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LETTER OF SUBMISSION 

Diploma in Civil Engineering (EC110), 
Faculty of Civil Engineering, 
Universiti Teknologi MARA Cawangan Pahang 
26400 Pahang 
 
 
26th JUNE 2020 
 
 
Madam Ilyani Binti Azer, 
Lecturer of Fundamentals of Entreprenuership (ENT300) 
Faculty of Business Management 
Universiti Teknologi MARA Cawangan Pahang 
26400 Pahang 
 
Madam, 
 
Submission Letter of CoCafe Enterprise Business Plan (ENT 300) 
 
Attach is the business plan title “CoCafe Enterprise” to fulfill the requirements as 
needed as university requirements. 
 
Below is the list of the group members that involved in completing this business plan: 
 
Muhammad Adib Nasran Bin Azham  2019292986 
Mohammad Irfan Hafiz Bin Mahat  2019297412 
Muhammad Aiman Zharif Bin Mohd Zamri 2019279994 
Muhammad Afiq Imran Bin Ishak   2019445154 
Aiman Muhamad Shafiq Bin Ayob  2019400158 
 
Thank you, 
 
 
Yours sincerely 
 
 
……………………… 
Muhammad Adib Nasran Bin Azham 
General Manager of CoCafe Enterprise 
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ADMINISTRATION PLAN 
3.   Administration Plan 

3.1 Introduction (Administration Objectives) 

        The administration refers to the group of individuals who are in charge of creating 

and enforcing rules and regulations or those leadership positions who complete important 

tasks. 

Basically, administration manager will make sure that the organization’s activities run 

smoothly and full with commitment.  The main goals for the administration manager is to give 

a task , to control and motivate the support services or called as staff to make sure that our 

coffee shop run successfully.  

The manager will achieve the goals for administration plan when he or she have a 

good communication and have a good commitment about the resources that be provide to 

run the coffee shop. 

 

3.2 Manpower Planning (Arial 12, BOLD) 

Table 3.2 List of Personnel (GM + Head and workers of each Department) 

 

Position No of Personnel 
General Manager 1 

Barista 1 

Cashier 1 

Waiter 1 
Administration  

manager 1 
 

 

 

 


