchers before the Principal Researcher 
presents the proposal and application at the URLGC eeting  
 

7  The accepted proposal ill be presented at the URLGC eeting  
 

7 7 Upon the approval of the research grant application  the Assistant Rector 
issues a letter notifying the successful applicant(s) of the total amount and the 
duration of the research approved  

 
7  Documents such as Letter of Intent (LoI) or emorandum of Agreement ( oA) 

ill be issued after obtaining the approval from the URLGC eeting and 
permission from the Rector  

 
7 9 Decisions and selections of proposals are final  

 

8 8 P  C  D  
 

All projects shall commence according to the date of approval from the URLGC 
eeting  

 

8  R  P  
 

9 1 The Principal Researcher is fully responsible to monitor the progress of the 
research project  

 
9  The Principal Researcher should be in constant communication ith 

collaborating fello  researchers throughout the research grant duration  
 

9  The Principal Researcher should inform the URLGC Secretary if any problems 
are encountered during the research grant period  

 
9  Research progress report must be submitted in every si  ( ) months to the 

Director of CRP  
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8 1  R  G  P  E  
 

1 1 In the case of an e tension is re uired  the researcher may apply for three ( ) 
months e tension for research ith duration of less than one (1) year and si  
( ) months e tension for research ith duration of more than one (1) year  This 
is subject to the approval by the URLGC  

 
1  The application for e tension should be submitted to the Director of CRP 

through the Dean Director at least three ( ) months prior to the e pected 
completion date  using the Research E tension Application Form  No additional 
funding can be re uested during the e tension  

 
1  If the researcher is unable to complete the Delayed Research ithin the first 

e tension  the researcher may apply for another three ( ) months e tension 
for research ith a duration of less than one (1) year and si  ( ) months 
e tension for research ith a duration of more than one (1) year  This is subject 
to approval by the URLGC  A third e tension is not permitted  

 
1  The Principal Researcher must first obtain approval to e tend the grant period 

from the collaborating partners  
 
8 11 R  F  R  
 

11 1 The Final Report should be submitted to the Director of CRP not later than one 
month from the date of completion of the research ith the follo ing items  
 

● Final Research Report Form (PPP ) 
● A hardcopy and softcopy of the Final Research Output  
● Research Financial Statement from the Finance Section   
● Research Items Clearance Form (if any) 

 
11  Final Report ith Incomplete document(s) ill not be processed  

 
11  A research ithout a final report ill be considered as abandoned research  

subject to the clause under 5  
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SECTION 1 : OT ER UNDIN    
 
 
1 1 UNISSA staff may be involved in research projects carried out and funded by other 

institutions or organisations  
 

1  A researcher involved in a research project ith other institutions or organisations 
ithout any grant from UNISSA must register the research ith CRP for record   

 
1  The research grant from outside must be credited to the university fund   

 
1  A researcher involved in a research project funded by other institutions or 

organisations registered ith CRP  may apply for research leave from UNISSA  
  

 

 

 

 

 

 

 
Revised and approved by: 
University Research Leave & Research Grant Committee (URLGC) 
22 & 26 July 2023 
 
Approved by: 
UNISSA Council 27th Meeting 
28 Muharram 1445H/07 August 2023 
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Revised and approved by: 
University Research Leave & Research Grant Committee (URLGC) 
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UNISSA Council 27th Meeting 
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PPPO1_URLGC FORM 
Page 1 of 10 

 

 

 
 
 
PPP01 

 
 
SECTION A: ADMINISTRATIVE DETAILS AND PROJECT SUMMARY   
 

Project Title 

 
 
 
 

Project Summary (not more than 250 words) 
 

● Why is the research needed and what significant new understanding will this project lead to? 
● How internationally competitive is this proposed research / project? 
● What will this project contribute to knowledge in the area of the research? 
● What relevance does the project have to national development needs in Brunei? 
● Is there similar or complementary research being undertaken elsewhere? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Keywords (Please provide a maximum of 5 keywords that describe the nature of the 
research project) (if applicable) 

For textbook writing: (please provide details of proposed chapters) 
 

Grant Reference No.: ________________ 
APPLICATION FOR UNIVERSITY RESEARCH LEAVE AND GRANT 
 

ACADEMIC YEAR ________ / ________ 
 

(To be completed and submitted to the Centre for Research and Publication through the 
Dean of Faculty / Director of Centre, normally at least 3 months prior to the proposed 
date of research) 
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PPPO1_URLGC FORM 
Page 1 of 10 

 

 

 
 
 
PPP01 

 
 
SECTION A: ADMINISTRATIVE DETAILS AND PROJECT SUMMARY   
 

Project Title 

 
 
 
 

Project Summary (not more than 250 words) 
 

● Why is the research needed and what significant new understanding will this project lead to? 
● How internationally competitive is this proposed research / project? 
● What will this project contribute to knowledge in the area of the research? 
● What relevance does the project have to national development needs in Brunei? 
● Is there similar or complementary research being undertaken elsewhere? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Keywords (Please provide a maximum of 5 keywords that describe the nature of the 
research project) (if applicable) 

For textbook writing: (please provide details of proposed chapters) 
 

Grant Reference No.: ________________ 
APPLICATION FOR UNIVERSITY RESEARCH LEAVE AND GRANT 
 

ACADEMIC YEAR ________ / ________ 
 

(To be completed and submitted to the Centre for Research and Publication through the 
Dean of Faculty / Director of Centre, normally at least 3 months prior to the proposed 
date of research) 

PPPO1_URLGC FORM 
Page  of 10 

 

Type of Research Grant Category (please tick one): 
 
 niversity esearch eave and rant ( ) 

 ollaboration with utside niversity  please specify  
 

 ollaboration with utside inistry/ epartment  please specify  
 

 thers  Please pecify  
 

 
 
 
Proposed Start Date:      uration in months   
 
ommencement ate    xpected ate of ompletion   

 
 
Total Proposed udget Re uested: ND  
 
 
SECTION : DETAILS OF APPLICANT AND CO RESEARC ERS 
 
 

ame of person responsible for grant application and I  umber  
 
 
 
