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Abstract 

This report provides an overview of my internship experience in the ICT Department at KTMB 

Headquarters, highlighting major tasks, skills learned, and insights acquired. The internship 

required digitizing essential departmental records. The primary goal was to streamline 

document management and increase data accessibility. In addition, the internship helped to 

create a complete Standard of Policy (SOP) with the objective of setting standard norms for 

future document handling and administration throughout the department. The internship 

improved both technical and organizational abilities by providing hands-on experience with 

data management systems and teaching me the value of organized data handling in ICT. This 

example demonstrated the potential for digitized and well-managed data to improve 

operational efficiency and productivity throughout the department. 

Keyword: Internship, Keretapi Tanah Melayu Berhad (KTMB), Information, Communication 

and Technology (ICT) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



iii 
 

 

TABLE OF CONTENTS 

 Pages 

Abstract i 

Acknowledgement  ii 

Table of Contents iii – iv  

List of Figures v 

List of Abbreviations  v 

Student Pledge vi 

Declaration  vii 

CHAPTER 1: INTRODUCTION 1 

1.1 BACKGROUND OF THE INDUSTRIAL TRAINING 2 

1.2 OBJECTIVES 2 

CHAPTER 2: ORGANIZATIONAL INFORMATION 3 

2.1 OVERVIEW OF KERETAPI TANAH MELAYU BERHAD 4 

2.2 OVERVIEW OF INFORMATION, COMMUNICATION AND 

TECHNOLOGY 

5 

2.3 ORGANIZATIONAL CHART OF ICT 6 

CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES 7 

3.1 WEEK 1 (22 July – 26 July) 8 – 10  

3.2 WEEK 2 (29 July – 2 August) 11 – 13  

3.3 WEEK 3 (5 August – 9 August) 14 

3.4 WEEK 4 (12 August – 16 August) 15 – 21 

3.5 WEEK 5 (19 August – 23 August) 22 

3.6 WEEK 6 (26 August – 30 August) 23 – 25  

3.7 WEEK 7 (2 September – 6 September) 26 – 27  

3.8 WEEK 8 (9 September – 13 September) 28 – 30 

CHAPTER 4: LEARNING OUTCOMES AND ACHIEVEMENTS  31 



iv 
 

4.1 Skills & knowledge develop 32 

4.2 Successful Project 

4.2.1 Document Digitization in Share Point 

4.2.2 Standard of Policy for File Classification 
 

33 – 36   

CHAPTER 5: RECOMMENDATIONS AND CONCLUSION 37 – 38  

References  

 

  



v 
 

LIST OF FIGURES 

 

Figure no.  Pages 
1 Keretapi Tanah Melayu Berhad Logo 4 
2 Organization Chart 1 6 
3 Organization Chart 2  6 
4 First Meeting with Mr. Farihan 8 
5 Meeting with Mrs. Hidayah, Mr. Sufyan & Mrs. Zurairah from Governance unit 9 
6 File Room Visit with Mrs. Hidayah 11 
7 Joined meeting with vendor regarding DBMS 12 
8 Organized scattered files in file room 15 
9 Cleaned file room 16 

10 Shredded unuse documents 17 
11 Helped staff to puzzle document 18 
12 Separated documents by date 18 
13 Placed documents in SharePoint 19 
14 Training certificate 20 
15 Tagging and Labelling Process 20 
16 Labelled files name 21 
17 Rename documents in SharePoint 23 
18 Observation day by Madam Faddliza 24 
19 Helped Mr. Halim (Secretary and Admin) laminated poster 25 
20 Meeting with Mr. Sufyan regarding policy 27 
21 Receive Farewell Gifts 28 
22 Took picture with KTMB staff 30 
23 Example of "User Id Kits" File 34 
24 Completed Digitized Files 35 
25 Process of digitized documents (Separating documents)  

 

 

LIST OF ABBREVIATIONS 

 

KTMB Keretapi Tanah Melayu Berhad 
HQ Head Quarters 
CSR Corporate Social Responsibility 
IT Information Technology 
MUET Malaysian University English Test 
SOP  Standard of Policy 
WIFI Wireless Fidelity  
HOD Head of Department 
UITM University Technology Mara 
SCM Short Code Memory 
KITS KTMB Integrated Ticketing System 
ID Identification 
DBMS Database Management System 

  




