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URECA project support has been granted for the following four review projects 
supervised by Liao Zehuan (University Teaching Assistant) for A Y2019-2020: 

1. SBS19025: Cellular Senescence and Ageing (1) 
2. SBS 19026: Cellular Senescence and Ageing (2) 
3. SBS19027: Diabetes and Cancer 
4. SBS 19046: A Decade of Acupuncture Research: Advancements and 

Challenges 

The support can be used for URECA project consumables. URECA project 

consumables refer to materials /resources required for conducting research and 

consumed completely in the course of research project duration within current 

Academic Year (August to June) . The URECA consumable fund should be used 

on consumables which are directly related to /used for URECA research project. 

Purchases must be made during the period of research from August 2019 to May 

2020. 

Resources that are available for research use in the University should not be 

purchased as URECA project consumables. 

Returnable materials, such as hardware, must be returned to the URECA 

supervising faculty at the end of the URECA project duration. 

Each URECA, IDR-URECA and FYP-URECA project may claim up to a 

maximum of $500 (exclude GST) per academic year. 

URECA project consumable purchases can be done through URECA Purchase 

Order (PO) pre-approval or Reimbursement. 



Purchase order made without prior pre-approval from URECA office will not be 

funded under the URECA project consumables. 

Reimbursement can be made on the condition (a) the resources and services are 

not available on Ariba@NTU e-Catalogue and/or (b) there is time urgency on the 

required resources and services. 

Students are required to submit PO pre-approval form or Reimbursement claim 

form in URECA Consumable Claim Submission System through StudentLink. 

For reimbursement claim, payment is paid through GIRO. To receive claims 

payments via GIRO, please complete the GIRO Direct Credit Authorization Form 

and submit it to NSS Finance for processing. 

All claims must be submitted in URECA system for verification within 3-month 

from the purchase date. Claims beyond 3 months will be rejected. 

After claims approved by URECA supervising faculty and verified by URECA 

office, students are required to print out the hardcopy verified claim form (PO 

pre-approval form or reimbursement form) and attached with original 

receipts/quotations/bank statements for submission to admin/general office of 

their URECA project school with attention to staff-in-charge for approval 

arrangement. (The list of staff-in-charge is available in the auto-notification email 

after verification of claim is completed.) The last date of valid claim submission 

to URECA system for verification is 31 :tvfay 2020 (23:59hr). 



URECA ConVXmableV Claim SXbmiVVion PUocedXUeV 

- EQd DRcXPeQW - 

1. ReimbXUVemenW SXbmiVVion PUocedXUe: 
 a) FacXOW\ RU SWXdeQW SXUcKaVeV WKe UeTXLUed UeVRXUceV aQd RbWaLQV WKe RIILcLaO UeceLSW(V); 

b) SWXdeQW VXbPLWV UeimbXUVemenW claim foUm aQd XSORad VcaQQed cRS\ RI UeceLSW(V) aQd/RU baQN VWaWePeQW(V) 
WKURXJK SWXdeQWLLQN; (baQN VWaWePeQW VhRZLQg Whe cOaLP Sa\PeQW WUaQVacWLRQ LV UeTXLUed Lf Sa\PeQW Pade b\ 
caUd) 

c) FacXOW\ aSSURYeV UeimbXUVemenW claim foUm aQd UeceLSW(V) aQd/RU baQN VWaWePeQWV WKURXJK SWaIILLQN; 

d) URECA PURJUaPPe OIILce YeULILeV UeLPbXUVePeQW cOaLP IRUP aQd UeceLSW(V), aQd UecRPPeQdV IRU aSSURYaO 
WKURXJK SWaIILLQN. 

e) SWXdeQW SULQWV YeULILed UeimbXUVemenW claim foUm WKURXJK SWXdeQWLLQN aQd aWWacKeV RIILcLaO UeceLSW(V) aQd/RU 
baQN VWaWePeQW(V) IRU VXbPLVVLRQ WR adPLQ/JeQeUaO RIILce RI WKeLU URECA SURMecW VcKRRO ZLWK aWWeQWLRQ WR WKe 
VWaII-LQ-cKaUJe IRU aSSURYaO aUUaQJePeQW (SWaII-LQ-cKaUJe deWaLO LV aYaLOabOe LQ WKe QRWLILcaWLRQ ePaLO RQce WKe 
cOaLP LV YeULILed); 

