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1. 

 
OBJECTIVE 

  
This procedure is prepared to describe the process involved for Priority Projects in order 
to ensure projects are implemented in accordance to the policies and procedures. 
 
 

2. SCOPE  
  

This procedure covers all the IIUM Priority Projects managed by the Development 
Division. 
 
 

3. DEFINITION/ABBREVIATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 Definition : 
 
3.1 President  : President of the IIUM 

 
3.2 Rector   : Rector of the IIUM 

 
3.3 Priority Project : The necessary upgrading works to cater the 

needs/comments of the Rector and the President. 
 
 

Abbreviation : 
 

3.4 IIUM   : International Islamic University Malaysia 
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4. RESPONSIBILITY AND DETAILED PROCEDURE 
 

RESPONSIBILITY DETAILED PROCEDURE 
 
 

 
 
 
 
 

 
 
Note : Refer to the attached S.O.P. 
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5. RECORDS (any documents produced in the established procedure such as forms, 

approval letters, log book, timetable/schedule, etc.) 
 

NO. RECORDS LOCATION RETENTION 
PERIOD 

RESPONSIBILITY 

 
1 

 
Procurement Approval 
Form 
 

 
Filing Cabinet 

 
5 Years 

 
Accounting Assistant 

 

 
 
6. FLOWCHART : As per attached. 
 
7. APPENDICES : NIL 
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Receive directive from the ED D&P/Director/Office of the 
Rector/Office of the President for upgrading works related to 
the following:
- Complaints/request from the Rector
- Complaints/request from the President

Deputy Director (PMU)

Finance Unit

Start

Deputy Director (PMU)
Project Manager

Project Manager

ProcessResponsibility
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Official assignment of Project Manager through UWS request 
process

Identify the indicative cost/preliminary cost estimate

Obtain confirmation from Deputy 
Finance Director on the budget 

availability

Prepare proposal paper for approval of 
UMC upon consulting the Director & 

ED D&P

NoYes

Cost less than 
RM20,000?

Deputy Director (PMU)

Selection of at least 3 contractors & 
Issuance of RFQ

Normal procurement process unless 
decided otherwise by the approving 

authority

Site Visit & Briefing

Preparation of procurement for 
approval and issuance of Purchase 
Order

End

Administrative Assistant
Project Manager
Finance Unit

Confirmation of Budget

Deputy Director (PMU)
Administrative Assistant
Director

1 day

1 day 7 days

1 day

1 day

3 days

* Refer to SOP for
Management of Upgrading
Projects (Post Contract)

Submission of quotation from 
contractorsAdministrative Assistant

Finance Unit

3 days

Total = 10 working days
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