
New Equipment Installation 
NEW Equipment Installation request (at least one month before equipment arrival). 

E-mail to: mabing@ntu.edu.sg 

Program 

Manager

CREATE Safety officer & 

MSE Safety Committee

Equipment Vendors Principal Investigator 

/Researchers

Is Proposal 

Approved 

Site Visit Meeting: Discussion and propose the possible locations to install the equipment agreed by the 4 parties. 

1

Submit proposals to Prof Lee Pooi See for review and 

approval: 

1. Location options with cost and time required  . 

2. Facilities require. 

3. RA, SWP, SOP. 

2

3

1.  Informed researcher the approved location and produce the Gant Chart for 

equipment startup and move in schedule with the vendor . 

2. Teh Chee Kuang raises PR to carry out the facility work. 

3.  PTW ,SWP , RA , Commission report and SOP by Equipment 

owner/researchers.

4. Update into  NTU CREATE website, schedule a general training by Jin Hongfang 

5. Admin: Asset Tag,  web cast to all researchers and PI Machine ready to book 

with owner for use by The Chee Kuang. 

4

5

6

NO

Yes



Equipment information to be provided by Requestor 

S/N Description 
Requestor answer

1 Tool Name

2 Date of delivery 

3 Purpose 

4 Layout / footprint , Length X Width X Height. 
eg. L 1.5m X W 0.5m X H1.5m

5 Picture 

6 Machine Specification.

7 Accessory unit to operate the tools , eg, Laptop, Network line, PC 
bench etc.  

8 Logistic , shipment , relocation of existing bench, partition etc. 

9 PO , Quotation, RA, SOP 

10 Propose location, Lab 1,2,3. 

11 Work bench, Fume hood, Floor , others

12 Hookup Facilities requirement and Specification 

a Max Current and voltage 

b Gas and operating Pressure 

c Exhaust flow rate

d Max operating Temperature 

e others requirement  , such as laser equipment required an 
enclosed rom,  

13 Commission report 



Gantt chart



Layout 

2
nd

floor Research wing Characterization Lab

4
th

Floor enterprise wing Heat Treatment Lab 2
nd

floor Innovation wing Chemistry Synthesis Lab


