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Chapter 1: Introduction
1.0 Introduction to Registry of Society (ROS) Malaysia, Sarawak

Industrial practical training is compulsory for final year students of Universiti
Teknologi Mara (UiTM). The students were given autonomy to choose any public or
private sector organization as their industrial practical training place. And as for me, |
had chosen Jabatan Pendaftaran Pertubuhan Malaysia, Cawangan Sarawak which
also known as Registry of Societies (ROS) Malaysia, Sarawak Branch. The
organization situated at Second Floor, Block E, Queen's Court, Jalan Wan Alwi,
93350, Kuching, Sarawak. The industrial training practical period started from 30
January 2012 and ended 2 March 2012.

The Registry of Societies (ROS) Malaysia is a department under the Ministry
of Home Affairs handling non-governmental organisations and political parties. In
Section 2 of the Societies Act 1966, a society is defined as any club, partnership or
association that consists of seven (7) or more persons, whatever its nature or object,
whether temporary or permanent, but does not include bodies that require
registration under any written law, such as companies, cooperatives, trade unions,

parent-teacher associations and sports bodies.



11 Registry of Society (ROS) Malaysia, Sarawak History

Laws relating to societies in Sarawak were first introduced by the Brooke
administration in 1870 to curb illegal societies known as ‘Secret Hueh'. The laws
were later repealed and replaced by Order No S-1 (Societies) 1927 and Order No S-
1 (Societies) 1930.

The Sarawak Societies Ordinance 1947 was introduced to replace Order No
S-1 (Societies) for the registration and monitoring of societies. It was replaced by the
Sarawak Ordinance 1957. Following the formation of Malaysia in 1963, application of
the Societies Act 1966 was extended to Sarawak, replacing the Sarawak Societies
Ordinance 1957.

During British rule, the registration of societies in Sarawak was under the
responsibility of the Chinese and native affairs officers appointed by the British
administration in the state. Registration and monitoring of societies in Sarawak were
later placed under the responsibility of the Police Department which was known as
the Sarawak Constabulary. The officer entrusted with the task was known as the
Sarawak Registrar of Societies. Several years later, society affairs were placed under
the National Registration Department until the establishment of the Registrar of

Societies in Kuala Lumpur in 1968.



1.2 Registry of Society (ROS) Malaysia Background

The current Registrar of Societies Malaysia is Dato’ Abdul Rahman B.
Othman. Registry of Societies (ROS) Malaysia itself consists of 4 main divisions. The
4 divisions are The Society Management Division, The Information Technology
Management Division, The Enforcement Division and The Human Resource &
Management Service Division. Each of the divisions own specific task and

responsibilities.

The Society Management Division performs the core business duties of the
department except those related to the investigation of complaints. It coordinates all
core business activities conducted in the State Registrars of Societies to avoid

inconsistencies among the 14 branches in the states.

The Information Technology Management Division is responsible for planning,
managing, developing and maintaining the computerised information systems and
ICT related elements of the department to meet current needs. It comprises two
branches, namely Analysis Branch and Technical Branch. The division only exist in
Main Headquarters of Registry of Societies (ROS) Malaysia, Putrajaya as the

database of all 14 states in Malaysia being centralised.

The Enforcement Division is responsible for monitoring and ensuring all
registered societies carry out their activities in accordance with their registered rules
and the provisions in the Societies Act 1966. The division responsibilities are more
focusing on investigation of complaints. The division comprises two branches,

namely Enforcement Operation Branch and Investigation Branch.

The Human Resource and Management Service Division is responsible for
managing financial matters, administration, services, organisational development,
human resource and human capital development programme of the department. It is
divided into three branches, namely the Finance Branch, Administration Branch and

Human Resource Branch.



1.3  Function of Registry of Society (ROS) Malaysia

The main functions of the department are to administer and enforce the
Societies Act 1966, Societies Regulations 1984 and policies pertaining to societies;
control and supervise societies so as not to become incompatible with peace,
welfare, security, public order, decorum or morality of Malaysia as well as manage

and keep registration records relating to registered societies and their branches.

Another function of the Registration of Societies (ROS) Department is more
toward registration activities. As To discharge its responsibilities, the department
carries out registration, monitoring and control. In this respect, emphasis is given to
the following activities such as processing applications for registration of new
societies and permission to establish branches. Despite that, the department also
responsible for processing applications from registered societies for change of name
and address, amendments to their rules, registration of new rules and permission to

use flags, emblems, badges and other insignia.

Despite from the above function, the Registration of Societies (ROS)
Department were also responsible in monitoring and control activities such as
controlling the activities of societies and their branches to ensure they are in
accordance with their registered purposes and are not incompatible with peace,
welfare, security, public order, decorum or morality in Malaysia. Plus, the department
will review the annual financial statements of societies and their branches to ensure
that the interests and rights of members are protected. All submited minutes of
meetings, annual report and other information obtained from the registered societies
and their branches or from other agencies will be review and analyse in order to
ensure that the societies conduct their activities based on their registered rules and
do not contradict the Societies Act 1966. In addition, the department must ensure any
positions in the societies structure not being held by those who could jeopardise the
peace, welfare, security, public order, decorum or morality in Malaysia. Which mean,
all registered societies including their branches act in accordance with the Federal

Constitution and state constitutions in Malaysia.



1.4 Objective, Mission and Vision of Registry of Society (ROS) Malaysia,

Sarawak

1.4.1 Objective

To ensure registered societies comply with the Societies Act 1966, their

articles of association and national policies
1.4.2 Vision

To be a dynamic department in managing non-governmental organisations in
order to achieve national socio-economic development, social well-being,

security and peace
1.4.3 Mission

1. To be the government's principal adviser in the management of non-

governmental organisations (NGOs);

2. To strengthen and maintain cooperative relations between the non-

governmental organisations (NGOs) and the government;

3. To enhance the effectiveness of enforcement of the Societies Act 1966 and

Societies Regulations 1984;

4. To ensure all societies comply with the established society policies, rules

and procedures
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Chapter 2: Schedule of Practical Training

2.0 Practical Training Task

My practical training period in Registry of Societies (ROS) Malaysia, Sarawak

was precisely 5 weeks. As due to the limited period of time for the practical training, |

was given variety of jobs and task being executed throughout the training. Thus, |

had chosen to descript the jobs and tasks being carried based on daily basis.

Following are my jobs and tasks description during the practical training task based

on week.

21 Week 1 of Practical Training Task

Week 1/ Date Task
30.1.2012 The first day of practical, | was introduced to Director of
Monday Registrar of Societies (ROS) Malaysia, Sarawak whom is Mr.

Ken Leben with the help from my Supervisor; Encik Noeb.

I was invited to join the meeting discussion whereby |
was introduced to all of employees whom will be my
colleagues during my 5 week of practical training. During the
meeting discussion, | was appointed to help one my
colleagues Mr. Roslan to address the problem of (Disposal of
Asset) management. The meeting discussion had listed 33

issues and agenda to be resolved. It lasted for about 2 hours.

| was then showed around the office section by Puan
Zuraida. The office management were divided into 4 sections
which are; Society Management Unit, Control Unit,
Enforcement Unit and Human Resource & Service
Management Unit. My first task was to handle the Letter
Address (Kuching Part 1) on notices being given to all
registered societies. Whereby; it required the registered

societies to submit information with accordance of Section
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14(1) Societies Act 1966.

Among required are 1 copy of Committee Members list,
1 copy of Annual General Meeting Report, 1 copy of Financial
Statement for the year of 2011 which already been audited,
detail of asset being gained and disposed during the last
financial year, and list of association within the state or outside
of the state being merged together with the registration

number. All the document copy must be submit to ROS.

31.1.2012
Tuesday

| was given task to handle Letter Address (Kuching Part
2). As it was early of the year ROS Sarawak were busy to
deliver the entire letter for the registered association. With the
help of my collegues Mr. Ibrahim, both of us responsible to
complete the letter address which moreover than 200

addresses.

| was later on guide by Madam Green to record the data
manually into the book of society’s registration and
abandonment of registered societies. All of the data being
obtained from the ROS online database system which named
ROSES. ROSES consists data of registered societies mainly
about application flow, committee members, application result,
address of societies, financial statement, type of societies,

logo of societies and eftc.

1.2.2012-
Wednesday

The task were still on-going completing the letter
address for (Kuching Part 2) as the letter must delivered to alil

registered societies timely.

Apart from that, | was being given task by Mr. Edwin to

detect and check any error of addresses especially in areas of




Sibu, Bintulu, Sri Aman, Mukah, and etc base on the statistics
reports (pdf format) on the current list of societies in Sarawak

as 31 December 2011.

2.2.2012
Thursday

The task was still on-going completing the letter address
and it is continued with (Kuching Part 3) which involve of more

than 535 address of letter.

Monthly meeting being conducted and | was invited to
observe how to conduct a formal meeting. The formal meeting
is mainly about to segregate of task among the staff of ROS
upon handling the upcoming Meeting of ROS States Director
all around Malaysia which will be held in Kuching, Sarawak on
19-23 March 2012. Checklist of Job segregation was
presented by Director of ROS Sarawak, Mr. Ken Leben. The
tasks are being distributed accordance to facilitation,
transportation, hospitability & food, meeting management and
Field-Trip & Games.

Despite that, The Director also highlighted the officers
involved for ROS Outreach Programme in Sibu to be prepared.
Whereby, all of the registered societies in Sibu will be invited.

And brief about how to manage the societies/association.

3.2.2012 - Friday

Another new task given to me were to record the data
manually into the Book of Law Amendment for Registered
Societies in Sarawak. With the help of Madam Green, | was
guided to record all the amendment of law made by registered
societies in Sarawak for the month of August and September
2011 according to the online database ROSES. The purpose
of the manual record being made will make the reference for
law amendment of registered societies to be always updated.

The decision (Approve / Reject) of law amendment being




made The Director were also being recorded.

For the month of August 2011, 14 registered societies
made application for law amendment. Meanwhile for the month
of September 2011, 19 registered societies made application
for law amendment. Each of the law amendment being applied
by the registered societies consists of mainly 4 types of
amendment. Which then being recorded into code (for
identification purpose); Change in Society’s Name (Code 1),
Change in Address (Code 2), Amendment of Certain part in
Society's Law (Code 3), Registration of New Society’'s Law
(Code 4) and Permission of Usage for Flag, Symbol & Logo
(Code 5).

