
UNIVERSITI TEKNOLOGI MARA

FACULTY OF ADMINISTRATIVE SCIENCE AND POLICY 
STUDIES

BACHELOR OF ADMINISTRATIVE SCIENCE

PRACTICAL TRAINING REPORT (ADS667)

SARATOK DISTRICT COUNCIL, SARAWAK

FELICITY CHINDA ANAK JAMES

2017274004

JULY 2019



TABLE OF CONTENT

CONTENT PAGE

The Declaration i

Acknowledgement ii

CHAPTER 1 INTRODUCTION

1 .0 Introduction to Saratok District Council 1 - 2

1.1 Background of Saratok District Council 3-5

1.2 Job Scope For Each Section 6-10

1.3 Saratok District Council Organization Chart 11

CHAPTER 2 TASK ASSIGNED

2.1 Introduction 12

2.2 Tasks Assigned to the Trainee 12-16

CHAPTER 3 RECOMMENDATION & CONCLUSION

3.1 Introduction 17

3.2 Recommendation 17-18

3.3 Conclusion 18

REFERENCES 19

APPENDICES 20-27



DECLARATION

I declare that the work in this industry training report was carried out in 

accordance with the rules and regulations of University Technology Mara 

(UiTM). It is original and is the result of the student own work, with the help 

organizations, lecturer and other references. This industrial training report has 

not been submitted to any other academic or non-academic institutions for 

any other qualification. Any form of publishing, copying and so forth is 

prohibited and requires the consent of the student.

Student’s Name : Felicity Chinda anak James

Matric Number : 2017274004

Program : Bachelor of Administrative Sciences (Hons)

Faculty : Faculty of Administrative Sciences and Policy Study

Title : Industrial Training Report

Signature

Date : 8th July 2019



ACKNOWLEDGEMENT

The internship training that I had with Saratok District Council was a 

great chance for learning and professional development. Therefore, I consider 

myself as a very lucky individual as I was provided with the opportunity to be a 

part of it. I am also grateful for having a chance to meet so many wonderful 

people and professionals who led me through the internship period.

I would like to express my deepest gratitude to Madame Alina Binti Haji 

Bidin, my supervisor for her guidance in giving the new skills and knowledge 

during my twelve weeks of practical training in Saratok District Council. All of 

the knowledge in administrative section has given me a chance of 

experiencing the office matters. This experience will be used when I am able 

to get a career in the future.

Next, I would like to thank internship training unit of University 

Teknologi MARA, Sarawak for helping me in the process of before and after 

my internship as well as in order to prepare a report for the internship training.

I would like to thank my parents who always support me with the 

decision I took in doing my interns. Lastly, I would like to thank my friends for 

giving me a support in order to complete the practical training report and 

ended my internship for about the twelve weeks.



CHAPTER 1

INTRODUCTION

1 .0 Introduction to organization

There are 26 Local Authorities in Sarawak which including Saratok District 

Council. The main office building of Saratok District Council is situated in the 

middle of Saratok Township. There are 53 staffs of Saratok District Council 

that lead by the N44 Administrative Officer called the Secretary. The 

organisation structure of Saratok District Council that comprises the 

administration and service management can be divided into eight sections:

1. Administration Section

2. Public Work Section

3. Public Health Section

4. Treasury Section

5. Rating and Taxation Section

6. Enforcement Section

7. Library Section

8. Civil Engineering Section



Figure 1.0: Saratok District Council’s building



1.1 Background of Saratok District Council

Saratok District Council was established in 1948 and firstly known as “Kalaka 

Mixed Local Authority”. The name was changed to “Kalaka District Council” in 

1954. However, the name was change again to Saratok District Council in 

1991. That name was last until today.

Saratok District Council had its own office building in the year 1962 

which was launched by Mr. Resident of the Second Division Simanggang, Mr. 

A.J.N. Richards.

However, the building was demolished and builds again in 1991. The 

new building of the Saratok District Council was launched by YB Ministry of 

Environment and Tourism at that time which is Datuk Amar James Wong Kim 

Min on 23rd June 1993.

From the year 1948 until 1953, the main office of Saratok District 

Council was situated at the Public Library. Then, it was transferred to the old 

building of government that situated at Masjid Besar, Saratok.



Vision

Saratok District Council as a model centre of community advancement by 

2020.

Mission

Saratok District Council is committed to elevate the quality of life by providing 

an efficient and effective municipal service through community engagement.

Slogan

“Ke Arah Pembangunan Mampan”

Figure 2.0: Saratok District Council’s Logo
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15 Mr. Bilong anak Engkas 2018-NOW



1.2 THE JOB SCOPE FOR EACH SECTION IN THE COUNCIL

i. Administration Section

• Administer and support services

• Customer service management

• Handling customers’ complain

• Management Secretariat and continuous Implementation of Quality and 

Improvement Programmes

> ISO 9001: 2015

> 5S Practices

> “Anugerah Kualiti Perkhidmatan Awam Negeri Sarawak” 

(AKPANS)

• Development of the organisation :

> Coordinate the development activities and the application of 

brilliant work culture

• Managing the record of files and letter.

