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ABSTRACT

This industrial training based on the period from 1st February 2017 until 30th June 2017 in
Enforcement Section at Employees Provident Fund (EPF) Kota Bharu, Kelantan. The trainee is
placed under the supervision of Miss Siti Meriam Binti Salim. The trainee is assigned to develop
the filing and record management as a special project because the records are not well storage
and it related with the course Management of Records in Organization (IMR451) and
Classification and Filing System (IMR504) that has been leamn the trainee at university. This
special project that student determine which file that need to be keep because of own value and
which file need to disposed. So, trainee has been responsible to make changes filing and record
management before the Internal Audit check the files. The trainee also design the banner as a
mini special project. However, the trainee also involved with other activities and programs which
each of them gave new experience and gained a lot of knowledge. Throughout the industrial
training session, the trainee had improved a lot of skills such as communication skill, problem
solving, self-learning, teamwork and others. The industrial training session are going well untif
the end of the day. The staff in Employees Provident Fund (EPF) gave a very good cooperation

with the trainee during the industnial training session

Keywords: Employees Provident Fund (EPF), management of records, classification and filing

System, electronic publishing, industrial training.
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CHAPTER 1: INTRODUCTION

1.1 BACKGROUND OF THE INDUSTRIAL TRAINING
Industrial training provides the necessary practical exposure, skills and assists the
students in becoming a successful in their chosen careers. Industrial placement
refers to selected organizations which students need to undergo a certain period of
training. The main objectives of this industrial training are for students to develop
skills in work ethics, communication, management, and also allows students to

relate theoretical knowledge with its application to solve a real world problem.

Industrial training is compulsory as it is one of the course requirements for students
to enable them to graduate. As for students from Faculty of Information
Management, the industrial training is taken in semester 7. Students need to find
and apply their interested company to be placed by the end of semester 6. After
the application has been approved by the organization students need to send the
confirmation letter to the company. The industrial training is held for 5 months
starting beginning from 1% February 2017 until 30" Jun 2017 at Employees

Provident Fund (EPF), Kota Bharu Kelantan.



1.2 BACKGROUND OF THE ORGANIZATION

1.2.1 OVERVIEW OF THE EMPLOYEES PROVIDENT FUND (EPF)

i

The Kumpulan Wang Simpanan Pekerja (KWSP) or Employees Provident Fund (EPF)
is a social security institution formed according to the Laws of Malaysia, Employees
Provident Fund Act 1991 (Act 452) which provides retirement benefits for members
through management of their savings in an efficient and reliable manner. The EPF also
provides a convenient framework for employers to meet their statutory and moral

obligations to their employees.

The EPF’s members consist of two type’s employees which are Private and Non-
Pensionable Public Sector. Based on the observations, the EPF successfully hold a
total of 14.72 million members whose the active and contributing members consist of

6.83 million and the active employers is 541,503 in September 2016.

In EPF, it have the mandatory contribution which is contribution constitutes the amount
of money credited to members' individual accounts. The money credited is based on
employees’ monthly wages which those who received salary RM5000 and below, the
employee’s contribution is 11% of their monthly salary while the employer contributes
13%. Besides, the employees who received salary exceeding RM5000, the contribution
of employee will be 11% remains and the employer's contribution is 12%. Besides,

there are also withdrawal systems which consist of various withdrawal types.

For the investment allocation, employee’s monthly contributions are invested in a
number of approved financial instruments to generate income. They include Malaysian

Government Securities, Money Market Instruments, Loans & Bonds, Equity and

Property.



The EPF ensures that EPF member's savings are secure and receive reasonable
dividends. In fact, it guarantees a minimum of 2.5 Per Cent Dividend annually. To
ensure dividend payments, the EPF invests EPF member’s contribution in approved
financial instruments for optimum returns. Dividends are paid annually into EPF
member's account. The dividend rate declared by the EPF is subject to the returns
from invesiments made in the approved instruments. Annual Dividends, on the one
hand, are calculated based on the opening balance of EPF member's savings as at 1
January of each year. Monthly Dividends credited into EPF members, on the other

hand, are based on the monthly contributions received.

1.2.1.1 EMPLOYEES PROVIDENT FUND (EPF) LOGO

B,

Figure 1.1
EPF Logo

1.2.1.2 VISION, MISSION AND QUALITY POLICY

i. EPF VISION

Helping members achieve a better future.

ii. EPF MISSION

Safeguard members’ savings and deliver excellent services.



iiil. QUALITY POLICY
We are committed to continuously provide quality and innovative services to fulfill our

customer needs.

1.2.1.3 CORPORATE VALUES
i. Customer Focused

We are commitied to provide our members with fast, accurate and pleasant service
whether through kiosks, telephone, face-to-face, online transaction, email or traditional

mail.
ii. Continuous Improvement

We provide members with the best possible service. This can only be achieved if we
put in place processes to continuously prod us into thinking hard to excel in everything
that we do. We believe that our processes must continuously improve to meet
members changing needs. We introduce best practices. We get the best employee at
every level who has both the right attitude and aptitude to assist us in delivering our

responsibilities as a trustee organization.
iii. Integrity

EPF practice a zero-tolerance policy on breaches of integrity and ethics in order to

maintain the highest level of trust and confidence of our members.
iv. Teamwork

We believe, in order to be able to provide excellent service we have to be in total
coherence with the spirit of the organization collectively. We believe in synergy. We
believe that everyone is part of the organization's success. We work as a team.

Together each achieves more.



1.2.1.4 CUSTOMER CHARTERS ‘OUR PROMISE’.
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Figure 1.2
EPF Customer Charter



1.2.1.4 MAIN PRODUCT OR SERVICE

As at EPF, it is divided into two categories which are member and employee. An EPF
member according to the EPF Act is an individual who has an account and savings in
the Provident Fund. EPF members comprise private and non-pensionable public sector
employees and those who have opted to contribute. Meanwhile, the person will be an
employee if he or she was employed by an employer under a contract of service or
apprenticeship. A service contract contains the terms and conditions of service which
explain the relationship between an employer and an employee. Among the key
elements of the contract are offer and acceptance of contract, work supervision and
control by the party offering the job, reward in the form of cash, and a promise to
provide services that cannot be substituted by any other person. Service contracts may

be written, oral and explicit or implied.

Furthermore, employer is a person or the party who employs the employee to work
under a contract of service or apprenticeship. They include managers, agents or any
persons responsible for the payment of wages to an employee. Then, any group of
persons whether statutory or non-statutory or incorporated. In addition any
Government, Government Department, Statutory Bodies, Local Authorities or other

bodies as specified in the Second Schedule to the EPF Act 1991.

EPF account is divided into two accounts, namely Account 1 and Account 2. Account 1
comprises 70 % of members’ savings which can only be withdrawn when reaching
retirement age and Account 2 comprises 30 % of members’ savings, where members
can make pre- retirement withdrawals aimed at enhancing members’ retirement well-
being. EPF savings are mandatory savings which have been enforced to help member
during member retirement. This means that member may not withdraw EPF savings

until they retire age.



However, there are also types of withdrawals that are allowed by EPF which are to help

prepare member before and during retirement.

Table 1.1
Type of EPF Withdrawal

Withdrawal To
Age 50 Years | Age 55 Years Age 60 Years

Reduce / Redeem PR1MA Housing
Withdrawal Withdrawal Withdrawal

Housing Loan Withdrawal

Pensionable

Employees
Incapacitation | Leaving Country | Education Death

Withdrawal And
Withdrawal Withdrawal Withdrawal Withdrawal

Optional Retirement

Withdrawal
Members' Withdrawal to Withdrawal Of

Housing Loan Monthly | Health
investment Purchase / Savings Of More

Instaliment Withdrawal | Withdrawal
Scheme Build a House Than 1 Million




1.2.1.5 EMPLOYEES PROVIDENT FUND (EPF) KOTA BHARU BUILDING HISTORY

7] ""I_'I'_"iii_: :

1980 - 1988

1968 - 1980 1589 - Now

Figure 1.3
History of EPF Kota Bharu Building

Table 1.2
History of EPF Kota Bharu Building

Years History Address

1968 -1980 Rent at Floor Two of OCBC Bank | Jalan Temenggung, Kota Bharu,
Building. Kelantan.

1980 -1988 Rent at Floor Nine of Wisma Jalan Doktor, Kota Bharu, Kelantan.

Persekutuan Building.

1989 - Now Rent at Floor Five of Permodalan | Jalan Padang Garong, Kota Bharu,
Kelantan Berhad (PKB) Building as | Kelantan.

a EPF Enforcement Kelantan and
Terengganu Office from 1889-1990
years. Then, EPF was buy this
building from PKB to upgrade as a

EPF Kelantan Main Office at 1981.




1.2.1.5 ABOUT THE EMPLOYEES PROVIDENT FUND (EPF) KOTA BHARU

Employees Provident Fund (EPF) Kelantan have a four office which is at Kota Bharu as
Main Office and others as branch such EPF Tanah Merah, EPF Kuala Krai and EPF
Gua Musang was operated by Mobile Team. In Kota Bharu as Main Office it have 90
staff that responsible to make all the operation will run smoothly and successful. in EPF
Kota Bharu have four section which is Operation Management Section at Floor Five,
Services Section at Floor Two, Enforcement Section and Litigation Prosecution Unit at
Floor Three and Contribution/Finance Section at Floor Five and Two. Operation
management section’s role is to ensure the organization is well-organized include
internal and external operation such as staff facility, staff attendance, handle the
programmed of EPF, deal with other organization and others main operation support.
While the service section is a service center for consumers to sign up as EPF member,
i-accounts member, pay checks, sharia and others. Then, the Contribution/Finance
Section is dealing with the employers. Employers will register their company and i-
account for their company to update employee’s details. Employers will determine their
employee’s salary and confirm the rates to pay the contribution. This section also
handles about Contribution With Incomplete information (CTML). Enforcement Section
is also responsible for managing the contributing employers. If employers are late to
pay the contribution, a penalty wili be imposed. The enforcement job function includes
internal operation, monitoring and information, research and staff development,
performance and innovation management. in Enforcement Section also have the
Litigation and Prosecution unit will handle the Civil Case and Criminal Case that

punished for employers who are fail to paid the contribution for employees.



1.2.1.6 LOCATION OF COMPANY

The trainee industrial training organization was at KWSP Kota Bharu. This company is
located in the center of Kota Bharu city which is at Tingkat 2, 3 & 5, Bangunan KWSP,

Jalan Padang Garong, 15000 Kota Bharu, Kelantan.

Figure 1.4
Location of Employees Provident Fund Kota Bharu
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1.2.1.7 COMPANY OPERATING HOURS

Table 1.3
Operating Hours of EPF Kota Bharu

EPF Offices Address

KWSP Kota Bharu
EPF Kota Bharu Office Head: Tingkat 2, 3 & 5, Bangunan KWSP
Mohammad Bakri Muhammad Jalan Padang Garong

15000 Kota Bharu

Kelantan.

