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CHAPTER 1

INTRODUCTION

1 .0 Introduction

This chapter explain about the background of the organization, the 

history of the organization, the vision and mission of the organization. The 

organization chart and roles of the organization are also included in this 

chapter where to introduce the staffs in the organization and to know more 

details of the work flow and work processes in the organization.

1.1 Background of JKR Sarawak Office (History)

The background of Public Works Department (PWD) Sarawak was 

much knitted with the history of infrastructure development in the state. It is 

the legacy of the three distinct periods of Sarawak Government administration 

namely, the "Brooke Era (White Rajahs from 1882 - 1941)", the "British 

Colonial Period (Post World War II) from 1946 - 1963" and the "Period after 

Independence (Malaysian Government) since 1963 till now."The Department 

was established and led by the "Inspectorate of Public Works" in 1882, and 

subsequently headed by the "Superintendent of Public Works and Survey" in 

1897, thereafter designated as Director of Public Works, Sarawak.

JKR Sarawak endured through waves of re-alignment from illustrious 

"Builders" to "Managers" in fulfilling the changing aspirations of the State by 

changing its role to that of Development Project Implementation through 



continual Re-organizing Human Resources, Realigning of its Organisational 

Set-up and upgrading of its technical competencies.

The current core businesses are project management that includes planning, 

budgeting, design, pre and post contract administration, supervision, 

monitoring and maintenance over the contract period, operation and 

maintenance management of infrastructure and utilities; and engineering 

consultancy services.

The Headquarters of JKR Sarawak is housed at Wisma Saberkas, Kuching. 

JKR Sarawak has also established 3 Regional Offices namely Southern, 

Central and Northern; and Divisional offices in all the Divisional administrative 

centres in Sarawak. Besides that, JKR also has the Investigation Branch 

(formerly known as Central Materials Laboratory) at Tabuan Jaya, the Fleet 

Management Branch (formerly known as Central Mechanical Workshop) and 

Central Store, which is located at Bintawa, Kuching.



1.1 Vision of the Organization

4- To be the premier one-stop engineering agency for the planning 

.development and maintenance of all public infrastructure and building 

facilities in Sarawak.

1.2 Mission of the Organization

4- To deliver and maintain quality infrastructure and building facilities in the 

most cost effective and timely manner through a highly competent and 

motivated workforce

1.3Objective of the Organization

“We undertake to achieve highest standard of quality in delivering our 

products and services to meet our customer satisfaction by adopting best 

practices with continuous improvement as our guiding philosophy”



1.4Organization Chart

CARTA ORGANISASI JKR BAHAGIAN SAMARAHAN 2017

Sources: Jabatan Kerja Raya Samarahan Administration Department

(23 August 2017)
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1.5 Role of the Organization

The Public Work Department (Jabatan Kerja Raya) is the Government 

department to manage public infrastructures and government assets in Sarawak. 

The scopes of the department include Project Management, Operation and 

Maintenance Works, Engineering Consultancy Services for government projects 

and assets in Sarawak.

The Administration Department is one of the most important departments that 

play important roles in the Samarahan Divisional Public Works. This 

administration department is the middle department in the organization because 

they control the entire staff document, handle the document, and so on.

The activities in Administration Department which are:

I.
II.

III.
IV.
V.

VI. 
VIL 

VIII.
IX.
X.

Paid Leave (Gaji Cuti Rehat)
Pension
Payment
Registration of incoming mails
Conformation
Transfer
Government Loans
Acting and Covering
Promotion
Extention of Service



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.0lntroduction

In this chapter, I will explain the schedule of my tasks during the practical 

training which is from 24th July 2017 until 15th September 2017. There are explained 

for every week by the time period of eight week all together. In this chapter also 

includes my weekly activity during practical training and the reflection of every 

weeks.



2.1 First Week (24th July- 28th July 2017)

On my first day of practical training in Samarahan Divisional Public Work 

(Jabatan Kerja Raya), I was asked to attend Majlis Ramah Tamah Aidilfitri and 

Ngiling Bidai Hari Gawai organized by Samarahan Divisional Public Work at Dewan 

Suarah, Kota Samarahan. This event was launch by the Yang Berbahagia Dato Idris 

Buang. I was given a task by the staff to distribute the tentative of the program to 

each stall and to every table in the halls and as an usherette to welcoming the 

guests and the VIPs.

After the event, we have mutual cooperation to clean up the stalls of JKR. The event 

was ended at 3.00 pm and I being ask to go back to office for having some briefing 

by the supervisor, Puan Asmah Binti Mohammad. In the office, I was place at 

Administration Department. This department is the middle department in the 

organization because they control the entire staff document, handle the document, 

and so on.

The supervisor introduced me to all the staff there. The supervisor also gave me 

some briefing regarding the Public Work Department (Jabatan Kerja Raya) and it 

functions. Every department in the Samarahan Divisional Public Work have different 

task and function. The department are divided into seven departments which are 

Administration Department, Road Department, Contract Department, Fleet 

Department, Minor Project Department, Account Department, Building Department 

and Divisional Engineering Department.

My first task is to key in the incoming mails and outgoing mails into the system 

(CACTUS). I have been taught to using this system by the staff. The Public Work 



Department was choosing CACTUS and Government Employee Management 

System (GEMS) as their system in order to store the data and information of the 

staffs. Moreover, I also do some filing which is to labelling every boxes of document 

in the storage or known as a document room. The boxes need to label according to 

alphabet. The name list must be documented in Microsoft Excel.

My second task on this week which is prepare the minute sheets for every 

department regarding the notice of Counter Banking of RHB that will be held at One 

Stop Counter. The entire department must receive this minute sheet and ensure staff 

under each of the department gets the information. The minute sheets have their 

own format and must standardize. I have been taught by the supervisor on how to do 

the minute sheet, memorandum letter and other official letters.

Furthermore, my third task on this week which is to sketching the administration floor 

as guidance for Divisional Engineer to make improvement in the office of 

administration department. This is because the condition in the administration office 

is too narrow and need some space to store the files. Besides that, I also doing 

some basic work such as photocopy the document, stamp the incoming mails and 

parcel, sending the letter and document to Divisional Engineer department, design 

poster, fax letter and so on.



Reflection of Week 1

I selected the Public Work Department in Samarahan Divisional Area which is 

also a part of my learning in class which is Human Resource Management subject. 

Samarahan Divisional Public Works recruited me to work as practical training 

student after I applied by sending my requirement and resume to their organization. 

On the first day I started my first practical training, the supervisor placed me at the 

department that suited with my requirement and my course. Starting from then, I 

have been trained to work just like I learned in theory. On the first week I have 

learned many tasks which are to deal with customer, prepare minute sheets, doing 

filing and learned on how to using their system. I also learned to adopt the work 

environment in that office and create the good relationship with the staffs. Moreover, 

there are two method of training which are on-job-training and off-job-training. In this 

practical place, I have been trained by on-job-training which mean I am actually 

working and the skills can be gained while carrying out the jobs. I have learned many 

job which one job to another job in the Administration Department of Samarahan 

Divisional Public Work.



2.2 Second Week (31st July- 4th August 2017)

This week, I had been asked by the staff to continue with the filing of 

document in the storage room. I need to prepare the name list of the document in 

every box. Every box contain several closed file that need to make inspection by the 

PUSTAKA Negeri Sarawak in order to ensure that document have value or not.

After listing down the name of the document, take out the old files from the storage 

room and make arrangement based on the boxes in order to ensure the document 

will be no misplace before the document check by the Pustaka Negeri Sarawak for 

further inspection rather for disposal or store as the value document to the 

Samarahan Divisional Public Work. I also been asked by the staff to create a list 

name of files which the document have been taken out from the storage room and 

prepare the minute sheets that need to be send to the Divisional Engineer section for 

evaluation purpose regarding the files that have been taken out.

