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PREAMBLE 

Purpose of the Manual 

 

The purpose of this Manual is to define, streamline and standardise grant management 

processes at MUST with a view to improving the efficiency and effectiveness of such 

processes.    

 

Specifically, the manual: 

 

a) Outlines the grant management processes in the order in which they take place 

b) Defines roles and responsibilities for grant management  

c) Identifies the necessary documentation that is generated and used during the grant 

management process 

 

These provisions of this Manual shall be implemented to the extent that they are consistent 

with the University’s policies and procedures related to research, project management, 

financial management and human resource management.  In the event of any questions 

arising regarding the meaning of any of the terms and provisions of this manual, MUST’s top 

management’s interpretation based on the University’s policies, procedures and laws and 

regulations of Uganda will govern. 

 

Authority to Amend the Manual 

 

Amendments to this manual are not permitted without the prior approval of the MUST Vice 

Chancellor.   Anyone who proposes amendment to this manual will submit them in writing 

to the Director, Directorate of Research and Graduate Training (DRGT) who will formally 

present them to the Vice Chancellor.  Upon approval, the amendments shall take immediate 

effect and will accordingly supersede the affected provisions.  Notification of major changes 

shall be made in writing to all the staff and shall be explained in a staff meeting or any other 

suitable forum not later than 30 days before implementation, except under exceptional 

circumstances.   

 

Applicability of the Manual 

 

Unless otherwise indicated, the responsibility for implementing the provisions of this 

Manual shall lie with the Director, DRGT or his/her designate.   

This Manual is duly authorised and approved by: 

 

 

Vice Chancellor       Director, DRGT 
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1.0 INTRODUCTION 

1.1 Mbarara University of Science and Technology 

Mbarara University of Science and Technology (MUST) was operationalized in October 1989 

with transformation of facilities of the former School of Midwifery at the Mbarara District 

Hospital.  The MUST Statute (1989) as passed by the National Resistance Council was the 

enabling law that established the University as a body Corporate. At that time Uganda’s 

economy and social infrastructure had collapsed due to civil wars in the 1970’s and 1980’s. 

Therefore, with the Government of Uganda’s (GoU) realization that higher education was 

critical for nation building, and in particular that Science and Technology was the most 

realistic driver to lead this initiative, MUST was therefore a welcome idea and has to date 

lived to that expectation. 

 

Despite several challenges, the founding Vice Chancellor Professor Frederick I.B. Kayanja, in 

collaboration with four Cuban Professors started the pioneer Faculty of Medicine opening 

its gates to pioneer 43 students admitted to the Bachelor of Medicine and Bachelor of 

Surgery (MBChB) programme. Since October 28th 1989, MUST has seen many community 

innovations which have contributed to its development. MUST has grown from a single 

Medical Faculty to six Faculties and two Institutes to date. 

 

In May 2012, the University finally unveiled the much awaited move to a spacious campus at 

Kihumuro located at 7km on Mbarara-Bushenyi road with the commissioning of the Estates 

and Works Block. The Faculty of Applied Science and Technology was operationalized in 

January 2017. 

 

1.2 MUST Research Philosophy 

MUST strongly believes that fostering and building research infrastructure shall deliver a 

number of local and national benefits including: 1) a research-active faculty remains up-to-

date in their field, benefiting the students while developing their research skills; 2) carrying 

out cutting edge research, academia can not only identify potential future problems, they 

also offer solutions when the need arises; 3) research builds a knowledge-based economy 

where entrepreneurship springs from academic efforts; and 4) developing and retaining a 

pool of intellectuals and academics that can enrich any debate and social discourse within 

the country will be a source of think tanks that can advise government and other 

stakeholders on appropriate strategic interventions. Thus, building research capacity at 

MUST will contribute to community and national development as well as enhancing the 

quality of teaching and learning.   

 

To that end therefore, MUST offers academic freedom, through innovations in course 

content, allowing new experimental courses which not only introduce new areas to students 
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but also stimulates their interest in those areas, potentially helping the faculty in research.  

Equally, the University offers research freedom, allowing the students to choose a research 

area of their preference, which will contribute to better skills in the chosen area.   

 

1.3 Management and administration of research at MUST 

 

1.3.1 At the University-wide level 

Research and innovations processes will be centrally coordinated by the Directorate of 

Research and Graduate Training (DRGT) which will undertake the following functions: 

a) Identify, evaluate and manage research collaborations  

b) Manage research grants and funds  

c) Procure research infrastructure and supplies   

d) Ensure ethical adherence through MUST Research Ethics Committee and observance of 

other legal requirements. 

e) Manage innovations processes and outputs at the University  

 

1.3.2 At Faculty/Institute levels 

 The DRGT shall work with Deans/Directors, various Committees and researchers to develop 

new projects and properly conduct research as well as managing and publishing research 

outputs.   

