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1.0 OBJECTIVE
This procedure was prepared to ensure that the teaching venues and facilities at the Centre for
Foundation Studies (CFS), International Islamic University Malaysia (IIUM) are efficiently
monitored by the relevant department.
2.0 SCOPE
This procedure is to be used at CFS in the management and monitoring of the
maintenance of teaching venues and facilities.
3.0 ACCOUNTABILITY
3.1 Office of the Director
32 Facilities and Services Department
4.0 ABBREVIATION (If any)
4.1 CFS Centre for Foundation Studies
4.2 FSD Facilities and Services Department
4.3 AO Administrative Officer
4.4 AAO Assistant Administrative Officer
4.5 AA Administrative Assistant
4.6 AVT Audio Visual Technician
4.7 KPAG  Konsesi Pusat Asasi Gambang
4.8 AMIS Asset Management Information System
4.9 ODDAI  Office of the Deputy Dean (Academic and Internationalization)
5.0 REFERENCE
Manual AMIS
6.0 RECORD RETENTION PERIOD
NO.|  RECORDS RETENTION | | 4CATION | RESPONSIBILITY
PERIOD
List of teaching
1. | venues and facilities 2 years Filing cabinet, AA
FSD
AMIS Monthly 2 years
2. report meetings Filing cabinet, AA
FSD
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7.0 PROCESS FLOW
Responsibility Flow Chart Remarks
2 weeks before
beginning of semester
AA/ AVTFSD Inspect teaching and
tearning facitities
List of facilities as
attached in Annexure 1
YES
AA/AVT FSD Any de{ec:oryﬁ) Key in AMIS
NO v Refer to the AMIS
KPAG ] manual
Reclify defect
Y
AA/AVT FSD inform ODDAI of the
inspection completion] «
AA/AAO/AO ¥
ODD Al Verify the readiness

of facilities

END
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ANNEXURE
1. List of teaching venues and facilities.
o No. ] Classro :
. No. of | No, of No. of ; . S
N | Bloc | Inspect Tea'che Tea'che Studen | Studen | -°F | 1efthan Whitebo [ 0% | HD Pm‘.]'ect Remar
enite |- ion r's r's Sy iy Flip ; : Lamp ‘| MI or's | PIC
of K ‘Date | tabl chairs L8 LS Chai ded flip ard conditi | port | screen ks
’ : ¢ Chairs Tablgs e chairs on P : :
1 |AL AV.ROO :
RAZI M1 OK ok rthal
2 | AV.ROO ;
M2 OK ok rS;lhal
"3 | MM.LAB :
1 OK ok rthal
4 | MM.LAB ;
2 oK ok Isnha‘
s | RC.1 :
oK ok Elha‘
6 |AL COMPL :
JURIA | AB1 OK Yes ok Shai
7] N COMPL = ;
AB2 OK gza ok rthal
B COMPL :
AB3 OK no ok Shai
- vga m
9 COMPL -
AB4 OK 3; ok rthal
[10] EXAM :
HALLL OK vea ok Isnhal
11 | EXAM :
HALL2 OK vea ok Ithal
12| LECTUR :
£1 OK vea | o [Shai
. m
13 LECTUR i
E2 OK VB3 ok Isnhal
14| LR(AILV i
3 OK Yes ok Shai
N m
15 LR{AJLV :
i\ OK Yes ok Shai
- m
16 LRIALV :
3 0K Yes ok Shai
|| m
17 LR(B)1 -
OK Yes ok Shai
|| m
18 LR(B)2 -
OK Yes ok Shai
[ | m
19 LR(B)3 :
OK Yes ok Shai
. m
20 LR(B)4 ;
OK Yes ok Shai
|| m
21 LR(B)5 ;
oK Yes ok rthal
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LR(B)6 1 S ;
OK Yes ok Shai

m
LR(B)7 :
OK Yes ok Shai

m
LR(B)8 ;
OK Yes ok Shai

m
LR(B)9 ;
OK Yes ok Shai

m
LR(B)10 :
OK Yes ok Shai

m
LR(BJ11 ;
OK Yes ok Shai

m
LR(B)12 ;
OK Yes ok Shai

m
LR(B)13 ;
OK Yes ok Shai

m
LR(B)14 ;
OK Yes ok Shai

m
LR(B)1S i
OK Yes ok Shai

m
LR(B)16 i
OK Yes ok Shai

m
LR(B)17 :
OK Yes ok Shai

m
LR(B)18 ;
OK Yes ok Shai

m
LR(B)19 -
) OK Yes ok Shai

m
LR(B)20 N
OK Yes ok Shai

m
LR(B)21 ;
OK Yes ok Shai

m
LR(B)22 :
) OK Yes ok Shai

m
LR{B)23 i
OK Yes ok Shai

m
LR(8)24 -
OK Yes ok Shai

m
LR(B)25 i
OK Yes ok Shai

m
LR(B}26 ;
oK Yes ok Shai

m
LR(8)27 ;
OK Yes ok Shai

m
LR(B)28 :
OK Yes ok Shai

m
LR{B}29 i
OK Yes ok Shai

m
LR(8)30 -
) OK Yes ok Iihal
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47 LR(B)31 T Ve “hai
OK Yes ok E]hal
28] LR(B)32 ;
OK Yes ok Ithal
49| LR(B)33 :
oK Yes ok ilhal
50 | AL LR(B)34 :
JURIA OK Yes ok Shai
"STN‘ LR(B)35 < ;
OK Yes ok thal
57| LR(B)36 :
OK Yes ok Shai

