FRDcore

HUMAN RESOURCE DEVELOPMENT CORPORATION

Ref. No. : (26) PSMB/20/8 Kulit 8
Date . 21 October 2024
EMPLOYER'S CIRCULAR NO. 3/2024

ENHANCEMENT OF TERMS AND CONDITIONS FOR THE
ALLOWABLE COST MATRIX

1.0 PURPOSE

1.1 The purpose of the circular is to inform all employers registered with
the Human Resource Development Corporation (HRD Corp),
therein referred to as registered employers, about the
enhancement to the terms and conditions for the Allowable Cost
Matrix (ACM).

2.0 BACKGROUND

2.1 Inline with the expansion of the PSMB Act 2001 in March 2021, HRD
Corp undertook a comprehensive review of the ACM to ensure its
relevance and adequacy to all registered employers.

2.2  The purpose of enhancing the terms and conditions is to ensure that
they cater to the needs of all registered employers while being
more flexible and suitable for their respective industries.

2.3 Based on industry feedback, the HRD Corp Board of Directors has
approved enhancements to the ACM's terms and conditions,
which are geared toward simplifying the grants and claims

application processes.
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3.0 OBJECTIVES

These enhancements are aimed to:

3.1 Update the ACM to be in line with current and future industry
human capital development trends and practices.

3.2 Support the Malaysian fraining landscape and increase training
efficiency and trainees’ engagement levels.

3.3 Facilitate levy utilisation by employers to continuously train and

upskill their workforce.

4.0 REVISED TERMS AND CONDITIONS

4.1  The enhancement to the terms and conditions for training grant

applications are as follows:

a. HRD Corp Claimable Courses (HCC), Skim Bantuan Latihan (SBL)
and Skim Latihan Bersama (SLB)*

i. Course Fee
No Type of Type &l Current Terms New Terms
Courses Trainings
1 | General Inhouse Max Max
Courses (Face-to- RMé6,000/day/group RM10,500/day/group
Face) -
full =7t
Inhouse Max RM700/day/pax f,guri'i’)' 7 training
(Remote
Online Max Max RM6,000/half
- q
Training) RMé6,000/day/group ay/group
(half day = 4 training
hours)

Prorated for less than 5 pax

Public (Face- | Max RM1,300/day/pax | Max RM1,750/day/pax

fo-Face] (full day = 7 training

Public Max RM700/day/pax hours)

(Remote Max RM1,000/half
day/pax
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Online (half day = 4 training
Training) hours)
E-learning Max RM700/day/pax Max RM875/day/pax
(RM125/hour/pax)
Internal Face-to-Face | Max Max RM1,400/day/group
Trainer RM1,000/day/group - -
Allowance | Remote gull day = 7 training
. ours)
Online
Training Max RM800/hallf
day/group
(half day = 4 training
hours)
Prorated for less than 5 pax
Focus Area | Inhouse Max i. Aspercharged
Courses™** (Face-to- RM8,000/day/group
Face) i. Tobe quotedona
per pax basis and
Inhouse Maix will be prorated
(Remote RM8,000/day/group according to the
Online completion of
Training) attendance
Public (Face- | Max RM3,000/day/pax
to-Face)
Public Max RM2,000/day/pax
(Remote
Online
Training)
Industry Inhouse Max i. Aspercharged
Specific (Face-to- RM28,000/day/group
Courses*** Face) i. Tobe quotedona
per pax basis and
Inhouse Maix will be prorated
(Remote RM28,000/day/group according to the
Online completion of
Training) attendance

Public (Face-
to-Face)

Max RM6,000/day/pax
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Public

Max RM3,000/day/pax

Public (Face-
to-Face)

Public
(Remote
Online
Training)

(Remote
Online
Training)
5 | Professional | Inhouse As per charged As per charged
Certification | (Face-fo-
Courses Face) i. Tobe quotedona
per pax basis and
Inhouse will be prorated
(Remote according to the
Online completion of
Training) attendance

*The SLB course fee will be prorated based on the number of pax sent by each employer
according to final attendance completion.

** The hourly basis claims will be implemented in January 2025.
***The courses will be verified by the Industry Expert Committee prior to the Course Registration
by the Training Provider. For more information, please refer to the FAQ. Industry-Specific courses
are now available for all industries covered by HRD Corp through the PSMB Act 2001.

Employers may claim for e-learning programmes based on training hours. All
other terms and conditions for e-learning remain unchanged. Employers are
required to follow the method prescribed below during the grant application

process.

The financial assistance offered for e-learning is as per table below:-

Training Hour Number to key in the Finan.cial Assistance
Estimated Cost Table in e-Tris (Maximum allowed)

1 hour 0.1 RM125/pax

2 hours 0.2 RM250/pax

3 hours 0.3 RM375/pax

4 hours 0.5 RMS500/pax

5 hours 0.7 RMé625/pax

6 hours 0.8 RM750/pax

7 hours 1.0 RM875/pax
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Note:

The above calculations are applicable for e-learning trainings ONLY
where the total training hours is less than or equal to seven (7) hours.
Training programmes of more than seven (7) hours shall be indicated
based on an additional half day (4 hours/0.5) of full day (7 hours/1.0).

