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CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

1 .0 INTRODUCTION

Education in Malaysia has gone through extensive changes throughout the years. These 

constant changes or ‘reforms’ are carried out with perhaps only one vision in mind, and 

that is to improve the current existing teaching and learning procedures in schools and 

higher learning institutions. The importance of education has become more paramount 

especially in our nation’s process of moving from an economy-based on labor-intensive 

and lower-end manufactured products to k-economy (knowledge economy). In Malaysia, 

Ministry of Education (MOE) and Ministry of Higher Education (MOHE) are two bodies 

which are responsible to ensure that nation is moving towards specified target.

1.1 HISTORY OF BAU DISTRICT EDUCATON OFFICE

1.1.1 State Education Department of Sarawak (Jabatan Pendidikan Negeri Sarawak)

In general, State Education Department of Sarawak {Jabatan Pendidikan Negeri 

Sarawak) started with five divisions by division of state districts. Small district of 

Bau is included in the First Division along with Kuching, Lundu, Bau, Serian and 

Simunjan (Kementerian Pelajaran Malaysia, n.d.).

The official portal of MOE (Kementerian Pelajaran Malaysia, n.d.) stated that the 

restructuring of Division Education Office (Pejabat Pelajaran Bahagian) and 

District Education Office (Pejabat Pelajaran Daerah), which was later known as 

the Combined Education Office (Pejabat Pelajaran Gabungan @ PPG) and Small 

District Education Office (Pejabat Pelajaran Daerah Kecil @ PPDK) in 2003 has 

led to the existence of four new PPG which are PPG Bintulu, PPG Samarahan, 

PPG Betong and PPG Mukah as well as a new PPDK, Padawan PPDK. There are a 

total of 31 units that consists of 11 PPGs and 20 PPDKs units. However, all PPG 

and PPDK were restructured and recognized as District Education Office (PPD) in 

2008. In 2013, the name of Jabatan Pelajaran Negeri Sarawak was changed to



Jabatan Pendidikan Negeri Sarawak after the Ministry of Education Malaysia 

(KPM) joined the Ministry of Higher Education (KPT).

1.1.2 Bau District Education Office (Pejabat Pendidikan Daerah Bau)

Bau District Education Office is being led by Dr. Les ak. Met and is close to Tasik 

Biru, the famous gold mine site not long ago. According to Jabatan Pendidikan 

Negeri Sarawak (n.d.), PPD is responsible for leading and coordinating and 

supervising administrative and academic affairs of 40 primary schools and three 

secondary schools based on the vision of "Quality Education Educated People 

Prosperous Nation" and guided by the mission of “Preserving the Quality 

Education System to Develop Individual Potential to Meet Country Aspirations”. 

Dr. Les ak. Met together with an Assistant PPD, 11 Professional Officers, eight 

SISC+ and six FasiLINUS officers are responsible to design and implement 

programs to raise education in the Bau district.



1.2 ORGANIZATIONAL VISION, MISSION, PURPOSES AND OBJECTIVES

This section will show the vision, mission, purposes and objectives of Bau District 

Education Office.

1.2.1 Vision

Quality education educated people prosperous nation.

1.2.2 Mission

Preserving the quality education system to develop individual potential to meet 

country aspirations.

1.2.3 Purposes

1. The implementation of an effective and realistic academic excellence program.

2. Systems of monitoring and observation that have an effective impact.

3. Balanced the development of human capital in all aspects.

4. Provides comprehensive development of physical facilities in all aspects of 

educational development.

5. Bringing the effective service delivery system and governance effectively within 

the organization.

1.2.4 Objectives

1. Each school has trained and accredited teachers to handle the areas of relevant 

curriculum and co-curriculum activities such as clubs, associations and uniformed 

teams.

2. Producing active, productive, disciplined and unified students as well as every 

student has enough opportunities and guidance to participate in various planned 

activities at schools in developing their interests, talents, and skills.

3. Concerning intellectual (academic) development with student's social, physical, 

and spiritual development.

4. Filling student's leisure time with benefits, giving fun and building health and 

wellbeing.

5. Ensuring the management of hostels is systematically organized, and ensures the 

welfare of students in terms of nutrition, learning and spirituality.



1.3 ORGANIZATIONAL POLICY
It refers to a set of guidelines and best practices put in place to protect the customers, 

employees and the organization itself (Skillsoft, n.d.). Organizational policy may cover 

employee actions, disciplinary procedures, and employment practices and so on. It 

provides guidelines on dealing with customers and outline what customers can expect 

from the organization. In general, organizational policies describe what is and is not 

permitted within the organization. By doing this, the organization institute expectations 

and limitations related to behaviour.

1.3.1 GeMS

It is the abbreviation for ‘Gerakan Menjulang Pendidikan Sarawak". This 

movement is a sophisticated strategic management to improve schools 

performance, especially in terms of quantity and quality of students’ achievement 

as well as boosting excellence in educational institutions in Sarawak.

1.3.2 National Education Philosophy

Education in Malaysia is an on-going effort towards further developing the 

potential of individuals in a holistic and integrated manner, so as to produce 

individuals who are intellectually, spiritually, emotionally and physically balanced 

and harmonious based on a firm belief in and devotion to God. Such an effort is 

designed to produce Malaysian citizens who are knowledgeable and competent, 

who possess high moral standards, and who are responsible and capable of 

achieving a high level of personal well-being as well as being able to contribute to 

the harmony and betterment of the family, the society and the nation at large.



1.3.3 National Education Policy

National Education Policy (Education) is the result of Razak Statement, 1956 and 

incorporated in the Education Ordinance, 1957. This education policy was revised 

in 1960 resulting in the Rahman Talib Report. Rahman Talib's report was 

subsequently incorporated in the Education Act, 1961. Razak Statement and 

Rahman Talib Statement have outlined three key principles to ensure that the goals 

of unity are achieved. The three basic principles are to create the same schooling 

system for all, making Bahasa Malaysia the primary intermediate language at all 

school levels and establishing the same examination and curriculum system and 

curriculum nationally.

1.3.4 Education NKRA

In the National Key Areas of Education (NKRA) Education, the government will 

focus on 4 sub-NKRAs to widen access to quality and affordable education: 

Preschool, Literacy and Numeration (LINUS), High-Performing Schools (SBTs) 

and New Offer to School.

1.3.5 Malaysia Education Blueprint 2013-2025

This plan illustrates the vision of education system and aspirations of students that 

can meet country’s needs in future. It also recommends 11 necessary strategic and 

operational shifts implemented by the Ministry to achieve desired vision.

1.3.6 1 Murid 1 Sukan

1 Murid 1 Sukan Policy (IM IS) requires every student to participate in at least one 

sport activity at the school. Each student is required to actively participate in 

school sports activities throughout the year.

1.3.7 Memartabatkan Bahasa Malaysia Memperkukuh Bahasa Inggeris (MBMMBI)

Enhancing Malaysia Language Strengthening English Policy (Dasar 

Memartabatkan Bahasa Malaysia Memperkukuh Bahasa /wggerA-MBMMBI) is 

the policy introduced by the government after the abolition of the Science and 

Mathematical Teaching and Learning Policy in English (PPSMI) at the Cabinet 

Meeting on 8 July 2009.



1.4 CLIENT’S CHARTER

“Layan an Mesra, Khidmat Cemerlang”

We, the resident of Bau District Education Office with full determination and 
commitment pledge and pledge to devote our entire effort and effort to:

1. Ensure that all children, according to their assigned age, get a place of 
study on the first day of the new session of school.

2. All students affairs programs are managed in accordance with the 
procedures and regulations to ensure the welfare, safety and the 
individuality formation of students are prioritized.

3. All students are given the same opportunity to seek guidance and to 
participate in various activities according to their interests, needs and 
tendencies / talents.

4. All applications of special admission of students are fully processed and 
forwarded to the Sarawak Education Department for approval within 14 
working days.

5. All teachers are placed in the school not more than 21 working days after 
receiving new teachers from the Ministry of Education.

6. All application forms for domestic exchanges are processed within 90 days 
from the closing date of the application.

7. All employment affairs and services of staffs are managed within 14 
working days from the date of acceptance of complete documents.

8. All completed financial claims are processed within 14 working days from 
the date of acceptance.

9. All assessments and examinations are managed efficiently and accurately.
10. The use of ICT facilities and equipment optimally to strengthen the 

delivery of teaching and learning systems as well as services.
11. All educational institutions, managers, teachers and Parents-Teachers 

Associations are registered in accordance with the procedures and 
regulations in the Education Act 1996.

12. All customer complaints are being given Declaration of Acceptance within 
one working day from the date the complaint is received.

13. All customer feedback is taken into action.
14. All staffs receive psychological and counselling services as needed.

Achievement level: 4.16 (83.2%)



1.5 ORGANIZATIONAL CHART

Source: Kementerian Pelajaran Malaysia, (n.d.). Jabatan Pendidikan Negeri Sarawak. Retrieved 

September 30, 2018 from https://www.moe.gov.my/index.php/my/korporat/jabatan-dan- 

bahagian/jabatan-pendidikan-negeri-sarawak

https://www.moe.gov.my/index.php/my/korporat/jabatan-dan-bahagian/jabatan-pendidikan-negeri-sarawak
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Source: Pejabat Pendidikan Daerah Bau. (n.d.). Struktur Organisasi. Retrieved October 2, 2018 

from https://sites.google.com/site/ppdbauedumybau/ppd-bau/struktur-organisasi
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1.6 CHAPTER SUMMARY

This chapter summarizes the background of Bau District Education Office that consists 

of its historical background, vision, mission, purposes and objectives. It also provides the 

policies and client’s charter that has guided the organization as well as the organizational 

chart which explains the structure of organization in Bau District Education Office.



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.0 INTRODUCTION

This chapter provides a summary of the daily training extracted from the log book and 

the description of job or assignment executed throughout the practical training.

2.1 SUMMARIZATION OF LOG BOOK

This chapter focuses on the tasks and activities that have been done in the Bau District 

Education Office during the 8 weeks of the practical training. The following are the tasks 

and activities done within 8 weeks of the practical training and for each week it will 

further break down into days.

2.1.1 FIRST WEEK

The first week of practical training took place from 24th July 2018 to 27th July 

2018.

24th July 2018

The first day of my practical training fell on 24th July 2018. It is evidence that self

report is a normal routine when we are going to join a new organization. The first 

thing 1 did was reporting my attendance for practical training to Mr. Kwan Ah Pin, 

Assistant District Education Officer. After filled in and handed in the relevant 

documents regarding my practical training, he decided to assign me to Emolument 

Unit under the Organization Management Unit. He added that emolument tasks 

and online systems regarding it such as e-payslip system, 1GFMAS and system of 

Employee Provident Fund (KWSP) contributions will be my primary tasks in 

Emolument Unit. Before he assigned me to my supervisor, he introduced me to 

everyone in the Organization Management Unit. I was feeling great as everyone in 

the office extended their warm welcome to me. It was like a warm and harmony 

working environment to me.

Not long after that, I was brought to Emolument Unit and was introduced to my 

host supervisor, Madam Nurhidayah Voon Binti Abdullah. She then showed me 



my table where I will be doing my tasks during the practical training. She also gave 

a short briefing on the tasks that will be done under her. The first task she gave to 

me was to download and organize the payslips of current month of all staff of 

schools under PPD Bau. She guided me to the e-payslip system and taught me on 

how to login download the payslips. Then, she asked me to complete a number of 

documents based on the payslips downloaded using Microsoft Excel.

After lunch break, I was being given another task, which was to key-in and print 

Kew. 8 and Kew. 320 forms for the staffs of schools that was entitled for pension. 

As I already completed previous tasks, I was told to find and photocopy relevant 

documents regarding the staff promotion of several staffs.

25th July 2018

The next day, Madam Nurhidayah asked me to find the data of those who have 

been promoted for the process of claiming back “Elaun Memangku" from them. 

She taught and briefed me beforehand about how to make those claims based on 

previous payslips. It is said that this is the most difficult task in Emolument Unit, 

and if we can master it then we should be able to complete other tasks that are 

related to emolument tasks too. There are several things that need to be considered 

when making the claims. For example, Gaji Pokok (GP), Elaun Memangku (EM), 

Bayaran Insentif Wilayah (BIW), Imbuhan Tetap Perumahan (ITP) and Imbuhan 

Tetap Khidmat Awam (ITKA). The sole purpose of this is to claim “Elaun 

Memangku" or acting allowance from those who has served the duty of a higher 

grade position from their actual grade in the same service. In other words, “Elaun 

Memangku" is being claimed because he or she has been promoted to the grade 

position he was acting and not acting the position grade anymore. By using 

Microsoft Excel, the data"are being key-in and calculated in the sheet. I was just 

copy and paste the previous sheet to a new sheet when key-in the data for a staff to 

ease my task as this can retain the formula used for calculation of emolument.



26th July 2018

Since I was new to the task, I need time to understand how it works. The syllabus 

in courses especially Business Mathematics, Accounting and Public Finance did 

not discuss deeper about matters relating to the emolument of civil servants. On 

this day, I still continuing yesterday’s work. I don’t want to rush to complete the 

task given to me because there is a high possibility of error happens. Rushing to 

complete the task without having a deep understanding about it is not good at all, 

as it may lead to miscalculation of amount of money to be collected or to be paid to 

the respective staff.

1 double-checked the Statement of Acting Allowance Calculation and Kew. 8 Form 

(Penyata Perubahan Mengenai Pendapatan Seseorang Pegawai) as well as Kew. 

320 Form (Borang Perubahan Gaji) to ensure that there is no error in it. After done 

checking those documents, I printed them and handed in to host supervisor for 

evaluation.

In the evening, I prepared Kew. 8 and Kew. 320 for those teachers and staffs that 

has been transferred from SMK Bau to a newly established secondary school, SMK 

Singai. Then, the forms were printed and sorted together with relevant documents 

such as broadcast letters, previous Kew.8 Form, latest payslip and the copies of 

officers’ pay data list (LPC) from Government Financial Management and 

Accounting System (GFMAS). These documents were given to Madam 

Nurhidayah to be checked.

27th July 2018

The fourth day of my practical training dated on 27th July 2018. I still working on 

the Statement of Acting Allowance Calculation and Kew. 8 Form. After completed 

it, I double-checked againTo ensure there is no mistake in the data inserted in these 

documents such as name, identity card number, computerized salary number, grade 

position, name of schools and its cost centre code and also the amount of salary 

and allowances received. This needs to be done extra carefully because all of these 

tasks in Emolument Unit involve money and it is hard to claim or pay back the 

miscalculated amount of money.



2.1.2 SECOND WEEK

The second week of practical training took place from 30th July 2018 to 03th 

August 2018.

30th July 2018

The first day of second week started with the task of inserting the data of 20 

teachers and staffs that is available in List of Officer’s Pay Data (LPC) in Kew. 8 

and Kew. 320 Form. This one too, needs to be carefully key in because any 

mistake or error in inserting the data will affect the process of salary payment.

In the afternoon, Madam Nurhidayah handed the corrections on Statement of 

Acting Allowance Calculation and asked me to correct them. So I made corrections 

in the statement first, then the Kew. 8 Form. This is because any changes in the 

statement will affect the data inserted earlier in Kew. 8 and Kew. 320. After done 

correcting them, I printed and sorted them to be handed to her.

31th July 2018

In the morning, I submitted the document that has been corrected to Madam 

Nurhidayah to be checked. Not long after that, she gave me those documents back 

and asked me to correct them before being compiled and sorted. After lunch break, 

I filled in the data available in the payslip and Kew. 8 Form into the Kew. 320 

Form. I printed them as soon as I completed them and compiled it together with the 

Statement of Acting Allowance Calculation, Kew. 8 Form and a few related 

documents. As usual, I submitted it to my host supervisor for marking process.

In addition, Madam Nurhidayah told me that positive amount in the statement will 

be considered as allowance and allowance arrears. Meanwhile, the negative 

amount will be considered as recurring deduction or additional tax deduction. All 

these amounts are the result of the calculations made after comparing the amount 

of salary and allowances an employee should receive and what he or she has 

received.



01s* August 2018

On this day, I have finished all the works from last week, which are the Statement 

of Acting Allowance Calculation, Kew. 8 and Kew. 320.1 also have completed the 

transfer documents (Kew. 320 Form) for a teacher that has been transferred to 

another school, from SMK Lake to SMK Singai.

In the evening, I filled in the data for the change of bank account. To complete 

Kew. 8 and Kew. 320 Form, confirmation letter from the bank he or she is using 

now is important as the letter contains bank account number. It needs to be 

updated, otherwise the salary will not be transferred to the new bank account. After 

being printed, all the documents are sorted to three copies, one for my host 

supervisor, one for the PPD to be kept in file room and another one will be given to 

the school.

02nd August 2018

My host supervisor, Madam Nurhidayah assigned me to download and print 

payslips of a number of headmasters. Then, she asked me to complete Kew. 8 and 

Kew. 320 for “Pergerakan Gaji Tahunan" of those headmasters. After completed 

it, I printed the documents for submission to my host supervisor. Not long after 

that, Madam Nurhidayah assigned another task to me, which is to complete Kew. 8 

and Kew. 320 Form for a teacher that has been appointed from “Penolong Kanan 

Hal Ehwal Murid" to “Penolong Kanan Kokurikulum". Without further ado, I 

printed his payslip, key in the data in the forms and printed it to be submitted to 

host supervisor.

Next, she gave another task to me, which was to complete the documents of change 

of bank account of a staff to Maybank account. As soon as it completed, I printed, 

compiled it with a few documents and sorted them to three copies. Around 2.00 

p.m., she asked me to complete the documents of the teachers and staffs that has 

been given “Taraf Berpenceri”. This task was quite easy and I completed it within 

short time and as usual, I sorted the documents to three copies.



03rd August 2018

I started my day with another task assigned by my host supervisor. I was to 

complete Kew. 8 Form for "Pemangkuan DG42" for a teacher in SK Puak, Bau. 

