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CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

1.1 BACKGROUND OF THE ORGANIZATION

PIJ Property Development Sdn. Bhd. (formerly known as Perisind Property Development Sdn. 

Bhd.) was incorporated on 14th November 1994 as a Bumiputera private limited company having 

its registered office at Level 8, Bangunan PIJ Holdings, No.8, Jalan Bukit Timbalan, 80000 Johor 

Bahru, Johor. The main objectives of the Company are to be a reputable property developer and 

project management consultancy.

PIJ Holdings Sdn wholly owns PIJPDSB. Bhd. (formerly known as Perisind Holdings Sdn. Bhd.), 

a business arm of Perbadanan Islam Johor. The Company has gone a long way since its 

incorporation both regarding the accumulation of work experience and capital accretion while 

maintaining a 100% Bumiputera equity participation.

PIJPDSB will strive as one of the corporate institutions that move actively to develop few sectors 

such as property development and industrial area in Johor. This is correspondent with the 

objective of Johor 2005 development plan.

While developing some area and modern city, the environmental aspects are also emphasizing 

thru the concept of town in a park and town forest. For example, the development at Ponderosa, 

which integrates the modern living concept and safety factors are adopted.



1.2 CORPORATE STRUCTURE

Figure 1.1: Corporate Structure

Source: PI J Property Development Sdn. Bhd. (n.d.)

Figure 1.1 above shows the corporate structure of the Company. According to the figure above, 

PIJ Holdings Sdn. Bhd. is the business arm of the Perbadanan Islam Johor. PIJ Holdings Sdn. 

Bhd. has three subsidiaries, namely, PIJ Plantation & Agriculture Sdn. Bhd., PIJ Property 

Development Sdn. Bhd. and PIJ Manufacturing Sdn. Bhd. The PIJ Property Development Sdn, 

Bhd. is wholly owned by the PIJ Holdings Sdn. Bhd. and they have their subsidiary company 

which is Isedecor Bina Sdn. Bhd. where it handles all types of construction projects both within 

the country and abroad.



1.3 ORGANIZATION CHART

Figure 1.2: Organization Chart

Source: PIJ Property development Sdn. Bhd. (n.d.)



Figure 1.2 above shows the organization chart of the PIJ Property Development Sdn. Bhd. 

Based on the figure, the Company is led by the general manager and assist the senior project 

manager. The nature business of the PIJ Property Development Sdn. Bhd. is the property 

developer and project management consultancy. The Company has four types of the 

department which are known as administrative and property department, engineering 

department, finance department and business and marketing department.

For the administrative and property department, real estate and operation executive is the one 

who works under this department. The function of this department is to help in the functioning of 

the Company and managing matters related to the administration and project. For the 

engineering department, it was divided into two units which are technical unit and surveying unit. 

Under the technical unit, an engineer has led the unit and being assisted by an executive 

technical assistant and a young executive draftsman. While under the surveying unit, it was 

operated by an executive technical assistant, a quantity surveyor executive, and two young 

executive technicians. The function of this department is to manage construction projects and 

getting new project around the state of Johor. Meanwhile, the finance department, it was 

operated by a senior accountant executive and assists by young accountant executive. The 

function of the department is help in managing Company’s financial. For these three 

departments, the executives will be assists by an executive assistant who is a clerk and a young 

executive assistant who is the driver. For the business and marketing department, the 

department is led by the business development manager and the department is divided into two 

units which are business unit and marketing unit. The functions of this department are to help in 

selling the building such as houses and shops, find potential buyers and also make valuing on 

the building to estimate its price. For the time being, the business unit does not have any 

employee. Under the marketing unit, the unit is being divided into smallest units which are sales 

unit and document and credit unit. In the sales unit, it is operated by a marketing executive, a 



young marketing executive, and assists by the documentation clerk. While in the document and 

credit unit, it is managed by a young credit control executive.

1.4 PHILOSOPHY OF THE ORGANIZATION

1.4.1 VISION

PIJ Property Development Sdn. Bhd. shall be a leading property development and project 

management with world-class products and services that enrich the quality of life.

1.4.2 MISSION

PIJ Property Development Sdn. Bhd. is committed to making the Company an innovative 

organization and be recognized for excellence in quality, growth, and profitability.

1.4.3 CORE VALUES

The values applied by the PIJ Property Development Sdn. Bhd. are the team spirit, commitment, 

integrity and honestly, customer oriented, respect and empathy for individuals, responsible, 

discipline, and fairness.

1.4.4 MANAGEMENT PRACTICE

The management practices practiced by the PIJ Property Development Sdn. Bhd. are 

continuous learning, conducive environment, leadership by example, entrepreneurial spirit, 

sense of crisis and urgency, benchmarking for best practice, empowerment for effectiveness and 

group synergy. -

1.4.5 STRATEGY

PIJHSB and group will prioritize the efficiency and high quality of skill in its daily operation. While 

the professionalism, pro-activeness, and Islamic value will be the main core of PIJPDSB in 

managing its business.



1.5 CONCLUSION

In a conclusion, this chapter has discussed on the overall information about the PI J Property 

Development Sdn. Bhd. such as its background, mission, vision and organization chart. 

Hopefully from the information provided, it may help in knowing more about the Company where 

the trainee did her practical training.



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.1 INTRODUCTION

This chapter will be the summarized of daily tasks of the trainee from 20th January 2016 until 

16th March 2016 (8 weeks) which extracted from the practical training log book.

2.2 REPORT AND SUMMARIZATION OF WEEKLY TRAINING

2.2.1 WEEK 1 (20th January 2016 until 28th January 2016)

On the first day of the internship, 20th January 2016 (Wednesday), the trainee has reported duty 

at the administrative department of PIJ Holdings Sdn. Bhd. before being taken to the company 

that will be the place for practical training. Later on, the trainee was introduced to all officers who 

are working in the business and also has introduced to supervisor in charge which is General 

Manager of the enterprise, Tn. Hj. Atan bin Ibrahim. The supervisor has briefly explained and 

introduced about the company and how they operated.

There are only a few tasks given to the trainee on the first week of internship. As for the first day, 

the trainee was given the task of recording the letters received in the record books and 

distributes the letters to the officer concerned for further action (Refer to Figure 2.1). Besides 

that, the trainee was required to get signatures from the General Manager for some documents 

before sent it to the other subsidiaries. With the help of a clerk, the trainee was introduced to 

officers in every company and indirectly, would help to get to know all of the officers and each of 

the company's location which can facilitate the work in future.



Figure 2.1: Records of Incoming Letters

Source: Trainee’s task during practical training, 2016

As for the second day, 21st January 2016 (Thursday), a meeting was held, and the trainee was 

asked to attend the meeting where the essence of which is discussed at the meeting were 

concerned with the groundbreaking ceremony which to takes place on 28th February 2016 in 

Stulang Baru, Johor. The trainee was assigned to assist any officer who lacks the manpower to 

ensure the ceremony went smoothly. Besides, the trainee was given a document containing the 

profile of the company to learn more about the company and the officers. After that, the trainee 

was taught how to use a copier and a fax machine to facilitate future work.

As for the third day of the week, 24th February 2016 (Sunday), it is Thaipusam holiday.

For the fourth day of the internship, 25th January 2016 (Monday), the trainee is required to 

update the minutes for a file related to the construction of Rumah Mampu Milik Johor (RMMJ) 



and do separation based on certain documents. Not many tasks are given to the trainee on the 

day.

On the fifth day, 26th January 2016 (Tuesday), the same task as on the fourth day is given to the 

trainee but this time, it is for update minutes to several files related to building construction 

projects around Johor and also, the trainee helping officers who need help.

Several tasks are given to the trainee on the sixth day of the internship (27th January 2016 

(Wednesday)) which are updating minutes for a file related to the proposal to build Rumah 

Mampu Milik Johor (RMMJ) and also, the trainee helping another officer who needs help. Other 

than that, the trainee is asked to distribute the incoming mail to the officer concerned for further 

action. Besides that, the trainee has been managing the emergency leave form of the officer 

before sending it to the administrative department for further action.

On the last day of the first week, 28th January 2016 (Thursday), the trainee has attended a 

meeting related to the groundbreaking ceremony and the issues discussed were the progress of 

each officer's tasks assigned to them. From there, the trainee can see and learn how they work 

efficiently and professionally as the tasks given is done quickly. For the preparation of the 

meeting, the trainee -has helped in preparing materials for the meeting which was to provide 

copies of the minutes of the last meeting which to be distributed to every officer.