Fax No. : 09-7448806

Office Operating Hours
Day: Sunday - Wednesday
Time: 8.00 am - 4.45 pm
Day: Thursday -

Time: 8.00 am - 4.30 pm

Counter Operating Hours
Day: Sunday - Wednesday
Time: 8.15 am - 4.30 pm
Day: Thursday

Time: 8.15 am - 4.15 pm

Kiosk Operating Hours
Day: Monday - Sunday
(including Public Holidays)

Time: 7.30 am - 9.00 pm

11




1.3 ORGANIZATIONAL STRUCTURE

Ketua Negen
Mohammed Bakri Mahammad
Penolong Ketura Negeri
Siti Azni Bt. Ab. Hamid
| I I ] | |
Seksyen Perihidmatan Unit Processing Cenfre | | Seksyen Canuman/ewangan | | Seksyen Pengurusan Operasi | | Selesyen Penguatiazasaan Urit Pendakwaand iigasi
Ketua Perkhidmatan Penolong Pengurus Neha Seksyen Caruman/ Kefua Seksyen Seksyen Penguatkuasaan | | Pegawai Pendakwa Kanan
Mubd Fauzi B. Sabri Norasimah Bt Ghazali Azmi Kewangan Pengurusan Operasi Mohd YusoffB. Al Baharom Azhar B. Fawz
Mohd Rosli B. Mahmood | | Radziah Bt Che Mohd Yusoff
Kerani
1. Daukamain B. Mohamed
2. Nor Hayati Bt Isma
Figure 1.5

EPF Kota Bharu Organizational Chart
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Ketua Perkhidmatan

Muhd Fauzi B Sabri
|
| | | |
Pegawai Operasi Sokongan Unit Mobile Team Unit RAS Pegawai Khidmat Pelanggan
Norizah Bt Nordin Ketua Unit Mobile Team 1. Noor Kamanisah Bt Kasim
Rosyanti Bt Abdu! Jalil Eksekutif Khidmat Pelanggan
1. Mohd Azmi B. Yusof

Petugas Sokongan Operasi Kerani Pegawai RAS Eksekutif Kaunter

1. W.Mohd Adii B W.Salleh
2. Zukifli B Mohd Noor

1. Mahmud B Mohd Yassin
2. Norfitriah Bt Badrudin

1.Maizan Bt Ab Hamid
2. Norlizawati Bt Harun
3. Norhayati Bt. Sohaimi

1. Romiah Bt Hamat
2. W.Rozaha Bt W.Omar
3. Hishamuddin B Jusoh

4. Maznah Bt Ismail

Figure 1.6

EPF Kota Bharu Organizational Chart

|

Eksekutif Kaunter
4. Halimah Abu Bakar
5. Noor Huda bt Ab Rahman
6. Mohd Johari B Omar

|

Steward
1. N Mohamed Nazri B N.Man
2. Nuriah Bt Che Amat

|

Ambassador
1. Siti Norbayeah Bt Hamidun
2. Saifulazman Bt Bongsu

13



Ketua Negeri
Encik Muhd Bakri bin Muhammad

Ketua Seksyen
Caruman/Kewangan

Mohd Rosli bin Mahmood

Unit Kewangan/Caruman

Pegawai Akaun
Wan Zalikha binti Wan Omar

Petugas IFAMs

Razani binti Salleh

Kerani Kanan

Rosli bin Ahmad

Unit Perbankan

Pegawai Akaun

Nor Azman bin Ramtie

OMPD

Magziah binti Ghani

Nik Nor Radhiah binti Nik Soh
Habsah binti Mustapha

Syed Abdul Hamid bin Syed
Ismail

Zalina binti Othman

Ramlah binti Mohd Yusoff
Zulaizi bin Jaafar

Alias bin Othman

Norhafizah binti Mohd Daud

Pegawai Peresitan

Abdul Halim bin Abduliah
Nik Zuraini binti Nik Mahmood

Petugas Perbankan
Nik Faridah binti Nik Ismail
Zaifirose binti Ab Fatah
Wan Zalila binti Wan Hussin
Suriani binti Mansor

Figure 1.7

EPF Kota Bharu Organizational Chart
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Ketua Negeri

Encik Muhd Bakri bin Muhammad

Ketua Seksyen Pengurusan
Operasi

Radziah Bt Che Mohd Yusoff

Kerani Kanan

Setiausaha Wan Azni Bt Wan Yusof Pembantu Keselamatan
Siti Meriam Bt Salim Azhari B Dollah
Petugas Harta
Rusmani Bt Zakaria Pengawal Keselamatan Kanan
Abdul Halim B Che Mahamood
Petugas Pentadbiran Wan Mohd Zin B Abdullah

Azhar B. Che Hashim
Pengawal Keselamatan

Petugas Perkhidmatan Nik Jeffrey B Nik Mohamad
Am Soprunizam B Muhammad Gan
Rohani Bt Mohd Yusoff Mohd Fairuz B Mohammed Nor
Petugas JTM

Maizirah bt Mohamed

Pengurusan Sumber
Manusia
Zaliha Bt Idris

Jurutaip

Wan Rozila Bt Wan Ab
Kadir

Norazlinda Bt Mohd Nor

Pembantu Am
Mohd Azhari B Yusoff

Telefonis
Hamidah Bt Muhammad

Pembantu Am (Pemandu)
Mat Pauzi B Mohammad

Figure 1.8
EPF Kota Bharu Organizational Chart
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Kerani Kanan
Sidik B Daud

Kerani Aduan
Rohani Bt Daud

Ketua Negeri
Encik Muhd Bakri bin Muhammad
Ketua Seksyen
Penguatkuasaan
Mohd Yusoff B Ali

Pemeriksa Kanan Petugas Utama

Nur Mohd Chairil Azizi B Mat Nor Nazizul B Che Mahmud
Salim B Saad

Pemeriksa Ng Sim Yoke

Abd Jamil B Abd Hamid Zahidah Bt Muhammad

Imran B Shamsudin Mohd Affandi B Mohd Adib

Ahmad Hawari B. Ab Rahim Ruby Faironiza Bt Ismail

Mohd Ajis B Muhamad Zalmee b Marzuki

Sapee B Jusoh

Wan Rokiah bt Wan Mohamed
Petugas NC

Jurutaip Mohd Zahid B W. Mohammed

Rosiah Bt Deraman

Pembantu Am
Md Sebri b Ismail

Figure 1.9
EPF Kota Bharu Organizational Chart
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CHAPTER 2: ORGANIZATION INFORMATION

2.1 DEPARTMENTAL STRUCTURE

The department of EPF in Kota Bharu branch has four sections consist of Service

Section, Contribution/Finance Section, Operation Management Section and

Enforcement Section. The trainee have been assigned by supervisor in Enforcement

Section. This section is located at Floor 3" Floor, EPF Building. The head of

Enforcement Section is Mr. Yusoff Bin Ali. This section has about 23 staffs which is

consists of Senior Inspector, inspector, Main Duty, Clerk, Typist and General Assistant.

Below is the departmental structure of Enforcement Section.

Table 2.1
Enforcement Section Operating Hours

Name of Department

Enforcement

Operating Hours

Day: Sunday - Wednesday
Time: 8.00 am - 4.45 pm

Rest: 1.00 pm-2.00 pm

Day: Thursday
Time: 8.00 am - 4.30 pm

Rest : 1.00 pm- 2.00 pm

Address

Seksyen Peguatkuasaan, Tingkat 3 Bangunan KWSP
Jalan Padang Garong,
15000 Kota Bharu,

Kelantan.

Phone Number

09-7445191

Fax Number

09-7439212

17




ETAFEGATIASN )
WA YUSOF BHAL

FERERNSA KARAN {55)
ER HOHD CHARL HATHOR

B304

Figure 2.1

Structure of Enforcement Section
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2.2 DEPARTMENT FUNCTION

The main function of the Enforcement Department (ED) is to ensure that every
employer who employs workers make contributions on behalf of their employees timely
and accurately, as provided by the EPF Act 1991. In addition, the department is to
ensure that member's interests are well taken care of through effective and

comprehensive complaint management.

in summary, the function of the Enforcement Section is Provide quality service to
employers and members by ensuring that all employers eligible to pay EPF
contributions for their employees are registered with EPF and comply with EPF Act
1991, KWP Rules and Regulations 1991. Then, review the employer's account and
identify employers who failed to contribute and take actions according to the procedure
and report it to the Senior Enforcement Officer within the stipulated time. Next, Conduct
investigation into complaints cases referred to and submit a complete and complete
report to the Senior Enforcement Officer within the stipulated time. Then, take a visit to
the employer's premises to carry out inspections and investigations of employers who
fail to perform the duties as provided under the EPF Act, Rules and Rules 1991 and
prepare the inspection report in full and complete and submit it to the Senior
Enforcement Officer within the stipulated time. Then, provide daily reports of visits
made to the employer premises as well as actions taken on employers and submit the

report with complete and complete.

In addition, the Enforcement Section function also prepare criminal and civil
prosecution reporting reports on employers who fail o comply with the provisions of the
EPF Act, Rules and Regulations 199 by ensuring that the reports are complete and

complete and submit them to the Senior Enforcement Officer within the stipulated time.
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Next, preparing and giving recommendations on the enforcement report of the
complaints case, the case of liability, the case was fully and perfectly prepared and
submitted to the Senior Enforcement Officer within the stipulated time. Lastly, provide
affidavit of court suit and departmental suit by ensuring the suit and subpoena court or
Notice of Reason of Reason (NTSC) and Department (Notice 38 (1) (b)) be submitted

to the employer perfectly within the prescribed period.
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CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES
3.1 TRAINING ACTIVITIES

There were so many things that trainee did in the Enforcement Section including the

special project, Filing and Record Management.

3.1.1 ACTIVITY 1: OBTAIN I-AKAUN ACTIVATION CODE FOR MEMBERS

Table 3.1
Activity 1

Task Obtain i-Akaun Activation Code for members

Scope Customer Service

Hardware/Device i-Akaun Kiosk Machine

Software - I

All practical students were given permission by supervisor to go to kiosk i-Akaun at
Service Section to activate the i-Akaun for members. Many of member are do not know
how to use i-Akaun Kiosk, so that, the trainee will be go to i-Akaun Kiosk every day for
help member to activate i-Akaun. Here by using the kiosk, the trainee helps the
members to register EPF and activate their i-Akaun by register their mobile phone
number and activate it. The trainee will activate the i-Akaun for members through
system and give them the ID (username and password) for members to access via
EPF official website. The function of i-Akaun for members is to update their details,
change their password, check their nomination, paying the PTPTN through online and
also check the EPF statement. At the end of the day, the trainee will count the statistics
of how much the activations have made. This statistics will be combining together with

the Mobile Teams’ statistic of i-Akaun activation.
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Table 3.2

Service offered by i-Akaun

Member

Employer

Members can:

Request for e-Pengeluaran

. Check current and previous

EPF statements

. Check withdrawal application

status and history

. Check nomination information

Estimate the eligible amount for
withdrawals, savings and
investments

Update profile including

correspondence address

. Check current EPF contribution

transactions

. Check i-Akaun activities log

Employers can:

1. Use the e-Caruman Facility
i.  Submission of Form
A with Payment
ii. Submission of Form A
Only
iii. Submission of
Payment Only
2. Use the e-CTML Facility
i. Submission of CTML
Settlement Details
Click here for the
Quick Guide
3. Check employees' EPF
numbers
4. Register new EPF members
5. Calculate the dividend for
employer's share for
Government employer
6. Check current EPF
contribution transactions

7. Check i-Akaun activities log
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Table 3.3

The eligibility to register i- Akaun

Member

Employer

EPF members who own a Member ID

No. or a valid EPF number.

Employers who have a valid EPF

Number.

3.1.1.1 STEP TO OBTAIN I-AKAUN ACTIVATION CODE

Step 1: Touch the screen to start

SENTUH SKRIN UNTUK MULA
TOUCH SCREEN TC" START

Figure 3.1

i-Akaun Activation Code step 1
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Step 2: Select the language. English or Malay language,

Figure 3.2
i-Akaun Activation Code step 2

Step 3: Insert the Mykad.

Sl masubkkan

MyKad anda

3 -

Figure 3.3
i-Akaun Activation Code step 3
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Step 4: Wait for the process.

Figure3.4
i-Akaun Activation Code step 4

Step 5: Place the thumb on the fingerprint scanner.

