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CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

1 .0 Introduction

This chapter discusses on the background of the organization in which my practical 

training was held at. It consists of the origins of the organization, objectives, 

organization policy, mission and vision of the organization, structure as well as the 

core business pertaining to the organization.

1.1 Background of Pustaka Negeri Sarawak

Pustaka Negeri Sarawak was built as a major information resource centre and as the 

centre of information services for the public and private sectors. It links itself with 

libraries, archives and information centres elsewhere in Sarawak and throughout 

Malaysia. It also provides access into and from publicly accessible international 

information centres.

Its complex serve as a community centre of knowledge and cultural enlightenment, 

where Malaysians in Sarawak can not only access a wide store of information, in the 

form of both printed and electronic media but also gather for educational and cultural 

exchanged, programmes and participate in many other activities conducted by the 

organisation.

Pustaka Negeri Sarawak is a library, but not just any library. It is an investment for 

everyone’s future. The building and services are thoughtfully conceived and designed 

to enable anyone to use it. Practical things like a childcare centre. Distinctive things 

like the Special Needs room, things that are not that noticeable, like automatic doors 

and wheelchair-friendly aisles. Researchers can look up the Special Collections here, 



everything ever written about Borneo, both facts and fiction. It is a storehouse of 

knowledge, presented in the most technologically advanced way possible.

Pustaka Negeri Sarawak is more than just a beautifully designed building in an 

extensive park. It is more than a collection of sophisticated devices or specialised 

services. Pustaka Negeri Sarawak is about people. The people who work the 

frontlines to answer your queries, guide you around, serve you. The people behind- 

the-scenes, who answer your telephone calls, reply your letters and e-mails, track 

down the book you want, digitised the fragile rare books so that you can easily 

access and view them. Pustaka Negeri Sarawak is about the user. The people who 

come in to search for information and knowledge, visiting the exhibitis, attending a 

book launch, conducting business seminars through our facilities or simply enjoying 

the beautifully designed park.

Figure 1.0

Set within a park that covers the State Mosque and the Minaret Gardens on the 

western side, PNS is a place conducive for learning and reflection. While the interiors 

of the Pustaka complex are a modem structure that fit right into the 21st century, its 

exteriors are as close to nature as possible.

The park includes a lake, areas for public performances and art exhibitions, a 

playground, picnic areas, a scenic drive, pedestrian walkways and bicycle lanes 

strewn with trees, shrubs and flower gardens.



The interiors of Pustaka Negeri Sarawak are an architectural and information 

technology marvel. It provides a mentally stimulating ambience for the seekers of 

information and knowledge. Different facilities are available for its patrons at the 

ground floor and first floor levels.

1.2 Objectives of Pustaka Negeri Sarawak

Once an organization has developed its mission statements, its next step is to 

develop the specific objectives that are focused on achieving that mission (Davis & 

Unterman, 1984). Objectives are specific, measurable steps that can be taken to 

meet the goal. These are not only definitions of goals and objectives. Objectives in 

the organization could be defined as the overall goals, purpose and mission of an 

organisation that have been established by its management and communicated to its 

employees. Normally, an objective typically focuses on its long range intentions for 

operating which could provide useful guidance for employees to produce a product or 

service at better quality. In general, objectives are more specific and easier to 

measure than goals. They serve as the basis for creating policy and evaluating 

performance. Some examples of business objectives include minimizing expenses, 

expanding internationally or making a profit.

The following are objectives of Pustaka Negeri Sarawak:

• To enhance statewide reading campaign activities

• To provide guidance and advisory services to public libraries especially in 

information services provision and reading campaign

• To provide mobile multimedia library services (e-Pustaka)

• To intensify effort to influence public opinion into accepting reading as 

positive behaviour that needs to become a daily routine



1.3 Vision of Pustaka Negeri Sarawak

Pustaka Negeri Sarawak has designed a vision which is the long term goal that the 

company needs to achieve. The primary vision is stated as below:

“To be the reservoir and fountain of information and knowledge to the state”

This gives the overall overview that Pustaka Negeri Sarawak desires to be a place of 

information and wants Pustaka Negeri Sarawak to be the choice of the people in 

searching for sources of information. PNS has tried their best to make it a place that 

is environment friendly to all walks of life, improve the infrastructure and public 

facilities for the benefit of the people who visits Pustaka Negeri Sarawak.

1.4 Mission of Pustaka Negeri Sarawak

Pustaka Negeri Sarawak has also designed the mission as a guideline in order or 

them to be fully focused in achieveing their long term vision. The mission is stated as 

below:

“To provide access to information resources and to preserve Sarawak’s intellectual 

heritage for the people of Sarawak”

This is the purpose for Pustaka Negeri Sarawak to become a place for users to fully 

utilised the facilities in PNS. It is ensure PNS enhance the quality of life for the those 

who visits the library by creating a conducive environment, citizen’s engagement and 

best-in-class service delivery. They also ensure that people are able to find what they 

are looking for within the walls of PNS, as a place of storage of knowledge and 

information.



1.5 Services Provided

Pustaka Negeri Sarawak provides a range of services related to public affairs and 

ensure that each of the services are in accordance with the prescribed procedure. 

Here is a list of the objectives of the library services in terms of the Information 

Services Division.

1.5.1 Objectives of the Services Provided

• To disseminate and transmit knowledge information and data on the 

State

• To provide centre for reference, education and information of 

dissemination of information relevant to the economic, historical, 

social, cultural, political and other background development and 

achievement of the State

• To hold and participate in exhibition or display of library resources and 

the information or data collected, maintained or held by the State 

Library

• To provide such services and facilities as the State Library is able to 

provide to the public and to any public library or resource centre and 

to provide training for library personnel.

• To promote or stimulate interest on reading, library works and to 

promote literacy arts and the usage of modern technology in the 

transmission and dissemination of knowledge, information and data.
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YBhg. Tan Sri Datuk Amar (Dr) Haji Hamid Bugo
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Figure 2.0

The logo above shows the corporate logo rationale. It is known as the Sarawak State 

Crest. The 5 curved lines are conceptualized form the side view. The following 

direction of these 5 lines from left bottom to right up corner is leading to “5 Basic 

Qualities of a modem digital library”. The shape of the traditional handicraft of hombill 

ivory is conceptualized from a curved book cover, of which is to represent. The toning 

Pustaka Negeri Sarawak’s green is to represent boundless and infinite knowledge, 

just like the sky and the Ocean.



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.0 Introduction

This chapter discusses on the schedule of my practical training experience. The 

purpose of having a schedule is to provide a history of training and to keep a weekly 

record of the work that has been engaged. It consists of the exact nature of work 

done including a neat and brief description of each of the tasks done, relevant data 

and technical information related to the work being undertaken. It also consists of 

constructive comments and opinions as to its value of training which also has been 

remarked by the supervisor in the organisation.

2.1 Report and summary of weekly training

2.1.1 Week 1 (21/07/14-25/07/14)

DATE EXACT NATURE OF WORK DONE

Monday 

(21/07/14)

• Started off the day with the Staff Assembly alongside the CEO of 

Pustaka Negeri Sarawak, Puan Rashidah Haji Bolhassan and all the 

staff.

• We were then given a briefing about the company’s policy and the 

scope of work that will be doing during the course of the internship by 

Puan Sonia, the Head of Human Resource Management in Pustaka 

Negeri Sarawak.

• She then led us to the Financial Department, which we will be working 

for the remaining weeks, where we met the accountants who are 

responsible for all financial matters in Pustaka Negeri Sarawak.
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• We introduced ourselves one by one and our supervisor, Puan Ammie

Syarina brief us about the regulations in the Financial Department.

• My first task was to update, maintain and finalise the payment

vouchers.

• 1 was then asked to organise the data for the Staff Reconciliation

Summary Report from 04/06/14 till 30/06/14 and was given guidance

on how to key them in Microsoft Excel.

• I then compile and maintain the filing system for the payment vouchers

that I have recently updated and maintained.

• Then was asked to label new files according to the designated number

of vouchers (i.e: 55A = 1861-1890).

Tuesday * On second day, I have started to learn on how to operate office

(22/07/14) machines such as photocopiers and scanners to make duplicated files

and documents.

• I have also updated invoice numbers and service orders.

• Updating and compiling payment vouchers.

• I was then taught by one of the accountants on how to post invoices in

the organisation’s database which is STAFS (Standard Accounting

Financial Systems) for record confirmation.

• Did a monitoring table and analysis revenue report which was called

data monitoring control.

• Filing service orders in their respective files.

• Compile, copy, sort and file records of all business transactions

accordingly.

• Re-check all invoices that have been distributed by the accountants to



prevent any complaints such as unpaid bills or otherwise debts.

Wednesday 

(23/07/14)

• Updating payment vouchers that have been paid by stamping “PAID” 

in the spaces provided on the correct and proper dates.

• Continue filing payment vouchers in their files accordingly. This 

teaches me how to be more organised in handling and keeping 

documents.

• Continue posting invoices in STAFS as were told by the accountants. 

The accountant advised me to immediately post the invoice in the 

database as soon as the invoices in the “Validated invoice” tray is 

been filled.

• Update invoice numbers and service orders.

• Updating the registration logbook for purchase/services form (yellow 

form).

Thursday 

(24/07/14)

• Filing Bank Received Vouchers (BRV) and Journal Vouchers (JV) to 

their files accordingly.

• Stamping “POSTED” on service orders. This means that the service 

orders has been approved and is posted in the database. This is to 

keep track on financial transactions that has been finalised.

• Updating payment vouchers by stamping “PAID” according to the date 

that the payment vouchers have been received.

• Used the photocopy machine to duplicate documents for the 

accountants.

Friday 

(25/07/14)

• Updating invoice documents and service For example, updating the 

documents by stamping “PAID” or “POSTED” and file them 

accordingly.

• Posting invoices in the database (STAFS) from INVAP 64864 till 

INVAP 64865.



DATE EXACT NATURE OF WORK DONE

Monday 

(04/08/14)

• Filing the green Service Orders (PO).