I) AdPLQ/JeQeUaO RIILce SaVVeV WKe UeLPbXUVePeQW cOaLP IRUP aQd UeceLSW(V) aQd/RU baQN VWaWePeQW(V) WR WKe 
VWaII-LQ-cKaUJe LQ WKe SURMecW VcKRRO IRU aUUaQJePeQW RI aSSURYaO; 

J) ScKRRO cRRUdLQaWRU eQdRUVeV WKe UeimbXUVemenW claim foUm aQd VXbPLWV LW WR AVVRc CKaLU/AVVRc DeaQ/HRD 
(AdPLQ) IRU aSSURYaO;  

K) ScKRRO FLQaQce RIILce VXbPLWV aSSURYed cOaLPV WR NSS FLQaQce RIILce IRU Sa\PeQW SURceVVLQJ. 

2. PXUchaVe OUdeU PUe-ASSUoYal SXbmiVVion PUocedXUe: 
 a) ScKRRO adPLQ RIILce / SURMecW RIILceU RbWaLQV TXRWaWLRQ(V) IURP NTU P2P AULba e-CaWaORJXe RQ beKaOI RI 

VWXdeQW; 

b) SWXdeQW VeOecWV PXUchaVe OUdeU (E[WeUnal) RU PXUchaVe OUdeU (InWeUnal) LQ URECA V\VWeP WKURXJK 
SWXdeQWLLQN; 

c) SWXdeQW VXbPLWV URECA PO SUe-aSSUoYal foUm aQd XSORad TXRWaWLRQ(V) WKURXJK SWXdeQWLLQN; 

d) FacXOW\ aSSURYeV URECA PO SUe-aSSUoYal foUm aQd TXRWaWLRQ(V) WKURXJK SWaIILLQN; 

e) URECA PURJUaPPe OIILce YeULILeV PO SUe-aSSUoYal foUm aQd TXRWaWLRQ(V) aQd UecRPPeQdV IRU aSSURYaO 
WKURXJK SWaIILLQN; 

I) SWXdeQW SULQWV YeUified URECA PO SUe-aSSUoYal foUm WKURXJK SWXdeQWLLQN aQd aWWacKeV RIILcLaO TXRWaWLRQ(V) 
IRU VXbPLVVLRQ WR adPLQ/JeQeUaO RIILce RI WKeLU URECA SURMecW VcKRRO ZLWK aWWeQWLRQ WR WKe VWaII-LQ-cKaUJe IRU 
aUUaQJePeQW RI aSSURYaO (SWaII-LQ-cKaUJe deWaLO LV aYaLOabOe LQ WKe QRWLILcaWLRQ ePaLO RQce WKe cOaLP LV YeULILed); 

J) AdPLQ/JeQeUaO RIILce SaVVeV WKe URECA PO SUe-aSSUoYal foUm aQd TXRWaWLRQ(V) WR WKe VWaII-LQ-cKaUJe LQ WKe 
SURMecW VcKRRO IRU aUUaQJePeQW RI aSSURYaO; 

K) ScKRRO cRRUdLQaWRU eQdRUVeV WKe URECA PO SUe-aSSUoYal foUm aQd VXbPLWV LW WR AVVRc CKaLU/AVVRc 
DeaQ/HRD (AdPLQ) IRU aSSURYaO;  

L) ScKRRO SXUcKaVLQJ XQLW / Oab WR SXUcKaVe WKe cRQVXPabOeV aV SeU VcKRRO e[LVWLQJ SURcedXUeV WKURXJK AULba, 
aQd SeUIRUP JRRd UeceLSWV. 

 

NRWe: 
M) PO SUe-aSSURYaO fRUP (E[WeUQaO) UefeUV WR UeVRXUce(V) SXUchaVed fURP e[WeUQaO VRXUceV VXch aV 

VXSSOLeU/YeQdRU. FLOOLQg LQ Whe Ta[abOe APRXQW (befRUe GST & GST) LV UeTXLUed fRU WhLV fRUP. 

