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OBJECTIVE

The objective of this procedure is to guide and ensure the efficiency in the process of
receiving, screening and approving the applications for transfer of credit from outside
[TUM.

SCOPE

The procedure covers receiving application forms, screening, and approving the
application for transfer of credit in line with the Policies and Procedures for the

Transfer of Credit.

DEFINITION / ABBREVIATION

DD (AA) Deputy Dean (Academic Affairs)
HOD Head of Department

DD Deputy Director

AO Administrative Officer

SAO Senior Administrative Officer
AAO Assistant Administrative Officer
SAAO Senior Assistant Administrative Officer
AA Administrative Assistant

SAA Senior Administrative Assistant
TOC Transfer of Credit

COS Centre of Studies
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4, RESPONSIBILITY AND DETAILED PROCEDURE
RESPONSIBILITY DETAILED PROCEDURE
4.1 | To receive completed TOC form.
SAO/AO/SAAOQ/ 4.2 | To send the following documents to the Deputy Dean (Academic
AAO/SAA/AA Affairs):
of COS

i) Completed TOC form.

(i) A copy of Academic Transcript from the previous
institutions or result slip (showing course code and
grade).

(iii) A copy of course outlines or course description or
course curricular,

The Kulliyyah is to process within the stipulated time.

DEPUTY DEAN (AA)

of COS 4.3 | To recommend the application of TOC.
DEAN of COS 4.4 | To approve the application of TOC.

SAO/AO/SAAO/AAO/ | 4.5 | To update the approved course/s for TOC in the Admission System
SAA/AA of COS based on the decision made by the Dean of Kulliyyah.
SAO/AO/SAAO/ 4.6 | To notify the student of the decision of the TOC application.

AAO/SAA/AA of COS

5. QUALITY RECORDS
NO. | QUALITY RECORDS RETENTION LOCATION | RESPONSIBILITY
PERIOD
1. Relevant Documents on | As student graduated COS SAA/AA
TOC or terminated
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