• The council meeting committee

• Human Resource Management

> Performance Evaluation

> Disciplinary Action

> Service Records

> Handling the process of the appointment, promoted and leaves 

application of the staff.

• The security of the office

• Public relation



• Plan and control the computer system in the office.

• Management at the Kabong branch

> Administer the branch

> Receive the payment

• Management at the Roban branch

> Administer the branch

> Receive the payment

ii. Treasury Section

• Managing the financial affairs in the council

• Managing and organizing the accounting system and all the procedure 

of accounting in accordance to the Local Authority Forest Reserve 

(LAFR).

• Revenue collection and accounting:

> Managing the door tax, payment of various license and bills.

> Receiving recurring grants and development grants from state 

government.

> Managing accounting tasks.

> Prepare the yearly account and annual budget of the council.

• Managing all type of payment made by the customer

• Managing the emolument payment of the staffs.

• Investment management Council



iii. Rating and Valuation Section

• Run a survey work.

• Preparing a sketch plan and location plan

• Make a further investigation on the demolish house, new house and 

abandoned house.

• Help in the process of exchange of property.

• Assess the house tax.

• Investigate the write off request on tax and duty free.

• Check out on the application of a new house.

iv. Library Section

• Management and development of knowledge sources.

• Management of library sources.

• Management all the facilities and infrastructure of the library.

> Acquisition of Ibrary material.

> Storage and maintenance of the library materials.

> Record management and library inventory.

• Control and maintenance of computers, and reading location.

• Help the state library to plan the development of the library.



v. Enforcement Section

• Implement and enforce the Council Ordinance, Basic Law, By-Laws 

and the government direction in the authority of the council:

> Enforce the law

> Processing and application of banners.

> Deal with hawkers and shopkeeper that does not have business 

license.

• Make investigation and prosecution on the case violation of the law.

• Do the inspection on the business premises.

• Investigate the customer’s complaints.

• Supervise the illegal business.

vi. Civil Engineering Section

• Managing development projects which is funded by the government 

and council.

• Managing tenders and quotation for the development projects.

• Maintaining facilities and managing infrastructure work.

• Review and approve the building plan.

• Preparing, maintaining, improve, build and beautify the area of 

council’s jurisdiction.

> Develop a new public park, recreational park and landscape 

area.

• Maintaining the recreation facilities.



vii. Public Health And Environment Section

• Maintaining and improving the cleanliness level of the public :

> Quality control of food.

> Management of market and booth of the hawkers.

> Solid waste management.

> Sewage side management

> Clean the ditch at the housing and market areas.

• Prevent and control the infectious disease.

> Catching a wild dog.

> Inspection of premises in vector control.

• Manufacture and control various business licenses:

> Inspection and grading the food premises.

> Conduct environmental awareness programs.

> Check building plans and public health aspects.

> Enforcing the law of the council.

viii. Public Work Section

• Managing development projects that funded by the ministry and 

council.

• Managing tender and quotation for development projects.

• Review and approve development plans.

• Maintenance of sports and recreation facilities.
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CHAPTER 2

TASKS ASSIGNED

2.0 INTRODUCTION

During the 12 weeks industrial training period, the trainee (Felicity Chinda 

anak James) is assigned into the Administration Section of Saratok District 

Council. The trainee has done a lot of tasks especially regarding the 

administration matter. The trainee has learned to improve her soft skills as 

well as the management technique when dealing with the superiors, 

subordinates, contractors and the public. There are eight main tasks that the 

trainee did. All of the tasks will be explain below.

2.1 TASKS ASSIGNED

2.1.1 RECORD THE STAFFS LEAVE IN THEIR PERSONAL FILE.

The trainee was assigned to record all the leave application of the staff in the 

council. In that case, the trainee has to key in the application of the respective 

staff in the template inside the computer. It will then print out and produce a 

leave certificate. The leave certificate will be review by the Secretary and 

approved for further record in the personal file of the respective staff. Other 

than that, the trainee was also calculated all the leave days left for the 

respective staff in a year. According to Section 60(E) of Employment Act 

1955, the paid annual leave for employees are 8 days for those whom less 

than two years of service, 12 days



2.2 RECEIVE PUBLIC COMPLAINTS

The trainee was assigned to receive the public complaints in two ways which 

are through a phone call and directly approach by the public to the council 

office. In this case, the trainee was informed by the supervisor to record the 

information of the complainer in the form provided. For example, the name of 

the complainer, their address, their phone number and any other demographic 

profile needed. After that, the trainee will then record all the complaints and 

problems of the complainer. After all the information gained, the trainee will 

then pass the form to the Secretary for a further review and action.

2.3 UPDATING THE INVENTORY STOCK IN THE OFFICE

The trainee was assigned to list out the stationary stock at the store room of 

the council. This process was taken about 2 hours for the trainee to complete 

all the listing and calculates all of the stock that the district council has. During 

the process, the trainee was able to manage the offices supply by prepare an 

inventory log, group supplies by type, do an item count, determine reorder 

levels and record new office supply purchases.