N) PO SUe-aSSURYaO fRUP (IQWeUQaO) UefeUV WR UeVRXUce(V) SXUchaVed fURP VchRROV LQ NTU. FLOOLQg LQ Whe Ta[abOe 
APRXQW (befRUe GST & GST) LV QRW UeTXLUed fRU WhLV fRUP. 

3. POeaVe LQSXW WKe UeaVRQV aQd MXVWLILcaWLRQV IRU RYeUVeaV SXUcKaVeV RQ WKe RQOLQe UeLPbXUVePeQW cOaLP IRUP RU PO 
SUe-aSSURYaO IRUP, ZKLcK eYeU aSSOLeV. 

4. BRRNV / MRXUQaOV / PaQXVcULSWV / UeSRUWV / daWa acTXLVLWLRQ WKaW aUe QRW aYaLOabOe LQ WKe OLbUaU\ Pa\ be SXUcKaVe aQd 
caWaORJXe b\ WKe OLbUaU\.  POeaVe RbWaLQ cRQILUPaWLRQ IURP WKe OLbUaU\ SULRU WR cOaLPLQJ WKe e[SeQVeV. POeaVe 
dRZQORad WKe OLbUaU\ IRUP IURP beORZ OLQN: 
KWWS://ZZZ.QWX.edX.VJ/OLbUaU\/VeUYLceV/DRcXPeQWV/UeVeaUcK_IXQd_IRUP.SdI 

5. AOO cOaLPV PXVW be VXbPLWWed LQ URECA V\VWeP foU YeUificaWion ZiWhin 3-monWh IURP WKe SXUcKaVe daWe (LQcOXdLQJ 
VXUYe\ e[SeQVeV). COaLPV be\RQd 3 PRQWKV ZLOO be UeMecWed. (The lasW daWe of Yalid claim sXbmission Wo URECA 
s\sWem for YerificaWion is 31 Ma\ 2020 (23:59hr).   

 TR aYRLd deOa\ LQ cOaLPV YeULfLcaWLRQ, UefeU WR 5 SWeSV TR E[SedLWe YRXU COaLPV VeULfLcaWLRQ 
 



(POeaVe checN Whe fROORZLQg WR eQVXUe aOO QeceVVaU\ VXSSRUWLQg 
dRcXPeQWV VXch aV VcaQQed cRS\ Rf UeceLSW/ TXRWaWLRQ/ baQN 
VWaWePeQW aUe LQ RUdeU befRUe XSORadLQg WR URECA S\VWeP fRU 
YeULfLcaWLRQ) 
 
  
SWeS 1: Check SUojecW conVXmable SXUchaVeV aUe claimable iWemV; 

non-claimable iWemV Zill be UejecWed. 
 
SWeS 2: Check oUiginal UeceiSW/inYoice daWe iV ZiWhin 3-monWh 

claimable SeUiod; TXoWaWion mXVW haYe aW leaVW 3-Zeek 
YalidiW\ SeUiod.  

 
SWeS 3:  The folloZing indiYidXal SUoof of Sa\menW VeWWlemenW mXVW 

be XSloaded Wo VXSSoUW claimV 
9 bank/cUediW caUd VWaWemenW foU caUd Sa\menW oU online 

SXUchaVeV 
9 comSan\ Said VWamS ZiWh VignaWXUe foU caVh Sa\menW 

inYoiceV 
9 comSleWed SaUWiciSanW acknoZledgemenW foUmV foU 

VXUYe\/fieldZoUk e[SenVeV claimV (incomSleWe SaUWiciSanW 
acknoZledgemenW foUmV Zill be UejecWed) 

 
SWeS 4:  Check WheUmal-SaSeU UeceiSW iV cleaUl\ SUinWed and 

Ueadable; No oYeUZUiWing on UeceiSWV; Faded UeceLSW LV 
STRICTLY QRW cOaLPabOe.  

  
SWeS 5:  ComSile all Vcanned UeceiSWV/inYoiceV/TXoWaWionV/bank 

VWaWemenWV aV one PDF file (in PDF foUmaW ONLY).  
 
