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ABSTRACT 

The trainee have undergoes to Pejabat Tanah dan Jajahan Machang to gained knowledge 
and fulfill my faculty requirements 1 August to 31 December. Department unit that has been 
placed during the industrial training is in Development Department. Therefore, this report 
ware creates as an evidence for the trainee since had undergoing to this organization. In this 
report, the trainee provides 4 Chapter where each chapter fully relates to Pejabat Tanah dan 
Jajahan Machang and the activities taken by the trainee. For the Chapter 1, it discusses about 
the organization applied by the trainee. The information scopes that has been provides by 
trainee are about the company background, history of organization, vision, missions, 
objectives, slogan, client charter and organization charts. Besides, Chapter 2 discusses about 
the organization that has been placed at Development Department. So that, the trainee would 
has explains more details about this department such responsibilities and function. Moreover, 
Chapter 3 discusses about an industrial training activities. In this chapter, the trainee 
provides all of the works that has been done successfully during 5 month practical period. 
Besides, this chapter also discuss about the background and details about special project. For 
the special project, the trainee has been developing a new system special for Pejabat Tanah 
dan Jajahan Machang. That system is e-Internship System. Lastly is Chapter 4. In this 
chapter, the trainee has made an overall conclusion for industrial training. In this conclusion, 
the trainee concludes for the organizations. The scope of the conclusion gives by trainee is 
such an opinion, lesson learn, limitations and recommendation. 

Keywords: Pejabat Tanah dan Jajahan Machang (PT JM), Development Department, e

Internship Systems (eIS). 
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CHAPTERl 

INTRODUCTION 

Industrial Training (LI) is the training that need to held by Degree students after all 

of the subject fields are completed. The period of the practical training is about five 

( 5) month started on 1 August 2017 to 31 December 2017. The trainee has chosen by

Pejabat Tanah dan Jajahan Machang after applying the suitable organization 

regarding to getting the knowledge and new experience for further career. The reason 

by the trainee choose Pejabat Tanah dan Jajahan Machang because, it was designing 

the development of land to give the consideration to person who wants to make the 

business regarding development or for mining works. 

Furthermore, after a day the trainee has registered at Pejabat Tanah dan Jajahan 

Machang, the supervisor has been assigned due to the course field which is Bachelor 

of Information Science (Hons) Information Systems Management. En. Muhamad 

Ashraf bin Muhamad Fekri, as Assistant Officer of Information Technology has been 

assigned as an Organizational Supervisor (OS) for the trainee. During the practical 

period, En. Muhamad Ashraf bin Muhamad Fekri has incharge fir overseeing the 

training activities to ensure the trainee would get the knowledge and experience since 

the trainee are there. 
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The objectives of the trainee has choose Pejabat Tarrah dan Jajahan Machang is 

because, the trainee want: 

a) To get knowledge and new experience and know about the work experience.

b) To helps an organizations by developing a new system named "e-Internship

System"

c) To improve the technical skills and communication skills with the others.

d) To cultivate the spirit of working in groups.
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1.1 History of the Company 

t 111111111 .. Fl i;::'r
i
rl' 

- I I - '. - -

Figure 1.1 The building of Pejabat Tanah dan Jajahan Machang 

The figure below shows the picture of the Pejabat Tanah dan Jajahan Machang 

building today. Pejabat Tanah Dan Jajahan Machang got its name from a 

village of Kampung Machang. It was opened in 18 80 by a group of villagers of 

the Pasir Tumboh in Kota Bharu, led by En.Senik. At the opening of the 

village, the main activities that has been carried out by the population for their 

livelihood is agriculture and business. 

Moreover, in terms of its geographical position Machang located at the center 

of Kelantan Darul N aim. Machang is bordered by the Kota Bharu from the 

north, the south of Kuala Krai, west of Tanah Merah and Pasir Puteh to the 

east. In addition, Machang has an area of 546.26 square km. Of the total area of 
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129 sq km, is located in Machang District Council. At its inception around 

1949 into Machang had become a small district. However, on January 1, 1952 

due to the rapid place of development and economic activity in Machang he 

was made a full district and has becoming a big territory. The territory of 

Machang covers an area of 546.26 km square. A total of 129 km square from 

that area is governed by the Machang District Council. 

Machang generally divided into several Mukim Ulu Sat, Palo Flowing, 

Temangan, Labok, confiscation, and Pulai Chondong. Each sub-district is 

headed by a warden. There are also some small areas that are governed 

Penghulu Mukim and some Village Development and Security Committee 

(JKKK) entrusted and is responsible for administering several villages around 

Machang. Administrative center of Pejabat Tanah dan Jajahan Machang is 

located near the City Machang it to facilitate the people to deal. Machang is 

also known as the Tourism Centre of Education because of high performing 

schools and also has a university, Universiti Teknologi Mara (UiTM). 

4 



1.2 Background of the Company 

Figure 1.2 Logo of Pejabat Tanah dan Jajahan Machang 

Pejabat Tanah Dan Jajahan Machang (PTJM) is a government agency that 

serves as a place to manage all affairs related to land either on private land, 

land owned by the Authority or the lands belonging to the government. Pejabat 

Tanah J ajahan Machang Covers including, Mukim Machang, Mukim Pulau 

Chondong, Kelaweh, Kerawang, Pek, Pemanok, Labok, Ulu Sat, Joh. Pejabat 

Tanah dan Jajahan Machang is designing the development of land to give the 

consideration to person who wants to make the business regarding 

development or for mining works. For land which has been alienated, the 

Pejabat Tanah Dan Jajahan Machang (PTJM) is to record all business 

transactions, lease, mortgage, inheritance and ensure that every landlord to pay 

land revenue. 

In addition, the Pejabat Tanah Dan Jajahan Machang (PTJM) task is also to 

ensure that any alienated land is used according to the conditions laid down in 

accordance with the terms of the property. At the level of district, there have 

some departments that carry out their development such as the Public Works 

Department, Drainage and Irrigation Department and so on. However, all of it 
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is made on the land. To ensure that a project is well in line with the design of 

an area, District Officer becomes the Coordinating Officer of something such 

development. For example, the Ministry of Education requires a piece of land 

to develop a school. Therefore, the ministry should make an application to the 

District Officer (DO) for the process of taking the necessary land. Besides,if 

the land is owned and land affected by a state land or state land, the same 

application shall be submitted to the District Officer. Subsequently the District 

Officer will process the application and upon the completion, the applicant will 

obtain ownership of the land. The total of the staff worked at Pejabat Tanah 

dan J ajahan Machang (PTJM) is 7 4 staff including a part time job staff. 

l.2.1 Slogan

Slogan means a simple and catchy phrase accompanying a logo or brand, that 

encapsulates a product's appeal or the mission of a firm and makes it more 

memorable. Slogan also used by Pejabat Tanah dan Jajahan Machang in order 

to achieved the company mission, vision and objectives. Figure 1.3 below 

shows the slogan of Pejabat Tanah dan Jajahan Machang. 

Figure 1.3 Slogan for Pejabat Tanah dan Jajahan Machang. 
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1.2.2 Location Maps 

Every place in anywhere especially organization has their own location plan. 

Same goes to Pejabat Tanah dan Jajahan Machang, it provide location plan for 

the people to come at this organization. However, the location of Pejabat Tanah 

dan J ajahan Machang is the on eof the organization that easily to find because 

it placed besides of Pejabat Agama Jajahan Machang and confront of Jabatan 

Kerja Raya Jajahan Machang (JKR). Figure 1.4 below shows the location 

maps of Pejabat Tanah dan Jajahan Machang: 
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Figure 1.4 Pejabat Tanah dan Jajahan Machang maps 
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1.2.3 Contact Information 

Address : Pejabat Tanah dan Jajahan Machang, 

18500 Machang, 

Kelantan, Malaysia 

Phone : 09 - 975 2963 / 09 - 975 2826 

Fax : 09- 975 1903 

Email : ptjmachang@kelantan.gov.my 
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1.3 Vision, Mission & Objective 

The meaning of objectives is the overall goal, purpose, mission of a business 

that have been established by its management and communicated to its 

employee. Mission is described as a written declaration of an organization's 

core purpose and focus that normally remains unchanged over time. Vision 

defined as an inspirational description of what an organization would like to 

achieve or accomplish in the mid-term or long term future. It is intended to 

serves as a clear guide for choosing current and future courses of action. The 

following table summarizes objectives, mission and vision of Pejabat Tanah 

dan Jajahan Machang (PTJM). Each of the organization have their own vision, 

mission and objectives. Same goes to Pejabat Tanah dan Jajahan Machang. 

Below are the vision, mission and objectives of the organization: 

Table 1.1 Mission, Vision and Objectives 

Mission Vision Objectives 

1. Implementing basis policy. 1. To provide efficient and

2. Collect every types of effective services to the 

"Create prosperity in community outcome: people. 

all aspects of spiritual i. Administer and manage 2. Responsible for ensuring

and physical life" the official celebration the safety of the colony.

ii. Coordinate and implement 3. Responsible for the

social and economic colonies to organize 

development of the community development 

colonies (physical and spiritual) 
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iii. Perform all administration

and development of the

colonies

1.4 Another Objectives of the Pejabat Tanah dan Jajahan Machang 

a) To become an effective medium between peoples and government

b) To provide people with efficient and effective services

c) Responsible for guarantee community safety

d) Become effective link between people and government

e) Serving efficiently and effectively with the people

f) Determining the administration of land in this region is carried out in

accordance with the field and the requirements of the laws and government

policies.

g) Determine the yield of land and minerals to be collected with a system and

effective and satisfying way

h) Maintain and maintain updated land titles and records and determine the

legitimate property selection

i) Develop Machang and Machang cities to be comparable to other colonies in

the State of Kelantan in particular and in Malaysia in general

j) Enhancing land and agricultural development to contribute to Kelantan's

economy.

k) Ensuring the development of the physical and spiritual ummah to be

balanced and able to create harmonious human beings

1) Creating employment opportunities through the development of the

agricultural sector, land development and trade.
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1.5 Client Charter 

Below shows the client charter of Pejabat Tanah dan Jajahan Machang: 

We pledge to provide friendly service and are always ready to assist you with 

problems dealing with, provide efficient and quality services and ensure and 

resolve problems related to land based on the National Land Code and quick, 

accurate and effective circular directions Customer charter as follows: 

1. Licensing Permit License Approval Process within 2 days.

2. Management of Public Complaints

- Acceptance Declaration Complaints in writing by mail or email will be

sent to the complainant within three (3) working days after the complaint

is received.

