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Dear Student, 

Congratulations on deciding to study at INCEIF. I would like to take this opportunity to extend 
a very warm welcome to you.  

Kuala Lumpur is one of Asia’s most vibrant cities, with a rich and diverse social and cultural life. 
It is also a hub of enterprise and development, and has a long tradition of embracing people 
from all around the world. I’m sure that you will be pleased to call Kuala Lumpur home during 
your studies. Whether you are coming here for a short course or staying on for a longer 
programme, your time at Kuala Lumpur will be a valuable educational experience which will 
enhance both your personal and professional development. You are joining an institution 
which is modern and forward-looking, with some of the best facilities in the world. By coming 
here, you are joining a truly international community with a strong passion in Islamic finance. 

This guide has been written with your needs in mind. It is designed to answer practical 
questions about living and studying in INCEIF. Please read the information carefully. It is not 
only guiding you before your departure, but will also prove useful to you during your first few 
weeks and remain a useful reference tool throughout your time with us. If you find you need 
more information please contact any of the people listed in this guide, either before you arrive 
or when you reach Kuala Lumpur. I wish you a safe journey and we look forward to welcoming 
you to INCEIF. 

 

 

 

Khairun Nisaa’ Mohd Khairuddin 
Director, Registry and Student Services Department 
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BEFORE LEAVING HOME 

Pre-Departure Checklist 
Before commencing your studies in Malaysia, here are the list of essential items and important 
things to remember: 

 Bring along your Visa Approval Letter (VAL), and your offer letter for immigration purpose 
(entry clearance). 

 Check whether you have a valid passport (check that it is not just about to expire)  
 Check whether you have valid Single Entry Visa (SEV) to enter Malaysia as a student.  
 If you are on prescribed medication, please bring along the letter of prescription from your 

doctor. 
 Your airline ticket. 
 Letter of Scholarship Award (if applicable). 
 Your international driver’s license if you intend to drive in Malaysia. 
 Sufficient money for your basic needs during the first week and to open a bank account in 

Malaysia. 
 You do not need to bring along your beddings or cooking utensils. You can purchase them 

upon your arrival. 
 It is advisable that you make arrangement for your accommodation prior to your departure.  
 You are required to notify INCEIF’s International Unit one week before on your time and 

date of arrival so that airport pick up can be arranged for you upon arrival. 
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Immigration Procedures:  
Visas and Entry Clearance 
All international students are required to hold a valid student pass during their stay here in 
Malaysia. INCEIF’s International Unit will make the initial application to the Education Malaysia 
Global Services (EMGS) once the student has been offered admission into INCEIF and has 
accepted the offer.  

Please make sure that you have received the Visa Approval Letter (VAL) with proper visa 
documentation before coming to Malaysia. INCEIF adheres strictly to the rules regulations as 
set by the EMGS and the Immigration Department of Malaysia. 

All new students MUST go to the nearest Malaysian High Commission, Consulate, or Embassy 
and bring the University’s Offer Letter and the Visa Approval Letter (VAL) to obtain your Single-
Entry Visa (SEV). Please make sure the SEV that you obtain from the Malaysian embassy is for 
issuing Student Pass and not Social Pass. 

VAL is valid only for 6 months. You should obtain your SEV and come to Malaysia at least 1 
month before your VAL expires. 

Once you obtain your SEV and have made your travel arrangements, inform the INCEIF’s 
International Unit at least seven (7) working days before departing from your country so that 
airport pick up can be arranged for you upon arrival.  

Please also be reminded that you are required to do the post-medical screening at the EMGS 
appointed clinics within seven (7) working days upon arrival. INCEIF’s International Unit will 
email to you a list of panel clinics. 

You are required to submit your passport to INCEIF’s International Unit on the Students Day. 
The passport will then be sent to the EMGS for issuance of Student Pass. This process will 
normally take about two (2) weeks to complete. 

What’s the difference between VAL and SEV? The VAL is your approval letter from the 
Immigration Department of Malaysia allowing you to study in Malaysia. Once INCEIF has obtain 
the approval from the Immigration Department of Malaysia, INCEIF international unit officer 
will send the VAL to you via email.Alternatively, this eVAL can also be downloaded from  this 
link https://educationmalaysia.gov.my/index.php/emgs/application/searchForm/. 

SEV is a visa stamp/sticker in your passport issued by the nearest Malaysian 
Embassy/Consulate in your country. You are required to obtain a SEV before you are able to 
enter Malaysia for the purpose of study. You are required to bring along your VAL obtain in 
order to apply for the SEV at the nearest Malaysian Embassy/Consulate in your country 

A Student Pass issued to a student by the Malaysian Immigration Department is usually 
valid for a year or (part of a year), depending on the validity of passport issuance and 
automatically be granted the Multiple Entry Visa (MEV). 
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Multiple Entry Visa  

A Multiple Entry Visa (MEV) allows you to leave and re-enter Malaysia, as often as you require, 
during the validity of your Student Pass. If you do not have an MEV when returning to Malaysia 
after a holiday or a visit to your home country, you will be required by the Malaysian 
Immigration authorities to go through the whole Student Pass application process again and 
incur all relevant fee/costs again. 

The State Immigration authorities may only issue an MEV to the Student Pass Applicant upon 
arrival in Malaysia.  

Student Pass Endorsement 

You are required to submit your passport to our International Unit on the Students Day. It will 
be sent to the EMGS, for the Student Pass to be attached. This process will normally take about 
two (2) weeks to complete.  

Extension of Student Pass 

INCEIF’s International Unit will renew your Student Pass on your behalf. However, you are 
personally responsible for the timely renewal of your Student Pass. Bring your passport to the 
INCEIF’s International Unit 2 months before the expiry date of your student pass for renewal.  
There will be a separate charge for the extension of the Student Pass. The processing fee for 
an extension as below: 

1. EMGS processing fee : RM 140 

2. I-Kad   : RM 50 

3. Insurance   : RM 400 

4. Student Pass  : RM 80 – RM 110 (depending on nationality) 

5. Additional SST 6% from the total fees above. 

The student will be issued an extension of another one year (or a part of it) depending on the 
date of completion of study and validity of the passport.  

The approval of your student pass renewal is subject to: 

  i.  Passport – Your passport should have at least 18 months (1 ½ year) of validity. 

  ii.  Attendance – You should have an attendance equal to 80% of all your scheduled. 

  iii. Academic performance 

The Immigration Department of Malaysia has the right to cancel a student pass based on 
poor academic results and attendance. 
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Extension of Multiple Entry Visa 

INCEIF’s International Unit will renew your Multiple Entry Visa (MEV) on your behalf. However, 
you are personally responsible for the timely renewal of your MEV. There will be a separate 
charge for the extension of the MEV. 

Special Pass 

A special pass is a temporary pass issued for a month or less. It is used to extend a student's 
pass during a student pass application period in case of delays in the application process or if 
the student submits the application late. The Special Pass fees are as follows: 

First (1) Special Pass : RM153.00 

Second (2) Special Pass : RM206.00 

Third (3) Special Pass : Upon approval by Malaysian Immigration Department  

Dependants - Optional 

As a separate service and at a separate charge, the INCEIF’s International Unit can assist you 
with Dependent Pass for your dependants. This applies only to Postgraduate students, who 
are allowed to bring their immediate family (Father, Mother, Children, Husband or Wife) 
to Malaysia during their studies. 

Transfer Endorsement 

If you renew or change your passport, you will need to transfer your student pass to the new 
passport. The duration for transferring the Student Pass (sticker) would be 14 working days 
upon submission to EMGS office. The charges for the Student Pass transfer depending on the 
nationality. 

Cancellation/Shorten of Student Pass 

Whoever wants to change the pass from student/dependent pass to another type of pass, 
applicant needs to apply for cancelation of the valid pass. Applicant then can get a release letter 
from INCEIF’s International Unit. The cancellation/shorten fee is RM 53.00. 

Completed the Programme 

Students who have completed their programme or withdrawn from academic programme 
must immediately cancel the valid Student Pass at INCEIF’s International Unit at least THREE 
(3) weeks before leaving Malayisa. The cancellation/shorten fee is RM 53.00. 
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English Language Requirements 

The ability to communicate well in English is essential to your academic career. You will also 
find that a high level of English is a valuable skill which can significantly improve your job 
prospects. 
 
If your first language is not English, we recommend that you find out your level of English 
before you come to INCEIF.  
 
As part of INCEIF requirement, students are required to produce evidence of their competency 
in English in the form of either the Test of English as Foreign Language (TOEFL) score of 550 or 
International English Language Testing System (IELTS) level 6. This is to ensure that your English 
is good enough to follow your academic studies.  
 
Exceptions from English Language competency can be given to those whose medium of study 
at entry level is English. 
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Accommodation 

At INCEIF we are doing our best to meet the accommodation needs of our students. In order to 
meet this responsibility, INCEIF may offer the students to choose their preferences either by 
university-managed accommodation or private accommodation (self-arranged). 

University-managed Accommodation 

If you choose to request INCEIF to manage the accommodation for you, please fill in the       
“Student Accommodation Form” that can be obtained from INCEIF’s website 
http://www.inceif.org/wp-content/uploads/2013/08/ACCOMMODATION-APPLICATION-
FORM-2016.pdf 

Further information and details can be found in that form, and your preferences and request 
will be advised accordingly. 

Completed form can be submitted to the person in-charge: 

  Mr. Hanif Idris  
  Office : +603 7651 4091 
  Fax : +603 7651 4094 
  Email : hanif@inceif.org 
 

 
 

 
 
Private Accommodation 

If students prefer to look for their own accommodation, below are some important points to 
consider: 

 If students need to look for private accommodation, please arrive 1-2 weeks early so that 
students will have time to search before their courses start.  

 Students should not commit to any private accommodation without seeing it.  

 INCEIF can be reached through various public transportation, such as the Light Rail 
Transit (LRT), taxis and busses. Therefore, it is best for students to look for any 
accommodation that is near to these public transportation stations. 
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Airport Pickup 
A complimentary airport pickup service is available for new international students who have 
obtained a Visa Approval Letter (VAL).  

Please inform us of your arrival date at least 7 working days in advance. Reconfirm your arrival 
details with our International Unit by e-mail, telephone or fax before your departure from your 
home country.  

You are advised to avoid booking the flight that will arrive at Kuala Lumpur on public 
holiday, weekends or during midnight. 

INCEIF’s International Unit representative will meet you at the Immigration Check Point of 
the Kuala Lumpur International Airport (KLIA). The representative is required by the 
Malaysian Immigration to assist you with Entry Clearance. After the Immigration clearance, 
you will be taken to your accommodation. 

The airport pickup service is only intended for students. Parents or accompanying guardians 
must make their own transport arrangements.  

It is advisable for you to arrive before the Student Day (an orientation day). The Student Day is 
important because you can: 

 Ensure that your registration details are correct for your chosen programme of study, 

 Learn more about the course structure and meet our faculty members as well as other 
departments in INCEIF, 

 Find out the services and facilities available on this campus, 

 Meet your new course mates just before starting your programme. 

Once you have confirmed your arrival, pack your things in such a way that you have at least 
RM500 or USD200, your passport (with SEV) and your Visa Approval Letter (VAL) in a safe place 
immediately close to you. Also keep close to you this information booklet, the details of INCEIF 
and our phone number, which is +603 7651 4000. 