 
 

esignation/ ppointment   
 
aculty/ entre   

 
ate of ppointment            Permanent taff              ontract taff 

 
ate of xpiry of ontract  if applicable   

 
obile Phone umber   

 
mail ddress   

 



[ 44 ]

PPPO1_URLGC FORM 
Page  of 10 

 

 
a) ame of o esearcher(s) (if any) and please attach their latest s  

             
 o esearcher  o esearcher  o esearcher  

ame    
I  umber    
Permanent or ontract 
taff 

   

esignation    
ate of expiry of 

contract (if applicable) 
   

obile Phone umber    
mail ddress    

ignature    
onsent     

 
 
 
esearch eave   
otal ays of eave   (days) 
rom   until  

 
 
 
 
SECTION C: AIMS AND O JECTIVES 
 
he main aims of the research should be clearly stated together with more specific objectives  hese 

should be measurable  either ualitatively or uantitatively  
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PPPO1_URLGC FORM 
Page  of 10 

 

 
a) ame of o esearcher(s) (if any) and please attach their latest s  

             
 o esearcher  o esearcher  o esearcher  

ame    
I  umber    
Permanent or ontract 
taff 

   

esignation    
ate of expiry of 

contract (if applicable) 
   

obile Phone umber    
mail ddress    

ignature    
onsent     

 
 
 
esearch eave   
otal ays of eave   (days) 
rom   until  

 
 
 
 
SECTION C: AIMS AND O JECTIVES 
 
he main aims of the research should be clearly stated together with more specific objectives  hese 

should be measurable  either ualitatively or uantitatively  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PPPO1_URLGC FORM 
Page  of 10 

 

 
 
SECTION D: RESEARC  MET ODOLOGY 
 

escribe in detail the procedures and methods to be used to achieve the research objectives of the 
proposed project   ach objective must be dealt with while discussing methodology   ype of instruments 
to be used for data collection and analysis should be discussed  se additional sheets if necessary  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
SECTION E: POTENTIAL IMPACTS OF T E PROJECT 
 
What will be the potential impacts of the project towards enhancement of new knowledge and 
understanding in your related field of expertise? 
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PPPO1_URLGC FORM 
Page  of 10 

 

 
SECTION F: PROJECT OUTPUTS 
 
How will you publish/disseminate the research findings? se additional sheets if necessary  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
SECTION G: REFERENCES 
 
 
ist citations of literature referred to and suggested references in the text of the proposal in standard 

format and in numerical order  
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PPPO1_URLGC FORM 
Page  of 10 

 

 
SECTION F: PROJECT OUTPUTS 
 
How will you publish/disseminate the research findings? se additional sheets if necessary  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
SECTION G: REFERENCES 
 
 
ist citations of literature referred to and suggested references in the text of the proposal in standard 

format and in numerical order  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

PPPO1_URLGC FORM 
Page  of 10 

 

 
 
SECTION : PROJECT TIMELINE AND ACTIVITIES 
 
Please give a detailed timeline and description of the project activities on the antt hart using the 
template below  Place an (x) against each researcher responsible for that activity   Indicate duration of 
each activity by placing a solid line ( ) against that activity under the related month(s)    

 
PROJECT 
ACTIVITIES 

YEAR(S) 
JAN FE  MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 
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PPPO1_URLGC FORM 
Page  of 10 

 

 
SECTION I: PROPOSED UDGET 
 
Please give details of the nature of support re uested (e g  e uipment  research assistants  etc) 
 

udget Details Amount Justification Amount Re uested 
Year  Year 2 
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PPPO1_URLGC FORM 
Page  of 10 

 

 
SECTION I: PROPOSED UDGET 
 
Please give details of the nature of support re uested (e g  e uipment  research assistants  etc) 
 

udget Details Amount Justification Amount Re uested 
Year  Year 2 

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 

 

    

 
 

 

    

 
 

 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 

 

PPPO1_URLGC FORM 
 

 
 

 
SECTION J: OT ER ONGOING RESEARC  PROJECTS 

 
tate  ongoing esearch Projects by the applicant for the last two years  Please provide 
itle of the Project  ate ommenced and xpected ate of ompletion and pproved Budget  

 

 
Grant 

Reference 
No  

Research 
Project Title 

Date 
Commenced 

Expected 
Date of 

Completion 

udget 
Approved 

Role 
(Principal 

Researcher 
or Co

Researcher) 
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PPPO1_URLGC FORM 
 

 
 

 

 
SECTION K: STATEMENT OF AGREEMENT AND DECLARATION 

 
 
I understand that I must submit to standard niversity forms and purchasing procedures  I further 
understand that Written Progress eport and inal eport must be submitted to the entre of esearch 
and Publication ( P) in due course   
 
If the grant is approved  I 

• Will ensure that the  contribution to funding the research is suitably acknowledged in all 
publications arising from it and ensure that signed copies of any such publications are forwarded 
to the entre for esearch and Publication ( P)  I  

• Will comply with policies on intellectual property rights as set out in the  uidelines noting 
that in general  Intellectual Property ights (IP )  developed as part of the research grant  will 
remain as the property of I   

• nderstand that a inal Project eport must be submitted to the entre for esearch and 
Publication ( P) one month after the completion of the Project  nd failure to spend the 
funds budgets approved and or submit a final report after the project has completed 
will compromise my eligibility for future funding  

 
 
 
 
 
                             
       ignature                                                            ate 
 

 
SECTION K: RECOMMENDATION OF T E FACULTY CENTRE (DEAN DIRECTOR) 

 
 

i) omments and justification  
 
 
 
 
 
 
 
 
                             
       ignature                                                            ate 
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       ignature                                                            ate 
 

 
SECTION K: RECOMMENDATION OF T E FACULTY CENTRE (DEAN DIRECTOR) 

 
 

i) omments and justification  
 
 
 
 
 
 
 
 
                             
       ignature                                                            ate 
 

 

PPPO1_URLGC FORM 
 

 
 

SECTION L: DECISION Y T E UNISSA RESEARC  COMMITTEE                                          
 

 
 
 
 
 
 
 
 
       pproved / ot pproved  
 
 
 
 
                             
       ignature by hairperson                               ate 
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PPP02 

 

