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ABSTRACT

Tuanku Jaafar College is one of the region’s premier international schools
for students aged 3 to 19 years. The main department which handles the organization
is Admin Department. The department has their own archive which is need to be
evaluating with the archive project that might assist the archive to be success,
perhaps the digitization and the system might be helpful in order to get best practice
for the archive. Besides that the running flows of organization being assist with
organizational structure project, audit 2015 records admin department, GST (Goods
and Services Tax) project, managing financial records project, records filing project
in accounts department, archive project, digitization and OpenDocMan system. All
of this project being implement during the internship program from February until

end of June 2015.
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