2.2 Week 2 of Practical Training Task

Week 2 / Date

Task

6.2.2012 - Monday

Public Holiday — Prophet Muhammad S.A.W. Birthday

7.2.2012 - Tuesday

My task continued to record the data manually into
the Book of Law Amendment for Registered Societies in
Sarawak. The task are continued for the amendment in
month of October, November and December year 2011
according to the online database ROSES. The purpose of
the manual record being made will make the reference for
law amendment of registered societies to be always
updated as it is already February 2012.

For record for the month of October 2011, 15

registered societies made law amendment, followed by the

10




month November recorded 19 societies applied for law
amendment approval. While for the end year of 2011 which
is December 2011, only societies applied for law

amendment.

I
8.

2.20 2-Wednesday

| was given task to complete the last part of Letter
Address (Kuching Part 3). The last part of Letter Address
(Kuching Part 3) consists of more over than 300 addresses.
The content of the letter is about the required of registered
societies to submit yearly report accordance Societies Act
1966, Section 14(1).

Later on, with the help of Mr. Lizan and Mr. Roslan, |
was teach on manage the record of borrowed file and
returned file by using the computer database ‘Smart Click’.
The ‘Smart Click’ system was used to keep track the record
of file being used by the department staff. Through the
system, the officer in-charge of file room wills able work
more efficiently tracking the file which may use during
urgent. The system consists of reference number of
registered societies (PPP - only for Sarawak State
reference only), date of file being borrowed & returned to
the file room, and section which used the file (For eg: PT1,
PT2, PT3, PT4, PT5).

9.2.2012 — Thursday

The task was continued then by learning on how
search file document in the file room. With the help of
Mr.Roslan, | was guided by him on how to look for
registered society file document based on the reference
number. (PPP number). The file documents were placed in
two separate places which are inside the file room and in-

11




front of the file room. Both of the places consists numbers of
file cabinet. For societies which from the year 1999 and
below, the file were placed in the cabinet in-front of the file
room, while for societies which registered from the year
2000 and above; the file were placed in the cabinet inside of
the file room. As for the closed file (for example political
party file) it was placed in closed box for future references.
Which means that, the political party is in active status (due
to the numbers of files and limitation of space). A part from
that, societies which established for long period of time
which are still in active status, the previous aged files were

also placed in closed box.

10.2.2012 - Friday

After learned for filing system for the past 3 days, |
was finally given task to do the filing for the letter of Section
14(1) especially for Kuching ( Part 1 & Part 2). The filing
process consists of more than 800 copies of letters. The
letter will be filed accordance to the reference number of the
file (PPP number). For example the PPP 1080/08 Jid 2.
(Number 1080 refers to the number of file. Meanwhile, (08
refers the years of the file was created).While (JId 2 refer to

the second jellied of registered societies document)

12




2.3 Week 3 of Practical Training Task

Week 3/ Date

Task

13.2.2012 — Monday

The task continued filing process for copy of the
letter Societies Act 1966, Section 14(1). It comes into
(Kuching Part 3). The filing involved more over than 800
files. Most of the letters were for the societies which

registered from the year 2000 until 2010.

The task was done, by inserting the copy of the
letter into the file document on the right hand-side of the
file itself. These method will make the document file will be

easier to be refer in the near future.

14.2.2012-Tuesday

The task continued filing process for copy of the
letter Societies Act 1966, Section 14(1). It comes into
(Kuching Part 3). It is now involved the registered societies
from the year 1990 until 1999. The letters amounted for

more than 500 registered societies.

15.2.2012-Wednesday

Another new task of filing was given to me. With the
assistance of Madam Amy, | was given responsibility by to
help to distribute files which need urgent action which
focused on the main 4 section of the ROS Department;
Society Management Unit, Control Unit, Enforcement Unit

and Human Resource & Service Management Unit.

Among the letters and document which need urgent
attention are the one regarding the approval of security
from Special Branch Bukit Aman, PDRM. Societies that
need security approval are religion societies, political
societies and also societies which involve in sensitive

elements.

13




16.2.2012-Thursday

| was given task by one of my officer, Madam
Maimunah to help her to prepare the slide presentation by
using Microsoft Office PowerPoint software. The slide
presentation topic is regarding the ‘Management of
Societies’. The total number of slide is 64 slides. Plus; 2
new subtopic, amendment of society's law and
amendment of Societies Act 1966 Section 9(b). The slide
presentation are also being printed in hand-out form, given

to the participants whom will joint the meeting

Later on, with the help of Mr. Ibrahim; | prepared the
numerical tag for the file of the year 2011 and 2012. These
numerical tags are tagged at the side of the pocket file.
The purpose of the numerical tag is making the process

searching for file became much easier and efficient.

Meanwhile in the evening, with the guidance
Madam Susan; | was given job to do check stock in the
store room. The store room contain stationery utensils
such as papers pens files note books and etc. The stock of
the stationery utensils in the store room, are being counted
and recorded in the “Kad Petak Kewangan PS-
4" "Tatacara Pengurusan Stor 53". These records are
important source for the financial section as it showed the
expenses of the department on the stationery utensils
being used and every movement of new stationery utensils
being added. It is also important for the preparation of

auditing process.

Every new stationery utensils being added in the
store room are being recorded in the “Kad Petak
Kewangan PS-4""Tatacara Pengurusan Stor 53" by writing
the (BPB/BPPS Reference Number) and its quantity which

can be found in the Cash Invoice.

14




17.2.2012 - Friday

| was then taught on the filing of ‘Borang
Permohonan Stok (Tatacara Pengurusan Stor 143) with
the guidance from Madam Susan. Based on the reference
of the document in the store room, the information then

transferred into the form.

Among the particular needed to be filled in the form
are application of stock details, application of quantity
order, quantity of stock being approved, total number of

stock left, and note.

2.4 Week 4 of Practical Training Task

Week 4 / Date

Task

20.2.2012 — Monday

| was given new task for the preparation of
‘Societies Management Course’ which will be held 25
February 2012 at Sibu Public Library. As the event course
will be held out-side of Kuching Area, every preparation
must be made early as the participant involve 70 members
from registered society. With the instruction from 3 of my
officer in-charge of the event course, | was instructed to
photocopy 70 sets of slide hand-out presentation, 22 sets
guide of forms, evaluation form and also stationery
utensils. All these were being ready for each one of the
participants. The stationery utensils needed for the course
event which will be given to the participants, includes
pencil, plain A4 papers, ROS Official Paper File, and ROS
Official Certificate. All of the stationery utensils are being
obtained from the store room with the help of Mr. Ibrahim
and approval from Madam Zuraida (officer in-charge of

Store Room).

15




21.2.2012- Tuesday

The task continued by inserting each of documents
into the ROS Official Paper File. These ROS Official Paper
Files will be given to each of the participants of the
‘Societies Management Course’. Every each ‘Societies
Management Course’ must contained 2 photocopy set of
slide presentation hand-out (Societies Management &
Financial Statement), 1 set of evaluation form, 2 pieces of

Plain A4 paper, pencil and pen.

22.2.2012-Wednesday

Early in the morning, | helped one of my officers
Madam Nur Fadila to photocopy the original society’s
registry certificate and its amendment of law for 3
registered societies in Bintulu. All of these photocopy will
be needed for enforcement inspection purposes due

complaints being received by ROS Enforcement Unit.

After completion of first task, [ was given task by my
another officer; Puan Yati to be responsible designing the
Microsoft Power Point slide theme which be use for LCD
back-drop background for ‘Societies Management Course’
that will be held at Sibu. LCD back-drop background
consists of 4 parts, ‘Welcoming Theme’, ‘Course Program’,
‘Participation Certificate Giving Ceremony’ and ‘Question &

Answer Theme’

Later in the evening, | was tasked by my officer
Mr.Edwin to search for 43 registered societies file
documents which categorized under beneficiary society

plus its Closed-File.

Among the entire 43 document file, 22 of the
societies owned Closed-File which being placed in Box

File. All of the committee members for the 43 numbers of

16




societies were being recorded as the details are being
needed by ROS HQ for reference.

23.2.2012 - Thursday

With the task listing for 43 registered society’s
members committee done by Mr. Edwin. | was asked to
replace the file document back into the pocket file. By
using the “Smart Click” database, | then recorded the file

documents being returned.

Later on, with the guide by Madam Veronica; | was
given task to arrange the documents which need opening
new files. All of these new files being created meant for
registered societies that apply establishment of branches.
All registered societies can established its branch only with

the approval of Registrar of Society.

24.2.2012 - Friday

Educational Trip to Johor & Singapore for CSC413
Course. With guidance of my lecturer Sir Robert John

Jinggut.

17




2.5 Week 5 of Practical Training Task

Week 5/ Date

Task

27.2.2012 — Monday

The task continued by arranging the registered
societies which intended to apply for the establishment its
branch upon the approval of Registrar of Society. By
looking into 7 boxes of file documents which consists more
than 500 letters, the documents of particular needed are
being arranged first. The documents are including its
financial statement, application form for establishment of

branches and etc.

The documents then later on handed to Madam
Veronica for the action opening of new files. These new
files were then placed in the file room for easier reference

in the future.

28.2.2012- Tuesday

My morning task, | helped one of my officers, Mr.
Edwin to find for 4 closed which placed in closed file
boxes. Every closed file boxes contained 4 or 5 closed file
documents. Every closed files boxes were tagged with
number (for example Box 123). To ease the process for
looking the number closed-file box of particular closed-files
needed, ‘Smart Click’ database system is being used.

Later on Madam Zuraida taught me on how to
record the every financial statement which been submitted
by registered societies yearly. The financial statements
received were recorded through “e-Urusan Kaunter
Sarawak” which created by Microsoft Access 2007
software. In the database system, the title head are

18




“Akuan Penerimaan Penyata Tahunan”.

These means every financial statement report being
submitted are easily tracked and confirms upon its
submission. Among the information being recorded are,
Date Received, No. PPP (ROS Sarawak Reference
number), No.PPM (ROS Headquarter Malaysia Reference
number), Name of Society, Name of Sender, Contact
Number, and Year of Financial Statement. The information
then saved in the database system. It then printed as the
copy of “Akuan Penerimaan Penyata Tahunan” for future

reference.