Moreover, on this week also we as a trainee student was given a tasks by the 

supervisor to complete one project which is known as Manual Procedure Kerja 

(MPK). We are given seven sections to choose. So, I decided to choose 

Administration Department as my MPK project. This task is to ensure that every staff 

in every department knows their own roles and responsibilities while doing their 

work. Through this Manual Work Procedure (Manual Procedure Kerja), it will be 

easier for the auditor either external or internal auditor to evaluate and to know the 

work flow and work process of every staff in the every departments. The MPK will be 

updated by the staff if there have any changes in term of work procedures.



Before start with MPK in more details, I start to collect the information regarding the 

Public Work Department history, background, vision and mission and collect all the 

staff table file and work flow in the administration department. After collecting all the 

information, consult with supervisor to ensure whether the information is updated or 

not. I also do some interview session with the staff regarding their work process that 

need to be done by them as their daily task in the administration department.

Besides that, I also did some basic work such as photocopy the document, stamp 

the incoming mails and parcel, key in the incoming and out coming mail in CACTUS 

system, sending the letter and document to Divisional Engineer department, design 

poster, fax letter to Head of Department of The Public Work Department and so on.



Reflection Week 2

This week, I have given the task by the supervisor to complete one project 

which is Manual Work Procedure (MPK). Here, I learned on how to create sbetter 

communication with the staffs to get the accurate information from them regarding 

their work process and their work flow. From the theory, communication skill is very 

important where we can convince people either internal or external or the 

organization. The ability to communicate effectively with them is very essential no 

matter what industry you work in. The good communication skill can enhance our 

ability to deal more with others people. The more we interact with other people the 

more knowledge that we gain from them especially from the staff. Besides than 

communication, I also learned on how to deal with customer where the customer is 

from different language, ages, religious and so on. Here, I learned to respect them 

by answer all their enquiry information. It is very important for front-liner staff to 

ensure what their customer want and need to be fulfilled. This is where I learned in 

Organizational Behavior subject, in which interpersonal skill is very need among the 

staff to satisfy the customer.



2.3 Third Week (7th August- 11th August 2017)

This week I was given a task by the staff to calculate the staff leave from the 

beginning of the year until the end of the year using manual process before it key in 

the GEMS system. On this week also, I start to collect some information from staff in 

Administration Department regarding the MPK files and get through all the files and 

identify the work process by the staffs that handle the activities. In administration 

department all staff has different tasks to settle down. Besides doing the MPK, I was 

asked by the staff to arrange the letters in the files which is contains letters of 

memos, minute letter and course letter based on number on the top of the document 

so that it will be easily arranged and systematically to be found based on the number 

that have been recorded.

On this week also, we get the approval letter from the Divisional Engineer went to 

Pustaka Negeri Sarawak to send the file/document that had been prepared for 

disposal. The approval letters was given for two days. This trip was lead by Encik 

Zaidi Bin Montol as hold the position as a Registry Officer. On the first day at the 

Pustaka Negeri Sarawak we have some briefing from the staff regarding the disposal 

procedure and how to use the material that they give during the disposal process. 

During the checked section of the document we need to recount the paper because 

some of the letters are not being counted properly. We also do some clearance on 

the papers.

2nd day at the Pustaka Negeri Sarawak we continue with the clearance of the 

document. Here, I have been asked by the Archivist staff to learn the process of on 

how to cover the file and the papers with the proper process in order ensure that the 



papers will not ripped. I also do some basic work where I helped the staff to doing 

some photocopy of document, fax letters and I also photocopy all the material 

needed for the MPK such as MPK guidelines, form of activities and others document 

that are related.



Reflection Week 3

For the week 3, I learned the filing system. This filing system is where to 

record all the personal details of the staff, rearrange all the letters and how to 

managed those file. File system is used to control how data stored and retrieved. 

Without the proper system for these, it may difficult to identify where the file are 

located. Moreover, on this week also I learned on how to deal with the old files that 

still have value to the organization. To maintain this document I should have 

encourage myself to work more carefully and be patient because in order to deal 

with those old document it required several times to managed it where it have their 

own process to go through. The old document that still has value for the organization 

should be stored in archive where it can become evidence for the organization. From 

what I learned in this filing system and deal with those old document which it is very 

important for every organization to have a proper filing system and maintain the old 

document because it will use as a evidence and guidance for future.



2.4 Fourth Week (14th August- 18th August 2017)

On this week, I start keying information regarding the Public Work Department 

history, background, vision and mission and objective. Since I choose Administration 

Department as my project, I also collected the objective of the administration section 

from the supervisor. Through this also, I was lead by the staff to make the 

organizational chart from the top management until the sub unit of the department. 

Samarahan Divisional Public Work received the certificate of ISO in the year 2008. 

Here, I was receiving the file from the supervisor regarding the work flow and the 

work process that have been confirmation by the ISO. As requested by the 

supervisor, she managed to put several work activity in the MPK which is paid leave, 

pension, payment, and registration of incoming mail, conformation, transfer, 

government loans, acting and covering, promotion, extention of service. Through 

this, i was create the work flow of each of the activities.

Furthermore, in this week also I was given the task by the supervisor to update the 

staff name that going for courses since August 2017 and until September 2017. I 

was lead by the supervisor to prepare the minute sheets for staffs that are listed to 

going for the courses and i also prepare a letters of memorandum rasmi for the 

notice of all staffs about the promotion of Gred H11 which is for the driver. I required 

to update all the staffs information that have been conformation for their promotion in 

the system.



I also been asked by the staff to key the incoming and outcoming mails in CACTUS 

system and scan all the document in system. Besides that,I also key in the data and 

the CMC in the personal file of the the staff in the Samarahan Divisional Public Work 

(PIS). I was given a task to key the contractor personal details in the microsoft office 

access where all the document of the contratcor must be accurate.

Moreover on this week, I was asked to conduct some disscussion with admin 

assistant regarding the information about payment. They teach me how to calculate 

the payment, how to ensure the payment are key-in in the proper way and the steps 

to send the payment to the head quartes. I was rotated to other department which is 

the Minor Project Department for doing filing and prepare the files of every document 

that is incoming and outgoing document. In this section, i learned on how to produce 

the letters that need to be send to the contratctor and the suppliers.

I also did some basic work such as photocopy the document, stamp the incoming 

mails and parcel, key in the name list of the document in the Microsoft excel for the 

reference to clear up the document in the storage room, sending the letter and 

document to Divisional Engineer department and fax letter to Head of Department of 

The Public Work Department.



Reflection Week 4

In this week, I have learned the flow and work process of the Administration 

Department. Administatrion Department is very important in every organizational 

where it become the backbone in every organization. Administration department 

engaged in a common set of functions to meet the organizational goals. Here, I was 

going through all the work process of every staff in the Administration Department. I 

learned on how to organizing the work in the good way in order the work can be 

completed in required time. The proper organizing of work can increase productivity. 

By keeping organized, it will save time looking for things and will have more time 

to work on important tasks. As organization it can improve the flow of communication 

between their staff and their team. I also learned on how to be more responsibilities 

to complete my task.



2.5 Fifth Week (21st August -25th August 2017)

On this week, I start my day at Minor Project Department where I need to 

continue with the filing process. All the document area divided based on the project. 

There are many types of project under Minor Project Department where the amount 

of the project not more than RM500, 000.00. The entire project document is stored in 

the Minor Project system.

I also continue with my MPK where I need to ensure that the work process and work 

flow for pension activities are updated or not. I conducted some discussion with the 

staff that is responsible to handle regarding the pension of the staffs. I was also 

going through all the work flow and work process in the ISO 2008 files. I had been 

asked by the supervisor to prepare a minute letter about the security pass. 

Moreover, I also help the administrative staff to ensure the list of record are written in 

correctly and indentified the reference number of the file. I also managed to store the 

entire file in the shelter.

Furthermore, I also required to key in the contractor tender document in the 

Microsoft Access where it need to be key in all the contractor profile, address of their 

organization, amount of tender and the date of their tender. This information is 

needed as evidence in the future for the staff to evaluate the contractor profile.