Sekarang, s4a letalan b jari KIRY ands
o atas Pengimbas Cap Jar,

Figure 3.5
i-Akaun Activation Code step 5
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Step 6: Choose the register i-Akaun at the left menu.

VRIHAMUIAD NAGES SN MAZLAN

40 30rA rang irmaks yarsg g s fakutiom

yeee

Figure 3.6
i-Akaun Activation Code step 6

Step 7: Insert the 6 digit activate code.

S LI
LIIXIImm

Figure 3.7
i-Akaun Activation Code step 7
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Step 8: The notification will show that the i-Akaun activation code has been successful

created. Then Click “Yes".

Figure 3.8
i~-Akaun Activation Code step 8
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3.1.2 ACTIVTY 2: ACTIVATE THE I-AKAUN FOR MEMBERS USING WEBSITE

Table 3.4

Activity 2
Task Activate the i-Akaun for members R
Scope Customer Service

Hardware/Device Computer Desktop

Software -

i-Akaun is EPF online account. By having this account, the Member can use the online
services offered by EPF such as check i-Akaun activities log, update profile including
correspondence address, check current EPF contribution transactions, check current
and previous EPF statements. After using i-Akaun Kiosk to register i-Akaun, the
member must activate the i-Akaun through the official website of EPF, using the 6 digit
Activation Code. The 6 digit Activation Code will be expired in 30 days. So the trainee
will ask the member to go to counter i-Akaun near the kiosk that have computer
desktop to active i-Akaun. The step to activate i-akaun through EPF website as a

pamphlet below.
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3.1.2.1 STEP TO ACTIVATE I-AKAUN THROUGH EPF OFFICIAL WEBSITE

Why i-Akaun?

Trvough Ak, you can

» Check stalemen]

» Apely and ceckwirdrawdl

» Check nomnaton

* 50 he vancawa, SM0S K evesirert calouson
* Lo orokie

How to register?
Y Crtan your -Akaun Acason Cooe va:
« EPF Cal Centre: (03-82226000)
» EPF Kogk. &
= EPF Counler
> Lise e Achvaton Cond lo acivate your -Alaur o
W wep.govamy syt 0 aays
¥ Logrd
How to activate?
1 VEL WWWWSD.00v.MY a0 cick on Te xon
as ogiow

LOGIN TO i-Akaun

EMPLOYERS

D Gk arvtns toAlkaun Activation (Fiest Tima Login)?

Adgps ==

3
4

Pt
Mhgttd Np *
BV ArBvetien Coda™ Ej{‘-“l
Con'Next'

5 GCrere your User D The User D can be naphabets or
NMBErS Ondy. OF 3 COMDIERon o bom, fom B - 76 chaaciens
Cragte yor (assaond whoh contans Lot sloraopts et

6 rumbes. vome 20 oracters

Kezy 0 yOuLr passworn aasn of verfeator

7

8 coseanrage
2B« 05

9 Creze a Secrt Phase, which corians aphabets of numeess
orly, or 3 gombwaton of Lo, not mone than 10 craraciers

Cacx "Submit’

Socrvt Preve

10

Forgot Your i-Akaun User ID / Password?
Vst he EPF wersse arcd 1se the ‘Forgotten User iDVPassword'
function.

Figure 3.9
Pamphlet i-Akaun (Member)

i-Akaun
(Member)

As easy as 1,2,3

Anytime..
Anywhere..
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3.1.3 ACTIVITY 3: TRAIN MEMBER USING EPF KIOSK

Table 3.5
Activity 3

Task Train member using EPF Kiosk

Scope User Training

Hardware/Device EPF Kiosk Machine

Software -

The EPF has provided Smart Kiosk in all EPF offices to enable EPF members to use
their MyKad to obtain current account statement or annual account statements and
also to register i-Akaun. Smart Kiosk is an easy self-service facility to use where
members can get their account statements or generate their i-Akaun Activation Code
easily and quickly. But, have the some member are not familiar to use this i-Akaun
Kiosk that make the trainee to help and train member to use i-Akaun to get the EPF

statement, register EPF account, and obtain i-account activation code.

out B-PERKHIOMAT 24

& Pl ¥

Figure 3.10
User training EPF Kiosk Machine
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3.1.3.1 STEP TO USE EPF KIOSK

Step 1: Touch the screen of kiosk to start

@ | resmmmmn(eemesee

SENTUH SKRIN UNTUK MULA

AL SUREEN s odsiy

Figure 3.11
Tutorial EPF Kiosk step 1

Step 2: Select the language. English or Malay language.

Figure 3.12
Tutorial EPF Kiosk step 2
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Step 3: Insert the Mykad

Sila masukkan

MyKad anda =

=3 -

Figure 3.13
Tutorial EPF Kiosk step 3

Step 4: Wait for the process

Figure 3.14
Tutorial EPF Kiosk step 4
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Step 5: Place the thumb on the fingerprint scanner to verifying purpose

Sekarang. s tetaukan b mn KA1 s
th atas Pengimbas Cap Jan

Figure 3.15
Tutorial EPF Kiosk step S

Step 6: The kiosk will show 4 menu which register i-akaun code, activate TAC, print
statement and review/update contact information depend on the purpose of member. If

they want statement, click print statement as an arrow below.

Figure 3.16
Tutorial EPF Kiosk step 6
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Step 7: Choose the current statement or annual statement for print.

Figure 3.17
Tutorial EPF Kiosk step 7

Step 8: The notifications will show that Kiosk is processing EPF statement. Then, just

wait until the statement print out.

Figure 3.18
Tutorial EPF Kiosk step 8
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3.1.4. ACTIVITY 4: PROMOTE E-CARUMAN and TRAIN EMPLOYER

Table 3.6
Activity 4
Task Promote E-Caruman and train employer
Scope User fraining and promotion.
Hardware/Device Computer desktop, telephone
Software -

To make sure the trainee get the more knowledge at Employees Provident Fund (EPF)
Organization, the supervisor, Siti Meriam Bt Salim ask to trainee to entertain with
employer at the e-Caruman counter. The trainee will work together with 2 other staffs
of Contribution/Finance Section. E-Caruman is a facility which allows employers to
remit monthly contributions together with their employees’ particulars (Form A) online
through i-Akaun Employer at www.kwsp.gov.my. Firstly, employer will register their
company at the counter service. Then, employer will come to e-Caruman counter to
register i-Akaun for employer. Then, the trainee will train the employer how to use e-
Caruman. First step is the trainee will go to first time login i-Akaun and activate it with
the username and create a password as request by employer. Then, the trainee will as
the employer to login into the i-Akaun to update the details of contribution like
contribution month, employee’s name, salary and the rates of the contribution.. In
addition, the trainee will ask the employer, if they wants to pay online through internet
banking Financial Process Exchange (FPX) or Direct Debit Authorization (DDA). Then,
trainee asks the employer proceed to the submission of Form A. Then, the trainee will
teach until the last step which is system show receipt and print receipt. The trainee
don’t have face problem to train employer because have learn the user training event

relate with the course Information System Interaction and Consultation (IMS556).
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For the promotion of e-Caruman, the trainee are using telephone as a media to

promote e-caruman to employer. The trainee was given a task to call employer to come

and learn and also hear briefing about e-Caruman. The place that the employer needs

to come is at EPF Kota Bharu. The trainee also call employer to confirm that they have

use internet banking for payment or not.

Why i-Akaun?

How to register?

>

b e SR e

>

How to activate?

1 v:,.'www.kwsp.gov,my P
PR

LOGIN TO t-Akaun

MEMBERS €l DYERS

2 - Akaun Activation {First Tame Logini'.

oy

=
I

=
Py

3F i9 lam B G
‘Naxt'.

gy sl W
Note: ¥ reoessyy e
ertarpg e.g. D00 235

5

6 Key n the Acwater Cone vt s ing £ oo cooe eoaen
=

8 Quosear

2%« 04

midng Ane cord o aEERT 0 eTs

asomonaor gy v M G raracter

€ 3 “Submit

Sacret Phrase

Update Yous Secret Parsse ;>

==

10 A3 e
Forgot Your i-Akaun Pasaword?
JarebP wer avyuilt 'Forgotten Password'

Figure Figure 3.19

Pamphlet i-Akaun (Employer)

[~
aryalaycr ¢ I=Akaun
Anytime..
Anywhere..
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3.1.5 ACTIVITY 5: ENTERTAIN TELEPHONE CALLS

Table 3.7
Activity 5
Task Entertain Telephone Calis
Scope Customer Service
Hardware/Device Telephone, Computer Desktop
Software Enforcement Management System (EMS)

Every day, they are so many receiving call from customer to Enforcement Department.
So, the trainee are responsible to entertain the telephone calls to relieve the workload
of Enforcement Section staff to enable them to focus wholly on their respective core
activities. The reason that customer call the Enforcement Section is to complaints
about the employers who not paid they contribution and ask how to seitle they
problems, ask the general or current information about KWSP such as how to register
EPF, EPF dividend, how to send form A, how to pay late payment charge and other.
They are a few procedures to answer the telephone call. Firstly is greeting. For the
example, “Good Morning, EPF, Naqib Speaking, and may | help you”. Then, the
customer will ask the questions, so answer accurate and politely. Then, ask the others
help before close the call. For example is, “They have anything you want me help?”. If
the customer said no, closing the talk with say thank you. For example is “thank you for
contacting EPF”. The trainee not also receive the calls, the trainee also make the call to
reminder employers to paid the contribution before the 15™ every month because after
the 15" the employer will get the penalties such as late payment charge. The trainee
also calls the employer who has the outstanding contribution to settle they outstanding,
if not they will be sued in the court. The trainees also use the Enforcement
Management System (EMS) with the monitor and guideline from Enforcement Staff to
check the employers status either default or paid. If default, the employers are not paid

the contribution in accurate time that will show red in the monitor screen. If paid, the
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employers are pay contribution in accurate time then the screen monitor will show the

green color. The software also has the contact details about the employer company. So

that it easy the trainee to make the call.

3.1.6 ACTIVITY 6: SETUP FACILITIES FOR ANY EVENTS AND ASSEMBLY

Table 3.8

Activity 6
Task Setup facilities for any events and assembly
Scope Technical
Hardware/Device Computer desktop, LCD, audiovisual
Software

In every events that has been made by the EPF, the trainee has been assigned by

supervisor to setup the facilities for any events and assembly. The trainee has been

make sure all facilities for the events must be prepared one day before the events start.

The trainee should prepare the microphone, computer desktop, projector screen, LCD

projector, speaker and internet connection, so that the events and assembly can

running smoothly. The events and assembly that trainee involving to setup facilities as

a list below.
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Table 3.9
List of the events setup facilities

Date Events or Assembly
iW? | EPF February Monthly Assembly
13/2/2017 “Rheumatoid Arthritis” Talk Speech
15/2/2017 Security Talk “Never Trust Fire”
6/3/2017 EPF March Monthly Assembly
14/3/2017 Retirement Advisory Service Opening Ceremony
3/4/2017 EPF April Monthly Assembly
71512017 EPF May Monthly Assembly
5/6/2017 EPF Jun Monthly Assembly

3.1.7 ACTIVITY 7: MANAGING IN AND OUT EMPLOYER FILES

Table 3.10
Activity 7
Task Managing in and out employer files
Scope Filing |
Hardware/Device Files, logbook
Software -

Managing the incoming and outgoing employer files is the one of the routine daily of

the trainee. In EPF Section, they have two rooms for stored the employers file. To

access the employer file, they only two person can access to file room which is general

assistant staff and senior clerk. They are so many requests by inspector and main duty

staff to bring out the files. The trainee has been the authorities to access the files room.