2.4 RECEIVED AND SEND OFFICIAL LETTER OF THE COUNCIL

The trainee was assigned to record the entire received letter in the record 

book provided. In the record book, there was a column to be fill out which 

including the name of the sender, the date of the letter received by the district 

council and the recipient of the letter. This information is important for the 



reference of the council in the future. Other than that, the information was also 

used as a proved that the letter has been received by the council.

2.5 DO THE 5S PRACTICES

The Saratok District Council has set a particular day in a week to do the 5S 

Practices. Therefore, Friday has chosen to be the day that all the staff will 

implement the 5S Practices. In this case, all of the employees including the 

trainee were told to use casual attire every Friday so it will be easier to do the 

5S Practices.

There are five pillars in 5S in a continuous improvement program, 

which stand for Sort, Set in order, Shine, Standardize and Sustain. Therefore, 

it is a system and way of organizing and managing workplaces to improve 

efficiency by eliminating waste, improving flow and reducing process. By 

adopting the 5S practices, the organization can focus on maintaining a 

healthy and safe working environment.

2.6 BE THE TELEPHONE OPERATOR

The trainee was assigned to be the operator of the telephone in the office. 

The Administration Section in Saratok District Council is the main phone line 

and every time there were incoming calls, the trainee will connected it to the 

respective sections. Meaning to say, the trainee was the one who answers the 

incoming calls. Other than that, the trainee was also being the one who make 

direct calls to a respective departments, rooms or staff.



In addition, the trainee will listen to customer request according to 

alphabetically or geographically directories to answer questions and provide 

telephone information. For example, questions from public regarding 

departments, phone numbers, operational hours and many more. Thus, the 

job summary for this task is responsible for answering the phone, greeting 

callers, establishing reason for calling and resolving issue by contacting 

appropriate person that can help the customer.

2.7 UPDATE THE PERSONAL FILE OF THE STAFF

The trainee was assigned to update the personal file of the staff. Every 

document, certificate, form, job evaluation and any other related document 

that belong to the staff will be keep and recorded in their personal file. 

Therefore, the trainee was assigned to do the task and get the experience to 

view and learn about the personal file of each of the staff in the council.

2.8 FILLING

Filling of documents is to ensure that all information can be obtained quickly 

when necessary needed. It can also be a reference by the officer in the future 

and secure the documents to be in good conditions. The trainee has learnt 

about file management procedure, by referring and filling guidelines. The 

procedures of storing the files is the letters have to be arranged accordingly to 

the date and the date references number at a specific places in which it would 

be easier for the staff to look for the file when needed.



In addition, the files also need to be attached together with the minute 

papers to record the in and out of the papers. There are some methods that 

used such as opening of files and activities undertaken. Files that have been 

fully used should be closed when it has reached maximum and unable to 

keep all the documents due to full storage. The file also need to be closed 

when it no longer requires for daily administration or not referred within five 

years. Therefore, new measures should be undertaken for new cover files. It 

is to ensure the organization can manage the records effectively and 

efficiently with this action.



CHAPTER 3

RECOMMENDATION & CONCLUSION

3.0 INTRODUCTION

This section elaborates the recommendation to the organization and the 

conclusion of the entire practical training report.

3.1 RECOMMENDATION

Firstly, I would like to suggest for the Human Resource to provide a meeting 

with students weekly or monthly to ensure the welfare of the students are not 

ignored. It is important to ensuring the health, welfare and fitness of the 

students in the organization. In fact, a lot of new information can be obtained 

by the students.

Besides, I expect the organization will provide a suitable place or room 

for trainees so that they can have a place to do reports and communicate with 

other trainees for more knowledge. Moreover, I hope supervisors could 

improve motivation session to trainees so can be more competitive and 

motivated. This can improve trainees’ skills, general knowledge and expertise 

on certain matters.

In addition, the organization should improve their facilities in the office. 

The management should buy more computers and printers to enable smooth 

process and did not rely on several computers in which some of it were not 

functioning well. This technological advancement will enable the organization 



to change from manual to computerized methods of processing documents 

and proper record keeping.

Other than that, the organization should give allowances to interns 

most especially transport allowances to cater for transport cost for the interns 

that far from internship places. Lastly, serious supervision to the workers and 

students should also be conduct. The organization should increase and 

ensure more supervision over the employees in order to work effectively.

3.2 CONCLUSION

12 weeks in Saratok District Council do teach the trainee a lot about working 

experiences and its challenges. The trainee benefited a lot in the field 

attachment in a way that she managed to apply the theoretical knowledge 

from the university into practices through many tasks that the trainee was 

instructed to do.

The trainee improved the skills like interpersonal, listening, 

presentation skills, typing skills, recording and organization skills. The trainee 

learnt many lessons which included on how the working environment runs and 

deals with all the staffs as well as got different ideas from different them in the 

organization through interacting skills. It has contributed a lot on the 

knowledge and experience.
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APPENDICES

Figure 1 : The Administration Section that the trainee attached to.

