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Introduction 

 

 

You have been awarded a grant – Congratulations! 

Now that your hard work in preparing the proposal has paid off, you can start the 

real work: your research project. 

We understand the many demands on your time, and with this in mind we have 

prepared a manual to guide you through the processes and procedures to be followed, 

so you can dedicate your time in the most efficient manner and have as many of your 

questions answered as possible. 

Before we take you through the various procedures related to your grant, we would 

like to highlight the following basic principles: 

a. The Faculty member is entirely responsible for the financial management of 

the grant.  What this means is that you should not incur any expenses without 

first verifying that you have the necessary funds available.  Financial 

Resources Department will send on a monthly basis an overview of expenses 

incurred, but you can always check with them directly as well in case you are 

not sure of the funds still available. 

b. We all know that from the time you write the proposal to the time of execution 

of the project, variables can interfere and therefore a particular budget line 

might no longer be needed, while another budget line may need to be 

increased.  Let’s be clear: the total budget granted through your Award 

Letter is the final one.  You can, however, transfer funds from one budget 

line to another.  In order to do so, you will have to send an email to the 

Assistant Provost for Research (cc to the Research Development Coordinator 

for Start Up grants and cc to the Senior Specialist, Research Grants for other 

internal grants) giving a clear explanation as to why this transfer is required, 

showing the old budget and showing the new proposed budget.  Only upon a 

written approval from the Office of Research will the internal budget line 

transfer be valid. 

c. The Office of Research will not approve any dissemination costs related to the 

grant.  For the time being, these costs could be paid through the College PD 

Fund, and the decision to pay or not lies with the Dean of the College.  Should 

College PD funding not be available, the office of Research has a fund for 

Publication Fees.  Requests need to be routed through the Office of the Dean 

prior to submitting the request to the Office of Research.  Payments will 

happen on a “first come, first served” basis until funds are depleted.  
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d. With regards to RA and Research Consultant Agreements, it is imperative 

that agreements are signed and approved prior to the start date of the 

person being recruited.  
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1. Recruitment of Research Assistants and 

Consultants 
a. Research Assistants 

Research Assistants are typically recruited to help with routine tasks that will 

facilitate your research project. The contract duration can be for the duration 

of the research project or less. 

 

a. Student Research Assistants 

At the Office of Research, we believe it is important to provide students 

with the opportunity to learn about the many aspects involved in 

research.  We therefore encourage you to consider a student as a 

Research Assistant.  Should you have any students you feel can help you 

along in your research and are enthusiastic learners willing to go the 

extra mile, then please see if they can be recruited as a student Research 

Assistant.  You can find the agreement to be used through this link: 

https://www.zu.ac.ae/main/files/contents/research/grant_managemen

t/External%20Research%20Assistants%20Hiring%20Agreement.pdf 

Once the student and you will have signed the Agreement, you must 

attach the CV and passport copy to it and send it to the Office of 

Research.  Once signed by the Assistant Provost for Research, you will 

receive a copy of the fully executed Agreement and the work can start. 

Note: 

i. Undergraduate Student Research Assistants can only work a 
maximum number of 10 (ten) hours on a weekly basis. 

ii. Payment to the Student Research Assistant must preferably be done 

through a bank account in the name of the Student.  Should the student 

not have a bank account, then the payment can be made into the bank 

account of a relative.  When supplying the bank details, the RA has to 

clarify the exact relationship with the account holder. No work should 

be undertaken without a fully executed copy of the 
Agreement. 

Payment of the student will be done monthly, provided the online time 

sheet has been submitted in a timely manner.  Submitting it more than 

three months after the work has been done, may result in a delay or 

non-payment. 

https://www.zu.ac.ae/main/files/contents/research/grant_management/External%20Research%20Assistants%20Hiring%20Agreement.pdf
https://www.zu.ac.ae/main/files/contents/research/grant_management/External%20Research%20Assistants%20Hiring%20Agreement.pdf
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b. External Research Assistants 

In case of more specialized Research Assistant tasks for which a student 

cannot be found, you can recruit an external research assistant (in-

country or outside of UAE).  The Agreement to be used can be found 

through this link:  

https://www.zu.ac.ae/main/files/contents/research/grant_managemen

t/External%20Research%20Assistants%20Hiring%20Agreement.pdf 

Once the RA and you will have signed the Agreement, you must attach 

the CV and passport copy to it and send it to the Office of Research.  