The data was obtained from the Statement of Acting Allowance Calculation that 

has been prepared by her. Around 10.00 a.m., Madam Nurhidayah asked my favour 

to edit and print Kew. 8 and Kew. 320 Form for the change of bank account to be 

used for her briefing to the schools’ clerks in a meeting. In the afternoon, I was 

doing the Kew. 8 and Kew. 320 Form for “Pergerakan Gaji Tahunan” for two 

teachers that were being transferred from SMK Bau to SMK Singai. I also helped 

answering the telephone where a man called to ask the telephone number of a 

school.

2.1.3 THIRD WEEK

The third week of practical training took place from 06th August 2018 to 10th 

August 2018.

06th August 2018

My first day of the week started with completing Kew. 8 and Kew. 320 Form for 

two school staffs. Then, I was asked to key in the data of the staff of PPD Bau in 

Kew. 8 and Kew. 320 Form for “Pergerakan Gaji Tahunan". After lunch break, I 

photocopied related documents such as last year’s Kew. 8 Form and payslip to 

three copies. Once it done, I compiled and sorted them to three sets of documents 

and submitted it to host supervisor to be checked before being kept in file room and 

being handed to school’s pigeon box (letter box).

07th August 2018

I photocopied several documents of previous Kew. 8 Form dated 01 December 

2016, 01 January 2017 and 01 January 2018 to be used to complete Statement of 

Acting Allowance Calculation of a teacher, Kew. 8 and Kew. 320 Form. After it is 

done, I printed them to be handed to Madam Nurhidayah for her checking. Once 

she done correcting it, she handed it back for me to do corrections. In the 

afternoon, I arranged all the original documents to be kept in the file for auditing 



process and stamped them with the stamp of my host supervisor and PPD Bau. 

Then, I kept them in the files according to their month of action.

08th August 2018

I started my day with making final corrections of yesterday’s Kew.8 and Kew. 320 

Form regarding the calculation of acting allowance. And then, I printed, 

photocopied and sorted those documents to 3 copies, one for my host supervisor’s 

record, one for PPD Bau and another one for the school. To complete my task, I 

handed the copies of documents for my host supervisor to administrative assistant, 

assistant district education officer and the district education officer himself for their 

signature. While waiting for them to sign the documents, I put the copies of 

documents to be given to school in the letter box according to its respective school. 

I also handed the copies for PPD Bau in the file room and asked the staff in charge 

to keep them for me.

09th August 2018

Madam Nurhidayah handed me the last week’s tasks that I gave her to be checked 

and asked me to do the corrections of Kew. 8 and Kew. 320 Form. Once it done, I 

printed and photocopied the relevant documents, stapled it together and stamp the 

original documents. After that, I kept the original copies for auditing process in the 

file according to the month of action. Then, the documents of “Taraf Berpencen", 

“Pergerakan Gaji Tahunan", “Pertukaran Bank", “Pertukaran MasuP', 

“Berhentian Memangku" and “Kenaikan Pangkat" is being arranged and being put 

in the file according to their month of action.

After lunch break, the copies of documents for PPD Bau and the schools are being 

separated to be put in the file room and letter box. Next, I completed another 

documents related to the transfer of teachers and printed it for my host supervisor’s 

checking. Not long after that, my host supervisor asked me to do corrections on 

Kew. 8 and Kew. 320 Form as well as Statement of Acting Allowance Calculation 

of several staffs.



10th August 2018

The last day of the week began with looking into and completing the documents 

regarding a “Penolong Kanan Pentadbiran ” that has being transferred to become 

the principal for a new secondary school, SMK Singai.

After that, I corrected the previous Kew. 8 and Kew. 320 Form for the transfer of 

staffs and teachers to SMK Singai. It was then being printed and the related 

documents were being photocopied. But then, Madam Nurhidayah handed some 

documents back to me as there are still some mistakes in it. After done with 

correction, I printed Kew. 8 Forms to be compiled with Kew. 320 Forms as well as 

required documents.

2.1.4 FOURTH WEEK

The fourth week of practical training took place from 13th August 2018 to 17th 

August 2018.

13th August 2018

On the first day of the fourth week, I key-in the data on the previous Kew. 8 Form 

that has been corrected by Madam Nurhidayah. Then, I printed it and handed the 

corrected form to her. Around 10 a.m., I downloaded all the payslips for all the 

teachers and staffs of 40 schools under PPD Bau. This task took me a while 

because the internet connection is quite slow. But then, I managed to download all 

of them before lunch break.

After lunch break, my host supervisor taught me on how to use 1GFMAS portal (1 

Government Financial and Management Accounting System) to look for payment 

and EPF records of several substitute teachers. Next, I was asked to complete the 

Kew. 8 and Kew. 320 documents and once it completed, I printed the documents to 

be compiled and submitted to my host supervisor.



14th August 2018

I started my day with sorting the documents of transfer of school of a number of 

teachers and staffs. Once it done, I stamped the original documents to be kept for 

auditing processes. Next, I did the Kew. 8 and Kew. 320 Forms for the staffs that 

are scheduled to retired soon. In the afternoon, my host supervisor asked me to 

complete Kew. 8 and Kew. 320 Forms for the “Pergerakan Gaji Tahunan" of this 

year for two teachers. Not long after I submitted it to her, she gave it back to me 

because there is a little mistake in the earlier documents.

15th August 2018

In the morning, I printed the documents that have been corrected to be kept in file 

and being put in the letter box of the schools. Next, I arranged the documents of 

transfer of teachers to be kept in the file later. I also stamped the Kew. 8 Form and 

the documents related to the teachers. Around 2.00 p.m., I started calculated and 

key-in the data in the Microsoft Excel sheet of Statement of Excess Emolument 

Payment Calculation.

16th August 2018

Madam Nurhidayah asked me to correct the documents done by a school staff, 

which is the “Rekod Kutipan Balik Cuti Separuh Gaji dan Tidak Hadir Bertugas 

dengan Kebenaran” documents. It took a long time as I need to type back all of the 

documents with the earlier formats and functions in it. After lunch break, I filled in 

and calculated the amount of salary and allowances for staffs that will retire within 

this month from the first day of the month until the last day of their services.

17th August 2018

My last day of the week began with completing the Kew. 8 Form for a teacher that 

has been promoted. Next, I printed and sorted the Kew. 8 Form together with some 

other documents such as copies of previous Kew. 8 Forms and payslips to be kept 

in file and for the schools’ records. After that, I filled in and calculated the “Elaun 

Tanggungjawab" for a teacher that is eligible to receive that allowance. In the 

evening, I did the Kew. 8 and Kew. 320 Forms and also the statement of 

calculation of “Elaun Bantuan Hidup Susah” for a staff. I printed and sorted the 

documents to be submitted to my host supervisor as soon as I completed it.



2.1.5 FIFTH WEEK

The fifth week of practical training took place from 20th August 2018 to 24th 

August 2018.

20th August 2018

I began my first day of fifth week with arranging a number of documents to be 

photocopied to 40 copies. It was the letters and some documents sent from Jabatan 

Pendidikan Negeri Sarawak. Then, I started copying them using a photocopy 

machine. There were several times when the paper was stuck in the machine during 

the process but I managed to remove them each time the machine was jammed by 

following the instructions in the machine’s monitor. Next, 1 arranged and sorted the 

copies of the documents. After lunch break, I distributed each copy of the 

documents in the schools’ letter box.

21st August 2018
In the morning, 1 did the Kew. 8 and Kew. 320 Forms of “Pergerakan Gaji 

Tahunan” for the month of October for a school teacher. After done completing 

them, I printed it to three sets and sorted the forms with some documents of recent 

payslip and a copy of last year’s Kew. 8 Form. Next, I corrected the last week’s 

task, the Statement of Excess Emolument Payment Calculation (leave without pay 

and unauthorized leave). Then, I printed the statement and other related documents 

to five sets to be handed to my host supervisor.

In the afternoon, I completed and printed Kew. 8 and Kew. 320 Forms for the 

transfer of workplace and change of bank account. Not long after that, I calculated 

and key in the amount of acting allowance to be claimed back from two teachers 

that has been promoted to a higher grade position. I also photocopied previous 

Kew. 8 Forms from 2015 to 2018 to three copies to ease the process of calculating 

the amount of acting allowance.



23rd August 2018

I completed yesterday’s task, which is the Statement of Acting Allowance 

Calculation for two school teachers. Next, I printed and sorted them to three 

copies. After done with the task, Madam Nurhidayah gave another task of 

Statement of Pay Adjustment Calculation as well as Kew. 8 and Kew. 320 Forms 

for a teacher that has been promoted from the grade position of DG42 to DG44 

(KUP), which stands for “Khas untuk Penyandang". Once it done, I printed and 

sorted them with other copied documents to be handed to my host supervisor.

24th August 2018

I started my day with double-checking the calculation of the Statement of Acting 

Allowance Calculation and the data in Kew. 8 and Kew. 320 Forms. This is very 

important to ensure that there is no error in the calculations and the data inserted in 

those documents. After making sure everything is fine, the forms and relevant 

documents were being photocopied to three copies.

2.1.6 SIXTH WEEK

The sixth week of practical training took place from 27th August 2018 to 30th 

August 2018.

27th August 2018

Corrections were made on the last week’s task which is Statement of Acting 

Allowance Calculation for two teachers and Statement of Pay Adjustment 

Calculation for a headmaster. So, I filled in the data for Kew. 8 and Kew. 320 

Forms for both statements’. Once the documents are completed, I printed and sorted 

both documents for my host supervisor to be checked.

28th August 2018

On this day, I helped a teacher to download the payslips of teachers and staffs from 

SK St. Patrick from the month of January to August. This took me some time as 

the internet connection in the office is quite slow. After finished downloading the 

payslips, I organized them according to their month and saved them in a folder 

with the school’s name. Around 2.20 p.m., I sent the softcopy of the payslips via 



email to that teacher. Not long after that, Madam Nurhidayah asked me to log in to 

the 1GFMAS system to find a document regarding the payment of salary to a 

substitute teacher. She also asked me to download and print the Kew. 304 E 

(Arahan Pembayaran) for future reference.

29th August 2018

In the morning, 1 sorted a few documents to be kept in the files for auditing process 

and for the records of PPD Bau itself. Next, I did the corrections the Statement of 

Allowance Calculation for two teachers and printed it to be handed to my host 

supervisor. I also replaced a few documents that has been corrected in the files for 

auditing process, personal files in the file room and the documents in schools’ 

letter box.

After lunch break, I checked a document and compared the previous Kew. 8 Form 

(Pergerakan Gaji Tahunan) with the data inserted in the Statement of Acting 

Allowance Calculation. The statement was being printed and given to Madam 

Nurhidayah. Then, I helped her to find several files and printed a few of payslips. 

Around 3.30 p.m., she asked me to do corrections on the statement that she has 

checked.

30th August 2018

Madam Nurhidayah gave me a new task, which was to complete a Kew. 320 Form 

regarding the deduction of monthly tax. After done completing the documents, I 

printed and sorted the form with related documents to three copies. Next, 1 key in 

the data of those who are pensioned that took loan or financial aid with Angkasa in 

an online system of Angkasa Financial. In the afternoon, I made corrections on 

yesterday’s statements as’well as Kew. 8 and Kew. 320 Forms. I also have been 

asked by my host supervisor to correct the Statement of Pay Adjustment for 

“Pemangkuan dan Penempatan Pegawai Perkhidmatan Pendidikan".



2.1.7 SEVENTH WEEK

The seventh week of practical training took place from 03rd September 2018 to 07th 

September 2018.

03rd September 2018

In the morning, I completed the Kew. 8 and Kew. 320 Forms for “Taraf 

Berpenceri" of a teacher. Then, I made final corrections on the Statement of Acting 

Allowance Calculation together with Kew. 8 and Kew. 320 Forms. Upon 

completed those documents, I printed and sorted it to be submitted to Madam 

Nurhidayah. Around 10.30 a.m., I key-in the data in Kew. 8 and Kew. 320 Forms 

for the change of bank account of a teacher. I also printed her payslip for 

attachment purpose. I printed and sorted the documents to three copies after done 

completing it.

After lunch break, I made corrections on the statements, Kew. 8 and Kew. 320 

Forms for a headmaster (Pemangkuan Gred DG44). Next, I printed, sorted and 

stamped it to be kept in the file and for the school’s record. After done with the 

task, I checked the previous documents with the documents that were already in the 

file because there were some documents that are same but with different dates and 

also there are documents that were already being done by PPD Bau’s staffs. 

Around 4.30 p.m., I prepared Kew. 320 Form for a staff. Then, 1 printed and 

submitted it to my host supervisor.

04th September 2018

I started my day with printing and replacing the documents in the personal file and 

to be given to school. After that, I helped my host supervisor to print the payslips 

of staffs and handed it to "her. I also made the calculations in the Statement of Pay 

Adjustment Calculation for three headmasters that have been promoted (acting the 

position) to DG44 grade position. Next, I made the correction on Kew. 8 Form of a 

staff. I also corrected the Kew. 320 Form for salary or pay deduction of a teacher.



05th September 2018

Around 8.10 a.m., I key-in the data of the teachers that has been transferred to 

another school in the Angkasa Financial system. After that, I made the calculation 

of allowance arrears of a P.O (Pembantu Operasi) that has been transferred to 

another school. I also printed and sorted it to be given to my host supervisor. In the 

afternoon, I made and completed the calculations of allowance of three teachers 

(Pertukaran Setara Pegawai Perkhidmatan Pendidikan) that are still in the same 

school, but different position. Next, I made final corrections on the documents of a 

headmaster that has been promoted to DG44. 1 also printed and sorted them to 

three copies. The last task I did on this day was preparing and completing Kew.8 

and Kew. 320 Forms for the change of bank account of a teacher.

06th September 2018

I started my day with making the corrections on three sets of documents (Kew. 8 

and Kew. 320 of allowances calculation). I printed and sorted those documents as 

soon as 1 completed it. Next, Madam Nurhidayah asked me to photocopy two sets 

of documents and insert the copies for school in the letter box according to its 

respective school. After that, I prepared the documents that consist of Statement of 

Pay Adjustment Calculation, Kew. 8 and Kew. 320 form for a teacher’s promotion 

from grade position DG34 to DG38. When I done completing the documents, I 

printed and sorted it to be given to my host supervisor.

After lunch break, I printed a payslip for the use of Dr. Les, the District Education 

Officer. Next, I key-in the data in Kew. 8 and Kew. 320 Forms for an interim 

teacher. My host supervisor gave me another task to be completed, which was to 

complete Kew. 8 and Kew. 320 Forms for a teacher that has changed her bank 

account. 1 printed and sorted it to be given to my host supervisor.

07th September 2018

The last day of the week started with keeping the completed documents in the files 

according to its month of action for auditing process. I also put another copies of 

the documents in the file room and school’s letter box. Next, I corrected the 

documents that have been done the day before. When I’m done completing it, I 

photocopied the documents to two copies. After that, I helped an interim teacher to 

photocopy the relevant documents that is needed to complete his application form.



2.1.7 EIGHTH WEEK

The last week of practical training took place from 12nd September 2018 to 14th 

September 2018.

12th September 2018

Madam Nurhidayah gave me a task, which was to complete the calculations of 

allowance for two interim teachers and key-in their data in Kew.8 and Kew. 320 

Forms. Once it completed, I printed and gave it to her. Next, I made corrections 

and printed it to three copies. I also photocopied the relevant documents of those 

two interim teachers to two copies and sorted it to be kept in auditing files, PPD’s 

file room and schools’ letter box.

The documents of the interim teachers are as follows; a copy of EPF (KWSP) slip, 

identity card copy, birth certificate copy of applicant, a copy bank account 

passbook, identity card and birth or death certificate copy of applicant’s mother, 

identity card and birth or death certificate copy of applicant’s father, offer letter, 

placement letter, undertaking letter, letter of offer acceptance and medical check

up letter from hospital.

After lunch break, I completed another task that was given by Madam Nurhidayah; 

the documents of a teacher that has been transferred to a new school. After that, I 

printed and photocopied the related documents to three copies and one copy is 

submitted to my host supervisor to be checked by her.

13th September 2018

I started my day with making final corrections on yesterday’s documents as well as 

printed and sorted it to three copies. Next, I completed and printed the statement of 

allowance payment of a teacher. I also sorted it to three copies to be kept in 

auditing files, PPD’s file room and school’s letter box. However, the copies for 

school is to be “keep in view” as Kew. 8 Form of overpaid allowance calculation is 

yet to be done. After that, I printed Kew. 8 and Kew. 320 Forms of the 

“Pergerakan Gaji Tahunan" for a headmaster of SK St. John, Bau. Then, I typed 

back and key-in the data for a teacher that has been transferred as the softcopy of 

the documents (Kew. 8 and Kew. 320 Forms) are missing from the file in the 

computer.



At 2.10 p.m., I filled in Kew. 8 Form for the purpose of collecting the overpaid 

amount of allowance of a teacher. It is subsidiary to collect back excess amount if 

it is overpaid. Next, Madam Nurhidayah assigned me a new task of completing the 

calculations of pay and allowance regarding the teachers’ promotion (Statement of 

Pay Adjustment, Kew. 8 and Kew.320 Forms) form grade position of DG34 to 

DG38 (KUP). After it is done, I printed and photocopied the forms and required 

documents to be submitted to my host supervisor.

14th September 2018

The last day of my practical training in PPD Bau started with completing Kew. 8 

and Kew. 320 Forms for a pensioned / retired teacher that has been promoted to 

grade position of DG38. I also did the Statement of Pay Adjustment Calculation for 

the purpose of paying outstanding allowance to him from the day he was promoted 

until the retirement date. After the documents have been corrected by Madam 

Nurhidayah, I printed and sorted those documents to three copies.