- Feedback on public complaints will be processed within seven (7)

working days after the Complaint Admission Report is sent to PTJM

complaints (feedback delivery period will depend on the type of

complaint received if the complaint requires further review and the

complexity of the complaint)

3. Draw within 15 minutes.

4. Registration of Transactions

- Transfer (14A) within 1 day.

- Charge (16A) within 1 day .

- Discharge Mortgage (16N) within 1 day.

5. Registration of Pesaka Order within 5 days.

6. Boundary Registration within 14 days.

7. Switching Old Grants To New Grants within 5 days.

.L.L 



8. Registration Change Terms within 4 days.

9. Kaveat registration within 1 day.

10. New Registration of Rights (QT) within 4 days.

11. Register of Grants Lost within 14 days.

12. Acceptance of Land Tax Payments (Subject to 1 Title only) within 3

minutes.

13. Multiple Payment Acceptance (Subject to 1 Title only) within 3 minutes.

14. Issuance of Permanent Materials Transfer Permit within 2 Months.

15. Plan Sales within 30 minutes.

16. Application for Private and Liability Admission in the period of the day.

1 7. Land Development Application 

✓ Application for Subsoil Boundary under Section 142 KTN 1965 within

9 days.

✓ Application for Subdivision of Land Division under Section 13 7 KTN

1965 within 90 days.
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1.6 Nature of the Business 

Training organizations and training environment is good for the trainee. The 

trainee had to learn a lot from this company. This management business 

function is to provide effective and useful, to facilitate a problem experienced 

by consumers by providing information and communication are the best 

solution is to set up a government building work, safety, quality, economy and 

comply with the specifications recognized and provide opportunities customers 

to be able to communicate with each other. Department training was held at the 

Development Division. In this division, there are 10 employees includes boss. 

In addition, the staffs were very friendly and very helpful to me during my 

training here. They are highly skilled in their work in the office. The division 

employees often provide guidance to the trainee how to solve or provide best 

service to treat customers or solve difficult problems experienced by 

customers. 
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1.7 Organizational Structure 

The figure shows the top level of management Pejabat Tanah Dan Jajahan 

Machang that led by Mr. Haji Zainuddin bin Mohamed as District Officer. He 

was assisted by six Assistant District Officers (ADO) that have different 

expertise in their department. The Assistant District Officers share their 

experiences are there to ensure the management systems and services offered 

by Pejabat Tanah dan Jajahan Machang (PTJM) can run smoothly and can 

meet the demands of the community well. They are responsible to make sure 

Pejabat Tanah dan Jajahan Machang (PTJM) operate properly. Besides, all of 

them have good manners that can be a role model for their staffs. 
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REFER APPENDIX A 

(Latest organizational chart of PT JM) 
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1.8 Divisions of Pejabat Tanah Jajahan Machang 

Pejabat Tanah dan Jajahan Machang has 3 divisions to ensure the organization 

being well managed. Below are the lists of the divisions for each of the 

division at Pejabat Tanah dan Jajahan Machang together to its functions. 

Organization chart 1.1 Division provided at Pejabat Tanah dan Jajahan Machang 

SERVICES DEPARTMENT 

SHAH I RAN BIN SHA' ARI 

(PTN-N44) 

REGISTRATION 

DEPARTMENT 

MRS TG MUNA 

SHAHEERA BT TG ZAINAL 

ABIDIN (PTN-N41) 

LAND DEPARTMENT 

MR. MOHD FARID BIN ABDUL 

RAZAK (PTN-N52) 

ENFORCEMENT TECHNICAL 

AND REVENUE 

MR MUHAMMAD HAMIDI 

BIN M.MARZUKI (PTN-N41) 

DEVELOPMENT DEPARTMENT 

NIK FAIZAI BIN MOHAMED 

(PTN-N48) 

DEVELOPMENT OF LAND AND 

DISPOSAL 

AMALIL ARIFFIN BIN DATO' 

SALLEH (PTN-N44) 

In every organization there is structure that can built an organization becomes 

strong. Same goes with Pejabat Tanah dan Jajahan Machang, on the top of the 

organization there are District Officer that control and supervise this 
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organization. There are three departments that have been provided at Pejabat 

Tanah dan Jajahan Machang. Firstly is Service Department, Land Department 

and lastly is Department of Development. Even, it were provided by three 

departments but under each department have their own roles and have different 

responsible to carry out. 

1.8.1 Management Service Division 

a) Management service

1. Manage staff service

11. Prepare the annual budget

111. Administration and Security

1v. Manage Payment Module Staff 

v. Meeting of the Secretariat of the Colonial Department

v1. Monitor and manage processes and maintenance expenditure 

v11. Administration and Management Department of Land and Machang 

vm. Responsible for managing administration and expenditure management 

1x. Store management, asset and inventory Machang District and Land 

Office 

x. Manage the training and upgrading of personnel working in Pejabat

Tanah dan Jajahan Machang

b) Gatherings

i. Coordinating the event program to be carried out

ii. Coordinate the appointment of committees of appropriate
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iii.Attending the official festival program State level, the National and

Colonial

iv. Provide official ceremonies involving the palace and Kelantan Menteri

Besar's Office

v. To coordinate the tasks of the committee, reception, invitations and

checklist program and the official program of the Department, Colony,

State and National

c) Information Technology

1. Updating Website

11. Solving technical problems

iii. Provide e-mail and e-Complaint

1.8.2 Parts of the land administration 

a) Land development

1. Processing applications for subdivision of land

11. Processing of applications passing the public or private

iii. Processing applications for conversion of land to agriculture

1v. Processing applications for transfer under section 120 KTN 1965 

v. Processing of applications for surrender ofland and alienated land back

v1. Processing applications for transfer under section 13A of the ERM in 

1930 

v11. Processing the application to change the terms and subdivision of land 

simultaneous! y 
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b) Disposal

1. Request the status of the land

11. Process applications for land rent

iii. Processing applications caveats

1v. Process applications for land acquisition 

v. Processing applications for show- border

vi. Processing applications for mining leases / exploration

vn. Process applications for land owned by the government 

viii. Processing of applications for surrender and re- alienated land

1x. Processing applications for continued lease of land (PM / PN) 99 years 

x. Processing applications for the reservation of open space and

endowments

c) Enforcement and technical

1. Seizing the truth PBN

11. Managing land valuation

111. Provide applications only

IV. Managing lot plains index

V. Provide ownership plan ( QT)

Vl. Application instructions border

v11. Prepare plans right of ownership (FT) 

viii. To help carry out enforcement actions

1x. Creating a certificate of plan preparation 

x. Making final settlement report (QT - FT)

x1. Issuing permits 4C (rocks) and 4D (airspace) 
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xn. Request a temporary occupation license (LPS) - 4b 

xm. Enforcing rock material, violated the terms and aggression 

xiv. Investigate and prepare a report on government land encroachment

xv. Processing of applications passing the land administrator rights (ROW)

xv1. Application for a Certificate of Authorization Carigali (SKC) and 

Mining Lease (SL/ PL) 

xvn. To coordinate, control and manage the application records only to the 

workforce 

d) Revenue

1. Management of trust funds

11. Data Entry Process Aspects

111. Delivery ofrevenue to the bank

1v. Production of monthly statements 

v. Admission and data updates SPTB

v1. Issuance of notice of 8A (forfeiture) 

vii. Issuance of notice 6A (claims outstanding results)

viii.Process command changes the ownership information

1x. Production and performance reports on revenue collection (weekly and 

monthly) 

e) Registration

1. Production proprietary connection

11. Issuance of replacement property

111. Registration of ownership while (QT)
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iv. Registration of business and non-business

v. Registration correction under section 380 NLC

v1. Registration of property, plant and equipment (FT) 

VIL Registration ofland ownership (the ownership of the new) 

v111. Make a note of the registration memorial to the property (memorandum) 

1.8.3 Development Division 

a. Contractor Registration

b. Verification Project

c. Project Claims Payment

1.9 Product and Services 

Each of the company would have their own product and services to attract their 

customer. Same goes to Pejabat Tanah dan Jajahan Machang, this organization 

had to attract their customer in giving the best services regarding to managing 

the customer land. All about the problems regarding to the land or others, 

Pejabat Tanah dan Jajahan Machang are able to solve it easily. Below are the 

list of the services that has been provided by Pejabat Tanah dan Jajahan 

Machang by each of the division. 

1.9.1 List of Service 

Product and services sections have also divided into three (3) divisions. The 

three of these are management, development and land development division. 