Once signed by the Assistant Provost for Research, you will receive a 

copy of the fully executed Agreement and the work can start. 

Note: 

i. Research Assistants that are working on multiple contracts can only work 

a maximum number of 40 (forty) hours on a weekly basis. 

ii. Payment to the Research Assistant must be done through a bank account 

in the name of the RA.  Financial Resources Department will not issue 

any checks, nor transfer funds into an account not in the name of the 

person being hired. 

iii. Spouse / relative of PI or co-PI cannot be recruited as an RA as this 

constitutes a conflict of interest. 

iv. No work should be undertaken without a fully executed copy 
of the Agreement. 

In case of an hourly rate agreement, payment of the RA will be done 

monthly provided the online time sheet has been submitted in a timely 

manner.  Submitting it more than three months after the work has 

been done, may result in a delay or non-payment. 

In case the tasks specified are by phase and against deliverable, you can 

define a monetary value against each task.  Payment will be done by 

raising a payment request.  

https://www.zu.ac.ae/main/files/contents/research/grant_management/External%20Research%20Assistants%20Hiring%20Agreement.pdf
https://www.zu.ac.ae/main/files/contents/research/grant_management/External%20Research%20Assistants%20Hiring%20Agreement.pdf
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c. Research Consultants 

A Research Consultant (RC) is an individual typically employed 

to augment the PI’s expertise by providing services that are 

specialized and technical in nature, and for tasks that cannot be 

executed by a Research Assistant.  The consultant’s engagement 

in the project is limited in scope to such specific technical 

requirements, and his/her employment is generally of 

considerably shorter duration than the lifetime of the grant (in 

other words, typically for a few weeks only).  The Agreement to 

be used can be found through this link: 

https://www.zu.ac.ae/main/en/research/for_researchers/grant-

management/Budget_Management%20.aspx 

Once the Consultant and you will have signed the Agreement, you 

must attach the CV and passport copy to it and send it to the 

Office of Research.  Once signed by the Assistant Provost for 

Research, you will receive a copy of the fully executed Agreement 

and the work can start. 

Note: 

i. Payment to the Research Consultant must be done through a 

bank account in the name of the Consultant.  Financial 

Resources Department will not issue any checks, nor transfer 

funds into an account not in the name of the person being hired. 

ii. Spouse / relative of PI or co-PI cannot be recruited as a 

Consultant as this constitutes a conflict of interest. 

iii. No work should be undertaken without a fully 
executed copy of the Agreement. 

Typically, a Research Consultant will have a contract with tasks 

specified by phase and against a deliverable, meaning they will be 

paid against a deliverable rather than on an hourly basis.  Once 

the task has been completed, the PI must send an e-mail to the 

college- specific Admin Assistant related to research.  You will 

need to confirm that the task has been completed as per the 

Agreement and attach the Agreement to the e-mail.  The Admin 

Assistant will raise the payment request and send the complete 

file to the Office of Research for countersignature by the Assistant 

Provost for Research.  From the Office of Research, it will be sent 

to the Financial Resources Department. 

https://www.zu.ac.ae/main/en/research/for_researchers/grant-management/Budget_Management%20.aspx
https://www.zu.ac.ae/main/en/research/for_researchers/grant-management/Budget_Management%20.aspx
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2. Payment of Research Assistants and Consultants 
a. Research Assistants (same procedure for students and external RAs) 

i. Hourly basis payment 

Research Assistants that are being paid on an hourly basis, will have 

to submit an online time sheet.  In order to do so, they need to have a 

ZU ID.  For students, this is not an issue, as it corresponds to their 

Student ID number and login.  For external Research Assistant, you 

will be required to go online at sanad.zu.ac.ae and log a request for 

temp ID.  The procedure for submitting the online time sheets, can 

be found in the back of this manual, in the Appendices section 

(Appendix D). 