• Stamping the invoice stamp on invoices and file them in a clear folder 

to give to the staff that needs to sign them.

• Photocopy documents.

• Updating medical payment slip by stamping the medical invoice stamp.

• Posting invoices in STAFS.

Tuesday 

(05/08/14)

• Retrieving service order from the designated files to match the 

purchase orders that has just been printed and matching them 

according to the company’s name that have associated with Pustaka 

Negeri Sarawak.

• Stamping “RECEIVED” on invoices that the staff have already signed 

for confirmation regarding their purchases for the company. We have 

to ensure that the date is appropriately stamped the same day that 

they receive the invoice.

• Updating medical slip payment and book payment vouchers.

Wednesday 

(06/08/14)

• Updating the registration logbook for purchase/services form (yellow 

form).

• Posting invoices in the STAFS database.

• Checking and eliminating errors found in the service orders. If found, 

the service order should be returned to the Assistant Accountant for 

correction or cancellation.

• Retrieving invoices from their designated files for different types of 

bills.

Thursday 

(07/08/14)

• Filing bank received vouchers (BRV) according to the appropriate files 

prepared.

• Posting invoices in the STAFS database.

• Maintaining and organising the bank received vouchers with and 

without invoice in the files labelled “Supporting document with invoice” 

and “Supporting document without invoice”. This helps the 

accountants to easily retrieve the BRV easily.

Friday 

(08/08/14)

• Updating payment vouchers that have been paid by stamping “PAID” 

in the spaces provided on the correct and proper dates.



• Stamping the invoice stamp on the purchase orders and service orders 

then deliver them to the staff that needs to sign them.

• After getting signatures and confirmation by the staff, 1 then stamp 

“RECEIVED” and give them back to the Assistant Accountant for 

validation.

2.1.3 Week 3 (11/08/14-15/08/14)

DATE EXACT NATURE OF WORK DONE

Monday 

(11/08/14)

• Retrieve service orders to match the purchase orders according to 

different company’s name which have associated with Pustaka Negeri 

Sarawak. This process is called “matching”. It is a process performed 

for goods and services ordered through a purchase order that takes 

place during the online invoice approval process.

• Stamping “RECEIVED” date on the invoices when the staff have 

already signed for confirmation regarding their purchases on behalf of 

the company.

• The supervisor had assists me on how to operate the laminating 

machine. My first task was to laminate certificate for “Konvensyen 

MPC Wilayah Sabah/Sarawak 2010”

• Update service orders by stamping “POSTED” on the upper right hand 

corner to show that it has been posted in the STAFS database.

• Posting invoices in the database.

Tuesday 

(12/08/14)

• Stamp “RECEIVED” date on invoices and bills.

• Recording all purchase orders in the registration logbook.

• Filing bank received vouchers (BRV) based on the proper files (with 

and without invoice).

• Attended the Sarawak Records: A Forum & Workshop which was held 

for 3 days that is on the 12th August 2014 till 14th August 2014.

Wednesday 

(13/08/14)

• Updating the staffs’ medical slip payment.

• Filing the deduction of salary (potongan gaji) documents to the 

appropriate files based on running numbers.

• Matching service orders with purchase orders.

• Photocopied 17 sets of rental agreement for a particular company.

• Clipping service orders with the rental agreement that have been



photocopied.

• Key in “Tuntutan Hitungan Kilometeran” in the accounting system 

database used by the Pustaka Negeri Sarawak.

Thursday 

(14/08/14)

• Updating and filing in the ‘Buku Daftar Penghantaran Cek oleh 

Posmen’ to show consistency within the department in which the staff 

is up to date and are aware of what type of cheques are supposed to 

be sent by the postman.

• Retrieve service orders to match the purchase orders according to the 

particular company which have associated with Pustaka Negeri 

Sarawak. For example, Fuji Xerox, Rentokil, Poslaju, etc.

• Posting invoices from INVAP 64990 till INVAP 65003. For example:

❖ INVAP 64990 - PO 25666

❖ INVAP 64991 - PO 26491

❖ INVAP 64992 - PO 26284

Friday 

(15/08/14)

• Record purchase orders that goes out, into the logbook. This is for the 

accountant to keep track of the purchase orders and where it is being 

sent or delivered to.

• Matching service orders and purchase orders based on the name of 

the company and the purchase amount.

• Updating staffs’ medical slip payment.

• Stamping “PAID” on payment vouchers to show that it has been paid 

and finalised.

• Posting invoices in STAFS from INVAP 65011 till INVAP 65020. For 

example:

❖ INVAP 65011 - PO 26473

❖ INVAP 65012-PO 26067

❖ INVAP 65013-PO 26070



DATE EXACT NATURE OF WORK DONE

Monday 

(18/08/14)

• Matching invoice and service order and stamp “RECEIVED” on the 

date the invoice has been received.

• Posting invoices in database from INVAP 65023 till INVAP 65034.

• Organising the finance department office and maintaining the 

cleanliness using the 5S system which are :

SEIRI 
(Sisih)

SEITON 
(Susun)

SEISO 
(Sapu)

SEIKETSU 
(Seragam)

SHITSUKE
(Sentiasa amal)

Tuesday 

(19/08/14)

• Recording purchase orders, that goes out from the office, into the 

logbook for service/purchase.

• Posting invoices from INVAP 65050 till INVAP 65055 in STAFS.

• Insert staffs’ medical slip payment into the database.

• Match service orders and invoice of the company that has associated 

or is associating with Pustaka Negeri Sarawak.

Wednesday 

(20/08/14)

• Stamp “POSTED” on service orders that has been matched with the 

purchase orders and is then file accordingly.

• Record purchase orders into the registration logbook for 

purchase/services form (yellow form) and then delivered them to the 

staff that needs to sign.

• Separating the green and red copy of the service orders. The green 

copy is for Pustaka Negeri Sarawak to refer to if the original copy is 

misplaced. The red copy is to be given back to the customers for their 

reference.

Thursday 

(21/08/14)

• Matching invoices with service orders.

• Filing service orders into the designated files based on the

alphabetical order.

• Record purchase orders into the registration logbook for



purchase/services form (yellow form) and deliver them to those who 

needs to signed them for confirmation.

Friday 

(22/08/14)

• Posting invoices from INVAP 65085 till INVAP 65110 into the STAFS 

database.

• Record purchase/service form into the appropriate logbook before 

distributing them to the staff who needs to sign.

• Updating bank payment vouchers by stamping “PAID” and filing them 

accordingly to their designated files.

• Counting RHB cancelled cheques for the year 2013 and 2014 based 

on how many cheques are cancelled in each month for both years.

2.1.5 Week 5 (25/08/14-29/08/14)

DATE EXACT NATURE OF WORK DONE

Monday 

(25/08/14)

• Joined the Majlis “Raya Merdeka Bersama Kami” 2014 at Pustaka 

Negeri Sarawak from 10.30am to 2.00pm which was attended by YB 

Tan Sri Datuk Amar Haji Mohamad Morshidi bin Abdul Ghani.

❖ Details of the event:

- Community Talk: Stress Management 

(10.30am-12.00pm @ Auditorium)

- Flower Decoration & Grooming Workshop

(11.00am-2.00pm @ Newspaper & Periodicals Room)

- ‘Congkak’ and ‘Menganyam Ketupat’ Competition 

(12.00pm-2.00pm @ Lobby)

- Exhibition on Memory of Independence

(11.00am-7.00pm @ Lobby)

• Staff Assembly regarding the events and activities for the year 2014.

• Posting bill into the database, which is similar to posting invoice into 

the database. Examples of bills, Telekom, Sesco, Celcom, etc.

Tuesday 

(26/08/14)

• Posting invoices from INVAP 65164 till INVAP 65212.

• Counting RHB cancelled chegues for the year 2012 and 2013 based



on how many cheques are cancelled in each month for both years.

• Retrieving bank payment vouchers (BPV) from the designated files 

from 1930-1933 which is found in file number 65A. For example:

❖ 01471 -01500 = 50A

❖ 01501 - 01530 = 51A

❖ 01531 - 01560 = 52A

Wednesday 

(27/08/14)

• Attended the ‘Kursus U-Pustaka Training’ from 8.15am till 12.00pm.

• Posting invoices from INVAP 65217 till INVAP 65227.

• Sending letter to the registry office for them to deliver it to the company 

or person assigned to either by post (Poslaju/Pos Malaysia) or by 

hand.

• Key in ‘Pembatalan Tempahan pada 24/08/14 bagi Galeri Pustaka’ 

using Microsoft Excel under Journal Voucher (JV 03389) and then 

printing it.

Thursday 

(28/08/14)

• Matching invoices with bank payment vouchers (BPV) and file them 

according to its labelled file.

• Matching invoices with service/purchase form based on different 

companies and give them to the accountant to sign.

• Updating medical slip payment of staffs.

• Posting invoices from INVAP 65245 till INVAP 65248 in the STAFS 

database.

Friday 

(29/08/14)

• Posting invoices from INVAP 65254 till INVAP 65279.

• Updating petty cash vouchers (PCV) that have been paid by stamping 

“PAID” based on the date it has been paid and file them to its proper 

file.

• Labelling new files for the bank payment vouchers (BPV). For 

example:

❖ BPV 14/02491 - BPV 14/02520 = 85A

❖ BPV 14/02521 - BPV 14/02550 = 86A

❖ BPV 14/02551 - BPV 14/02580 = 87A



CHAPTER 3

ANALYSIS

3.0 Introduction

This chapter discusses on the analysis of the practical training experience which 

consists of the definition of concept demonstration of practical and theoretical 

aspects. It is all about how the students relate the concepts that they have learned 

during class at the workplace and transform the knowledge they have gained to fully 

understand the concept on a higher level. It also discusses how the students are able 

to demonstrate what they have learned during their class and apply that knowledge 

to their personal experience. The topic that I have chosen to discuss is “The Usage 

of Accounting Database System”.

3.1 Standard Accounting Financial System (STAFS)

The usage of Standard Accounting Financial System (STAFS) can be explained by 

several factors which consist of definition, function, element, component and tools 

and how STAFS is being utilized in the organisation.

