
Register of QMS Records, JAIU 

(section: educational, social, student, scientific, and innovative activities) 

N

o. 

Rec

ord 

Cod

e 

Record 

Title 

(Form) 

Related 

Document 

(Regulation

s/Rules) 

QMS 

Process / 

Area 

Person 

responsibl

e for 

creation 

Storage 

location 

(paper / 

electronic

) 

Retenti

on 

period 

(years) 

Note 

1 Z-

VS-

01 

Annual Plan 

for 

Educational 

and Social 

Work of the 

Faculty 

Regulations 

on 

Educational 

and Social 

Work (VS-

01) 

Planning of 

Educational 

Work 

Dean of 

the 

Faculty, 

responsible 

for 

educational 

work 

Paper: 

Dean’s 

Office; 

Electronic

: eBilim / 

shared 

drive 

5 Updated 

annually 

2 Z-

VS-

02 

Log of 

advising 

hours and 

educational 

activities 

Sun-01 Advising 

work, group 

supervision 

Academic 

group 

advisors 

Paper 

copy: kept 

by the 

advisor; 

copies/sca

ns upon 

request by 

the dean’s 

office 

3 One 

entry per 

academic 

year 

3 Z-

VS-

03 

Student 

Social and 

Living 

Conditions 

Assessment 

Form 

VS-01, 

Regulations 

on Social 

Support (SP-

01) 

Identificatio

n of students 

in need 

Social 

Affairs 

Committee 

/ Advisor 

Paper: 

Dean’s 

Office/Soc

ial 

Services 

Departme

nt; 

Electronic

: scan to 

eBilim / 

archive 

5 Confiden

tial 

documen

t 

4 Z-

VS-

04 

Faculty 

Annual 

Report on 

Educational 

and Social 

Work 

VS-01 Analysis 

and 

Reporting 

on 

Educational 

Work 

Dean of 

the Faculty 

Paper: 

Dean’s 

Office; 

Electronic

: eBilim / 

Departme

nt of 

Education

al Work 

5 Included 

in the 

universit

y’s 

consolid

ated 

report 

5 Z-

SP-

01 

Student 

Application 

for Social 

Support 

Regulations 

on Social 

Support (SP-

01) 

Eligibility 

for Social 

Assistance 

Student; 

Applicatio

n – Dean’s 

Office/Soci

al Services 

Departmen

t 

Paper: 

student 

file; 

Electronic

ally: via 

eBilim, if 

possible 

5 Basis for 

the 

committe

e’s 

decision 

6 Z-

SP-

02 

Register of 

Students 

Receiving 

Social 

SP-01 Social 

assistance 

records 

Social 

Services 

Departmen

t / 

Electronic

: Excel / 

eBilim; 

copy in 

5–10 Importan

t for 

reporting 

and 



Support Scholarshi

p 

Committee 

paper file audits 

7 Z-

SS-

01 

Application 

for 

Registration 

of a Student 

Club 

Regulations 

on Student 

Self-

Government 

and Clubs 

(SS-01) 

Registration 

of Student 

Clubs 

Club 

initiator; 

submission 

– Student 

Council / 

Student 

Affairs 

Office 

Paper: 

Student 

Council; 

Electronic

: scan in 

the club 

registry 

3–5 Basis for 

inclusion 

in the 

registry 

8 Z-

SS-

02 

Register of 

Student 

Clubs at 

JAIU 

SS-01 Student 

Club 

Administrati

on 

Student 

Council, 

Departmen

t of 

Educationa

l Work 

Electronic

: Excel / 

eBilim 

Current 

+ 5 

Updated 

as 

changes 

occur 

9 Z-

SS-

03 

Student 

Club 

Annual 

Report 

SS-01 Student 

Association 

Reporting 

Club 

President, 

Advisor 

Electronic

ally: to the 

Student 

Affairs 

Office; on 

paper if 

necessary 

3–5 Basis for 

recogniti

on and 

commen

dation 

1

0 

Z-

VP-

01 

Application 

for a 

charitable/v

olunteer 

project 

Regulations 

on Charity 

and 

Volunteer 

Projects 

(VP-01) 

