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FORM REQUEST
= G KUALA LUMPUR Q

Please Tick [v] J NEW FORM (3 REPLACEMENT (J DELETION

Form Title:

Current Form No [applicable to replacement and /0r deletion]: ...cecceeereeeereseeeens seresuenesesnesesssnesenes

a | Estimated usage per month

[please substantiate with data] No. of pieces: ............. . per month

b | What is the current practice?
form in use?

Any

¢ | What is the cause [s] for change?

d | How will this form

processes?

improve

e | Are there any policies / procedures
affected by this form? If yes, state
SOP No.

[J Yes - SOP NO: .cceeuureeeraseceennns
3 No - New SOP. Proposed title:

f | Will this form be part of a patient’s
records?

g | Have you checked which other
depts. are using this form?

If yes, name the depts.

If no, why?

h | Have you discussed the form with

the other depts mentioned in [g] and
mutually agreed that this is the final
format before submission to the
Committee? If yes, all depts to sign
acceptance.

“*Note:
Any change to the form after approval by the
Committee requires a re-submission

Department

Signature

Are doctors involved in the use of
this form?

Has the form being circulated to the
doctors for comments / approval? If
yes, please obtain relevant
signatures.

Agreed by

Form submitted by:

0-20/10/00-016-5

[Signature]

Revised April 2015




FORM COMMITTEE REVIEW & APPROVAL

Reviewed by Agree
[Name of member]

Disagree Comments / Recommendations

Signature of
Member

Printing Request - FORM NO: ......coeveeveeceececeereeceenecnecnennenns

1) Printing

2) Paper Size

3) Binding

4) Format

NOTES FOR REQUESTOR

U WN =

on their own.

3 Approved O Not Approved  SPeCify:...cccecerecrnereneerecnesesesuesennens

Signature of Chairperson / Date
0-20/10/00-016-5

0 Manager [ Material Store
O External printing
O Artwork * to liaise with Purchasing for Artwork

O A4
a A5
a A3

O Single set/ ply
0 Book
O Brochure

3 Black & White
3 Color

. Insert form number on the bottom left hand corner (Font Size: 8)

. Print two (2) original forms with form number inserted.

. Forward one to Chairpersons, Form Committee and one to Manager

. Manager will provide you with the copies for use.

. Indent only through the Manager as no one is permitted to make copies

Revised April 2015




