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CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

1 .0 INTRODUCTION

In this chapter, the introduction of the organization will be presented. I will explain about the 

next section which is 1.1 will discuss the background of the company, section 1.2 will 

described the objectives and section 1.3 will describes company policy. Next is section 1.4 

and 1.5 it will present about the mission and vision of the organization. Section 1.6 will 

describe the organization structure and the 1.7 will described the core business of the 

organization. Section 1.8 will be about the industrial training objectives and scope. The last 

part which is 1.9 will discuss about the summary of the chapter.

1.1 BACKGROUND OF THE COMPANY

At first, Kota Samarahan Municipal Council began as a small area located under the Kuching 

District. Later, the Municipal Council of Kota Samarahan (MPKS) was gazette as a Local 

Council in Sarawak under the Local Authorities Ordinance Cap. 117 on January 1, 1985. 

The Municipal Council of Samarahan is a body called the Local Authority, subject to the 

jurisdiction of the Ministry of National Housing and Local Government. The Municipal Council 

of the Kota Samarahan exercises the powers conferred by the Local Authority Ordinance 

and the Local Authority By-Law under its jurisdiction. The locals are subject to the authority 

of the Local Authorities.

11 November 2016 was a historic day for the locals here when the Samarahan 

District Council (MDS) was upgraded as the Municipal Council of Samarahan (MPKS).Kota 

Samarahan Municipal Council is located in the Samarahan district about 30 kilometers from 

Kuching city. Areas under the control of Kota Samarahan Municipal Council include Asajaya 

sub-district and Sadong Jaya sub-district. The Chairman of the Council, otherwise known as 

the Township Mayor, presides over the Municipal Council of the City of Samarahan under 

the provisions of the Local Authority Ordinance.

Now, the government's vision is to make the Comparison Division a center of 

research and education in the state that will become an international educational center. 

This can be seen through several types of education, training and research centers such as 

Universiti Malaysia Sarawak (Fixed Campus), Universiti Teknologi Mara (UiTM), Tun Abdul 

Razak Institute of Technology, Samarahan Industrial Training Institute (ILP), Sarawak 



Technology Park, and Medical Center Sarawak International (SIMC). All this will one day 

make Samarahan one of the centers of excellence in education, training and research in 

Malaysia.

In addition, Kota Samarahan is also a health center as it has a Heart Center, 

Sarawak General Hospital, a cancer center and a large hospital in the future. Several federal 

and state departments such as the National Institute of Public Administration (INTAN) of the 

Sarawak Regional Campus, People's Trust Council of Peat Swamp Research Center, Cocoa 

Board Research Center, FELCRA Berhad Sarawak Region and Sarawak Land Conservation 

and Rehabilitation Board (SALCRA) have also set up its headquarters in Here.

Lastly, Kota Samarahan Municipal Council has an area of 593.9 square kilometers. 

According to the 2000 Census, the total population of Samarahan is (46,966) and Asajaya 

(28,513) is 75,476. The shape of the terrain in the Samarahan area is flat and mostly 

consists of lowland or peat. This type of land is ideal for agricultural activities and this is 

where the IADA project is carried out. Among the commodities produced are sweet citrus, 

coconut, palm oil and pineapple. There are also popular cash crops such as rice paddy, 

watermelon, sweet corn and vegetables. There is also an industrial area (Samarahan 

Industrial Zone) located next to Kampung Tanjung Bundong. The area of Samarahan 

Industrial Zone is 62,213 hectares.

Figure 1.1 Administration of Kota Samarahan Municipal Council Website 

(Source: https://mpks. Sarawak.gov.my)

https://mpks


1.2 OBJECTIVE

Kota Samarahan Municipal Council objective is to improving workplace environment, 

improving the quality of work and productivity all citizens of samarahan municipal council. 

Besides that to reducing waste of resources, space, time, cost and energy, improving 

responsibility culture among citizens of samarahan municipal council, enhancing team spirit, 

improving corporate image of kota samarahan municipal council and competitiveness 

between division for achieving vision and mission.

Next, department objectives for Kota Samarahan Municipal Council is building 

council accountability through efficient and effective budget management, finance and 

accounting systems, creating an efficient and effective administration management control 

system for quality, stable and efficient service to the customer in its area of responsibility. 

Next, to establish a fair tax system through efficient, responsible and dedicated 

assessments, creating a transparent and fair business license control, creating a safe, 

beautiful environment through regular planned development and maintenance under its 

administration, provide adequate and quality library and infrastructure services and enabling 

enforcement services in a rigorous, responsible, credible, fair and equitable manner. In order 

to achieve these objectives, the council will use the existing workforce optimally in order to 

provide the best services to the citizens of Kota Samarahan.

1.3 COMPANY/ORGANIZATION POLICY

The organization policy is “Kota Samarahan Municipal Council is committed towards 

creating organizational excellence through a conducive working environment.

1.4 COMPANY MISSION

The Kota Samarahan Municipal Council mission is “Kota Samarahan Municipal 

Council are committed to strengthening a safe, clean, disciplined, neat and comfortable work 

culture system by implementing conducive ecosystem practices among urban 

municipalities”.

1.5 COMPANY VISION

The Kota Samarahan Municipal Council vision is “To create a conducive ecosystem 

in the work environment"



1.6 ORGANIZATION STRUCTURE
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Figure 1.2 Organization Chart of Majlis Perbandaran Kota Samarahan

(Sources: From official website https://mpks.sarawak.gov.my/modules/web/index.php)

https://mpks.sarawak.gov.my/modules/web/index.php


1.7 CORE BUSINESS OF THE ORGANIZATION

The core business of the organization is providing library services to the community in the 

sub-division and under its care, providing solid waste disposal management services in the 

sub-division and areas under the care of organized and efficient MPKS, issue various 

licenses, building permits for controlling business activities and ensuring the safety of the 

surrounding population. In addition, provide vector control and infectious disease services, 

provide SBBS counter services, enhance the environment in MPKS care area, and provide 

small business facilities. Municipal Council of Kota Samarahan also provides sports and 

recreational facilities and quality control and hygiene services.

1.8 INDUSTRIAL TRAINING OBJETIVES AND SCOPE

1.8.1 The Objectives for Industrial Training

The main objective of the Industrial Training is to experience and understand real life 

situations in industrial organizations and their related environments and accelerating the 

learning process of how student’s knowledge could be used in a realistic way. In addition to 

that, industrial training also makes one understand the formal and informal relationships in 

an industrial organization so as to promote favorable human relations and teamwork. It also 

instills teamwork and good relationships with other employees. Besides, it provides the 

exposure to practice and apply the acquired knowledge “hands on” in the working 

environment (UK Essays, 2018).

