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1. Introduction

Smart Critical Infrastructure (SmartCl) research center established in June 2013 as a collaboration
between VT-MENA (Virginia Tech - Middle East and North Africa) and Alexandria University.
SmartCl aims to (1)bridge the gap between theoretical and applied research and technology
development; (2) form research groups in different fields capable to collaborate with each other
and provide integrated innovative solutions for the infrastructure development using ICT; (3)
establish highly equipped research labs at one place for researchers; and (4) link research
projects/ ideas to the related interested bodies and suitable funding agencies and engage
undergraduate/graduate students and industry personnel in experiential opportunities through
industry-related research.

With SmartCl goals in mind, SmartCl Research Center targets to provide a good working
environment for research, such that researchers can focus on their research work rather than
being distracted by the award administration activities.

SmartCl provide different services through the Office of Sponsored Programs (OSP) and Grants
Accounting Office (GAO) along with other SmartCl offices whose staff shall provide the needed
award administration taking into consideration SmartCl and Alexandria University (AU) internal
policies along with the sponsor’s regulations.

All the offered services procedures and guidelines are clarified in this handbook.
2. Pl general responsibilities

The Pl should become familiar with his agreement with the funding agency and SmartCl guidelines
and policies, and have the obligation to:

a) Do all the technical work according to the accepted proposal that is attached to the
agreement;

b) Initiate all the requests clarified in this handbook sections according to the below
described procedures;

c) Copy the OSP in all the correspondences with the funding agency and continuously notify
the OSP with the funding agency replies;

d) Prepare and submit the periodic technical reports according to the funding agency
guidelines and requirements;

e) Review and approve the periodic financial reports issued by the GAO;

f) Control expenditures according to the project approved budget;

g) Inform the OSP in case of any changes in the budget, team members, equipment to be
purchased...etc.

h) Inform the OSP in case of a new party (another university or an industrial partner)
involvement.

o All correspondences and requests should be submitted by the PI electronically via
emails specified in each section of this handbook.
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3. The agreement

Once the Pl receives the agreement of the accepted project, he MUST forward it to the OSP to
review its terms and negotiate the funding agency for the possible alternatives, if needed, for
terms and conditions that are contradicting with SmartCl policies.

The OSP shall be responsible to do the necessary arrangements for signing the agreement by the
SmartCl or Alexandria University (AU). The PI MUST deliver the original copy of the signed
agreement to the OSP.

The OSP shall prepare an Approved Agreement Summary (AAS) to be forwarded to the Pl and the
GAO as a notification of a new project initiation.

4. Project administration

The responsibility of the project administration differs according to the funding agency and the
type of fund. Specifically, funded projects at SmartCl are split into 2 categories as following:

4.1. Category 1
Target projects: projects whose agreements with funding agencies state that the

research institution, SmartCl, is the responsible party for administering the project.
Project administration: For this category, SmartCl shall be responsible for the project
administration including correspondences with the funding agency, forwarding the
technical and financial reports to the funding agency, budget administration and
financial settlements...etc. In addition, the OSP shall review all the requests submitted
during the course of the project to guarantee its compatibility to the agreement terms
and conditions and SmartCl policies. Accordingly, the OSP may recommend some better
alternative solutions, if needed.

Allowed expenditures: Any requested facilities or services shall be paid from the project
budget. Before forwarding any request to be executed by the GAO or other SmartCl
offices, the OSP shall review the requested items to check its compatibility with the items
listed in the agreement, the project budget, your actual expenditures, and the available
money in the project account.

4.2. Category 2
Target projects: projects whose agreements with funding agencies state that a third

party, such as the industrial partner, is the responsible party for administering the
project.