To avoid the file are be lost, they are have policy and procedure which is movement of

file must be record. Firstly, the employer files only will be bring out from the files room
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when have request by staff. The staff will be give the list of the employer files they
want. Then, the trainee will be search the employer file in the file room. After that, the
trainee record the out employer files in the Indent File Logbook and in the cover of the
file. In indent File Logbook and the cover of the file should have the information about
the employer file name, employer file number, staff number who are request the file
and date of out coming files. Then, the trainee will give the file to staff who are request
the file. Then, after the staff already uses the file and they want return file, they will give
file to senior clerk or general assistant. Then, the trainee will again record the incoming
file in the indent file logbook and at cover of the file. Lastly, the trainee will be stored

the file in the file room.
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Request
file

Bring out file

Indent file loghook

Give to staff

Staff use file

Return to senior

clerk/general

assistant

Indent file

Store in file
room

Figure 3.20
In and out file flowchart
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Figure 3.21
Indent File Log

SENARAL INDENT TAR MARKANS FANL PERSARWAAN S0 Ks® 20TA DAL A5 TARUN 22t
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Figure 3.22
Content of indent file log
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3.1.8 ACTIVITY 8: RECORD EPF 1 FORM

Table 3.11
Activity 8
Task Record the EPF 1 (Employer) Form
Scope Manual Record
Hardware/Device EPF 1 (Employer) Form, Logbook ]
Software -

The EPF 1 (Employer) Form is the form for the new register employer. The picture of
EPF 1 Form is being attached at the appendices. Firstly, the employer will be
registering the company at the counter service. Then, the counter service will be
sending the photocopy of the EPF 1(Employer) to Enforcement Section to update the
details in the system and logbook. It because the counter service has been policy that
have much take a few minutes only to take a new register company. So that, the
responsible of the Enforcement Section to check and update at system. So the trainee
will record the EPF 1 into the logbook. The information that must be record is date that
register in counter service, that the company take the employer, name of the
employers, employer reference number, address of the company and total of the

employees.
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Figure 3.23
EPF 1 logbook

Date register company at counter service

/ / Name of Employer Employer reference number
22/07/2017|NACYB ENTERPRISE 2019291
LOT TAMAN UDA MURN} Mei-17|€= Date of employees taken
15400 KOTA BHARU A SM— Total of employees
KELANTAN. Address
011-123456789

Figure 3.24
EPF 1 logbook format




3.1.9 ACTIVITY 9: RECORD THE CHEQUE AND FORM A

Table 3.12
Activity 9
Task Record the cheque and Form A
Scope Manual Record
Hardware/Device Cheque, Form A, Logbook =
Software -

Enforcement Section is the section that to investigate the employers who are not paid

the contribution. Then, the employers who not paid the contribution will get the penalty.

So that, when they want paid the penalty, some of them are like to pay using the

cheques. Every cheques must be compile with the EPF Form A. EPF Form A is the

information about the total of employees salary. So, the trainee will be recorded the

cheque and Form A into logbook before send to the Contribution/Finance Section to be

receipt. The example of EPF Form A is attach in appendices
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3.1.10 ACTIVITY 10: MANAGE FILE AND RECORD

Table 3.13

Activity 10
Task Manage file and record
Scope Filing and record management
Hardware/Device File, record, rubber stamp
Software -

in Enforcement (ENF) Section they are a lot of employer file but the file room is almost
full. It because ENF Section is always creates record every time the employer registers
the company. After that, the Enforcement Section have make the action which is the
new file will be create only for the employer who are been cases or problem. The
employer cases are about do not paid the contribution or have the complaint from

employee.

So, the trainee activity is creating the new file for the problem employer which is this file
will be given to the inspector or main duty in Enforcement Section. Firstly is, the
inspector or main duty will ask for create new file because have the new cases. Then,
the trainee will be take the new file or reuse file from disposal record. Then, the trainee
will be using the typing machine to type the information of the employer file which is

contain the employer reference number, the employer name and employer address.

In addition, the trainee aiso stamp the minute of the file. The minute of the file is about
the movement of any in and out record in the file. The minute file must have the

information like type of document, from and to whom, date of document.
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Figure 3.25
Minute of file

Then, the trainee also doing audit the S3 file. S3 file is the canceliation file that not
been used anymore because the employer has been stop to contribution or closed the
organization. The S3 file is the inactive file that has been wait for disposal. The policy
of EPF is the inactive record or file will be dispose after one year. The disposal of file
and record is in the trainee special project at point 3.2. The audit S3 file is to make sure

the action has followed the action list that also in special project.
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3.1.11 ACTIVITY 11: CREATE THE DATABASE EMPLOYER DEFAULT AND PAID

LIST
Table 3.14
Activity 11
Task Create the database employer default and paid list
Scope Database Application for Information Management
Hardware/Device Computer desktop
Software Microsoft Excel, Enforcement Management System (EMS)

The trainee has been given task to create the database of employer default and paid
list. The default means the employer are failed to pay contribution at the right time
which is before 15" every month, after the 15", the inspector or main duty will check
the employer who are not paid contribution through EMS software. This software will
show the red screen for employer who is default and green for employer who are paid
contribution. Then, the task of trainee is check the employer through EMS system than
extract the employer data into Microsoft Excel to create the default and paid list. The
database should have the employer of reference number, address of employers, main
duty contacting number and outstanding total. This database will help the staff to create
the warning letter to employers, to check statistic paid and default every month also as
a key indicator performance of staff. This relate with Database Application for

Information Management that trainee learn at Uitm Kelantan.

Aprif Monthly Defautt List Statistic

11-2915011

192919919 i Con 012-3287819 Lot 67, Jalan ABC

Figure 3.26
lllustrate of database default list
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3.1.12 ACTIVITY 12: PREPARE THE WARNING LETTER TO SEND TO EMPLOYER

Table 3.15
Activity 12
Task Prepare the warning letter to send to employer
Scope Technical o
Hardware/Device Computer Desktop
Software Enforcement Management System

Every day the main duty or inspector will be checking the employer that under their

surveillance to make sure the employer pay the contribution at the 15" every month. If

the failed to paid the contribution at the time, the employer will get the penalty. So the

system will be check if the employer are default or paid status. The trainee will do the

database of employer default and paid status. Then, if the employer default because

don’t paid the contribution, the trainee will be prepare the format to send warning letter

to employer. Then, the trainee will be printing the letter and fold also patches the letter.

Brwlan AVRIL 2017,
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Figure 3.27
EPF Warning Letter
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3.1.13 ACTIVITY 13: OUTREACH PROGRAM WITH MOBILE TEAM

Table 3.16
Activity 13
Task Qutreach Program With Mobile Team
Scope Promotion
Hardware/Device Laptop, Mini Kiosk
Software -

EPF constantly seeks to improve its services to customers through various
approaches, including the EPF Mobile Team service. The objective of this team is to
deliver services to customers primarily to customers who are located far from the EPF
offices. The trainee has been join EPF mobile team to join The Mobile Community
Transformation Center (Mobile CTC) events. The Mobile CTC was held to provide the
services needed to urban residents or inland communities, including checking EPF
statement, renewal of Driving License, IC Registration, Housing Loan, PTPTN Loan
and many other services provided to showcase government's seriousness In bringing

prosperity to the local people.

in 15 February 2017 the trainee with EPF Mobile Team has join the Mobile CTC
Program for Post-Flood in Tanah Merah. This program was organized by the Malaysia
Ministry of Finance collaboration with other organization such EPF, Tabung Haiji,
PTPTN, Jabatan Pengangkutan Jalanraya (JPJ), Bank Simpanan Nasional (BSN) and

other.
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So, this outreach program is give the EPF to offers the following services for this

purpose:

Vi

EPF i-Akaun registration campaign.
Nomination registration campaign (awareness of the importance of

nomination to EPF members).

iii. EPF statement printing.

Nomination information checking.
Nomination form submission.
Housing and Age 50/55/60 Years Withdrawal submission and advisory

service.

Using the i-akaun mini kiosk. The trainee are offered the services i-akaun to as follows:

Vi.

vii.

Checking and printing of previous and current EPF statements.
Withdrawal eligibility checking.

Withdrawal status checking.

Withdrawal history checking.

Withdrawal form downloads.

Checking and updating of address.

Nomination details checking.
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Figure 3.28
Outreach Program

Figure 3.29
Mobile CTC Program
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3.1.14 OTHERS ACTIVITY
3.1.14.1 WELLNESS ACTIVITY

EPF is the organization that really cares about the heaith of its staff. It proofing when
they are so many wellness activity that organized by EPF and joined by the trainee.
Firstly is Futsal. The trainee will be join the futsal every Wednesday at Rooftop of
Parkson at 5.00p.m — 7.00pm. Then at every morning of Thursday is Xi Gong Exercise.
Xi Gong Exercise is the exercise that in the video about the group of Chinese people.
Then the staff will follow the step that show in LCD. Then at every evening of Thursday
that are the exercise at level 2 of EPF Building that have invite the experience
instructor. Thirdly is EPF has organized the “Blood Donation” and “Road to Weliness”
events. In this events is the staff can doing health screening with is check blood
pressure and checking body mass index. In that events also have the talk with title Diet

and Nutrition talk, Diabetes : No 1 Killer and What is Mental Disorder? .

The ftrainee also join the Kelantan International Half Marathon 2017 at Rural
Transformation Centre (RTC) Kota Bharu. The trainee are join the 3km of Marathon.
This Program is start from 6 am- 12 pm. This program was launched Ministry of Youth
and Sports, Khairy Jamaluddin Abu Bakar also attended by Dato’ Sri Mustapa bin

Mohamed.

in addition, the trainee also join the MyBFF (Body Fit & Fabulous) Program that was
organized HUSM. This program is to educate the trainee and staff to practice the
balance diet and exercise. This program target to trainee to get archive the ideal body
mass index (BMI). The trainee also join the knowledge sharing session about “Fit in the
Office” at Ramadhan Month. The trainee has given the step to be active and release

tension in Ramadhan.
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3.1.14.2 ASSIST STAFF TO PHOTOSTAT

The trainee aiso assist staff the material they want. The trainee always Photostat the

employees payroll, correspondence, also Photostat form A and Form E
3.1.14.3 ENTERTAIN WITH EMPLOYER AND EMPLOYEES

As the staff in Enforcement Section (ENF) is always busy with they work, the trainee
has been responsible to entertain the employer and employees who come into ENF
Section. Basically, the trainee will give the greeting to employer and employees and
ask them what they want. Then, the trainee will calling the inspector and main duty who
are can solve the employer or employees problem. For employers who comes to
employer to contribution is to settle the fine or late payment. For employees, they

comes to ENF Section to complaint about the employers who are not the contribution.

3.1.14.4 ASSIST STAFF TO CHECK DIFFERENCE BETWEEN FORMS A AND E

In addition, the trainee also assist the staff to check difference between forms A and E
so that there is no mistake value exists, listing record accepted check and update
benefit and dividend. The trainee also taking action to file the documents into the main
file for the case of interest waiver, manage the application process for the benefit of the
exemption for government employers for instance data entry employers and submit for

approval) and calculate total of employer and employee contribution.