3.1.1 Definition

STAFS is a type of database that has a systematized collection of data that 

can be accessed immediately and manipulated by a data-processing system 

for a specific purpose. It is organized so that it can be easily accessed, 

managed and updated. It contains data records or files such as sales 

transactions, product catalogues and inventories, invoices, bank payment 

voucher numbers as well as customer profiles.

A database system allows managers, supervisors, accountants to adjust and 

accommodate the queries according to the information needed at that point in 



time. Relational databases are used in accounting for the purpose of storing 

large amounts of information, retrieving it in any way necessary at that point 

in time as well as to share financial information easily to anyone digitally. 

Relational database have received widespread attention in accounting as a 

means of providing many types of information in a timely manner (Rostami, 

Mogadam, & Salehi, 2010).

During the course of my practical training experience at Pustaka Negeri 

Sarawak, I observed that the accountants are particularly dependable on the 

usage of their database. This is because accounting system is a complicated 

and difficult task to handle, thus, they depend on the database to easily 

retrieve information such as invoice numbers, bank payment voucher 

numbers, dates of particular invoice, etc. I witnessed that STAFS is essential 

software to the company as it helps the accountant to do their job at a timely 

pace.



3.1.2 Flowchart of how the invoice is managed in PNS

START

I
Invoice is received and placed in a tray labelled "Inbois Diterima"

Match invoice with purchase orders from designated files

Imprint "invoice" stamp on the invoice document

Deliver the invoice to the staff that needs to signed them

Imprint "Received" at the appropriate space on the date that the staff 
has signed

Pass the invoice to the accountant that will post it into the database

Once the accountant has key into the database, stamp "POSTED

Placed the invoice into the tray labelled "Inbois telah disahkan

Lastly, take the invoice from the tray and re-insert it in the database to 
finalized the proper amount and date

END

Diagram 2.0



At the first stage, invoice is received and placed in the tray labelled “Inbois 

Diterima”. At this stage, we are needed to collect any invoice that is placed in 

the tray and start undertaking the next process.

Figure 3.0

Once the invoices has been collected from the tray, we will then start on to 

the next process which is “matching”. This is where we match the invoice with 

the related purchase order from the designated files. The files that the 

purchase order can be found are as below:

Figure 4.0



Once we have found the matching purchase order, we are then enquired to 

imprint the “invoice” stamp on the invoice document together with the 

matching purchase orders. This is for the individuals that are required to sign 

it.

This then leads to the next process which is after the individuals has signed 

the invoice. Once they have signed the invoice and purchase orders and has 

returned it back to the Finance Department, we are required to imprint the 

“Received” stamp at the appropriate space on the correct date which is the 

date that the individuals has signed them. This is to ensure the accountants 

are able to keep track of when the invoice is received.

After that, we are to pass the invoice to the accountant for him or her to insert 

into the database system (STAFS). This is for them to make sure that all 

invoices are recorded into the system.

Once the accountant has inserted the invoices into the database, they will 

then pass the invoice together with the matching purchase orders, that was 

previously matched, back to us and we are required to stamp “POSTED” on 

the right hand corner of the purchase order.

Later, once we have stamp “POSTED” on the purchase orders, the purchase 

orders that is clipped together with the invoice are then placed into the tray 

labelled “Inbois telah disahkan”.



Figure 5.0

Finally, we are to take the invoice and purchase order from the tray and is 

then required to re-insert into the database to finalized the proper amount and 

date it was received.

3.1.3 The Merits and Strengths of Standard Accounting Financial System 

(STAFS)

1. Interpret and record business transactions

This is the basic function of accounting. It is essentially concerned with 

not only ensuring that all business transactions of financial character are 

in fact recorded but also they are recorded in an orderly manner. 

Recording is done in the book of “Journal”. The records that are kept for 

the individual asset, liability, equity, revenue, expense and dividend 

components are known as accounts. All accounts are said to comprise a 

firm’s general ledger. The general ledger is another notebook that 

contains a page for each and every account in use by company (Houston, 

2014).



Debits and credits (shortened as “dr” and “cr”) are accounting tools to 

describe the change in a particular account that it is said necessitated by 

a transaction. Transactions and events can be expressed in “debit/credit” 

terminology. Basically, accountants have their own unique way to portray 

the financial statement consequence for every recordable event. This 

means that as transactions occur, it is necessary to perform an analysis to 

determine what accounts are impacted and how they are impacted in 

terms of increased or decreased effect. Thus, debits and credits are 

applied to the accounts.

Throughout my practical training at Pustaka Negeri Sarawak, I observed 

that every time they conduct a business transaction, the status of the 

accounts in the database changes. For example, a stationery company, 

when a sale is made, the cash account increases and the inventory 

decreases. The bookkeeping process keeps track of these changes in 

various ledgers and journals. The financial statements are then prepared 

using this information.

2. Classify similar transactions into useful reports

According to Das (2012), classification is concerned with the systematic 

analysis of the recorded data, with a view to group transactions or entries 

of one nature at one place. The work of classification is done in the book 

termed as “Ledger”.

Asset, expense and dividend accounts each follow the same set of 

debit/credit rules. Debits increase these accounts and credits decrease 

these accounts.

Liability, revenue and equity accounts each follow rules that are the 

opposite of what was described. Credits increase liabilities, revenues and 



equity while debits result in decreases. These accounts normally carry a 

credit balance.

The Income Statement communicates the inflow of revenue and the 

outflow of expenses over a given period of time. The Cash Flow 

Statement records inflows and outflows of cash during a period of time 

and is divided into cash flow from operations, financing and investing 

activities.

During the course of my practical training, the use of database was highly 

dependable in which the staff classify transactions based on various 

categories such as company’s name, date of the transactions, the amount 

of transactions, as well as based on the invoice numbers. Pustaka Negeri 

Sarawak uses the database for their daily transactions for purchasing 

process and payment process. Their core daily transaction is used for the 

information services and depository services in which PNS purchase 

various products and services in order to hold and participate in 

exhibitions held in Pustaka Negeri Sarawak. Their non-core daily 

transactions usually are stationery supplies such as pens, staples, paper 

clips for the staff to fulfil their task during office hours.

3. Summarize and communicate information to decision maker

This involves presenting the classified data in a manner which is 

understandable and useful to the internal as well as external end-users of 

accounting statements. This is the final function of accounting. The 

recorded financial data is analysed and interpreted in a manner that the 

end-users can make a meaningful judgment about the financial condition 

and profitability of the business operations (Das, 2012). The data is also 



used for preparing the future plan and framing of policies for executing 

such plans. This process leads to the preparation of the trial balance, 

income statement and balance sheet.

The accounting information after being meaningfully analysed and 

interpreted has to be communicated in a proper form and manner to the 

proper person. This is done through preparation and distribution of 

accounting reports, which include besides the usual income statement 

and the balance sheet, additional information in the form of accounting 

ratios, graphs, diagrams, funds flow statements etc.

During my practical training, I observed that the accountants usually 

summarize their daily company transactions as well as their budget 

annually before presenting it to the CEO for validation. They usually 

present the transactions using the database in which we can see that the 

CEO is also much familiarized with the Pustaka Negeri Sarawak 

integrated system. The accountant also stresses that the STAFS helps 

the company access information faster and takes quicker decisions as it 

also enhances communication between staff members.

3.1.4 Elements of Standard Accounting Financial System (STAFS)

A standard accounting financial system (STAFS) is a software that a business 

uses to collect, store, manage, process, retrieve and report its financial data 

so that it can be used by accountants, consultants, managers, auditors or tax 

agencies. Basically, specially trained accountants uses accounting database 

to ensure the highest level of accuracy in a company’s financial transactions 



and record keeping as well as to make financial data easily available to those 

who rightfully need access to it while keeping the data intact and secure.

According to Amy Fontinelle (2014), she has described the primary elements 

of an accounting information system which consists of six main parts: people, 

procedures and instructions, data, software, control system and information 

technology infrastructure.

1. People

The people in an accounting information system are simply the system 

users. Professionals who may need to use an organization’s accounting 

system include accountants, consultants, auditors, etc. An accounting 

database system helps different departments within a company to work 

together.

During my practical training in Pustaka Negeri Sarawak, I was assigned to 

the financial department. From there, the accountants have taught me 

how to properly key in data into the system according to what they ask me 

to do. For example, I was mostly in charge of keying in invoice data that 

has been notified as receivable. Invoices that have already been posted 

into the database can be easily retrieved in the system. I was responsible 

to key in the invoice according to the date that it has been received and 

ensuring that the amount on the actual invoice is equivalent to the amount 

of the invoice that has been posted into the database system previously 

by the accountant.



2. Procedure and Instructions

The procedure and instructions of an accounting information system are 

the methods it uses for collecting, storing, retrieving and processing data. 

These methods can be both manual and automated and the data can 

come from both internal sources such as the staff in the organisation and 

external sources which are the customers’ orders.

From what I have learned during my time at Pustaka Negeri Sarawak, I 

understand that procedures and following instructions are a vital element 

in keying in data into the database. This is because an accounting 

database system is a fragile software in which incorrect data entry can 

cause disorder towards other data that is related. For example, I have 

once keyed in the wrong date on the invoice in the system. This made the 

accountant difficult to retrieve the invoice as the date was wrongly 

inserted. Other than that, entering invoice into the database has its own 

procedures in which we have to follow step by step in order for the 

accountants to be able to easily proceed to the next step accordingly.

3. Software

The software element of an accounting database is the computer 

programs used to store, retrieved, process and analyse the company’s 

financial data. Before there were computers, accounting system were 

manual in terms of paper-based systems but today, most companies, 

including, Pustaka Negeri Sarawak are using computer software as the 

basis of the accounting information system.

PNS is one of the many companies that rely on computer software to 

make decisions. In the finance department, each and every accountant



are very dependable on the software to keep track on the transactions 

that goes in and out of the system daily. The software is developed and 

customized to meet the unique needs of different types of business such 

as holding an exhibition or business seminars in which the system keep 

track of how the budget should be utilized.