On the evening, Madam Susan gave a task to help
her on checking the ‘Payment Voucher 2011’ as the audit
officer will come soon to make audit process. The task is to
check any missing official signature in the document plus
missing official stamp of the ROS Department. Given to
me were 4 files to be checked. Among the documents
found in the ‘Payment Voucher 2011’ files are financial
claimed made by the staff such allowances and expenses,

service order, and etc.

29.2.2012-Wednesday

The task continued upon checking up the 2 file
which contained the ‘Voucher Payment’ for any missing
official stamp and signature of the officer in-charge.

Later on, Madam Veronica asked me to help her to
give idea in creating new database system for the
department by using Microsoft Excel. As Madam Veronica
were member for (KIK)(Kumpulan Inovasi Kreatif), the
group wanted to create the database system have the

ability to alert the due date of particular task need to be

19




done by the ROS personnel. It involved certain specific

coding and formula in order for the database to be created.

1.3.2012 — Thursday

As the file room faced limitation of spaces to store
the society's files, with the help of Madam Amy and Mr.
Ibrahim; we put the closed files into the closed files boxes.
According to the Jabatan Arkib Negara instruction
standard, any government official files which have the
thickness of content for 1 inch or more must be closed.

And the closed files must be put into closed-files box.

Every closed-files box will later on being tagged with
reference number. This is for easier reference in the future.
A number of 18 closed-files boxes were created with the

tagging reference number.

In the evening, together with Madam Amy and
Madam Veronica, we created new tagging number of files
for newly registered societies. The tagging number being
created, from number 31 until 100 which mean for the new

registered society for the year 2012.

2.3.2012 - Friday

The morning task, were to take note the number of
reference for registered society which had its branches
over the region whether in state of Sarawak or widely
throughout Sarawak. The number of reference for the
branches is important for the arrangement of files in the

files room near future for easier reference.
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Branches of registered society’s files consists of 2
main cabinet which quiet fully occupied and must be take
urgent action such as closing file process, placement in
new file cabinet, and better proper arrangement of the

society branches files.
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Chapter 3: Analysis

3.0 Analysis of Registry of Societies (ROS) Malaysia, Sarawak Database

System

In the chapter of analysis, | will discuss more specific toward databases owned
and developed by Registry of Societies (ROS) Malaysia, Sarawak; as | were more
exposed to the usage of database system during my practical training. As the
department handle numbers of registered societies, it required proper database
system in order to store the information and reference of these societies. Following is
the analysis of training specifically focuses Registry of Societies (ROS) Malaysia
database system as covered in the Practical Training Handbook. In my undertaken
Bachelor of Administrative Science (Honors), | have taken the CSC208: Management
Information System course. And due to the learned course, | chose to specific my
field of study towards Registry of Societies (ROS) Malaysia, Sarawak Database

system into my practical training report.

The analysis of Registry of Societies (ROS) Malaysia, Sarawak Database
system is conducted through SWOT Analysis. Being as Bachelor in Administration
Science student, Human Resource Management is one of the compulsory courses to
be taken. And in the Human Resource Management study, SWOT Analysis is one of
the main important elements in managing workforce and resources for a particular
organization or department. In my analysis study, it covered with the SWOT Analysis

of the Registry of Societies (ROS) Malaysia, Sarawak Database System.

For the following sub-topic, the definition of SWOT Analysis and definition of

Database system is being discussed.
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3.1 Definition of SWOT Analysis

SWOT, is an acronym from its principal components: Strengths, Weaknesses,
Opportunities, and Threats (Glaister & Falshaw, 1999). In its simplest form, Kay
defines the SWOT analysis as “simply a list” (1993, p. 268). In itself, it is not an
analysis but, as a tool, it can aid in effectively performing a broad analysis. SWOT is
a way to analyse the environment, allowing for the segregation of the environment
into internal strengths and weaknesses and external opportunities and threats as well

as positive and negative environments.

Bullington (2005) agrees SWOT analysis can be effectively used in an early
environmental analysis due to its categorical structure. “Environmental scanning” and
“situation analysis” are other terms often substituted for SWOT analyses, and help to
describe what a SWOT analysis does, define what strengths can be used to build
upon; what weaknesses should be covered; what opportunities can be captured; and
which threats should be defended against. The strengths and weaknesses criteria
include natural and financial resources, workforce, and education levels of the
population, markets and products for trade opportunities, technological capabilities,
capital structures, and similar factors. The opportunities and threats criteria include:
demographics, economy, political and legal aspects, cultural and historical factors,

environmental concerns, and sociological factors (Mercer, 1991).

The SWOT Analysis of Registry of Societies (ROS) Malaysia, Sarawak
Database system are listed 2 x 2 tables for easier reference upon strengths,

weaknesses, opportunities and threats.
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3.2 Definition of Database System

According to Beynon-Davies P. (2004) in his book Database systems 3™
Edition, a database system is term that is typically used to encapsulate the constructs
of a data model, database management system (DBMS) and database. A database
is an organised pool of logically-related data. Data is stored within the data structures
of the database. A database management system is a suite of computer software
providing the interface between users and a database or databases. A DBMS is a
shell which surrounds a database or series of databases and through which all

interactions take place with the database.

The interactions catered for by most existing DBMS fall into 4 main groups
which is Data Definition, Data Maintenance, Data Retrieval and Data Control. Data
Definition is about defining new data structures for a database, removing data
structures from the database, and modifying the structure of existing data. Even as
Data Maintenance is related to inserting new data into existing data structures,
updating data in existing data structures, and deleting data from existing data
structures. While, Data Retrieval is about querying existing data by end users and
extracting data for use by application programs. And finally is the Data Control
whereby creating and monitoring users of database, restricting access to data in the

database and monitoring the performance of databases.
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3.3 Database system in Registry of Societies (ROS) Malaysia.

In the following sub-topic, | will explain two categories of database systems
exist in Registry of Societies (ROS) Malaysia. One of it is the main database system
which being constructs and control by the Headquarters Registry of Societies (ROS)

Malaysia, Putrajaya such as e-roses database system.

And another category of it, databases being construct by Registry of Societies
(ROS) Malaysia, Sarawak such as e-POSE database system, Smart Click database
system, and e-urusan kaunter Sarawak database system. Both of the categories of

database system will be discuss in the sub-topic below.

All of the SWOT Analysis conducted towards database systems is based on
my ‘environmental scanning’ and observation during the usage of the database
systems. Each of the Registry of Societies (ROS) Malaysia database are being

analyse with explanation into its strength, weaknesses, opportunities and threats.

And due to the confidential information circumstances of the Registry of
Societies (ROS) Malaysia Database system, some of the database samples were
created as replica-sample only. But the working method and functionality of the of the

replica-sample database systems are still much similar to the real-database systems.
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3.3.1 ‘e-ROSES’ database system

‘e-ROSES’ database system is the main database system of Registry of
Societies (ROS) Malaysia. The database system is being constructs and
control by the Headquarters Registry of Societies (ROS) Malaysia, Putrajaya
by Information Technology Department. Currently, there is still no Information

Technology Department in Registry of Societies (ROS) Malaysia, Sarawak.

The ‘e-ROSES’ database system stands for Registry of Societies (ROS)
Electronic System which consist data of registered societies all over Malaysia
mainly about application flow, committee members, application result, address
of societies, financial statement, type of societies, logo of societies and etc.
Below is the Figure 1 shows the ‘e-ROSES’' Database System User Log-In

Interface.

Figure 1: ‘e-ROSES’ Database System User Log-In Interface
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In order to use the ‘e-ROSES’ Database system, the user must have

first log-in through the e-ROSES’ Database System User Log-In Interface with

a valid the Identification number and password. Only the personnel at Registry

of Societies (ROS) Malaysia, Sarawak owned a valid Identification number

and password to enter the ‘e-ROSES’ Database system. But due to the

confidentiality issues, only one areas of function in the ‘e-ROSES’ Database

system are able to be discussed. It is regarding the list of information on

society’s application for registration at Registry of Societies (ROS) Malaysia,

Sarawak according to Division in Sarawak. Below is Figure 2, real-sample of

regarding ‘e-ROSES’ Database system functionality.

Figure 2: List of society’s application at Registry of Societies (ROS)

Malaysia, Sarawak for the Division of Kapit

Bil
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3.3.1.1 SWOT Analysis on ‘e-ROSES’ database system

Table 1: SWOT Analysis ‘e-ROSES’ database system

Strengths Weaknesses

1. Variety information of registered 1. Not User-friendly database system

Societies
2. Too basic interface within database

2. Variety of function. system

Opportunities Threats

1. Transform into attractive interface | 1. ‘System off-line’ problem
database system.
2. Too dependent to main-server
2. Dual-Language database system.

Above Table 1 is the SWOT Analysis which shows the strengths,
weaknesses, opportunities and threats for ‘e-ROSES’ database system. The
strength of the database system, it has variety information of registered
societies. For example based my own observation, the ‘e-ROSES’ database
system contain flow of society's application, society’s spread minutes,
society’s committee members, result of society application for registration,
society’s financial statement, society’s category, society's logo and etc. These
will enable the personnel for easy access regarding the society’s information.
A part from that, it also has variety of function and one of it is ability to produce

and generate statistical information document as being shows in Figure 2.

The weaknesses of the database system, it is not-user friendly

database system. Upon my inspection, the database system font size is too
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small which is not legible resulted difficulty to be readable. Plus, the main
database interface which certain function icon button was place improperly.
This brings confusion towards the database system user. The database
system also have too basic interface. The interface in ‘e-ROSES’ are mainly
consist two colour of blue and white. This make the interface look

uninteresting.

The opportunities of the ‘e-ROSES’ database system is to be
transformed into attractive interface database system. As being stated in the
weaknesses, the interface in ‘e-ROSES’ are too basic which mainly consist
two colour of blue and white. An attractive interface database system will have
variety tone of colours which directly make the fonts become more legible.
Another aspect of opportunities is to transform the ‘e-ROSES’ database
system into dual-language database system. Currently, it only exists in Malay
language. In the future it is best for the database system to be in dual-

language which is Malay and English language.