3.1.14.5 ASSIST INSPECTOR TO REFORMAT EMPLOYER FAIL CONTRIBUTE

Then, the trainee also help inspector to reformat Employers Fail to Contribute Small
Amount and Employers Fail to Contribute Big Amount document. The document is
about the report that employers have a be summon at the court because ignore to paid
contribution. The trainee needs tfo transfer information from old document format to
new document format. There are ninety employers information need to transfer to new

format.
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3.1.14.6 JOIN OUTDOOR ACTIVITY

They are many outdoor activity that organized by EPF to the EPF staff and join by
trainee. Firstly is adventure to Pondok Sungai Kenerong, Dabong, Kelantan. This
adventure was join by the EPF staff Kota Bharu and Tanah Merah. It take the 4 hours
to reach the Pondok Sungai Kenerong. The objective of this expedition is to release the
tension, to strength the relationship between staff, and to give donate to Madrasah
Tarbiah Al- Aulad Sungai Kenerong Kg.Stong, Dabong. This program is 2 day one

night which is come at the Friday and back to home at Saturday.

Secondly is catching the squid. The EPF Kota Bharu Club was organized the catching
squid that are annually activity for EPF staff. The trainee has join this expediiion. The
trainee depart at the Senok Beach at 3pm to go to sea. This expedition take 2 day one
night. The trainee start catching the squid at 8.00 pm until the 7.00 am. Then after that,
the trainee also fishing the fish at the morning before back to home. The trainee get

around 100kg of squid that will be sharing to other staff.
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3.2 SPECIAL PROJECT

3.21 Record Management — Filing and Record Management

3.2.1.1 PROJECT OVERVIEW

Enforcement Section (ENF) and Litigation Prosecution Unit is the core of the
whole system of management of Employees Provident Fund that responsible to
provide quality service to employers and members by ensuring that all
employers eligible to pay EPF contributions for their employees are registered
with EPF and comply with EPF Act 1991, EPF Rules and Regulations
1991.Enforcement Section is among the most important in helping EPF gain the
contribution payment from employers at right time. This section is also involved
in handle the complaint cases requiring investigation. [n addition they also
issuing and managing cases for legal action. Then, it also responsible to

opening file for newly registered employer at main counter.

In the EPF, they are having the Internal Audit that will be evaluate the record
management in Enforcement Section that can give the effect of performance of
department. So that, the trainee has been discussed with Head of Enforcement
Section and supervisor to make the filing and record management as a special
project because the records are not well storage and it related with the course
Management of Records in Organization (IMR451) and Classification and Filing
System (IMR504) that has been learn the trainee at university. This special
project that student determine which file that need to be keep because of own
value and which file need to disposed. So, trainee has been responsible to
make changes filing and record management before the internal Audit check

the files.
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3.2.1.2 PROBLEM STATEMENT

The problem statement in thi; special project is the files in the files room or
record repository is almost full. it because, before this the Enforcement Section
is always opening file for newly registered employer at main counter. Then, the
staff do not have awareness in implement a proper filing and record
management. This is because the staff in charge in manage a files and record
in Enforcement Section may not consider this important thing that they need to
do especially on future. Some of the files and record are tears and bend. In
addition it do not follow a standard procedures and policy. In Enforcement
record repository they do not make any review to determine the value of file for
a long time. They still keep the file that may have no value anymore. Some of

the file need to disposed and do not placed in their record repository room.

3.2.1.3 OBJECTIVE OF PROJECT

The objective of this special project is to help Enforcement Section (ENF) in
filling management and record management with more systematically and
efficient. Then, to expose trainee with real situation in handling a record

classification and management in industries training.

3.2.1.4 SCOPES OF PROJECT

The scopes of special project is to focused of the active record, semi active and

inactive record at Enforcement Section.
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3.2.1.5 TARGET USER

The target use of this project is staff of Enforcement Section and other Industrial

Training Student at EPF.

3.2.1.6 PLANNING

In this project, the trainee and staff already discusses together the planning to
do to embark this filing project. Firstly, the trainee had a meeting with the staff in
Enforcement Section to inform them about the record and filing project. The
trainee explains to them what is filing actually. This meeting was attend by Head
of Enforcement Office, supervisor, general assistant, senior clerk, all
Enforcement Section Staff and industrial training student. In this meeting, Head
of Enforcement Section has giving information about the auditing file. Then
general assistant told about the location of the file and target of the files that will

be involve.

3.2.1.7 IMPLEMENTATION

The project starts with the analyses the file first. The file was separated with the
three categories which is include active record, semi active and non-active
record. The general assistant was show that the location of each file. Then, the
files will be gathering together at the open area in the Enforcement Section.
Then again, the record and file will be analyses again the files which is no
longer used and the files will be disposed. After analyses the files, the trainee
have to make a list of a files that has no longer be used anymore because need
to know which files that has no a function anymore. Disposal of EPF manual
procedures set is after 1 year.

The inactive record in Enforcement Section is S3 files. S3 files are the employer
files that are stop to be employer and stop to contribution in EPF because the

want close the company. The inactive record or file in EPF is been stored in the
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box for disposed. So, this record will be disposed after one year inactive record

follow with EPF disposal policy.
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Figure 3.30
Inactive file

Before dispose the S3 file, the trainee need audit the S3 file first to make sure

all action for the S3 taken as the list below.
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Figure 3.31
Action checklist
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If the action checklist are not complete, the file will gave back to the responsible
to make sure it complete the action. Then, action checklist are be complete. The
file will be disposed. Before dispose the file, the trainee need to do list in a piece
of paper to record the files that want to be dispose. Only non-current record will
be dispose. The content of the list are include name employer reference
number, employer name, date and other. The S3 file be disposed together with

other record that has no longer be used anymore that has been list before this.

After do a listing, the trainee need to remove all record in file to let the file
empty. Then remove any things for example remove the clip and stapler
because it will disrupt the process. For the empty file, the trainee also removes
the label on the file because the empty file can be used in future to put new
records. Then, the trainee is sorting the record between black and white and

multi-color record.

Figure 3.32
Remove the paper clip and stapler
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After remove the clip and stapler, next process is shredding process. Shred is
defined as a long irregular strip that is cut or torn off. To do shredding process,
the trainee use paper shredder o cut the documents in a piece of strip. Only do
shredding for the private and confidential documents that unneeded in the

Enforcement (ENF) Section.

Then, the trainee has sell the record that not be used anymore either in paper
format or in piece of strip to Recycle Paper Company. The collection from

selling this record is around RM 72.

Figure 3.33
Sell to Recycle Paper Company
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For the active and semi-active record. The trainee just find the files that has
been damaged, tear and bend and replace it with the new files or the file that
has been involve in disposed. Then, it will stick with the labels that have

information about the employer reference number, employer name and date.

After label the file. The trainee also labels the shelf rack. The file arrange by the
numerical. Then, the trainee also installs the hanger for put the file to avoid the

file from tear and bend.

— * fr—

L e

Figure 3.34
Mobile Shelf with label

Figure 3.35
Hanging file
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3.2.1.8 SWOT ANALYSIS

SWOT analysis or SWOT matrix is the systematic assessment of an organisation’s
internal strengths (S) and weaknesses (W) and external opportunities (O) and threats
(T). The purpose of a SWOT analysis is to reinforce strengths, remedy weaknesses,
take advantage of opportunities and deflect the threats.

SWOT analysis for filing and record management project is based on the table below:

Table 3.17
SWOT Analysis
STRENGTH WEAKNESSES

1. Long-serving and committed staffs for 1. Limited and not well-equipped

each units storage areas for paper records
2. Good relations between staffs and 2. Lack of staff skills

students 3. No destruction of files

OPPORTUNITIES THREAT

1. Raise profile and value of managers 1. Technological problems

and staffs to improve morale and 2. Rising cost of raw materials

effectiveness in record management
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i. Strength

Strengths are the characteristics of the business or project that give it an advantage

over others. The strengths that are listed as below:

1. Long-serving and committed staffs and student
The staff and students in the Enforcement Section is are committed in this

project to make sure they easy to search the file

2. Good relations between staffs and students

Staffs at Enforcement Section are mostly friendly and have good relationships
with industrial training students. This is proven when industrial training student
and staff helping each other in this project and also the staff prepare the

refreshment for who are involving this project.

ii. Weaknesses

Weaknesses are the characteristics that place the business or project at a

disadvantage relative to others. The weaknesses are as below:

1. Limited and not well-equipped storage areas for paper records

There are very limited and not well-equipped storage areas to store the paper
records. This is because Enforcement Section has a small room 1o store their
records because before this they always opening file for newly registered

employer at main counter.
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2. Lack of staff skills
It is true that staffs of Enforcement (ENF) Section are committed but still they
have lack of skills to manage the records in the ENF Section.. This is proven
when there are records mixed up without separated by its functions or usability
of the records. Besides, they still keep unwanted records that have no functions
to be kept anymore.

3. No destruction of files
There is no destruction of files at ENF section because it's only open files and
open records that have been kept.

iii. Opportunities

Opportunities are the elements that the business or project could exploit to its

advantage. The opportunities that can be taken are as below:

1.

Raise profile and value of managers and staffs to improve morale and

effectiveness in record management

There would be great opportunity if there is the raise profile and value of
managers and staffs to improve morale and effectiveness in record

management.
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iv. Threat

Threats are the elements in the environment that could cause trouble for the business

or project. The threats are as below:
1. Technological problems

The outsourcing of support services are like there is little in-house access to

information technology expertise for advice records issues.

2. Rising cost of raw materials

The cost of raw materials might be raised and there is inadequate funding to
use for getting the materials. Besides, the equipment or the maintenance used

must be upgraded so that it requires funds and costs to use.
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3.2.1.9 ISSUES AND CHALLENGES

i. Growing size of records collection.

In ENF Section, they create huge volumes of records for reasons of
administrative necessity, efficiency and accountability. Because they do not
know determine the values or non-values records, so they stil save the
collection of inactive records that are not useful. This problem makes the ENF
Section need to provide more storage area while the space in ENF Section is

limited.

ii. Arrangement

The staff are poor in arrange the files. They do not know placement of the files.
The arrangements of the files in the ENF Section are not follow the sequences.

When they want find the files, it take time for access the files.

iii. Cost

The cost is the main issues and challenge that must has been faced by the ENF
Section. The reason is without insufficient cost the ENF Section cannot provide
a good service and without a good planning on the budget the ENF Section will
unable to justify what are the important things that they need in manage records
in effective and efficient way. Management of cost include the cost of storage,
maintenance, and other related management of the records. Without a proper

management, the cost managing records will be higher.
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3.2.2 MINI SPECIAL PROJECT

Other than that, the trainee also design a banner, bunting and poster for every
events organized by EPF as it related with the subject Multimedia in information
System Management (IMS45) and Electronic Publishing. The trainee used
Photoshop and Microsoft Publisher to design the banner, bunting and poster.
Usually trainee took 2-3 hours to draft the idea and design the banner.
Creativity become main factor in designing banner. Then, trainee will take 1-2
days to complete the banner, design and bunting. The list of mini special project

as table below.

Table 3.18
List of mini special project

Software TITLE TYPE
Microsoft Publisher Anugerah Kualiti KWSP Kota Bharu Banner
Adobe Photoshop Hari Bertemu Pelanggan Banner and bunting
Microsoft Publisher Hari Raya Enforcement Banner
Microsoft Publisher Hari Raya SPO (Seksyen Pengurusan | Banner
Operasi)
Microsoft Publisher Seksyen Caruman dan Kewangan(SCK) | Banner
Family Day
Microsoft Publisher Amalan 5s Bunting
Microsoft Publisher Hari Raya MPKB 2017 Bunting
Adobe Photoshop Banteras orang ketiga Bunting
Microsoft Publisher | Road to wellness Bunting
Microsoft PowerPoint | Person in charge tingkat 3 dan 5 Poster
Microsoft PowerPoint | Liaison in Charge 5s Poster
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CHAPTER 4: CONCLUSION

4.1

APPLICATION OF KNOWLEDGE, SKILLS AND EXPERIENCE

The experience gathered from handling events and programs during studies in
Faculty of Information Management, UiTM Kelantan also had benefited the
frainee in order to communicate with the staff and also very needed to handle
employers and employees. Usually employers come to pay contribution, check
fine or suspended payment Employers come to the office and trainee need
entertain them before pass to main duty or inspector. The trainee also has been
experienced in handle events so that, every task in any events that organize by

EPF, the trainee can do it without any problem

From the user training that has been learn from the Information System
Management (IMS552) has given advantage to trainee to teach the i-akaun, e-
caruman and kiosk for the customer of the EPF. This can avoid the trainee from
be nervous and then can make sure the information that has been deliverable to

customer are easy to understand.

