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1.1 OBJECTIVES

The objectives of the organization are to enhance the quality and competitiveness of 

graduates, to create value through a strong and sustainable research, development, 

commercial and entrepreneurship, to boost industry and community networking services, 

to strengthen UPM as a centre of excellence in agriculture and to enhance the quality of 

governance.

1.2 VISION

• To become a branch campus of international repute.

1.3 MISION

• To make meaningful contributions towards wealth creation, nation building and 

universal human advancement through the exploration and dissemination of 

knowledge.
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CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.0 INTRODUCTION

This chapter will discuss and summarize about schedule of the practical training held at 

UPMKB. On the first day, the trainee had been given the schedule of works to be 

followed and used as the guideline for daily tasks. Hence, the officer in UPMKB 

explained the main tasks and responsibilities in the organization. The tasks that had been 

done such as filing, outdoor activity, preparing event and more will be discussed in this 

chapter.

2.1 WEEK 1

The training started on 29th January 2018. On the first day, I was given task to help with 

exam cover for Diploma students. On 30th January 2018, I was given another task to 

prepare letter to be distributed for the purpose of promotion in Sarawak and Sabah. I was 

also instructed to do filing for ISO files classification. On 1st February, I was given a 

chance to attend the meeting for academic result for final examination Semester 1 

2017/2018 for the bachelor programme. Minutes for the meeting was also been prepared



by me. On the same day, I was briefed by the officer on how to do proper file disposal. I 

also attended a web conference examination schedule for diploma programmes meeting 

with UPM Serdang as a representative for the officer together with the Deputy Dean of 

Academic, Dr. John Keen Chubo.

2.1.1 REFLECTION FOR WEEK 1

The first week had given me chance to be familiar with the organization’s surrounding. 

Other than that, I was also given the chance to know most of the important persons in the 

organization as I get to attend important meeting. Furthermore, I learned new things such 

as procedure of proper file disposal, filing system of UPMKB and how to organize 

meeting minutes. I also get to know the important dates for UPMKB after attending a few 

meetings.

2.2 WEEK 2

On the second week, 1 started my first task of the week by doing pamphlet for UPMKB 

promotion throughout whole Malaysia. The pamphlet consists of information on what 

programmes UPMKB offer, the fees for the programmes and the requirement to apply for 

the programs available. On 6th February, I attended a meeting of Committee of Borneo 

Dance Festival 7.0 and “Student Leader Summit Programme 2018”. The meeting agendas



consist of programme background, programme tentative, and programme 

implementation. It was informed that the festival involved universities from Indonesia 

and Brunei. I also continued doing the pamphlets for promotion purpose on the same day. 

On 8th February, I helped to prepare front cover for Diploma and Pre-Diploma final 

examination. On 9th February, the department was having teamwork to reconstruct the 

office structure for the new dean to move in as the administration of UPMKB will be 

reconstructed on March

2.2.1 REFLECTION FOR WEEK 2

There were several things that I had learned throughout week 2. I learned that it is not 

easy to host an international event such as Borneo Dance Festival as it involved a lot of 

budget and also participation from the outside. Other than that, I also learned about the 

programmes that UPMKB offered while I was doing the pamphlet for the promotion 

purpose. I also learned that teamwork is very important in order to make task successfully 

done.

2.3 WEEK 3

On the third week, I started to review files for disposal. There are some characteristics 

that needed to be taken into account of before deciding to dispose the files. There are also



a few steps to be done before the files can being disposed. One of the important things to 

do before disposing files is to ask permission from National Archives of Malaysia. After 

the permission is granted then only the files can be disposed. The reviewing for files 

disposal continue until 15th February. Aside from reviewing files for disposal, I also 

helped with office matters such as helping the students to register for MUET and helped 

them to fill in the form to get their confirmation letter.

2.3.1 REFLECTION FOR WEEK 3

From this week, I learned a lot especially regarding proper ways to dispose files. I got 

new knowledge that before dispose a file, permission from National Archives of 

Malaysia is needed. I also get to apply theory that I have learnt in class which the 

documentation that includes filing system. Other than that, I also get to know the 

classification of files that can be disposed. Furthermore, I also learned on how to organize 

other office matters such as doing registration for MUET and also to help the students to 

fill in the form before they can get their confirmation letter.

2.4 WEEK 4

On 19th February, I was given a task to do filing forthe office general letter. Other than 

that, 1 also make preparation for an event named “Suara Anak Sabah Landung Ayang” 

(SASLA). This programme objectives were to expose the Form 5 students regarding



UPMKB programmes that they can opt for after SPM and also to let them know what 

should they do in order to enroll into UPMKB. I also attended the event as my supervisor, 

Mr. Zaidi bin Talip was giving talk for the event. On the next day, I continued the task to 

do the pamphlets for UPMKB promotion. Other than that, I also helped with the office 

matters such as preparing confirmation letter for the students. On July 23rd, I attended the 

event of “Majlis Perutusan Naib Canselor” through web conference together with other 

staffs of UPMKB.

2.4.1 REFLECTION FOR WEEK 4

On this week, I learned on how to handle an event based on “Suara Anak Sabah Landung 

Ayang” (SASLA). It was a special prgramme made for the SPM students that came from 

Sabah. As this programme was one of their mission agenda, our department was given 

task to give talk on the programmes that UPMKB offer. Other than that, I also learned on 

how to set up an event such as preparation for place, pamphlet, and slide show for the 

talks. Through week 4 given tasks, I am able to apply the project management theory that 

I had learnt in class. Thus, I was able to handle the event given.

2.5 WEEK 5

On 26th to 27th February, I was still doing pamphlets for promotion at SMK Dalat, Oya. I 

was also appointed to be one of the ambassadors for the promotion in Dalat. On 28th



February, I was given the task to check the inventory, to see if the list was updated or not. 

After checking the inventory list, I studied for the promotion at SMK Dalat. On 1st 

March, I went to SMK Dalat with my team which consisted of Miss Dayang Aminah and 

Mr. Shahlaman. The promotion was on 2nd March. My tasks on that day were to 

distribute the brochures and pamphlets to the students, explained the advantages of 

UPMKB to the students, and helped to answer students’ questions regarding the 

programmes in UPMKB. The next day, we were going back to Bintulu.

2.5.1 REFLECTION FOR THE WEEK 5

On week 5, I learned a lot especially on the trip to SMK Dalat. I learned on how to 

communicate well with the students. I was able to explain on the programmes that 

UPMKB offered. Other than that, I was also able to answer the students’ questions 

regarding UPMKB. Some of them had showed some interest on going to UPMKB after 

the promotion had ended and event took the registration form to be filled in. the 

promotion had showed a good feedback from the school including teachers and students 

towards UPMKB. The tasks given to me during week 5 was related to public relation 

where I got the chance to reach the public to promote UPMKB.

2.6 WEEK 6



As for week 6, I accomplished quite a lot of tasks. On the 5th March, I helped with the 

office matters. The Academic Department was doing teamwork for office restructuring as 

administration of UPMKB was restructuring. On the next day, I did the confirmation 

letter for the final semester students. Confirmation letter is needed by the students to 

verify that they are UPMKB student when they apply for internship. Confirmation is also 

needed by the student so that they can register for the UPU. I also helped in preparing 

logbook and other materials for the students before they went for internship. On 7th 

March, I helped to prepare for UPMKB promotion for the study fair. On 8th March, I 

went for promotion acticity at SMK Baru, Bintulu. My colleagues and I were on duty for 

the promotion from 8.00 a.m. to 12.30 p.m. During the promotion, I helped the students 

to understand more about UPMKB so that they are attracted to enroll into UPMKB. For 

the last day of the week, I only helped with office matters such as preparing confirmation 

letters for final year students.

2.6.1 REFLECTION FOR WEEK 6

I learnt that it is very important for people in an organization to work in a team. It makes 

tasks easier and can be completed faster with good results. This was one of the task that 

enable me to apply the important of teamwork that had been learnt in organizational 

behavior subject. Other than that, I also learnt that communication is important in order to 

make others understand about the organization especially an academic institute such as 

UPMKB. When the students knew about the course that UPMKB has, the students seem



to be more interested to enroll into UPMKB. With that, I conclude that the students will 

be more eager to further studies in a university when they have information about it.