Project administration: For this category, the third party shall be responsible for the
project and budget administration according to the agreement terms. However, SmartCl
may assist the third party and the Pl in administering the budget, financial settlements
and change requests according to a Project Administration request
(http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/ProjectAdminRequest.docx)
signed by both the Pl and the third party. Please submit a hardcopy of the Project
Administration request to the OSP prior to the project start date.
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Allowed expenditures: The third party shall be responsible for paying all the expenses
as listed in the project budget. In case that the 3™ party and the Pl submitted a Project
Administration request, the Pl MUST NOT expend any money from the project budget
before receiving payment order from the OSP.

For projects’ categories 1 and 2, the Pl may request some necessary items/ services, that
cannot be covered from the project budget, to be covered from the overhead cost. In this
case the PI MUST state in his request the word (Overhead) beside the requested
item/service cost.

SmartCl is NOT OBLIGATED to pay any expenses from the overhead cost, so all the
submitted requests, from categories 1 and 2, can be rejected, totally accepted, or accepted
to be partially funded.

5. Incubator reservation

At the beginning of the project, the Pl may submit an Incubator Reservation request
(http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/IncubatorReservation.docx) by email
to administration@mena.vt.edu. According to the incubators availability, project type, and
number of team members, you may be offered a shared or dedicated incubator.

6. Change requests

For any requested change in team members, project budget, duration, or equipment
requested ...etc., the Pl MUST do this through the OSP by filling a Change request
(http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/CR_FundedProjects.docx)
and submitting it via email to: osp@mena.vt.edu. The OSP shall follow up with the PI
to continue any missing information and to forward his request to the funding agency.

7. Technical and financial reports

The PI MUST send all the financial and technical reports to the OSP whether the project is
administered by SmartCl or by a third party. Additionally, the Pl is responsible to forward the
funding agency reply and comments about the submitted reports to the OSP. In case that the
project is administered by SmartCl, the OSP shall be responsible to forward the financial and
technical reports to the funding agency on the behalf of the PI.

The following table shows the different scenarios for processing the financial reports. These
scenarios depend on the project category and the party responsible for the award administration.

Category Category 1 Category 2

(In section 4.1) (In section 4.2)
Project
administration

SmartCl eThe GAO prepare the financial report Not applied
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eThe GAO sends it to the PI for approving
it.

eThe GAO sends the final version to the
OSP to be forwarded to the funding
agency on the behalf of the PI.

(after submitting a
Project Administration
request in section
(4.2))

3" party Not applied e The Pl sends the final version of the
financial report to the OSP.
SmartCl and 3" party Not applied oThe GAO prepare the financial report

eThe GAO sends the financial report to the
OSP.

e The OSP sends the final version to the PI
and the 3™ party to approve it

o The OSP send the approved version to the
funding agency on the behalf of the Pl and

the 3™ party.

8. Monthly salaries

The GAO shall automatically start the monthly salaries procedures, as long as the project account
contains enough money. The OSP shall notify the GAO with any changes in the team members, or
salaries after being approved by the funding agency.

Once the salaries are available at the GAO, the Pl will be notified to pick the total monthly salaries
of all the team members. However, the financial officer may distribute the salaries among the
team members upon your request via email to gao@mena.vt.edu.

9. Equipment

9.1. Existing equipment
The Pl  should <check the list of equipment available at SmartCl
(http://smartci.alexu.edu.eg/?page id=633) and submit an Equipment Reservation
request to the IT office via email and the IT office shall put you in contact with the lab
coordinator.
For the Equipment Reservation request, please download and fill the form
(http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/3-Equipment-Reservation-
Request.docx) and send to the IT office via email (it@mena.vt.edu)

9.2. New equipment

Purchase of New equipment MUST be performed through the Purchase office
by filing the Purchase Acquisition form (http://smartci.alexu.edu.eg/wp-
content/uploads/2016/05/4-Equipment-Acquisition-Form.xIsx) and submitting
it via email to purchase@mena.vt.edu. When the request is approved by the
OSP, the Purchase department will follow up with the PI, GAO and OSP until
the equipment is purchased and delivered.
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For equipment purchase requirements and procedures, you can check the Purchase
Guide in Appendix Il

10.Office supplies

Purchase of the office supplies MUST be performed through the Purchase office by filling the
Purchase Acquisition form (http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/4-
Equipment-Acquisition-Form.xIsx) and submitting it via email to purchase@mena.vt.edu. When
the request is approved by the OSP, the Purchase office will follow up with the PI, GAO and OSP
until the items are purchased and delivered.

