
Academy's PIC monitors the completion of formatting
review/proofing for format/formatting/proofreading/
translation by Academy's PETF service provider.

After completion of the relevant job, Academy's PIC
receives the completed documents from PETF service
providers and prepares a single endorsement letter to
indicate all the endorsed items.

Academy's PIC sends the full endorsement letter to the
student.

Academy's PIC guides the student on the endorsement
required by the Kulliyyah.

FULL ENDORSEMENT
FOR HARDBOUND

THESIS SUBMISSION

SOP ON

If the student requests a separate endorsement letter
for each service, Academy's PIC will advise the student
about the charges involved.

After payment is made by the student, Academy's PIC
prepares the letter and sends to the student.

SOP ON FULL ENDORSEMENT FOR
HARDBOUND THESIS SUBMISSION

(if the student engages Academy for any PETF service) 



Academy's PIC contacts the student to guide him on the
SOP such as filling up the form, agreeing on the timeline
and payment to IIUM Academy's account. (Details in
Attachment 1)

Student submits the completed form together with the
required documents and proof of payment.

Academy's PIC submits the document to the PETF service
provider.

Student contacts iiumc_hne@iium.edu.my to indicate his
intention to engage IIUM Academy for a specific service.

Academy's PIC receives the completed form and softcopy
of the supporting documents.

If it is confirmed that the items are fit and proper,
Academy's PIC will issue the endorsement letter for the
student. 

If it is found that the documents to be endorsed are still
problematic, Academy's PIC will refer the matter to
Academy's Deputy Dean, who will communicate with
the Deputy Dean in charge of postgraduate matters at
the Kulliyyah to take over the case.

For the second situation, Academy's PIC will inform the
student that in his case, the next course of action depends
on kulliyyah's instruction.

ENDORSEMENT
SERVICE

SOP FOR THE

(for documents proofread or
formatted by third parties) 