Industrial training also provides a systematic introduction to the ways of industry and 

developing talent and attitudes, so that one can understand how Human Resource 

Development works (CETPA, 2017). Moreover, students can gain hands-on experience that 

is related to the students majoring so that the student can relate to and widen the skills that 

have been learnt while being in university (UK Essays, 2018). Industrial training also 

exposes the students to the real career world and accustoms them to an organizational 

structure, business operation and administrative functions.

Furthermore, students implement what they have learned and learn more throughout 

this training and ability to assess themselves to prepare for the working world after 

graduation (CETPA, 2017). Besides, students can also gain experience to select the optimal 

solution in handling a situation. During industrial training students can learn the accepted 

safety practices in the industry. Students can also develop a sense of responsibility towards 



society, uplifting honest, trustworthy, dedicated and responsible for the tasks assign (UNSW 

Australia, 2014)

Moreover, students can gain hands-on experience that is related to the students 

majoring so that the student can relate to and widen the skills that have been learnt while 

being in university. Industrial training also exposes the students to the real career world and 

accustoms them to an organizational structure, business operation and administrative 

functions. Furthermore, students implement what they have learned and learn more 

throughout this training. Besides, students can also gain experience to select the optimal 

solution in handling a situation. During industrial training students can learn the accepted 

safety practices in the industry. Students can also develop a sense of responsibility towards 

society.



1.8.2 INDUSTRIAL TRAINING SCOPE

During industrial training, student’s job scope is mostly to observe and learn from their 

supervisor. Trainee need to study plan to know more of their working environment. Trainee 

was always being asked to observe them doing their works and do some work with carefully. 

Certainly they will explain to me the processes and the reason they need to do so.

Trainee is encouraged to be humble to ask any questions from seniors. It is 

necessary for trainee to learn as much as possible during industrial training such as 

knowledge of related jobs, practical skill, communication skill, good behavior, responsibility, 

and other (Study Moose, 2016).

Besides, Industrial trainee will be exposed to the construction field and applications 

and technical practices. Trainee will also understand the process flow of project 

implementations, from the beginning stage of planning and designing, to developing and 

testing.

To equip the trainee with relevant knowledge and skill on this, the trainee will firstly 

learn the concept of plan reading. Trainee also needs to know and learn about relevant skills 

and technologies, and trainee also need support daily operation (Study Moose, 2016). 

Various tasks assigned to the trainee are required to be completed in an effective and timely 

manner. Trainee not only will know about how the company runs in the process, but also 

forge a good working attitude in the meantime (Study Moose, 2016).



CHAPTER 2

TECHNICAL KNOWLEDGE/CONTENT/RELATE THEORY

2.0 INTRODUCTION

In this chapter, the introduction of the organization will be presented. I will explain about the 

next section which is 2.1 will discuss the term of teamwork with activity relate, section 2.2 will 

described the term of decision making and for 2.3 will describes the term of society or 

organization with activity.

2.1 TEAMWORK

Teamwork is often a crucial part of a business, as it is often necessary for colleagues to 

work well together, trying their best in any circumstance. Teamwork means that people will 

try to cooperate, using their individual skills and providing constructive feedback, despite any 

personal conflict between individuals (Business Dictionary, 2019). Teamwork is an essential 

part of workplace success. Like a basketball team working together to set up the perfect 

shot, every team member has a specific role to play in accomplishing tasks on the job. 

Although it may seem as if one player scored the basket, that basket was made possible by 

many people’s planning, coordination, and cooperation to get that player the ball. Employers 

look for people who not only know how to work well with others, but who understand that not 

every player on the team can or will be the one who gets the ball. When everyone in the 

workplace works together to accomplish goals, everyone achieves more (McGraw,2000).

Teamwork involves building relationships and working with other people using a 

number of important skills and habits such as working cooperatively, contributing to groups 

with ideas, suggestions, and effort, communication (both giving and receiving), sense of 

responsibility, healthy respect for different opinions, customs, and individual preferences, 

ability to participate in group decision-making (McGraw, 2000).

Good teamwork structures provide your organization with a diversity of thought, 

creativity, perspectives, opportunities, and problem-solving approaches. A proper team 

environment allows individuals to brainstorm collectively, which in turn increases their 

successes to problem solve and arrive at solutions more efficiently and effectively. Effective 

teams also allow the initiative to innovate, in turn creating a competitive edge to accomplish 

goals and objectives. Sharing differing opinions and experiences strengthens accountability 

and can help make effective decisions faster, than when done alone. Team effort increases 

output by having quick feedback and multiple sets of skills come into play to support your 



work. You can do the stages of designing, planning, and implementation much more 

efficiently when a team is functioning well (Wehbe, 2017).

Teams enable individuals to empower themselves and to increase benefits from 

cooperative work engaged on as a group. Getting together with others also can allow 

individuals to better understand the importance of teamwork and how the organization 

operate as well as promote the culture of teamwork success (Boakye, 2015). Without 

teamwork houses take long to build, government collapse and companies are outshined by 

their competitors in the market and lastly without teamwork people lose their inspiration 

(Husain, 2011). According to Wageman (1997) “company’s teamwork is the only way 

anything gets accomplished with quality and efficiency and a major reason why economic 

growth is under control and company’s success is scrutinized by top management to achieve 

the desired goals”

Besides, teamwork also provides great learning opportunities. Working in a team 

enables us to learn from one another’s mistakes. You are able to avoid future errors, gain 

insight from differing perspectives, and learn new concepts from more experienced 

colleagues. In addition, individuals can expand their skill sets, discover fresh ideas from 

newer colleagues and therefore ascertain more effective approaches and solutions towards 

the tasks at hand. This active engagement generates the future articulation; encouragement 

and innovative capacity to problem solve and generate ideas more effectively and efficiently 

(Wehbe, 2017).

During my practical training, I have learned on how to use the photocop machine and 

the printing machine. With the help of the staff in the organization, I am able to use the 

printing and photocopy machine during my practical training. I often help the staffs to 

photocopy all the documents that they need and also been assigned to chop one ream of 

recycle paper using the recycle chop. I was also instructed by the staffs to help her 

distributes the form to all the councillor that attend the meeting. By helping each other, it 

makes me learn more about the teamwork in the organization is important to have a 

harmony relationship.

I also relate the term of teamwork with the activity that I had done during my practical 

at Kota Samarahan Muncipal Council. During my internship at Kota Samarahan Municipal 

Council, I had joined many event that been organized under Kota Samarahan Municipal 

Council. First event that I joined with staff of Kota Samarahan Municipal Council is “Program 

Pembangunan Dan Perhubungan Komuniti” that been organized by Resident Office of Kota 



Samarahan and Kota Samarahan Municipal Council on 10th July 2019 at Tapak 

Perhimpunan SMK Asajaya. During the event, we had been asked to see the exhibition of 

the “Rekacipta 3R Dan Poster Cintai Alam Sekitar” by student of SMK Asajaya. After that, 

we also see a demonstration of organic fertilizer by E-Warming-up Company. A lot of 

program been organized during that event and thanks to the staff that corporate with us for 

helping us to ensure that event runs smoothly. When working in a team, I can foster 

creativity and learning. It can be fun to be creative and more enjoyable to work for your 

company.

