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CHAPTER 1

INTRODUCTION

1.1 Chapter Review

This chapter contain of seven sections. Section 1.2 Background of Companies
Commission of Malaysia. Section 1.3 Vision of Companies Commission of Malaysia.
Next, Section 1.4 Strategic Thrusts of Companies Commission of Malaysia. Section
1.5 Power of Companies Commission Malaysia. Section 1.6 Functions of Companies
Commission of Malaysia. Section 1.7 Organization Structure. Section 1.8 Logo and

lastly Section 1.9 Summary of Chapter 1.

1.2 Background of Companies Commission of Malaysia

Companies Commission of Malaysia is a statutory body responsible for regulating
companies and businesses in Malaysia and is an agency under the Ministry of
Domestic Trade, Cooperatives and Consumerism Malaysia. The Companies
Commission of Malaysia is a statutory body formed as a result of a merger between
the Registrar of Companies (ROC) and the Registrar of Businesses (ROB) in
Malaysia which regulates companies and businesses. Next, Companies Commission

of Malaysia came into operation on 16 April 2002.

Basically, the main activity of Companies Commission of Malaysia is to serve as an
agency to incorporate companies and register businesses as well as to provide
company and business information to the public. As the leading authority for the
improvement of corporate governance, Companies Commission of Malaysia fulfils its
function to ensure compliance with business registration and corporate legislation

through comprehensive enforcement and monitoring activities so as to sustain positive



developments in the corporate and business sectors of the Nation. Apart from that, it
has evolved and has 14 state offices, 4 offices and 1 service center. Moreover,
Companies Commission of Malaysia 1s responsible for the administration and
enforcement of the following legislation. For instance, Companies Act 1965 (Act
125)., Registration of Businesses Act 1956 (Act 197), Trust Companies Act 1949 (Act
100), Kootu Funds (Prohibition) Act 1971 (Act 28), Limited Liability Partnerships
Act 2012 (Act 743) and also any subsidiary legislation made under the Acts specified

such as Companies Regulations 1966 and Registration of Businesses Rules 1957.

1.3 Vision of Companies Commission of Malaysia
e “To Be A World Class Corporate Registry And Regulatory Authority That
Meets Business Needs Through Effective Registration, Information,
Regulation And Advice”

% Meeting Business Needs

Companies Commission of Malaysia 1s driven to meet business needs which
includes providing greater value proposition through quality products and services

with excellent service delivery.

%+ Effective

Companies Commission of Malaysia aims to achieve operational excellence in all
the activities it undertakes. This requires Companies Commission of Malaysia to
be effective as an organisation whereby resources are optimised and objectives are

accomplished on a timely basis.

% Registration, Information, Regulation



In becoming the leading corporate regulator, Companies Commission of Malaysia
will concentrate its efforts to building a solid foundation in its core functions. Our

target is to achieve unparalleled standards in these three areas.

< Advice

A new dimension of focus aimed towards enriching the business community by

providing value adding business advisory services.

14 Strategic Thrusts

1. Promoting and driving good governance to enhance a conducive business

environment.

2 Delivering innovative products and services to meet stakeholder needs.

3 Providing superior service delivery through operational excellence.

4 Generating synergies through strategic collaborations.

5.Evolving to a 'knowledge driven organisation' to develop competitive intelligence.

6.Driving high performance culture through capacity and capability building.

7.Optimising ICT to enhance efficiency, effectiveness and enterprise agility.

1.5 Power of Companies Commission of Malaysia

Companies Commission of Malaysia is awarded power to manage itself well. Firstly,
to utilise all assets of the Companies Commission, both movable and immovable, in
any way deemed fit and appropriate by the Companies Commission including to
obtain loans by the charging of those assets. Apart from that, to impose fees or

charges for services rendered by the Companies Commission as prescribed by the



Minister through regulations established under Section 40. Not only that Companies
Commission of Malaysia is also responsible to appoint agents, experts or consultants,

as deemed necessary, to aid the Companies Commission in carrying out its functions.

Next, to plan and carry out human resource development as well as cooperative and
financing programmes for proper and effective implementation of its functions while
providing loans to employees of the Companies Commission for purposes approved
by the Minister. Apart from that, it also responsible to collaborate or cooperate with
any other societies/organisations, bodies or government agencies to form smart

partnerships in implementing the functions of the Commission.

1.6 Functions of Companies Commission of Malaysia

One of the Companies Commission of Malaysia‘s function is to ensure that the
provisions of the Companies Commission of Malaysia Act and laws are administered,
enforced, given effect to, carried out and complied with. Next, to act as agent of the
Government and provide services in administering, collecting and enforcing payment
of prescribed fees or any other charges under the laws administered. Not only that ,
other function is to encourage and promote proper conduct amongst directors,
secretaries, managers and other officers of a corporation, self-regulated corporations,
companies, businesses, industry groups and professional bodies in the corporate sector
in order to ensure that all corporate and business activities are conducted in

accordance with established norms of good corporate governance.

Apart from that, to enhance and promote the supply of corporate information under
any of the laws administrated. and create and develop a facility whereby any
corporate information received by the Companies Commission may be analysed and

supplied to the public. Next is to advise the Minister generally on matters relating to



corporate and business activities in relation to the laws administered and lastly to
carry out all such activities and do all such things as are necessary or advantageous
and proper for the administration of the Companies Commission or for such other

purpose as may be directed by the Minister.

1.7 Organization Structure
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Figure 1.1 : The organization structure of Companies Commission Malaysia




1.8 Logo

S me

—

SURUHANJAYA SYARIKAT MALAYSIA
COMPANIES COMMISSION OF MALAYSIA

Figure 1.2 : Logo of Compantes Commission of Malaysia

1.9 Chapter Summary

Trainee had explained about the background of Companies Commission of Malaysia .
The trainee had identifies and understands the strategic thrusts, power and function,
vision, and organization’s logo and organization structure. Basically, in this chapter
trainee had understand information regarding corporate profile of Companies
Commission of Malaysia. Based on the information, trainee started to gain new
knowledge about Companies Commission of Malaysia and understand more about the

functions.



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.1 Chapter Review

This chapter is focusing on the training schedule which have been recorded on the
logbook that have been filled by the practical trainee during the practical training. It
begins with Section 2.2 for Introduction. Next, continue with Section 2.3 for the
logbook, scope of works and the daily activities while undergo the practical training

in the company. Lastly in Section 2.4 1s the chapter summary.

2.2 Introduction

During  the industrial training program, the trainee, Nurul Fazren binti
Kamaruzzaman was given a practical training log book which 1s for the students to
report and summarize the daily activities that are being done while undergo the 2
month of industrial training which is from 20 January 2016 to 16 March 2016. Thus in
this chapter, there will be a review of the description of jobs and tasks executed
throughout the training which have been undergo at the Companies Commission of

Malaysia.

Apart from that, during the practical training, the trainee was placed at the
Registration Services Department (Insolvency Section) and Administrative
Management Section (Procurement Unit) of Companies Commision of Malaysia
Kuala Lumpur . The trainee was under the superviston of Mrs. Norhaslinda binti
Salleh and also Mr. Azli Aizam bin Nawawi. Next, all the task or job that have been

executed was under the supervision of them along the period of practical training.



Following 1s the description of the daily activities that have been implemented while

the practical trainee undergo their practical training which are in weekly order.

2.3 Practical Training Schedule

The trainee is provided with log book by UiTM Sarawak. All activities done by the

tramnee 1s recorded in the log book as the daily routine. The recorded activities must be

signed by the Supervisor, Mrs. Norhaslinda binti Salleh and Mr. Azli Aizam bin

Nawawi weekly..

Table 2.1 : Practical Training Schedule

Weeks (2016)

List of Activities

Week 1
(20 January-22
January)

Reporting of duty at the Department of Corporate
Resources (Practical & Training Unit).

Registration process such as filling internship form and
creating organization ID for temporary pass.

Placed at the Registration Services Department
(Insolvency Section) under the supervision of Mrs.
Norhaslinda binti Salleh.

Briefing from the supervisor regarding the function related
with Registration Services Department (Insolvency
Section)

Been introduced to all the staff in the Insolvency Section

A short guided tour within the Registration Services
Department (Insolvency Section) compromises of Asset

Management Unit, Striking Off Unit and Winding Up




Week 2 (25
January-29
January)

Unit.

Processing notice regarding Section 308(1) of Companies
Act 1965 . This section basically providing a procedure for
a company to be dissolved.

Briefing from Miss Aina which is the Executive of
Training and Human Resources Unit regarding the
background of the organization , roles of the organization
and function of the Company Commission of Malaysia.
Briefing regarding work ethics and dress code for the
practical students.

Read up on the Section 308 — Section 318 of Companies
Act 1965 to enhance the understanding regarding the
function and procedures of Insolvency Section.

Preparation of notice under Section 308(4) of Companies
Act 1965.

Section 308(4) 1s a guidelines stated in the Companies Act
1965 regarding the application to strike off the name of a
company.

Read on the “Issuance of New Guidelines to Strike Off
The Name of A Company*.

The Companies Commission of Malaysia announce the
issuance of new guidelines on application to strike the
name of company under Section 308 of the Compantes Act

1965 . The new guideline is officially operational with




Week 3 (1
February-5
February)

effect from the 12 January 2007.

Read on the “Requirements For An Application Pursuant
To Section 308(1)

The requirement mention that the Registrar will have to be
satisfied that the application fulfils some requirements. For
instance, one of the requirement is the director must obtain
the resolution of the shareholders for the initiation of the
application to strike off the name of the company from the
register on the basis that the company is not carrying on
business or the company is not in operation . Basically , if
the applicant fulfils all the requirement stated, the
application can be pursuant to Section 308(1).