The training duration for e-learning must be a minimum of one (1) hour
with at least one (1) complete module.

ii. Number of Pax and Allowances

No ltems Current Terms New Terms
1 Maximum Soft Skills: Soft Skills:
number of | - Max - Max 50 frainees/group with
frainees 35 trainees/group with one one (1) trainer
per group (1) trainer
- More than 35 up to 40
trainees/group, with two (2)
trainers or one (1) frainer
and one (1) facilitator.
Technical: Technical:
- Max 25 per group with one | - Remain Unchanged
(1) trainer
2 | Maximum Trainee and Trainer Allowance | Trainee and Trainer Allowance
Allowances i. <100km - i. <100km -
Max RM150/day/pax Max RM250/day/pax
i. >=100km - i. >=100km -
Max RM400/day/pax Max RM500/day/pax
Meal Allowance Meal Allowance
i.  Max RM50/day/pax i.  Max RM100/day/pax
Overseas Allowance Overseas Allowance
i.  Max RM1,000/day/pax i.  MaxRM1,500/day/pax
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b. Industrial Training Scheme (ITS)

No ltems Current Terms New Terms
1 | Levy 20% of the employers' total 50% of the levy
Allocation levy balance at the time of balance as at 1st January in
the 1st application of the the year application
year. is submitted.
2 | Financial
Assistance
i. Monthly i. RM500 per month/per i. Aspaid by the employer
Allowance trainee
ii. Insurance i. Aspercharged if any i. Remain Unchanged
Coverage
ii. Personal iii.AS per charged ,1 set per i. Remain Unchanged
Protective frainee
Equipment
(PPE)
3 | Duration Min: 2 months Min: 2 months
Max: 8 months Max: 12 months
4 | Required i. No supporting documents . Emgloyer T“UST prox;ldfe
Supporting needed for monthly eVl enciée.', prolo o
Document for allowance. payment during claim.
Claim .. .
Application | ii. PPE Quotation il. Payment receipt for PPE
iii. Insurance Quotation - Eoymem‘ receipt for
insurance
c. Future Workers Training (FWT)
No Items Current Terms New Terms
1 | Financial - Min: 1 pax - Min: 2 pax
Assistance - Max: 20 pax - Max: 25 pax (technical
(Inhouse) skills)

e Internal Trainer’s
Allowance OR External
Trainer Fee
RM1,000/day/group

- Max: 50 pax (soft skills)
* Internal Trainer’s
Allowance.
RM1,400/day/group
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« |If frainees are less than
5, Internal Trainer's
Allowance or External
Trainer Fee at the rate
of RM25/trainee/hour

+ Monthly Allowance for
Trainee(s)RM1,000/mont
h/trainee

Other Claimable Cost (if
training duration is less than a
month)

*  Meal Allowance

* Daily Allowance

+ Training Provider Course
Fee: As per new ACM
(less than 5 pax will be
prorated)

+ Bothinternal and
external frainers can
also claim a daily
allowance: As per new
ACM

+ Monthly Allowance for
Trainee(s) as paid by
the employer.

Other Claimable Cost (if
training duration is less than a
month)

* Meal Allowance

+ Trainee Allowance

Financial - Min: T pax - Min: T pax
Assistance - No Max - No Max
(Public —
Certification + Course Fee (Public * Local Training Course.
Programme) Programme) Fee: As per new ACM
RM1,300/day/pax * Monthly Allowance for
Trainee(s) as per paid
by employer.
Other Claimable Costs: Other Claimable Costs:
* Daily Allowance + Trainee Allowance
Financial Nil - Min: T pax
Assistance - Max: 9 pax
(Public -
General * Local Training Course
Courses) Fee: As per new ACM
+  Monthly Allowance for
Trainee(s) as per paid
by employer
Other Claimable Costs:
+ Trainee Allowance
Required i. Course Content i. Course Content
Supporting

Document for

ii. Trainer Profile

ii. Trainer Profile
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Grant iii. Invoice/Quotation iii. Invoice/ Quotation
Application
iv. Lefter to Undergo FWT iv. Employer Declaration
Letter
v. FWT Proposal
5 | Required Nil i. Employers are required to
Supporting submit an employment
Document for letter, and proof of
Claim payment.
Application
ii. The salary offered upon
employment should be
equivalent to or more
than the monthly
allowance paid by the
employer during training.
Hence, the Monthly
Allowance will be paid
based on whichever lower
amount paid by the
employer.
d. Computer Based Training (CBT) Scheme
No Iltems Current Terms New Terms
1 | Categories of |i. Only for developmentand | i. Only for development and
Claimable purchase. purchase.
Iltems

Upgrading, customising,
and adding content in the
module for online learning
in the existing LMS (one
year after the application
was approved).