PPPO2_PROGRESS REPORT FORM 
Page 1 of 4 

 

 

 
     PROGRESS REPORTRESEARCH GRANT /  مدقتلا زارحإ ريرقت

 
A. PROJECT INFORMATION /  عورشملا نع تامولعم          
  

 
 
GRANT REFERENCE NUMBER 
 

 

 
RESEARCH TITLE /  ثحبلا ناونع     
 

 
 
 
 

 
START DATE / ءدبلا خيرات   
 

 

 
END DATE (EXPECTED) /  دعوملا 

عقوتملا( يئاھنلا )     
 

 

 

 
EXTENSION DATE, IF 
EXTENSION HAS BEEN APPLIED 
BEFORE /  ديدمتلا خيرات  مّت اذإ ،

لبق نم ديدمتلا قیبطت   
 

 

 
 
PROJECT STATUS  (ACTIVE / 
TERMINATED / COMPLETED) / 
( لمتكم /ىھتنم رمتسم  ةلاح  (

عورشملا   /   
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PPP02 

 

PPPO2_PROGRESS REPORT FORM 
Page 1 of 4 

 

 

 
     PROGRESS REPORTRESEARCH GRANT /  مدقتلا زارحإ ريرقت

 
A. PROJECT INFORMATION /  عورشملا نع تامولعم          
  

 
 
GRANT REFERENCE NUMBER 
 

 

 
RESEARCH TITLE /  ثحبلا ناونع     
 

 
 
 
 

 
START DATE / ءدبلا خيرات   
 

 

 
END DATE (EXPECTED) /  دعوملا 

عقوتملا( يئاھنلا )     
 

 

 

 
EXTENSION DATE, IF 
EXTENSION HAS BEEN APPLIED 
BEFORE /  ديدمتلا خيرات  مّت اذإ ،

لبق نم ديدمتلا قیبطت   
 

 

 
 
PROJECT STATUS  (ACTIVE / 
TERMINATED / COMPLETED) / 
( لمتكم /ىھتنم رمتسم  ةلاح  (

عورشملا   /   
 
 

 

 

PPPO2_PROGRESS REPORT FORM 
Page  of 4 

 

 
PRINCIPAL RESEARCHER /   

لا ر    
 

 

 
I/C / PASSPORT NUMBER  /     

ر زاو /ةیشلا ةقاطبلا مقر         
 
 

 

 
NE  PRINCIPAL RESEARCHER 
(  ) / 
عورشملل ديدلا یئرلا  د       
I/C / PASSPORT NUMBER/       

ر زاو /ةیشلا ةقاطبلا مقر         
                                         

 

                                                                        
CO RESEARCHER(S) /  
عورشملا اع      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
  

 

B. PROJECT ACHIEVEMENT    لا اا  

 
ACHIEVEMENT PERCENTAGE     زاجنلإل ةيوئملا ةبسنلا  

 
P      

 ي ققحملا مدقتلا       
نا ىتح عورشملا  

 

  
 

  
 

  
 

  
 

P  ( ةيوملا ةبسنلا    (    
 ( رذ ىري  ) 
 

    

P  D     
عورشملا ي ققحملا مدقتلا لیات  
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PPPO2_PROGRESS REPORT FORM 
Page  of 4 

 

RESEARCH OUTPUT    بلا ا  
 

N   / /     
   

تكلا /تاوطملا /تاقملا دع  
ت ي ا  

       
(      ) 

I  J   
ةرھم ةلم    

 

N I  
J  ری   

ةرھم  
 
 
 
 
 
 
 
 
 

 

C  P       
تارمتملا عئاقو دع  

 
        

 (      ) 

I     
يلودلا وتسملا  

 

N     
يلحملا وتسملا  

 
 
 
 
 
 
 
 
 
 
 

 

I  P ةيركلا ةيوھلا      
    (  )  

 

C. EXPENDITURE     انلا    
 

B  A دمتعما الا                                            
 
BND 

A  S ةورملا لابملا                                                
 

 
BND 

L  C  P  M   D خيراتلاو ریا ةبلاطملا ميدقت /   BND 
 
DATE 

B دیرلا                                                                     
BND 

P   A  S ةورملا لابملل ةيوملا ةبسنلا           
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PPPO2_PROGRESS REPORT FORM 
Page  of 4 

 

RESEARCH OUTPUT    بلا ا  
 

N   / /     
   

تكلا /تاوطملا /تاقملا دع  
ت ي ا  

       
(      ) 

I  J   
ةرھم ةلم    

 

N I  
J  ری   

ةرھم  
 
 
 
 
 
 
 
 
 

 

C  P       
تارمتملا عئاقو دع  

 
        

 (      ) 

I     
يلودلا وتسملا  

 

N     
يلحملا وتسملا  

 
 
 
 
 
 
 
 
 
 
 

 

I  P ةيركلا ةيوھلا      
    (  )  

 

C. EXPENDITURE     انلا    
 

B  A دمتعما الا                                            
 
BND 

A  S ةورملا لابملا                                                
 

 
BND 

L  C  P  M   D خيراتلاو ریا ةبلاطملا ميدقت /   BND 
 
DATE 

B دیرلا                                                                     
BND 

P   A  S ةورملا لابملل ةيوملا ةبسنلا           
  

 

PPPO2_PROGRESS REPORT FORM 
Page 4 of 4 

 

D. SUMMAR  OF CURRENT RESEARCH FINDINGS      ثحبلا ئاتنل لم  
 

 
 
 
 
 
 
 

E. PROBLEMS / CONSTRAINTS (IF AN تدو اذإ   ( تاقّوعملا /تكشملا      
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
D خيرات                                                                                      
 
P  R  S عورشملا سیئر عیقوت       
 
                           
F. COMMENTS, IF AN / ENDORSEMENT B  DEAN/ DIRECTOR FROM FACULT / CENTRE    

 لا يد  لا د ا ا ا ات
 

 
 
 
 
 
 
 
 
N ما                                                                                   
 
                                                                 
D خيراتلا                                                     S عیقوتلا      
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PPP03 

 

PPPO3_EXTENSION FORM 
Page 1 of 3 

 

 
 

