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ABSTRACT 

This industrial training based on the period from 1st February 2017 until 30th June 2017 in 

Enforcement Section at Employees Provident Fund (EPF) Kofa Bharu, Kelantan. The trainee is 

placed under the supeNision of Miss Siti Meriam Binti Salim. The trainee is assigned to develop 

the filing and record management as a special project because the records are not well storage 

and it related with the course Management of Records in Organization (IMR451) and 

Classification and Filing System (IMR504) that has been learn the trainee at university. This 

special project that student determine which file that need to be keep because of own value and 

which file need to disposed. So, trainee has been responsible to make changes filing and record 

management before the Internal Audit check the files. The trainee also design the banner as a 

mini special project. However, the trainee also involved with other activities and programs which 

each of them gave new experience and gained a lot of knowledge. Throughout the industrial 

training session, the trainee had improved a lot of skills such as communication skill, problem 

solving, self-learning, teamwork and others. The industrial training session are going well until 

the end of the day. The staff in Employees Provident Fund (EPF) gave a very good cooperation 

with the trainee during the industrial training session 

Keywords: Employees Provident Fund (EPF), management of records, classification and filing 

System, electronic publishing, industrial training. 
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