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CHAPTER 1: INTRODUCTION OF THE ORGANIZATION

1.1 BACKGROUND OF THE ORGANIZATION

Majlis Amanah Rakyat ( MARA ) or Malay for Indigenous People’s Trust Council, is a 

Malaysian government agency. It was formed to aid, train and guide Bumiputra especially 

Malays and other indigenous Malaysians in the areas of business, industry, and education. 

MARA was formed on March 1, 1966 under the Rural and National Development Ministry.

MARA was formed by an act of Parliament in 1966. It had originally begun as the Rural 

Industrial Development Authority (RIDA), which was established by the British colonial 

administration in 1951, a program to provide economic assistance and support to Malay farmers 

and rural inhabitants. This organization was expanded in scope and became the MARA in 1966 

Although it is an autonomous government agency, it reports to the Minister of Entrepreneurial 

and Cooperative Development, who appoints all the members of the MARA Council. Besides 

state-level offices in the 13 states of Malaysia and the Federal Territory of Kuala Lumpur, 

MARA operates three offices overseas in London, Washington, D C. and another 

in Alexandria, Egypt.



1.2 VISION AND MISSION

The vision and mission for MARA:

Corporate Vision

To be an outstanding of trust, upholding the nation’s pride

Corporate Mission

Spearheading the fields of entrepreneurship and investment to enhance holding of Bumiputra

1.3 OBJECTIVES

There are 4 objectives set of fairness:

1.3.1 Developing successful and innovative entrepreneurs

1.3.2 Producing a globalised human capital with integrity

1.3.3 Contributing to equity ownership

1.3.4 Simplifying the delivery system

1.4 STRATEGIES

1.4.1 i- entrepreneur

MARA offers loans to Bumiputra entrepreneurs, such loans may be repaid either in the 

conventional Western manner or in the style of Islamic banking, depending on the 

borrower's preference. MARA also offers entrepreneurship courses, vocational training, 

consultancy services, and assistance in marketing for Bumiputra entrepreneurs



MARA constructs infrastructure, such as shop lots or factories, which are rented to 

Bumiputra entrepreneurs at a subsidized rate. These facilities are often constructed in 

towns or underdeveloped areas, to encourage further development there.

1.4.2 i- worker

MARA provide their worker with the internal programmers where community in MARA 

able share files and other information between each others. Then, their able to using 

technology to simplify and ensure all work able to complete in necessary date.

1.4.3 i- investment

MARA wills active participating in high impact business to ensure all bumiputra able to 

improve their standard of living and other financial sources. Besides that, MARA will 

helping real estate development, commercialization especially on MARA programmmes 

to generate income of bumiputra Then, MARA will improve the performance of 

companies under MARA towards maximizing profits

1.4.4 i- organization

An organization is a social entity, such as an institution or an association , that has a 

collective goal and is linked to an external environment. Beside, MARA provided loan 

their also provided education in level of higher education, secondary of education, skill 

and technical even education technology, entrepreneurship and investment to developing, 

facilitating and fostering the economics and social development in the federation 

especially in rural areas.



1.5 CLIENT CHARTER

The MARA community will always be committed towards providing quality and effective 

services with integrity to facilitate the delivery system. We pledge to carry out responsibilities 

that have been trusted upon by ensuring:

1.5.1 Completed applications for Business Financing, Education Loan and Entrepreneurial 

Training Programme are decided upon within a period of 14 days.

1.5.2 Completed applications for Premise Tenancy are decided upon within a period of 14 

days from the closing date of the advertisement.

1.5.3 MRSM Intake Result are released as follows:

a. Form 1 - 30 days after the last days of the test and interview session.

b. Form 4-30 days after PMR results are announced

15 4 MARA Higher Education Institutions (IKM, KKTM, KPM, GMI, KPTM and 

UniKL) Intake Results are released within a period of 30 days from the application 

closing date.

1.5.5 Payment of bills and claims are made within a period of 14 days from the submission 

of complete documentation by supplier.



1.6 MARA LOGO

TABLE 1.1: A GENERAL RATIONALE FOR MARA LOGO

SYMBOL MEANING OF A SYMBOL

Wheel (14)

Each flange represents a state in Malaysia to which MARA 

provides direct services and creates a network of 

entrepreneurial activities ventured by Bumiputera

Opened Book

Represents knowledge as the heart of a Thinking 

Organization which is MARA's vision of achieving progress 

and excellence in Entrepreneurship and Education.

Opened Compass

Represents MARA's efforts as a trustee to encourage, guide, 

train and assist Bumiputera in entrepreneurship towards 

creating a Commercial and Industrial Community

Spanner and Screw

Represents MARA's contributions in providing technology­

based education and training from elementary to advanced 

level and developing skilled human resources for the nation.



Romanized & Arabic Script of‘Majlis Amanah Rakyat’

Represents the continuity of MARA's image, an outstanding 

reputation whilst embracing Islamic values.

(Source: mara.gov.my/ on 6 march 2014)

Colour:

RED: Represent courage in moving forward to explore new opportunities.

BLUE: Represent noble vision and mission of this eminent trustee entrusted to improve the

status and dignity of the people.

BLACK: Represent integrity and determination to continuously assists the bumiputra



1.7 ORGANIZATION STRUCTURE

Figure 1.1: ORGANIZATIONAL STRUCTURE
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FIGURE 1.2: MARA COUNCIL MEMBER 2012-2015



FIGURE 1.3: MARA MANAGEMENT 2014
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1.8 DETAIL STRUCTURE OF STAFF AT PEJABAT MARA DAERAH KUALA

SELANGOR.



For “Pegawai Mara Daerah”, he need review of application received for applicant and find 

credit search (CTOS) for the borrower and guarantors to ensure all information with wisely. 

Then, PMD also need contact the applicant to set date and time of interview and investigation 

visits to the premises of the applicant to ensure their business with loan provided from MARA. 

Besides that, he needs to prepare executive reports to evaluate by top management in Head 

Quarter MARA and need endorse the documents presented by the applicant after getting 

permissions from other PMD in area Selangor and permission from Director of MARA. For 

“Penolong Pegawai Mara Daerah”, he need helping his top management and take over PMD 

duties if PMD outstation or going to settle formal visit to premise of applicant

Then for “Pembantu Tadbir” , she need to receive an application form from applicant and re 

check if applicants missing certain important form or document. After received the application 

form, she need to records of all applications and funding if on that day have payment receives for 

customer. Next, she need to register the application in the online system under MARA to ensure 

all information been update and record for each application. Besides that, she need to help PMD 

and “Penolong PMD” to find Credit search (CTOS) for the borrower and guarantors and open 

news file for keep all agreement and application between the borrower, guarantors and MARA, it 

will help the PMDKS to keep and secure all the information from jurisdiction action if anything 

bad happen on the agreement. Then, she needs to prepare a memo to the PMN or PMD for 

funding to submit a completed process to ensure top management will get the same information 

whether the Head Quarter or Pejabat Mara Daerah in avoiding unethical action or corruption.



CHAPTER 2: SCHEDULE OF PRACTICAL TRAINING.

2.1 WEEK 1 (22/1/14 - 24/1/14)

On the first day of practical training, I have to report to “Pejabat Mara Daerah Kuala 

Selangor” (PMDKS) as practical student from Universiti Teknologi Mara (UiTM) 

Samarahan Campus started on 22/2/2014 until 28/2/2014 to PMDKS assistant, Mr. Aizat 

bin Ishak. As practical student, I have been asked to send a fax to the UiTM about 

presence there. Then I was given an Office Assistant Table File by Mrs. Riena bt H. 

Ramli. The information contained in the files of the important task should be undertaken 

by workers whether full time, part time even practical student in PMDKS.

In addition, I was also introduced to the “ Majlis Amanah Rakyat” (MARA) especially on

the diversity of loan and facilities granted by MARA. I also was taught by Miss Nur 

Fazlyanna of facilities and action upon receiving our customers. She also practical 

student from “Politeknik Sultan Idris Shah (PSIS). This is because both of us have been 

places at the customer service counter. It was the new experience in working life and help 

me in gain more knowledge.

Next day, I continue my work in enquiry system to update the information and write 

down on Microsoft Excel to ensure all data be written down. Besides that, I also need to 

fulfill the payment form to ensure all data must correct and accurate based on the 

information on system and it must according to information given by our beloved 

customer. I help receiving the letter from postman and stamp with MARA logo. It was 



invitation from private company to invite “Pegawai MARA” to came along during the 

event. After stamp the letter, I need to key in the data on the folder Tetters receive’ and 

give to Mr. Aizat for confirmations attend the event.

It was the last day for completing the enquiry system on the first stage. On the Friday 

morning, I already had done with the enquiry system. Then I need to copy the data on pen 

drive and keep the hardware of original information. After done with the enquiry system, 

I helping Miss Fazlyanna with glue the stamp on envelope and post to our beloved 

customer and their guarantor.