Below are the functions each of the divisions regarding to their responsibilities. 
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a) Management

i. Creating declaration

ii. To Obtain Licence Theme

b) Development

i. Contractor Registration

ii. Verification Project

iii. Project Claims Payment

c) Land Development Division

i. Registration Unit Counter

• A Valid Document

• Charge and drop charges

• Issuing Title Deeds

• Caveats

• Lien

• Draw Land

• Official Search Private

• Registration and Release QT

• Production of Land Including the State HS (1) Grant

ii. Revenue Unit Counter

• Collecting All Types The results of the Pay By Customer (Before

Present Receipt Before Payment Made
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iii. Land Unit Counter

• Application of Land Ownership

• Estates

• Tolls:

a) Permit Batu Batan

b) Permit Sandstone

• Deposit Estate

• Managing Cases for:

a) Change of Land

b) Subdivision

c) Statement I Rationing

d) Continued application of Title

e) Application and Other Auctions

f) Other cases under the National Land Code 120, 104 and 13A
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CHAPTER2 

ORGANIZATION INFORMATION 

Chapter 2 describe about an orgnization information by trainee. In this chapter, the 

trainee would describe details of the department that has been placed during the 

period of the practical training. There a alot of things interested in the departmental 

of the organization. Moreover, this Chapter 2 would be discuss about the 

departmental structure, department functions, its clients charts, responsibilities of the 

department of development together with the responsibilities of the staff in 

department. 

2.1 Departmental Structures 

Department that the trainee has been transfered in the organization is in 

Department of Development after stay for one (1) month at the Administration 

Division. The total staff works in this Department of Development is ten (10) 

includes the Assistant of District Officer in this division, En Nik Faizai bin 

Mohamed. Department of Development need to involves with contractor 

registration, verification projects and projects claims payment. The trainee has 

involves herself in managing their task given by this department as a daily 

activities in order to explore new knowledge, skills, job career, experiences and 

many more. 
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In addition, the position of the staff in this Department of Development is such 

Assistant of District Officer (Development), Assistant Engineering I, Assistant 

Engineering II, Assistant Engineering III, Senior Assistant (Development), 

Financial Administrative Assistant I, Financial Administrative Assistant II, 

Administrative Assistant, Operation Assistant and driver for department of 

development. Furthermore, in Department of Development also have other 

that works under this department, that position is District Administration. 

There are six (6) of the District Administration in Department of Development. 

The area that covers by six of District Administration is Ulu Sat, Temangan, 

Labok, Pulai Chondong, Panyit and Pangkal Meleret. 
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Figure 2.1 Organization structure of Development Division 
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Nik Faizail bin 

Mohamed 

Wan Taupek Azmi 

bin Ahmad 

Refer Appendix B 

(For large size of chart) 

Assistant of District Officer (Development) 

Responsibilities: 

► Responsible for District Officer.

► Manage and lead the staff in Development

Department.

► Planning, supervising, coordinating, monitoring

budgets and implementing infrastructure projects

in the colony.

► Supervise reports and coordinate development

project plans for appointment to State

Development Office.

Assistant Engineering I 

Responsibilities: 

► Handle a development project.

► Assist in designing, developing and executing

construction projects.

► Maintain a progress in the area of damaged roads

at area Temangan.

► Visit sites, prepare construction drawings and

develop samples.
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.. 

Mohd Ruslan bin 

Kadir 

.. 

Nik Nur A'fifah 

binti Solahuddin 

Assistant Engineering II 

Responsibilities: 

► Assist in designing, developing and executing

construction projects.

► Maintain a progress in the area of damaged roads at

area Pulai Chondong.

► Visit sites, prepare construction drawings and

develop samples.

Assistant Engineering III 

Responsibilities: 

► Assist in designing, developing and executing

construction projects.

► Maintain a progress in the area of damaged roads at

area Kemuning.

► Visit sites, prepare construction drawings and

develop samples.
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---= :' 

Naimah binti Ayob 

Rosmawati ht Hj. 

Mustapha 

Senior Assistant 

Responsibilities: 

► Receive instructions from Assistant of District

Officer (Development).

► Check the list of projects and the amount of

allocation.

► Write all project list and enter into budget

allocation file.

► Distributing an offer documents to wholesalers.

Financial Administrative Assistant I 

Responsibilities: 

► Handle a financial budget for project at area

Temangan.

► Liaise with and review budgets and expenditure.

► Preparing monthly reports and other data as

required.

► Check, process and record all payments, administer

invoices and expenses claims received, code items

to agreed budgets and payment voucher.
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Fazrul Amizam 

bin Ibrahim 

.. 

.. 

Wan Muhammad 

Iswan bin Wan 

Hassan 

Financial Administrative Assistant I 

Responsibilities: 

► Handle a financial budget for project at area

Kemuning.

► Liaise with and review budgets and

expenditure.

► Preparing monthly reports and other data as

required

► Check, process and record all payments,

administer invoices and exnenses claims.

Administrative Assistant 

Responsibilities: 

► Assist in resolving at any administrative

problems.

► Scheduling and coordinating the meetings,

appointments and travel arrangements for

Managers.

► Maintain office supplies for department.

► Handle a ''Fail Timbul" of department.
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Mohd Sobri bin 

Abaidillah 

ii 
.

' 

='.'II! 

.. 

.. 

Muhammad Abdullah 

bin Ahmad 

Operation Assistant 

Responsibilities: 

► Sending an invitation letter to director or

other that involves in meeting.

► Hanlde and manage a letter.

► Managing a photostat machine.

► Assist an Assistant of District Office

(Development) or Assistant Engineering

for site visit or others.

Driver 

Responsibilities: 

► Assist an Assistant of District Officer.

► Sending an Assistant of District Officer if

there have a meeting out of the

organization.

► Assist an Assistant Engineering for site

visit.
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2.2 Department of Development Functions 

Provide services to enable the development work colonies to ensure orderly 

and smooth. This section focuses on the things or activities related to the 

development and implementation of a socio-economic infrastructure, such as 

the Small Projects Development District. The division also plans and 

implements projects in progress and development of the colonies. It also 

provides and performs work in connection with the projects provided by State 

and Federal Government to the people so that their requirements can be met 

and to identify and manage the repairs or maintenance are mosques in all the 

colonies. 

The department also develops and organizes information and data for the 

territory of the Computerised System. The department can also be said Colony 

Information Resource Centre for all information about the colonies can be 

found here. Royal-Project Stage Tanah Merah and projects PPRT - level 

projects. 
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2.3 Department of Development Objectives 

a) Provides and giving the services (support services in help) to facilitate a

development work.

b) Ensuring the colonial development works are carried out by government

agencies is effectively implemented and coordinated.

c) Implementing and completing a small project by Machang District

approved during the current financial year and spending not less than 90%

of approved financial allocation.

d) Ensuring the colony development work is implemented effectively.

e) Provide services to enable the colony's development to run smoothly and

effectively.

2.4 Clients Charter in Department of Development 

a) Every application for basic facilities, services, physical and spiritual

development and maintenance will be implemented within two (2) months

from the date of the government's approval (excluding tender project).

b) The payment voucher for work involving quotation I tender can be

completed within ten (10) days from the date of submission of the claim (if

the execution is complete).

c) The payment voucher for work involving the provision under RMl0,

000.00 may be settled within eight (8) days from the date of submission of

the claim (if the execution is complete).
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2.5 Community Development Unit 

a) The report of the Serambi Mekah Fund will be completed within two (2)

days from the date the application is received. Payment will be made within

two (2) days from the date the allowance is received from the Fund.

b) Application for village industrial assistance, basic infrastructure facilities,

basic agricultural facilities, payment for the poor will be taken over to the

State Development Office (PPM) and relevant agencies within two (2)

weeks from the date of application (if everything is organized).

c) Human development projects will be implemented and resolved within four

( 4) months from the date of approval of the government (if not

problematic). 

2.6 Department of Development Responsibilities 

Responsibilities are very important things that should have in handling the 

works by each of the organization. Same goes to Department of Development, 

where it was responsible for handling good manners for the development of the 

district through working on it. Below are the main responsibilities of the 

Department of Development. 

a. Contractor Registration

Contractor registration process will be proceed if there have a contarctor

have incharge in renovating any project. The contractor should report

themself first to Assistant Engineer, then they can proceed the project after

discussing the project details to Assistant Engineer. After that, a contractor
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should fill a piece of form get from an Assistant Engineer. The form that 

needed to a contractor filled are about their personal information . 

...... ,neklun'Mlt yane, ..,_, ..... n tnl .U• .. h ......... S...�,ana 
.....,-.v•bab6'an �1••1ohonan -nda.ftaran ._ya Ql..:XA.Lll6.tf . 

'lencta1■naen 
Name: •..... ..... 
No. tlJP 

Figure 2.2 Form for contractor registration. 

b. Verification Project

After a contractor has registered their name and complete filled the

information details form to an Assistant Engineering, En Wan Taupek

Azmi bin Ahmad then would be going to site visit for overseeing the

project that will be held are safe, to explore the various types of building

materials and machinery used on site, to have a feel of how the condition of

the site really is and how safety really is a priority, to have an up-close

view of the entire building structure as opposed to seeing it in the drawing.
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,.,. ..................... ,
T 

• 

T ...... 

Figure 2.2 Form of site visit. 

c. Project Claims Payment

Project claims payment should be the one should be complete when the

budget of the project are used or overuse by the contractor. It must be

claims if the projects are completely success. Before it, the contractor

should be fulfilling the letter name Project Completion Report and

Completed Declaration Letter.
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Figure 2.3 Project Completion Report letter. 

,_,....,,,

• U•n Jo1ahatj Mectteng 
nan) 

l'eftdalang•n ·Tuan Purn•h ......... ..,. 