2.2.2 WEEK 2 (31th January 2016 until 4th February 2016)

On the first day of the second week of-the internship, 31 st January 2016 (Monday), the trainee is 

asked to assist an officer in the administrative department in PIJ Holdings Sdn. Bhd. where the 

trainee is asked to find information about Integrity unit which will be set up in the company by 

getting the information from government bodies and private organization which has set up this 

unit in their organization as a reference. Through the task given, the trainee found that the 



Integrity unit is imperative for a company to ensure transparency in every case, especially in the 

activities carried out by the firm.

On the second day of the week, 1st February 2016 (Tuesday), the trainee looks up for additional 

information that can use for reference for the Integrity unit from other resources. Besides that, 

the trainee is also asked to assist in searching proper information from different sources that can 

be adapt for company's business ethics code.

The next day, 2nd February 2016 (Wednesday), the trainee is given several tasks which are 

doing filing based on the order of date and update the minutes of the file. From the tasks given, 

the trainee learns and understands on how the filing system is managed and also, update 

minute provide the trainee opportunity to discover how to record the minutes' file properly.

The task that the trainee carried out on the fourth day (3rd February 2016 (Thursday)) is the 

trainee has to help with the minutes of the meeting for a construction project in Tampoi, Johor. 

The complete minutes of the meeting then are checked by the officer that assigns the task to the 

trainee. The task given to the trainee provides an opportunity to the trainee to learn how to 

prepare the minutes of meetings properly.

On the last day of the week, 4th February 2016 (Thursday), the trainee was given a task which 

updates minutes for a file of a construction project and also involved in preparation for signing 

agreement event of the joint venture between PIJ Property Development Sdn. Bhd. with Infra 

Rancak Sdn. Bhd. and Sunwide Development Sdn. Bhd. which it is for development projects in 

Larkin and Muar, Johor.

2.2.3 WEEK 3 (7th February 2016 until 17th February 2016)

For the first day of the third week, 7th February 2016 (Sunday), the trainee had assisted in the 

early preparation for the groundbreaking ceremony for Rumah Mampu Milik Johor (RMMJ) in 

Stulang Baru. Where the trainee was managing the invitation cards that will distribute to guests



which comprised of His Royal Highness the Sultan of Johor, Johor Crown Prince, Menteri Besar 

of Johor, Johor state assemblymen, members of parliament, heads of government departments 

and private companies (Refer Figure 2.2).

Figure 2.2: Preparing Invitation Cards for RMMJ

Source: Trainee's task during practical training, 2016

The second (8th February 2016 (Monday)) and third day of the second week (9th February 2016 

(Tuesday)) are the Chinese New Year holidays.

The next day, 10th February 2016 (Wednesday), the trainee continued the task in settling the 

groundbreaking ceremony's invitation cards. Besides that, the trainee was given the task of 

recording the letters received in the record books and distributes the letters to the officer 

concerned for further action. —

On the last day of the week, 11th February 2016 (Thursday), the trainee is required to update 

the minutes for a file related to the construction around Johor and continued with the task of 

settling the groundbreaking ceremony's invitation cards.



2.2.4 WEEK 4 (14th February 2016 until 18th February 2016)

The first day of the week, 14tjh February 2016 (Sunday), the trainee helped distribute invitation 

cards to organizations and departments invited to the groundbreaking ceremony. Other than 

that, the trainee is also asked to deliver the documents signed by the General Manager to the 

officers concerned.

The second day of the fourth week, 15th February 2016 (Monday), the trainee was given the 

task of recording the letters received in the record books and distributes the letters to the officer 

concerned for further action. Also, the trainee has managed sick leave and annual leave forms 

of the officers and submit it to the administrative department for further action. Besides that, the 

trainee is asked to hand in documents containing cheques to accounting officer and also helped 

in making a copy of the director report and a copy of audit financial statements for top 

management reference.

On the third day of the fourth week of the internship, 16th February 2016 (Tuesday), the trainee 

is asked to make copies of paperwork related to the construction project where it used for 

presenting the project at Unit Perancang Ekonomi Negeri Johor (UPENJ). Besides that, the 

trainee is also asked to update minutes for the file of administrative and staffing and also update 

minutes for the file of the housing project at Taman Perbadanan Islam, Rengit, Johor.

For the fourth day of the third week, 17th February 2016 (Wednesday), the trainee has attended 

a meeting for the groundbreaking ceremony where the purpose of the meeting is to know about 

progress made by the officers on their given tasks. Aside from attending meeting, the trainee 

was given the task of recording the letters received in the record books and distributes the letters 

to the officer concerned for further action



The last day of the fourth week of the internship, 18th February 2016 (Thursday), there is not 

many tasks given to the trainee and the job of the day is the trainee helps the officers who need 

help and managed matters related to the administration.

2.2.5 WEEK 5 (21st February 2016 until 25th February 2016)

On the first day, 21st February 2016 (Sunday), the tasks that are carried out by the trainee are 

updated minutes for files of building construction project at Jalan Datin Halimah and building 

construction project at Tampoi, Johor. Later on, the trainee is asked to create a new file for 

groundbreaking ceremony for Rumah Mampu Milik Johor (RMMJ) Stulang Baru and do filing for 

that file to ease for future reference. The trainee was then also asked to do minutes of meeting 

for the construction project at Tampoi, Johor. Aside from those tasks, the trainee was given the 

task of recording the letters received in the record books and distributes the letters to the officer 

concerned for further action. Besides that, the trainee also managed the annual leave form and 

emergency leave form which fill in by the officers before sending it to the administrative 

department for further action.

For the second day of the week, 22nd February 2016 (Monday), several tasks had given to the 

trainee who helped-in make copies of minutes of PIJ Property Development Sdn. Bhd.’s 

management and financials meeting which will be held later. The trainee is also asked to get 

Memorandum of Association and Article (MAA) and form 24 and form 49 where all of the 

documents contain company's profile which needed for the purpose of a land application at 

Muar, Johor. Besides that, the other task carried out by the trainee is do filing and update 

minutes for the file of development proposed for government land at Telok Jawa, Masai, Johor.

For the third day of the week, 23rd February 2016 (Tuesday), the trainee was given several 

tasks on the day. The trainee has attended the meeting of PIJ Property Development Sdn. Bhd. 

management and financial which supposedly being attended by certain officers. It is because the 



General Manager has asked all practical students to participate in the meeting to gain more 

knowledge. The purpose of the meeting is discussing the latest development of the projects and 

all the problems of each construction project managed by the PIJ Property Development Sdn. 

Bhd. and also, a presentation on sales performance and the company's financial. Next, the 

trainee has then carried out the task of doing filing and update minutes for the meeting of the 

management and financial's file. Other than that, the trainee was given the task of recording the 

letters received in the record books and distributes the letters to the officer concerned for further 

action. Apart from that, the trainee is asked to prepare a set of books for the 28th board of 

directors meeting where the contents are the minutes of the last meeting, outstanding 

assessments, audit reports and other matters (Refer Figure 2.3).

Figure 2.3: Preparing Boards of Directors meeting’s books

Source: Trainee’s task during practical training, 2016

On the fourth day, 24th February 2016 (Wednesday), the task of the day is that the trainee 

continued with preparing books for the 28th board of directors meeting.

For the last day of the fifth week, 25th February 2016 (Thursday), the trainee continued with 

preparing books for the 28th board of directors meeting and after completing the books, the 

trainee delivers it to assistant company secretary of PIJ Holdings Sdn. Bhd. to hand it to the 

members of the boards of directors.



2.2.6 WEEK 6 (28th February 2016 until 3rd March 2016)

For the first day of the sixth week of the internship, 28th February 2016 (Sunday), it is the day of 

the groundbreaking ceremony of Rumah Mampu Milik Johor (RMMJ) Stulang Baru, Johor. The 

trainee was assign as the secretariat for the ceremony which handles in registration and at the 

same time, provides information to the public on the housing projects operated by PIJ Property 

Development Sdn. Bhd (Refer Figure 2.4).

Figure 2.4: Groundbreaking Ceremony of RMMJ Stulang Baru, Johor

Source: Trainee’s Fieldwork, 2016

The second day of the fifth week, 29th February 2016 (Monday), the trainee was asked to 

replace a receptionist at PIJ Holdings Sdn. Bhd. for a while due to the employee's health reason 

and where the trainee's job is to serve customers who want to deal with any officers in the 

company. At the same time, the trainee became a telephonist where that task can help to 

improve better in interacting with people. Other than that, as a receptionist, the trainee also is 

assigned to receive letters and documents from other companies and deliver it to the 

administrative department for further action (Refer Figure 2.5).