Reflection Week 5

In this week, I learned to identify the reference number for the new file. Every 

file has to be stored with reference number so that it will easy for the staff to allocate 

all the outgoing mails and all the personal matters of the staffs. All the activities that 

required sending out mails need to be stored as an evidence and reference in the 

administration department. I learned all the procedure in the filing system. A good 

filing system may enhance the effectiveness and efficiency of work. I also being able 

to doing some research on the system that they use to store the document which is 

CACTUS system. This system is really important in filing system in that organization.



2.6 Sixth Week (28th August -1st September 2017)

This week I was placed at contract section for 2 weeks. So I started my day 

prepare the notice of tender for Madam Fatimah as the Assistant Engineer in the 

Contract Department. I was given the responsibilities by the assistant engineer to 

join for the undo the vote at the Resident Office at Samarahan Divisional. This trip 

was lead by Madam Fatimah Binti Merikan and follows with Madam Hajah Siti Fairuz 

the Divisonal Engineer of Samarahan Divisonal Public Work.

My task is to list down the contractor name that is joining with the vote which it 

recovers for Rural Transformation Program (RTP) near Samarahan area. After that, I 

were required to see the flows and the process of the withdraw by the contractor 

witness by the top management of Resident Office which is Yang Berbahagia Tuan 

Ali , staff of The Public Work Department and Resident office. After the voting 

process, I had been ask to prepare the document of the successful tender and 

prepare the document of successful bidders that have been win by the contractor 

during the withdraw process under JKR

This week also I have been asked to key in the contractor bank statement and their 

status of Construction Industries Development Board (CIDB), Unit Pendaftaran 

Kontraktor dan Juruperunding (UPKJ) and their Bumiputera status in the Microsoft 

Access. I also prepared bill issue of the tender for the deposit and fee that need to 

be pay by the contractor before get the document tender and prepare the list of the 

contractor name that successful during the withdraw for reference of their project

I also act to serve the contractor/customer at the counter when they have inquiry 

information regarding the tender and decided to buy the open tender. I also doing 



some basic work such as photocopy the company files and photocopy the document 

of the contractor, call contractor to update their CIDB and summit their bank of 

statement and collect the bill of issue from the contractor and prepare the document 

that they required.



Reflection Week 6

On this week 6, I was transferred to another department which is contract 

department. In this department I have learned the new thing especially on how to 

interact with customer and how to deal with them when they managed to buy the 

tender. I need to work in multiple tasks because the staffs in this department are 

limited. In this department, I learned a lot using Microsoft Excel because all the data 

are stored in the Microsoft Excel and how to key in all the information of the tender 

document. On this week also, I learned the new thing where I was able to join the 

process of voting in the Resident Office where it required the contractor to undo the 

vote to get their tender. I was learned on how to control the situation. In this part, I 

need to clearly give information to the customer. The information required must be 

accurate where I need to doing some research regarding about the tender of the 

document.



2.7 Seventh Week (4th September -8th September 2017)

This week I started my work with key in bill of issue of the contractor for 

company for their deposit and fee to get for document of the tender and key in 

contractor registration in the Microsoft Access. I also called some of the companies 

to send the update certificate of CIDB and their license as evidence. I also update 

the company status of their class in CIDB and UPKJ and update their expired date of 

the certificate. Prepare document tender for the successful bidders. Besides that, on 

this week my task is to key in contractor documents and update their profile in the 

Microsoft Access so that it will easy to detect and identify their data.

For the second times, I was given the responsibility by Madam Fatimah to join for 

open tender document at the Resident Office Samarahan Divisional. This process is 

very confidential. Every document in the locked box is open only with the witness. 

The contractor document must be listed down along with their company name. 

Prepare document for previous tender and photocopy their certificate as reference. I 

also send the box of the document to the Divisional Engineering Department for 

further evaluation.



Reflection Week 7

In this week, I have participated in opening the tender where it is very 

confidential. It only required several staff. I was given the trust by the staff in-charge 

to take this responsibility. Here, I learned the new thing where I need to deal with all 

those tender for the contractor. It required me to become more rational in doing 

those work. All the process of the opening tender is monitor by the top management 

so that there will not incurred any corruption. I learned to always think positive while 

doing any task given because the process of open tender required several amount of 

money. Integrity plays important roles in this situation where it encourages the staff 

to work in the good manner without taking the advantages.



2.8 Eight Week (11th September- 15th September 2017)

Final week on internship, so today I worked at Administration Department. My 

first task is to help the staff to send the new practical students to their department. I 

need to teach the new practical student on how to issuing bills, create document for 

the successful bidders, key in the bank statement of the contractor, update the 

contractor profile and certificate of UPJK, CIDB status and the contractor certificate 

of nationality.

Second day of the week, I was “borrowed” by the staff in building section where I 

need to settle up the closing file. The file must be divided according to years, where 

the document that not more from the years of 2011 need to be store as a disposal 

document. Moreover, I also have to divide the entire document to incoming mails, 

outgoing mails, memorandum, minute sheets and claim of the staff for the Minor 

Project Department. All these documents need to key-in in Microsoft access as their 

reference.

I also had been asked by the supervisor to prepare minute sheet of criteria-criteria 

pemilihan calon bagi tujuan perakuan kenaikan pangkat dalam perkhimatan awam 

negeri Sarawak and minute sheet for menerima laporan tahunan unit audit dalam 

Kementerian Kerja Raya Malaysia 2016. I finished up my project MPK and summit to 

the supervisor for approval. The MPK that have been approved must be sending 

also to the Divisional Engineer as their copy.

I also sent the document to each of the department stamp the incoming mails and 

parcel received fax the letter and doing some photocopy activities for the document 

need in the administration department.



Reflection Week 8

In this week I was able to finish my project that was given by the supervisor 

on time and able to do the task properly. I was also able to prepare two minute sheet 

in one day. It is show that I understand the format being used in the organization and 

what information should include in the letters without any guidance by the staffs. 

Besides that, I was also being able to know the procedure or step to manage the 

filing system. I know how to divide every document that has been documented in the 

file and key-in the entire document in the system that the organization us. Here show 

that, filing system is very important in every organization, as mentioned by lecturer of 

Management of Information System the good filing system may make the work easy 

and the data store in the filing system can kept in the long time.



CHAPTER 3

FILING SYSTEM

3.0 Introduction

In this chapter, I will explain regarding the definition of concept filing system, 

the importance of filing system, qualities of good filing system, methods of filing 

system and procedure of filing system. In this chapter also I will explained about the 

task assignment of filing system in the organization of my practical training and 

application used for filing system.



3.1 Definition of Concept

Filing means keeping documents in a safe place and being able to find them 

easily and quickly. This filing is really important in any organization nowadays. Filing 

system also means as the central of record keeping system for an organization 

which the system help the organization stored their document in more organised, 

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

access information to do so easily.

According to Hiromichi Fujisawa, Jun'ichi Higashino and Atushi Hatakeyama (1985) 

a document of filing system is provided for storing a large amount of information in 

proper arrangement for facilitating utilization thereof by a user, while allowing 

semantically retrieval to be realized even from vague fragmental information. In other 

words, filing system is the place where the data are stored and to be referred by the 

employees.

Meanwhile, Claudia H. Wentworth (1995) also mentioned that a filing system is for 

storing, organizing, and handling household documents and data includes a file 

container in which a series of file folders are supported. So filing system is very 

important within an organization because many data and information are stored at 

one place. The good filing system is very essential for the organization in order to 

maintain their document as well as to provide the relevant information when needed 

by the employees.

Without proper filing system, it may difficult for the organization to maintain their 

document and searching for their document in the appropriate time. By this filing 

system the organization may enhance their organizational performance as employee 

can access the data and information needed easily. This is because as cited in 



Jackson and Smith (2011), one of the major problems in the organization is 

searching for relevant files within an organisation. These problems affect the 

employees for a number of years (Kelly et al., 2010; Kobayashi et al., 2006). As a 

result, many companies spend a lot of resources in order to achieve the best data 

and document storage facilities. This is because a bad filing system can lead to 

ineffective searches and wasting the time of the employees in getting their job done 

(Dubie, 2006).