TeWon 

T 

Figure 2.4 Completed Declaration Letter. 
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CHAPTER3 

INDUSTRIAL TRAINING ACTIVITIES 

In Chapter 3, the trainee will explain about the activities that that trainee have done 

during practical training at Pejabat Tanah dan Jajahan Machang. Throughout the 

internship program, the trainee has been assigned to several different job scopes. 

Each activities and task will be recorded on the log book and it will be explain in 

Chapter 3. There are many things that has been settled in managing each of the 

activities during the Industrial Training. This is as a summary of practical training on 

what have been done by the trainee in the organization from 1 st August 2017 until 

31 rd December 2017. Most of the activities are related to the nature of department 

itself. 

3.1 Training Activities 

Pejabat Tanah dan Jajahan Machang (PTJM) teaches the trainee lot about 

working experiences and its challenges. It had been a good training platform 

for the students to practice both technical and non-technical knowledges and 

skills in real life application. However, there are a lot of interesting acticities 

that has the trainee learned and got an experiences about it. Some of the 

activities are such key-in a contractor data in e-Project System, eSKT System, 

eKeberadaan System, checking a data of payment voucher together its 

contractor documents, writing a letter, design a banner for Pejabat Tanah dan 

Jajahan Machang for events, handle person-in-charge that works during 
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Suruhanjaya Pilihan Raya-14 (SPR), writing an invitation meeting letter, send 

an invitation letter to other organization, photostat, faxing, handle a store room 

and others. Below are summary and description of jobs and tasks executed 

throughout training period. 

3.1.1 Recordkeeping 

Recordkeeping is the act or process of creating and maintaining records. All 

the records that has been handled in Department of Development are located at 

the file room. The file room are placed in this department at a way to the 

pantry. All of the documents and records are keep safely at the file room in 

Department of Development. 

Figure 3.1 Steel shelf keep a confidential file. 

However, the recordskeeping of the file are were keep in the steel shelf for 

confidential records such financial file, disaster file, maintenance work in the 

file room. Besides, all the copies of payments voucher are kept in the ordinary 
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shelf. In addition, the trainee has meet with their course field studies about the 

claasification of the records. Classification refers to the method of determining 

and arranging subjects in a file series based on an evaluation of future retrieval 

needs. The classification of the file arranged in the steel shelf are based on the 

Alphanumerical Classification coding. Alphanumeric classification are include 

a number or letter combination in which files are arranged in a general 

category by subjects. For example is the arrangement of the records are arrange 

through an alphabetically· and then assigned numbers for subdivisions. Figure 

3.2 below provides the example of the arrangements of the file in the steel shelf 

in Department of Development in Pejabat Tarrah dan Jajahan Machang. 

MAJUS 

' 

n1111, 11 ,, • .n 

Ian HMi 

Figure 3.2 Arrangement of the file. 
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3.1.1.1 Manual/ Paper Filing 

In Department of Development, the daily routines for trainee is keeping 

the financial records in the file. The file of the financial records is 

"Baucer Bayaran Bahagian Pembangunan". The payment voucher is the 

most valuable records where it provides all informtaion and data of the 

project that has been approved are successed. Since the new approved 

project that has completed, that project and details of the project will be 

recorded manually for hardcopy. When the project has fulfilled by the 

contractor, all the data are printed-out on the pink paper. That pink paper 

are called as a payment voucher. Figure 3.3 shows the example of 

payment voucher. 

·C::J

"" 

Figure 3.3 Payment voucher (pink paper). 

After the payment voucher are print-out, the trainee then checked the 

data and all the documents attached by tick at each of the information 

such as an account number, name of contractor, total values of money 

used during the project, the items used during the project, address of the 
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contractor and others. After all the information are completely checked, 

the payment voucher must be cop with "TELAH BAY AR" and the list of 

complete action that needed to do. The cop with "TELAH BAY AR" are 

cop at each of the page together with all the document attached. Figure 

3.4 below shows the the action that has been taken after the payment 

voucher are checked and copped. 

Figure 3.4 Payment voucher checked. 

-

[ I 
---J 

After finished, payment voucher would be separate into original and 

copy. The original of payment voucher will be kept together with all the 

contractor documents at steel shelf, then a copy of payment voucher will 

be kept on an ordinary shelf. There are a plenty of payment voucher that 

has been checked by the trainee until they need to open a new file. The 

new file have to opened when the old file has been fully filled. 
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Besides, the documents about the maintenance of the drain, mosque, the 

village road and others related to Malaysian Road Records Information 

System (MARRIS) Project are placed in the yellow file. That file are kept 

at the shelf side of the Financial Administrative Assistant I, Rosmawati 

binti Hj.Mustapha. 

Pl"'P' t-el•lt•.l917t........,l 

Figure 3.5 MARRIS file.
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3.1.1.2 Key-In the Data 

The trainee also need to key-in data by using a system such as e

Keberadaan System, e-Projek System and ESKT System. ESKT stands 

for "e-Sukatan Kerja Tahunan". The point below shows the details of the 

system used by the trainee. 

a) e-Keberadaan System

An e-Keberadaan System also is the part of daily task for the trainee.

The trainee needs to key-in the data of each of the employee in

Development Division. The data that needed to key-in in the systems

is about the attendance or existence of the staff during an office hour.

This system was built by the Information Technology Officer at the

Kelantan State Secretary's Office to enable them to know the existence

of employees at each session. In e-Keberadaan Systems, there are four

sessions that need to filled by Senior Assistant. In Development

Division, e-Keberadaan System is fulfilled by Madam Naimah Ayob.

The sessions are like below:

Table 2.1 Times session in e-Keberadaan System 

Session I 

Session 2 

Session 3 

Session 4 
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00 � 0.00 am 

10.00 am- 1.00 pm 

2.00 pm - 4.00 pm 

4.00 pm 5.00 pm 



Therefore, e-Keberadaan System can be used easily by the trainee 

because its interface of the system is very simple and easy to 

understand. Below are the steps used by the trainee since the data of 

the staff needed to updated. 

C 1-�•W X $��-�: )( 

f- C i Stcurt Ups.: -�·seareh?q=tlfbfradul'l&�=N.@b!r�.:CNome.0.69'1S9J69t600j11122731jO;"'.'&S<!ur(N=ch!'Ol'M&@=JTF-! 

Go gle ekel>E<a:laa<l !, 0. 

Al >, -""9" •• Mort 

-m 

-•Tr,n,lole�opage 
'- l�KatalaJ,n)?MaooalPtfWN Sufi!Nlhan-'PlliuallWi 

........ kojos,m,.--..,.,Uo!WIO..,Ktlom,olll,ivnj 
Tob!ol>g; MARA (L'TMI 

eKeberadaao Guru • AndrOld Apps on Google Play 
hllpsnplaygoc,Jie.°"'iStrffllP!"lleial!?o=my __, •TranslOl,hspagt 

1,.. 

*** Rnng 19-7VC1t>•fr1t 
�...i.halhtktbo!ldunll""�stboqaw'1li..gklhRIU!ifK""',!ori,, 
Pffllidbn "1�s.ia da::;n�n� Ulaiinyang�Hbrudengan«llS 
o.-.iog;..,,... Fw,g,i .. maaplb,irrmdahaili;mt1uprun�dan�SJ,Mool 
Ktb,r,woG,u 

e--Operasi - KPM 

Figure 3.6 Link of"e-Keberadaan System". 

8 

* 

.... 

The first step, the trainee need to type a word "ekeberadaaan", then it 

will be appear many list of the website link such the Figure 3.6 above: 
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C,1-t.cw� 

t- X ©Notsr.ur• ���kmQ\jl"U,.,gcy.ir.y •.•• .f<;'.Ui�,-;.:,� 

Figure 3.7 Login page for e-Keberadaan. 

Second step, an interface for ee-Keberadaan appear. To login, the 

trainee need to insert the usemame and password. U semame and 

password has been given by Senior Assistant, Puan Naimah binti 

Ayob since the trainee has been trusted. The usemame is the 

Identification Card number for person-in-charge. Then, the trainee 

click the "ENTER" key or the icon II for next process.
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n.gov.my.ekeberadaan:mainpenyet:o php 
.. . 
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Figure 3.8 Homepage of e-Keberadaan System.

The third step, the trainee click the "klik disini" button for key-in data 

on Session 3. The symbols "X" besides the Session 3 means the 

trainee not yet key-in the staff data for their existance. Once the period 

for each of the session has been ended, the trainee could not to key-in 

anymore because the system automatically open for next session. 

I.M"'00. mo, ,·,;.,,,u.,Mt• 
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0

AGiA'N PENGU RU SAN 

,;_ y,_.,.,._ SUMBER MANUSIA 
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s •• ,,. ... .,._ ''""-.i,i.:..--t e;- .... �o-. L•;-., .... .,..., •� ••ai•t- PM'• :.:,1�-u.-11 

sesr,. 

Nillmill PekerJ.1 No 1/C -;:b•l•n T Tlndlllk•n 

Pe).lblt Tan•h 
denlaJahcn 

F.li.ZA;JL .loMIZ.:.M ,w; 11!!1�"-HIH I !130.O10:s..193 I MaO\ang 
(Behaoa"I 
Per.,o.il,ng...,.,an\ 

HO>tD 1;.JSU.N !IHI tu.DIA 
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dan.>.jahar. 
Ncd-•.-o 
(Bah.19•,
Pc..-t•n�vr.•�I 

PeJabatTJ.n•l
d•o J•1•'1•r 
Mac:h•n; 
(eahag••r, 
Pe:mbar.gur,a,..' 