On the plane, wear comfortable clothes and shoes. All of your luggage should be locked and 
labeled with your full name and the full address of your destination. You are strongly advised 
to put this information in your luggage as well, in case the labels become torn or your luggage 
is mislaid/misplaced. 
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WHAT TO BRING? 
 A credit card will be useful. Money should be brought into Malaysia in either bank drafts or 

in Travellers Cheques. Make sure your bank drafts can cover at least the first three month’s 
expenses, but be reminded that your bank drafts can take up to a month to clear. Therefore, 
it is advisable for you to bring enough cash and Travellers Cheques to cover your first month, 
including accommodation costs, as well as purchase of books. 

  Also bring other formal identification (e.g. driving license, certified copy of your birth 
certificate and/or citizenship certificate, your country’s ID card, etc.), your visa details (where 
applicable) and records of your Travellers Cheques and/or bank drafts. All these documents 
should be kept in a different bag from where you keep the originals, and should preferably 
be certified by a Public Commissioner for Oaths / Notary Public. 

 It would be wise to carry your passport, some money, your Visa Approval Letter (VAL) and 
your Offer Letter with you at all times. 

 It is also advisable for you to make a file of your INCEIF documents such as your offer letters, 
acceptance form and receipts (for your tuition fees, student pass, etc.). 

 Malaysia has a tropical climate that is usually hot and humid. It rains on and off throughout 
the year, but more between October – February. Therefore, it is advisable to bring mostly 
light clothing, and umbrella as well as comfortable footwear. 

 If you are currently having bad eye sight, bring a spare pair of spectacle or contact lenses 
and a current optical prescription. 

 It is advisable that you bring your own bed sheets, blankets, pillow cases and a small sewing 
kit as well. However, you can purchase them upon arrival. 

 Also bring your daily necessities such as toiletries and bath towel together with a set of clean 
clothes in your hand luggage just in case your checked-in luggage is misdirected. 

We suggest that you use a suitcase with wheels to ease your movements while traveling. As 
excess baggage charges are high, it is advisable that the not-so-essential items are sent by 
airfreight. When packing, also bear in mind the length of your stay.  
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IMMIGRATION REQUIREMENTS 
The following conditions are applied towards your Student Pass. You MUST: 

 Satisfy course requirements by attending at least 80% of all your scheduled classes and 
achieve satisfactory academic performance; failure to do so can result in you losing 
your student pass status. 

 Be responsible in taking note of expiry dates of any kind; passport expiry, student pass 
expiry, visa expiry, etc. and report this to the International Unit three (3) months in 
advance. This is solely the responsibility of each international student. 

 Ensure that applications for extensions of your student pass must also be submitted three 
(3) months in advance. You must extend your student pass through International Unit by 
making sure all your fees are up to date and paying a processing fee.  

 Advise the Malaysian Immigration Department through International Unit when you 
change your address, contact details, travel within Malaysia, or if you wish to change your 
pass status or withdraw from the course.  

 Have sufficient funds to cover your tuition fees and expenses while in Malaysia. 

Internship for International Students 

Please note that the Malaysian government regulations dictate that International Students can 
undertake internship in Malaysia only if it is part of their course requirement. 

Permission to Work Part-Time 

Employment regulations: 

A student is permitted to apply for permission to take on employment from the Immigration 
authorities (applications must be submitted through the International Unit) subject to the 
conditions below: 

• The student is permitted to do part time work for a maximum of 20 hours a week during 
semester breaks or any holidays exceeding 7 days. 

• Part time work is only permissible in restaurants, petrol kiosks, mini markets and hotels (not 
as entertainment artists, or other activities deemed unsuitable for students). The job should not 
involve financial aspects of the company. 

• Permission to work part time may be extended by the Immigration authorities subject to 
receipt of good academic reports on the student from their respective Institution 
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UPON ARRIVAL 
INSTRUCTIONS FOR AIRPORT ARRIVAL 
Procedures for airport arrival for students based on rough floor plan of Kuala Lumpur 
International Airport (KLIA) and Kuala Lumpur International Airport 2 (KLIA 2) 
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Just before you land, place your Visa Approval Letter (VAL) and INCEIF Offer Letter together 
with your passport as you will need to show them to the immigration officer. An INCEIF 
representative will be waiting for you, according to the flight details you have specified to us. 

If you need to change your Travellers Cheques, inform the INCEIF representative at this point 
in time so that he/she can take you to the most convenient place for you to do so. Remember 
banks close on weekends, so if you need Malaysian currency, change your Travellers Cheques 
at the airport. 

Depending on the specifications of your request on the airport pickup form, after being 
cleared through immigration you will be brought to your accommodation. If you have 
decided to be picked up at the airport by a family, friend or relative, INCEIF representative will 
bring you to the waiting area to meet them. 

 
Student Pass Endorsement 
You are required to submit your passport to our International Unit on the Students Day. It will 
be sent to the Malaysian Immigration authorities, for the Student Pass to be attached. This 
process will normally take about fourteen (14) working days to complete. 
 
A Student Pass issued to a student by the Malaysian Immigration Department is usually 
valid for a year or (part of a year), depending on the validity of passport issuance. 
Please check with International Unit on the estimated time frame for you to collect your 
passport and please bring the receipt issued to you upon passport collection. 

 
Insurance Coverage 
Medical Insurance Cover is compulsory and organized for international students by the 
Education Malaysia Global Services (EMGS). 
EMGS has arranged for a Hospital and Surgical Insurance Programme to deal effectively with 
any hospital and surgical cases that might arise during your period of study at INCEIF. It will 
provide services and benefits that INCEIF considers essential to the well-being of the students. 
The medical insurance coverage takes into effect from the date you register as a student at 
INCEIF. The policy is valid as long as you are a registered student. 
The cost for the Basic Health Insurance shall be borne by the student. 
Further details on the insurance coverage will be provided upon the submission of the policy 
documents. 
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Opening Bank Account 

You are required to open a bank account to ease any financial transactions made with banks in your 
home country with regards to your fees, rental and living expenses. 
To open a bank account, you need an ‘Open Bank Account’ letter issued by Admission Unit, passport 
and a minimum of RM250 – RM300. 
Please check out the following websites for information on individual banks: 
 

Bank Website 

Maybank http://www.maybank2u.com.my  

CIMB Bank http://www.cimbbank.com.my  

Public Bank http://www.publicbank.com.my  

Standard Chartered Bank http://www.standardchartered.com.my  

HSBC Bank http://www.hsbc.com.my  
 

 

Staying in contact 
Postal services 
Postal services are available at Pos Malaysia. Most post offices are open from 8.30 a.m. to 8.00 
p.m. (Monday to Friday) and 8.30 a.m. to 5.00 p.m. (Saturday) (except 1st Saturday of the month 
and Public Holiday), although some small offices may have more limited hours. Further details 
regarding the postage chargers, please refer to Appendix 3. 

Mobile phones (cell phones) 
As a student, you may prefer to use a mobile phone instead of a land-line (fixed telephone line) 
to your accommodation. There are several different companies providing the service and 
different handsets and SIM cards that you can buy.  

A mobile phone number consist of a mobile phone code and a seven-digit subscriber number. 
Therefore, a mobile phone number is written as 01x-xxxxxxx. Calling from mobile phones to 
fixed lines and vice versa requires full national dialing. Mobile to mobile calls generally require 
the full national number, with permissive dialing of the seven digit subscriber number if both 
parties are in the same mobile phone code. Since mobile phone operators issue numbers in 
multiple mobile phone codes and the sharing of 014 code, mobile phone operators begin to 
urge subscribers to dial the full national number when calling mobile phones even in the same 
code. Calling from outside Malaysia requires the leading zero to be dropped 

You should be very careful about making international phone calls from your mobile as costs 
can be very high. There are two types of mobile phone usually available in Malaysia: 
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 Pre-paid – pay for calls as you make them.  

You will need to ‘top-up’ your mobile with extra money which can be done from most 
convenience store, supermarkets and mobile phone dealers. This means you can keep 
control of your spending more easily however call costs can be more expensive. 

Celcom 

 

 

RM10 for starter pack 

Maxis Hotlink 

 

RM10.00 for starter pack 

DiGi 

    

RM8 for starter pack 

U Mobile  

 

RM8.50 for starter pack 

Altel 

 

RM7.00 for starter pack 

Tune Talk 

  RM10.00 for starter pack  

 

 Post paid – you pay a monthly rental cost, with various tariff bonuses.  

If you want to buy a phone it is best to get advice from independent dealers who will help 
you find the best deal. There are a number of mobile phone centre in the Kuala Lumpur 
including Low Yat Plaza, Pertama Complex, Bukit Bintang Plaza and many more, where you 
could get at a bargained price.  

Web / email 

As a student you will be given free access to web and email, although you should note that 
accounts are only set up after you register. 
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Living in Malaysia 
Malaysia is comprised of a multi-ethnic mix of Malays, Chinese, Indians, Eurasians and 
numerous indigenous tribes. This is a result of a rich history beginning from the origins of the 
Malacca sultanate in the 1400’s and subsequent colonial rule by the Portuguese, Dutch and 
British up to 1957, the year of independence. Malaysia is a member of the United Nations (UN), 
Commonwealth, the Non-Aligned Movement (NAM), the Organisation of Islamic Conference 
(OIC) and the Asia-Pacific Economic Conference (APEC) to name a few. Malaysia is also an active 
founding member state of the Association of South-East Asian Nations (ASEAN). 

 

In recent years, foreigners from all over the world have made Malaysia their second home, 
either for retirement or to seek employment. Malaysia is a true melting pot of the different races 
and religions. You will find that people generally respect, appreciate and celebrate this cultural 
diversity. The same diversity can also be found at INCEIF. Get to know the different nuances of 
each community, as well as what has converged and come to be known as true Malaysian 
culture. 

 

Weather Information 
Malaysia is a tropical country and it is generally warm throughout the year with temperatures 
ranging from 21 degrees to 32 degrees Celsius in the lowlands. However this can be as low as 
16 degrees Celsius in the highlands.  
 
On a rainy day, thunder and lightning often accompany the heavy downpour which normally 
lasts for an hour or two. The high humidity level at 80% throughout the year favours light and 
sweat-absorbent material like cotton for daily dressing. 

 
Generally, Malaysia has two distinct seasons. The dry season occurs during the south-west 
monsoon May till September. The north-west monsoon brings the rainy season to the country 
during mid- November till March. 
 
Although humidity is high, our classrooms, auditoriums, library and all our facilities are air-
conditioned. 
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Language 
As a result of the multi-cultural makeup of Malaysia, many different languages and dialects are 
spoken. Bahasa Malaysia (the Malay language) is the official language and English is widely 
used as the language of trade and commerce. Mandarin and various Chinese dialects (like 
Cantonese, Hokkien, Hakka) and Indian dialects (like Tamil, Telugu, Malayalee, Punjabi) are also 
widely spoken within those of the same community.  

All the programmes conducted at 
INCEIF are in English but you will find 
students speaking various tongues 
during their 'hang-out' times.  

Due to the influences of the various 
races, colloquial English spoken by 
Malaysians among themselves has 
evolved into a somewhat pidgin form, 
often light-heartedly referred to as 
‘Manglish’.  