Upgrading the functions,
features, and specifications
of the LMS (one year after
the application was
approved).

. System installation or cloud-

based specifications for

Upgrading, customising,
and adding content in the
module for online learning
in the existing LMS (one
year after the application
was approved).

Upgrading the functions,
features, and
specifications of the LMS
(one year after the
application was
approved).

iv. Purchase of the following:
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learning management
systems (LMS).

- training software and
development of LMS.

- subscription of LMS (for
training purposes only
and excluding other HR
functions).

- subscription of e-
learning training content

platforms.

2 | Required i. Quotation to i. Quotation to
Supporting purchase/develop purchase/develop
Document for software. software.

Grant
Application ii. Proposal for software ii. Proposal for
development. software
development,

iii. Quotation to
purchase/develop
software/subscriptio
n LMS/e-learning
subscripfion.

3 | Required Payment receipt Remain Unchanged
Supporting
Document for
Claims
Application

e. Purchase of Training Equipment and Setting up Training Room
(ALAT) Scheme
No ltems Current Terms New Terms
1 Levy Subject to a maximum of 30% | Subject to a maximum of 50%
Allocation of levy balance as of 1st of levy balance as of 1st
January of the year the January of the year the
application is submitted. application is submitted.
2 | Purchase of Purchase of training The purchase of training

Training Aids

equipment is subject to HRD
Corp’s List.

equipment is no longer
subject to HRD Corp’s List.

Employers may apply for
financial assistance for
training equipment if it meets
the following criteria:
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The equipment must be
used solely for training
purposes and be relevant
to the employer’s nature
of business.

ii. Training equipment must

be placed in the training
room.

ii. Any non-training related

equipment or items,
including software, will not
be funded.

Placement of
Training
Equipment

The purchased training

equipment MUST be placed in

the employer’s premise.

The equipment, and/or
renovation of training room
can be done at an Industry
Training Location/ Venue.
(Please refer to Appendix 1
for the sample letters. Sample
1 for individual company and
Sample 2 for a group of
companies)

The location of the
equipment should be
disclosed when applying
for the grant.

Any changes in the
equipment's location
(such as disposal,
relocation, or loss) must
be disclosed to and
approved by HRD Corp
prior to the changes
being made.

HRD Corp may
periodically visit

and audit the use
and placement of the
equipment.
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iv. The location and
relocation of the business
premise (HQ & Branches)
must be declared and
updated with HRD Corp
prior of the application.

5.0 DATE OF IMPLEMENTATION

5.1 The enhancements to the Allowable Cost Matrix will be effective
on 1st of November 2024 except for the hourly claims. The hourly
claims will be effective in January 2025. These enhancements wiill
be applicable to all new grant applications submitted with fraining

dates after the effective dates.

6.0 CLOSING

6.1 For further clarification and assistance, kindly contact our Support

Centre via https://supportcentre.hrdcorp.gov.my/portal/en/home.

Thank you.

‘Delivering Quality, Developing Excellence'’
“"Malaysia MADANI"

Yours Sincergly,

---------------------------------

Datuk Wira Shghul Dawood
Chief Executive
Human Resource Development Corporation
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SYARIKAT ABC

Appendix 1: Sample 1

Human Resource Development Corporation (HRD Corp)
Wisma HRD Corp, Jalan Beringin

Damansara Heights
50490 Kuala Lumpur

Dear Sir/Madam,

Date: DD MMM YYYY

Letter for Placement of Training Equipment and Renovation in a Shared
Training Location

With reference to the above, we are pleased to confim that the following
equipment/renovation is/are funded through ALAT scheme.

Details are as follows: -

MyColID | Employer Name | Equipment/Renovation Unit Location Amount
00001 Syarikat ABC  [Simulator ] Bilik Latihan RMxxx
Model : xxx Teratai,
Make : Blok A, ILP
Kuala
Lumpur

We hereby acknowledge that any changes in the equipment's location (such as
disposal or loss) must be disclosed to and approved by HRD Corp prior to the changes.

Thank you.

Yours sincerely,

Name:

Designation:

Date:

Company's Stamp




Appendix 1: Sample 2

SYARIKAT ABC

Human Resource Development Corporation (HRD Corp)

Wisma HRD Corp, Jalan Beringin

Damansara Heights

50490 Kvala Lumpur Date: DD MMM YYYY

Dear Sir/Madam,

Letter for Placement of Training Equipment and Renovation in Shared
Training Location

With reference to the above, we are pleased to confirm that the following
equipment/renovation is/are funded through ALAT scheme.

