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5.  RESPONSIBILITY AND DETAILED PROCEDURE

RESPONSIBILITY

DETAILED PROCEDURE

5.1

Registration of Senior Students

AA 5.1.1

Request matric card and checks student status in RoRs.

i.  Ifactive — Register student base on MORR/MOA
ii. If inactive — Advise the student to do rental until the status
change to active.

AA 5.1.2

Request student to sign in the registration list.

Handover room key and facilities checklist QR code/link.
-share the QR code/link in Mahallah group or give the code/link
upon registration.

https://forms.office.com/Pages/ResponsePage.aspx?1d=9nbOGP
SZIOWIYazWXZuXd80b59tG319Jq7VcYVP-
6SAUN1UOTORURFIDVVZBRIQ3STIZN1AwWSIVUMC4u

AA/AHM/HM 5.1.4

Student to fill in the QR code of the facilities checklist to MO. If
no submission, the facilities in the room are considered in good
condition.

AA 5.1.5

File all documents accordingly
ITUM/213/XXX/2/3/2/3 (Facilities Checklist Report)