RESEARCH EXTENSION APPLICATION FORM         ثحبلا ديدمتل بلطلا ةرامتسا  
 
A. RESEARCH INFORMATION /   ثحبلا نع تامولعم  
 
GRANT REFERENCE NUMBER  

 
 
RESEARCH TITLE/ ثحبلا ناونع     
 

 
 
 

 
PRINCIPAL RESEARCHER/ سیئر 

عورشملا  
 

 

B.  RESEARCH INFORMATION DETAILS/ ثحبلا نع تامولعملا لیصافت  
 
 
START DATE/  ءدبلا خيرات   

 

 
END DATE (EXPECTED)/   عقوتملا( زاجنلإا دعوم ) 

 
 

1st EXTENSION DATE / خيرات لولأا ديدمتلا    
 

 
 

2nd EXTENSION DATE/  خي رات يناثلا ديدمتلا                                
 

% PROJECT’S PERFORMANCE (Milestone) / 
ملاعمك( عورشملا يف ءادلأا ةبسن (٪)  ) 

 

 

Budget Approved /   ةدمتعملا ةینازیملا  
 
BND 

 
Amount Spent /   ةفورصملا غلابملا                         

 
BND 

 
Last Claim Payment Made & Date / خيراتلاو ةریخلأا ةبلاطملا ميدقت  

 
BND 
 
Date 

 
Balance /    ةیقابلا غلابملا                                            

 
BND 

Percentage of Amount Spent /   ةفورصملا غلابملل ةيوئملا ةبسنلا           
% 
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PPP03 

 

PPPO3_EXTENSION FORM 
Page 1 of 3 

 

 
 

RESEARCH EXTENSION APPLICATION FORM         ثحبلا ديدمتل بلطلا ةرامتسا  
 
A. RESEARCH INFORMATION /   ثحبلا نع تامولعم  
 
GRANT REFERENCE NUMBER  

 
 
RESEARCH TITLE/ ثحبلا ناونع     
 

 
 
 

 
PRINCIPAL RESEARCHER/ سیئر 

عورشملا  
 

 

B.  RESEARCH INFORMATION DETAILS/ ثحبلا نع تامولعملا لیصافت  
 
 
START DATE/  ءدبلا خيرات   

 

 
END DATE (EXPECTED)/   عقوتملا( زاجنلإا دعوم ) 

 
 

1st EXTENSION DATE / خيرات لولأا ديدمتلا    
 

 
 

2nd EXTENSION DATE/  خي رات يناثلا ديدمتلا                                
 

% PROJECT’S PERFORMANCE (Milestone) / 
ملاعمك( عورشملا يف ءادلأا ةبسن (٪)  ) 

 

 

Budget Approved /   ةدمتعملا ةینازیملا  
 
BND 

 
Amount Spent /   ةفورصملا غلابملا                         

 
BND 

 
Last Claim Payment Made & Date / خيراتلاو ةریخلأا ةبلاطملا ميدقت  

 
BND 
 
Date 

 
Balance /    ةیقابلا غلابملا                                            

 
BND 

Percentage of Amount Spent /   ةفورصملا غلابملل ةيوئملا ةبسنلا           
% 

 

PPPO3_EXTENSION FORM 
Page  of 3 

 

 
. O  R O ملا   /    

 
                 

           /                                        

 
END DATE (NE ديدجلا( زاجنلإا دعوم  / (        
 
 
P ديدحتلا ري( ديدمتلا بلطل ابس /ريربتلا            )  
 

 
 

 
 

 
 

 
 

 
 

 
 
 

. OR  O M معالا اولا   /   
 

 
 ا معدل ةمزلا ئاولا عیم فر  /     

بلطلا
 
 

ةیلاملا تافورصملل زوملا   /       
    
 

اجنلإا ملاعم ديد ريرقت  /        
 

 
Date  /  خيرات                                 Principal Researc er’s Signature  /  عورشملا سیئر عیقوت    
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PPPO3_EXTENSION FORM 
Page 3 of 3 

 

E. COMMENTS  IF AN / ENDORSEMENT B  DEAN/ DIRECTOR FROM FACULT /CENTRE / 
رملا ريدم و ةیللا دیمع نم ةقداصملا و تاقیلعتلا  

 
 

 
 

 
 

 
 

 
 
 
Name / ا                                                           
 
                                                                 
Date  /  الا                                             Signature /  یولا   
 
 

 



 

PPPO3_EXTENSION FORM 
Page 3 of 3 

 

E. COMMENTS  IF AN / ENDORSEMENT B  DEAN/ DIRECTOR FROM FACULT /CENTRE / 
رملا ريدم و ةیللا دیمع نم ةقداصملا و تاقیلعتلا  

 
 

 
 

 
 

 
 

 
 
 
Name / ا                                                           
 
                                                                 
Date  /  الا                                             Signature /  یولا   
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PPPO5_FINAL REPORT FORM 
Page 1 of 6 

 

 

PPP05 

 

RESEARCH GRANT FINAL REPORT FORM    
ثحبلل يئاھنلا ريرقتلا ةرامتسا  

 
A 

 
GRANT REFERENCE NUMBER 

 
 

 
 
RESEARCH TITLE  /   ثحبلا ناونع  
 

 
 

 
START DATE / ءدبلا خيرات : 

 

 
 

END DATE  / يئاھنلا دعوملا :  
 

 
EXTENSION PERIOD (DATE) IF 
APPLICABLE: 

 دجو نإ )خيراتلا( ديدمتلا ةرتف
 

 

 
PRINCIPAL RESEARCHER  /   
عورشملا سیئر  :       

 

 
I/C / PASSPORT NUMBER / مقر 

رفس زاوج /ةیصخشلا ةقاطبلا :  
 

 
 

 
 

 
NEW PRINCIPAL RESEARCHER 
(if any) /  
( دجو نإ( ديدجلا عورشملا سیئر  
      

 

 
I/C / PASSPORT NUMBER / مقر 

رفس زاوج/ةیصخشلا ةقاطبلا  
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PPPO5_FINAL REPORT FORM 
Page 1 of 6 

 

 

PPP05 

 