Then, using the experience doing the outreach programed that has been leamn
in Uitm Kelantan, the trainee are afraid join any activity and events that created
by EPF. For the example is when the outreach program with EPF Mobile Team,

the trainee are promote the EPF without any problem.
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Then, from the Information System Management that teach the student in
subject Multimedia also been used or practice in industrial training at EPF. The
knowledge about design with software design such as Adobe Photoshop and
Microsoft Publisher has been used to make poster, banner, bunting and other

has been requested by EPF organization.

In addition, Management of Records in Organization (IMR451) and
Classification and Filing System (IMR504) as benefited {o trainee search the file
in organization. Create the new file, also record manual in and out of files. The

trainee also very well in manages the record in the organization.

4.2 PERSONAL THOUGHTS AND OPINION.

Undergoing for industrial training could expose and let to experience the
environment of the real world of working before graduating. From this training, it
has taught me to be more responsible where every task given to me must be
settled on time or before the date line. It also as a preparation to face the real
challenge and learn the way to find the solution when problem encountered
besides completing the course. Besides, it can develop the soft skill especially
in communication. Realize that learning theoretical is never the same when it

comes to practice.

EPF is a good place to learn many things during my indusirial training
especially about investment management in financial institution. The trainee
absolutely agreed because the trainee had gain experience it during industrial
training. The trainee learn so much of new knowiedge that cannot get them in

the class.
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The trainee feels that the organization provide a lot of opportunities and
supportive environment. The supervisor, the staff, and even the top
management are friendly and easy to deal. For the example is the staff always

treat trainee when the lunch time, breakfast time a tea time. The staff also give
the reward such as pizza hut and money to the trainee for complete task or
project that are given. For the example is the Head Of Enforcement are treat

with pizza hut to the staff and trainee when complete done audit the file.

One of the skills that trainee get is computer skills. The trainee feel expert with
the many software such C++, MySQL, Adobe Photoshop and other expert
software. But in EPF they use the Microsoft Excel and Microsoft Publisher that
not familiar with the trainee. The trainee also feel shock that there are many
things can do especially in Microsoft Excel and Microsoft Publisher and it very

help the trainee in implementing the database, design and statistical knowledge.

4.3 LESSON LEARNT

During at EPF, there are a great deal of lesson learnt that have picked up by the
trainee. The trainee learn to be more discipline and punctual time. The EPF
uses the right system of arrival and can contribute to more disciplined
employees. Employee arrival is recorded in Access Card Time Attendance

System (ACTAS). Therefore, all employees are timely to work.

Then, the trainee also get the leadership skill which is must be responsible to
staff. The trainee see that, the Head of Enforcement Section Mr. Yusoff Bin Ali
who always ask the staff to do the discussion in every week. Then, the leader

must have set the target what they want archive

Then, the trainee also get gain the soft skill such as communication skill. Then,

the Head of the EPF Kelantan Office is good in communication. In every
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monthly assembly, with one point that giving in slide, he can elaborate more
information from that. Besides that, the trainee doing very great in
communications skills. The trainee learn it telephone conversation, emails and
of course conversation among the staff. trainee just knew the proper way to
communicate towards customer especially in telephone conversation. The
trainee also learn how to produce a good writing in email which follows the

standard of the company format.

In addition, the lesson learnt that trainee get is to make familiar with in working
surrounding. If the class, the trainee only come to class in 4 or 5 hour daily it will
different with surrounding in working start with 8.00a.m until 4.45 p.m. The
trainee was exposed to a professional environment in identifying the duties of

an employee. From there, the trainee can see how a member is doing the task

properly.

The trainee has learnt how to doing the multi task. In every day, the trainee has
doing 5 task such as register new EPF member, activate i-akaun, record the

cheque, search files and call the employer to paid the contribution.

The trainee also learnt to be a good religious person. In EPF, they always recite
the doa’a before start the work. Then, they pray Zohor and Asar together. Then,
also doing the Tadarus Al-Quran when the Ramadhan Monthly. it can make

raised the staff spiritual after tired or stress with work.
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4.4 LIMITATION AND RECOMMENDATIONS.

The limitation is a part challenger during training. The most challengers are the
limitation of internet connection. In EPF, intemet can only access the EPF
system provided and EPF website. So the trainee need to use own internet to
access other website. The problem faced when the trainee designing the
banner which need a lot of source from the internet. Then for the
recommendation is the trainee want suggest that EPF should provide Wi-Fi for
member use. In addition is limitation of sofiware design. They are only have the
software such Microsoft Publisher, Microsoft Exce! and Microsoft Power Point
for design that make the limit to making the better design. The t{rainee
suggestion is the EPF must prepare the Adobe Photoshop Master Collection
that have many collection software for design. It can help the staff be more
professional in design. Then, the limitation is when to find the file when needed.
The EPF use the manual record which record in the logbook. It take many times
to know who are take the file. The EPF should create the filing system software
that are too easy manage the file and record. The trainee also can help in
design the filing system if the EPF are given the permission. Then, the limitation
is the EPF staffs do not give the task clearly. The trainee will recommend the
staff to brief clearly about the task given to the trainee. The trainee may not
expose to working environment so it will hard for the trainee to do some task.
However, if the staff guide the trainee from the beginning and show the trainee
clearly it will help the trainee to do the task. Then, other limitation is parking
space for staff and customer is limited. The trainee suggests that EPF provide

the more parking space that can attract more the customer to come to EPF.
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APPENDICES A:

INDUSTRIAL TRAINNING
STUDENT’S CHECKLIST
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INDUSTRIAL TRAINING STUDENT’S CHECKLIST

Student’s Name L e e
Student’s Id U S N
Unit/ Department ... e e e
Organization D eamnmermsmmssssrmsssmssmrurassssesmenssusnssersnaronteiennssn e
Semester : Mac - July 2017

NO.

DESCRIPTION APPENDICES | TICK
IN REPORT ()

DATE

Receive, read and understand the documents;
1. Industrial Training Handbook

28/12/16

2. IMC690 Assessment

10-14/7/2017

| 3. Definition of Special Project (IM225/245 Only)

4. Insurance Letter (UiTM)

5. Industrial Training Report Overall Contents

6. Cover & Title Page Guideline

7. Declaration Guideline

8. Abstract Guideline

Receive, read and understand the rubrics;
1. Rubric — Industrial Evaluation

2. Rubric - Individual Presentation

| 3. Rubric - Industrial Training Report (Overal)

4. Rubric - Industrial Training Report (Reflection
Assessment)

Receive, read and understand all the forms

Report duty to organization and submit report duty
form to the Industrial Training Coordinator (‘Borang
Report Duty’) within the first week of internship
Email : nurul1217@kelantan.uitm.edu.my OR

Fax : 09-9762156 — HEA (please put a note : “U.P:
Puan Nurulannisa Binti Abduliah™

1-10/2/2017

Understand that students are NOT ALLOWED to YES
take any leave during internship, unless for (MC / Letter)
emergency leave / MC / special case (not more
than 6 days in 5 months); or else the internship
status is automatically FAIL. Get the permission
from Organizational Supervisor before taking any
leave.

**Any extra leave provided by organization is not
counted under this clause. Organization may
provide extra leave / benefits to students, if
necessary**

Understand that NO semester break during
internship.




Understand that public holidays/special
leaves/weekend are different between states;
follow current state during internship /

Record every attendance in the form (‘Borang
Kedatangan Latihan Industri’) or use any method
provided by organization (thumbprint or punch
card).

organization’s policy. (put remark in the logbook)

YES
(Copy of
attendance)

Record every task given in the logbook every day.
Ask the Organizational Supervisor to sign/verify on
daily OR weekly OR monthly basis.

10.

Fill up Organizational Supervisor’s details
(Template Makiumat Penyelia’) and submit to the
Industrial Training Coordinator once the supervisor
has been assigned. (**You may include the topic
for Special Project, if you already have it**)

Email : nurul1217@kelantan.uitm.edu.my

1.

Discuss with Organizational Supervisor regarding
Special Project (must be ISM OR IM related tasks).

12.

Plan and strategize all the tasks given during
internship (discuss with the Organizational
Supervisor regarding duration for the tasks,
especially Special Project). You may use the
planner (‘Jadual Perancangan Latihan Industri’)
OR make your own custom planner using MS
Office / MS Project OR use the planner provided
by the organization (if any).

13.

Consult with your Faculty Supervisor regarding the
tasks (especially Special Project) at least 3 TIMES,
via face-to-face OR email OR phone calls OR any

types of communication medium, which necessary.

14.

Hand over the industrial evaluation form (Rubric —
Industrial Evaluation) to the Organizational
Supervisor (softcopy or hardcopy, any way
preferable by the supervisor). The Organizational
Supervisor will make an evaluation on the
student's performance.

15.

PAY your fees (semester Mac — July 2017) Refer
Academic Calendar for the date.

16.

REGISTER for IMC690 (Industrial Training)
course— Refer Academic Calendar for the date.

17.

VALIDATE for IMC690 (Industrial Training)
course.— Refer Academic Calendar for the date.

18.

Update your MUET status to the HEA (to those
who not yet submitted the result/status).

19.

Have a visit from the Visiting Supervisor (from
nearest campus / faculty) during internship.

Prepare the evaluation form (‘Borang Penilaian

YES (Copy of
logbook
entries)

28/2/2017

YES

BEFORE
26/3/2017

27/2— 12/3/12017

- 13-26/3/2017
GUGUR TARAF
30/3/ 2017




Visiting Supervisor’). Students may discuss or seek
for opinions from the Visiting Supervisor. But
approval for the tasks (especially Special Project)
may only be done by the Organizational Supervisor
& Faculty Supervisor.

20. | Submit the evaluation form (Rubric — Industrial
Evaluation) to Industrial Training Coordinator OR
Faculty Supervisor within the last week of
internship

21. | Attend the presentation (viva) at the faculty

*subject to change. Bring along the evaluation form
(‘Borang Penilaian Pelajar’) during the
presentation.

22.

Submit the Industrial Training Report (hard cover
bind, dark blue)

23.

Provide a softcopy of Industrial Training Report in
a CD, sealed in an envelope nicely, and attached
at the back of the report.

24.

BEFORE / ON
30/6/2017

10-14/7/2017

10-14/7/2017

Attach this checklist in Appendices section.

25.

Attach any other necessary documents which
related to your tasks in Appendices section (i.e. :
user manual, photos of activities, forms, sketches
of storyboard, sample of interface, etc.).

NOTES :

1. Organizational Supervisor — supervisor assigned by the industry / organization.
2. Faculty Supervisor — supervisor (lecturer) assigned by the faculty / campus, of which
students come from. (i.e.: A faculty supervisor from Kelantan campus will be

assigned for students from Kelantan campus).

3. Visiting Supervisor — supervisor (lecturer / staff) assigned by the faculty / campus,
from the nearest campus/state to the organization. (i.e.: A visiting supervisor from
Shah Alam will be assigned for students who undergo the internship in Selangor /

Kuala Lumpur).