Figure 2.5: Receptionist Counter

Source: Trainee’s task during practical training, 2016

On the third day of the week, 1st March 2016 (Tuesday), the trainee was asked to replace a 

receptionist at PIJ Holdings Sdn. Bhd. for a while due to the employee's health reason and 

where the trainee’s job is to serve customers who want to deal with any officers in the company. 

At the same time, the trainee became a telephonist where that task can help to improve better in 

interacting with people. Other than that, as a receptionist, the trainee also is assigned to receive 

letters and documents from other companies and deliver it to the administrative department for 

further action. Also, the trainee has assisted an administrative officer in created letters and 

memos to other officers to inform them about the program organized by outsiders.

For the fourth day, 2nd March 2016 (Wednesday 2016), the trainee was asked to replace a 

receptionist at PIJ Holdings Sdn. Bhtt. for a while due to the employee's health reason and 

where the trainee's job is to serve customers who want to deal with any officers in the company. 

At the same time, the trainee became a telephonist where that task can help to improve better in 

interacting with people. Other than that, as a receptionist, the trainee also is assigned to receive 

letters and documents from other companies and deliver it to the administrative department for 

further action. Besides that, the trainee also has managed matters related to the booking of the 



meeting room to ensure no excessive use of meeting room at the same time and to avoid the 

seizure of meeting room.

On the next day, 3rd March 2016 (Thursday), the trainee was asked to replace a receptionist at 

PIJ Holdings Sdn. Bhd. for a while due to the employee's health reason and where the trainee's 

job is to serve customers who want to deal with any officers in the company. At the same time, 

the trainee became a telephonist where that task can help to improve better in interacting with 

people. Other than that, as a receptionist, the trainee also is assigned to receive letters and 

documents from other companies and deliver it to the administrative department for further 

action.

2.2.7 WEEK 7 (6th March 2016 until 10th March 2016)

On the first day of the week, 6th March 2016 (Sunday), the trainee is required to attend the 

course of file and records management which organized by the department of administrative 

which housed in the PIJ Holdings building. Facilitator of the course is Haji Abdul Aziz from Big 

Tech Sdn, Bhd. All the inputs received from the course are very useful and beneficial because 

the knowledge gain can be used during works and through this course, the trainee also can 

learn how to open, record and property dispose of the files.

For the second day, 7th March 2016 (Monday), the trainee was asked to replace a receptionist 

at PIJ Holdings Sdn. Bhd. for a while due to the employee's health reason and where the 

trainee's job is to serve customers who want to deal with any officers in the company. At the 

same time, the trainee became a telephonist where that task can help to improve better in 

interacting with people. Other than that, as a receptionist, the trainee also is assigned to receive 

letters and documents from other companies and deliver it to the administrative department for 

further action. Apart from these tasks, the trainee is also helped in check and record the 

attendance of the officers through thumbprint record to trace problematic officers before sent it to 



each of the heads of department of the officers for further actions. Besides that, the trainee also 

is assigned to receive letters and documents from other companies and deliver it to the 

administrative department for further action. The trainee also has managed matters related to 

the booking of the meeting room to ensure no excessive use of meeting room at the same time 

and to avoid the seizure of meeting room.

On the third day of the seventh week, 8th March 2016 (Tuesday), the trainee was asked to 

replace a receptionist at PIJ Holdings Sdn. Bhd. for a while due to the employee's health reason 

and where the trainee's job is to serve customers who want to deal with any officers in the 

company. At the same time, the trainee became a telephonist where that task can help to 

improve better in interacting with people. Also, the trainee also is assigned to receive letters and 

documents from other companies and deliver it to the administrative department for further 

action. The trainee also has managed matters related to the booking of the meeting room to 

ensure no excessive use of meeting room at the same time and to avoid the seizure of meeting 

room.

As of the fourth day of the week, 9th March 2016 (Wednesday), the trainee was asked to replace 

a receptionist at PIJ Holdings Sdn. Bhd. for a while due to the employee's health reason and 

where the trainee's job is to serve customers who want to deal with any officers in the company. 

At the same time, the trainee became a telephonist where that task can help to improve better in 

interacting with people. Also, the trainee also is assigned to receive letters and documents from 

other companies and deliver it to th^administrative department for further action. The trainee 

also has managed matters related to the booking of the meeting room to ensure no excessive 

use of meeting room at the same time and to avoid the seizure of meeting room. Other than that, 

the trainee also has helped the officers who need help and managed matters related to the 

administration and processing letters received and record into the record books before 

distributed to the departments and subsidiary companies concerned.



For the last day of the week, 10th March 2016 (Thursday), the trainee was asked to replace a 

receptionist at PIJ Holdings Sdn. Bhd. for a while due to the employee's health reason and 

where the trainee's job is to serve customers who want to deal with any officers in the company. 

At the same time, the trainee became a telephonist where that task can help to improve better in 

interacting with people. Also, the trainee also is assigned to receive letters and documents from 

other companies and deliver it to the administrative department for further action.

2.2.8 WEEK 8 (13th March 2016 until 16th March 2016)

As for the first day of the eight-week which is the last week of practical training, 13th March 2016 

(Sunday), the trainee was given the task of recording the letters received in the record books 

and distributes the letters to the officer concerned for further action. The trainee is also managed 

the annual leave form and emergency leave of the officers before delivering it to the 

administrative department for further action.

On the second day, 14th March 2016 (Monday), the tasks are given to the trainee for the day are 

recording the letters received in the record books and distributes the letters to the officer 

concerned for further action. Also, do filing and update minutes for a file of apartment 

construction services and file related with Rumah Mampu Milik Johor (RMMJ) at Jalan Datin 

Halimah, Johor.

For the third day of the week, 15th March 2016 (Tuesday), the trainee is helped in make copies 

of documents which related to Rumah Mampu Milik Johor (RMMJ) project at Labis, Johor, and 

the trainee also managed the officers' application to attend a course for getting approval from 

management.

The last day of practical training, 16th March 2016 (Wednesday), the tasks given to the trainee 

for the day is recording the letters received in the record books and distributes the letters to the 

officer concerned for further action.



2.3 CONCLUSION

In conclusion, this chapter has discussed on the summarization of the daily tasks of the trainee 

during her training for about eight weeks. All along the period of training, the trainee had 

experienced various types of tasks, and it does beneficial for the trainee as she can see and 

adapt what she had learned in class. The challenges are different for each of the tasks given, 

and this can be used during the real working period.



CHAPTER 3

ANALYSIS

3.1 INTRODUCTION

In this chapter, analysis of the trainee’s practical training will discuss, and it will focus on one 

area of tasks as covered in the Practical Training log book (refer to the Appendix). This chapter 

also should reflect on the definition and concept of the task. Besides that, this chapter also will 

demonstrate on practical and theoretical aspects as how the trainee relates all the concepts 

learned in class at the workplace. Also, it also shows how the discoveries of the knowledge gain 

at the workplace used to reinforce the trainee’s understanding of the concepts learned in the 

class and this chapter also should be able to demonstrate a reflection of the trainee’s personal 

experience during the practical training. Therefore, based on the daily tasks of the trainee during 

the practical training in Chapter 2, the most tasks given to the trainee are records. Hence, this 

chapter will focus more on the record management system at PIJ Property Development Sdn. 

Bhd.

3.2 DEFINITION OF RECORDS MANAGEMENT SYSTEM

Records are a basic tool of any organizations which it provides information for planning and 

decision making and also a form of agencies’ accountability. The records are known as essential 

for efficient and effective administration. However, if it is poorly managed, they can become 

obstruct to business operations and decreasing resources. An effective records management 

can help an organization to get most of its files, and it may also contribute to limit costs and risks 

that can come from poorly managed records.



The definition of a record as provided in the International Standard on Records Management, 

ISO standard 15489: 2001. Where, it explains Record Management as “the field of management 

responsible for the efficient and systematic control of the creation, receipt, maintenance, use and 

disposition of records, including the processes for capturing and maintaining evidence of and 

information about business activities and transactions in the form of records” (AIIM, 2016). In 

other words, it was a management system which is direct and controls an organization 

concerning records.

