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PEKELILING PENTADBIRAN BIL. 40/2019

PERINGATAN BERHUBUNG PERMOHONAN KELUAR NEGARA

Dimaklumkan bahawa Kementerian Kewangan telah mengeluarkan garis panduan
berhubung Pematuhan Peraturan Perjalanan atas Tugas Rasmi Keluar Negara oleh Badan-
badan Berkanun Persekutuan bertarikh 11 Mei 2016 dan 25 Januari 2017. Selaras dengan
arahan tersebut dan bagi tujuan kawalan pelaksanaan permohonan perjalanan keluar
negara, Kementerian Pendidikan Malaysia telah membuat ketetapan bahawa semua
permohonan keluar negara hendaklah dipohon melalui Sistem Permohonan Keluar Negara
(e-OTR) KPT serta perlu dihantar DUA (2) minggu sebelum tarikh berlepas atau tarikh

sebenar perjalanan untuk kelulusan Ketua Setiausaha Kementerian dan Naib Canselor.

2. Di peringkat Universiti, semua permohonan keluar negara atas urusan rasmi
hendaklah dipohon melalui Sistem Permohonan Keluar Negara UTM (e-boarding) SATU (1)
bulan sebelum tarikh berlepas bagi menggelakkan permohonan tidak dapat diproses.
Kegagalan mematuhi tempoh masa yang ditetapkan akan menyebabkan permohonan keluar

negara tidak dapat dipertimbangkan.

3. Sukacita juga diingatkan agar semua aktiviti atau program yang hendak diikuti oleh staf
haruslah mendapat kebenaran atau kelulusan atau dalam pemakluman Ketua Pusat
Tanggungjawab terlebih dahulu sebelum permohonan keluar negara dipohon melalui sistem.
Bagi permohonan yang ditaja penganjur, haruslah meletakkan jumlah perbelanjaan tajaan
tersebut untuk tujuan rekod. Semua Ketua Jabatan juga adalah diminta merancang dan
membuat kawalan aktiviti keluar negara bagi memastikan hanya aktiviti yang benar-benar
atau perlu sahaja sebelum diluluskan sesuatu permohonan tersebut. Permohonan yang telah
diluluskan pula haruslah dilaporkan oleh staf selepas selesai aktiviti dan digalakkan dibuat
perkongsian ilmu di peringkat Pusat Tanggungjawab masing-masing jika berkaitan.
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4.  Sebarang pertanyaan lanjut bolehlah berhubung dengan Timbalan Pendaftar, Seksyen
Governan, Pejabat Pendaftar di talian 07-5530773/30420 atau melalui governan@utm.my.

Sekian, terima kasih.

“Berkhidmat untuk Negara kerana Allah”

Saya yang menjalankan amanah,

(ABDUL RAZIB |BIN HJ. SHAHUDDIN)
Pendaftar
s.k. - Naib Canselor

- Timbalan Naib Canselor (Pembangunan)

- Timbalan Naib Canselor (Penyelidikan dan Inovasi)

- Timbalan Naib Canselor (Akademik dan Antarabangsa)
- Timbalan Naib Canselor (Hal Ehwal Pelajar)

- Pro-Naib Canselor (Kampus UTM Kuala Lumpur)

- Pengarah Pusat Penyelidikan - Kampus Pagoh

- Pegawai-pegawai Kanan/Dekan/Pengarah
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ADMINISTRATIVE CIRCULAR NO. 40/2019

OVERSEAS TRAVEL APPLICATION REMINDER

Please note that the Ministry of Finance had issued guidelines on Compliance with Official
Overseas Travel Regulations by Federal Statutory Bodies dated 11 May 2016 and 25
January 2017. In accordance with these instructions, and for the purpose of monitoring the
implementation of overseas travel application, the Ministry of Education Malaysia (MoE) has
stipulated that all overseas travel applications are to be applied through the MoE's Overseas
Application System (e-OTR) and must be submitted TWO (2) weeks prior to the date of
departure or actual date of travel, for approval of the Secretary-General of the Ministry and
the Vice-Chancellor.

2. At the University level, all official overseas travel applications must be made through
the UTM Overseas Application System (e-boarding) ONE (1) month prior to the departure
date in order to avoid applications not being processed. Failure to comply with the stipulated

time frame will result in the application for overseas travel to not be considered.

3. Please be reminded that prior to making the overseas travel application via the e-
boarding system, staff should have obtained permission or approval or have given prior notice
of their intention to attend any overseas activities or programmes, to their respective Heads of
Responsibility Centre (PTJ). For applications sponsored by an organizer, it is necessary to
state the amount sponsored for documentation purposes. All Heads of Department are also
required to plan and monitor overseas activities to ensure that participation in the overseas
activities are indeed crucial, before approval is given to the applications. Staff, whose official
overseas application have been approved, should report on the activities they had participated

in, and is encouraged to share their knowledge at their respective Responsibility Centres.
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4. Any further enquiries may be directed to the Deputy Registrar, Governance Section,
Office of the Registrar at 07-5530773/30420 or via governan@utm.my.

Thank you.

“Berkhidmat untuk Negara kerana Allah”

I, who uphold trust,

(ABDUL IN HJ. SHAHUDDIN)
Registrar
cc - Vice-Chancellor

- Deputy Vice-Chancellor (Development)

- Deputy Vice-Chancellor (Research & Innovation)

- Deputy Vice-Chancellor (Academic & International)
- Deputy Vice-Chancellor (Student Affairs)

- Pro-Vice-Chancellor (UTM Kuala Lumpur Campus)
- Director, Research Centre — Pagoh Campus

- Senior Officers/Deans/Directors
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