I key-in the data in Kew. 8 and Kew. 320 Forms for a teacher that has been given 

“Taraf Berpencen" after lunch break. Next, I arranged all completed as well as 

uncompleted paperwork and documents to be handed to my host supervisor. I also 

copied all of the softcopy of the tasks and documents form the first day until the 

last day of my practical training to the computer of Madam Nurhidayah. Before the 

working hours ended, I made sure my table is clean and nicely arranged the 

stationeries and equipment on the table.

2.2 CHAPTER SUMMARY

In this chapter, all of the activities and tasks done during the practical training were 

recorded in the log book. It also explained the description of job or assignment executed 

throughout the 8 weeks of practical training. All of it were recorded on daily basis and 

separated by the weeks of practical training period.



CHAPTER 3

TASK ANALYSIS

3.0 INTRODUCTION

This chapter generally explain the theory that has been used in completing my tasks in 

the office. The system that is being used by the federal government including the Bau 

District Education Office in managing financial transactions as a whole will be briefly 

explained. The theory includes the concept, components, the importance of effective and 

efficient financial system, the advantages and disadvantages of the system as well as the 

problems and challenges that I generally faced during the practical training.

3.1 CONCEPT OF PUBLIC FINANCE

According to Corporate Finance Institute (2016), public finance is the economic field 

that studies the activities of government and the alternative means of financing 

government expenditure. In addition, government are a group of organizations formed to 

exercise the authority over actions of people who live together as a society. The purpose 

of public finance is to recognize why, when and how the government should intervene in 

the current economy and also understanding the possible outcomes of making changes in 

the market. Other than that, public finance also involves in the issues outside of the 

economy, such as accounting, law and public finance management.

3.2 COMPONENTS OF PUBLIC FINANCE

There are a few components that are included in the public finance. Firstly, it is the 

accounting, followed by supply management system, treasury, taxation and the last one 

is auditing.

3.2.1 Accounting

It is a record and summary of activities in the form of money. Government 

accounting is the process of recording, analysing, classifying, summarizing, 

communicating and interpreting information of financial regarding the government 

in aggregate and detail reflecting transactions and other economic events involving



the receipt, spending, transfer, usability and disposition of assets and liabilities.

The purposes of government accounting are:

i. To carry out the financial business of government in a timely, efficient and 

reliable manner (such as making payments, settle liabilities, collect due 

payment, buy and sell assets) subject to necessary financial controls.

ii. To keep systematic, easily accessible accounting and documentary records 

as evidence of past transactions and status of current financial so that 

detailed transactions can be identified and traced and all aggregates can be 

conveniently broken down into their constituent parts.

iii. To provide periodic financial statements, containing appropriate classified 

financial information as a basis for (a) stewardship and accountability and 

(b) decision making.

iv. To maintain financial records suitable for budgetary control, internal 

control and the needs of auditors.

v. To provide means for effective management of government assets, 

liabilities, expenditures and revenues.

3.2.2 Supply Management System

i. Supply management system is a process of acquiring material and 

equipment for the public purpose and to ensure smooth operation of 

government machinery and programs. The purpose of procurement in the 

public sector is to enable government agencies providing various services 

and necessary goods to the people. Good supply management system leads 

to a successful in obtaining the suitable material and quantity at the right 

time from the right supplier and at affordable price to avoid wastage of 

government fund. *

ii. The system that is being used to conduct purchasing and procurement 

transaction is 1GFMAS (1 Government Financial and Management 

Accounting System) in most federal government offices. This system is 

created to ensure purchasing of items or travel warrants and government 

assets is made correctly and being recorded accurately and systematically.



3.2.3 Treasury

Treasury is an organization that manages the finance of government. The activities 

involved are such as the formulation, planning and implementation of government 

expenditure. District Education Office is dealing directly with the Ministry of 

Finance in terms of application of allocation and financial matters. These are 

several functions of treasury:

i. To formulate and implement fiscal and monetary policies in order to ensure 

effective and efficient distribution and management of financial resources.

ii. To formulate financial management and accounting processes, procedures 

and standards to be implemented by all government agencies.

iii. To manage the acquisition and disbursement of federal government loans 

form domestic and external sources.

iv. To monitor the financial management of ministries, government

departments and statutory bodies.

v. To formulate and administer policies related to the management of

government procurement.

3.2.4 Taxation

Taxation is a redistribution of income involving the transfer of resources form the 

private sector and individuals to the government sector. Among the examples of 

tax imposed in Malaysia is income tax, corporate tax, property tax, consumption 

tax and vehicle tax.

3.2.5 Auditing

Financial auditing is the process of examining an organization (or individual) 

financial records to determine whether it is accurate and in accordance with any 

applicable rules (including accepted accounting standards, regulations and law. 

Usually, the officers that represent the Auditor General of Malaysia will come to 

the organization to inspect accounting and financial records and provide 

independent opinions on these records.

It is a fact that law obliges that all public companies or organizations to have their 

financial statements externally audited. Internal auditors work for the organization 

as the employees to examine records and help improving internal processes such as 

operations, internal controls, risk management and governance.



3.3 IMPORTANCE OF PUBLIC FINANCE

Public finance is an essential element in every department or agency. With the rapid 

growth of the economy, good governance of public finance is of fundamental importance 

for all nations to ensure the sustainability of national budget ad financial systems, as well 

as mutual financial security and sustainable economic growth (Corporate Finance 

Institute, 2016). High-quality financial information in the public sector enables an 

accurate and complete assessment of the impact of policy decisions, supports external 

reporting by governments to electorates, tax payers, and investors, and helps internal 

decisions on resource allocation (planning and budgeting), monitoring and 

accountability.

3.3.1 Steady Economic Growth of State

Finance of government is vital in order to achieve sustainable high rate of 

economic growth. The government uses the fiscal tools in order to bring increase 

in both aggregate demand and supply. The examples of fiscal tools are such as 

taxes, public debt and public expenditure.

3.3.2 Proper Allocation of Resources

The government finance is very important in proper utilization of natural, 

manmade and human resources. As such, the government impose more taxes on 

the production and sales on less desirable goods such as cigarettes and alcohols. 

Meanwhile, the government provide subsidies or impose taxes lightly for more 

desirable goods that are needed by the people in their daily lives.

3.3.3 Equitable Distribution

The government use the revenues and expenditures in order to reduce inequality of 

income. The government will impose higher taxes on income, profit and properties 

of rich people and the products they consume if there is high income disparity. The 

money collected will be used for the benefit of poor people through subsidies, 

allowance and other types of direct and indirect benefits to them.



3.3.4 Balanced Development of Nation

In order to erase the gap between urban and rural, industrial and agricultural sector, 

the government make well use of revenues and expenditure. As such, the 

government allocates the budget for infrastructural development in rural areas and 

direct economic benefits to the rural people.

3.3.5 Economic Stability

The government often use the fiscal tools in order to stabilize the economy of the 

nation. During its time of prosperity, taxes are imposed on higher rate and internal 

public debt is being raised. The amount gained is being used to repay foreign debt 

and invention. By this way, the government expenditures can be reduced. 

Meanwhile, during the recession, the case above is just being reversed.

3.4 STRENGTHS, WEAKNESSES AND THREATS OF THE CURRENT JOB 

DESCRIPTION

SWOT analysis will be used to discuss the pro and cons of the current job description 

that is being done in Bau District Education Office. It can be best described as a strategic 

planning framework used to evaluate the competitive position of an organization by 

identifying its strengths, weaknesses, opportunities and threats (Investopedia, 2018). 

Specifically, SWOT analysis is a foundational assessment model that measures what an 

organization can and cannot do, as well as its potential opportunities and threats. 

However, this section will only discuss the strengths, weaknesses and threats or 

challenges of the current job description.

3.4.1 Strengths of the Job

I personally have been assigned to the Emolument Unit under the Organization 

Management Unit in Pejabat Pedidikan Daerah Bau for 8 weeks. Completing the 

tasks that has been assigned to me by Madam Nurhidayah day by day has taught 

me a lot of things including the strengths that I can build within myself when doing 

my tasks. Basically, I need to be familiar with the calculations of emolument of 

civil servants and online finance system, including the e-payslip system, 1GFMAS, 

Angkasa Finance system and system of Employee Provident Fund (KWSP). In 



addition, 1GFMAS is still new and still being monitored by Ministry of Finance. It 

was introduced on February 2018 and has brought tremendous change on how I did 

my tasks regarding the financial procedure with the help form my host supervisor. 

On top of that, I have developed a few knowledge-based skills in specific subjects, 

procedures and information necessary to perform particular tasks. Most of it is hard 

skills and such skills usually acquired through education, training and on-the-job 

experience. 1 have learnt financial knowledge on how to prepare a complete 

document of staffs’ emolument including promotion, acting allowance calculations 

and the payment and repayment of various allowances, annual salary movement as 

well as the contribution of Employee Provident Fund. Not only that, I also did the 

non-emolument tasks such as transfer of staffs, change of bank account, 

pensionable status and application of interim teachers.

3.4.2 Weaknesses of the Job

It is a fact that every venture or organization has its own weaknesses, which are the 

things that they did and executed poorly. Weakness is particularly noteworthy if it 

make things difficult and prevent or interrupting the process of achieving mission. 

This might include unnecessarily leaking finances, improperly targeting clients, or 

simply poorly executing service among other things. During the practical training, I 

noticed that some of the staffs that are working in the area of finance were lack of 

motivation to perform their job better because their top level management assign 

too much work and only little appreciation or appraisal for excellent job 

performance is given to them.

Abraham Maslow is known for developing a hierarchy of needs - basically, a 

motivation theory in which he described how employees should know that they are 

valued within an organization in order to boost their optimum performance 

(McLeod, 2018). When this sense of being valued or appreciated does not exists, 

the employees tend to lose interest in their job, resulting in a decrease in their 

performance level and negatively affect the short and long term goals of the 

organization. Besides, when the employees believed that they are not being 

appreciated by the top level management, it also affects the stakeholders, who are 

directly impacted from the employees. Eventually, both employees and 

stakeholders who are not valued will then seek for a new working environment or 



other businesses in order to align with the place where they are valued by superior 

or others.

3.4.3 Threats / Challenges of the Job

As we all know, it is difficult to complete task without having a good cooperation 

from other party inside or outside of the organization. Being in the area of finance, 

we have to go through several levels of organization and stakeholders in order to 

find for approval (for example budget preparation), completion of forms and 

document for the payment, checking and editing the data in the online system and 

et cetera. Completing these tasks require us to work faster and accurate in terms of 

data preparation. At the same time, these processes involved the cooperation from 

several parties in order to ensure the final result can be effectively achieved.

I personally faced some problems during the practical training in PPD Bau. For 

example, when it comes to getting an approval or signature from the officers, 

sometimes it takes several days for the documents or forms before the approval or 

signature is finally given. In another case, there was a time in which the photocopy 

machine was not functioning because there are papers stuck in them during my 

second week of practical training. It took three days for the technician to come and 

repair the machine so that it could be used again. This problem has slowed down 

the operations of our units as most of the job requires printing and photocopying of 

the documents. Sometimes, we also got complaints from the schools’ staffs and 

teachers regarding on the late process of forms completion and allowance payment 

just because of this bureaucracy issue.

3.5 CHAPTER SUMMARY

Overall, this chapter discussed the theory that is closely related to the job assigned during 

the practical training in Bau District Education Office. It explained the concept and 

components of public finance that is related to the job description during the practical 

training. Besides, it also shows the importance of good management of public finance 

and how it is related to the tasks done in the office. Last but not least is the discussion on 

the strengths, weaknesses and threats or challenges faced while completing the job that 

has been assigned by the host supervisor, Madam Nurhidayah.



CHAPTER 4

RECOMMENDATIONS

4.0 INTRODUCTION

In this chapter, discussions regarding the recommendations and solutions in any room of 

improvement in the current job description will be done. It will be divided into two parts, 

where the first part will discuss about the solutions to improve the work quality in the 

organization itself and the second part will discuss the recommendations to improve the 

job technically and specifically.

4.1 RECOMMENDATIONS

There are several recommendations to the problems in the current job descriptions. The 

first one is to provide training and courses, followed by recruiting more team members 

and staff, establishing employee reward system and last but not least is the program of 

team building.

4.1.1 The Organization

i. Providing Training and Courses

Training and courses are a vital element within an organization. It helps the 

employees to gain more knowledge and skills related to the job. Most 

employees have some weaknesses in their workplace and training programs 

allows employees to strengthen those skills that they need to improve. Skill 

development programs bring the skills of all employees to a higher level so 

that they have identical skills and knowledge in conducting their jobs. The 

organization should provide more courses related to emolument matters as 

well as the online system such as 1GFMAS so that employees can have better 

integration between the tasks and the system itself.



ii. Recruiting more Team Members and Staff

Forecasting the needs of staffing is one of the essential elements of strategic 

planning. Staffing levels may affect various aspects of business. Too many 

employees will drive up overhead and directly affects the financial of the 

organization. Too few employees lead to limitation of the ability to serve 

current customers and ensure smooth operation of organization. Understaffing 

may make sense to the management team but it will have negative impact in 

the long run.

In the Emolument Unit, there is only one permanent staff, which is my host 

supervisor running the unit along with several temporary staffs from the 

schools under PPD Bau. Based on my observation throughout the practical 

training period, having only one staff, Pembantu Tadbir (Gaji) to run the 

Emolument Unit does not make any sense. Just imagine the workload of 

emolument matters of all teachers and staff of 40 schools are under one staff 

with some help of a few inexperience temporary staffs. Within the first week 

of practical training, I already realized that one Pembantu Tadbir for 

Emolument Unit is not enough to handle all the tasks and business subject to 

the matter considering the number of teachers and staffs that need to be taken 

care of. The least that the unit needs is three Pembantu Tadbir to operate the 

unit effectively and efficiently with minimal work stress.

iii. Establishing Employee Reward System

It can be defined as a program set up by an organization to reward 

performance and motivate employees on individual and group levels (Inc., 

n.d.). It is normally considered separate from salary but may be monetary in 

nature or otherwise have a cost to the organization. It is evidence that federal 

government have no some sort of monetary budget for the purpose of 

rewarding the employee but there are many ways the top level management 

can use in order to show their appreciation to their employees, like 

recognition.



According to Luthans and Stajkovic (n.d.), recognition is defined as 

acknowledging someone before their peers for specific accomplishments 

achieved, attitudes demonstrated or actions taken through their behaviours. 

Showing appreciation to employees by acknowledging excellent performance 

and the kind of behaviour to be encouraged to others is best done through 

simple expressions and statements. As an example, a superior might send a 

personal note or stop by their desks to convey his or her appreciation towards 

said employee or team. Another good approach is to combine recognition and 

appreciation in the form of public statement of gratitude and thanks in front of 

the co-workers or team, and mentioning specific examples of what the 

individual or team has done which contributed to positive impact towards the 

organization.

iv. Team Building Programme

Team bonding always brings people together by promoting and encouraging 

collaboration and teamwork in a particular group of people. Fun activities that 

help people see each other in different points of view allow them to connect in 

a different setting. One of the strongest reasons for team building is to get 

excellent results. Teams will build and nurture skills such as communication, 

planning, problem-solving and conflict resolution through a series of well- 

planned events of team building. These ideas will help facilitate long-term 

team building through fostering genuine connections as well as deeper 

discussion and information processing. Too many units and sections in Bau 

District Education Office will cause huge gap and boundaries between the 

employees. It is not often to see the top level of management conducting a 

session of team building with their staffs during the period of practical training 

and it might be a good opportunity for the top management to close the gap 

and build better communication channels among their subordinates.



4.1.2 Emolument Unit

i. Appoint IT Officer I Technical staff for the Maintenance of the Systems

Information technology officers are supposedly in charge of the process of 

developing and implementing technology solutions in the organization. They 

are responsible for reviewing and approving new information technology (IT) 

alternatives to increase the productivity and service delivery of the 

organization. Based on my experience during the practical training, I always 

faced problems with the slow speed of internet connection and the server of 

the online systems where it always crashed when there are too many traffic 

coming in to the server. All of these need IT Officer or technical staff in order 

to fix the problems. It is very time-consuming as they have to settle a certain 

amount of complaint from other departments before they can come to solve 

ours. Thus, appointment of IT Officer or technical staff is critical in order to 

solve these problems.

ii. Establishing Deadlines for Internal Operation I Reporting

In financial matters, deadline is a very important element as every reporting 

that is prepared was based on periodical set of time whether it is prepared 

daily, monthly, quarterly and annually. Although some of the deadlines can be 

accomplished, there are always some ‘delayed’ occurrence that can cause the 

tasks to be not completed within the time given. Lack of discipline and work 

ethics are among the biggest factors that lead to the waste of time and money 

of the organization. Most importantly, all tasks regarding emolument need to 

be submitted on time. Compliance of policies and internal controls has to be 

met. This is because senior officers and other agencies or department, such as 

Jabatan Akauntan Negara Malaysia depends on the emolument statements to 

make decisions and payment of wages. It is advised to mark the deadline of 

any works on the calendar and ensure all team members meet the deadlines no 

matter what happens.



iii. Create “To-Do List” for PT/KEW Staff

During the period of practical training, I realized that the staffs need to have a 

“To-Do Lists” for their daily work routine. Based on my observation, I did 

noticed that they tend to ignore the most important task and start doing the less 

important one once they are having work overload. Therefore, by keeping such 

list, it will ensure all tasks are written down in one place in order to avoid 

forgetting any important things. Besides, they are able to plan the order by 

which task they should do first and what can be “keep in view”.

4.2 CHAPTER SUMMARY

In short, all the recommendations suggested above should be able to cope with the 

challenges that happened in the organization. This chapter summarizes the solutions that 

may be applied in order to improve the operation of the organization and Emolument 

Unit as a whole. Having better emolument-related statements defined the performance 

level of the organization. However, those recommendations required full support and 

cooperation from all level of management so that the organization can run dynamically, 

effectively and efficiently.



