INDUSTRIAL TRAINING REPORT

ARKIB NEGARA MALAYSIA CAW.PAHANG
BANDAR INDERA MAHKOTA 14,
BANDAR INDERA MAHKOTA, 25250 KUANTAN PAHANG

PREPARED BY
FARAH NABILAH BINTI ZULKARNAIN
2012355401

IM 246- BACHELOR OF INFORMATION SCIENCE (HONS.)RECORDS
MANAGEMENT

UNIVERSITI TEKNOLOGI MARA
SEGAMAT, JOHOR

2"° FEBRUARY 2015 — 30™ JUNE 2015



ACKNOWLEDGEMENT

In the name of Allah, the Most Gracious and the Most Merciful .Alhamdulillah, all
praises to Allah for the strengths and His blessing in completing this assignment.
Special appreciation goes to my lecturer, Mr Zul-Azmi bin Ishak and my supervisor
Miss Nurul Huda Binti Md Yatim for his supervision and constant support. Their
invaluable help of constructive comments and suggestions throughout the project

have contributed to the success of this project on time.

Sincere thanks to Director and all staff of National Archive of Malaysia Pahang
Branch for all advice and guidance during completing this assignment. All the
knowledge and experience given during industrial training is valuable in completing
this project. It seems difficult to finished this project without their guidance and

advice.

Sincere thanks to all my friends for their kindness and sharing idea regarding this
project. Thank you for cooperation, encouragement, constructive suggestion and

full of support for this assignment from the beginning till the end.

Last but not least, my deepest gratitude goes to my beloved parents for their
endless love, prayers and encouragement. They are always support me no matter
what. To those who indirectly contributed in this assignment, your kindness means

a lot to me. Thank you very much.



ABSTRACT

An archive is a repository for records of historical value. A record refers to recorded
information in any medium, which provides evidence of the activities of an
individual, organization, or institution. These two things are related to each other.
Records management is crucial in any organization including archive. National
Archive of Malaysia Pahang Branch as an information agency plays important roles
in providing effective records management service. This project was a report
during student undergo for industrial training in National Archive of Malaysia
Pahang Branch. This report also 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 also presented in this report. The
report concluded that good records management in archive lead to effective

management in organization.
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