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Relevant by the person/institution requesting business/project/consulting services.

Writes a request letter to the Faculty/School/Vocational School

Related Unit

If the project coordinator is specified in If the project coordinator is not specified in the
the application letter of the person/ application letter of the person/institution
institution requesting business/ requesting business/project/consulting
project/consultancy service, the services, the request letter is evaluated
project coordinator forms the protocol by the Academic Board of the Department
and Project Information form he/ and the project coordinator and team are
she has prepared together with the application [letter. determined. The project manager submits the
Submits to Head of Department application petition to the Head of

Business
Staff

Depaftment

After the documents are prepared and the signatures are completed, a letter is written to the

revolving fund with a cover letter.

Revolving Fund if approved by the Executive Board
Submitted to manager for approval

Y

The officer who prepares the contributions for the approved cases

informs the executive that the protocol has been approved.

When the executive meets with the company and ensures that the necessary
payments are made, the officer who prepares the contributions requests the necessary

payrolls from the executive.

« It is sent to the accounting unit.
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After the payrolls arrive, the payment documents are prepared.

It is submitted for the approval of the realization officer and the spending authority.

Approval procedures are completed

It is sent to the accounting unit.

Responsible Unit/ Personnel: Computer Operator
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Chief of Business V. Business Manager