CHAPTER 5

CONCLUSION

5.0 INTRODUCTION

In this chapter, all chapters in this report are being summarized by highlighting the main 

points and provide the overall conclusion of this report. Section 5.1 summarizes the 

introduction of the organization and Section 5.2 outlines the job description and tasks 

that have been performed during the practical training in Bau District Education Office. 

Next, Section 5.3 summarizes the analysis of task, strengths and weaknesses as well as 

the threats or challenges faced when performing the task. Section 5.4 will highlight and 

summarize the recommendations that have been suggested for improvement of the 

organization. Last but not least is Section 5.5 which will show the overall conclusion of 

the tasks and the completion of job as a whole.

5.1 SUMMARY BY CHAPTER

Chapter 1: Introduction of the Organization

In Chapter 1, the discussion regarding the introduction of the organization that covers the 

historical background of the organization, organizational vision, mission, purposes and 

objectives, organizational policy, client’s charter as well as the organizational chart of 

State Education Department of Sarawak and Bau District Education Office. The 

introduction of the organization provides the knowledge regarding the background and 

history of Bau District Education Office and the main events that leads to the 

establishment of the organization. Not only had that, the vision, mission, purposes and 

objectives and some other relevant information regarding the organization also made 

known to me. Various policies by the Ministry of Education that has been the core 

business of the organization also being introduced so as to provide understanding the 

path of the organization is going through. Not to forget, the client’s charter, to ensure the 

delivery of quality services to the customers and provide services in accordance with the 

standards set. Organizational structure is also being illustrated in the organizational chart, 

where it shows the relationships and relative ranks of its parts and positions.



Chapter 2: Schedule of Practical Training

The second chapter describe the summary of practical training schedule which focused 

on the daily tasks given during the practical training in Bau District Education Office. 

All of these were recorded in the log book given by the Practical Training (ADS667) 

lecturer, Mr. Fairuz Hidayat Merican. The log book is essential as it acts as the evidence 

to the activities or tasks done throughout the period of practical training. Most of the 

tasks done during the practical training are related to the emolument matters of the 

teachers and staffs of 40 primary schools along with the office itself. For example, the 

statements made regarding the calculation of various allowances and wages, pay 

adjustment, transfer of teachers and staffs, key-in the data in online system, promotion, 

pensionable status, change of information regarding the bank account, annual wage 

movement and so on.

My host supervisor, Madam Nurhidayah has helped me a lot during the practical 

training. She guided me from zero knowledge about the emolument matters until I can do 

most of the tasks myself, at least with a little mistake done, especially the part of 

calculation of allowances and wages. Madam Nurhidayah taught me how to anticipate 

with major problems in emolument matters, such as miscalculation of amount of 

allowances and wages to be paid to employees and methods to claim back the payment 

that has been made. Although I often made mistakes in completing my tasks, but she 

never complained and patiently corrected it for me. Madam Nurhidayah also stressed the 

importance of emolument process in any organization, for instance to ensure the smooth 

process of business operation, avoiding the possibilities and risks of the occurrence of 

fraud and abuse of power as well as to motivate the employees to perform better. 

Emolument accounting not only involves the payment of wages, but also involves the 

preparation of complete employee records while adhering to policies set by the 

government through agencies such as the Department of Labour, Employees Provident 

Fund (K.WSP) and Social Security Organisation (PERKESO). All in all, records relating 

to wages and allowances should be accurate, correct and being kept systematically to 

avoid any problems in future.



Chapter 3: Task Analysis

The third chapter is about the analysis of job done in Bau District Education Office. I 

have learned many theories throughout my studies but most of the time, my job during 

practical training is closely related to Public Finance. Mr. Kwan Ah Pin, Assistant 

District Education Officer has decided to assign me to Emolument Unit under the 

Organization Management Unit as he knew I did take the subject of Public Finance 

before.

In the chapter of Task Analysis, the significance of good Public Finance management in 

public sector as well as its important components is being stressed out. High-quality 

financial information in the public sector enables an accurate and complete assessment of 

the impact of policy decisions, supports external reporting by governments to electorates, 

tax payers, and investors. It also helps internal decisions on resource allocation, 

monitoring and accountability. Besides, strengths and weaknesses as well as threats that I 

faced when completing my tasks are being included where SWOT analysis was being 

used to discuss the pro and cons of the current job description. It can be used to evaluate 

the competitive position of an organization by identifying its strengths, weaknesses, 

opportunities and threats.

To conclude, Chapter 3 generally explain the theory that has been used in completing the 

tasks during the practical training in Bau District Education Office. Among the main 

purposes to conduct a task analysis process are to use this specific information in 

creating the right fit between job and employees, to assess the performance of an 

employee or team. It is also aimed to determining the worth of a specific task as well as 

to analyse training and development needed from an employee to deliver that particular 

job.



Chapter 4: Recommendation

Chapter 4 discussed the recommendations that have been suggested to improve the 

quality of service and value of the organization and Emolument Unit in Bau District 

Education Office. It is evidence that every organization cannot avoid having its own 

weaknesses. However, there is always something to be done to improve the performance 

of an organization so as to run smoothly to achieve its vision and mission as well as its 

objectives. The first recommendation that was suggested in this practical training report 

is to provide training and courses that could help employees to enhance their skills and 

knowledge that is related to their job. On top of that, human resource forecasting is also 

essential in order to strategically plan the solution for shortage of labour in the 

organization. Next, providing employee reward system is also seems to have its own 

importance in order to appreciate or appraise the individual or team that has performed 

well in their job. This is because it could motivate and boost their morale and also 

employees around them to perform better. Having team building programme also helps 

to improve the value of the employees in the organization.

In Emolument Unit, appointing IT officer or technical staff for the maintenance of the 

system and equipment in the unit as any breakdown may slow the productivity of the 

employees and affect the tasks that need to be completed. Another recommendation that 

has been suggested is establishing deadlines for internal operation or reporting. This is 

vital as other parties depend on the emolument statements to make decisions and 

payment of wages. Last but not least is employees especially PT/KEW staffs are advised 

to create “To-Do List” to ensure that all of their tasks are written down in one place so 

that they will not forget anything that is considered important to be done.



5.2 OVERALL CONCLUSION

It is undeniable that the experiences gained during the practical training are very valuable 

and unforgettable. In my opinion, doing job practically is more interesting than the 

process of learning in the classroom as well as reading notes and books. Furthermore, the 

situation in the classroom is very different compared to the workplace as the theories and 

knowledge learnt are difficult to be practiced in the classroom or education institute. 

Therefore, it can be said that practical training is one of the best opportunity for the 

students to adapt themselves to working environment and gaining more knowledge 

regarding the subject matter.

During the eight weeks of practical training in Bau District Education Office, many 

precious experiences have been gained and I truly appreciate every moment with the 

staffs there. My host supervisor and a lot of staff including the top level management has 

treated me well and always lend their hands whenever I got difficulties in doing my job. 

Besides, working in the Emolument Unit is a lot more fun than other units or 

departments as there are always new tasks or thing that can be learned every day. I 

personally think that the field of finance has brought me to a new level where there is no 

ending in its learning process.

In a nutshell, the practical training in Bau District Education Office has given splendid 

experiences and knowledge in various aspects. Despite all the weaknesses and 

difficulties happened during the completion of job, I enjoyed what 1 have done in the 

organization, especially in the Emolument Unit. It is admitted that there are still a lot of 

rooms for improvement so as to ensure the organization operates dynamically and 

efficiently. All members of the organization should work harder and smarter to comply 

with their Client’s Charter and to achieve their vision and mission as well as their 

objectives.
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The entrance of Bau District Education Office



Environment of outside and inside the office



Bahagian Kewangan
Kementerian Pendldlkan Malaysia
Aras 5-6. Blok E12. Kompleks Kerajaan Parcel E.
Pusat Pentadbiran Kerajaan Persekutuan, 
62604 Putrajaya
( up: Pn. Mastura Bte Mohamed Tajudln )

Tuan.

SURAT TUNJUK SEBAB MEMOHON PFNPAHULQAN OIRI

Pengan segala hormatnya. saya Um Fang Ping, fall peribad. bemombor S3SO74 ingln memohon 
pendahuluan dlri ke atas emolSmen yang terleblh bayar ialtu sebanyak RM 7128.14.

2 Tujuan saya memohon pendahuluan dlrl dlsebabkan gaji berslh saya tldak mencukupl 

untuk membuat bayaran ballk leblhan gaji secara sekallgus.

3 Saya berharap pihak tuan dapat meluluskan permohonan saya dan dldahului dengan 

ribuan terima kasih.

Yang Benar,

( LIM FANG PING ) 
820205135544



Letter of provision for the payment of outstation allowance claim



. (KEW.320 Pindaan 1/2015)
A> KERAJAAN PERSEKUTUAN MALAYSIA
* BORANG PERUBAHAN GAJI

No Siri HRMIS 
(Serial No)

1 No rujukan 
(Ref. No)

2

No. Gaji
(Personnel No.)

3
13976717 Sebab Tindakan

(Action Reason)

4
10 Tarikh Mula Tindakan

(Action Date)

5
01.09.2018

Nama
(Name)

ALIEN ANAK NOJIB

Perubahan Nama 
(Change Of Name)

7

Pejabat Perakaunan
(Business Area)

8 Nombor Kad Pengenalan 
(Personnel ID)

Pejabat Perakaunan 
Baru (ActR = 20) 
(New Business Area)

9 No Kad Pengenalan
(IC Number)

10 Jenis KP 
(IC Type)

11

Tindakan
(Action)

Pegawai Pengawal
(Personnel Area)

12 Kump Pekerja 
(EE Group)

13 14

Penempatan Organisasi
(Organizational Assignment)

Kod Kumpulan PTJ 
(Subarea)

15 Kod Kumpulan PTJ/ PTJ 
Dipertanggungkan 
(Cost Center)

16 Dana
(Fund)

17

Kod Kump PTJ/ PTJ 
Membayar 
(Functional Area)

18 Program/ Aktiviti/ Amanah/ 
Projek/ Setia/ SubSetia/ CP 
(WBS)

19 Pusat
Pembayaran

(Pay Center)

20
0680

Caruman Berkanun

KWSP
(Employees Provident Fund)

socso
(Employees' Social Security)

Peratus Caruman
(Employee Percentage)

21 Peratus Caruman 
Separuh 
(Employee Percent)

22 Mencarum PERKESO 
(SOCSO)

25

YA / TIDAK

Amaun Caruman
(Employee Amount)

23

YA/TIDAK

Tarikh mula kadar 
separuh 
(Start Date)

24 Umur > 55 tahun & Kali Pertama Mencarum 
PERKESO

(Employee over 55 and first time contributor)

26

YA/TIDAK

Alamat 
(Addresses)

Alamat Majikan
(Employer Address)

27

-
Poskod

(Postcode)
28

Pelbagai Maklumat Pekerja 
(Employee Miscellaneous)

Jawatan
(Position)

29

Tempat Bekerja 
(Work Area)

30

Kod Negeri
(State Code)

31 Negeri
(State)

32

Kod Daerah
(District Code)

33 Daerah
(District)

34

Skim Perkhidmatan 
Berkomputer 

(Salary Schema)

35

Elaun & Tunggakan Elaun 
(Recurring Allowance)

Tarikh Mula
(Start Date)

36
01.09.2018

Tarikh Akhir
(End Date) 

------------ 37 ----------------

31.12.9999

Kod
(Wagetype)

38

0001

Amaun
(Amount) 
------------ 39 ----------------------

4,040.15

Tarikh Mula
(Start Date)

3b

01.09.2018

Tarikh Akhir
(End Date)

------------ 37

30.09.2018

Kod 
(Wagetype)

38

2014

Amaun
(Amount) 

39

566.92

01.09.2018 31.12.9999 1200 0.00

01.09.2018 31.12.9999 1254 606.02

01.09.2018 30.09.2018 2000 70.00

01.09.2018 30.09.2018 2004 63.23



A. 
jTWffTU KERAJAAN PERSEKUTUAN MALAYSIA

BORANG PERUBAHAN GAJI

(KEW.320 Pindaan 1/2015)

Bayaran Lebih Masa 
(Employee Remuneration Info)

Tarikh Mula 
(Start Date)

Tarikh Akhir 
(End Date)

Kod 
(Wagetype)

Amaun
(Amount)

Tarikh Mula
(Start Date)

Tarikh Akhir
(End Date)

Kod 
(Wagetype)

Amaun
(Amount)

----  40 --------------- 41 42 43 44 45 4b 4/

Potongan 
(Recurring Deduction/ Additional Tax Deduction)

Tarikh Mula 
(Start Date)

Tarikh Akhir 
(End Date)

Kod 
(Wagetype)

Amaun
(Amount)

Nombor Rujukan 
(Membership No/ Reference No)

48
01.09.2018

49 ......... . ..
30.09.2018

50

4015 186.00
j2

01.09.2018 30.09.2018 4016 6.72

01.09.2018 30.09.2018 4017 744.00

Potongan - Saraan 
(Personal Deductions - Payee)

Penerima Saraan 
(Payee Details)

Tarikh Mula 
(Start Date)

Tarikh Akhir
(End Date)

Amaun
(Amount)

Kod & 
Sub-jenis 
(Wagetype & 

Subtype)

Nama Penerima
(Payee Name)

No. K/P
(IC No.)

Kod Bank 
(Bank Key)

No. Akaun Bank
(Bank Account No.)

Cara 
Bayaran 
(Payment 

Mtd)

53 54 55 5b ....................   5/ SB 59 ... 60 61

Tandatangan

Nama

Jawatan

Tarikh

Disediakan oleh 
(Prepared by) 62

SALINAN ASAL DITANDATANGANI 
OLEH

Disahkan oleh
(Approved by) 63

SALINAN ASAL DITANDATANGANI 
OLEH

UNTUK KEGUNAAN PEJABAT PERAKAUNAN SAHAJA

Disemak oleh
(Reviewed by) 64

SALINAN ASAL DITANDATANGANI 
OLEH

SUNG SIEW FAH DR. LES MET NURHIDAYAH VOON BINTI ABDULLAH

PEMBANTU TADBIR
PEGAWAI PEJABAT PENDID 

DAERAH BAU
KAN PEMBANTU TADBIR

29 OGOS 2018 29 OGOS 2018 29 OGOS 2018

No. Kelulusan Perb.: Sila lihat keterangan di Panduan Mengisi Borang Perubahan Gaji

Muka surat 2 / 2



* - (KEW.320 Pindaan 1/2015)
^innr^ kerajaan persekutuan Malaysia

BORANG PERUBAHAN GAJI

LAMPIRAN A - BORANG PERUBAHAN MAKLUMAT PERIBADI
Hendaklah diisi oleh Pusat Tanggung Jawab (PTJ) sekiranya PTJ masih belum HRMIS enable

Maklumat Peribadi
(Personal Data)

Jantina
(Gender)

65

L/P
Tarikh Lahir

(Date of Birth)
66 Status Kahwin

(Marital Status)
67

BUJANG / KAHWIN

Agama
(Religion)

68

Maklumat Peribadi Tambahan
(Additional Personal Data)

Etnik Asai 
(Ethnic Origin)

69 Pilihan Pencen/ 
KWSP
(Pension/ EPF Eligible)

70 Taraf Warganegara 
(Citizen)

71

Gaji Pokok 
(Basic Pay)

Bulan Kenaikan 
Gaji
(Increment Month)

72
10

Sebab
Perubahan Gaji 

(Basic Pay Reason)

73 Skim Saraan 
(PS Type)

74 Skim
(PS Area)

75

Gred Gaji 
(PS Group) DG42

Tangga Gaji 
(PS Level)

77 Amaun
(Amount)

78

Maklumat Bank 
(Bank Details)

Kod Bank
(Bank Key)

79 No Akaun 
(Bank No)

80

KWSP
(Employees Provident Fund)

Pengawasan Kerja
(Monitoring Of Task)

Nombor KWSP 
(EPF Number)

81 Tarikh Tamat Kontrak
(Date of Task)

82

Potongan Cukai Bulanan 
(Monthly Tax Deduction)

No. Cukai 
Pendapatan 
(Income Tax No.)