In case that no office supplies covered by the project budget, the Pl should check the list of
supplies available in stock at SmartCl and submit Supplies request to the Administration office via
email. If the needed items are not available in stock, you can request petty cash of maximum 100
EGP to buy the items needed. To settle this cash, you are requested to submit the receipts of the
items you bought to the GAO in a week from receiving the payment.

For the In-stock Supplies and Supplies Petty Cash requests, please download and fill the form
(http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/5-Supplies-Request.docx) and
submit it to supplies@mena.vt.edu.

11. Meeting room reservation

To reserve a room for meetings, seminars or workshops, please download the Room Reservation

request (http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/6-Room-Reservation-
form.docx), fill and send to administration@mena.vt.edu. To check the available rooms’
description and facilities, please download: (http://smartci.alexu.edu.eg/wp-

content/uploads/2016/04/SmartCl-Rooms-Description.pdf).

12. Publishing papers

Any team member tends to publish a paper that is related to the funded project MUST
acknowledge SmartCl and the funding agency and add it as his/her second affiliation, whether the
publishing is funded by SmartCl or not.

Acknowledgement: This work is supported by SmartCl Research Center at Alexandria University
and funded by............... (Project ID: .........., €NtItIEd ..........cvoveeveerereeeeeirerrierereas )

Affiliation: SmartCl Research Center, Alexandria University
13. Conference registration fees
For conference registration fees, the Pl MUST follow the following steps:

a) The PI is responsible to fill a Cash Allocation request http://smartci.alexu.edu.eg/wp-
content/uploads/2016/05/7-Cash-Allocation-Request _1.docx) that includes the
requested fund and send it to the OSP via email (osp@mena.vt.edu)
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b) The OSP shall help the PI to get the required publishing or travel approvals from the
funding agency, if needed.

c) On receiving the funding agency approval, the Pl shall forward it to the OSP, pay the
registration fees and submit the following documents to the GAO via email
(gao@mena.vt.edu):

e Funding agency approval, if applied
e Registration fees receipt

e Conference invitation

e Accepted paper

d) The GAO will be responsible to follow up with Alexandria University (AU) for the fees
reimbursement. Please note that the expected reimbursement duration is 7-10 days.

e) Once the money is available at the GAO, the Pl and the funded team member (if
applicable) will be notified to pick up the fees from the financial officer.

>

14. Travel and per diem
For domestic and international travel funds, the Pl MUST follow the following steps:

a) The Pl is responsible to fill a Cash Allocation request (http://smartci.alexu.edu.eg/wp-
content/uploads/2016/05/7-Cash-Allocation-Request 2.docx)  that includes the
estimated requested costs and trip information, and send it to the OSP via email
(osp@mena.vt.edu).

b) The OSP shall help the PI to get the required publishing or travel approvals from the
funding agency, if needed.

c) In case of international travel:

On receiving the approval, the PI shall forward it to the OSP and prepare the following

documents to be forwarded to the Travel office via email (travel@mena.vt.edu):

e Funding agency approval, if applied

e Travel approval letter from the Cultural Affairs office (or Employer approval), if
applicable

e Conference invitation

e Visa fee receipt, if applicable.

e Aviation insurance fee receipt, if requested by the destination country
e Copy of the passport stamps. (To be submitted after his/her return to Egypt)

d) The Travel office will be responsible to get the required air tickets’ offers, according to AU
rules, and choose the most suitable offer. Accordingly, the Travel office and the GAO will
be responsible to follow up with AU to issue the EgyptAir/ Misr Travel check.

e) In case of domestic travel: On receiving the approval, the PI shall forward it to the OSP
and prepare the following document to be forwarded to the Travel office via email
(travel@mena.vt.edu):

e Conference invitation, if applicable.

f) The Travel office will be responsible to pay for the train or bus tickets or car rental. In case

of air tickets, please follow point (c) of this section.