Figure 2 : The leave application form of the respective staffs that need to be 

recorded in the template provided.



Figure 3 : The printer that the trainee used to print all related document that 

she assigned to.

Figure 4 : The binding machine that the trainee used to bind related document 

and produce into a file or a book.



Figure 5 : The paper shredder machine that used to shred all the confidential 

documents that are no longer used by the council.

Figure 6 : The photocopy machine that used by the trainee to photostate or

scan the document that she assigned to.



Figure 7 : The fax machine that used by the trainee to send and received 

letter that then will be recorded in the record book provided.

Figure 8 : The process of recording and updating the staff personal file by the

trainee.



Figure 9 : The process of open a new file of Human Resource and

Administration File.

Figure 10 : The new files that need to be set up as a new file of Human

Resource and Administration File.



Figure 11 : The process of identify, recorded and calculate the stationery 

stock inventory.

Figure 12 : The materials or labels that made by the trainee for the 5S 

practices.



Figure 13 : The book of service of respective staff that need to be updated by 

the trainee.

Figure 14 : The type of Human Resource and Administration Files.



Figure 15 : The farewell and appreciation day for the trainee on her last day

internship.
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UNIVERSITI TEKNOLOGI MARA 
CAWANGAN SARAWAK

PRACTICAL TRAINING

LOG BOOK



Instructions
This book is issued to you to provide a history of your training and to act as 
a weekly record by the work on which you are engaged.

Student’s responsiblities for keeping log book up-to-date

Immediately this book is issued to you, you should, in consultation with 
your Training Officer, complete the detail required on the previous page.

It is your responsiblity to make the main entries of the log book and keep it 
up to date. Entries must be regularly initialled by your Supervisor. You must 
ensure that:

1. It is available at your place of work during your training.
2. All entries, except sketches, are made in ink.
3. Entries are made within a week of the work to which they refer.
4. The book is handed to your training officer for retention on your return to 

UiTM and this will later be handed to the head of school for grading.

Recording

The log book should countain the following information:

1. A neat concise description of each of your training locations and the work 
on which you are engaged.

2. Relevant sketches, data and circuit diagrams.

3. References to textbooks, standards and other technical information 
related to the work being under taken.

4. Constructive comment on the work being undertaken and your 
consdered opinion as to its value as training.



_____________________________________________________________

1. Student’s Name

2. Date & Place of Birth : TO / KUNIE KtsifMW faMN

3. UiTM l/C No. ■ ____________________________________ ;___________ ;__________________________________ _ _______________

4. Course . of xp^(N(£TM Tive sciwa CfW)

5. Year . W - 3^ Part __________ ______

6. Home Address . P-osunp

7. Address During Practical framing : IW m

8. Place of framing

x •

. fpX^LIS QAIW*________

O(ST^(CT Council)

9. Name of Supervisor In-Charge :

10. Duration of framing 

From;  jo:

FOR OFFICE USE ONLY:
11. Remarks: [Dean / Course fritor]
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-^)^| x^r^x^? (jA&>

erf Ix^^'

-7U0/ 1^ ^ac^ef^ '1 -^O foiozfif ^wcupl
vx '

of 4° 4(>e <zfvr
4& ^0;

kJ
" X( af 4^ (^hcf1 7poCu^=^p unr^^'b^^ k v <sV>' c^r'

pof 4® Lx> <<v' r.t-5^>T^
J2s^ -jp 4^ >^V 

V'’
P6x]
- A(| 4 -feba^r befb ip

4k- Qscare bo^ / [oc^f^-

S'.0^ wi:

Tn ^|z> I^'^-

pb° a^ 6gH

4 4k ^tx-

or / Gsr>|inje 4b^ 4^^ 4U
\

4^^

PRACTICAL TRAIHIHG



Date

i

Exact Nature Of Work Done

4 Hfe dfeuo^fc^

Supervisors 
Remarks

as Di&pe* <^xzro|

a r^spc^ k -^&

(0 Gso-^>0€ *■ * ofep -fR 4ep^' 4(
Y^- <jo of |yi^Jeof'

-<5^p up -|e(4^ At^'

?<>
- -

^ll To ^btJ ^IV1 f^K^r T^i,'^'^sn‘ \\i'r
f. C"T^p=^ tpk^tpaP • ®f “ib? <i<o^Jx&«wvq yesr^r^ 'RoczsS'
®f C&v) , lr<xp sc Cf^e p, T ,6 -) „
of -^(Oihuj^

