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SECTION 1: INTRODUCTION

Objective
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.
Effective Date

th
7 August 2023
Definitions
Under these Policies and Guidelines, unless otherwise stated:
“Abandoned research” means a research project which was left uncompleted (with or without
utilising the grant), or no progress report was presented at all, after the due date of completion as
stipulated in the UNISSA’s approval letter.
“Accommodation” refers to a place where the researcher stays during the research trip.

“Books and reading materials” refer to required references purchased with the grant funds.

“Completed research” means a research project completed by the researcher(s) in achieving the
objective(s) and submitting the final report.

“Co-Researcher” means another/other researcher(s) undertaking the research.

“Delayed research” means an incomplete research project which has passed the due date of
completion as stipulated in the UNISSA’s approval letter.

“Equipment” refers to any tools which are necessary, vital, and directly related to the research
project e.g., computer, scanner, tape recorder, digital camera, software, etc.

“High Impact Journal” refers to Journals that are listed in SCOPUS/ISI/Wo0S/ERA.

“Indexed Journal” refers to renowned and leading journals in various fields listed by specific
publishers, societies or institutions and recognised by the research community globally.

“Per diem” refers to transportation expenses, including daily allowances for trips directly related
to the research project.

“Refereed Journal” refers to journals that publish articles that have been evaluated and approved
for publication by evaluators appointed by the Journals’ Editorial Committee.
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“Research Assistant” refers to an assistant who can help the researcher in conducting research.
‘““Graduate Research Assistant” refers to graduate student who is enrolled in UNISSA.

“Researcher” means the principal researcher who applies for the research grant and/or research
leave.

“Research Leave with Grant” refers to research leave approved by the university with funding.

““Research Leave without Grant” refers to research leave approved or recorded by the university
without any funding.

“Supplies” refer to stationeries or sample materials used in the research project, for example;
paper, pens, pencils, and other disposable materials.
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SECTION 2: TERMS OF REFERENCE FOR RESEARCH LEAVE AND GRANT
COMMITTEE

241

UNISSA Research Leave and Grant Committee (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 following:

Deputy Rector (Chairman)

Assistant Rector (Deputy Chairman)

Registrar (Member)

Bursar (Member)

Director of the Centre for Research and Publication - CRP (Member)
Deputy Director of CRP (Member)

Representative/s from Faculty or Centre (Member/s)

Head of Research Unit (Secretary)

The Committee shall have the following functions:

i) To recommend to the University the existing 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 applications and research proposals submitted under University Research Leave
and Grant (URLG) in terms of feasibility, impact, innovation and suitability with University
priorities.

iv) To recommend research projects and research leave with or without grants.

v) To ensure that the approval and monitoring process complies with university policies and
guidelines.

vi) To monitor and evaluate the progress of research projects applied under URLG and ensure
final reports submitted are aligned with the proposed output.

vii) To propose ways and means of enhancing the research activities.

viii) To recommend the endorsed research grant application to the Rector for approval.
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SECTION 3: GUIDELINES FOR RESEARCH GRANT’S APPLICATION

3.1 Research Grant

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

The grant is classified as follows:
(a) Not exceeding B$5,000.

(i) Small Grant (b) Not more than 6 months.

(c) Recommended by the Dean/Director.

(d) Maximum number of researchers is two (2).

The grant is classified as follows:
a) Aresearch project which costs between B$5,001to
B$15,000.
b) Not more than 12 months.
¢) Recommended by the Dean/Director.
d) Maximum number of researchers is three (3).

(if) Medium Grant

The grant is classified as follows:
a) A research project which costs above B$15,001 to
B$25,000.
b) Not more than 18 months.
¢) Recommended by the Dean/Director.
d) Maximum number of researchers is four (4).

(iii) Large Grant

The grant is classified as follows:
a) A research project which costs above B$25,001 to
B$35,000.
b) Not more than 24 months.
¢) Recommended by the Dean/Director.
d) Maximum number of researchers is five (5).

(iv) Premium Grant

The grant is classified as follows:
a) Aresearch project which costs B$35,001 and above
b) Not more than 30 months
¢) Recommended by Dean/Director.
d) Maximum number of researchers is six (6).

(v) Prestige Grant
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3.2

33

3.4

Eligibility
3.2.1  Principal Researcher:

o All full-time academic staff including contract staff are eligible to apply for UNISSA’s
Research Grant.

o Contract staff who become the Principal Researcher must have at least one local academic
staff as one of the co-researchers.

o All academic staff who are on Study Leave or Sabbatical Leave are not entitled to apply for
UNISSA’s Research Grant.

o EachResearcheris entitled to be the Principal Researcher for amaximum of two (2) research
projects and become a co-researcher for a maximum of two (2) research projects
concurrently. Exemption can be made on the maximum number of research projects a
researcher can undertake 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 Research Member:

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.

Financial Procedures
3.3.1 Everyresearch grant holder(s) shall abide by the financial procedures of UNISSA.
3.3.2  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.

Funds Transfer

3.4.1 Recommendation: Applications to transfer allocations between budget categories that
have been approved previously are only allowed for a maximum of two times only.

3.4.2 Fund transfers can be rearranged between budget categories except publication budget.
This allocation cannot be transferred to other particulars.

3.4.3 Requests to transfer allocations of funds can only be made during active research period no

later than two (2) months before the end of the research period. Allocation transfer
applications can be made after the research has been conducted for three (3) months.
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3.4.4 All claims should be made within the research grant period. Any claims submitted outside
of the research grant period will not be reimbursed and will not have any access to the
research fund after the research grant has been completed.

3.4.5 Publication claims can be made even after the research grant has concluded, as long as there

is an allocated budget indicated in the proposed budget. And the Principal Researcher has
to indicate this in the final report submitted.
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SECTION 4: RESEARCH LEAVE AND GRANT APPLICATION PROCEDURES

4.

4.2

Application Procedures

4.1.1

4.1.2

4.1.3

4.1.4

4.1.5

4.1.6

4.1.7

4.1.8

An application for a research grant must be completed by using URLGo1 URLG Form
obtainable from the CRP or UNISSA Website.

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

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 (3) months prior to the
proposed date of commencement of the project.

The URLGC Secretariat compiles the applications and call for the URLGC meeting.

The Principal Researchers are called to defend their proposals, if necessary.

The URLGC may reject the application or make a recommendation of approval to the
Rector.

Assistant Rector will issue the letter of approval to the applicant/s upon the approval of the
research grant from the Rector.

The Research Unit will monitor the progress of the approved research and leave grant
records such as budget utilisation, progress reports, final report, and all processes under
the URLG.

Research Leave Guidelines

4.2

4.2.2

4.2.3

Application for Research Leave can be made to the URLGC through the CRP, at least three
(3) months prior to the intended start date of the Research Leave. All applications should
be accompanied by a completed, approved and verified Risk Assessment Activity-Based
Form and Safety Management Plan.

Research Leave should only be used for undertaking a research project outside Brunei i.e.,
not research or writing leave within Brunei.

The period of the Research Leave should be within a non-teaching and assessment period.

The Research Leave will only be granted once every academic year for each research.

The maximum duration of Research Leave will not be more than 30 days per academic year
perresearcher, regardless of the amount of research grants approved. In exceptional cases,

the duration of the approved research leave can be extended for another 14 days, subject
to strong justification from the researcher and the Dean/Director. If necessary, the
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43

12

researcher may apply to use his/her annual leave or unpaid leave to extend the research
leave duration.

4.2.6 Researchers may use their Research Leave or part thereof for Research Output Writing.

4.2.7 Days of travel and public holidays falling within the period of granted Research Leave shall
be counted as part of that leave.

4.2.8 Inthe case of contract staff, the Research Leave in the last six (6) months of his/her contract
will only be approved in exceptional circumstances.

4.2.9 Research Grant may be used to fund Research Leave, including a return economy airfare
and a per diem of BND150 per day for a maximum of 14 days per grant. This amount is to
cover accommodation, transportation and meals during the research leave.

4.2.10 Research Grant and Leave can be taken subsequently with approved Conference Leave and
Conference Grant or vice versa.

4.2.11 In case of Research Leave taken subsequently with Conference Leave, the airfare may be
obtained from either grant. However, it must be specified at the time of application and be
subjected to UNISSA’s Conference Leave and Conference Grant Guidelines for eligibility.

4.2.12 Special consideration on the Research Leave may be given to Visiting Professors who reside
at UNISSA for at least 12 months by applying for the Research Leave. However, the Research
Leave is on a pro-rata basis without per diem and tickets.

