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ABSTRACT 

The academic report writing paper is based on the industrial training period from 03rd 

February 2019 until 30th June 2019 at Information Management Unit (ICT Unit) at Muar 

District Education Office (PPD MUAR) , Muar Johor. During the practical training, 

trainee had been exposed to the real industrial working environment at ICT Unit and 

various unit at PPD Muar Johor. The first chapter of the report is the introduction which 

is about the background of PPD Muar that included the profile, mission and PPD Muar 

logo, location and organization structure. The second part of the report is about the 

organization or the department that trainee was placed for the practical training which 

is ICT Unit. This part contains of departmental structure that explained about 

department vision, mission and goals, department organization chart and roles of the 

department. The third part of this report contain of trainee industrial activities. It detailed 

explained trainee industrial training daily activities and special project which is Meeting 

Room Booking System (MRBS) for PPD Muar. The last part of the report contain the 

conclusion consists of application of knowledge and skills during practical training, 

personal thoughts and opinions, lesson learnt and limitations and recommendations. 

Keywords: ict, information management department, pejabat pendidikan muar, 

ppd muar, uitm machang, human development unit 
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Figure 7 : Example of Letter PPD Muar 

This file and record room were being manage and handle by Sir Hanafiah a general 

assistant officer the responsible person for classification number for the file in PPD Muar. 

The trainee were given a task by Sir Hanafiah to filing and assign a correspondence and 

printed information inside of the file based on the classification number and title. As we 

know that information is very important for any organization in order for the transaction to 

run smoothly. Trainee also help in filing of school information or detail by collect all paper 

or forms in one place and then, sort document by name and categorize according to the 

school that have in Muar. Once all of the collection completed, the correspondence will be 

punch and insert into a file that has been provided by Sir Hanafiah and the file will be 

insert into the locker that already provide as shown below. 
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