 
1.3.3 Research faculty 

a) The Director, DRGT will be responsible for building research capacity at the Faculty as 

well as working with all Faculty members, students, post doctorates and research 

fellows to ensure increased generation of research projects, with particular emphasis on 

locally generated research, which could lead to innovations. 

b) Faculty based researchers shall be responsible for generating research proposals.   

c) Requests for Applications (RFAs) will be circulated by DRGT to all faculties and institutes. 

d) Either way, the University shall, as much as possible, support the researchers to 

generate quality proposals by offering them opportunities to develop the proposals 

offsite. 

e) Researchers who have developed their projects will have the responsibility of being 

principal or co-investigators as appropriate. 
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3.5 Managing Collaborations 

The responsibility of managing collaborations between MUST and sponsors or any other 

collaborators is shared between DRGT and PIs as here below. 

 

a)  DRGT responsibility 

i. Seek for potential sponsors/collaborators and undertake a thorough analysis of the potential 

benefits and risks (due diligence) associated with working with a potential 

sponsor/collaborator and submit a report to the Vice Chancellor, University Secretary and 

respective Deans/Directors. 

ii. Review the detailed requirements and policies of those sponsors/collaborators with whom 

the University envisages a positive potential of a collaborative relationship. 

iii. Communicate detailed requirements and policies of potential sponsors/collaborators to the 

Vice Chancellor, University Secretary and respective Deans/Directors. 

iv. Work with the PIs during preparation of the proposals to ensure that the detailed 

requirements and policies of potential sponsors/collaborators are adhered to. 

v. Negotiate with the sponsors/collaborators of approved proposals to ensure mutual benefits 

for both parties. 

vi. Communicate detailed provisions of signed contracts/Memoranda of Understanding (MoUs) 

between MUST and sponsors/collaborators to the Vice Chancellor, University Secretary 

and respective Deans/Directors and the PIs. 

vii. When the research project has kicked off, work with PIs to ensure continued adherence to 

all the provisions of the contract / MoU during the lifetime of the research project. 

viii. Negotiate and resolve conflicts between the University and the sponsors/collaborators 

arising out of the on-going research projects.  

ix. Brief the University management of the progress of resolution of conflicts between the 

MUST and the sponsors/collaborators arising out of the on-going research projects. 

x. In instances where MUST and sponsors/collaborators fail to agree to specific issues, advise 

the University to utilise other organs and means (internally or externally) to bring the 

matter to a conclusion.  

xi. Officially handover any assets and/or equipment that were used by the research project in 

accordance with the provisions of the contract/MoUs with the sponsor/collaborator. 

 

b) PI responsibility 

i. Ensure that the proposal is prepared in accordance with the requirements and policies of 

the sponsor/collaborator as provided by  DRGT 

ii. Ensure that all proposals reach DRGT in a complete manner (with all attachments) as 

required by the sponsor/collaborator in time (at least 5 days) allowing review before final 

submission. 
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iii. Support DRGT during negotiations with the sponsor, to ensure that the final contract reflects 

mutual benefits for both parties. 

iv. Upon signing of the contract/MoUs ensure that the research team understands all the 

detailed provisions therein. 

v. Regularly report to sponsor the progress of the research project. 

vi. Discuss with DRGT any issues arising out of the project that will require the attention of the 

sponsor, and thereafter communicate them to the sponsor. 

vii. Brief the research team of the issues and queries raised by the sponsor (either directly 

through him/her or through DRGT and ensure that all these issues are properly addressed 

during the conduct of the research project, and that feedback is given to the sponsor. 

viii. Ensure finalisation and proper close out of the research project in accordance with the 

provisions specified in the contract / MoU with the sponsor. 

ix. Work with DRGT to extract and nurture potential innovations arising out of the project in 

accordance with copyrights and intellectual property rights provisions specified in the 

contract / MoU with the sponsor and those of the University. 
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2.0 PRELIMINARY GRANT MANAGEMENT PROCESSES 

 

2.1 Announcement of grant opportunities 

 

2.1.1 Implementation steps for announcement of grant opportunities 

 

The following steps will be followed during announcement of grant opportunities: 

# Step Frequency  Lead Responsibility  
 

1 Identify and review main sources of grant 
opportunities  

Weekly Grants 
Administrators at 
DRGT(MGO) 2 Extract the RFA/RFPs that are within 

MUST’s capacity – singly or in 
collaboration  

Weekly  

3 Prepare a summary of potential RFA/RFPs 
and categorise them using appropriate 
criteria such as: focus area, date of 
submission, and specific requirements, 
among others  

Weekly 

4 Circulate all summaries to all heads of 
departments and deans/directors,  

Weekly 
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2.1.2 Process flow chart for announcement of grant opportunities 

 

 

 
Inputs Process Outputs 

Sources of Grant 

Opportunities  
Review Grant 

Opportunities  

List of potential grant 

opportunities generated 

and categorised  

Are there grant 
opportunities within MUST 

capacity? 