4.2.13 Any remuneration paid to the researcher during the Research Leave period, either by the
host institution or other external funding body, should be declared in the Research Leave
application. The applicant will 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.

4.2.14 Theresearcher granted with the Research Leave is required to submit a report to the URLGC
through the CRP, not later than 14 days from the date of his/her reporting back for duty.

Reports

4.3.1. Submission of Progress Reports

4.3.1.1 Progress Report (URLG02) should be submitted to the Director of CRP every six (6)
months.

4.3.1.2 Failure to submit progress report will impact all financial claims and other requests
for the research made to URLGC.

4.3.1.3 Research Progress Report must be attached together with the Research Financial
Report that can be obtained from the Bursar.
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4.3.1.4 Inactive research or research that has not made any financial claims from the
budget after six (6) months the research has been approved must provide
justification to CRP. Without any valid reason CRP has the authority to propose to
terminate the research through URLGC meeting.

4.3.1.5 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 Final Report

4.3.2.1 The Final Report should be submitted to the Director of CRP not later than one
month from the date of completion of the research with the following items:

Final Research Report Form (URLG04)

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

4.3.2.2 Final Report with Incomplete document(s) will not be processed.

4.3.2.3 Research without a final report will be considered as abandoned research or
terminated project, subject to the clause under 4.5;

4.3.2.4 Any books purchased from grants should be returned to the University Library after
the completion of the project/research. Furthermore, the Research Logbook and all
equipment 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’, which must be submitted for verification by the
Director of CRP.

4.4 Delayed Research

4.4.1 In the case of an extension is required, the researcher may apply for three (3) months
extension for research with a duration of less than one (1) year and six (6) months extension
for research with duration of more than one (1) year. This is subject to the approval by the
URLGC.

4.4.2 The application for extension should be submitted to the Director of CRP through the
Dean/Director at least three (3) months prior to the expected completion date, using the
Research Extension Application Form (PPPo3). No additional funding can be requested
during the extension.

4.4.3 Iftheresearcheris unable to complete the Delayed Research within the first extension, the
researcher may apply for another three (3) months extension for research with duration of
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less than one (1) year and six (6) months extension for research with duration of more than
one (1) year. This is subject to approval by the URLGC. A third extension is not permitted.

4.5 Abandoned Research

4.5.1 Abandoned research that is unintentional means that academics may strategically abandon
aproject that is no longer viable due to methodological flaws, resource constraints, or when
preliminary results are unreliable.

4.5.2. Whenresearch has an intentional cessation, it means that there has been evidence of ethical
misconduct, which can include the falsification or fabrication of data, or inability of the
principal researcher to complete the final report and submit within the time frame provided.
This can be considered as ‘Terminated Research Project’.

4.5.3. Abandoned or Terminated research will be declared by the Assistant Rector by
issuing a letter to the researchers.

4.6  Sanctions for Failure to Submit Final Report/Research Output or Abandoned/ Teminated Projects

4.6.1 Researcher(s) who abandon his/her/their research project(s) without a valid reason or
declared as terminated project cannot be considered for another new research grant
application for two (2) years. This is also applied to all co-researcher(s) in the research
concerned.

4.6.2 If the researcher(s) fails to complete the research project within the allowable period, the
Principal Researcher involved is responsible to pay back all the research amounts spent for
the project including the direct expenses incurred.

4.6.2.1 Direct expenses incurred include, but not limited to, personnel fees (research
assistants (including GRA), typist, laboratory technician, labourer, consultant, and
others that have been identified in the application form.

4.6.2.2 Materials and supplies, chemicals, reagents, and other conssumable items which
have been used by the researcher(s).

4.6.2.3 Research-related travel and transportation, including conference fees and
subsistence allowances received during the research duration.

4.6.3 Repayment for research honorarium and direct expenses for abandoned research or
terminated project is made through salary deduction system or on a staggered basis.

4.6.4 In case of abandoned research after utilizing the grant, the researcher(s) must return the
utilised grant within three (3) months to a maximum of one (1) year from the approved date
of termination to return payment for the expenses incurred for the project to the Finance
Department, UNISSA.
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4.7

4.8

4.6.5 In case of abandoned research, with or without utilizing any amount of the grant, but after
taking research leave, the researcher(s) should replace the leave taken with his/her/their

annual leave.

4.6.6 Any equipment obtained during the research duration for the research project (such as
computer, laptops, iPads, laboratory equipment, audiovisual equipment) is to be turned
over to the respective Centre/ Laboratory/ Library as soon as the decision has been made by

the URLGC.

Publication of Research Findings

4.7.1  Any manuscripts submitted for publication upon completion of the research must
acknowledge the awarded grant as follows:

“This project was funded by Universiti Islam Sultan Sharif Ali (UNISSA), under the University
Research Leave and Grant (URLG) with reference number URLG202x-00xx”

4.7.2 Manuscript(s) from research output submitted to UNISSA Press will be referred
to the Publication Committee for consideration of publication.

Projected Outcomes

GRANT CATEGORIES

KPI

FINANCIAL
UTILISATION

SMALL GRANT
B$5,000 and below

At least one article in a refereed
journal.

At least 90%
of total funds
approved

MEDIUM GRANT
B$5,001 — B$15,000

At least one (1) article in an indexed
journal, and any of the following:

- Indexed Journal Article

- Chapter in a Book / Monograph
- Seminar Proceedings

- Working Papers in Seminars

At least 90%
of total funds
approved

LARGE GRANT
B$15,001 - B$25,000

1. At least one (1) article in an indexed
or scopus journal, and any of the
following:

- Indexed Journal /Scopus Article
- Chapter in a Book / Monograph
- Seminar Proceedings

- Working Papers in Seminars

At least 90%
of total funds
approved

Revised as of 21 February 2026
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2. Produce one (1) Master student
(with GRA), or publish one (1) book
(without GRA).

PREMIUM GRANT
B$25,001 - B$35,000
(without GRA)

1. At least two (2) articles in Scopus
journal or equivalent

2. Publish one (1) refereed book.

At least 90%
of total funds
approved

PREMIUM GRANT
B$25,001 — B$35,000
(with GRA)

1. At least two (2) articles in Scopus
journal or equivalent

2. Produce one (1) Ph.D student or
two (2) Master students

At least 90%
of total funds
approved

PRESTIGE GRANT 1
B$35,001 and above

1. At least three (3) articles in Scopus
journal or equivalent, and

At least 90%
of total funds

(without GRA) 2. Publish one (1) refereed book. approved
PRESTIGE GRANT 2 1. At least three (3) articles in Scopus
B$35,001 and above journal, and /?tt letath 90;4
(with GRA) 2. Produce one (1) PhD student or CIRGLETITTES

two (2) Master students

approved

16
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SECTION 5: RESEARCH ASSISTANT (RA)

5.1

5.2

53

Definition of Research Assistant (RA)

Research Assistant (RA) is an individual who is formally appointed to help with research, such as
helping with literature review, retrieving information, collecting data, and managing research
equipment and other matters related to research.

Research Assistant Appointment Application

5.2.1  The principal researcher is required to submit the Research Assistant’s
nomination using the Research Assistant Nomination Form (URLGO5) to URLGC.

5.2.2 Interested candidate(s) who wants to apply for the position must fill in the Research
Assistant Application Form (URLG06) and attach all relevant documents and submit it to the
principal researcher of the grant.

5.2.3 The Principal Research will select the RA based on the interview conducted and fill in the
Research Assistant Appointment Application Form (URLGo7) and submit to URLGC
Secretariat.

5.2.4 Appointment of Research Assistant for external grants is subjected to the agreement with
the concerned parties (if any).

Research Assistant Appointment Offer Letter

5.3.1 The approved Research Assistant will be appointed by the Director of CRP by issuing an
official appointment letter containing the following 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

5.3.2 Appointment letters issued by the Researchers themselves would not be considered as
official and cannot be used to claim for salaries or other related expenses.

5.3.3 Research Assistant candidate(s) who accept an offer must sign an Acceptance Form

(URLG08) and submit this form to the Research Unit, CRP before commencing the work as
an RA.
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5.4

5.5

5.6

5.7

5.8

18

Requirements and Qualifications of a Research Assistant Candidate

5.4.1  Only local or international living in the country can be appointed as research assistants. The
Government Financial Regulations do not allow payment of salaries for research assistant
residing outside of Brunei Darussalam.

5.4.2 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.

Self-Reporting Notification

5.5.1 The Research Assistant is required to report their attendance by filling in the Research
Assistant Attendance Report Form (URLG10) and certified by the Principal Researcher.