Over and above, the Records Management System is one of the Management Systems such as 

Quality Management Systems and Financial Management System. The Quality Management 

Systems is a management system in charge of quality whereas the Records Management 

System is responsible for records (Song, 2009). By referring the definition of Records 

Management System, it indicates that the Record Management System establishes a simple 

relation with management just like the definition of Quality Management which is it coordinated 

activities to direct and control an organization concerning quality. Thus, it shows that both share 

the same elements which for directing and controlling an organization (Song, 2009).

3.3 PROCEDURE OF RECORDS MANAGEMENT SYSTEM

In any organizations, having good records management system is necessary to ensure the 

efficiency of the business operation of an organization. So, the organization should follow the 

procedure properly. The following procedures are several tasks that have been carried out by 

the trainee during the practical training.

3.3.1 INCOMING CORRESPONDENCE

To manage incoming correspondence properly, records officers must deal promptly and 

accurately with many different kinds of correspondence. The incoming correspondence will 

reach the records office in some different ways such as through mail, by hand, by fax or 



electronic mail (E-mail). There will also difference in the way in which items addressed where 

some will be sent to a ministry, department or agency and some to individuals either by name or 

by the title of office. Several items might have to bear security or privacy markings such as 

‘confidential’ or ‘personal’. Hence, the steps that should take by the record staff for managing the 

inwards correspondence are as follows:

I. Opening Mail

As soon as the records office receives it, all letters should be opened and date-stamped 

by the recording officer. During this process, the letters should be kept in a box file or 

other suitable container. To not damaged the contents of the letters, the envelopes 

should be taken care during opening the letter (International Records Management Trust, 

1999).

II. Inward Correspondence Register and Mail Folder

Each letter must be registered by the appointed officer in the Inward Correspondence 

Register after the mail has opened and all enclosures accounted. The details that need 

to enter are the serial number, date of the letter, the date the letter received, from whom 

the letter received, the reference given by the writer of the letter and subject of the letter. 

The head of the records office or the appointed officer will decide how the items handled. 

The routine documents must be marked with filing instructions and pass to the officer 

responsible for filing (International Records Management Trust, 1999).

On the other hand, when there is more than one circulation of mail every day, the 

correspondence delivered after a circulation that has dispatched should hold over and 

included in the subsequent batch, except for the items that marked as ‘urgent’ which 

must deliver it immediately (International Records Management Trust, 1999).



III. Faxes and Electronic Mail (E-Mail)

As for mail received by fax, the faxes received must be check to ensure it concerns on 

office business as junk mail sometimes sent through fax. After it has confirmed that the 

fax is about office business, it should be photocopied, and the copy is then placed in the 

mail folder or on the appropriate file as necessary. The fax received should be destroyed 

after six months as a matter of routine (International Records Management Trust, 1999).

As the development in technology increasing throughout the years, more communication 

will be received by electronic mail. However, many e-mail messages are unrelated to 

official business and will not need to be retained once they have read. Officers sending 

or receiving e-mail must decide whether each item received or dispatched concerns 

official business and needs to print so that a copy is placed on file. Nevertheless, when 

incoming e-mail is print for filing, any reply should also be printed and filed with the 

incoming message (International Records Management Trust, 1999).

3.3.2 OUTGOING CORRESPONDENCE

For every letter leaving the records office, the recording officer must quote the full address and 

reference number which is file reference and folio number as well as the references of any other 

correspondence cited in the text of the letter. Security or privacy markings are typed in a notable 

position at the top and bottom of each sheet either on the left or the right of the letter. So, the 

records officer is responsible for maintaining a record of what is dispatched. To keep track on 

information about the letters leaving the office, the records officer need to note it in the Outward 

Correspondence Register. Where the details of the letters are taken which are a serial number, 

date letter received for dispatch, date dispatched, the subject of the letter, reference number of 

the letter, the name of the addressee of the letter and mode of the shipment (International 

Records Management Trust, 1999).



For delivery of the mail, the records officer will then pass the letter that is ready to dispatch to a 

messenger, together with the Messenger’s Dispatch Book, which contains information about the 

letter that is delivered by hand. When delivering the letters, the messenger must obtain the 

name and signature or initials of the persons whom he delivers the letters (International Records 

Management Trust, 1999).

3.3.3 FILING PAPERS

Indeed, files are the major part of every organization as it provides formal evidence of the 

business operation of the organization. Files play a vital role as the purpose is to maintain and 

provide access to the evidence anytime when it is needed by accountability and business 

practice. By having a proper system of filing, it provides the organization faster and systematic 

filing, faster retrieval of information and increases administrative stability. Hence, to obtain 

systematic filing system, the following aspects need to be done:

I. The Registered File

The registered file is an organized assembly of documents kept together for use and 

relating to a specific subject, type of transaction or area of business. Thus, the registered 

file must have three components which are a) a cover to protect the contents and act as 

a title page and a record of the archive’s circulation b) the contents and c) some method 

of securing the whole together. It also seems that the essential requirement of filing is for 

maintaining the order of documents within the file in which it establishes the context 

within which decisions and actions were taken and the sequence of those decisions and 

actions (International Records Management Trust, 1999).

II. The Classification System

The individual files and forms of records are in the classification systems which both are 

required to identify as the classification system indicate the relationship between files and 



records. It is because, without some system for classifying papers, it is not possible to 

show the links between related files consistently and accurately. Apart from that, each file 

must have a unique identifying reference number to maintain the efficiency of office filing 

and records system in an organization (International Records Management Trust, 1999).

III. Numbering Papers on Files

Documents and accompanying enclosures must place on files in order of date with the 

recent one is on the top. Each paper on the archive needs to be number consecutively in 

the top right-hand side with the number being enclosed in a small circle (International 

Records Management Trust, 1999).

IV. Minute Sheets

The split file system is the standard method of maintaining registered papers on files 

where it is divided into several parts which are the incoming letters, copies of outgoing 

letters, memorandum and notes of meetings, statistical data, and similar documents are 

placed on the right-hand side of the file and secured by a treasury tag. Meanwhile, a 

series of minute sheets is on the left-hand side of the opened file, and it is secured with a 

treasury tag. The purpose of these sheets is to enable action officers and record officers 

to bring attention to particular action points arising from correspondence (International 

Records Management Trust, 1999).



3.4 RECORDS LIFE CYCLE

The life cycle of records is an important concept in Records Management where it shows how a 

file is created and used. There are four phases of records which are creation, active records, 

semi-active/inactive files and final disposition. The phases described as in the diagram below.

Diagram 3.1: Life cycle of records

Source: Montgomery College (2016)

The first phase, creation is the phase of records to begin the life cycle when they are created or 

received. The second phase of the life cycle is active records. The active records are frequently 

needed. They are retrieved at least once per month, so they are stored in readily accessible 

office spaces. The third phase is semi-active or inactive records where the semi-active records 

are not needed for day to day business, and sometimes the semi-active records are called 

inactive records. Organizations need to keep them for reference, for legal reasons or financial 



reasons. They are not used often enough to justify their being stored in prime office space and 

equipment. The semi-active records are often kept at a lower cost in a records center. The last 

phase of the records life cycle is final disposition. The final disposition is the action that takes 

place when records have no more value to an organization. It can involve first, physical 

destruction of the files, second, transfer of the records to the custody of the organization 

archives and third, transfer to another department or organization (Northwest Territories, 2012)

3.5 PRINCIPLES OF GOOD RECORDS MANAGEMENT

The principles of records management are very helpful to organizations in which it will be as 

guidance for the record offices to manage their records properly. Besides that, the principles 

also will ensure the organization to get information whenever it is needed with efficiently and 

organized manner. To do this, every organization need to make sure that the records are as 

follows:

3.5.1 AUTHENTIC

It must be possible to prove that records are what they appear to be and who created them, by 

keeping a record of their management through time. The record keeping system will operate so 

that the records derived from it are credible and authoritative where the information is later 

added to an existing document within a record; the added information will be signed and dated. 

With electronic records, changes and additions will be identifiable through audit trails (The 

National Archives of Scotland, n.d.).

3.5.2 ACCURATE

The records must accurately reflect the transactions that they document (The National Archives 

of Scotland, n.d.).



3.5.3 ACCESSIBLE

The records must be readily available when needed (The National Archives of Scotland, n.d.).

3.5.4 COMPLETE

The records must be sufficient in content, context, structure to reconstruct the relevant activities 

and transactions (The National Archives of Scotland, n.d.).

3.5.5 COMPREHENSIVE

The records must document the complete range of the organization’s business (The National 

Archives of Scotland, n.d.).