2.7 WEEK 7

On 12th March, the Academic Department was having teamwork again for new office 

arrangement. This was needed to be done as the Dean for new administration was moving 

to the Academic Department whereby the Academic Department has changed its name 

into the Dean’s Office. It was also needed to be done for office renovation. Other than 

that, I also helped with office matters such as MUET registration, to ensure the students 

have paid for MUET fees before they registered and to ensure that they have all the 

documents needed before registration. I also helped with lecture hall booking and other 

purposes. On 14th March, I was in charge to prepare the students’ confirmation letters as 

the responsible person Miss Dayang, was not available until 15th March. I also helped to 

prepare the logbook and materials such as manual for internship students. It was needed 

to be done early as the students were given a talk regarding the internship before the end 

of semester. Lastly, on 16th March, I helped to prepare letter for sponsorship for Sarawak 

Industrial Festival 2018 (SIF) which involved the cooperation with Singapore company.



2.7.1 REFLECTION FOR WEEK 7

For week 7,1 have learnt that everyone should know how to do each task in a department. 

This will help a lot especially when the responsible person is not available. For example, 

I was not familiar on how to a letter for sponsorship purpose but after being taught and 

guided by the responsible person, I became familiar and able to do it. I also helped in 

lecture hall booking which also improve my Microsoft Excel skills as I need to analyze 

and keyed in the booking information.

2.8 WEEK 8

On week 8, I helped a lot with office matters. I helped Madam Puspasari to review the 

application form as she was the one in charge of student enrolment. We filtered the 

application as according to the courses and requirements for the course. It needed to be 

identified so that the students’ enrolment can be proceed. Next, I also helped to prepare 

the final exam papers. On 22nd March, I helped to prepare the confirmation letter as it is 

towards the end of the semester. The final year students needed it to be done before the 

semester ends as they are going for internship. On my last day of practical, I got to 

accomplish another filing for general letters.



2.8.1 REFLECTION FOR WEEK 8

During week 8, I learnt that it is hard to leave when you are already familiar with the 

organization and the task that were given. I learnt that it is getting easier to perform a task 

when you are getting used to it. For example, I can do the confirmation letter without any 

guidance after doing it several times. As for the filing, I can do the filing by referring to 

the file codes that were given to me during my day 1 internship.

2.9 CONCLUSION

This chapter enable to explain and summarize what I have learnt during my practical 

training. It may help me to memorize the task and skills that have completed. Thus, I 

rationalized them all as I have been assigned with different tasks in Academic 

Department. Most of the task given are related in my studies or syllabus in 

administrative science and can be used in real life for the future.



CHAPTER 3

ANALYSIS! OF PRACTICAL TRAINING

3.0 INTRODUCTION

In chapter 3, it describes the analysis of the practical training and specifically focuses on 

one area of task as covered in the practical training handbook. It also should reflect 

definition of concept, demonstration of practical and theoretical aspects as how to relate 

all concepts learned in classroom at the workplace and how to transforms knowledge 

gained at workplace to reinforce understanding on the concepts learned in classroom. 

Based on my schedule of practical working experience and reflection for each week 

given under chapter 2, it shows that, my practical training experience was more focused 

on the job of being administrative and was practices at Academic Department.

3.1 TASK ANALYSIS

During the practical training of eight weeks, I have completed several types of 

responsibilities such as filing task, promotion and event management. As for this 

chapter, I will focus on the task which is filing system. Filing system has been used on 

most of the organizations in Malaysia. Moreover, filing system is the most job task that 

had been given to me by my supervisor.



3.3 INTRODUCTION OF FILING SYSTEM

In Academic Department, filing is very important to this department in organisation. 

Filing can be defined as keeping documents in a safe place and being able to find them 

easily and quickly.

Documents that are cared for will not easily tear, get lost or dirty. A filing system is the 

central record-keeping system for an organisation. It helps to be organised, systematic, 

efficient and transparent. It also helps all people who should be able to access 

information to do so easily.

It is convenient when someone looks for something and is able to find it without 

difficulties. In the organisations most of the employees work in a group. They receive 

and send out documents on different subjects. Besides, they need to keep the documents 

for future reference. If these documents are not cared for, it will be hard for to track for 

all of the organisational activities. With filings, everyone who needs the document will 

know where to find them.

In addition, the best filing system is to record creation results directly from the 

transaction of organization. It must be deliberately created because conducting the 

transaction, by itself and does not generate the record. Records that will meet 

accountability requirements and other needs of an organisation cannot be created or 

managed without an adequate record keeping system. Records management practices, 

and in particular records creation, must be systematised through policies, procedures and



the application of best practice. The most appropriate controls should be built into filing 

systems to capture and identify accurately information required by an organisation.

3.3 PURPOSE OF FILING SYSTEM

The main purpose of filing is to preserve the important letters and documents safely. 

Scientific and systematic methods are applied so that any documents can be found out 

quickly for reference. The purpose of filing system such as collection and classification 

of documents, preservation of documents, provide proof, provide guidance to the staffs 

and others.

3.3.1 Collection and Classification of Documents

The first purpose is collection and classification of documents is the first objective of 

filing. An organisation may receive and send a large number of documents from internal 

and external sources every day. They can be reports, letters, bills, contracts and others. 

So, these documents should be classified into various categories on the basis of their 

nature and importance. By collecting all those documents, it can give the new 

information towards the organisation and can help all staff to review back on what they 

needs in order to adding on or compare previous information and recent information. In 

addition, classifications of documents which mean the documents had been divided or 

separate according to the suitable methods such as according to its alphanumeric, 

alphabetic, numerical, subjects and others.



3.3.2 Preservation of Documents

Other than that, filing is also important for preservation of documents. Preservation of 

Documents classifying them into two categories such as documents whose preservation 

shall be permanent in natural and documents to be preserved for not less than eight years. 

The documents that are required to be maintained are depending on its own policies that 

are preserved considering their importance, usefulness and information. The organisation 

recognises that all the documents, whether in physical or electronic mode form an 

important and integral part of the organization’s records. The preservation of documents 

is important in order to ensure immediate access to the records, its retrieval and 

authentication. After the collection of data another purpose of filing is to preserve the 

documents for future reference. A filing keeping system is the tool to manage records. It 

is a manual or automated information system having the necessary functionality that 

enables it to carry out and support the various records management processes such as 

collection, organisation and classification of records to facilitate their retrieval, 

distribution, use, disposal or preservation.

3.3.3 Provide Proof

Moreover, filing system can provide proof towards the organisation towards his or her 

employer. Several transactions take place concerning different subjects matter in an 

organisation. Filing serves to settle misunderstanding and disputes between the business 

organizations and the different parties such as the government, customers, and other 

business organization and vice versa. Then the preserved documents can be presented as 

proof whenever required. For example, the employer need his or her employees to



present about previous objective and the employees decided to refer to the previous 

documents that have been kept and it can be proof towards what the employees 

presented.

Lastly, provide information and guidance to the staffs. Filing provides different dates 

and necessary information for formulating plans, policies and taking quick and rational 

decision for the organisation. Besides, it also provides information for decision making, 

planning, and control and to formulate policies. Filing provides proper guidance to the 

staff in performing their duties which increase to develop working efficiency of the staff.

3.4 METHODS OF GOOD FILING SYSTEM

Taking the time to organize the filing system is crucial. While everyone would love to 

have a paperless office but in the reality is that many small businesses still have the need 

to store paper documents such as invoices, receipts, newspapers and other documents. 

Besides that, by having filing system, the file can be easily retrieved when required. As 

an employee, losing certain documents is one of the situations that should be avoided. 

So, there are several methods 

of good filing system in an organisation.

3.4.1 Filing by Date

First method is filing by date. Filing by date means that all employees can put documents 

in order by their date. Filing documents by date can find information generated at a 

specific time. Yearly file sections are the foundation of a date-based filing system and



each month of the year is a subsection of the system. If they are from the same year, then 

look at their months and put the earlier month first. If they are from the same month and 

year, then compare their dates and arrange them with the older document coming first. 

With this method, businesses commonly keep the freshest files in the front of both the 

yearly section and the monthly sections. When employees use this system, they need 

some way to keep track of which documents correspond to what month and year.

3.4.2 Filing by Topic

Second, filing by topic. Filing by topic or subject is when the employees group 

documents by their content. For example, all of the correspondence is grouped together 

in one file and the complaints documents are placed in another file. The items in the file 

can also be filed in another order. Other than that, the correspondence could be put in 

chronological order and the receipts in numerical order.

3.4.3 Filing by Letters

Third, filing by letters. Filing in alphabetical order means putting items in order by the 

first letter of the name. The documents starting with A will placed at the beginning, 

followed by those starting with B, and so on until Z. Besides filing by letters, it also can 

be filing by alphabetical. Filing all documents alphabetically is a simple and time-proven 

system. The name of each file folder corresponds to the name of each document. Many 

businesses use hanging file folders with tabs or sturdy reprinted file drawer dividers to 

separate the folders under each alphabetical heading. A key drawback of an alphabetical 

system is for necessary to have an index to keep track of a large number of documents.