Figure 1.3: First event- Program Pembangunan Dan Perhubungan Komuniti

Second event that I joined was “Pameran Agensi Kerajaan Sempena Samarahan 

Regatta 2019”. The event was organized on 19th July 2019 until 21st July 2019. Kota 

Samarahan Municipal Council has set up booths for the public to pay assessment tax and 

also open booth for register as member of library of Kota Samarahan. I was assigned to 

distribute questionnaires of “Murni Net” during the exhibition. This event was started from 

8.00 a.m. until 5 p.m. Through this event, I can see there has teamwork because all the staff 

was helping each other during the event. When you work in a team you get into different 

situations in your work culture that will get you to observe how the work is done. Teamwork 

simply makes you more open to different things and implies that you get new ideas and learn 

new things from other members of the team.



Figure 1.4: Second event - Pameran Agensi Kerajaan Sempena Samarahan Regatta 2019

Next, I had been chosen to join the choir for “Majlis Angkat Sumpah Ahli Majlis 2019” 

on 29th July 2019 until 31st July 2019 at Pullman Hotel. It was a great experiences for me 

because can joined the event of “Majlis Angkat Sumpah Ahli Majlis 2019”. I can relate the 

teamwork term for this event because all of us practice together to ensure that all of us will 

not make mistake during the event. We been practice for two days and our leader was Mr. 

Bolhassan really ensure that we will not make mistakes during sing the song. Every member 

of a team has a role to contribute. Being responsible for a role will either ensure it is fulfilled 

or learning is taken from it to apply for future. Teamwork will reinforce how taking 

responsibility and providing responsibility are both vital contributors to team performance.

Figure 1.5: Third event - Majlis Angkat Sumpah Ahli Majlis 2019



2.2 DECISION MAKING

Decision-making is an integral part of modern management. Essentially, Rational or sound 

decision making is taken as primary function of management. Every manager takes 

hundreds and hundreds of decisions subconsciously or consciously making it as the key 

component in the role of a manager. Decisions play important roles as they determine both 

organizational and managerial activities (Juneja, 2015). A decision can be defined as a 

course of action purposely chosen from a set of alternatives to achieve organizational or 

managerial objectives or goals. Decision making process is continuous and indispensable 

component of managing any organization or business activities. Decisions are made to 

sustain the activities of all business activities and organizational functioning. Decisions are 

made at every level of management to ensure organizational or business goals are 

achieved. Further, the decisions make up one of core functional values that every 

organization adopts and implements to ensure optimum growth and drivability in terms of 

services and or products offered (Juneja, 2015).

Management is essentially a bundle of decision-making process. Decision making is 

a process of selecting the best course of action from among many alternatives. The 

managers of an enterprise are responsible for making decisions and ascertaining that the 

decisions made are carried out in accordance with defined objectives or goals. It is useful for 

the successful operation of organizational activities. All the managerial functions such as 

planning, organizing, directing and controlling are determined by the decision. Rational 

decision results in motivation for the employees. This is because the employees are 

motivated to implement rational decisions. When the rational decisions are implemented the 

organization makes high profits. Therefore, it can give financial and non-financial benefits to 

the employees (Assignment Point, 2018).

There is several importance of decision making in the organization. First is, it ensure 

the success of overall institution. It is said that good and timely decisions may yield success 

for the institution, whereas bad and delayed decisions may push the whole institution to peril. 

Hence, decision making is essential for the whole institution, since it provides Momentum to 

it, continuously operates the institution, provides a higher outcome at low cost and sustains 

the existence of the institution (Google Sir, 2018). In co-ordination, decision-making is 

essential for providing unity of action. In control, it will have to decide how the standard is to 

be laid down, how the deviations from the standard are to be rectified, how the principles are 

to be established how instructions are to be issued, and so on. The ability to make good 

decisions is the key to successful managerial performance. The managers of most profit



seeking firms are always required to take a wide range of important decision in the areas of 

pricing, product choice, cost control, advertising, capital investments, dividend policy, 

personnel matters, etc. Similarly, the managers of non-profit seeking concerns and public 

enterprises also face the challenge of taking vital decisions on many important matters 

(Sharma, 2019).

During my practical training at Kota Samarahan Municipal Council, I was assigned by 

my supervisor to join the meeting about the Star Rating of the organization. I had been 

asked by our Municipal Secretary to give idea on how to manage the document during the 

audit later. I also joined “KUMPULAN INOVATIF DAN KREATIF (KIK)” meeting by listening 

to them discuss about the program that will be manage and also joined Full Council Meeting 

where there discuss each problem from different department in the organization. Through 

this meeting, I can see how they handle the issue that been present during the meeting and 

the way they give idea during the meeting.

Besides that, I also been asked to do minutes meeting and been helped by the staff. 

This minutes meeting is a gathering two or more people that has been convened for the 

purpose of achieving common goal through verbal interaction. An official meeting between 

the staffs and the manager are conducted to discuss on every unit updates on task and 

report. All information will be jot down in order to ensure the accuracy of the information to 

prepare the minutes of meeting.



2.3 SOCIETY/ORGANIZATION

Society means individual is the basic component of society. The interaction of individuals 

with each other gives birth to group. The social groups interact with each other and develop 

relationships with each other, leads to a society. The players in football or other games came 

together is not a society, but just an aggregate of people. Within the society there are 

patterns and groupings on the basis of likeness and differences. "Likeness" creates a chain 

of relations among the individuals having similarity in one or more conditions' like same 

profession, same residence, same caste, family and kinship, college, age, sex etc."

Consciousness of kind is developed and the people of similar interests are joined 

together rustling in the formation of various groups and categories. Without difference in 

cultural conditions of a society the human life would have been monotonous and probably 

limited in which little change is predictable. The system of give and take relationship creates 

reciprocal roles in human life. These differences lead to variety of human behaviors and 

social division of labor; the process of specialization is developed. Man is dependent on 

society for basic needs satisfaction i.e. food, protection, education, etc. There are societies 

on local as well as on national levels (Farooq, 2011).