We also receive many customer want to pay their borrowing and fees registration of 

MRSM for form 1. Besides that, I also need to write down on “ Kertas Minif ’ depend on 

name and code of file system even I need to organize back the filling system.



2.2 WEEK 2 (27/1/14 - 30/ 1/14)

In the Monday, I continue doing the same work, glue stamp on envelope to post it 

toward our customer and their guarantor. Then I need to link with enquiry system to 

ensure all information about their address, number account and name of customer and 

guarantor are correct. Usually in the morning, I need to find file at filling room to put the 

other related letter based on the priority and write down on “Kertas Minit”. Besides that 

we also grateful of welcome the customer to settle down their debt especially on 

borrowing. Then I also receive money for paying fee registration of MRSM for form 1.

I need to add new information of the Microsoft Excel according to the enquiry system 

especially on balance of debt and amount need to pay every month by our customers. 

After the update the database between the customer and guarantor, I need to record on 

filling system to ensure all data always be up to date. Next, I need to organize all the form 

on cupboard to ensure all form on the right place to easy the work on future. I also 

helping Mr. Aizat on organize the plan of gazette MARA and other information After 

that I need to calculate all the letter need to be send to our beloved customer and their 

guarantor to ensure all letter correct with the amount of file letter out After done with 

counting the letter, I and Miss Fazlyanna need to send into the box post office near to 

MARA branch.

Besides that I need to complete all information for enquiry system and save it on 

computer. After done with that, I need to write down on ‘kertas minit’ for letter in and 

out. After that I and Miss Fazlyanna helping Mrs Riena organize the information chart on 



organization board. I also need to buy item at nearest shop such as stationary with Mrs 

Riena. Then we need to clean up and organize all the information chart on board before I 

and Miss Fazlyanna need to return back several item to nearest shop in helping owner to 

claim to MARA branch in future.

Next, I am helping in organize the filling system to ensure all file in good and organize 

condition. Besides that, I need to fulfill the payment form to ensure all customer able to 

understand and complete the education form. I need to always to check and make sure the 

payment form enough to fulfill by customer. By that, I need to print out, photocopy and 

cut all the payment form and put it in box at customer service counter.



2.3 WEEK 3 (3/2/14 - 7/2/14)

In the third week, I welcome the new student practical form UiTM Shah Alam, Miss 

Azimah bt Zainol Abidin I and Miss Fazlyanna happy having new friend on that day, we 

glad and give Miss Azimah warm welcome to MARA branch Kuala Selangor and we 

also offer if she need help for first day as student practical at PMDKS. Usually on the 

morning, 1 need to register all the letter receive and write down on ‘ Kertas Minit’. I also 

need to find the file according to the reference number and keep it at the file room. Then I 

given ‘Surat Peringatan’ by Mr. Aizat to photocopy and put on envelope. Besides that, 

Mrs. Riena helping me on list down all the data and put on file ‘letters receive’ to ensure 

the efficiency of job. I also need to put all the letter on envelope and put it on wardrobe of 

letter receive.

Next, I and Miss Azimah need to organize all the file al file room to ensure all file be 

organize according to their number and list name of customer at front of wardrobe It will 

help me and other staff to find the correct file according to their number reference 

without wasting time, on this week, we receive customer want to pay their children fee if 

MRSM. Unfortunely, PMDKS receive instruction from MRSM Head Quarter for don’t 

receive any payment because afraid of incorrect number of account for each student. 

Then I helping Miss Azimah in receiving fax and taught about photocopy machine 

especially when receiving fax from outside of PMDKS and we always welcoming 

customer on paying their borrowing. Next I need to help Mr. Aizat in scan document in 

PDF format and save in computer and I need to call our beloved customer to take their 

cheque. Several of them unable to take the cheque on this week because limitless of time, 



if have customer came to take their cheque, we need to ensure their bring company stamp 

and complete the form of ‘Surat Akuan Penerimaan Cek’ to help in keep the information 

on our file. Besides that, I need to upgrade the new data about tenant on MARA building 

in district Kuala Selangor such as in area Kuala Selangor, Tanjung Karang, Sungai Buloh 

and Bandar Melawati.

Besides that, I also need to send a fax about invitation of GEMS under instruction of Mr. 

Aizat and helping Mrs. Riena on scanning document in GIF format and save it on 

computer. After that, I need to keep the MEMO on ‘Fail Timbul’ and ‘ Fail Faksimili’. 

Then I need to call customer to inform them about their borrowing and other information 

needed by them, it will help them to settle their debt and avoid blacklist according to 

MARA system. Next, I helping Miss Fazlyanna in ‘ Fail Lejar’ based on system in 

computer to complete her task. Besides that, we always need to help several customer to 

fulfill their payment to easy for Mrs Riena or Mr. Aizat to print out the receipt.



2.4 WEEK 4 ( 10/2/14 - 14/2/14)

Fourth week at PMDKS, I need to stamp all receiving letter according to date and need to 

put on file based on their own code and name of item. Before put back the file at file 

room, I need to ensure all data been record on ‘Kertas Minif. Besides that I need to pass 

cheque to customer if they paid more than the actual amount. I also helping Miss 

Fazlyanna receiving utility bills for PMDKS and call customer to take letter of 

confirmation and all document needed by customer. Usually when customer came to take 

the cheque and testimonials receipt of cheque, we need to photocopy for our PMDKS 

record.

Next, I need to edit the farewell letter to put on souvenir for staff at Head Quarter for 

appreciation of their service with MARA. I also helping Mrs Riena buying stamp and pay 

utility bill at nearest post office in Tanjung Karang to easy their job on glue it on 

envelope. After that, I need to help customer on E- Pendahuluan form to ensure all 

information been fulfill and ensure the education loan going on track. During office hour, 

if we send fax to top management about anything related with PMDKS, we must keep the 

letter on ‘Fail Faksimili’ for our record in PMDKS.

On this week we receive reservation from Lincoln University Collage for rent our 

meeting room for interview their candidates. After they done with the interview, I 

receiving money of renting meeting room from one of representative of Lincoln 

University Collage. Besides that, I need to write down the payment form based on the 

number of cheque after Miss Azimah check and record it on MARA system. If I and Miss



Azimah have time, Mr. Aizat will taught and gives more information about loan and 

necessary document for each complete form. Besides that, we also learn about 

SPIKE,SPIM, SEMAI and OKU loan provided by MARA organization.

Then I need to photocopy business contract for our report and information to our beloved 

customer for any payment or question about loan provided by PMDKS. Next, I helping 

Miss Fazlyanna in enquiry system and key in all data based on information given by 

customer. Besides that, I also need to photocopy SPIKE contract to help the contact can 

proceed to agreement between contractor and government agencies.



2.5 WEEK 5 (17/2/14-21/2/14)

In this week. I need to continues my job in enquiry system for loan below RM 20K.

Besides that, I also need to call ‘Majlis Daerah Kuala Selangor for confirmation on 

SPIKE contract. It related with government agencies where any contractor received 

contract or any construction with government agencies. Then I and Miss Fazlyanna need 

to find counter receipt to help Mrs Riena on key in the data about payment by our 

customer. I also help customer to fulfill the payment form and to ensure all data in right 

and complete data. Besides that, I need to photocopy contract for our record on file 

Pejabat Mara Daerah Kuala Selangor. Usually for all day, we will receive and serve our 

beloved customer for any payment and question about type and other information about 

any loan.

Besides that, I need to register any letter whether in or out and keep in file according to 

their code and name of customer. After that, I need to renew the paper for cover the file 

‘Lajer Penyewa’ and ‘ Daftar Fail’ I also received call from customer where their asking 

about the balance of payment and recheck their last payment. Next I need to record a 

cheque receiving on ‘ Fail Pembiayaan’ based on the name and number of account and 

we welcoming our beloved and receive payment from customer whether for education or 

business. Sometimes customer also will ask about the balance of payment and schedule 

of payment based on their loan. Besides that, I also need to keep a document received 

from Pejabat Pembangunan Daerah Sabak Bernam and Kuala Selangor on facsimile file. 

I also help Miss Fazlyanna to call Majlis Daerah Kuala Selangor for confirmation about 

SPIKE contract. Besides that, I need to call customer to confirm about their cheque and 



need to permission to bank in the cheque. Then I help Mr. Aizat to send fax to Pejabat 

Pembangunan Daerah Sabak Bernam and Kuala Selangor to ensure all data will received 

by them. Besides that, Pejabat Mara Daerah Kuala Selangor also received many contract 

confirmation from Head Quarter, Shah Alam to next procedure.



2.6 WEEK 6 ( 24/2/14 - 28/2/14)

In this week, I received payment from customer to settle down their loan with MARA. 