RESEARCH GRANT FINAL REPORT FORM    
ثحبلل يئاھنلا ريرقتلا ةرامتسا  

 
A 

 
GRANT REFERENCE NUMBER 

 
 

 
 
RESEARCH TITLE  /   ثحبلا ناونع  
 

 
 

 
START DATE / ءدبلا خيرات : 

 

 
 

END DATE  / يئاھنلا دعوملا :  
 

 
EXTENSION PERIOD (DATE) IF 
APPLICABLE: 

 دجو نإ )خيراتلا( ديدمتلا ةرتف
 

 

 
PRINCIPAL RESEARCHER  /   
عورشملا سیئر  :       

 

 
I/C / PASSPORT NUMBER / مقر 

رفس زاوج /ةیصخشلا ةقاطبلا :  
 

 
 

 
 

 
NEW PRINCIPAL RESEARCHER 
(if any) /  
( دجو نإ( ديدجلا عورشملا سیئر  
      

 

 
I/C / PASSPORT NUMBER / مقر 

رفس زاوج/ةیصخشلا ةقاطبلا  

 

 

PPPO5_FINAL REPORT FORM 
Page  of  

 

                                                                 
CO RESEARCHER(S)  /  
عورشملا ءاع    

 

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B  RESEARCH ABSTRACT  N  M  T an  W ةملك 200 نع ديزي لا   /   ثحبلا صخلم      
              

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



[ 82 ]

 

PPPO5_FINAL REPORT FORM 
Page  of  

 

PRO ECT ACHIE EMENT  /    عورشملا ازاجإ  
    / /     /    

 
C 

 
RESEARCH OUTPUT  /  ثحبلا ئات  

 

N  f 
a i / 

an i
/     
C a  in 

 
 لاملا دع
 خملا
لا  

ك    
 

  
   

   
 قافرإ ىجري /

 ىلولأا ةحفصلا
تاروشنملا نم  

  
 
 
 

na   B     B  C a   

In  
na  /  

ةسرھف ةج  
 

N n In  
na   /  

  ةلم 
ةم  

 

In  
na  /  

ةسرھف ةج  
 

N n In  
na   / 

  ةلم  
ةم  

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

   

C nf n  
P in   /  

 ئاقو دع
 ارمتملا

 
  

   
  

/  (   
  

 ) 
 

In na i na  وتملا  /  
يلودلا  

 

Na i na يحملا وتملا  /    
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PPPO5_FINAL REPORT FORM 
Page  of  

 

PRO ECT ACHIE EMENT  /    عورشملا ازاجإ  
    / /     /    

 
C 

 
RESEARCH OUTPUT  /  ثحبلا ئات  

 

N  f 
a i / 

an i
/     
C a  in 

 
 لاملا دع
 خملا
لا  

ك    
 

  
   

   
 قافرإ ىجري /

 ىلولأا ةحفصلا
تاروشنملا نم  

  
 
 
 

na   B     B  C a   

In  
na  /  

ةسرھف ةج  
 

N n In  
na   /  

  ةلم 
ةم  

 

In  
na  /  

ةسرھف ةج  
 

N n In  
na   / 

  ةلم  
ةم  

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

   

C nf n  
P in   /  

 ئاقو دع
 ارمتملا

 
  

   
  

/  (   
  

 ) 
 

In na i na  وتملا  /  
يلودلا  

 

Na i na يحملا وتملا  /    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

PPPO5_FINAL REPORT FORM 
Page  of  

 

EXPENDITURE  /  اقنلا  
 

 
D 

 
B  A ةدمتملا ةیایملا  /    
  

 
 

 
A n  S n ةفورصملا لابملا   /    

 
 

 
 
Ba an دیرلا  /                                            
          

 
  

 
 
La  C ai  Pay n  Ma   Da  
 

 
 

 
 

 
P n a  f A n  S n  ةبنلا   /   

ةفورصملا لابمل ةيوملا  
 

 
 

 
RESEARCH FINDINGS THAT CONTRIBUTE TOWARDS DE ELOPING SOFT AND HARD 
S ILLS  / اراھملا ريوطت يف ماس يتلا ةیفاا ةیحبلا ةطشا  
 

 
E 

 
In na i na يلودلا وتملا  /    

ةطشا  /   خيراتلا   /     
ةنس رھ( ) 

منملا  /    

 
  / / 

/   
         / / 

  
          

(  /ةود /رمت /ار 
ةیادی ةرايز /ةرو ) 

 

 
 

 

Na i na يح/ يوق  /   
ةطشا  /   خيراتلا   /     

ةنس رھ( ) 
منملا  /    

 
  / / 

/   
         / / 

  
          

(  /ةود /رمت /ار 
ةیادی ةرايز /ةرو ) 
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PPPO5_FINAL REPORT FORM 
Page  of  

 

F RECOMMENDATION(S) FOR FUTURE RESEARCH /  اتلا  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

G 
PROBLEMS / CONSTRAINTS ENCOUNTERED (IF AN )  / (   د ا

ملاملا  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

H DECLARATION OF PRINCIPAL RESEARCHER 

 

 
I y nfi  a  a   ai  an  inf a i n i  a   an  f  

 fin in  an   f   a  n  
 
 
 
 
P in i a  R a  Si na عورشملا سیئر یقوت  /    : 
 
 
 
Da خيرات   /       :      
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PPPO5_FINAL REPORT FORM 
Page  of  

 

F RECOMMENDATION(S) FOR FUTURE RESEARCH /  اتلا  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

G 
PROBLEMS / CONSTRAINTS ENCOUNTERED (IF AN )  / (   د ا

ملاملا  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

H DECLARATION OF PRINCIPAL RESEARCHER 

 

 
I y nfi  a  a   ai  an  inf a i n i  a   an  f  

 fin in  an   f   a  n  
 
 
 
 
P in i a  R a  Si na عورشملا سیئر یقوت  /    : 
 
 
 
Da خيرات   /       :      
 

 

PPPO5_FINAL REPORT FORM 
Page  of  

 

I 

COMMENTS  IF AN / ENDORSEMENT B  DEAN/ DIRECTOR FROM 
FACULT /CENTRE 

 رملا ريد و ةیلا دیمع ةفاو/ایت
 

  
 