 

 

Religion 

 

The official religion of Malaysia is Islam 
and its tenets are can be seen in the 
language, culture, clothing, food and 
architecture. Islam is observed by 
around 60% of Malaysians. There are 
also numerous Buddhist and Hindu 
temples and Christian (both Catholic 
and Protestant) churches. Freedom of 

religion is constitutionally guaranteed for non-Muslims. In fact, the major religious and/or 
traditional festivals are gazetted public holidays (like Aidil-Fitri and Aidil-Adha, Deepavali, 
Thaipusam, Wesak, Chinese Lunar New Year and Christmas). Mosques, temples and church 
fellowships are located very close the campus. 
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Nearby Mosques: 

Masjid Tun Abdul Aziz 
Seksyen 14, Jalan Semangat 
46100 Petaling Jaya 
Selangor 

 
Masjid Matrikulasi Islam Antarabangsa 
Jalan Universiti 
46350 Petaling Jaya 
Selangor 
 
 

 
 
Nearby Church: 
St. Paul Church 
46000 Petaling Jaya 
Selangor 
 
Nearby Hindu Temple: 
Sri Devi Shakti Temple 
Lingkaran Syed Putra, Kuala Lumpur 

 
Nearby Buddhist Temple: 
Thai Buddhist Chetawan Temple 
Seksyen 9, Petaling Jaya, Selangor

Food 
Food is plentiful, cheap and a popular past time for most Malaysians. Local cuisine reflects the 
contributions of its ethnic groups. Many dishes combine ingredients from the different 
communities. Even western food has also been infused with local flavors and cooking 
techniques. 

The average Malaysian should be able to tell you where their favorite Chicken Rice, Char Kuey 
Teow, Roti Canai or Nasi Lemak stall is. As these foods are probably alien to you, do try them 
out when you get to Malaysia. As diversity is the name of the game, variety is the spice of life 
with food from all over the world available within a stone's throw. Western fast foods from 
major international franchise outlets are conveniently located in many places. 

Malaysia is a predominantly Muslim country. Therefore, it will not be difficult to meet the needs 
of Muslim students. Most eating places serve Halal food and there are many organizations that 
provide support for Muslims.  

 

The Malaysian Halal Symbol is used to denote approval by the Malaysian Authority. Otherwise 
other Halal Symbols are used. 

Being a multicultural nation, there is a wide variety of food available nearby the city campus. 
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Transportation 

INCEIF is easily accessible by all means of transportation. 

Address:  INCEIF, Lorong Universiti A 
  59100 Kuala Lumpur. 

   
Travelling by Bus 

 

Busses are the most common form of public transport in 
Malaysia. Depending on the distance, travelling by bus 
could cost you between 80sen to RM3.00. Note that the 
busses can get quite packed during peak hours, which 
is usually in the mornings and evenings. You will find 
that bus stops are very common and that there are 

many different bus routes. As such, you might have to take more than one bus to get to your 
destination of choice. It is advisable for you to enquire with the bus drivers on the exact route 
of the bus, or inform them of your preferred destination to ensure that you are boarding the 
right bus.  

 

Travelling by Taxis 

 

Taxis in Kuala Lumpur are aplenty. While there are 
certain spots with taxi stands, most will stop at bus 
stops as well as by the side of the road, if safe to do so. 
Most taxis in Malaysia run on meters and the initial 
charge is RM3.00 upon boarding. There are separate 
charges if three or more passengers go on board, and 

also for storing luggage or items in the boot. You are also able to call for taxis although 
additional charges will apply. Note that there are also different charges after midnight.  
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Travelling by GrabCar  

 

GrabCar is a car-booking application that revolutionizes the way you move by sending a 
private vehicle along your way at the tap of a button. GrabCar serves as an alternative form of 
transportation service that uses cars through a licensed partner in an effort to overcome the 
lack of supply of public transportation during peak hours. 

 
Travelling by Rail 
 

 
 
 
Subang Jaya, Petaling Jaya, Ampang, Wangsa Maju and Kuala Lumpur are well-connected via 
several rail lines such as the Monorail, Light-Rail Transit (LRT) and Commuter trains. Each of 
these lines operates separately but at certain interchange locations, the stops are next to each 
other.  
 
To get around Kuala Lumpur city, your best option would be to rely on the Monorail. This line 
will bring you past several shopping destinations as well as to the central business district of 
the city.  

You will need to note that there are two different LRT lines - the Ampang Line and Kelana Jaya 
Line. Both operate to different locations (other than the interchange stations) so make sure of 
your destination before hopping on. At some stations, there are feeder busses that rotate 
around the area of the station, although separate charges apply.  

There is also the KTM Commuter which is a commuter train that moves within Kuala Lumpur 
and Petaling Jaya cities as well a further out to the other parts of the Klang Valley.  
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Living Expenses 

Most of our international students reside in rented accommodations. Rented accommodation 
in Malaysia generally ranges in price from RM 300 for a basic room to RM 3,000 for a fully 
furnished air-conditioned apartment. These depend on the location and standard of facilities 
provided. 

The average living expenses for a student for one year is around RM 12,000 which includes food 
and accommodation (roughly RM 1,000 per month). Depending on your lifestyle and habits 
you may need to add (or minus) RM 100 -200 per month as the case may be. 

A rough breakdown follows:  

Accommodation RM 300 – 1,500 per month  

Food (3 basic meals) RM 450 – 600 per month 

Books & stationery RM 200 – 500 per course or semester 

Transportation RM100 – RM200 

Entertainment allowances RM 150 – 250 per month 
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Security 
 
Malaysia is one of the safest countries worldwide and absolutely safe to travel to any part of 
the country. Nevertheless, we still have to take these precautionary steps; 
 STREET CRIME:  Particularly in tourist areas: pickpockets and bag snatchers. Defense is the 

same anywhere: wear your purse/bag strap over your chest (not just dangling from your 
shoulder) and hold your bag close.  

 Women travelers should be sensitive to local customs and attitudes. 
 Do not leave your laptop in a vehicle parked in a car park 
 It is always safer to travel with an acquaintance than alone 
 Do not enter a taxi if someone is already in the taxi in addition to the driver 
 Be observant with everything around you 
 If you are travelling late at night, go in a group. If the distance is a long walk, use a taxi. 
 Don’t visit cash-points alone at night. 
 Remember to lock all your windows and doors of your accommodation – even if you are 

only going to be away for a few minutes.  
 Don’t display items in windows which would be attractive to thieves such as TVs or music 

systems. 
 Do not use your mobile phone or personal stereo when walking alone in the street at 

night. 

 

Useful numbers 

Emergency      Telecom 
Police & Ambulance 999    Fault Report    100  
Fire and Rescue  994    Operator - Domestic   101 
Civil Defense   991    Directory Enquiries   103  
From Mobile Phone  112   Telegram Service   100 
Tourist Police  03-2169 6590                    Operator – International 101 

Airlines      Public Complaints 
Aeroflot    03 2161 3231   Biro Pengaduan  03 8888 7777 
AirAsia    03 7651 2222   CAP    04 229 3571 
Air India    03 2614 2166   FOMCA   03 7876 2009  
Berjaya Air   03 2145 2132   MCA Hotline   03 6258 9323 
Cathay Pacific   03 2078 3377   MCA PSC Dept   03 2163 2305 
Garuda    03 2162 2811   Malay Mail Hotline  03 2282 1002 
Japan Airlines   03 2161 1700  
MAS    1 300 88 3000   Mobile Operators 
Qantas    03 2167 6000   Celcom   03 3630 8888 
Royal Brunei   03 2070 7166   Digi    016 221 1800 
SIA    03 2692 3122   Maxis    03 7492 2123  
Thai Airways   03 2031 1900  
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Hospitals  
Ampang Puteri   03 4270 2500   Assunta   03 7782 3433 
Damansara   03 7722 2692   GHKL    03 2692 1044 
HeartScan    03 2287 0988   Gleaneagles   03 4257 1300  
Institut Jantung   03 2698 1333   Mont'Kiara   03 2382 3500  
Pantai Cheras   03 9132 2022   Pantai Medical   03 2296 0888 
Selayang    03 6136 7788   Sentosa   03 4043 7166 
SJMC    03 5634 1212   Sunway Medical  03 7491 9191  
Tawakal    03 4023 3599   Tung Shin   03 2072 1655 
Tun Hussein Onn   03 7956 1511   University PJ   03 7956 4422 

What should you do during emergencies?  

1) Call any one of the emergency numbers; Police & Ambulance, Fire of Civil Defense, 
depending of the type of emergency. 

2) Or, you could call any one of the staff of Registry and Student Services Department.  

Nisaa’ Khairuddin 

               T: +603 7651 4050 
               M: +6012 226 2764 
               F: +603 7651 4008 
               E: nisaa@inceif.org 

Noor Syafawati Mohamad Nazar 
 
T: +603 7651 4085 
F: +603 7651 4008 

                  E: syafawati@inceif.org  

 
Noor Arleena Ismail 

 
     T: +603 7651 4206 
     M: +6012 657 6711 
     F: +603 7651 4008 
     E: arleena@inceif.org 
 

 
Siti Shafawati Zakaria 
 
T: +603 7651 4089 
F: +603 7651 4008 

      E: siti.shafawati@inceif.org 
 

 

 
     Nor Nazira Rosli 

 
                  T: +603 7651 4096 
                  F: +603 7651 4008 
                  E: nazira@inceif.org 

  

 
  Hanif Idris 

T: +603 7651 4091 
F: +603 7651 4008 
E: hanif@inceif.org 
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Embassies in Malaysia 

Afghanistan  
Embassy of the Islamic State of Afghanistan  
Level 2, Wisma Chinese Chamber, 258 Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 4256 9400, Fax: 03 4256 6400  
 
Algeria  
Embassy of the Democratic People's Republic of Algeria  
http://www.algerianembassy.org.my/  
5 Jalan Mesra, Off Jalan Damai, 55000 Kuala Lumpur  
Tel: 03 2148 8159, Fax: 03 2148 8154 
 
Australia  
Australian High Commission  
http://www.australia.org.my/  
6 Jalan Yap Kwan Seng, 50450 Kuala Lumpur  
Tel: 03 2146 5555, 03 2146 5787 (after office hours), Fax: 03 2141 5773  
 
Bangladesh  
High Commission for the People's Republic of Bangladesh  
Block - 1, Lorong Damai 7, Jalan Damai, 55000 Kuala Lumpur  
Tel: 03 2148 7940, Fax: 03 2141 3381  
 
Belgium  
Embassy of Belgium  
Suite 10.02, 10th Floor, Menara Tan & Tan, 207 Jalan Tun Razak, 50400 Kuala Lumpur  
Tel: 03 2162 0025, Fax: 03 2162 0023  
 
Bosnia and Herzegovina  
Embassy of the Republic of Bosnia and Herzegovina  
854 Bellamy Road, 50460 Kuala Lumpur  
Tel: 03 2144 0353, Fax: 03 2142 6025 
 
Britain  
British High Commission  
http://www.britain.org.my/  
185 Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 2170 2200 (Main Office) , 03 2170 2345 (Consular Section), Fax: 03 2170 2360  
 
Brunei  
High Commission of Brunei Darussalam  
19th Floor, Menara Tan & Tan, 207 Jalan Tun Razak, 50400 Kuala Lumpur  
Tel: 03 2161 2800, Fax: 03 2163 1302  
 
Canada  
Canadian High Commission  
http://www.dfait-maeci.gc.ca/kualalumpur/  
17th Floor, Menara Tan & Tan, 207 Jalan Tun Razak, 50400 Kuala Lumpur  
Tel: 03 2718 3333, Fax: 03 2718 3376  
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China  
Embassy of the People's Republic of China  
http://my.china-embassy.org/  
229 Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 2142 8495 , Fax: 03 2141 4552  
 