The threats for ‘e-ROSES’ is risk of ‘system off-line’ problem. Whereas
during the peak working hours the database are easily congested which later
on cause the ‘system off-line’ towards the database system. When ‘system off-
line’ occur, any key-in of data into the database system would be impossible.
This would surely affect the productivity of Registry of Societies (ROS)
Malaysia, Sarawak. Another threats for the database system, it is too
dependent to the main server. The main server of ‘e-ROSES’ located at
Registry of Societies (ROS) Malaysia, Putrajaya. Every database maintenance

process being conduct would affect the whole state-branch in Malaysia.
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3.3.2 ‘e-POSFE’ database system

‘e-POSE’ is one of the database systems created by Registry of
Societies (ROS) Malaysia, Sarawak. ‘e-POSE’ stands for Electronic Postage
Search Engine. ‘e-POSE’ database system was created by using Microsoft
Access 2007. The function of ‘e-POSE’ database system is to store the
mailing addresses and mailing record for whole registered society in Sarawak.
The database interface consists of reference number (No.PPP), date of letter,
posted date of letter, recipient name, recipient mailing address, type of letter,
postage category (for example registered postal address, normal postal

address) and remark.

By just entering the registered society reference number (No.PPP) into
the database, later it will show the registered society’s mailing address. And
through the database system, the registered society’s mailing address can be
directly printed on top of the mail envelope accordance to standard size of the

mail envelope.
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Below is Figure 3 which shows the replica-sample of ‘e-POSE’

database system.

Figure 3: Replica-sample ‘e-POSE’ database system
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3.3.2.1 SWOT Analysis on ‘e-POSE’ database system

Table 2: SWOT Analysis ‘e-POSE’ database system

Strengths
1. Ease the mailing process

2. Record the all mailing process
towards registered society

Weaknesses

1. Difficulties to keep record when
changes of mailing address being
made

2. Incomplete data

Opportunities

1. The database being established

in internet

2. Categorize the registered

society’s mailing address based on

areas

Threat

1. Lost of database system

Based on Table 2, it shows the SWOT Analysis on ‘e-POSE’
database system. There are two strengths of ‘e-POSE’' database
system which is, it ease the mailing process done by Registry of
Societies (ROS) Malaysia, Sarawak personnel. Whereby the personnel
were no longer require to look manually by referring upon registered
society mailing address inside the Record Book of Registered Society’s
Mailing Address. While the second strength is the database system is
able to record the all mailing process being conduct.

process being recorded are date of letter being delivered, type of

postage (for example Registered Mail or Ordinary Mail)
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In term of weaknesses, the ‘e-POSE’ database system will make
the personnel to face difficulties to keep record when changes of
mailing address being made, as registered societies may change their
mailing address yearly due to certain circumstances. As result, the
personnel may to need repeat whole process again by entering new
mailing addresses again. Another weakness of the data base system is
incomplete data. As the database system is still new for usage, some of
the registered society’s mailing addresses in Sarawak were unavailable

as the data still not yet being key-in.

The opportunities of ‘e-POSE’ database system, it should being
established in internet. This means, the database system will accessible
by using internet. It certainly avoid data lost in database system as
currently, the database system being stored in only one of the computer
in Registry of Societies (ROS) Malaysia, Sarawak. Next opportunity is
the database system can be developed with the ability to categorize the
registered society’'s mailing address based on areas (for example,
Kuching, Samarahan, Sri Aman and etc.) As today, the registered
society’s mailing address stored accordance to alphabetical order of

society’s name only.

The threat of ‘e-POSE’ database system is lost of database
system as being mention earlier the database system only being stored
one computer in Registry of Societies (ROS) Malaysia, Sarawak. As if
the particular computer malfunctions, the ‘e-POSE’ database system

will lost.
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3.3.3 ‘e-urusan kaunter Sarawak’ database system

Every document which been submitted by registered societies yearly
will be recorded before the document being process and analyse. The
applications of society for law amendment received were recorded through “e-
Urusan Kaunter Sarawak” which created by Microsoft Access 2007 software.
The database system consist several types of service counter. One type of the
service counter is “Akuan Penyerahan Permohonan Pindaan Undang-
Undang”. Whereby, every submission of application regarding registered
society intention to make amendment in its society’s law will be recorded in by

using ‘e-Urusan Kaunter’ database system.

When the registered society wants to apply for its law amendment, it
must first the approval from the Director of Registry of Societies (ROS)
Malaysia, Sarawak. The requirement needed for the purpose of the society’s
law amendment, the particular society must submit Form No.10 in two copies,
five copies of Amendment Paper, two copies of Meeting Minute together
stipulate with fee of RM10 and all of the stated document copy must be

signature by two main position people within the society itself.

Hence through ‘e-urusan kaunter specifically in “Akuan Penyerahan
Permohonan Pindaan Undang-Undang” there is the checklist regarding the
needed documents to be attached for the purpose of the society’s law

amendment.
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Below is a Figure 4 show the real-sample of ‘e-urusan kaunter

database regarding ‘Akuan Penyerahan Permohonan Pindaan Undang-

undang’.

Figure 4: Real-sample of ‘Akuan Penyerahan Permohonan Pindaan

Undang-undang’
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for law amendment are not approve. As for the time factor, we know the
best rate of productivity in work is much related time-saving process.
But for this particular database system it is time consuming as the user
need to tick the each provided box for every document attachment
being checked. Despite that, when society’s application for law
amendment is not approve, the same particular society will again have
to undergone the same previous check-list process and the previous

application data must be revoked first by the personnel.

The opportunity of this database system it should being
established in internet. This means, the database system will accessible
by using internet. It will avoid the department from lost data incident as
the particulardatabase system being stored in only one of the computer

in Registry of Societies (ROS) Malaysia, Sarawak

Meanwhile, the threat for this database system is again lost of
database system as being mention earlier the database system only
being stored one computer in Registry of Societies (ROS) Malaysia,
Sarawak. As if the particular computer malfunctions, the ‘e-urusan

kaunter’ database system will lost.
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3.3.4 ‘Smart Click’ database system

The ‘Smart Click’ database system was used to keep track the record of
file being used by the department staff. The ‘Smart Click’ system was
developed by personnel of Registry of Societies (ROS) Malaysia, Sarawak by

using Microsoft Excel 2007.

Through the system, the officer in-charge of file room wills able work
more efficiently tracking the file which may use during urgent matters as the
file room consist thousands of file record regarding the society being
established in Sarawak. The system consists of reference number of
registered societies (PPP — only for Sarawak State reference only), name of
society, date of file being borrowed & returned to the file room, section which

used the file (For eg: PT1, PT2, PT3, PT4, PT5) and remarks.

Below in Figure 1 is the replica-sample of ‘Smart Click' database

system and its functionality.

Figure 5: Replica-sample of ‘Smart Click’ database system

NO. NAME OF SOCIETY DATE OF FILE | DATE OF FILE | REMARK
PPP BORROWED RETURN
1151/89 | KANOWIT BENEVOLENT | 12/1/2012 17/1/2012 PT4
SOCIETY
1083/78 | KUCHING BENEVOLENT | 31/1/2012
SOCIETY
1255/89 | SARIKEI BENEVOLENT | 23/1/2013 24/1/2012 PT2
SOCIETY
1345/80 | SIBU BENEVOLENT | 26/1/2012 PT1
SOCIETY PROCESS
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3.3.4.1 SWOT Analysis on ‘Smart Click’ database system

Table 4: SWOT Analysis ‘Smart Click’ database system

Strengths
1. Proper listed Name of Society

2. File usage can be track.

Weaknesses
1. Reference Number of Society

2. Human-Errors

Opportunities
1. Alarm-System

2. Automatic Up-date

Threats
1. Data Lost

2. Database Malfunction

Above Table 4 is the SWOT Analysis which shows the strengths,
weaknesses, opportunities and threats for ‘Smart Click’ database
system. By relating to Figure 4, we can see that the database system
had listed the name of society according to alphabetical order. These
create an easy way upon searching the file of society record which also
displayed its reference file number (NO.PPP). A part from that, the file
usage also could be track by using the ‘Smart Click’ Database System.
For example in Figure 4, the file of Kanowit Benevolent Society was
borrowed on 12 January 2012 and returned on 17 January 2012 by PT4
which refer to the Enforcement Department of Registry of Societies

(ROS) Malaysia, Sarawak

Meanwhile, the weaknesses for ‘Smart Click’ database system is

reference number of society which are not being arranged according to
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numbers, as different society have number of reference. As showed in
Figure 4, even though the societies listed were from the same category
of societies; yet the number of reference (NO.PPP) is not quite similar.
Another weakness of the database system is Human errors. Whereby
by referring into Figure 4, the date of return for the file Kuching
Benevolent Society were forget to be key-in into the database system.
Plus another example of human errors in Figure 4 is, for the usage of
file Sarikei Benevolent Society the date of the file being borrow wrongly

being key-in which is 23/1/2013 while its return date is 24/1/2012.

in term of the opportunities of ‘Smart Click’ database system, in
my own observation it is perfect if the database system owned Alarm
System and Automatic Up-date function. With the Alarm System
function, the personnel whom used the database system will be able to
know how many days were the particular file being borrowed and alert
its due date of borrowing period. Meanwhile for the Automatic Up-Date
function, the ‘Smart Click’ database system should be link with e-roses
database system whereby it will enable to automatic update for every

newly-registered society.

The weaknesses for ‘Smart Click’ database system are the risk
of data lost. Currently, the ‘Smart Click’ database system were only
stored manually in one computer at the file room of Registry of
Societies (ROS) Malaysia, Sarawak and being stored online in the
internet for better access for other personnel of the department itself.

Another weakness is the database system is also visible to the risk of
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data malfunction. As the database was only created by using Microsoft
Excel 2007, the capacity to hold the data of thousand of registered

societies in Malaysia may affect the database system stability.
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Chapter 4: Recommendations

4.0 Recommendations on Registry of Societies (ROS) Malaysia, Sarawak

The chapter 4 of recommendation is much related to chapter of the analysis,
whereby as we can see earlier the SWOT Analysis are being conduct towards main
four database systems in Registry of Societies (ROS) Malaysia, Sarawak. Through
the finding of the SWOT analysis, | hereby would like to recommends five

recommendations.