Managing the application to strike off the name of
company documents by checking the items in the
application document according to the checklists as a
guidance.

Need to read on the Companies Commission of Malaysia
Annual Report for a better understanding on the activities
and roles of Companies Commission of Malaysia.

For instance. related economic surveys, statistical analysis,
the supply of corporate information, winding up and
striking off company’s name, and termination of the
business.

Briefing regarding practical training in Companies

Commission of Malaysia by Mr. Zawawi, Head of

10



Week 4 (8
February-12
February)

Practical and Training Unit in Companies Commission of
Malaysia.

Briefing regarding the benefit can be enjoyed by the
practical student such as monthly leaves and allowances.

A short guided tour to Department of Compliance,
Department of Corporate = Communications  and
Department of Finance under the supervision of
Mr.Zawawi with the involvement of all practical students
in the organization.

Briefing regarding business registration, company
registration and their application fees.

Learn on how to get the company’s information such as
name of directors, name of shareholders, and their
financial statement by using Company Business System
(CBS)

Checking the application document regarding an
application to strike off

Briefing from Mrs. Norhaslinda, Head of Insolvency
Section about requirement for applicant to pursuant
308(1). She explained all the requirements needed in order
to ensure that procedures will be done smoothly and also
to avoid redundancy.

Preparing notice under Section 308(4) which to be send to

chosen companies that are already be given notice under

11



Week 5 (15
February-19
February)

Section 308(2) which the requirements are fulfilled, to let
them know that their application is in progress and soon
the name of the company will be strike off once all the
procedures done.

Check on queries that have been processed by the
executive regarding the application to strike off the name
of company to be posted back to those companies. Since,
they are not following the application format stated.
Recording data related to those notice that will be posted
back in the file provided.

Checking the application document regarding an
application to strike off the name of the company by using
Company Business System (CBS) . For instance, on
member’s resolution, waiver letter, company’s compound,
and statement of declaration.

Read on the Guidelines For Declaration of Dissolution in
Voluntary Winding Up of A Limited Liability Partnership
(LLP).

One of the modes of dissolving a limited hability
partnership (LLP) is through the voluntary winding-up
process. This guideline serves to provide guidance for
LLPs relating to the requirements and procedures on
voluntary winding up and related issue.

This guidelines, consists of pre application process,

application process, right to object to the proposed

12



Week 6 (22
February-26
February)

dissolution and declaration of dissolution of the LLP by
the Registrar.

Briefing from Mrs. Hanita, Head Of Winding Up Unit
regarding this winding up process.

Attend a seminar which discussing on Gender Intelligence
delivered by Mr. Ahmad Shafiai

Printing and stamping notices under Section 308(2) that
need to be post to those certain companies.

Recording company number, for example 987925-P, by
using Microsoft Excel regarding winding up documents
such as *“ winding up petition”

Identify a different types of document regarding winding
up a company by court. For instance, winding up petition,
order petition, and amended winding up petition.
Processing notice under Section 308(2) to be post to those
related companies.

Notice also sent to the scanning department for the
organization’s future reference.

3

Read the guidelines on “ Corporate Cessation: Limited
Liability Partnership Voluntary Winding-Up”

Guideline shows list of Limited Liability Partnership
Forms which need to be submitted for requesting and

application for declaration of dissolution of Limited

Liability Partnership (LLP) . For instance, application for

13



Week 7 (29
February-4
March)

reservation of new LLP, application for registration of
foreign LLP and application for conversion from private
company to LLP.

Recording daily statistics for those companies that undergo
the process of winding up.

Being a part of team for the retirement ceremony.
Preparation for retirement ceremony.

Read “ Guidelines For The Application to Strike Off a
Company regarding Section 308(3) of Companies Act
1965.

Section 308(3) mentioned about how this section vests the
discretionary power onto the Registrar to strike off the
name of a company which is being wound up if he or she
has reasonable cause to believe that.

Attend the retirement ceremony.

Recording the address of the companies that will received
notice under Section 308(2).

Addresses are recorded with the post number that have
been registered at Pos Malaysia Bhd. Recording these
informations is crucial for a future references and for
organization record.

Proccessing notice under Section 308(2) of Companies Act
1965 to be posted.

Transferred to Department of Administrative Management

14



in Procurement Unit.

Placed under the supervision of Mr. Azli Aizam , Head of
Procurement Unit.

Briefing on Procurement Unit by Mr.Azli Aizam regarding
processes involved in Procurement Unit . For example,
types of procurement , which are direct purchase , tender
and quotation.

Provided with procurement manual regarding property,
supplies and services.

Basically. the manual help me for a better understanding
on how procurement works in Companies Commission of
Malaysia.

Printing a memo regarding office space rental agreement
for Companies Commission of Malaysia office’s in Sabah.
Open new files such as “Cleaning Services for Office
Spaces” for Temerloh, Labuan and Muar branches.
Tagging files. It is to simplify the processes and also
important for future reference.

For instance. to make it easier for the officer to refer at the
tender’s information

Record a list of files that have been opened

Learn the process of the production for the local purchase
order (LPO) by using a flow chart.

Sending LPO form to the Finance Department for

15



Week 8 (7
March-11
March)

approval.

Briefing from Miss Ros Mazitawati, one of the Executive
in the Procurement Unit, regarding LPO.

Process letter for a stamping service agreement between
Companies Commission of Malaysia and supplier that has
been appointed by Companies Commission of Malaysia
for a certain services. For example, cleaning services for
office spaces in all branches.

Printing “ Manual Perolehan Kerja, Harta, Bekalan dan
Perkhidmatan (Volume 3)” for a meeting.

Process letter for an agreement between Companies
Commission of Malaysia and the chosen supplier that has
been appointed by Companies Commission of Malaysia
for “Improvement of System Component Services”

The agreement letter i1s forwarded along with 4 sets of
agreement that have been reviewed by Legal Services
Department for a signature by the supplier appointed by
Companies Commission of Malaysia.

Prepare a procurement documents for an approval by
Jawatankuasa Perolehan B (JPB) for a tender meeting that
will be held for the next day.

JPB is responsible for procurement that is not exceeding
the amount of RM20 million. This committee is chaired by

the Chief Executive Officer and consists of 6 members

16



Week 9 (14
March-16
March)

appointed by the Chief Executive Officer.

Prepare an agreement documents that will be signed by
SSM and suppliers who have been appointed.

Tagging files. Such as, Fail Penyewaan Mesin Fotostat for
all branches.

Recording list of files that have been tagged. For instance,
Fail  Penvewaan Mesin Fotostat, Fail Kawalan
Keselamatan, dan Fail Pencucian Ruang Pejabat.
Processing documents related to tender renewal for
Cleaning Services for Office Spaces in Muar.

Process an agreement letter for Security Posture
Assessment (SPA) Services for Companies Commission of
Malaysia.

Letter need to be processed after both parties had signed
the agreement document which also forwarded with
agreement letter regarding on stamping that need to be
done by the appointed supplier.

Process an agreement letter for cleaning services for office
spaces for Perlis branches.

Process a tender documents for second tender meeting.
The reason is, JPB could not finalize the result regarding
which tender need to be pick for the service.

The second meeting is conducted by the private

consultants that have been appointed to revise those

17



tender’s documents to reach the final result.

e Tagging tender files.

e Process LPO forms that have been approved by Finance
Department to be distributed to an applicant.

e LPO forms are forwarded to applicant with evaluation
forms and EFT forms which stated the information
regarding modes of payments to the supplier that has been
agreed by the supplier and Companies Commission of

Malaysia and also to evaluate their services.

2.4  Chapter Summary

In this chapter, the trainee had explained about the task and job that she did during her
practical training. Apart from that, it also can be concluded that the trainee is able to
understand and adapting herself in the Company Commission of Malaysia working
environment especially in Insolvency and Procurement Department and also trainee
also managed to experience the work ethic that applied at the department which 1s
every document have their own system to be managed. Instead of that, it is a valuable
and meaningful experience that can be treasured from the internship program where
all the task and activities that are being given by the supervisor can prepared the

trainee for facing the reality of working environment in the future.

18



CHAPTER 3

ANALYSIS

3.1 Chapter review

This chapter focus on the overview of procurement process in Companies
Commussion of Malaysia. Firstly, Section 3.2 mentioned about the Introduction to this
chapter, Section 3.3 for the Procurement practice in Companies Commission of
Malaysia. Next, on Section 3.4 Direct Purchase. Next, Section 3.5 about the
Application Form for Procurement and Form Review. Section 3.6 is about the Report,
Section 3.7 Local Purchase Order (LPO) Processing. Lastly, Section 3.8 is the
Strength while Section 3.9 1s about hmitations. Lastly, Section 3.10 is about Chapter

Summary.

3.2 Introduction

Company Commission of Malaysia is a statutory body responsible for regulating
companies and businesses in Malaysia and also an agency under the Ministry of
Domestic Trade, Cooperatives and Consumerism Malaysia. The Companies
Commission of Malaysia is a statutory body formed as a result of a merger between
the Registrar of Companies (ROC) and the Registrar of Businesses (ROB) in
Malaysia which regulates companies and businesses. In order to provide good
services to the people, Companies Commission of Malaysia were divided into various
departments in order to achieve the efficiency and effectiveness towards achieving its
vision which 1s “To Be A World Class Corporate Registry And Regulatory Authority
That Meets Business Needs Through Effective Registration, Information, Regulation

And Advice”.