Research Assistant Appointment

5.6.1 AResearch Assistant can be appointed for two (2) 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 work for different projects on the same dates; and

c) The overall compensation does not exceed one monthly salary, accordingly as full- (22
days) or part-time (equivalent to 11 days)

Term of Appointment

5.7.1  The full-time RA appointment period shall not exceed three (3) months for a one (1) year
research project period, and six (6) months for a two (2) years research project period.

5.7.2 The appointment period of a part-time RA is not more than six (6) months For a research

project period of two (2) years, the appointment period is not more than one (1) year or a
maximum assignment of 180 days, subject to the approval of the URLGC Meeting.

5.7.3 The RA Appointment Period may exceed the maximum appointment period stated in (5.7.1)
and (5.7.2) but subject to justification and research requirements and URLGC approval.

Working Hours

5.8.1 The full-time rate is for 7.5 (in the month of Ramadan, it will be 6 working hours per day).
For daily work less than 7.5 hours, the payment shall be calculated on a pro-rata basis.

5.8.2 A full-time Research Assistant can work for a maximum of 22 days per month. Part-time
Research Assistant may work for a few hours per day, and not exceeding 7.5 hours per day,
and are allowed to work up to a maximum equivalent of 11 full days per month.
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5.9

5.10

5.1

5.12

Duties and Responsibilities

5.9.1 The Research Assistant shall assist in related research works as directed by the Principal
Researcher.

5.9.2 While carrying out their duties, RAs are subject to UNISSA’s rules and circulars and are
responsible to Principal Researcher.

Appointment Extension

5.10.1 Application for the extension of Research Assistant appointment can be made at least one
(1) month before the expiry date of the appointment or subject to the approval of URLGC.

5.10.2 The principal research will need to fill in the Research Assistant Extension Application Form
(URLGO09) and submit to the URLGC Secretariat.

5.10.3 The extension of the Research Assistant appointment period may be considered and is
subject to the following:

a) The maximum period of Research Assistant appointment extension does not exceed
one (1) month at a time and is subject to the needs of the research being conducted;

and

b) Research Assistant service can be extended if the performance of the Research
Assistant is satisfactory and certified by the Principal Researcher; and

¢) The financial allocation of the research grant must be sufficient for the purpose of
paying for the wages or allowances of the Research Assistant.

Termination and Resignation of Research Assistant

5.11.1 Research Assistant appointment may be terminated by giving one (1) week’s written notice
to the Research Assistant or by paying one (1) week’s compensation.

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

Allowance Rates

5.12.1 The appointment of the Research Assistant should be clearly stated in the grant application,
along with the duration and allowances granted.

5.12.2 The rate of allowance for RA is as follows:
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Level Allowance Rate Per Day
PhD holder BND130
Master’s holders BND110
Bachelor’s Degree holders BND8o
HND or Advanced Diploma holders BND60
Non-Degree holders BND4o

period.

5.12.3 Research Assistant daily allowance shall not exceed 22 working days in any one (1) month

5.12.4 Other current rates for supporting personnel are as follows:

Research Personnel

Allowance Rate

Field Assistant (Full-Time)

BND3o0 per day

Copy Editor

(task & responsibilities)

Up to BND4,000 (rates depending on the
workload; single payment after completing

service)

Proof Reader (for books only)

BND20 - BND50 (depending on the complexity
and terminology). Maximum of BND200 per

manuscript/book.

Translator (for articles only)

BND8 per page. Maximum of BND200 per

article.

Data Entry Assistant

BNDo0.50 - BND2.00 per script

Administrator of Questionnaire

BND1 - BND2 per questionnaire

Informant BND5 per hour with a max of BND40 per day
Typist BND4 per hour with a max of BND30 per day
Labourer BND2.70 per hour with a max of BND20 per day
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5.13

5.14

Payment of Wages/Allowance

The payment of wages/allowance to the Research Assistant is subject to the following conditions:

5.13.1

5.13.2

Records of attendance and activities from the Research Assistant must be completed and
attached with the Research Claim Form (URLG11) to claim the monthly wage payment or
allowance. The Principal Researcher must attach a report on the Research Assistant’s
attendance and activities to the application for allowance claim.

Monthly total claim shall not exceed one monthly salary, accordingly as full- (equivalent to
22 days) or part-time (equivalent to 11 days).

Advertising Research Assistant Positions

5.14.1

5.14.1

5.14.2

5.14.3

5.14.4

Principal Researcher should communicate with the URLG Secretariat, requesting to publish
a new advertisement for a Research Assistant.

The Design Team, CRP will prepare poster advertisement according to the specifications
indicated.

The advertisement will be published in the UNISSA Website and on social media platforms
like Facebook and Instagram.

Principal Researcher to conduct interviews with potential applicants.

Principal Researchers can communicate with the Head of Research Unit, Centre for
Research and Publication for the advertisement of Research Assistant positions through the

email address: urlgc@unissa.bn
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SECTION 6: GRADUATE RESEARCH ASSISTANT (GRA)

6.2

Definition of Graduate Research Assistant (GRA)

Graduate Research Assistant (GRA) refers to graduate students who are currently enrolled in
UNISSA taking Masters or Doctor of Philosophy (PhD) programme and conducts research under
any approved URLG. The tasks and responsibilities will be of similar with a research assistant with
the exception of different payment.

Graduate Research Assistant Appointment Application

6.2.1 Principal Researcher must fill in the Graduate Research Assistant Application Form
(URLGO06) and submit to CRP.

a) The Application Form must be submitted with the latest/recent certified Curriculum
Vitae (CV); and

b) The proposed term of appointment; and

c) Scope of duties to be assigned; and

d) Proposed allowance; and

e) Provisions used; and

f) Photocopy of Identity Card; and

g) Bank Account Number.

6.2.2 Appointment of GRA for external grants is subject to the agreement with the
concerned parties (if any).

6.3 Graduate Research Assistant Appointment Offer Letter

22

6.3.1 The approved GRA will be appointed by the Director of CRP by issuing an official
appointment letter containing the following 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

6.3.2 Appointment letters issued by the Researchers themselves would not be considered as
official and cannot be used to claim for salaries or other related expenses.

6.3.3 GRA candidate(s) who accept an offer must sign an Acceptance Form (URLG08) and submit
this form to the Research Unit, CRP before commencing the work as a GRA.
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6.4 Application Eligibility Requirements

6.5

6.6

6.7

6.4.1 Must be UNISSA graduate students who are enrolled for any graduate study program on a
full-time basis and conduct research (thesis only) or coursework and dissertation.

6.4.2 Master students who have not exceeded 5 semesters.
6.4.3 Doctoral students who have not exceeded 7 semesters.

6.4.4 Supervisors who have a sufficient amount of research grants to fund the GRA
appointments.

Monthly Allowance
6.5.1 Candidates will be paid an allowance based on their level of study as follows:

a) A maximum of BND700.00 per month for students pursuing a Doctor of Philosophy
(PhD) degree; The difference amount that a Scholarship recipient receive for amonthly
allowance.

b) A maximum of BND600.00 per month for students pursuing a master’s degree; The
difference amount that a Scholarship recipient receive for a monthly allowance.

6.5.2 For Brunei Government Scholarship recipients, UNISSA will top up the
difference in the allowance received.

6.5.3 All GRA fees/allowances will be processed based on the GRA Allowance Claim
Form (URLG11) verified by the Principal Researcher and approved by the Head of Research
Unit.

6.5.4 If the attendance record of the GRA is found to be unsatisfactory without any
strong justification, the Principal Researcher reserves the right to deduct the

salary/allowance of the GRA either by percentage (%) of absenteeism or number of days
absent.

Benefits

6.6.1 For self-paying registered postgraduate students, tuition fees including
registration and acceptance fees at the Universiti Islam Sultan Sharif Ali (UNISSA) will be
waived.

Terms of Reference & Involvement of Academic Activities

6.7.1 In addition to researching to develop/produce their thesis, GRAs are required to assist
lecturers in carrying out research-related work and activities.
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6.72 GRAs are allowed to attend any local academic activities such as
seminars/conferences/courses that are related to their respective research areas with the
approval of the Principal Researcher, with the costs borne by the grant (if applicable).

6.8 Key Performance Indicators (KPIs)

6.8.1 GRAs must meet the attendance requirements within the stipulated time.

6.8.2 GRAs are not eligible to receive any other rewards or payments unless permitted by the
University.

6.8.3 Research activities that are conducted should be in line with the ‘milestones’ of their
specialisation.

6.8.4 GRAs must produce at least one (1) publication paper in a Refereed or Scopus-indexed
journal for master’s level of study and two (2) Refereed or Scopus-indexed journals for PhD
level of study; that is, the GRA must be the first writer in at least one of the journals during
the period of study following the requirements of Centre for Graduate Studies (CGS),
UNISSA.