No 

Yes 

Stop search and 

explore other 

opportunities 

Compile list of potential 

opportunities  

Circulate compiled list 

to all appropriate 

offices  

List circulated to all relevant 

offices 

Did you indicate application 
procedures and other 
specific requirements? 

Include and resend 

the list  

Remember to check 

progress of responses 

to grants and send 

reminders on deadlines   

No 

Yes 

MUST research 

priorities and capacity 

statement, MUST 

research policy and 

strategy  

Grant application 

procedures and specific 

requirements for 

submission  

Contact list of all MUST 

Deans of Facultiesand 

researchers  

Application process tracked 

and reminders sent   
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2.2 Grant proposal writing 

 
2.2.1 Implementation steps for grant writing 

 
The following steps will be followed during grant proposal writing: 

 

# Step Frequency  Lead Responsibility  
 

1 Convene faculty meetings to: 

 review summaries of potential 
RFA/RFPs and identify those that can 
be responded to 

 Prepare an action plan for responding 
to selected RFA/RFPs 

 Constitute teams who will develop 
the draft proposals  

 Agree with the team when , where 
and how to review the draft proposals 
 

Fortnightly  Grant Administrator 
(MGO) 

2 Write draft proposals  Within one week Selected proposal 
writing team  

3 Review the draft proposal and make 
amendments as appropriate  

Within one week Grant Administration 
office and the 
proposal writing 
teams  
 
Deans of Faculty , 
heads of departments  
and the proposal 
writing teams 

4 De-brief the Deans of Faculty, heads of 
departments on the proposals being 
written  

Within one week after 
the proposal has been 
reviewed by the Grant 
Administration office 

Proposal writing 
teams  

5 Submit the proposal for review by DRGT Within a week after 
receiving a go ahead 
from the faculty / 
institute  

PIs 

6 Submit proposals to MUST  REC, for those 
that require REC  approval  

Within a week after 
endorsement by Dean  

PIs 

DRGT=Directorate of Research and Graduate Training; REC=Research Ethics Committee; 
RFA=Request for Applications; RFP=Request for Proposals; PIs=Principal Investigators 
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2.2.2 Process flow chart for grant writing 

 

 Inputs Process Outputs 

List of potential grant 

opportunities  

Convene faculty meetings to discuss 

potential grants  

Action plans prepared and 

teams constituted to 

respond to the grant   

Are grant opportunities 
within the faculty capacity? 

No 

Yes 

Stop deliberations 

and wait for other 

opportunities 

Prepare action plans and 

allocate responsibility 

Write the draft grant 

proposals   Draft proposals written in 

response to the grant 

opportunity  

Do the proposals meet the 
standards and requirements 

of the RFP?  

Improve the 

relevant sections 

of the proposals   

Subject the proposals to 

required approvals as 

appropriate: REC, etc.    

No 

Yes 

Faculty research 

priorities, capacity 

statements, MUST 

research policy and 

strategy  

 

Grant application 

procedures and list of 

specific requirements  

Copy of the RFP, MUST 

research policy and 

strategy  

Proposals approved by 

relevant authorities  
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2.3 Submission of grant proposals 

 

2.3.1 Implementation steps for submission of grant proposals 

 

The proposal shall be submitted through the following steps: 
 

# Step Frequency  Lead Responsibility  
 

1 Receive the proposals that have gone 
through the relevant approvals from PIs  

Within a week after 
receiving approvals  

Grants 
Administrators 
 2 Review submission instructions specified 

in the RFA/RFP 
Within a week after 
receiving from the PI 

3 Submit proposals as per instructions 
specified in the RFA/RFP 

Within adequate time 
for proposal to be 
received by deadline 

4 Update the grants register and notify 
DRGT and Deans/Directors of the 
submitted proposals  

As soon as the proposal 
is successfully submitted  
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2.3.2 Process flow chart for submission of grant proposals 

 

 Inputs Process Outputs 

Proposals submitted by PIs 

with necessary approvals 

obtained and the RFP 

Review the proposals against the 

requirements of the RFP  

Submission instructions 

reviewed and understood   

Are the proposals compliant 
to all the provisions of the 

RFP? 