3.5.6 COMPLIANT

The records must comply with any record-keeping requirements resulting from legislation, audit 

rules and other relevant regulations (The National Archives of Scotland, n.d.).

3.5.7 EFFECTIVE

The records must be maintained for specific purposes and the information contained in them 

must meet those purposes. The records will be identified and linked to the business process to 

which they are related (The National Archives of Scotland, n.d.).

3.5.8 SECURE

The records must be securely maintained to prevent unauthorized access, alteration, damage or 

removal. They must be stored in a secure environment, the degree of security reflecting the 

sensitivity and importance of the contents where the records are migrated across changes in 

technology. Organizations must ensure that evidence preserved remains authentic and accurate 

(The National Archives of Scotland, n.d.).



3.6 APPLICATION OF THE PROCEDURE OF RECORDS MANAGEMENT SYSTEMS AT 

PIJ PROPERTY DEVELOPMENT SDN. BHD (PPDSB).

The trainee had experienced how to manage the records during her practical training. The task 

given is as one of the learning processes in which the trainee can see how the theories are work 

as exactly or different with what had been practical been done and implemented by the 

organization. Hence, by referring to the theories discussed above, several of the procedures is 

adapted in the records management system at PIJ Property Development Sdn. Bhd. as the 

organization has its way of managing their records.

Records are valuable assets of any organizations. The records management is an important 

function of an organization. Good records not only help protect records but also enhance the 

organizations’ operational efficiency. Indeed, right and proper record keeping is evidence how 

well an organization is governed. By setting out the principles and good practices relating to the 

records management and providing procedures and guidelines, it may help the organization and 

its employees in managing their records and if necessary, pursue improvement towards their 

records management system. The procedures as stated in the theories above were containing 

ways of managing the incoming correspondence, outgoing correspondence, and filing papers. 

These are the guidelines for the recording officer in the record offices to manage the records 

systematically.

In the real situation took place at the PPDSB, as the organization is one of the subsidiaries of 

PIJ Holdings Sdn. Bhd., all the letters received by PPDSB need to go through the inspection by 

the records officer at administrative and staffing department of PIJ Holdings Sdn. Bhd. for the 

purpose of recording details and information of the letters in the inward correspondence register 

book and verified the letters by stamp it with official received stamp beforehand into the 

respective organizations. The process of hand in the letters is involved getting signature or initial 

of the officer who received the letters in the inward correspondence register book. The next step 



is in charge by the particular officer at the organization as in the meantime, the trainee had been 

appointed to taken care of records and registered the incoming correspondence received by the 

organization. So, upon receipt of the letters, the trainee recorded the details in the log book for 

future reference and placed it in the respective files. These processes are reflecting what the 

theories have stated, and it proves that the organization does follow the guidelines and 

indirectly, the trainee understands the process of registering the inwards correspondence.

On top of that, for outgoing correspondence, based on the theory, every letter need to have the 

reference number on top of the letter for the purpose of tracking in which it will be used in the 

future and for taking action if needed. Adapting to the real situation at PPDSB, the executive 

assistant (clerk) will take over the delivery of the letters and records all the information about the 

letters leaving the office.

During the practical training, filing papers became the routine task for the trainee as almost 

every day it must be done especially updating minute for various files. By referring to the 

theories, filing papers are consists several aspects which are registering files, classification 

system, numbering papers on files and minute sheets. The trainee had learned on how to 

manage files and keep alert on the new documents that need to be classifying into different files. 

As the organization’s nature of the business is property and development around Johor, all the 

files are categorized according to the places and projects and this system very systematic as all 

files is put in their respective projects and locations. It also eases the file keeping’s employee to 

find files whenever it is needed. Other than that, the trainee also always has to keep updating 

the minute sheets of every file to enable action officers and record officers to bring attention to 

particular action points arising from correspondence.



3.7 CONCLUSION

To conclude, this chapter has discussed on the theoretical part of the particular task which is 

records management system that carried out by the trainee during the practical training at PIJ 

Property Development Sdn. Bhd. Throughout the discussion above, it seems that the 

organization does follow the guidelines as stated in the theories. However, the trainee had 

identified several weaknesses of the records management system at the organization, and it will 

be discussed later on in Chapter 4.



CHAPTER 4

RECOMMENDATIONS

4.1 INTRODUCTION

The strengths and weaknesses of the tasks highlighted in Chapter 3 will be discussed further in 

this chapter. Where, solutions and recommendations will be given for better improvement in 

which based on the trainee’s observation during the training period. Several improvements need 

be done for better effectiveness and efficiency of the organization in managing their day to day 

business.

4.2 SWOT ANALYSIS

SWOT analysis stands for Strength, Weakness, Opportunity and Threat. A SWOT analysis can 

guides organizations to identify their strengths and weaknesses as well as broader opportunities 

and threats. Thus, this analysis will be based on the experience gain by the trainee during the 

practical training at PIJ Property Development Sdn. Bhd.

4.2.1 STRENGTHS

Based on the observation made by the trainee during the training period, there are several 

strengths of the records management of the organization which is first, the records system at the 

organization have facilitated to evaluate the business progress and performance in which very 

helpful in maintaining the pace of organization’s business period. It means that the quality of the 

organization in performing and managing their business is based on the records management.

Second, the records management helps in evaluating the progress of the organization where the 

records can assist in preserving organization’s history, and past records will show the direction 

to the organization. So that, the organization can compare and measure their progress in 



completing projects. The records are also helpful for the upper management to know what is 

going on in the organization and indirectly can take action on the particular issue that needs to 

be a concern.

Lastly, the records management in the organization is also helpful in making the decision as the 

records are known as the memory of business where its records all the transaction made either 

internal or external to the organization. Thus, the records management is useful for future 

decisions making process in which it supplies information to the organization especially the 

upper management whenever it is needed.

4.2.2 WEAKNESSES

Every organization has its weaknesses and it same goes to PIJ Property Development Sdn. 

Bhd. There are some weaknesses have been identified by the trainee throughout the training 

period. The first one is the trainee need to updating minutes of various files for almost every day. 

This task is taking too much time. Supposedly, the time use can be spending more to complete 

another task that needs an immediate response.

Second weakness that has discovered is there is no record of inward correspondence been 

done either manually or in an electronic record. Without registering letter received by the 

organization, this situation may give difficult times for employees to quickly retrieval of letter’s 

information when needed. Thus, it will lower the rate of organization’s efficiency in taking action.

Last but not least, the third weakness is there is no recording of file movement in which the 

tendency to lost track of records is high. Based on the trainee’s observation towards the 

organization’s records system, there is sometimes the employee who handles the records 

system is lost track on files and cannot trace the whereabouts of the missing files when needed 

by other employees. So, the purpose of records of file movement is to assists in managing the 



movements of files specifically to know the location of the records and who is in possession of a 

file. Thus, these are the weaknesses that the organization needs to improve.

4.3 RECOMMENDATIONS

Indeed, every problem has its solutions, and every weakness has to make an improvement. The 

improvement made can enhance the effectiveness and efficiency of an organization. The better 

the system, the more efficient the organization can be. By referring to the weaknesses discussed 

above, there are several recommendations for improving the weaknesses of the organization’s 

records management system.

For improving the primary weakness, the recommendation that can be made for improving the 

weakness is updating the files’ minutes once or a couple of days or by weekly. This task can be 

done after there are sufficient collections of documents that need to be placed in files so that the 

particular employee will not only doing that task and thus, he or she can focus on the other job. 

Hence, it can help to make office works more efficiently and effectively.

Apart from that, the recommendation for improving the second is making a pretense of action by 

having inward correspondence register to record the received letter either by manually or by an 

electronic record. It is known that the records are necessary for any organizations in which it will 

act as evidence at the time of dispute as it is essential for the settlement of a dispute.

Lastly, to improve the third weakness, the organization should create file movement slip in a 

view to easing the process of managing the movement of files. It is because files are frequently 

passed forwards and backward between officers for short periods as a part of everyday 

business. So, whenever officers request for a file, the information need to be recorded to ensure 

the recording officer keep track of the files. So that the recording officer knows the location of the 

files and with whom the file is. It is indirectly preventing missing files and lost track when the files 

are in need.



4.4 CONCLUSION

To conclude, in this chapter, the strengths, and weaknesses of the task given to the trainee 

during the practical training had discussed. To improve any flaws in the organization’s records 

management system, the trainee has suggested several recommendations that can be used by 

the organization. In fact, without continuous effort to keep improve, no organization can achieve 

what they are desired to achieve if they are not efficient in handling their internal problems.