Details are as follows:

MyColD Employer Naome | Equipment/Renovation Unit Location Amount
00001 Syarikat ABC  Simulator 1 Bilik Lafihan 1 RMxxx
Model : xxx 2nd Floor,
Make : Wisma ABC
00002 Syarikat DFG ~ Renovation - Bilik Latihan 1 RMxxx
(details as per quotation) 2nd Floor,
Wisma ABC

We hereby acknowledge that any changes in the equipment’s location (such as
disposal or loss) must be disclosed to and approved by HRD Corp prior to the
changes.
Thank you.

Yours sincerely,

Name: Company's Stamp
Designation:
Date:
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Frequently Asked Questions (FAQ) ACM
Version 4 (20 Apr 2026))

General Terms

1.1 Why did HRD Corp enhance the Allowable Cost Matrix (ACM)?

The terms and conditions of the ACM was enhanced to provide greater
ease, convenience, and flexibility to HRD Corp Registered Employers in
submitting their grants and claims applications. This will in turn enable them
to utilise their levy more effectively, allowing for more employees to
partficipate in fraining programmes.

1.2 Will the ACM enhancements affect approval given before 1st November
2024?

No. This enhancement is applicable to all NEW grant submitted on or after 1st
November 2024 with training dates after the effective dates.

Any submission before 1sf November 2024 will be processed based on
existing terms and conditions.

1.3 Focus Area Courses and Industry-Specific Courses

1.3.1 What is Industry Specific Courses and Focus Area Courses?

i. Industry Specific Courses

Industry Specific Courses are tfraining courses designed to provide targeted
skills development tailored to the needs of a particular industry. These
courses focus on specific knowledge, techniques, and tools relevant to a
partficular industry to meet the current and future industry standards and
requirements. For Industry Specific Courses, only eligible employers within
the same approved Industry and Sub Sectors (as stated in the
Acknowledgement Letter) are entitled to the Industry Specific ACM. This
requirement is also applicable to Joint Training.

There are 21 industries under HRD Corp, which are all listed below and
each industry falls few sub-sectors underneath it:

No. HRD Corp Industries

1 Accommodation and Food Service Activities

2 Activities of Extraterritorial organisations and Bodies

Activities of Households as Employers; Undifferentiated Goods-
and Services Producing Activities of Households for Own Use

4 Administrative and Support Service Activities

5 Agriculture, Forestry and Fishing

6 Arts, Entertainment and Recreation
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7 Construction

8 Education

9 Electricity, Gas, Steam and Air Conditioning Supply

10 Financial And Insurance/Takaful Activities

11 Human Health and Social Work Activities

12 Information and Communication

13 Manufacturing

14 Mining and Quarrying

15 Other Service Activities

16 Professional, Scientific and Technical Activities

17 Public Administration and Defence; Compulsory Social Security
18 Real Estate Activities

19 Transportation And Storage

20 Water Supply; Sewerage, Waste Management and

Remediation Activities

Wholesale and Retail Trade; Repair of Motor Vehicles and

21
Motorcycles

ii. Focus Area Courses

HRD Corp Focus Area Courses are directly related to supporting
Government initiatives towards nation-building, based on the nine priority
areas stated in the table below. As such, the courses offered under HRD
Corp Focus Areas are expected to equip the workforce with the skills
required for the present and future jobs. The nine HRD Corp priority areas
that have been identified are as follows:

No. HRD Corp Focus Area Pillars

1 Aerospace Industry

2 Blockchain

3 Fintech

4 Future Technology

5 Green Technology/Renewable Energy
6 Industry 4.0
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7 Micro Credential
8 Smart Construction
9 Smart Farming

1.3.2 What are the steps involved in the Course Verification process for a course
to be acknowledged as a Focus Area Course or Industry Specific Course?
The Course Verification process is conducted to determine whether a

course is suitable for classification as a Focus Area Course or an
Industry Specific Course before proceeding to course registration in
the e-TRiS system.

The process generally involves the following steps:

i. Determine Course Type
The Training Provider first determines whether the course s
intended to be submitted under the Focus Area Course or the
Industry Specific Course.

ii. Course Verification Submission
The Training Provider submits the Course Verification Form and
supporting documents to HRD Corp for evaluation.

iii. Evaluation by Course Registration Unit and Industry Expert
Committee (IEC)
The submission will be reviewed by the Course Registration Unit
and evaluated by the Industry Expert Committee (IEC) to
determine the suitability of the course under the proposed
category.

iv. Course Acknowledgement
Upon completion of the evaluation, HRD Corp will communicate
the outcome to the Training Provider via email. If the course is
deemed suitable, an Acknowledgement Letter will be issued
confirming it as either a Focus Area Course or an Industry Specific
Course.

V. Course Registration in e-TRiS
Upon receiving the acknowledgement, the Training Provider may
proceed to register the course in the e-TRIS system and attach the
Acknowledgement Letter during the submission.

For a clearer overview of the steps involved, please refer to the process
flow diagram below.
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Note: General Courses and Professional Certification Courses may
proceed directly to Course Registration without undergoing the Course

Verification process.