Al of : A^^fep^ce of Cufc^ in

J&^erH 7^ : A, |s> ✓ C D - ref^sarf c&fap wea ■

: Ad -fa fasf up4k H1
^}(| (W1 4c pcrf

>tf-' ~ hcN€-

-f- af -1 f>€ ofc *&vj

Qeofc^ of SPC‘ "fc' co 4 4
ofc-

8". P- TxiC <^0 -^16 r p'of&'f

Ip ^11 € -^|0C- of -fte ^pib^ 1-^ of tyc •

(3- po ! (upcf) a] os -fk
tyc - US- P<M> 7S apfl d-^-

A ^^22 if it "fc^J -i(iP6 fc

fOug6ip • I

5 i <5r 4 ®f th Hk V"

Y^CJb^'

^00! ^11 HU u OsToplefU’

ux<^ 4,1 '° CaWC ^(1J-



Date Exact Nature Of Work Done Supervisors 
Remarks

.' ovn' 4 4k spc- -
4° 4k> "juwi on HU 1^1

(V1-^ yn 4^

kwp^ (iCe^tkn k^p3 ’foY 4^4

re^ve^ k ■px -> *4»k typ)kr>x ,<S^A
-^(( 4U 'l'T^t<v(<^ tptJLSf k (P

"kh z l«^\yx ^v\
>^v'I tA-V rxr-

%/'/soft .’4 4k a$ce Q0C-
r=

$■ ^a^'. ^pf oaf a|( df 4k Caxtfr Y \K

all ^oait^ni 4b4 (y^4 4> 1^ U£0=^ Tp Y Vk*Z 0^'
^2^. • ^uH O^ |f)4gt^ C^a-l<O

l^ ) ^V- 0® ^2=(^ i

■^u^ ^/ua^ Ceczrf^

7^?n C/^V^f

- ^p4^p f^s <2^'^ / ^ejepn) ^(^f

p ?^ |phn - otf| ^r^ual

Kca^ kf ’

i ■ 6& h(\ ■ C^ (upcV
\ 1

i [ 4y0vfic( af 4b€ a^ce

^.O^aKi' 4k l&tve a^b^op <rf all

4|p6 Cpc g|o4f JL. at( of -]k <5^c4

^'.

^■•l^aM1 •' ^'■'^ a-| 4k

C^'^) ^■60<^\- a|>^^ 4fc" P^kp^ <7(inW

4[k 9()C ^?.

|4io'f®sft4€ 4k (^c>^q of

||- ot) w: 'fc -{kx 4k |^ af 4k

li-^ow- 4^ b 4k -?o^

4k |e4k £<4^ trf *C

4k "ip ‘^t-b 'pk*



Date Exact Nature Of Work Done Supervisors 
Remarks

'4/1 / 4’0^ 4W ’ <3®^ 4k> C&W
C

*(/ 4k 9 _ / \4- __ __
------ ’ f i-j-----

: P 9^ •fW1 "Ik
(^4^4 CM^W - §utClVs<M'>e a>’f 4k ivip1 U)aA Dt)vvi'

-|be । Al INA BINT1 EMOIN

a- Sa tcill Y?^ -dace r£
4k 'ksl Onp&l k 'sf^q l(V€ G^^lrli

^AJUS o-u -

1 ' 
s- Ik »oR| <®r^bue -p oso^

: tObHbS
A* P'^ f.&ep«P<2i|p,Hl| -

6p(^ *n <20^1
$■ "T^s ' |>lo -^c i^6i^/ ^4

io ■ <w ' 3U f 4k

M0W* fa# Up * 4’C £$c- r

4” pf Q^C-

|Jl^ |pip ! £ p'o^r^ "'^a^ Uk

G*4

*4 (MP ’• - a* af (Y-klf«'^<5Y’ f aC. al- 4k

4< ^Pc- 7p J^V -fk-

$/• lOw: ^1^^ fjj <^ l’c C&oe» - V
ii «u <m^: 7^^ r>^ O»\fj^ peA^ <7v

z

l-^o^p ^fua^r Apd<&'s r< _^vrJtv^
R 7
H-

r?

|l- |0<w;

iwptv: up il •
ph6rod ’

4f*°’ ^oc-<5t|v(

• ’ < '■ Cpc /ptk ze^}Y«^ f* .♦'WM- „z,„^
|t^cyd^z M ^vH-sr ^gt^fp

k>b«



Date Exact Nature Of Work Done
Supervisors 

Remarks

Qs^ of of 2pC-

’ *p pin •' : 4k 4A- "fM

^(pio •' iY> fk ^c- g(( ^c- \Wvf^Z ’

4 £v€Al ^40^4/ Qec^ \

-?fr^ q(| fM ^eP^c^zr^ 444 pS M T1» p^!TJ RID’h 1

^((^ US&4 <^Kxr€ pi| 4e faper ^44^ AL.' f'lA £'’' r,p ^22 (TBK 
roKJ Il 1 p

1^4'^
EMun' J - .u
MAJUS DAtf^

t[^: (jso^m 4M upUJ^f Gsfcpc^f^

■

l^p^: pbcsW’k

n/f/^K - Y
) p^pf cw 4^ of Qv&^ cf-HP £°

4M k VOeAf ’

4f>^ s
(1'^6 aip' °a^ "7*^

H-

^V-6e^ <2>f>-p=(^>fW
' r r

\A< EE^ 4 - X -
IW^K z^pp^ - -f^tnUif

«=rA"~

------- 1 p <J-----1--------------------------- V—-J—---- ------------------------------------------ A—L/

1^1 /Aet^ $-19 onp ■ rec^cf -^p3 wf&eKe,?

