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ABSTRACT 

Abstract: The trainee was attaching about 5 month in the records management 
company that is Prims Integrated Sdn Bhd. In this industrial training the trainee was 
placed at 4 departments that are Human Resources/Administration/Purchasing 
Department, Sales and Marketing Department, FSSHEQ Department and Operation 
Department. The trainee will rotate those departments during the industrial training. In 
the training activities, there are many experiences that the trainee collect such the 
function of do data entry process and data checking process, the function of barcode 
that were stick at the boxes and also at the files. Other than that, the trainee also learns 
on how to deals with clients during the process of approach them the services that 
Prism Integrated offers. During the industrial training, the trainee can learn that the 
teamwork is very important during do the task to ensure the task successfully complete 
at the right time. Furthermore the trainee can improve the soft skills such 
communication skill, willing to learnt and able to work under pressure. Industrial 
training is the place exposed the trainee to the real working environment. The 
application of knowledge, skills and experience during internships helps trainee to gain 
more knowledge than the knowledge during their study in university. Trainee gained 
some knowledge based on the training activities during internship as well as learns the 
soft skills needed in working environment. 

Keywords: Prism Integrated Sdn Bhd, Industrial training, experiences, data entry 
process, barcode, improve soft skills, teamwork, real working environment 
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iPPRiSM 
II f/1 Total Recoids Management & Solulions 

LEAVE APPLICATION FORM 
,;, 

(Please submit the Leave Application Form to your Supervisor or Team Leader/ Head of Department/ Division/ Operations Director/ Executive 
Director/ Managing Director at least seven working days prior to the date of the planned leave) 

Name 
N�� t:c-A 11 Z. A. mo Iv Q:,,, S--rf·A-41 r:,,. A..N 

Department 
- �A_LtS &. �R.._ICST7/V') 

Date Joined 
I re� 

I would like to apply leave for 
,3 rs r J..o'l to

.J.c'7 

Annual Leave-f Emergency Leave 

Medical Clinic/ Hospitalization 

Compassionate Leave 

Marriage / Maternity / Paternity Leave 

Examination / Unrecorded Leave 

Unpaid Leave 

day(s) from 

[2J 
D 
D 
D 
D 
D 

FOR HR/ AD MIN USE 

(a) Leave/MC Entitlement Yr 2016 -

(b) Leave/MC B/F Previous Year --

(c) Total Annual Leave/MC (a)&(b) --

(d) Leave/MC Taken Todate --

(e) Leave/MC Apply --

(f) Leave/MC Balance (c) - (d) - (e) -

*""'Please provide supporting documents if you are applying for Examination/ Marriage/ Maternity/ Paternity Leave. Please submit Reason Using 
Emergency Leave Form if you are applying fur Emergency Leave. 

Applicant's Signature: Date: 13 / J /;)..orf 

I 

Recommended / Not Recoi;nmended Approved / Not Approved 
(Supervisor/ Team Leader) (Head of Department/ Division / Operations Director, Executive 

Director, Managing Director) 

S ignature: Signature: 
2/-

Date: ('lye� . Date: 

Comments (if any) Comments (if any) 

ss/laf/updated02072015 



lU:�)\ViE f'-�-�;L:E:)'i"if'iO,n iF-C·if�},·] 
(Please submit the leave Application Form to your Supervisor or Team Leader/ Head of Department/ Division/ Operations Director/ Executive 

Director/ Managing Director at least seven working days prior to the date of the planned leave) 

Name NOi?- fA i�'1-Att-TP N �-- <; HA.ltl D p,.N 

Department OPff!--A"\lo N 

Date Joined I/..). I .)-.on 

I would like to apply leave for ___ day(?) from 
3i/ s /;).C iJ to _____ _
Annual Leave/ Emergency Leav� 

Medical Clinic / Hospitalization 

Compassionate !..eave 

0 
D 
D 
D 
LJ 

� -·
(a) Leave/MC Entitlement Yr 2015

... 

_,,.-;...-, --

Marriage/ Maternity/ Paternity Leave 

Examination/ Unrecorded Leave 

Unpaid Leave 

(b) Leave/MC B/F Previous Year --

(c) Total Annual Leave/MC (a)&(b) -

. 
1
• ·cdfteive/fOIC Taken Todate --

I (e) Leave/MC Apply --

(f) Leave/MC Balance (c) - (d) - (e) --
.. 

***Please provide supporting documents If you are applying for Examination/ Marriage/ Maternity/ Paternity Leave. Please submit Reason Using 
Emergency Leave Form If you are applying for Emergency leave. 

Date: ·3 ht/ 1oi1 

.l 
Recommended / Not Recomr/ended Approved / Not t\ppfoved 
(Supervisor/ Team Leader) (Head of Department/ Division / Operations Director, Executive 

Director, Managing Director) 

Signature: 
� 

l, /4 ( n;i"::t- Yl }4/rut 7
Date: Date: 

Comments (if any) Comments (if any) 
;;i'" �, 

-ss//aflupdated02072015 



Date: 

To: 

HR/ Administration Department 
PRISM INTEGRATED SDN BHD 

Dear Sir, 

REASONS OF "EMERGENCY LEAVE" 

Signature: --➔

,. 

took emergency leave on 3i/ � / :2 ° 1 ;-