Courses under Industry Specific or Focus Area
are required to undergo Steps 2
and 3 [Course Verification and Course
Acknowledgement) prior o Course Registration

Course o Payment
e Invalvement of Course Training
Verification Reimbursement
- Registration Unit & Commencement

-

Industry Expert Commitiee

Training Providers may proceed directly fo
Course Regisiration (Step 4) for General Courses
and Professional Cerfification Courses without
undergoing Course Verification.

1.3.3 How does a Training Provider know that the course applied has been
acknowledged as an Industry Specific Course or a Focus Area Course?
What should the Training Provider do next?
At present, all communications related to Course Verification are

conducted via email between HRD Corp fraining officers and Training

Providers.

There are three (3) possible statuses that will be communicated to the

Training Provider:

e Acknowledgement as an Industry Specific Course / Focus Area
Course;

e Proceeding to Register as a General Course; or

e Query: Requires Improvement / Enhancement.

Acknowledgement as an Industry Specific Course / Focus Area Course
Once a course has been acknowledged as an Industry Specific Course
or a Focus Area Course, the HRD Corp officer in charge will issue an
Acknowledgement Letfter to the Training Provider via email. Upon
receipt of the acknowledgement letter, the Training Provider may
proceed to register the course in e-TRIS and is required to indicate the
course category in accordance with the acknowledgement provided.
The Training Provider is also required to attach the Acknowledgement
Letter to the submission for approval. Please refer to the guidance
below for indicating the course as either an Industry Specific Course or
a Focus Area Course in e-TRIS.
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Kindly refer to Picture 1 below, which reflects the eTRIiS screen on where
the necessary update should be made upon acknowledgement of the
course as a Focus Area or Industry Specific Course.

For additional reference, please also refer to Picture 2 and Picture 3.

e e Ol Course / Content Outline I Topic / Module I Trainer List I [ I D i I For PY

Programme Information

Scheme Name HRD Corp Claimable C¢ v~ *
Focus Area Future Technology v
SKITATES 5 7 64

Procurement Negotiation
Course Title

Micro Credential Indicator Non Micro Credential v MICAS Application No.

File -~ Edit~ Insert~ View~ Format~ Table - Tools ~

2
i=

> f Formats ~ FontSizes ~ B I = =

Negotiation, in general, is a process of communication between two or more parties who have differing interests, goals, of
process between a buyer (often an organization or company) and a supplier or vendor to agree on the terms and conditio
Course Summary

p
Type Of Training Non E-Learning v Type of Programme
Training Mode Full Time v
Interaction Medium English v|*
Duration 2.00 *Day(s) Total Training Hours (Excluding Lunch)
Minimum Training Qualification Cert. from Polytechnice v | *
All Industry
Target Group (By Designation)
4l =
Via Physical
Methodology
; All Type Of Industries
Targeted Industry/ Industries for the ‘Application No : 22691357
Courses
£
Certification (Please state the certification
body if applicable and the supporting
evidence) 4
Picture 1
Focus Area Course
Application No  : 1243353
Course Name : Building Information Modelling (BIM) ISO 19650
Part 5: Security and BIM Training Course
Course Type : Focus Area
Area : Smart Construction

The above is a snippet of the statement included in the
Acknowledgement Letter when a course is approved under the
Focus Area category.

< Programme Information Course / Content Outline I Topic / Module I Trainer List I

Programme Information

Scheme Name HRD Corp Claimable Col v | =
Focus Area Smart Construction e
Skill Area Quality ot

Building Information Modelling (BIM) ISO 19650 Part 5: Security

Course Title and BIM Training Course

4 %

Training Providers are required to indicate the approved Focus Area
under the Focus Area field.

Picture 2
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Industry Specific Course

Application No  : 40172288

Course Name : Autodesk Construction Cloud Training and
GAMUDA DIGITAL OPERATING SYSTEM (GDOS+)

Course Type : Industry Specific

Industry : Construction

Sector : Other specialized construction activitie

The above is a snippet of the statement included in the
Acknowledgement Letter when a course is approved under the Industry
Specific category. Only HRD Corp registered employers under the
approved mentfioned Industry and Sector are eligible to receive
financial assistance under the HRD Corp Industry Specific ACM.

. Application No : 40172288 a
argetadiindustryllindusiriesifor Course Name : Autodesk Construction Cloud o
the Courses Training and

Loaniina NIcITAL ADEDATIAG SVOTEM (ENNAS 4

Training Providers are required fo copy the whole statement in the
above and indicate the approved Industry and Sector in the Targeted
Industry / Industries for the Courses field.

Picture 3

Proceeding to Register as a General Course

Based on the information submitted through the Course Verification
application, the Industry Expert Committee (IEC) has evaluated and
determined that the course is not recommended to be classified under
the submitted category (Industry Specific Course or Focus Area Course).
Accordingly, the Training Provider may proceed to register for the
course under the General Course category of the HRD Corp Claimable
Courses Scheme.