19



Thus, in this chapter we will be focusing on the procurement practice in Company
Commission of Malaysia which compromises of a few process. For instance, an
overview and completion of direct purchase, application form for procurement,
overview of form review and report and also an overview of the Local Purchase Order

(LPO) process.

3.3 Procurement Practice in Companies Commission of Malaysia

In providing their services to the people in Malaysia, Company Commission of
Malaysia choose to outsourcing or in the public term is also known as public
procurement which as according to the Parliament of Malaysia it can be defined as
process of buying of goods and services, including consultancies and professional
services, construction, maintenance and material supply contracts, facilities
contracts. capital equipment and property and leasing arrangements on behalf of

a public authority, such as a government agency.

In other words, it can be defined as process of purchasing goods and services on the
behalf of the company. In Companies Commission of Malaysia, the outsourcing
processes are centralized among its branches which the central is located at
Headquarters at Kuala Lumpur. In order to outsource the goods and services, an
application need to be send to the Headquarters and next the headquarters will be

decided whether the application is being accepted or rejected.

Procurement in Companies Commission of Malaysia can be classified into 4 types,
which are property, supplies, works, and services. The definition of procurement and
eligibility of contractor to participate in the Companies Commission of Malaysia’s
procurement according to the type of acquisition are as follows. Firstly, works. This

involves work related to civil construction, mechanical and electrical works such as

20



the construction and renovation of office. The supplier must have a certificate of
registration with PKK and CIDB which is still in force in the relevant class or other

designated registration certificate Financial Officer.

Next, supplies. This includes the supply of goods supplied to enable the
implementation of Companies Commission of Malaysia functions such as printing
materials, stationery, fuel, groceries. office inventory and clothing. Move to the next
type of procurement. property. Property comprises ownership provided to enable the
implementation of the Companies Commission of Malaysia function such as land,
property, buildings, office equipment. intellectual property, equipment and computer
software, vehicles, furniture and fittings. Moreover, services. This includes manpower
or expertise needed to implement and complete a project for specific activities. This
service areas are divided into two, namely, consulting services and non-consultant

services.

Consulting services covering all types of expertise in a specialized field such as
economics, management, environment, agriculture, physical development that
necessitates input such as architectural, engineering and surveying works building,
management, professional services, and etc. While for non-consultant services, it
comprises services such as operation, maintenance and repair, cleaning and cleaning

leasing and building management, advertising, transportation, catering, and etc.

Apart from that, Companies Commission of Malaysia had established their own
guidelines and procedures in managing the outsourcing procedure. The guidelines and
procedures are formed due to the activities of Companies Commission of Malaysia
that cover the branches in our whole country. Through a standard procedures that had

been created. the process of managing the organization and branches will be easier in

21



achieving the company goals. There are various standard and processes that need to
be done 1n order to support the procurement process. The procurement process can be
divided into various process such as direct purchase, price quotation, tender,

requisitions and emergency purchase.

In addition, the organization’s procurement principles are basically using government
procurement principles. The principles are public accountability which the
procurement should clearly reflect the public accountability entrusted with the
government. Next, the promotion of transparency as all regulations, conditions,
procedures and processes need to be clear and transparent to facilitate better
understanding among the organization and contractors. Apart from that, the
procurement must have value for money which must bring back best retuns and also
promoting open and fair competitions to give a reasonable offer and equitable
opportunities to all those that are participating or competing in the procurement
process. Instead of that, the process involves also must be based on fair dealings

which are based on current rules, policies and procedures.

34 Direct Purchase

Direct purchase can be defined as any purchases which is not beyond RM50000 or
any acquisition of more than RM50000 and up to RM200000 subject to the approval
of Approving Committee or known as Badan Yang Meluluskan (BYM). Approving
Committee that is responsible for direct purchases is Finance Officer. Finance Officer
who 1s responsible usually the Head of Costs and Budgets Unit in the Department of

Finance.

Next. direct purchases will be made at least within 10 working days before an

acquisition is required. During my practical training, however, in certain

22



circumstances which occurred, specified period may be considered by BYM. Any
direct purchases valued at more than RM50 000 up to RM200 000 are only allowed
in circumstances where the acquisition need to be completed in a short period of time
subject to the approval of BYM. Apart from that, price bid invitation can be made
either by the applicant or the Procurement Unit based on the justification of the
application. Next, price comparison should be obtained from several suppliers as by

the acquisition value provided by Companies Commission of Malaysia.

For direct purchases up to RM25 000. at least 3 suppliers needed for the price
comparison. If it 1s not enough. the applicant must state the appropriate justification.
Next for direct purchases exceeding RM25 000 up to RM200 000, at least 5 suppliers
needed for the price comparison. If it is not enough, the applicant must state the
appropriate justification as well as mentioned earlier. All of this process are differ for
every organization and in this chapter the report will be focusing on the process that
are involved in Companies Commission of Malaysia in the process regarding a direct

purchases.

For Companies Commission of Malaysia Headquarter in Kuala Lumpur and all other
branches, a request or an application for a direct purchases will be made once there is
a necessity and conducted by the Procurement Department. For example, during my
practical training, the request will be send to the Headquarters that is located at Kuala
Lumpur and next will be processed. Once the request had been accepted from the
branches or the applicant from the Headquarter itself, the officer on duty, will assess
the procurement application form to ensure it is complete. If not, it should be queried

and returned to the applicant.
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During my practical training, at this part, the procurement crew need to be alert and
aware with the necessity of the branches as the Headquarters does not have a special
body to supervise the necessity of their branches. During my practical training,
procurement crew often find this as a problem since they do not have enough officer
to process all the application form. Besides that, there is a limitation of time to
process all the applications from all branches. During my practical training, some of
the officers from branches came to the Headquarter to hand in their procurement
application form. This 1s in order to ensure that their form will be processed even

faster.

For example. during my practical training, our department is having a responsibility in
handling any requests for direct purchases by applicant from all branches including
Companies Commission of Malaysia Headquarter itself. There are numerous
applications for direct purchases. For example, a reload card for SmartTAG for
organization’s transport, rental of program sites for events that was organized by
Companies Commission of Malaysia. For example, the latest one is City One Mall in
Sarawak for the “SSM One” event last May and also services for tender advertisement
in the newspaper such as Utusan Malaysia and News Straits Times Press. Apart from
that, catering services also one of the most frequent request by the applicants from all
branches. Catering services are often needed in the organization and all the branches
since. this organization, organizing a lot of programs for their staffs and also events

to promote the functions of Companies Commission of Malaysia to the public.

For example, during my practical training, they were organizing induction course for
their staff. Not only that. those catering services also needed weekly since, at the

Headquarter, staffs will be given free meals during lunch hour on Monday and Friday.
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3.5 Application Form for Procurement

Application form for procurement is one of the tools for an efficient procedure. Apart
from that. it is to implement and develop the Companies Commission of Malaysia
procurement procedures based on the guidelines given. Next, it 1s important for the
staffs and applicants to have an application form in order to make an application for
direct purchase. Not only that, application form for procurement is essential to certify
the effective procurement of goods and services across the Companies Commission of

Malaysia in branches in Malaysia.

During my practical training, For direct purchase, the applicant should submit an
application form within 10 working days from the date of an acquisition is required.
This is refers to all of the applicants that is requesting for a direct purchases. For
example. applicant from all the branches such as Labuan, Sarawak, Perak, Muar and
Negeri Sembilan. All those application form need to be submitted to the Headquarter
in Kuala Lumpur for the next stage. The application form must be completed
according to the requirements stated. During my practical training, procurement
department 1n the Headquarter, there is only one officer in the Procurement
Department who is responsible to process the application forms from all of the
branches regarding direct purchase. From there I can observe that, the next stage after
submitting an application form are always delayed due to the insufficiency of the

officer who 1s responsible to process the application form.

There are a few items in the application form that should be noted by the applicants.
Firstly, the instruction. Applicants shall refer to the manual acquisition and related
financial circular as a guide to filling in the application form. Next, the support must

be obtained from the director / head of department / head of the relevant section. Not
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only that, the form of acquisition that queried must be returned to the unit cost within
3 days from the date of the query. All these procedures are carried out according to

the guideline and manual during my practical training.

The application form consists of few items that need to be fill in completely. For
example, name of applicant, application, details, scope of work or specification of the
required procurement, amount or value of the procurement. Not only that, the
applicant also need to mention the purpose of the procurement that he or she request.
Apart from that, applicant shall state that the market study is done so that the
acquisition is the most suitable and profitable. This review shall take into account
aspects of quality, price, consumption, maintenance costs and other factors that are
appropriate. During my practical training, all the applicants are completing their
application within the time given and it is also successfully completed with the

support from the Head of Section and also the director in charge for every department.

3.5.1 Form Review

Procurement unit is responsible for reviewing and examining the application form
submitted by the applicants. During my practical training, all the officers 1n
procurement unit will be responsible for form review. They will ensure that some of
these things comply with procurement requirement. In addition, they also ensure that
all information provided is clear and understandable to avoid misunderstanding. The
following are some things to be taken into account by the officers to process the
application. There are, specifications, quantities, review of documents submitted and
the review of the budget. This refers to whether the work . property, supplies, services

are stated clearly and concisely
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Next, for the application that are not included with bid prices, procurement crew will
be responsible to get quotes from suppliers. If there is no quotation submitted along
with the application form, Procurement Unit will get a quote referring to the
specifications and quantity required. During my practical training, I can observed that
all the applicants are successfully include their applications with bid prices. So from

there. Procurement Unit do not need to get a quotes from suppliers.

