Lyl sl Ll

mgmnorimsumcmmmmmrsu
- TR AT R M :_w.r_v'l
L A vy

Garden of Knowledge and Virtue

Title : Application for Transfer
of Credit for Undergraduate
Students (External Institution)
Ref. No. : TUM/TNL/AMAD/15

Version No:  : 01
Revision No : 00
Effective Date : 05/2025

APPLICATION FOR
TRANSFER OF CREDIT
FOR UNDERGRADUATE STUDENTS
(EXTERNAL INSTITUTION)

Prepared By:- Approved By:-
Signature: O\ﬂbw Signature: W
e

Name : Nuragmar Az binti Amirudin Name : Assoc. Prof. Dr. Haslina binti Hassan
Position : Senior Assistant Director Position : Director

Academic Management and Academic Management and

Admission Division (AMAD) Admission Division (AMAD)

Date  : 15 May 2025

Date  : 1%t May 2025

age 1 of 4



G

Title : Application for Transfer
of Credit for Undergraduate

L).I.".d ua"r_"m“..um-::nl:\" Students (External Institution)
INTERNATIONAL SLAMICTIVERSTY MALAYS Ref.No.  :IIUM/TNL/AMAD/1S
L?'::"‘,LL? L;‘")UV&;-"‘@?’)‘:"J Version No:  : 01

Revision No : 00
Effective Date : 05/2025

Garden of Knowledge and Virtue

1.0

2.0

3.0

4.0

5.0

6.0

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.

ACCOUNTABILITY

Deputy Dean (Academic Affairs) Office of COS

Dean of COS
ABBREVIATION

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

COS Centre of Studie

TOC Transfer of Credit
REFERENCE

Student Academic Performance Evaluation (Undergraduate) Regulations 2021

RECORD RETENTION PERIOD

NO. QUALITY RETENTION LOCATION | RESPONSIBILITY
RECORDS PERIOD
1. | Relevant As student COS SAA/AA
Documents on graduated or
TOC terminated
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7.0 PROCESS FLOW
Responsibility Flow Chart Remarks

Office of Academic
Affairs, COS

Office of Academic
Affairs, COS

Dean

Office of Academic
Aftairs, COS

Office of Academic
Affairs, COS

;

Receive application form for Transfer of

Credit by Week 2

|

To submit relevant documents to
DD(AA) for recommendation.

l

Dean’s approval

!

No

4&

Approve

Yes

To update the approved course(s) for TOC
in the Admission System by week 4

}

Inform Student

1
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8.0 ANNEXURE

Documents to be submitted to the Deputy Dean (AA) and Dean of COS:

() Completed TOC form;

(ii) 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.
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