While for the organization, it was defined as a social unit of people that is structured 

and managed to meet a need or to pursue collective goals. All organizations have a 

management structure that determines relationships between the different activities and the 

members, and subdivides and assigns roles, responsibilities, and authority to carry out 

different tasks. Organizations are open systems--they affect and are affected by their 

environment (Business Dictionary, 2018). Organization is also the act of forming or 

establishing something (like an organization). It can also refer to a system of arrangement or 

order, or a structure for classifying things. Strangely enough, this word derives from the Old 

French, in which organize referred to your internal organs, your liver, heart, and so on. This 

verb originally meant giving an organic structure to something: understanding the function 

some part of the larger whole is supposed to fulfill, and making that happen (Vocabulary, 

2019).

From what I see Kota Samarahan Municipal Council deal with external public is they 

make a community relations program which can help virtually the organization achieve 

visibility as a good community citizen and gain the good will of the community in which it 

operates. Banks, utilities, radio and television stations, and major retailers are some of the 

types of organizations most likely to have on-going programs that might include supporting 

urban renewal, performing arts programs, social and educational programs, children's 



programs, community organizations, and construction projects. On a more limited scale, 

small businesses may achieve community visibility by sponsoring local sports teams or other 

events. Support may be financial or take the form of employee participation such as event 

that been made by Kota Samarahan Municipal Council as they collaborate with district 

officer of Asajaya by distribute the product of 1 Azam. I also joined the event by helping them 

distributes the product that been provide for participant. During the haze issue at Kota 

Samarahan, the Kota Samarahan Municipal Council had make a program which are 

distribute the free mask to public of Samarahan as that is one of the way the handle the 

issue of haze that happened in Samarahan.

During my practical training, I had joined the event under community department on 

16th August 2019, as I had been chosen to be joined the event of “Majlis Simbolik 

Penyerahan Peralatan Program Pembasmian Kemiskinan 2019 - Barang 1Azam” at Pejabat 

Daerah Asajaya (Dewan Tan Sri Haji Ikhwan Zaini). I had been asked by Mr.Bolhassan to 

manage the register counter. My partner and I been given a list name to check whether the 

participant joined the event or not. After that, we were asked to help YB Puan Rubiah Binti 

Wang to distribute the product of 1Azam to participant. These events create the time to 

focus on the importance of team work and what is needed to make you a better team. 

Learning how to work together effectively will create efficiency and knowledge on how to 

manager each other’s strengths and weaknesses.

Figure 1.6 Majlis Simbolik Penyerahan Peralatan Program Pembasmian Kemiskinan 

2019 - Barang 1Azam



Next event is, on 3rd September 2019, I had been chosen by my supervisor, Hajah 

Sulzarina to join the audit “Indikator Sistem Penarafan Bintang Pihak Berkuasa Tempatan 

(SPB-PBT) for star rating. It was great experiences for me because through this audit, I and 

other staff have practiced teamwork by collaborate with a group as it can help to solve 

difficult problems. Brainstorming is a good opportunity for the team to exchange ideas and 

come up with creative ways of doing things. By working together, teams can find the 

solutions that work best. I been asked to collect filed and document from each department 

and write the important part as a remarks. Other staff also helped us to complete the 

document that required during audit and thanks to them that I can learn how to prepare the 

document during audit. I also join distribute free mask to public at Jambatan Samarahan and 

Aiman Mall with other staff during 12th September 2019.

Figure 1.6- Fifth event- Distribute Free Mask to Public at Jambatan Samarahan and Aiman 

Mall.



Last but not least, I had joined event on 14th September 2019 “Program 

Pembangunan dan Perhubungan Komuniti Komuniti Berdaya KPG Lubok Kura, Asajaya”. I 

been asked to distribute the questionnaire to villagers and be a photographer during that 

day. Luckily we didn’t have any problem while going to the village as all of us was work 

together bring all the stuff to the village.

Figure 1.7- Last Event- Program Pembangunan dan Perhubungan Komuniti Komuniti 

Berdaya KPG Lubok Kura, Asajaya



CHAPTER 3 

RECOMMENDATIONS AND CONCLUSION

3.0 INTRODUCTION

In this chapter, I will describe how to solve the problem during my practical. I will explain 

about the next section which is 3.1 will describes the problem that encountered during my 

practical; section 3.2 will described the solution for the improvement and 3.3 is conclusion 

from all the discussion of the chapters.

3.1 PROBLEM DURING INDUSTRIAL TRAINING

First problem that I faced during my practical at Kota Samarahan Municipal Council was they 

does not provide any orientation for the intern student that come to their organization. I still 

remember when I come to this organization, I do not have any orientation been present by 

my supervisor and I got problem during my first day when they asked me to send the service 

order to finance department. During that time, I do not know who should I meet and where to 

send the Service Order and at the end, I need to ask the staff at the counter service and they 

show me the place. I also do not recognize all the staff in the organization as they keep 

asked me to meet them or asked to deliver the document to them.

Second problem is communication among the staff. Some staff has differences 

background or experience cause barriers between some employees. Without some common 

ground, the employees may find relating to or understand what other staff members are 

talking about difficult. And also I find that there has a negative attitudes interfere with the 

communication process in the workplace. In some cases, some employees may dislike one 

another or distrust each other, creating a wall between the two when they try to 

communicate. It hard for me to do my task when both of these employees do not corporate 

well.



3.2 RECOMMENDATION

First recommendations are the organization should do orientation for the intern student. 

Orientation is important because it lays a foundation for the new intern student e career with 

the department. First impressions are important since they establish the basis for everything 

that follows. Without orientation, the intern students sometimes feels uncomfortable in 

his/her new position and takes longer to reach his/her full potential. Through this orientation, 

the new intern may not have a problem to deal with the staff as they recognized them and 

know how to deliver the task. This is important to create a clear understanding of the rules 

regarding workplace safety, sexual harassment and key company policies. This orientation 

process is important for the staff but it also reduces legal liability for the company by setting 

a standard that creates an equal opportunity workplace.

Second recommendations are to improve communication among the staff. 

Communication promotes motivation by informing and clarifying the employees about the 

task to be done, the manner they are performing the task, and how to improve their 

performance if it is not up to the mark. Communication is a source of information to the 

organizational members for decision-making process as it helps identifying and assessing 

alternative course of actions. Communication also plays a crucial role in altering individual’s 

attitudes, i.e., a well-informed individual will have better attitude than a less-informed 

individual. Organizational magazines, journals, meetings and various other forms of oral and 

written communication help in moulding employee’s attitudes. All the staff in the Kota 

Samarahan Municipal Council should be friendly and communicate more with other to help 

the task among them as it can be produced and can be done smoothly. They also need to 

adapt a healthy relationship towards each other to remain a harmony relationship.

Besides that, Kota Samarahan Municipal Council should renovate the pantry or make 

the size of the pantry big. This is because it can create a comfortable to the staff and also to 

the intern student. Besides, they need to provide enough equipment at the pantry so that 

people can use it. By doing this pantry, they can improve the skill of communication among 

them and create a healthy relationship towards each other to remain a harmony relationship.