Query: Requires Improvement / Enhancement

Where the Industry Expert Committee (IEC) requires additional information
or enhancement to the course based on his/her evaluation, the course
shall be queried as “Requires Improvement / Enhancement”. The Training
Provider needs to submit the required revisions within ten (10) working
days from the date of notification. The revised submission shall review and,
where necessary, referred to the IEC for further evaluation. Failure to
respond within the stipulated timeframe shall result in the course being
updated to ‘Expired’ status, and the Training Provider will be required to
submit a new Course Verification application for future consideration.
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What is the Service Level Agreement (SLA) for the Focus Area and Industry
Specific courses registration process?
The SLA is within ten (10) working days from the date of the submission

to HRD Corp.

Where can Training Providers find the guidelines for the course verification
process?
Training Providers may access the Course Verification guideline on the

HRD Corp Claimable Course page through the HRD Corp official
website.

If a course has been acknowledged by the Industry Expert Committee
(IEC) as a Focus Area Course or Industry Specific Course, can the course
still be classified as a General Course?

Yes.

An acknowledgement issued by the Industry Expert Committee (IEC)
indicates that the course has been reviewed and is considered suitable
for registration under the Focus Area Course or Industry Specific Course
category at the Course Verification stage.

However, during the course registration stage in e-TRiS, HRD Corp
processing officers will review the submitted course details and support
information. If the Course Registration Officers / Grant Processing Officers /
HRD Corp’s Management do not align with the acknowledged category,
or if the content submitted differs from the information evaluated during
the Course Verification stage, the course may be reclassified or approved
as a General Course.

Please note that HRD Corp reserves the right to determine and amend the
final course category where necessary, based on the review and
evaluation conducted during the course registration process.

Training Providers are therefore advised to ensure that the course details,
modules, learning outcomes, and supporting documents submitted during
registration are consistent with the information evaluated by the IEC
during Course Verification.

How can Employers and Training Providers seek clarification or further
assistance?
Employers and Training Providers may seek clarification or further

assistance regarding the Course Registration and Course Verification by
contacting HRD Corp through the following channels:

i. Email Address: programmeregistration@hrdcorp.gov.my
i Hotline Number: 1-800-88-4800
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2, Course Fees

2.1

If Company A would like to conduct an inhouse training for five (5) hours
only, what is the claimable course fee under the new enhancement?

At present, employers can claim their course fee based on four (4) hours
as half day training and seven (7) hours as full day ftraining. Full
implementation of hourly basis fee will only be effective from 1st January
2025 onwards.

Based on the above, Company A may claim a course fee based on half
day eligibility only i.e., four (4) training hours even though the training was
conducted for 5 hours. Hence, the calculation of the eligibility is as
follows:

RM1,500/hour/group x 4 hours = RM6,000/group

If the training is conducted for a maximum of seven (7) hours, then
Company A may claim the following:

RM1,500/hour/group x 7 hours = RM10,500/group/day

2.2 What is the course fee claimabile if a training is conducted for longer than

seven (7) hours in a day?

Scenario 1

Syarikat ABC Sdn Bhd is sending two (2) frainees to join a two-day public

remote online training (ROT) programme on social media marketing. The

total hours for the two-day programme are 18 hours (9 hours/day). The

claimable course fee is calculated as below:

e  Maximum claimable hours/day is 7 hours only.

e Claimable amount per day, per pax for 7 hours training for ROT is
RM1,750.

Hence, RMT1,750 x 2 days x 2 pax = RM7,000

Scenario 2

Syarikat ABC Sdn. Bhd. is organising a three-day in-house team building
(face-to-face) training programme for 20 trainees (1 group).

Day Hours Claimable hours Claimable amount
1 7 7 10,500
2 7 7 10,500
3 6 4 5,250

Total 20 18 26,250

e Total claimable hours = 18 hours
e Total number of days = 18 hours/7 hours = 2.5 days
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Therefore, total course fee is:
RM10, 500 x 2.5 days x 1 group = RM26,250
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*The above calculation is applicable for training where the fotal fraining
hours is more than 7 hours

3. Allowances (meal, trainee and trainer allowance and internal trainer allowance)

3.1 What is the maximum internal trainer’s allowance for inhouse training?

The maximum claimable internal frainer allowance (face-to-face/ROT) is:
e RM1,400/day/group for a full day programme (7 hours)
e RM800/day/group for a half day programme (4 hours).

3.2 What is the meal and trainee/trainer allowance under allowable cost

matrix?

The new allowances under the new enhancement are:

3.2.1 Forin-house/public training, please refer to the table below:

Allowance Duration Amount (RM)/Pax
Meal 100
Trainee/ <100km 7 hours 250
Trainer >100km 500
Scenario 1

Syarikat ABC Sdn. Bhd. (HQ) and their branches are conducting
inhouse fraining at their HQ premise in Kuala Lumpur. The total
number of trainees for this training are 42 pax (30 from HQ, 7 from
Sabah branch and 5 from Selangor Branch (less than 100 KM from
HQ).