SmartCl PI Handbook Page 9 of 35
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For the international per diem rates, please download the Per-diem Rates Guide
(http://smartci.alexu.edu.eg/wp-content/uploads/2016/04/7-International-perdiem-Allowance-

Rates.pdf).

For the domestic travel and per diem rates, please download the Per-diem Rates Guide
(http://smartci.alexu.edu.eg/wp-content/uploads/2016/04/7-Domestic-Travel-perdiem-
Allowance-Rates.pdf).

15. Local transportations

For local trips, the Pl may request bus or train tickets or car rental for travel purposes that are
justified in the accepted proposal and covered by the project budget. For transportation requests,
please send an email to the travel office (travel@mena.vt.edu) that includes:

e the travel purpose,

e destination,

e date, and

e number of persons who will travel.

16.IT services

For connecting any new device to the network at SmartCl, please fill the Connect to the Network
request (http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/8-Connect-to-the-Network-
Request.docx) and send it to the IT office via email (it@mena.vt.edu). If you have any other IT
related requests, please fill the IT Services request (http://smartci.alexu.edu.eg/wp-
content/uploads/2016/05/9-IT-Services-Request.docx) and send it to the IT office via email
(it@mena.vt.edu).

All'IT related requests will include the expected finish date and shall be submitted, by the PI, at
least 5 business days prior to the expected finish date.

After accomplishing the requested IT task, please fill the following short form
(http://go0.gl/forms/U8ahFB2JTP)

17. Communications

To send faxes, local or international mail that is related to the funded project, the Pl needs to send
a Fax/ mail request: mail@mena.vt.edu. The email should include the necessary information for
the package delivery and the package description.

18. HR, supporting letters or permissions

For the HR, endorsement letters, permissions or customs clearance from SmartCl, please fill the
Letter request (http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/LetterRequest.docx)
and send via email to: administration@mena.vt.edu.

Letters request MUST be submitted at least 5 business days prior to the expected delivery date.
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19. Printing services

For Printing documents and posters that are related to the funded project, please send the
documents needed to be printed via email to: print@mena.vt.edu and clarify the number of
needed copies and expected delivery date and time.

Printing requests for posters MUST be submitted at least 3 business days prior to the expected
delivery date.

Documents printing and duplicating requests MUST be submitted at least 1 business day prior to
the expected delivery date.

20. Reporting

For any missing items and facilities such as printer inks, whiteboard markers or dusters, printer
paper sheets, kitchen supplies, or any comments regarding the different processes and
procedures, please do not hesitate to notify us via email: reporting@mena.vt.edu.

21. Partnerships

In case of any new partnerships between the team and other industrial or academic partners, the
PI MUST notify the OSP by any communications, their purpose, and results via email
(osp@mena.vt.edu).

22. Closing the project

By the end of the project duration, the Pl shall be responsible to vacate his incubator at SmartCl
and deliver all the keys to the administration office. After, the final reports approval, the OSP shall
archive all the project documents and notify the GAO and the Pl that the project has been closed.

SmartCl PI Handbook Page 11 of 35


mailto:print@mena.vt.edu
mailto:reporting@mena.vt.edu
mailto:osp@mena.vt.edu

~ oKDl
N ALEXANDRIA |5/

UN[VERS[TY
Smarl

Appendix I: SmartCI requests templates

This appendix includes all the requests mentioned in the handbook sections. You can download

the requests from the links in the handbook sections or from the links in the footer of each request
in this appendix.
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Change Request # ......