3.3 CONCLUSION

In conclusion, it is important to experience and understand real life situations in industrial 

organizations and their related environments and accelerating the learning process of how 

student’s knowledge could be used in a realistic way. In addition to that, industrial training 

also makes one understand the formal and informal relationships in an industrial 

organization so as to promote favorable human relations and teamwork. It also instills 

teamwork and good relationships with other employees. Practical training also teaches me to 

be better in delivering ideas and information. It teaches me to increase my confident level in 

communicate and get along with the people in the organization. From this practical training, I 

gained more extra knowledge on true life situation regarding working environment and with 

the knowledge that I gain I can adapt it in my daily life. Besides, it also gives me the best 

experience in working environment and it helps me in self-development.
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This photo taken during Kota Samarahan Municipal Council having audit for Star Rating.



This is my partner during doing audit.
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UNIVERS1TI TEKNOLOGI MARA 
CAWANGAN SARAWAK

PRACTICAL TRAINING

LOG BOOK



Instructions
This book is issued to you to provide a history of your training and to act as 
a weekly record by the work on which you are engaged.

Student’s responsiblities for keeping log book up-to-date

Immediately this book is issued to you, you should, in consultation with 
your Training Officer, complete the detail required on the previous page.

It is your responsiblity to make the main entries of the log book and keep it 
up to date. Entries must be regularly initialled by your Supervisor. You must 
ensure that:

1. It is available at your place of work during your training.
2. All entries, except sketches, are made in ink.
3. Entries are made within a week of the work to which they refer.
4. The book is handed to your training officer for retention on your return to 

UiTM and this will later be handed to the head of school for grading.

Recording

The log book should countain the following information:

1. A neat concise description of each of your training locations and the work 
on which you are engaged.

2. Relevant sketches, data and circuit diagrams.

3. References to textbooks, standards and other technical information 
related to the work being under taken.

4. Constructive comment on the work being undertaken and your 
consdered opinion as to its value as training.



2. Date & Place of Birth : 08/08/19^? CHOsPITAl AtGAM SA^^AK^

3. UiTM l/C No. . xiwjaq

4. Course : BACHELOR, op AOmiNIsnWlME SCIENCE CHOWR^

5. Year : Part 5_________

6. Home Address : LOTI % LOKQNG , TW
1 J

KOTA WOARAHAN , SARWAK .

7. Address During Practical framing :

Kola Somerton ■

8. Place of Training : kaxK pem^mAW kota sAroAvwiAbG

9. Name of Supervisor In-Charge ; FUan HqjQh Subow^

io. Duration of Training
From: JWE 30'^ To : 13 SEPTEMBER. X)l

FOR OFFICE USE ONLY:
11. Remarks: [Dean / Course Tutor]

PRACTICAL TRAfHlHS

LOG BOOK
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ThnA been asked ba it IW WV|0h
and cortmed demo tosk
tehdom Sula.3

This ww. | been acted -to collect all -he
documem *°r -he Star Rteng -from each
secRon -foot oWkj ceen a<wded ba enactor
Hajah Stem W w.^e. Besides, 1 olte

been asked h^ teao Khakjah An phatostaR haj.3vI1AWNABINTIHJM0HA

&M<e Ord&r and se.nl A -to Iiocksu^ Sechen. Pcnolohg Pegawai Tadbir, Gred b 
Majlis Perbandaran Kota Tamami

- I bogo asked mtss. taiHophidAa -to caanA
-He que^orriiffte teav ten collected belote
Tte queshonnQite teen posted to pos+
^0?.’. Atew Thal 1 ate been asked cK

fdadom khokjah to photostat Abe 
doamtate and tex -toe docum^cte.

. 'WfiLZ ’.RINABINTIHJ MOHAME 
•gg*m Tailbii, Gied NJ2 

-4a-m Kota Samarahan

PRACTICAL TRAUiHtG
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Date Exact Nature Of Work Done
Supervisors 

Remarks

3]/^^ Ths Obcing f^e ood other staff <* WKS and
also goo? of «Weol pacVKc\\ join The
evenb of 'UtajliS. Arghal ^Hipoh NnV rTQjfe^W c\
o* IdBwi HrRl I been -p4—tff been itecTaj HAJAHSdliteMBlNTI HJMOHM ED

To be choir A* Th? eMOfff n was a areal •t’AmdaHn Kota Samarah n

experience ne 1 can sep how -the process
of -The e\e"V.

i/f/X'A Tm Skirled celled The <ToaM?nA- That jarred

fem RibV< Heo (Th Sec-Man Tor Thp Star
Ke been gwi -Hie list cf (fccwienv That TAJAHSUfLClNABINTI HJMOHAV

ED

Wb be ccitecT -ban Thdn. After Than 1 reed Pcnolong Pegawai Tadbir, Gred NJ 2

do pholc^aA ihe imported pari -p-oro Th®
daMvnenh

■2)8/30^ Ae been ashed tn madam ^Ta To arrange
orang WniiSMS W*rsta\«»" oh The Staff m W)®d). HiteU QI n /F|APfMjhP1NTI III MAH*

1 need To dwde all The 4Lr<o -That been Tadbir, Gred N
Ifcu
J2

-fined i^ Staff of mphS and qwe d -to
Maihs Pcrbindaran Kota Samarat in

ffTacTom SmK\ .>■ -

5/^1^ Im &hll GjnTrnued dwrg ng -Kfefi uJtecb aw.
rrilech -rhe ctaCwenT Tbr The STar .
AUer ThoA । lam atao helped l^todam

aJAH blN 11HJ MuHam
Penola/g pegawai Tadbir, Gred NJ

,D

hhe^cb ftr choKfe-KH The dccwrff and Majlis Perbandaran Kota Samaraha

■.....J .... r 
ptm-te Mie. documenta.

fe/g^oiq This bromT^, Im sM caihnued collect -tee
daun'iHb Tran eiMa-cementa Sec-hon from
tar Jijimrwao one) dhcMsKH all -Th? imowTwH

Aj/tiWfimzAKINA BINT! HJ MOHAM 
PenolongVegawai Tadbir. Gred NJ

:D

parr- of -rhe doaim&rte-
Majlis Perbandaran Kota Samaraha



Date Exact Nature Of Work Done Supervisors 
Remarks

778/301^ This (inonfxBq 1 been asked by iT)q&»b Hoch
Sulsavma Ao batanb -the dccwn+ -tax- been Z^\ l

parted bg her. And o\so helped modom WoMpKJah S' PPv^'ulMTI UI HAU A HC1

4o photostat dhe document. And 1 skill cnoloQ/Pctawai Tadbir, Gred N32

continued dcma ass otoMous desk.
hjhs Prrb;tndaran Kola Samarahan

■ j i j r

Hirt irtcmmg . |m still caftwed doing -HP
Star Ragtag tg collect the dcCLMierd. After
dhaA , I been ashed bx Madam Wgdh Jr
Stoanna Ac Aad? ‘ KeHds Cactaiw hdas VAoD

