FLOWCHART FOR CASH

Get the Analysis Request Form from
INFRA Analysis Laboratory/download
from http://umresearch.um.edu.my/

i

Fill in the form

Payment using cash
deposit/electronic fund
transfer/cheque/bank counter

Get authorization from supervisor
(signature and stamp) for Analysis
Request Form

v

Pay under Bendahari Universiti
Malaya CIMB account number
8001279998

v

Submit complete form and
payment slip to INFRA personnel

i

Payment using PO

v

Get quotation from INFRA Analysis
Laboratory

v

Issue PO

v

Submit complete form and PO to
INFRA Analysis Laboratory

INFRA personnel fill in invoice form

\ 4

INFRA personnel record in database and
give a copy of Analysis Request Form

v

Send sample together with the copy form
to respective laboratory person in-charge

¥

Laboratory person in-charge analyze
sample and generate result

v

Laboratory person in-charge send back
the copy of Analysis Request Form to
INFRA Analysis Laboratory

INFRA personnel send the original
payment slip and Analysis Request Form
to Bendahari for further action

v

Copy retained by INFRA Analysis
Laboratory for record

!

INFRA personnel will check with
Bendahari to ensure payment has been
made (within 30 days)

|:| : for INFRA personnel actions