Egypt  
Embassy of the Arab Republic of Egypt  
28 Lingkungan U Thant, Off Jalan U Thant, 55000 Kuala Lumpur  
Tel: 03 4256 8184, 03 4256 8745  
 
France  
Embassy of the Republic of France  
http://www.ambafrance-my.org/  
196 Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 2053 5500, Fax: 03 2053 5501  
 
Germany  
Embassy of the Federal Republic of Germany - Deutsche Botschaft  
http://www.german-embassy.org.my/  
26th Floor, Menara Tan & Tan, 207 Jalan Tun Razak, 50400 Kuala Lumpur  
Tel: 03 2170 9666, 012 326 9070 (Emergencies), Fax: 03 2161 9800  
 
Hungary  
Embassy of the Republic of Hungary  
http://www.hungarianembassy.com.my/  
Menara Tan & Tan, 10th Floor, Suite 10-04, 207 Jalan Tun Razak, 50400 Kuala Lumpur  
Tel: 03 2163 7914, Fax: 03 2163 7918  
 
India  
Indian High Commission  
http://www.indianhighcommission.com.my/  
2 Jalan Taman Duta, Off Jalan Duta, 50480 Kuala Lumpur  
Tel: 03 2093 3504, Fax: 03 2093 3507  
 
Indonesia  
Embassy of the Republic of Indonesia  
http://www.kbrikl.org.my/  
233 Jalan Tun Razak, 50400 Kuala Lumpur  
Tel: 03 242 1354, 03 242 1151, 03 241 5228  
 
Iran  
Embassy of the Islamic Republic of Iran  
1 Lorong U Thant Satu, Off Jalan U Thant, 55000 Kuala Lumpur  
Tel: 03 4251 4824, 03 4251 4830 (Visa Section)  
 
Iraq  
Embassy of the Republic of Iraq  
2 Jalan Langgak Golf, Off Jalan Tun Razak, 55000 Kuala Lumpur  
Tel: 03 2148 0555, 03 2148 0650, 03 2148 0721 
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Ireland  
Embassy of Ireland  
Ireland House, The Amp Walk, 218 Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 2161 2693  
 
Italy  
Embassy of the Republic of Italy  
http://www.italy-embassy.org.my/  
99 Jalan U Thant, 55000 Kuala Lumpur  
Tel: 03 4256 5122 , 03 4256 5228, 03 4256 4371  
 
Japan  
Embassy of Japan  
http://www.my.emb-japan.go.jp/  
11 Persiaran Stonor, Off Jalan Tun Razak, 50450 Kuala Lumpur  
Tel: 03 2142 7044, 03 2167 2314  
 
Jordan  
Embassy of Jordan  
2 Jalan Kedondong, Off Jalan Ampang Hilir, 55000 Kuala Lumpur  
Tel: 03 4252 1268, 03-4252 8549  
 
Kazakhstan  
Embassy of the Republic of Kazakhstan  
Suite 6.07, 6th Floor, North Block, The Ampang Walk, 218, Jln. Ampang, 50540 Kuala Lumpur  
Tel: 03 2166 4144, 03 2166 7872  
 
Kuwait  
Embassy of the State of Kuwait  
229 Jalan Tun Razak, 50400 Kuala Lumpur  
Tel: 03 2141 0033  
 
Kyrgyz  
Embassy of the Republic of Kyrgyz  
http://www.kyrgyz.net.my/  
1 Lorong Damai 10, 55000 Kuala Lumpur  
Tel: 03 2164 9862, 03 263 2012 
 
Mauritius  
High Commission of Mauritius  
14th Floor, Bangunan Angkasa Raya, Jalan Ampang  
50450 Kuala Lumpur  
Tel: 03 2141 1870, 03 2141 1126  
 
Morocco  
Embassy of the Kingdom of Morocco  
7th Floor, East Block, Wisma Selangor Dredging, 142-B Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 2161 0701, 03 2161 0705  
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Netherlands  
Royal Netherlands Embassy  
http://www.netherlands.org.my/  
Suite 7.01, 7th Floor, The Ampwalk, South Block, 218 Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 2168 6200, 012 235 3210 (Emergency after hours), Fax: 03 2168 6240  
 
New Zealand  
New Zealand High Commission  
http://www.nzembassy.com/home.cfm?c=23 
21st. Floor, Menara IMC, 8 Jalan Sultan Ismail, 50250 Kuala Lumpur  
Tel: 03 2078 2533   
 
Nigeria  
High Commission of the Federal Republic of Nigeria  
http://www.nigeria.org.my/  
85 Jalan Ampang Hilir, 55000 Kuala Lumpur  
Tel: 03 4251 7843, 03 4251 8512  
 
Norway  
Royal Norwegian Embassy  
http://www.norway.org.my/  
53rd. Floor, Empire Tower, Jalan Tun Razak, 50400 Kuala Lumpur  
Tel : 03 2163 7100  
 
Oman  
Embassy of the Sultanate of Oman  
6 Jalan Langgak Golf, Off Jalan Tun Razak, 55000 Kuala Lumpur  
Tel: 03 2145 2827, 2145 2829  
 
Pakistan  
High Commission for Pakistan  
132 Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 2161 8877, Fax: 2164 5958  
 
Philippines  
Embassy of the Republic of the Philippines  
http://www.philembassykl.org.my/  
1 Changkat Kia Peng, 50450 Kuala Lumpur  
Tel: 03 248 4233, 03 248 4654, 03 248 4682, 03 248 9989  
 
Russia  
Embassy of the Russian Federation  
263 Jalan Ampang, 50450 Kuala Lumpur  
Tel: 03 4256 0009, 03 4256 7252 
 
Uzbekistan 
Embassy of the Republic of Uzbekistan 
No.7, Jalan 6, Ampang Utama 
68000 Selangor. 
Tel: 03 4253 2406, 03 4253 3406, Fax: 03 4253 5406 
uzbekemb@streamyx.com  
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Important Contact 
 
For further enquiries, please contact any one of the following staff: 
Registry and Student Services Department 

             Khairun Nisaa’ Khairuddin 

             T: +603 7651 4050 
             M: +6012 226 2764 
             F: +603 7651 4008 
             E: nisaa@inceif.org 

Siti Shafawati Zakaria 
 
T: +603 7651 4089 
F: +603 7651 4008 
E: siti.shafawati@inceif.org 

              Nor Nazira Rosli 
             

              T:+603 7651 4096 
              F: +603 7651 4008 
              E: nazira@inceif.org 

Noor Syafawati Mohamad Nazar 
 
T: +603 7651 4085 
M: +6012 657 2711 
F: +603 7651 4008 
E: syafawati@inceif.org 

Hanif Idris 
 
T: +603 7651 4091 
F: +603 7651 4008 
E: hanif@inceif.org  

Noor Arleena Ismail 
 
     T: +603 7651 4206 
     M: +6012 657 6711 
     F: +603 7651 4008 
     E: arleena@inceif.org 
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Visa Rates 

Students from countries that require a visa to come to or stay in Malaysia are required to pay 
the necessary visa charges together with any other immigration charges by the Malaysian 
Immigration Department. Student Pass (RM60) is applicable for all students to endorse their 
student pass upon arriving in Malaysia. 

Below are the visa rates for international students from countries that require a visa when 
they come to or stay in Malaysia: 

VISA RATES 

Country RM Country RM 

Argentina 20.15 Haiti 16.00 
Bangladesh 20.00 Hungary 21.45 

Bhutan 20.00 India 50.00 
Bolivia 11.00 Indonesia 15.00 
Burma 19.50 Israel 9.70 
Brazil 17.00 Itali 9.50 

Bulgaria 21.90 Japan GRATIS 
Chile 24.50 South Korea 30.00 
China 30.00 Liberia 13.00 

Costa Rica 9.00 Mexico 17.50 
Czechoslovakia 19.50 Myanmar 19.50 

Denmark 6.00 Nepal 20.00 
Dominican Republic 12.90 Panama 14.50 

Ecuador 7.00 Pakistan 20.00 
Finland 7.00 Peru 20.00 
France 12.90 Philippines 36.00 
Poland 26.20 Sudan 12.90 

Portugal 6.50 Thailand FREE 
Saudi Arabia 17.20 United States of 

America 
6.00 

Spain 11.60 Uruguay 13.50 
Sri Lanka 15.00 Venezuela 18.00 

Other country 20.00 Vietnam 13.00 
 

* All rates are subject to change based on Malaysian Immigration Department’s discretion. 

 

 

 

APPENDIX 1 
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Visa Requirement by Country 

All foreign students in Higher Education Institutions (HEI) with approved Visa Approval 
Letter (VAL) have to obtain Single Entry Visa (SEV) from Malaysia Representative Offices 
oversea before entering Malaysia. However, non-visa required national may enter Malaysia, 
provided they produce the VAL at the point of entry. Failure to produce VAL may result in 
the student being not allowed to enter the country. 

STUDENTS FROM THE FOLLOWING VISA REQUIRED NATIONAL MUST OBTAIN VISA 
WITH REFERENCE (VDR) FROM MALAYSIA REPRESENTATIVE OFFICE OVERSEA 
BEFORE ENTERING MALAYSIA. STUDENTS MUST ALSO PROVIDE VISA APPROVAL 
LETTER' (VAL) AT THE POINT OF ENTRY

Algeria   Guinea Rep. 

Argentina  Hong Kong (C.I / D.I) 

Austria   Hong Kong SAR/BNO  

Bahrain  Hungary  

Bangladesh  India    

Belgium  Indonesia  

Bosnia   Iran  

Brazil   Iraq  

Cambodia  Ireland   

Cameroon  Italy   

Chile   Japan   

China   Jordan   

Croatia   Kazakhstan   

Cuba   Kosovo  

Czech Republic  Kuwait  

Egypt   Laos  

Finland  Lebanon  

France   Liechtenstein  

Germany  Montenegro 

Ghana   Malta  

Morocco South Korea 

Mexico  Sri Lanka 

Mozambique St Marino 

Myanmar  Samoa   

Netherland Sweden 

Nigeria  Syria 

North Korea Serbia 

Nepal  Thailand 

Oman  Turkey 

Philippines Turkmenistan 

Poland  Taiwan  

Pakistan United Arab Emirates 

Qatar  United Nations 

Russia  United States 

Rwanda Uzbekistan 

Romania Ukraine  

Saudi Arabia Vietnam 

Senegal Venezuela  

APPENDIX 2 
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South Africa Western Samoa Spain  Yemen

 

STUDENTS FROM THE FOLLOWING VISA REQUIRED NATIONAL WITHOUT MALAYSIA 
REPRESENTATIVE OFFICE ARE PERMITTED TO ENTER WITHOUT VISA WITH REFERENCE 
(VDR). HOWEVER, STUDENTS MUST PROVIDE THE 'VISA APPROVAL LETTER' (VAL) AT 
THE POINT OF ENTRY 

 