Usually their will pay the payment within cash than cheque. It will easy to us to print out 

the receipt as proof of the payment loan. Next I receive call from customer asking about 

education loan and the amount their need to pay every month. Sometimes as customer, 

their will ask us with several question such as payment of rental at the store owned by 

Pejabat Mara Daerah Kuala Selangor and their account especially about monthly 

payment, balance of payment and type of loan. Next I need to print out list of customer 

with assistance, Mr. Aizat. A list name of customer will provide us with several 

information especially amount outstanding, balance of payment and monthly payment. 

Besides that, I need to print out MEMO or ‘Surat Peringatan’ from Pejabat Mara Daerah 

Kuala Selangor toward our beloved customer and their guarantor.

Besides that, I also need to register letter whether in or out and record on ‘Kertas Minit’ 

and keep at file room. Next, I need to write down for application letter home early to easy 

my application letter name early to easy my application and record for Pejabat Mara 

Daerah Kuala Selangor. Then, I need to exchange address of customer on system with 

assisted, Mr Aizat to ensure all information of customer will always update and ensure 

any letter from Pejabat Mara Daerah Kuala Selangor will received by customer. I also 

received fax application for rent meeting room at Pejabat Mara Daerah Kuala Selangor. 

Next, I need to call tenant in the building owned Pejabat Mara Daerah Kuala Selangor 

because we want duplicate key for each premise to storage Head Quarter. After that, I 

received money and cheque from customer for education and business loan to ensure 



their don’t have outstanding balance and to avoid blacklist name on MARA system 

Next, I help Miss Azimah to call customer for confirmation about their payment in term 

of cheque especially for discharge it.

I also need to helping call Mrs. Muliayana from Majlis Daerah Kuala Selangor for 

confirm percentages of job been done by contractor, where them get financing from 

Pejabat Mara Daerah Kuala Selangor. Next I need to photocopy and register all ‘Surat 

Peringatan’ on Pejabat Mara Daerah Kuala Selangor folder in computer. I also help Miss 

Fazlyanna to photocopy identification card to ensure all information of customer been 

complete Besides that, we also received payment heirs of borrowers when the borrowers 

already passed away. Next I need to post a notice about working hours of any business on 

next week (Monday) on the front door Pejabat Mara Daerah Kuala Selangor. After that, I 

was helping Miss Azimah to counting money for last day of this week to ensure all 

money in correct amount. I also help Mr. Aizat to pick up document at file room and 

fulfill the receipt of cheque to easy on transaction with the bank. Next I need to write a 

letter for customer to helping on any transaction with the bank by assisted Mr. Aizat and 

we also need to decide a present to give to Mrs. Riena to congratulation the new born.



CHAPTER 3: ANALYSIS

In this chapter, I will analyze practical report and the routine of work that the trainee was 

assigned to. This chapter will be discussing on the application of theory applied in every aspect 

in the work done. All the theory that are about to being discuss are being applied to the daily 

work routine in the workplace which includes management theory, office management theory 

and public relation theory.

3.1 Task Analysis

The counter service is one of the central elements in administration work. The counter 

service work includes handling (making and receive) phone-call, assisting clients, 

retrieval items such as letters, faxes, memoranda and parcel and other receptionist works. 

Our task is to send faxes to outside organization, processing documents, photocopying 

documents and retrieving incoming letters, parcels and so on.

Counter service is main important that shows the first impression about the organization. 

The main important part and personnel that deal with first impression of customer direct 

communication process with client is a front - line personnel or counter service 

personnel. Customer contact requirements are measurable performance levels or 

expectations that define the quality of customer contact with representative of an 

organization



Features of counter service:

1) Knowledgeable counter service personnel in charge.

2) Accurate, familiar & informative notice board.

3) Established data base & technology.

4) Enquiry counters.

5) Waiting area & enough space to complete the job at the counter.

3.2 Quality Management Theory

During practical training, I am able to adopt the process when deal with people 

especially moment of truth (MoT) on counter service. Moment of truth is the moment 

when a customer first comes in contact with the people (employee of a company), people, 

systems, procedures or products of an organisation. This will lead to the judgement about 

the quality. Success depends in many instances upon the moment when customers and 

employees interact. Besides that, I able to understand and implement the counter section 

during in counter service.



Figure 1.4: The Process of Counter Service

Stage 1: Preparation
• Identify qualified customer-oriented personnel
• Personnel to be prepared mentally and physically - 

emotionally stable

Stage 2: Reception
• Differentiate among satisfied and loyal customer
• Start the communication with customer which include

• greeting and welcoming every guest
• making eye contact and smile
• displaying approachable body language
• be professional (focusing on the positive)

Stage 3: Processing
• Handle complaint/enquiries
• Limit the number of customer that are transferred to other 

counter
• Refer the customer to the officer at back of counter for 

necessary action
• Implement empowerment
• Apply technology
• Have an urgency of mind set

Stage 4: Completion of service
• Making sure that all document have been fulfilled by 

customer
• Need to give back all the things belong to the customer
• Thanking the customer
• Set mind with new situation for new customer

(Source: The Management and Control of Quality,6th Edition, James R. Evans William M.

Lindsay,2005)



3.3 Management Theory

Democratic leadership, also known as participative leadership, which members of the 

group take a more participative role in the decision-making process. Besides that, this 

leadership style is usually one of the most effective and leaders to higher productivity, 

better contributions from group members and increased group morale.

Characteristics of Democratic Leadership

■ Group members are encouraged to share ideas and opinions, even though the leader 

retains the final say over decisions.

■ Members of the group feel more engaged in the process.

■ Creativity is encouraged and rewarded

Benefits of Democratic Leadership

> Group members are encouraged to share their thoughts, democratic leadership can leader 

to better ideas and more creative solutions to problems.

> Group members also feel more involved and committed to projects, making them more 

likely to care about the end results

> Democratic leadership leads to higher productivity among group members

This happen especially new proposal want to get permission from Head Quarter, 

management office need to get all official permission from each Pejabat Mara Daerah to 

agree on that proposal. It helps them in better management and effective and efficiency 

decision in future.

(Source: Fundamental of Management,2nd Edition, Danny Samson Richard L.Draft,2005)



3.4 Public Relation Theory

At counter service T also act as public relations (PR) for the organization. Public relation 

are the practice of managing the spread of information between an individual or 

an organization and the public. Public relations may include an organization or individual 

gaining exposure to their audiences using topics of public interest and news items that do 

not require direct payment. The aim of public relations by organization often is to 

persuade the public, investors, partners, employees, and other stakeholders to maintain a 

certain point of view about it, its leadership, products, or of political decisions. Common 

activities include speaking at conferences, winning industry awards, working with the 

press, and employee communication. It helps me in improving my communication skill 

and confident level especially when communicate with public.

(Source: The McGraw-Hill Companies, Inc.2007)

3.5 Ethics in Administration Theory

It happen on Pejabat Mara Daerah Kula Selangor especially when their deal with several 

proposal for public facility such as reconstruction of playground and road. Most of staff 

play their own role to settle down the problem be a good governance.

Good governance is an indeterminate term used in international development literature to 

describe how public institutions conduct public affairs and manage public 

resources. Governance is "the process of decision-making and the process by which 

decisions are implemented or not implemented". The term governance can apply to 



corporate, international, national, local governance or to the interactions between other 

sectors of society.

The concept of "good governance" often emerges as a model to compare ineffective 

economies or political bodies with viable economies and political bodies. The concept 

centers on the responsibility of governments and governing bodies to meet the needs of 

the masses as opposed to select groups in society. The term good governance can be 

focused on any one form of governance, aid organizations and the authorities of 

developed countries often will focus the meaning of good governance to a set of 

requirement that conform to the organization's agenda, making "good governance" imply 

many different things in many different contexts.

The concept of good governance:

■ transparency

■ responsibility

■ accountability

■ participation

■ responsiveness (to the needs of the people)

By linking good governance to sustainable human development, emphasizing principles 

such as accountability, participation and the enjoyment of human rights, and rejecting 

prescriptive approaches to development assistance, the resolution stands as an implicit 

endorsement of the rights-based approach to development.

(Source: Ethics and The Conduct of Businnes,4th Edition,John R. Boatright,2003)



CHAPTER 4: RECOMMENDATIONS

4.1 Introduction

In this section, the subject to be discussed is the recommendation and suggestion for the 

improvement that is needed to be brought in for the organization

After six week in experiencing the internship experience in Pejabat Mara Daerah Kuala 

Selangor, we as a trainee have learnt more about the real working situation, especially the 

office that we attached to. That includes attendance, working attire, work ethic, job 

responsibility, punctuality, discipline and other. All this new working experiences has 

improved our previous personality as a student. Job or task also need to be done in exact 

due date given. We also learn how to connect and interact with other people and 

organizing an activity for the organization. This experience has gives us the value of 

commitment that every alls employees need to hold up to in order to maintain quality job 

performance and job responsibilities.