Silberschatz, Galvin and Gagne (2005), also mentioned that most organization may 

ensure that the file system in their organization is the most visible aspect of an 

operating system where it provides the mechanism for online storage of and access 

to both data and programs of the operating system and all the users of the computer 

system. From this it will make the employee easy doing their jobs in accessing the 

data in the filing system. Besides that, in filing system it consists of two parts which is 

a collection of files where each of storing related data and a directory structure which 

it organizes and provides information about all the files in the system. Through this 

part of filing system it will just required minimal of time to enter the data or the 

document in the filing system.

In a conclusion, filing system is very important in every organization either small or 

large organization because filing system may enhance the performance of the 

organization especially when it deal with the value document, this filing system also 

may minimize the time required by the employee in giving their service to the public. 

Moreover, the organization also can expose themselves to a legal problem if they 

cannot prove the appropriate document when it is required by the authority. In 



summary, every organization should have a good filing system to ensure all the 

document stored safely to be use in the future. It also can increase the effectiveness 

and the efficiency of the organizational performance.



3.2 Importance of Filing System

a. The office staff can easily locate and use the records properly without any 

delay under good filing system. This leads to savings in time and brings 

efficiency in office operations.

b. Filing arrangement helps the office staff to refer the relevant document very 

quickly without taking longer time.

c. Filing system protects the documents from possible loss or damage, rats, 

insects, water, sunlight, dust and some time from the dishonest staff of the 

office as well.

d. Filing provides proper guidance to the staff in performing their duties which 

increase to develop working efficiency of the staff in the organization.

e. Filing is important for setting disputes between the contracting parties.

f. Filing enables the executives to take quality decision at time.

g. Filing provides documentary evidence in the court of law.

h. With filing, it helps the document in the organization to be organised, 

systematic, efficient and transparent.

i. Filing facilitates the management in case of securing order from the 

customer and collecting dues from them also.

j. Filing system enables the office staff to handle correspondence correctly and 

quickly. This creates and increases the goodwill of the organization.



3.3 Qualities of Filing System

a. Simple: The filing system should be easy and simple to be understood by the 

entire employees.

b. Economy: Filing system should be economical. It should not be expensive to 

install and operate. The cost of files, folders, cabinets and equipment should 

not be high and are appealable.

c. Compactness: It should be compact and should not take unnecessary space 

in the office room.

d. Accessibility: Files and folders must be preserved for future and must be 

easily accessible.

e. Suitable: It should be suitable for any kind of organization and it also should 

meet the requirement of the organization.

f. Flexible: It should be flexible enough and must be dynamic and changeable 

according to the needs of an organization

g. Safety: A good filing system must preserve all the necessary documents from 

insects, dust, fire, and water. It should preserve documents in good condition.

h. Indexing: A good filing system must have proper indexing in order for reduce 

time to searching the document.

i. Classification: The files should be classified in a proper way so that it helps 

in easy location.



3.4 Methods of Filing System

There are contain 5 methods of filing which is Filing by Subject/Category 

Filing in Alphabetical order Filing by Numbers/Numerical order Filing by 

Places/Geographical order Filing by Dates/Chronological order

a. Numerical filing

The way of arranging the file under which the files of the individuals or 

organizations are arranged in the drawer in the numerical order as 1, 2, 3, 4, 

etc. is called numerical classification. It requires recording their name in a 

register book according to the serial number and the same number is written 

in the file instead of the name. This method also arranged by number. In its 

simplest form, a serial arrangement beginning with the lowest number and 

proceeding, but more complex systems can be used for large series. Best for 

case files of one type or another, permits, and forms where numbers have 

already been assigned.

Source: Retrieved from https://www.kullabs.com/uploads/file-folders-numerical-label-

18306485.jpg

https://www.kullabs.com/uploads/file-folders-numerical-label-


Advantages

1. It is possible to maintain secrecy under this filing method.

2. It ensures the quick identification of files due to the use of separate index 

and guide cards.

3. It is more flexible because addition and deduction of documents do not 

create difficulty.

4. It is suitable for all types of offices even having the larger number of files.

5. Its greatest benefit is its speed
I

6. It can increase production time by 40 to 50%

7. Provides a positive identification of the record and a degree of 

confidentiality.

Disadvantages

1. It is not suitable for the small scale organization.

2. It is more time consuming for the location of files.

3. It is an expensive method as it requires separate index and guide cards.

4. It is impracticable for those where names are more important than 

numbers



b. Subjective Filing System

The way of arranging files in a drawer or cabinet according to the subject of 

the document is called subject classification. Under this method, the papers 

and documents are classified according to their subjects and filing is made on 

the basis of such subjects. This classification emphasizes on the subject than 

the name and number of the correspondents. The files related to a particular 

subject can also be sub-divided into alphabetical order. This method also 

involves arranging of material by a given subject. It is done with the help of 

descriptive features choosing a word or phrase for each subject. It is the most 

difficult of all filing methods, moreover it is expensive to maintain also.

Source: Retrieved from

https://elearning.kullabs.com/img/note_images/J6r6VdSgsyQYFpuk.jpg

https://elearning.kullabs.com/img/note_images/J6r6VdSgsyQYFpuk.jpg


Advantages

1. It is easy to understand and operate.

2. It makes available all the documents to the same subject in one file.

3. It is flexible as it has the benefit of expansion.

4. It is easier to locate the particular document if the subject is known by the 

users.

Disadvantages

1. It is difficult to locate the document if the concerned subject is not known.

2. It does not make available all document of a single person in the same 

place.

3. It also does not maintain secrecy as the names of the subjects are written 

on the files.

4. It is an expensive method as it requires separate index.



c. Geographical Filing System

The way of arranging files in a drawer or cabinet on the basis of geographical 

regions is called geographical classification. Under this method, the files are 

arranged on the basis of town, district, zone, country, and continent. A 

separate filing cabinets or drawers are fixed for different regions and the files 

related to a particular region are stored in such specified drawer or cabinet. All 

the cities and districts in a particular region can be arranged alphabetically.

It is operated generally by province or country and then alphabetically or 

numerically by account name or numbers.

Retrieved from: https://www. smead.com/images/organomics/articles/1306/main.jpg

https://www


Advantages

1. It is simple to understand and easy to operate.

2. It is suitable for those organizations which deal with a large number of 

geographical places.

3. It makes easy to locate the files as it uses different geographical guides 

and index cards.

4. It consumes less time in searching and obtaining the document because of 

the separate geographical guide.

Disadvantages

1. It is difficult to find the file if the name of the geographical place is not 

known.

2. It does not maintain so much secrecy as the names of places are written 

on the files.

3. It is a very expensive method because it requires various geographical 

guides and index cards.

4. It is not suitable for the smaller organizations.



d. Chronological filing

This is filing by date used for bills of landing, copies of freight bills, cancelled 

checks or as a reserve file. It is used where there is little or no reference 

made to the record. This method also arranged by date. Most useful for small 

files and for records that have a very short life span so that you can destroy 

older materials without difficulty

Source: Retrieved from https://www.google.com/search?biw=1366&bih=651  &tbm

https://www.google.com/search?biw=1366&bih=651


Advantages

1. When dates are known, it is very easily to find out.

2. It is good for overall classification i.e. if the correspondences are 

maintained for many years.

3. Chronological classification of filing is very simple to operate

Disadvantages

1. Chronological filing is not useful for large scale business units.

2. It is very difficult to locate the documents if the date is not 

known.

3. Incoming letters might be separated from outgoing replies.



e. Alphabetical

these may be topical or classified arrangement. Topical arranges files in 

straight alphabetical order. For example, subject correspondence would be 

arranged from A-Z, based on the name of the subject. This method is also 

called Arranged in alphabetical order from A-Z. This is the basic arrangement 

for most subject files. There are books written on both how to assign the titles 

that are put in alphabetical order, and how to alphabetize the folder.

