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OVERVIEW OF SUNWAY UNIVERSITY 
RESEARCH PROCESSES

Researcher 
Enquiries

Sun-U website/
VINE/ RS E-mail

Handling of enquiries on 
grant availability

HOD

Selection of research 
proposals by School 
Research Committee

Processing and 
approval of relevant 

documents

Fund Applications

Internal
Grants

External
Grants

Publication
Support

Conference
Support

Submission of application form & 
budget breakdown

Submission via MyGrants Portal

Submission of application form, 
abstract, proof of acceptance*

Application on System

Fund 
Utilization

Approval by Provost, confirmation of fund 
availability by RS & recording of fund 
utilization in respective spreadsheets

Issuance of 
Internal Grant 

offer letter

Research Ethics 
application

Approval by Research 
Ethics Committee

Issuance of Research 
Ethics Approval letter

Submission of required 
documents approved by HOD 

(requisition form, staff 
reimbursement form, quotation, 

invoice, relevant proof of 
purchase) 

Allocation of Internal 
Grants to selected 

applicants 

Staff reimbursement form, 
payment request form, other 

relevant claim form

Receiving of research 
materials

Receiving of progress/final report

Submission of research project 
completion report to grant provider

Receiving of reimbursement

Initiation of the research agreement 
process with collaborator

Submission of documents endorsed by 
HOD (MOA/MOU/CRA draft, Legal 

Request Endorsement) 

Reviewing of draft 
research agreement

Vetting of draft 
agreement

Obtain signature of designated signatory 
from collaborating institution for the 

finalised agreement (2 copies)
Obtain signature from the 

Vice-Chancellor for the 
finalised agreement (2 copies)

Stamping of signed agreement

Delivery of stamped agreement to 
Directorate Office

Delivery of stamped 
agreement to collaborator

Requisition form, tax invoices, 
quotation

Receiving of 
applications

Allocation of Internal 
Grants to Schools by 

Provost (based on QR 
spreadsheet)

Allocation of 
approved amount to 
selected applications

Approved documents 
returned to schools 

for processing 

Processing of 
relevant documents

Purchasing of item 
through vendor

Receiving of item

Submission of Delivery 
Order receipt to Finance

Researchers
 Walk-in

NOTE:
* Proof of acceptance to be submitted 

after the Publication Support
application form is approved / upon 
request to access the approved funds

Internal Grant

External Grant

Publication Support

Conference Support

LEGENDS

Agreement Process

Enquiries

Internal Grant

External Grant

Publication Support

Conference Support

LEGENDS

Agreement Process

Enquiries

Approval from School 
Dean and HOD

To be presented at 
SREC

Project Monitoring Review 

Submission of progress 
report and final project 

completion report 

Issuance of 
payment
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