During the practical training, we got to meet not only people inside the organization but 

also outside the organization. Inside the organization, we were having an opportunity to 

establish link and network with the supervisor and staffs of the office. Besides, we also 

network with people from other outside organization. This opportunity can be used for 

future reference before entering the real working world Furthermore, after experiencing 

industrial training, it can be used as working experience in the resume before applying for 

the job in future after graduating. It is important to maintain established and good 

connection with people especially with the supervisor, other personnel and co-worker.



The supervisor can act as a referee in the resume’s reference. Therefore, connection can 

benefit and supports us in the future time

4.2 Strengths

4.2.1 Job responsibilities

Every employee has their own job responsibilities. That includes all of the personnel in 

the organization. Each of them are aware of their job responsibilities properly manage 

their work. The leader plays their role in leading and provides order and instruction to 

their subordinate. The subordinates then execute the job or task given within the duration 

that was given by their leader. To maintain systematic work flow, each department were 

assigned to deal with various works and fields. For example, the financial section is 

dealing with budget and wages increment and the administration section deals with 

administrative work. This is to ensure smooth operation, maintain security and 

confidential and provide back up during the case of emergencies.

4.2.2 5S Implementation

Good environment can be created in the work place. Therefore, the implementation of 5S 

is important. 5S help to create systematic, productive and conducive environment in an 

organization. It helps to organize the working environment and office environment and 

avoid complexity in dealing with work. For example, tagging and labelling of office 



properties and filing record. This is to ensure systematic use of the properties and 

provide easy access to the files record. Therefore, 5S implementation helps to produce 

effective and productive workers.

4.2.3 Effective Communication and Interaction Skills

Communication is one of the important elements that are needed in dealing with 

everyday work basis. Proper communication provides efficiency and effectiveness in 

dealing with staffs, higher authority and outsider. Pejabat Mara Daerah Kuala Selangor 

daily work always dealing with various people and therefore effective communication is 

their priority in order to provide the best service to the people who go and deal with them. 

Besides that, the interaction skill between the superior and other co-worker are efficient. 

The distributions of information are through various methods which include meeting, 

electronic mail or e-mail, and face to face communication. To maintain a good 

interaction skill, they will organize events and organization activities.

4.3 Weaknesses

4.3.1 Improper Database Storage

The organization having difficulty in maintain proper database storage because there is 

no proper database software being applies. This is because of the low awareness of the 

IT usage in the organization. The office still using the basic software such as Microsoft 



word and excel to record in their data in database system. Besides that, the entry system 

for vote ledger is still being done in manually system. In this case, all the records are 

being written up manually to the book of vote ledger although the printed system has 

been introduced. The effect of this improper database storage is that it can cause 

overload work in managing the data manually and the data will easily erase or damage if 

there is technical error to the personal computer and the misplace of those data will occur.

4.3.2 Poor file update system

Although having a proper record management, this organization still having some 

problem on file update system Updated file system is a routine work where all files are 

being update from time to time which is daily, weekly or monthly. This is to ensure all 

the files are being updated and to identify which files need to be retain, close or dispose. 

However, filing update system in this organization is being done only when they 

undergoing the audit checking or observation. The workload in managing those files will 

occurs and something it takes few weeks or even months to process and update the file 

for the archive and audit checking. These will slowdown other work that has to be dealt 

in time.



4.4 Major Challenges

Those are the major challenges that we faced during the five weeks of practical training 

period which includes:

4.4.1 Alignment of the job nature to the fields of study

During the practical training, we were assigned with various tasks in the department that 

we attached to. However, some of the task given was not aligned to the field of study. 

There is limited opportunity to experience the exact work nature of the study field which 

administration. Most of the task given are not required the study level of bachelor level. 

Simple task such as document processing, handling phone call, filing and other clerical 

work were given to the trainees. This will limit the potentials that the trainee has in their 

learning process. Thus, the trainees will have a difficult time to acknowledged and 

understand what is their roles in the organization once they become a fresh graduate who 

will seek job in future. Therefore, it is important for the organization both education 

institution and the organization for internship training to provide proper lists and 

guidelines of work nature that meet the standard level of the field of study.

4.4.2 Job Opportunities

Venturing job in the public sector nowadays is tough. This is because of the 

competitiveness from various universities around the nation who produce thousands of 

fresh graduates each year. This creates challenges for the fresh graduate job seeker to 

apply for the government position. Therefore, the process of gaining more knowledge 



and sharpen various skills is needed to accommodate the job requirement in publics 

sector. Besides that, work experience is also important. The practical training is the best 

way for student to experience the working environment and added needed experience that 

real job require after graduating.

4.5 Recommendations

The practical training program provides the best learning experience for the student to 

experience the working environment. The purpose of the practical training is to expose the 

student with working organization such as Pejabat Mara Daerah Kuala Selangor. Besides, this 

program also will strengthen the collaboration between the UiTM as the learning institution and 

the Pejabat Mara Daerah Kuala Selangor as the practical training provider

Being practical at Pejabat Mara Daerah Kuala Selangor is the best experience that we can gain 

It exposed the real working situation where each task or job done has to be done according to the 

produces or guidelines. The practical training program equip the student with working 

experience, gain valuable knowledge and provide supplement skill for the preparation of job 

seeking in the future.



4.5.1 Proper Training Module for the Trainee

Pejabat Mara Daerah Kuala Selangor need to provide proper training program or module 

that suit the level of education of the trainee who wish to undergoing the their practical 

training in the organization. The module itself must be proper prepared by expertise who 

having the knowledge on the field of the study and on the nature of practical training 

program. The module must be aligning with the qualification or level of the study. By 

that, the students will understand their role and responsibility in their work that align with 

their field of study.

4.5.2 Task Assignment

To understand how the work of administration in an organization, the student need to 

practically do some job or task related. This is to ensure the student experience the 

process of executing task. However, some task given is not fully compatible where 

student need to fully utilize their skill and knowledge that they have learnt in classroom. 

This will limit the ability of the student to contribute and sharing their knowledge 

because Pejabat Mara Daerah Kuala Selangor giving only simple task and job to do. 

Then, it makes student less motivated because they were given the same task or job to do 

every day. Therefore, the students need to be given challenging task to do. This is to 

ensure that students will be able to sharpen their knowledge on administration and 

provide sufficient preparation for the real job world after graduating. It is recommended 

that student were given specific project or job related to their field during the practical 

training period. Therefore, the supervisor needs to provide the student will suitable task.



4.6 Recommendations to University Teknologi Mara (UiTM)ZFaculty of 

Administrtive Science and Policy Studies (FSPPP)

4.6.1 The Increase of Practical Training Period or Duration

In order to obtain more experience and knowledge, it is recommended that the period of 

the practical training program should be extent too much longer period. The current 

practical training only runs for six weeks time which is during the semester break in 

Semester 5. This limits the process of gaining knowledge and experience. Firstly, there 

are many subjects that are needed to be covered in the following semester. Secondly, as 

for the lecturer, they might having a difficult time to reschedule the study plan and all the 

procedures need to get consent from upper management. However, there is rationality 

for the faculty to suggest longer period or duration for the practical training program. 

This is to ensure student can get sufficient information, knowledge and skill during the 

practical training period in the organization of choices.



CHAPTER 5: CONCLUSION

5.1 Summary

Chapter 1 discuss on the organizational background of Pejabat Mara Daerah Kuala Selangor in 

details. The trainee has included the nature of organization, organization vision, organization 

mission and organization’s function.

Chapter 2 provides the details of the job done and the nature of the task that is being performed 

during the practical training period. It is the summarization of the work done daily according to 

the logbook that is being provided by the university. This includes what tasks are being 

performed and how to process of task being done The daily job is being recoded daily with the 

enlistment of given task by the supervisor. The purpose of the logbook is to ensure student 

records the job that they had performed and to promote discipline in recording the work 

activities.

Chapter 3 focus more on the task analysis of the work done by the student during the practical 

training. Most of the theories learn is applicable to the work that has been provided to the 

student. Student also has learnt what the benefits of the theories application and what are the 

consequences if the theories fail to be applied by the organization. The practical training 

experiences have equipped the student to be ready in the real job world. Besides that, the student 

has the chance to experience the responsibility as the public servant. All the work done must be 

accurate and free from any error.



Chapter 4 the further analysis of the theories applied in the chapter 3. It also contains the 

analysis of the strengths and the weaknesses that the student experience during the practical 

training. This chapter provides the view of what make them strong in their job performance and 

operating the organization’s system. However, every organization has weaknesses. These 

weaknesses limit the some of the organization’s function in some area. Improvement is the way 

of the organization to overcome those weaknesses. Therefore, it is important for Pejabat Mara 

Daerah Kuala Selangor to review those weaknesses and try to improve it by applying applicable 

solutions to solve those problems.