6.8.5 GRAs may assist in teaching or tutorial or practical or laboratory work or supervising final
year students and/or tutoring for a period not exceeding 4 hours per week for Master
students and 6 hours per week for PhD students including semester break/leave.

6.8.6 GRAs must carry out the duties assigned by the supervisor in matters related to research
and teaching that will provide mutual benefit within the stipulated period;

6.8.7 GRAs must carry out the duties assigned by the Principal Researcher under the prescribed
period.

6.9 Terms of Appointment

24

6.9.1 The maximum period of GRA for each appointment (both local and international students)
is one semester and this appointment can be extended subject to the performance of the
candidate’s progress report from the Supervisor or Principal Researcher (subject to the
duration of the research project).

6.9.2 The maximum appointment period for Master students is 5 semesters and for Doctor of
Philosophy (PhD) students is 7 semesters.

6.9.3 Master students who are in Semester 6 and PhD students who are in Semester 8 can be
considered for the GRA appointment provided that the student has produced a journal
publication (Refereed or Scopus-indexed Journal).

6.9.4 Candidates must pay full attention to their respective postgraduate studies and research

activities related to the candidate’s program of study. Candidates are not allowed to engage
in other activities that may affect their appointment.
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6.9.5 Candidates will be paid an allowance to be determined by the University if the candidate is
required to do outside work such as fieldwork.

6.9.6 This scheme can be terminated if the candidate’s performance does not meet the required
level.

6.9.7 Candidates are subject to the University’s Rules and Acts, Terms of Service and other
regulations in effect from time to time at UNISSA.

6.9.8 Candidates are solely under the responsibility of the Dean/Director/Head of
Programme/Supervisor from time to time.

6.10 Application Procedure and Extension of Appointment Period
6.10.1 Supervisor/Principal Researcher who apply to extend the GRA appointment period are
required to fill in the information using the GRA Extension Application Form (URLG09) and
submit it to the Research Unit, CRP two (2) months before the end of the appointment date.

6.10.2 The Supervisor/Principal Researcher is required to submit a GRA Research Progress Report
to extend the appointment term.

6.11 Termination of Appointment/Service
The GRA appointment/service can be terminated when:
a) Students are withdrawn/terminated from studies.
b) The research period has expired or the amount of research grant is insufficient.
¢) The URLGC with the support of the Principal Researcher may terminate the service of a GRA
by giving one (1) month’s notice when it is found that the performance of the GRA is

unsatisfactory.

d) If the student himself wishes to terminate the service, the student must submit 14 days written
notice to CRP through the Principal Researcher.

6.12 Discipline and Conduct
6.12.1 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.

6.12.2 The GRA must record his attendance at the workplace according to the time set by the
Principal Researcher.
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6.13

6.14

26

6.12.3 It is the responsibility of the Principal Researcher to report to the Director of CRP if a
candidate is absent from duty without permission to enable appropriate actions to be
taken.

6.12.4 Candidates whose appointment is terminated for violating the rules/conditions of
appointment can be taken appropriate action by discontinuing the allowance immediately.

Other Matters

6.13.1 If the candidate is not a local citizen, the permit arrangements by the Government of Brunei
shall be done and executed by the candidate or the Principal Researcher and all related
expenses shall be borne by the candidate.

6.12.5 Although non-local candidates are not encouraged, however, it can be considered if the
candidate’s expertise 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 Brunei Darussalam.

6.12.6 Candidates may not be held concurrently with other positions either within or outside of
UNISSA. If there is an overlap of appointment, legal action will be taken against the
individual.

6.12.7 Candidates are subject to the rules and regulations of the University, including conditions
of the service and other regulations enforce from time to time.

6.12.8 The number of appointments at one time is a maximum of two (2) persons only (GRA and/or
RA) or subject to a project research agreement.

Ethics and Responsibilities
Supervisors should be fully responsible for the appointed GRA in the following aspects:

a) Project Implementation Guidelines to GRA
GRAs who help to execute the research activities must receive proper training with adequate
and complete explanations 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 expires. For example, research data obtained by
a GRA cannot be used when the GRA publishes any paper while holding a position elsewhere.

¢) Publications by GRA
Any publication that is written by students while working as a GRA must acknowledge 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 without
falsifying or modifying any information or plagiarism.
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d) Supervisor Guidance and Supervision
Supervisors need to guide students under their supervision who work as GRAs. The supervisor
is also responsible to inform the University if the student’s achievement is unsatisfactory.

e) Any raw materials and equipment must not be taken out of the Laboratory without the
permission and approval of the Supervisor/Faculty/UNISSA.

6.15  GRA Monitoring
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 who quits or is dismissed can be replaced by another potential candidate depending

on the remaining budget allocation/vote.

d) Any GRAs who quit 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 new (substitute) GRA who replaces the previous/former GRA until the completion of
his/her studies even if the research period has ended.

f) The new (substitute) GRA’s allowance will cease when the research period ends.

6.15.1 The working hours are five (5) days with a working time of at least 7.5 hours a day.
Cumulative working hours are at least 37.5 hours per week.

Revised as of 21 February 2026 | 27



SECTION 7: OTHER RESEARCH RELATED MATTERS

7.1

28

Equipment and Supplies

7.1

7.1.2

7.4.3

7.4

7.1.5

7.1.6

7.1.7

A maximum of 40% of the total grant approved may be allocated for equipment.

The approval of equipment is at the discretion of the appropriate approving authority and
is made on a case-by-case basis.

Purchasing of equipment should be made through Bursar’s Office. However, for minor
purchases not exceeding BND200, the grant holder may purchase the items using his/her
own money and request for reimbursement by submitting a specific form issued by the
Bursar’s Office and producing the original receipts.

Upon completion of the research project, all equipment must be returned to the CRP or
Technology and Multimedia Centre (PTM), or UNISSA Library for record, disposal,
maintenance purposes, and/or for future use.

Purchasing procedures must comply with the Purchasing Policies and Procedures of the
University.

Any tools owned by UNISSA, which are necessary and directly related to the research
project, may be used by the researcher(s) on a loan basis.

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.

Books and Reading Materials

7.2.1

7.2.2

7.2.3

7.2.4

A maximum of 30% of the total grant approved may be allocated for books and reading
materials.

Should the researcher be permitted to purchase the books, he/she must present the books
to the Library for recording purposes. The books will then be given to the researcher on a
loan basis.

In the case of (7.2.2), the researcher may claim for reimbursement from the Finance Division.
He/she must submit the original receipts with the Library’s certification that the books were
recorded under the library ownership, and given to the researcher on a loan basis.

Any photocopies, publication reprints and books purchased from grants, etc. should be
returned to the University Library after the completion of project. Furthermore, the
Research Logbook and all equipment purchased from the University funds should be
returned to the University upon completion of research project. These can be listed out in
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7-3

74

75

the Research Clearance Form (URLG12), which must be submitted for verification by the
CRP.

Travelling

7.3.1

7.3:2

7-33

7.3.4

7-3:5

A maximum of 30% of the total grant approved may be allocated for travelling.
Travel tickets will be issued by UNISSA.

Application form shall be submitted two (2) months before intended research travel.
Date of leave shall be within the approved leave and verified by the university.

Tickets will be purchased by the Ministry of Finance. Tickets purchased by the applicant
will not be reimbursed by the Treasury Department.

Donations, Grants and Assistance from Outside Sources

7.4

7.4.2

7-4-3

744

Researcher(s) must report, in writing, to the Rector all donations, grants, or assistance,
whether in cash or in-kind, from any outside source for any research project. Such
donations, grants, and assistance should not be accepted without the prior written approval
of the Rector.

No one is allowed to apply for any outside source for any donation for any research project
for any purpose without prior written permission from the Rector.

All equipment or supplies donated by or purchased with the funds provided by an outside
source shall remain the property of UNISSA unless there is a prior written agreement to
return the equipment or the balance of any supplies to the donor on completion of a project.

Only the Rector or the Deputy Rector [ Assistant Rector/ Dean, if so authorised beforehand
by the Rector, is permitted to sign a Memorandum / Note of Understanding or Agreement
with an outside party in respect of any joint research project.

Accounting of Research Grant and Donations/Assistance from Outside Sources

751

7.5.2

The Bursar will open and operate an account for each approved research grant or each
donation/grant/assistance received from outside sources.