Each of recommendations being made related to the topic of this particular
practical training report which is Database Systems at Registry of Societies (ROS)
Malaysia, Sarawak. Hence, the recommendations based on the weaknesses of the
each database systems and also other influential factors such as the working
environment, the acceptance of the employees regarding the usage of own-branch

developed database systems and etc.

Based on my own observation upon Registry of Societies (ROS) Malaysia,
Sarawak during my practical training period; | found the department have its own
Innovative & Creative Circle group which developed the database systems. Another
part which | noticed, the department still doesn’t have Information Technology (IT)
section in maintenance of the database systems. Besides that, the employee’s level
of acceptance towards the usage database systems is still low. Another matter is
regarding the database systems which developed by Registry of Societies (ROS)
Malaysia, Sarawak only being stored in the department’'s computer without any online
database back-up. The function of main database system e-ROSES also still limited

in favour of the public participation for example society registration process.
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The recommendations made is also being relate to several courses which I've
took during my study in Bachelor of Administrative Science (Honors). My
recommendations are hope to be the source for the improvement of Registry of

Societies (ROS) Malaysia, Sarawak database system in the near future.

The following sub-topic is about the recommendations suggested by me.
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41 Enhancement of Innovative & Creative Circle in Registry of Societies

(ROS) Malaysia, Sarawak

In Malaysia, Innovative & Creative Circle (ICC) (which also known as
Kumpulan Inovasi Kreatif) was first introduced by Malaysia Administrative
Modernisation Planning Unit (MAMPU) with a purpose to improve the public sector
improvement in the enhancement activities to improve the quality and productivity of
government sector or agency. Hence, government department or agency was being
encouraged to form task group in-line Innovation Creative Circle (ICC) concept. With
the different changes in the environment needs the government agency to implement
enhancement in its service delivery. This is through the effort in innovation and
creativity in the whole level of employees and section. The implementation of
Innovation Creative Circle (ICC) involved techniques being used in problem-solving

which been diversify.

According to (MAMPU) the concept of Innovation Creative Circle (ICC) can be
understood through the definition of innovation and creativity. Innovation defined as
method of finding ways to create better product or service through modification or
enhancement. With the assembly of creative and innovative ideas in any work

aspect, it can improve the quality and productivity of the organization.

Whilst, creativity is an ability or capability to invent, create and produce
something new or in form of new shape through imagination skill. These involved the
ability to think new unique and attractive ideas, critical thinking ability and doing
analytical evaluation with the ideas and later on giving opinion for the problem
solving, plus the ability to think practically which could transform the idea and theory

into the form of application.
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And as for the Registry of Societies (ROS) Malaysia, Sarawak it has its own
Innovative & Creative Circle (ICC) team. The team is the man behind the ideas which
creates Registry of Societies (ROS) Malaysia, Sarawak own database systems such
as the ‘e-POSE’ database system, ‘e-urusan kaunter’ database system and ‘Smart
Click' database system. In my observation during the practical training period,
Innovative & Creative Circle (ICC) team only gather for group discussion twice a
month regarding the innovation of developing new database system with each

session comprise of 2 hours discussion.

In my opinion, the Innovative & Creative Circle (ICC) team discussion for twice
a month is insufficient if they intend to create better innovation of database system.
With the limited time of discussion, these may slack the implementation of Innovative

& Creative Circle (ICC) in Registry of Societies (ROS) Malaysia, Sarawak.

Hence, the top level management of Registry of Societies (ROS) Malaysia,
Sarawak should be more concern regarding this matter whereby the department
holds numbers of information for the registered societies in Sarawak. Moreover, the
top level management should emphasize the employees to participate in Innovative
& Creative Circle (ICC) team by giving new ideas and opinion which enhance the

department productivity and service delivery especially when dealing the publics.

Currently, Innovative & Creative Circle (ICC) team of Registry of Societies
(ROS) Malaysia, Sarawak is working on a project development for new database
system which able to notified the employees on task and work to be done, plus the

notification of the due date for each task and work to be done.
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4.2 Organization expansion for Registry of Societies (ROS) Malaysia,

Sarawak

In my previous lesson of ADM551: Human Resource Management course, it
stated expansion of organization is important for the purpose of the efficiency and
effectiveness of the department itself. The Organization expansion process is a
complex task since it is associated with the replication, addition and recombination of
existing routines (Nelson and Winter, 1982). Managers have to identify and evaluate
different expansion opportunities as well as to manage their implementation. They
have to invest time and attention in recruiting, training, and assimilating new
managers (Penrose, 1959). Plus this matter also much related to the career

development among employees and theirs job satisfaction.

Currently Registry of Societies (ROS) Malaysia, Sarawak has 2 branches in
Sarawak which main-branch in Kuching and the other one is sub-branch in Miri. With
the rising numbers of registered societies and customers demands of service, the top
management of Registry of Societies (ROS) Malaysia should considered upon the
department expansion over the other divisions in Sarawak for example in
Samarahan, Sri Aman, Sarikei, Sibu and Bintulu. Through this department
expansion, indirectly it would create career development among the current Registry
of Societies (ROS) Malaysia, Sarawak employees and also create job opportunities

for the citizen as well.

Career development is “a developing, progressing process whereby an
individual proceeds from a point of having no career direction to that of attaining a
career consistent with his or her interests, abilities, and aspirations” (Bachhuber &

Harwood, 1978). Key features of successful career development are self-awareness
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predicated on learning and centred in relational activity (Hall, 2002; Kram, 1996;

Kyriakidou & Ozbilgin, 2004).

Through career development it would create sense of job satisfaction among
the employees. Hopkins (1983) defined job satisfaction as “the fulfillment or
gratification of certain needs that are associated with one’s work”. Herzberg (1968)
theorized that job satisfaction and job dissatisfaction are separate constructs. He
hypothesized that job satisfaction was determined by the employee’s ability to attain
personal and organizational goals, and dissatisfaction determined by the work
environment conditions. Thus, career development is very much related to the work
environment conditions. If the organization fail to give the employees opportunity of

career developments, it may lead to job dissatisfaction for them in the long-term.

Another organization expansion could be made through the establishment of
Information Technology Section in Registry of Societies (ROS) Malaysia, Sarawak.
Currently Registry of Societies (ROS) Malaysia, Sarawak did not have the existence
of Information Technology Section. Based on my practical training experience,
Registry of Societies (ROS) Malaysia, Sarawak personnel often face difficulties when
facing online database system malfunction and server problem; whereby they have to
outsource private contractor to settle database or server malfunction problem. This
problem would certainly affect the job productivity. Hence by creating Information
Technology Section, the problem could be avoided and the job productivity will be

improved in the near future.
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4.3 Motivate the Registry of Societies (ROS) Malaysia, Sarawak employees

for the usage of the own branch-produce database system

Based on my observation during practical training, some of the employees in
Registry of Societies (ROS) Malaysia, Sarawak were reluctant to use their own
branch-produce database system. One of the factor which lies upon reluctance to
use the existing database system is resistance of change. When there is existence
resistance of change in an organization, it may lead the organization itself into failure
state of change initiatives if no action were taken by the top level management. Many
authors (Lawrence, 1954; Maurer, 1996; Strebel, 1994; Waddell and Sohal, 1998,
among others) stress that the reasons for the failure of many change initiatives can
be found in resistance to change. Among the source resistance of change is wrong
initial perception is to change, low motivation for change, and lack of a creative
response (Beer, M. Eisenstat and Spector, 1990). Hence, the top level management

should input high motivation for the change of resistance among the employees.

Undoubtedly, resistance to change is a key topic in managing change and
should be seriously considered to help the organization to achieve the advantages of
the transformation. In context of Registry of Societies (ROS) Malaysia, Sarawak the
top management must identify what is managing change in order to transform the
employees for using new implemented database system in the future achieving better

productivity.

The top level management level acted as the leader in an organization. Hence
based on my learning on Managing Change course, a perfect leader must be able to

manage change within the organization.
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Thus, in order to solve the resistance to change problem, top management
must take the right approaches which can motivate their subordinate to accept the
change initiative which is to practice the use of own branch-produce database
system. One of the approaches is mentoring program. Mentoring and other
developmental relationships are essential to helping individuals strengthen their
ability to learn at a pace and breadth that is required in today’'s work places (Kram,
1985). In the case of resistance to change in of Societies (ROS) Malaysia, Sarawak
mentoring initiative upon how to use the newly developed database systems must be
implement to those employees whom is Information Technology (IT) illiterate. As
Information Technology (IT) illiteracy is one of the factors which contribute to the

resistance of change using database system.
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4.4 Online database system

Based on my observation, most of the database systems developed by
Registry of Society (ROS) Malaysia, Sarawak such as ‘e-POSE’, ‘e-urusan kaunter’
and ‘Smart Click’ were not being stored online in the internet as it only being stored
manually at the department’s computer. Hence, it is better for the department to store
the database systems online. Whereby, it later will give easy access for the
employees in the department to obtain data and information. Moreover, the database
systems as well can be secure with security purpose features for instance user name
and password are required in order to access the database system. This locks out
any eyes that should not view sensitive reports or confidential information. File
cabinets can be compromised. They can be stolen, accidentally destroyed, or lost.
Databases add another level of security to valuable information. A database can be
stored in a remote facility which is through online internet unaffected by devastating
events such as fire or thievery. The online database system will also easy to be

update and synchronize the current data with new data obtained by the department.
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4.5 Public participation in e-ROSES database system

‘e-ROSES’ is the database system which hold the Registry of Societies (ROS)
Malaysia, Sarawak information concerning registered society all over Malaysia.
However, currently the database system did not feature any public participation

especially in the society registering process.

In the future Registry of Societies (ROS) Malaysia, Sarawak may want to
considered paperless system in their working process of registering the societies.
The paperless system certainly will reduce the department expenditure in
implementing the registration job. Whereby, the public able to undergone society
registration process through online e-ROSES database system. Through these
feature, societies in Sarawak would be able to register with Registry of Societies

(ROS) from anywhere by just going to the official website of ‘e-ROSES’.

