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PURPOSES:

• To enlighten HoRs on the 
processes, procedures and 
policies in managing grants

• To improve communication 
between HoRs and RMC officers 
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Presentation Outline

Our Teams & Responsibilities

Guidelines and Procedures in Grant 
Management

DrAA RMC 30 Aug 2021 3

Job scope of Heads of Research



DrAA RMC 30 Aug 2021 4

THE TEAMS
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Suzanah Umar

Senior Exec. Officer

Siti Sarah 
Marzuki

Senior Admin. Asst.
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Dr Adlina Ariffin

Deputy Director Admin. Officer 

Ext: 4632
Email: 

adlina@iium.edu.my

Ext: 5022
Email: 

nurainzuber@iium.edu.my

Ext: 5008
Email: 

sarahm@iium.edu.my

Ext: 5009
Email: 

suzanah@iium.edu.my
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• Assoc. Prof. Dr. Widya Lestari
• Sr. Mastura Abd Wahab
• Sr. Su'aidah Abu Mansor

GMU TEAM IN RMC KUANTAN
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Roles & Functions
Monitor research progress of grants from 
various funders

Monitor utilization of grants

Monitor and approve research activities

Research extension

Research completion

Appointment of GRAs

Monitor and approve research achievement

Publications

Talent

Intellectual Property
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Handle financial matters pertaining to:

Claims

Advancement

Procurement

Prepare reports to various funders

Organise workshops and briefing sessions to 
research staff and researchers on the  
management of grants

Organise research clinics and personalized 
sessions for research projects which face 
some difficulties 



JOB SCOPE OF HEADS OF RESEARCH
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GUIDELINES AND PROCEDURES IN GRANT 
MANAGEMENT
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1
Management of 
Research Project

3
Monitoring of 
Research 
Project

2
Management 
of Finance 
and 
Procurement

4
Roles, 
Responsibility, 
Integrity and 
Etiquette 

THE COMPONENTS
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MANAGEMENT OF 
RESEARCH PROJECT
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TYPES OF GRANTS

FUNDER NAME OF GRANTS

MOHE FRGS / FRGS (RACER)/RAGS / TRGS / 
LRGS / NRGS / 

MESTECC E-SCIENCE / TECHNO FUND

UNIVERSITY RIGS / PRIGS/ MIRGS / GSMRF / IAREF 

PRIVATE (Local & 
International)

SPONSORED RESEARCH / JOINT 
PROJECT RESEARCH / COLLABORATION / 
CLINICAL RESEARCH
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CHANGE OF SCOPE / OBJECTIVE

1 2 3
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CHANGE OF PI
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CO-RESEARCHER

1 2 3
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CO-RESEARCHER

4 5
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*Please refer to the respective guidelines of  the different types of  grants.
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PROJECT DURATION
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18*Urus Tadbir 2020 – An extension of 3 months is given for publication



PROJECT DURATION
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6. ATTENDING CONFERENCE OVERSEAS
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Criteria Science & Engineering Social Science

Qualification Only PI and project members are allowed
(Students are not allowed)

Publication For staff  under 5 years of  service:
• 2 articles in SCOPUS indexed journal; or
• 2 chapters in research book(s); or
• 1 research book

For staff  under 5 years of  service:
• 2 refereed journal; or
• 2 chapters in research book(s); or
• 1 research book 

For staff  over 5 years of  service:
• 5 SCOPUS indexed publication within the last 

3 years; or
• 5 chapters in research book(s);  or
• 2 research books

For staff  over 5 years of  service:
• 5 indexed publication within the last 3 

years; or
• 5 chapters in research book(s); or
• 2 research books

So, please constantly update your publication data on the MyGrants system.
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6. ATTENDING CONFERENCE OVERSEAS
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6. ATTENDING CONFERENCE OVERSEAS
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MANAGEMEMENT OF 
FINANCE AND 
PROCUREMENT
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 Utilization of grants
• Researchers are required to spend the grant

prudently and according to projected amount
as approved in the proposal.
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KNOWLEDGE OF FINANCIAL GUIDELINES
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PROCUREMENT FOR ASSETS, SUPPLIES AND SERVICES

1 2 3
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USING BUDGET AFTER END OF PROJECT

1 2 3
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RESEARCH ADVANCEMENT

1 2 3
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RESEARCH ADVANCEMENT
Cash advances to cover reasonable expenses for research purposes

- Must be reconciled with original 
receipts of expenses for research 
purposes.  

- Failure may result in deduction of 
salary.

Which Vote?

How to Apply?

Reconciliation & Penalty

Amount & Duration
- Amount: up to RM 100K or 30%

(whichever is lower) 

- Cash advances are to be 
reconciled within 6 months after 
disbursed.

Vote27000 
(Research Materials & supplies)

Vote29000 
(Professional Services)

.

Submitted via RMSV2

Approval
Dep Director RMC or

Kuliyyah



RESEARCH CLAIM 

1 2 3
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RESEARCH CLAIM

All expenses related to research 
& approved in the budget only

WHAT CAN BE CLAIMED?