 
 
 
 
 
Na مسا  /     :                                                                                       
 
 
Si na یقوتلا /     : 
 
                                                                  
Da خيراتلا  /     :          
                                                                                     

 



[ 86 ]

APPENDIX G





[ 88 ]

 

PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT NOMINATION FORM                          -CRP- 
 

Page 1 of 1 

 
PPP06 

 
 

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT NOMINATION FORM 
 
 

Principal Researcher  
Research Title 
 

 

 
I hereby nominate the person/s particulars are given below: 
 

No Name of the Nominee/s IC No Contact No Remarks 
     
     
     
     
     

 
 

 

APPROVED BY: 

Name of Principal Researcher: __________________________________________________________ 

Signature: _________________________    Date: ____________________ 
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APPENDIX H
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PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPLICATION FORM           -CRP-	
 

Page 1 of 2 
 

 

 
PPP07 

 
RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPLICATION FORM 

 
Post Applying For Research Assistant                oo                                  Graduate Research Assistant        oo                                           
Research Title 
 

 

 
 
PERSONAL INFORMATION: 
 

Name of the Candidate  
Address 
 

 

Date of Birth  
Gender  
Identity Card Number  
Contact Number  
Email  
 
 
HIGHER EDUCATION QUALIFICATIONS: 
 
 

NO QUALIFICATION UNIVERSITY PASSING 
YEAR 

GRADE/ 
CGPA 
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PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPLICATION FORM           -CRP-	
 

Page 1 of 2 
 

 

 
PPP07 

 
RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPLICATION FORM 

 
Post Applying For Research Assistant                oo                                  Graduate Research Assistant        oo                                           
Research Title 
 

 

 
 
PERSONAL INFORMATION: 
 

Name of the Candidate  
Address 
 

 

Date of Birth  
Gender  
Identity Card Number  
Contact Number  
Email  
 
 
HIGHER EDUCATION QUALIFICATIONS: 
 
 

NO QUALIFICATION UNIVERSITY PASSING 
YEAR 

GRADE/ 
CGPA 

     
     
     
     
 
 
 
 
 

 

PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPLICATION FORM           -CRP-	
 

Page 2 of 2 
 

 

DECLARATION 
 
 
I hereby affirm that all the information provided in my application is true, complete, and accurate to 

the best of my knowledge and belief. I am fully aware that if any of the information provided by me 

is discovered to be false or incorrect at any stage, my candidacy or appointment may be cancelled or 

terminated immediately without any notice or compensation.  

 

 

Candidate’s Name: ___________________________________________________________________ 

Signature: ___________________       Date: _____________ 

 



[ 94 ]

APPENDIX I
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PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPOINTMENT APPLICATION FORM   								-CRP-	
 

Page 1 of 2 

 
PPP08 

 
 

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPOINTMENT APPLICATION FORM 
 
 

Principal Researcher  
Research Title 
 

 

 
RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT’S PERSONAL INFORMATION: 
 

Name  
Address 
 

 

Date of Birth  
Gender  
Identity Card Number  
Contact Number  
Email  
 

BRIEF REASON FOR APPOINTMENT: 
 

 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________ 
 

APPROVED BY: 

Name of Principal Researcher: __________________________________________________________ 

Signature: _________________________    Date: ____________________ 
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PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPOINTMENT APPLICATION FORM   								-CRP-	
 

Page 1 of 2 

 
PPP08 

 
 

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPOINTMENT APPLICATION FORM 
 
 

Principal Researcher  
Research Title 
 

 

 
RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT’S PERSONAL INFORMATION: 
 

Name  
Address 
 

 

Date of Birth  
Gender  
Identity Card Number  
Contact Number  
Email  
 

BRIEF REASON FOR APPOINTMENT: 
 

 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________ 
 

APPROVED BY: 

Name of Principal Researcher: __________________________________________________________ 

Signature: _________________________    Date: ____________________ 

 
 
 

 

PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPOINTMENT APPLICATION FORM   								-CRP-	
 

Page 2 of 2 

 
 

 he ppointment pplication orm must e su mitte  to entre of Research an  
Pu lication RP  through respecti e Dean Director  

 he ppointment pplication orm must e su mitte  ith please tic : 
a  he latest recent certifie  urriculum itae     o 

 he propose  term of appointment     o 
c  Scope of uties to e assigne       o 

 Propose  allo ance       o 
e  Pro isions use         o 
f  Photocop  of entit  ar        o 
g  an  ccount Num er       o 
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PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ACCEPTANCE FORM    -CRP-	
 

Page 1 of 1 
 

 
 

 
PPP09 

 
RESEARCH ASSISTANT / GRADUATE RESEARCH ACCEPTANCE FORM 

 
To 
Acting Registrar 
Universiti Islam Sultan Sharif Ali 
Brunei Darussalam 
 
Through 
Director 
Centre for Research and Publication 
Universiti Islam Sultan Sharif Ali 
Brunei Darussalam 
 

هتاكربو الله ةحمرو مكيلع ملاسلا  
Dear Sir / Madam,  
 

I hereby ______________________ (accept / decline) the offer as _____________________________ 

(Research Assistant / Graduate Research Assistant) for the Research Grant entitled: 

“_________________________________________________________________________________”. 

 
 
Sincerely, 
________________________________________ 
(      ) 
IC Number: 
Date: 



 

PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ACCEPTANCE FORM    -CRP-	
 

Page 1 of 1 
 

 
 

 
PPP09 

 
RESEARCH ASSISTANT / GRADUATE RESEARCH ACCEPTANCE FORM 

 
To 
Acting Registrar 
Universiti Islam Sultan Sharif Ali 
Brunei Darussalam 
 
Through 
Director 
Centre for Research and Publication 
Universiti Islam Sultan Sharif Ali 
Brunei Darussalam 
 

هتاكربو الله ةحمرو مكيلع ملاسلا  
Dear Sir / Madam,  
 

I hereby ______________________ (accept / decline) the offer as _____________________________ 

(Research Assistant / Graduate Research Assistant) for the Research Grant entitled: 

“_________________________________________________________________________________”. 