No 

Yes 

Return to PIs for 

necessary 

adjustments 

Review submission 

instructions  

Submit proposals to 

sponsors in accordance 

with specified 

instructions    

Draft proposals written in 

response to the grant 

opportunity  

Inform the Director (DRGT), Grants 

Office, relevant Deans and Directors 

about the proposals that have been 

submitted to the sponsors and 

update Grants register    

Proposal submission 

instructions 

PIs, relevant Deans and 

Directors notified about 

proposal submission and 

grants register updated  
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2.4 Award process 

 

2.4.1 Implementation steps for the award process 
 

The following steps will be implemented during the grant award process at MUST: 
 

# Step Frequency  Lead Responsibility  
 

1 Update MUST top management, Deans, 
Directors and PIs about the successful 
proposal(s)  

As soon as feedback is 
received from sponsor  

 Director DRGT 
 

2 Arrange a meeting with PIs and 
Departments to review the successful 
proposal and the requirements  

As soon as feedback is 
received from sponsor 

Grant Administrators MGO) 

3 Identify issues or points for negotiation 
with sponsor, making sure that MUST gains 
tangible benefits from the project    

After reviewing the 
successful proposal  

Director DRGT  

4 Appoint a team to negotiate with sponsor 
(if such a provision exists)  

After reviewing the 
successful proposal 

 Director DRGT & Legal 
Officer  

5 Submit  formal letter of acceptance to 
sponsor and highlight issues for 
negotiation, copying concerned PIs, Deans, 
Directors and Vice Chancellor 

After reviewing the 
successful proposal 

Vice Chancellor / University 
Secretary/ Director DRGT 

6 Negotiate with the sponsor (if such a 
provision exists) 

After submitting formal 
letter of acceptance  

Negotiation team  

7 Sign a contract with sponsor if satisfied 
with requirements and provisions of grant 
contract/agreement   

After successful 
negotiations  

Vice Chancellor / University 
Secretary  
Director DGRT 
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2.4.2 Process flow chart for the award process 

 

 

Copy of the RFP, 

notification letter and 

approved grant 

proposal 

Inputs Process Outputs 

Notification from the 

sponsor 

Inform top management and relevant 

deans/directors and PIs about the successful 

proposal(s) 

Issues identified, negotiation 

team constituted   

Is the project and its 
requirements beneficial to 

the University? 

No 

Yes 

Consider 

renegotiating 

with the sponsor 

or letting the PI 

implement 

individually  

Identify issues for negotiation and 

appoint a negotiation team 

Submit letter of acceptance and point 

out issues for negotiation  

Does the notification from 
the sponsor or RFP provide 

for negotiation?  

Consider abandoning 

the project   

Negotiate with the sponsor    

Faculty/Institute 

research priorities, 

capacity statements, 

MUST research policy 

and strategy  

 

Copy of the notification letter 

and approved grant proposal 

 

Grant agreement /contract 

signed with the sponsor    

Arrange a meeting to review the successful 

proposal and the requirements  

No 
Accept terms and 

conditions in the 

notification letter 

and/or the RFP and 

submit letter of 

acceptance  

Yes 

Has a compromise been 
reached with the sponsor? 

Sign the grant agreement /contract  

Letter of acceptance 

submitted to the sponsor    

Approved grant 

proposal  

Faculty/Institute research 

priorities, capacity 

statements, MUST research 

policy and strategy, 

notification letter and 

approved grant proposal  

 

No 

Yes 
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3.0 GRANT IMPLEMENTATION PROCESSES 

3.1 Administrative procedures 

 

3.1.1 Implementation steps for Administrative procedures 

 

The following steps will be followed in administering grants at MUST: 
 

# Step Frequency  Lead Responsibility  
 

1 Opening project accounts (if specified in 
contract), specifying mandates for 
managing the accounts 

After signing contract / 
agreement with  
sponsor 
 

Director DRGT 
Finance Manager &  
PIs 

2 Agreeing on the implementation structure 
for the project and specifying roles and 
responsibilities  

Director DRGT, PIs & 
Grant 
Administrators 

3 Acquiring office space, furniture and other 
equipment such as computers, telephone, 
faxes, photocopying machine, as 
appropriate  

PIs & Grant 
Administrators, 
Finance Manager 
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3.1.2 Process flow chart for administrative procedures 

 

 Inputs Process Outputs 

Signed grant 

agreement 

/contract 

New project account (s) 

opened in a convenient 

bank    

Does the grant agreement 
provide for opening new 

bank accounts? 