83 Bilangan
Tanggungan

(No. Of 
Dependents)

84 Pasangan 
Tidak 
Bekerja 
(Spouse 
Relief)

85

YA/ TIDAK

Pasangan 
OKU 
(Disabled 
Spouse)

85

YA/ TIDAK

Individu OKU
(Disabled 

Individual)

85

YA/ TIDAK

Komunikasi 
(Communication)

Alamat Emel
(Email Address)

88 Nombor Telefon
(Telephone Number)

89

Tarikh Spesifikasi 
(Date Specifications)

Tarikh Lantikan 
Pertama 
(Date of First Hire)

90 Tarikh Lantikan 
Sekarang 
(Date of Current Position)

91 Tarikh Pencen/ 
Bersara Pilihan 
(Pension/ Optional Date)

92



KERAJAAN MALAYSIA
PENYATA PERUBAHAN MENGENAI PENDAPATAN SESEORANG PEGAWAI

Akauntan Negara s.k Pengarah Pendidikan Sarawak,
Bendahari Negeri (Unit Saraan)
Akauntan Perbendaharaan Pengarah Pendidikan Sarawak
Pembantu Kewangan (Unit Rekod)
Ketua Pengarah Perkhidmatan Awam, Malaysia Guru Besar,
(u.p : Pusat Rekod Kakitangan Kerajaan) SK Grogo,

94000 Bau.

Perubahan berikut telah diluluskan. Sila bayar pegawai yang berkenaan seperti berikut:

NamaPegawai ALIEN ANAK NOJIB (NO. KP.: 781218-13-5552)

Jawatan PEGAWAI PERKHIDMATAN PENDIDIKAN GRED DG42 (KUP)

Nombor Gaji Berkomputer 1397671 7 / 0680
No. Surat

Butir-butir Perubahan Tarikh Gaji Bulanan Catatan Kebenaran
Stesen SK Grogo, Bau. Patut Terima Telah Terima

15.12.2016 KPM.BPSM.S.
Kenaikan Pangkat Pegawai Perkhidmatan GP RM 3,815.15 RM 3,660.15 500-3/12/67
Pendidikan (PPP) Gred DG32 ke Gred EM RM 0.00 RM 225.00 Jilid 267 (99)
DG42(KUP) di Kementerian Pendidikan BIW RM 667.65 RM 679.90 Bth.: 06.04.2018
Malaysia berkuatkuasa mulai 15.12.2016

JPNSW.SKPP.UNP.S.
Diberi Pergerakan Gaji Tahunan 2017 01.01.2017 500-3/12/14/
mengikut Kadar Kenaikan Gaji Tahunan GP RM 3,815.15 RM 3,815.15 Jld. 12 (285)
atas Gred DG32 sebanyak RM155.00 mulai EM RM 0.00 RM 225.00 Bth.: 30.04.2018
01 Januari 2017. BIW RM 667.65 RM 606.02

JPS(W)/PPDB(Kew)
Diberi Pergerakan Gaji Tahunan 2017 01.10.2017 53/08/09/03
mengikut Kadar Kenaikan Gaji Tahunan GP RM 4,040.15 RM 3,815.15 Jld. 24 (24)
atas Gred DG42 (KUP) sebanyak RM225.00 EM RM 0.00 RM 225.00 Bth.: 04.07.2018
mulai 01 Oktober2017. BIW RM 606.02 RM 606.02

Diberi Pergerakan Gaji Tahunan 2018 01.01.2018
mengikut Kadar Kenaikan Gaji Tahunan GP RM 4,040.15 RM 3,970.15
atas Gred DG32 sebanyak RM155.00 mulai EM RM 0.00 RM 225.00
01 Januari 2018. BIW RM 606.02 RM 629.27

TPG Baru: 01 OKTOBER

Tarikh 29 OGOS 2018

PANDUAN

Salinan Asai Ditandatangani 
Oleh 

( KWAN AH PIN ) 
Penolong Pegawai Pendidikan Daerah Bau 

94000 Bau.
TANDATANGAN KETUA JABATAN

COP RASMI JABATAN

1. Semua perubahan mengenai pendapatan seseorang pegawai hendaklah dinyatakan dalam borang ini. 
Perubahan-perubahan yang berkaitan adalah seperti berikut.

Jawatan
Perlantikan baru (jawatan tetap)
Pengesahan dalam jawatan
Dimasukkan ke dalam perjawatan berpencen
Memangku
Naik Pangkat
Melangkah sekatan kecekapan
Pertukaran
Pinjaman/pertukaran sementara
Gantung kerja
Turun pangkat
Buang kerja
Meletak jawatan
Perlantikan semula
Meninggal dunia
Perlantikan sementara/kontrak
Tamat perkhidmatan sementara/kontrak

Cuti
Separuh gaji
Tanpa gaji
Cuti sakit separuh gaji 
atau tanpa gaji

Bersara

Gaji

Kenaikan gaji ditahan 
Kenaikan gaji ditangguh 
Turun gaji

E/aun-elaun
Semua jenis elaun

2. Satu salinan penyata ini hendaklah dihantar kepada PUSAT SUMBER MAKLUMAT, BAHAGIAN KHIDMAT PENGURUSAN 
JABATAN PERKHIDMATAN AWAM MALAYSIA dengan mengisi butir-butir berkenaan dalam Borang PR. JPA 2 (Pin.1/96) di 
sebelah belakang penyata ini. Badan-badan Berkanun I Penguasa Tempatan yang tidak menggunakan Laporan 
Penyata Perubahan (Kew. 8) untuk membenarkan sebarang pembayaran hanya dikehendaki menghantar satu salinan 
Laporan Penyata Perubahan PR. JPA 2 (Pin. 1/96) ke Pusat Sumber Maklumat, Bahagian Khidmat Pengurusan, Jabatan 
Perkhidmatan Awam dan tidak perlu menghantar kepada Akauntan Negara, Bendahari Negeri, Akauntan 
Perbendaharaan atau Pembantu Kewangan.



ALIEN ANAK NOJIB 
TARIKH NAIK PANGKAT DG42 (KUP) 01.12.2016 
TPG BARU OKTOBER
TPG LAMA JANUARI
TARIKH SURAT PENYIARAN 06 APRIL 2018

PELARASAN GAJI, ELAUN PEMANGKUAN DAN ELAUN BIW SEHINGGA TARIKH SURAT PENYIARAN

PATUT TERIMA TELAH TERIMA PELARASAN TEMPOH JUMLAH

01.12.2016 GP 3,815.15 3,660.15 155.00 14 70.00
HINGGA EM 0.00 0.00 0.00 31 0.00 70.00
14 12.2016 BIW 667.65 640.53 27.12 12.25

ITKA 300.00 160.00 140.00 63.23

15.12.2016 GP 3,815.15 3,660.15 155.00 17 85.00
HINGGA EM 0.00 225.00 -225.00 31 -123.39 _ -38.39
31.12.2016 BIW 667.65 679.90 -12.25 -6.72

01.01.2017 GP 3,815.15 3,815.15 0.00 09 0.00
HINGGA EM 0.00 225.00 -225.00 09 -2,025.00 _ -2,025.00
30.09.2017 BIW 667.65 606.02 61.63 09 554.67

01.10.2017 GP 4,040.15 3,815.15 225.00 03 675.00
HINGGA EM 0.00 225.00 -225.00 03 -675.00 _ 0.00
31.12.2017 BIW 606.02 606.02 0.00 03 0.00

01.01.2018 GP 4,040.15 3,970.15 70.00 03 210.00
HINGGA EM 0.00 225.00 -225.00 03 -675.00 -465.00
31.03.2018 BIW 606.02 629.27 -23.25 03 -69.75

01.04.2018 GP 4,040.15 3,970.15 70.00 06 14.00
HINGGA EM 0.00 225.00 -225.00 30 -45.00 -31.00
06.04.2018 BIW 606.02 629.27 -23.25 -4.65

JUMLAH * -2,559.39

* Sekiranya jumlah perbezaan sehingga tarikh Surat Penyiaran Kenaikan Pangkat adalah negatif 
(jumlah Elaun Pemangkuan melebihi jumlah gaji), maka perbezaan tersebut tidak perlu dikutip balik.

PELARASAN GAJI, ELAUN PEMANGKUAN DAN ELAUN BIW SELEPAS TARIKH SURAT PENYIARAN

PATUT TERIMA TELAH TERIMA PELARASAN TEMPOH JUMLAH

07.04.2018 GP 4,040.15 3,970.15 70.00 24 56.00
HINGGA EM 0.00 225.00 -225.00 30 -180.00 _ -124.00
30.04.2018 BIW 606.02 629.27 -23.25 -18.60

01.05.2018 GP 4,040.15 3,970.15 70.00 04 280.00
HINGGA EM 0.00 225.00 -225.00 04 -900.00 -620.00
31.08.2018 BIW 606.02 629.27 -23.25 04 -93.00

JUMLAH ** -744.00

** Sekiranya jumlah perbezaan selepas tarikh Surat Penyiaran Kenaikan Pangkat adalah negatif 
(jumlah Elaun Pemangkuan melebihi jumlah gaji), maka perbezaan tersebut hendaklah dikutip balik.

4017

0001 4,040.15
1200 0.00
1254 606.02
2000 70.00
2004 63.23
2014 566.92
4015 -186.00
4016 -6.72

-744 00

Disediakan Oleh : Salinan Asai Ditandatangani
Oleh

( NURHIDAYAH VOON BINTI ABDULLAH )
Pembantu Tadbir N19
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KERAJAAN PERSEKUTUAN MALAYSIA 

* BORANG PERUBAHAN GAJI

No Siri HRMIS 
(Serial No)

1 No rujukan 
(Ref. No)

2

No. Gaji
(Personnel No.)

3
20168049 Sebab Tindakan 

(Action Reason)

4
20 Tarikh Mula Tindakan 

(Action Date)
5 01.10.2018

Nama
(Name) FRANCISCA HILDA ANAK JAWSHIN

Perubahan Nama 
(Change Of Name)

7

Pejabat Perakaunan 
(Business Area)

Pejabat Perakaunan 
Baru (ActR = 20) 
(New Business Area)

1030

9 No Kad Pengenalan
(IC Number)

Nombor Kad Pengenalan 
(Personnel ID)

10
790530-13-5497 Jenis KP

(IC Type)

11
01

Tindakan
(Action)

Pegawai Pengawal 
(Personnel Area)

12
D3 Kump Pekerja 

(EE Group)

13
A Sub Kump Pekerja 

(EE SubGroup)

14
01

Penempatan Organisasi
(Organizational Assignment)

Kod Kumpulan PTJ 
(Subarea)

15
41

Kod Kumpulan PTJ/ PTJ 
Dipertanggungkan 
(Cost Center)

41602906
Dana

(Fund)
17

B6341

Kod Kump PTJ/ PTJ 
Membayar 
(Functional Area)

18
41602906

Program/ Aktiviti/ Amanah/ 
Projek/ Setia/ SubSetia/ CP 
(WBS)

19
B63010215

Pusat
Pembayaran

(Pay Center)

20
0683

Caruman Berkanun

KWSP
(Employees Provident Fund)

socso
(Employees' Social Security)

Peratus Caruman
(Employee Percentage)

21
0

Peratus Caruman
Separuh
(Employee Percent)

22
0

Mencarum PERKESO 
(SOCSO)

25

YA / TIDAK

Amaun Caruman 
(Employee Amount)

23

YA / TIDAK

Tarikh mula kadar 
separuh 
(Start Date)

24 Umur > 55 tahun & Kali Pertama Mencarum 
PERKESO

(Employee over 55 and first time contributor)

26

YA/TIDAK

Alamat 
(Addresses)

Alamat Majikan
(Employer Address) PEGAWAI PERKHIDMATAN PENDIDIKAN

D/A GURU BESAR

SK OPAR

BAU Poskod 
(Postcode)

28 94000

Pelbagai Maklumat Pekerja 
(Employee Miscellaneous)

Jawatan
(Position) PEGAWAI PERKHIDMATAN PENDIDIKAN

Tempat Bekerja 
(Work Area) SK OPAR

Kod Negeri
(State Code)

31 Negeri
(State)

32

Kod Daerah
(District Code)

33 Daerah
(District)

34

Skim Perkhidmatan 
Berkomputer 

(Salary Schema)

35

Elaun & Tunggakan Elaun 
(Recurring Allowance)

Tarikh Mula
(Start Date)

36
01.10.2018

Tarikh Akhir 
(End Date)

---------- 37 -------------
31.12.9999

Kod 
(Wagetype) 

38 

0001

Amaun
(Amount) 
_ 39 ----------------------

5,033.98

Tarikh Mula 
(Start Date) 

3b

Tarikh Akhir
(End Date)

37

Kod
(Wagetype)

38

Amaun
(Amount)

39

01.10.2018 31.12.9999 1052 400.00

01.10.2018 31.12.9999 1054 400.00

01.10.2018 31.12.9999 1254 755.10

Muka surat 1 / 2
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KERAJAAN PERSEKUTUAN MALAYSIA

BORANG PERUBAHAN GAJI
Bayaran Imbuhan

(One Time Payment/Deduction)
Bayaran Lebih Masa

(Employee Remuneration Info)

Tarikh Mula
(Start Date) 

----- 40 ---------------

Tarikh Akhir 
(End Date)

41

Kod
(Wagetype)

42

Amaun 
(Amount)

43

Tarikh Mula 
(Start Date) 

44

Tarikh Akhir 
(End Date) 

45

Kod
(Wagetype) 

46 ---------

Amaun
(Amount)

47

Potongan 
(Recurring Deduction/ Additional Tax Deduction)

Tarikh Mula
(Start Date) 

48
01.10.2018

Tarikh Akhir
(End Date)

49

31.10.2020

Kod
(Wagetype) 

50 --------

4476

Amaun
(Amount)

51 

1230.00

Nombor Rujukan
(Membership No/ Reference No)

52
PINJAMAN PERIBADI BSN

01.11.2020 31.12.9999 4476 1230.00 PINJAMAN PERIBADI BSN

01.10.2018 31.12.9999 5084 286.52 PTGN INSURANS ETIQA (MNI) (2)

Potongan - Saraan 
(Personal Deductions - Payee)

Penerima Saraan 
(Payee Details)

Tarikh Mula 
(start Date)

53

Tarikh Akhir
(End Date)

54

Amaun
(Amount)

55

Kod & 
Sub-jenis 
(Wagetype &

Subtype) 
56

Nama Penerima
(Payee Name)

5/

No. K/P
(IC No.)

be

Kod Bank 
(Bank Key)

59

No. Akaun Bank 
(Bank Account No.)

60

Cara 
Bayaran 
(Payment

Mtd) 

61

Tandatangan

Nama

Jawatan

Tarikh

Disediakan oleh 
(Prepared by) 62

SALINAN ASAL DITANDATANGANI 
_ OLEH

SUNG SIEW FAH

PEMBANTU TADBIR

12 SEPTEMBER 2018

Disahkan oleh
(Approved by) 63

SALINAN ASAL DITANDATANGANI 
OLEH

DR. LES MET

PEGAWAI PEJABAT PENDIDIKAN 
DAERAH BAU

12 SEPTEMBER 2018

UNTUK KEGUNAAN PEJABAT PERAKAUNAN SAHAJA

Dlsemak oleh
(Reviewed by) 64

SALINAN ASAL DITANDATANGANI 
___________________________OLEH___________________________

NURHIDAYAH VOON BINTI ABDULLAH

PEMBANTU TADBIR

12 SEPTEMBER 2018

No. Kelulusan Perb.: Sila lihat keterangan di Panduan Mengisi Borang Perubahan Gaji

Muka surat 2 / 2
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KERAJAAN PERSEKUTUAN MALAYSIA 

BORANG PERUBAHAN GAJI
LAMPIRAN A - BORANG PERUBAHAN MAKLUMAT PERIBADI
Hendaklah diisi oleh Pusat Tanggung Jawab (PTJ) sekiranya PTJ masih belum HRMIS enable ।

Maklumat Peribadi
(Personal Data)

Jantina
(Gender)

65

LIP
Tarikh Lahir

(Date of Birth) 66 30.05.1979
Status Kahwin

(Marital Status)
67 

BUJANG / KAHWIN

Agama
(Religion) 68 02

Maklumat Peribadi Tambahan
(Additional Personal Data)

Etnik Asai
(Ethnic Origin)

69
BUMIPUTERA SARAWAK

Pilihan Pencen/
KWSP
(Pension/ EPF Eligible)

2
Taraf Warganegara 

(Citizen)
71

001

Gaji Pokok 
(Basic Pay)

Bulan Kenaikan 
Gaji
(Increment Month)

72
07

Sebab
Perubahan Gaji

(Basic Pay Reason)

73 Skim Saraan 
(PS Type) 74 03

Skim 
(PS Area)

75

Gred Gaji 
(PS Group) DG44

Tangga Gaji 
(PS Level)

77 Amaun
(Amount)

78

Maklumat Bank 
(Bank Details)

Kod Bank
(Bank Key) 79 RHBBMYKL

No Akaun
(Bank No) 11127600036240

KWSP
(Employees Provident Fund)

Pengawasan Kerja 
(Monitoring Of Task)

Nombor KWSP 
(EPF Number)

81 Tarikh Tamat Kontrak
(Date of Task)

82

Potongan Cukai Bulanan 
(Monthly Tax Deduction)

No. Cukai 
Pendapatan 
(Income Tax No.)

83

SG-20712296-02(0)

Bilangan 
Tanggungan

(No. Of 
Dependents)

84

001

Pasangan 
Tidak
Bekerja 
(Spouse 
Relief)

85

¥A / TIDAK

Pasangan 
OKU 
(Disabled 
Spouse)

85

¥A I TIDAK

Individu OKU
(Disabled 

Individual)

85

¥A / TIDAK

Komunikasi 
(Communication)

Alamat Emel 
(Email Address) francisca_hilda@yahoo.com

Nombor Telefon
(Telephone Number) 013-8239498

Tarikh Spesifikasi 
(Date Specifications)

Tarikh Lantikan 
Pertama 
(Date of First Hire)

90
01.08.2008

Tarikh Lantikan 
Sekarang 
(Date of Current Position)

91
U1.08.2008

Tarikh Pencen/ 
Bersara Pilihan 
(Pension/ Optional Date)

92
30.05.2039

mailto:francisca_hilda@yahoo.com


KERAJAAN MALAYSIA
PENYATA PERUBAHAN MENGENAI PENDAPATAN SESEORANG PEGAWAI

tauntan Negara
fendahari Negeri
.tauntan Perbendaharaan
lembantu Kewangan
(etua Pengarah Perkhidmatan Awam, Malaysia
Lp: Pusat Rekod Kakitangan Kerajaan) 

s.k Pengarah Pendidikan Sarawak, 
(Unit Saraan)
Pengarah Pendidikan Sarawak, 
(Unit Rekod)
Guru Besar,
SK Opar,
94000 Bau.

’erubahan berikut telah diluluskan. Sila bayar pegawai yang berkenaan seperti berikut:

lama Pegawai FRANCISCA HILDA ANAK JAWSHIN (NO. KP.:790530-08-5996)

lowatan PEGAWAI PERKHIDMATAN PENDIDIKAN GRED DG44 (KUP)

lomborGaji Berkomputer 20168049 / 0683

Butir-butir Perubahan Tarikh Gaji Bulanan Catatan No. Surat Kebenaran

ilesen SK Opar, Bau. Patut Terima JPNSW.SPS.REN.
11.06.2018 700-2/2/2 Jld. 2(67)

’enempatan pertukaran guru terlatih Bth : 08.06.2018
mtara daerah bagi sesi Jun 2018 GP RM5,033.98
lerkuatkuasa mulai 11.06.2018. ITP RM400.00

ITK RM400.00
BIW RM755.10

Dari: SK Nanga Beguang, Song, Sarawak.
te : SK Opar, Bau, Sarawak.

arikh TPG : 01 JULAI

arikh 12 SEPTEMBER 2018

PANDUAN

Salinan Asai Ditandatangani 
Oleh 

( KWAN AH PIN ) 
Penolong Pegawai Pendidikan Daerah Bau 

94000 Bau.
TANDATANGAN KETUA JABATAN 

COP RASMI JABATAN

I. Semua perubahan mengenai pendapatan seseorang pegawai hendaklah dinyatakan dalam borang ini. Perubahan- 
jerubahan vana berkaitan adalah seoerti berikut.