Source: Retrieved from

https://www. acandc. co. nz/sites/www. acandc. co.nz/files/styles/staff

https://www


Advantages

1. An index to record may not be needed

2. Can be effective, if everyone adheres to filing rules

3. Permits borrowing through files

Disadvantages

1. More misfiling occurrences than in numerical systems

2. Name changes can cause problems with retrieval

3. It becomes inefficient and cumbersome in large system.

4. Unauthorized person can easily find record.



3.5 Practice and Procedures of Filing System

Processing records for filing

• Check and make inspection to see that the material is complete. If not then 

return back to the party.

• Analyze the item for inclusion in the appropriate primary classification, 

record series and appropriate folder.

• File the item in the front of folder so that it will easy to identify.

• If a folder does not exist, create a label for a new folder where it means as 

a new file.

• Integrate the folder into the system

Returning records to the file

• Check to see that the material is complete

• Enter the date of return on the out card

• Remove the out card and replace it with the folder

Cross-referencing

The situation when to use this cross-reference which is:

• When the subject matter is broad and contains several different filing 

features, or is closely related to two or more subjects

• When the document affects or is functionally connected to two or more 

departments

• When a document is moved from one location to another location.



3.6 Task Assignment of Filing System.

During my practical training I was assigned in several sections but mostly I was in 

Administration Department of Samarahan Divison Public Work. During eight 

weeks period for practical training, there are several tasks that have been given 

to me which are related to the filing system. This task includes computerized filing 

where all the data are stored in the system of the organization itself meanwhile 

some of the data were recorded in the book where it is call as manual filing.

a. Key in and updating the contractor bank of statement and their 

company profile in the Microsoft Office database.

b. Key in the data of the contractor such as the bill issue of tender that 

has been paid by the contractor and issues out the document in the 

Microsoft Excel as a reference.

c. Received the bill of issues from the contractor and key in the number 

receipt in the system.

d. Key in the incoming mails and outgoing mails in the CACTUS system.

e. Scan the entire document that have been saved in the system and 

stored the memo of the document in the file.

f. Updating the status of the employee in the GEMS system.

g. Prepared the list of the document and stored it in the Mirocosoft Excel.



These are the main application system of filing that has been used in Samarahan 

Division Public Work:

a. Government Employee Management System (GEMS)

4- This system is used to submit leave applications, check status of 

benefits entitlement, car and house loan applications, 

allowances, performance appraisals, training and promotions 

are reduced and effectively managed online. 0

4- Timely and confident decisions on key business plans and 

actions can be made with the support of GEMS online inquiries 

and reporting capabilities. 0

4- Easy online access to comprehensive information on 

employment details such as job vacancy and job application.

b. CACTUS

4- This cactus system is where the incoming mail and outgoing 

mails are stored in order to ensure the document have a better 

reference and prove in future.



CHAPTER 4

RECOMMENDATION

4.1 Introduction

In this chapter, it explained on the advantages and disadvantages of the filing 

system in the Samarahan Division of Public Works Department. This chapter also 

provide some suggestion or recommendation of the filing system in the Samarahan 

Divison Public Work Department (JKR)



The filing systems that have been used in Samarahan Division Public Work 

Department (JKR) have several benefits or advantages. The first advantages of filing 

system in JKR which are faster filing and retrieval of information where all the 

document are stored in the computerized. Through this, it makes the employee easy 

to filing the entire document in the system that is incoming and outgoing mails.

Besides, it also will take minimal of time for the employee to retrieve the information 

that required by the customer.If the papers, documents, information and materials 

are properly filed, they will be easily found whenever needed, which helps in quick 

performance of an official work This system provides enhanced data retrieval 

techniques to retrieve data store on files in easy and efficient way. With this system it 

will easy for the employee to identify where the document are located in the cabinet. 

Here, it can save the both time of the customer and the employee.

Moreover, the next advantages which are the organization can improve the service 

in their organization through the system that has been used. It shows that the 

organization can improve the process of their delivery service toward the customers. 

The faster the delivery of services it can enhance the productivity of the organization 

meanwhile it can make easy for the customer to deal with this organization

Furthermore, the advantages of the filing system that have been used are to 

preserve the documents for future reference. Filing provides protection to all the 

important documents from rats, insects, dust, and water due to the space of the 

organization is quite small. The system that has been use it will save the entire 

document for the future reference either in the big size of data or in term of the paper 

document.



4.3 Disadvantages

There are also contains several disadvantages of the filing system in the 

Public Work Department which are duplicate data where the data is stored more 

than once in different files, that means duplicate data may occur in all these files. 

Since all the files are independent on each other so it is very difficult to overcome 

this error and if anyone finds this error then it will take time and effort to solve this 

issue.

Next the second disadvantages are inconsistency. In file processing system, various 

copies of same data may contain different values. Data is not consistent in this 

system, it means if a data item needs to be changed then all the files containing that 

data need to be modified. It may create a risk of out dated values of data.

Besides that, the disadvantages of system that has been use may occur to the data 

isolated in File Processing System and data is stored in different files. These files 

can be in different formats. If they want to extract data from two file then they are 

required to which part of the file is needed and how they are related to each other

Another disadvantage of this filing system is where it might cause the difficulties in 

allocating the old files. In this organization, they need to deal with customer or public 

in order to receive their service. In dealing with customer, they need to access to the 

old files and document as their reference. This will difficult for the staff to find the old 

files or document and they need to review one by one of files that has been kept. 

Hence, it will take a longer time for the employee and for the customer to get the 

document and files.



For my recommendation, I suggest that the Samarahan Divisional Public 

Work need to improve in term of filing system as where only in Administration 

department using this system meanwhile for other department they need to key in all 

the information manually. Every department in organization should have a proper 

filing system because they need to store the entire document in their department for 

their future reference. Hence, it can remove inactive and duplicate records from the 

filing system to increase efficiency. The retention and access times will improve 

dramatically.

Next, the second recommendation is organization must conduct inventory checks at 

least once a year to improve the organization of the records. This will also help to 

know whether the filing system is running smoothly or not. Through this conduct the 

organization may maintain their filing system in productive ways and ensure all the 

document in the filing system are available and easy to access when needed it.

The third recommendation which is this organization should label their file system 

where it can help them significantly; colour coding can make all the difference in 

sorting the clutter of files in their office. Meanwhile the colour coding may have to be 

changed after some years due to changes in projects. It is possible get the work 

done by professionals.

The final recommendation is this organization should provide more space to store all 

the document. They should provide one room in order to ensure all the document are 

safe and stored in the proper way. Without proper safety for the document it may 

harm for the organization in the future.



CHAPTER 5

INTRODUCTION

5.1 Introduction

In this chapter it summarize for all the chapters from Chapter 1, Chapter 2, 

Chapter 3 and Chapter 4 for this practical training report in The Public Work 

Department at Samarahan Divisional.



In this chapter I have explained in details about the organizational background 

of the Public Work Department. I also stated the vision, mission and objective of the 

Public Work Department. Every Divisional of Public Work has the same background, 

vision, mission and the objective. Moreover, I also identified the organizational chart 

of Samarahan Divisional Public Work. This organizational chart includes the roles 

and function of the organization. I am also able to clarify the hierarchy of the 

organizational chart from the top management to the lower management. Every 

department in Samarahan Divisional Public Work have their own organizational chart 

where in every department the staffs have different task and have different roles and 

responsibilities. As was I placed in the Administration department, I also stated the 

organizational chart of Administration department in this chapter. However, every 

staff in every department play the important roles as the worker and they worked 

together to achieve their goals.



In chapter 2, I have explained my entire task in details during my practical 

training. My practical training consists of eight weeks altogether. Here, I also 

explained regarding my task in daily basis. The task given to the trainee is based on 

the guideline given from my faculty. I have learned the task and job of Administration 

Department, Contract Department, Building Department and Minor Project 

Department. In this chapter also, it explained about the theory that I had been 

learned in class and what task that I had done during my practical training. Most of 

the tasks given are related to my degree programme which is Administration 

Science. During the internship program, I am able to apply what I had been done 

from my first semester until semester 5 into the reality of working environment. In 

additional, I enjoyed my practical training as I had learned many things and 

experience which also can make me prepare after I step into my working life.