O*5GW <Mt Hf6 fc^S <4 ca^r^f ^44/ rao of

Ga^b&l yoiO M h fab&- C(<^
J ' ° 1 I'

ype ^zwC.-
|d-0V«v '• sb^e^ 4^ ttnu^? ^per

MALINA E5IN H BID'
g(w€4^ViM IWGW ■ r ’FMRAMTI 1 TAPRIR ^22 (TBI
Kw - M -ft <5^y^y 7 pcf- 4^ MAJLIS DAERAH SAR/^ roK

Qj^4t ^K-

ia-^po! r&corcP «(| 4^ Y(e °\ ~^&
4b4 ks X 4ft cww\ sf4f 2PG-

L06 B®@E€



Date Exact Nature Of Work Done Supervisors 
Remarks

a^'

) cpct f>b
r z~ nt16 awl : "jp <2vb'tM

l3
J^\ ^(( torffn «(( Cr^ )

of r ^s r^cP fr J^aap^Ki&^e,

km^ fa a<$ Q’kc+^'H€

(V! \2^: Oko^ 4

r^w( k «l hj
ufuss^ p^pe^-

• <34 up / awac^e \\^<aK\tK^c=VY

^(■6 -^gpg^isY' .X V y.

- ^kyratp^e <^p^ / ^A—f IMA EMPTTI Hir\IMLIMA DHTTl DlUIN
J PEMB ^NT J TADRIR N22 (TRk)
[O^v-g-^ 0^ <{(p0 on LIS DAERAH SARATOK

AV< Gi|M' ~°^ k

/ ^7 3"- ^<5 • Q&| up c^bCtunCf'f r/^tf

CTft69^) ^‘>0<W’: 4^ uPuuge^

J0^«)0’. - fM ^C- '/(^^ To

-f k Oxvf^ ce^'C€- -

16^ ^1 HR

(c^baKC-/^.

|3.pip-’ "f6 ^04^^

4^0 0 dbco^zv] - ( Q»^.

~ rps IW6

tef ^ver sv- fl*

t\ poj- V ^e> l^- - 0i|( iref^n>& ■

; -f|p6 rP^ / If To /w

upttg^pf p^pe^ •

^’^Dar)'' {^hocp&^e (4 ^ay-



Date Exact Nature Of Work Done
Supervisors 

Remarks

|O«eP: ^44^4 £0 ce^S a ■\

p^ K^'. ^^tuxjg^

fol 1 '/° Kie gp^

5J5po -'-^k cuf 4k " (^P^pGp^p ^11

4° k s^t*^ (g 4k

& w '. ^’pf e4 4k caver 4®- kk kk4 4^4^

fTbuv^kp L^'^Za "

- {40^a ®f ^4n-

- p4 4k ®f ~4k

(^- &^irrzw(6 fa (V)
X 4^4 /k’p^SK7 C5^))

^F7 '/^H - ^tT^e 4k*p^ 4^^ ^'l ( M^uooktf/r
.(^^) ' /Y

r^Speofiv^ ^l&'
//\i

- Tq^ 4k ^'4 <51 4f ppiy ALINA BtNTI BIDIN
MMTU TAORIR N22 (7

4° r^ip^ ^1^ ~ln OJUS DAERAH SARATC

^(pil^€r( •

- fli-o^W^ 4k ^fi(e

K

E E s3 )

^/t/^ { 4^g [eave kucl’^ ^np((g

C4w4<p

^l/‘/^ .^0 aw’ •' o^ep up <a tvua -pk 4k=^ 4^'1

CawV -io^e r^e 4 4k

7^^ ^kk3'' ^4

- 4pg^4 r-c^jvtX ^pre.cj^K°^ Ce^^'ca^e

5p4 "k 4l€

pp '. e&p/es of
' n-iH4ta4 p^ju^s^p f^pgg^r f'M1

■ --------



Date Exact Nature Of Work Done Supervisors 
Remarks

tO <%P: all •$& <fo

'&s^ 4M P'll k r-o/se

- 4W & y<ji<&-

QsnpW; a(f

up a

CA^kO / <fa( 2w°k^ /Yiw Y^AO)
<f£ e^ r^-

■ 1cm(Y 0 Yp «7fe e^'Z-

- ^4^ J
lb%^' H</ Hk [^ve flfpGca^ ygip^

jr Fc' "£4nf c5^
Oik>b(ica[^ p To 2i^ •/<•

• pb^ ■osf°^c /^>
’ ’ 1

-------~

\b.^w: £0 64’ / KLIN A BINTI B'D'N
) c^ir^' --era^^ aM A MTU TADBIR. N227TB

c^, cMpW is 9s^0f</if . MA JI IS UAERAI l 'r''