5.2 Reflections

In the conclusion, the experience of six weeks period of practical training starting from 22nd 

January until 28th February 2014 in Pejabat Mara Daerah Kuala Selangor gives a very valuable 

lesson. The trainee learns many new things in the working organization.

Firstly, the trainee has undergoing the learning process during the attachment of practical 

training in Pejabat Mara Daerah Kuala Selangor and to experience the working environment in 

there. The learning process includes the learning on how to do job or task given by the 

supervisor. Besides that, the trainee also learns how to manage the office work, using office 

equipment and facilities and how to solve problems or issues that happen in the office. This 

experience provide the trainees with a fundamental base on how to deals with work 

responsibility once the graduates and having a job.



Then, the trainees also experience the changes in their personality, attitude and behaviour. After 

attending the practical training, the trainees become more discipline and bounded by the rules 

and regulations. With the support for the management of the organization, the trainees have 

learnt the valuable principles that are being practiced by the organization. This is to prepare the 

student to the actual working day in future

Next, through the practical training program, the trainee’s communication and interpersonal skill 

have also improved. During the training, the trainee deals will different types of people every 

day. This required the proper communication and interaction skill to interact with them The 

trainee apply has apply the proper communication skill that has been learn in the classroom to 

the organization. Proper communication skill also needs to be applied in dealing with people 

within and outside of the organization.



REFERENCE

Retrieved from The Management and Control of Quality,6th Edition, James R Evans William

M. Lindsay

Retrieved from Fundamental of Management,2nd Edition, Danny Samson Richard L.Draft 

(2005)

Retrieved from the McGraw-Hill Companies, Inc. (2007)

Retrieved from Ethics and The Conduct of Businnes,4th Edition, John

R.Boatright,( 1997,2000,2003).

Retrieved from www.mara.gov.my/ (6 march 2014)

http://www.mara.gov.my/


APPENDIXES







B 
o 
r 
a 
n 
g

L 
P
I 
F
S

P
h

P
h P-

o 
0 
1

UNIVERSITI 
Teknologi 
Mara

FAKULTI SAINS PENTADBIRAN DAN PENGAJIAN POLISI 
UNIVERSITI TEKNOLOGI MARA

BORANG PERJUMPAAN DENGAN PENYELIA 
LAPORAN AKHIR PRAKTIKAL (ADS 666)

NAMA PELAJAR

NO MATRIK UiTM . Aoiiaiaait

NO KAD PENGENALAN . qioqto -lo-SGVa

PROGRAM :AM228/AM225*

* Peiajar dikehendaki mendapatkan tandatangan dari Pensyarah Penyelia Penyediaan 
Laporan Akhir Latihan Praktikal pada setiap kali pertemuan diadakan

NAMA PENSYARAH PENYELIA



Bil T ARIKH MASA TANDATANGAN CATATAN

1 i 30

2 ir (5b - 1

3 3/4 A 4r

4 9^ I J

5 io co 21
- cKopMe^ 3 CdiiCUiJiOn J

6 icoc - c^o^r-e, I C csv»-ec:lico)

~ cAop-Hy 3
c^KopTS-’—
o- h o P T~^~ S'

7 '^5 / x>!4 IO - O’O

£
— I
a. c. K opr-e^ 4 0^^

_ cu-^p+e<--3
_ Q V^OpV®- -H- f_5"°

- chop, <?•< c

8 - c>u c c ji ji c. er recti cn

9 Hits' rot-neejHOb iTLpe^f 
dtlCUii

10 R3O <Lo^r&C^Hor>

* potong yang tidak berkenaan
Sila gunakan lampiran jika ruang sediada tidak mencukupi



UNIVERSITI TEKNOLOGI MARA SARAWAK

PRACTICAL TRAININGLOG BOOK



1. Student's name: ... .........................................................

2. Date & Place of Birth: ... .............................................................................................

3. UiTM No:. ...................................................................... ..

4 Program- AMiPA SAiNS PenTADBi^N

5. Year:......................................................... Part: ..........£............................................

6 Homeaddress- ^ucanCt -Gr<4LAN(r

4££OC TanJ yO/yCr KAA2.AA/Q , <sr</Q;*V40^

7. Address during practical training:............................................... ...........................

GrQl^NCr 'bPLAHfrQb

8 Place of training- PtJAp>AT ,^\AE-A QAtICAH Jcc/ALA ££i,AN46K;

no. i4i Jalan &££aE TANWfr Mpang , skan GOR

9. Name of Supervisor in-charge :.... .................. ................... &ZA)..............................

10 Duration of training: From:.....?3..LS..<.r..?.®^..........to.....

wl - / 1^. -

- £ - *
FOR OFFICE USE ONLY

vv4
11. Remarks: (Dean/Course Tutor) wS



ATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

1014- 1 hak At repcd -fe 'Pqakrl Mma

kuah (fWWKS) as pracbcal

HucIM dkm (Uilm )
l<^. Sa^rQ^ir\ on ^/\/^o\^
iAH-ht /20m hlW aSSlS^W ,

pn au^ bin Uk^
On -fird ^^ALJWfopd Jkive

been AS^-ed do Send afe do dh€ Udm

aboui presence 4k TW Iwd

an office -^Uk dde by k
k^nn k HFamf'lk indorn^^on Cort^wc

lb -fk -files cd 4k imp^Heni i^jk should
H (Anokr^l^ kj IW

In ndddcn 1 wed cto idroduted

du Abe McuKc ^vo^hcih Caaai^a)V .......... '“-- '-~ij----- --------- ------ -

cs^a^by p>^ dweAity cd loan

ah d a likes granted bpi %e Ar^kA-

1 Vjos a\to ^'^0^ Mbs Nuv folyhtina

of dboiHia advf> ^r> t-ec€){rM

ou^ ccaHw-C^ ■ She 4so practical

?ho(<eM Pdi-fekDlb Sulf^n Whs

^bed CPSIS) • "jhis ii her<ru^e bdh/
O-fr^ have feen placed a] 4M
OidzTAe? ire cornier- H cmqj AiTat^hTlsrak

ik hOM experience fn wotki^
Pen. Pegawai MARA Daerah 
Kuala Selangor

fife and heJp m in gw mr€ yrwl^dfr



DATE EXACT NATURE OF WORK DONE SUPERVISORS RE

7 i \i\ IconTn^e tnq U/Ork m ^nquuq Jqcjsm j

To updcrfe TTq infer moTod Ond u^rffe

clOuun on ddicrecafH E>CQ/ tg QnSurc

oh doTQ uurrton doujn •

id A feed , i a(£0 '(o

7Ul~Pt|j to? -forty f-o

ensure QU dodc wd cor reef

ond OGcur a$€ toife "fee in^r M

on Sy stom c pd H rw

ocoord^ 'to tHbrnncrhoo

by cxtMom^ .

l heJp receiving she 1-0^^

-from ^cdrY><Sn onol cu^A

aaar^ /ogo /7 uOJ /nvrfj'iibK

-fr^m ^orivoto Ccfopon^ -To

>nv'7o /^egO^-^O/ -4/jaa.a

dte comQ O/o r > dMd

Q^QZ>7-

aTW feiiQr z / Ae<(y

7$ A<?y /o TAe ofQ79

yb/c/o^ /e/to' ac ce/^/n^ q/v7

give 4/^7 T^r
A /7 

_
"—■■Hf Xj/aTlTin Ish”‘

Pen. Fegawai
Kuala Selangos

», • {



ATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

fy -;KQ /<U7 C/0^ Ar

comp HpTe 7/c

on ^7°^ , On tAe mOrh>nf

/ c?/ready dCnC' to/7A 7 Mt

— O^OuirH • "TAen^ < h-e<3

7^ copy do^ on pendbirf

org bCcm K Orof' toGr<> o/'

o^g;/)Cl / /nArmQ>Gn -

culjh enquiry

Sus-tem / Ae/yofru? AT?Q/jQf)i>G <m7A

— g sl<zrv\p On ^ynvO/opC

onQ) do r

Q,cz J T ercel rmoj g<>Qr-for . Gr>

dKod dcy , um ci ^so receiir€

m on Ct o<_x rtonn e^- iccnA "to

pciTj 7H? bGi-ro^O(Q9 ^ncA Tdcv

or on '/^r

- ■/brro ( •

( Q(ro a-q^q/

o tc r i de -o n ' o in

' ke/icTT mjntT * d<bpGtnd on

-P^ System os\d I nC-^-d dn?
j (V

o r s<3^i so On z?
; "m-.? '^Ibr^ S^ST42™-

AiZSTBin I^ak
Pen. Pegawai MARA Daerah
Kuala Selangor



DATE EXACT NATURE OF WORK DONE SUPERVISORS REM

/1 / 3.0 1 On clzg, I ecnTihv^ c<otn9

4A-C XCCn-G S+^nf>

o^vQ lop-© +o pc^i

our- bed© 0^5*1©^^- on <T

gucrr^ntor. iTon I rrC^dl lint

u> rib ~+K© <2nqu ir^y s^j Horn

ensure (nfb^mcrAcrx anoui

fse^V c^cJdbe^ aoecen^

ccd no me co rfh QCbrreucI^ -

On HSQ OvC-tGt5> / •

-f\r^ "fife Qi dO/Z/^p AOOm To

po> oHAer-

c/o^ ' AQ^T^i Zn/nzA*.