] m
53 LR(B)37 ;
OK Yes ok Shai

L m
54 LR(B)38 ;
OK Yes ok Shai

| m
55 LR(B)39 :
OK Yes ok Shai

|| m
56 LR(BJ40 -
OK Yes ok Shai

n m
57 LR(B)41 -
OK Yes ok Shai

- m
58 LR(B)42 ;
OK Yes ok Shai

|| m
59 LR(B)43 ;
OK Yes ok Shai

|| m
60 LR(B)44 ;
OK Yes ok . Shai

L m
61 LR(B)4S ;
OK Yes ok Shai

| m
62 T.ROOM :
" OK Yes ok Shai

|| m
63 T.ROOM :
) OK Yes ok Shai

] m
64 T.ROOM :
. OK Yes ok Shai

|| m
65 T.ROOM i
" OK Yes ok Shai

| m
66 T.ROOM :
5 oK no | |Shai

- vga m
67 T.ROOM :
p OK Yes ok Shai

| m
68 T.ROOM ;
0 OK Yes ok Shai

|| m
69 T.ROOM :
" OK no ok Shai

n vga m
70 T.ROOM :
. OK Yes ok Shai

| m
71 T.ROOM :
10 OK Yes ok rSI'lhal
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T.R(l)loM , S— S N i , es N fnhal
T.R1020M OK Yes ok Iihai
] I:;:H smlmo OK ok rthai
STUZDIO OK ok rthai
sn;mo OK ok Ithai
sni‘mo OK ok rthai
STUSDIO OK ok rthai
snéolo OK ok rthai
STU70IO OK ok rthai
STUBDIO OK ok i}hai
STUgDIO OK ok Ithai
sni([))lo OK ok rthai
STngIO 30 30 OK ok Ithai
snlxzmo 30 30 OK Yes ok 1thai
e 30 OK ok ilhai
STliEIO 30 30 OK Yes ok rthai
SOl 30 | 30 OK ok Isnhai
5“1’60‘0 30 30 OK ok Ithai
ibted 30130 OK ok Isnhai
ST\iglo 30 OK ok I?ﬂhai
STlngDIO 30 30 OK ok Ithai
snzjgio 30 30 OK ok rthai
G:/L\z srulmo OK ok Ithai
AU :
STUZDIO OK ok Ithal
STU3DIO OK ok Iilhai
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10 | sTupio ‘ ) ' o ai |
2 4 OK ok ihal
10 STUDIO :
3 5 OK ok rthal
10’ STUDIO ;
4 6 OK ok fnhal
10| STUDIO :
5 7 OK ok rs;lhal
10| STUDIO :
6 8 OK ok rthal
10 STUDIO :
7 9 OK ok Ithal
10| STUDIO ;
8 10 OK ok Ithal
10| STUDIO :
9 11 OK ok ihal
11 STUDIO ;
0 12 OK ok lthal
[11] STUDIO :
1 13 oK ok S]hal
11| STUDIO :
2 14 OK ok ilhal
11 | STUDIO :
3 15 OK ok rthal
17| STUDIO ;
4 16 OK ok Shai
| | m
11 STUDIO :
5 17 OK ok Shai
. m
11 STUDIO i
6 18 OK ok Shai
| m
11 STUDIO ;
7 19 OK ok |Shai
N m
11 STUDIO i
8 2 OK ok |Shai
] m
11 STUDIO ;
9 2 OK ok |Shai
[ | m
12 STUDIO i
0 2 OK ok |Shai
o m
12 STUDIO ;
1 23 OK ok Shai
| m
12 STUDIO i
2 24 OK ok Shai
o m
12 STUDIO i
3 25 OK ok Shai
m
12 [AL EM 1 i
4 |KHALI OK ok Shai
= EM 2 <
12 ;
5 OK ok Shai
N m
12 EM 3 i
6 OK ok [Shai
m
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. e ; . e - .
7 OK ok [Shai
- m
i2 EM 5 H
8 OK ok |Shai
M m
12 aL 1 ;
9 OK ok Shai
M m
13 aL2 ;
0 OK ok |Shai
M m
13 aL 3 ;
1 OK ok |Shai
- m
13 aLa ;
2 OK ok |Shai
7] m
i3 QL s 1
3 0K ok |Shai
M m
13 EL 1 1
! OK ok  |Shai
] m
13 EL 2 :
s OK ok [Shai
M m
13 EL 3 1
6 OK ok Shai
N m
13 EL 4 1
7 OK ok [Shai
- m
13 ELS v
8 OK ok Shai
M m
13 EL6 -
5 OK ok  |Shai
M m
14 EAVI Yes Shai
0 ok
|| m
14 EAV2 Yes Shai
1 ok
- m
14 EAV3 Yes Shai
2 ok
7] m
14 EAV4 Yes Shai
3 ok
[ | m
14 EAVS Yes Shai
4 ok
N m
14 QAV1 Yes Shai
5 ok
[ ° | m
QAV2 Yes Shai
ok
m
QAV3 Yes Shai
ok
m
QAV4 Yes Shai
ok
m
QAVS Yes Shai
ok
m
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