Jawatan 
'erlantikan baru (jawatan tetap) 
’engesahan dalam jawatan 
limasukkan ke dalam perjawatan berpencen 
temangku 
toik Pangkat 
telangkah sekatan kecekapan 
’ertukaran 
'injaman/pertukaran sementara 
Dantung kerja 
lurun pangkat 
iuang kerja 
teletak jawatan 
terlantikan semula 
teninggal dunia
Perlantikan sementara/kontrak 
lamat perkhidmatan sementara/kontrak

Cut/
Separuh gaji

— Tanpa gaji
Cuti sakit separuh gaji 
atau tanpa gaji

Sersara

Gaji

Kenaikan gaji ditahan 
Kenaikan gaji ditangguh 
Turun gaji

E/aun-elaun
Semua jenis elaun

I. Satu salinan penyata ini hendaklah dihantar kepada PUSAT SUMBER MAKLUMAT, BAHAGIAN KHIDMAT PENGURUSAN JABATAN 
'ERKHIDMATAN AWAM MALAYSIA dengan mengisi butir-butir berkenaan dalam Borang PR. JPA 2 (Pin.1/96) di sebelah belakang 
oenyata ini. Badan-badan Berkanun / Penguasa Tempatan yang tidak menggunakan Laporan Penyata Perubahan (Kew. 8) 
untuk membenarkan sebarang pembayaran hanya dikehendaki menghantar satu salinan Laporan Penyata Perubahan PR. JPA 
1 (Pin. 1/96) ke Pusat Sumber Maklumat, Bahagian Khidmat Pengurusan, Jabatan Perkhidmatan Awam dan tidak perlu 
renghantar kepada Akauntan Negara, Bendahari Negeri, Akauntan Perbendaharaan atau Pembantu Kewangan.



, A (KEW.320 Pindaan 1/2015)
KERAJAAN PERSEKUTUAN MALAYSIA

VjS BORANG PERUBAHAN GAJI

No Siri HRMIS 
(Serial No)

1 No rujukan 
(Ref. No)

2

No. Gaji
(Personnel No.)

3
20508002 Sebab Tindakan

(Action Reason)

4
10 Tarikh Mula Tindakan

(Action Date)

5
01.08.2018

Nama
(Name)

6 ANASTASIA GLENNIE ANAK AKING

Perubahan Nama 
(Change Of Name)

7

Pejabat Perakaunan
(Business Area)

8 Nombor Kad Pengenalan
(Personnel ID)

Pejabat Perakaunan 
Baru (ActR = 20) 
(New Business Area)

9 No Kad Pengenalan
(IC Number)

10 Jenis KP
(IC Type)

11

Tindakan 
(Action)

Pegawai Pengawal 
(Personnel Area)

12 Kump Pekerja 
(EE Group)

13 Sub Kump Pekerja 
(EE SubGroup)

14

Penempatan Organisasi
(Organizational Assignment) !

Kod Kumpulan PTJ
(Subarea)

15 Kod Kumpulan PTJ/ PTJ 
Dipertanggungkan 
(Cost Center)

16 Dana
(Fund)

17

Kod Kump PTJ/ PTJ
Membayar
(Functional Area)

18 Program/ Aktiviti/ Amanah/ 
Projek/ Setia/ SubSetia/ CP 
(WBS)

19 Pusat
Pembayaran

(Pay Center)

20
0692

Caruman Berkanun

KWSP
(Employees Provident Fund)

SOCSO
(Employees' Social Security)

Peratus Caruman 
(Employee Percentage)

21 Peratus Caruman 
Separuh 
(Employee Percent)

22 Mencarum PERKESO 
(SOCSO)

25

YA / TIDAK

Amaun Caruman
(Employee Amount)

23

YA / TIDAK

Tarikh mula kadar 
separuh 
(Start Date)

24 Umur > 55 tahun & Kali Pertama Mencarum 
PERKESO

(Employee over 55 and first time contributor)

26

YA / TIDAK

Alamat 
(Addresses)

Alamat Majikan
(Employer Address)

27

*
Poskod

(Postcode)
28

Pelbagai Maklumat Pekerja 
(Employee Miscellaneous)

Jawatan
(Position)

29

Tempat Bekerja 
(Work Area)

30

Kod Negeri
(State Code)

31 Negeri
(State)

32

Kod Daerah
(District Code)

33 Daerah
(District)

34

Skim Perkhidmatan 
Berkomputer 

(Salary Schema)

35

Elaun & Tunggakan Elaun 
(Recurring Allowance)

Tarikh Mula 
(Start Date)

36

Tarikh Akhir 
(End Date) 

37

Kod
(Wagetype)

38

Amaun
(Amount) 

------------ 39 ----------------------

Tarikh Mula 
(Start Date)

Sb

Tarikh Akhir
(End Date)

37

Kod 
(Wagetype) 

38

Amaun
(Amount) 

----------------- 39 ------------------



* (KEW.320 Pindaan 1/2015)
KERAJAAN PERSEKUTUAN MALAYSIA

BORANG PERUBAHAN GAJI
Bayaran Imbuhan 

(One Time Payment/Deduction)
Bayaran Lebih Masa

(Employee Remuneration Info)

Tarikh Mula
(Start Date) 

----- 40 ---------------

Tarikh Akhir 
(End Date)

41

Kod 
(Wagetype)

42

Amaun
(Amount)

43

Tarikh Mula
(Start Date) 

44

Tarikh Akhir
(End Date) 

------------- 45 ------------

Kod
(Wagetype)

46

Amaun 
(Amount) 

47

Potongan 
(Recurring Deduction/ Additional Tax Deduction)

Tarikh Mula 
(Start Date)

48

Tarikh Akhir
(End Date)

49

Kod
(Wagetype)

50

Amaun
(Amount)

51

Nombor Rujukan 
(Membership No/ Reference No) 

52

Potongan - Saraan 
(Personal Deductions - Payee

Penerima Saraan 
(Payee Details)

Tarikh Mula 
(start Date)

53

Tarikh Akhir
(End Date)

54

Amaun
(Amount)

55

Kod & 
Sub-jenis 
(Wagetype &

Subtype) 
56

Nama Penerima
(Payee Name)

1 ' ' 5/ ......................

No. K/P
(IC No.)

5a

Kod Bank
(Bank Key)

--------- 59

No. Akaun Bank 
(Bank Account No.)

.... 60

Cara 
Bayaran 
(Payment

Mtd) 

61

Tandatangan

Nama

Jawatan

Tarikh

Disediakan oleh
(Prepared by)

SUNG SIEW FAH

PEMBANTU TADBIR

24 JULAI 2018

Disahkan oleh 
(Approved by) 63

DR. LES MET

PEGAWAI PEJABAT PENDIDIKAN 
DAERAH BAU

24 JULAI 2018

UNTUK KEGUNAAN PEJABAT PERAKAUNAN SAHAJA

Disemak oleh
(Reviewed by) 64

NURHIDAYAH VOON BINTI ABDULLAH

PEMBANTU TADBIR

24 JULAI 2018

No. Kelulusan Perb.: Sila lihat keterangan di Panduan Mengisi Borang Perubahan Gaji

Muka surat 2 / 2



- . (KEW.320 Pindaan 1/2015)
KERAJAAN PERSEKUTUAN MALAYSIA

VjS BORANG PERUBAHAN GAJI

LAMPIRAN A - BORANG PERUBAHAN MAKLUMAT PERIBADI
Hendaklah diisi oleh Pusat Tanggung Jawab (PTJ) sekiranya PTJ masih belum HRMIS enable

Maklumat Peribadi
(Personal Data)

Jantina 55
(Gender) / p

Tarikh Lahir
(Date of Birth)

66 Status Kahwin
(Marital Status)

67
BUJANG / KAHWIN

Agama
(Religion)

68

Maklumat Peribadi Tambahan
(Additional Personal Data)

Etnik Asai
(Ethnic Origin)

69 Pilihan Pencen/ 
KWSP
(Pension/ EPF Eligible)

2
Taraf Warganegara 

(Citizen)
71

Gaji Pokok 
(Basic Pay)

Bulan Kenaikan 
Gaji
(Increment Month)

72 Sebab 
Perubahan Gaji 

(Basic Pay Reason)

73 Skim Saraan 
(PS Type)

74 Skim
(PS Area)

75

Gred Gaji 
(PS Group)

76 Tangga Gaji 
(PS Level)

77 Amaun 
(Amount)

78

Maklumat Bank 
(Bank Details)

Kod Bank
(Bank Key)

79 No Akaun
(Bank No)

80

KWSP
(Employees Provident Fund)

Pengawasan Kerja 
(Monitoring Of Task)

Nombor KWSP 
(EPF Number)

81 Tarikh Tamat Kontrak 
(Date of Task)

82

Potongan Cukai Bulanan 
(Monthly Tax Deduction)

No. Cukai 
Pendapatan 
(Income Tax No.)

83 Bilangan
Tanggungan

(No. Of 
Dependents)

84 Pasangan 
Tidak 
Bekerja 
(Spouse 
Relief)

85

YA/ TIDAK

Pasangan 
OKU 
(Disabled 
Spouse)

85

YA/ TIDAK

Individu OKU
(Disabled 

Individual)

85

YA/ TIDAK

Komunikasi 
(Communication)

Alamat Emel 
(Email Address)

88 Nombor Telefon
(Telephone Number)

89

Tarikh Spesifikasi 
(Date Specifications)

Tarikh Lantikan 
Pertama 
(Date of First Hire)

90 Tarikh Lantikan 
Sekarang 
(Date of Current Position)

91 Tarikh Pencen/ 
Bersara Pilihan 
(Pension/ Optional Date)

92



KERAJAAN MALAYSIA
PENYATA PERUBAHAN MENGENAI PENDAPATAN SESEORANG PEGAWAI

tountan Negara
fendahari Negeri
tauntan Perbendaharaan
embantu Kewangan
etua Pengarah Perkhidmatan Awam, Malaysia 
u.p: Pusat Rekod Kakitangan Kerajaan)

s.k Pengarah Pendidikan Sarawak, 
(Unit Saraan)
Pengarah Pendidikan Sarawak 
(Unit Rekod) 
Guru Besar, 
SK Serumbu, Bau 
94000 Bau.

erubahan berikut telah diluluskan. Sila bayar pegawai yang berkenaan seperti berikut:

ana Pegawai ANASTASIA GLENNIE ANAK AKING (NO. KP: 931105-13-5776)

owatan JURUTEKNIK KOMPUTER GRED FT19

20508002 / 0692lombor Gaji Berkomputer

Butir-butir Perubahan Tarikh Gaji Bulanan Catatan No. Surat Kebenaran

lesen SK Serumbu, Bau.

emberian Taraf Berpencen mulai 01.08.2018
01.08.2018

Patut Terima

RM0.00 - KWSP

SPA.931105135776/(8) 
bth : 12.06.2018

JPS(W)/(PPDB)/(Perk) 
153/08/04/02/Jld.5(l 12) 

bth : 04.07.2018

arikh 24 JULAI 2018

PANDUAN

Salinan Asai Ditandatangani 
Oleh

( KWAN AH PIN ) 
Penolong Pegawai Pendidikan Daerah Bau 

94000 Bau.
TANDATANGAN KETUA JABATAN

COP RASMI JABATAN

Semua perubahan mengenai pendapatan
erubahan-perubahan yang berkaitan adalah seperti berikut.

seseorang pegawai hendaklah dinyatakan dalam borang ini.

Jawatan 
erlantikan baru (jawatan tetap) 
engesahan dalam jawatan 
imasukkan ke dalam perjawatan berpencen 
emangku 
aik Pangkat 
elangkah sekatan kecekapan 
ertukaran
njaman/pertukaran sementara 
antung kerja 
run pangkat
ang kerja 
eletak jawatan 
erlantikan semula 
eninggal dunia 
erlantikan sementara/kontrak 
amat perkhidmatan sementara/kontrak

Cuti
Separuh gaji
Tanpa gaji
Cuti sakit separuh gaji 
atau tanpa gaji

Elaun-elaun
Semua jenis elaun

Bersara

Gaji

Kenaikan gaji ditahan 
Kenaikan gaji ditangguh 
Turun gaji

Satu salinan penyata ini hendaklah dihantar kepada PUSAT SUMBER MAKLUMAT, BAHAGIAN KHIDMAT PENGURUSAN 
ABATAN PERKHIDMATAN AWAM MALAYSIA dengan mengisi butir-butir berkenaan dalam Borang PR. JPA 2 (Pin. 1/96) di 
ebelah belakang penyata ini. Badan-badan Berkanun / Penguasa Tempatan yang tidak menggunakan Laporan 
enyata Perubahan (Kew. 8) untuk membenarkan sebarang pembayaran hanya dikehendaki menghantar satu salinan 
aporan Penyata Perubahan PR. JPA 2 (Pin. 1/96) ke Pusat Sumber Maklumat, Bahagian Khidmat Pengurusan, Jabatan 
erkhidmatan Awam dan tidak perlu menghantar kepada Akauntan Negara, Bendahari Negeri, Akauntan 
erbendaharaan atau Pembantu Kewangan.



9/5/2018

angkasa

WebForml

ANGKATAN KOPERASI KEBANGSAAN MALAYSIA BERHAD

(National Co-operative Organisation of Malaysia) 
Bil Daftar : 4630/12.S.71

BIRO PERKHIDMATAN ANGKASA REG. NO. AW 1«58

Keluar

* 1 .Masuk tarikh [Format (ddmmyyyy)]* * 2. Masuk nombor m/s dan tekan Berikut *

Tarikh masukkan data : 05092018 Berikut

Tarikh 05/09/2018 Mukasurat: 01
Pelanggan 0902110581

JABATAN PENDIDIKAN DAERAH BAU

SENARAI REKOD DIKEMASKINI

No.KP Nama Status

C630808135191 CHEE KIN SIONG BERTUKAR KE MAJIKAN BARU [072018]

C830621135243 RAMOS ANAK STEPHEN KIRI BERTUKAR KE MAJIKAN BARU [062018]

MDEDST00002805SEP18 1809



8/13/2018 https://secure.kwsp.gov.my/secured/wicket/page78

KUMPULAN WANG SIMPANAN PEKERJA

MAKLUMAN PENGHANTARAN DATA BORANG A myEPF

Makluman Penghantaran Data Borang A myEPF Ini perlu dikemukakan sekiranya bayaran hendak dilakukan di kaunter KWSP/Ejen Bank. 

Wang Tunai

JADUAL CARUMAN BULAN: OGOS 2018 TARIKH: 13-OGOS-2018 03:51:24

NO. RUJUKAN MAJIKAN BULAN CARUMAN AMAUN CARUMAN
004181387 OGOS 2018 1799.00

Cek/Kiriman Wang/Wang Pos/Draf Bank No:

PEJ PENDIDIKAN DAERAH 
'NON-PERMANENT', 
JALAN KROKONG, 
94000 BAU SARAWAK

Cop Ejen Kutipan

SAYA MENGESAHKAN BAHAWA BUTIRAN DAN AMAUN DALAM MAKLUMAN INI ADALAH SAMA DENGAN BUTIRAN YANG TERDAPAT 
DALAM BORANG A YANG DIHANTAR.

CATATAN:

Tandatangan Wakil 
Majikan

Nama : NURHIDAYAH VOON BINTI ABDULLAH

No. Kad Pengenalan : 771101135656

Jawatan : PEMBANTU TADBIR N17

1. Nombor Rujukan Majikan mesti 
ditulis di belakang cek.

2. Jumlah cek mesti sama dengan 
jumlah Makluman Penghantaran 
Data Borang A myEPF

3. Borang A tidak perlu 
dikemukakan semasa membuat 
bayaran.

No. Tel/ Bimbit : 016889586-1

E-Mel : ppdbau@moe.gov.my

Tarikh Permohonan Cop Rasmi

https://secure.kwsp.gov.my/secured/wicket/page78
mailto:ppdbau@moe.gov.my


KUMPULAN WANG SIMPANAN PEKERJA
PERATURAN-PERATURAN DAN KAEDAH-KAEDAH KWSP 1991 KAEDAH 11(1)

KWSP 6

Nama Majikan :

Alamat :

201

No Rujukan Majikan Bulan 
Caruman

Amaun Caruman 
(RM)

No. Rujukan 
Borang A Borang 

A
Mukasurat: 1 /1

Cop EJen Kutipan

004181387 08/2018 hl 7| 9| 9| oo 0041813870818
Jumlah caruman di atas hendaklah dibayar kepada KWSP/ Ejen Kutipan KWSP sebelum/pada 15hb setiap bulan 

i | i ] Cek/Kiriman Wang/Wang Pos
|___ | WangTunai ___ /Drat Bank'No /EFT m.:______________________________________________

PEJ PENDIC 
’NON-PER^ 
94000 BAU 
SARAWAK 
MALAYSIA 

min i

)IKAN DAER/
1ANENT', JAL

III lllll
004181387188B0X

kH
AN KRO

lllllll

KO

III

NG,

lllllll
0101

Tankh Dicetak :

Bit Pekerja : 7

B NO N NO. KAD NAMA PEKERJA/AHLI UPAH CARUMAN (RM)
1 
L

AHLI K PENGENALAN (Seperti yang terdapat di dalam Kad Pengenalan) (RM| MAJIKAN (SEN) PEKERJA (SEM

Jumlah yang dbawa dari mukasurat terdahulu (jika ada) 0 00 0 00

1 72038499 X 980201135400 BONG ZHANG MIN 972.00 I 1 I 2 I 8
00 1 0 8 00

2 72043997 X 990110136212 ELAINE WONG SIAW SAN 1152.00 15 1 00 I 1 I 2 8 00

3 72047943 X 930910135168 JENNICA KYLINA ANAK DOBIN 1296 00 11 Ie 19
00 1 4 3 00

4 72048102 X 981011135463 EDEN LIEW JUN WEI 972.00 1 2 8 00 10 8 00

5 72047925 X 941018135566 JACELYN EDA ANAK ROBERT BEDALI 864.00 I 1 I 1 I 5 00 I 9 7 00

6 20252185 X 950503135396 BONG SIAW LI 1296.00 1 6 9 00 I 1 4 3 00

7 71987864 X 880630525206 LIEW HUI SIAN 864.00 115 00 9 7 00

00 00

00 00

00 00

00 00

00 00

00 00

-
00 00

00 00

00 00

00 00

00 00

OU 00

— 00 00

Jumlah yang dbawa ke mukasurat seterusnya (jika ada) I 9 I7 I5 00
| 8 | 2 4 00

Tandatangan
Waki I Majikan

JUMLAH (RM) 1 7 9 9 00

Nama

No Kad 
Pengenalan

Jawatan

No. Tel I 
Blmblt

E-Mel

Tarikh

UJUAN
I IDAK SA

—

ar.. 1 jy....  