All expenditures must be made in accordance with the approved items shown in the
research grant or as specified by the donors in the case of any donation/grant/assistance
received from outside sources. All requests 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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SECTION 8: MATCHING RESEARCH GRANT

8.3

30

Background

To enhance the research and innovation network of Universiti Islam Sultan Sharif Ali (UNISSA) with
external parties such as public andfor private higher education institutions
(PHEI)/Industries/government and private agencies/ local and international non-governmental
organisations (NGOs).

The Policy

8.2.1 Matching Research Grants must have at least one (1) collaborating partner.

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

8.2.3 The contribution between UNISSA and the collaborating partner(s) should follow a
reasonable division at the rate of 50:50.

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

8.2.5 The approved grant amount for UNISSA and the collaborating partners must be clearly
stated in the MOA or equivalent document.

Application Criteria and Requirements

8.3.1 This grant is open to UNISSA Academic Staff with the following conditions:
8.3.2  Applicants must be permanent or contract academic staff of UNISSA.

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

8.3.4 The minimum number of members in any research project is two (2) academic staff including
the Principal Researcher.

8.3.5 Applicants who will be or are currently on study leave/sabbatical leave are not allowed to
apply as Principal Researcher.

8.3.6 Research projects must involve collaboration between UNISSA and external parties either
from PHEI, government agencies, private sectors, domestic or foreign NGOs.

8.3.7 Proof of cooperation (LOI/MoU/MoA) must be submitted from the collaborating partner(s)
as an indication of financial contributions.
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8.4

8.5

8.6

8.7

8.3.8 The funding must be in accordance with the planned activities with justification. The URLGC

Committee has the right to determine the actual amount to be approved.

Scope of Funding

8.4.1

8.4.2

Grant allocation is as per UNISSA Research Policy and Guidelines.

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

Research Project Duration

8.5.1

8.5.2

Aresearch project duration is between six (6) months to two (2) years.

For contract staff, the research project duration should not exceed the contract period at
UNISSA.

Expected Research Outcome

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

Application and Evaluation Procedure

8.7.1

8.7.2

8.7.3

8.7.4

8.7.5

8.7.6

8.7.7

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

The evidence of cooperation/commitment stating the amount of funds from external
parties e.g. MoA must be attached.

The proposal submitted from external parties is also to be attached.

Applications must be submitted no later than three (3) months before the commencement
of the research.

The Principal Researcher and UNISSA research members are encouraged to hold discussions
with collaborating researchers before the Principal Researcher presents the proposal and
application at the URLGC Meeting.

The accepted proposal will be presented at the URLGC Meeting.

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.
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8.8

8.9

8.10
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8.7.8 Documents such as Letter of Intent (Lol) or Memorandum of Agreement (MoA) will be
issued after obtaining the approval from the URLGC Meeting and permission from the
Rector.

8.7.9 Decisions and selections of proposals are final.

Project Commencement Date

All projects shall commence according to the date of approval from the URLGC Meeting and/or the
Memorandum of Agreement (MoA).

Research Progress

8.9.1 The Principal Researcher is fully responsible to monitor the progress of the research project.

8.9.2 The Principal Researcher should be in constant communication with collaborating fellow
researchers throughout the research grant duration.

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

8.9.4 Research progress report must be submitted in every six (6) months to the Director of CRP.

Research Grant Period Extension

8.10.1 In the case of an extension is required, the researcher may apply for three (3) months
extension for research with duration of less than one (1) year and six (6) months extension
for research with duration of more than one (1) year. This is subject to the approval by the
URLGC.

8.10.2 The application for extension should be submitted to the Director of CRP through the
Dean/Director at least three (3) months prior to the expected completion date, using the
Research Extension Application Form (URLG03). No additional funding can be requested
during the extension.

8.10.3 If the researcher is unable to complete the Delayed Research within the first extension, the
researcher may apply for another three (3) months extension for research with a duration
of less than one (1) year and six (6) months extension for research with a duration of more
than one (1) year. This is subject to approval by the URLGC. A third extension is not
permitted.

8.10.4 The Principal Researcher must first obtain approval to extend the grant period from the
collaborating partners.
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8.11  Research Final Report

8.11.1 The Final Report should be submitted to the Director of CRP (and email to URLGC
Secretariat at urlgc@unissa.bn) not later than one month from the date of completion of
the research with the following items:

e Final Research Report Form (URLG04)

e A hardcopy and softcopy of the Final Research Output that fulfill the research’s
KPIs
Research Financial Statement from the Finance Section.
Research Clearance Form (URLG12)

8.11.2 Final Report with Incomplete document(s) will not be processed.

8.11.3 Research without a final report will be considered as abandoned research or terminated
project, subject to the clause under 4.5.
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SECTION 9: RESEARCH ETHICS

9.2

93

34

General Principles

9.1.1  All research grant applications must adhere to the highest standards of research integrity
and ethical conduct to be approved by the University Research Ethics Committee (RECom).

9.1.2 Researchers are required to respect the dignity, rights, safety, and well-being of all research
participants, communities, and stakeholders, and to ensure that their research is conducted
in a manner that upholds academic freedom, intellectual honesty, professional
responsibility and institutional values.

Ethical Approval Requirement

9.2.1  All research grant applications involving human participants, animals, sensitive data, or
potential environmental or societal risks shall obtain prior research ethics approval from the
University Research Ethics Committee (RECom).

9.2.2 The principal researcher shall complete and submit the Research Ethics Approval Form to
the relevant faculty or centre for ethical review before forwarding it to University Research

Ethics Committee (RECom).

9.2.3 A copy of the approved Research Ethics Approval Form shall be attached to the research
grant application (URLGO1) submitted to the URLGC for record.

9.2.4 ltis the responsibility of the principal researcher to ensure that research ethics approval is
obtained prior to the commencement of any research activity.

Responsibilities of Researchers
9.3.1 Researchers have the following responsibilities:

(a) To ensure that their research is conducted with due regard for academic and research
integrity.

(b) To avoid all forms of research misconduct, including but not limited to fabrication,
falsification, plagiarism, misrepresentation of credentials or authorship, and
mismanagement of conflicts of interest.

(c) To properly manage and safeguard research data, materials, and records.

(d) To acknowledge funding sources accurately and comply with the URLG Policy and
Guidelines.
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9.4  Breach of Research Ethics

9.4.1 Any alleged breach of research ethics shall be reported to and investigated by the URLGC in
coordination with the relevant faculty or centre.

9.4.2 Where a breach is found to have occurred, the University reserves the right to take one or
more of the following actions:

(a) Suspend or revoke the research grant in question;
(b) Require the return of disbursed funds;

(c) Impose disciplinary action.
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SECTION 10: INTELLECTUAL PROPERTY AND PATENT RIGHT

10.1  Intellectual Property

10.1.1  All academic staff are bound to the University's Intellectual Property (IP)
policy.

10.1.2 Inventions resulting from a research project funded through UNISSA or external sources
shall be the property of UNISSA. A patent application will be filed in the name of UNISSA.
Staff involved in the research are advised to register with the Innovation and
Commercialisation Unit, Centre for Research and Publication prior to publishing their
research findings if they believe the findings may have commercial potential. The
researcher(s) must sign a Research Agreement or similar form prior to commencing the
research project.

10.1.3 Protection of intellectual property generated by research projects funded by any
government agencies should follow the Brunei Government policy of intellectual property.

10.1.4  Researchers are required to acknowledge in their publication that their research has been
funded by Universiti Islam Sultan Sharif Ali (UNISSA).

10.2  Patent Right

10.2.1 A patent right involving a research grant provided by UNISSA shall be the property of
UNISSA. An application for a patent right shall be made in the name of UNISSA.

10.2.2 If the research project is funded by outside sources, the property of the patent right shall
be subject to the Agreement signed by UNISSA and the funding party.

10.2.3 In applying for a patent right, UNISSA will pay for the costs relating to the registration of

the patent right. Any royalty received will be shared according to the agreed proposition
between UNISSA and the inventor(s).
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SECTION 11: OTHER FUNDING

1.1 UNISSA staff may be involved in research projects carried out and funded by other institutions or
organisations.

1.2 A researcher involved in a research project with other institutions or organisations without any
grant from UNISSA must register the research with CRP for record.

1.3 Theresearch grant from outside must be credited to the university fund.

1.4  Aresearcherinvolved in aresearch project funded by other institutions or organisations registered
with CRP may apply for research leave from UNISSA.