Project ID
Project Title

Pl name

Change Request Details

Change Request Type

Changeinbudget: [ Changeinteam: [] Change in duration: O Change in equipment: O

In case of team member change,
please attach:
- the new member’s resume

Requested change

Justification

(Please add your electronic signature)

PI’s Signature Date:

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/CR _FundedProjects.docx
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Project Administration Request

Project information

Project ID

Project title

Pl name

Partner’s name (Entity name)

Partner’s legal representative

Date

Offered services by SmartCl

Be the focal point with the funding agency

Prepare and submit the change requests, according to the Pl request

Monitor the budget and recommend changes, as needed

Prepare and electronically submit the financial settlements, to be approved from the partner and the PI

Help the partner in the equipment and supplies purchase process by providing templates, guidelines, suppliers
names...etc.

Provide payment orders to the partner to issue the required checks

’

The Partner’s obligations

Be responsible of all the partner’s obligations as mentioned in the agreement with the funding agency
Review and approve the financial settlement documents prepared by SmartCl

Be responsible for the equipment and supplies purchase process

Issue the checks and money payments according to the center’s order

Be responsible to pick or deliver documents or checks related to the project

Be responsible to prepare the team members’ monthly salaries sheets

Follow the directions of the Center in the issues related to this project

Signatures

I, (... name of the person who signed the agreement ...) as the legal representative of the (...the entity name...),
submit this request to SmartCl Research Center to help me in the award administration during the course of the
project mentioned above. | confirm that | am committed to the partner’s obligations mentioned in this request.

The partner’s signature and
stamp

The PI's signature Date:

>> Directions:
1-  The Pl and the partner are OBLIGATED to cover all the expenses of equipment, supplies, or documents delivery.
2-  This form MUST be submitted as a hardcopy.

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/ProjectAdminRequest.docx
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Equipment Reservation Request

>> Project information

Type | (Funded project or Hosted proposal writing)

Project/ hosted proposal ID | ..........
Title |
Plname | .
Date |
>> Contact person information

In case we need any clarifications regarding your request, who should we contact?

Contact person email | e

Contact person mobile | .«
>> Equipment reservation details

Equipment | ..

Equipment ID in the list | .........

Justification | ...

Do you need any additional configurations? (if yes, please clarify)

Usage duration: Form: ........ (day/month/year) ‘ To: ........ (day/month/year)

The expected task finish date: ......

Comments:

>> Directions:

3- This form MUST be submitted by the Pl via email: it@mena.vt.edu at least 3 days prior to the expected task
finish date.
4- For the existing equipment at SmartCl labs, please check the Existing Equipment List.

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/3-Equipment-Reservation-Request.docx
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Equipment Acquisition Form

Equipment Aqcuisition Form

Directions:

1- This form MUST be sent via email to: purchase@mena.vt.edu

2-To be aware of the whole purchase procedures, please check the SmartCl Purchase Guide in Appendix Il of the PI Handbook.
3-In case of hosted proposal writings, total equipment costs CANNOT exceed 6000 EGP.

4-In case of hosted proposal writings, requested equipment MUST be included in the accepted concept paper.

5-In case of funded projects, the requested euipment MUST be listed in the accepted proposal.

Required Information

Project type: (Funded project or Hosted proposal writing)
Project/ hosted proposal ID:
Project/ hosted proposal title:
Plname:
Date:
Equipment details
Suppliers list
# [Equi / Software/ li Detailed specs Quantity | Unit price | Total price (EGP)
Company name Mobile Mailing address
1 1-
2-
3-
4-
2
3
Total 0

Other questions
>> Do you need the IT office help in defining the specs ? (Yes/No)

>> Do you have any notes ?