Submitted via RMSV2

Attachment
Approved claim form & Verified original 

receipts

Approval
Dep Director RMC or

Kuliyyah

HOW TO CLAIM

All claims for reimbursement must 
be submitted within 6 months from 

the date of the receipts

VALIDITY OF RECEIPTS

Complete and approve 
RESEARCH CLAIM FORM 

shall be processed by Finance 
Zone 2 within 14 working days 

PROCESSING TIME 
FRAME



BUDGET REALLOCATION
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ISSUES ON CLAIMS

• Membership fees
• Claim for conference fee without approval for attending the 

conference
• Top up for TNG cards
• Mobile pre-paid claims
• Stationeries
• Procurement using V35000
• Data collection activities i.e.FGD without proposal/approval 

from RMC



MONITORING OF 
RESEARCH GRANTS
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FINAL PROGRESS/COMPLETION 
AND FINANCIAL REPORT
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Project Status Progress Level

Satisfactory • Progressing well

Unsatisfactory • Behind schedule
• Need closer monitoring

Problematic • Does not achieve target or deviated from initial 
planning
(project progress and financial)

• Project recommended for termination
(if received warning 2 times)
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FINAL PROGRESS/COMPLETION AND 
FINANCIAL REPORT
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First Year Second Year

1st Cycle 2nd Cycle 3rd Cycle 4th Cycle

25% 50% 75% 100%
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FINAL PROGRESS/COMPLETION AND 
FINANCIAL REPORT
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FINAL PROGRESS/COMPLETION AND 
FINANCIAL REPORT
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1 2 3
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END OF PROJECT REPORT



4 5
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END OF PROJECT REPORT
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ACHIEVEMENT OF OUTPUT
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ACHIEVEMENT OF OUTPUT
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ACHIEVEMENT OF OUTPUT (TALENT)



Criteria

a. 1. Graduate Research Assistant (GRA)
- GRA appointed and paid with the fund from research grant by MOHE.
- Duration of appointment must be within the active period of the research (min. 12 months) and must 

graduate (even after end of project).

2. Student paid using other sources
- Sponsored students or students who are paid using other financial sources rather than research grant 

by MOHE
- RMC must verify the status of the student and the research done. Info must be sent to MOHE.
- Duration of appointment must be within the active period of the research (min. 12 months) and must 

graduate (even after end of project).

b. GRA must be supervised by PI or co-researchers in the same project.

c. GRA must carry out studies that are directly related to the research project. Contents of related research 
needs to be confirmed by RMC.

d. The status of the GRA whether in progress or graduated need  to be updated through the MyGrants system 
even when the period of the research had ended. (You may UPDATE the info)
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ACHIEVEMENT OF OUTPUT (TALENT)



Criteria

e. GRA appointed must not be PI or co-researcher who is on study leave.

f. • Nationality status for GRA that need to be taken for consideration: 
- Malaysian and non-Malaysian (for appointment before 28 February 2014)
- Malaysian only (for appointment within 28 February 2014 until 15 October 2017)
- Malaysian and non-Malaysian (for appointment starting from 16 October 2017) However, appointment 

of non-Malaysian must not exceed 50% of the appointment of Malaysian GRA.

g. GRA on Full Time study mode will be counted as KPI for Talent. The GRA must be directly involved in the 
research conducted. RMC needs to verify and send the information to MOHE.

h. All GRA appointments must be proven by submitting the evidences to MOHE such as the appointment 
letter, letter of further study and any related documents
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ACHIEVEMENT OF OUTPUT (TALENT)



INTELLECTUAL 
PROPERTY

The criteria are as follows:
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ACHIEVEMENT OF OUTPUT



Activities that result in penalty Penalty Given

4.6.1 (a) • Does not submit progress report and financial report
(on the date determined by the Ministry)

• Restriction on budget expenditure

4.6.2 (b) • Does not submit the end of project report 
(on the date determined by Ministry)

• PI is not allowed to apply for a new MOHE 
grant for 2 years and co-researcher for 1 
year.

4.6.2 (c) • Project does not achieve the promised KPI/deliverables • PI is not allowed to apply for a new MOHE 
grant for 2 years and co-researcher for 1 
year.

4.6.2 (d) • Does not complete the research without providing strong 
justifications nor notification to the Ministry through the 
RMC

• PI is not allowed to apply for a new MOHE 
grant for 2 years and co-researcher for 1 
year.

• Researcher who had spent beyond the total amount approved after the end of the research duration due to 
recklessness need to pay back all the money spent unless there is  a strong justification acknowledged by RMC.50

PENALTY
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ROLES, RESPONSIBILITY, 
INTEGRITY AND ETIQUETTE
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GOOD RESEARCH CULTURE

a) Conduct research with honesty and integrity (including avoid conflict of interest).
b) Respect research subjects (i.e human, animal, environment).
c) Utilize budget prudently.
d) Acknowledge the role and contribution of every party involved in the research.
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INTEGRITY AND ETHICS
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GOOD RESEARCH CULTURE

a) Dishonest report of the findings i.e. fabricate data, manipulate data, negligence in the collection and analysis of 
data for the purpose of fraud.

b) Fabricate and distort the research progress, make outrageous statements and set aside the previous study 
finding.

c) Misuse of research funds or does not comply with the procurement and financial procedures that have been 
established.

d) Misuse of data and research finding for a negative purposes
e) Plagiarize the work of others, take without permission of the results and other research methods, ignoring the 

significant contribution of other researchers and copying other researchers’ writing without giving 
acknowledgement.
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INTEGRITY AND ETHICS
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http://www.might.org.my/download/the-Malaysian-code-of%20-responsible-conduct-in-research/
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DO THE RIGHT THINGS 
& 
DO THINGS RIGHT



THANK YOU!
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