 

(Note: Claims Zith incomplete supporting documents Zill be rejected, and amendment Zith 
required supporting documents through URECA s\stem is required for resubmission.) 

5 SWeSV TR E[SedLWe YRXU 
COaLPV VeULfLcaWLRQ 



URECA Projecƚ ConsƵmables Claimable and Non Claimable Iƚems 

Ͳ EŶd Ͳ 

CLAIMABLE ITEMS 

TǇpe of Eǆpenses Descripƚion MaǆimƵm limiƚ ͬ Form 
EǆƉeƌiŵeŶƚal 
ŵaƚeƌialƐ 

CheŵicalƐ͕ lab ƵƚeŶƐilƐ͕ ƐƉeciŵeŶ͕ eǆƉeƌiŵeŶƚal 
cŽŵƉŽŶeŶƚƐ ;elecƚƌŽŶic͕ elecƚƌical͕ ŵechaŶical aŶd 
ŽƚheƌƐͿ͕ eǆƉeƌiŵeŶƚal iŶƐƚƌƵŵeŶƚƐ ;elecƚƌical͕ elecƚƌŽŶic͕ 
ŵechaŶicalͿ͕ deƐigŶ ƵƚeŶƐilƐ aŶd ŵaƚeƌialƐ͕ liceŶƐe fee ;e͘g͘ 
fŽƌ haŶdliŶg ƐƉecial eƋƵiƉŵeŶƚͬ ƵƐe Žf aŶiŵal fŽƌ ƌeƐeaƌch 
ƉƵƌƉŽƐeƐͿ 

� UƉ ƚŽ ŵaǆiŵƵŵ ƉƌŽjecƚ ƐƉeŶd 

SŽfƚǁaƌeͬƐŽfƚǁaƌe 
liceŶƐe 

PƌŽgƌaŵŵiŶg aŶd aƉƉlicaƚiŽŶ  � UƉ ƚŽ ŵaǆiŵƵŵ ƉƌŽjecƚ ƐƉeŶd 
� OŶlǇ fŽƌ ƚhŽƐe ŶŽƚ aǀailable iŶ CITS aŶd 

ƐchŽŽl lab;ƐͿ 
� CŽŶfiƌŵaƚiŽŶ eŵail fƌŽŵ CITS aŶd ƐchŽŽl 

lab;ƐͿ ƌeƋƵiƌed 
Fƌeighƚ chaƌgeƐ IŶbŽƵŶd ƐhiƉƉiŶg cŽƐƚ ;ƉŽƐƚageͬ cŽƵƌieƌͿ aƉƉlicable ƚŽ 

cŽŶƐƵŵable ƉƵƌchaƐeƐ 
� UƉ ƚŽ ŵaǆiŵƵŵ ƉƌŽjecƚ ƐƉeŶd 

IŶƚeƌŶal ƌeŶƚal  IŶƚeƌŶal ƌeŶƚal eǆƉeŶƐeƐ ƚhaƚ iƐ ŽfficiallǇ chaƌged ;e͘g͘ High 
PeƌfŽƌŵaŶce CŽŵƉƵƚiŶg SeƌǀiceƐ iŶ NTUͿ 

� UƉ ƚŽ ŵaǆiŵƵŵ ƉƌŽjecƚ ƐƉeŶd 
� Official ƌeceiƉƚ ǁiƚh URECA ƐƚƵdeŶƚ Ŷaŵe 

aŶd ƵƐage chaƌge ƌeƋƵiƌed 
PhŽƚŽgƌaƉhǇ FilŵƐ͕ filŵ deǀelŽƉiŶg͕ ƉicƚƵƌeƐ ƉƌiŶƚiŶg � UƉ ƚŽ ŵaǆiŵƵŵ ƉƌŽjecƚ ƐƉeŶd 
BŽŽkƐ BŽŽkƐ͕ ŵaŶƵƐcƌiƉƚƐ͕ ƌeƉŽƌƚƐ͕ jŽƵƌŶalƐ aŶd daƚa acƋƵiƐiƚiŽŶ 

ƌeleǀaŶƚ ƚŽ ƚhe ƌeƐeaƌch ;ŵƵƐƚ be caƚalŽgƵed bǇ libƌaƌǇͿ 
� UƉ ƚŽ ŵaǆiŵƵŵ ƉƌŽjecƚ ƐƉeŶd 
� LibƌaƌǇ FŽƌŵ 