: ph^^H6 ^c<ce X r&fp&i '

'w

44/5^ 7^^ a cpi&f seopo^ 4^ "c0 /
pi^iic ^(<0

|(^! ^& 6peca<{^ Q ^10 Y*
^p^c4V^ CecpMP X M;^’

(M GC^ all 4 4^
4^0 ^K1'

Q (W H0^^/
J

/ 
__



Date Exact Nature Of Work Done Supervisors 
Remarks

A A^Gb^ ClrcA^ ^(1 s
•AG^ bp&foo^ir^w<f> varjpi 'to Hie ^?{g .

r££(je<s-^4l ■

Ho<l-’ noYC/v^M) — •'8^

--c^ ©A AM

P Ie AM

gf^ cfgi>g AM -|p Ate

- |^nf ou{ / To&'^ Ate

^■^W: 7^ JOkG h tn|o z^pM Pfe

/ tp^ Ap^
3 I

^6&W' TaM^ Ot4 ®f SpCSi

rj ip

M&M " 7b^ fr^A s^P -A ^(Wu^k^x
H00^ To Ate

|D-GdW: ^Gb-Ag^e 9f^

Ab^ ^S 'b? ouj ‘ pp v^'mr 1̂ B,DIN

- \\^e M/\ u^TU TadBIR, N22 n 
^^LIS DAERAp SAPATr

seep <b> r^^-<yiv^ g-«Af f OAAf-X/A 1 C

3bC
0u\ ^n^e p<3pe^

bufp^o A^d®'. - |xA Ab6 A

rj^<^ ^ip^- -

4'^O^f) • (5p^p wp fs° -*[€ APiQ ^sjO

w/V^ ^A°aio ■■ ^<o Afe toe&pPA a^ ®W

C^op^ip .' I- pgpt'l^csp

a- A^sAv^
j- tXiYd' -'jv-^g^A osHf e^c«A^ ly

^^iO'

®p ^e^'P •’ f^pA* T^nurg

5- Afc .



Date Exact Nature Of Work Done Supervisors 
Remarks

^.^axA' JUrovcf qfl -fv

IfteJ IV^gu^ CQeutfw X
b^n(Yuq/l — X° L Si'gh^P

^£©4 * (-6^ fp^> AVpo -p|e-

4 pro; 4^ l’M€r -W b^€ |fW S^iW’

tn Ck^c^

georef -fa "ip 4d

CTte^y) ' 3^'IV^c z^T-
7w'- "ip ^(1 -fa \&fa HM (t^^C

(sq -fo re^a^vs

[6^ ’ G'otf • Tnfe4 ^°c- /fpup ^*V

-ft
%pp: [e^

Xh 1
<Cr—

\1/s/^\ pb°''6S'{a^ -h36 <35^>i^S ®f r&fe>H«€ k INA BINTI BIDIN
’ -£k °f q ’̂ PEW EJANTU TADBIR, N22 (IE

®«( « ©f <;? r^spec^
LIS DAt^'“'*’ o / A Rif™i ■»■■*-*•

■ -4U pe?e c^c^ - ^snpecb^A SCfE-p50'

^^*4^ ^0 \e.cf>^ Tp Hte
r€£evef ^eob •

OfW- O^ep 4( 4fc ^pvd'ope of r&coveA
' 1

Q£C r^Co^ ^K [&^&' >7 r€6>v^

'f^ir>: rfo< f^cei^ [y SOc-

W\> iWfO: fi^arcf 2^ 7p?£rt $ Cfrf’Lf °C o^Cj^

C'lba^^) tb^ /K>A 4’(^ 7^^ r^f^pt'

fbfesfre. 5 ropi^

f-^o<sflp; 3b€eA A- r-fjCz^7 4 <^pq X ^CfCtJ fip^patzcpAtiiip

tP'f6 «i peA^op^t sf^-



N

Date Exact Nature Of Work Done
Supervisors 

Remarks

1 •' uti^ ^4^-

C/lw&y) ^o^wtp^r| fo

"Ffe-

- pV^f05^^ A3 ST^ K^f fn^ce<n€p]

g,^^-

2r-^^! ^'pf ouf a fpe^okjpcCuip wc of 4^0

ct^s4^)
*- & 4F ^spe 0^-0^ 4

o-fye^ gccfav'

tb-b&W 1 4U |>tw£ up V VAexwij^'
fUod <^G Q^c^c^,

e>ff^ eec-F^O' f ____

__/_ai Ima RiMTi run
6sr4iY><tc 4° <>*0^^ CFtpi&- t

1 r\UI1NM DUN 1 1 UIU 
5SMBANTU TADBIR. N2:

£1W$4^) -^51^1^ C-dpO^' MAJLIS DAERAH SARy
**♦ ’ / J t

Ihl ’̂- pM s^A Q>v<^ 4^ F^r

p^p^zu^P psrp^^f^ ■

piT^€'V^ X ^o'psFV’ fO G>pi-e-9.' j

^S-Z^aH ^Hy a leay-C' Cf QMPf^s

^p((^e req't'gp'trf‘

Cm^K so]