4. Data

The data contained in an accounting information system is all the financial 

information relevant to the company’s business practices. Any business 

data that impacts the company’s finances should go into an accounting 

information system. The data included will depend on the nature of the 

business which consists of the following:

• Inventory data

• General ledger

• Vendor invoices

• Sales orders

• Customer billing statements

• Financial statements

• Budget report

• Payroll information

Having all this data in one place that is, STAFS, facilitates a business 

recordkeeping, reporting, analysis, auditing and decision-making 

activities. In Pustaka Negeri Sarawak, the database that the accountants 

used is definitely a booster in providing relevant and correct data as it 

gives warning when there is an error regarding the amount or the fact that 

the debit and credit is not equivalent or simple because the date was 

wrongly entered. For example, when I was keying in the invoice into the 



database system, I found that there amount was highlighted in red which 

means that the debit and credit is not equally balanced and I was taught 

on how to edit the amount in the system with the help of one of the 

accountants.

5. Control system

This refers to the security measures it contains to protect sensitive data. 

This means that the accounting system can be password oriented. An 

accounting information system must have internal controls to protect 

against unauthorized computer access and to limit access to authorized 

users which includes other staff in the organisation. Furthermore, it must 

also prevent unauthorized file access by those who are allowed to access 

only selected parts of the system.

In Pustaka Negeri Sarawak, only certain individuals are able to log on to 

the accounting database in which it must provide a username and 

password in order to gain access to the accounting system. This is 

because the accounting database contains confidential information

belonging not just to the library but also to its employees and customers.

Below is the log in authorizations in PNS:

Figure 6.0



6. Information Technology Infrastructure

This refers to the hardware used to operate the accounting system. Most 

of these hardware items are things a business would need to have 

anyway as it is a necessity in fulfilling customers’ needs. Hardware items 

include personal computers, servers, printers, storage media and a 

backup power supply as well as storage capability in which it can be 

expanded and upgraded.

A good accounting system should include a plan for maintain, servicing, 

replacing and upgrading component of the hardware system as well as a 

plan for disposing broken and out dated hardware so that sensitive data 

can be completely destroyed.

In the finance department, there were certain periods of time where the 

server was down and all the accountants were unable to do their task in a 

timely manner. They had to wait for the IT technician to fix and repair the 

server in order for them to continue their daily tasks. As we can see, this 

causes the company to delay their work and they were unable to finish 

their task in a timely and efficient manner.

3.1.5 Drawbacks of the Accounting Financial System (STAFS)

1. The risk of computer virus

One of the drawbacks of using and accounting database system is where 

a computer virus is a computer code (program) specially designed to 

damage or cause irregular behaviour in other programs on the computer. 

The hostile effect is that it may lead to breakdown of the hardware thus 

leading to loss of valuable information such as customer accounts, 



financial report or other information that was already saved on the 

computer.

When I was doing my practical training at PNS, in the Finance 

Department, each accountant ensure that their computer is provided with 

an Antivirus software that allows their computer to prevent, detect and 

remove malicious software that could potentially harm their database 

system as well as the hardware itself which might lead to loss of viable 

data and information.

2. The risk of power failure

Due to the reliance on electrical appliances, another drawbacks to relying 

on an accounting database system is that computerized systems are 

always at risk of power failure of the computer (Genii & Valencia, 2013). 

This is because when the computer loses power it could lead to a work 

disruption. Work disruption can deactivate the input of information and the 

data is not backed up properly in which the company will end up losing its 

important data.

There were a few times that Pustaka Negeri Sarawak had power failure 

and none of the accountants were able to continue their work as they rely 

heavily on the database system. Power failure may not only cause 

disruption to the database system but to the whole computer hardware 

system as well. The staff members were unable to carry on their tasks and 

could not possibly save the information and data that they were working 

on before the power went off.



3. The risk of unintentional errors

Nowadays people rely more on technology to solve problems. The usage 

of an accounting database system helps the people to do their tasks in a 

timely manner that will speed up their workload. However, unintentional 

errors may occur during the process of inputting data into the database 

(Hadler, 2005). For example, during my practical training, there were 

times that I may have unintentionally key in the wrong amount, the wrong 

data and even the wrong invoice number while entering the invoice data 

into the database system. Thus, this leads to inconsistency and it is 

difficult for the accountants to recover the deliberate errors that I 

unintentionally entered. It slows down their other important work and is 

forced to adjust and modify the error to prevent any false miscalculation.



CHAPTER 4

RECOMMENDATION

4.0 Introduction

This chapter discusses on the opinions by analysing, determining and recommending 

the best solution to improve the standards of the organization. In this chapter, 

students are required to highlight the strengths and weaknesses of the job and tasks 

assigned to them during the practical training as well as suggest or recommend 

solutions for improvement. .

4.1 Strengths

Pustaka Negeri Sarawak as a state library has its own strengths in order to protect 

their organization and also their image as a place where people seek valuable 

knowledge and information as well as enjoy the ambience of the outside scenery of 

the library.

4.1.1 Service improvement

The use of Standard Financial Accounting System in Pustaka Negeri 

Sarawak helps in improving customer’s experience as well as improve the 

accuracy invoices and customer statements It is also able to access the order 

history which is useful to customers that is in need of assistance of what they 

have purchased or transacted. Because of the efficiency and ease of use of 

STAFS in Pustaka Negeri Sarawak, it allows it to improve the inventory 

control and payment collection, saving time and improving cash flow. This is 

because the computerized systems update some records automatically and 

the accounts will be up to date, which saves time for updating. It also can help 

identify if the credit and debit is unbalanced in which the staff can detect 

previous corrections.



4.1.2 Fast and efficient in processing information

STAFS is a computerized accounting database system which makes it a 

computerized accounting programs that is quick in entering information. 

Accounting database system processes data and creates reports much faster 

than manual systems. Calculations are done automatically in database 

systems and it minimizes errors as well which shows the indications that it 

increase efficiency.

4.1.3 Availability of information

The data is instantly available and can be made available to different users in 

different locations at the same time which means the database system is 

considered as convenient. This is because anyone who has the right to 

access the STAFS can easily retrieved any information that they require 

going back from years of transaction or simple checking for correction in their 

daily transactions. Furthermore, reports can be produced which will help the 

staff to monitor and control the business. For example, STAFS can show 

which transactions is not yet finalized, which accounts are not balanced, 

which customer accounts are overdue and so on. This helps the staff 

members in the Finance Department to identify which information needs 

attention and if needed, they can easily retrieve them by clicking a few keys in 

the database system.

4.2 Limitations

Despite the strengths that I have highlighted above, Pustaka Negeri Sarawak, like 

any other organizations, has weaknesses or limitations which may cause a problem 



or threat to the organisation’s image and reputation. Upon my observation during my 

practical training there, I have established several limitations as an organisation.

4.2.1 Computer fraud

According to Genii and Valencia (2013), in today’s business environment, 

there are many computer frauds and computer crimes through computerized 

accounting database systems. There is no difference for Pustaka Negeri 

Sarawak to encounter these types of security threats. Computer fraud is a 

concern and need to initiate system of controls for who has access to the 

information particularly customer information or even staffs confidential 

information such as salary slips. There a few types of fraud such as false 

billing, financial fraud, identity theft or phishing. For example, in false billing 

scam, the fraud will send out a fake invoice for a particular product or service 

that are never ordered and hope it will be paid without investigation.

4.2.2 The reliance on technology

Upon my observation for the time I had at Pustaka Negeri Sarawak, I 

detected that PNS is at the mercy of its technology. The staff are relying 

heavily on the use of the technology system provided. This could causes 

deficiency in which without the use of technology, their work cannot be 

undertaken in a timely manner. According to Conrad (2014), keeping an 

accurate inventory is crucial to lowering costs and providing a more 

streamlined operation. However, outside factors like a power failure or loss of 

internet or network connectivity can reduce the system’s efficiency because 

the staff have to temporarily discontinue their tasks until the power comes 

back on. If database I corrupted due to power failure or it is corrupted on the 

storage media, then the valuable data may be lost



4.3 Recommendations/Solutions

Based on the limitations of the Standard Financial Accounting System (STAFS) that I 

have obtained in chapter 3, these are some of the recommendations that users can 

practice and determine how one can improve the accounting system in order for it to 

grow and enhanced to be more accurate, effective and efficient.

4.3.1 Conduct process walk-throughs of how the database system works

In today’s society, finance departments or accounting departments are asked 

to do more in which they are being pushed to the max. Adding staff is not an 

option to a company, as accounting system is a very crucial job to take and 

relying on certain people regarding the financial statement of the organisation 

is a difficult process (Sonde, 2010). As part of a financial statement audit, 

auditors are required to obtain an understanding of a company’s internal 

control system. A walkthrough may be informal or may follow the process 

detailed by the organisation accordingly. Either way, both methods can be 

used to ensure that the participants can understand the work structure given 

to them. A walkthrough is basically to gain feedback about the technical 

quality or content of the system to familiarize the audience with the content. 

Thus, conducting a process walkthrough on the database system in PNS 

helps gain an understanding of how the work gets done to discover 

opportunities for improvement.

4.3.2 Conduct a process training of how to handle the database system

Most database systems are often complex systems so the training for users to 

use the database system is reguired (Sonde, 2010). Training is required at all 

levels, including programming, data processing, and database administration. 

Many organizations send staff to professional development classes and 

provide systems training, however there are rare times that organizations 



provide training on how to properly accomplish day-to-day activities. Staff 

members especially at the lower levels do not take fully advantage of the 

systems they use, thus significant productivity improvements can be achieved 

by providing appropriate training.

4.3.3 Improving the backup generators

The organisation should have multiple tools for ways to improve the reliability 

of their electrical power system. Most generator-based systems are designed 

to automatically provide power to selected loads in the event of an interruption 

in service (Piper, 2014). This means that when the power fails, the generator 

will automatically starts which automatically transfers the energy from utility 

power to the output generator. Pustaka Negeri Sarawak should find ways to 

regularly improve or enhance these backup generators to fully ensure that 

their valuable data is fully backed up and to avoid interruption in service.