In this chapter 3, I focused on my main task that has given by my supervisor 

during my practical training. I choose one area of my task which is filing system. 

Based on the task that I have been chosen it really give benefit to the organization. I 

explained the concept of filing system, importance of filing system, qualities of good 

filing system and I also explained and described the advantages and disadvantages 

for method of filing system. In addition I also explain the procedure of filing system 

which it is the step of completing filing system for the organization. Lastly, in this 

chapter 3 also, I clarified the task assignments in the organization and there are 

contains several applications that had been used in completing the task.



In this chapter 4, I highlighted the pros and cons from the main task that had 

been given to me during my practical training which is filing system. The advantages 

of filing system can be beneficial for the organization in order to improve the 

organization flow of filing. Meanwhile the disadvantages of filing system can be used 

for the organization to make better correction in the future so that it can increase the 

organization productivity. In this chapter also, I also stated several recommendatios 

that I have suggested in order to improve the filing system in the Samarahan 

Divisional Public Works. The purpose of this recommendation is to ensure the best 

filing system in that organization in order to improve their productivity and enhance 

the organization effectiveness and efficiency.
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Date Exact Nature Of Work Done Supervisors 
Remarks

HziPAy

- coUed"« in^ornaafion
•Hie 3 vus-fav^ ana admin Refton
wovk M(M/-

- c^Mtes fr&miMtiM cwiH t^v
■Hie Mmih tehdki

- ^ho-foapg AU-foe xe^d
as a reference

yO Vy 7

- emu If ctidh 4»ista/4- 4W*n‘O
the hSt 4he <oo*<tc ih <fhe JMmin
Seefion-

- io na nsxj
teoHakv



Date Exact Nature Of Work Done
Supervisors 

Remarks

i/biln XAonOAV -

— - emeu lading leave -from
banning of -Hip uMi|4te

—
of yew

- usllect ittjuv motion drz»n
in Admin ^dit/b regarding -foe IT\pK

Tina <H>e 5^ htT Admin Sediino
Hi£(> ^le -Wible \=. /

- -Hirough ad Tfie nnd "yf
icUkdrfy -Hi? pncesi bj
-foe hahdl* aHkHy

- >hefccopy 4he fdeuanf oUcufrenH /
dnd -fo ^cd( in /UfK- /

k/

PRACTICE

LOG
LIB
B€

Alt^G

I0K



PRACTICAL TRAM

LOG BOOK

Date Exact Nature Of Work Done Supervisors 
Remarks

s Wn ■mE£»t)Ay • ■ <» V *

- continue uiHi AlpK , S6 1 Started A
u^t Key in the background-
and prepare 4he craanoawnal
chart

- print out th© guidexinQS ot
the MpK procedure

- photocopy the document that
to be saved in the Xtles.

- stamp the coeoi in coming mails
and parcel-

- Arrange the letiew in the
vihicb is Memo, minute leHen and
arurse leMik baied number on the
lop 56 thed it vull b* easily arranged

syiKmahcniiy ft be Jound
based dh the number 'iM ccdy^dy



FRACTAL IWIHG

LOG BOOK

Date Exact Nature Of Work Done
Supervisors 

Remarks

q/DsA?

- \A)eni to Pusiaka- Neg^ Samu/Ak <7^
to send -the file/dealing 4hat had r
been wpased d&posal

- Re count the because
some 4
counted properly

-
- Doing some Clearance the t ^ey

because the paj*^ LU« not prefer
being ^(|n3 d the japef ShH have
unsfraigl/t line.

i»\ W'

.x s *7



Date Exact Nature Of Work Done Supervisors 
Remarks

io/o^n TbURSPA/ /: •.. j

- Y&v the Second* day To
FUSTAKA Sara uo at udth
Sheik 2aicV B«o Monte) +o
corshnue docum^ni

- clear 4be decumetrl q^sud

4b e Pustako Negeri

- ttelp -them to cove/ -Hie urth
pjoper process and -see -fhe step£ \ // - /

to ensure that the pnpen ate carecHy r
Straight and being counted 1J/

- Some bn^incj by the frig's 

c4 Pu^TAK N^gev, savauM*
on hew i© use -fbf /Kdteeiai -M

give ir> ibfe prDj^V UydcjS

So the jxjfev may not tear 1
and use the doable tap tt teca/e^ /

-Hie >Qit 4- paper fW <*»e in cncHcal /
etnetr iems



Date Exact Nature Of Work Done
Supervisors 

Remarks

H/o%ln PWAy

- prepare Manual Procedure Ketja C MPk) 
and eu A-dmin ^ednon

—

■ && -Hie infowidtfiO) ttgardLinc)

tfie Admin process and -fhe
^oco -Crem 4^e Admm

and 4he .sWF c£ po<S#W
Oj u J

in dfie WlW

- phatoccyj alt -4he imatenas Ateded
sadn as 4M MPk fyjudalines
dud ofiim doca^^

4he MPK
/y

V'

- colled 4*if ddrt I
iH dMe jeefidH

dH6l

4iia4 do ih ^106•

9^ i4^i< cullepe^ to

?4#kd dc^' 1

- ^Crtt>CO^0 <Hlf wMc

Ihio/nin^ ^ails and ^rrh cuti
u Lt

paicd luv l>einj
-Hi? AW JiIp-

RACISM



Date Exact Nature Of Work Done Supervisors 
Remarks

Zlatin Mon imy <• g-w.'- •'

- Hiis fcWuue
tet dirinc Wk ?incp i4 is0
Hied -isv us as Ihiim

7k R, unto atokisMlM
Mw piunt bn ten k\M^-'■'■'■'■'i/ •'. - >«>1• Il. i

- bH (4pwh ^ii ilu
; Aii^dV\ , obiechue

■Admin fecto ohj^diie

- 4he ck^iH
4 -Hm M dte lap
tec S\\i> o^/afhH^rl av

- ^erCiU'u^ i^o JUU -f^kvi
A-dMiK
okan • M #ie kA

/

Skf 4b pvH Wi^il ‘VtrvU
a^iudyi ih nhe MPK which >s

- frTte (tth j’-ehkt
jwe,n 1?' J

- EyVeimo/) 4
- pvwrtw

to >A| lews
Inwii^ ! wils

- Ti/AHS-ftv

- W41 CCVOnHJp' J



Date Exact Nature Of Work Done Supervisors 
Remarks

/
- Key in contractor tender ana

company pntfile in the micnaafi
database-

- - continue ufth my manual toceduie
tazno CmpK) uHh ail 4he objective.
u'&ion and mission and print oat

chart and u&ovK process-
prepare ifile <for mpK and
photocopy the 4hcd retired /

during the aehuty that needed some to /
or others importanWomu aS <£" ea

—
Appendix and reference <fbv
■fre mPK

- frepcae the minute Abeels
announcGmert aJ- flrotang Poy<5ii9

Samardoan •
/

- stamp 4he incoming mails and
parcel <H»t teaziued •



Date Exact Nature Of Work Done 
' -

Supervisors 
Remarks

m/e^n WOO/
- 1 • ..........—......... ■■ ■■■■■

- Coirtinue u#h my iosK manual x -___ -__
— •;,'. -..^ - - »*—/•- Procedure ke/ja CmpR$ g| a-.-____

Admin SecHoh- Prepae 4h« nw • „ %_____
, j, - ■ — ^.. orgqni^aWdn chart fa Admin ;W:

SoeHon because same part ■

line is no* avgned
< .. ■ -..>. .. •

- £ead 4hroygh some procedure ■

in 4he '^o tool
before prepare ’fhe chart
and -Ihe cooric process’ of

—
jhe ctehuty ’a 4he Admin 
Reckon- —

- Key ta ihe contractor -lender
and "the company j>n\Pte
in 4he Microsoft database-

*

- stamp -fhe incoming mails
and parcel reneiues

- Help Pn- Salt a io ensure -the
.