3.4.4 Filing by Numbers

The last method is filing by numbers. Filing by number is filing documents or files by 

their number. It means putting the low numbers before the high numbers. These 

numbers could be reference numbers on documents, or numbers of files. Remember to 

look at all of the digits in a number although it is easy to see that 3 comes before 10, 

check carefully when filing 12.08 and 12.1., the first compare the numbers on the left of 

the decimal point, and then look at the numbers after it from left to right. For example, 

11.06 should be before 11.8. For organizations reason, it mainly generates numbered 

documents, such as invoices; often create a numerical filing system that stores files using 

the assigned document numbers. With this file system, a crucial element is labelling each 

file cabinet drawer with the sequence of numbers it contains. This system might also 

require an index for quick access.

3.5 CATEGORIES OF FILES

A file is a collection of records arranged in some systematic order. Filing system is a 

plan for organising files into related categories. Generally, there are only two types of 

files which are subject and case files.

3.5.1 Subject Files

Subject file is document of the organisation, policies, programs, and functions of an 

agency. These files consist mainly of general correspondence but also may include 

forms, reports and other material relating to programs and functions but not to specific



cases, projects or transactions. According to Society of American Archivists, subject 

files where the documents in case files typically capture the same categories of 

information about each investigation or action. The content and format of documents in 

subject files is often varies. Records are selected for filing in a subject file based on their 

informational content. It is important to understand the difference between a subject file 

which contains information of general planning and operations and case file which 

contains information concerning a specific action, event, organisation, place or project in 

an organisation.

3.5.2 Case Files

Case file is document of specific action, transaction, event, place, project or other topic. 

A case file may include one or several subjects relating to the specific topic. For 

example, the Official Personnel Folder, which is the most commonly known type of case 

file used throughout the Federal Government, project files which contain records relating 

to an assigned task or problem and lastly transaction files such as contract file. Contract 

file contents document that consists of conducting of negotiations, business matters and 

the like to a particular conclusion or settlement.

3.5.3 Other Type of Files

For the other types of files it may include the transitory files which contain records that 

lose their value within a short period of time. Other than that, working paper files which 

contain records such as rough drafts, calculations or notes assembled or created for use in 

the preparation or analysis of other documents. These files generally are disposed of



when the task is complete and the finished document prepared. Technical reference files, 

which contain copies of reports, studies, compilations of data, drawings and others that 

are needed only for ready reference and are not made part of the official case file. These 

non-record materials usually are disposed of when no longer needed for reference.

3.6 IMPORTANCE OF FILING

All organisation have its own importance of filing and for sure all organisation knew why 

they do so. As my part, filing is an important activity in any organisation. It is important 

for every type of organisation whether the organisations are big, medium or small. It 

plays a very crucial role in smooth functioning of official work. Filing not only keeps the 

record safely but also arranges them in a systematic way which facilitates on the 

availability of records in a minimum effort. So, there are some of the importances of 

filing.

3.6.1 Giving Protection of Records

Firstly, filing all documents can give protection of records. By practicing this kind of 

activity, filing can protects the records by keeping it in safe cabinets and drawers so that 

important documents can be preserved from unwanted situation happened such as rats, 

insects, water, sunlight, dust and vice versa. Besides that, by protecting all documents, it 

can avoid from the dishonest staff of the office such as hacks and attacks. As documents 

and data become more ubiquitous and accessible, hackers are finding small and medium 

sized of organisation attractive targets. Hackers may probe the networks for



vulnerabilities and specifically target documents without wrap-around security and 

documents in transit, synced to devices, in cloud-storage, or in unsecured emails. 

Besides that, it can be leaks and unauthorized sharing. Documents are sent to the wrong 

“unauthorized” person by mistake, either via email or other means and it can be 

unsecured documents and data are found on lost or stolen devices. Above all, documents 

should not have poor security or infrastructure on protected networks which have left 

documents and data vulnerable to unauthorized sharing.

3.6.2 Helps in Planning and Decision Making

However, filing all documents helps in planning and decision making. Formulating 

effective plans and taking quick, it can be rational and correct decision in the function of 

management. Besides that, factual data which is available from past records can be 

reference towards future planning. So, filing is very important. Planning is the process 

of thinking and organizing the activities required to achieve a desired goal. It involves 

the creation and maintenance of a plan such as psychological aspects that require 

conceptual skills and decision making is regarded as the cognitive process resulting in the 

selection of a belief or a course of action among several alternative possibilities. Every 

decision-making process produces a final choice, which may or may not prompt action. 

Decision making is the process of identifying and choosing alternatives based on the 

values and preferences of the decision-maker. So, it does showing that practicing activity 

such as filing all documents is most importance in the organisation. Planning and 

decision making giving a big role in an organisation because by planning something for 

future for the sake of achieving goals in an organisation can be review towards previous



documents whether the planning taken has been used or not. So, planning something can 

help to prevent from repeating the same mistake and does not using the same planning for 

organisation. In addition, by planning for organisation, it should have final decision 

which decision making that make from experience individuals or the person that have the 

ability and potential to make decision in order to achieve the goals.



3.6.3 Better Control

Lastly, by having a filing system in an organisation it can have a better control. 

Controlling is one of the managerial functions 

like planning, organizing, staffing and directing. It is an important function because it 

helps to check the errors and to take the corrective action so that deviation from standards 

are minimized and stated goals of the organization are achieved in a desired manner. 

According to Henry Fayol (1916), control of an undertaking consists of seeing that 

everything is being carried out in accordance with the plan which has been adopted, the 

orders which have been given, and the principles which have been laid down. Its object is 

to point out mistakes in order that they may be rectified and prevented from recurring. 

Filing system is helpful for contracting the business transactions. Modem business 

transactions are carried on through various documents. Several types of document are 

received and sent daily. If those documents are maintained under and scientific way 

naturally management will get great help in evaluating performance and taking corrective 

action. The process of control is facilitated by good filing system. All the incoming and 

outgoing letters are properly checked and quick disposal of letter is possible if immediate 

attention is required by any letter.



3.7 MANAGING RECORDS AND INFORMATION USING FILING SYSTEM

As we all know, records and information is very important in an organisation. Each 

department, and office within the department, should have in place procedures which 

facilitate the easy management of its information resources. The purpose of managing 

records and information using filing system is for future reference which means the 

records and information is not for short time period but for long time period.

3.7.1 Filing Paper Records

Records contained in paper files that should be managed according to organisation 

requirements. This means they should be filed in correctly as soon as possible after 

receipt or creation. If an action is required, employees should still file the document, and 

circulate the file to the appropriate member of staff. The reason is to maintain a record of 

this circulation which is to reduce the risk that the file will be misplaced. Documents 

should not be placed loose into files or folders. Filing paper records helps prevent loss or 

damage. There are several principles will help in maintaining an orderly filing system 

which are file latest record on top, file in order of the date on which the document was 

written, not date of receipt, file attachments or enclosures immediately below the 

documents to which they relate or place bulky items such as plans or drawings in a pouch 

or pocket with the contents described on its front. Besides that, circulated papers should 

be marked in such a way as to identify the original or master set and copies. File the 

original and if necessary, insert a file note into other files to indicate its location.



3.8 TYPES OF FILING

In an organisation, there are two types of filing that had been categorised by traditional 

and modem filing. Both types of filing always practice by almost all categories. Besides 

that, it has advantages and disadvantages towards both types of filing. The types of filing 

that mentioned here are traditional and modem filing.

3.8.1 Traditional Filing

Traditional filing system was used at the beginning stage of office management. When 

the scale of business was small and numbers of documents were limited, in spite of being 

old it is still in practice in small business organisation. Traditional filing has been 

organises into a database for the storage, organization, manipulation, and retrieval by the 

computer's operating system. There are several types of traditional filing such as box 

filing, press copy book method, cardboard filing and pigeon hole filing.



3.8.1.1 Box Filing

Box filing which is the name that are made in the shape of box which is 3 to 4 inches 

deep are used for filing papers. The boxes are fitted with spring clip to hold the papers 

down in their proper places. Sometimes, the papers may be placed in manila folders 

which may be kept in the box. Documents are filed chronologically. Separate boxes can 

be used for each subject. Since documents are kept in a number of boxes, it is called box 

filing. Box filing have the advantages and following by disadvantages. The advantages 

of this filing are it is very simple and easy to understand by every employee because all 

documents had been arranged according to its structure and it separate for each subject. 