No 

Yes 

Seek approval of 

top management 

to use existing 

University 

accounts 

Open a new project 

accounts (s) with specified 

mandates   

Agree on a project 

implementation 

structure with clearly 

defined roles and 

responsibilities     

Project implementation 

structure put in place  

Acquire an appropriate project 

office, office equipment and 

furnishing    

Signed grant agreement 

/contract, approved grant 

proposal, MUST HR Policy 

and MUST Research & 

Innovations Policy  

 

Project office acquired, 

equipped and furnished  Approved project budget 

and project implementation 

structure 
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3.2 Grant implementation planning 

 

3.2.1 Steps for grant implementation planning 

 

The following steps will be carried out during grant implementation planning at MUST: 
 

# Step Frequency  Lead Responsibility  
 

1 Review project implementation plan; 
specifically outlining activities to be 
implemented, responsibilities and outputs 
to be achieved.  This be reviewed 
alongside  the provisions of contract 

After establishment of 
project office  
 

PI 

2 Prepare a communication plan that 
specifies what reports (produced by who, 
when, content, submitted to who, and at 
what frequency) and other 
communication required during project 
implementation 

PI 

3 Prepare a quality assurance plan, 
specifying activities to be implemented to 
ensure quality and compliance of the 
inputs, processes and outputs   

PI 

4 Prepare a procurement plan for goods and 
services required during implementation 
of the project in accordance with contract 
provisions and the University policies 

Finance Manager,  
DRGT/ PI 

5 Review and/or prepare a monitoring and 
evaluation plan in accordance with the 
project logical framework/results matrix, 
the implementation plan and other plans.  
This should be done within the provisions 
of the contract and the University policies 

PI 

6 Review and/or adjust implementation 
budget alongside the provisions of the 
contract.  This review should include 
financial management processes specified 
in contract with the sponsor and the 
University policies 

Finance Manager, 
DRGT/ PI 

7 Obtain approval for the implementation 
plan, budget, communications plan, 
quality assurance plan, procurement plan, 
and the M&E plan as required by the 
contract and the University policies  

PI 
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3.2.2 Process flow chart for grant implementation planning 

 
 Inputs Process Outputs 

Signed grant agreement 

and approved grant 

proposal  

Review project 

implementation plan  

Project quality assurance 

plan prepared  

Project 

communications 

plan prepared  

Prepare a quality 

assurance plan   

Prepare a procurement 

plan   

Project procurement plan 

prepared 

It there provision to adjust 
the budget? 

Adjust activities to 

suit the approved 

budget   

Obtain approval for the 

adjusted budget as well as all 

the other plans above   

No 

Yes 

Adjusted budget, communications 

plan, quality assurance plan, 

procurement plan, and M&E plan  

Adjusted budget and all 

other plans approved    

Key project activities 

identified  

Prepare a 
communications plan  

Prepare an M&E Plan  Project M&E plan prepared 

Review project budget  
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3.3 Project implementation 

 

3.3.1 Steps for project implementation 

 

The following steps will be carried out during project implementation at MUST: 
 

# Step Frequency  Lead Responsibility  
 

1 Implement project as per approved plans: 
implementation plan, budget,  quality 
assurance plan and procurement plan  

As specified in the 
different plans  

PI 

 

3.3.2 Reporting 

 

# Step Frequency  Lead Responsibility  
 

1 Prepare reports and implement other 
communications activities as detailed in 
the project communication plan 

As specified in the 
communications plan  

PI 

 

3.4 Monitoring and evaluation 

 

3.4.1 Steps for project monitoring and evaluation 

 

The following steps will be carried out during project monitoring and evaluation at MUST: 
 

# Step Frequency  Lead Responsibility  
 

1 Implement Monitoring and Evaluation 
activities in accordance with approved 
M&E plan  

As per approved 
monitoring plan 
schedule  

PI 
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3.5 Financial Management of Project Funds 

 

3.5.1 Steps for Financial Management of Project Funds 

 
The following steps will be carried out to ensure proper management of project funds at 
MUST: 
 
# Step Frequency  Lead Responsibility  

 

1 Prepare a requisition for funds  As per project work 
plan  

Project staff  

2 Sign and forward the requisition to 
Director of  DRGT 

Within a day after 
receiving requisition  

PI 

3 Approve the requisition and forward to 
Finance for verification 

Within 2 days after 
receiving requisition  

 Director DRGT 

4 Verify the requisition  Within a day after 
approval of requisition  

Head of Finance 

5 Prepare payment documents (vouchers, 
etc.) and forward Internal Audit for 
confirmation 

Within 2 days after 
verification of 
requisition 

Head of Finance  

6 Confirmation of payment documents by 
Internal Audit  

Within a day after 
preparing payment 
documents  

Internal Auditor  

7 Write payment instruments (cheques, TT, 
EFT, RGTS, etc.)  

Within a day after 
confirmation by 
Internal Audit  

Cashier  

8 Process payment  
 

Within a day after 
payment instruments 
are prepared  

Head of Finance  

9 Prepare accounting entries for completed 
transactions and file all source documents  
 

Within a day after 
transactions have been 
completed  

Head of Finance  
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3.5.2 Process flow chart for Financial Management of Project Funds 

 

 Inputs Process Outputs 

Approved project 

budget and work plan  
Prepare a requisition for funds  

Is the requisition within the 
budget line and charged to the 
correct project? And does the 
project have enough funds? 