CHAPTER 5

CONCLUSION

5.1 INTRODUCTION

The summarization of all chapters in this report will be discussed in this chapter and it will also 

conclude the trainee’s experience in performing duties during the practical training.

5.2 SUMMARY OF CHAPTER 1

In Chapter 1, it is basically about the background of the trainee’s place of practical training, PIJ 

Property Development Sdn. Bhd., in which it will develop an understanding of the trainee about 

the organization in depth. Actually, in the employment’s world, it is necessary for an employee to 

know about their workplace as the more an employee know about their organization, where it is 

helpful for them to know how they are going to do with their work as some objectives and goals 

need to achieve.

Apart from that, from the background and history of the organization, the trainee found that the 

organization is one of the subsidiaries company of PIJ Holdings Sdn. Bhd. where to involve in 

different types of the business field which are plantation and agriculture, manufacturing and 

property development. To add, also found that PIJ Holdings Sdn. Bhd. helps Bumiputera a lot 

where they hold the principle of maintaining 100% Bumiputera equity participation. Thus, it 

shows that this organization has their way of expanding their company by involved various 

sector.

5.3 SUMMARY OF CHAPTER 2

This chapter represents the trainee’s experience and the daily tasks that she had been carried 

out throughout the training period. Various tasks were given to the trainee, and it gives the 



trainee opportunities to know how a particular task is carrying out. It is indeed allowed the 

trainee to carry on responsibilities to complete the job on time with guidance from another 

employee. Besides that, the trainee learns how to adapt to the working environment and also 

find out how the worker’s at the organization work in which it gives inspirational to the trainee to 

give a full commitment as much as those employees. Hence, it was a must for every student to 

leam the practical part of their course beside theories learned in the classroom which it will 

broaden their view of the real world situation.

5.4 SUMMARY OF CHAPTER 3

This chapter is explained and discussed in the relationship of the theories learned from various 

subjects within the course and the task carried out by the trainee during the practical training. 

Throughout the training period, various tasks are assigned to the trainee and for this report, only 

focused on a task which most of the time is performed by the trainee which is records 

management. So, the discussion in the chapter will regard on the relations of the records 

management theory with the real situation occur at the records management of the organization. 

Therefore, this chapter will show how the theory learned in the classroom is being practiced by 

the organization as a whole.

5.5 SUMMARY OF CHAPTER 4

In Chapter 4, the SWOT analysis of the organization is discussed where the trainee had 

determined several strengths and weaknesses of the organization and several suggestions 

come up by the trainee to solve some problems happen. Also, this analysis also may bring to the 

organization attention for them to aware of the problems that they have. So that the 

management can plan strategies to overcome those problems to improve their efficiency. 

Besides that, the organization can treat their strengths as the opportunity and avoid the threat 

that might harm their organization and in turn, it becomes challenges for them to achieve their 



objectives and goals. Other than that, the analysis also may help the organization to keep 

improving as the trainee had suggested several recommendations and suggestions based on 

the weaknesses listed out by the trainee which they can take into consideration. So that, the 

organization can increase their productivity and their quality in managing their business.

5.6 CONCLUSION

To conclude, Chapter 5 is represent all chapter in this practical report by concluding it by 

summarized it briefly and explained what have discussed in those chapters.
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APPENDICES

Appendix A: Log Book (refer to the next page)
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9. Name of Supervisor in-charge: _____ ________ ___
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rjsGcqStahw tebA\ A^'rvsivx;

i Si^GM-ctt i\4 • rtu, 5^a 6iapr <nra*
>

earn vz-A ivep^u^^or ?re.^4 ^o-xtACp

rW MfS>P fc^S.
i — -T

1
1 St^a pcioh
i

puUdVASO p^WA <4; >wna xr-hpith <1^9
\ 1 > . ’ J ;

<.U24cc*iA}4cxr .-U dataty w'esq acniat

Ters^Wj- ■adoActh bsu UdAeu-s ci<J^*-'XiP ftc^US -
t p^zab -fcxfdh akoc :Ai<v.Aak.ci4 pf<.c}Q

F4c>cJtc«\ aoKr rT\ P>aTj qeifCjpjii

se^p^'W1- ifenswicu ^ly
J \ J

.Qx>p drN^askao uvrruk n^xtu^

^44^ UekilftuXK^' ke.y:> ^..^r’
*

Uc\<V.CCUTU\ ^^-^r-V^vCT '

10 wWpatoo Vifew'wep toty ^a

W\W v>& gawcA - Saw C' A^vXUq
!

<seAodaV1 w>\VvS 40^3 Y^cyfu b«';ar oitna^
!

Ue^oj&nxG - -^^Azxrau V.ehok'nctp

ia cAapod cT'^clikcun giApAt^
■

i rj^juan poA> maga auc<n JctTang . IX/------- r* /
i xS^/A. '
4 240 CuTi THAxP'ASAm HAJ’^B,NI8RAHIM

(AUkCO
%

^cn^urus Besar
plJ Property Development Sdn. Bhd.
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hN>'X AhI UOn j,n . J Xh ', LtCtU.

!V*ft C-Cldcu\ q-XA dcu'

1 . v\X >V. M W\ -.'. Vv cA\ *
■J \

- ) news j^ana i?j»'dm'Cv 2 Biok
i

J » j j

p.iw,j 5 -h^kert C^=H (it ) lossart^

P-’Stwdo-Vwi a«a,v clc» cs$cis , ~ un’A

food ok S‘Qw<pfltV , J, crtoS Ur- pT& i

Mac '^rg, ”ToV\or &>Uu dew

w e»vA>ueqr p^'-q ^->m-qcx.'- v>~ce^urw'k.ou^______ ,___________

dc-ku. tv ao - dok wo Pyi t e.rveM-a •

UANUftCJ act^ SCUpA ^«AQ.V> ' W&sY3U\\\v MvVtW

C SEU\SA) ’-MYKaV < \.C ■"V

^VkAtW^'’ teV’< Y',-f' p; ^-e u - pt J; AR
V J .

fiSivAoiOOCM' kv'v-VptU'tO. A' ^«uiTC!-<' Jciwf 4<A0

'wa$ M^dx’WTM, M-u^r Uuo qcinqJ J J (J
vaa-cw' W.U ctn \o^wuc<-(\ -

T'JA^SS^V' ^.003®^^^'a' hYwA - wwAxV -r&vSeJovtt

AeiOh roCwV)t>o p^uctfy^ V-epAclct saua

i UtYnAk -• ccxra UftW.U
1 fo6x<i.kJ3ci A'NWfiO v>uCricvsackClc dou.tkoen

dACt ifOG A<ogoo totsut -
---------------------------------------------------------------------------------------------------------------
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-T "JANuARA pach Sas ir; , ta.os vas jirasAv A

C RadU } •SatUS?* ’ ^-uAiV v.«4 Ar-tru'

C4\d0qVYV\ ivAer^ifii RsA'ca.R hVu'ftpU

IYaUU. "^A'.OT LldYiY.S i JcUX IV 3 AiXU)c‘UrfH

pG0p^v\AA;.\ Kmc •Av^azlu.U^'.

WcrVaa^ •

— —

rtru , ro-yo cAtYnsiAecdaki amvox.

wejAfy^Ukon surot toaeuk. pa.

pOpG^Cll .H^'^ 'AkYtUU

•hccUvVA*' tjKCu'j 2 vl4UVpd^',up\. ■ - • .