Besides that, it is safe because the boxes remain closed. It shows the difficulties to losing 

the documents easily. For the disadvantages, it is flexible because all documents have 

limited space in the boxes. However, the employees need so many boxes in order to fit 

all the documents inside every boxes and it have difficulties to take out the documents 

which is from the middle arrangement because all documents had been packed in the 

boxes.



3.8.1.2 Press Copy Book Method

Press copy book method is the second type of traditional filing. Press copy book method 

usually all outward letters are coped out in a book. Actually the practice is get the copes 

which are filed in the master file in chronological order. This helps to preserve 

documents which may become evidence. At the same time, it is a time consuming 

method. The location of documents and cross reference is difficult. The advantages of 

this filing are safe to send out letters copies, preserved letters can be used as evidence and 

easy location of documents. Besides that, the disadvantages of this filing are the letter 

book has limited pages and because of that, press copy book method has lack flexibility 

towards filing system. In addition, it is unsafe method because a clerk has to frequently 

take out the documents and because of this by always taking out those documents, there 

might be high expectation of losing documents or missed placed.



3.8.1.3 Cardboard Filing

In this card board filing system, a thick card board is used and had been designed to 

facilitate the storage of blocks and slides. There will be cover paper on both sides of the 

cardboard and all the letters and documents will be kept inside the cardboard which will 

be covered by the cover paper and duly tied with the lace or thick thread. This 

economical system is less expensive than metal filing systems but still offers the 

convenience of drawers for easy retrieval of file contents. Strong and lightweight due to 

the unique surge construction, the system comprises of five file boxes for either blocks or 

slides or a mixture of both. These are supported by an outer shell, which stabilises and 

enables the units to be stacked together. Different types of documents can be filed in 

separate cardboard files. These files can be stored in the locker for safety reason. These 

types of filing system are suitable for small business because small business have less 

documents compare with large business or organisations. The advantages for this filing 

are it is very simple and easy for all employees and also it is cheaper than other filings. 

The disadvantages are this filing system is not appropriate for the large size of business 

organisation and also chances to misplacement of documents.



3.8.1.4 Pigeon Hole Filing

Pigeon hole have high quality of storage. Pigeon hole units are designed to store 

stationery, brochures, internal mail and parts stored in warehouses. Pigeon hole units are 

available in a range of sizes and configurations and can be custom made to the 

organisation as requirements. It has units which available in either metal with a powder 

coated finish or melamine Laminex with a wide choice of colours. Documents and 

messages are placed in a person's pigeon-hole for them to collect either they can reply by 

putting a response inside the sender's pigeon-hole. In medieval times pigeons were kept 

as domestic birds, not for racing but for their meat. Pigeon holes were the openings set in 

a wall or a purpose-built pigeon cote in which the birds nested. It is easy to categorise 

the mail for later preparation of items that ready for despatch. Boxes are grouped in 

postcode areas with identification tabs usually fixed onto the top-left hand comer of the 

box allowing for easy entry and retrieval of items. Pigeon hole boxes can be mounted 

upon caster feet allowing for rearrangement of boxes to meet current processing 

demands. This pigeon hole has its own advantages and disadvantages. The advantages 

are it is simple to understand and easy to operate and so economical. Besides, paper or 

documents will be available quickly. For the disadvantages, it is not appropriate for large 

organization because of small space different sizes of documents cannot be saved. 

However, pigeon hole takes time in searching the documents and cannot be maintained 

because pigeon holes are open.



3.8.2 Modern Filing

The filing system has changed and improved considerably over time, to meet the change 

in an office. The traditional filing system is not able to meet the entire requirement so it 

has a limited use in modem offices. So, the traditional filing system has been replaced by 

modem filing system. There have divided into two categories such as horizontal filing 

and vertical filing.

Horizontal filing which have drawers similar to a dresser. They are wider than vertical 

cabinets, and usually shorter. Lateral filing cabinets have certain advantages over vertical 

ones. So, a filing cabinet is a piece of office furniture usually used to store paper 

documents in file folders. In the simplest context, it is an enclosure for drawers in which 

items are stored. In addition, horizontal filing system is a modem type of filing where the 

documents or letters are chronologically placed in folders one upon another in horizontal 

or flat position. The latest documents are placed on top and the oldest at the bottom in the 

folder. Moreover, horizontal filing has two types which are flat file and arch lever file.



Flat file is made of cardboard or thick paper where each flat file is attached with a pair of 

metal clips or laces on the left-hand side which helps to hold the paper tightly. A pair of 

holes is made on the left-hand side of each paper. The hole is made by using a punching 

machine. Then, the paper is inserted into clips or laces. Those clips are locked or the 

laces are tied up to hold the paper tightly. For the identification of files, they are 

classified on alphabetical, numerical, geographical or subject bases.

Arch lever file is popular and commonly used to preserve documents, record, and letter. 

It is made of thick cardboard, a pair of an arch-shaped metal rod, a lever with lock and a 

pair of clips. The rods, lever, and clips are attached on the left-hand side of the file. A 

pair of holes is made on the left-hand side of each paper. To insert and take out the paper, 

the lever is unlocked and clips are opened. When the job is done the lever is locked and 

clips are closed.

For vertical filing system, it is the most popular type of filing where the documents are 

kept in an upright or standing position in the files or the folders which are made of 

cardboard papers. The folders are folded in the middle to hold the letters and documents



in them. These folders and fdes are placed in a drawer in a vertical or upright position. 

Vertical filing method is developed to overcome the difficulties of horizontal filing. In 

large scale organization, more papers are filed and there is a need of referring many 

papers. Hence, there is a possibility of time consuming in locating the papers. Time is 

valuable. The desired file should be referred without much difficulty but in lesser time. 

Usually, drawers or cabinets are used so that any folder may be withdrawn or replaced 

without disturbing the other folder. There are 2 parts of vertical filing such as folder and 

cabinet.

Folder is the basis for vertical filing. Manila sheet or some other material is used with 

flexible substance. The folder is slightly higher than the front sheet and it is brief 

description of the papers, letters or documents are written on the extended edge of the 

folder. A separate folder is maintained for each correspondent, customer or subject 

matter. Hence, the papers relating to a correspondent or a subject are kept standing in 

chronological order or in other suitable order in the folder reserved for it. There is no 

using of clip or holder for fastening any document, papers or letters. So, there is no 

difficulty to refer the desired document or papers without disturbing others. In rare cases, 

clip may be used to keep the papers fastened together.



While cabinet are the folders that are kept vertically in a steel or wooden cabinet. There 

are several drawers in a cabinet. The drawers are deep enough to hold the folders in a 

vertical position. Each drawer is fitted with a slider. The slider pushes the drawer 

backward can be opened and closed. Guide cards can be inserted at appropriate places in 

order to divide the drawer into convenient sections.

For UPMKB organisation, they are still using traditional filing which is Open Shelf 

Filing Cabinets. It is durable and flexible storage products. Open Shelf Filing Cabinets 

will use less floor space than conventional lateral file cabinets and use an end-tab file 

system. In addition to end-tab file storage, Open Shelf Filing Cabinet provides storage 

flexibility to house books, boxes, and other office supplies. For example, the employees 

store their archive or inactive file boxes on the upper and lower shelves and then store 

active files in the convenient middle shelves.

3.9 CONCLUSION

In a conclusion, filing system plays a very important role in an organization. As 

mentioned above, there are many importances of filing system towards an organization. 

There are also a lot of types of filing system that can be used in order to organize 

document in an organization. The chapter also conveyed that filing system is one of the 

examples of practical application on the theory of record management that has been 

learned in class during lecture. Without filing system, I may be hard for the organization 

to keep track with the important documents and information for future reference. Thus, 

with proper filing system, an organization file management will be more organized and 

proper.



CHAPTER 4:

RECOMMENDATION

4.0 INTRODUCTION

In this chapter it may include the strength and weaknesses of job or task assigned during 

training as be mentioned in previous chapter that is fding system. This chapter will 

provide solution for improve the filing system in order for good guidance towards the 

employees in an organisation. The filing system in UPMKB in Academic Department 

just have limited cupboard in order to put all files in correct place. The employees 

willing to learn the filing process and they did not refuse to learn or accept new process 

or procedure.

4.1 STRENGTHS OF FILING SYSTEM

First, the strength of UPMKB on filing system is they are using manual and online filing 

system. Manual filing system is a structured set of personal data that are accessible 

according to certain criteria, the yellow pages on paper for example. By having manual 

filing, the employees knew what does documents had been compiled in the files and they 

are always being up to date towards new information, articles, complaints and others. 