._.de T•dc 
Cu" 

• "-4.,. T·•d• 

� .. 

IM -- -

,u..,. 

Figure 3.9 Page after click "klik disini" button.
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Data in Department of Development staff appear on the screen. Then, 

the fourth step is the trainee would fill by tick at the "Tindakan" 

column based on the staff existance. If there a staff have an Site Visit 

(SV), Emergency Leave (EL), Medical Card (MC) or something like 

that, the "Catatan" space are prepared for the reason. In addition, 

"Catatan" space are limit to ten (10) words only. 

Pi3at.cT1n1h 
d1r>J1Jl-h1n 

fl01050?SH8 M.ct:.tf'O 
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• • • d1nJ1)eh1n W�N H:JHA.MM"'D rs,....=.1-1 &.r. aeo13029!"t09 

I 
M10\11n<;i 
{81h-•�·" 
Pemb1ngun1n) 
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I 

d.,. J111t-11n 
....-AN TAUFEK AZMJ l!JN •I-IMA::> &s00:.oo,s3a3 

l 
M1ct.1r,g 
(&..,,9,1r 
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• .&d1 
<"'• 

•.&.d• 

• Ada 

'... 1 · 
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1 
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Figure 3.10 Continue page after click "klik disini" button. 

The fifth step is click Sahkan Maldumat button to submit the 

data. 

,n.gov.my·e1::.eoeradaan. mainperrreh�.php 
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Figure 3.11 Page after submit button. 
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Lastly, the trainee logout of the system by click the "Keluar" button as 

shown on the Figure 3.11. Then, the Session 3 has been succesfully 

filled by the trainee and need to proceed for next session. 

b) e-Projek System

e-Projek System is the one of the system that keeps a contractor data

when the project has been completed successfully. All the 

information provided by the payment voucher are key-in in e-Project 

System as a backup data and for further reference for the Financial 

Administrative Assistant I and Financial Administrative Assistant II, 

Rosmawati binti Hj.Mustapha and Fazrul Amizam bin Ibrahim. All 

information in e-Projek System is a classified information and has 

been classified as a confidential. 

The trainee key-in the data about the project has been succesfully 

completed after a manual records keeping has been completedly kept. 

The data that has been key-in in e-Projek System would be print-out 

then attached together with the copy of payment voucher. This is to 

make an Financial Administrative Assistant make their work easier in 

order to know the details about the project. Figure 3.12 below shows 

the steps used by the trainee for key-in the project data into e-Projek 

System: 
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Figure 3.12 e-Projek System login page. 

The first step is, the trainee fill in the ID and password on "ID 

Pengguna" and "Kata Laluan" space, then click "MASUK" button. 
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Figure 3.13 Contractor definition in e-Projek. 

Second step is all the blank space are filled by the trainee based on the 

information on the payment voucher. 
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Figure 3.14 Submit button. 
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Th 1 . 1. k I Tambah I e ast step IS c IC .__ __ � button to add and submit the data

into e-Projek System. 

Kos Peruntukan KodPerihal Tajul!PerihalProjek Projek/Ha!ga Kontralrtor AQmsiPeiaksana 
Kootrak Dklluskan 
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m1 
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Figure 3.15 Collection of data added. 

Tarikh P!9, Trili/ Kekilusall Data/Oiulnas Hali! 
DIDeri Oleh Kfma!tim 

17·08· 1017 TIE lE-ll·lOII 
16:ll 

17·08·lD17 TIE lHl-2017 
15:11 

15-08· lD17 TIE 10-ll·lOII 
14:55 

15·08· l017 TIE IO-ll·l017 
14:45 

l�lm:�17.TII 10-ll·lOII 

Finally, the data that succesfully submit will be appear on the screen 

such the Figure 3.15 above. 
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c) eSKT System

The trainee also key-in a data in eSKT System. eSKT System is the

system that submitting the staff works during a year. Through key-in

the data into this system, an information of all staff are accessed for

their performance. Besides, the purpose of trainee using this eSKT

System is for schedulling the meeting that would be conducted by

Department of Development in Pejabat Tanah dan Jajahan Machang

(PTJM).

3.1.1.3 Another Activities Taken 

a) Create a tagging

I 

There a many types of tagging that has been the trainee create.

Firstly, tagging are needed when the new file opened. Then, the

trainee also have to create a tagging for the events such as a seminar

for an Suruhanjaya Pilihan Raya-14 (SPR) and "Program Bantuan

Cermin Mata".

t I 

II 143 l�I 144 II JJf/lrJAHA.N l'W'IACHANG- ,A.,AHAN NIACHAl""6 

203 204 
.JA.JAHAN KUALA. KRAi _.AJAHAN KUALA KRAi 

l�I II II 349 350 
_.�AHAN..IELI _.AJAHAN .JEl.-1 

II II 

511 512 
.JA-'AHAN TANA.H ._.ERAH JA...JAHAN TANAH ..... ERAH 

' 

Figure 3.16 Tagging for Bantuan Cermin Mata. 
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b) Keep overseeing an update a list of SPR worker

The trainee also always keep update a list of an Suruhanjaya Pilihan

Raya-14 (SPR) worker. The trainee are responsible to fulfill the SPR

worker. If there have any worker reject an offer to works during the

PRU-14 day, the trainee need to find the others that wants to replace

it. Besides, if there have a worker does not have submitting the form

of declaration and accepting a position, acopies of an active account,

and an Identification Card (IC), the trainee need to make a call and

request to submit that documents as soon as possible. The Figure

3.17 below shows the data of worker.

-----

1 
2 
3 
4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

SENARAI PETUGAS-PETUGAS PILIHAN RAYA UMUM KE-14 MENGIKUT DAERAH MENOUNDI I PUSAT MENGUNOI 

BAGI P.029 MACHANG 

Updayed 

DUN N.35 KEMUNINO 

DaerahMeogu,,dl/ Tempiil 

Pu sat Mengundi Mengurd Jawaa11 Nam• �.KIP 

(Nombori 

KTM 1 

1 WAN ZAMRI B. WA� HUSSIN 720S21-03-5343 

1 2 ZAWAWI B. HASSAN 8501�504I 
KP/KMU 

3 DIN S-SUDIN BIN SEMAN 69082S-03-5429 

4 MOHD SOKRI BIN MAT SAU.EH 56101&-03-Sm 

KTM l 

1 RAJ.A ISMAIL BIN RAJA DAUD 571216-03-5017 

2 2 NURASIAH BT MUHAMAD NOOR 871007-03-�J 
KPiKMU 

3 WJMUliAH BINTI HASSAN 7204()3-03-5538 

� NOORFATMADIYANABTSAIDI S20717-03-S3;& 

24/9/2017 

No Teleb:1 

013-99i>J654 

012-9"156729 

017-9195605 

012-9544609 

0 J 3-!,636355 

0l&-9025994 

012-9..'99296 

011-11027874 

" ◄ • " Sheen _ PETUGAS N 33 PETVGAS ti 14 . PETIIGAS It 35 JTii TAG _ KPl<PMU KPOPPPMPAPM KDTGAN ICTM ,__j] ◄ L 
RUctJ 

Figure 3.17 Data of worker-in-charge during SPR. 
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c) Fax

The trainee are requested to fax some of respond letter to the

organization. Sometimes, an invitation letter, cheque and others

would be fax. The organization that has been fax frequently is

treasury office, palace, Majlis Agarna Islam Kelantan (MAIK) and

others.

Figure 3.18 Fax machine.
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d) Photostat

The trainee also responsible for make a photocopies. There have a

plenty copies of letter, payment voucher, picture of the road that has

been constructed and already make an improvements and damage

house under the contruction and many more. Besides, the trainee also

would make a photocopies minutes of meeting that would be taken by

Department of Development.

Figure 3.19 Photocopies machine. 
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e) Writing a letter

Writing a letter also being a part of the task that has been carried

during the industrial training. The trainee got many knowledge

through this because te trainee knows how to handle the format of the

letter, minutes of meeting and also create a form. Figure 3.20 below

is one of the letter writed by the trainee.
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Figure 3.20 A letter writed by the trainee. 

f) Cop a document

Besides, cop a documents is a daily routines for the trainee. This is

because, every documents especially a payment voucher need to cop

with "TELAH BAY AR". Then, the other documents need to cop with

cop of District Officer.
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g) Handle an operator

The trainee being a customer management information. At the 

operator, the trainee need to connect a call from the internal to the 

external. In this activities, the trainee get some of the knowledge on 

how to communicate patiently with the customer. 

h) Send an invitation letter to other organization

The trainee are required to take a responsibilities for sending an 

invitation meeting letter to all of organization that involves in some 

of the meeting. Basically, an organozation that always invited is 

Director of Jabatan Kerja Raya (JKR), Tenaga Nasional Berhad 

(TNB), Lembaga Perikanan Daerah Machang, Balai Polis Machang, 

Jabatan Pendaftaran Negeri (JPN), Majlis Agama Islam Daerah 

Machang and others. 
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Figure 3.21 An invitation letter.
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i) Arrange office items and stationary in store room.

The trainee also learns to handle the stock-in and stock-out of an

office stationary and items used by organization. The items and office

stationary are arrange neatly in the file room to avoid the items are

damage. Besides, tre trainee also would always check what stock that

has been decreased. If the stock are run out, the trainee need to report

to the staff-in-charge, Nik Azlin bin Ismail. Then, the stock-in and

stock-out are recorded on the form.

j) Register an incoming and outcoming correspondence

The trainee also responsible for registering an incoming and

outcoming correspondence. Figure 3.22 below shows a list of

correspondence that has been write by the trainee. The blue color are

refers to an incoming correspondence, therefore the red color refers to

an outcoming correspondence.