After the form review is complete, and if an officer found that there is incomplete
application forms, information specification / quantity 1is not clear, or other
information required to support the application, Procurement Unit will return the

application to the applicant for them to complete the information within 3 days.

3.6 Report

Procurement Unit also responsible for providing reports for consideration and
approval from Approval Committee (Badan Yang Meluluskan) for certain aspects.
During my practical training, reports shall be prepared by the officer in the
procurement unit. The report should explain the details on the acquisition of the
required work, property. supplies or services. In addition, clear information about the

procurement method should also be included in the report.

For example, direct purchase method. In addition, the report also shall include the
information on selection of the suppliers. Basically, the report that has been prepared
by the officer which 1s the Executive, will be send to the Head of Procurement Unit to
be review before handing over to BYM. This report will be handed to few officers
which is included in the BYM for their judgement and approval. For instance, Director
of Corporate Resources in Headquarter. During my practical training, this stage will

be processed within a week.
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Figure 3.1 : Flow chart for procurement process of direct purchase
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3.7 Local Purchase Order (LPO) Processing

A Local Purchase Order (LPO) is a commercial document issued by a buyer to a
seller. indicating the products, quantities and agreed prices for products or services
that the seller will provide to the buyer within the national or local boundaries. In
other words, 1t is a buyer-generated document that permits a purchase transaction.
When accepted by the seller, it becomes a contract binding on both parties. A
purchase order sets forth the descriptions, quantities, prices, discounts, payment
terms, date of performance or shipment, other associated terms and conditions, and
identifies a specific seller. Also, in the event when the buyer refuses payment, the
seller is protected because the purchase order is a binding contract between both
parties. During my practical training, a local purchase orders or bid acceptance letter

1s provided after obtaining approval from BYM.

Firstly, Procurement Unit will be checking on the supplier ID in their system.
Supplier ID is essential n identifying potential suppliers. Apart from that, it is
imperative for the organization to get information about their suppliers. If there is no
supplier records submitted, the officer will submit an application to the Finance
Department for the registration of new suppliers and get the supplier ID. After that.
once completed, the procurement of direct purchase information will be recorded in
the Financial Management System by the procurement officer. Next, the data will be
reviewed and approved in the Financial Management System for the production of

LPO.

Next. reports and a list of purchase requisition shall be submitted to the Department of
Finance for the production of LPO. The officer on duty at the financial side will
review the report and prepare the LPO. During my practical training, at this stage,
there is always delayed in process. This is due to the lack of officers in authority to
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review the report and prepare the LPO. It showed that there was a slow coordination
between departments involved. Especially, Finance Department and Procurement
Department. As a result. the related procedures could not be followed efficiently. It
affects the procedures and other officers to do their task. Furthermore, these two

departments are in charge for the direct purchase applications from all branches.

During my practical training, as a practical trainee, | was assigned to send the reports
to the Finance Department to be reviewed by the assigned officers. At this stage,
usually, the reports will be processed by the officers within 4 days or more. After the
LPO has been issued, procurement unit will acquire the LPO provided with a
duplicate copy to be approved by the procurement unit. During my practical training,
before distributed to the applicants, an officer need to record all the LPO data in the
system for their future reference. Finally , LPO are given along with the evaluation

form for supplier and also EFT form .

I was assigned to do this part before giving the LPO and EFT form to the applicants,
I need to recheck the LPO to ensure that all informations stated in the LPO is accurate
and correct to avoid problems with the supplier later. The relevance of these two
forms are to evaluate the supplier services and also to provide an information on the
modes of payment that are agreed by Companies Commission of Malaysia and the

appointed suppliers.
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Figure 3.2 : Flow chart process of Local Purchase Order (LPO) production
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3.8 Strength

Basically, this part is explaining an overview of Companies Commission Malaysia’s
strengths in both departments, which are Procurement Department and also Finance
Department. Based on the practical training experience, the practical trainee manages
to ascertain a few strength or advantages that are being possessed by the organization.
This strength can be reflected as their competitive factor in determining the survival
of the organization. Instead of that, through the strength that they possessed, it can
help the organization to accomplish their vision and mission and next lead to

successfulness of the organization. The strength are:

3.8.1 Easy to acquire past records and documents

Documentation can be understand as the matenal that delivers official information or
evidence that serves of the record. In other words, it can be refers as the proper
written mformation and all the information is being keep for the record purpose. In
documentation of the procurement file, Companies Commission of Malaysia had
allocated a special room to keep all the file related to the procurement unit. For
example, Perkhidmatan Kawalan Keselamatan, Perkhidmatan Penyewaan Mesin

Forostar and Penvewaan Ruang Pejabat.

Instead of that. every document was organized in order based on its category. Thus it
will be easy to refer to any document if any enquiry is needed. For example, during
my practical training, for the renewal of tender agreement. Due to that, me as the
trainee need to look up for the document and give it to the officers that were
responsible for the agreement. As the company had an organized document
management, the process of finding the document is easier and the task will be done

efficiently.
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3.8.2 Sufficient and up to date facilities

Facilities can be defined as the equipment or the machine that are being used in the
organisation to assist the implementation of daily routine and to ensure the
organisation capable to compete with other organisation. Thus, a good and sufficient
facility is crucial needed in order to manage the good services and delivery to the
customer. In implementing daily routine at Companies Commission of Malaysia, the
facilities that are being provided are sufficient and up to date. For example there a two
photocopy machines in each department. The staffs do not need to get in queue in

order to use the machine.

By that, with the good and sufficient facilities, the staffs will not experiencing a time
lost. As a result this will avoid redundancy of task that needs to be done as in
Administration Department, the usage of photocopy machine is critical in preparing
any document or letters. Instead of that, the models of the machine are updated and
there is a proper maintenance of the machine. According to the staffs, the

maintainance of the machine will be conducted monthly.

3.8.3 Have their own standard operating manual

Next, another strength of the Companies Commission of Malaysia can be seen in term
of their operating procedure as they have their own standard operating procedure that
promoting their effectiveness and efficiency in delivering their services. During my
practical training, I was first exposed to the Manual Perolehan Kerja, Harta, Bekalan
dan Perkhidmatan (Volume 3) and Pekeliling Kewangan SSM No.5 Tahun 2003
(Pindaan | Tahun 2015) Through this manual and circular, it responsible as a

guideline to the staffs in the procurement unit regarding all of the procurement
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activities. Apart from this, it can aids the staff in referring any procedures and steps

for a decision making related with any procurement activities.

3.9 Limitations

Basically. this part is explaining an overview of Companies Commission Malaysia’s
limitations in Procurement Department. Based on the practical training experience,
the trainee manages to ascertain a few limitations or disadvantages that are being
faced by the organization. This limitations might affect the survival of the
organization in the future if there is no action taken by the organization. Instead of
that, through the limitations that the trainee managed to identify, it can help the
organization to improve their performance to accomplish their vision and mission and

next lead to successfulness of the organization. The limitations are:

3.9.1 Slow coordination between Finance Department and Procurement

Unit

Slow coordination between Finance Department and Procurement Department can be
seen through reports and a list of purchase requisition that shall be submitted to the
Finance Department for the production of Local Purchase Order (LPO). As the reports
are being issued by the Procurement Department, the problem that raised can be seen
during the delayed in issuance LPO by the Finance Department. This can also be
identified as human incompetence. All these problems are due to the lack of officers
in charge in both departments. As a result, the related procedures could not be
followed efficiently and accordingly within the time required. Furthermore, these two
departments are mn charge for the applications from all branches. So , they are
responsible to manage numerous applications requested by the applicants from all

branches.
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This is because it is crucial for the Finance Department and Procurement Department
to coordinate with each other since there is an interdependent relationship between
these two departments. This is in order to avoid delayed and redundancy faced by
both departments. Thus. crucial information needs to be well received by both
departments. Through this, the procedures can be followed accordingly. Next, it will

improve the effectiveness and efficiency of the procedures and services.
3.9.2 Time consuming

Another lLimitation that can be identified in the procurement process Is time
consuming. This can be seen through the processing of Local Purchase Order (LPO).
As has been described earlier. A Local Purchase Order (LPO) is a commercial
document 1ssued by a buyer to a seller, indicating the products, quantities and agreed
prices for products or services that the seller will provide to the buyer within the
national or local. During this stage. reports and a list of purchase requisition shall be
submitted to the Finance Department for the production of LPO. The officer on duty
at the financial side will review the report and prepare the LPO. During my practical
training. at this stage, there is always delayed in process of reviewing the reports to
process LPO. This is due to the lack of officers in authority to review the report and

prepare the LPO.

This leads to time consuming while completiné the procedures. The officers in charge
could not make it within their required time because of this problem. Since the
procedures were affected, other procedures such as the production of LPO consumed
a longer time. Although they have guidelines to be followed, they still faced a

problem since this i1s something that they could not avoid since there are numerous
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applications that need to be reviewed by only one officer in Headquarter who is

responsible for direct purchasing request.

In addition, during my experience there, some of the applicants from Kelantan,
Melaka , Negeri Sembilan are coming to Headquarter to ask for the progress of the
production of LPO. Through this we can see that there is inefficiency in the process
incurred as it involving unnecessary cost such as toll fees for the applicants who are
coming to Headquarter just to ask for the progress. From there, it leads to time
consuming. For this matter, the company need to assign a few officers to review the

reports and to ensure the following procedures can be done accordingly.

