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ABSTRACT

In order to be a graduate student in Bachelor of Information Science (Honor)
Record Management, students need to take and finished a subject which known IMC
690 (Industrial Training). The Industrial Training subject IMC690 provides pre-
professional work experience with specific assignments and responsibilities. This
subject involve 22 weeks of five months equivalent work placement, paid or unpaid,
located in an approved industrial site, working under the supervision of an experienced
Information Professional. In this report, it has described in detailed regarding the
introduction of the organization, organizational information, training activities, special
projects, and conclusion. As fulfil the special project in internship, trainee was given a
task to design and manage a monthly report of management service department in
National Hydraulic Institute of Malaysia, where all the report of the Human Resources

Unit, Financial Unit and Administration Unit will be included in a report.
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