■^[s-f tXgpMe ^^lianp^re,^ 4®

£X\Aipc^) c&g|^ - ptf^^p

’F-Fdsffe <rf

fO^P '■ 4^3 "tP A c«] (^av-e qlppC<5rfraO °\

r^^e&w^ Q-^-

r> AV/V> F|e-
3>- (0^ '■ 4^c d bloc^C £h(( 4° /k^O^15/

TO



(TBK) 
TOK

Date Exact Nature Of Work Done Supervisors 
Remarks

<5

P^stp^ ^"^(f

41-^atC'^ a F^M^z Su' A^-

U-Q&\ up GJ^S 0=f
' \ [ 

fcH"

(0^ ’. a p(<5p€ Opex^'" ~ A> ^uK?

<2fHP6Cr[ -ro '^&3Snb^ ^GpJe/l-

(o^5 a

0^4^ <ff^ 4

-^o 4fv6 pPp^v^sty- V tAawoVakC

1 ro^rf^ 41 P
Auodk^ / rf acco^-^ 4M" —

ai ikia niMTI RIDIALINA DUN t • D,w+
Ip APP^F^f >ElJlBANTU TADBIR, N22

Hbun?^) 7/ajlis daerah sarx

^Cf] au-| a y^cs^ |«=£

of fiop^

£.1bo pP • •f'V <5

5,pi^ ! a p^e,(

1 W A«tP' C^<^=(- en) -^6 (&sv€

Df&V*H€-^ ^iC^'eP palSe

-(w -^) -4^ <4^'
^(<n?T - Ip A^Aa

'4'^61 a 4oC °1 ~fR> p^p sfMfc'

y



BK) 
K

WW u -7 i 
J _______________________________

Date Exact Nature Of Work Done
Supervisors 

Remarks

4/V=-®(4 £. foot) 76 a(( 4k Ma^okan
epc-

4” 1 ........... a niKiTI QiniN
* /kk a p Ca(! rf= thjo'^P ^PEMALINA BIN 11 Dl4' 777

BANTU TADBIR, N22 (TE
4k -fk- wULIS DAERAH SARAI OK

- kk euf k aif 4 4k & ^6

^W3’ a 4tKutrKpf erf « cr^ *- "\

- £& fl plw Ab
a pffcpe c^(l /■

to fl a. |pMp£ tx(l 7° Onr^e ^pofk^

g£C46p'
(CWlP^f A 4*

{l-^OArP-’ £r^cf flp ^Ipflil a <3510^rf^

pM eU‘ ’•

10 4^ ■ zip ^,[ < vt>K) C . X < i 1 »

CWWoee^ ) ^rt ®4’

11 • >w; p " ^^4 <3«4 y v^<53^6oLz3v\'
•

Jp£e4 4 -^° k 4He

□hu^lf) fO-^5=W: a pw>n«l ~p / ^lina binti bidin
of

Hh 
r
ME
4A

ANTU TADBIR, N22 (" 
!l IO n A rrn A < < ~ . J

|9^: Pf|k5G{ .^rp^l to a^Wp'

/ if cuf

^xp: ^1^ - r«z&^€ X Vce^ 41 4k ^>4 '' IP
-4c

■ cu| -|fe fey <sJ0Ay^' ■



PRACTICAL TRAINING

Date Exact Nature Of Work Done Supervisors 
Remarks

W/l/^ ^e5p 4?^ i^Bx ^‘"K1
£K ?«

I- 4tJ2<f : r^cewc^ WC^
0- Cfof vo'd

ipe^-
3- 'U>6 Ab^|€r t*>l| <M

-B5 (p Qi^ 4^ t^'((

/ I- &>np^ *

Ipe. nw^X -hjyf
£• ^pCT^-juxe ^r/vcf OTz i v

£ 41 4Go Bn'^ WS‘

! HF6 s <4^ ALINA B1NTI blDIN
BB

Ce^£. £ o^ci^ cccsdof vibantu taddik, 
AJLIS daerah saratc )K

q. ISO

[D- V’ 4^4
|(h^MP: XM 4^^ <4 r€/M X

M/<&C<p| 44

*fk {Mpf e ^(f 4B5
a- ’ r

i
V) -

e^V
^ppi a( [ 4R •

4M M^s CXl^fOK}- SgO^df) ’ if-
Q'-^^p- B^pf \^f^ appbafap r^gferf^cw^)

4 c4 1^ p^c ^jc-[ " <

»4V "tn 4 asto- SBcfiop

'■^'( :̂ ip sM >s rgCo^ g Tn S \xv^.o*okavi r
a/|MA RINTI BIDIN

^Z<f '|P 4H 4^0 PEh/
XuTADBiR. N22 (Tf 

ATO iK)
s44

’. 1 M- ULIS DAEKAH SARAI UI

C a c& ah 4^ ''^pP(^n pre

r^t^Gpve


