
Workflow to claim as Pensyarah Sambilan by the Lecturers of FoM  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Dean from other faculties requests Dean of Faculty of Medicine (FoM)  

Dean’s Office informs Academic Office   

Academic Office requests the names of lecturers (if not stated in request 

letter) from the respective Head of Department (HoD) – refer Appendix 1 

Academic Office forwards the names of lecturers to the Dean’s Office – to 

produce appointment letter.  

HoD provides the names of lecturers 

Academic Office submits a proposal to Hal Ehwal Akademik (HEA) UiTM  

Appointment letter obtained 

provides the names of lecturers 

Academic Office enters the budget into fineportal.  

HEA approves budget  

Academic Office enters the name of lecturers into fineportal – for Dean of 

FoM approval 

HEA approves proposal  

Dean of FoM approves 

After TLA: Lecturer submits the claim in fineportal AND submit to Academic 

Office (i) Penyata Tuntutan Elaun Pensyarah Sambilan and (ii) signed 

attendance sheet.  

 

Academic Office checks the claim  

The Dean of FoM approves the claim via fineportal 

Staff to be contacted:  

• Roshdafina Ahmad Kamal (Academic Office) Tel No. : 603-6126 7026 Email : roshdafina@uitm.edu.my   

(Issues prior to submission of claim at fineportal)  

• Nor Roziana Samat @ Zakaria (Bursary Office) Tel No. : 603-6126 7151  Email : rozianasamat@uitm.edu.my  

(issues after claim submission to fineportal) 

file:///C:/Users/USER/Downloads/roshdafina@uitm.edu.my
rozianasamat@uitm.edu.my%20%20


Appendix 1 

 

Pekeliling Akademik Universiti Teknologi MARA (Bil 6, Tahun 2017): KELAYAKAN BAYARAN SYARAHAN 

SAMBILAN LEBIH MASA  

Syarat kelayakan bayaran syarahan sambikan lebih masa adalah seperti berikut:  

I. ATP mencapai 39 jam 

II. Kontek Syarahan (KS) mencapai 18 jam seminggu  

III. Hanya diperuntukkan bagi syarahan pengajaran lebih masa program perdana secara sepenuh masa  

IV. Hanya untuk pensyarah dalam kategori trek ‘Pengajaran dan Pembelajaran’ 

Kadar bayaran syarahan sambilan yang tertakluk pada lebihan bilangan jam KS, adalah seperti berikut:  

• RM 100/ jam bagi syarahan dan RM 50/ jam bagi sesi tutorial, makmal dan sebagainya.  

• Jumlah maksimum bayaran adalah RM1800/ sebulan (purata 4.5jam/ minggu) 

  



Workflow to claim as Pensyarah Sambilan by the Lecturers of FoM  

 
The Dean from other faculties requests Dean of Faculty of Medicine (FoM)  

Dean’s Office informs Academic Office   

Academic Office requests the names of lecturers (if not stated in request 

letter) from the respective Head of Department (HoD)  

Academic Office forwards the names of lecturers to the Dean’s Office – to 

produce appointment letter.  

HoD provides the names of lecturers 

Academic Office submits (i) a proposal to Hal Ehwal Akademik (HEA) UiTM 

and (iii) submit the list of lecturers to the requesting faculty   

Appointment letter obtained 

provides the names of lecturers 

Academic Office enters the (i) number of lecturers and (ii) budget into 

fineportal.  

HEA approves budget  

Academic Office enters the enters the name of lecturers into fineportal – for 

Dean of FoM approval 

HEA approves proposal  

Dean of FoM approves 

After TLA: Lecturer submits the claim in fineportal AND submit to Academic 

Office (i) Penyata Tuntutan Elaun Pensyarah Sambilan and (ii) signed 

attendance sheet.  

 

Academic Office checks the claim  

The Dean of FoM approves the claim via fineportal 

Please contact:  

Roshdafina Ahmad Kamal (Academic Office) for issues prior to submission of claim at fineportal  

Nor Roziana Samat @ Zakaria (Bursary Office) for issues after claim submission to fineportal. 