Please add your electronic signature
PI's signature:

The required SmartCI departments approvals (if applicable)

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/4-Equipment-Acquisition-Form.xlsx
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To: SmartCI Administration Office

Email: supplies@mena.vt.edu

http://smartci.alexu.edu.eg/

p 20 AN )/fl; a
\ ALEXANDRIA (i :

UNIVERSITY
sSmarl

Supplies Request

Project information

Type

.. (Funded project or Hosted proposal writing)

Project/ hosted proposal ID

Title

Pl name

Date

In-stock office supplies

(If you need any of the below items, please specify the quantity needed)

Item

Return date (day/ month/ year)

tit . . .
Quantity (only applicable for the items with the note “To be returned”)

A4 Paper sheets

A4 Lined paper

A3 Paper sheets

Sticky Notes

Magnetic Pins

To be returned on (.../.../.......)

Pens

Stapler

To be returned on (.../.../.......)

Adhesives Tape Runner

To be returned on (.../.../.......)

CDs

DVDS

Paper Boards

To be returned on (.../.../....... )

L shape files

Ring files

Folders (20 sheets)

Petty Cash Request

( If the requested items are not available in stock, please fill this Petty Cash request)

Needed item

Quantity

Item return date (if applicable)

To be returned on ............. (day/ month/ year)

Cash settlement date

(It MUST be settled in one week from the payment date)

Please pay this cash to

(you can specify the team member who will receive the payment from the GAO)

>> Directions:

1. This form MUST be submitted by the Pl via email: supplies@mena.vt.edu.

2. Please note that the maximum petty cash payment for office supplies is 100 EGP.

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/5-Supplies-Request.docx
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To: SmartCI Administration Office o 2 w/x/ﬁy { ."\/rl; i

Emai/l; administlrationd@me;la.vt.edu \ 6‘!71::2( ‘E“R\Hs)lxq
ttp://smartci.alexu.edu.eg NTVE
Smarl

Room Booking Form

Contact Details:

Name:

Mobile:

Email: University:

ID Type:

Hosted Proposal Writing [ Funded Proposal Writing [] Other O

ID (If applicable):

Event Details:
Date of Event:

Start time: End Time:

Number of attendees:

Type of event:  Meeting O Seminar / Talk O Workshop [
Room Layout:  Theater O Meeting Style [ UsShape [1 Desk [

Event Description:

Requirements:

Break [ No Break [
Beverages (Tea/ Coffee/ Soft drinks) (] Refreshments: (Tea/ Coffee/ Soft drinks) + Mini Pastries []
Source of Payment:
Project budget [ SmartCl (need to be approved) [] other [
If other ( )
Facilities:
Whiteboard [] Projector [] Laptop [] Monitor [] Videoconference []

Do you have any other requirements? If yes, please clarify.
For ex: (IT Engineer attendance, printing handouts..., etc.)

>> Directions:

1. This form MUST be submitted by the Pl via email: administration@mena.vt.edu.

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/6-Room-Reservation-form.docx
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To: SmartCI Administration Office P 25 w/x/ﬁy { .)x/rl;
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Incubator Reservation Request

Project information

Project ID

Project title

Pl name

Date

Project start date

Project end date

No. of team members

Furniture needed in the room (chairs, desks..etc.)

The required SmartCI departments approvals

>> Directions:
1-  This form MUST be submitted by the Pl via email: administration@mena.vt.edu

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/IncubatorReservation.docx
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To: SmartCI Administration Office

Email: administration@mena.vt.edu \

http://smartci.alexu.edu.eg/
smarl

Letter Request

SNV

ALEXANDRI

UNIVERSIT

Project information

Project ID

Project title

Pl name

Date

Letter type

HR O | Endorsement O | Permission ] | Customs
clearance

Justification

The person or entity whom the letter should be directed to:

Expected letter delivery date

The required SmartCI departments approvals

>> Directions:

1-  This form MUST be submitted by the Pl via email: administration@mena.vt.edu at least 5 business days prior to the
expected letter delivery date. (The expected letter delivery date is the date that you shall receive this letter form

SmartCl)

2-  According to the type of the needed letter, please attach the necessary supporting documents with this request.

