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ABSTRACT

This project involves discovering which records of strategic project in Iskandar
Regional Development Authority (IRDA) belong to which person or department.
The goal is to compile blueprints records as well as Strategic projects records
management control and system and to know where the records are located so the
records soon will be referred if anything happens to the completed project. This is
because most of the projects are consist of civil construction projects such as road
construction and upgrading. The data collection consists of qualitative method
where several knowledge sharing sessions were held. The session was held and
the content was then being produced in pictorial report to make it available to all
staffs. This project entirely covered the files, records, correspondences and its
content. Besides that, this project also included the process of a project starting
from a concept paper to a strategic project. In developing a project, there are some
of certificates and letters would be issued. The processes that are related to the
archiving and indexing are important to know and locate how and where the
records are kept. The daily and scheduled tasks of records and correspondences
are also important to the status and problems that happen to the project. Through it
all, the findings of the project came to the creation of records retention schedule.
This schedule identified the types of projects and it related records either they are
the active, semi-active or non-active records. Therefore, the locations of the
records were known according to the retention schedule.

KEYWORDS: Records Management, retention schedule, indexing, archiving,
correspondence



ACKNOWLEDGEMENT

The internship opportunity | had with Iskandar Regional Development
Authority (IRDA) was a great chance for learning and professional development.
Therefore, | consider myself as a very lucky individual as | was provided with an
opportunity to be a part of it. | am also grateful for having a chance to meet so
many wonderful people and professionals who led me though this internship

period.

I would like to express my deepest thanks to my supervisor, Ms Daisy Harry,
Assistant Vice President of Knowledge Management who in spite of being
extraordinarily busy with her duties, took time out to hear, guide and keep me on
the correct path and allowing me to carry out my project at their esteemed

organization and extending during the training.

Not to be forgotten | would like to acknowledge much appreciation to the
crucial role of my advisor, Puan Siti Nuur-ila Binti Mat Kamal for taking part in
useful decision and giving necessary advices and guidance and arranged all
facilities to make this project easier. | choose this moment to acknowledge her

contribution gratefully.

It is my radiant sentiment to place on record my best regards, deepest
sense of gratitude to my family and friends for their careful and precious guidance

which were extremely valuable for my study both theoretically and practically.

| perceive as this opportunity as a big milestone in my career development. | will
strive to use gained skills and knowledge in the best possible way, and | will
continue to work on their improvement, in order to attain desired career objectives.

Hope to continue cooperation with all of you in the future.

Thank you.



TABLE OF CONTENT

Declaration.................. ii
ADSTract...............oooiii e iii
Acknowledgement.........................oooiii iv
Tableof Content.................... V-Vi
Listof Tables.......................i vii
Listof Figures............... viii
List of Appendices.....................oooo iX
CHAPTER 1: INTRODUCTION

1.1Background of Iskandar Malaysia...................................... 1-8

1.20rganizational Structure..............................................._ 9

CHAPTER 2: ORGANIZATION INFORMATION

2.1 Departmental Structure............................................. 10
2.2 Department Function................................................. 11-12
CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES
3.1 Training Activities and Events
3.1.1 Knowledge Management: Experience Sharing Session
(EXPrESS0).....veviuieeriii e oo 13-17
BA2Expert Talk......ooovuiiii e 17-19
3.1.3 Organizing TOOIKit..................oooiiiiieo 19
3.1.4 Smart Healthy City and Community Initiatives........................ 20-24
3.1.5 Minute Sheet Writing............cccocoivrieee 24-25
3.2 Iskandar Regional Development Authority (IRDA) Institutional
Records
3.2.1 Introduction to IRDA Institutional Records............................. 26-29
3.2.2 Policy and Procedures on Records Management.................. 29-34

3.3 Process Flow and Procedures of Iskandar Regional Development
Authority (IRDA) Institutional Records................................ 35-36
3.3.1 Process Flow and Procedures of Strategic Projects................37-39
3.3.2 Types of Strategic Projects Physical Files.................ocooii... 39-42

3.3.3 Related Project Letters, Certificates and Grants.................... 42-44



3.3.4 Inward and Outward Correspondences of Strategic Projects......45
3.3.5 Inward and Outward Correspondences of Strategic Projects...46-48

3.3.6 Process of Archiving and Indexing of Strategic Projects.......... 49-51
3.3.7 The Layout Plan of Documentation Room............................... 52

CHAPTER 4: CONCLUSION

4.1 Application of Knowledge, Skills and Experience in Undertaking

The Tasks............coooiiiiiiiiii 53-55
42Lessonlearnt.................o..ooo 56-58
4.3C0oNteNnt.. ... 59
4.4 Suitability for Organization................................................ 60-61
4.5 Limitations and Recommendations..................................... 62-63

REFERENCES. ... e 64

APPENDICES...... ... e 65-78



