
Student 

activity 

application 

guide



Apply via: https://cgs.uthm.edu.my/student-

affairs/student-activities 



Sign in using your Microsoft account

http://itinfo.uthm.edu.my/pelajar-office-365/

Please refer here to get UTHM 
Microsoft account



Fill in the form& proposal

-Need to f il l in every 

details in this form



Paperwork

-In section 13, you required to upload the paperwork of your 

program. You need to download the form, f il l in the form and 

upload in this section.



Part 1: 

Applicant 

and activity 

details

Paperwork: Example



Part 2: 

Program 

Details

You can write the PLO 
number of your program 
here to show the relation 
between your program 

and your study



Part 2: 

Program 

Details

Compulsory to attach 
CV if you invite 
speaker in your

program

Please attached 
expected list of 

participant that will 
join in your event



Part 3: 

Program 

Cluster



Part 4: 

Program 

Tentative

Please make sure the 
tentative relate with your 

budget



Part 5:

Cost

Estimation

https://bendahari.uthm.edu.my/images/pekeliling/pelajar/01042021142905.pdf

Please refer here to plan your budget:

Tips
1. Please make sure tentative tally 

with budget
2. Don’t provide lunch (if program 

from 8-2pm)
3. Please make sure the honorarium 

tally with the qualification of 
speaker

4. You can get certificate at CGS, 
don’t include in your budget



Part 6:

Source of 

Income

Please make sure the
source of income tally 

with your budget



Part 7:

Committee 

Member



Stage of submission

You will be received an email in each stage. Therefore, you able 

to know and monitor the status of your submission!



Process submission

Start Proposal 
Submission

TDPPP 
review

CGS’s HOD 
review

CGS’s 
TDHEPPP 
review

CGS’s 
Dean 

Approval

Approval 
Letter

End

Rejection 
email

Rejection 
email



Example of approval request



Approval email

Approval 
letter



What to do if my proposal rejected?

- You can apply again and please do consider the suggestion that 

being given in your rejection email



What to do if my proposal approve?

Before program

❑ Prepare inv i tat ion let ter  to  speaker/guest

❑ Program poster

❑ Registrat ion l ink

❑ Survey Quest ion(  you can refer  ht tps://www. locs.on.ca /wp-content /uploads /2015/10/Workshop -por t fo l io -

feedback.pdf )

❑ Prepare 3 quotat ions and submit  RO form- i f  your budget  approved to buy someth ing (2 weeks before event)  

(ht tps://bendahar i .uthm.edu.my/borang -borang)

❑ I f the food &beverages budget  exceed RM500 p lease submit  the quotat ion to CGS (1@ 2 weeks before event)

❑ i f  not  just  f i l l  in  th is  form: https://bendahar i .uthm.edu.my/borang /uni t_bayaran /B.UPY011_10022014.x ls

❑ I f  you need to book ha l l@ spor t  ut i l i ty,  p lease refer  to  ht tps://pph.uthm.edu.my/ or 

ht tps://sukan.uthm.edu.my/

https://www.locs.on.ca/wp-content/uploads/2015/10/Workshop-portfolio-feedback.pdf
https://bendahari.uthm.edu.my/borang-borang
https://bendahari.uthm.edu.my/borang/unit_bayaran/B.UPY011_10022014.xls
https://pph.uthm.edu.my/
https://sukan.uthm.edu.my/


After program

❑ Please prepare the report 

and submit here

(1 week after program)

❑ Please complete any 

financial document and 

submit to CGS



Thank you and 

enjoy your 

program!


