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1.0 ОBJECTIVE

The objective of this SOP is to describe and accelerate the process of Staff Benefits Claim

so that it could approve within the time frame.

2.0 SCOPE

This scope of this SOP applies to all academic and Non-Academic offered to work by the

company.

3.0 REFERENCES

Human Capital & Administration Department

4.0 DEFINITIONS / ABBREVIATIONS

UTS

HCAD

University of Technology Sarawak

Human Capital and Administration Department

5.0 RESPONSIBILITY

5.1 The Manager of HCAD is responsible to ensure that this SOP is adhered to the steps

required by UTS.

5.2 The HCAD staff is responsible to ensure that this SOP is adhered to the steps

required by UTS

6.0 PROCEDURE

6.1 Refer to the process flow chart.
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1. Fill in the application

2. Submit the application

Not recommended

3. Verification

Recommended

4. Submit Original Receipt to HCAD

Not recommended

5. Verification

Recommended

6. Submit to Bursary Office
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Amendable

Rejected