APPENDICES B:

SAMPLE OF THE COVER PAGE
FOR REPORT
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INFORMATION SYSTEM MANAGEMENT

FACULTY OF INFORMATION MANAGEMENT
UNIVERSITI TEKNOLOGI MARA KELANTAN

01 FEBRUARY 2017 —30 JUNE 2017
INDUSTRIAL TRAINING REPORT:



KUMPULAN WANG SIMPANAN PEKERJA (KWSP)

KWSP KOTA BHARU, TINGKAT 2, 3 DAN 5,
BANGUNAN KWSP, JALAN PADANG GARONG,
1500, KOTA BHARU,

KELANTAN.

SPECIAL PROJECT:
FILING AND RECORD MANAGEMENT

BY
MUHAMMAD NAQIB BIN MAZLAN

FACULTY SUPERVISOR
MADAM ZAILA BINTI IDRIS

REPORT SUBMITTED IN FULFILLMENT OF THE
REQUIREMENT FOR THE INDUSTRIAL TRAINING
FACULTY OF INFORMATION MANAGEMENT
UNIVERSITI TEKNOLOGI MARA KELANTAN

01 FEBRUARY 2017 —30 JUNE 2017



KUMPULAN WANG SIMPANAN PEKERJA (KWSP)

KWSP KOTA BHARU, TINGKAT 2, 3 DAN 5,
BANGUNAN KWSP, JALAN PADANG GARONG,
1500, KOTA BHARU,

KELANTAN.

SPECIAL PROJECT:
FILING AND RECORD MANAGEMENT

BY
MUHAMMAD NAQIB BIN MAZLAN

FACULTY SUPERVISOR
MADAM ZAILA BINTI IDRIS

REPORT SUBMITTED IN FULFILLMENT OF THE
REQUIREMENT FOR THE INDUSTRIAL TRAINING
FACULTY OF INFORMATION MANAGEMENT
UNIVERSITI TEKNOLOGI MARA KELANTAN

01 FEBRUARY 2017 —30 JUNE 2017
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V=N FAGUL 1Y OF INFORMATION MANAGEMENT
~ UNIVERSITI TEKNOLOGI MARA (UiTM)
\%@ KELANTAN BRANCH

REPORT DUTY DECLARATION FORM
(Semester March —July 2017)

To - Puan Nurulannisa Binti Abdullah
Industrial Training Coordinator IM245 - UiTM Kelantan

Name D NMURANMINRD  NBAN\L  BiN Mazean

UiITM ID : )0\4\%‘5331’
Program Code : M) Ly

H/P No

| hereby, confirmed and report my duty to NMudanmne®  NRQip B MA2L AT (organization).

Date: O\ February 2017 Student Signature
Verified by,
Signature
Name MOHD YUSOFF BIN ALI (B347)
Ketua
. . Seksyen Penguatkuasaan
Designation KWSP Kotg Bhan
Official Stamp

** Email to : nurul1217 @kelantan.vitm.edu.my or fax to 09-9762156 (HEA)
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poran Kehadiran Individu - 01/03/2017 hingga 31/U3/£u1/

MUHAMMAD NAQIB BIN MAZLAN

PLB260 - | Tarikh / Masa Cetakan : 04/04/2017 15:51 PM

SEK.PENG.OPER CAW. KOTA BHARU

awatan TRAINING
Bil Tarikh Syif M. Masuk | M. Keluar Status Alasan

Jam

01/03/2017 - RBU | 08:00-16:45 | 07:53:08 | 16:50:51 | 08:57:43

02/03/2017 - KHA | 08:00-16:30 | 07:46:18 | 16:58:34 | 09:12:16

03/03/2017 - UM Off Day

04/03/2017 - SAB Rest Day

05/03/2017 - AHD | 08:00-16:45 | 07:52:32 | 16:50:35 | 08:58:03

06/03/2017 - ISN | 08:00-16:45 | 07:46:18 | 16:54:33 | 09:08:15

07/03/2017 - SEL | 08:00-16:45 | 07:50:31 | 16:51:07 | 09:00:36

08/03/2017 - RBU | 08:00-16:45 | 07:53:18 | 16:48:27 | 08:55:09

Wl | oo U] K| W N =

09/03/2017 - KHA | 08:00-16:30 | 07:54:58 | 16:54:57 | 08:59:59

=
o

10/03/2017 - JUM Qff Day

11|11/03/2017 - SAB| Rest Day

12 |12/03/2017 - AHD | 08:00-16:45 | 07:53:18 16:48:57 | 08:55:39

13| 13/03/2017 - ISN | 08:00-16:45 07:42:591 16:49:27 | 09:06:28

14| 14/03/2017 - SEL | 08:00-16:45 | 07:48:46 | 16:51:34 | 09:02:48

15(15/03/2017 - RBU | 08:00-16:45 | 07:41:01 | 16:49:05 | 09:08:04

16 |16/03/2017 - KHA | 08:00-16:30 | 07:45:04 | 16:38:12 | 08:53:08

1717/03/2017 - 3UM Off Day

18| 18/03/2017 - SAB Rest Day

.19 19/03/2017 - AHD | 08:00-16:45 | 07:41:32 16:52:20 | 09:10:48

20| 20/03/2017 - 1SN | 08:00-16:45 | 07:50:41 | 16:57:17 | 09:06:36

21| 21/03/2017 - SEL | 08:00-16:45 | 07:41:14 | 16:48:49 | 09:07:35

22)22/03/2017 - RBU | 08:00-16:45 | 07:51:24 | 16:07:44 | 08:16:20 Keluar Awal. _’ KA - Program Derma

Darah.

23(23/03/2017 - KHA | 08:00-16:30 | 07:42:40 | 16:34:51 | 08:52:11

24| 24/03/2017 - UM Off Day

25|25/03/2017 - SAB| Rest Day

26|26/03/2017 - AHD | 08:00-16:45 Tidak Hadir. F TH - CUT REHAT MAC.

27 27/03/2017 - ISN | 08B:00-16:45 | 07:47:00 | 16:51:55 | 09:04:55

28| 28/03/2017 - SEL | 08:00-16:45 | 07:52:57 | 16:51:40 | 08:59:43

29| 25/03/2017 - RBU | 08:00-16:45 | 07:49:57 | 16:47:58 | 08:58:01

30(30/03/2017 - KHA | 08:00-16:30 07:48:13 | 16:38:57 | 08:50:44

3131/03/2017 - JUM Off Day

Jumiah Jam : 188:45:01 Jumiah Jam Hilang Masa Kerja (HMK) : 00:00 (jam) Jumlah Hadir : 21 hari

Datang Lewat (DL) : 0 hari |Keluar Awal (XA) : 1 hari [Tidak Hadir (TH) : 1 hari  [Tidak Lengkap (TL) : O hari

Pengesahan & Kelulusan :-

¥ menungou Keiulusan ; 0 Euﬂus 12 ' Li Tidak Lulus : 0
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SIJIL PENGHARGAAN

Adalah Dengan Ini Disahkan Bahawa

MUHAMMAD NAQIB BIN MAZLAN
NO. K/P: 941010-03-5595

TELAH MENJALANI LATIHAN INDUSTRI
DI KWSP CAWANGAN KOTA BHARU

BAGI TEMPOH
01 FEBRUARI 2017 HINGGA 30 JUN 2017

Saya bagi pihak pengurusan dan seluruh warga KWSP
Cawangan Kota Bharu mengucapkan ribuan terima kasih
di atas segala sumbangan yang telah diberikan
sepanjang perkhidmatan di KWSP.

“SELAMAT MAJU JAYA”

T

MOHAMMAD BAKRI BIN MUHAMMAD R0
_ Ketua Negeri 5
KWSP Negeri Kelantan (’.;,

Bertankh: 02 Julai 2017 BN -)'.

Bt G m&ﬂ-@\
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SPECIAL PROJECT






FAIL TUTUP

KOTAK NO. : _3?_)__

suLANTARUN - il - ol |16
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16/07/2017

MUHAMMAD MAQE BN MAZLAN

2014133833

1 -

EMPLOYEES PROVIDENT FUND |

P

= Social security institution
= Provides retirement henefits
= Private and Non-Pensionable Public

Werond
seS0vews |Messvems | Aesovess |[DETRLOSAEE|
Yadowa  (Wbdwat  Wedwa |10 oy
3 5 | Pemscoble
! Edcsten | PSS

Wdwdded | Dosh Widvaws
Wil | Wehiawa il |

Viackawi
Merters | Wil | Vs Of

| Hioworg Losy hertly | Heelhy
meiret | Puchasef Sawngs Ofre | L

e

= Operation Management
= Contribution/Finance

= Enforcement

= Service




16/07/2017

= Manage the employer corresponden = Record cheque and form A
= [ndent file - mﬂ with customer A
= Searching file " aRfflf‘te' the new epf member and -
= Manage the letter « Record the EPF 1 form
y T =




16/07/2017

Bunting Customer Meoet Day




16/07/2017

55

AMALAN IGTA
BERS.

HARLARXEA
ERERLASTARN (A
it

tea ST n
U Liga SO Tryam
TR Lycaes vt

Bunting Road To Weliness

Bunting MPKB Eid al-Fitr Day

Banner Enforcement Section Eid al-Fitr




16/07/2017

Poster Liason Officer 55

Banner Operation Management Eid al-Fitr Day
o A o

_ @ﬁm PERSON-INCHARGE [ARAS3] @

T

o

Poster Person In Charge Floor 3

Banner Contribution Section Family Day




16/07/2017

(|

Y SENARAI PERSON-AN-CHARGE[ARASS] of:
@ wasss) g3

L ey

Poster Person In Charge Floor 5

Video EFF ERT Team




16/07/2017

Selamat Hari Raya AidItFtri

ENF Eid al-Fitr Website

BT

= Gain lots of experiences

= Been exposed to work professionally

= Time management skill and co-workers
motivation

= Enjoy my Industrial Training period at
Employees Provident Fund Kota Bharu
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55

AMALAN KITA
BERSAMA

MARILAH KITA
MEREALISASIKANNYA

o

SEIR! Sisih SEITON Susun
SEISO Sapu SEIKETSU Seragam
SHITSUKF Sentiasa Amal

{ADIKANLAH | —
 SEBAGA! l_!)_—;-f}'
SUDAYAKITA




PEI.AIGGAI

‘%!‘
:Akaun P

Penyata
e-Pengeluaran

Bendidikan

Khidmat Ras

gl B







KiG ntuk
membantu ahli




Activities: @

@Health Screening
€ Diet & Nutrition Talk

9 Diabetes : No. 1.Killer

22\March 2017
8.30am-4.30pm

Venue Lew3

Bangu_naln KWSP




POSTER



&

AZHAR
CHE HASHIM
(C.156)

BILIK STOR

HAMIDAH
MUHAMMAD
(M.784)
BILIK TELEFON

WAN ROZILA

WAN AB KADIR
{W.096)
PAMNTRY

SITI MERIAM
SALIM
{S.362)

PUSAT SUMBER

SITIAZNI
AB HAMID
{A.826}
BILIK MESYUARAT

MAIZIRAH
MOHAMED
(M.B66)
PRINTER 9050 & 4050

ROHANI
MOHD YUSOFF

(M.402)
KESN FOTGSTAT

RUSMANI
ZAKARIA
(2.047)

TANDAS WANITA

' SENARAI PERSON-IN-CHARGE [ARAS 5) (@

WAN ZULKIFLI
WAN MOHAMED

MOHD AZHAN
YUSOF
(Y.194)

PERALATAN GUNASAMA

ZALIHA IDRIS
{1.148)

BiLiK FAIL

WAN AZNI WAN
YUSOF
1€.097)

MESIA PERINCIH




i

SALIM SAAD
(S.463)
SURAY LELAK!