Vh
WiHiin kibrNA WNTI Ml MOHav ED

2B'Ojhdb' and asWecA Abe tafcrmohon from cttY Penolong Pegawai Tadbir, Gred N3

Staff +o be -fill n nbWurcoA Perkafcmn
.••Mu., i k.ujMuajju darnarsna

KompuAer mPKS

Wool A Im Started collect daweni from Corporal
cectCO -for Shyr RaAtag and ato O&U^
ifrss StepbonM? ataH Abe document Ahad
been to the hSV- I also cnIpc-V h UAlLS^bAbimihjmohamf. )

-the doajfreM- from Ihatao KhaVgan dVcft k'nolongjPegawai Tadbir. Gred N32 
Rldth* Prrband'jr-in Kota l\jm-»rQhqn

reAaVed unth ‘ Pi^ato tamdnnV PebrCpp0'

13/2/20)9 Im frill fflllpd die document dbrfre Star Krtra
from Librarg Spcfon /l| | need do do >S
key in ail die data AMA 1 gel and rtTcxtosAal u IM’: .1 A i Dikan LH XT! iUltfWtmr

dta inrporfand part ftao dip cbcwopM-.
- -^X

*cnoMng
jU/fri Urix 111 u MUiiAMh 
ga*ai Tadbir. Gred N32

)

Beside I also been oeked bg fttadam
‘ir»n"'. ..Wi jjnn Kcu

Khcrtiiah fc ohcdcsAai -He docatnend do
bp «ir> bu HdjOh btrMiroah.J J 23 J

H/s/ooq dins momma hn sfiD <ciW)ued coAlecd ihe
docuvoeat -from path section and IaIaUQVKWdRDA RINTI Ml HOU AX? 11

inleweoj fhem obata -Hr Star RadiOQ
irtrnrr Jyr 
Penolbng Ftgawai Tadbir, Gred NJ 2

before been record ta fre laptap H need
F/ .i’fr a. -9indaran Kcia Samarahi n

+o be conGtrn bu them abort uibiCh po+



rnHblluML inHirtiiw

LOG BOOK

Date Exact Nature Of Work Done Supervisors 
Remarks

foal nori Dom? (tcumenV. /Wr -HltlA I teen
Oshed bu Hhchvi khcRjah |o pnn4 foe
docwnem before, been g^ned tag

baab No'baVvnah. And 4fen 1 been Ojr

Qckd Io binding fo? paper and -fix Kp AH SULZAJ^NA BIND HJ MOHAMED

foe paper 4o certain people. v ••■’•<• 7.4 v ... c.,?

This, mcrnm 1 been asted bn fotab
Sutaanno 40 check fo? md? cf ponfev-
■from each section because she wards
do double ccrfoam whefoer «j prmfor
foot Thag baa is conec+ or no4-.So.

1 check'Jeve<J seckon -10 nsv down -foe
code of foe priMer and pise ri- fo
Hgoh SalQ^oa’ Ao check. Aflpr fo*

Ground Ipm rne and otaer s-tadech h OAH XuSpa’A BIND HI MOHAMI n

practical and also uMb -tap staff weed 'enolong I’dgawai Tadbir, Gred N32

4o Probed Cdetab /sjpja CDewao Ion
So Rap taw Oota?) 4o arrange evegfow
trade 4b? hall before foe octaal tapp^ J
Wlta Sdcvh -for dOrrwOrrora . Iks
because «e have irbAe '(B Poon Rjbcrb
as a auesHs -for tcmajis ftenuerahan &x<rq

J J 3 J
1 Aycm\

lf/8/TOI? 1hi«. movning . I jem 4h? evefrt of ‘ RayjprahaO
Baraag I A^AtO' cd beuion Tan Svi daj\
)kWov> CQ\n> f^obcA Paeresh Aso\omq from
S' a rn. anta I D OO am. Ole and ntae staff
hav? been gwen Abe Ao r^tsAe^ f AJAiLSWl] WOIVABINTiHJMOIIAM d

— Abe gusA Ggwe Ahad join -tap euerk- 
A-Ffer tse foe evenh done rae hack

Majlis Perbandaran Kou Samarahai

fo cat W3*p_ workplace ch- m?ks ond
I been asked bj foodom £yla 4o
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Date Exact Nature Of Work Done Supervisors
Remarks

Qp\ top sicricAW Aptft Other staff- tor
pcwa teculcmq misos' .o

H?wq As ueuci eaeru nxwina 1 stat cmbnued
□ Zj

doing mu ptevtcus tosh uKich coltecr
qA -tee dOLUmerta -tar to? star RaArq toom
eq ch spc-hon. After -ttoV, 1 teen cistea
bn mtss EvOcUm -to photostat ' YnyntY ®eW’
-fo each amedor ata po^= a to H i Iau Qt aitoTi u| MOM A MF A

ttoWn -to <eccxd -tee none of Ate oatataor *eno!ong i’clywii fadbir, Gred te ?2

befae +he letter been sent to -them.
v!j|!is Prrbinc’inin Lu’.a

Ami also, 1 help rtes tatsroh 10 pmtos+ob
to? to* le+ter mi pass io top staff ■

JO/S/Xi^ Iatan, 1 been asked ba mabn khatetah
iC> photcetcrV “Senaai Ahh Wo^S ’’ ota to*
n -to exh DetsoP Av-i retard with -tap
rneekig. I also hdp Ver to pond rS»vice h. Jrtii SiiIZaFINa SINTI HI MOHAMF 1

Order' and dcisg, d io Trp^nm sechon ■ ', enolong ^rgawn ftdbir, Gred N32

After -teaf-. Im Ccn-hnuecf darn nta pievcus
ind-«'Hi kwurSiBnirahan

task u/bdi & record -tee data7 ctosldr
fefoqZ)

-Wxiq Ths morning Iro siW corriwed ®4ec4-
toe dcccwneM Capraf SxW andf
pticriosioi rPtcdcthe docmenb tefote co^ta.
A- After 4H. )<q d= het> nWo totoph u 111U KI In 7 a PIM* kbJTI ui Mt iU

to photostat otow paper ad also ton jiung ?egawai Tadbir, Grr? tv .

pass +he dcniroem «t to toe librcg total-
f K j»a SaTar--*

been used tor toe msedina.
J



Date Exact Nature Of Work Done
Supervisors 

Remarks

Ths (nortW, ro? ter) € ront^ hj Hyh
SLitoCO CoirpiP air Taste-''of

teo€ ten Chech te Hcjch No^wch
Cot Setetebo tebotevOM Whs.After TboF,
me and mu been asked to prte ^AoHJmOHamIJ)

j • HaJ
-The Teamed of Star fateg ond w? Pf

AH SUL^

noIon rTr

discasS abouT tie ctomerrT- 41^ been ijlis Perbandaran Kou Sama’ahu:

befofft b®o send -ta The audH
room 00 3^ Setemte JoiA.

