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1. OBJECTIVE

This procedure is prepared to describe the process involved in the payment for project
managed by JKRM.

2. SCOPE

This procedure shall apply to the project managed by JKRM for the ITUM
development projects, managed by the Development Division.

3. DEFINITION/ABBREVIATION
Definition:
Abbreviation :
3.1 JKRM : Jabatan Kerja Raya Malaysia
3.2CCM : Cost Control Meeting
3.3 MOHE : Ministry of Higher Education

3.4 UMC : University Management Committee
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4. REFERENCES
4.1 Government Policies and Circulars
4.2 Form of Contract
4.3 [TUM Manual of Financial Policies and Procedures
4.4  1IUM Manual of Purchasing Policies and Procedures
4.5 Public Works Department (P.W.D.) of Malaysia’s Circular
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5. RESPONSIBILITY AND DETAILED PROCEDURE

RESPONSIBILITY

DETAILED PROCEDURE

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

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

NO. RECORDS LOCATION | RETENTION | RESPONSIBILITY
PERIOD
1 | Payment Certificate Filing Cabinet 5 Years Senior Assistant
Accountant/

Accounting Assistant

2 | Payment Voucher Filing Cabinet 5 Years Senior Assistant
Accountant/
Accounting Assistant

4 | Purchasing Order Filing Cabinet 5 Years Senior Assistant
Accountant/
Accounting Assistant

5 | Job sheet/Delivery Order | Filing Cabinet 5 Years Senior Assistant
Accountant/
Accounting Assistant

6 | Invoice Filing Cabinet 5 Years Senior Assistant
Accountant/
Accounting Assistant

7. FLOWCHART : AS PER ATTACHED

8. APPENDICES : -




INTERNATIONAL ISLAMIC UNIVERSITY MALAYSIA
DEVELOPMENT DIVISION

S.0.P, OF PAYMENT FOR PROJECT MANAGED BY JKRM

Responsibility Process

Start

y

~ To receive invoice from contractor
certified by JKRM and forward to the

Admin Assistant

Director
Deputy Finance
) puty — To verify the documents submitted by
Director JKRM

y

— To conduct Cost Control Meeting
(CCM) once payment has reached :

Senior Asistant

Accountant
Qs * 30% from Contract Sum (1st CCM);
* 50% from Contract Sum (2nd CCM);
+ 75% and above from Contract Sum
{monthly CCM)
Finance Unit

Project Manager

Budget
Sufficient?

Senior Asistant

Accountant - To prepare payment voucher
— To send the payment to Finance
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— Request JKR to provide justification
for the over expenses of the project.

— Prepare Proposal paper for UMC'S
Directive

A

Division for transfering the money to
the contractor account

S

- Confirmation of budget from internal
funding / Ministry of Higher Education
(MOHE)




