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Abstract

All bachelor degree students are required to undergo industrial training for five
months as requirement of their curriculum to complete their 2 years course for '
the Bachelor of Science (Hons) Records Management. During five months
period of training, student will be supervised and monitored by supervisor that is
from the faculty and one from the organization.

Student have complete industrial training at National Archive of Pahang Branch
situated at Kuantan Pahang. It is government department which is established
on 30 April 2011. Archive is a place where store a collection of historical
documents or records providing information about a place, institution, or group
of people. The major function of archive is to provide advice to Government
departments on the management of public records in a systematic and
effective. Management of records is important to ensure records in the
organization are properly managed and easy to be retrieved when needed.

This report proved understanding, experience and knowledge gain on records
management in archive during industrial training. All the industrial training
activities and event or project involves by student also stated. Special project
that was compulsory for each student alsc presented in this report. The report
concluded that a good management of records helps the work flow of

organization become efficient and effective.
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