>Mq7 c<^ q fjC

<3^ o^/co^ 'f^

cXjxfTGnxCr- “Ao door)

/AO /n (^Qh'F - J/^Qja/O / On

^orr^juo/M5 • u-uj Q /^O
f'<cQ./b£ mon<u^ 7^*“ T^C -

r-o^/TTvoT^GT o/ zn/<£/n t-^

~/fer /Y\ 7 -—

r\ r
X ~

-> • ------

Pen. Pegawai MARA 0

-—



^TE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

- n-e-cod do odd irrfcrMcrfc 0

~|Aq m»Cre^e|4 HxCeJ CACCOrd^

- 1 TO 4T€ e^cjvirj

Gn boloocG crvd

omO uni ^7-ep To poj evOrj

CnO nV\ - Affe- di-Q up e)o"Fe d H?

- oooo b<2d 4hO

lo orrovu cod g>uon rodd''^

/ b-e^O* fs?cord on

'To Q-n^ure <do7^
qIujo^ 4^ up dodcpfe - AAex7

- ( O^-QgJ Vo or^Gf)/^ o//

on OzHdGrO

- dl/^rrw on Vkq ^?QCQ

*yo ^Cidy GOrK an

L
>' ..^.

bor,»^ ex-Ooir^ /

Ad^cf QG^Gn/iiT pt^n

op o_ciyy€> -MAX2 a o»xcd odKX-

- irrf^ b /n os? • Ad d^< 7A^ 1 f / A
'~n> Qcf/QjndQdC' oh

A) Ac Vo Our

^-GjGo^cd <Lu_j7xjfnGz^ ^fx£^

.dGonroAdoo ^n^ure.c^//

l-^hf^-r- OGr-r^cd dM yX-Q

onxoond ^f~fi-Q. ozfl*



DATE EXACT NATURE OF WORK DONE SUPERVISORS REM

aT/a- cCooq c^/VA

Q o ^Qa*^ On of "/Aa J
/-qsAAo- <a '/AQ 6 ox

-/b XZA^A ^cQaCA-

•

AF?at Bin Isn-^v
Pen. Pegawat <\i i
Kuala Selangoi

-

■ s

j —

—



Aa TE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

j On 4b75 „ 1 'U complete
all infbtvn<5bc?P 4br Q_r>Qvi«^
Ond Soue it* on covopUT^.

M\a1 ( c,UO b^d tor de
t

drior roinxV bbr iedc
<xr1 or^J th- Shot z ) wS

4oM(jQmQ kQ)p Pn Rl€nq
Qrcpm&Q iKO th^rM5f>QA ch OH

1 n-QQddd Pt nQQjK’cb
Jvch ol

Pn ^nQ- ^PvprMjQ r^d Tp

Cteon Or,o Of^oniije a# She
^yfc rrr>CTbQ5 , I cn\Qf

^cMCfTinn^ h^Od do reivi'n
bcMiA £QA-<LfOl H^Ti dci

* dKC n^Or^Si Ahop »O h^JpTf^
। cvor^ chinn b^o MA£A

bronoJi 'h> db'Tx-) r£.
/ . ■ ■■ —....

L \

J < $h ~>o ^ve^rg z 1 hQ_)|o m
or^on^^Q Haq ^Vir^ d'O
'ens^t'O Ql\ di l-e »n

4 orgnni^Q Qchndd^O^

^V, ibi-fiA; Abe
_ i ^oyrvQrrl dbr ho do ^Sor^ q||
_[ OuSWhO^ do obd^A^h^

•



DATE EXACT NATURE OF WORK DONE SUPERVISORS REM,

enol compl-ete -frC e_duQQl>CA

"fcr ■

CLheQjk ~Kc poyrror^

'^rm ^00090 or r>oT

CcAgTcify^ . TAo^ f / A W

To Cju*A <3 M '~^C

^>hrf\ <~tx> P^i on Ao y

ouTTcn^ ^OltV/cQ COonT%-.

* , J

— \ Z2 -

Aizat Bin Isnak
Pen. Pegawai M/.a.i ^F
Kuala Selangor



----------------------------------------- .------------------------------------------------ ----------------------
I ME EXACT NATURE OF WORK DONE SUPERVISORS REMARKS
-

Il On ddo otQfe 3e^ / ^Giu /

7-0 cxsnpf&h^ 7Ae rwr\tf

^nStjre o H 4q

npo^y^ ^tib dacA W-C

<V y/>e

TV nonr^ &f

Of^C^ "fil^—
. / A-es d1

To oc^oA»^e }k^ ^t/Q <^47^

Gccorof/^ 70 ce>°^

on o’ mnb<y qtcoury.

On 4^ ^<07^ z / h^Qd

Qatrtpl^t^ ''‘H'Q 'f^t rv\ e>ncd

OGmpl07C -khQ ydrrcA ’-f-o ^mure

Q/j £> e<j tr^ojst ci on Ci Cor^A

sP/nGth'/h kf -6O4>/<7-0. 7AO7 ( Uz^Q

QlivayJ OA'O-Cx Yb

/rpfb r n-OQ C/^ 0< b^j

Our- b-QJ fl 0 r

04 d */o

ao?c>! Ono1 <yofK &P Ocp/rtd

&/ bar now i ' //

’ . A i

Pen. Pegawai MARA Daerah
Knnla Splanonr



DATE EXACT NATURE OF WORK DONE SUPERVISORS REM 

y ‘ / 1 q.
•1

_

—----- rr~
----- ' urM-------- V V-

X"', / V— 1
\ x 7 > 4—\ xr / L , X—+—

—
-—-----

ot□ /x r.

t

*

! ' "1 / —
\X- / ±-----<X

’X

'■ ^'7 :

Xj x 
77—

z

5

i

■



ATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

/ SOW I wed -fc regt^e, all -the
lefte ^CCQAV€ on Ikai OrJ
vorH<? oto^n rrunii’

-|Koi, / bCQ cf
fllfi QcCbhJv^ ’~hj ~H-Q_ hambco-

repQr-enoe cncj ri o+
-fl Ie rdom-'T^en^ * give so rot

ir^alon bj tn A/Aai ~J"O
—. VhcFtocopy

on^e/op-e . c^ "tho
Pn FAenCt ^^p rre

— dovon ah acTf^ ond pai
^^■1-

feH^- receuv-c
■ensure ~fte of

1 job- i -+» Qii -frS
FO/cv on envelope gaoI p<4

— fT Gb co©roEx?>
hs<e>v'-c •

fcej tq’-e "iA of z a a ~fb < 3 et1

1 welcor^e ~IPo h-cto ^RjQfeP'l
^cd~<o\ UilTY) ^hoh-

A|onD *6 BoeheJor <s»fl ^ccnOM^e
_ Sb€ i-QF ppACSbcQl
— oh^ H on ci he^

hex-AC2 «C3r-Q, A'SUbC^oK e<G^
Aizs-TThTlshak
Pen. Pegawai MARA Daerah

r— Kuala Selangormol A bs cj in



DATE EXACT NATURE OF WORK DONE SUPERVISORS REM/

a /^o On ~ £f <W 1 / O\cj A<znnoA' I

n^ec> or^CMn /^q Q// 7iM^

¥l/-e ai ^n<£Ure

Qll 5 Or^^r) z^_Q QcCon^R J
P Q u M Qf\<J CQ) rv<?Q/

//f 7 -nono-G O/° QjUUfT^fA^ H

Cu JI me end oTM2^

S.TO~H1 3 '/Nq QorrCC^

~P |-Q qcO^dM dn
n or^nc^ •

On d ^4'-e_-oihQ . r€c€.iv^

corre^O^ ' > pc^ Chib^A I

~Pg e O^ rr>£.glW UnddrTur>CiJ^ —
mARA< jk re o^j

> n sfro Ch^ m hqq^

^OCW^ - cio M- ro,CQi^

OA^ f bO^O0^ or^rQ'^

onCGrr^f no^bQr o£
Q QOOMHV Sfod^J\+ ' |-J

Kan 1 kejp A^UK\cA> —

reOoi'viY^ -7^> c^d jeGf h —
pt\QT/^)Q^<J /noQ^^^r

f\ A
CW A<=e7o /& gu re c^/

, , -A.V ”““ AX’

co 0/ C 6/n e
Aizat Bin Ishak . 
Pen. Pegawai MARA Di|

-Cxr & r^uo
Kuala Selangor 

______ _ _ ____r



1

RI 

- ME EXACT NATURE OE WORK DONE SUPERVISORS REMARKS

^014 (3n -IkQ mcrnlv^ z I n-e-C ol
— -jn STM.- 1-CdTC- co F-Q-

In or oul Of\d On
-— "The th "fife ClCCOtdir^
— end of qccouaT-foeSde

- fned f ( heed comptefC en
- -d e<^ r i CJ Gjuo n S F<2
1 ro»oH z -fbr OC>cA
- ^ec^jw . /