list at record are uon’Tfen
t-..

correeHy and iderrtrbeol 4heip
reference number -^C
.pk •



Date Exact Nature Of Work Done
Supervisors 

Remarks

iSI&ln

- upd^ie 0^ -jw Mes
J^£_2v>l£; ?ori uhW toernb&i/

- Popart MiHtttf W£H
|i^d To fiWfi 'W rtWej ■

b?e4 jw
HhWei/ ^4 4h^ fa art SWi^

nn4 ?CH^ Mina* wM?
-h ^uilrlin^ , MiniA png^ct f
h^ad awl '^Hd
-Hieiy K^me w listed 4ov
courses 1 /

- coiH^Ue u^h Wl< • /
'JOtAl Ckl^H dc

- 1lamp dhe Mfoin/n/ Mails

Artico 'Mat1

- Help pn K^kj'lD Icey in ihci/wis^
M^'ls Cactus /

(M\d i



Date Exact Nature Of Work Done Supervisors 
Remarks

n

- /WU d&y Wk cmtwe
tutoi -fte -fW UaiaA ano! ivMt
|w&s yu Mriw twice

loW-

- yup me 4h€ -Kpuv chan and
phowy all -toe Hiat v\wM
in -toe /ictoiAi

- Nlkn -file or
1 MhmdiM W num hans

toJVn Hash ana Pn
w 64 0^

flntf bt/to 4hem a^, ^(Mfibilrty V
to h/jnaip 4b al 4a3ki

■ 1) 4bf P)U3)^ai /
€kihn^F 4b Puan taHinu

/

- i^u) in +he M(a oj
VH-hlf ih 41ie Miabs^ aafaba^e

I
- $d ^nwioMntfuw -toe

1

ndite db $
fawcl 4f l| ( 4hi^0

- k£u in 4hp dalri ana -tof CM 1
iiq -tor Pis C
fHiUf i h 31^)

1

~ phtrfo (vpj an 4toP anJ
j

p\U 4 in jAa\^>A/ -4^p apwl
4^1 < as /ha



iWCTICM TMG

Date Exact Nature Of Work Done
Supervisors 

Remarks

n [u5|n

- UptW fold 41| -> dnuei/_____
ih ?I5

- update -Has date d CMO im -^e W 1

t

- M 4ie d2^ liM in -Hie ncr^e room

wd thp Mm? hit d
evoiu document

• l^j in fow MnW lift -foe dwur»pni
jh W -jw Mie ^p^ce it 1

clwik U.J) -Hip docuWM-l in

- up tfjf /Up -4if kw

a nd stated Hie/ and \

closet J^'lf o+ wemi eloM^nt
1I

ih 4he docair 2nj- 1
/

- Stamp mcomi^ • /
LZ



PRACTICAL TRAILS

LOG BOOK

Date Exact Nature Of Work Done Supervisors 
Remarks

fWay

- continue urth WlpK doin^ e
chart and uooyk process /
Grant Cali Behal , con-^maton.
and Promotion

- Prepare 4be list o| the -form
as the rtterence use in the
mpK V /‘s

- IM^uce the Utt o| the document /
he storage room and / y/

xeg in the list in the
excel so that to iaenteped
Which Jal are wailaUe in the
Uxes • 1

Minor ' Project CEcnotd

- Doing -Ming af ^wor Project
Section which prepare 4he
jilt -for <ivery document anef
incoming noaiU J-

c»

M



Date Exact Nature Of Work Done
Supervisors 

Remarks

MinoK PROJECT -SECTION

- continue doing Mng a} 4he
minor Project

- Photocopy the document Mid
put in tM -Kle

ADMim 1

- continue vuth factual ProcedUie. \ X
Kerja CmPK) -jor Admin XetHon

^el the injopmation
> J?'

regarding the *p^§W'/uifa Pn Nelly //
- S€nd the document to the Piv»Siona|

Engineer Medion

- PaM Hte ' ।

stamp incoming ma/U and
parcel receive at ^1e informatfon
counter-

PRACTICAL



Date Exact Nature Of Work Done Supervisors 
Remarks

-rUtsp^y U p'* i "

- ic-ey in cohtroc-tor profile in (
micn?&oK debase whether
if KTP or open ior fender
documents-

- con+inue oufh manual hocedure
|cer|a CIYIPK^ which is
drauu 4he 4<ow chart »n ordek
-to ensure -me dep process
is. correct - for incoming mails -

- stamp 4he incommf main
and parcel

1
-sendind fhe document +o

PtUSional Engineer section . v



Date Exact Nature Of Work Done
Supervisors 

Remarks

*—— /

- Manual. fro cedute
vocrK cmPK) for MminisWion
Section
✓ w<mc proce&S
✓ F|ovo eA)at4

- ^he doming Maik and
parcel Q

- sending cLowment xj \r^

tngin^nng Srohovj
1

- Male© a 4M nate letter
about security •

- tag in covvWhctvv ^w^ile 7
Mia<$«$-♦ @^aba$e /

7*o icr to ;wig

IWTO THAOS



ate Exact Nature Of Work Done
Supervisors 

Remarks

'o-^n Monw-y1 ------------------ J —

- prepare #ie tierce Jendev
Puan TtUimdh- ______________ 1

J

- ih -Phe coHrocfD^ bank 4
S^emM and 4tuw ampany
yn^ie in -the Miroo^ dalaWe -

’ in incoming mail * _
con-tt^Ki- .?«ctitfh in +he mmsqH
(a) dMS

- 0J4 -Hie
^^maraio^h Trv

frP -Hie -iwaw ui-M SAi basuha,
Ms^ii Puav) iWiinah. 6k. 4ii^h
and Ph • ttniah Prh Ttxirus CDO

- Usf doton 4he asnWcfov name
-that aw pining 4he wrlhdrAw Much
H- nccvev -jw RTPC ) -

n£Ar SamwhAn a>^ak-

’ Vhf ^4oua o| 4he bUHidi^kV

And S^ldk at Jitbdthi i
/

- WzMtf <&e doruvu/^ ftt
U-,.l U-...- L—..



Date Exact Nature Of Work Done i Supervisors 
Remarks

m&vefi
-4------ f--------

- Phepar^ -the al 4he K

£«<WS|u| biddenJ

ana their $Wu$ 4 Wh, (tP£f
Ah a tkei'r feumi^uiftA efyrw in
4Ut Hufttm A^mbcOt • ______

-± tef&A &

- Mgfr) &pu JftfL_WU£m
Luc Mt_______

- dottMwnJ ol-
’ 4hl CtfHh4dTV bUM_____________ \______

** * u \ /\

- 9i&)air -Nit W d -Nip a^oda/ name
di nine uAhd^iuAL / ls

rfiV cj 4M/

- (Uthwe-v iM ^fie countev
u^e») JAig Iwt in^uim inW*!^^ \

dffidoA tv -W' ‘

- 9pth CM&I jhk -to 4tie 4
iMWv ftv Ph- F^rh/wa>i• _ 1

_ J

■ 1



Exact Nature Of Work Done Supervisors 
Remarks

Slq U/BWESDAy

- open 6iU issue fav 4he contractor j 
that buying the tende/ * tepoM Afees

. gey in the contractu/ 
profile in 4h« contract 
mi rco^a^t database

___________ . _ _________________

- PHpabe •the documeniA4end^ fa/ 
_

4he ccntraclov bad beedfaid 
___

- prepare Jhe document fau dbe 
cuae^Ml ^iddet$ CRT?)

- can ccYrtyqgfov it> Update 4tor 
cwe> and <summQ 4tiik ban\c 
0^ ^hUemO)4- 

“ collect bill If issue fawn 
4M convadw ____ _

4en^ .





Date Exact Nature Of Work Done Supervisors ?
Remarks

*• I * 1

- K4M in Ml <4 -Hie cowtmdw -

4<JV S^anUai zdn- fchd )

-fov De^4 and p€€ 'to

* &nd 4tie ^oOiAU^Ms "to
toutiiMai faad^
ai4d £dmin &eHsn

in ^i/^c/rv fcjMr^ch^ ?

