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ABSTRACT

All bachelor degree students are required to undergo industrial training for 22 weeks
as part of their curriculum to complete their 2 and half years course for the Bachelor of
Information Science (HONS) in Record Management. The attachment will be during the 7
semester of their study. During the 22 weeks period of training, students will be supervised
and monitors their training by two nominated supervisors. For my industrial training, I did
at Pelapis Maju Sdn Bhd which situated at Bukit Katil, Malacca. It is solid and waste
company. This company has been established since 1998. This company also cooperates
with SWM Company in term for solid and waste management. For the first month I learn
about the basic activities such as sorting the document from financial department follow by
it date, month and years. Other than that, I also get a task to monitor inward and outward
correspondence. Then, for the second month I was do the scanning process. Third month I
help the administration unit to sort their document. Other than that, I also slowly implement
my special project for the trial. On the forth month I help this company to manage and
upgrade their file classification. For the final month I was make the task were arrange the

record at their own storage.
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