Afghanistan  Congo  Republic  Kyrgyzstan  Norway  

Albania   Costa Rica   Kyrgyz Republic Palestine   

Angola   Denmark   Libya   Panama   

Armenia   Djibouti   Lithuania  Paraguay   

Azerbaijan  El Salvador  Luxembourg  Portugal   

Belarus   Equat. Guinea   Latvia   Somali  

Benin   Eritrea    Liberia   Somalia   

Bhutan   Estonia    Macedonia  Slovenia  

Bolivia   Ethiopia   Madagascar  Slovakia   

Bulgaria   Equador   Mali   Sao Tome & Principe  

Burkina Faso  Georgia   Moldova  Tajikistan   

Burundi   Greece    Mauritania  Tunisia    

Cape Verde  Guatemala   Monaco  Togo   

Central African  Guinea-Bissau   Macao   Uruguay  

Chad   Haiti    Macao SAR  Upper Volta  

Colombia   Honduras  Mongolia  Vatican City  

Comoros   Iceland    Nicaragua  Western Sahara 

Congo Demo. Rep  Ivory Coast   Niger   Yugoslavia 
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STUDENTS FROM THE FOLLOWING NON VISA REQUIRED NATIONAL MAY PROCEED TO 
ENTER MALAYSIA BY PROVIDING THE 'VISA APPROVAL LETTER' (VAL) AT THE POINT 
OF ENTRY 

Antigua & Bermuda   Kiribati   St Lucia 

Australia    Lesotho  St Marino 

Bahamas    Liechtenstein  St Vincent Grenadine  

Barbados    Malawi   Swaziland 

Belize     Maldives  Switzerland  

Botswana    Mauritius  Tanzania  

Brunei     Namibia  Tonga  

Canada    Nauru   Trinidad & Tobago 

Dominica    Netherland  Gilbert Isl Tuvalu   

Fiji     New Zealand  Uganda   

Gambia    Papua New Guinea United Kingdom 

Grenada    Seychelles  Vanuatu   

Guyana    Singapore  Western Samoa   

Ireland     Solomon Island  Zaire   

Jamaica    South Africa  Zambia   

Kenya     St Kitts & Nevis  Zimbabwe  

         

STUDENTS FROM ISRAEL AND YUGOSLAVIA NEED TO APPLY FOR SPECIAL 
APPROVAL FROM THE MALAYSIAN HOME AFFAIRS MINISTRY BEFORE THEIR 
APPLICATION TO STUDY IN MALAYSIA CAN BE CONSIDERED. 
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International Mails  

International Postal Rates for mails, Postcards, and Programme  

Country of Destination Category Weight Step Rates of 
Postage 

 

ZONE A      RM 

ASEAN countries: Brunei Darussalam, Cambodia, Indonesia, Laos, Myanmar, Philippines, 
Singapore, Thailand and Vietnam  

Surface mail First 50 gm.  
For every additional 
weight of 50 gm. 

1.35  
1.10 

Airmail First 20 gm.  
For every additional 
weight of 10 gm. 

0.90  
0.35 

Postcard -each- 0.50 

Aerogramme -each- 0.50 

ZONE B       

Developing countries in Asia Pacific, excluding ASEAN countries and industrialized 
countries in Asia Pacific listed under Zone C  

Surface mail First 50 gm.  
For every additional 
weight of 50 gm. 

1.40  
1.10 

Airmail First 20 gm.  
For every additional 
weight of 10 gm. 

0.95  
0.35 

Postcard -each- 0.50 

Aerogramme -each- 0.50 

ZONE C       

Industrialised countries in Asia Pacific – Japan, Australia and New Zealand  Surface mail First 50 gm.  
For every additional 
weight of 50 gm. 

1.45  
1.10 

Airmail First 20 gm.  
For every additional 
weight of 10 gm. 

1.40  
0.35 

Postcard -each- 0.50 

Aerogramme -each- 0.50 

ZONE D       

Countries in Europe including the Russian Federation, Central Asia and the Middle East 
including Egypt 

Surface mail First 50 gm.  
For every additional 
weight of 50 gm. 

1.50  
1.10 

Airmail First 20 gm.  
For every additional 
weight of 10 gm. 

1.50  
0.50 

Postcard -each- 0.50 

Aerogramme -each- 0.50 

ZONE E       

Countries in the continents of North America, South America and Africa (excluding 
Egypt) 

Surface mail First 50 gm.  
For every additional 
weight of 50 gm. 

1.55  
1.10 

Airmail First 20 gm.  
For every additional 
weight of 10 gm.  

1.80  
0.70 

Postcard -each- 0.50 

Aerogramme -each- 0.50 

For more information, please contact:  Operating Hours: 8:30 a.m. to 9:30 p.m.,  
Customer Care Department, Level 6,                    (Monday – Saturday)     
Pos Malaysia Headquarters,   Fax  : +603-272 9200           
Dayabumi Complex,    Email  : care@pos.com.my                       
50670 Kuala Lumpur   Posline  : 1 300 300 300   

APPENDIX 3 
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KNOWLEDGE MANAGEMENT CENTRE

Nur Azlina Zorollah
Manager

Tel: +603 7651 4074
Email: azlina@inceif.org

Mohd. Hanif Abdul Malek
Executive

Tel: +603 7651 4079
Email: mhanif@inceif.org

Noreen Natasha Azmee
Executive

Tel: +603 7651 4082
Email: noreen@inceif.org

Khairun Nisa Kamal 
Executive

Tel: +603 7651 4083
Email: khairunnisa@inceif.org

Fathiah Saarani
Executive

Tel: +603 7651 4081
Email: fathiah@inceif.org



Borrowing Qty
(Max)

e-Books

Online Resources

Varies Unlimited

- -

Study area (Silent Zone)

Discussion Lounge 

Book-drop machineBook-drop machine

Photocopy/printing andPhotocopy/printing and
scanning machinesscanning machines  

Database roomDatabase room  

Self-check kiosksSelf-check kiosks  

WorkstationsWorkstations  

WIFIWIFI

General Collection /
Media 30 days

Special Collection
(Red-spot) 4 Hours

e-Books

Online Resources

Borrowing Qty
(Max)

20

Varies Unlimited

- -

Type Borrowing
Period

Type Borrowing
Period

INCEIF Knowledge Management Centre (KMC) supports
the knowledge activities of INCEIF through innovative
processes of knowledge acquisition, organization, and
dissemination to a global audience. KMC provides
resources and services both in physical and digital
formats for teaching, learning and research activities of
the stakeholders. 

KMC’s collection is fundamentally a niche collection that is
focusing on both Islamic and conventional finance. The
strength of the collection lies in its resources on
economics, banking, wealth management, capital markets,
history and other related subjects. 

INCEIF Knowledge Portal

KMC Portal 

1)  Login using your User ID and password in KMC Portal  
     (https://kmcportal.inceif.org)
2)  Click on “EXPLORE OUR COLLECTION” button (on the left of 
      the page)
3)  Click on “e-Books” tab
4)  Click on the desired e-book’s platform
5)  You will be redirected to the respective online resource(s) page.

To access e-books:-

INCEIF Knowledge Repository (IKR) 

General collection, Reference collection & others

e-Books, e-Journals & magazines, 
Online Databases (Scholarly & Financial Data)

INCEIF Knowledge Repository (IKR)

Google Scholar, Open Knowledge Repository
(OKR) by World Bank, National Library of

Malaysia Electronic Resources, etc.

is a gateway that “pulls together” 
almost all KMC resources, providing access to various sources of
content such as books, scholarly databases, journal articles,
library and industry-related news. The portal provides an entrée
to vast materials in Islamic Finance, Islamic Economics, Shari’ah
and Law, Islamic History and other related knowledge areas.   

is the online library catalog that displays details of  
books, e-books, serials and audio-visual materials held by the KMC. 

is a centralized repository 
that maximizes the discoverability, accessibility and availability of
INCEIF research and intellectual contributions by utilizing INCEIF
Islamic Finance Taxonomy and registration with Google and other
search engines.

KMC uses the “Thought Leadership @ INCEIF” blog to showcase 
INCEIF Thought Leadership [contents/works by INCEIF Subject
Matter Experts (SMEs)] as part of its Knowledge Management
(KM) initiative.



24/7 access

KMC Customer Service HubKMC Customer Service Hub

Smoking, eating and drinking (except bottled water) are
prohibited inside the KMC.

Observe silence at the Silent Zone. Discussions are
allowed at the Discussion Lounge.

Vandalism and stealing are prohibited. Necessary
penalties can be undertaken if users are caught. 

Do not mark, scribble or highlight the KMC materials. If
users damaged the KMC materials, do not attempt to
repair them yourself. Instead, please return the material
to the KMC as soon as possible.

Leaving bags, handbags, personal belongings, laptops
and other items are allowed. However, the KMC is not
responsible for any loss or damage.

Children 12 years and below are not allowed into the
KMC.

Should the alarm triggers at the exit gate (security gate),
inspection of bags and personal belongings may be
required.

The temperature and humidity setting inside the KMC
are set to suit the library collections. Please do not
change the temperature setting of the air-conditioners. 

Information Search Assistance

Borrow / Return / RenewBorrow / Return / Renew

Document DeliveryDocument Delivery

Document Solution (Bind, Scan, Laminate)Document Solution (Bind, Scan, Laminate)  

Workshop / Training SessionsWorkshop / Training Sessions  

Database ConsultationDatabase Consultation

Inter-Library LoanInter-Library Loan
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FINANCE

Account Payable

Nur Afiqah Mohd Yusoof
Admin Assistant

Tel: +603 7651 4207
Email: nurafiqah@inceif.org

Nursuhana Mohd Azmi
Executive

Tel: +603 7651 4129
Email: nursuhana@inceif.org

Iziati Mohd Azmi
Senior Executive

Tel: +603 7651 4187
Email: iziati@inceif.org

Nur Shahirah Shaharuddin
Admin Assistant

Tel: +603 7651 4122
Email: shahirah@inceif.org

Basheer Hassan M Mohamed Yusof
Director, Finance

Tel: +603 7651 4121
Email: basheer@inceif.org

Jayaraji Proomal @ Durairaju
Manager

Tel: +603 7651 4126
Email: jayaraji@inceif.org

IICSB

Siti Munira Abdul Rashid
Executive

Tel: +603 7651 4124
Email: munira@inceif.org

Bursary



Bursary 

Bursary 

BILLING 
1) How do I check my billing?

Student bills are posted online to Student Portal throughout the semester.
Step 1: Login to Student Portal (https://e-university.inceif.org)
Step 2: Click on 'Finance' tab. You transaction details will appear.
Step 3: Select ‘Statement of Account’. You will next see the Debit (left) and Credit (right) column. The
billing will be on the Debit (left) column.

2) What is the Student Services Fee that I have in my account?
The compulsory Student Services Fee is the fee paid by an enrolled student for student support services
provided by the University. This is a recurring fee charged in every long semester only (January and
September).

3) How do I print my invoices? 
Step 1: Login to Student Portal (https://e-university.inceif.org)
Step 2: Click on 'Finance' tab. You transaction details will appear.
Step 3: Select ‘Statement of Account’. You will next see the Debit (left) and Credit (right) column. The
billing will be on the Debit column. Click Print on the right column in the Statement of Account (SOA).

4) I just dropped a course. Will I still be charged?
A student will be charged upon registration. The withdrawal charge is based on the Withdrawal Schedule
in the Academic Calendar. If you drop a course within add/drop period you will get 100% refund; 50%
refund for the following week; or no refund thereafter (Refer to the academic calendar).