-MS jUaju £xifa/pjse
‘^tahsa tyn SWfonle
- sy^Uaj TeMs ^umjputerq ^iStoMdior)
M

... -■• / ...... . ■” ""
- |Ze$>cVdX4h toourz'As
' MiX<sv) fhtevpviSe
-sytwUat
- tJ^ pa/tn iw^u
- Sty J44j - M 65

- C4II ?i^ 73 ^}^vp\ASe io
K^\d 4ke4u licence

-tov •cuct^i^e^

- i~h dhe wriYttctfy < 1

4^uj_________
-ppp.s <rf dJ^/^T^ and I

-foi d dj^ CtA^-e^hj pe^Td /
oUrc IcnX^ ’



Date Exact Nature Of Work Done Supervisors >
Remarks

Win —.....—.......... t

• r

- Key in MU of is&ue of -Hie t- t

corrtrador jot 4heir deposit f—
and Jee io <3^ 4he document ■ (

cA 4b e -lender -
* -

- Key m 4b e torrtvadcv fcank
qj statement and Jhdv amp^nw
pM«te ‘h wfe-

-
dcdnba^-______

—

r\ —

- update 4he aimpaM STalus a# I —

«|gx. - C4PR, ug£i ana update 4 7\/ ~

4hdv ^ired date qf Ite yz —

azH^cate

- key in <)be iende^ document 7-

in -the mixus^p cgcxU- 1

r~

—

1 —

.
___ qr

r <_ _ y
1-
—

■

- - -1_____ —±



ate Exact Nature Of Work Done
Supervisors

Remarks j
• ■

IMJff THuesPfty
1

• s

✓ open at ^4^1+ e^ce- !

Pn - vtHimah * Pn Sal uah / Audrey, i ।
- 'J msq and A/alf)W . . ;

✓ open +e»)deu closing or)
o^l cuf Plo p m

* oj?e» jend-ev^ r decuman! no'/
* 334 IC&lMft

H5
s>L /oS/ W /

337
m / &! &rt

/ 1 \
K AA

/ Prepare document -for Pn- ta^mah ry_____
rfov preuaus 4endev and pnoJocof^ / V !
4he document and aimmH -t©
puan TctHmah-

✓ Senaih^ 4he box docampHf
+0 4he p>us'ow«» enspweMnj
SeeliOM and ^vu'ldiwj

i

-- - ______ dAfab^&e <tnd diUAe k)____________ ---- . .

4Uaj box €c^v) s^eHdvi'______j.'

--- ------
1

____________ ___________ __ 1



Date Exact Nature Of Work Done Supervisors 
Remarks

^/n fwwi1

z VWare document lender fov 4he
Successful biddfcfX durtnoj - rqbaf undi -

1/ 4he ewipflngs 400 ■ WKS
sfatus of &ufaipyter&

1 (for T^mah Joy

(An 61 - /
- IJ- k lUKJWH (U JKe (Mpanq pr^ple /

uh-«>c 44mj need -fo xurnffiti /
pn^ple uben buij Jf>e

4h € • I

✓ Phrfc>a|>y ^iU Jbe decutne^
-fijy ‘tvalaxjtKon

-> ai>&

^unt WeK4 $wus

IH ttnn'HlChv decUrtl-dfs
ccrrfrzcdm

pnj-ile m 44)e HtrcrfCg^
Aafabase so Jhaf if cull
4o defecf 4*ieik dod^

|uq) in on ks /
$[ -fte ftMbacfcv /

j fq»euJefl P&rlJ Uni/4/YS v
<£ UrpU prAeflo<l-



IV EEK ?

Date Exact Nature Of Work Done
Supervisors 

Remarks

HIMI H MonpAy / -----  - ..... ..

✓ tielpfnS' W C Pn- Moy) t* —X
fl Mie MW |>rA^t| ShteLUtfi,

J «, >« V :

_ UDM io <Huk rhnwtf
4 6^ Mieni Zurich ■

y lr^4i Mwi / frMhati 1 JT -
ib \ k ^X—

j i^ue $4u
n / i

✓ f\A.CC | »4d tK5
✓ f/r ^Kiy^chVi
✓ lixy in tAnu af^Hwr

cmwchzv
UA ih Me cGvuvactcrv

UPK.^^ &uw-
ptH-er^ and «*>B tiaiws 1

necovd Mf W^Hs-



Date Exact Nature Of Work Done Supervisors 
Remarks

^(0^1i4 WE&PAy___  . J

- ^uiLPinu secnoN- “ ~

< uf Me cloving ।
J-h® bail dan# S^eh^s

✓ Divide (M dOOAMWfc ^VW
each

-> y 206$ - ZDI| -*
-r ✓ 2012 - c^wei^ uJVi be lu^/t

— in -Hit box________________________

• fHoTucap^ Me doatm^nls
J' ------ ■

ft be iw /
owi <fiie-

• cleA^ tAp Me <f«le ih Me
s4oruC|e aM vt^ <Mt Me doCMm^i
m Me taxes-

/

-----  ---

---------- ______ _________ ___________



Date

Mo<lM

Exact Nature Of Work Done

WEDNESDAY______________________
- SECTION -

Supervisors 
Remarks

; * pbepare M»nufe ____
✓ HmibhAn Mion-

Won Tuju^n perAkuan
______ wtaikan ahiaim ymUiimfdVn

^u/A h xiA-eti Sa va wa k
---- —---------------------

__________________________________________ 1
✓ Mw&nnia Up min TAbun^n <An»t 

MH K^MeHtAnAn k^qA
Eama 2^}^

------------------------ -—

u
f\

—
• Pthnj ViAnwAi

ktqA fw“ A^mini^-Wfriw
$€&hun /
✓ < PlowdiAH ^nd wjtsvAo /

Ph>ces<- 4 . ' * ’,

jn(oMi H& AndG *4 
^retneadT $ •

• Pass up document To me

WMimai En^in-c^n^ ^icm

* Tixics Th€ LcH-u -to t^£«z<4UAi4es

M l^aa !
—

. *tamf5 4he iruoMW /
[------ ------------------------------

—

jAkrcis _______ /

______ fQvii^ev - __________.________jJL_ 
M Pos lajm 
✓ intoeing

-------------------------- —



Date Exact Nature Of Work Done Supervisors 
Remarks

4/0 11 IHUKSPAy

fmnoR PE035CT SECTION -
document &v

contrac+uv m\c\ given Io the
con-trac* Section

—
— 1

— j

—

• Divide ail the document Id
incoming Mails, outgoing maiu,
Memorandum, Minutes shf-eft,
and claims

• Key in the ihcomms Mails >
minute sn«€h> Mtnwranduvn,
and Mutiny Mails m the
mi rccMft darab a^e.

» Pnepake (filing Minuy Project

- COniR^CI SECTION -

Find -the dooum^H 4 companys
pn>Jil€ fdv each ^oHmctuy id feting /
feasted lev ^n- F*hmah * /

- Photo copy <the documeHt and /
attazM btOh 4he Hsf at /

that funtrathsv ba^j. </



■Spate Exact Nature Of Work Done
Supervisors 

Remarks

pbapa-/

- Me docwfiwA to Me
; X < -

d. •■.•.'■ c D<u^ Se&Hcsn1
Wimp Me 4ocutAM4 /

___ incoming /Hails and a'ii__________
Me pantA beoah/ed

: ♦ bw Me iw Me • -
vAJ

- fate Mt ItMev Me________ _

£g/iC| S^AdV\

- Wie up Me Apit
cAiftnUttl pKjfpdnu
j^_AdmihLsj^^ on
and /(tAlte ayy

PiiA^WAl tnavn^p ^ecHc/)
4hdr gnygd uj

Me uf level •

- Me rkDfJA^^ <fte
aZirounl £«4i£in'£ncnL ^ohnnu JL_i y 1

- cleay up Me rfile -fey Me /
mpir, ___________/

- 8auoyvA«z> /J’. J

_______


