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 لي لى لم لخ ٱ
 

SHORT COURSE SOP 

(MEDIU/COE /SOP-001) 
 

 

 

1. Objective 

To ensure all short courses conducted under MEDIU Centre of Excellence are carried 

out in accordance with the standard procedures. 

 

2. Scope  

This document provides guidelines for any MEDIU staff (academic & admin) who 

wishes to conduct short courses. It includes all steps to be followed from the beginning 

until the end, detailing each step and the responsible department/personnel.  

 

3. Abbreviations 

COE Centre of Excellence 

PR Public Relations Department 

CMD Campus Management Department 

PRF Payment Request Form 

Trainer The person who will be conducting the course 

Coordinator A personnel appointed by the trainer/faculty/department to 

organize the short course  
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RESPONSIBILITY PROCEDURE NOTE DUE DATE 

Trainer Prepare proposal 

and course material 

Refer to proposal template 

prepared by COE (Appendix 2: 

Proposal) 

 

Trainer  Fill in Short Course 

Request Form 

Trainer must get approval from 

Faculty Dean/Head of Division 

in Section D of the Request 

Form (refer to Appendix 1: 

Request Form) 

 

Faculty Dean/ 

Head of Division 

must reply within 

2 working days 

of receiving the 

Request Form 

from the trainer. 

Trainer  Submit Short 

Course Request 

Form, proposal and 

course material to 

COE for approval 

Submission can be done 

manually or via email to COE 

secretary at  

farhan.hasmady@mediu.edu.my 

The documents 

must be 

submitted to 

COE at least 2 

weeks before 

the start of the 

course. 

COE must reply 

within 2 working 

days of 

receiving the 

documents. 

Coordinator, 

Designer Team 

(IT Division) 

Create poster 

based on the details 

given by the trainer 

 

1. Example of details in the 

poster/advertisement: 

Date, time, venue, language, 

certificate, fees, payment 

method, registration method 

2. Coordinator to liaise with 

Finance Dept. for suitable 

payment method. 
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Coordinator, 

PR, 

Faculty/ 

Department 

Advertise the short 

course 

Advertise the short course in 

MEDIU website/ faculty page/ 

social media/ etc 

IT responsible 

for MEDIU 

website & 

faculty page. 

Faculty will 

provide the 

details of the 

short course to 

IT. PR and 

Faculty will 

support the 

advertisement 

via social media 

and others. 

Coordinator Register & contact 

participants 

  

Coordinator,  

CMD 

Preparation of 

venue 

This is needed if the course is 

conducted on campus. If it is 

conducted online, coordinator 

may need to liaise with IT 

Division. 

 

IT Division Preparation of IT 

equipment 

(projector, laptop 

etc)  

IT equipment are provided 

upon request 

 

Coordinator, 

Designer Team 

(IT Division), 

Registrar Office 

Preparation of 

certificates 

1. IT Division to provide design 

for the certificate. 

2. Coordinator to give the 

certificate design and list of 

participants to Registrar Office 

for printing. If the certificates 

are e-cert, the coordinator can 

send the e-certs in Pdf form 

directly to the participants. 
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Coordinator Evaluation form of 

the course to be fill 

in by the 

participants 

Coordinator to prepare 

evaluation form and distribute it 

to participants at the end of the 

course. 

 

Coordinator Prepare and submit 

course report to 

COE 

1. Refer to the report template. 

2. The report should also 

include financial report and 

participant evaluation report. 

3. Submit to COE secretary at 

farhan.hasmady@mediu.edu.

my 

Appendix 3: 

Report 

Coordinator  Submit financial 

report & PRF form 

to Finance Dept. for 

distribution of 

revenue. 

1. The revenue should be 

distributed amongst the short 

course committee and a 

portion is to be given to MEDIU. 

2. Refer to the financial report 

example given. 

Appendix 4: 

Financial report 

 

Appendix 5: 

PRF 
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EXAMPLE: 

Course name : Usul Tafsir 

Date  : 28 November 2020 

Trainer : Assoc. Prof Dr Fadlan Mohd Othman 

Coordinator : Farhan bin Hasmady 

Language : Bahasa Melayu 

 

 

 

 

Prepare proposal 
and course 

material

Fill in Request 
Form

Submit Request 
Form, proposal

and course 
material to COE

Create poster Advertise
Register & 

contact 
participants

Preparation of 
venue/ IT 

equipment

Preparation of 
certificates

Evaluation form 
for participants

Submit course 
report to COE

Submit financial report & 
PRF form to Finance Dept. 

for distribution of 
revenue.
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Proposal (Appendix 2) 
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Course material (PowerPoint presentation) 
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Short Course Request Form (Appendix 1) 
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Poster  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Advertisement in MEDIU Facebook 
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Course evaluation (Google Doc) 
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Post-course report (Appendix 3) 
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Financial report (Appendix 4) 

INCOME الدخل 

No. Item  

  الموضوع

Individual cost 

 التكلفة الفردية

Subtotal  

 المجموع

1. Lesson الدروس 

 

RM35 (RM35 x 39 participants) 

RM1365 

2. a) Certificate الشهادة 

b) Registration  التسجيل 

RM10 

RM5 

(RM10 x 39 participants) RM390 

(RM5 x 39 participants) RM195 

 

3. TOTAL الإجمالي RM50 RM1950 
 

EXPENSES الصرف     

No. Item  

 الموضوع

Individual 

cost 

 التكلفة الفردية

Subtotal  

 المجموع

Distribution  

 التوزيع

1. Course trainer علاوة المدرب 

 

RM150 (RM150 x 3 hours) 

RM450 

 

 

 اللجنة التنظيمية

 

Course 

organization  

(RM1100) 

2.  Course material مادة الدورة    

Course coordinator منسق الدورة    

Certificate printing staff موظف  

 طباعة الشهادة

IT staff موظف التقنية    

Venue management staff موظف  

 ترتيب المكان

RM150 

RM200 

RM100 

RM100 

RM100 

RM150 

RM200 

RM100 

RM100 

RM100 

3. Course accreditation اعتماد الدورة    RM250 RM250 الجامعة 

MEDIU  

(RM690) 

4. Certificate الشهادة    RM10 (RM10 x 39participants) 

RM390 

5. Course registration تسجيل الدورة    RM50 RM50 

6. TOTAL الإجمالي RM960 RM1740  
 

 

 

BALANCE المتبقي 

RM1950 – RM1790 = RM160 
 

 

 

Note: balance from the income and expenses is to be distributed to the organising unit for petty cash 

purposes . 
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PRF Form (Appendix 5) 

 

 