MD SEBRI ISMAIL
(1.118)

BILIK falL

ZAHIDAH
MOHAMED
{M.523)
PANTRY

MD AFFANDI MD
ADIB
(M.459)
BILIK KELAB

RUBY FAIRONIZA
ISMAIL
1B.480j

SURAU PEREMPUAN

SIDIK DALD
{D.022)

MESIN PENCETLK
FQTOSTAT

DZULKURNAIN
MO
M.775)
BILih FAILLITIGAS)

NAZIZUL CHE
MAHMUD

M1}, SENARAI PERSON-IN-CHARGE [ARAS 3) -

IMRAN
SHAMSUDIN
{B.726)
TANDAS LELAKI

ROHANI DAUD
1D.061)

TANDAS WANITA




#%\ LIAISON OFFICER 55 KWSP KOTA BHARU {@:“3

SEKSYEN PENGURUSAN
OPERASI

SEKSYEN
CARUMAN 'KEWANGAN

SEXSYEN

FERGUATKUAS AN

SEKSYEN PERKHIDMATAN

pr——————,

Radziah Che Mohd
Yusoff
(C.161)

Wan Azni Wan Yusof
(W.066)

Noraziinda Mohd Nor
(M.245)

Mohd Rosli
Mahmood
(M.558)

Wan ZalikhaWan
Omar
(W.098)

RosliAhmad
{A.556)

Mohd Yusoff Ali
(8.347)

Nur Mohd Chairil Azizl
MatNor
(8.904)

—

Muhd Fauzi Sabii
(AB.0430)

Norizah Nordin
{N.045)

Nik Mohd Naari Nik

Man
(N.082)
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SEKSYEN -:NGUATKUASAAN

Pemakanan Sihat
Bulan Ramadhan
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SENARAI SEMAKAN TINDAKAN

NOMBOR MAJIKAN

TINDAKAN S3

1 Borang KWSP 1545

| Laporan IR UNSETTLE

Surat Majikan

KWSP 24 ( Kenyataan Majikan )

KWSP 6 ( Borang A KOD 303) Lengkap

KWSP 6 ( Borang B )

ISijiI Kematian / Pengesahan ALIS

2 Minit Kefulusan PC/KP/PKP
3 Borang Senarai Semakan Tindakan
4 Notis/Surat Penamatan Kepada Majikan
5 Penyata KWSP 1195 Jika Ada Tunggakan
6 Minit Penutupan Fait
TINDAKAN ATAS TUNGGAKAN
1 Notis Peringatan & KWSP 1195
2 Notis Berdaftar Kepada Pengarah/Pemilik Berdasarkan ROC/ROB/Bar Council
3 Lawatan Pemeriksa
4 Tindakan Pendakwaan Jika Amaun Tertunggak Melebihi RM2000 Caruman/RM3000 STF/STD
5 Borang KWSP 1545 (Penamatan Tindakan)
6 Tindakan R1 Pengecualian Atas Kelulusan Pengurusan




www.kwsp,qov.mv

TS

UNTUK BANTUAN LA HUBUNGI TEL03-744551 441350 TTABLEAX 097248805 SAMBUNGAN
ROSLI AHMAD 510, PN NIK NOR RADHIAH 510,ZULAIZI JAAFAR 509,SYED ABDUL HAMID
509
PN WAN ZALIKHA 504




CARA-CARA PENGHANTARAN
BORANG A DAN BAYARAN
DALAM LAMAN WEB

KWsP

LAYARI LAMAN WEB ( www.kwsp.gov.my )

- Klik Login majikan (e-Caruman)
- Klik - gambar neck tie/tali leher

- Masukkan id pengguna ( no majikan )
- Teruskan/ enter

- Masukkan kata laluan ( )

- Login/enter

- Klik - CARUMAN

- Klik - penghantaran Butiran caruman KWSP { borang A )

- Seterusnya

- Klik - Borang A pracetak

- Seterusnya

- Pilih bulan caruman ( contoh Mei 2016

- Pilih

- Adakah bulan caruman betul? -Ya

- Butiran berdasarkan caruman terkini - Ok { Skroll kan tetikus ke bawah )

- Isikan nama pekerja dan upah/gaji { jumlah potongan kwsp akan terisi secara automatik, sekiranya masih tiada nama pekerja, sila
gunakan skrin tambah rekod pekerja baru, sekiranya pekerja berhenti, klik sebelah nama pekerja dan klik padam )

- Klik - seterusnya

- Klik - seterusnya

- Klik - Bayaran melalui online (Maybank2u, FPX, DDA)

- Seterusnya
Klik |:| Saya mengesahkan maklumat Borang A adalah benar.......................

- HANTAR

- Pilih Retail Banking atau Corporate Banking.

- Klik - Seterusnya

- Pilih Bank Pilihan

- Masukkan Username Bank

- Masukkan password
- Klik request TAC NUMBER {masukkan no TAC yang diterima melalui telefon bimbit)
- Klik Agree and Continue
Sila patuhi tatacara bayaran perbankan internet yang ditetapkan bank berkaitan
- Pilih Click Here to Complete Your Transaction
- Klik Cetak Resit
Sistem akan memaparkan resit.

Muat Turun Resit

CETAKAN BORANG A
- Cetakan dan Semakan penghantaran Borang A terdahulu boleh disemak dalam skrin
PAPAR / KEMASKINI BORANG DALAM SIMPANAN (skrin sebelah kiri }
- Contoh : Pilih salah satu no siri/nombor fail FA05/2015_002926480 { klik )
- Cetak Borang A
- Sila klik disini untuk muat turun Borang A dalam format PDF
- Open




BANK-BANK YANG TERLIBAT

| DEUTSCH | . puBLIC |
Il EBank AN BANK ()

HONG

BANK OF e LEONG
- AMERICA . BANK (I} |

~ usec |
BANK (1) 8

Stangard Crarisred

)
_ CHARTER

- cvB | uacin J.P
BANK () . MORGAN

@mwm'iMAYBANK |
. O




No Majikan

Tarikh

KETUA PENGUATKUASAAN
KWSP Kota Bharu

Tkt 3, Bangunan KWSP

Jalan Padang Garong

15000 Kota Bharu

Kelantan.

Tuan/Puan

PERMOHONAN PENGECUALIAN FAEDAH BAGI TEMPOH
BERJUMLAH

Perkara di atas adalah dirujuk.

2. Pihak kami memohon jasa baik pihak tuan untuk mengecualikan faedah yang dikenakan
kepada pihak kami. Kelewatan ini adalah disebabkan oleh kelewatan menerima pembayaran yang
dituntut dari ibu pejabat.

3. Kerjasama pihak tuan di dalam menyelesaikan perkara ini amatlah dihargai.

Sekian, terima kasih.

.............................

Nama
Jawatan :
No. K?P:



1. Nombor Kad
Pengenalan

) KUMPULAN WANG SIMPANAN PEKERJA
NOTIS PILIHAN — SKIM SIMPANAN PERSARAAN 1MALAYSIA

1 l l | { l (Jika pemegang MyKad, tidak pertu mengisi ruangan ini }

2, No Ahli { 1 t
3. Nama i I
|
4. Bidang ] Pertanian
Pekerj —
ekenaan Perniagaan
Perikanan

|| Pengangkutan

. Ejen / Jurujual Langsung
. Artis / Karyawan

Suri Rumah
Profesional

Perkhidmatan
Pekerja Berpencen

Lain-Lain
Sila Nyatakan:

5, Alamat Surat

Menyurat

Poskod

Bandar

6. Nombor telsfon untuk dihubungi

Negeri

wot [ | [[-[11]]

e TS

_(8) PENGESAHAN AHI

ditetapkan olefi KWSP.

kanan ini adalah milik saya.

Tandatangan
Pemchon

. 1. Sayamengaku dan mengesahkan sémua maklumat dan dokumen (jika ada) yang diberikan di dalam borang ini adalah sah dan benar.

.2, Saya bersetuju mencarum-kepada KWSP. di bawah Skim Simpanan Persaraan 1Malaysla mengikut- syarat dan prosedur yang

3. Saya dengan ini menurunkan cap ibu jari kiri dan kanan di atas borang permohonan ini dan saya mengakui bahawa cap ibu jari kiri dan

CAP IBU JARI
KiR}

Tarikh

Permohonan

e

Sila hubungt 03 — 8922 6000 untuk g periany

Kemaskini - Juizi 2010. [



) . e EWSD24(MAJ)

AKTA KUMPULAN WANG SIMPANAN PEKERJA 1991
KAEDAH-KAEDAH KUMPULAN WANG SIMPANAN PEKERJA.1991:
[SEKSYEN 37 (5) DAN KAEDAH 55]

PENYATAAN ORANG DALAM PEMERIKSAAN

Mengikut peruntukan seksyen 37(4) Akta KWSP. . 1991, Saya telah memberitahu
mengenai peruntukan-peruntukan subseksyen (2 & (3) yang menyatakan:
(2) i “bghawa dia adalah terikat disisi undang-undang .fituk menjawab .semua soalan yanglberhubungan dengan kes tefsebut

yang diajukan kepadanya oleh pegawai yang menyoal-periksa itu:

Dengan syarat bahawa dia boleh enggan untuk menjawab mana-mana soalan yang jawapannya mempunyai
kecenderungan untuk mendedahkannya kepada sesuatu pertuduhan jenayah atau penalti atau pertuduhan®.

3) “bahawa sescorang yang membuat pernyataan di bawah seksyen ini hendaklah terikat disisi undang-undang untuk
menyatakan kebenaran, sama ada atau tidak pernyataan tersebut dibuat pada keseluruhannya atau sebahagiannya dalam
menjawab soalan-soalan®.

Tandatangan pemeriksa Tandatangan Jurubahasa

Saya No. Kad Pengenalan:
(HURUF BESAR)
berumur dan beralamat

Setelah diberitahu mengenai peruntukan subseksyen (2) & (3) seksyen 37 Akta KWSP 1991, dengan ini memberikan penyataan
ini:-

[SILALIHAT SEBELAH]



KWSP 24 (MAJ)

AKTA KUMPULAN WANG SIMPANAN PEKERJA 1991
KAEDAH-KAEDAH KUMPULAN WANG SIMPANAN PEKERJA.1991:
[SEKSYEN 37 (5) DAN KAEDAH 55]

PENYATAAN ORANG DALAM PEMERIKSAAN’

Meﬂgikut peruntukan seksyen 37(4) Akta KWSP 1991,  Saya telah memberitahu
mengenai  peruntukan-peruntukan subseksyen (2) & (3) yang

menyatakan:

) “bahawa dia adalah terikat disisi undang-undang untuk menjawab semua soalan yang berhubungan dengan
kes tersebut yang diajukan kepadanya oleh pegawai yang menyoal-periksa itu:

Dengan syarat bahawa dia boleh enggan untuk menjawab mana-mana soalan yang jawapannya mempunyai
kecenderungan untuk mendedahkannya kepada sesuatu pertuduhan jenayah atau penalti atau pertuduhan”.

. ® “bahawa seseorang yang membuat pernyataan di bawah seksyen ini hendaklah terikat disisi undang-undang
untuk menyatakan kebenaran, sama ada atau tidak pernyataan tersebut dibuat pada keseluruhannya atau
sebahagiannya dalam menjawab soalan-soalan”.

Tandatangan pemeriksa Tandatangan Jurubahasa

Saya No. Kad Pengenalan:
(HURUF BESAR)
berumur dan beralamat

-

Setelah diberitahu mengenai peruntukan subseksyen (2).& (3) seksyen 37 Akta KWSP 1991, dengan ini memberikan
penyataan ini:-

{SILA LIHAT SEBELAH]
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