Revised and approved by:

University Research Leave & Research Grant Committee (URLGC)
22 & 26 July 2023

2" Revision:
30 September 2025/15 October 2025/16 October 2025/18 October 2025/01 November 2025

Approved by:
UNISSA Council 27™ Meeting
28 Muharram 1445H/07 August 2023
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APPENDIX A

Grant Reference No.:
=i APPLICATION FOR UNIVERSITY RESEARCH LEAVE AND GRANT
g ACADEMIC YEAR /
q.l-llgla",ﬁllou.dl dngly (To be completed and submitted to the Centre for Research and Publication through the
ottt teore bt sl b e Dean of Faculty / Director of Centre, normally at least 3 months prior to the proposed
date of research)

URLGO1

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?
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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)

Type of Research Grant Category (please tick one):

University Research Leave and Grant (URLG)

Collaboration with Outside University, please specify:

Collaboration with Outside Ministry/Department, please specify:

Others. Please Specify:

Proposed Start Date: Duration in months:

Commencement Date: Expected Date of Completion:

Total Proposed Budget Requested: BND

SECTION B: DETAILS OF APPLICANT AND CO-RESEARCHERS

Name of person responsible for grant application and IC Number:

Designation/Appointment:

Faculty/Centre:

Date of Appointment: Permanent Staff |:| Contract Staff |:|

Date of Expiry of Contract, if applicable:

Mobile Phone Number:

E-mail Address:
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a) Name of Co-Researcher(s)-(if any) and please attach their latest CVs:

Co-Researcher 1 Co-Researcher 2 Co-Researcher 3

Name

IC Number

Permanent or Contract
Staff

Designation

Date of expiry of
contract (if applicable)

Mobile Phone Number

E-mail Address

Signature

Consent

Research Leave:
Total Days of Leave: (days)
From: until

The main aims of the research should be clearly stated together with more specific objectives. These
should be measurable, either qualitatively or quantitatively.
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Describe in detail the procedures and methods to be used to achieve the research objectives of the
proposed project. Each objective must be dealt with while discussing methodology. Type of instruments
to be used for data collection and analysis should be discussed. Use additional sheets if necessary.

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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How will you publish/disseminate the research findings? Use additional sheets if necessary.

List 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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Please give a detailed timeline and description of the project activities on the Gantt Chart 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).

JAN | FEB | MAR | APR | MAY | JUN | JUL | AUG | SEP | OCT
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Please give details of the nature of support requested (e.g. equipment, research assistants, etc)
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Grant Research Date Expected Budget Role
Reference Project Title | Commenced Date of Approved (Principal
No. Completion Researcher
or Co-
Researcher)
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I understand that I must submit to standard University forms and purchasing procedures. I
further understand that Written Progress Report and Final Report must be submitted to the
Centre of Research and Publication (CRP) in due course.

If the grant is approved, I

e Will ensure that the URLGC 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 Centre for Research and Publication (CRP), UNISSA.

e Will comply with policies on intellectual property rights as set out in the URLG Guidelines
noting that in general, Intellectual Property Rights (IPR), developed as part of the
research grant, will remain as the property of UNISSA.

e Understand that a Final Project Report must be submitted to the Centre for Research and
Publication (CRP) one month after the completion of the Project. And 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.

Signature Date
i) Comments and justification:
Signature Date
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Approved / Not Approved:

Signature by Chairperson

Date

Revised as of 21 February 2026
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APPENDIX B

—_—
- . s -
l,pl-!' *k K ¥l ,-" JM-" dnoly
UNIVERSITI ISLAM SULTAN SHARIF ALI
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

URLGO2

RESEARCH GRANT PROGRESS REPORT [ o1si// jl,>/ 157

A. PROJECT INFORMATION / €9 isoll & Wlogleo

GRANT REFERENCE NUMBER

RESEARCH TITLE / il Olgic

START DATE / saJl &y,

END DATE (EXPECTED) / icgall
&dgi0ll) (silpll)

EXTENSION DATE, IF
EXTENSION HAS BEEN APPLIED
BEFORE / a0l &u)lic 55 13

J3 oo vl ak

PROJECT STATUS (ACTIVE /
TERMINATED / COMPLETED) /
(oS [ spiin yoiuno) >
egrinoll /
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PRINCIPAL RESEARCHER /
eoyirodl pud)

I/C / PASSPORT NUMBER /
s Sly> fsaseill @l o3,

NEW PRINCIPAL RESEARCHER
(if applicable) /

gosirol) 3ozl Gyl 129 U
I/C / PASSPORT NUMBER/
s slg= [apazill aSladl 03,

CO-RESEARCI‘!ER(S) / 1.
&9,.;».0.“ slacl

B. PROJECT ACHIEVEMENT / €9 winoll Wl ;i)

ACHIEVEMENT PERCENTAGE / ;oM @ygioll il

Project progress according to milesﬁtones
achieved up to this period [ 9 a0l pasill
OVl su> g9 ninoll

0-
25%

26 - 51- 76 -
50% 75% 100%

Percentage (please state %) / @gioll awll
(LSS =n %)

Progress Details /
gorinll (89 (a=all prsdl Juolss

Revised as of 21 February 2026
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RESEARCH OUTPUT / Gl guli

Indexed Journal Non-Indexed
[ &w,poo dl=o Journal / <
Number of articles/ manuscripts/ books /
Chapter in books
wSUl folbghzoll /ool sac
S o9 ol
(Please attach the First Page of Publication)
(Chgwisioll Go oVl axaall Y] )
International / National /

ol gl | (sd=odl Sgiuall

Conference Proceeding /
Olyeisoll &ildg sac

(Please attach the First Page of Publication)
(Ol)gwininll o oVl axaall S| >)

Intellectual Property / &,Ssall gpll
(Please specify) | (Mazdl o> p)

C. EXPENDITURE / wilded/

Budget Approved / 3ioisodl &iljuoll BND
Amount Spent / a3g,.a0Jl gJlwoll

BND
Last Claim Payment Made & Date / &u,lily 6,3V aJlaoll oy1i BND

DATE
Balance / su.o,ll

BND

Percentage of Amount Spent / &89 .00l &JLod) @gioll auull
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Date / &u,U

Principal Researcher’s Signature / ¢, il G, R:993:

Name / pow)l:

Date / gu,WI : Signature / gdq:l:
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UNIVERSITI ISLAM SULTAN SHARIF ALl
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

URLGO3

Goad | aedd Wbl 6 lodawl RESEARCH EXTENSION APPLICATION FORM

A. RESEARCH INFORMATION / x| e Ologleo

GRANT REFERENCE NUMBER

RESEARCH TITLE/ &=l Ulgic

PRINCIPAL RESEARCHER/ ()
Egpiral]

B. RESEARCH INFORMATION DETAILS/ x| e Wlogleoll Juo lai

START DATE/ caJl gu)b

END DATE (EXPECTED)/ gbgioll) 5LVl scgo)
15t EXTENSION DATE / 3., JsVI 1y0ell

27 EXTENSION DATE/ u,U ol 304l

% PROJECT'S PERFORMANFE (Milestone) /
() pll2oS) g ool (o slsUl dus)

Budget Approved / $3os0ll &slyuoll BND
Amount Spent /|  &d9,.a0J] &JLwoJl BND
BND
Last Claim Payment Made & Date / 3u,lJlg 6.3Vl &Jlnol o
Date
Balance /  asUJl &)Ll BND

Percentage of Amount Spent / &99,.a0)l &Jlol) &ygindl audl
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|:|3 months / Y ,wi I:l 6 months / 1 ,9_&7

END DATE (NEW) / 3,021) 50Vl 0260): nnsssssssssnnnnnnsnssans

Please state the justification(s) for applying the extension period/
sl (s>y) el clla) Olowl /5g5uadl):

Enclosed herewith the supporting documents / 1ia pcy o\l (55Uo)l grox> (39,1
bl

I:I 1. Summary of Financial Expenditure / aJloJl w89 ,aol) 5590l GLLJI
I:I 2. New milestone chart report / ;Lw)l pllecy 33> 85

Date / &u,l: Principal Researcher’s Signature [/ ¢gg .ol juus, &89 :

Revised as of 21 February 2026
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Name / pw)l:

Date / gu,ldl: Signature / g8g: :
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—_—
ot gle 1 yll yllledl dngly
UNIVERSITI ISLAM SULTAN SHARIF ALl
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

URLGO4

RESEARCH GRANT FINAL REPORT FORM

Sxl) silp ]y 6, loiwl

A | GRANT REFERENCE NUMBER

RESEARCH TITLE / <]l Ulgic

START DATE / sl &yt

END DATE / silpiJl scgoll:

EXTENSION PERIOD (DATE) IF
APPLICABLE:
A>9 U] (2w, uaeddl 6,58

PRINCIPAL RESEARCHER /

E9xirad] Gz

I/C / PASSPORT NUMBER / 0,
i sle> fanasadl @lall:

NEW PRINCIPAL RESEARCHER
(if any) /
(a=9 V) 2=l 950l G,

I/C / PASSPORT NUMBER / 53,
i slex/aasall @lal:
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CO-RESEARCHER(S) /

€ 9psinall clac]

Revised as of 21 February 2026
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66

c RESEARCH OUTPUT / Caxxdl 2uliu

Journal

Books /Books Chapter

Number of
articles/
manuscripts
|/ books /
Chapter in
books

Indexed
Journal /
“-UJ)-B-Q‘O CLLZ‘O

Non-Indexed
Journal |

Indexed
Journal /

Non-Indexed
Journal |

oVl sac
Jolbglazoll
Sl

S o\ wb

(Please attach
the First Page
of Publication)
I (o=
SL,l
axioll
oo oVl
Ol gwinioll)

International /| Sgiuwwoll
Jol

National | _sJ=oJl Sgiuoll

Conference
Proceeding /
&g sac

ol yoigoll

(Please attach
the First Page
of Publication)
/ (o=
aall BL,!
oo eVl
Ol y9inioll)

EXPENDITURE /| wlégid/

BND
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Budget Approved / éiwossol| auljodl

Amount Spent / @99 ,.a0J &JLoll BND
Balance / J.0,l BND
Last Claim Payment Made & Date BND

Date

Percentage of Amount Spent / & uull

adga0ll @llod) dygiall %

RESEARCH FINDINGS THAT CONTRIBUTE TOWARDS DEVELOPING SOFT AND HARD
SKILLS / wl,lpoll yebi 9 cadlw NI/ adlo Y] il dbaiv V]

E International / _sJo | Sgiwnll
Activity / alacis VI Date (Month, Year) / gu,W| | Organizer / plaioll
Tow ppar))
(e.g : Course/ Seminar/
Symposium/
Conference/ Workshop/
Site
Visit)

(/3935 /0580 [awoliy 1 io
aplaso 8,5 /aui )

_ National / ;s\on/ w099
Activity / alacs VI Date (Month, Year) / gu,| | Organizer / plaioll

(e.g : Course/ Seminar/
Symposium/
Conference/ Workshop/
Site
Visit)
(fo3 /0380 [0l : Jio
alaso 8,5 /aui )

F RECOMMENDATION(S) FOR FUTURE RESEARCH / W luogill
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I hereby confirm that all the details and information submitted are true and reflect
the findings and outcomes from the research conducted.

Principal Researcher’s Signature / ¢g,.iwll L, Ri8g5 :

Date / &u,U

Revised as of 21 February 2026



Name / pow)l :

Signature / 993l :

Date / gu,Wl :
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APPENDIX E

=
" o a o
q.l.-!l !h .I,g,-“ JN-" dagla
UNIVERSITI ISLAM SULTAN SHARIF AL
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

URLGO5

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 Remarks
No
APPROVED BY:
Name of Principal Researcher:
Signature: Date:
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URLGO6

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT APPLICATION FORM

. o & »

ol gl 14l kel dngly
UNIVERSITI ISLAM SULTAN SHARIF ALI
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

Post Applying For

Research Assistant

m) | Graduate Research Assistant

[m]

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

YEAR
GRADUATED

GRADE/
CGPA

*FOR GRADUATE RESEARCH ASSISTANT ONLY:

NO CURRENT PROGRAMME

FACULTY/
CENTRE

INTAKE

THESIS TITLE APPOINTED

SUPERVISOR
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Note: Please attach your latest Curriculum Vitae (CV) together with this form.

DECLARATION

| hereby affirm that all the information provided in my application is true, complete, and accurate to
the best of my knowledge and belief. | 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:
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UNIVERSITI ISLAM SULTAN SHARIF ALl
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

URLGO7

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:

Notes:
* The Appointment Application Form must be submitted to Centre of Research and Publication (CRP) through
respective Dean/Director.

** The Appointment Application Form must be submitted with (please tick):
a) The latest/recent certified Curriculum Vitae (CV)

b) The proposed term of appointment

c) Scope of duties to be assigned

d) Proposed allowance

e) Provisions used

f)  Photocopy of Identity Card

g) Bank Account Number

Oooooooao
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UNIVERSITI ISLAM SULTAN SHARIF ALl
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

URLGO8

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT ACCEPTANCE FORM

To

Registrar

Universiti Islam Sultan Sharif Ali
Brunei Darussalam

Through

Director

Centre for Research and Publication
Universiti Islam Sultan Sharif Ali
Brunei Darussalam

Sy Al Ay (SCle 2SI
Dear Sir /| Madam,

| hereby (accept [ decline) the offer as

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

“

Sincerely,

( )
IC Number:
Date:
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UNIVERSITI ISLAM SULTAN SHARIF AL
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

URLGO9

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 & DURATION APPLIED/APPROVED BY URLGC:

APPROVED BY:

Name of Principal Researcher:

Signature: Date:

Revised as of 21 February 2026






APPENDIX J







APPENDIX J

URLG10

—_—
dgolualll gle 355l yllalaall dagly
UNIVERSITI ISLAM SULTAN SHARIF ALL
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

RESEARCH ASSISTANT /| GRADUATE RESEARCH ASSISTANT ATTENDANCE REPORT FORM

(FOR PRINCIPAL RESEARCHER RECORD)

Research Assistant’s Name

Research Grant ID

CRP00XX-20XX | URLG202X-XXXX

Research Title

Principal Researcher

Approved Research

Duration
MONTH: YEAR:
AM SIGNATURE DATE
PM TOTAL / APPROVE
DATE | DAY TASKS RO FRO T UNTI | HOURS | APPROVED D
M UNTIL M L BY
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APPENDIX K

URLG11

e
o o & -

l,pl-.ll !l‘ .l._”-“ ;,Ikl-ll dagla
UNIVERSITI ISLAM SULTAN SHARIF AL
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

RESEARCH ASSISTANT / GRADUATE RESEARCH ASSISTANT CLAIMS FORM

Research Assistant’s
Name

Research Title

Principal Researcher

MONTH:

YEAR:

NO. DATE

DAY

TASKS CONDUCTED

TOTAL NUMBER OF DAYS
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Prepared by: Verified by:

( ) ( )
Name: Name:

Research Assistant / Graduate Research Assistant Principal Researcher

ICNo: Date:

CALCULATION OF THE RESEARCH CLAIMS FOR RESEARCH ASSISTANT/GRADUATE
RESEARCH ASSISTANT IS AS FOLLOWS:

@ RESEARCH ASSISTANT: (X) DAYS x BND (DAILY RATE PAYMENT)
=BND

9 RESEARCH ASSISTANT: BND (MONTHLY RATE PAYMENT)
=BND

@ GRADUATE RESEARCH ASSISTANT (FOR NON-GOVERNMENT SCHOLARSHIP):

*BND600/BND700 PER MONTH (delete where applicable)

*For the Brunei Government Scholarship, the payment is based on the difference in the

amount of a scholarship recipient receives for a monthly allowance. Please mark (x)
where applicable below:

BRUNEI GOVERNMENT SCHOLARSHIP RECIPIENT
Master’s Degree Student: BND242.00
PhD Student: BND 342.00

TOTAL OF CLAIM FOR THE MONTH YEAR

: BND
Prepared by: Verified by:
( ) ( )
Name: Name:
Research Assistant / Graduate Research Assistant Principal Researcher

ICNo: Date:

Revised as of 21 February 2026
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UNIVERSITI ISLAM SULTAN SHARIF ALL
SULTAN SHARIF ALI ISLAMIC UNIVERSITY

URLG12

RESEARCH GRANT CLEARANCE FORM

SECTION A: PRINCIPAL RESEARCHER DETAILS

Principal Researcher

Academic Position

Identity Card & Colour Contact
Number

Faculty/Centre

SECTION B: RESEARCH PROJECT INFORMATION

Project Title

Grant Reference
Number

Start Date

End Date

Extension Approved [0 1t Extension (3 months/6 months)
by URLGC (tick and [0 2" Extension (3 months/6 months)
underline duration [0 No extension applied

that applies)

Budget Approved

Budget Utilised
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SECTION C: DELIVERABLES & COMPLIANCE CHECKLIST
Tick the appropriate boxes and add remarks where needed (attach additional papers if

needed)
Item Status (V) Remarks
Final research report OYesONo
submitted
Financial report OYesONo
submitted
All expenditures OYesONo
accounted for
Research data OYesONo
archived/handed over
Ethical clearance OYesONo
complied with
Publications submitted OYesONo
Equipment/assets OYesONo
returned/accounted
Intellectual property OYesONo

disclosures (if any)

SECTION D: CLEARANCE CONFIRMATION

1. Principal Researcher Declaration
| hereby declare that all the deliverables and obligations related to this research grant have

been fulfilled.