Apart from above, the database system may perhaps have other features such
as customer support centre, online registration fees transaction and other relevant
online functionality. With the enhancement of functionality this database system, it
will encourage the public to register their society with Registry of Societies (ROS) as

there is less bureaucracy involve and the process workflow is more easier for them.
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Chapter 5: Conclusion

Registry of Societies (ROS) Malaysia is the agency under supervision Ministry
of Home Affairs. The main responsibility of Ministry of Home Affairs is to ensure the
internal security of Malaysia. As for Registry of Societies (ROS) Malaysia, the main
function is towards management of societies. Hence, Registry of Societies (ROS)
Malaysia obligation is to ensure orderly registration of organisations and societies in

accordance with prevailing laws of Society Act 1966.

As a broader view of my practical training report at Registry of Societies (ROS)
Malaysia, Sarawak regarding its database system, it is better to look first upon the

advantages and disadvantages of using database systems itself.

Generally, the advantages of using database systems are extensive. Without
it, it will be hard to find a decent system of keeping and managing information. In
recent years, the increased flexibility and user-friendliness of databases make these
systems a crucial business and management component. Database systems also
save time. Instead of using endless piles of paperwork, a database pulls up
information with simple query. A user can enter in specific keywords in order to recall
information. The database becomes a more efficient solution than paper files held in
a file folder. Nevertheless, database systems assist the communication process.
Larger organization can benefit from database when information is able to be spread
to various users. For example, Registry of Society (ROS) branches all over Malaysia
able to share central information, it would be practical to implement a central
database that can be viewed by all employees at Registry of Society (ROS) Malaysia.
Through this way, once information is added, it is viewable by all, aiding in a cohesive

work environment.

52



Meanwhile, there are as well disadvantages of using database systems. First
disadvantage is database systems are complex, difficult, and time-consuming to
design. In order for certain database systems to be created, it needs the experts to
develop the system. For example, the development of main database of ‘e-ROSES’
for Registry of Society (ROS) Malaysia involved collaboration of the department itself
with Home Affairs Ministry’s Information Technology (IT) Department, National
Registration Department, Royal Malaysian Police, Prisons Department and National
Drug Agency. A part from that, the substantial hardware and software start-up to
develop a database system is costly. The damage to database also affects virtually
all applications programs. Means, any failure of database system would probably
slowing working process for the department especially serving the public. Another
disadvantage of using database system, it required initial training required for all
programmers and users especially employees whom are illiterate of using technology
and those employees whom resist using database system due to its complexity at

certain point.

The conclusion of my practical training report summarizes all previous
chapters which are from Chapter 1 until Chapter 4. | will summary of discussion of

each chapter in the report by highlighting the main points.

We will start with Chapter 1 which is the Introduction for the practical report.
Chapter 1 consist the introduction of Registry of Societies (ROS) Malaysia, Sarawak.
The history begins when the Malaysia government formed Registrar of Societies in
Kuala Lumpur in 1968 which later on lead the establishment of Registry of Societies

(ROS) Malaysia, Sarawak. The general function of Registry of Societies (ROS)
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Malaysia is about registration of societies and political parties. Other function is to

monitor the activities within the registered societies.

Meanwhile in Chapter 2 which is Schedule of Practical Training, it actually
consists of the explanation on task or job being given to me during practical period.
Being a student Bachelor in Administrative Science (Honors), task assign to me
during the practical training is more towards administrative jobs. Even though the
period of practical training only consists of five weeks, | was still given exposure on
all section in Registry of Societies (ROS) Malaysia, Sarawak. The most exposure
given to me is regarding the database systems being use in Registry of Societies
(ROS) Malaysia, Sarawak. The database systems were consist of two category
which the one which developed by Registry of Societies (ROS) Malaysia Headquarter
and the one which developed by Registry of Societies (ROS) Malaysia, Sarawak. All
of these database systems are being used as the storage of information and record
registered society. | was also taught by my colleague the ways of using the database
system. Despite from that, | was also given exposure into other job field for example
stock checking task, creating new file for new registered society, checking invoice

and etc.

For Chapter 3 the report was focused into the analysis of database system
used in Registry of Societies (ROS) Malaysia, Sarawak. There are two categories of
database systems exist in Registry of Societies (ROS) Malaysia. One of it is the main
database system which being constructs and control by the Headquarters Registry of
Societies (ROS) Malaysia, Putrajaya such as e-roses database system. And another
category of it, databases being construct by Registry of Societies (ROS) Malaysia,

Sarawak such as e-POSE database system, Smart Click database system, and e-
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urusan kaunter Sarawak database system. In this chapter SWOT Analysis
conducted towards database systems is based on my ‘environmental scanning’ and
observation during the usage of the database systems. But due to the confidential
information circumstances of the Registry of Societies (ROS) Malaysia Database
system, some of the database samples were created as replica-sample only. In order
for the analysis to be clearer, SWOT Analysis (which is Strengths, Weaknesses,
Opportunities and Threats) are being identified for each database systems. It results
the local-produce database still own strong weaknesses compare to strengths, but
hence it can be improve in the future by using the listed opportunities. As the for the
threats of each database, preventive measure listed must be taken by the

responsible organization thus will avoid the incidence occur.

In Chapter 4 of Recommendations, is much related to Chapter 3 of the
Analysis, whereby as been sees earlier the SWOT Analysis are being conduct
towards main four database systems in Registry of Societies (ROS) Malaysia,
Sarawak. The main four database systems is, ‘e-ROSES’, ‘e-POSE’, ‘e-urusan
kaunter’ and ‘Smart Click’. Recommendation being made related to the topic of this
particular practical training report which is Database Systems at Registry of Societies
(ROS) Malaysia, Sarawak. There are three recommendations regarding the database
systems used which is Enhancement of Innovative & Creative Circle in Registry of
Societies (ROS) Malaysia, Sarawak; Organization expansion for Registry of Societies
(ROS) Malaysia, Sarawak; and Motivate the Registry of Societies (ROS) Malaysia,

Sarawak employees for the usage of the own branch-produce database systems.
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As a general conclusion in my opinion, with the rising numbers of registered
societies in Sarawak, Registry of Societies (ROS) Malaysia should consider the
expansion each of its state-branch. And one which may make the organization
expansion possible is through the development of various database systems. This
will ensure the burden and complexity of works within the employees can be reduce

and directly boost the organization productivity and performance.
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Instructions
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of registered societies . All_of the

data_belag obtained from the

SUPER ViSORS REMARKS

|
e e R i E—

Ras onling databas® S Ysren

which named ROSES. ROSES

(Consists datd of rgis tored Sacietios
{Maiﬂlg about applicattol f@_w’,

(ommittee members  application

| WSa(+ addres § of jg([ﬂ?l“?\S

fnqnma’ 5%4&070/7’/ %ype of

T?G_C_"”l’e\s_ /000 of SOC/f'/lﬂ,S 404

[ ®
Jete. B

/‘ CLagviE T aair— T
At an’n.-- aran Pertiyf woulian

H DJ])‘v q!c _—




DATE

EXACT NATURE OF WORK DONE

[-2- 2012

The tas K werx ;—mi on- qgi_(\__q__

SUPER VISORS REMAR

( Wed/\udag ),

Comploding the [ofter addrese

for Ckuching Part 2) as the

[etHer moust pe delivered +0__a//

reqisfered sgcieties fimely. |
L |

Apart from “m/‘ T- was barnq » _

quan dask by Mr Edwin 4o detect |
Land chock any orver of addresses |

ospecially in apeas of Sibu

_Blﬂ_ﬂlmf Sri_ Aman) - My#ah and

C Paf FO*’Ma%) on H’M’ currént i"J’tJ

3 1)_069_,'!7525__2_0_’ : __ ]

otc based on Statistics report  |C

" i"rf.nd“f'

- ,-(r': -‘

.f“‘t'{LY

—-— .._,1__,,_

vuit ?macu

eri Saraak




| DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS
(222007 | The dask was sl on-going )
(Thuesday ) | completing the [efler adaress and |

it s conkinue d with (Kuching Part3)

which consist 0f 535 addresses

of [etter.

B i e

Conduct a fovmal meetiog The {ormal

_____LSﬁ_rawaK, Mr. Ken Loben. The fasks |
|are beinq distributed QCCOrdanC€ -

Man’rhg MQ‘?TI"E& bemq canddof?d dnd

L wae invited 45 gbserve how to

[Moeting is_mainly about segregation |

-}O\C ‘rﬂsk Gmor\j the 61ﬂ(€ of KOS Qmwa/(} o
upon handling the up oming Meeting of |

RGOS States Director all around
W(q\gﬁa which will thQ/z/ "n
kua/lina Savawak gn [9-13 Mdrcﬁ

420/2 Cheot(/LS—} of Jab gagrequ)m |

was presented bq Divecto 0{ ROS

o facilitation  transpgvtation
aspitability 4 food  eeting

(anagement and Ffo/d Trip & Games

Despite that The Vf}ec%a} also highl ghted

L unolorg Pooawai Tadhis

the officers involved {ar ROS  Sarawa

Qutroach qum_rrgme (n SI_b_d- -

!

— Hcgcr Szrawak

lvw‘ M q{

a1 Pendafiaren Pert ul d?‘an




SUPERVISORS REMARK

DATE EXACT NATURE OF WORK DONE
3.2.2012 Another new +a;quwen to me i
- (F,Vfdﬂ\l/) were to recovd HH’ datra Manua//tl _}

Mo the BooK of Law Amerdment |

With the help of Madpm Greer),

I was gu»‘d?d fo record a(«’ H?P_

amendment of |aw made by

fov the mondh - of Auqust and - |

rqgmtarza’ Socie#/8s in Sarwu/ﬂk’

September 20/| accom;lmq 7{0 e

fovr Raa:shrod Societ@s in SarawaK.|

onlin€  databage.