- A-ew A/«ooV

-
cPQckn <3©Cjun<ant

- ■ Qruo’ xq v-^ /n c Cjrn pu^T^..
- - / A-CQ^Ql "f^Q —



DATE EXACT NATURE OF WORK DONE SUPERVISORS REM

do to W
qa^i^ AA/QtoH
<?a(/f^ z / Aoh

TAG o-Qakj

ofo^ c/ 6o^V ^^AonV go

/o^A bv^iic4i7xp (>-) obHr^d

^vch d$~'
Ah or(2Q ku q>(g upJCrxOCbv y
Top | o> dq £ Cror^ z 5U 1

Cnol tD^ZO-K^oT7

_____________________J
- F

____________________ J

c

Aizm-fam llhak |__

Pen. Pegawai MARAI
Kuala Selangor 

____________ _ _____I



ME EXACT NATURE OF WORK DONE. SUPERVISORS REMARKS

&»•> "HKq z d 'it) send
q To a otoui- ihvrferbcA £>4
GrBms i^cJ£/ (h pTw CbQ>0 'd\ .

—■ Aocd , AT4-Q- oom pi-Bte <0'^
«-P^Xz / nC^.gJ Tt) do^o

. ..

" ^.e<TQ J m >n? + ' Q CO Cb M
{Ac? T^Fe cifd TX)

F-€CLp CO^Ql’V^ ^ba —bho”T
CoeJe qW ^cco^n-H
TKr>r> 1 ^-Pe ck foon
dccburru^rd O-p C-O Ttokx^ jf>
Or IF 'forr^od • 'Qe>l _ I n-e^p^

' ..... 

d v Aov^ if c>n CZs M pu~t€j-
o-no! Qp

boEQ^fb-e^ In Or OoT Hbr

• Bo Sicie "Fhoi't 1 r^cf
"To Op O> n
Qoccb^C^'^ did <2©Q?0 ^3^7

/)<j^bcv oqcouaT- : / o^O
/^o-eo' 7d A oC/j ~//vq r^j^C)
Q>h QO<J *’

-

[ ' ^3n db© Q^e_rs?h<) . 1 h-O^<5”hb
.................. ■ 

*
CS/ll c-c* tTokx-0^- ''to } rrfxD r fro
-TFCbjb obo^ dK? bomO Jo

en d cd FOn -



DATE EXACT NATURE OF WORK DONE SUPERVISORS REM/M

ide 4^^

YsToneP oGf^e
"% ’feie lie II- CAQC^e . fey
i(\ed w^oi To compi^

-pTdf O>^ * ^rOit qVo^

WrO^r/KW* h<jp
7^ ^e-Q,p irrf^cMcrhQA w
^r A'i« •

-

-

—

t

___________ i
y 1 ■

Aizat Bin Isnak
Pen. Pegawai MARA U2SX— 
Kuala Selangor



31

ME EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

M2> | H On "tbA <3oy z 1 lx>
- rfe oil

ouK^l'Kcy- In oA o<it ■■/xA-

oc-Cp T4A Of AZoHO-
in A-He^- iKoi f 1 K-e-ccj
to vorrte clo^o
rniriA c^rxcl heCp -H-c

QCcxjb-otic5 '^T'O COCfe
omo) a-f c^cguM ■

boec c) ho-roo cyT
u^qJ co r^-c OUr/

A.Q.J O (T 0 C>l O V J Vo t^jr

,~^T> O/uCb; o/

66 cA /Al qcoooc/^ v6o
s^s^a\ •

6c^fdc
" /CjO^

OQj^pf^-e 6'yajA-VMo

7\o
76/^// ~^^7k

/SQyk&ii ~/btrr\ '“/o 7^^
| A
L

^<3u6 goV

l 7A< AC c-Q/^7- Aizat Bin Ishak
Pen. Pegawai MARA Daerah
Kuala Selangor



DATE EXACT NATURE OF WORK DONE SUPERVISORS REM

5- On V/oZ "fa 'S7Qrny>

*//

/>^f f on on

a^d-c end <vOtr>p of dOxx -

AocZ W ^orY)

, J 4> reoc^U H on TN?
>

7©7 toir^ti .

/Zan r f ooed 7b 0 Aq^u^

"7b QcuP/oAvQr 4q<Qo^J ^-AOjUf

^Qid rr>Gr^ QaoGwnV-’

A/tGz- y^Q Z / ^ZL/y '^o^fijctnacf

a^ceuire uA/lt/y b>t/U

^Wce ■

Arb^bb^ c/^nco TA yAj> A^yo 6 4s z

Z 7g 71)

/QkQ o /eTZ^r crP tggIQs) oP

T^Ad A 6 a c/ O*^ TO A^r .

On ~/f^ ^Jr-Qy>>r^ f 7Ag CeUs'lOfvQr-

con^e Te<tQ oKOj^ue q^O

4cHiTf»onu3K r^cCup^ ohQ^v>-C

’I
QacI ( b^d- -H ^KOtGOGp^

^fb «~ QkJ r /Y\ZvR a^ r^Qc o rd'
• nrKC/1 \ fa QA^rtor-C^ AiSTBiTi^ r

Tb 'fbl-GK 4Tc
Pen. Pegawai MAKA u|

Kuala Selangor

o^pQjuCiK^ old -fatk'j -



JE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

Go -fbe 1 n-e^o) "h>

ecTd

<Td ybuT- Gft <PC;M vCn ( p- A°

7LO/&

J Ao K A? C^Vy - T~f-Qs\ / A<? Q/P

iP APCOrxCU

CW COfr^oT^ Oo^r/ /Z>Oor</

DA A 0^7^ Avio/Z tSm?

cyi cCiQ/ ’pi /f^

f^Ofrt ■

Q>ri <^-Q>Dfp^ I /x^Q Cj/ "75)

6^iy p^j ^flirty

4^[ H cfpc^
Pq^/Q> 7T) Pj(^r>Q >

Pr/^.- Gc*Q^

/TiA A-Z) O/>A C-Q Orx^

Z)^.y/OOA CAxd ^o^/^oor\9 pu?

on 7^€

PlPQ^ o/ o-Q&r-GjV pOff

<6O>- Ap^.^ i^r f 7

r/b Zo7p owT^5
6/^ p Pbr'/y\

pl
1 1 T/o^ e^dvre Q^o CQ 4 O'7 ^ /2

c / ^ O? /r>^ oy .
A 17»^*lTTnL>H1 1311$K
Pen. Pegawai MARA Daerah



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMAP

a / o Q /y . / h-€-q_o/ 7S d(b r-ecc-X

o// Aece/ue cw <s<uV

®a ^(/ 'X

-Arm 6a 'X 9000/^^^)

ZX oQ> d (? 9asJ h 0n<e op

-p/f 6oQX cd T^r/f^

^0^- x/^_x7 , / a-q^^v 7b> ^^yt>

tCQyyCV X* (A>

X/j V/X

/A a; / m / /£ "Hoi r

cv^Jcor^^ 7b 9<u>^ ^-gVOc^Q7

G<V7^/v'A7b an^7

<77 ma M A 07^ Gp -

O7» AA* tLbc^/ A-P~ed

7*b te/-//b 'TAe /)C>\jA-Q-a7 y^r t^

OA a^'YY^AX cJfP cheque

A7^ ou/TX -Ho-f

C^s^ A\£iP *7^/^^/

7Q “/Sam ooOOAd/bj'

/o -^Ou&> C^qv-Q ’ / A€^.^

^pochJ

&(jj , q/^ <S ^ . ) n |
X \

r~
e<x^-. Aizat Bin Ishak

Pen. Peeawai MARA Daeraii
Kuala Selangor



R EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

On HFe n-e^Gl "Tu

corn ^cb i

• / ^Ccc^ #e

op Us^ 7^ m/niy or^

ri OA z^C;n^ .

a/A> r £n Too^V

n^Q o/^ obcwi ^on

mO1 n-O^C^^Op OOMpJ^C

i ko^nQoi oTOoi ypi£^ ' £P (nr\

y^mAl Oku Ig^a. (^s^e
4/oT- W ’qte r^CQ4vi r5

^QfYi Cmcolh u^vmrfj

ifrt^rV lQu> 4t^l^ ^'jccf’QTCt

o-l out- n-'Q-Czl'P^j reO)<v\'

Cbn -fbQ kM$ 1 '/KO Arrfer^qio;

'TZ' NQjp nnOr©

GbO^i ff\AkA lc£5O cHFClr

HWrb<?.J- W* z 1 r^cyivi/^
rQJ^r^ K^e|\^

<5^n^ ~Rcrv\ i^poe<K^~M'bv?