Every department have filing room. The room should be entered by particular 

employees. This is because to avoid from any loss of documents or missed place of 

important information. As we all know, every documents give their own important that 

can achieve goals of company and for future reference. For online filing system, it can 

save time to all employees because online filing system just need a database to enter all



information or documents that relate to every department. By saving time, there is no 

more getting up, going to the file cabinet, looking through the drawers, or hunting around 

for misplaced documents. Filing documents online is one of the best ways for employees 

to store all most important information in a totally secure and paperless environment. 

The basic layout of online filing systems are the same as physical filing cabinets, but 

instead of opening a drawer containing paper documents, employees have access to all 

files right on their computer screen which accessible from anywhere with an internet 

connection. Other than that, online filing can save space. Office space can be very 

expensive, and filing it with paper and folders is not the most profitable use for it. 

Storing files digitally can allow employees to access an entire room’s worth of records 

with just a computer which can take minimal space. The best thing about this online 

filing system is when all important documents lost, the IT department can recover all 

documents that had been lost. That is why online filing system is the most advisable 

filing in every organisation.

Second, using colour filing system. Colour coded filing systems assign coloured labels to 

certain key letters or numbers of the file folder name. When file folders are accidentally 

placed in the wrong area of the filing system, these colour bars are interrupted by a colour 

that doesn't match making the misplaced file folders obvious. For example at the 

Administration Department, they are using several colours in order to differentiate 

everyone’s files. Every employee has their own colour of files. This is because to make 

an easy way to find their own files when they are needed. In additional, this colour filing 

system can also saving time. By saving time, it can reduce misplaced files with colour 

coded filing and accessing information faster makes personnel more productive.



According to Records Manager Studies, it shows that 80% of the cost of filing is in 

people time. Time spent searching for misplaced files is the largest cost associated with 

filing, not the cost of filing equipment or filing supplies but people time. Colour coded 

labelling increases the accuracy of filing making files easy to find when you need them.

4.2 WEAKNESSES OF FILING SYSTEM

Every organization has its own weaknesses. For UPMKB. filing system, there are few 

weaknesses that relate to the manual filing system. The first weakness in Academic 

Department is the equipment that provided by the company. As a trainee of the 

department, the equipment that provided to all employees does not satisfied because the 

equipment does not up to date which mean it looks a little bit old such as the types of 

files, and the cupboard that being use to keep all files. Some of the files should be 

replaced to the new one because every document should not be placed in the files that 

already being thick. Moreover, all documents are not in tidy condition. This is because 

all employees do not have enough time to manage all files according to their overload 

tasks to be settled down. Other than that, the files does not arrange according to the right 

place. The reason why this situation happened is because sometime the employees 

running of time to arrange all those files. This kind of filing does not advisable in an 

organisation. For the files cupboard, every files cupboard should consist of files only but 

due to lack of space to place other equipment, the cupboard also consists of other 

equipment such as previous tools that have been used for event, stationaries and vice 

versa. This shows the arrangement of tools does not according to its specific place.



Second weakness is some of the files have been labelled in inappropriate way. Labelling 

files is very important in order to make all employees to be easy to searching for the files 

that they want. In Academic Department, all files in one cupboard labelled in 

inappropriate way. Almost all files just labelled by writing using marker but some of the 

files labelled but the labelled had been worn out with tear but still does not take an action 

in order to change the label. This situation should be avoided in every organisation 

because small thing can become the big mistake in an organisation. By cancelling title of 

files using marker pen does not give positive effect towards the organisation. It should be 

more formal because all files consist of importance documents that should be refer in the 

future.



4.3 RECOMMENDATIONS

During practical training in UPMKB., as a trainee I have some recommendations that can 

be done by the organisation in order to improve and minimize any circumstances 

especially towards filing system in Academic Department.

First, invest proper filing cabinet or provide new cabinet. To keep all files in appropriate 

way, the organisation should have proper cabinet in order to arrange all files in suitable 

way. It is enclosure for drawers in which terms are stored. They might consider 

enhancing their filing equipment to ensure the filing system look proper. The documents 

such as personal file should be located into locked cabinet so that the potential hazard 

that can be minimizing as well. Lateral cabinet quality should be added due to the less 

vertical space. Other than that, they should consider on the filing equipment in order to 

upgrade the use of paper file folder. The organisation should standardize their file folder 

to black lever arch folder so that can keep more documents than paper file folder. It aims 

to ensure all the file can be kept according to the categories of filing system.

Second, UPMKB should practice on paperless environment. Paperless is a work 

environment in which the use of paper is eliminated or greatly reduced. This is done by 

converting documents and other papers into digital form. Proponents claim that going 

paperless can save money, boost productivity, save space, make documentation and 

information sharing easier, keep personal information more secure, and help the 

environment. The concept can be extended to communications outside the office as well. 

By practicing this paperless environment, UPMKB can reduce the amount of files in the 

departments and share their information through online filing or e-filing. E-filing 

provides non-profit organizations with easier preparation and quicker submission of their



information and documents. Besides that, it also can apply in the use of software to find 

the record in filing room. The system operate in which the employee of the organisation 

just need to key-in the number of references of the letter and the software will show 

where does the file is located. In addition, it is also increase the security of the document 

whereby the trained employees are able to access the file or documents. Besides showing 

where the files are located, e-filing also can be used in computer device. By practicing 

paperless environment, all information and documents can be saved in the folder in the 

system of organisation whereby create folders for different title and save the documents 

in every folders that related to the information yet documents.

Example of e-filing.



4.4 CONCLUSION

As a conclusion, as we all know filing system is the most important part in an 

organisation. The employees in the organisation should take a good care towards all 

information and documents in the organisation. The strength and weaknesses is depends 

on the department on how does they control and arrange their department according to 

the filing system for the long term of period. By giving the information of strength and 

weaknesses it is actual situation that can be minimize and every organisation should 

practice appropriate way to keep their documents to avoid from loss.



CHAPTER 5

CONCLUSION

5.0 INTRODUCTION

Overall, UPMKB had giving me so much experience moreover it is the basic experience 

in Academic Department within eight weeks. I received the chances to apply some 

knowledge that I learned from my previous subjects in UiTM Kota Samarahan. I have 

done all tasks that had given to me with the guidance from my own supervisor and the 

employees surround me. In addition, the employees taught me how to use the equipment 

in the department so that I can do my work easily. For example, using photocopy 

machine, fax machine and other equipment. I also get the chance to conduct an event that 

organise by my supervisor. So by joining the event, I get new experience towards big 

event that consist of important person UPMKB. By having team work spirit, I have 

increased my confidence level in working environment.



5.1 CHAPTER 1

During my internship, I manage to get a lot of information about UPMKB from the 

beginning until I finished my practical training. I am trying to digest about their 

objective, mission, vision, and policies. The introduction about an organisation is very 

important in order to know what does their goals. Hence, I also learned about how does 

UPMKB achieved their goals until I get to know that UPMKB has a very specific course 

regarding agriculture which involves research and development that leads towards 

modem agriculture. The environment in the Academic Department does give a 

comfortable surrounding and they provide a table, ergonomic chair and computer which 

helped me to carry out the tasks given comfortably.

5.2 CHAPTER 2

In this chapter two is all about the flow of tasks that I had been done during eight weeks 

of practical training. This chapter consists of description and types of tasks that I had 

done. By remembering those tasks that I had done during practical training, we can see 

whether the tasks related to the subjects I had learn or suitable for my field which is in 

Administrative Science. I have gained a lot of experiences throughout the eight weeks of 

internship. It was not only based on tasks only, but I also had learnt the cultures that are 

being practiced in the organization. Other than that, 1 get to apply what I have learnt in 

class in completing the tasks that are given to me during my practical training.



5.3 CHAPTER 3

Chapter 3 shows the relationship between the theories that have been learned in class and 

the tasks that had given to me. During practical training, I identified which tasks that I 

had done the most and I have relate it to the record management which is the filing 

system. The procedure used is more towards to prepare the documents or record which is 

dealing with filing system. While doing my practical training, I get to know that there are 

actually a lot of types of filing that can be used in order to organize documents in an 

organization. I also learnt that filing system makes looking for document easier and 

faster. Other than that, by studying about filing system and get to know about it, it gave a 

lot of useful knowledge that can be used and applied for my won job in the near future.

5.4 CHAPTER 4

Chapter 4 discussing on the strengths and weaknesses that UPMKB has in their 

organization specifically in their filing system. Recommendations that can be used to 

improve the filing system in Academic Department of UPMKB are also being identified 

in this chapter.. Besides that, it also can help in managing all information and documents 

of the organisation. The strength of organisation is using manual filing system which 

gives the limitation of authority to take and view the documents in filing cabinet or filing 

room. By practicing this kind of strategies, the department can be more successful on the 

filing system because it is not easy to break up and need extra attention by the employees. 