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/LetterRequest.docx
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To: SmartCI OSP Office
Email: osp@mena.vt.edu

http://smartci.alexu.edu.eg/

HARA\S:
\ ALEXANDRI
UNIVERSIT
smarl

Cash Allocation Request

(Conference Registration Fee)

Project information

Type

.......... (Funded project or Hosted proposal writing)

Project/ hosted proposal ID

Title

Pl name

Date

Applicant information

(The team member who shall be funded for the conference registration)

Name

Email

Mobile

Conference details

Name

Registration fee (S)

The required SmartCl departments approvals (if applicable)

>> Directions:

1. This form MUST be submitted by the Pl via email: osp@mena.vt.edu before doing any payments.

2. Please attach the paper acceptance email or the invitation to this request.

3. In case of funded projects, the PI MUST submit a separate Cash Allocation Request for each team member.

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/7-Cash-Allocation-Request 1.docx
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: i NNV
To: SmartCI OSP Office kN rl’.
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Cash Allocation Request

(Travel and Per-diem)

Hosted proposal writing information

Type <eenneeee (Funded project or Hosted proposal writing)

Project/ hosted proposal ID

Title

Pl name

Date

Applicant information
(The team member who shall be funded for the travel and/or the per-diem)

Name

Email

Mobile

Trip details

Justification

Destination

Travel date

Return date

No. of days

Conference start date
(if applicable)

Conference end date
(if applicable)

Estimated expenses

Air ticket

Visa fees (if applicable)

Total per diem
(Per diem x No. of nights)

Domestic Transportation to &
from the airport

The required SmartCl departments approvals (if applicable)

>> Directions:
2-  This form MUST be submitted by the Pl via email: osp@mena.vt.edu
3-  In case of funded projects, the PI| MUST submit a separate Cash Allocation Request for each team member.

4-  For per diem:

o The maximum allowed per diem duration, according to Alexandria university rules, is 7 days (6 nights).
e Please check the per diem rates for different countries in the following Guide

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/7-Cash-Allocation-Request 2.docx
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To: SmartCI IT Office

Email: it@mena.vt.edu \

http://smartci.alexu.edu.eg/
smart

Connect to the Network Request

TNl

ALEXANDRIA |z

UNIVERSITY

Project information

Type | (Funded project or Hosted proposal writing)

Project/ hosted proposal ID | ..........

Title |

Plname |

Date |

Contact person information

In case we need any clarifications regarding your request, who should we contact?

Contact person email | e

Contact person mobile | e

Device details

Device

Specs |

Usage duration: Form: ........ (day/month/year)

‘ To: ........ (day/month/year)

Comments:

The expected task finish date: ......

>> Directions:

This form MUST be submitted by the Pl via email: it@mena.vt.edu at least 1 week prior to the expected task finish

date.

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/8-Connect-to-the-Network-Request.docx
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To: SmartCI IT Office P
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IT Services Request

Project information

Type weeeeeee (Funded project or Hosted proposal writing)

Project/ hosted proposal ID

Title

Pl name

Date

Contact person information

In case we need any clarifications regarding your request, who should we contact?

Contact person email

Contact person mobile

Needed service details

Description:

The expected finish date:

>> Directions:

This form MUST be submitted by the Pl via email: it@mena.vt.edu at least 1 week prior to the expected task finish
date.

Download from: http://smartci.alexu.edu.eg/wp-content/uploads/2016/05/9-IT-Services-Request.docx
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Appendix II: Purchase guide
This appendix explains the supplies and equipment purchase methods and procedures in details.
SmartCl offices shall help the Pl in the whole purchase procedure, however it will useful for the PI

to be aware of the followed steps, requirements and guidelines of SmartCl and Alexandria
University.
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