03/5/00) °\ Ibis mom^ Item ashed To pnte The (tonite
te Tfn?£ rnvsnch. And Then , 1 cuteh tete
-From FbfcKiC heahh See-Tron and Ergreteng
^c+cn aboud Star Rteog . After Ttef. h/ JAHW7 ARINA RINTIHJMOHAMFI

1 halo Ctes Eva -To arrow The caper I cnolong Pegawai Tadbir, Gred N32

of ffiesgtz tneefr^ +0 (owete. Lte.
lajhi Pcrbundaiaii Koi* 3«tiiidi41i4n

1 been asked by Stephanie *
torte? pette of OKU To poF of
Fhe cmotey •

2t/g^ This momma me and mu porter mas ten-J / —>
termnd by Hc^ah Subo*^0 Ao concede Oil -The
dbawoT and awarc^ t tefoe mee^nq taw'tu
on ^T/a/^orq becaug? fejoh Ltetemoh
whch is our ■'Setausate pertetexrao ’’ uoa+- Z~\ »

+0 check, -te dxumecA wHh ah Abe Teode^ 1 AJAHSvj ! ARR^IAFn Ml MliHiUI

-(+om each sec-hon abte The Star Rtenq. 1 ?"2»2' C:i ‘i V-

So Todu . we arrenae w daymem te
■ ' ■ 1 I'm ■ ■ IM'GI i.jn

lOtlouAoc^ The ctena ^noV. been ^ven to

bcAh of US o<rd Tate 'd ro Thov T am
ten +0 check .

cowpieTe tey 4csV$ . \ ®$0 been asted
madam Ttteph To pnoTccroA and priH-



PRACTICE TRAW'JK 
g OG BOCK

Date Exact Nature Of Work Done Supervisors 
Remarks

ScnXe outers and pass f io certT>n people
fa S>QO

& Tabu toe hone meefnq mah our- ‘SetKUsahq
(Mwdaran’’ HO\Oh blahdwnAh m this inorninQ
Hiring -this eoch sec-hon been
checked bu Rajab NorhaVrnah of -Mae'r
document-. Sue marts 4c rente -sure -t+rd-
the docurnent been collected ts olrradj
ccwplete. She also rewind us do help dbero
it -bod dhe dcawnenf -dob requL^d- / \ ’

This meeting start frcm S 30 am Wd "J

1 p.m because -the process of checking AhL^H ARINA BINTI HJ MOHAMFJ.

w a long W . After nneetirq, "
luviuu- , I.iuinr, Ndz
a:li$ Pe'^nA'f rn k'<»tM

been remind bg her to -had all -the
dacwoerrt before 2R/S7J014 because
1+ mas W\ dau to cheds aft the.

document before the actual dan mbicR is
on 3rd Ssotabter XtR . Sq , -Doth of us
conbnue our p<evttus fash ord help
certain section -find the dcawerrt- ■

28/8)^ This mcmivci I beta voopsa and
(hiss 9epbaniP frorn Corporat- Satori -Jo
find 4he document- 4hof required
star «ahng. uue been searching a”
-Pte fhov related and put rr n +he ___J •

fit That been proud? for Star-Reding.
a also hdp them 4o photostat 4h€ T
document and label '4 krth tag, teicte, p

An M1UAKINA HlN H HJ MUHAMhD 
nokmg Pecawai Tadbir Grrrl NV

1 also help bits nusnoh to priosiat-' .•Ik Ppriwn^r-m Ko’? Samarahan

4hp ftk leHer ond pass H to her.



Date Exact Nature Of Work Done
Remarks

jq/zlxN] This mornma 1 been ashed bq ithss

Stephanie •to chech he document
Adorn each sechon befo'C mee+mq 4 f \ i_ '
sn 2 p.m ■ So 1 check all +he ctotrek-
and arrange all -rhe -Pile av -the HA. AHSl&AmA BiNTI HJ MC'IAMEI)

table be4ee been checked bu M
nuiong Pegawuj Tadbir, tired N32 
ijln Perhandamn

Rajah MohaWnah.

Awmd 3d. tn. star-tad oar mtamq
btt—taec -for -fino’ cbechoq ail +be
docutaenh of Star Pahna . Dutto meehrq. /

op discussed which ptas or -the cdena
~3

taav skm\d be added and ate vug dsajss H; ’AHSlil ARINA MNTIHJMniTAMPI»
mho need ta answer tas crffcrio during , C' ?» :n ihdb'r. Gr.-.’.j N??

Audd- Aad he nee-hoq ^ntsh anaind
4- SOp-vn as we seW disccasc mhch parts
heed -to added certain decumerts .

jo/^oiq dochu . the and ma cadner otronae all the
dcckneal at he mcekoq room oaj
akn drop down all -the Inporknt pd in
Rhcttse^ word . 8<dh of us ’ start sr -tape „

"tWum tolas’ al he microsoh mord ।
di|, 

tnai-j-f'i
'A BIN7IHJ MOHAMEI 

egawai Tadbir, Gred N32

been checked bq Hadh dorhknoh.
'■■ Ji.! r eri)^ndaran Kola Samarahan

-J J

todn s^c-kon sWrh sent all -ther cbcu(Teo+
do mee-hnq room befcte actual cbq <s
Come. 1 ato been c^kd Oniss

H; ^ZARINA BWTIHJ MOHAMEIStephana d° ftirrh dip fek naffiff oA
panel and doL ten n rwehnq room. j

H!o...>nglrvj:swai ladbir, Gred N32 
lad>s l’erh:„.d?r:.n Kota Wnh.• -J

PRACTICAL TRAINING



Date Exact Nature Of Work Done
Remarks

379/Jc^ Uns momma fttafos fefeandaran Kota SarnadcnJ ' .... uuQS
iuA) bp audit -For foe Star Rah ng. 1 fed been
chcoseo -to \0'n -the- -For foe ' Mikator Setem
fenOmfon &otoog AbOk Befriucsa teToufon
CSP&-P&T} SomjGh 3013 of <W fefoaodaron
Km ^amomhan. This AidK urns held at meeting

room of -foe hbrani in flicks Paiaandanjn Jku —*
Koia Sarrwaban .Bar 0Je start -from 8.3Ca-m ha AW SIH LAkl^M BjNTI hi MOipK'f-n

until 3 pm CLnOj wdrt process , 1 gained nolong Pegawai Tadbir. Gred N32

ne« experiences ord learned new fooas
i-l t I e.bdHwu.ah Ko^ Samarahan

inhere 1 see -foe ujQg each leader -from
different deoirtment been intejueujed

foe auditor afo foe ujoy they ansajaea
fo pcfoefo .