For the weaknesses, the department still combine files and stationaries in one cabinet



where the stationaries are not arranged in proper position. By providing limitation on the 

filing space, the department should avoid any matter that can give negative view towards 

the arrangement of filing. This department should create new strategies towards filing 

system so that it can helps in improving the weaknesses of filing system.

5.5 CONCLUSION

In short, every chapter in this report has reflected its own purpose. It helps to better 

understand on the organization itself and the task given during practical training. It is also 

given on what most done task during practical training by doing analysis and application 

of theory that has been learned in class. This summary is a statement on how does as a 

trainee conclude all tasks, towards organisation and situation of the department. I have 

gained a lot of experiences and knowledge through my practical training in Academic 

Department of UPMKB. Thus, I hope that by having those experiences and knowledges, I 

can be a better employee for my real job in the near future. I hope to contribute more in 

our government administration by applying the knowledge that I have while learning 

something new.
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!->• sYuoScnT ikunSJG r^c M 'in

tot^vnoKAwnCU nc-AAvXYtj- ta ini BIN T^LiP

C- To prt>mo\<L ■Sa»vo.<JOQt. ~tr>
Hpenotono Pendaftat

— *.__ MrAltafflik

ftAbov «\3o Borneo- f
sS^pS^I^" M8kan8"

BkuW aw^’s”
UflNen

al- To p &QTMO cu\-tave-
tl Putra Malaysia mhw"

0.- inttryonVion G*bdl co^ptvoHrjD

arvnr^ <4hWr<( Vi«S \n

Borneo-

3- 0-i tO«'peAS Vio^

a^T^oki-tinnnl Q>nrv\ao eAhMr t>rW&

C critppabonj C^otK^ fati

b'S Cjr*C5AXMQ &OrOQO erHxfVC

f K\aXr\ Cnm p v Aa-Hob^
U-- P^ram T^n-YaAive.

onte af F^hvaW 3\po- ?>pv

Vn-6>eucJ Drograwx'- <*0 Ho - ^-^110 l^

~ FocaA on t«?c\cAQ rsVx\p

” Su.ro ka <2_f prt)qmrr> Q n\.y. a oicAO

B- CADC mQ -YWvn dh^rtvaD •



Date Exact Nature Of Work Done Supervisors 
Remarks

_EC^Xin£Q_j^anip\&^S_^£LL_JAPJD(L_p^^
S- a- Preparing -\voat to^m AcV b\ptow>a

npnSl Ptv- D'lploma ^y\oI -ex^N-T^aW n •

A. a AS O^irc Arcr*cSevn.\r Owiuton cm at nkcing z

-tpamtuort vootr> J^v

no<f> .I>«arx_QA_HvsL_—azidL<X}\lv^

npbn vs- tiAW be ve£Hue-Hired) > ©n

March-

Q. 2-^ pj&.vteuj\bq 44|e.S tor dl\s.€>Oi<2t\

fropoMbni sA^oterA^ cr r ^rrcnHCC)

tetters •
|2-^-13 fcoxAcuhtog ^ov cJ^r^al

14' • '& kexiteujirri ^leY acr AYcpocaV

IV H-^pifxg ante, o<to^e maAters-
H| a | 12 Doinq fiVinq -for o-c^ice ^cnoal letter-

htesnoMhq a Aalto fcxt ^y- aa\oA\

inv Suara ^ak Sabrxh Larxdurq hqanq

(

- PmraoAlnn to) attracA tt,e itudenAS
■to r-tucKy ih <JVW\-

VH\p\r»g wvtt o^co maHer-

QO | o hs PvQpaxnrq po.fvph\e-VS tot kiPWA promob'ohv u ' r ' r
VseApIha w\Vn OV-^CQ. matter •

^1 a | \ P. lAeApinq uTAH o^ce makers •
1 a h f MA’etvAlhn " fcruAuLtovi Ha\V cav>se\cr"kJ

a A- fckp. YJ/i —
VieXp'xbA uo\th OAVC<i rcoVAeys • ZAIDI^IN TALIP

|&
r ' 1

Pre\\ar\f\7 pfxvKphlc H 4<ir prornntiob •
Penolong Pendaftar 
R^haglan Akadamikf- V ' v A V'

Pre.poricq pa^tohletti ^nr proitootionfjnhmfj
akuiti Sains Pertanian dan Makanan 
ftl Piifra Malaysia Kampns Rinhilu Sa

St_i<Tkjir>Cj ^nr pnix\f>hnn pcrr^D£<2. aA

CN< OeArd •

>fci o\ 1? OnQck’vng invo-oAorg ...ittoAho-t \Y \a
ij^cAaHd nr <\n+ ‘



Date Exact Nature Of Work Done
Supervisors 

Remarks

dS?| 0 1 <8 ^Vodiy'tng -jor purj>oK
ch £(Kt bataA •

I p/>8 fio'inq 4nr promoWoD -Sts OoAqIi *
umMn WWS'S noticec* A-rninoU rtncA

mr shablorctan-

2 1 & l\R hati nV proooWoDO > V

- ^WWAbcdt V>rccJhuH?s 63. rd

^ampHtAS ag 'Wt s-hjd QhV, •

j^y^AqkrUItXJ—_Vh^_odWQ^

nC aPMKCb -VO VbC sWJcAtvfs -
- &eAp«Ho o.nsuo£t sAndo-ds' quttMoHC

\ C\Ct vdk^GJj A\\Q. P>roavab\S \n UT^'lrB •

i | 3 ) U V4ec^ bcACt -fa ^thAulcV

rh h€ WQ.\p\r>Q unth dfiCt motAtfS ■
- hcCiJmc W o pO-rAme.vd njcx\ dntrQ

ic-okvnvMGtv tot w^-rrue^nm J!
ac, Mac ArkaXh'\<;-tvaAwt\ OJ?VC''^2> u

Ck^ » r> na •

d3 |\S
o

C>$Shg (on^vvoa-hnn to;VWV for -tKo 11
■<^ro\ stmts Vt-f s-kJcJQtx^ '

~ <GY\Aarcoa Won ItWtr 'w txttckd

Uu vKq sWjc^v.vs5 \r<Ln Hl •

AWoV <kV^UG cWSC^^VvA

mVcn "vhtn Q^totAxx p\QkCC

fi; irAtVCRhm- . ..._

~ Cr^ Hrvn o^Wch tPfWr x aho wo-tcltd

Vx\ -Yht s-KtcKH &0 -VboV -Yhtn

tan \n wkP\J-
ZAIDI BIN TALIP

Donninnn Pondaftaf

W«Apsvq \n Iczstoot anH
Bahamian Akadetnik 

r»L>.M Caine Partiinlan dan Makans n

oYhcv mcsWncxKl for Wx? sWJc^n"KUnlv irsiti Putra Malaysia Kampus Bintuk' >

^<00 LkO.nf ^r,(r XtvVerrschi•



Date Exact Nature Of Work Done Supervisors 
Remarks

is hr Ac pQ.tapb.te4s

Owk>cA\co •

sups' KqjM for pvCWrAon or no

kbcwn at. ^Acd^ cry 'W

Uvni ^XnAuU-

'V -S-ccw ^r^-vo a^o-dbaAxor.

^■oo - ja-oOpyy- Xs oc^rtrc

_l=LUo__^ASLL^MOCZU^cd2£>UX2AJL^

~ nunhft V^c promr.-Mnrx . 1 ^rxc

k^p^kO) AbQ s-VocAovAc ¥r. i \nrAc yx-yv

rxxkVQ ObCAkV Co aWY A^£ll'--J
OCQ aVAtoUed 40 Q^r- \n- y^vYhOV

□ ’
•Vncw $ VJ diOA \h
- \bYA)CWvec QaU eHS uaort

^SY rxViO^rl An Y\dy cYvi^^AX

fOvYhtv capcAq^Aq.’^cA ^CittSvon Ako
U xU

propi rrArrvc ard n&c< \r> ilVNaY-CV' -J
-AWxCv aYov VhCiX) vYac <<ruokaAtS

ikitrre CM-^0r$ wW\A s¥TQOW> a\V'u

o.vo xn xt> aVq <r)c.y\oj n
c^VexA n<na \^ro -VhCji sVoUc^ //

V u 
enmW-

- ~\U A«odMC VS tki^VQ <A.\SO

6k Arg. n prri co VoC ^vd bo.kt2.4XAc. A\oy

•VW? sAurtekY1^ Ccin opX^ Xy AYxQjj
4Km\ iia Ao UPfW-

t\€ApvX^ twHVA nCX^CK toOAAQA?! ‘
2A»DI BIN TALIP 

Penolnnn Pendaft«r

(M



Date Exact Nature Of Work Done Supervisors 
Remarks

Aldi oWh n^Y'fe (vovKVS '

- V rvjpc n ng moi v\ r n vs

Vne -Mbal usnr ^-i^r'^lV'AS ■’ v -
- \¥ X M sr-tack 5©r Wc to 'W

CkfcvAu Voa pmXAAnrx kn ’XVtjr

VbA&xT»sta\p •

- Mso neecM VW ik^U o.pMW™Vr>w
hCadevAV d'p no.cAvnQbA tr.OA dokboiA <J
■Veavo^cat ^nt o^Aoe. w^n.6iiOh.

