
Standard Operating Procedures 

1. Mission Clearance 
(a) Applicant from Colleges/Campuses 

 

-Download and 

fill summary 

sheet from the 

website;  

-Seek approval 

from 

Dean/Director 

you report to. 

Applicant UR Central 

Secretariat 

Check 

completeness 

and approval 

VC’ Office 

NO 

YES 

DVC-FA 

Financial 

implications 
NO 

Can UR 

Sponsor? YES NO 

Process 

Mission 

Clearance 
VC’ Office Signature 

Principal’s 

Office 
Approval 

YES 

NO 

YES 

Submission before 15 days to travel 

Letter of mission 

request 

Motivation for the 

mission 

 Program of the 

mission 

 Flight itinerary 

 Invitation letter 

Self-declaration, as 

UR employee 

Approval by Line 

Managers 

Required documents 

Recording the 

file 

Proof of funding 



(b) Applicant from UR Head Office 

 

 

 

-Download and 

fill summary 

sheet from the 

website;  

-Seek approval 

from Director / 

DVC you 

report to. 

Applicant UR Central 

Secretariat 

Check 

completeness 

and approval 

VC’ Office 

NO 

YES 

DVC-FA 

Financial 

implications 

NO 

Can UR 

Sponsor? 

YES 

NO 

Process 

Mission 

Clearance 

VC’ Office Signature 

YES 

Submission before 15 days to travel 

Letter of mission 

request 

Motivation for the 

mission 

 Program of the 

mission 

 Flight itinerary 

 Invitation letter 

Self-declaration, as 

UR employee 

Approval by Line 

Managers 

Required documents 

Recording 

the file 

Proof of funding 



 

2. Memorandum of Understanding 

 

 

 

 

 

 

 

 

 

 

 

 

MoU 

Negotiations 
Institution/ 

Organization 

Legal Unit Go ahead 

NO 

YES 

VC’ Office 

NO 

Signature 

& Stamp 

Agreement 

YES 

University 

of Rwanda 

Cancellation 

UR Resource 

Mobilization 

Unit 

UR SPIU 

Partner 

Institution 

Signature 

& Stamp 

1 

2 
3 

1’ 

2’ 
3’ 

5 
6 

4’ 

5’ 

4 



 

3. Study Leave  

 

 

 

-Download and 

fill study leave 

form from the 

website;  

-Seek approval 

from 

Dean/Director 

you report to. 

Applicant 

UR Central 

Secretariat 

VC’ Office 

Approval 

NO 

YES 

HR Unit 

Process Study 

Leave Contract VC’ Office Signature 

Principal’s 

Office 
Approval 

YES 

NO 

HR Unit 

Recording the 

file 

Letter of study leave 

request 

Acceptance Letter / 

Offer Letter from 

Host University 

Recommendation 

Letters from line 

Managers 

Filled study leave 

application form 

Proof of funding 

Copy of work 

contract 

Required documents 

Additional documents 

while applying for study 

leave extension 

Support Letter from 

Supervisor 
Progress Report 

signed by Supervisor 
Copy of Offer Letter 

from Host University 
Copy initial study 

leave contract 

Staff 

Development 

Committee 

Approval 

NO 

YES 



4. Tuition fee waiver 

  

 

 

Seek approval 

from HoD, 

Dean/Director 

you report to. 

Applicant UR Central 

Secretariat 

NO 

YES 

VC’ Office 

Approval 

YES/NO 

DVC-AAR 

Process Study 

Leave Contract 

VC’ Office 

Signature 

Principal’s 

Office 
Approval 

YES 

NO 

HR Unit 

Consultations 

Approval 

HR Unit VC’ Office 

YES 

Recording the 

file 

Letter of tuition fee 

waiver request 

Recommendation 

Letters from line 

Managers 

Acceptance Letter / 

Offer Letter from 

UR 

NO 

Required documents 

Copy of work 

contract 