ROSES . e

.gu_rea_g(’_ of ‘Hl? manual e cord

\Lﬁ" law Qmmdfm’f?t .

rqq(_erUf 5:7007‘;55’ +U sz a/wat;,( |

Llpdafid The deci<i on (:Apprav’{’/

?Q}QC’f> 01( law amead men{ b():ni_"-

eing made will mgxe e reference |

made @ ‘HIJ? Der(,vLﬁr’ wee alsy
thf\_g V‘Q(Ordgd

For the Mmonth of /4119111’72 20/ _

|4 reqistered societieSmade

aQﬂHCa‘HOﬂ 'lEﬂY law Oﬁlﬂﬂdm?ﬂ%-

Maanwhiw for Sep%@rnber 2011 (4

~O |

_r_

DOREY |

rgustored sacreteS mad € applicat ior)

for law gmendment -

| ’_r__gf.:n—fiamw-,k

P mmom: Pe"awal Ts
Jaoatan Pends 'i‘amn Pwrruér:{

—




| EXACT NATURE OF WORK DONE

SUPERVISORS REMARKS

-|Each of +he law ameondment ba,\q

‘applied by the registered sociefies

CO‘/\S'S'LS of  mainly _fpr\S

of Amerdmeit - Which then

being vecorded into cod? (for

ida@_%‘€rca+ign _e_q_g_ggéQ_) R

Changt in Spcieky s Name ( Coded)

Chand" n Adrocs (Cad@ 2)

'Amana‘marr/ of Partld in Sacietyslaw.

( Code 3) +_"

Pzrmg;y,on of usaqe far Flag , fqmba/

7I0nRgS &

Oopawai Tadbir

& Logo  (code 52) 1

! ‘nd‘ Trrmit Pertubuhan

L— 23 24——&—»-—‘&«&1%—1%:'—-‘— ———




DATE EXACT NATURE OF WORK DONE SUPER VISOR S REMARI

== = SR

622017 Puble Hobtny i

( Monday) - Pmth Ma/:dmmad 5 /i W ) y

B;rv‘hdéy_ B - ) e

. | :

7-2- 2012 Mq "ﬂ\gk Condinued 7‘0’ N’Card +he ﬁéﬂ/ﬁ N
CTuesday) | mangally ints the Book ot Law

Amendint 4oy 'Qegfs fered Sgeiehis

in Sgrawak. he tagk are gntinued

for the_gmerdmont iq mpth- g

ch‘(/b(?rr Novempor ard Decempo -

Year 2011 according o 4 anhne
database ROSES. Th(’pwﬂdsé GF Hhe

mane {he re,{emn((’ fdr’ law

amendment  of registered Sscien €S

7L0 ho d/mq_s ugda/m’ qs It 15 d/ﬁw%

Fo/)ruart/ 20 2.

FOI’ vetord for™fhe mUﬂH7 of chvbi’f

201 5 registored gycioties pad? [aw

dﬂwndef, loligwed by the mowtt  Noyember

fecorded 19 spcieties apphed for law

amendment approvy [ While for the gear
end ol 2011 which 15 Deconber 2911

only 4 Sociedies a,pp/fp J for law ’ ‘

) 3

amendment.




Ri DATE

| EXACT NATURE OF WORK DONE

“89.2010

SUPERVISORS REMARKS

I was CI/V"” 7L6’J K 19 (omo/p%f the

(W_”ﬁdm{) /ﬁ&fpar*f of Lefter ﬂddhes\(

Y—

C/W/{me? fort 32). T las? pﬂy_f_ 0’,5
Letter  Addres < (l(uchmq Pm—f{)

1

Consists of more over than 300
| addresses. The copdent gf the [efter |
_Lis about the requived of yegictare &

| Socedies 10 submi? yeavly report

dicordin® _Sgoiefies Act 766,
Sechon 14 (1)

vand Mr- Coslgn . T was teach on

Later on, wh 4be help of Mr Lizap |

;Managé_ the record ot borrgwe & fite

and yelurned file by using the

Lf b | T JT_ l_l,_ Lr J_‘ L L T_, L
| |
| |

Compu for database " smart Click
The ‘Smart Click ” syc 1em was uséd to

_koe]_b track e vecord o f bile bo/@z usod by

the dépm%mpﬂ‘/ statt Through the sty

he 0(@(@)’ ~ in-charge of £l rgom wills

able work mare offici mf/(y trac Wing #he frse

which /h%l_.é/ﬂ d(jrzry (,((g?ﬂ'{. _7_-hé’ 5&17‘0’?

S0ci21i0s C”’O‘Oﬂ/_(/_ tor Sarawak f/m‘(’)

date of &ite being 60/%1/&{ 4 _ff_r%imqu and

Lrll_( AL LF N ﬁ: .u|:

(onsists gf reference nNumber of m\q:g#rfdﬁ.:;‘. Wil

sehyn whh uged the fite (g PT(prp, P73 FH)




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARY
-
4.2.2012 The fack was (ortnled Hen by | ]
( Thuesday ) learaing- an_how to cearch file .
docimet _in the filerom - Withthe | ]
help o Mr K.o.s/ﬂ,r), I was gwd«”ﬁ/ L 1
by him on how ts 1sgk for wegistered |
Society )€ document based op the | |
tefevence pumber (PPP pumber). L _]
e fite documents were placed in fwo .
sepgrate places which are ingide . - i
the {ile room ang in- frant of the | 4
§1e vgom . Both of the places gpsists | — "
numbeg__gg_ __(i/f (apinet. @V_Sag_/‘ﬁfQJ N
wheh from the year 1999 and below, |
the dite_ were placed in the€ cosine? S FS——
| t0-6pnt of the file room, while | e i
for sacieties which) registored fram Very een %

the year 2000 and absve. the file |

Were p/aced in the cabinet inside

0f the £1¢ room. i




EXACT NATURE OF WORK DONE SUPER VISORS REMARK

DATE
10.2. 2012 Aﬂgr Jegrne f '|[0r ﬂ//ry;é/;ﬁm_ﬁr
( Friday )

1he post Sdags T wos tmally
qien_responsibily to & the

fias o e ene of Suken T

ospedally for Kuching ( fartd

& fart 2) The filng process o

consists of move than 800 copres | _

L of leffers. The Jetter will the

be {iled accordance fo the rtfermee |

number of the Gite. (PP number )

For axample PPP 1050 /08 Jid <

-
(Number (080 vofec 1o the number |

of the {M‘h‘icu/ﬁr file. /MM_”_@’/K;____._ —— __ o m——

(08 refers the years of the {71€ _%wa_eé wﬂuﬂ
was cveated). White (Jld2 | Yo leaan .

refor 16 the second jellied of : |

Tegisteved  soCiedies docymen 5_;”;_-_.. |




-g I =

. DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS
l32_20'2 The Hask con%mug/ filing pm(e-cf | B
(Monday ) wforgﬂpj of the lefler Sociehes -
| Ad’ l%é Section (¢ 1) 4 comes -
] i_n+o_ ( Wuching fart 3 ) The { ling | i B
Linwvolved mgre gver Hhan 300_ Liles. B -
 Mast gf e leflers wert forthe |
C|Sucihies  which registered from the | d
(Year 2000 until 2010. The fesk | o
WS done, l’y inserting +he Copy O[ 4 - -
| - the letfer ints the f e documens on o -
g _____th” hghf hand <ide of he 1[/(7 R B
I Heol€. These methad will make the
L_ dowrnm+ flewin be easiex T be- m(e_r S{(NMMJMVE;

- _m HW Near fur”(,{f’% -

L aeommn=—e  wuills e =

}_ ——— e e

- e ————— e ey — ——— e
|

- (- . R — _




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARK
S &
14.2. 2012 The 125k continued {rma Pracec< for o
( Twosday ) Capy of fhe letter 506,919&5 Act 1966 N
Secton 14 C4). T comes inte | |
C Kuching Part 3)- I is now _/nw/l’f’/_*j‘ S |
the tegistere d sgcioh s trom the | S
yeav (990 gnt/l (999 The tedfer<s
dmounted {Or More 1han 500 | - |
N_q[h‘Qrgé SGc.et s B ) ﬁ
S e
_— ’ KJ GUETY
- - o - _m bF ian
o I
; I
S -




DATE

15.2. 2002

| 3 _ - -
—hAnsfh?r New Task o_( _(;_‘i{(rj-_wc_z; given

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

uidnesday)

—

10 me . W#h the assistance d( Madam

| Amy T was giver) responsibility by

urgent action which focused on the

\Main 4 sectio of Kegistry of Seciefry

\Pyartment, Socicty Management Unit

E) | (/{n"f- )
|

__r’a—MO@ 1‘_/1_19-/5;#(?:_:5_ _é?r]d____dq camonts

which neod wvgent afthention are the

 Control unit Enforcement Unt and |
 Human  Resource & Severce Management|

002 rtgarding the approval of security
from  Special Braach  Bukit Aman
PDRM . Socitios that need Security

approva | are relgion spcietiec, poltical,

LSacieties and _also societies which

(Nvalve (n Sensitive elements.




- ——

DATE EXACT NATURE OF WORK DONE | SUPERVISORS REMARKS
— B T ______4—
16:2-2012 | T was giventask by ono of my |
CThusday) | officer, Madam Masmypah %0 help | - |
hor to Prepare the sliide presentatiop | |
bq using M:cra;a{+ Oftce fower Point | !
Software. The J//c/{’ presertakon 7‘0//6'_ 1

s Veqarc//nq the Moﬂdqzmmf of |
Societes.” The 1gtal number of shde | B
\was 64 stides. Flus; 2 new sabfopre }
) amendment of society’s law and - |
amondment of Societies Act 1964 o
Section 9 (b, The siide presentation) | o
_ are alsp being prinfed in hand-out | | |
o 7£or_m7.__.givm o the 'ﬂarf)'C/ﬁdn#S whom___ |I |
- will .Viom*} the m,adm\g- - | o o
Later on_with the help of Mr. Ibrgbym, | - |

I prepared the pumerical tag fov tht |

{ile of the year 2011 and 2012

These nymerical %ags are faggml a‘f I S{wwu V\JeAgrf

the <ide agf the pockﬁ Lle. The > "U(wl\&{/\e!:(

purpose of the numerical fag is making | o (mh .
the process searchipg Lor €ile became P |
Much easier and efficient L /"(/ —

(
rm&“ *1) GOREY

Hen Oh"ﬁTuQ:‘ sal LELor
i l»‘,ir-t—'lﬂ—gt—!l-—.—‘-.miﬁﬂ &3 “’“Ibuizaﬂ

oo i{&if.z‘/v’d}&




EXACT NATURE OF WORK DONE

| Magnwhi o in the zwn;r{q withthe

SUPER VISORS REMARKS

-gu'danﬁh/’ﬂdﬂ_m_glbdf)- I was
giver) Job to do check stock in

the store voom . The store voonm

etc- The stock of the stationery
utensils in the store  rom,

|d _'_?___bﬁggl_ Counted and recorded in

the  © Kad Potak Kewangom Ps - 477
Ta%dcarez V(”’guru’wn Stor 53

| These vecords are important Source

{or the Enanciaj section ac it Shawed

| every movement of new Xfm‘/ﬂﬂ@l/ |

statiopery utensils being used and

Contain_stationery utensi/s suchas |
| Papers pen files, note books and |

S el | VR |
i

fh_(’__gxp_lf)SeS 01[ the dfﬁc?rv‘*_f_ngf)z‘_,_ on the .