3.9.3 Poor store management in Procurement Unit

Store is a place where excess material is kept which will be used as and when
required. Store management is to receive materials, to protect them while in storage
from damage & unauthorized removal, to issue the material in the right quantities, at
the right time to the right place and to provide these service promptly and at least cost.
There is poor storage management in Procurement Unit. During my practical training,
there are few problems related to store management. For example, the store is in a
messy condition . The store isnot well organized. It is giving difficulties to the staffs
to get and use the 1tems. For instance, stationeries, files, and paper. Apart from that,
all the 1tems are not recorded well by the person in charge. The person in charge for
store management did not know the exact quantities of files left. This is giving
another problem to the staff. For example, time consuming. The person in charge need
to record all the items that 1s going in and out the store for future references and also

to avoid another problem.
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3.10 Chapter Summary

In chapter three, trainee had identified that there are few related concepts that had
been applied to the workplace. This 1s able to help the trainee to gain more
understanding on the concept that she already learns during past semester. Other than
that, trainee had identified the process involved in the procurement process during her
practical training at Procurement Department. Besides that, the trainee also managed

to understand the relevance and rationale of some procedures in the procurement unit.
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CHAPTER 4

RECOMMENDATION

4.1 Chapter Review

Chapter 4 started with Section 4.2 for the introduction of this chapter. Next, Section
4.3 discuss about the recommendation on strength. Next, Section 4.4 for the

recommendation on limitation. Lastly, Section 4.4 for the Chapter Summary.

4.2 Introduction

According to the overview of procurement process that have been applied in the
organization that trainee attached during internship. In this chapter, the trainee come
out with a suggestion or a recommendation on strengths and limitations from the
overview of procurement process that already described in Chapter 3. Apart from that,
the suggestion or recommendations that have been identified may helps the
organization in term of efficiency and effectiveness as the strength and limitation have

been recognized. This will be discussed in the next section.

43 Recommendations on strength

4.3.1 Provide more spaces

Although the organization had provided a special room for files in Procurement Unit,
the way it is organize is crucial as there will be an increasing of files from time to
time. Thus, the organization will need to have a larger space in keeping the document.
Hence. the organization should considering providing more space in order to allocate
the related document. In addition, they can recreate a better layouts of the filing room

in order to create more space. This can helps them to keep more document in the
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room. In contrast. if they stick with the old layouts of the room, they might face
problem in term of overload of past record or document in the future. Apart from
that, once the past record is overload, it will create a new problem for the staffs in the

Procurement Unit the future.

4.3.2 Monitor the maintenance of the facilities

A good and sufficient facility is essential needed in order to accomplish the good
services and delivery to the customer. In implementing daily routine at Companies
Commission of Malaysia. the facilities that are being provided are sufficient and up to
date. For example there a two photocopy machines in each department. The staffs do
not need to get in queue in order to use the machine. However, Facilities Department
need to enhance their role in monitoring the maintenance of the facilities. For
example, air conditioner, photocopy machine, desk, printer, computer and lift. All
those facilities need to have a proper maintenance. For example, this can be done

monthly or once in 3 months.

By monitoring the maintenance of the facilities, it will enhance the performance of the
organizations. For example, photocopy machine. Photocopy machine is one of the
essential facilities in Company Commission of Malaysia, since this organization 1s
dealing with a lot of letters and agreements. It is important to ensure that all the daily
procedures are going well and 1t 1s also to avoid problem relating to the facilities so

that the organization and all department can function well.
4.3.3 Follow the standard operating manual accordingly
Operating procedure is important to ensure the effectiveness and efficiency of the

procedures involved m Procurement Department. In Procurement Department, they
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have their own standard operating procedure that promoting their effectiveness and
efficiency in delivering their services. | was first exposed to the Manual Perolehan
Kerja, Harta, Bekalan dan Perkhidmatan (Volume 3) and Pekeliling Kewangan SSM
No.5 Tahun 2003 (Pindaan 1 Tahun 2015). This manual and circular show all the
information and procedure related to the procurement process in Company
Commission of Malaysia. For example, process of direct purchase, process of tender
and also procedures related to contract. In order to enhance the performance and
function of the Procurement Department, this manual need to be follow accordingly
by the staffs in Procurement Unit. Not only that, the leader who is responsible for the
Procurement Unit, need to monitor the staffs to ensure they follow a proper

procedures in accordance to the manual and circular.

4.4 Recommendations on limitation

Based on the trainee observation, there are several suggestions or recommendations
that can be proposed for improving the organization in terms of service delivery
towards the customer and staffs. This recommendations are basically had been
proposed from the limitations that had been identified in Procurement Unit in
Company Commuission of Malaysia. From the analysis given in chapter 3, the
limitations that had been facing by the organization need to be cover up with a good
strategy to ensure the effectiveness and efficiency when performing their job. The

strategies are:

4.4.1 More autonomy

As had been explained earlier, the procurement process are time consuming due to the
facts that, all the branches need to refer to the SSM Headquarters in order to process

the application for the direct purchase. In addition. the slow coordination between
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Headquarters and the branches also contribute to the slow administration process.
Thus, in order to overcome this problem, the branches need to be given more
autonomy for the branches i order to review the report and issue their own LPO
since there are numerous applications from all the branches that could not be
reviewed by the officer in the SSM Headquarter alone. This can speed up the
reviewing process and also the production of LPO and it helps to prevent any problem

of late LPO production from the SSM Headquarter.

4.4.2 Assign more officers in Procurement and Finance Department

Based on the limitation that has been recognized in the previous chapter, it is
important for the responsible authority to make a decision for assigning new officers
in Procurement Department. Since. this Procurement Department is one of the
important department in SSM. Almost all of the organizations activities related to this
department. However, there 1s still lack in number of officers in this Procurement
Department. Apart from that, it is essential to have more officers in charge in
Procurement Department. This i1s due to the numerous section that need to be
managed by only a few officers placed in this Procurement Department. For instance,
contract. tender and direct purchase. All of these section need more officers to

monitor and manage process related to the SSM procurement process.

Since. the number of officers n charge, is not adequate to fulfil all the request and
application from all branches. In order to improve the effectiveness and also
efficiency of the procedures, authority body related such as Human Resource
Department need to review or assess the needs of this department and taking an
initiative to assign more officers to manage the procedures in the Procurement

Department and Finance Department. As a result, slow coordination between Finance
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Department and Procurement Department could be reduce and prevent in the future so

those limitations can be improve.

4.4.3 Monitor the store management process frequently

As mentioned earlier, store is a place where excess material is kept which will be used
as and when required. Store management is to receive materials, to protect them while
in storage from damage & unauthorized removal, to issue the material in the right
quantities, at the right time to the right place and to provide these services promptly
and at least cost. Leader in Procurement Unit need to enrich their role by monitoring
the store management process frequently. For example, this can be done by assessing
the store management record by the person in charge. Through this, leader may see
what is happening in the store. For example, to know whether all the items in the store
are in good condition and properly managed by the person in charge. By doing this, 1t
will avoid upcoming problems related to the store management. In addition, to
enhance the store management so that all the assets will be managed properly by the

department and most importantly to avoid misused.

4.4  Chapter Summary

The focus of this chapter is to explain the proposed recommendations for the strength
and limitations that had been identified in the previous chapter which is Chapter 3.
The proposed recommendations are suggested to enhance the performance of the
organization. Other than that, it is also to improve the limitations to ensure the
organization managed to perform well according to the related procedures. Based on
this, it also enriches the trainee’s knowledge on how to evaluate the tasks by giving

the reasonable suggestion to reduce any obstacle 1in the future.
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CHAPTERS

CONCLUSION

5.1 Chapter Review

Chapter 5 begin with Section 5.2 for the introduction of this chapter. Section 5.3 for
Summary of Chapter 1, Section 5.4 for Summary of Chapter 2, Section 5.5 for
Summary of Chapter 3 and Section 5.6 for Summary of Chapter 4. Finally in Section

5.7 1s for Report Summary.

5.2 Introduction

This chapter will conclude each chapter that has been explained previously.

5.3 Summary of Chapter 1

Trainee had explained about the background of Companies Commission of Malaysia .
The trainee had identifies and understands the strategic thrusts, power and function,
vision. and organization's logo and organization structure. Basically, in this chapter
trainee had understand information regarding corporate profile of Companies
Commission of Malaysia. Based on the information, trainee started to gain new
knowledge about Companies Commission of Malaysia and understand more about the

functions.

54 Summary of Chapter 2

In this chapter. the trainee had explained about the task and job that she did during her
practical training. Apart from that, it also can be concluded that the trainee are able to
understand and adapting herself in the Companies Commission of Malaysia working

environment especially in Insolvency and Procurement Department and also trainee
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also managed to experience the work ethic that applied at the department which is
every document have their own system to be managed. Instead of that, it is a valuable
and meaningful experience that can be treasured from the internship program where
all the task and activities that are being given by the supervisor can prepared the

trainee for facing the reality of working environment in the future.

5.5 Summary of Chapter 3

In chapter three. trainee had identified that there are few related concepts that had
been applied to the workplace. This is able to help the trainee to gain more
understanding on the concept that she already learns during past semester. Other than
that, trainee had 1dentified the process involved in the procurement process during her
practical training at Procurement Department. Besides that, the trainee also managed

to understand the relevance and rationale of some procedures in the procurement unit.

5.6 Summary of Chapter 4

The focus of this chapter is to explain the proposed recommendations for the strength
and limitations that had been 1dentified in the previous chapter which i1s Chapter 3.
The proposed recommendations are suggested to enhance the performance of the
organization. Other than that. it is also to improve the limitations to ensure the
organization managed to perform well according to the related procedures. Based on
this. it also enriches the trainee’s knowledge on how to evaluate the tasks by giving

the reasonable suggestion to reduce any obstacle in the future.

