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Nama Pegawai
(Name Of Applicant)

: _____________________________________________________

Tujuan
(Purpose)

: _____________________________________________________

Tarikh
(Date)

: _____________________________________________________

Tempat Di Tuju
(Destination)

: _____________________________________________________

Nama Pegawai Jabatan Yang Ikut Serta
(Name of Participant(s))

: (1) __________________________________________________
(2) __________________________________________________

: (3) __________________________________________________
Dengan hormatnya saya memohon kelulusan mengadakan tugas rasmi/lawatan/kursus seperti diatas
dengan menggunakan :-
(I seek approval to conduct the official duty / visit / training as stated above using:)
(a) Peruntukan Jabatan

(Department Budget Allocation)
: _____________________________________________________

(b) Peruntukan Penyelidikan/Akaun
Amanah (sila nyatakan kod pusat kos
(Research Budget Allocation/Trust
Account (please state the cost centre
code)

:
_____________________________________________________

(c) Jadual yang mengandungi butir lawatan dilampirkan.
(A schedule with the details of the visit is attached)

(d) Saya juga memohon kelulusan membawa kenderaan jabatan/sendiri oleh kerana :-
(I seek approval to use the department’s/my own vehicle for reason(s) stated)

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Anggaran Perbelanjaan Estimated Expenditure
Elaun (Allowances) Km/Hari(Day) Kadar (Rate) Jumlah (Total)

(a) Kenderaan (Elaun hitungan batu)
(Vehicle (Mileage Allowance))

(b) Hotel / Lojing (Hotel/ Lodging)
(c) Makan (Meals)
(d) Lain-lain (Others)

Jumlah (Total)

_____________________ Tarikh : __________________
Tandatangan Pemohon (Date)
(Signature of Applicant)

SOKONGAN (SUPPORT)
KEWANGAN (FINANCE)

PEJABAT BURSAR
(BURSAR’S OFFICE)

Kod Dokumen/(Document code):SOK/KEW/BR009/BYR

BORANG KELULUSAN BERTUGAS RASMI/LAWATAN/KURSUS
(APPROVAL FORM FOR OFFICIAL ASSINGMENT/ VISIT/ TRAINING)
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1. Diluluskan/tidak diluluskan
(Approved/not approved)

2. Diluluskan/tidak diluluskan membawa kenderan sendiri.
(Approved/not approved to use own vehicle)

3. Diluluskan dengan syarat
(Approved with condition(s))
__________________________________________________________________________

__________________________________________________________________________

Tarikh:___________________
_____________________________ (Date)

Tandatangan dan Cap
Ketua Pusat Tanggungjawab/

Pemegang Amanah/Ketua Projek
(Signature and Stamp

Head of PTJ
Trustee/Project Leader)


