UMBI

INSTITU'I BIOLOGI MOLEKUL PERUBATAN UKM

UKM MEDICAL MOLECULAR BIOLOCY INSTITUTE

FLOWCHART FOR UMBI LAB SERVICES AND EQUIPMENT RENTAL

SCOPE: ALL LABORATORY IN UMBI

RESPONSIBILITY PROCESS DOCUMENTATION
Customer —»| Request lab service and/or equipment rental 1. E-mail:
<umbi.cto@gmail.
v com>
Lab Manager - Reply to request
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AVAILABILITY

Confirm request details (type, quantity etc.)

Prepare quotation

Issue via email the quotation, Confirmation of
Acceptance letter and BCAJ form (UKM

customer only).

Completed CoA, BCAJ form and/or proof of
payment submit to LM via email.
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Document verification for Invoice or Receipt
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Arrange with Authorized Personnel

Perform lab service and/or equipment use
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1. Quotation

2. Confirmation
of Acceptance
letter

3. UKM-SPKP-
BEN-PK09-
BOO3 (Borang
Arahan Caj
Antara Jabatan)
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1. LM-F0O56
(Borang Log
Perkhidmatan
Makmal oleh
Pelanggan)
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