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1.0

2.0

3.0

1.0

2.0

3.0

OBJECTIVE

To ensure the fulfillment of training needs of the CFS staff.

SCOPE

2.1

2.2 This procedure

ACCOUNTABILITY

3.1

3.2 Human Resource Department
3.3 Director (Administration)
3.4  Academic Department
ABBREVIATION (If any)
41 AD Assistant Director
42 C Coordinator
43 AA Administrative Assistant
44 CTD Continuous Talent Development
4.5 HURIS Human Resource Information System
4.6 HRD Human Resource Department
47 CPDU Continuous Professional Development Unit
48 OC Organizing Committee
4.9  Dept Department
REFERENCE
5.1  MSD Training process
5.2 HR Policies & Guidelines
53  Pekeliling Perbendaharaan Bil.2 Tahun 2005
5.4  Pekeliling Perbendaharaan Bil.3 Tahun 2005
5.5  Pekeliling Perbendaharaan Bil.6 Tahun 2005
5.6  Pekeliling Perbendaharaan Bil.2 Tahun 2006
5.7  Manual Dasar Latihan Sumber Manusia Sektor Awam
5.8  STEPS/HURIS Manual

Centre for Foundation Studies

RECORD RETENTION PERIOD

S Years
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This procedure is implemented by Human Resource Department and Continuous
Professional Development Unit, CFS IIUM.
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4.0 PROCESS FLOW
Responsibility Flow Chart Remarks
Organizer Start
Staff Service Circular No.
> 25/2023
Organizer Prepare Proposal
Finance
Division Circular No. 1,
2024
Approving
Authority ot Organizer to get approval
Rejscted from all the approving
authority.
Approved
Organizing Request for CTO The awarding of CTD
Committees Foint From HRD points is subject to the CTD
Grading Format and
. approval by the HRD.
. Preparation of the
Organizer Programme
Organizer Cqmmencement o
Organizer Submitgggggance &
A 4
Organizer Submit Payment Organizer submit the
Approval Form for
honorarium payment payment approval form to
the Finance Department for
processing
Record CTD Pointin
HRD HURIS
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ANNEXURE

1. CFS GUIDELINES FOR ORGANIZING A TRAINING PROGRAMME FOR
ACADEMIC & ADMINISTRATIVE STAFF
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