£aqa -teiaV wevPiU^^tan cuth

pe^a\A)&\ sqAp&wm okv'icuMtM' uc

io<xvia^6u\ p6^-todl\)tf(^ ^(Vaxu- i^da-uOjis

sexawj'^^cx'

■Yu^cfcaft c&feenlczjri 3^^°^ scajp

ptkxicv^ <AOTvk i^fef^y fv-Kcc^xiuS-htb co.ro - ccma.
r ' j
ba^oaro on a <myvuR n^ri^u.ru.'S Ya) ^va)

G-nS\T Joo weUW SticQ?a leYi^ dGUGtf

apa v\Onc\ cUpfelcCjCui di Jojaiv uelag.

f

1 ’ J
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aS 3M4UA& £cu|a w&f^ivadth

tkhAfftiSj
uVWk

M^VfS pfecoh pfo\ tU RfW} Ai VAcuflCi

\SU Aiit>\nccxn0kzM\ i%Ap0<stl\ tv^grS-OCw

psSvU-^WA^CW imfodo Jt*cxp Q?qcivMCC

I -juc^<^c^\ cliV’SnVxS-A UepoAu

■1 n-AcaUo.- O' Swv r SAqQ ciapoA A^^peioCjOi.^

waAqCtV t>ci0o-i ?<><ztccx f^€_r!UZ-c( b euer| a
r

d«i^cu\ c&kctp jc-a pi-crfes'a.-icncu - ropjo
1 *

yaqQ l^AaV» wiiMloCMXtu Acacu^ p&wq-ftAi''ociyi

11 boVctn ro-esyuare^ \oupu
1

5,GA\ncw\ ^«S!4Uar<^ ^^3 l«p°S v 's4-t / *—7

1: kxrrtvu 9en<^p pe<^ct\s)CL\ • HAJI ATa/bIN IBRAHIM .
Pengurus Besar

PIJ Property Development Sdn. Bho.
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poc\u bcu;i ini, -Voiced bahoqian

CAUAtf) uwau MeMooiftiU Mknoan makt^WT

Wk.^encu unrV U^eqnri ^anc\ ouon c^usouhkem •

Co^o ctimirste< UMUiz rnOncow enQUVUKxc^
ivvxw, pun Su>.%iTC< 

ioodan - t-odon ke^aac -veiah

MeAuAot'-huon unfr s^toC'^o' n^u-koA <^qa

VYv^ggwnQkcun ita-edcT ' adto^T-

tooep pemuto-ihem uhrt kvte^nh cii PJTfWick^^.s.

foeVu.k1-' pencarian rAOkiCb'^oA retcebu^, saqa

finenddpoAi cuxA VMeqnri ©xACpA *

^ferrtiaa, AkvsOj-i se'^ouot\ 2v\anU-CM- bacy
‘v ;v> ~

m-eioci.yvi'lcci-n u^eAu^oA dedcon s<d|\Qp h®l

iem-rtw^uuy^c* =Jo\Q-rG cxU-n\rVii ^cm>c|

chyMcxnU-cijn o'^h ^nnkctv

■
_
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i FEBRUCR.' pacta Vieux nV \a\ctVx .w-encan'

o&Mn) tacq fnakiafnot ^tnbciVxcxn rv* enc^ero^ unW

irVs^Qviti ^anpcfckt peAboc\q-7 ea^Vec- s<U.fcpas

rtu, Saqo c&cfM(\rci uwuk m-e.nqetu.<%’'U.CMf\

tasucumvxzx-t - ^xcvUWfncuv qcqi$ UroVein

c^viAapaiLcT cb dalCMW t^od ^hUcx

perruiAqcKCcn s^abkot-

PrpaqoA.O( seup p&^okGVu A«»'ipado -W-qascun
j j I , -- -u

4&<xeXw-Y ocin se^a Uo-pa-t- ^awoixomi ^Ucx -

qa^q pCjrlo cte\ Vidbiz. perUi ezi-r^w -hdqk

I toeh cWLzlUzm oleU SqanVa4

ptikeqa ~ ptkvqo - Wx 6A ^Ua ptrW imcvw^A-^v

e»nka qas\c\ veiaVA clj\e^DuzxA. itu, Sc^a

i \u.qa dapoq w^\icq- Pf>>gee peJiipy^abcdcLVA

s Icoel ^nUO (oa^i s^ebucxV ocC^a.Ai^cxgi'-

!
I

*

•

1
1

i|______________
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wa poda Uon iai adaiahJ or
flhQwWat -fUiCQ daa — _ —J----------------------- ---------
aKwvPr (Me terser du>w> a \a

— m-e^go^d^gi' dow^sri dor
j j

gapp ddeneca d^O W^o, wmbW

•fifing b^'d ci§G.n<.ar\ -fctnk b 4 d»

2usu’?iaa Witch'

-tu^ascwt wsebiu ( sa^a dapat

MeJKiQhaMt ha<^cucc)ciria ^Siero -fiiict^

ditim&kciC da.^ VaqQ rac^agaa •

Ateoo^was idat wuai+ rG-vah <?a^e

pettier UAtuk wehgetahai const - cora *

F
WlCrekPcl Mli't'd <d^C]Ccn beKXl idxt

v)&r^^<axUaci saw
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J d<A -©it Saya i&XaV) mwv

C PAS.J) to^i safouah pvt?\cU cU Tcw-fOs

^etoqcu -raqa^an p<ada ton snidbniQr
otoewzu cAC\a P<^awA( q^oa.

1 :
b-QrU^OOn

B^duasarucun -wgaecw dilo

v^g3d scu^a pado \ntxn n\ t agIc^a

p^.acii><^ a^tuU

An €fi p tynsutou to tiwptoacxv\ \ su - i Su

pcunp ©to w\ca\Y^ccu> di da.\o4o

^ep^avctt.

- ?

*
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•

*

■



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARK

Sc^a A^Vctn uu>-rtxU

Ui(\\ ^wCi'tV bo?p ?etou.ak\ -nl^

^CUY} p^-SAZ

1 A^CW fYi Lid Ah dirUillk. pada <x\zug a ^u.a.n

geta^ eru ( so^a ^ug a uCriOoa^ dakaw

• pCrg^pcvn gfejoucth pro^rcw

rc>€t>ox\^CiA!^V\c^cuYj p^r\cu\\\otT! uSctha&AiWir
a-Ma pi j pfoperui) TeLetoprc-cxu odn- fehd-

in-frtA R-ancak Qiv feud- <dar> *

^nvvide tk-vwpm-e.^ Sdn> Bhd-

po^ek p^xcct^aocul cAj Lcui/uu dou' riX^r-

luput upx\c\ dipCroieW 'iQka^ Sc^a cbpaY

NW.p&Kt\an oenqarugcaA md^us qcmar j v j u \j
fw^bct-rkan luar <Acw japczF HAJI AITWBIN IBRAHIM

r i
WCmpeidiavi cara bennderak-sf de^qao PIJ Property Development Sdn. Bhd.
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T FEEAWPJ u-biU per^apOT) a wed bep*

imO) ppccth p.wh^ ?U Mi'ik

TtVor CRY^T) <akoM d'aol<akcT di

I__ _____ S\u\ahc\ £>arU, d< ^ouaq soup

L________ A-CPh w\£wopruskap kotd~ UOci

1 __________ \£tapW^ Uj^O| QkCip Al edarkow k6pcda

1____ A fcnxfrW - -a ^rcuYiU 'p^p-tretfi upp q

1_______
J 1 J J

du ClnT5^■fCCn^CI +&Tch v< dc<hi pQclu

OSW 3bW; "T^Uu rmhiAdri_____________

1_________ X'Vwr , hA&nt^vi Besar TfcAooY (

1_________ ^ddTi TS^VkzC, portAWA^O

I h-&Kia - k eAW kCr^acxn olcun

I c^AnUod - ..Si] cxnWd .

| 9 FEE^U AQl Qji f Cech -vt\WN BIW ctNA
—

1

1 q CUT /TT \UN. feAEU C fN A
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UW Cj dU s - TU O£

c ^X\^d\CL\^ac: liacl- kod ^empUT^
- 1

'^Cy -^ca^ ir^o-b -

^Acun vku ( So^q -Wo-Vi weAekoJ

sunX - sarcvt dvACncoa da^

w kepodo pe^Gtwai -

pg^med bwen^o-n tunu-k

AAndakcm ■

i

•

. u m&^uoud kcvd - Lk^ ACMptthXn ^'CDQik-ch
C KAWAS’) Or^cMYvStUi ( dew -Wudad

b m & wu claVi k cut d i U..S 0T> p^ncj«? p od <^0

dav> S^rtth^h AzWyAT).