 

Return to the 

requisitioner to 

correct errors 

Forward to requisition for verification  

Is the requisition within the 
budget line and charged to 

the correct project? 
 

Advise the Head of 

DRGT and PI about 

the situation and 

alternative actions  

Prepare payment documents  Payment documents prepared  

No 

Return to PI to correct 

errors 

Yes 

Approved grant 

proposal, approved 

budget and work plan  

Approved grant proposal, 

approved budget and work 

plan  

 

No 

Yes 

Is the requisition within the 
budget line and charged to 

the correct project? 

No 

Yes 

Forward requisition for approval  

Approved grant proposal, 

approved budget and work 

plan as well as project 

financial statements  
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Accounting entries posted 

and all accompanying 

documents filed  

Yes 

Endorse payment documents as 

confirmed correct and can proceed for 

processing  

Confirmed payment 

documents  

 

Are payment documents 
correctly prepared with the 
right signatories and source 

documents? 

Forward payment documents for 

confirmation  

Payment documents 

endorsed ready for processing  

Approved grant 

proposal, approved 

budget, work plan, 

project financial 

statements, as well as 

MUST policies and 

procedures  

 

No 

Return to Finance for 

correction or writing of 

new sets of documents  

Write payment instruments   

Process payment 

Prepare accounting entries and file all 

source documents  

MUST or Project 

accounting system / 

software as appropriate  

 

Payment instruments written 

and approved   

Payments processed as per 

requisition  
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3.6 Close out 

 

3.6.1 Steps for project close out 

 

The following steps will be carried out during project close out at MUST: 
# Step Frequency  Lead Responsibility  

 

1 Establish status of implementation 
towards the end of the Project – are there 
unfinished activities?  

At least 3 months 
before project ends  

PI, Grants 
Administrator, 
Finance Manager, 
Director  DRGT 2 Establish whether extension is required to 

complete outstanding activities and if so, 
how is it going to be funded? 

3 Seek approval for extension if required Within 1 week after 
establishing 
justification for 
extension 

PI, Director DRGT 
through MUST REC 

4 Where extension is not required, stock-
take all project assets  

At least 2 months 
before project ends  

PI, Director DRGT, 
Finance Manager  

5 Establish agreed position on intellectual 
property rights between MUST, PI and 
sponsor  

2 months before end of 
the project 

PI and Director 
DRGT 

6 Commission an external project audit 2 months before end of 
the project 

 Director DRGT,  
Finance Manager  

7 Establish agreed position on distribution 
of project assets and distribute them 
accordingly  

At least 1 month before 
end of the project 

PI and Director  
DRGT 

8 Write a research report or end of project 
report as appropriate  

Within the last month 
of the project  

PI and Grants 
Administrator  

9 Officially close the project Last day of the project Vice Chancellor  
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3.6.2 Process flow chart for project close out 

 
 

Inputs Process Outputs 

Justifiable reasons 

for non-completion  

Approval for project 

extension sought     

Have all activities been 
implemented? 

Yes Go to the last 

step on this 

page   

Seek approval for project 

extension   

Implement the remaining 

activities    

Implementation of 

remaining activities 

completed  

Project implementation Plan 

 

Establish status of 

implementation      

Project implementation plan 

and project reports 

 

Is project extension 
permissible? 

Establish reasons for non-completion and budget 

implications and find out whether extension is 

permissible 

No 

No Go to the last 

step on this page   

 

Yes 

Has approval been 
granted? 

Go to the last 

step on this 

page   

 

No 

Yes 

Establish agreed position 

on intellectual property 

rights and patents    

Position on intellectual 

property rights established   

Grant agreement/contract 

and the MUST Research and 

Innovations Policy 

 

Reasons for non-

completion 

established      

Grant agreement/ 

contract 

 



27 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Commission an 

external audit of the 

project      

External audit 

commissioned   
Grant agreement, approved 

proposal, project reports, 

and plans 

Establish agreed position 

on distribution of assets 

and distribute them 

accordingly     

Assets distributed 

as per agreed 

position   

External audit report  

 

Write a research report 

or end of project report 

as appropriate       

Research report or 

project report written and 

submitted or published as 

appropriate   

Approved grant proposal, 

grant agreement and 

project reports  

 

Officially close the 

project      

Project officially 

closed    
End of project report  
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4.0 DOCUMENTATION 

 

The following documents will be used during the planning, execution and close out of 

projects at MUST: 

# Name of document Purpose of the 
document  

Prepared by Approved by  Template in 
appendix no.  

