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FLOW CHART OF APPLICATION PROCESS FOR APPOINTMENT AS ASSISTANT 

RESEARCHER AND RESEARCH ASSISTANT (RESEARCH ADMINISTRATION) 
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Description  Action 

   
 Research Assistant Application Form (PU/PY/BR44/ 

PERSONELR&D) can be downloaded from the website at 
http://reg.upm.edu.my/eISO/ or can be requested from the 
secretariat PTJ. 

 Applicant 

   
   
 Review application by the secretariat PTJ to ensure the 

application meets the conditions of appointment and all 
information in the application form is complete with the 
supporting documents. 

 Secretariat 
PTJ 

   
   
 Incomplete application will be returned to the applicant to 

complete. 
 Secretariat 

PTJ 
 Complete application will be submitted to the DVCRI 

Office. 
  

   
   
 Review application by the secretariat DVCRI Office.  Secretariat  
  DVCRI Office 
   
   
   
   
 Incomplete application will be returned to the applicant 

through the secretariat PTJ. 
 Secretariat 

DVCRI Office 
   
   
   
   
 Application that meet the conditions for appointment will 

proceed with the preparation of appointment letter of offer. 
 Secretariat 

DVCRI Office 
 Application status will be informed to the Selection 

Committee (Research) and a copy to the Head of PTJ. 
  

   
   
   
   
 Letter of offer prepared by the DVCRI Office.  Secretariat 
  DVCRI Office 
   

   
   
 Letter of offer will be sent to the successful candidate 

through the Head of PTJ and a copy will be sent to the 
supervisor. 

 Secretariat 
DVCRI Office 

   
   
 The candidate will receive a letter of offer from the Head 

of PTJ. 
 Secretariat 

PTJ 
 The candidate will complete a confirmation report duty and 

relevant documents if accept the offer. 
  

   
   
 The candidate report the duty at DVCRI Office.  Secretariat 

DVCRI Office 
 

DVCRI : Deputy Vice Chancellor (Research & Innovation) 

PTJ  : Faculty / Institute / Centre 
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