Once the RA will have submitted the time sheet online, you as a PI 

will receive a notification that you need to approve the time sheet.  

You will have to attach a scanned copy of the fully signed agreement 

in order to approve the time sheets and to then forward it to the 

Office of Research. 

TIME SHEETS SHOULD BE SUBMITTED AND APPROVED 

WITHIN ONE MONTH AFTER THE END DATE OF THE 

PERIOD FOR WHICH THE TIME SHEET IS BEING 

SUBMITTED. 

ii. Payment against deliverable 

Once the task has been completed, the PI must send an e-mail to the 

college specific AO related to research.  As a PI, you need to confirm 

that the task has been finalized as per the Agreement and payment 

can be released.  Please attach the Agreement to the e-mail.  The AO 

will raise the payment request and send the complete file to the Office 

of Research for countersignature by the Assistant Provost for 

Research.  From the Office of Research, it will be sent to the 

Financial Resources Department. 

 

b. Consultants 

Typically, a Consultant will be paid a lump sum against a deliverable, 

rather than an hourly rate payment, but both options are allowed. 

i. Hourly basis payment 
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Consultants that are being paid on an hourly basis, will have to 

submit an online time sheet.  In order to do so, they need to have a 

ZU ID.  You will be required to go online at sanad.zu.ac.ae and log a 

request for temp ID.  The procedure for submitting the online time 

sheets, can be found in the back of this manual, in the Appendices 

section (Appendix D). 

Once the Consultant will have submitted the time sheet online, you 

as a PI will receive a notification that you need to approve the time 

sheet.  You will have to attach a scanned copy of the fully signed 

agreement in order to approve the time sheets and to then forward it 

to the Office of Research. 

TIME SHEETS SHOULD BE SUBMITTED AND APPROVED 

WITHIN ONE MONTH AFTER THE END DATE OF THE 

PERIOD FOR WHICH THE TIME SHEET IS BEING 

SUBMITTED. 

 

ii. Payment against deliverable 

Once the task has been completed, the PI must send an e-mail to the 

college specific AO related to research.  As a PI, you need to confirm 

that the task has been finalized as per the Agreement and payment 

can be released.  Please attach the Agreement to the e-mail.  The AO 

will raise the payment request and send the complete file to the Office 

of Research for countersignature by the Assistant Provost for 

Research.  From the Office of Research, it will be sent to the 

Financial Resources Department. 
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3. Purchases 
a. Small amounts (up to AED 500) 

You can make purchases of equipment, consumables or books that are at a 

value of AED 500 or less. 

i. If the item purchased is a book costing more than AED 300, you will 

need to take it to the library, and have it registered there so that it 

can be entered as a ZU asset. 

ii. If the item is considered equipment (i.e. not a book or a consumable), 

you need to take the item and its receipt to the purchasing 

department (Mr Cherukat Ravindran in Abu Dhabi or Mr Ali 

Aljassimi in Dubai).  They will barcode it and enter it into the system 

as a ZU asset.  You will receive a “Goods Received Note” from them. 

In order to get reimbursed for the purchases, you will need to fill out a 

“Local Expense Claim Form”, which can be found through this link on 

the financial services website 

http://zuportal.zu.ac.ae/sites/fserv/Documents/Forms/AllItems.aspx

?RootFolder=%2fsites%2ffserv%2fDocuments%2fForm&FolderCTID

=0x0120008A29714D4BB7264FA7920A3B85C05F51 

An example of how to fill out the form has been attached in the 

Appendices.  You will have to attach the receipt to the Form, as well as 

the Goods Received Note or library Registration Document in order to 

receive reimbursement.  Once this has been done, you need to send the 

file to the Office of Research for further processing and signature by 

the Assistant Provost for Research. 

