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A Member of Raffles Education Group.




	JOHOR BAHRU

12W, Jalan Tebrau, 80250 Johor Bahru


CERTIFICATE IN EXECUTIVE SECRETARYSHIP MODULE REGISTRATION 

**After fill in the form, students have to get approval from related coordinator before submit it to cashier**
Name of Student:……………………………………………… NRIC No :…………………….............
Batch & Semester: ……..…..…/………. Index No:………………. Full Time □ Part Time □
Contact No
: …………………………………………… Semester Start Date: ……………………
(Please tick CLEARLY against the subject <maximum 6 subjects a semester> you wish to take)

[image: image2.emf]MODULES Public Speaking 

Computer Application & Typewriting I  Introduction to Business 

Speedwriting  Desktop Publishing 

Office Communications I  Introduction to Public Relations 

English for Office Skills  Industrial Placement 

Personal Development Workshop 

Typewriting II  LAN MODULES: 

Book-keeping  Bahasa Malaysia 

Secretarial Procedures  Moral / Islamic Studies 

Office Communications II  Malaysian Studies


Student’s Signature
: ………………………………Date
: …………………………
Cashier Verification (Please ensure all fees are up-to-date during submission to cashier)
Cashier Name
:




Remark:
Cashier Signature
:



Date
:
Confirmation Section (Cashier to tear and pass to the coordinators for class enrolment)
	Module:

Date of Approval:
Coordinator Sign:

Student Name:

NRIC No:
	Module:

Date of Approval:
Coordinator Sign:

Student Name:

NRIC No:

	Module:

Date of Approval:
Coordinator Sign:

Student Name:

NRIC No:
	Module:

Date of Approval:
Coordinator Sign:

Student Name:

NRIC No:

	Module:

Date of Approval:
Coordinator Sign:

Student Name:

NRIC No:
	Module:

Date of Approval:
Coordinator Sign:

Student Name:

NRIC No:


Cashier Acknowledge Receipt of this enrolment form, tear and return the followings to student
Semester Commencing: ……………………….  No of Subject:
 1/2/3/4/5/6
Cashier Sign: ______________
Date:
___________
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