5.7 Report Summary

During the practical training that starts on 20th January 2016 until 16th March 2016 at

the Companies Commission of Malaysia. The trainee gains a lot of knowledge and
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benefits from the training. Among the benefits that have been gained through the
practical training, the most precious is experiences. During practical training, the
trainee experienced the working environment for the very first time. From the
internship program, the trainee also manage to apply their knowledge into practice.

Next. the trainee also exposed to the reality of working environment.

Apart from that. the trainee also can gained benefits in term of the level of self-
confidence in completing the task that have been assigned. During the earlier period
of the practical training, the trainee felt anxious and uneasy and need a time to adapt
with the surrounding and working environment at Insolvency and Procurement

Department especially in terms of their work ethics and also with the staffs.

However, after gaining the motivation from the supervisor and support from other
staffs at the unit, the trainee 1s able to deal with the working environment and adapt
with the culture in the organisation. For example in managing the production of LPO,
communication and coordination between the officers is very important in order to

know the step that needs to be taken in order to manage the production of LPO.

Furthermore, the internship program also helps the trainee to expand their knowledge
and skills which can be applied in the future in other organizations. Apart from that,
the knowledge gained can be used in daily life routine on how to deal with the people
and any related-tasks for the organisation benefits. Other additional benefits are
including being exposed to new careers so that trainee can identify their own
capabilities towards the job. Not only that, it gives the exposure for the trainee on how
to select the suitable job when they have been graduated. So, it can help the trainee to

find the right job and create their own career path.
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Other than that, the trainee also can improve their self in terms of communication and
soft skills based on the opportunity given by the organization that reassures the trainee
to communicate with many people that comes from different background and

position. For example in the Insolvency and Procurement Department.

Last but not least. I the trainee had learnt a lot about the culture in the workplace. For
example, all of the staffs were very friendly and encouraging and also had a strong
teamwork. This can be seen when there is an event that need to be done, the staffs will
cooperate in preparing any task that need to be prepared. For example, for internship
student that i1s undergo their internship program in Insolvency and Procurement
department will be celebrated in a farewell ceremony. This is as a symbolic of an
appreciation towards the student that been undergo their practical training. The
friendly and comfortable environment also makes the trainee feel contented to do the

job and communicate with them not only in the office but also outsides the office.

In a nutshell, all of the experience gained by the trainee helps the trainee to improve
their soft skills and also expanding their knowledge. This can help the trainee in their
future career. Apart from that, the strong bond of relationship between the staff and
trainee also becoming one of the opportunities to learn that different background

would never be a problem to create a harmonious and good relationship.

46



REFERENCE

Suruhanjaya Syarikat Malaysia. (2015). Manual Perolehan Kerja, Harta, Bekalan
dan Perkhidmaran, 3.

47



ueyepelp uenwouad

1jey denas eped [exnyeld ueyne| Jiyyy ueiode] ueeipdAud BIjoAuUdd yeieAsuad uep uefuejepue) uexiedepuowt 1yepuayayip Jefe[od »

200-dddSd/dT:3ueiog oN

(999 SAVY) TVILIMVId YIHIV NVIOdV1
VITIANDd NVONAA NVVJNNTIAd DNVIO4

VIVIN [DOTONMNHL LLISY4TAINI
ISI'TOd NVITVONTd NVA NVIIgdVINdd SNIVS ILTN1AVA

VIV <
IDOTONNEL, L2

- VITAANAd HVIVASNAd VINVN

INVIDOUd

NVIVNIONAd dv ON

LI ATILVIN ON

AVIVIdd VINVN



J/I0r s A

S/ /oee e wD MYV 2 BT
L
v & ¢ Sro0 A L
SE s wax oy 2 G2
9
i R Tl o Sy 000 O .
o i o - 5 6 S/l % T
AR A S R Y e T e a4
S
& ey ARy s DY vy e 0 L/0C % A4
14
(or00r SL.#0dspv v
P R L R AN IS e Sosol A ¢
€
7Y N o Corpr NV IR Wl s/pr & 0F
(4
\..\U#\U\ F«\W
S e D oK \O,\_\L\w\.v\ Co .o)(dw\tfx% S/oCc-& 5 C
|
NVIVLVO | NVONVLVANVL VSVIN HIIAV L I'd




1dnynouaur yepn eperpas Suens exif uenidue] ueyeuns e[ig
ueeuaIaq depn Fuek 3uojod ,

“ o Smwe 2o
x&nC\wk i@ G o e PV SrEPH

01

S AGOY D WP §lm @ A 2 & e S0 v ¢/
6

D NTE N N A -V Py
TL¥m /0. 3,0 — o Co,pea0v i wTE Jlor - p P

8




LAMPIRAN 1

m‘ om SSM/(Kew)BP1A/2003(Pin.1/2015)
==

SURUHANIAVA SYARIKAT MALAVSIA
COMEANIES COMMINAION B MALATELA

BORANG PERMOHONAN PEROLEHAN

i) Sila rujuk Manual Perolehan dan Pekeliling Kewangan yang berkaitan sebagal panduan untuk mengisi

borang ini.

#) Sila pastikan Borang Perolehan yang iengkap dihantar ke Unit Perolehan dan diakui terima.

iii) Sokongan hendaklah diperolehi daripada Pengarah / Ketua Bahagian / Seksyen (yang berkaltan).

iv) Permohonan hendaklah dihantar dalam tempoh yang ditetapkan sebelum sesuatu perolehan kerja, harta,
bekalan dan perkhidmatan diperiukan.

v) Borang Perolehan yang dikueri hendakiah dikembalikan semula ke Unit Perolehan dalam tempoh 3 hari
dari tarikh kueri.

DIISI OLEH PEMOHON

Kepada i Unit Perolehan

Permohonan / Perkara el e LR e een e

Nama Pemohon L A S eeemceeeeeaesennenrenemassos i< seeere s eeamnas et nenn s S amrarasas el ereasenrenenss anans
Bahagian / Negeri HN-> BUS- SRS

Alamat Emel D ebtieres e eee R b e No. Tel (samb.) © ..o
Rujukan Pemohon T JE Tarikh | e

1) Nyatakan butiran, skop kerja atau spesifikasi perolehan yang diperiukan:

[ Bil. I Buhran/Skop Kerja/Spesifikasi Perolehan ]- Kuantiti ]
e B e e i e A _.__._____1
|
| |
|
. O Ry A TR ..__________________._._.____._1_________J

2) Sila tandakan {/) nilai perolehan:

R N
| b) | Nilai Perolehan melebihi RM50,000.00 hingga RM200,000.00 T - "
l¢>f@;;g;;;;mm@agaggag;;“-~-—~~——*~—1:f—q
R e B

3) Sila nyatakan tujuan perolehan ini:



LAMPIRAN 1

4) Nyatakan Kajian Pasaran yang dilakukan supaya perciehan ftu adalah yang paling sesuai dan menguntungkan. Kajian
hendaklah mengambil kira aspek kualiti, harga, kegunaan, kos penyelenggaraan dan faktor-faktor lain yang

bersesuaian:
Bil, Pericara Harga Anggaran | Nyatakan Cara Pelaksanaan | Tarikh Kajian Pasaran
! Yang Disyorkan Kajlan Pasaran {Melalu Ditakukan
[ (RM per Web/Sebut Harga daripada
| unitymandays) | pembekal/Lain-laln rujukan)
b Contoh: Toner HP Laserjet Dari RM400 ke Sebut harga daripada 2/4/2015
C8543X RM480 seunit ____pembeka} |
2 | Contoh: Programmer Dart RM2,600 ke Rujukan dengan pihak 2/4/2015
RM4,000 per MAMPU
W S— . mandays |
DaiRM ____ ke
1 | RM |
1 Darl RM ___ ke_l
L . __|RM = 4 R

Ulasan (sekiranya ada):

5) Sila tandakan (/) keedah perolehan:

a) l Pembetian Terus

! i. Sila sertakan sebut harga untuk perbandingan harga berdasarkan kepada nilal peroiehan
f | sepert] berikut:

» Sehingga 25,000: Sekurang-kurangnya 3 pembekal
o Melebihi 25,000 ~ 200,000: Sekurang-kurangnya S pembekal

Nyatakan justifikasi sekiranya bllangan sebut harga yang dikemukakan tidak mencukupi:

cempanans

b) | Rundingan Terus

I i. Permohonan perolehan daripada satu pembekal/kontraktor sahaje dan hanya dibenarkan
mengikut syarat-syarat sepertl berikut (Sila tanda (/)):

{2) | Keperluan mendesak

(b} | Keperiuan penyeragaman

{c) | Satu punca bekalan/perichidmatan

(d) | Melibatkan keselamatan atau strategik

e o — ——————— e t—  —— —
' @ | Keperiuan pengendalian program/aktiviti SSM seperti pakej penginapan, mesyuarat,
) | majs, latihan dan seumpamanya__

fic S




LAMPIRAN 1

li. Sila nyatakan justifilasi-justifikasi bagl pemilihan syarat-syarat di atas:

iil. Nyatakan maldumat syarikat yang dicadangkan dan nyatakan juga keupayaan {dari segi
teknikal dan kewangan), pengalaman syarikat dalam mengendalikan projek-projek berkaitan
dan lain-lain:

c) Kaedah lain_(ShiIa nyatakan):

[ P —— : )

6) Sila nyatakan baki peruntukan dan bajet yang diiuluskan bagi permohonan di atas dan lampirkan bersama ulasan
bajet daripada Seksyen Kewangan dan Akaun:

7} Nyatakan tarikh bekalan diperiukan atau tempoh pelaksanaan kerfa atau perkhidmatan (mana-mana berkaitan):

Disokong / Tidak Disckong
Tandatangan Pemohon " Tandatangan dan Cop
Jawatan Pengarah Bahagian / Pengarah Negen /
Negeri : Ketua Seksyen



LAMPIRAN 2

0
e
"

SURUHANIAYA SYARIKAT MALAYEIA
COMPANIES COMMERSION OF MALAYSIA

Tarikh: XXXXX
SSM/IP B’ X/ XX

KERTAS CADANGAN : NAMA CADANGAN BAGI KERJA, HARTA,
BEKALAN DAN PERKHIDMATAN (Sila masukkan nama projek)

TUJUAN

1. Tujuan kertas ini adalah bagi mendapat pertimbangan dan
kelulusan Badan Yang Meluluskan bagi
perolehan........ .., (nama projek)
................................................................. berhubung cadangan seperti
berikut:

(a) Kaedah dan kriteria penilaian (cadangan kriteria & wajaran)
(b) Kaedah Perolehan secara ......... { Sila cadangkan sama ada

secara tender terbuka/terhad/sebutharga/rundingan terus)

LATARBELAKANG

2. Sila isikan latar belakang projek yang dicadangkan (Contoh:
keadaan semasa, kontraktor sedia ada, tempoh kontrak dan nilai
kontrak semasa). Sekiranya projek baru, sila nyatakan keperluan
projek ini dijalankan seperti justifikasi, soal selidik yang dijalankan,
pengesahan dari pengguna dan lain-lain yang berkaitan.

RINGKASAN SKOP KERJA

3. Sila jelaskan skop kerja secara ringkas. Cth:



PERU

4.

LAMPIRAN 2

(a) Pemasangan semua perkakasan dan integrasi dengan
sistem-sistemn yang sedia ada atau pun yang dikenal-pasti akan
digunakan oleh pengguna SSM. Ini termasuk perisian serta
kofigurasi mengikut piawaian yang ditetapkan oleh SSM

(b) Mengujl Perkakasan tersebut dan menghasitkan laporan

pengujian

{c) Memindahkan maklumat dari komputer lama ke komputer
baru serta memformat komputer lama bagi mengelak kebocoran
maklumat atau pun sebarang tuntutan lesen perisian;

NTUKAN KEWANGAN

Sila nyatakan bajet yang telah diluluskan untuk perolehan ini.

KAEDAH DAN KRITERIA PENILAIAN

5.

Sila nyatakan Kaedah yang diguna pakai . Pembida yang gagal

melepasi mandatori teknikal tidak akan dinilai ke penilalan seterusnya.
Cth: Mandatori Teknikal adalah seperti berikut:
Pembekal hendaklah:

(a)
(b)
(c)

Mempunyai sekurang-kurangnya dua (2) tahun pengalaman
Pembekal mempunyai satu pusat peyelenggaraan

Pembekal mestilah membekalkan perkakasan dan perisian
dengan teknologi terkini dan boleh berintegrasi dengan
aplikasi sedia ada



LAMPIRAN 2
KRITERIA PENILAIAN TEKNIKAL

6. Sila nyatakan kriteria peniiaian dan wajaran yang diberi.

Contoh 1:

Bil | Kriteria Penilaian Wajaran (%)
‘1. | Pengurusan Teknika! 50

3. | Tahap Liputan Perkhidmatan 30

3. | Pengalaman Pembekal 20
Jumiah i 100

iTvuarkah Lulus“' |80 ]

Nyatakan juga markah lulus yang dikehendakli sebagai satu garis
panduan dan membolehkan BYM membuat pertimbangan sewajarnya.
Contoh 2:

No.| Criterla Weightage(%) |
1. |Technical Proposal 30

2. | Company Experience |20
3. “]rvﬁﬁ'anty & Maintenance _ﬁLl-S

4. | Training - 10 ___
5. | Project Management o 10 o
T_GT_ | Staff/Project Team Experience | 15

Total ' 100 ]
' Passing Mark o T80

Nyatakan juga markah lulus yang dikehendaki sebagai satu garis
panduan dan membolehkan BYM membuat pertimbangan sewajarnya.



LAMPIRAN 2
PERAKUAN

7. BYM dijemput untuk mempertimbangkan dan meluluskan

cadangan dl para 1 di atas.

Disediakan : Pemillk Projek Disemak dan dlluluskan
Ketua Jabatan kepada
pemilik Pojek

Tandatangan: Tandatangan:

Nama: Nama:

Jawatan: Jawatan:

Tarikh: Tarikh:



LAMPIRAN 2
ULASAN URUS SETIA PEROLEHAN:

Permohonan adalah selaras dengan Pekeling xxxxx dan cadangan
perolehan secara XXXXX boleh dilakukan. (Diisi oleh Seksyen

Pengurusan Pentadbiran)

Tandatangan :
Nama:
Jawatan:
Tarikh:

Nota: Sila kosongkan muka surat kertas cadangan



LAMPIRAN 1

m‘ om SSM/(Kew)BP1A/2003(Pin.1/2015)
— -~ -e
=S

SURUHANIAYA SYARIKAT MALAVSIA
O ANIED COMMINSION GF MALATELA

BORANG PERMOHONAN PEROLEHAN

i) Sila rujuk Manual Perolehan dan Pekeliling Kewangan yang berkaitan sebagai panduan untuk mengisi

borang ini.

i) Sila pastikan Borang Perolehan yang lengkap dihantar ke Unit Perolehan dan diakui terima.

lii) Sokongan hendaklah diperolehi daripada Pengarah / Ketua Bahagian / Seksyen (yang berkaltan).

iv) Permohonan hendaklah dihantar dalam tempoh yang ditetapkan sebelum sesuatu perolehan kerja, harta,
bekalan dan perkhidmatan diperiukan.

v) Borang Perolehan yang dikueri hendakiah dikembalikan semula ke Unit Perolehan dalam tempoh 3 hari
dari tarikh kueri.

DIISI OLEH PEMOHON

Kepada i Unit Perolehan

Permohonan / Perkara

Nama Pemohon R m e

Bahagian / Negerl

Alamat Emel g . e e No. Tel (samb.) : ...

Rujukan Pemohon RS R Tarikh ;... .

1) Nyatakan butiran, skop kera atau spesifikasi perolehan yang diperiukan:

[ Biﬂ Butiran/Skop Kerja/Spesifikasi Perolehan Kuantiti
r—ﬁw~——m——~"muﬁ*-L#——ﬂ
|

| |
| |
L-..._J_._________.,,_.,,__________.___.____I_,__,____j

2) Sila tandakan (/) nilai perolehan:

| a) TNilal Perolehan tidak melebihi RM50,000.00

9 |werommwsnsentmomoo ] ]
]
|

| b) Nilai Peroiehan melebihi RM50,000.00 hingga RM200,000.00

[ c) I Nilai Perolehan melebihi RM200,000.00 hingga RM20 juta

}

d) ] Nilal Perolehan melebihi RM20 juta _!

3) Sila nyatakan tujuan perolehan ini:



LAMPIRAN 1

4) Nyatakan Kajlan Pasaran yang dilakukan supaya perolehan ttu adalah yang pating sesuai dan menguntungian. Kajlan

hendakiah mengambil kira aspek kualiti, harga, kegunaan, kos penyelenggaraan dan faktor-faktor laln yang

bersesuaian:
Bil. |___ Perkara Harga Anggaran | Nyatakan Cara Pelaksanaan | Tarikh Kajian Pasaran
! Yang Disyorkan |  Kajlan Pasaran (Melalui Dilakukan
| (RM per Web/Sebut Harga daripada
i T unit/man days) | pembekal/Lain-1aln rujukan) |
1 Contoh: Toner HP Laserjet Dari RM400 ke Sebut harga daripada 2/4/2015
| €8B543X . RM480 seunit pembekat |
2 | Contoh: Programmer Dart RM2,000 ke Rujukan dengan pihak 21472015
RM4,000 per MAMPU
T e | mandays SR
Dari RM ____ ke
. RM N 1
f Dari RM ke
B e A e 3, .S -

Ulasan (sekiranya ada):

Sila tandakan (/) kaedah perolehan:

a) Pembelian Terus

| seperti berikut:

« Sehingga 25,000; Sekurang-kurangnya 3 pembekal
o Melebihi 25,000 — 200,000: Sekurang-kurangnya S pembekal

i. Sila sertakan sebut harga untuk perbandingan harga berdasarkan kepada nilal perolehan

Nyatakan justifikasi sekiranya bltangan sebut harga yang dikemukakan tidak mencukupi:

b) | Rundingan Terus

mengikut syarat-syarat seperti berikut (Sila tanda (/)):

i. Permohonan perolehan daripada satu pembekal/kontraktar sahaje dan hanya dibenarkan

Keperiuan mendesak

Keperluan penyeragaman

Satu punca bekalan/perihidmatan

Melibatkan keselamatan atau strategik

| _ﬁfepe-fﬁran_pengendaﬁan progrznﬂal_(tivi’ti SSM seperti pakej penginapan, mesyuarat,
i majtis, latihan dan seumpamanya




LAMPIRAN 1

li. Sila nyatakan justifikasi-justifikasi bagi pemilihan syarat-syarat di atas:

iit. Nyatakan maldumat syarikat yang dicadangkan dan nyatzkan juga keupayaan (dari segi
teknikal dan kewangan), pengalaman syarikat dalam mengendalikan projek-projek berkaitan
dan lain-lain:

c) Kaedah lain (Sila nyatakan):