SktEAaVi iru , 5om3 ^eociefAac kna?
1 sj J

vw^A hew x^Wah <de c\anq

V^aifaw d-eTiqt^ ^-ebuaVx pit>(ek
HAJI ATA W ■-'■ 

Fen,.J \ J
^e-mb inaCbO d< s'ikrtQ.t doh or •

PIJ Properly Utveiup,. „ni Sdn. Bhd.
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■sOqCl ’•fiAClV'. A'SsY'bciv\TU dQAWA SJObGA

CAUAO) uad boq. pecab tGACib

uspctdc*

tn yccog djcrc-pci}

- itu, 'yu^oi m-eiq ku k cun rerc^an

clnuu.m£-o - ioA^

o\6b p^r>qurus bestir
1

kApGdD peqctvwu - peqawc^t

b^U£nGCiC •

*5 FS5R.UAC4 5Olt Vx-e.re.uocl surot'cdca-t dvie.r iroa

Ci^M) cW' oc^'^Uo.’A luipcidct pfe^cw&A - pegqWAi

ywq bfet kvA^H.c uvnuk -ncclctkrtn

sG<nn3utr\i|a.

ix\tA^orakuavi boranq • t-oranq cun c«kvt

i. c-taiA cuVt -t«tUiinci'n pans p€?|awai iAi
1 I -----

ks^aqia^ be^iwlb^ .
-------- ----------r—--- ------ ------ ---- —........... -

rn eA^fem.V>U(Xi cUuu.^ ;qanq

tv. £.pqa.cdujnqi c£.'u vJSbUcici neA^wct)

-----------—---------

-—----------- u- —

_oJx<wr^£L_______________________________________ ----------—-----



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

dct\Oi^ Da.Uf.oTi

1 record don caUV.aA ouc^

i ■p-s-nuot^ i^^ar£\Oi.n mjcmxu vu^U-cxt!

cStVjOdx. ct|
T

c€u- ceu -r^av.

CSE1-ASA ) si£v, *esar
I 

kspodo au.a um-on ■

M6iavcuVfu wbaai ■klu.yxc ic^ncu* icegex

•^aco^ v^Rc^-ran dt’nqau pi-c^ u -
p€.n''V>i<\c*c^ c1gvu>-v\g (a akcxn d’h^ci^ncj*^

oieVi peACjuruc L^or dac p«qo^cv qd-nq

h^rutuaan eV Und pejra-ncaft^ £Tc-Aohv

N4?^ei'i JoV\cc t CtPcN'T) dan jjcpsi
i

^eo'bdcn saki^an tepe^t pfe’nqaiaV, dan

caldiA av.q<an <xcq\iU rj\ukcm

pihak ar^srw-

^togCnAc^s. kiCi rp\prt t'-c-TVXk -fd£

L pemadbifab dar. per\av;at<sun Aac WQa

p.'o|€k pQnJiv^a.i cU "ofPGLn
I J j

pkrbadcuvan R’S-hq^ , 3oKcx.

....-d
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it guaroj a

peccxV tasxaJh urrtuk rvce^qe^xhu, pSruemtenqan

i ■ren^ru Cen0? naqaeor1 qonq cbWinU.oT'
r

kjspada peqawcn - ptcpuiOM- qcnq ■texitacct •

i

mere^odi Surat- Suto^ qonq JJventco Jan

fYienqo.c\iVuoi^f\^a tcpodo - pyqo^a,

<\ouAq bsxt^o<tn ar-wii ,^anq

& Ootk (pevabMYtu feQacivJCM - pe^1^'

(k.Mpn\\S)
r j I ■

lyxei'nerURan ixunAtt^ dory su.o'(a

(fnewY'XfuSitctn ivd - Vi<-d bc.rkcu+e4> <«JI4MN8W|B»»Nm

denq-^ p^iteclbiran ■
pi 1D ^en9uiusbesar

‘J '^^^opnieniSdn.Rhrt

1
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ccwo.vt urnuk tOa (qo.A9

CAAAD) berUcMOT derpoT oarpuciOA

-.o^OA VVxtooV dicer cL T^tTpoV ■

wuu f^cw^s p£ccib -hancth
u J

Riwaj di’ SruAcop sow, johar.

L_____ :____ 5TiG.Wt>d<xt NUfltt KlQ^UQfOr bO^' pr&1e.i<

I J> Towpe* - Johor-
b V '

VAevvV-od! 'saror - surcev ^evoq cid& iiba Jar. *
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V?©rhero-OX'1 tLrAu.U ^tadlau-on uemq
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I

r
tnan^ucru^afi p^iwohocajj evtn -i^hUBQFi

F r
Jor cuh aaUxt p<uri peqawcu .
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□3 «Oi , Tft&tWoCMYTU doACW, 30X10^ (^(wY

OS^IN) fr^sg^cmkr per^uruscm 4^ ^v^op-n

?vj proper^A D&iSiopm&YV 6^ - Bnd

ft>&vdc^mrt of Ah- ASSociOrioO

ord Prrrtci^- dar, tonarp don -49 rokru

f- profn SgCtHkOr iATTUk pSrccoroCiOTi
l

■taror, (Vaae-

^Ae^buav fiipq -fan
• •*

bapp cc^ango-n pambanpancw

feuvxf A\ct&^ ,

Tobof - .. . ’ .

1

^3 FEBRvWi M&ngrcvha p^ouru^an

CSGUSO) ke<MW§c^ <A' mana p^nora - c^ruara uang

1 cv^mah wenpjencu

■ P^.ruA-i^'ocu^an -veriest segedo

i p^w.oSCHaha^ bc^\ C^ho-P proySk
V I J
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'iVvAWaat Vibnq dem meng^rcas iun> bo<V

$\e rc as^uared p&ngu.ru san dan
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ngu.ru
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ksanai - surca qcmQ diie.mr>
dem k.&pcdl<a pegoxvOu - p^gAwDu

gomq berk-e noon uniuk qoma

1 saemy^cv
I ■

} t^gedtakom k>uku omak rnesjuorcii- 

vaW’soga p^gcirdh kak ke - ag dbmaki

-------------------------------------------------------------------------------------1

1
c^T^ra kar^ango^^^ kUok nwJfr

i m^qqarAt qemo, kepos , u.aiei«pca
i b€^dlar kxpCKOm cmdk d.o-n tcun - icu(\

i .......... . ~
p &ckciRa • •

!

4 FEWARI m&nu1axn,C'anq mercibuctF buk\x UA-tuV
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rr&^bactr p^qedioaxi ha/Wr >rMip

qcor^^s tea Arrtuk mcguS p^rCKSTwiAv
hajiawht/ibrahim

Pe/gururBesar

pecab. -TisTAy. WYyfftj s^xio-ng go.ru ■
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sg FSBRU-P.^i fr^adi uruseftO. di n\<XjVig ptcciv. •temab,

' C&HAQ)
1

RTftMJ g^cuxg gcw 4axCM\-.
1
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k£pada otfxna, faenpjencu pea^cxh<^

rncwyu 0)0^0) Aic&odcxukcib o\&h
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IYV£b\od\ p&O^CuxffcvH t&WWU dj’ p(J holdings

CiSbilN) wot sewenkwev bOTau \oag\
|

fw^bCj^ctrrnUcm p^qcu'Afejdt te^'Ac* 4s 3vVU

1
1

^xn c^ ver- ccdcu'>$ c ub sau.4. neg a ,
>1

mei<^cw pe\onc^a.n gewg io gm
!

b exxtfv<;oz\ demgcuA pegcvv'icu sdewxkcut

KU •

I Soldo rtu , w en'^ad.* i^e-fo/v'S eV PiT

Woxclmgs 4 (ocuv^ «cx cfcipoA voe-mbcuAOTA

qa^Q »o e.ouigk>tkCbO ccxra teenwe-raktii

L d^bgexe ococcig xUccr d&ngon lebih book.

1

1 (riex^nma sjiOA dap .dtekw&n do^oa

• S-aankc** WGcr dan rb&n^^MxU^Wxip

1
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•- b Pclciucib 2dQn’j CblpqCt •
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i iV-C 20 & pt'AljQAWL.vV pi j ttodivxgc

C OcL ASP) baox seroapnsjtx wcuetu bag? ^so^gaiwiW

wm di sHu s-edanq

C^ xi^^aqQ, p&anqQpn

qo-pq berurusc^x d€nqan peqawoi

d\ oqahkm w-
—

£oq & mer^a-ch ^e-te^Kts

tanv^io^ PA&T^acV pc^o^ViA teteuY^

di \O ckx^r roeiYp^ua^cin c<m

sajqo berweTO-US' der^an ofanq luar •
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Appendix B: Pictures of preparation of the Groundbreaking Ceremony of RMM J Stulang

Baru, Johor

Source: Trainee’s fieldwork, 2016



Appendix C: Pictures of after the Groundbreaking Ceremony of RMMJ Stulang Baru, 

Johor.

Source: Trainee’s Fieldwork, 2016

Appendix D: Turn It In of Report Practical (Refer to the next page)
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