- VW rec crAcrA An Yw done.

os We bono yot ncxA OcAvnWAAvaX

ujoA «nON\^ +n de kodc ^ok.

cXo^n VA-m« nA- tnbo reAxg We

heaeWvede doporVtoCnA box cbciffid
V ' J

W ootoe NOW kncob

- A v^Ok a\^ W ^ro j^QJO?

■Ve\ e-\^\GC ^onxiGbnn-
^// Xlff (^

bg vj Vdn d c e woAte. rs •

— UkibA ywiU VvrWoo
J

-A^ ensuw WaA Wq &AurA’QJvAS

bos pci\d aok NAAeA ^c£

Woa rccvdwd-
- AO CLbSOVe AYO A AUuj ^OAiq a\\

Wc dot uroG-bAs bUZctad be-tn re

^aXAboVob •
- v^tmaVG \\aW , feonro brnvnq Aor . A \Hf / /

J
WckiVe awA cWCV ^>ur tpeSQ

-AAeAd’M ^XcAdonn PasGaemn /aim RIN TALiPt u 1 r
OA----- •

Penolong Pendaftar

VAoXbxnn odAA\ mtc ^xdb€/r; ■ llnh/nr. ;akulti Sains Pertanian dan Makanan
IM D»»r» llolouela IfamniiE Rinhlh' S'

- SwcXvnX' cor>X Vve a Anc d

WrAdV cm a\>< ve..$ ^obc\b\e

, VOkkC wsqO'-bQ
oj&e bed cxvo'AoVik obAV\

4h ■■
£'r J

t. iff--. .. •■ ■ 

10K
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Date Exact Nature Of Work Done Supervisors 
Remarks

ApAp^A cA-xACt -

- ?\vwwg ^CtV>rrk. n-vr) t^Ae-nrLVC
’ O J

^Q ckd -fair \vA<UTT>sK\p 4-RjHpnR .

~ TA V^\ai needed Ac> dcAO

PAV\d GA IVO <;-H^Qn*h

Q\\^_n ft W ronr^c^nq AKGVu y ' o
\o, Ytv v> £ Vm W> A^O ru <\CA t\%QA\C V •

1^1 V\<Av'^ C4\ACG (^O'VA^rS •

- P\Lpnng co^r(v»a-V\or> ^AA^r

\nv \\v<\\ t^r\r ^AudonA^ •

- WUp'xnq -ao pv^parvL ^AA^jr

A<>\ So.vmMfit.

kv>Au.<AV\o\ Fq xsVvvcU °AjkS Cd .

AAqAidAKA X^ntr^ krrKjfCj
o-S AA\q teA^cfAfcAV^Q yeKc^n V^CM^&rc

VakOrx^OtS U5OA I\M CAMC^AO Vj'le QS

sV\Q WWQAV\nq ^cy UJPVML&

^mvnnAtoo Vo-Vajcma •

\q|3) n AYoAptbr^ WrW> r^cc voO-AALrs1 1
- Kq_v\«lwAng my^ko br^ 1 7)

Aov r^tiV.vca ^«jcJqv\A<, • /' ¥
tuAAV, wotted'

~ UcLtaw* Va preAprjnrv^ -Mbcd eyan>

or\r><ot^ •
- &<^\eAjovrO| rxn p hcOxAsCh Acbc> IT- '

c^ip^WYH (,’AuHc crts • 2AO BIN TALIP

^^ping uArtb e^Aco kwV^r
Penolong Pendaftar 
Bahaolan AkartArnikfi

- ^eAprq etH pw^nng Un bakulti Sains Pertanlan dan Mak; 
wersitl Putra Malaysia Kampyg sinful

«xo^ Qotxtn-

- Pv^Onng coNCAno&AAQn i^Wcv yor

■CAivil qoat sAuHo-hAS •

' \ J A \
- pr^^-xnAg (<,n|Ar ARa ion \'eAYe<

Adv ^nal

nan
> Sarawa
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CAWANGAN SARAWAK
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1. Student’s Name . SLVV^ £>o<^A anIAK

2. Date & Place of Birth ; OS- n- / KA-XJOUJ IT-

3. UiTM l/C No. : CLOI5 6JGDO1

4. Course

5. Year : _J____________ Part s_____________

6. Home Address . AOT &<1) , CTAnLAM sTUCTA-Af

17-0(30 N'ruV-Lr, <S ■

7. Address During Practical Training :

8. Place of Raining : ' ^5

Gl^TcJ-UJ (f/YP-AtM <VK, <P>0 ftox

GIU . UA^iwAr •

9. Name of Supervisor In-Charge ; e^ci* &<n -?^\p

10. Duration of Raining
from. ■JA-nuA-^ go I 8 To: a a /wa rz h

FOR OFFICE USE ONLY:
11. Remarks: [Dean / Course Ritor]
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Date Exact Nature Of Work Done Supervisors 
Remarks

9^- Ol-1? Doioq cXa«o for cAipko^o

PreponPQ address, -Fov (eTAev PCxf-kcKC\<

AO-01 O cupp'd <rt> lr £5 Led re C +o (Op od f Th »

p re p a n r q I ’d'Ve r n r p r> j t-o Q] T +o

ccK^oIa’ /r .fnl-eiw ojc Ornl h

for i j P nn pmn'O-Bon purpose •
1

Sb °H8
j । i j
Dokoa fiUnn ^GY ISOsJ J 0 5

acMresx fdr pox+c*^e
1/

f repanna mcxT^VAcCii qycA fike -pot

aeQolemk ve.su VT c^e^og on ts*
- Febvuaru <3O\K-

|. oa• '3
□

A'AA’Tendina ( PohuetnaV^^ (Ccxu-ViTsn AUlK-VSU O Y)
Km Me- ^Uuir 1

zaX7

tOU •
Pm<3i t Cary Qrc^ffkop.

---------r r t ■ 1 1 - •< "

Yixu vA'OjO.*^ (^Lcm
□ r

Ky ryj+t  ̂•

© PstMCvn Pereie^p; Gt)r l^hn')

.£«V-Lk-on^) C Gbrib onsciliO

■"XA^fdoh - M-
3 (^r-^duo-'l

<—-3

6^^ QtA^On te^ruAuto-h ^VvdpivuY--
GO 1 r h

k Y
■71ini DIM TAI tp

&• UnCthni erdcYmn room-
eLAIMI ----------------

Ptnokmg PantaltM
J u'

FakulB Sakw Pertantan dan Makanan
Uirtvwwtl Fl itra Malaysia nampus bihiuhi cw «w«

• DIKING

LOG BOOK

ve.su


Date Exact Nature Of Work Done Supervisors 
Remarks

iN i*

Cgoo') ^z%Kun VwaAaS-v>>»x \cU^uuL>-

YIauJa'-V' *\ ^<AO

? dby>KA " <*>ca<?<aCa1<- — cAciicxhn n\cj4pk
r o *
X\UvU.\y^ 4^.