5) When should I make my payment for fee other than tuition fee?
Students are required to make full settlement of fees within 30 days from the date of issuance of invoice
or before the examination started which ever come first. However, for the accommodation fees, the
student are required to pay the rental fees on or before the 3rd day of each calendar month.

6) What if my bill is not paid?
Failure to pay the bills may result in barring the student from any of the following; (a) registering for
course(s), (b) sitting for examination, (c) viewing examination results and/or, (d) obtaining graduation
scroll.

International Centre for Education in Islamic Finance (INCEIF)    Company No. 200501036588 (718736-K)
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Bursary 

PAYMENT 

1) How do I make a payment for my account?
i. The easiest and most effective way of making a payment is via Online payment (MIGS) thru e-

University Portal (Credit/Debit Card)  https://e-university.inceif.org.
ii. You may also transfer the payment via Bank Islam Counter / Interbank Giro Transfer / Telegraphic

Transfer. Kindly email your request to bursary@inceif.org for bank details.
iii. Cheque, Money Order or bank draft payable to “INCEIF”. 

Please ensure that you write your name, programme, reference ID and your contact details on the reverse 
side of the respective Cheque / Money Order / Bank Draft. 

2) I have made the payment. How do I get my receipt?
Student receipts are posted online to Student Portal throughout the semester.
Step 1: Login to Student Portal (https://e-university.inceif.org)
Step 2: Click on 'Finance' tab. You transaction details will appear.
Step 3: Select ‘Statement of Account’. You will next see the Debit (left) and Credit (right) column. The
receipt will be on the Credit (right) column.

3) I have made a payment but why my SOA is yet to update?
You need to provide Bursary office the proof of payment in order for us to update your SOA.

4) I would like to make an international wire transfer for my balance due. How can I do that?
The Bursary accepts wire transfer payment through Foreign Telegraphic Transfer (FTT). Kindly email your 
request to bursary@inceif.org for bank details. 

5) I am an online student. Can I pay for my tuition fee for the year in one payment?
Bills are generated upon registration for course for each semester only and not for future semester(s). 
Nevertheless payment in advance for future semester(s) are accepted and will be utilized for the next 
semester registration upon request by the student. 

6) Can I make a credit/debit card payment in office?
The easiest and most effective way of making a payment is via online payment (MIGS) thru e-University 
Portal. However, you may also make a card payment at Bursary’s counter.  

7) How do I print my payment receipts?
Step 1: Login to Student Portal (https://e-university.inceif.org)
Step 2: Click on 'Finance' tab. You transaction details will appear.
Step 3: Select ‘Statement of Account’. You will next see the Debit (left) and Credit (right) column. The
receipt will be on the Credit column. Click Print on the right column in the Statement of Account (SOA).

8) How often should I check my student financial account in student portal?
Students are advised to check their Statement of account regularly and make immediate payment
arrangements for any charges due.
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Bursary 

SPONSORSHIP 
1) My employer is offering to pay my tuition fee. What do I need to do next?

If your employer/sponsor will be paying your tuition fee at the beginning of the semester, you are
required to submit a written letter or guarantee of payment from your employer/sponsor to the bursary.

2) My employer/sponsor will pay for my tuition fee, but only after the end of the semester. Do I still
have to pay my tuition fee by the due date?
Yes. The Bursary will not enter a third party contract with an employer or outside organization if they will
not be paying the tuition fee at the beginning of the term. A student will be responsible for any amounts
due within 30 days from the date of issuance of invoice or before the examination started which ever
come first. While the University will continue to facilitate on the billings to these sponsoring bodies, it is
the student’s responsibility to ensure that their sponsoring bodies make the due payments in settlement
of his/her outstanding balance before or on the last payment date.

3) I am a sponsored student. However, why am I still received the payment reminder?
The payment reminder notification and email are generated by system to the student with an
outstanding invoice. It is the student’s responsibilities to ensure that their sponsoring bodies make the
payments before the last payment date.

4) I am unable to download my Statement of Eligibility (SOE) due to the outstanding but I am fully
sponsored by my employer/ 3rd party sponsoring body. 
It is the student’s responsibility to ensure that their sponsoring bodies make the due payments in
settlement of his/her outstanding balance before or on the last payment date. The sponsoring bodies
may also email to the Bursary office to unconditionally guarantee the payment before the examination
begins.

REFUNDS 
1) How do I receive a refund of unused monies associated with tuition fees?

Student may request the refund form from the respective department.

2) I have a credit on my account, why haven’t I gotten my refund yet?
The Finance Deptartment will only process a refund after we receive a request to do so from the 
respective department.  

3) When am I going to receive my refund?
The normal refund process will take 14 working days once Finance Department received the complete 
document from the respective department.  

4) How will I get my refund?
Finance will refund through online/direct transfer (Malaysian Bank) or Foreign Telegraphic Transfer (FTT) 
(International Bank).  

5) Can I authorize my refund to someone else?
Yes, if the refund will be paid to a 3rd party, you have to provide an authorisation letter to INCEIF. 

6) What are the documents should I submit together with the completed refund form?
You should attach the copy of the front page of your passport (for international student only) and the 
confirmation of the bank account (Bank statement that display your name as per bank account and 
account number).  

GENERAL INFORMATION 
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Bursary 

1) How may I contact Bursary office?
If you require further information you may email to bursary@inceif.org.

2) What time is Bursary office hours?

Monday to Thursday: 8.30am – 5.30pm 
Closed from 1.00pm until 2.00pm 

Friday: 8.30am – 5.30pm.  
Closed from 12.30pm until 2.30pm 
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FACILITIES MANAGEMENT & PROCUREMENT AND
HEALTH, SAFETY & ENVIRONMENT

Dominic Bastian Culas
Director

Tel: +603 7651 4133
Email: bastian@inceif.org

Norakmal Idayu Bt Ramli
Executive

Tel: +603 7651 4166
Email: idayu@inceif.org

Mazura Baharom
Administrative Assistant

Tel: +603 7651 4134
Email: mazura@inceif.org

Health, Safety & Environment

Ulfah Kamaruzaman
Senior Executive 

Tel: +603 7651 4069
Email: ulfah@inceif.org

Facilities & Maintenance

Sabarudin Yusof
Building Supervisor
Tel: +603 7651 4138
Email: din@inceif.org

Noor Zaki Safuan Noorlan
Facilities Technician
Tel: +603 7651 4137

Email: zaki@inceif.org

Mohamad Adil Jamaludin
Facilities Technician
Tel: +603 7651 4128

Email: adil@inceif.org

Irwan Md Zin
Driver to PCEO

Tel: +603 7651 4165
Email: irwan@inceif.org

Mohd Nasir Awang
Driver to DPA & Dean
Tel: +603 7651 7088

Email: mnasir@inceif.org

Shamsol Kamar Abd Karim
Driver to ED

Tel: +603 7651 4200
Email: skamar@isra.my

Mohd Zaki Peli
Driver to CEO, IICSB
Tel: +603 7651 4252
Email: zaki@isra.my

Akhbari Harun
Driver to DPO

Tel: +603 7651 4134
Email: zahari@inceif.org

Mat Suri Abd Rahman
Pool Driver

Tel: +603 7651 4165
Email: msuri@inceif.org

Support Services

Procurement



 
Campus Opening Hours 

Campus Opening Hours 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Call us at +603 7651 4000 GL 
Email us at fmp@inceif.org 
Emergency contact: +603 7651 4003 (guard house) 
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Campus Facilities 

 
Campus Facilities 
 
 
 
 
 
 

 

Disabled Car Park 

Student Lounge 
PhD Lounge 

KMC 

Lounge at Auditorium 

High-End Scanner at KMC 

Academic Building 

Carrels at KMC 

Lounge at KMC 

KMC 

Car Park 

Drop-Off Area 

Auditorium 

INCEIF Campus 
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Campus Facilities 
 

 
 
 

Carrels at KMC 

Reception 

Meeting at Faculty Floor 

Tennis Court 

Musolla 

Classroom 

Governing Council 
Meeting Room 

Gym 

Computer Labs 1&2 
Badminton Court 

Guest Lounge outside 
Auditorium 

Student Lounge 

Swimming Pool 
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Evacuation Procedure 

Evacuation Procedure 
Emergency Response Plan (ERP) 
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Emergency Evacuation / Standard Operating 
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2 
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Fire Protection System 4 

Guidelines On Fire Safety 6 

Assembly Point 7 

Duties Of Respective Emergency 
Squad Member 

8 

Emergency Contact List 9 

List Of Glossary 9 



Evacuation Procedure 

EMERGENCY EVECUATION / STANDARD OPERATING PROCEDURE 

General Evacuation for all Staff, Students and Visitors 

RING RING…. Prepare to evacuate
1. Check for any sign of immediate danger and inform the zone fire wardens

2. Shut down equipment and processes

3. Collect any nearby personal items.

…RING RING   Evacuate the building
1. Follow the instructions of fire wardens via  signs 

2. Escort visitors & those who require assistance

3. Zone wardens check roll call of respective zones

4. Do not use lifts

5. Proceed to the assembly area.

Staff, Students and Visitors 

1. Shut down equipment and processes (if you have time)
2. Collect any nearby personal items (if you have time)
3. Follow the instructions of fire wardens via  signs 
4. Inform warden if there any disabled person.
5. Proceed to assembly area

Emergency Response – Fire Wardens 

1. Warn anyone in immediate danger and ensure all have exited the area.

2. Roll call on respective zones and check if there are any missing persons

3. Fight the fire or contain the emergency, if safe & trained to do so.

4. Close the door, if safe to do so.

5. Activate a “Break Glass” Alarm.
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Evacuation Procedure 

6. Evacuate via your closest safe.

Emergency Response Team 

Fire Wardens 

1. Assess the situation and initiate a local response. If in doubt, commence an evacuation.

 RING…RING….   Prepare to evacuate 
2. Check for any sign of immediate danger (fire, smoke, chemical fumes etc.)

3. Check the exit paths are clear

4. Tell people what is happening.

 RING RING… Evacuate the building 
5. Direct the building occupants to evacuate the building via the closest safe exit

6. Search for stragglers or injured persons, if safe to do so

7. Report to the HSE OFFICER

8. Roll call on your zone

9. Evacuate via the closest safe exit

10. Prevent re-entry to the building and assist with crowd control.

HSE Officer 

1. Go to the emergency control point

2. Ascertain the nature and location of the emergency.

3. Coordinate the evacuation

4. Ensure that the Emergency Services and Security have been notified

5. Delegate actions to others

6. Liaise with the wardens, First Aid Officers, Security and Emergency Services Personnel

7. Announce when the emergency is over.

NB: HSE OFFICER is the incident controller only until such time as the Fire Brigade arrive and take over

First Aid Officers 

1. Evacuate via the closest safe exit
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Evacuation Procedure 

2. Report to the HSE OFFICER.
3. Provide First Aid as required.

EMERGENCY EVACUATION 

1. Upon hearing the alarm the Fire Wardens (Marshals) must initiate evacuation of occupants under
them.

2. If it is a small fire, try to extinguish the fire using the appropriate fire extinguishers to prevent the
spread of fire.

3. The Fire Wardens must direct all occupants to stop work and shutdown electrical points nearest to
them and evacuate the building.