CHAPTER 5

CONCLUSION

5.0 Introduction

This chapter discussed all the chapters in the report. It contains a summing up of the 

points and a statement of opinion or decision reached. It summarizes the introduction 

of the organization, schedule of practical training, analysis and recommendations.

5.1 Summary of discussion of each chapter

1. Chapter One

Pustaka Negeri Sarawak is one of the major information resource centre and 

as the centre of information services for public and private sectors. It is a good 

opportunity for other students to do their practical training in the future at 

Pustaka Negeri Sarawak because it exposes the student with real work 

environment and situation in facing various problems and fulfilling the needs 

of the public. It is in line with its vision and mission in which Pustaka Negeri 

Sarawak is a place for people to search for sources of information as well as a 

place of storage of knowledge and information. It will be a big opportunity for 

students because skills gained during practical training is valuable and 

transferable. Furthermore, PNS provides a range of services related to public 

affairs and ensure that the services are in accordance to the prescribed rules 

and procedure.

2. Chapter Two

This chapter shows the flow of tasks that I had done throught my practical 

training. It includes the description of tasks done day by day. The tasks given 

during the practical training is not entirely related to the subjects learnt during 

class as I was attached to the Finance Department despite being an 



Administration student. However, any sort of skills gained is still valuable 

regardless if it is not in the context of the field of study. Through this chapter, 

it can be seen that Pustaka Negeri Sarawak utilizes all services provided for 

them to administer the welfare of the public. Apart from that, PNS has taught 

me to understand how the real working environment works, helps me in 

facing challenging work prospects and prepare myself with relevant skills as 

well as meeting various kinds of people from different backgrounds. The staff 

at Pustaka Negeri Sarawak was also very reliable and dependable as well as 

flexible in which the staff did not specifically assigned to do certain task but is 

encouraged to be more spontaneous by asking help from other staff.

In all conscience, five weeks for a practical training at Pustaka Negeri 

Sarawak is particularly insufficient for a student to gain enough knowledge 

and experience. Many aspects could be gained if more time was given for the 

practical training.

3. Chapter Three

In this chapter, I have analysed the use of the database system utilized by the 

accountants in the Finance Department at Pustaka Negeri Sarawak. From 

here I have learned that the accountants are particularly dependable on the 

Standard Financial Accounting System (STAFS) as it showcases all their 

daily transactions and having a database system helps them to retrieve 

information easily. The STAFS basically benefits the organisation by 

processing data in a fast and efficient way and it is an essential software as it 

helps the accountant to do their job in a timely pace.

4. Chapter Four

This chapter discusses the recommendations on how to improve the 

existence of STAFS in Pustaka Negeri Sarawak. STAFS is considered a good 



database system as it improves the services because of its fast and efficient 

information processing as well as having the availability to retrieve certain 

information. However, all good things usually have a counterpart in which 

despite the strengths discussed in this chapter, there are also limitations of 

STAFS. Those limitations such as computer fraud which may potentially harm 

the structure of the organisation if valuable data is loss as well as their heavy 

reliance on technology. Without a great power source, the risk of power 

failure may occur. Despite all that, the chapter also discusses on ways or 

solutions of how the organisation can improve the use of STAFS in Pustaka 

Negeri Sarawak.

5.2 Conclusion

In conclusion, the overall report for the practical training was analysed properly in 

each chapter based on the practical report guidelines that have been distributed to 

every student. Overall, the practical training at Pustaka Negeri Sarawak has enabled 

me to be exposed to the real working environment. I have learned new things that I 

have not learned during class hours. The experience has also taught me how the 

organization was functionally structured, how it operates and perform its duties. 

Despite the fact that academic success matters, but the achievement in the “real 

world” is even more important when you are looking for full time work, thus, I got the 

chance to learn all that during my practical training at Pustaka Negeri Sarawak.
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PUSTAKA 
negeri 
SARAWAK

PUSTAKA NEGERI SARAWAK
Jalan Pustaka, Off Jalan Stadium 

Petra Jaya
93050 Kuching, Sarawak

Tel: 082-442000
Fax: 082-449944

NO: P

PESANAN BARANGAN/ PERKHIDMATAN

Kepada
o. 1 bekalkan barang-barang/ perkhidmatan

yang tersebutSlid. . . . .
laksanakan kerja

B132: BERJAYA MAJU ENTERPRISE
di bawah ini pada atau sebelum

... 3.1/12/20.14.....

Dibenar Oleh (Mewakili Ketua Pegawai Eksekutif)

NO. BUTIRAN KUANTITI HARGA SEUNIT 
(RM)

AMAUN 
(RM)

1 KERJA-KERJA MEMBEKAL DAN MEMASANG R/ 
"PLASTIC HEAVY DUTY" PUSTAKA NEGERI SA

L r- > •’ ' ...ukU rf -

O',2^4 £, ,a( j ;; . .Vd'*'  rfc • • 1’’^' ” t,(>

’h ; 1 Hi# ‘ / i ", ’ kJ i- ' . ’ > ■’'»-> jU -

iNTAI
RAWAK

L/S

■ 

■■■ :

: y ' : ■ ‘ .< : ■ ■ ■ ‘J : p y

■B

3,540.00
K

Ite
. - \ H ' ri.- <

•c

- . 7 i:

JUMLAH (RM) 3,540.00

* potring mana yang tidak berkenaan

Nama:

Jawatan:

Tarikh:

Tandatangan:

Ammie Syarina Mohd. Jelani

Ee.n.QlQD.s.Aka.untan...............
22/07/2014

Kod Akaun Cop Jabatan

u€^e*oi  *oi  
PEMOHON;
Alya
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NO: P

PUSTAKA NEGERI SARAWAK
Jalan Pustaka, Off Jalan Stadium

Petra Jaya
93050 Kuching, Sarawak 

Tel: 082-442000 
Fax: 082-449944

PESANAN BARANGAN/ PERKHIDMATAN

Kepada

•<
bekalkan barang-barang/ perkhidmatan

* .yang tersebutSilii , . . .
laksanakan kerja

di bawah ini pada atau sebelum
Bl 32: BERJAYA MAJU ENTERPRISE 31/12/2014

NO. BUTIRAN KUANTITI HARGA SEUNIT 
(RM)

AMAUN 
(RM)

1 KERJA-KERJA MEMBEKAL DAN MEMASANG R/ 
"PLASTIC HEAVY DUTY" PUSTAKA NEGERI SA

t

1NTAI
RAWAK

L/S 3,540.00
*

•
* 
ar.

w 
w 
ac

■e

JUMLAH (RM) 3,540.00

^potong mana yang tidak berkenaan

Dibenar Oleh (Mewakili Ketua Pegawai Eksekutif)

। Tandatangan: ..........................

I Nama: Ammie Syarina Mohd. Jelani

■ jawatan: Pe.D.olp.n.s.Aka.untan...........................
Tarlkh: 22/07/2014

Kod Akaun Cop Jabatan

1 ^06^
*oi

PEMOHON:
Alya

A
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NO: P

PUSTAKA NEGERI SARAWAK
Jalan Pustaka, Off Jalan Stadium

Petra Jaya
93050 Kuching, Sarawak 

Tel: 082-442000
Fax: 082-449944

PESANAN BARANGAN/ PERKHIDMATAN

I 5
PUSTAKA 
NEGERI 
SARAWAK

Kepada
bekalkan barang-barang/ perkhidmatan

yang tersebutlaksanakan kerja

Bl 32: BERJAYA MAJU ENTERPRISE
di bawah ini pada atau sebelum

...3.1/1^0.14....

NO. BUTIRAN KUANTITI HARGA SEUNIT 
(RM)

AMAUN 
(RM)

1 KERJA-KERJA MEMBEKAL DAN MEMASANG R/ 
"PLASTIC HEAVY DUTY" PUSTAKA NEGERI SA

NTAI
TAWAK

L/S 3,540.00
«e
■a

*
*
as
ft

JUMLAH (RM) 3,540.00

*potong mana yang tidak berkenaan

Dibenar Oleh (Mewakili Ketua Pegawai Eksekutif)

Tandatangan: ..........................

Nama: Ammie Syarina Mohd. Jelani

jawatan: Pe.n.olQn.s.Aka.untan...........................

Tarikh: &W2014.......................................

Kod Akaun Cop Jabatan

*01
EEMOHON:
Alya
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SYARIKAT ZALFAS ■
Tkt 2, Shoplot 19, Rpr Batu 13, Jalan Penrissen, 93250 Kuching.

Tel: 082-381785

INVOICE No.: 1633

Date 21/8/2014
Pustaka Negeri Sarawak

D/O No: 1934

P/O No: 026651

30 days
Terms:

NO. DESCRIPTION QUANTITY
1 Rubber hand glove (100’s) 8ktk

2 A4 Label sticker putih (100's) 1 ktk

3 tali cotton putih 40 pcs

4 Face mask blue 5 ktk

UNIT PRICE 
(RM)

AMOUNT 
(RM)

60.00 480.00

58.00 58.00

3.50 140.00

50.00 250.00

Saya mengesahkan bahawa barangan I 
perkhidmatan dalam tuntutan pembayaran 
ini telab dibuat dengan betul dan sempurna, 
kadar / harga yang dikenakan adalah 
munasabah dan berpatutan

Tandatangan, Nama,Tarikh

Please Note;
E. & O. E.

I. Goods & merchandise sold and/or service rendered are not refundable, returnable or exchangeable.
2. The goods under this invoice and / or delivery order remain the property of SYARIKAT ZALFAS until the fullpayment has been received & credited to our account. 
J, We reserve the right to enter your premises & will take whatever steps necessary to re-possess goods under this Invoice if fullpayment is not received by the due date 
4, Aflat rate of 1,5% per month will be imposed as late penalty charges on the full Invoice amount for any Invoice not paid and settled on or before the payment due date. 
J. All cheques should be crossed and made payable to SYARIKAT ZALFAS.

