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 Info complete & pass the test? 

Applicant  
Get Laboratory Access Request Form            

(FOP-LM-A02) and Laboratory Safety Test  
(FOP-LM-A03) from the Dean’s Office or 

Faculty of Pharmacy’s website. 

 

Start 

Applicant  
Submit the completed form & test to 

Lab Manager (Science Officer) 

Lab Manager (Science Officer) 
Verify applicant information                          

& check Lab Safety Test 

Applicant  
Make corrective action and resubmit 

the form / test 

Lab Manager (Science Officer) 
Approve the application 

Deputy Dean (RVCE) 
Approve the application 

Faculty’s IT Unit 
Issue access card 

No 

Yes 

End 

Lab Manager (Science Officer) 
Provide access card to applicant 

Applicant 
Sign form as confirmation of receipt 

 Existing card or new card? 

Existing card 

New card 

Faculty’s IT Unit 
Guide applicant to make deposit 

payment through UM E-Pay 

Applicant  
Make deposit payment & provide 

Proof of Payment 
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Access card deposit refund application process 

Applicant 
Return access card to Science Officer 

Lab Manager (Science Officer) 
Provide applicant with Laboratory Access 

Card Return Form (FOP-LM-A04) 

Applicant 
Fill in & sign the form 

Lab Manager (Science Officer) 
Sign form as confirmation of receipt 

Lab Manager (Science Officer) 
Submit the form to faculty’s finance unit for 

refund 

Faculty’s Finance Unit 
Process the refund application 

End 

Start 

Lab Manager (Science Officer) 
Return access card to Faculty’s IT unit 