Utens; ls Aemy added It is also

/(_npdrfﬁﬂ/' {d_c the préparation 0/_

quditing process

owu New Stﬂf/aﬂé [y a%on_(/AS é?zrm

| added In the stere room are Z)mno

recoraed in the ‘Kod Petak Kewangay

fS t “Totawra Pengurusan Stor 53 " by

\writing #h¢_ (BB /BPES Loforence
[/Vamﬁﬂ r ) and fs @asz//l/ Fﬂt/ﬂd " (’:754 jﬂral(;

Mezroye Y, S7LF
S4WAL Tedhre

T e ',"_, i,
2 Peribuhzn

ST Sarawak

[ 3




EXACT NATURE OF WORK DONE |

SUPER VISORS REMARLE

DATE |
7.2. 2012 | T was they taught on the {illing
(Friday) of " Borqy Pertrotoran Stk

( Tatacarg P?naumsan Stor /43)

with the awdan(z from Madam

Susan. Based on e reference of

the dpcument in the store room,

the information1 then 4rans forre d _hi

i e r

into the form. Am(ma the partculor

rwc/et/ to be Lilled in the fmm

ave _application of stock d()#mLS B

4 OW/'Caﬁoﬂ 01[’ cpuanfn‘u OrdPV

| quantity of stock b@/ry approved,

+0+a[ numeV 0( Stfock l?_{j._fﬂd

note.




EXACT NATURE OF WORK DONE

T wmg mVFn new tacK far 1(/1( |

S

SUPER VISORS REMARK

p“’ﬂdrm(on 0’[ 50(/?7‘/&5 Mdn4¢gm0ﬂf

 Couse which will he hold 25 f"abruarq

2002 at Siby Public Library. As the

ovint Course will be held Out-s14€

of Wuchiog Area, ¢very preparatizd |

ﬂVO/V? 0 membors :[rvm VW&S%?H”/'

| socieby - With the instruction 1[*0/77 |

3 ot my officer in-charge of the

ovent cours® T was instructed 70

|pr05£/77£J//00 22 Sots Jurde ﬁ/]grﬂsu"

i o —

em/(za/m érm an & d/m f//iﬁM J

‘uf%'/u Al these were being ready for |

2ach one of the parbcipants.

tust be mad € early as parkicpent |

photocopy 70 sets of sfide hand- oot -

7;1? ffz?ﬁ‘or/@/ utenz /‘5’;_ ﬂe(&;é;’_ _7%/*

the course ¢vont which wrl/ be giver

o the parbeipants  iocldes ponci!,

plain A4 papers, KOs O\'eraa / Fa/pr Frlp

|

l
4

[

|

%D&AL(M
mem

and ROS Ofpeal Cerntriate. All of

_Hlé 57_%7/ onery ufenss/s Qqre ép/Zq oé/m'ﬂa_/.

from the chore roam with #¢ be/p of

Mr Iﬁ'ﬂ/wﬁ and d’ﬂ;?ral/d' from

Mﬂz/ﬂﬂ? Zarm/ﬂ ( 01[( cer (n- Cﬁdw fflrf Koom) Af" Tawe




DATE EXACT NATURE OF WORK DONE SUPER VISORS REM ARKS

21-2. 2012 The task continued by fnsft:ﬁg_q - _
(Tuesday ) | each of documents into e ROS |
Oftcal Paper File. These Ras - ;

Ofticia | Vaper Files will be given B

t6 qoch of the Pparticipants Of {he

L & /7
Soci efres Mdnagm’/(nﬁ Cw/m’.

Every each ‘Societies Monagément |

Cod s’ Must contamed J p/]ﬂfaCOf!([

set of ligt presan%afmn /}Jﬂa”aa'f

( Sacieties Mmagoméﬁf cf o naneid!

j%afd/}wﬂ%? 1 (‘Q‘f‘ mC evaliiatior)




DATE

EXACT NATURE OF WORK DONE

$22.2.202 4 (ary g Jrh( mgmmq Ihﬂ/pzc/ one

|
)

SUPERVISORS REMARKS

(Wﬂafﬂ@dﬂq)\ of my offices Magam Nor tadia |

o l_fO__,P_/_TO}_Ogo_,Pj__ﬂ original sociefy’s.
gty catificate gad ts  gmenamnd

of | GW for 3 ﬁgisfgi_d_iac;a+/'@5§

0 Bintuly . All of these PﬁWUCOEJl/V

|
|(,(/'// bﬂ needed for zﬂfarcﬂﬂwnf’
|mspo(,1t7017 puypasU au€ (OMP/&?/H&

1

¢bemg received bq ROs  Enforcement

UnnL

new fask bu _my_ansther O{L((’r Puar;
TYJ‘/ to b? V?Jpgng,b/( for dﬂ)’/dﬂ/ﬂf 7//,#

| ‘ bo 0 yse tor LD back-drop backgroun g

M(H" Cump m‘:o/) of [rsv‘ 7‘4;/( T was q/Vm:

rM/Ch?gfolfr‘ Pover pﬂfﬂf slide 7%0/}70 which

I{@r the Upcoming Soc/ety Marageiment

Caum which will be held at Sibu”

I cofisists 4 part “Welcoming Theme |

| Gurse Progran Yarticipatiog ¢ prtifieate

—
f&@}“\i REY

'z«“«-¥'?i‘:g, coawal Tadbir

Theme

Giving Ceremony’ gud “ Question & Answer.|
= ~ ERTR

l‘"ﬂ erlubunan
I} \"v.;’c:ri f*farnwak




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARK:

4

Later in the evening 1 was tasked

{

__{):g__Lhcg___Q{ﬁ(ar Mr. £&dwin fo &ﬂdrc/)

for 4.3 registered Sociefias

file docaments which Cafma'nz?f/

udder peneticiary society P/df

its Closed- Fife. Amarzq H\e ontre

4;_3__dooumfn{; file, 22 of the

| Socitties

owned Closed - Fr/e

which being placed in Box File.

A/ 01[ 1’1’1( commiftee members f%r’ 71/7(’

) 43 Numbocs  of 500?1‘/@5 were b(«‘mq

| recorded as the dafd,ls are bes ng

naadpc/ by Ros HQ A{or reference.




DATE ‘ EXACT NATURE OF WORK DONE

/52 %’2 \ W, H? 1he 4ack /s/my tor _43 N’qmﬂ;f'. |

! SUPER VISORS REM ARKS
|

Thwa’x«;) lsdum‘qg memﬁe, Conmitfee  dynt
| by Mr. tgwa 1 was aced o

veple W{ ma/mmi’ back intp

H’l? POCVML {/P BU usmg the 5/?7c?rc

R :u'ck database, T then recorded
| 5 the file ﬂ'ﬂéfln?m!is beig redurned

Lm‘w en. w/%h fhe qu,c/e bq Mac/dm

. Vﬂ’ron (a; 1 was q/vfﬂ 7‘451(__70

_ Dape— Fafraﬂcw Hh" ddéufﬂ?n”ﬁr wly </y nwdd

1apemg new {iles ., All of these

‘\n_pbu' ’{’W*S——bq'rl,d cremt_e_ﬁf‘n’)@dﬂf
_i_{gr registered <ocitties that apply

ostablishmegt of branches. Alj

reqistared <ocietits can on/q éf?%/;;};

.‘;-!-'j'i; CDOREY

210 IL‘ f‘r dv/ﬁl 13\))!‘“

; (f\S_ brﬂﬂC/} 0/1/'(/ wWith H]_P dp'pml/d/

V{ .'r_'m rr‘*-;q‘v "-.m 3 T
Meaéi Satawak

of E?gfsﬁ'ar af ‘C_OC’?U .




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMAR|
24.2. 2019 Educgtiona! [vp 16 Johor and
(Frfz/ﬂl) Singapore tor CSCH1F - Inferactv?| Guen permuzgas
= TR = ' = {
Muttimediot  Course - With #he to malke Heo
hp

qudan ® of my lecturer

| Sir £obert John Jnggat-

o ita |
aasy sl Tadoir

.,Jqf‘. .._-"‘_‘i-v
i thaian &’crtu.;umf
oindl ;

L et g
PRI

-
—_— S
— o — = h
— —




o , z = |
U DATE F EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

] 972 20/_[ [he fdsk (&n%/nuzd by arrzmq//)y
] (Mﬁﬂd’a_)\ the V?();;%Md’ Sgcroties (,(//?/c/?
__E /f)imdod fo app/y for the ostab/hmept
’ks Dmr)(h upon fﬁf dpprolfa/ Uf
K?glﬁrar ot So“c:o/il 8# (0oking
. ’”759 7 boes of Lle docemonts
_+gyyﬁf_ch Consists  more thay 500
_efters the docommnts of pertar
_teeded are buag atranged tirs€. |
_The documents are includes 1'ts
|-(Ain d0¢ial report Statenrer; f/
application A{orm £57 octablshmipt
LQ@O% hes and ofc.

]

‘T/"’ /"“/Wnts %hm /m‘ar &/7
handed 1o Madam Veropr o for

- the _actian opening of now {ites. ]

1 o P mr)xon" g "gawat Tadpie——

L WOSQ_Q_PW l[/lp—f weré '//700 p/d(?d labaian l spcniigran Pertubulian
E - ; rpuert Sarawak

Lin the Lile room for easier ‘

beforence in the futupe .




DATE

EXACT NATURE OF WORK DONE !

28-2. 2012

C Tues day )

of my o{((ad Mr Ea’wrﬁ +0 find

M& Morning tasK, T helped ane |

(,(//Hv /)umb/f C 7L0f éxfdmp/%p__

BO)( 23 ) 0 st( 7[')? E) roe£s

[cr z)"alooa HW Numb er 6/0\((’4./"_
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