Note: 

i. No purchase can be reimbursed without the original receipt being 

attached.  In case it was an online purchase, please attach a copy of the 

email confirmation of the purchase or a bank statement showing the 

expense being incurred. 

ii. The Expense Claim does not require the signature of your Dean.  

Since this is a purchase being made under the terms and conditions of 

your grant, it requires the signature of the Assistant Provost for 

Research, who is – ultimately – the owner of the budget for your 

research project. 

iii. All expenses are to be submitted within two weeks of the 
costs having been incurred. 

http://zuportal.zu.ac.ae/sites/fserv/Documents/Forms/AllItems.aspx?RootFolder=%2fsites%2ffserv%2fDocuments%2fForm&FolderCTID=0x0120008A29714D4BB7264FA7920A3B85C05F51
http://zuportal.zu.ac.ae/sites/fserv/Documents/Forms/AllItems.aspx?RootFolder=%2fsites%2ffserv%2fDocuments%2fForm&FolderCTID=0x0120008A29714D4BB7264FA7920A3B85C05F51
http://zuportal.zu.ac.ae/sites/fserv/Documents/Forms/AllItems.aspx?RootFolder=%2fsites%2ffserv%2fDocuments%2fForm&FolderCTID=0x0120008A29714D4BB7264FA7920A3B85C05F51
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b. Purchases for a value of AED 501 up to AED 9,999 

It is your responsibility as a PI to first verify that you have the necessary 

funds available to go ahead with the purchase.  The Financial Resources 

Department will be sending you monthly an overview of the expenditure on 

your grant. 

After having verified budget availability, and in the case of the purchase of 

IT related equipment, you will have to send an e-mail to Mr Trideepu Pillai 

of the IT Department, in which you clearly stipulate the type of equipment 

you wish to purchase with its full specifications.  He will have to confirm 

that the type of equipment you are requesting is currently not available 

within ZU assets and that there is no objection to the equipment being 

installed at ZU.   

Once you will have received the confirmation from Trideepu, you can then 

forward the request to the College AO that has been appointed to enter 

research related purchase requests.  In case you want it to be a direct 

purchase from one specific vendor, you need to attach the quote from the 

vendor to the documents as well.   The College AO will enter the 

information into Banner and then send the entire file to the Office of 

Research for signature by the Assistant Provost for Research.  The Office of 

Research will verify the purchase request against the scope of work and the 

approval to see if it is a valid purchase.  From the Office of Research, it will 

be sent to the Purchasing Department. 

Note: 

i. Should you wish to purchase the item from one specific vendor, you will need 

to obtain an official quotation (not an e-mail, but an official form) 

addressed to Zayed University, which will have to be attached to the 

Purchase request and which must to be signed by you.  Please specify the 

point of contact details so that the Purchasing department will know who to 

liaise with when the Purchase Request will be converted into a Purchase 

Order. 

ii. Please make sure that you inform the vendor that they will have to agree to 

ZU payment terms, which are 30-60 days after delivery. All ZU approved 

vendors  accept these terms. 

iii. The vendor cannot be based in a Free Zone, unless this is the only vendor in 

the country for the product you wish to purchase, but this will have to be 

clearly explained in a memo, with perhaps a note from the vendor or the 

mother company of the product clarifying that this product cannot be 

purchased anywhere else within the UAE. 
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iv. If the vendor you have selected has not yet been registered with ZU as an 

approved vendor, the College AO will have to request for vendor registration 

prior to raising the Purchase requisition. Please contact C&P for vendor 

registration process details.  

v. In case you do not wish to purchase from one specific vendor, the Purchasing 

department will obtain quotes and send you the various quotes with their 

specs for your technical evaluation.  You will then have to decide which 

one(s) best suits your needs. The purchase will be awarded to the lowest offer 

that is accepted technically.  

vi. If the purchase is on-line or if the vendor is only accepting advance payment, 

you need to raise a Payment Request for the finance department and not a 

purchase requisition. No advance payment is accepted by Purchasing 

Department without the vendor submitting a bank guarantee for the 

amount. Please add a note to the request that explains why this is being sent 

as a payment request, and not being raised as a purchase request. All 

payments are processed after completing the services.  