Planning 

Volunteer 

Projects 

Project 

Initiator, 

Coordinato

r 

Paper: 

Education 

Departme

nt; 

Electronic

: scan / 

eBilim 

3–5 Basis for 

project 

approval 

1

1 

Z-

VP-

02 

Brief report 

on a 

charitable / 

volunteer 

project 

VP-01 Recording 

and 

Analysis of 

Volunteer 

Projects 

Project 

Coordinato

r 

Digitally: 

registry, 

project 

folder; on 

paper if 

necessary 

5 Attached 

to the 

summary 

report on 

educatio

nal work 

1

2 

Z-

VP-

03 

Register of 

Charitable 

and 

Volunteer 

Projects at 

JAIU 

VP-01 Monitoring 

of Projects 

and 

Activities 

Educationa

l 

Departmen

t / 

Volunteer 

Coordinato

r 

Digitally: 

Excel / 

eBilim 

Current 

+ 5 

Displaye

d during 

accredita

tions 

1

3 

Z-

NIR

S-01 

Department'

s Annual 

Report on 

Scientific 

Research 

Regulations 

on Student 

Research 

(NI-03) 

Student 

Research 

Work 

Departmen

t Chair, 

Responsibl

e for 

Research 

Paper: 

Departme

nt; 

Electronic

: eBilim / 

Research 

Departme

nt 

5 Included 

in the 

universit

y's 

consolid

ated 

research 

report 

1

4 

Z-

NIR

S-02 

Register of 

student 

research 

projects in 

eBilim 

NI-03 Record of 

research 

topics and 

types 

Departmen

tal 

Research 

Coordinato

r, 

Electronic

: eBilim 

Current 

+ 5 

Basis for 

science 

and 

accredita

tion 



Academic 

Affairs 

Office/Res

earch 

Departmen

t 

indicator

s 

1

5 

Z-

NI-

01 

Annual 

Consolidate

d Report on 

Scientific 

and 

Innovation 

Activities of 

JAIU 

Regulations 

on Scientific 

and 

Innovation 

Activities 

(NI-01) 

Office of 

Scientific 

and 

Innovation 

Activities 

Vice 

Rector for 

Science, 

Science 

Departmen

t 

Paper: 

Vice 

Rector’s 

Office; 

Electronic

: Science 

Archive 

5–10 Key 

report 

for 

NAAR/

AOPO 

1

6 

Z-

NI-

02 

Register of 

Scientific 

and 

Innovation 

Projects of 

JAIU 

NI-01 Monitoring 

of Scientific 

and 

Innovation 

Projects 

Science 

Departmen

t / Grant 

Office 

Electronic

: Excel / 

Project 

Managem

ent 

System 

Current 

+ 5 

Includes 

AIF, 

economi

c 

contracts

, etc. 

1

7 

Z-

PA-

01 

Register of 

Faculty and 

Student 

Publications 

Regulations 

on 

Publication 

Activity (NI-

04) 

Publication 

Activity 

Managemen

t 

Research 

Departmen

t / UIO 

Electronic

: 

publicatio

n 

database, 

Excel 

Current 

+ 10 

Used for 

KPIs and 

incentive

s 

1

8 

Z-

PA-

02 

Application 

for 

Incentives 

for 

Publication 

Activity 

NI-04 Financial 

Incentive for 

Publications 

Faculty/stu

dent; 

submission 

– Research 

Departmen

t / 

Accountin

g 

Departmen

t 

Paper/scan

: Research 

Departme

nt, 

Accountin

g 

Departme

nt 

5 Basis for 

payment/

order 

1

9 

Z-

GR-

01 

Application 

for 

Registration 

of a 

Grant/Resea

rch Project 

at JAIU 

Regulations 

on Grant 

Activities 

(NI-05) 

Tracking 

and 

Approval of 

Grant 

Projects 

Project 

Manager; 

