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I.1 SUBMISSION LETTER

Diplorna Pengurusan Ladan g,

Universiti Teknologi Mara,

Kampus lvlukah,

Sarawak.

Madam Siti Falah Binti Lajim,

Lecturer of ENT300"

Sarawak Branch, Mukah Campus.

9 SEP'IEMBER 2016

N4adam,

Submission of Business Plan Proposal (ENT 300)

Referring to the subject stated above, rn'e wculd like to submit the proposal of our project paper for our

ENT 300 subject.

This business plan rvas completed according to the guidelines and requirernents given according

lo our syllabus. Tlus business plan also consftucted to serve as a blue print and guide for a proposal

business venture which covers aciministration, malketing, operation and fmanciai aspects.

We hope that this business plan that we proposed does fulfill your requirement. ,&ry mistakes or

lack in any area falls ful1y on us ard we appreciate arl). corxnents or remarks on our project in order to

lielp iis iiiiprove it aii,j ourselves as n'ell. Tliaiik you for griidance and tiriie io go tlirougli oui business

nlan anri analyzine it. Wifh all our efforrs w-e lrope that -v-r:ru nili anprove this husiness plan that we

produced. Finally, with the cooperation that alises among us can enhance a good collaboration.

\'^,,." ";-^^-^t..i vur o Dulvlr vfJ,

KHAIRITj j0i$,r)

GENERAL N,,IANAGER C}F PU' MANUK.
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1.5 EXECUTT!'E SUVIMARY

The name of our company is " Pu' N4anuk". Our company location is at The Medan lvfall, Setia Raja

Boulevald. Bandar Baru Mukah, 96400 Mukal, Sararvak, Malaysia- 964A0 Mukah. lllhe rnain activity in

our business is produced an<i supply rhe'oird nesi. Our company offers birds nest thai based on its qualiry.

Our business aperation is at 08:00am-05:00nm e.'.,ery dav.

There wiil "be iive (5) rnernbers rn our partnership. We agreed that Khairin John as a General Manager and

assist b1, the other fiianagets the Genelal l\l[anager is responsible in planning" leading, controlling and

organizing the business. Mr. I-uke Jai as a Financial Manager. He rvill responsible on handling the matters

such as preparing the budget and financial statement for expenses of each departments and controlling the

tlow of the money of the business. Mrs. Arzuna Binti Sam as an Administration Manager and responsible

for the job that related to adrninistration such as planning and arranging the remuneration schedule of
saiary alid wages.

l\4eanrvhile. Mrs. Siti Atikah Binti Junaidi as a l\{arketing Manager, she responsible to create the

marketing pian" identiSing tire customer's need and dernand, identifying the competitors" ta.rget market,

*rarket sizs afld forecast the future rnartet. Lastl-v, l\4rs. Nw Fatin fuzana Binti Rizalnra:r as &n

Operational Manager and she will be responsible to entile jotr that related to the operation and w-ill be

supervise and coordinate the operation of the business.



:. 1. INTRODI]'CTIONI OF ADNIINISTRATIO]\

Administration is the most important thing when open up a business. lt is to ensure the

-.rsiness run smoothly. The perfonnance, gror,r,th and surv'ival of the business depend on

:anagerial skills and capabilities. The manager should have the administration function such as

:.anning, controiiing, organizing, and iea<iing the cornpany.

The task of administration manager is to set the employee's salaries, protect the

::xplovee's welfare compensation and fringe benefits, recruiting, provide the furniture and fitting

- the offlce to ensure the employee comfortable working environment. The administration task

, so includirrg plan and set ihe obieciive or goals of the business and ensure tlie comparry achieve

'-: goals that ha.re been set successf,ully. The aCsrinistration slso has to arrange the

-ranizational structure, do a working schedule, and calculate all budqets relating to

. : rni nistration department.

Besides, the adrninistratioa also responsible tc ensure the partnership and the employees

-:: the acceptable salaries like stated in the agreement and take care about empioyee u,elf,are

r.'h as SOCSO, EPF. bonuses and leaves such as medical leaves, emergency leaves. rnaternit__v

- ":., ds ilfid annual leaves. fhus. in Pu' Manuk business we see administration function as a vital

... rvhere it compresses all the elements to make sure the effectiveness in terms of performing

_- 
anrzation activities.

Our company, Pu' Manuk rvhich rvill focus in distribution and selling of bird nest, see

-.1 the ather eountry such as China demand *n bird nest are draraaticalh' increases day by day.

: :ooking this as business opportunity, lve choose to create this company.
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