4. The occupants must remain calm and proceed toward the assembly points in an orderly manner.
5. Do not use lift in the process of evacuation.
6. The Fire Wardens must check the premises, toilets, rooms, stores and the like to ensure nobody is

left behind in their area of care.
7. The last person to leave the exit door must ensure that the door is closed.
8. The Fire Warden must alert other Fire Wardens in the building to inform them of the emergency.
9. The Fire Warden(s) must ensure that all occupants assemble at the assembly points.
10. The Fire Warden should carry out a roll call to ensure that everyone is present.
11. All seriously injured persons should be sent to the nearest hospital immediately.

12. The Fire Wardens must possess a list of name of the occupants under their control including
those on leave or away from the building for that particular day.

13. The Fire Wardens must possess a list of name of the occupants under their control including
those on leave or away from the building for that particular day.

14. The Fire Warden must ensure that their occupants do not re-enter the building before clearance is
granted by the Emergency Manager.

FIRE PROTECTION SYSTEM 

a. Fire Rated Doors
All entrances to internal office space (from common areas such lift lobbies etc.) and exits to fire escape
staircase are fitted with at least one (1) hour fire rated doors.

b. Public Address System
The public address system enables announcement through speakers, which are located at strategic and
common areas to inform occupants to evacuate. The system (i.e. amplifiers and microphone etc.) is
placed at the server room located at Chancellery Building.

c. Fire Protection System In The Building 
The Fire Protection Equipment in the building comprises the following: -

 Fire Alarm Panel and Detection Systems
 Portable Fire Extinguishers
 Hose Reel System
 ‘Keluar’ Signs
 Essential Emergency Lights
 Smoke Detector System
 Fire Rated Doors
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Evacuation Procedure 

d. Fire Alarm Panel And Detection System
 The campus is provided with a Fire Alarm Panel (FAP) located at each building.
 The fire alarm system is designed and installed to respond to the action of detectors within the building.
 In the event of fire, a detector activates and send a signal to the FAP, which in turn should activate the

fire alarm bells.
 Lifts should not be used to evacuate or for any other reason by visitors, members of public, etc. when the

alarm bells are sounding.
 In the event of emergency, lifts must not be used to evacuate occupants from the building under any

circumstances.
 An FAP is also fitted with a battery in case of power failure

e. Portable  Fire Extinguishers
The building is adequately equipped with portable fire extinguishers so that each extinguisher is
always within easy reach by the students, staff and the public. Extinguishers are placed in common
areas and all M & E rooms. There are two (2) main types of extinguisher i.e. 9kg ABC dry powder. Fire
extinguishers are effective to extinguish small initial fires from ordinary combustible materials such as
paper, rubber, plastic, etc.

However, usually only dry powder fire extinguishers are used for internal offices.

All extinguishers are SIRIM approved, wall mounted on a bracket and clearly displayed in open (not
enclosed) areas. Units should also have a pressure gauge to show clearly that the unit is still pressurized.

Extinguishers is visually checked regularly by a service contractor (who also test) registered by Bomba.
Units is be serviced annually by a contractor registered with Bomba and have an up to date Bomba
certificate displayed on the unit itself.

f. Hose Reel System
The hose reel system is tapped from the wet riser and can be used to fight fire except fire resulting from
electrical fault and electrical equipment.
The hose reel system is pressurized and the nozzle at the end of the hose can be turned to facilitate the
discharge of water. There should also be a stop valve which should be
turned on to enable the discharge of water.

g. ‘KELUAR’ Signs
‘KELUAR’ signs are located at most exit points (e.g. at exits leading to staircase) at all levels of the
building. The signs should always be illuminated to show the direction of escape in event of
emergency.

These signs are self-contained and are powered by built-in batteries. Should power failure occur in the
event of fire these signs should remain illuminated to show the direction of emergency escape routes.

h. Essential Emergency Lights
Essential Emergency lights these lights are installed at almost all rooms and various points on each floor
e.g. near to exit points, lift lobbies and the exit staircases. These lights is be connected to essential
supply distribution boards which is be linked to the standby generator set. During TNB power
failure the standby generator set will provide power supply to the emergency lights to provide
sufficient lighting for evacuation purposes if necessary.
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Evacuation Procedure 

i. Hydrant System
This system is tapped directly from the JBA main water supply line and is for Bomba use only.
There is one hydrant located beside the Academic Building car park entrance and another outside the
main gate by the side of the exit road. The location must be clear for easy
access by Fire Engine.

GUIDELINES ON FIRE SAFETY 

1. Do not store materials of an inflammable nature, which would not normally be used in office
accommodation.

2. Waste paper or other combustible waste should be removed from the office daily and placed in the
allocated refuse chamber for collection. If the quantity is small any storage should be in a room away any
source of ignition.

3. Do not allow flame cooking of meals within the premises.

4. Never “wedge” open exit doors leading to staircase.

5. The quantity of inflammable liquid used in typing, duplicating and printing shroud be kept as small as
possible. Inflammable duplicating and correction fluids not required for immediate use should be stored
in a cupboard. Nobody should smoke near fluids or expose them near any open flame or possible
sources of ignition.

6. Stationery stores, filing rooms or stores for furniture or other combustible materials should be kept
locked.

7. A permanent space with non-combustible surface material should be provided for places where
tea, coffee, etc. is made. This space should be kept clear of any combustible material.

8. Keep wall mounted portable 9kg ABC Dry Powder fire extinguishers (with valid Bomba certificates) within
your office premises and use t he extinguishers to put out small initial fire when needs arises. All staff
should know how to use extinguishers and Fire Wardens should guide the staff.

9. Ensure there are enough directional signs (“Keluar” signs) in your premises to indicate the exits.

10. Ensure the fire escape doors are kept in a closed position but not locked from the inside.

11. Ensure escape routes are not obstructed.

12. Ensure the Bomba Regulation providing for a maximum travel distance to the nearest fire escape / exit
of not more than 15 meters is adhered to.

13. Ensure all Fire Wardens are familiar with the building’s Emergency Evacuation Procedures who in turn
can ensure all staffs are familiar with the fire prevention and monitoring as well as firefighting
procedures e.g. use of hose reels.

14. Report any obvious defects or irregularities files and documents.

15. Evacuate the building via the proper emergency exits. Under no circumstances should you use lifts.

16. Assemble at the Assembly Area/allocated Assembly Point for the roll-call. Wait for further instructions
from your Fire Warden(s).

17. Any persons trapped in a lift must activate the lift car to communicate with the other staff / security
personnel.

18. The person(s) trapped in the lift should not try to escape either via the roof of the lift car or by forcing
open the lift door. Assurance must be given to the person(s) trapped to remain calm. No unauthorized
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Evacuation Procedure 

person is allowed to forcibly open the lift doors to release the trapped person(s). 

ASSEMBLY POINTS 

Note: 

 Arrows marked in yellow to first level of assembly point.
 Arrows marked red is to second level of exit if the situation gets worst.
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Evacuation Procedure 

DUTIES OF RESPECTIVE EMERGENCY SQUAD MEMBER 

A. EMERGENCY MANAGER (HSE)

 Upon hearing fire alarm, proceed immediately to the PA Room.
 To be the central point of information concerning the emergency.
 To liaise closely with members of Emergency Squad.
 To update with the HSE Chairman on latest development.
 To communicate with the Fire Officer from Bomba.
 To identify the location of the fire.
 To give instruction to evacuate occupants in the building.
 To direct First Aid assistance as required.

B. EVACUATION OFFICER (HSE OFFICER)

 Upon hearing fire alarm, proceed immediately to the PA Room.
 Instruct F i r e  Ward ens  (Marshals) t o  p u t  o n  i d e n t i f i c a t i o n  v e s t  a n d  e n s u r e

occupants proceed to Assembly Point.
 Instruct respective Fire Wardens to conduct roll-call and submit staff list.
 Report to Emergency Manager on the status of evacuation and if anyone is missing.
 Ensure that nobody enters or re-enters the building.
 To assist Emergency Manager.

C. FIRE WARDENS (MARSHALS)

 Upon hearing the fire alarm, put on the identification vest. Bring along the staff
register/list and proceed to direct evacuation via the staircases.

 Direct staff to assemble at the Assembly Area/Point and make roll-call.
 Submit staff register/list to Evacuation Officer and report any missing person.
 Await further instruction from Evacuation Officer.
 To assist Emergency Manager and Evacuation Officer.
 Assist in first aid Firefighting.
 To assist Bomba and firefighting team.

D. TECHNICIAN

 Upon hearing the fire alarm, immediately put on the identification vest.
 Ensure that all firefighting equipment is ready for use.
 Take instruction from the Engineering Officer.
 Assist Engineering Officer as required.
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Evacuation Procedure 

E. SECURITY OFFICER

 Upon hearing the fire alarm, inform Emergency Manager immediately.
 If total evacuation is required, direct all guards to take their respective static

positions.
 Ensure easy access of fire engine and traffic flow.
 Supervise the security guards.
 Liaise with Police Officer(s) upon arrival.
 Report status to Emergency Manager.

F. SECURITY GUARDS

 Stop all visitors entering the building.
 Direct traffic flow as required.
 Direct Fire Engine to hydrant point.
 Report to Security Officer.

EMERGENCY CONTACT LIST 

EMERGENCY / PUBLIC SERVICES 
BOMBA Balai Bomba Dan Penyelamat Taman Tun Dr Ismail Jalan Tun 

Mohd Fuad, 60000 Kuala Lumpur 03-7728 4444

ELECTRICITY 
BREAKDOWN 

Ibu Pejabat TNB, No. 129, Jalan Bangsar, 59200 Kuala Lumpur 
Wilayah Persekutuan 03-2269-6921 

HOSPITAL Um Specialist Centre Jalan Universiti 
59100 Kuala Lumpur, Federal Territory of Kuala Lumpur 03-7949-4763

CLINIC Klinik Chelliah 13 Jalan Bukit 11/2, 46200 Petaling Jaya 
03-7958-7007

POLICE STATION Balai Polis Pantai Jalan Pantai Baharu, 59200 Kuala Lumpur 
03-2282-2222

POLICE STATION Balai Polis Sea Park Jalan SS 2/60 
Damansara Jaya, Petaling Jaya, Selangor 03-7874 2222

TOWN COUNCIL Majlis Bandaraya Petaling Jaya 
Ibu Pejabat Mbpj Jalan Yong Shook Lin, 46200 Petaling Jaya 03-7956-3544

WATER SUPPLY 
DISRUPTION 

Syarikat Bekalan Air Selangor Sdn Bhd Jalan Pantai Baharu, Kuala 
Lumpur, Wilayah Persekutuan, 59990 03-2282-6244

LIST OF GLOSSARY 

a. BOMBA – Fire Department
b. JBA – Jabatan Bekalan Air or Waterworks Department
c. KELUAR – Exit
d. TNB – Tenaga National Berhad or National Electricity Supplier
e. SIRIM - National Body For Quality Control
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Shuttle Service 

Effective on 13th November 2017 
Shuttle Service Schedule - From Taman Jaya LRT Station to INCEIF 

NOTE: 

Alternatively travelling to INCEIF by public transport, kindly be advised the bus commence from 
6.00am – 9.00pm 

1. Taman Jaya LRT station – PJ City Bus PJ02
2. KL Universiti LRT station – RapidKL Bus T790



INFORMATION & 

COMMUNICATIONS 

TECHNOLOGY (ICT)



INFORMATION & COMMUNICATIONS TECHNOLOGY

Adam Harris Suppuramany
Web Developer & Analytics

Tel: +603 7651 4164
Email: harris@inceif.org

System & Application

Fauziah Hj Mohamed
Senior System Analyst (ERP)

Tel: +603 7651 4135
Email: fauziah@inceif.org

Muhammad Ariff Idris
System Analyst

(Library Management System)
Tel: +603 7651 4077

Email: mariff@inceif.org

Muhammad Shuhir Idris
Senior System Analyst 

(IKR/i-FIKR)
Tel: +603 7651 4213

Email: shuhir@isra.my

Ahmad Razman Abdul Majid
Senior System Engineer (Infrastructure)

Tel: +603 7651 4131
Email: razman@inceif.org

Noor Aznir Nizam Noordin
Manager (IT Security)
Tel: +603 7651 4212
Email: aznir@isra.my

Sulaiman Yusoff
IT Technician

Tel: +603 7651 4136
Email: sulaiman@inceif.org

Infrastructure, Security & Communication

ICT General Support

Wan Muhammad Fauzi Wan Ismail
Director, ICT

Tel: +603 7651 4130
Email: fauzi@inceif.org

Website & Helpdesk
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Wi-Fi Coverage |  PC Labs & Student Public PCs 
 

Wi-Fi Coverage 
 
 
 

 
 
 
PC Labs & Student Public PCs 
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Student e-Mail 

Student e-Mail 
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eUniversity (Student Portal) 
 

 
What INCEIF eUniversity 
 
 
 

 
Basically this is the important page (Student Portal) where you can: 

  
 Update profile (Photo, Contact Info, employment details and many more) 
 Access Course Materials (MLMS) 
 Make online payment and print the receipt 
 Course registration 
 View Result 
 And many more 

 
 
 
 
How to use it? 
 