Below are the claimable amounts for trainees' allowances for HQ
and branches:

e Meal Allowance = 30 tfrainees x RM100 = RM3,000
e Trainee Allowance (From Sabah) = 7 trainees x RM500
= RM3,500
e Trainee Allowance (From Selangor)= 5 trainees x RM250
= RM1,250

Scenario 2

Syarikat ABC Sdn. Bhd, a company based in Johor Bahru is sending
two (2) trainees to attend a public training programme in Penang.
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It is a one-day programme. Since the distance to the training

location is above 100KM and the trainees decided to travel 1 day
earlier, below are the eligibilities:

e Trainee Allowance: RM500/day/pax x 2 pax = RM1,000
e Extra fraveling day allowance: RM500/day/pax x 2 pax =
RM1,000

(The Employer is required to indicate the Travel Day in the system
should they wish to claim for it and HRD Corp may request
supporting documents to confirm the said Travel Day)

e The air fare to Pulau Pinang: As per charged, should they decide
to go by flight (for public programme only).

4, Number of Trainees per Group

4.1

4.2

What is the maximum number of trainees allowed in one (1) group?

The maximum number of trainees per group is 50 trainees for soft skills and
25 trainees for technical skills.

What is the minimum number of trainees allowed in one (1) group?

The minimum number of trainees per group is two (2) and the course fee
will be prorated if there are lesser than five (5) trainees per group.

Scenario 1

Employer conducts one (1) full day of inhouse training using an external
Training Provider for four (4) trainees. Employer’s eligibility is as below:

e RMI10,500/5 trainees = RM2,100/trainee x 4 trainees
= RM8,400/day/group
Scenario 2

Employer conducts a half day (4 hours) inhouse fraining using an external
Training Provider for three (3) trainees. Employer’s eligibility is as below:

e RM6,000/5 trainees= RM1,200/trainee x 3 frainees
= RM3,600/day/group

Scenario 3
Employer A and Employer B conduct a full day inhouse fraining under Skim

Latihan Bersama (SLB) where two (2) trainees from each company attend
training in one group using an external fraining provider.
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Both employer’s eligibility (A & B) is as below:

e RMI10,500/5 trainees = RM2,100/frainee x 4 trainees
= RM8,400/day/group

The cost sharing between Employer A and Employer B are as follows:

Employer A Employer B
Number of trainees 2 trainees 2 trainees
Eligibility amount RM4,200 RM4,200

Can one (1) group have more than one (1) trainer?

Employers can have more than one (1) trainer per group. However, only
one (1) tfrainer allowance is claimable.

5. Industrial Training Scheme (ITS)

5.1

5.2

What is the maximum claimable amount for the enhanced Industrial Training
Scheme?

Employers may claim the full amount of the internship allowance, subject to
a maximum of 50% of their levy balance as of 15 January in the year the
application is submitted (for their eligibility amount).

Scenario
Detail Current Terms Enhancements
RM10,000.00 RM10,000.00
Levy balance (as of Tst application of (as of 1st January, of the
the year) year of application)
Percentage Eligibility 20% 50%
Eligibility amount as of 1st RM2,000.00 RM5,000.00
January 2024
Amount applied on 2nd RM2,500.00 RM?2,500.00
February 2024
Amount approved RM2,000.00 RM2,500.00

*Approval amount will be subjected to the balance of eligibility amount at
the time of approval

How to determine internship duration to calculate eligibility?
Calculation of months per our terms and conditions are as follows:

e 15 days equals to 0.5 month
e 28 to 30 days equals to one (1) full month.

The number of days inclusive of weekends and public holidays.
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Scenario 1
Internship duration:
20/2/24 (Tuesday) until 31/5/2024 (Friday)

Date Calculation Eligible financial assistance
20/2-19/3 First month Full reimbursement
20/3-19/4 Second month Full reimbursement
20/4-19/5 Third month Full reimbursement
20/5 - 30/5 11 days (less than 15| Not eligible

days)

*Claimable duration is three (3) months

Scenario 2

Internship duration:

20/2/24 (Tuesday) until 5/6/2024 (Wednesday)

Date Calculation Eligible financial assistance
20/2-19/3 First month Full reimbursement
20/3-19/4 Second month Full reimbursement
20/4-19/5 Third month Full reimbursement
20/5-12/6 24 days (more than 15 | Half month reimbursement

days, less than 28 days)

*Claimable duration is 3.5 months

Scenario 3

Internship duration:
21/6/2024 (Friday) to

16/8/2024 (Monday)

days)

Date Calculation Eligible financial assistance
21/6 -20/7 First month Not eligible
21/7 - 15/8 (Thursday) | 26 days (less than 28 | Not eligible

*Not eligible for financial assistance since the internship duration does not
meet the minimum requirement.