1 Minutes of Meetings  Document 
proceedings  

RAs Meeting 001 

2 Planning Template  Streamline 
planning and 
reporting  

GA Project team  002 

3 Procurement requisition – 
PP Form 5 

Requisitioning 
procurement  

Person 
requisitioning    

PI 003 

4 Requisition Form  Used for 
requisitions  

Person 
requisitioning    

PI 004 

5 Travel form  Obtain 
approval for 
expenditure for 
the travel 

Person 
travelling / 
leader of a 
group  

PI/Director, 
DRGT 

005 
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Appendix 1: PROJECT MINUTES TEMPLATE 

<PROJECT NAME> 

MEETING MINUTES 

Meeting Date: <mm/dd/yyyy> 

Meeting Location: <Location> 

Approval: <Date or 'DRAFT'> 

Recorded By: <Recorder's Name> 
 

Attendance 
Meeting Location 
Building: 

Conference Room: 

Conference Line: 

Web Address: 

Meeting Start 
Meeting Schedule Start: <HH:MM> 

Meeting Actual Start: <HH:MM> 

Meeting Rapporteur:  <Name> 

Agenda 

 <Agenda Item 1> 

o <Notes on discussion> 

 <Agenda Item 2> 

o <Notes on discussion> 

 <Agenda Item 3> 

o <Notes on discussion> 

Meeting End 
Meeting Schedule End: <HH:MM> 
 
Meeting Actual End: <HH:MM> 

 

Name Department Email Phone contact 
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Post Meeting Action Items 
Action Assigned To Deadline 

   

   

   

   

 
Decisions Made 
[Document any decisions made during the meeting 

 Decision 1 

 Decision 2 

 

 

Next Meeting 
Next Meeting: <Location><Date><Time> 
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Appendix 2: PLANNING TEMPLATE 

Name of activity – what 

(Meeting, training, retreat etc.) 

 

Date of activity 
 

Time of activity 
 

Location of activity 

 

 

Activity coordinator/contact person 
 

Target audience – who 

Who is this activity targeted at? 

What does the audience need to know? 
What will hold their interest? 

 

Message – what 
What do you want to say to the target audience? 

What do you want them to know/do? 

 

Objectives – why 

Be clear about what you hope to achieve with this 

activity. 

 

Description of activity – what 
 

Risk assessment – what 

Identify possible risks and develop strategies to 

minimise risks. 

 

Evaluation criteria established 

What were our aims/objectives? 

Did we achieve what we set out to do? 

Did it come in on budget? 

What were the intended/unintended outcomes? 

How do we measure effectiveness? 

What tools do we use to measure our success? 

 

Checklist 

 Who will be involved in the activity 

 Date/s of activity determined 
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 Location/venue for event booked 

 Target audience determined 

 Message determined 

 Objectives set 

 Risk assessment completed 

 Evaluation criteria established 

 Strategic Communications informed/involved 
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Early activity planning template 

Early activity planning  Person 

responsible 

Action Date to be  

completed 

Budget 

 Source identified 

 Budget line 

 Break-even point established 

 Have you accounted? 

   

Protocol 

 Request to invite in writing and timely   (four 
weeks prior to activity) 

 Protocol issues (booking venue) 

 Anything that needs to be approved by the PI 
and Finance Office 

 Anything that needs to be approved by the 
Director 

 Dean’s office notified 

 Strategic Communications/Adverts  

 

   

Invitations 

 Mailing list generated/updated 

 Invitation composed 

 Invitation checked 

 Printer 

 RSVPs (responsible person briefed) 

 Invitation list compiled 

 Names on list and titles/addresses checked for 

accuracy 

 Special guests/speakers alerted to make time 

in diaries  

 Invitations sent 

   

Catering 

 Book venue with facilities and get quotations 

 Identify and invite service provider 
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Early activity planning Person 

responsible 

Action Date to be 

completed 

Advertising 

 Emails, Web page, text messages 

 Posters 

 Public Relations Officer 

   

Certificates 

 Draft certificates if needed 

 Edit and Print 

 Have the responsible people sign prior to 

activity 

   

Program/Agenda 

 Prepare program 

 Apportion time appropriately 

 Program/Agenda sent to Facilitators 

 Facilitators fully briefed 

 Inform the person to make opening 

remarks 

 Let caterers know program - when to 

serve drinks/food 

   

Value added for participants 

 Copy of presentation, CD-ROM 

 Gifts 

 Programs 

 Catalogues 

 Prizes 

   

Audio/visual requirements 

 PA system 

 LCD Projector 

 Microphone 

 Lighting 
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Early activity planning Person 

responsible 

Action Date to be 

completed 

Hospitality 

 Welcome signage at entrance 

 Show participants where to sit 

   

Housekeeping 

 Cleaning before and after 

 On standby during the event 

   

On the day 

 Time for set up by whom 

 Tables, chairs layout 

 Name tags 

 Clear location directions 

 Registration desk 

 Rapporteur  

   