1 con sep foot each of -foe auditor face is
Sfenous dunnq mte<ue<o Sess.cn and checM
au foe doaifoeffo- +taf teen proved tg T
rafh department. fofu chewed each enfeno r

.’■t1 i</irtrpiH^A i I nJ MunAMKi 
cnomrig Pegawai Tadbir, Gred N32

ufoefoer ail foe depstmaat ^ Voue fof cfoeno
la:!’* Pcrb?nJ-ir;H« Kt'1? San'ar^han

and fo^i <vii hfu in all foe mv¥s m foeir
j J —..................

spate m •j

After -foot , | cteo accanpoy foe aadder to
visit Car office and also foe ictbg m ha ah nn •pi ft 1A PJXJTI1 {f MOH A M n l
m^s PerbondGran Kota Savravchan'as tee f nAb';'.2( ^^/W adhir, (}rcd N32

coant to cteech foe >nfrostA>cfo£ -foot been
- -/r^unian Noia bamarahan

rxcaded bu car Gt^eesd oropfrsfoon.

After done chechn^ all foe puce and also
foe dxwieat, foe auditor opwe a conxiMfo
fo&rzffitRt cfeea foot air oroauiaabcn mas ir : BINTI HJ MOHAMFD—J
perform well and bp? that inPKS cuiK

.' G.’br Gred N.:2
"I. *( -b rfpj.f; -,r. C . ,U

win roue fopir mfoexs .-So, ^e ended t^cur

Sess.cn


Date Exact Nature Of Work Done
Supervisors 

Remarks

Wesson ba Wq cboto toqetoer. Id wasG7 v
nrpa\ «.xpev\eAxe tor we and im-aaesuw /H
Cao use dhis exaeoencC tor ne*v dime- dWimzW'AWTHCUlOIL'.l E

Fcwobitg Pegawai iadbir. Urcd N;2 
Mail’s Perbandaran Kota Samarah- n

WciR X Ths momma . r been ad«d bu missU 7 —J
Evo To sen-v -he meme do each depotow
-for -the mee-ho .̂ I also been asked
ba tess Shida +o ptecstod all The
faK toad comes and serd d do each HAIAimZAPNARIKTWMniMin:

de pa id mend-. 1 also helped \niss tecta Pen Jon;} Pegawai Tadbir, Gred N :2

do chopped oil dhe -fox dte been sow
Majlis I erbmdaraii Kuta S’ttntuuli in

do .

swoiq dodag ( I ten ashed hj Hajah SulsanpQ
do -lake dawn all dhe '‘Ptggpm tolargyn' 
cd dhe iohVg -fe to and ted- a signed

—

drom ‘Sehaisoha IbteWrap' <uhch is
^ah Norhahmab • Adler Ate, 1 been ashed
bd (Yiiss 'Eaa to< gef a signed -from
different degtenew Tor tup me&kng -’amm
I also been asked kg tess teresca Ao
-take addendanc? of ete yesA -Tor "Otegugtcd 
torgagoran Program femtaganon dan tohhny
Kauuto fingi Saka Idhun ke -3 dan d JGId
ad dhp fneedinq room mPKS.

c/wq dodau 1 been ashed fog miss Eva tor
w«Ve oh toe name of toe staff toof Z~\ •

pned to? weeding ta memo beck
and 1 also been asked to ptatostod- AJAH^l'^RINA BINTI HJ MOHAM I

toe documend- an0 distotee i-d.
rnioluii^ Pigawai ladoir. Gred Ne 
Majlis Perbandaran Kuta Sarnarahaj

Aitor toad, me bod iWing wto all
stadevd pralditod because Hqah Saban na



Date Exact Nature Of Work Done Supervisors 
Remarks

given us the fask ahicb * $ ‘ Lapcran
lchAno.n Whs tach of us need +o
collect- the document -from exh depottinenfr
avd save fr in focrosoft xrd because
itt aeed -lo he checked onj 4^^ -tosh
n?«l -to be present tofroot of The stoff.

toft /ioK Tcdai (m WM thss misnib io disWrtf the
ioatofoo +o an The awostor foaf attend io -the
meeting for- today. 6efae distwbuie foe letter ( Deep

asked by mss msnah for fbotestat 31
copies of -fre letter and -then puss tt io
ail foe auixeiDr foot- attend the ' meeting. IhUAlK’iiJ

1 also need to cdlectt all their signed tor Pendoac. Peganai T?.Jbir fired N' 2

record. After -foot. h) helond W KhoMt
laibs Pc h'i::'jjran Kola Samarahin

•for phatostaV the “Sance Older and pass tt
to tieassum Storm -for stored.

□

i)/Wq This morning I been qsked Cm flbdan tanub
fr> type the letter for Data and the tetter

feed to be sign by cur Cboitmun oF
m^lis fevtondaton Kota Savnargban. After-that, 

1 been asked by miss Thisnob to
----------------------

distribute -the document te each sechcn ''P!k'ARKTIKiMOIIAM-

in Wh-S . AFfct disfoW the le+fer, i been /. " ? •'•'<'”■. Gred N?.

o^ed ba (Oadccn hhcriyoh to photostat-
the auestionnaue and chsWbute to all the
staff that- under Adimo departfOenh.

This rooming 1 hen asked by vbiiss Ucmessa
-for distributed +h? letter +o -the staff. o
After -that-1 cue been railed by W Bolbosm MJAHSW:

-for -|oined to distvibuff free mask to renoiong regewai ladbr, Gred N3 
Mail" Perhandaran k'Ma

+hf pjHic of- □a^boVco Somarohon and



Date Exact Nature Of Work Done Remarks

o\so fae mask -w "the public
ar Annan mall ■ Afa -ken. 1^ been asked T
4o pno+oma-l -Hie letter ofa pass fa +o

c w/ I .....

ifaiss E?x\.

la/^sc iq fan. momma . I been asked bu Stephanie
fa wma -the Gottna - Rouana Di

—J -J -J -J
Set-fan No. 3 cd Samaranan. we been ciuen ■ A i'
plas^c ba^ 0nH mask -for cpMecV fa? P

and 1 been asked do -fake photo
all -fa? s-Wfa -fatt Termed fae proqmm .

And -for -fcmtnornxx) 1 ujfa Tcsne6 uRcqrom
ferhciYiurtji F&+i>banaan komurnii 6&dokn
npq Lubck k\ra, Asojo'Aa ttom ^am urrtl 1p.m.
And dfas kfal b? rm lash cEk^ ett
fYbjks Ffatondamn KOo Somaroban .

•
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