-,-.,� -...... , 
;,_ ....... - ........... "4, ... "'!'.1.-

� ,_ 111 I � T :'::;?-== 

........__._.. .... _.... ............... -... 

·-----------
. _________ .._.._.-.....
___ ...,.__._. ______ ..,._ ... , ...----------....---....... ----
-..,; ___ ....,_._ ______ _ -------- ----.....,_. --
=-............ ....__ ................. -... ... 
. .._.__... ... ,.._.________ _ --

=--- m-------- -
----

..... _..,... ==-. =· 

� 
=- - --

--....... .,..._. 

---- --•--------......... .......... 

Figure 3.22 Registration of correspondence. 
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k) Update Smiley Box Report

The trainee also receive a task for keep updating a Smiley Box

Report. The smiley box report was the urgent matter that the trainee

need to finish because an Assistant of District Officer from Land

Department, En. Amalil Ariffin has responsibilities to presents this to

all of the Directors from Machang organizations.

W _,. • d, • U.POP.,IJH.OTAKSENVUM•(SSli:JIC..,,pMibilrt1MlidtJ • �•i,JUNWIH'll 
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h!'t ;,.,_,_" ■ I ll • .... )I._ I( �•,A,· -=�-�;,_. • !i-• _.)i,. _ 1No<- ·•ttoS,,.c, ... Htador\111 1-kU,ng;: l.U. 
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Figure 2.23 Smiley box report updated by trainee. 

1) Attend an UMI Program

a:, 

Every morning on Thursday, Pejabat Tarrah dan Jajahan Machang

was held a religious program. That program is called UMI Program.

The meanings of UMI are stands for Ubudiyyah, Mas'uliyyah, Itqan.

The trainee also needs to attend to this program to get some of self

motivation. During the program will be invite an outside guest for in

religious talk.
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Figure 3.24 UMI program. 

3.1.2 Electronic Publishing / Design 

Electronic publishing means to publish information in an electronic form. This 

includes publishing CD-ROMs, making information available online or 

electronic books (e-Books). For electronic publishing/ design categories, the 

trainee are given a task for designing a new banner. Besides, banner of the 

system for the special project also are designed well. 
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3.1.2.1 Banner Design 

Figure 3.25 below shows a suggested banner for the trainee to design. 

This banner should be re-design for the further use for Pejabat Tanah dan 

Jajahan Machang. 

6'tf4a1fft111 � 

Figure 3.25 Suggested banner 
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3.1.2.2 Banner of e-Internship System. 

E Internship System 
Peiabat Tanah dan Jaiahan Machang 

ll 

�...,_, stepP,iAg stone -·� ;:��training
·,.._ ..,l(. pe�nal development confidence

inWuTo.hips��� 

Figure 3.26 e-Intemship System Banner. 

3.1.3 System Development 

System Development is define as the process of defining, designing, testing, 

and implementing a new software application or program. It could include the 

internal development of customized systems, the creation of database systems, 

or the acquisition of third party developed software. The trainee also involved 

in system development tasks by deveping e-Intemship Systems. An e

Intemship Systems are developed to facilitate the organization in managing the 

registration for a new practical students. 

3.1.3.1 New Website Development 

The new websitedevelopment that has been the trainee develop is an e

Intemship Systems. This kind of systems was developed to help the staff 

for welcoming an intern in order to accept the new internship members to 

the company. An e-Intemship Systems is a systems that has been 
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suggested by En Muhamad Ashraf bin Muhammad Fekri, Assistant 

Officer of Information Technology as the trainee Organizational 

Supervisor (OS). 

a) e-Internship System

e-Internship System is the system developed by the trainee for

Pejabat Tanah dan Jajahan Machang. Before this system assigned by 

trainee, the trainee have discuss with organizational supervisor what 

the needs and requirements that can helps a staff-in-charge that 

handle a registration for the new practical students into an 

organization. So that, En Muhamad Ashraf bin Muhammad F ekri 

suggest for developed this system. 

3.2 Special Project 

Special Project (SP) that the trainee done for Pejabat Tanah dan Jajahan 

Machang is the trainee has introducing a new system by developing a system 

called "e-Internship System (elS)". Therefore, the trainee need to participated 

with the planning and analysis phase only, whereby all the information and 

resources are being studied and identified. 
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3.2.1 Website Development 

The portal that has been developed by the trainee is entitled "e-Internship 

Systems (eIS). 

a) Problem Statement

Currently, Pejabat Tarrah dan Jajahan Machang manage a registration for

new interns candidate by working manually. e-Internship System

fundamentally is the system developed for Pejabat Tarrah dan Jajahan

Machang. This system will be used by the staff-in-charge as admin in

monitoring and controlling the practical students. Basically, the students

who wants to undergoing their industrial training will come to the

organizations to informs their chance for getting a place as practical

students and manually be register. Manual process need to be done for this

system. Manual process means, the student or intern's candidate need to fill

a paper form and need to submit their resume and information details to the

office by hand. Applying a manual process may cause some disadvantages,

because it required an intern's candidate to write it in a paper, instate of

write it in computer.

b) Purpose

The purpose this project is to facilitate the staff that handle an industrial

training management with paperless.
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c) Objectives

► To develop prototype of online internship application system.

► To helps an intern' s candidate in registering process for undergoing

an industrial training at Pejabat Tanah dan Jajahan Machang.

► Make ease for the staff-in-charge in managing a new practical

students.

d) Overview of the System

e-Internship System is a web-based system that facilitates an industrial

training management especially in registration. Besides, this system can 

make easy for staff-in-charge in managing and controlling an intern's 

candidate registration. The process of using this system is, one the student 

choose Pejabat Tanah dan Jajahan Machang as the choosen organization for 

industrial training, they need to register themself first. Then, they need to 

login back to fulfill their resume and information details to the office 

through online. Staff-in-charge was an admin in reviewing the details and 

resume of the intern. An admin should always overseeing an update to the 

system to make sure there have non-overlooked an intern's resume in the 

system. After receiving new data from new intern's candidate in the 

system, an admin need to write an approval letter by email. Moreover, e

Internship System also helps an intern be alert about their task that an 

organization needed. An intern should always keep alert on the notice 

provided in the systems. The notice are provided in the systems because in 

case there have a big event or program will be held by the organizations 

that need a services from an intern. 
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e) Modules in the System

A System Module (SM) is a type of Single-Board Computer (SBC), a

subtype of an embedded computer system. It is also called System on

ModuleSystem-on-ModuleHome. For e-Intemship System, there have eight

(8) modules which is:

► Home

► About

► User

► Admin

► Notice

► Supervisor

► Contact Us

f) Tools used in Develops System

The trainee used some of the tools in developing e-Intemship System. The

tools that used by the trainee are:

► PHP: Hypertext Preprocessor

PHP is a powerful tool for making dynamic and interactive Web pages.

It is the widelyused, free and efficient. PHP and MySQL has been the

main web development tool for it is free and open sources. They take

PUP as the development language because of free, small size of project,

strong supporting, good portability, simple grammer and rapid

development.
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► ASP.NET

ASP .NET is a web application framework developed and marketed by

Microsoft to allow programmers to build dynamic Web sites, Web

applications and Web services.

g) Web Browser used in Develops System

The trainee has choose a google chrome for the e-Internship System. This

is because, google chrome is perfect with Window XP, Vista and Windows

7. Moreover, this program supports the HTML5, CSS3 and JS. It is at first

intended for speed on the icon on desktop and also can potentially be 

browsing in less than a few seconds flat. In addition, it is a straightforward 

plan with rather no messiness in the toolbar and incorporates an auto 

refresh and a builtjn malware. 

h) Web Server used in Develops System

The web server that has been used by the trainee is XAMPP. XAMPP is

stands for X (any of four different operating systems), Apache, MySQL,

PHP and Perl. XAMPP is the interesting web server because XAMPP is a

free and open source cross-platform web server stack package. The

package includes the Apache web server, MySQL, PHP, Perl, a File

Transfer Protocol (FTP) server and phpMyAdmin. The main tools that

contain in it are Apache Hypertext Transfer Protocol (HTTP) Server, My

Structured Query Language (MySQL) database and interprets for scripts

written in PHP and Perl programming languages. XAMPP is an easy to

install Apache distribution containing MySQL and PHP. Therefore, this is

66 



the main purpose for the trainee for using XAMPP as the web server in 

developing e-Internship System. 

Moreover, XAMPP has been designed to be the easiest way to install and 

run a development server. There are numerous other W AMP packages 

available, but XAMPP is one of the most complete on offer. In addition to 

Apache, MySQL, and PHP, XAMPP includes other really useful tools such 

as the phpMyAdmin database administration tool, FileZilla FTP server, 

Mercury mail server, Perl programming language, and Java Servlet Pages 

(JSP) server Tomcat. In the XAMPP control panel, the trainee can 

configure the above services with ease. XAMPP can also install an 

administration site as the home page of the server. From which the trainee 

can undertake all manner of administrative tasks, such as checking the 

server status and security, launch tools like phpMyAdmin. 

i) Advantages and Disadvantages

Advantages Disadvantages 

1. Paperless.

2. Online registration. 2. Security concerns.

3. Save time. 3. Authenticity.

4. Save energy.

5. Ease of use.
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3.2.2 System Planning 

Before starts develop the system, the trainee has been arranging the planning 

on how to develop it. Therefore, the trainee have use only two (2) phase 

System Development Life Cycle (SDLC). However, the planning is the first 

phase in development process where the trainee will be gathered and collect 

data, meeting with supervisor for assigning the system and others. At this 

phase, the trainee would identify the sources, costs, time, benefits and other 

items should be considered. The project duration is about two (2) years, 

starting on November 2015 and expected to be completed on November 2017. 
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Figure 3.27 Gantt chart 
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3.2.3 System Design 

a) Flowchart

Flowchart 3.1 Process flow fore-Internship System. 