 

c. Purchases – AED 10,000 and above 

It is your responsibility as a PI to first verify that you have the necessary 

funds available to go ahead with the purchase.  The Financial Resources 

Department will be sending you monthly an overview of the expenditure on 

your grant. 

After having verified budget availability, and in the case of the purchase of 

IT related equipment, you will have to send an e-mail to Mr Trideepu Pillai 

of the IT Department, in which you clearly stipulate the type of equipment 

you wish to purchase with its full specifications.  He will have to confirm 

that the type of equipment you are requesting is currently not available 

within ZU assets and that there is no objection to the equipment being 

installed at ZU.   

Once you will have received the confirmation from Trideepu, you can then 

forward the request to the College AO that has been appointed to enter 

research related purchase requests.  In case you want it to be a direct 

purchase from one specific vendor, you need to attach the quote from the 

vendor to the documents as well, along with a memo addressed to the 

Director of the Purchasing Department which clarifies why you wish to 

purchase from this vendor and not another one.   In case you do not have a 

specific vendor, there will be a tender issued.  The College AO will enter 

the information into Banner and then send the entire file to the Office of 

Research for signature by the Assistant Provost for Research.  The Office of 
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Research will verify the purchase request against the scope of work and the 

approval to see if it is a valid purchase.  From the Office of Research, it will 

be sent to the Purchasing Department. 

Note: 

i. Should you wish to purchase the item from one specific vendor, this will only 

be possible if the company falls under one of the below categories:  

1. They are the only supplier in UAE for the materials and/or services  

required. 

2. During a state of emergency in the United Arab Emirates.  

3. The procurement is an immediate requirement and at least part of it 

has to be provided at the earliest, while the other parts may be 

purchased from other vendors after appropriate review of other possible 

alternative vendors. 

ii. You need to write a justification memo explaining the reason for 

selecting the vendor along with the supporting document, if available (single 

source letter, sole distributer certificate, or any other relative supporting 

document). The justification memo will need to be approved along with the 

PR after submission.  

iii. You will need to obtain an official quotation (not an e-mail, but an official 

form) addressed to Zayed University, which will have to be attached to the 

Purchase request and which must to be signed by you.   

iv. Please make sure that you inform the vendor that they will have to agree to 

ZU payment terms, which are 30-60 days after delivery. All ZU approved 

vendors accept these terms. 

v. Please specify the point of contact details so that the Purchasing department 

will know who to liaise with when the Purchase Request will be converted 

into a Purchase Order. 

vi. The vendor cannot be based in a Free Zone, unless this is the only vendor in 

the country for the product you wish to purchase, but this will have to be 

clearly explained in a memo, with perhaps a note from the vendor or the 

mother company of the product clarifying that this product cannot be 

purchased anywhere else within the UAE. 

vii. If the vendor you have selected has not yet been registered with ZU as an 

approved vendor, the College AO will have to request for vendor registration 

prior to raising the Purchase requisition. Please contact C&P for vendor 

registration process details.  

viii. In case you do not wish to purchase from one specific vendor, the Purchasing 

department will obtain quotes and send you the various quotes with their 

specs for your technical evaluation.  You will then have to decide which 
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one(s) best suits your needs. The purchase will be awarded to the lowest offer 

that is accepted technically.  

ix. You can ask IT department to be part of the technical evaluation, and/or 

any relevant department and/or ZU expert to be part of the evaluation. You 

can also do the evaluation with your team. If more than one vendor is 

suitable, the award will be to the lowest technically accepted vendor.  
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4. Research Travel 
a. Before travelling  

After having verified budget availability with the Financial Resources 

department, the PI has to fill out the online Research Travel Form, which 

can be accessed through this link: 

https://academicforms.zu.ac.ae/FacultyForms/ProfessionalDevelopment 

You must attach the quotation from the Travel Services Department, as 

well as any supporting documents related to other costs that will be 

incurred.  Cost of Hotel, meals and transportation are covered by the Per 

Diem amount, which is AED 1,000 per day. Once you will have entered the 

request, it will go to   your supervisor and the Dean of the College.  After 

Dean’s approval, it will get a final approval from the Office of Research.  

