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Faculty and Institute submits
application to
urusetia.mobiliti@umt.edu.my:
*Has to be approved by
Dean/Director of
Faculty/Institute

JKMAP's secretariat checks
the application 

Submission:
Mobility < 1 month (2 months
before execution)
Mobility > 1 month (3 months
before execution)

02

Endorsement:
Direct approval -
Applications with
provisions other than
JKMAP
Meeting - Application with
JKMAP provisions

Issuing an approval letter to
Faculty/ Institute

Program coordinator:
a) IC15 (Application form - Inbound)
b) IC22 List of Mobility Student (in
MSWord)
c) IC23 Participation Confirmation
d) Form for Inbound Mobility
Virtual Mobility Teaching and
Learning Plan Template (FOR
VIRTUAL MOBILITY ONLY)

Application for offer letter
and course registration to
PPPA or PPS

PROCESS REMARKS

Credited Mobility
a) Name of mobility program
b) Courses
c) Code of Courses
d) Group of Courses
e) Level of Courses
(Elective/Core)
f) Credit transfer amount
g) Semester of Admission
h) Name of course's coordinator

Meeting will be held every 2
months tentatively in following:

February
April
June
August
October
December

Faculty/ Institute

International Centre

JKMAP

International Centre

International Centre

04

05

07

3Completed?

APPLICATION PROCEDURE FOR THE
(CREDIT/NON-CREDIT) INBOUND

MOBILITY PROGRAM

Credited? 6YES NO

S1 S1

YES
NO

Register the students info and
program in SPS system (which
only can be accessed by the
faculty/ institute PIC
appointed by PPS)

The details have to be
provided by coordinator
of program

*For postgraduate mobility
program ONLY

Postgraduate Coordinator
(Faculty/ Institute)

IC submit to PPPA/ PPS:

a) IC23 Participation confirmation
form for inbound mobility
b) A copy of the students
passport number 



PROCESS REMARKS

PPPA/ PPS08
8Issuing the offer letter via

email to International Centre
and program coordinator at
faculty/ institute

PPPA/ PPS11

Register the course

Faculty/ Institute09

Program coordinator
forward the offer letter to
the students or their home
university

9

11

Visa required?

Visa required for Mobility
program with duration of MORE
THAN 1 MONTH

Please refer to the Visa
Procedures
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Students pay for Health and
Welfare Fees (RM100.00)
using BillPlz

Proof of payment has to
kept and bring to UMT

Student

14

Students attend to the
International Centre

Student

APPLICATION PROCEDURE FOR THE
(CREDIT/NON-CREDIT) INBOUND

MOBILITY PROGRAM

10
YESNO

ARRIVAL OF STUDENTS

Support matters will be
managed by program
coordinator such as

Accommodation (Residence
College) - reservation has to
be made 
Pick up/ transportation

Health Fee - PKU service
Welfare fee - GL for
government hospital

S2 S2

12

14 Medical check up at the PKU is
required for Mobility program
with duration of MORE THAN 1
MONTH (Student visa purposes)

Please refer to the Visa
Procedures

For undergraduate course
registration can be done until
week 10.

Students need to fill the
following forms:

a) IC17 Liability Release Form
b) IC21 Inbound Mobility
Student Profile

13

Inform to the PPPA/PPS/IC on
the students’ arrival date at
least one week before arrival
for registration preparation 

Faculty/Institute 13 Email:
shaiful@umt.edu.my
syukrim@umt.edu.my
urusetia.mobiliti@umt.edu.my



APPLICATION PROCEDURE FOR THE
(CREDIT/NON-CREDIT) INBOUND

MOBILITY PROGRAM

PROCESS REMARKS

Student16

16
Register at PPPA/PPS 

PPPA/ PPS17

Register the students in
Sistem Maklumat Pelajar
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18

Students are able to use UMT
facilities such as treatment at
PKU, Library and other things
related

18

Students attending the
inbound mobility program

Student

Coordinator/ student submit
mobility program's report to

urusetia.mobiliti@umt.edu.my  

19

Faculty/Centre and Institute
fills in the student course's
mark/grade in the `Sistem

Kemasukan Markah' within the
allocated time

Faculty/ Institute

Faculty/ Institute20

Submission:
Within 14 days after program

Format:
Ms Word
Short video

Implication of Failure:
Claim cannot be processed

19

20

Students receive a matric
number

PPPA/ PPS process the
exam's result and forward it
to the Senate Meeting for
approval

PPPA/ PPS21
21

15

Issuing a clearance form
(ticket for registration)

International Centre

15