No 
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Input 

• Admin or intern need input username and password to login into e

Internship System.

• This system will check whether the username and password valid or

not.

• If not valid, admin or an intern need to login again using the right

password.

Process 

• Admin insert supervisor.

• Admin insert notice.

• Admin insert an intern.

• Admin insert result.

Output 

• Display details about intern

• Display details about supervisor

• Display details about results.

• Print out details of supervisor.
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b) Functional Decomposition Diagram (FDD)

l 
Admin 

► Add supervisor

► Add and update intern

result

► Add and update notice

Login 

l 

1 
User 

► Register for new

user

► Update user profile

Figure 3.28 Functional Decomposition Diagram (FDD) 
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c) Context Diagram

Result details 

ADMIN -

Supervisor details 
... 

Notice details 

Supervisor details 
(

" 

_.. E INTERNSHIP 

:l 
MANAGEMENT 

Notice Details SYSTEM 

Result Details 

lntern's details 

Figure 3.29 Context Diagram 
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�

Ill 

Cl'l 

USER 

In this diagram 0, it show that admin can insert supervisor details, insert 

notice details and insert results details of interns after leave its their 

industrial training. From the database, admin also can view user (intern) 

details, supervisor details and results details. In addition, admin also can 

print out the supervisor details. For the user, user can view and insert their 

details. 
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d) Data Flow Diagram (DFD)

------� Request for login 

( Admin 

. 
) 

Response• 
J • p, 

Add supervisor 

Response 

Add result 

Response 

Add notice 
.. 

Response 

/ 

'-

\. 

\. 

/ 

\. 

1.0 Check for login 

Login Reply 

, 

..... 

2.0 
Insert Data 

Add supervisor Reply 

_/ 

·�

3.0 
Insert Data 

Add result Reply 

.) 

...._ 

4.0 Insert Data 

Add notice -

� 

Figure 3.30 Data Flow Diagram 
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e) Entity Relationship Diagram (ERD)

rt-Sult 

Q id mt(11} 

name · varchar(50) 

session varchar(S0) 

year· varchar(20) 

semester · varchar(20) 

result · varchar(10) 

grade varchar(20) 

Et 

nouc, ......,,.._ _ __ 

\l Id 1nt(11) 

title text 

message text 

:n time tImestamp 

l 
9 

' 
I I v id mt( 11 l 

adman 

user_name varchar(20) 

password varchar(20) 

supervisor 

\l t_id int(11) 

name varchar(255J 

type varchar(100) 

position · text 

v.-ork_scope . varchar(255) 

mtern_name text 

status varchar(100) 

Figure 3.31 Entity Relationship Diagram 
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�-..,..-- • Kl mt(11) 

name . varcllar(255) 

ic : varchart20) 

11 email varchar(255) 

password varchar(20) 

fathers_name varchar(255) 

mothers_name varchar(255) 

famI1y_phone varchar(15) 

universrtI text 

address text 

age varchar(20) 

practical_penod varchar(20) 

session varchar(20) 

course text 

phone_no varchar(15) 

department varchar( 100) 

image varchar(255) 
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3.2.4 Interface fore-Internship System 
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kerajaan di ;.iamin Machang sema ada Jabatan Negori. Peri.ekutuan sen.a Badan--badan 
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Figure 3.32 Intetface for homepage. 
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Department in Pejabat Tanah dan Jajahan Machang 
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• Manage !he tra1mng and m1provement of \he staff of the

Machang land 2n::l Terrrtory Orf1::e 

Chck here !er uml under Mar.a-,-iemem Ser,1ees Department 

LAND ADMINISTRATION OEPARTRMENT: 
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• T his seclicn ,ccuses on maners relaled to soc10-economic 
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ScaJe Development Protects 
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at ;he Territory tevel 
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Figure 3.33 Intetface for about. 
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f- C (D localhost,,nte-i-:1,;no1 .• e pn;. "'* 

II 

EJ £-lftt,r,�'p S.,,tem 

f- C ©locd'IOs1 

Notice 

Majlis Tahllt dan Kesyukuran 2017-12-20 08:U:11 

Sambutan Hari Raya 2017 2017-08•17 07:59:46 

Perhatian ktpada praktibl ban, kemasukan Oktober 2017 2017•10""6 13.29.44 

P•rmohonan Cuti untuk pelajar pnktikal 2017-09�8 13:34:35 

Figure 3.34 Interface for notice. 

Details 

Nik l'alzal bin Mohamed 

Pentadblran 

K�tua Penolong Kelua JaJahan 

Status: Present 

Work Seo�: 

• Meeting with clien1s 

• Sign a declarat,on of vows 

• Sotvmg a cnhcal th:nking 

e 

"'* 

• Rec.eive inslructJc."lS from Assistant of Distnct Ot:icer when new 

a�ocat1or. received 

An lnt•m Nt1me: 
• Amil-ian Hussa,ney b Zakaria 

.. 

Figure 3.35 Interface for supervisor details. 
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Figure 3.36 Output for print of supervisor details. 

Insert New Notice 

Notlc• Tillt: 

DHailN01ic1: Deta11 Not1c 

Figure 3.37 Interface for input the notice. 
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[aE-lnte-r.Sh;pS,µ!.f:.,n 

C (i) localhost ,nttrn/updatt'-_prof1ie.php 

GJ E·ln1emsh\p 5:,-s'..e'.TI 

C © localhost 'ltem/welcome.php 

Nam• 

Phone No 

IC Num�r 

Unlnrsiti 

Addrns 

Age 

Prac,ical 
Period 

S.ssion 

Course 

Welcome • Ou.• Siti :Xadia Binti Che Hussin 

Che S111 Nadia Btnti Che Hussin 

014-8422056 

&30428-03-6102 

UrnversIb Malaya 

KAMPUNG LUBOK BUNUT.18500 MACHANG KELANTA!\I 

20 

1 Aug. 31 Dec 

Bachelor Information Management 

Figure 3.38 Input for update intern details interface. 

llserProlile 

Welcome. Che Siti :Xadia Binti Che Hussin iiMBd◄ 

Full Name: Che Sib Nadia Binti Che Hussin 
Email: nadia@gmail.com 
(C Number. 930428-03-6102 
Unlversiti: Unrversili Teknologi f-.iARA 

Address: :�:��� ����!�NUf18500 

Age: 24 
Practical 
Period: 
Session: 1 Avg - 31 Dec 
Course: Bachelcr Information 1/ianagemenl 
Phon• No: 014-8422056 
Department:Fen:tangunc:n 
Father: Che Hussin bin isn-.ail 
Mother; 
family 
Phone: 

-

N"ormiza binti Yusuf 

0134324705 

Figure 3.39 Output for intern details interface. 
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E-Intemship System actually the system that has suggested by Organizational

Supervisor. So that, before the trainee finishes the industrial training, this 

system has been presented to Organizational Supervisor, En Muhamad Ashraf 

bin Muhamad Fekri. Therefore, the organizational supervisor has commented 

that, this system actually just a simple system but good and can facilitate the 

organization especially to admin in handling intern candidates to make a 

registration. Lastly, En Muhamad Ashraf bin Muhamad Fekri said that this 

system has completely fulfilled the requirements for intern registrations and 

has been approved by organization to use it. 

3.2.5 User Manual: Guide for Staff one-Internship Sys tem Usage 

(Refer Appendix E) 
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CHAPTER4 

CONCLUSION 

The management is the administration of an organization includes the activities of 

setting the strategy of an organization and coordinating to accomplish its objectives 

through the application of available resources, such as financial, natural, 

technological, and human resources. As the project manager, it has responsible for 

accomplishing the stated project objectives and project manager must ensure the 

customers are satisfied with the work that is completed in quality manner within 

budget and time. The theory was applied in the organization on project management 

and trainee had given exposure during practical training. This was to ensure Pejabat 

Tanah dan Jajahan Machang (PTJM) follow the rules and regulation that had been 

stated. Theory will help on make the progress are smooth and not have delay. 

Therefore, in Department of Development that has a trainee placed was the important 

department where it functions and responsibities are the main of the duties for all the 

staff under this department. In this Chapter 4, the trainee would be explain about the 

varieties of experiences, knowledge, skills, an opinions about an organization, 

personal thaughs, lesson learnt, limitations and lastly the recommendation for Pejabat 

Tanah dan Jajahan Machang (PTJM). 
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4.1 Application of Knowledge, Skills and Experience 

In a nutshell, the trainee had applied the knowledge and skills learnt from 

System Analysis and Design I and II subject in order to develop the system and 

website for the client. The trainee as well had explored furthermore on 

Hypertext Preprocessor (PHP) coding independently by referring to other 

sources, such as through a website, with the friends, an Organizational 

Supervisor (OS) and others. 

Besides, the trainee also got an another experience that has been gathered from 

handling an events and programmes including user training during the studies 

in the Faculty of Information Management (IM) from Universiti of MARA 

Technology (UiTM) at Machang Campus, Kelantan. It also had benefited the 

trainee in order to communicate with the staff with clearly and to handle an 

event at the organization successfully. 