J Banker PUBLIC BANK BHD. A/C NO: 3161 586026

Received By (Chop & Sign)

NAME:

I.C. NO:
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PUSTAKA NEGERI SARAWAK

BAUCER BAYARAN
PAYMENT VOUCHER

Bayar: BUDDING readers No. Baucer: BPV14/00488

Tarikh Baucer: 18-02-2014

Perihal Bayaran
Koleksi am Pustaka Negeri Sarawak.
( Source: AP Payment Txn No. 0INAP28429

Kreditor: BU * BUDDING READERS
Nombor Invois Amaun (RM)Tarikh Nombor P.O./S.O.

1 27/01/2014 4280 258.90
2 27/01/2014 4281 646.89

Jumiah: 905.79

Kod Akaun Seksven Penjelasan Akaun Amaun (RM)

cc-ap 01 Contra Account - Accounts Payable Dr 905.79
23001 01 RHB BANK BERHAD Cr 905.79

No. EFT : 8200000723^ Bank: RHB BANK BERHAD RM 905.79

Saya perakukan bahawa bayaran diatas sebanyak Ringgit Malaysia SEMBILAN RATUS DAN LIMA DAN SEN 
TUJUH PULUH SEMBILAN SAHAJAadalah benar dan betul, dan telah diperuntukan dalam perbelanjaan tahun ini.

Disediakan oleh :
Nama: ISMEWATTI HAJI NARA'
Jawatan: Pembantu Akauntan
Tarikh: 18/02/2014

OHDJELANI
Diperiksa oleh :
Nama: AMMIE
Jawatan: Penolong Akauntan

Wkb; 1 fl ppg 201418 FEB 2014
Penerimaan

Diterima pada hari ini jumiah yang tersebut diatas bagi pembayaran servis/barangan yang telah disempumakan.

I4O2/434HW5
Tandatangan Penerima /RHB EFT Reference No:

Tarikh:.......Sp/ll
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PUSTAKA/AC/1O/Pind.O8
PUSTAKA NEGERI $

BORANG PERMINTAAN PEMBEL

arikh: 27-Aug-14Bahagian : LS

D ISI OLEH PEMOHON

NO PERKARA BILANGAN HA^GA
SEDwW ^Wrm? CATATAN 

(JIKAADA)
1 Epson T6641(BK) ink 4 20.00 80.00
2 Epson T6642(C) ink 4 20.00 80.00
3 Epson T6643(M) ink 4 20.00 80.00
4 Epson T6641(Y) ink 4 20.00 80.00

JUMLAH • 320.00

Cadangan Pembekal/Kontraktor

No.Telefon Pembekal/Kontraktor

Compumart Sales & Services

082-247737 /Fax 082-252853
Tujuan dan sebab-sebab pembelian/perkhidmatan di atas:
Untuk penggunaan pejabat bagi PD RPR Taman Sri Cahaya Tondong

KEPUTUSAN KETUA PEGAWAI EKSEKUTIF/KETUA SEKTOR/PENGURUS WILAYAH

PEMOHON PERAKUAN KETUA BAHAGIAN/KETUA SEKTOR
DI^OKONG T/DAK DI SOKONG

HEN^V^O EEEE 'A/VG
Alasan:

Nama & Tandatangan Tandatangan & Tarikh Tandatangan & Tarikh

PENGESAHAN BAKI OLEH AKAUNTAN

60056(PNM) RM 3*4 
i

._____________Caj Akaun______________ Baki Terkini Tandatangan & Tarikh

—

TINDAKAN UNIT KEWANGAN

DILULUSKAN TIDAK DILULUSKAN (Catalan ilka ada)

Tandatangan & Tarikh Tandatangan & Tarikh

A/QP/CM/012/02
2
1 JULAI 2014
(013)PUSTAKA/100-10/1 /2/JLD. 1

Tarikh di terima No. Pesanan Catatan (Jika ada)
No. Dokumen:

Semakan :
Tarikh Kuatkuasa : 

No. Pekeliling :
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KLINIK KELLY LAU
Block 4, Ground Floor Unit 3G, 7th Mile. Jalan Tapang. 

Kota Sentosa Commercial Centre. 93250 Kuching. Sarawak 
Tel: 012-8890655

OFFICIALRECEIPT

04403

Date:

Hzi. re

? Ic _ f?n • j z CM 
Received from........ ,zj.....................;

the sum of Ringgit

in payment of

RM
Cash/Cheque No

KLINIK KELLY LAU
R/No.231301-0714
Block 4, Ground Floor Unit 3G, 
7»b Mile,-Jalan-Tapang-, 
Kota Sent©#. tetititlK
93250 Kuching, Sarawak, Malaysia.

Saya mengesahkan ta' .
adalah betul, tepat darf -..unasu
vepeni dalam resit ini
suami/istcri/anak/bapa/emak saya atausay 
sendii i

Fandatangan. Nama dan Tarikh
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Saya mengesahkan bahawa barangan / 
perkhidmatan dalam tuntutan pembayaran 
ini telah dibuat dengan betul dan sempurna, 
kadar / harga yang dikenakan adalab 
munasabah dan berpatutan

Saya mengesahkan bahawr uu. faaniai
adalah betul, tepat dan mu- Navia 
saperti dalam resit mi ■tai* 
Mami/isteri/anak/bapa/emak saya aUasaya 
sendiri

Tandatangan, Nama, Tarikh Tandatangan. Naina dan Tarikh

POSTED
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UNIVERSITI TEKNOLOGI MARA SARAWAK

PRACTICAL TRAINING

LOG BOOK



Ct . AlSShA BtlOTl. Student s name: ...CL.......“.................... ............................................................................

I Date & Place of Birth:  !1Z “ 111........................... '■* E * ~ A K.............

. UiTM No:........................................................................................................

Program- $ Aeneous op AD mi k> l s T fe ATI v e rciewct and policy 
...... 3 TQ pi ^....................................................................................

. Year:.............^.Oj.,4-...................................... Part: ............ 5...................................................

. Home address: NQ- |PQl LoT TAMAN

SATKJA JAVA BOL ^33^0 K U C U I hj

1. Address during practical training: ... .?.V:HA).<..^..... .....................PAPAIP.

STADIUM yP6TkA JAYA ,130 5 0 kuCUfN^

8. Place of training: ......./y..^...§...^.^..!

9. Name of Supervisor in-charge :... f..MAN....... .....................^.Y.AJk\N A.... feiNTI...........  

MoUO TJLLAnI

10. Duration of training: From :....?l..p.\!.SY... .....................to..... ,^.P.............................. P..e.J
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EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

Ll -S+Qr-f-ec| day u>itVl Staff

asSesmblg alongside 4Ke CEO of

PuHQka Negek 2a row ok qnd all e staff •

_ given a loUeffncj at>ou^ fb t company

and tVe scope op toork fbcit fol 11

k doing during tV\e cou rse cf

the irV-e/nskip -

- updating z m qin 4 a i ni n g and -jinqICsin q

4E c payment voucVicv

- organising dq^q 4\i <t

Rtcoh aG at'o\n ^u^mavy Report

frow O^p&/m Tai 2o/o£p4 and
i

uas g',v-ch gur>dqnc€ ovn V ooo To

key \t An gwxofT Ek cel

- comp’lUng and nna'lrv-f a;n t

-^Ung system jo/ payment vouchee

- \qbe_uing psy files accoird'tng -Vo

-kc de$\gnoted twbw of vcudne^ /

tesatef e ■ 55 A or 1 ?6 i - \? ^0

r\
1 ( ( « fi nz^1 A r> .mw oyanna ivionQ ueiani------------

1 ' ‘‘l ■ ■ '-MHulA Pe lolong Akauntan W3E
'.; •■ '■■ ' ' Y •
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DATE EXACT NATURE OF WORK DONE SUPERVISORS REMA

Have operated of^ce machines sucIa qj

lues d qu
mqL*.

ph o to copie ry and Scanners to A duplicate

files and documents-

Updqte invoice numbers qnd service

o r d e rs .

Updating and compdin q payment vouchee's

from t^5 n o ■ \ 51 - 21C O ■

Was taught on ^icU "to post invoices in

STAFS ^SAapda»d Ace cuntrci ^'ncrncTal

Sys terns } for record confirmation

Pid a mcniiornq tal>ie and anaiqsU revenue

report;' (Dai a mo nil Orin a Control)

VAihq Service crdCM in AV> Ctr respech^

ft Us ■

Compiie , copj ,sorn and file records of

A
' A • ra'u busTnes* transactions

J M 'V\

Cnr-UL k^nV frt r rr /.■ - r;ni /■
VH

na WecY5' 4'U invoices that Vave Veen packed
'

Vnmie Syanna KnW Ida

Vq mu rupervUor to prevent complQinU rDch
?enolung • m-

Qi unpaid V‘Vs zdebt •

■



EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

I* dpda+vnq payment MoucberJ thqt hq^C

^en pQ'd V y xtatnpmq *PA\D'Z in AB e

spacer provided on 4hc covre ct anol

proper clqi-es .1 •

ConunuF- fiVvnq payment vouchers in

their « ^iles accordtn q lu • ^'s teaches
J J 

me Bous to he mere orqa.niJ*d in-----........

handlinq and t ecpin q documents
kJ * o ............ .