V unCcAn Uhwcr^ ,
/2

1 Aizat Bin Isl/ak
Pen. Pegawai MARA D^rah
Kuala Selangor



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARK

-ine mom mg, 1 phc^Ki&py

<&-*<£&)?§$ Corr/r^Q/ 7br Ou a
Ax^Or/ qkC/ /nT^rmOFAGn T%

our <dQ7ou-€d Oud^m^. Mo/)

/ A-G ol -921VG

cx-uTcrnxy OA7 p^rr<lf}i O}~

C/VQ^on QbcuT /C>^A

bu /v\o^Q O«e/Q^ t:wk>

■ A/oT, / Ag_^o ^00^

/% Qn^Ul^ (J'yJ'TOm cxrvo/ /oj

/A) /><x^cl Qp /n^rnicTfitf^^^
69 cu jTo (cVe tag / z

/ TC A G ^_p/ 7^ yoA^TiOjO^g

^(x^TrOcy '% T2>//C ^Ouon

-*Aq 00^71X5 (?y Qfi\£^ oon yro c«<c/

■/o 0 r^Ln-/ b e9/<^-e<z>

QQnT~OJ2/Of— an-o/ ^ovC_r

O ^XOJO O'QJ"

— -

/O J

* j
Al^at Bin IsGak

.t
Pen. Pegawai MAKA wcm- 

Kuala Selangor

I 



K EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

/3G '9 On tAb/ ^Ry, z "A

con^rHfj

^J^f-OYTi /oOo &QJguj Aro QjQfc .

A-Q’Q^

c^(l £>oQr<ik Aoo/o
^To ©r- r/h co n ~A r jtvQ^ oo
i S P (jz£ c^rrYrei^ ■ H ^^OT^xi

cxjgori cj-ej

u;kM2^c> <3r^ con4v^ Jp^o ^ej2'Q»v<s/

cor>7r%cy O? ony cgd ^trt-J Q-^ron

^jTt^

Than, 1 4oM<jOnAQ K^jQXi/

4oeourr^ t &c-Q^pt 'to

K<_|p Ph ^erx> on T^ ^o'ta

obouS pG^riGQnr our (Xj^reer^ ,

Gvi--f^Q / he.Jp tfor-er

7x> AjK^H tr-Q ^OuMVTf ~/brrY\ Sx;

en^^e ob dcrfe righi ond

A ccmpl^K> dofl^. ^xcfiz I
f^d-H ph®3«^y eovTtfec+ -fw-
Ojc reoo^d *d 4H<e $\pbaf //

^OCQk bo>^TQh V^Oq £-cJG f\Jpv ,
•‘5"^ - 
L ? qK t cui//

Pen. Pegawat MaRA Daerah 
Kuala Selangor

V :
our jbOOv^d CoJTo^-O^

<fb k OTtA-j pOvj^^Z)-/ oxo/ gu^pftOn

about (ooO •



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMA

Up On The mornv^^ 1 "fc>

t
on\A 1^4^ *o cv ovt

^Qjp ~ib ^oc Ofdlc3

~h code o^d ncnnQ 04

Ccz j'tomQr-. Thao , 1 cordi nu^s?

o?icj s^^ern ,

Q^pQXJGlf^ dbr lOOn &do^

kjv> ^Gz COO • Bejbo 4hoT, 1

neeol prCu UM

4b r OOV^ 4M dQ)G * dCrHor

ted' <^nd ' lojO^ . i

Q(og dQCQlv ^ cl QQ>M

^rornp cuhe^O db^9

artin^ obo<H dM? bc/ion^ o/

joGun^LO'/ oroi rc c/^ojiA

|ojf poyC^n-f.

n^, I n-W-d -+e moor'd Q,
---------- ----------------------------------------------------------
choq^ r^c^lvir^

p£>y/] ^2 [ OJ o OC>/ I^Qt^od OP 4H2

dc?me oto< hornbet^ crC OCfouhT.

NQxf 1 c<cJ Co/n/n^ ooh- hdO^c|
(

/ ..... —
oojiun^ ood rQCQIk~<o/

^ocjr^of dte\m Qo^-foper

4b T edGCcrncn bo^me^s . Aizap&ffi"Tshaly
Ben. Fegawai MARA Daen 
Kuala Selangor

Cl, ill oloooT dd-Q bQzlOnQe



^TE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

0^ CXvOl ^1M2 CebcdM-f I-

o/1 ^Q^r<Lr4 b<xj.QjJ ob

I © on ~ r ( Q^O

need ° ct ck j? fr^T

re oqj ve_o» ^<0^ jq b a4

Pembor-^vr^^ ^oeroh

S&boK 6c.u-r>cxn 0(00 k^QulQ

-PsomibQ ^lc.

-

— -

1 *
> Z?

„ _ AizaA-R'in Tck-X-

1 11 Pen. Pegawai MAkA Daerah
ni



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMAR

i mTj cn
svjsie^ »goK ?<ja Ao fAQQ)
^nd boiovo ot^ d^e, o4

^00n pfev\dQd bj i^otod

rnocQs b(WyVi ^Q\a Mongo*- .
QjpQo ol^ <db oxpir^d .
iWcte W \ o\$g o-G^d
q$M boQjo^ K^ia
££4QflQ6Y- >o oon^ bm cpn'tecJ
QAp^uci^ UjKqd d co^crKd
uHb 9$v^FA(>zd a^QnQ/QJ)-
i o^0 'Vo^onnq ^o

’'GM CnQjui bOQJ^K KbQi(Q
^Of^Qr 4or ^Kod ^D^b/nQTfcn

Qk>okjt Qorrhr^CU-'

feQdTeJ^ ''Wz In^cl 001'
CuHwQ/v T-g QGn^tn Qb^u5
IbeTb c^Qu$ ^nd pQA^i£TOn
>o ^>Qnk Mo ChQ^u^ •
Pcnn§ Oil d9y r 4oMyonK)
ond h-^4 >3

i qju^W^ ond iV^v^d
' ■ X ■ ■>

-fer <M+K do^^ >h^l’v loon * *
\ 1

o«ccq <4^ 'Vo - AizjrT^Tn Isaak
Pen. Pegawai MARA rw|

Kuala Selangor

■ ’



ITE EXACT NATURE OP WORK DONE SUPERVISORS REMARKS

Ob • brp mo*-H

reeor*^ (. VOhhQ^~ r^oCWCol

vo or M v-eJctorJ

ooHO Pc^O^od n\OTQ |2>o^reV

^O Vo &^lGD QO\ • • ~7T~€P

<on~h nue^ 4l joPb On

-Qrpvjp SUjiOA lfj

OU otCTHO oVO'^ OOj-bO frpp.

on rn ic re Fxr^l •

TKqo . 1 b^4p A^od %
H^KcUmTk: Pp^w>x4

; hxscx \3 rvon ' £>_o>Q jro K

So< too.K BO-Pnorrn koo(Q

P-Gp or^o V "he P?P oU

C^cTFc'A OolM res-^iv-c^ •"fbopn.

fecs ^foe ~fho<iz » olS-e

^/-o t-XLl co m/rP) omc ioQ\Ov,45S^

J Ou •CTOiP'^Lc *

- ’

.... . 

' ? ' ' * ';

Zz
P,

» ■ ^z^-BirrTshar^
• ■ >: > Pen. Pegawai MAK A Daerah 

Kuala Selangor
p \ ■



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMA

/ WotJ do comp5^^

Ujob On c^dquI^ Cygdom on
dc^ - 12)^^

r 1 <W ^eool d^
record
c^redM^ \n o^ out roTodud

uutK ^jaboi onoc^ IdO^roK
Kuu/q £qJ0A£W'

■lOuri f\9j oil ci0^^/ Ckz-Q D^O d "pQ
c^qI C cm j qT our bcJCK'od
GuTfom-Q^ Tc odv-j po^h^A+
^-o if-o^ ib
oto’^r >h-'Q la|£e>

n-eQd du ^^P oiU'l&iy^ -^o
-pefv CjCco^nl

uf\d! bcMono^ "trs pQ^
Qver^ won-rK ond dcrt^ I o^
bolCsDQQ, &O-MJ£ dlO? P^jQboJ
f^Cro 0 u^rc k ~ K°<i Io r
q{^© fGfOl^Qc/ oondr^oq^ *
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