After the event 

 Person responsible 

 Debrief 

 Comments on all aspects (negative and 

positive) 

 Guidelines for improvement next time 

 Evaluation against criteria 

 Activity report 

   

 

 

 



Appendix 3: PROCUREMENT REQUISITION 

FORM 5 

Regulation 3(5), 12 (3), 13(3), 14(4), 15(4), 17(2), 44 (5), 45(4) 

THE PUBLIC PROCUREMENT AND DISPOSAL OF PUBLIC ASSETS ACT, 2003 

REQUEST FOR APPROVAL OF PROCUREMENT 

PART I: REQUEST BY USER DEPARTMENT FOR APPROVAL OF PROCUREMENT  

Procurement Reference Number 

Code of Procuring and 

Disposing Entity  

Supplies/Works/Non-

consultancy services 

Financial year Sequence number 

    

 

Particulars of Procurement 

Subject of Procurement Supplies 

Procurement Plan Reference  

Location for Delivery MUST CETRAL STORES 

Date Required ASAP  

 

Details relating to the Procurement 

Item 
No.  

Description 
(Attach specifications, terms of 

reference or scope of works) 

Quantity Unit of 
Measure 

Estimated 
Unit Cost 

Market price of 
the 

procurement 

      

      

z      

Currency:__UGX______ Estimated Total Cost:  

(1) Request for Procurement                                                   (2) Confirmation of request 
(Member of user department)                                                      (Head of user department) 
Name:______________________________                          Name: ________________________________   
Signature ___________________________                          Signature:______________________________ 
Title: _______________________________                         Title: __________________________________ 
Date________________________________                        Date: __________________________________ 
 
Availability of funds to be confirmed for approval by Accounting Officer: 

Vote/head No Programme Sub-programme Item Balance remaining 

     

 (3) Confirmation of funding  and approval to procure (University 
Secretary) 

  

Name:         ____________________________ 
Signature:  _____________________________    
Date:          _____________________________ 
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Appendix 4: REQUISITION FORM 

 

MUST GRANTS OFFICE  Project/Study:   

P.O BOX 1410,   Request No:     

MBARARA UGANDA  Date:   

 REQUISITION FORM 2017     

      

Categories Particulars/Items/Services Quantity Unit Price Sub Total Total 

           

           

           

            

            

           

            

            

            

            

            

            

            

            

            

            

            

            

      NET AMOUNT (Ushs)   

      

Amount in 
words:  

Seventy five thousand shillings only 

Requester 
names: 

  Date:   

         

PI/CO-I 
Approval: 

  Date:   

      

Amount 
received: 

   Balance:   

      

Signature:   Date of Receipt:    
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Appendix 5: TRAVEL FORM 

 

MBARARAUNIVERSITY OF SCIENCE AND TECHNOLOGY 

Directorate of Research and Graduate Training (DRGT) -MGO 

TRAVEL APPLICATION FORM 
1. Name: ……………………………………………………………………………… 
2. Study/Project: ……………………………………………………………………… 
3. Where do you want to travel? ……………………………………………………... 
4. Date: From ………………………………….To ………………………………….. 
5. Reason(s)………………………………………………………………………………………………………………………………………

…………………………… 
6. Do you seek any financial assistance from the Project/Study/MUST Grants Office? Yes/No 
7. If Yes, state the amount: …………………………………………………………………………………….... 
8. Specify the purpose of the financial assistance: 

a) ……………………………………………………………………………… 
b) ……………………………………………………………………………… 
c) ……………………………………………………………………………… 

9. When did you last travel officially? ……………………………………………….. 
10. Why did you travel? ……………………………………………………………….. 
11. Who funded the trip? ……………………………………………………………… 
12. To what tune did the Project/Study/MUST Grants Office fund the journey? 

a) ……………………………………………………………………………… 
b) ……………………………………………………………………………… 
c) ……………………………………………………………………………… 

13. Signature of the Applicant: ………………………………………………………… 
 

14. Head of Department/Principal Investigator (P.I)’sRemarks: (As appropriate)  
Comment on relevance, timing, etc, and name who will be acting if necessary. 

a) ………………………………………………………………………………... 
Signature: ……………………………………………………………………. 

15. Finance Manager’s Recommendations: Approve the following expenses: 
a) ……………………………………………………………………………… 
b) ……………………………………………………………………………… 
c) ……………………………………………………………………………… 

 
16. University Secretary’s Decision: 

A. Trip Approved/Not Approved 
B. Funds Approved 

1. Air Ticket: ………………………………………………………………… 
2. Air Tax: …………………………………………………………………… 
3. Subsistence:/Per Diem……………………………………………………. 
4. Others: ……………………………………………………………………. 

 

Signature: ……………………………………………………………….  

The University Secretary MUST 