Signature

Date

Revised as of 21 February 2026
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SECTION E: OFFICE USE ONLY - CENTRE/DEPARTMENT/UNIT CLEARANCE

Unit Name & Date Remarks
Signature

Finance
Department,
UNISSA
Inventory
(UNISSA Store)

Centre of
Technology and
Multimedia
UNISSA

Library, UNISSA

Research Unit,
CRP UNISSA

Publication Unit,
CRP UNISSA

SECTION F: FINAL ENDORSEMENT (RESEARCH UNIT, CENTRE FOR RESEARCH AND
PUBLICATION)

[JAll clearance requirements have been fulfilled. The research grant is hereby closed and
concluded.

(O 11 Te1T ol \VF=T o [ O OO PPPPPPRPPPRY
[ B LCE]T={ g =1 o] o AP PR PPPPPRSRPRRN
SIBNATUIE: ceeiiiiieiiiiiiiiiittiieit s e s e e e e ees

Date: e
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CLAIMING ($2,000 & BELOW)

Procedure Details

Activii Details Responsible Documented Duration
vity Person Information (Working days)
1. Receives Related Documents
o Mi
1.1 Complete the form Researcher/ nute
and provide other ; PPP requestor
relevant documents (Enduser)
® Form “Borang
1.2 Officer checks & — Kebenaran dan
validate. Director verifies. Sokongan Nilai
Kecil” (Form
under 2k)
® Original
receipt with
Validation
Related
dooumens Chop
(Perakuan) and 1 day
sign
Documents 1.3 Finance section ® Copy of
for ; S Grand
o receives all the documents Bursar/ FO
to further proses; approval letter
® Copy of
Grand
Prepare Approval Extension
Documents Letter (If any)
v ® Vendor Form
(If necessary)
® Other relevant
4- Answer documents
Query
2. Forward documentations for evaluations
2.1 Decide on the budget
/ Bursar
provisions ® Form “Borang
5. Approval 2.2 Forward successful Kebenaran dan
vendor to relevant parties Sokongan Nilai -
v go; zlipllgrival; . l;b:z&;istrar,d Kecil” (Form ays
2. Approved, ursar an it A4
End proceed to process 3 Rector

2.2.2 If Disapproved,

return to process 1

3. Prepare Approval documents

Revised as of 21 February 2026




® DPurchase
3.1 Issue Purchase Order Finance Order
3.2 Create Payment 3 days
Clerk ® Payment
Voucher J
Voucher
4. Answer Query
4.1 Query to be Finance
responded (If any) Clerk/ PPP * Query Ay
5. Approve Payment Voucher
Finance ® Payment
51 Approval Officer Voucher 1 day
End of Process 13 working days

IMPORTANT NOTES:

No project-related expenses can be claimed if the expenses incurred outside the grant
period

Invoices must be original, stamped and signed by company

All receipts and invoices must be certifies by researcher

Items to be purchased or already purchased must be those already approved in approved
budget

All required documents must be attached, to avoid further queries.

Revised as of 21 February 2026
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CONTOH BORANG KEBENARAN & SOKONGAN PEMBELIAN NILAI KECIL
(BAWAH $2.000)

5

“‘.'..'.!:i‘.ﬁ!.ﬂ‘:ﬂ."*

Bomc HEEBENARAN DAN SOKONGAN NILAI KECIL ($2,000 DAN KEBAWAH)

Pemohon hendaklah mengisikan pada Bahagian A, B dan C sahaja. Borang yang lengkap diisi bersama dengan dok peru dil k
Kewangan sekurang- kurangnya 2 minggu sebelum tarikh diperukan.
Siatandakan (/):  Dema E] Perkhidmatan/ Pembelian D Bayaran Balik l:] Wang Pendahuluan D
BAHAGIAN A — KETERANGAN PERMOHONAN \/
Nama Pemohon PG DR HAJAH NORKHAIRIAH BTE PG H] HASHIM _| Tandatangan Pemohon
Pemohon PENGARAH
Tarikh Permohonan 16 FEBRUARI 2023 Tarikh Diperlukan FEBRUARI 2023
Bagi Keperluan

PERMOHONAN PERUNTUKAN KULIAH KHAS JEMPUTAN BAGI MODUL HS3319: HALAL TOURISM PUSAT
PENYELIDIKAN HALALAN THAYYIBAN

BAHAGIAN B - KETERANGAN SEBUTHARGA / TAWARAN

Nama Sy Yang Harga
Tawaran

1. PERPERMOHONAN PERUNTUKAN UNISSA - PSU FRIENDSHIP TIES VISIT

BIL PERKARA PERINCIAN JUMLAH CATATAN /
SARANAN
1 Elaun bagi Pensyarah Pengiring (Pg Dr $90/hari x 6 hari BND 540
Hjh Norkhairiah binti Pg Hj Hashim) UNISSA
2 $30/hari x 6 hari UNISSA
Elaun bagi Pensyarah Pengiring / BND 180
Pelajar PhD (Nor Surilawana binti Haji
Sulaiman)
3 Elaun bagi Pelajar 7 pelajar x $30/harix 6 | BND 1,260 UNISSA
hari

2.

3.
'nn-mmn sebuthargo yang melebihi dari 3 syarikot di atas, okan dihadaopkan sebagai lampiran sahaja.
4 adaiah g 3 tidak diperiukan. Watay jumiah hend: i atas.

BAHAGIAN C - SOKONGAN SEBUTHARGA

| Syarikat Disokong_

| Harga Disokong | Kedudukan Tawaran_|
Tempoh Sah Laku _| Tempoh Siap [
Ulasan Sokongan

* Jika permahonan adatah berbentuk wang tunai, hanya harga dan ulasan yang diisikan.
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Disokong [J Tidak Di:
binti Haji

Asset [J B

CONTOH RESIT ASAL & DI SAHKAN:
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PURCHASING ($2,000 & BELOW)

Procedure Details

Activi Details Responsible Documented Duration
ty Person Information (Working days)
1. Receives Related Documents
® Approved
Minute
1.1.1Complete the form F B
. ® Form “Boran,
and provide other Researcher “
Kebenaran dan
relevant documents . —
Sokongan Nilai
Kecil” (Form
Start (
under 2k)
® Atleast 3
1.1.20fficer checks & .
Related . quotations and
dcouments apgroves. Ditector PPP copy of the
verifies. !
vendor's
16/17
Business
. Documepls o 9
Evaluation Registration 3 days
Certificate
® Copy of
Grand
Prepare Supporti . .
O oapporting 1.2 Finance section approval letter
7 receives all the ® Copy of
documents to further B.O Grand
received / Servicey :
< Derformed proses; Extension
i Letter
® Copy of Bank
Receive Invoice Details (for
¢ claim only)
® Other relevant
Prepare Payment docurnents
Voucher
2. Forward documentations for evaluations
2.1 Decide on the budget
o B.O
End provisions
2.2 Forward successful Registrar, 3 days
vendor to relevant Bursar and
parties for approval; Rector
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2.2.11f Approved,
proceed to
process 3

2.2.21f Disapproved,
return to process
1

3. Prepare supporting documents

3.1 Issue Award Letter to

b ded
¢ awarded to ® Award Letter

B.O ® Purchase 2 days
Order

successful vendor

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

4. Ttem received / Services performed

4.1 Received the items or
services performed by
the vendors ® Delivery

4.2 Received Delivery R Order
Order (DO) to be

signed

2 days

5. Receive invoice from vendor

5.1 Invoice must be
stamped with the

. , . . Reseracher

applicant's verification

and signed

5.2 Invoice must be
stamped with the
. . : ® Vendor’s
Financial Regulation B.O Iavod 2 days
(FR75) stamp and e

signed

5.3 Once signature
completed, vendor

Vendor

need to upload the

invoices into TAFIS

6. Prepare Payment Voucher

6.1 Prepare Payment
Voucher (PV) for

payment purposes BO ® Payment 1d
after all required ' Voucher E

documents are

completed
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6.2 Approval from officer

B.O

7. End of Process

13 working days

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 certified 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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