SƵƌǀeǇͬfieldǁŽƌk  EǆƉeŶƐeƐ ŽŶ ƚŽkeŶ Žf aƉƉƌeciaƚiŽŶ fŽƌ ƉaƌƚiciƉaŶƚƐ ƚŽŽk 
Ɖaƌƚ iŶ ƐƵƌǀeǇ iŶƚeƌǀieǁ͕ eǆƉeƌiŵeŶƚ ƐƚƵdǇͬiŶƚeƌǀieǁ͘ TǇƉe 
Žf ƚŽkeŶƐ iŶclƵde ƉhǇƐical ƚŽkeŶ͕ caƐh Žƌ caƐh ǀŽƵcheƌƐ 

� UƉ ƚŽ ŵaǆiŵƵŵ ƉƌŽjecƚ ƐƉeŶd 
� AŵŽƵŶƚ caƉƉed aƚ Ψϭϱ Ɖeƌ ƉaƌƚiciƉaŶƚ Žƌ 

ƚŽ a ŵaǆiŵƵŵ Žf Ψϰϱ Ɖeƌ ƐeƐƐiŽŶ Ɖeƌ 
ƉaƌƚiciƉaŶƚ ;ƌegaƌdleƐƐ ŶŽ͘ Žf hŽƵƌƐͿ  

� MƵlƚiƉle claiŵƐ bǇ Ɛaŵe ƉaƌƚiciƉaŶƚ iƐ ŶŽƚ 
allŽǁed 

� UŶƵƚiliǌed ƉhǇƐical ƚŽkeŶ aŶd caƐh 
ǀŽƵcheƌƐ caŶŶŽƚ be ƌeiŵbƵƌƐed Žƌ 
eǆchaŶged fŽƌ caƐh fƌŽŵ URECA ƉƌŽjecƚ 
cŽŶƐƵŵableƐ fƵŶdiŶg 

PhŽƚŽcŽƉǇiŶg SƵƌǀeǇ cŽŶƐeŶƚ fŽƌŵ͕ ƋƵeƐƚiŽŶŶaiƌe fŽƌŵ͕ ƌeƐeaƌch 
ƌefeƌeŶceƐ 

� MaǆiŵƵŵ Žf ΨϭϬϬ Ɖeƌ ƉƌŽjecƚ 
� Official ƌeceiƉƚ Žƌ ƌeceiƉƚ ǁiƚh cŽŵƉaŶǇ 

ƐƚaŵƉ aŶd ƐigŶaƚƵƌe 
 

NON CLAIMABLE ITEMS 

TǇpe of Eǆpenses Descripƚion 
IT ͬ Office eƋƵiƉŵeŶƚ  GeŶeƌal ƉƵƌƉŽƐe IT aŶd cŽŵŵƵŶicaƚiŽŶ eƋƵiƉŵeŶƚ like cŽŵƉƵƚeƌͬlaƉƚŽƉͬƚableƚ͕ faǆ 

ŵachiŶe͕ ƐcaŶŶeƌ͕ ƉƌiŶƚeƌ͕ PDA͕ ŵŽbile ƉhŽŶe͕ caŵeƌa͕ ǁŽƌkƐƚaƚiŽŶƐ Žffice ƉƌŽdƵcƚiǀiƚǇ 
ƐŽfƚǁaƌe aŶd liceŶƐeƐ͕ USB flaƐh dƌiǀe͕ haƌd dƌiǀeƐ͕ ƉŽƌƚable eǆƚeƌŶal diƐk 