 
 
Sincerely, 
________________________________________ 
(      ) 
IC Number: 
Date: 
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PPPXX_ RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPLICATION FORM                   -CRP- 
 

Page 1 of 1 

 
PPP010 

 
 

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT EXTENSION APPLICATION FORM 
 
 

Principal Researcher  
Research Title 
 

 

 
RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT’S PERSONAL INFORMATION: 
 

Name  
Address 
 

 

Date of Birth  
Gender  
Identity Card Number  
Contact Number  
Email  

 

BRIEF REASON FOR THE EXTENSION: 
 

 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________ 
 

APPROVED BY: 

Name of Principal Researcher: __________________________________________________________ 

Signature: _________________________    Date: ____________________ 
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PPP011 

 

PPPXX_RESEARCH ASSISTANT ATTENDANCE REPORT FORM                     -CRP-	
Page 1 of 2 

 

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT ATTENDANCE REPORT FORM 
 

Research Assistant’s Name  
Research Grant ID CRP00xx 
Research Title  

 
Principal Researcher  
Approved Research Duration  
 
 

MONTH: _____________________   YEAR: ______________________ 
 

DATE	 DAY	 TASKS	
AM	

	
PM	 TOTAL	

HOURS	

SIGNATURE/	
APPROVED	

BY	

DATE	
APPROVED	

FROM	 UNTIL	 FROM	 UNTIL	
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PPP011 

 

PPPXX_RESEARCH ASSISTANT ATTENDANCE REPORT FORM                     -CRP-	
Page 1 of 2 

 

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT ATTENDANCE REPORT FORM 
 

Research Assistant’s Name  
Research Grant ID CRP00xx 
Research Title  

 
Principal Researcher  
Approved Research Duration  
 
 

MONTH: _____________________   YEAR: ______________________ 
 

DATE	 DAY	 TASKS	
AM	

	
PM	 TOTAL	

HOURS	

SIGNATURE/	
APPROVED	

BY	

DATE	
APPROVED	

FROM	 UNTIL	 FROM	 UNTIL	
	 	 	

	
	
	

	 	 	 	 	 	 	

	 	 	
	
	
	

	 	 	 	 	 	 	

	 	 	
	
	
	

	 	 	 	 	 	 	

	 	 	
	
	

	

	 	 	 	 	 	 	

	 	 	
	
	
	

	 	 	 	 	 	 	

	 	 	
	
	

	

	 	 	 	 	 	 	

	
	

 

PPPXX_RESEARCH ASSISTANT ATTENDANCE REPORT FORM                     -CRP-	
Page 2 of 2 

 

DATE	 DAY	 TASKS	
AM	

	
PM	 TOTAL	

HOURS	

SIGNATURE/	
APPROVED	

BY	

DATE	
APPROVED	

FROM	 UNTIL	 FROM	 UNTIL	
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[ 112 ]

PPPXXX_ RESEARCH CLAIM FORM        -CRP- 

 

PPP012 

  
RREESSEEAARRCCHH  CCLLAAIIMM  FFOORRMM  FFOORR  RREESSEEAARRCCHH  AASSSSIISSSSTTAANNTT  //  GGRRAADDUUAATTEE  RREESSEEAARRCCHH  AASSSSIISSTTAANNTT  

RREESSEEAARRCCHH  TTIITTLLEE::  

““________________________________________________________________________________________________________________________________________________________________””  

DDAATTEE  DDAAYY  
  

TTAASSKK  FFRROOMM  UUNNTTIILL  FFRROOMM  UUNNTTIILL  TTOOTTAALL  OOFF  
HHOOUURRSS  

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        

TOTAL HOURS OF B/F 
 

 

TOTAL HOURS OF C/F  
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PPPXXX_ RESEARCH CLAIM FORM        -CRP- 

 

PPP012 

  
RREESSEEAARRCCHH  CCLLAAIIMM  FFOORRMM  FFOORR  RREESSEEAARRCCHH  AASSSSIISSSSTTAANNTT  //  GGRRAADDUUAATTEE  RREESSEEAARRCCHH  AASSSSIISSTTAANNTT  

RREESSEEAARRCCHH  TTIITTLLEE::  

““________________________________________________________________________________________________________________________________________________________________””  

DDAATTEE  DDAAYY  
  

TTAASSKK  FFRROOMM  UUNNTTIILL  FFRROOMM  UUNNTTIILL  TTOOTTAALL  OOFF  
HHOOUURRSS  

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        

TOTAL HOURS OF B/F 
 

 

TOTAL HOURS OF C/F  

PPPXXX_ RESEARCH CLAIM FORM        -CRP- 

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        

TOTAL HOURS OF B/F  
TOTAL HOURS OF C/F  
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PPPXXX_ RESEARCH CLAIM FORM        -CRP- 

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        

TOTAL HOURS OF B/F  
TOTAL HOURS OF C/F  
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PPPXXX_ RESEARCH CLAIM FORM        -CRP- 

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        

TOTAL HOURS OF B/F  
TOTAL HOURS OF C/F  

PPPXXX_ RESEARCH CLAIM FORM        -CRP- 
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PPPXXX_ RESEARCH CLAIM FORM        -CRP- 

  
  
  

         
     

  
  

                        ____________________________  
  

          ____________________________________    ________________________       
____________________  
  
  
  

                                                                      

                                    
                                                                                     

                
           

  
  
  
        
                        
 



PPPXXX_ RESEARCH CLAIM FORM        -CRP- 

  
  
  

         
     

  
  

                        ____________________________  
  

          ____________________________________    ________________________       
____________________  
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PPPXX_ RESEARCH ITEMS CLEARANCE FORM                             -CRP- 
 

 
PPP013 

 
 

RESEARCH ITEMS CLEARANCE FORM 
 
 

Principle Researcher   
Research Title 
 

 

 
The following items has been returned to Centre for Research and Publication (CRP): 

 

NO ITEM QUANTITY SIGNATURE/ 
APPROVED BY 

DATE 
APPROVED 

REMARKS 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      

 
VERIFIED BY: 
____________________________________________________  Date: ______________ 
(        )   



PPPXX_ RESEARCH ITEMS CLEARANCE FORM                             -CRP- 
 

 
PPP013 

 
 

