		  Annex A
	[bookmark: _Toc87675428][bookmark: _Toc122170373][bookmark: _Toc127347909]Manpower Request Form
1. This form may take you 15 minutes to fill in.
2. You will need the project and manpower details to fill in the form.
3. Please complete and attach the signed form and supporting documents in a zip file (<10MB) to upload together with the Manpower Request submission in SMI’s Grant Management System for processing.
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	1) REQUEST INFORMATION

	Type of Request
	☐ Hiring of foreigner as Research Assistant
	☐ Others, please specify:

	R&D Program
	

	Project ID
	

	Project Title
	

	Approved Headcount
	Research Assistant
	
	Research Fellow
	

	Updated Headcount
	Research Assistant
	
	Research Fellow
	

	Compliance with MOM’s requirements and internal HR policy of respective institutions
	☐ Yes
	☐ No

	Justifications
	[Enter a summary of why the change is being requested.  
E.g. what are the hiring platforms? How long is the hiring process? Who are the applicants? What are the reasons for selecting the particular applicant?]






	Attachments or References
(Please select the relevant one(s))
	☐ Attachment – Advertisements (indicating the durations) 
☐ Attachment – CVs (including Nationalities) of ALL Applicants
☐ Attachment – Other Supporting Documents, please specify:


	PI’s Name & Signature
	

	Date Signed
	


* No supplementary budget is allowed. 

Note : Please refer to Annex A for the SMI Manpower Guidelines.

FOR OFFICIAL USE
	Checked by Office of Research:
	

	(Signature) 
	

	Name:
Designation:
	
Date:
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					SMI Manpower Guidelines 

For Research Assistant

1. Each Institution agrees to employ or otherwise engage Research Assistants who are Singapore citizens and/or Singapore Permanent Residents to be deployed in the work under the Research. 
2. The Institution shall demonstrate reasonable efforts to hire Singapore citizens and/or Singapore Permanent Residents for the research prior to seeking approval from SMI for hiring of foreign Research Assistants. These efforts shall include but not limited to advertising/broadcasting the available research position(s) on minimum two (2) recruitment platforms independent from each other for at least six (6) weeks each, or three (3) recruitment platforms independent from each other for at least four (4) weeks each.
3. Hiring of foreigners for research project should comply with Ministry of Manpower’s requirements as well as the internal HR policy of the respective institutions.

For Research Fellow

4. For Research Fellows, the Institutions agree to use reasonable efforts to employ or otherwise engage Singapore citizens and/or Singapore Permanent Residents unless such expertise is not available or the skills of any foreign person are necessary for the proper performance of the Research.
5. Hiring of foreigners for research project should comply with Ministry of Manpower’s requirements as well as the internal HR policy of the respective institutions.
 



image1.png
Singapore
Maritime
Institute

Advance research. Spark innovation.