—

WAYARAN
Cop Rasmi Majikan

CATATAN
1. Nombor Majikan mesti ditulis di belakang cek.
2. Jumlah bayaran mesti sama dengau jumlah di 

Borang A
3. Potong semua maklumat ahli yang telah berhenti kerja.
4. Jika ada butir-butir pekerja yang tidak disenaraikan 

sila catatkan semua butirnya dan masukkan pekerja 
baru dalam ruangan kosong (jika ada)

5. Ruang ketiga (NK) hanya diisi oleh KWSP sahaja.
6. Bulan caruman bersamaan Bulan Upah + 1
7. Upah termasuklah gaji pokok komisyen, bonus, elaun 

dan bayaran yang dikenakan caruman KWSP.
8. Sila rujuk panduan mengisi Borang Adi buku Panduan 

Majikan.
9 Caruman mesti dalam Ringgit penuh tanpa Sen

PERINGATAN Berdasarkan Akta KWSP 1991 kesilapan membekalkan maklumat ahli boleh menyebabkan tuan dikenakan caj atau tindakan undang-undang

13-Aug-2018 15:54:24 Versi Laman Web MyEpf



Payslip of a teacher in SK Stass, Bau

KKUJWt MAULYSZA
<««., • , , . wonum (:<■..<<(»«<«(<:«««««««««««• jck ,n <<m«-c - wom
Nama : Joe Anak Mito

K.Ptja/Sun pKja : A / of Pegawai Awam No Cukai/KWSP t /

Pendapatan

0001 Gaji POKOK
1052 Im Ttp Perumahan
1055 Im Ttp Khldmat Awam
1254 BI Wllayah (BIW)
1326 El Bntn Hidup Susan

AMAUN (RM) 
5.016.69 

300.00 
160.00 
752.50 
501.67

Z002 Cukai Pendapatan
4476 pmjaman Perinadi BSN
4565 Yayasan Ihsan Rakyat
6026 Angkasa (Bukan PINJAMANi

Potongan
AMAUN (RM) 

118.15 
1,008.00 

414.85

' " r ' ' ' t' z '-i,730.86 - z JiMiiiah Potongan...... ' r - "'-r''-y'fyy .......-nyt,S76.00

SILA SIMPAN UNTUK KEGUNAAN CUKAI PENDAPATAN SILA MAKLUMKAN MAJIKAN JIKA MAKLUMAT SILAP
/./ft,, f.Kf.. ,/. fiUIrtr .QMi‘F£nSZNlM/RlAN -------- ///, /. ■mf,fo/.i./uafif-ai/i.,.,.. . /

http://wKw.anR.gov.my

http://wKw.anR.gov.my


UNIVERSITI TEKNOLOGI MARA 
CAWANGAN SARAWAK

PRACTICAL TRAINING

LOG BOOK



Instructions

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

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

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

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

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

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

Recording

The log book should countain the following information:

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

2. Relevant sketches, data and circuit diagrams.

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

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



Date Exact Nature Of Work Done Supervis
Remark
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Date Exact Nature Of Work Done
Supervise 

Remark
-----
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caA^A^A0^ i»xxA z^avA-x^
I

AV<A>z'I V^0x^4_§ , % 1

- V>oz\v,\_su_ kWaak, >j.uvo^Xa!va. A V onMrv Xv-kj^
< ) ' C5 xr '«•

\s \r^r -vzs^VKyuc V~' X^JL- ^SnV1^ X^tA <X X^A-T

\^\) AxJ ^>-A <<JXz7VX^>/^

— Vv'-X\ U^^xX <L 4^* V(L- VvAaV \x)

so . at ■_ \Ck^_\<x ^~ml, ^\hA (K^XVstVXjL, ^x&^-3vkxJ^xM\ V)

Z ) Crx»^\ ^u^ry4^ VXzX^) V'' Xzxv
, v.

’

lJ

\>^V- C|
— XWlXKS— <j)^ KKXxsn^K Ov-X XXrxX— S VXA\

O^A-^
<X\\ov^ <av~ VxV9^3 CXV'A

¥v\s^ AX>\jjy^ ky^IoX ■

- \Xo\^ XX^- Xo- \\oS\ S\Tj

— 'xy^ \>5V C9vVXuUp-^ SsuX^QK ■ ' jT 1 
x

— ”X\\ \<\ XV^C- \y~\jvx> , ^□-O \ ^^vAr^zAyxv^

’M\jKAr^Jr\\A^\<XA V> Kr\
...



Date Exact Nature Of Work Done
Supervis 

Remarl

(K^v- O\v^(JL

w\\V ^<L, <X>^F\ Xm' tX CM

cKaA^uYv^ 1 ^jx> —y

j& 0\W VVAJK. \S V^zvaA \pOp/v/> V^L

sXvX qS^vj cx^ cju t

Ok. o? . •' ^AxS^- <k\\ woA^-S VjM\ WO^C (^V?v^ Aajxa1 X

W Vu^^Ayvx Vuxau^v^^ CsL^"^ vAjxp^V'P.
&

.— C Or^^y^- «— W-v \aWXT V’kM y Y>v^a . V-Va-^ \Q-9 )

^0^ ox YW\X VmA5 ^<V'> VaaWLl^vaA \°

t^vXVxvv _£Uv><7o^•— £ w\K_ L—9\\m^ —5\/xack\ ■
X<V^iX

_—
~ Vx^X^ V> ^yx y.7v AM- *5^ 0<x^0 OU-ova/xX

^U^XXT-eA O Qvm2_4_X Vk, kjx\ kA \^ vvY Mxxz^

S oxXsKw^ \aaV\ vo\ Vv- Vaa/ y\V~>
l—X

VyxV 0\ kXZ> sAA^ ■

O^o8 (S' — VaAk; Vajl Vx&_oA*<mJ XaX S
v^'

— cMxXa ^V •’(^'^-- S Xrx

\La^ V \ \C^ <9Q<\ (a^).

— Wxjc <*rw\v^M) ■ 'Xx#' 5^5*^^/'*^^L=

— a \iX/'S- ' \o <V~< OX*"^

VC-Xj^ 5^0 A XAa\

V 'V--. AtA<X A W' ^«VAr-'V/x'AvV' ■ V

- va-Jj- (A V <W>^> ( ^v\y x\i\c
S<X£&^ t.

A7 ■
VJ i'A^pUA.'-Y'

- K)\^x txyvA\^Vxi -- M, &A\- OxU/OAry Oy C/VJaX/MX k- \o
)

V^XkM^^V A-A

-— <k\tA ^V'v\'9 vo^yj Q3 fa-M) vsxU\?x Cw>M\xAvAjXy-

kV\V (T\v^ YV\).

— A-a_ Wo' sA/m-A y«k5\k^NlAcr

<k^x xo>a'"\ a^ x 0 x< xo^y ’
n»~j



Date Exact Nature Of Work Done

—

Supervise 
Remark,

oSr • — \$—VX^ - x*^ V> S" CS vN/A

'QUAY ^9^ Y^Vv-^j \VX S\c <^aA As^ i
— \\ yv^ XYv ^>xX A" \g frXXy.-'x.x/^

<Av^yxA yLf/\xA-^A/A Cxa^'^
I

\pA <^i>

Y ^/V^VA0\\KjVxJvv> (>xa cH
— v\jrA y^V'X XYu- V krA ^2^ ’ <VX5'^

5^0 LA^o^ A A. -as A S\J f3 vAn^j
Yo> ■

— Cr ^V sxxA yA^Y °*rX^ V"32-0
Xm

X Q. 'xA^^Mja y Vv^ <XT Av'j VAk^yv^ ,
^VX^-v^A^

— V’ A<t> AA3 'Aa. V 0<M V-\>N WO V^tA^<LAAM’'v>

G^y VZ V J ) J 1

Vv/W^Q \° Svv^\<- J’^V A§P

0^0^. —> OxA> XA x^ ^■7v4\'^L \(jv^1 oyA

3 ) yAxA^V ^’xOv^X V-O"^v- Ax J(X^^ V4°<^'S - 5UX‘^
— yy^\ y^ V^1^' V-Vn-4 S' X^\J^ 3>D VvyU^O/A\ijxvA a,

ClkM"- \<Vx>W
G\^\ ^<x^urA"' *) \va, W9 ■

^is-V

— Vv,^ vtXxAa^Y V^Vsayv-w^ k.. XsxSy cwLs 3 ' 
i^-X^-^X?-45^ ■

Y-vaj <^A y^y\^J .

— VAMa/Vx/xY XoVyYT^-Y^S Sk)^

VxI ‘^xMxXV'A

o^. oV » — Z oV ^vU y-^A^ V KAO. ^5 • S^'xA\.Gk X
O\ . CV- O\ . 5>\ . 0^0>Y ^v-A ® \ . o\. Vo\^"

»>

<7^ ox SV^K
?K-

— XWjuYjl, tz)wx/Aa9^ ^yA ^*v'\ ^^7 V^ pY^Y

q \ , \ r<AyA (hv^A \ ^jv ■'Vv £v^(v
cvLima*'*’*

Vyy^S^ - )

— <x^\ 5\»x>x>^ XVa_ VAi^v^V Vv?j<_9-»-A^

—-----------------
Vku(v^

-------------- • ■■'v'’^' ’



Date Exact Nature Of Work Done
Supervise 

Remark

— ^•ov'IAAJl^ ' V" (h<O

C (O'KavmJL \ O^Wx W^/taNA^V^ )

— V^v oO \ /O Sv । V’VV v^-eX^K

Qsyxjb \ vvxzO ^O^ooX .

— \-\(xO — \-^ \{? \\r< ^vA-f^W 'Vo^xV^^ Yxxa^'XM^ VV^

|\wJk V x^tf'WCKx Vv^A\V\V<A>^ Vt'UUJx^ V»A^ Vv

Saj^mA .

— O V Vv^AVW/A Ao Xv^ ^'li-

\OW X;oy ( VVsS- O^A vv ^VV) v«^v^

0\\T^ f\v^>"^VxA/ 0^^ \^z V^'

— WXsXXX-t- ^M\\ V5uv'JlX\9<>>5 o\- Xwt> ^?CzxANT~<iX^S 9 V

V\A V-V^ STo .

— VjoA O X?^\ 7 LzSMxi VxXSlN^.^V- c\^O^ -^wxXe , 0<>z— S>£-^-G
SkixVVA Y^^tAvxXAz (xjO 5'V"^y ov^ \vxfl\A

\^/O^ *-s

— \C4v\7y '’WL 07^ Qovz ^v'j VQjU’xAj' VV-C,

KU^X/kxv^ Vp AV-«_ wio^lf'— o^- «0r\^ ( _Vy>Vv~
^ZcAtP8-^^®^ °v

vsr\'J\\p\ V\^-K3>\^JK,'^\ , Xj^Aa^v^

— Ax<z<. ^x>X/ojz^<Xj^0 \ 0;^^ Y’MVy V^xflj^vCA^^bY

, Vv-^W^WO V>^AV Y

WX«k>\)AS ( X^kx/V^v-oxXxoyr^ V\Aw^M>1V<A KW'- v^aX-A-}

\3 VcA-^tl\ OxVviA^O' ^lkz?vtAvy\\V< ,^v\V\^ J 
<90sO\ cv

C> cJ O' -------------
j 0

(KVA 5^

— \V'^— qz7\kj^ \JY^? (a^G y; p^K'-axO ' * . Vu

V-<2 \Ka\- \\\v V^ovv^ <X^A VOy-Mv- l»«x , \
XO^-YA

— Oovvx^w s_ GoUxavNaSM/aG ^-o\^ yv^VxJ^Vvz £>y- V az^xviz v \ ' 5
\CKyOif

kO 1S '~vav\GJv^ ,

- VJwULXO^^

»\^A A'" <lGU^\0v(V-~a <?G ^xXXw^ (jc

r/’ 
• 

/ 
,.

vy^r. issiK w1*-
V^.\ 94000

^O^j’ \$-<y>J> X'Yas G 6KvO\ -T r~ V. .ox is»'•'-’ z 
'GrO-—-. i

PA'-J L



Date Exact Nature Of Work Done

________

Supervi! 
Remal

AV^^xa— \f V Xl Yxk ^Vj^Aaaa^o
\t vw XoVMjtAz \\M- ^SxXv^ . W/ \0^

samAM
VD- 9S' — VAX Ox k R_v^> AoC^av—4<>'' O' VW

\cwvx\xx—
vjO\S V’UrV^ Yj ^r- Vv^ ■yA^kA^vj^ ^.,v

1

Ox v^~> f u-COxrA'OXxZ^ J t-Xr-^o\ C ■ ^zA^A^cV

— t^Axyuu- v>azu.A\j=*-z~J ^vi^. VCv^ Wv-^ \ \ 1

ok SVAA'^ S’vvxV'— V> t\\P \o rvxy_

X^-eMAS • W *Xr\>Z' V,v\^x^\ ^^W\\ <\vx^ X-Um^j (Kj^ . . v J 
S'-AyoAtux/'

A-x \ -"— V
J <XkN W\\ Oy <_ \V\2\0 u>y ’ O\y^-v°X

— kZNv OJV\<7^) X^sv

\» rUvol •

-— XX \>7V^Uz wAVx O7W vVo^ f O\

k *
V O \, <_ C^K^KyX AjJ v^xyv-^ . AxJaJ ^>~LX7 OJ W ^\ W

' CJ
V Aj>' (kAY VxAxVMjAX'X .

— <-\vx 6^At\ ovx Xvmz- yv q>A 9\x3 A-v^ •

WKJW) Vx^Ki V,Qyz> k^w«J<k <J^ SVJ • A^V-W
— ^xA^y yA<x\xj! V’V S O^JU\uy^_. \qc^V- i \)J

— \)ox^^VoA Y>^ $X\ ^tMoAS-

V\9 V>^'
1

A)XvV
— S\J VK<JA^' -’^ *A^V y^^zx\

( X ">v V^v\>NMtX\ y \\x^ays^MA OX^A
\ky\ </\£JAz^m

(X^v'xVxx-^,) \° ^5SVk\ \ , J 
AaXAcR,^^

t W x-o S c- vjy^^^N!\ ',
j

— V^L- °^' 1

1
\LzVx \a V«- Cpwsy'\\itA •

1

ok ■ V svAyA SAa^A Y1A\v\1^V«< XVvAgXxVli^
1

- \v<_ Pv>QyfxoX\ &^<a\vvHX\\J

— Vo X^R- Vwi^ • V-A>^ ^T <Xr^\ £A/O ^x/ \Vj<_



Date Exact Nature Of Work Done
Supervis

Remarl

VW\ L G<\X\ At^vrM-x) V
I A

— Ws^jz^ CZ>woUX\?v^ Os- VAAxVv' G VxAaMXxA

kV' or- - VAAr M- Kp^’^'As ^cur\ 0>v(JjU\-O

\o G\V 6vxA V\Ap>S^ ^'\ Ar' XV-^ \O\v<~>
AJlSjC

W • \^c^o- •

\o v \<XJ^\ G W^ tw ■

- S ■ v-^' S'

- V &W\ v^ W\. 0% uA S^'^aO

9^- v<xAwxSjA\ <Liy<Jk_2T

G Vv^AY' GaX?^0^^ OvvAan^ )

Cy cJ

Vo - 2S-- K8- — ^AXtx <h 3K>^ oy v \—0^6

Sv^&xvxA" %^>y' A\^VX_ \\vJhv

V\^ Xxs^ %v--j ■ Vv»m> V^V Ou^

^T'' "X SGG

- —‘Xx \>\v A- o\v\Aa>c. (sfvvw’X

XX<_ kS-®\V vvA ^V 'yw\$ v^cA . ^AbV

. O? • (V 0-9 ■n^VjtA; <J^ ^VJU X-Vs/O • ch G/v^ O' O' A OXLSml^/

V\j^x\~ ''Kj^S VlV\ ■ \Q^J^/(ri^~ <

— Vv\a\ 'kv^Ak soA>vva^ Vu x^aj^v \^ ^oA-

z~ ^\r-SU *

- V\W p\vA oAxxX&y \_ Ga. 0X25 LtW  ̂ 3 II Si ^s5’^ ^,u
11 Q40G0

, ■
^■0^ Ox A-<O\cM-'-a^ \i O\^\y-V-- \ o Vq_a_(Jxoe, '\v^, 'O\ BAU A

>----XX ^ .. . » ☆

(wxULz •
r



Date Exact Nature Of Work Done

-----
Supervisi 

Remart

oS- • __ (\ v^vAwxV, \S Vv\—f\v-^-CX WOj

X1
tuv S' }

^ ^ / / V * \ Cw'^
\o v<> c^fyO j (^V<aXW~ 0v«4

— X- rv<^\ju\ |Sw>\ ^aV
— £ cl^O \S ^O^vex ^A" ScV^lS ' VUxKmt

Vox

* 1
2-V — U\ \ O UroV v-t o ' ) YM^ L \ (OxUbvW

1

- ^A-A^ $°V> oA \e II- Vo

W\x^3-' Ovx ty'A. Vwd&X1''* \vKA.-z’^>r\ ' I '
C^u\\ Va^aI

^-'A\v^8x^ t -'vA\j\cr^Lr<^ XS VA'-/mv^v‘A- Aj(Au\\' -
X-*' "X

X Xz Kjw V )
ca^ -v^Vy

—; ^AA^X Vx_ VYAu^j^V vdjAjy/A ^w**wxV u \
<y\^M \A^

X X Ci^ \«L^ )

J
" V^\ A >v\A \<Laj^3v^ Wv-jVv^

A- ^v^-A^oxV1— Cm^sX Qjx °X V(KC\p qxV'-svA'A
§iSL^\^~ Qq/^

— C^VAsJxyv A~V ^vyv^^XyA fX (KAv^ (\\\ov>/ 0\<\(JL>

X (AAV"^ VV\w^a<aa \ y V <L VkAwXjA VW

?- Y1—AvAvA VV\>-x Yv ?a"''7\ llAx ‘
1 

j
SV-y^eyjA*-^ Vw- ^kia/v>v\S

V—v>y < C_'2-5'\Y z’ Cz?^r\M •
1

]1

• 'S'
- C^/v^xjA v Al 5|v<uA^ x/v^vw L SX®^ unsaA '’V (\(JYv^

\X-S aSAmi <\
(AxVp^ Ao’\\a/'\AyA "?— Yv/'t'WxJ

— VAA ow'-X -r’’A\y^—3 Co^>L4 - \
— vYVa-i- o\ SAAvv^k'X oV <^y\)\vyNjxxY <j^<aa\oA^5 .

