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1.0  OBJECTIVE

This document is prepared to have an effective and efficient rental process of venue rental

for external user.

2.0 SCOPE

The procedure is to be applied for rental of the following venue under RSD purview:

i. Main Auditorium
ii. Experimental Hall
fii. Mini Auditorium

iv. Seminar Room Mahallah Ruqayyah

3.0 ACCOUNTABILITY

Accountability Detailed Procedure
31 BOOKING VENUES EXTERNAL USER
Received external booking form
11
AA/AAO/AD 3.1 Appendix 1 - External Booking Form
AA/AAO/AD 3.1.2 To check availability of the venues
AD/AAO 3.13 Issue quotation to applicant
AAO/AA 314 To received acceptance letter from applicant.
ED/ DIR/AAO/AA 315 hf received appealh for qiscounted, forward appeal letter to
director or executive director.
AAO/AA 3.1.6 To inform the decision of the appeal to the applicant.
AAO/AA/OCAP/OSEM/DBSB 3.1.7 [ssues event order to related parties.
AA 3.1.8 File all documents accordingly.
- Application Form (ITUM/213/9/6/1/3)
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4.0 ABBREVIATION
4.1 AA Administrative Assistant
4.2 AD Assistant Director
4.3 AAO Assistant Administrative Officer
4.4 DIR Director
4.5 ED : Executive Director
4.6 OSEM : Office of Security Management
4.7 OCAP : Office of Communication, Advocacy and Promotion for Change
4.8 DBSB Daya Bersih Sdn. Bhd
5.0 REFERENCE
5.1 Venue Booking Form (External User)
6.0 RECORD RETENTION PERIOD
NO. QUALITY RECORDS RETENTION LOCATION RESPONSIBILITY
PERIOD
. File Cabinet
1. Quotation 7 years RSD Level 2 AA
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7.0  PROCESS FLOW: BOOKING VENUE (EXTERNAL USER)

APPLICANT /
AA /AAOQ /AD

AA/AAO/
AD

AA/AAO/
AD

AA/AAO

AAO/DIR

AAO/AA/AP
PLICANT

A ( START )

X

RECEIVED BOOKING
FORM/LETTER

|

AVAILABLE?

YES

INFORM APPLICANT

ISSUE QUOTATION
LETTER

l

RECEIVED
ACCEPTANCE LETTER

l

FORWARD APPEAL

FOR REDUCTION OF

RENTAL TO HOD OR
ED

!

INFORM APPLICANTS
ON THE DECISION

l

ISSUE EVENT ORDER
TO OCAP, DBSB AND
OSEM

l
— ()

Paged of 5




L.,Jmummmul

Title : RENTAL OF VENUE -
EXTERNAL USER
Ref. No. . [TUM/RSD/03

Version No:  :04
RevisionNo :00
Effective Date :01/02/2024

7.0 PROCESS FLOW: APPEAL FOR RENTAL VENUE DISCOUNT (EXTERNAL USER)

APPLICANT / AA
/AAO /AD/ USER

AA/AO/ USER

AAO/D/ED

AAO/ USER

AA/AAO/USER

START

RECEIVED RENTAL
APPEAL BY USER VIA
LETTER

¥

SEND TO D/ED
FOR APPROVAL?

REPLY LETTERTO
APPLICANTS WITH
NEW QUOTATION TO
APPLICANT

l

RECEIVE REPLY
ACCEPTANCE
TOGETHER WITH
PAYMENT

!

FILE ACCORDINGLY

i
()
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