SƚaƚiŽŶeƌǇ  SƚaƚiŽŶeƌǇ ;eǆceƉƚ ƐƵƌǀeǇ eǆƉeŶƐeƐΎͿ iŶclƵdeƐ ƉƌiŶƚiŶg chaƌgeƐͬ caƌƚƌidge 
SƵbƐcƌiƉƚiŽŶ eǆƉeŶƐeƐ  JŽƵƌŶalƐ ͬ MagaǌiŶeƐͬ MeŵbeƌƐhiƉ ͬ OŶliŶe ƐƚŽƌage ƐeƌǀiceƐ 
TƌaŶƐƉŽƌƚaƚiŽŶ EǆƉeŶƐeƐ ŽŶ ƚƌaŶƐƉŽƌƚaƚiŽŶ͕ ƉaƌkiŶg͕ ƚƌaffic fiŶeƐ  
PŽƐƚage Θ cŽƵƌieƌ ƐeƌǀiceƐ GeŶeƌal ƉŽƐƚage͕ cŽƵƌieƌ͕ ŽǀeƌƐeaƐ ƐhiƉƉiŶgͬfƌeighƚ chaƌgeƐ  
TelecŽŵ eǆƉeŶƐeƐ TelecŽŵŵƵŶicaƚiŽŶ͕ IŶƚeƌŶeƚ 
ReŶƚal Θ ƐeƌǀiceƐ  ReŶƚal chaƌgeƐ ƌelaƚed ƚŽ faciliƚieƐ͕ ǀeŶƵe Žƌ eƋƵiƉŵeŶƚ 
PaƚeŶƚͲƌelaƚed eǆƉeŶƐeƐ PaƚeŶƚ aƉƉlicaƚiŽŶ filiŶg͕ ŵaiŶƚeŶaŶce aŶd Žƚheƌ ƌelaƚed cŽƐƚ 
PƵblicaƚiŽŶƐ  PƵblicaƚiŽŶ Ɖage chaƌgeƐ fŽƌ jŽƵƌŶal ƉaƉeƌƐ Žƌ addiƚiŽŶal ƉageƐ iŶ cŽŶfeƌeŶce ƉaƉeƌƐ 
GifƚƐ Θ ƚŽkeŶ Žf aƉƉƌeciaƚiŽŶ  PhǇƐical ƚŽkeŶ͕ caƐh Žƌ caƐh ǀŽƵcheƌƐ ;eǆceƉƚ ƐƵƌǀeǇͬfieldǁŽƌk eǆƉeŶƐeƐΎͿ 
OƚheƌƐ  FiŶeƐ͕ ƉeŶalƚieƐ͕ ƚƌaiŶiŶg Žƌ eŶƌichŵeŶƚ cŽƵƌƐe͕ ŵaƌkeƚiŶg͕ adǀeƌƚiƐiŶg͕ ǁebͬaƉƉ 

deǀelŽƉŵeŶƚ͕ cŽŶƐƵlƚaŶcǇ͕ aƵdiƚ͕ legal͕ iŶƐƵƌaŶce͕ ƌeƉaiƌƐͬ ŵaiŶƚeŶaŶce Žf ƌeƐeaƌch 
eƋƵiƉŵeŶƚ͕ ŽƵƚƐŽƵƌciŶgͬ ƐƵbcŽŶƚƌacƚiŶg Žf ƌeƐeaƌch ǁŽƌk͕ ƌefƌeƐhŵeŶƚƐ Θ eŶƚeƌƚaiŶŵeŶƚ 
eǆƉeŶƐeƐ͕ ŵaƚeƌialƐ fŽƌ ƉƌŽjecƚ eǆhibiƚiŽŶ bŽŽƚh ƐeƚƵƉͬdeƐigŶ Θ diƐƉlaǇ͕ ƉƌiŶƚiŶg 
ceƌƚificaƚeͬƉƌŽjecƚ ŵaƚeƌialƐ fŽƌ diƐƚƌibƵƚiŽŶ 

Oƚheƌ cŽƐƚƐ Žƌ eǆƉeŶƐeƐ ŶŽƚ Ɛƚaƚed iŶ ƚhe ůiƐƚ͕ ƉůeaƐe checŬ ǁiƚh URECA PƌŽgƌaŵŵe Office aƚ ƵƌecaΛŶƚƵ͘edƵ͘Ɛg͘  
 



URECA PƌŽũecƚ CŽŶƐƵŵabůeƐ CůaiŵƐ GƵideůiŶeƐ aŶd PƌŽcedƵƌe Ͳ CƵƌƌeŶƚ 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PƌofeƐƐoƌ ƌeǀieǁƐ 
and appƌoǀeƐ 