. Vw ikvA 'Lw Sv^ <k VmkvHv' X^\ ^•' \'aA7 Jin. >
VjO VxXrs >^/'«rx'A5iX \)Cvl4''A V ?/§( Tasik Biru

U,Z\ 94000 1
~ VvxA^X X"3 x>v- Xx^vxAq_^ ^pz Jv1 X cXjmjjvvaj\- Vv\ BAU i 

------
/w



Date Exact Nature Of Work Done
Supervise 

Remark

2^. or. — \) ovav\ju O^uoj— v^a.

o^ fc^vv oy\£ vAv^jAXx?^5 (N^A

\v~^ । — S\y\ V\pKtA/^/ ' \ \
X^'

_ 'Avv v\Aja>cm\\; ^<i- $^>0^X0

0x<A V

'i u 4
n^^xz^x. <j^

J-V O& • ' ^\<x\\A 07 vV uJooaJ \<~V kj>5V va'-XA<\ uv^v^T
X

S<yV'-z^O‘\X'-'

XSVAo^^Xs ?V
2- X C-exLAjxoZ 5 t\v^A A~

%’A ~~ ) ^UjO^vaca

— V^ X\~<, csAX' ^JV- \^.^y S O^A V-V->u- \'VP

X^«z Vr??^ ?X?'\ V-'^-cAt'

,_ AA V 9 IzA^OXaA^ \^> VdD^

3A' 9^ — \o ^vVA \va_. ^;Px^Xi ' ^,ft''^j^\(> ^Cef

■ \\ ■ XAA^ X'’<v^' Ock^JKv^ V PVXjSyJ' Y 3-0^ ,

— Vv>^ Xv-s_ \<AjvJ . 5°*Vt XumA’^'A^T^) X^S^^-X^x^A^**

C^7
<h. —X*— Vm'AvO'^ . \*?A5

X

— - Q^-vX?5) x \

3-<v \ gr - S«A<A) * MtAXVv-s^fx^ X° Vc. V^V Vo ^\\<
Wi, -o-

^vAA-v-^. ^c? UJ.V oyvA VW V^x/v
v^-V^Ax

-’ \Ak\ V^c c7>vmA''?'/-xS> X./ v XA^xArAy-f ' SXv\XtA^>A\
» j

\t>S‘AXz>^?^ A-aA

A- oA^aiO^'JUs

- V^aA X”' UuxsuU^z^

— ^"AJ^Vsikyu «K (jywvxv^y? XVMs\ \r\Ok> Uoj^
\3Xa\,

C)«vtlAkA X*^ XaS- ( ^kx^oWjA <vA ^d^^y's. \ v
\Z^Ia-vA OWK^

VM_J7uA ,

~~ ^Arx^ux- cAov^^-e/^\ UOAO^fly ^UAOsAS

X^OvO A (^VlixV ) XfAv^, VAX- Va\ts \csJ<aA<A v\zxi. Jin. 'U* 
'</ Tflsik RifU ,>T1



Date Exact Nature Of Work Done
Supervis 

Remar!

■— V\f\9^UU LOW»JlAV»z\J’ C>V

X. X \ ’

• OS' ■ iS' - V\A) -V' ^Ov <* \«-(hJVsW< xv\ ^oz-W^ ^£vkV\uV~
\CV^ • V'^xA'j ) f (?M>)

Aaxs
■*- <V o\<v^\ $ qx/Aws-^ ^>0 \ |^'/'

<kv<X\V'z^ ( k VXV) C X^7 5^^—<A

Jk\^ \ Vv XV-^ v|c^-o~Ax 5\A^<?oX
tP^-AoKfszV^ *s

- _ V^ X^> V' * S^SXb^ L (X^X^0' )

Xj\\a \nAaz? \i ^s^xV \ 9 \^o_^X Xv^A
V<zk*^_e^\v\^

V o\Cz \^Ay- 7v ^VA^kAOA (K\^ W'V' Xa^KaT
VVs^v\

S^xau. ►
x^^VXCaA^^ c

* S^vv-s oV Yky^X^u^ “H^o-
— AkYW^ V^rv (LsJ\VXJ <>rx '^CS\<aAjI\^ > f

\-7Va - 'VvxZ ^VTA ■ \C\jX'‘VV'?

\A->js\<Aj>xz>-jaA 1
— 'AXxm-x '^woA^vxj Ov^ Xv%Lwv->y- pV ^-A. 'xjoA^

■kXvjA Vy^5l^\\ o^^VaVvaj

z^! \VJ\>y*AlA UVXJS^x^lMXxO XyJxjxy^A

Xv> \wsAa^>^iA>^ \^'yx'^°A V ^^XXv^aV1^ \k75M\U\\kA'^
1

OS'O\. AX' - Co^\>Av ■’M- VvrJ • Aa^ 0 X ^xAj^^yv^k^,

VZ^ V^J\k\j-Z S>V*>\v\S — ^(kM^ V KAZ^^kAXA 0\

$\v^ I \/vvs£X.
W»^ )^A\ UwaA-iM ov\ Xv^ 5XA o\r

XlzJ^VAZ^/

«kA\ryx O^v-z <K<A\JC VAOyA/'z' WsXVx
\ * A 1

W- Vx^-V *A a r 
AV^v

- \k XcLM^ix “yvA V.X 'M'AX ?9>V\; <uX
YtVkx-

A(U V-HaV-XaA \o JvT
\ i

$41

- K-va V XoX-?\ Vs VnX ■ Xjus) ’^rvo

^s/ YVxa_ \ c\*aV wuazAy^XA^



Date Exact Nature Of Work Done
Supervist 

Remark

- Vv ( Vylly X-Aaa>' ? 5uAni

fix \ w QASGA'^ MAV^ )

- \vG\kA z Vo vj^v 'yyC^ \>cJv- Vem:
^z 5tVp^ ■

-—■ QAz^-tX1- XV^-- vz\V^ \V<
0 J

vxAY'e\«4fi-J\^>v~^ x

x~- ^UAVYj^y w\^ \x\\vvix<\ <ki»\\ (7) , 1Qj2^A^' \xxwxyy 
\ J

--------- ,-------------------
— \yl\7®m<1z V^vy V-AaN' °\ S\iaJV

A^o/V^^
Vxa^az^

— A^yy (s\^\ A,v;^^ X^vAvA \a S^ ■
xIAvxk/^x

8l> cKA~

oc\ . -— ^A'X" KAjyQx^ V?</Z"rvxv^xy^ V'' \VA^ %

XU^fs^A X*\v \o
X^\£\ 'A^yTX

- V0^\C\\^ y^sse^-^c/' oV
\CJ X

\ \

3vf.
Q V '

-Akc<^ XqjS^XA

- V\W/ XX/^ t^UZA^VX’^ y-> X^K- SV^ CN~-VZ'V An ^\

0<^^Q\y<MXx\; <j\VzAjlV\9vx5 \oy V \AoA’(VK^Ax>r$'

\zxj\S V’XM’'' w>o\ <j_X G OXTyr^Jy^ X? V) XiX'AXV,

- X^A^xju cwuJc\ov-> G-^y VuJ-A0 ^\aAV

— (^wcjC\\o^ oy^. '^7) ’ ■ ’^'V25 V”< TA/*yyy (

V/x>jj kjLA'A\A\’VA </<- o\ \c_>\tA/\v<.

OS' D\.^ Y^n— Vli^irx \<j5\Czap^ Xv »A Sx£k5 VAyA^AAA^
Vaa/^ V/UxvAV Uz' <A \ XK/AXk^Vy £cK/^ ■»

c>G Az^yoJG' V\*w<>-0s'1 ■
-XK

_ \'X<C <JhXvAio\Av^ oV- ^'’vV Cx^'O—
X 3 \ l

“X'^sS^v
&x ( \v~'-x*Xv^- Va\ ^iw

Xv^x^ X VvZ <3 X C MXWjYXaA/V (Aro A •

— \v>v\x3' #^A £^aO " Xo v.^ Givt/z^ X®

. ..... <L--'‘/
'AgA ■

_ . o
X^‘vx^c~^-v^

^AsxsX-C ^\vA O tvv ^VsJX XjxAjxA'7^ °\ c^\ovJOy'^J



Date Exact Nature Of Work Done
Supervii

Remai

— X^i\M§Xz UWUJ(Yiv’'J Oat-- ^V_c kolz^vxA/\r>\> w

VjA\wM»A\ 5XSJ\ Xxi\S GcVv" ^£>

i\cA ToA-vX \c? .

-- ^ojy^Q- U\V\A <yjxv^yj\c V4-- V^Py X-MH - «wvA

XxmJ .A5 ok" WV (htLov^

oV 0K X<U2kW^XZ.

- —

oG - r- VAyjc' (^Y^tkAvoJ 9 0 ?cJM? 9^ A> X <^^C_'^Aj>v„

Vv^Sr <A V-vH ^Vo °X t^. AV<MXJU mAAA^

— ^oAOx O\rA ^/VoA \o X
I

- AjO VVv,\^ ^VN Convey A~ 'A
Al

VAS <L- dV 5 V X
(^

\ O'
-*' \^\$ xy^jn A 

\te<^ ia Av-x^
<MJL9iA\ vycr^ ^S $ XA^PoX •

\ 0 ■ £

VaS^AA^
__- \A \v</^6vQ_> X^Xz V? l/vy/^Vv-yy <^- <?«xzx'9r\9Z'\

A «A '
\ o V^>s^ * \tAtUz t V?y * (S * . 

lg$A
Va^ • ? , \S-vzj ^-vo fvA syA Ar cAyA -

°>x?
'NMj'AK V )

& (J \ 3

— XvX^y oA\ S(9 A <L^ ’7 <AAUJVspC^ .

- Vz ?vo c 9v.vz;)
~ X „v<^ ~ \-^ &a\?a v^ •vA. \Vva> ,

V,^o yV^y Qz'a|,x\‘^'>x Q^Jtt\^J</'xj(/v/<

— \\Mm- Xky. V~vj^. f- (\va^ Vv^-'llP V^ A

X^jnU^"-X—A Xz^J cAz-KA^^eA \> o\A^ HajxaA /</ Jin. A 
ti:<( TasiUaA

— y^z<\Ck -\rA rovyttA X^ x w • «Zl 9«00~A. mi J

OV 0^, — X—<?A co^b>-=O'Az\Mi>^y^ Xv^ a.'AA,gy\Jy>u,
A

\p 'oro-f^Vx oV OxUA^ ^S'Z ^AAAyf^X
A'A

^pUl^S •

— VkA- ^5^ ^oX'ovv/ CoXX^A A \p VAf^As V'' XVjl
Vln^vx ;\XRAAzv



Date Exact Nature Of Work Done
Supervise

Remark

V\
— cr-^ A^ytvA-^x \ Qjj\<A/A/Y \o ^Vv?Y o V’A ^b~XA>

x CL*'

izvVv-sIXaA '
0

W o<K . (V — X^'A- XJ^V/\#\xo^ oV A\o^(k^uC X-

\O V-AkA — \Vv\y OxO
3 

xif^n
XO^, «\vxj\

°\^\< (S^-
— VvA VurxA D^yvo \-? SM Ovx-Oj^^ix . j (j

V-0
N '1 • x - —

- WV^xju <^v>r<X^o^ Oxv^ \ (z>^U \< ' $

- 9V,\,v<^ aV>U< Uu^wV V X ^O> 5^'—O- \ VO
— IX^v^^kK Wv ^AA \o \JU^\ V"' ^4V----- \q2<-

^a\v । v^O Axh-/. »*9**> a<O SlKvM J1 \
\1 Ax' W 1

V.A'\

C_^wx\\jl>\ <l^ O>\x\xxrAxA I' AjaX^ J(VxjtA VdhJ

Wo ^'-v-v O\ \o $' StV^oV— 0;^' \aJvO •
& <y

\Oj^ . 1VP \

— \AAy«xX yO SoA <A \* S ^y\<<?>

— O vxe_ x»5)A \S Vuy^ck tfvJV^ \-=> -Vv ^s>r A\5JAv’\-rM\

oz>UxK'cov/A'> A; VAoyv-x \vjxAwA OxVtXk
— ^7 \<^s=> V^5? L_ t.W ) ( V^"

^O^xAuAy^1-^ o\
^XAsVaLA-c.. ’’’C ^^\OkvV> ,, <^X>Yx'r'\

\ 4 
vy^

Voo^- U?^\> X-C Co^xJ ,. *^\X

CO f 1— —
o\ VW" wMxVA5-- A WyVv5zz Vyxyx W-;\a O-

-jV A's\\\<xO^/ t ^Vyw Xja-'V’OK

\Oy-v^ ( \\a<v^vn\ \a^>Cv( OOlV SA^
^AAXYA^AL A •’O^tAZ VO\Lzj kwO MATaAajA -X*^

^.VX^jA/,

\0y^< Vvot^^A- ^^vOi- V^\

M)v-voJq\px/aY x^<_4>VtAAj\xJ S <O Vr X^422©'- J7 c'y .. - < <Ak 1 ■
_ Xaa\(A y^O\ q^Aiyt-X y, A v^As / VfTO®“ W1 «n mar\nn i^n ft



Date Exact Nature Of Work Done
Supervise 

Remarlf

S'oVY'Oy X'—"— \o % Cz\\c/
Pix

i X'^'V o^n_3 V V)£-Y<Mi- — \x^

x'V^vy V> V\<UvJ' (kS XW_ Yx/U • X-<A Yz

<A<v\^Yv^ \J \o Vt_ 4J

<S^V^sa-
\o vML^'

— Yx-XI^- VAxJ • VW^k \_A_NV ■ VV^ —^-fe—L-p^^ \&aA£Xa~A^

^xz Sv* S\■ jj-a^ J
•Yim

— S’Q'Vk- h^K \xvp^ x*^

\v-*jT^ J X VW kJk XkJkkA^OZ GJ <_j c\- X^Jl_
\Qja?Pr^

V^vvan^^-AYs C_Xk-vvv. V- gzA X~v^- 3>? ) \j w\y$xvm'i

YVxsu ^Xu.
^jpAo a.

— 5\ 5^, ^AjrJ' XV-V '^v\y?5^ 'JV oX^XyMk

Vy^ ovu/^»\\i 0\-^-=^v^ p\~ °\V^J<k<v<jc X 'u^oVxz/
l*"^ &

vky OVVA3V>\(\ , \N<x_9>^ X<7 C/X\\-V\- VM4" VV^L, «\NV\pV\vy^

-— Xap^ ^ X^o

»X\'’^\V\w tfk>Ax/K\z>K \VsSc ' ^v^tv^p^p-zx

Q VyW^ *® ; Vxk> . t^r^\ S YKX Vw\lA<\3 °V

*'Ay-,\syAr\e''z'\' c>y 'W’V\c)'xa pX- X)^3 Xo \)QxXir

5/ \<L5J\9 ) ' 1

■— 'X vv-\ <*VM|\ Xvscz L’Va'wI/v^^

— \? 5^ V< kX^Uyyv^Y.

\<V- vv — V>^a. VtvO- Y-V-0 X"L-'7 Y*xAMtrv

\°^-A \ wYvoJ' VvxlOvWv X^OkX YjP Vvj^y~\

\o V^x3Z
A? SV^^'t^AazV oAXykS'V^A'r O\k>AM\Xv *->X

Y v y^\ X ® V\\w' X^-o ^D\\j Va- \n dX

yv^o\3\ ^A\\ vJc\vUz>r^-\.

'W\!k\\\JL XA< tovv'ujy-pzs^ Xv^jc ^VA'rV\X'\j xJsa^x
— y<Azx\<3\ k\\rX SoA-uk \ l^yxtA /'k^'Z Jin. Xo 

fl S' Tasik Sim IL



Date Exact Nature Of Work Done
Supervis

Remarl*

\o t. w*^A C/9 ^yiX/’A'Az?i^vv^v^V )

— Stbseif f<7VV^o>^

—1 _ „