6) Sila nyatakan baki peruntukan dan bajet yang difuluskan bagi permohonan di atas dan lampirkan bersama ulasan
bajet daripada Seksyen Kewangan dan Akaun:

7) Nyatakan tarikh bekalan diperiukan atau tempoh pelaksanaan kerja atau perkhidmatan (mana-mana berkaitan):

Disokong / Tidak Disokong
Tandatangan Pemohon Tandatangan dan Cop
Jawatan Pengarah Bahagian / Pengarah Negen /
Negeri : Ketua Seksyen



LAMPIRAN 2

Tarikh: XXXXX

SSM/IP 'B’ X/XX

KERTAS CADANGAN : NAMA CADANGAN BAGI KERJA, HARTA,
BEKALAN DAN PERKHIDMATAN (Sila masukkan nama projek)

TUJUAN

1. Tujuan kertas ini adalah bagi mendapat pertimbangan dan
kelulusan Badan Yang Melufuskan bagi
PErolenan.. ... (nama projek)
................................................................. berhubung cadangan seperti

berikut:

(a) Kaedah dan kriteria penilaian (cadangan kriteria & wajaran)
{(b) Kaedah Perolehan secara ... { Sila cadangkan sama ada
secara tender terbuka/terhad/sebutharga/rundingan terus)

LATARBELAKANG

2. Sila isikan latar belakang projek yang dicadangkan (Contoh:
keadaan semasa, kontraktor sedia ada, tempoh kontrak dan nilai
kontrak semasa). Sekiranya projek baru, sila nyatakan keperluan
projek ini dijalankan seperti justifikasi, soal selidik yang dijalankan,
pengesahan dari pengguna dan lain-lain yang berkaitan.

RINGKASAN SKOP KERJA

3. Sila jelaskan skop kerja secara ringkas. Cth:



PERU

4.

LAMPIRAN 2

(a) Pemasangan semua perkakasan dan integrasi dengan
sistem-sistem yang sedia ada atau pun yang dikenal-pasti akan
digunakan oleh pengguna SSM. Inl termasuk perisian serta
kofigurasi mengikut piawaian yang ditetapkan oleh SSM

(b) Menguji Perkakasan tersebut dan menghasilkan laporan
pengujian

(c) Memindahkan makiumat dari komputer lama ke komputer
baru serta memformat komputer lama bagi mengelak kebocoran
makilumat atau pun sebarang tuntutan lesen perisian;

NTUKAN KEWANGAN

Sila nyatakan bajet yang telah diluluskan untuk perolehan ini.

KAEDAH DAN KRITERIA PENILAIAN

5.

Sila nyatakan Kaedah yang diguna pakai . Pembida yang gagal

melepasi mandatori teknikal tidak akan dinilai ke penilaian seterusnya.
Cth: Mandatori Teknikal adalah seperti berikut:
Pembekal hendaklah:

(a)
(b)
(©)

Mempunyal sekurang-kurangnya dua (2) tahun pengalaman
Pembekal mempunyai satu pusat peyelenggaraan

Pembekal mestilah membekalkan perkakasan dan perisian
dengan teknologi terkini dan boleh berintegrasi dengan
aplikasi sedia ada



LAMPIRAN 2
KRITERIA PENILAIAN TEKNIKAL

6. Sila nyatakan kriteria penilaian dan wajaran yang diberi.

Contoh 1:

Bil | Kriteria Penilaian Wajaran (%) i
1. "Fé'ngurusan_'r_éi'(-rﬁé! 50 T
2. | Tahap Liputan Perkhidmatan 130

3. | Pengalaman Pembekal 20

Jumlah 100 N
5—M"arkah Lufus o - __8._0___— ]
i_ S P — S T e —— e ——— e —— e . el

Nyatakan juga markah lulus yang dikehendakl sebagal satu garis
panduan dan membolehkan BYM membuat pertimbangan sewajarnya.
Contoh 2:

No. | Criteria R Weightage(%)

1. | Technical Proposal 30

2. | Company Experience |20
3. [warranty & Maintenance |15 |
4, |Training o o
's. | Project Management 10 il
i'_ﬁh “5taff/Proj'ect Teafﬁ-‘E‘xperience s
Total 100 |
 Passing Mark 80 o

Nyatakan juga markah tulus yang dikehendaki sebagai satu garis
panduan dan membolehkan BYM membuat pertimbangan sewajarnya.



PERAKUAN

7. BYM dijemput untuk
cadangan di para 1 di atas.

Disediakan : Pemilik Projek

Tandatangan:
Nama:
Jawatan:
Tarikh:

LAMPIRAN 2

mempertimbangkan dan melujuskan

Disemak dan dliuluskan
Ketua Jabatan kepada
pemilik Pojek

Tandatangan:

Nama:

Jawatan:

Tarlkh:



LAMPIRAN 2
ULASAN URUS SETIA PEROLEHAN:

Permohonan adalah selaras dengan Pekeling xxxxx dan cadangan
perolehan secara XXXXX boieh dilakukan. (Diisi oleh Seksyen

Pengurusan Pentadbiran)

Tandatangan :
Nama:
Jawatan:
Tarikh:

Nota: Sila kosongkan muka surat kertas cadangan
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1.

Student's name: AU/ LA2FCA  pL kO arU 33O A QA

Date &Place of Birth: ...7.. %94 .. L2232

UTMNo.: /2 ¢ $2312 &

c
Program: .4m a3 ¢  (C £924 ¢/0~ & AL ALSE Rt e PasenCe)
Year: Part: .5
. Home address: £.2.57.5.6/,3.2.8. 0¥8 ACrm L) Lann. Lrodbdas

PCrmQr, 42430 Prokano, LCYNG ON:

Address during practical training: . £2:. 2564 3L 4. L1 LCrMmeL . Loma

Ao hong Aermars, Y2780 pechong , at/eno8" .

Place of training: .. 440490 2969 LYot BRUE. 2 9L.98002 LT 4)

Name of Supervisor in-charge:

Duration of training : from: .29 237 20 /¢ t0 ... .6 432 20/(¢%

FOR OFFICE USE ONLY

Remarks: (Dean/Course Tutor)
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PERPUSTAKAAN TUN ABDUL RAZAK

JABATAN PERANCANGAN DAN PEMBANGUNAN PERPUSTAKAAN (JpPP)

BORANG PENYERAHAN BAHAN HARTA INTELEK UiTM
UiTM’s Intellectual Property Submission Form o ‘ Z 8 _g/"g Yl i OV

BN\ NONI ]M 'W,ﬂ }\AWU( No. Telefon (Peiabat/Hp)i © 8 L ﬁé%% 3?
Telephone No. (Office / handphone) e
E-mel (Email): N S e P Siedo oy

Nama (Name) :

Fakulti/Jabatan/Bahagian : (',/S (’ P(r

Faculty / Division / Department

Tarikh (Date) : )/37'7( [ﬁﬁ

JENIS BAHAN (Sila tandakan V )

Types of Material (Please mark V)

B 7. Laporan Tahunan (Annual Reports)

1. Tesis (Theses) A
2. Laporan Penyelidikan (Research Reports)

8. Kertas Seminar/Persidangan (Seminar/Conference Papers)

9. Prosiding (Proceedings)

3. Projek Pelajar (Student Project Reports)

10. Buletin (Bulletins)

4. Jurnal (Journals)

11. Skor Muzik (Music Scores / Musical Composition)
12. Lain-lain (Others) :

d 5. Buku (Books)
- 6. Projek Keusahawanan (Entrepreneurship Projects)

MAKLUMAT BAHAN (information of Materials):
Bil. RIS “JUDULB " HARDCOPY |  SOFTCOPY
No. | : R Naskhah | Judul | Naskhah
] percbd (ot -
2; \
3.

* Sila sediakan lampiran sekiranya ruangan yang disediakan tidak mencukupi (Please provide attachment if necessary)

TUJUAN PENYERAHAN BAHAN (Sila tandakan V ):
Purpose (Please mark V ):

1. Untuk dimuat naik ke dalam Repositori Institusi UiTM (UiTM IR) (Sila nyatakan tarikh tamat embargo (jika perlu))
For upload into UiTM Institutional Repository (UiTM IR) (Please indicate the embargo expiry date)

i []

Nota: Embargo Expiry Date adalah tarikh tamat tempoh yang ditetapkan oleh penulis di mana pada atau selepas tarikh ini, bahan tersebut akan
& dipaparkan secara langsung di Repositori Institusi UiTM dan ianya boleh diakses.
Note: Embargo Expiry Date is the date that an author or a publisher imposed embargo expires. On and after this date, this document will be accessible

in UiTM Institutional Repository.

2. Simpanan Koleksi PTAR (For PTAR’s collection)

Embargo expiry date : Year: E Month:

PERAKUAN Declaration:
Saya / kami akan bertanggungjawab ke atas bahan yang diserahkan untuk pendigitalan dan muat naik ke dalam Repositori Institusi UiTM.

1/ we will be responsible for the materials submitted for digitization and uploaded into UiTM Institutional Repository.

Tandatangan Ketua Jabatan / Bahagian
Head of Division / Department Signature

Tarikh (Date):

Tandatangan pemghon

Applicant Signatyre
Tarikh (Date): 22? g/] 10 7/\.(3

UNTUK KEGUNAAN PEJABAT (For office use)

DITERIMA OLEH / Received By : DISAHKAN OLEH / Certified By :
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