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Yes 

 Can the service be provided? 

Enquiry from applicant 

 Lab Advisor / Lab Manager  
Review request 

Lab Advisor / Lab Manager  
Inform applicant that the service cannot be 

provided 

No 

Yes 

 

Lab Advisor / Lab Manager  
Provide Laboratory Service Request Form 

(FOP-LM-B02) and Laboratory Service 
Charges (FOP-LM-B03) to applicant 

Applicant 
Submit the Service Request Form 

 

 
Lab Advisor / Lab Manager 

Approve the application & assign person-in-
charge (staff or applicant) 

Yes 

No 

 

Lab Manager / Lab Staff 
Fills in Charging Details Form (FOP-LM-B04) 

and submit to Income Generation Unit to 
issue quotation 

Start 

End 

 Income Generation Unit 
Prepare quotation 

 Would the applicant like to  
proceed with the service? 

 Is the amount of samples / usage 
time fixed? 

No 

 A 

 
Person-in-charge 

Laboratory staff: Provide service and report 
OR 

Applicant: Use the equipment 

 
Lab Manager / Lab Staff 

Fills in Charging Details Form (FOP-LM-B04) 
and submit to Income Generation Unit to 

issue quotation 

 B 

 Income Generation Unit 
Prepare quotation 

 Lab Manager / Lab Staff 
Submit quotation to the applicant 

 Lab Manager / Lab Staff 
Submit quotation to the applicant 
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1) For payment using E-PAY@UM, receipt will be generated from the E-PAY@UM system. 

2) For payment using Internal Money Transfer, receipt will be requested from UM Bursar by the Faculty’s 

Finance Unit. 

3) For access card application, please refer to guidelines for laboratory access request application. 

 

 

 

 

 

 

 

 

  

Applicant 
Make payment (through E-PAY@UM or 

Internal Money Transfer) & submit proof of 
payment 

 

End 

 

 A 

Applicant 
Make payment (through E-PAY@UM or 

Internal Money Transfer) & submit proof of 
payment 

 

 

Person-in-charge 
Laboratory staff: Provide service and report 

OR 
Applicant: Use the equipment 

End 

Notes 
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