PcsAing 'invoices \n ^tRF-S from £ 4- S' 41

■Vil t 5 5 ■ SI AFS '* q iUPe e£

database pcs-v\nq invoices •

Update Bukq Lc^ Fen^h 0 nda * o n Bov-a

Pevm'midan ?cmt>eX>an / ?ervV>i d motq n

UAtu.t-.^Vielutuicin ’ CVoranq t^n’ieq 3

^“XS^naMl>M.JBhnj

UpdQAinq WM6\ce YMWibtrs Qnd rOviCt Orders
renolong Akauntan W32

J



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMAF

|0 5 / 14 . CohAXhue- pcdwiq Xnvoicef -^c 6 4?6 0

A * V G 4 6 3> tn ST A V S

Wno bant vecdtM-ed MoucV><r^ Qnd
U

touvnat voucher AVeiv Y-c^pect i\J€J '

^vT er ■

Sfarqb "POSTED'' On retrace Order J

and updq-hnq paqtnenA ^'JCVre^ Vu’ v? । J ■ -.
^A an, pmq P A\ 0

ho.\)e phoAo Copied 'Ao dup^ca-te docu tne.nV •
1 ’

“fcr rupetrvn^o^f ’

I r*Jj/\/VL4 ®
A ‘ y '■ •

Amn «ie Syarina Mohd. Jnhni
. - , ^eno

. . v .b’G^’

long Akauntan W32

WV.! '!;'.WI>': vXU' • •



[E EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

post\nq invoicex \n ^TAF^ £ov

y qv>cI 6 S
J

UpclqVnq invoice 4oc«h\tn+r shd

$ezvic< ordLv*- ’

Fi\c invoice docknne.n'H And

Jcnvl Cc oicde.^ Q CC-orelih (j)*j •

44 • • y^^/MoK^Jelani
*>•>•. s:« “ T > Ammie Syan1?/ , wqq Xtone ^a|(ntanW32



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMAf

August 3-01't FUmq Borane Huqu Purchase Ordeu CPO)

lend a 4
3 J 1

^tawpinq invoice and f\\\na them kn’ U A u
detainatfd fold er< +o

Photocopifr docutoepts

UpdohnG medical poqment ^bp bg

^amplna bu usxYg tnuc'Ce ncibn\O
1 J V

Vostipq invoice? Pusiqkq Neqc^

S’aro^at InteqirciVd Ip 4x r(V 0 fi OiO
J \

Sune to •J

f
■

Pl lidi A^at Mokito
'■ fir t\ Ai

:’’3*oG3<|
raunUn W44



EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

PCAvnCM-e s<y\A Cc e cel orj H Aht

y_____ purc-Votrt ov-dtri according Ao ctviatin

CompQnj hQVna hayt gcrod^M

-Hq Cop " R€ c £ [\jp c^Ql< on An v oic €J 

cohen -frit sAQ^r have airt-ndy Jibbed

corv^r two-bom AR el

purchare-T Tp r The tampa

Upda’t'nq Qncf

<rt;^ pa ytnen'F

hnalnlQihg ba cd lea/ 

qnd hoo|< pciurwenf

vo u cj\ £rp -

Akauntan W44



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARI

Update fcuyu Lcq Pen daftQvo a fioran

■tsd QJ Perromt o o n Pe^Uelion Pe vk hi d a+« n

tw appro VQI ( Borah a kdninq)

Pos+'r q ibvoiC f f in St Pt PS pn><^i

\NMAP ViU INVAP G 4 J- 8-1 •

I .

Chectinq Qnd €Aiminafit\ q trrort found in</ ...-... ... <J *

^/V'Ct orders. If found service orcter

is r etar n c & -f o dh e fts6stao+ Accountant-

for correction or co n cell aji o n ■

fte-mOin q invcicer for Specific Qnd

Certain bills for -the qcco u n t0" t fro/n

oJblvM «! deripna tec/ ■/{'/er t\ f\
K-..VU r i'?’ w /x'

I
•aUi A^tMokito

1 dcaunfau W44



EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

t lol frlincj bonR received vouckrJ

1 \>Q$td on dbe ^PP^V^0 filer QCco rdm q-lq.

cnq.nl ain in q and o^Qani 2an Q BRA/

uMh or uhtVi out in v o \ co in i& H e

Specific \qbeU<d ^a^pc^xin^

document uHb invoice * and Su pp c

cLocumcnt u>Hbcut invoice ”• dhis belp-r

He pfs io caci'^ vetvi ev e AKx

BRV Qc cor dimply ■

Pcs-hnq invoices in ylhF from

INVAP £4^61 -HU ItWP 64W' /

/X

-'

&
 

CO
 c 3 a a i c 2 c

■ ■■ ■ . ■ 'i'l
/• ' U?'u'A1" .i. ,



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMA

ngurt aom- tip dQ-fin q paqwen“t vouchers Ah <f+ kav£

l03 been paid by .r t Q Ai p t n <p P^ID in Aktr
spacer provided • 0-|he co r^e cf Q d

• /

pro pe r defer

S-tampinq invoice rio^p on fhe purchase

onderi Qnd $ovi£e orders Aken
<nqf fJ

deliver Ahern Ie enrp-i-e. ih a+

h-ecds io Sign fhem

ft^er getV'nq siqhaturej aod

cbn^wo fio n tu Ahe Hafp j'ta^p'^Q

v RtC61 \J 6D on AkfC d.0cutn.cn V

acco rdw g Afe Ahe npp^pnCtt*- date

and 3'Ver AV>cm \>ack Ao AVu Bfciciaa^
ofikolA J“ 

[jeJn*-’ ^ccev nfa nA 4br vqUclaA‘ow .
\

T) „ I "
ra
Ak

ul AHrav IVIOKIW
auntan W44

d.0cutn.cn


TE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS »

irt 3 c \4- struct orders Ao tn a Veh Ake.

parch art or due* i accord'nq To particular

cotopan^ >s natot which have been

ass co ai col u’dk Pustakc Negen Sarawak-

Ah'S SfVOCtrf \ S Catted ' rn a t chi n q ’•

• -----------------------------------------------

^VQwipmq R-tCOAltD dale on "Ake invoice*

token Ake have ftirta c^q n$t\( cl -^v

con f\rrn o A'on rcqardinQ Akcir purckase-r

op behalf op Ah c cotnp anq

The. r a dcx v i r or ka d assists \<y<- on ho^ Ao

joptrait Ako. lavrnnaWq tnackint-
/ X
in# ^rf-t lark u,qj Ao latniocn* cevn^catT

The "Konvensyen PA PC Wilqqah rx A\ h —
£abqh jx'oraw a k Jo\O".

k/ 1
Upda+C struct orderr bl) S A Q rvt p\n q "POSACD'' .7 nl a r-r ° Ami
oo Abe. apptr v-tqhA Viand Cov^tv Ao ^hotSen

me Byanna muuu. .
along AkauntanW32

Akai W bar b<tYi ported >i\ Ake- ^TAfT

daiabare. •

Poshrtq ^v~cm INVhP £^^55 Adi

In vaC 64*1 f S’



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMAR

fftuguxl 30 14 ^Qtap " inCCtWCD " dq^< OVA AV\€

JtrdCiJ I'nvcAcej- Qnd V\Ur •

(‘•PW 4 / «
> > - ; I b a? \ f»ci Of i mM

R<cord alt puircha-re orcLe^ -^cd Q c er

CUA 'bAo -Vne \oQtook ^6vanq huvrnq'l<7 r J ■'

TiV»nq \>Qnk vocCvm<d xiovchev-r

\>&rcd 6" ^V)c qnovi> tyvcH<
Vv ' ' '' "

a cco rd ioqIu C Qnd ’UAMOict^
o \J -

PVHndtd -iVie S’avauak- 'Record^ • P> Tevunn

WoHr^op vj'n\cV> w\V\ V)C V>e\d for

3 daqi A^aA vs om Ake- \y'n p»\xqvisA-

A^V \4lV X0 H’ 11 /
$ V c ! ■ '

Cin
X 3 '

vina Mohd, jel ani

'"••'il. ;■ ,..

Aninitv dy « 
penclcng A KauntanW32



i EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

t aoiih dpdqV'pq medico* sVp puqvoenA

ViVnq dtducAioh op rcparq (pcUnqon qqY<^

doctmen'U jo Ahe appropv<cHt (Am baseol

on rannioq numberr
J

ncwcVvnq svvwct crdctr Ao purcV\ar< crdtz s
xj' ’

PbcAoccp'td VA VcK of reniql aar<e iv\Cr\tA J

ja- undo Edy Xerox.

Qipp.pq Ord.co wKh AV>t renAa1

* /

aqr<e.w\cnl AYiQt V>a.\jt boon pVAo-focop'* xP4/vlL-—-
J 1 ’ .....................  ■

j Keq '0 '"Un-\man W'^inqQn Kdontcicran A 1 .
>n A\it acccunVn q sqf Attn diabase nolong Akauntan W32

Used tq PufAQta Neqcn rorawaK- «

■ 1 : .

tf
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DATE EXACT NATURE OF WORK DONE SUPERVISORS REMAR

|jun s-o 14- UBda^nq Cind Tun\a in Atae 'Bu^u DafAar

iff day
' xj 1 K

PenqWnda’'^ A Cat oleh posvnen ' 4c rhow

- rowisAen uMhAn Atal depar-tnscnl \r>

1 k)VnCU Ata e ^aff is UP At> datA. o h cl

1 QrC etc* art cP utaa^ Audp ci theqaisi .. . ur ' v

are >suoDOf?<d ^p tau AVu po^Wia.n ■\ Y k7 1

1 te,4v>ev€ owlttr Ao rnaAciA Ahx

purctaaxt ovderr arcotdtnQ AV>t

t-

v J

paftacular oeniOQO U 1 .<• utaicta taGSK- taecn

1 QffocloiPd ui-ita pusxqtQ *K<r«rt Sarawak .

1 I

.. ....  ...
tor example TqA Xevox Rentota-3 Voviaiv

1 ed c •

1 4>w z
I 

trsrtf-J. Vasina .inN O 'Cej \U\jPi? GAR’AO tata
SEW

I

" J ‘ '
G5OO3 ’ tor exomvil ■

1
nie Sy-^Hna Jelani

•

T Pen
• iNVAP - VOiSGGG

jlOilg vV’32

- ► wqxjPsV GH^| - PO2G4^

i . INW GH-W - POIG^

I

1

I

1

L...................  ........



EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

1014- Record purchase ordcrj- that qoes out

into the to^book. (Boranq huping) th\$

's for the- staffs to keep tract- of

the purchase orders and where if is

being sent or dcOMtred to-

L matchy few* ex orders and purcJhcux

Grders based on the name Of th e-
r

company and the. purckase ameunt*.