RESEARCH ITEMS CLEARANCE FORM 
 
 

Principle Researcher   
Research Title 
 

 

 
The following items has been returned to Centre for Research and Publication (CRP): 

 

NO ITEM QUANTITY SIGNATURE/ 
APPROVED BY 

DATE 
APPROVED 

REMARKS 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      

 
VERIFIED BY: 
____________________________________________________  Date: ______________ 
(        )   
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APPENDIX O
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CLAIMING ($2,000 & BELOW) 
    
Procedure Details           

 
 
 
 
 
 

Activity Details Responsible 
Person 

Documented 
Information 

Duration 
(Working days) 

 
 

1. Receives Related Documents  

1.1 Complete the form and 
provide other relevant 
documents  

Researcher/ 
PPP 

• Minute requestor 
(Enduser) 

• Form “Borang 
Kebenaran dan 
Sokongan Nilai 
Kecil” (Form under 
2k) 

• Original receipt 
with Validation 
Chop (Perakuan) 
and sign 

• Copy of Grand 
approval letter 

• Copy of Grand 
Extension Letter 
(If any) 

• Vendor Form (If 
necessary) 

• Other relevant 
documents 

1 day 

1.2 Officer checks & validate. 
Director verifies. PPP 

1.3 Finance section receives all 
the documents to further proses; 
 

Bursar/ FO 

2. Forward documentations for evaluations 

2.1 Decide on the budget 
provisions  Bursar 

• Form “Borang 
Kebenaran dan 
Sokongan Nilai 
Kecil” (Form under 
2k) 

 

3 days 
2.2 Forward successful vendor 
to relevant parties for approval; 
2.2.1 If Approved, proceed to 
process 3 
2.2.2 If Disapproved, return to 
process 1 

Registrar, 
Bursar and 

Rector 

3. Prepare Approval documents 

3.1 Issue Purchase Order 
3.2 Create Payment Voucher  Finance Clerk 

• Purchase 
Order  

• Payment 
Voucher 

3 days 

4. Answer Query 

4.1 Query to be responded (If 
any) 

Finance Clerk/ 
PPP • Query 3 days 

5. Approve Payment Voucher  

5.1 Approval Finance Officer • Payment Voucher 1 day 

End of Process 13 working days 

Start 

1. Receive 
Related 

dcouments 

5. Approval 

3. Prepare Approval 
Documents 

End 

2. Documents 
for evaluation 

No 

Yes 

4. Answer 
Query 
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 IMPORTANT NOTES: 
1 No project-related expenses can be claimed if the expenses incurred outside the grant period 
2 Invoices must be original, stamped and signed by company 
3 All receipts and invoices must be certifies by researcher 
4 Items to be purchased or already purchased must be those already approved in approved budget 
5 All required documents must be attached, to avoid further queries. 
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CONTOH BORANG KEBENARAN & SOKONGAN PEMBELIAN NILAI KECIL (BAWAH $2,000) 
 

 

 
 
 

PENGESAHAN 

2 
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CONTOH RESIT ASAL & DI SAHKAN: 
 

 

 
 
 COP PERAKUAN KERJA SIAP COP FR “BELUM PERNAH DIBAYAR 



APPENDIX P
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PURCHASING ($2,000 & BELOW) 
    
Procedure Details                       

Activity Details Responsible 
Person 

Documented 
Information 

Duration 
(Working days) 

 
 

1. Receives Related Documents  

1.1.1 Complete the form and 
provide other relevant 
documents  

Researcher 

• Approved Minute 
• Form “Borang 

Kebenaran dan 
Sokongan Nilai 
Kecil” (Form under 
2k) 

• At least 3 
quotations and 
copy of the 
vendor's 16/17 
Business 
Registration 
Certificate 

• Copy of Grand 
approval letter 

• Copy of Grand 
Extension Letter 

• Copy of Bank 
Details (for claim 
only) 

• Other relevant 
documents 

3 days 
1.1.2 Officer checks & approves. 

Director verifies. PPP 

1.2 Finance section receives all 
the documents to further 
proses; 

 

B.O 

2. Forward documentations for evaluations 
2.1 Decide on the budget 

provisions  B.O 

 3 days 

2.2 Forward successful vendor 
to relevant parties for 
approval; 

2.2.1 If Approved, proceed 
to process 3 

2.2.2 If Disapproved, return 
to process 1 

Registrar, 
Bursar and 

Rector 

3. Prepare supporting documents 
3.1 Issue Award Letter to be 

awarded to successful 
vendor 

3.2 Issue Purchase Order (PO) 
in TAFIS for payment 
purposes 

B.O • Award Letter 
• Purchase Order  

2 days 

4. Item received / Services performed  
4.1 Received the items or 

services performed by the 
vendors 

4.2 Received Delivery Order 
(DO) to be signed 

Researcher • Delivery Order 2 days 

5. Receive invoice from vendor 
5.1 Invoice must be stamped 

with the applicant's 
verification and signed 

Reseracher • Vendor’s Invoice 2 days 

Start 

1. Receive 
Related 

dcouments 

5. Receive Invoice 

3. Prepare 
Supporting 
Documents 

End 

4. Item received / 
Services performed 

2. Documents 
Evaluation 

6. Prepare 
Payment Voucher 

No 

Yes 
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KEYWORD:  
B.O : Bursar Office 

 
 

 IMPORTANT NOTES: 
1 No project-related expenses can be claimed if the expenses incurred outside the grant period 
2 Invoices must be original, stamped and signed by company 
3 All receipts and invoices must be certifies by researcher 
4 Items to be purchased or already purchased must be those already approved in approved budget 
5 All required documents must be attached, to avoid further queries. 

 

5.2 Invoice must be stamped 
with the Financial 
Regulation (FR75) stamp 
and signed 

B.O 

5.3 Once signature completed, 
vendor need to upload the 
invoices into TAFIS 

Vendor 

6. Prepare Payment Voucher  
6.1 Prepare Payment Voucher 

(PV) for payment purposes 
after all required documents 
are completed 

B.O 

• Payment Voucher 1 day 

6.2 Approval from officer B.O 

7. End of Process 13 working days 