J sj kJ \ ly '

Pi Mah ah P^il- ZAIDVBIN taup
' o<Ag. ct, ran r\

Penofong Pendsfw 
Bahaflian Akadwnlk

. J . Fakul
“ IldJa U\p- ‘ Iniversltl Pt,

i Sakw Pertanian dan Makanan 
tra Malaysia Karnpus Bintuki Sarawa

k^Vvh^h swtaY - -talc ban ok mpaD’
vo r

9^V<NScn aso| -S"irvp<an-

11? fVYYencAi nn &XGm\rv2cY\e)f\ ^eJnecAuAc?
sj

jOV Oipioroa ^VJcA^nYs •

-weA^ cotr^revct (JfM

£e,vn\orao
WAtxin^

V P^sJ -cAuon dio.'npodia peAvTt^vno
□ Q

\u caX pCt

’ - ^ertAPAnktOh \oc4uo.\ e xa.ro>

____ d^AcLC^^
\ jf/7

1' ZAlDraiN TALIP

% T 9^>k£ - met eijuaro^ feKo4<& Penolong Pendaftar 
Bahaa ian Akademik/ i

1 (o - ge-tt zJK^^OCrO (Ink
Fakutti Sains Pertanian dan Makan. 

srstti Putra Malaysia Kamous Bintuh) >
H 1 G>o IS — pociHo.fAe<ro.r>

eertxpA -teT
'O/s ) (S' - k»eA«Arxn^V rouJre

— ^<iAk^A g-<pr«-<Aci

p^KcAa^-feivcvn oqVjaOV

-. ^ wA r«0n a pq_€^€a b^G>
,lou <V

uloXiw K^Ar^b



Date Exact Nature Of Work Done
Supervisors 

Remarks

to\ \ rj \

b<o KUiLtkjLX—OVi

_______________________•_____________________________________ ______
1

—~ byj-VuA^-e-r cAuo A^.hut>-
— u<aXAu XexMoV, •—J —------------------- ------

- ^efu^OArx ^Ar^d ev om •

teX pus pcx -belo^ g-ejM^x'p
A J

VAQa C*dt<u ^urtu? -turs-u-S ,
'J u 3

.CJ CJ O /
______^Jr^exr^X°X tyodq^UVx ^.V-Qun

ri\ \OAuuXOb •

— |ve.<v-6\ S •

~ Pe kr&xAu^uvs a-raX^ bo pt^^-geafi
Q ' A

^Vs-ecTtcxV-^^ .rtsA>Uixvn ^xSJobS <30 D ■
Crvof(.C / Kn rv^jo.^

3. Pejoi\a<V iirsibri 4iofc^\c <ad(<a Hrxlcvm

^.c + e m • (to n\«LS ^Gt
/ J

— porta tno vaht icvV toqcfcip qmeSa* 'O *
etmvc^r sQ.^avo-ng

<in-U>V tnasut te sprocA^r \

—bcro (peJio-va^V •fehcjr)

ot-Ki't'"')
ZAIDI^IlN TAU^

— tno<AtjiKvU3iP p^JicCyA r SGXPOAJO
Penolong Pendaftar
Bahaglan Akademik

A '-J
<4a pot V^o raxooh Jot' !nhfe

Fakulti Sains Peftanlan dan Makanat 
islti Putra Malaysia Kampus Bintulu S irawak

4- untuV &pfnQ£tev vYekS •

| ''S' — mcAex s-olx\c.£ACr yJmOX

rrwnrtp i A V^Q - & - tUtre^U r'tqGOOP •
— oq .........   — <JO i

mord - pend»o(-\OrciD-



Date Exact Nature Of Work Done
Supervisors 

Remarks

s.a- pre^CMnfYg pcavopIrsV? ^OV pUxmoMnD

U- CCNxvoWVv’i OetDOt

^-0 rxncA '* peCAeter

&omw\\V fyn^ranwoe >O\F onQ^ting-

h- NUc-ttru^ ^gsncklS

V Pm^cxVTx tXoietgTOUncl

_a. Pro ex mm T^AVtaVi-f

3- program trrvpXQnxQ^VxY\or>

&• KX^Q^hc^ ft go n KWnu^Q-

t- ^naeASna cVnumP •

a- Pm^re^x ceorrAt nostef - Mr. FoMaO’ WaXXlr^x

nh^ecHW ’.

a- Cl1\VjW e.ydr>cjngQ ’

h- sHioJonT ^rwjnVj« rvc M in

int^tnotYxonOl cAe^ivVry- taidi BlH talip

C- Tn pr^moH <;c^ra<jor^t -Yr^
prolong Pendattar

eAb»r g\cJo P-^rnto- F

. g^S^^terT Makanan 

akulti Satas ?«^ £ s.

UnNeri
aV To ^o\fp.\pp ®>oymo cu\-Wve-

ttl Putrt Mataysia *sn»“ ““

<£■ tnt«.rv®nYlon Gt rd c.oftp«.YoV\nD

orvoro in Wen

ikovn^Q-

.V CaT^go^^ <ortvpe,^>^0T)

a\T\ekH0Y\onnl <borx\Qe> eAhMr borCft

|_______ C c^tyxpahCry fata

bT Ojrvcyti^Q edKnic

C MaAn Q-^pv -MAon)

U- f^gram T^nAative.
n^Y« ef F«?SH\IC*\'. 3\|io-

\b-&ounc>i Pronrzim - Ao Ho - <a=t/to/i&
~ Focua on LQcvcAQrsK\p

"* Su.vof<mT P(-e>qr&iVO Q pAy. a oidO

b- oot rnQ Atom cWtrnan •



Date Exact Nature Of Work Done Supervisors 
Remarks

PrcjpcinrQ pamp\Qfe -^Y UPrA promotion*
S- a - Prwarinoi iront (OM^V 4oV foYplovoa

npjl Pvt- Dipiorcci x^noi -eXrAbM^oW n.

A. a O^e-C (Vcademw b'wkuon u^a doing z

UamWt An room ertxd

oe<n OQOb OL ‘too. rto&ccArnS YVo-Pvd^ n-f

Vs- uM be veiiruc -Hired -on

WYaoch-

Q. a - Ueviewing xUeS -for dtep©£<2d

Pronrrnbfi co o Uym cuti on' \ J A
le.Vt«.rS *

^QvYQWNng _^r

My a ■ >£ Ut\|Y OWlno OS AO r di e pr>$ r*\ •
16' a Hoping Ui Ab ofU^O mnAY^rs -
H| *| 'S Doing fiUnq -for o-uice A«n^ral

fSPbinobhci a toAK &r W\y. aaMi
u

xnv £<KMa fYnak Sabrkb Ua.bo\unq \|anQ

” PvotooA\nn ao ctYVacA Mot tAudwAS

Ao t+ucky in <JptA-

A*L\p\og udhb o^cc. coaAttr-

^d|q hg Pvopamro pai* -tot kkPVTi promoh'on
a\ 1 a \A«AtAna WY\V» ot^lCo. flatter •

1 V 
Utt xrc/^Mu-

a | \g
r O A'

UcAping uiHV\ o^cs. rnaVAeri ■ IVchvlAxnC^
1 3 [ U MAetvdinn ' tperuokJUavi HaW caosefor" n<i

S-/ 
oA K^P-

wl— -
_ /w ‘

b^XpWn (xs'crh OAVC<* roaY^VS ■ ZAlDitAlN TALIP

Pre_\v>r\!X7 pfnKtphAo -p^ir promotion*IV. hi UHU
Penoiong Pendaftar
Hahagian Akarimnik

PrePoHng pothpkl&Ai Anf p ro motion (jnlvers akulti Sains Pertanlan dan Makanan 
ft) Putra Malaysia Kampus Rinhihi Sa

Studying -^r ^mmotinn pur^O^'Q, a.A

CNAC OeArd .

A&l U CbecXvng invomtorg ■kiYxqAV>qV \Y \.|1 1
ijy chattel r> r (\nt '



Date Exact Nature Of Work Done
Supervisors 

Remarks

AS?p 1 <8 JIVuclytng -^or put^oK1 *
oi5 £fkt betAo boi(<aA *

I p 1'8 floinq 4nr pvomoYioO Ats K DaloAi * 1 O J V
uo’Ab no-ixc^q ftwoh cind

mv. s kaWGroon •
1 3> l\R bnq nf prorr>obOD

- ^Q.\^ dbYbbuit kmckuY^s ood

pamphltYC -so Aho R-Vod QhA.C, •

-• e^\g\nihQ -the. odtsO^tOQ^

aC apMKtb ao A-kt sV-ioUvVs -
- VreJpApo o.nguoe.t sAorlo-r^s' q.uexMGhC

vTecXOivdiHq -\\\q proarcib^ \n kAr^V-B •

3 p ) u to^ct -tv. VAhAukV

he VlsApmq with apiCS '
- hcCxdifmc to o jpexvAr«wi\A ajcxx cAninq / j!

Ac-Giw^Gkt. svsAfUcAunnG-“SV <7
cxc XWl «v)wih‘\<;wvhot> p c.'jpvn'^'B
km Ck£ *

vxrsfcsA- «k-hvcAv n r>Q •

€|3 p
cJ

r>c^g (cnVxvwa'h/nn for Afc 1r
■f\noA stmts Ytr s-tucKw^ ■

- kGrxfsrcoct ¥\cn IOH.r \s> (\ttoJcd

^3 STUc5<’Cf\A Ac v«Lf\V^-’

AYsoV V\>t^ c\w

w p ) <7 »w v

e\ \oAtvnk kip _ /iVJi I*” ) ■ ■ '*   u »1 1 ...
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