Future Workers Training

(FWT) Scheme

6.1 Under the FWT Scheme, can Employers claim the Training Provider’'s course
fee for inhouse programme conducted for trainees?

Yes. Employers are allowed to engage an external Training Provider for
inhouse training to be conducted for trainees under the FWT scheme. The
claimable course fee is a maximum of RM10,500/day/group.
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6.2 What is the maximum monthly trainee allowance claimable under the FWT

Scheme?

There is no capping for frainee allowance as it is based on the amount paid
by the Employer. However, the monthly frainee’s allowance is subject to the
salary offered upon employment. The salary upon employment should be
equivalent, or more than the monthly allowance paid by the Employer

during the training.

However, the allowance is based on the fraining duration. Should the
training duration be lesser than a month and the training location is at
employer's own premise, Employers can claim as per table below:

Duration

Training Location

Allowance/pax*

> 1 month

Own/External premise

As paid by the Employer

< Imonth

Own premise

Meal allowance for a
maximum of RM100/day or
the actual amount paid by
the Employer, whichever is

lower

< Imonth

External premise

<100km max RM250/day or
the actual amount paid by
the Employer, whichever is
lower
=100km max RM500/day or
the amount paid by the
Employer, whichever lower

*Employer is required to submit proof of payment

7. Computer Based Training (CBT) Scheme

7.1 What are the additional items claimable under the CBT Scheme?

Employers can claim the following new items:

¢ Training software and development of a Learning Management System

(LMS)

e Subscription of LMS (for training purposes only and excluding other HR

functions)

e Subscription of e-learning training content platforms.

7.2 What is the difference between e-learning under the HCC and CBT Scheme?

E-learning under both HCC and CBT schemes is somehow similar, but the
differences lie in respective conditions for grant application and claim

processing:
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1. Training Grant Application:

» HCC Scheme: Grant applications can be submitted one day before
the training commencement.

» CBT Scheme: Grant applications must adhere to CBT guidelines, which
require submission of grants at least one month prior to the training
start dafe.

2. Claiming Process:

» HCC Scheme: Claims can only be submitted after completion of the
training program. Other words, after the fraining end date.

» CBT Scheme: Claims can be processed immediately upon receiving
receipt of payment for the e-learning subscription, without waiting for
the training to be completed.

In summary, although the e-learning content remains the same, the grant

application deadlines and claim submission procedures differ between the
two schemes.

If an e-learning subscription-based content is registered by the Training
Provider with HRD Corp, can the Employer claim under HCC Scheme?

Yes. The Employer is allowed to claim under the HCC Scheme as well.

Purchase of Training Equipment (ALAT) & Renovation Scheme

8.1 What kind of training equipment is allowed to be purchased under the ALAT

8.2

Scheme?

All tfraining equipment that are related to the employer’'s nature of
business/industry are claimable. However, they must be used solely for
training purposes.

Can the training equipment be used for business/operation purposes?

No, the training equipment is solely for training purposes. Any non-training
related equipment or items including software is not claimable.

Scenario 1

If the Registered Employer is also a registered Training Provider with HRD
Corp, the item(s) purchased must be used by their own employees for
training purposes only, not for business/operational purposes.

Scenario 2

Hotel Ayu has purchased an LCD projector for their staff trainings. Hotel Ayu

used by their staffs. The equipment cannot be placed in the hotel's seminar
room/training room/ballroom which will be used by hotel
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8.3 What is the maximum claimable amount for the Alat & Renovation

Scheme?

Employers may claim the full amount of the fraining equipment costs or
training facilities renovation costs, subject to a maximum of 50% of their levy
balance as of 1st January in the year the application is submitted (for their
eligibility amount).

Scenario 1

Levy balance as of 15t January 2024 RM10,000

Eligibility amount as of 1t January 2024 | RM5,000
(can be utilised until 31/12/24)

Amount applied on 2@ February 2024 | RM2,500

Amount approved RM2,500
(100% subject to levy balance
and eligibility amount)

*Approval amount will be subject to balance eligibility amount
at the time of approval

Scenario 2

Levy balance as of 15t January 2024 RM10,000

Eligibility amount as of 1st January 2024 | RM5,000

(can be utilised until 31/12/24)
Amount applied on 2@ February 2024 RM 12,000

Amount approved RM 5,000

(100% subject to levy balance
and eligibility amount)
*Approval amount will be subject to balance eligibility amount at the

time of approval

8.4 Can employer place the training equipment and carry out renovation work

8.5

at other training premises, such as at an industry training location/venue?

Employer is allowed to place and carry out renovation work at industry
training location/venue within Malaysia, which they are required to disclose
during grant application. Employer is required to provide official supporting
documents/arrangements  between the Employer and  fraining
location/venue owner.

What is the process if employer decides to relocate/dispose or lose the
training equipment?

Any changes in the equipment's location and status (such as disposal,
relocation, or loss) must be disclosed to and approved by HRD Corp prior to
the changes.

END
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