 
 

 
Step 1:  Open your internet browser 

 
• Make sure you have internet connection 
• Internet browser: Google Chrome, Safari, Mozilla Firefox or Internet Explorer 

 

 
 
 

 
Step 2: Go to this URL 
 

 Type or search this: https://e-university.inceif.org 
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eUniversity (Student Portal) 
 

 
 
Step 3: Login or Sign in 
 

 Your Student ID number should be the username: 1700XXX 
 The password as provided after you enrolled with us from  

the email that sent by the system 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Step 4: Here we go... 
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eUniversity (Student Portal) 
 

 
Need a tour? 
 

 
• Click on “Need A Tour?” On your student portal and you can explore more on it: 
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Course Registration 
 

 
Course Registration 
 
 
 

 
• Register course only by using eUniversity Portal 
• New student will be registered automatically 
• Student still can manage the course registration from student portal (Add/Drop) between the period that 

stated in INCEIF Calendar  
 
 
 
How to do course registration 
 
 
 

 
Step 1: Login to eUniversity 

 
• Login to your eUniversity at https://e-university.inceif.org 
• After login, you may open the Registration tab 
• Select Course Registration 
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Course Registration 
 

 
 

 
Course registration page: 

 
 
 
 
 
 
 
 

 
 

• Click Register New Courses to register courses 
• Click Manage Registration if you want to do Add / Drop courses 

 
 
Step 2: Register New Courses 
 

• You may select the subject that you want to register by click (+) Register 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click (+)Register: 
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Course Registration 
 

 
 
 
 
 
 

• Make sure you click schedule link and tick the circle before Submit > Register 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
How to Manage Registration 
 
 
 

 
Step 1: Manage Registration 
 

• Click Manage registration to add or drop courses  
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Course Registration 
 

  
 
 
 
 
Step 2: Tick the box 
 

• Tick the box and click Drop button. 
•  You will received this pop-out notification. 

 
 
 

• Click OK 
 
 
 
IMPORTANT 
 
 
 

 
• For the new student that already registered automatically for the first time, please select the Exam  

Centre by your own. 
• Please make sure Min. and Max. credit hour. 
• Ask for advise from lecturer or Admission team before you make decision to do Manage Registration 

(ADD/DROP). 
• For some reason, you may request ASAD team to do manually registration based on their approval. 

 
 
 
 
IMPORTANT 
 
 

 
• Click on “Need A Tour?” On your student portal 

and you can explore more on it: 
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Online Payment 
 

Online Payment  
Using eUniversity or online transfer 
 
 
 
You want to make payment? 
 
 
 

 
• No time to come to bursary office? 
• Want to make payment urgently? 
• No cash at hand? 
• NOW YOU CAN MAKE ONLINE PAYMENT USING eUNIVERSITY OR ONLINE TRANSFER 

 
 
 
Online Payment (Using eUniversity Portal) 
 
 
 

 
Step 1: Login to eUniversity Portal 

 
• As usual, login to your student portal @ e-university at https://e-university.inceif.org  
• After login, you may open the Finance Tab: 
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Online Payment 
 

 
 
Step 2: Choose 
 
 

1) Click Statement of Account 
 
To view or print out the invoice and receipt 
 

 
 

2) Click Make Payment 
 
To start make payment 

 

 
 
 

1. Statement of Account 
 
 

 
 
 
 

 
 
 

 
 
 
 

 Click Print to view the Invoice or Payment Receipt. 
 

 
2. Click Make Payment 

 
 
 

 Tick the circle with amount @ invoice that you want to make payment. 
 Click PROCEED. 

 
 
 
 
 
 
 
 
 
 

 Click Pay on payment confirmation page. 
 

International Centre for Education in Islamic Finance (INCEIF)    Company No. 200501036588 (718736-K)



Online Payment 
 

 
 
 
 

 It will redirect to Bank Islam website: 
 
 
 
 
 
 
 
 
 
 
 
 

 Choose VISA or MasterCard by click the logo. 
 Then, just follow with the next step. 

 
 
 
Online Payment using Online Transfer 
 
 

 
 

• For online transfer transaction, you might need to contact bursary team directly and they will provide  
the bank details. 

• After made payment, print screen the receipt and email back to the bursary team. 
• This is to make sure all the transaction successful.  

 
 

 
 
 
 

 
 
 

Contact No: +603 7651 4000 
Email: bursary@inceif.org  
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E-LEARNING

Dr. Ng Huey Zher
Manager

Tel: +603 7651 4175
Email: nhzher@inceif.org

Wan Lidiana Lidia Wan Abu Bakar 
Instructional Designer

Tel: +603 7651 4191
Email: lidiana@inceif.org

Umi Hanim Mohd Ibrahim
Instructional Designer
Tel: +603 7651 4170

Email: hanim@inceif.org

Sharizal Ithman
Instructional Multimedia Designer

Tel: +603 7651 4169
Email: sharizal@inceif.org

Norazlan Bin Johardo
Learning Mgmt System Specialist

Tel: +603 7651 4163
Email: norazlan@inceif.org



MLMS 

Student Guide 
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MLMS 
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MLMS 
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MLMS 
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ALUMNI

Azrul Amir Abdul Rahman
Manager

Tel: +603 7651 4174
Email: azrul@inceif.org



 

 
Highlights of Alumni Office & External Relations Activities – 2021 
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Alumni Office & Career Services Unit (CSU) - Activities 
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Alumni Office & Career Services Unit (CSU) - Activities 

 
 

Beside that, for those who wish to contact the CSU to seek advice on a career or to discuss the problem 
that they are facing, kindly make an appointment at the link below: 
 

http://bit.ly/AppCSU-06_07-21 
 

Below are the guidelines for an online appointment with CSU: 
 
1. Booking for appointment must be done at least 3 working days in advance. 
2. Once a booking is received, CSU will email the student with the meeting invite/link. 
3. Students are advised to be punctual for their respective sessions. 
4. Details of the discussion during the session are treated as confidential. 
5. For problems that are academic/technical in nature, CSU will seek further advice from the respective faculty 

member/school.  
 
 

If you face any difficulty in completing the online form, you may email CSU directly 
at norhisham@inceif.org. 
   
There are many more activities planned for students by CSU throughout the year.  Do refer to INCEIF’s 
website and social media for the details and latest activities. 

 

http://bit.ly/AppCSU-06_07-21
mailto:norhisham@inceif.org


Student Representative Council
(SRC)



Message
Wan Muhammad Asyrah Bin Wan Mohd Fadzli
President
Student Representative Council

Congratulations on your acceptance in becoming a part of the 
leading global university specializing in Islamic Finance. 
Founded by Bank Negara Malaysia (Central Bank of Malaysia) 
in 2005, INCEIF is now equipped with AACSB accreditation 
(Association to Advance Collegiate Schools of Business), 
making it a world class university for postgraduate finance 
studies. With this accreditation, INCEIF joins the top 5% of 
business schools in the world - and now, you are a part of that 
top 5% too.

Your experience at INCEIF will equip you with the proper tools, 
knowledge and network required to launch your careers in 
becoming competent Islamic banking and finance practitioners. 
The INCEIF curriculum comprehensively covers the essentials of 
banking and finance, and it is emboldened with an in-depth 
discourse on Islamic business practices. With highly 
industry-savvy lecturers and world-renowned academicians, 
you can trust that your choice to enter INCEIF will guide you in 

your inauguration into your professional and academic 
journey.

The Islamic finance industry has been experiencing 
global growth as high as 20%. This is due to our value 

propositions, specifically the ethical principles that 
govern Islamic financial activities, such as risk 

sharing and equitable participation. The industry’s 
resilience to shocks is also due to its limits on 

excessive leveraging and strong links to real 
economic activities. 

Again, I congratulate you in taking this bold 
step to delve deeper into Islamic finance. 

We look forward to your contributions in 
the field of Islamic finance, be it in the 

area of theory-building, or in the 
aspect of realizing Maqasid 

Shariah in banking and finance. 
All in all, I wish you the very best 

and hope that you enjoy your 
experience here at INCEIF.



Student Representative Council (SRC)

Highlights of Student Activities - September 2019 Semester 

1) Indutrial Talk: “Real Life Experience: What You Ned To Know Before Investing” by Tn.
Nazarry Bin Rosli (MSTA, CFTE), Registered Dealer (Investment Club & SRC)
Date: 12th November 2019   |    Venue: Case Study Room, INCEIF

2) Paintball Competition: “Are U Brave Enough?” (Sports Club & SRC)
Date: 21st December 2019   |    Venue: Dusun Ali King, Gombak
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Student Representative Council (SRC)

Highlights of Student Activities – January 2020 Semester 

1) Arabic for Islamic Finance with Br. Ibrahim Saifuddin Hamid (Langugage Club & SRC)
Date: 11th Februrary 2020  |   Venue: CIMB Classroom, INCEIF

2) Industrial Talk: “Being A Venture Capitalist” by Tn. Muhammad Syafiq Samsuddin,
Investment Manager, MAVCAP (Investment Club & SRC)
Date: 19th Februrary 2020  |   Venue: Maybank Islamic Auditorium, INCEIF
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Student Representative Council (SRC)

3) Bloomberg Data Terminal Training (Research Club & SRC)
Date: 20th Februrary 2020  |   Venue: Bloomberg Malaysia, KLCC

4) Sports Carnival 2020 (Sports Club & SRC)
Date: 5th – 16th March 2020  |   Venue: INCEIF Campus
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Student Representative Council (SRC)

Highlights of Student Activities – June 2020 Semester 

1) Industrial Talk: “Collaboration between IAP and Islamic Development Bank’s Group center
of Excellence” with Ms Joann Enriquez, CEO IAP & Mr Mohamed Abida, Acting Head
IDBGCE KL *Collaboration with INCEIF CSU

Date: 18th June 2020  |   Venue: Online
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