•

* Updating # staffs' meddai sh p payment-
r

-

posting invoices \n frono

INMA? 6500 till INMA? 65000 • r\/^

tor example '- lz] 'll
• mvft ? Cso u - ? 0 2 G 4- Hi

Ammie Svarin; Mohd, uelani

• INMA? GSOI^ - P0J606T Penolong Akau. (tan W32

o jk>» A f CS013 - ? OlgOTO

' * '. /;V f f "* ■< • - - '<*. •

j Stamp PPdD on t>aMn\en+ vouch erj
’ ' J
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DATE EXACT NATURE OF WORK DONE SUPERVISORS REMAR

201

|onda q

0AqxV)V>2 WMoice. and sev^ce. ondev ond

■Statop ' Rtcc\\! €.0" on -the date -the

—

- unvoice Via.? been vecetved

_____________

1 Orqan^nq -the ^'oance depaftroeflt j

- o^ce and raorat ov n^n q cieonUntu us»nQ

...

'' 2 <7

the 5S uh'cVi arc : -

1

A \ / serroN /setKGlSU\
I (Xeroqatn) 1

-

I 5 » O * I j y 1--------- v---------------- y---------r--------- ------- 7------------

/ . /

1 - / -qfcVSO 'r

_
( CSQpq) ) lc?entia^a 1 

\ annai) J ■ !

I ■■ i -
I 

4 4I » >

:n«nJ --• U r* j.j ■>“ . M,*; fj i; . posWnq ; -\nM o'vc ts Vn datahc^ CHRps) " A \.
|

s^A. ■ ;
^rota INMAP 650i3 - 6 503V 6 WKw

Aran
teSyarinaM-’"'

Peno long n^a,,u
) ■ - 

I '

:

Lt
I

■------------------------------



E EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

Jo 1Y flecordvng purchase. o»'Cte.rs/ -Wiqt qoes cu+

5______ Abe o^ce , <nAo Abe. teqVocA*

Cgutu Log pen^ h antaran Bcraq^ Pe.rmintoan

Pemb extan /perthidmo+ao) A-? ! '.

Pojbnq c'v<ie5 .. ^rotn invaP G'jOso anA1'

|N\I ftp ■

stop 's
\nsevv edica 1 suf payment ’OAo -the

database ■

Watch ipvoict and seruct ord r

op Ah v company ^hat h a.s qsj ou'q nd' <7 ....  . .

or is a r s o cfa -Bn q u/HVi Abe. pusto tq

NecjeJA VaracQl-c •
/\ d 1^4

—

v typWA, .

Amn”'1 Rvarina Mohd. Jelam
Penolong Akauntgin W32

_______

-______

—

■--- ------

,____
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Pugust Joi1!- 3Aatnf podded ' On r^v\/cc crdexf Ab a+

jdnex dag b«ejn vnaichod u'Ab AKc purcUaSA

Ord err Ond »s A hen accord rbqlq.

Se^O-ra tin g Abe gr-en Q(\d red

06pq c £ Ih o . vic e ordC-rr - Th-e gf-eeo.

copy re^e_v Ao Aho

«hq’<ncH is ced • Abe red copy V
back.

Ao b< gtvtn 4 Ao AY>c cux to tn orx {o r AHef
1 

rc^xten ce •

Record purcUaft. orders \nAo Ah-C Buk-O

/

Loj Pcn^hanAQron Boraoq ferminAOao

Pt’m'oeXvQn / pengVianiarao and Ahtn

4Y,e^ Ao Ahx rAa^ *

- yiecdx Ao bo Siy^td ■ r\ i _

XOsJsb .fcldi'Z 'Xy l /
-

\ ^nalcwf)4! M;/r n,.
.

Amniif 
Penolo

; OyaiUld l»xv 
ng Akauntan,'W32

.
I

-

.

_.

i

------------------------



FE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS
•

0 io W Ona+cViinq invoices ^evince order •

Record patcViase ovdev* into -AKo

'&UM Leg Pony Via nt Q co n Boran £

Pex^'Ota 0 A Peto V ch o n / Pery in antccron '

and deXivey dVevn -AViore cah o

need* d& <rigtfd -AV>ew •

VcUnq service orders \Mo their

rated according do

a\pViCib ed'CQ\ ord or .
/

'j974l)A^
1/ I' /

\ninii*1 Syarina Mohd. Jelani
Penolong Akauntan W32

’- ‘ • . . r.



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

HiqilsA Posvnq \n\)cice from ikjmAP GLOS'S

day

U i

W\1AP 6 5 l\ 0 -

(2ec©rd 'boranq pevm'^^aon pembcUan /
J 1 /

n,vth'dmQdQn Abe qppropnote, logbook

bcfave ctisiv'baA'nq Anem Ao Ahq s+afT

k>bo ncedj 4o sapped ■

UpdqAinq -*a bank paymcrH vouchers

^3 HQroptpq v?A\0' and fiU'nj Ahenn

accordingly . •
CouMina tQnc€ll-cd chequer for Ahe

J ■ r '
year <9013 a^d 3oiA Laced on how many

gf;i .cheemer, .art, cencetl<d 'th each motHh ■
'

-W aainus V
><-A yn-jfon-aq r\ I \.

M/
Ammie Sydnna 1 

nlnncr AlcflUnt
kohcL Jelani 
^hW32

----------------- ——----- »_____________________________________



E EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

rOQjUs Rq^q w)erdeta Bersama Kami 2 o i4-

Ip at Purtqva Ntgevi SarQu>Q)i from (OJOam

-V© 3-00 pm uobicb toqs Qfk_mdfd by

YB Tan SvA OaAUt Pdmar Uqj» VAobomod

Worsbidi bAn RWai ^hum (2<A'Q uco h a >

WtqejA S'araMt') • *

VeAoWs Abe exient - ♦

• Comtn utMy T^ • ^Aress VOon aqet<\en +

CIO JO am - Qr Oo pm 0 Rudi io Ku tn)

• Plocoejr OeccrabOO & GjrooKiOq LOotfcrfxop

Cn-OOqm- ^00pm @ pSo^Cais izcotn)
/

• ^CobgkQk' Qnd ' angora ’ico-tupat*

Covnpct KiO'O

(ja oopm- 3’OOpW @ Lobby 3 ■

• <xh'>b(-von on Memcvjo^ Vndtpondejncs.

(WOO am - Toopm @ Lobby 5

222* cVnur 'iA. »f-, i-... <r

RssetpbbJ rtgard'vnq Abe evepAr

a^d ocAvUvAxer £Ov Abe gear
1

Q^rarinQ M( iWd. Jelani

PosaAxhj b'L into Abe database. O'ht\\ar
/Wlilliy <XX J-’1

Penolong Akauntai UW32 
/

Au postibg inMOttes) fucb ax l-eiebom^

(eic om Sei co eA c ' / /

----



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMAR

kiguH J0 14- VeAYA^v'iha pauvoenA Mwfav frevn

ics d q y
\J ' ............ ’

AUe d^lopaAcd filer fam H3O - IB 33

wVAc-Ia Is found \n file nu.ro bev 65 A •
i

Tor examplt '•

• |i^\ - 61560 - SOA

• 01501 - 01530 = 51B

• 01531 - 01560 = ED A

.01561 - O\5BO > 53^

Coun-anq RUB canceled cU<q,u^ for Ufa

q<jar OMi aind 30 13 locictd on fawJ
menu ch^Quti are cooccAKd iv)□ *
morUln ’ J

PosvXoq 'hvekcer from 1NMAP 65164- - : '' ~/^\ '" '
□

6521i • i A HV. > fa__

Aminie §yarina Mo^d. Jelani 
Uont AV suntan W32

U’’Ar MneiDrr3Sr . .. ... ,. .



E EXACT NATURE OF WORK DONE SUPERVISORS REMARKS
1

t
V y

Pt Headed Kursus 0 - Pusiqtq TruAnmo

___

-J
^rovn S^SQvo ~ tS'OOpro-

P&sHnq \o\)o'vC€^ ^oto WANPP G5^\”^ ~

\MMA9 G5^-

tfSend'^q \eAte/ ao vcq\$A\f\j o-£ti^

^ov AbeM to dctMer iA Ao AY c coMpantl

er person o.ss<qMd A 6 o+her bq pcsY

Cpos idju /pos maiaqno) cr Gy habd >

Keq \O 'petnbqiQ\an Aempabon padQ

baq* PusAata' Ufvnq Vnicrofo^t Cr^Ui

# Under ToUtnQ\ Mouchtr CTV033S-9)

• »i: - . • dpd Ab on'- pvAn AA n a A A ' ■
' ■

| \/ j A l

Ammip SvHrina'^lohd. Jelani
Penoltng Akauntan W32



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARK

IguH '4- Matching mvoicef uHU lank paqtaer\+

Kdaq voucher (BPV^ and ^'U tbe-nn according

4a Hs designa-ted fUf£ •J I

tnarchinq invoice u>iih cevsAct order flora no

kfohiho) bvcd on a compa^q's name and

Qroount and qivc to accountant to $\Qn -

Updat^q medical slip ^aymen-t o£ naff?.

postxnq in\)0ic^ ^.ow INVAP G53H-5 un-ti 1

IKNA? 65O4-? ”in database

Jiw

Ammie S yarina nlohd. Jelani
Penolong Akaunt;® W32

Mei, b-- v > i irrrrn A

ry-'/-' ("ji'.Tsir s»A

•



ITE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

0 Jem- Labeunq new -files' -for booic parent
J 1 1----- 1 J

vouchetrr Tor example '.

BPVI A Ic^W - BPVl4/oiS10 -> $5A

Bpm y OJ?J. 1 - BPVI4/oisso -T frGA

BPV IM-/ OiSSI - BPV 14 /oysfro H A

Porting invoice. froiv) iNVAP^OS^ unfit

INVAP 653^

UpdQfmq petfu cQsIn irOUChLv (PCV) ^hd-t
' C7 ' sj -- --- -- - "

Vicvje 'oten bc^d \>u SAQvnp>nq VA\O

based oh -the da fe H ha-s b<cin paid
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