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Process for Approval and Disbursement of Extra Workload Payment, international College

Responsible Person Duration*

Edu Team prepare Workload Assignment and the
document for the principle approval of Extra Workload

I

j —
Revise Lecturer prepares the document for extra
workload (Lecturer Attendance Form)
¢ Check for Accuracy
Inaccurate
l Accurate
Edu Team prepare the disbursement document for extra
workload paymant
¥
Submit to HR Teamn for verification of research & workload
according to the track
4 Check for Accuracy
Inaccurate
¢ Accurate
Subrmit to Financial Team for verification &
presentation to the Dean for Appraval
M Consider for Approval
Not Approve
v  Approve
Sign for Approval

¢

Payment Process (Transfer Payment Directly to each

Lecturer’'s account)

4 weeks after the semester

Edu Team
begins
Lecturer/ The last week of teaching

Special Lecturer

£du Team 3 Working days after the

grades are officially posted in the REG System

Edu Team Grade Verification (14 Days)

Edu Team 2 Working days after
Verification Grade Process has done,

HR Team 2 Working Days

Financial Team 3 Working Days

Dean 1 Working Day

Financial Team 5 Working Days after the

Approval Date

Remarks * The duration for each step is only an estimate. The actual time required may vary depending on

varlous factors,

** (rade verlfication period: Students can submit a grade verification request within 14 days after grades

are officially posted in the REG system.
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