Submissio

n – Grant 

Office/Res

earch 

Departmen

t 

Paper/scan

: Research 

Departme

nt 

5 Basis for 

inclusion 

in the 

grant 

registry 

2

0 

Z-

GR-

02 

Register of 

Grant and 

Contract 

Projects of 

JAIU 

NI-05 Grant 

Portfolio 

Managemen

t 

Grant 

Office / 

Research 

Departmen

t 

Electronic

: Excel / 

Project 

Managem

ent 

System 

Current 

+ 10 

Importan

t for 

external 

audits 

2

1 

Z-

GR-

03 

Scientific/Fi

nal Report 

on a Grant 

Project 

NI-05 Grant 

reporting 

Project 

Manager 

Paper: 

project 

file; 

Electronic

: Research 

Departme

nt archive 

5–10 As 

required 

by the 

donor 

and the 

universit

y 



2

2 

Z-

RID

-01 

Application 

for 

Registration 

of 

Intellectual 

Property 

(RID) 

Regulations 

on 

Intellectual 

Property 

(NI-06) 

RID 

Registration 

Author(s); 

submission 

– Research 

Departmen

t/Legal 

Departmen

t 

Paper/scan

: Research 

Departme

nt 

10 Basis for 

inclusion 

in the 

RID 

registry 

2

3 

Z-

RID

-02 

RID 

Registry 

(patents, 

certificates, 

applications

) 

NI-06 Intellectual 

Property 

Managemen

t 

Science 

Departmen

t / Legal 

Departmen

t 

Online: 

RID 

database 

Continu

ously 

Updatabl

e 

database 

2

4 

Z-

EK-

01 

Application 

to the Ethics 

Committee 

Regulations 

on the Ethics 

Committee 

(NI-09) 

Ethical 

Review of 

Research 

Researcher

; reception 

– EC 

secretary 

Paper/scan

: EC 

5–10 Until the 

protocol 

expires 

2

5 

Z-

EC-

02 

Informed 

consent of 

the study 

participant 

NI-09 Ethical and 

legal 

protection of 

participants 

Researcher Paper/scan

: with the 

researcher

; if 

necessary, 

with the 

EC 

10+ Duration 

– in 

accordan

ce with 

EC rules 

and the 

law 

2

6 

Z-

EC-

03 

Ethics 

Committee 

Opinion 

NI-09 Approval/re

striction of 

the study 

EC Paper: EC 

archive; 

Electronic

: scans 

10+ Critical 

for 

clinical/s

ocial 

research 

2

7 

Z-

VK

R-

01 

Assignment 

for the Final 

Qualificatio

n Project 

(FQP) 

Regulations 

on the Final 

Qualification 

Project 

(FQP-01 / 

NI-10) 

Supervision 

and 

Monitoring 

of the Final 

Qualificatio

n Project 

Academic 

Advisor, 

Departmen

t 

Paper: 

student 

file/depart

ment; 

Electronic

: eBilim 

5 Approve

s the 

topic and 

deadlines 

2

8 

Z-

VK

R-

02 

Supervisor's 

review of 

the thesis 

VKR-01 / 

NI-10 

Student's 

evaluation 

of the work 

Supervisor Paper: 

GEK/depa

rtment 

file; 

Electronic

: scan 

5 Used by 

the State 

Examina

tion 

Commiss

ion 

2

9 

Z-

VK

R-

03 

Review of 

the Thesis 

Thesis-01 / 

Research-10 

External 

evaluation 

of the thesis 

Reviewer Paper: 

GEK/depa

rtment 

file; 

Electronic

: scan 

5 For the 

final 

State 

Examina

tion 

Commiss

ion 

report 

3

0 

Z-

VK

R-

04 

Grading 

sheet / State 

Examinatio

n 

Commission 

section for 

the final 

thesis 

VKR-01 / 

NI-10 

Final Grade 

for the 

Thesis 

Chair of 

the 

Examinatio

n 

Committee

, Secretary 

Paper: 

GEC file; 

Electronic

: UIO 

archive/eB

ilim 

10 Final 

Assessm

ent 

Record 
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