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1. OBJECTIVE
This procedure is implemented in order to ensure the processing of application for the IIUM Staff
Khairat Fund is conducted smoothly and systematically according to the specified rules and
regulations

2. SCOPE

This procedure is implemented by the Employee Benefits and Human Resource Relations Unit,
Management Services Division, IIUM as Secretariat of the Fund.

3. DEFINITION/ABBREVIATION
Definitions :
3.1 MSD :  Management Services Division
32 SKF . Staff Khairat Fund
33 EBHRRU : Employee Benefits and Human Resource
Relations Unit
34 SAD : Senior Assistant Director
3.5 AA . Administrative Assistant
4. REFERENCES

4.1 ITUM Staff Khairat Fund(SKF) Regulations (Revised 3rd December, 2015)
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S. RESPONSIBILITY AND DETAILED PROCEDURE
RESPONSIBILITY DETAILED PROCEDURES
5.1 Processing application form for SKF assistance
SAD/AA 5.1.1 Receive application form for SKF
5.2 Verification of staff status and documents

5.2.1 Verify the applicants’ status through the SKF Membership

AA Record
AA 5.2.2 Ifnot eligible, inform respective staff through letter/email.
(Refer to IIUM SKF Regulation for members’ eligibility)
5.3 Check relevant documents
5.3.1 Check the applicants’ supporting documents
AA 5.3.2  Stamp all copy of customer property with “For MSD Purposes
Only”.
5.3.2 If insufficient, request from the respective staff through
AA )
telephone call, letter or email
54 Check eligibility amount

5.4.1 Check the eligible amount to be given based on the nature of the
SAD case as stipulated in the ITlUM Staff Khairat Fund (SKF)
Regulations
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RESPONSIBILITY DETAILED PROCEDURES
SAD 5.42 Recommend the application for approval
5.5 Approval of Approving Authority
SAD 5.5.1 Get approval from the approving authority of SKF
AA 5.5.2 If application is not approved, send letter to respective staff on the
status
5.6 Disbursement of claim
5.6.1 Key in claim in HURIS.
AA . .
5.6.2 Inform respective staff through email.
5.6.3  Check status of claim in payroll record
5.7 Records of documents
5.7.1 Compile all approved applications for endorsement in SKF
AA C . :
ommittee Meeting
AA 5.7.2  File all documents
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6.0 QUALITY RECORDS

NO. | QUALITY RECORDS | RETENTION LOCATION RESPONSIBILITY
PERIOD
1. SKF applications forms 6 years Filing Room, MSD AA

and relevant documents

2. Record of Membership 6 years Filing Room, MSD AA

3. Minutes of SKF Meeting 6 years Filing Room, MSD AA
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7.0 FLOWCHART
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