ƌeimbƵƌƐemenƚ 
claimƐ foƌm and 

ƌeceipƚ;ƐͿ 

PƌofeƐƐoƌ ƌeǀieǁƐ 
and appƌoǀeƐ PO 

pƌeͲappƌoǀal foƌm 
and qƵoƚaƚion;ƐͿ 

URECA Admin ǀeƌifieƐ appƌoǀed 
ƌeimbƵƌƐemenƚ claimƐ foƌm and 
ƌeceipƚ;ƐͿ͕ and ƌecommendƐ foƌ 

appƌoǀal ƚhƌoƵgh SƚaffLink 

URECA Admin ǀeƌifieƐ appƌoǀed PO pƌeͲ
appƌoǀal foƌm and qƵoƚaƚion;ƐͿ͕ and 
ƌecommendƐ foƌ appƌoǀal ƚhƌoƵgh 

SƚaffLink 

School cooƌdinaƚoƌ endoƌƐeƐ PO pƌeͲ
appƌoǀal foƌm and ƐƵbmiƚƐ iƚ ƚo AƐƐoc 

ChaiƌͬAƐƐoc DeanͬHoD ;AdminͿ foƌ 
appƌoǀal  

YeƐ YeƐ 

YeƐ YeƐ 

YeƐ YeƐ 

No No 

No 
No 

School Finance office ƐƵbmiƚƐ 
appƌoǀed claim foƌm ƚo NSS Finance 

foƌ paǇmenƚ pƌoceƐƐing 
 

URECAͬFYPͲURECA ƐƚƵdenƚ 
ƐelecƚƐ ƚo pƵƌchaƐe conƐƵmableƐ 
ƚhƌoƵgh ƌeimbƵƌƐemenƚ oƌ ƌaiƐe 

a pƵƌchaƐe oƌdeƌ ;POͿ ReiŵbƵƌƐeŵeŶƚ PƵƌchaƐe Oƌdeƌ ;POͿ 

School pƵƌchaƐing Ƶniƚͬlab ƚo 
pƵƌchaƐe ƚhe conƐƵmableƐ aƐ peƌ 

Ɛchool eǆiƐƚing pƌocedƵƌeƐ ƚhƌoƵgh 
Aƌiba͕ and peƌfoƌm good ƌeceipƚƐ 

 

OffliŶe  
ƉƌŽceƐƐiŶg 
 

OŶliŶe  
ƉƌŽceƐƐiŶg 
 

SƚƵdenƚ ƐelecƚƐ ƚo ƌeimbƵƌƐe ƚo himƐelf 
oƌ hiƐ pƌofeƐƐoƌ and ƐƵbmiƚ 

SƚƵdenƚ ƐelecƚƐ ƚo ƌaiƐe inƚeƌnal oƌ 
eǆƚeƌnal PO pƌeͲappƌoǀal and ƐƵbmiƚ 

OŶliŶe  
ƉƌŽceƐƐiŶg 
 

SƚƵdenƚ pƌinƚƐ oƵƚ ǀeƌified 
ƌeimbƵƌƐemenƚ claim foƌm and 

aƚƚacheƐ ƌeceipƚƐ and ƐƵbmiƚ ƚo admin 
office of hiƐ URECA pƌojecƚ Ɛchool foƌ 

aƌƌangemenƚ of appƌoǀal 

SƚƵdenƚ pƌinƚƐ oƵƚ ǀeƌified PO pƌeͲ
appƌoǀal foƌm and aƚƚacheƐ qƵoƚaƚion 

and ƐƵbmiƚ ƚo admin office of hiƐ URECA 
pƌojecƚ Ɛchool foƌ aƌƌangemenƚ of 

appƌoǀal 

OffliŶe  
ƉƌŽceƐƐiŶg 
 

YeƐ YeƐ 

YeƐ 

School cooƌdinaƚoƌ endoƌƐeƐ 
ƌeimbƵƌƐemenƚ claim foƌm and ƐƵbmiƚƐ  

iƚ ƚo AƐƐoc ChaiƌͬAƐƐoc DeanͬHoD 
;AdminͿ foƌ appƌoǀal 

YeƐ 
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