Once that has been done, you will see that the status in the online system is 

“completed”. 

Note: 

i. The signature from your Dean is required so (s)he is aware that you will be 

absent from campus and your classes will be covered. 

ii. In case it is a ZU based co-PI that is travelling, you also need to attach an 

e-mail from the PI, confirming he is aware you are travelling on his/her 

grant and that (s)he approves the travel from the grant budget. 

iii. For in-country travel, hotel bookings need to be made through Travel 

Services.  For out-country travel you need to make your own bookings, both 

for flights and hotel. 

iv. Please check the online Procedure on research-funded travel.  You will also 

find it in the appendices of this manual. 

v. Please send all PD requests at least eight weeks prior to your travel. 
vi. Once you have an approved PD, you may wish to apply for an advance 

payment of your expenses.  You can request the full reimbursement of your 

flight ticket (as per the amount quoted by Travel Services) and 50% of your 

approved Per Diem. 

 

b. Reimbursement 

After your return, you must fill out the PD Report.  You must fill out either 

the Local Expense Claim form or the International Expense Claim Form, 

depending on where you travelled to (both are available through the 

Financial Services website).  You will have to attach any original receipts 

that are relevant.  For in-country travel, you will only have to attach 

expenses that were not booked through the University.  Once you will have 

https://academicforms.zu.ac.ae/FacultyForms/ProfessionalDevelopment
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signed, the entire file needs to be sent to the Office of Research for final 

signature and further processing. 

 

Note: 

i. For in-country travel and in case of the use of your personal car, mileage will be 

reimbursed at the rate of AED 1 per km and up to a maximum of AED 300 per 

day.  You must attach the Google Map showing the distance travelled. 

ii. For any expenses incurred, you need to attach the original receipt to get 

reimbursed.  In case you made an online payment, please attach a bank statement or 

e-mail confirmation of payment. 

iii. It is possible to get an advance payment for your expenses.  You can claim the full 

amount for the cost of the air ticket as per the quotation of the Travel Services 

Department and up to50% of other expenses.  You must submit either a Local 

Expense Claim form or the International Expense Claim Form. 

iv. Please note that the signature of your dean is NOT required on expense claims 

related to your Research Travel. 

v. All expenses are to be submitted within two weeks of the costs having 
been incurred. 

 



16 | P a g e  
 

5. Processes at the end of your grant 
a. Request for extension of the grant period 

Under certain circumstances, the Office of Research may grant you an 

extension of the grant period.  In order to obtain it, you will have to send 

an extension request to the Assistant Provost for Research (with cc to the 

person handling your file within the Office of Research, as well as the 

relevant Research Finance Officer in the Financial Resources Department).  

You must specify the reason why the grant needs to be extended (why is 

there a delay compared to your timeline) and you need to be able to show 

demonstrable progress.  This request must be sent at least 3 (three 

months) prior to the end date of your grant.  The Assistant Provost for 

Research will investigate the request and either approve or disapprove.  

You will be notified through an e-mail of the Office of Research.  Please 

note that an extension will not go beyond 6 months. 

b. At the end of your grant 

At the agreed end date, please ensure that you have submitted all expenses 

related to your grant as the funds will be closed one month after the end 

date. 

Three months after the end date of your grant, you are required to submit a 

Final Report to the Office of Research.  The current Form is available 

through the Office of Research website and has been attached in the 

appendices of this manual.  Please request a financial overview from the 

Financial Resources Research Officer to include in the Report. 

 

 

 

 


















