4.1.1 Skills Gained 

a) Communication skills

During the period of industrial training at Pejabat Tanah dan Jajahan

Machang, the trainee discovered a few knowledge in communication skills.

This is because thre trainee need to communicate a lot with the people, such

as with customer, organizational supervisor, managers from Department of

Development or other department as sometime the trainee need to set up a

meeting with them. Therefore, the trainee learned on how to communicate

effectively with them to ensure that the staff would be clearly understands

the message that was the trainee trying to give. The trainee realized that by
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communicate clearly, it literally improved my self-confidences whenever 

talked or exchanged ideas with people. From that, the trainee was able to 

speak clearly and thoughtful. 

In order to improves the communication skills, the trainee would be an open

minded person. Therefore, the trainee know on how to deal with colleagues 

to execute tasks, learned the way to organize and handle the communication 

during a meeting by giving an opinions and suggestion on the events 

especially during the meeting with Deputy of District Officer (TKJ). The 

meetings that has been attend by the trainee is meeting with Deputy of 

District Officer (TKJ), meeting with contractor, meeting with wholesalers 

and others. 

b) Abilities to work under stress

After the trainee got into Pejabat Tanah dan Jajahan Machang, the trainee

have got too many task that need to be solves. This is because, the trainee are

not familiar yet with work environment. This happen when Deputy of

District Officer (TKJ) has given a task for makes a presentation slide

urgently during the trainee handle Suruhanjaya Pilihan Raya-14 (SPR). But,

the trainee can control the situation by choosing to complete the urgent task

first since Suruhanjaya Pilihan Raya -14 (SPR) are not yet set the date.
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c) Decision Making Skills

Besides, the trainee also learned the decision-making skill. The skill is very

important when process of developing an e-Internship System where the

trainee are trying to find a problem and error of the system. The trainee

trying to solve the problem and make a decision making The skill is useful

when the trainee need to decide something which have more than one option

to choose. The trainee have to consult with an organizational supervisor, En.

Muhamad Ashraf bin Muhamad Fekri and look at every detail of the option

before making the decision. In addition, the decision making skills also

learned when the problem and misunderstanding happen between the staff

during an event conducted. The probems that has been faced during the

events is there are not enough worker in handle "Bantuan Cermin Mata"

events. Then, the trainee successfully solve and fix this problems by find and

invite any others practical students in helping an events.

d) Self-Motivation Skills

The trainee got this skills because once upon the trainee attending UMI

(Ubudiyyah, Mas'uliyyah, ltqan) program. This is because, the purpose of

program that has been organized by Pejabat Tanah dan Jajahan Machang is

to helps the staff to make a self-reflection and can do the works with calm

and effectives. The trainee thinks positive, positive self-talk to others, self

calming and relaxation and give the good appreciation to others.
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4.1.2 Experience 

Industrial training is the good ideas provides by the universities. This is because, 

the trainee get many experience during practical period. Through this industrial 

training, the trainee would get an experience in many fields of work such as in 

handling eye-contact during make a communication or conversations during the 

meeting. So that, the trainee has find out what it is like to work in a specific field 

and make contacts with professionals in the field. In addition, the trainee has an 

experience where able to presents an opportunity to interact with and learn from 

professional practitioners in their area of expertise. 

4.2 Personal Thoughts and Opinion 

The trainee feels that the organization provides a lot of opportunities and 

supportive environment. This is because, the purpose for the trainee comes to 

the organizations is to gained more knowledge as much as possible. So that, the 

organizations need to give them a support, advice or give them a good values 

during they are get into the organization. By giving all of this kind values, the 

trainee would be feel enthusiastic for doing any works or task given with calm. 

The supervisor, the staff and even the top management are friendly and easy to 

deal with if there have an urgent case that need to be solve by trainee. The 

trainee also thinks that knowledge and skills provided by faculty is necessary 

and useful because mostly the works that the trainee receive are the works that 

relates· to the field study. However, some improvement can be done by 

providing the best facilities, work areas, toilet requirements. 
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4.3 Lesson Learnt 

The trainee has learnt to be more discipline, punctual, and has improves many 

skills that has been gained during a period of industrial training. Being in 

working surrounding, the trainee has learnt how to commit with time, multiple 

tasks and can do the work under stress. Can completing the works and task 

given on time. Pejabat Tanah dan J ajahan Machang (PTJM) has exposed the 

trainee on many new field of knowledges and had chance to the trainee for 

apply what has been taught throughout 3 years of study. 

The training has made realized to the trainee for real world working 

environment can be totally different from what the trainee have learnt in past 

daily classes. This had gave the trainee a chance to develop more practical 

skills in self. An industrial training program was definitely beneficial for the 

trainee. Pejabat Tanah dan Jajahan Machang is involved with many efforts in 

helping a community around, cooperation between other departments, work 

practices that rely on established system standards and based on the defined 

core. Lastly, the things that attracts the trainee is Pejabat Tanah dan Jajahan 

Machang is headed by a capable leader in safeguarding the welfare and 

integrity. This because this organization have a competent, responsive and 

competitive staff. 

Overall, the trainee knows and get experiencing in work, learn how to 

communicate with different staff members and learn how to solve problems 

faced in the workplace. 
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4.4 Limitations and Recommendations 

The equipment provided by organization is quite limited especially for office 

stationary. This is because, the organizations get that stocks from Setiausaha 

N egeri Kelantan. Through this, some of the stocks would are limited. The 

trainee would like to suggest that the management for dividing a practical 

students should be based on the fields taken by intern. This is because, if an 

intern are located at unsuitable place where not fit and related to their course 

field, it would make an intern not get what experience after leaving an 

industrial training. Besides, an organizations are also advised to extend 

programs involving local communities such as the "Hari Bersama Pelanggan" 

program and so on to explain to the community the management procedures at 

the Pejabat Tanah dan Jajahan Machang as well as to strengthen the 

community with local communities. 

The second recommendation is to the organization. Organizational members 

should conduct communications audit to ensure the smooth flow of 

communication systems between individuals and groups within the 

organization. Communication audits are also intended to identify problems and 

solutions to problems in the organizational and staff management systems as 

well as outsiders to ensure a good bilateral relationship within the 

organizational system as well as increase the motivation between employees 

and employers in implementing their respective agenda and realizing 

objectives and organization vision and mission. 
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The trainee would also like to recommend that faculty may improve the 

courses by providing more hands-on courses so that the future students who 

will undergo practical training will be well-equipped will hands-on skills rather 

than only theories learnt in classes. 
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OBJEKTIF SAHAGIAN 

PEMBANGUNAN 

# Melaksanakan dan menyiapkan projek-projek 

kecil Jajahan Machang yang telah diluluskan 

dalam tempoh tahun kewangan semasa dan 

membelanjakan tidak kurang daripada 90% 

peruntukan kewangan yang telah diluluskan. 

# Memastikan kerja-kerja pembangunan 

peringkat jajahan yang dijalankan oleh agensi

agensi kerajaan dilaksanakan dengan berkesan 

dan diselaraskan. 

# Menyediakan dan memberi perkhidmatan

perkhidmatan (bantuan) untuk memudahkan 

kerja-kerja pembangunan. 



SAHAGIAN 

PENT ADBIRAN AM 

OBJEKTIF JABATAN 

PENT ADBIRAN J AJ AHAN 

Adalah untuk mewujudkan kesejahteraan rakyat dengan mengadakan 
satu jentera pentadbiran yang berkesan, cekap don berjiwa rakyat 
bagi membangun jajahan, mengukuhkan perpaduan masyarakat, 
menjamin keselamatan serta menjadi saluran antara rakyat dan 
kerajaan di peringkat jajahan selaras dengan hasrat kerajaan. 

SAHAGIAN 

PENT ADBIRAN & KEWANGAN 

/ 

SAHAGIAN 

PEMBANGUNAN 

i) Menyediakan dan memberi perkhidmatan
kepada masyarakat.

i) Menentukan pengurusan pentadbiran
pejabat berjalan dengan cekap dan
teratur dari segi kewangan, urusan
perjawatan, pentadbiran dan
keselamatan.

i) Memastikan kerja-kerja
pembangunan dilaksanakan dengan
berkesan.

ii) Memupuk perpaduan rakyat serta menjamin
keamanan dan keselamatan jajahan.

ii) Menyediakan dan memberi
perkhidmatan untuk memudahkan
kerja-kerja pembangunan.



UNIT PEMBANGUNAN INSAN 

1. Permohonan Tabung Serambi Mekah

CARTA ALIRAN KERJA 

Permohonan 

PKJ (Pembangunan Fizikal) 

Laporan 

Habtar ke Unit Perlaksanaan 

Projek SUK 

Kelulusan Diterima 

Serah Kepada Pemohon 

2hari 

1 hari 

2 hari 



CARTA ALIRAN MENJALANKAN KERJA BERKAITAN 
DENGAN PERUNTUKAN KERAJAAN NEGERI 

1 

I 

1 

Terima waren peruntukan 

Semak senarai projek dan jumlah 
peruntukan 

Menaip senarai projek 

Buka fail tipa-tiap projek 

1 O
Penentu jr projek 

Projek Kecil 

IKetua Jajahan/ 
�en. Ketua 

'----.--ajahan 
Pembangunan 

T 

Sebut Harga 

awatankuasa 
butharga 

Tender 

Jawatankuasa Khas 
der 

n
diakan pesanan kerajaan I

I 

I 

l 

T 

Edarkan pesanan kerajaan kepada 
Pemborong/ kontraktor 

Terima tuntutan dan edar kepada J/Teknik Rendah dan 
Penggawa Daerah 

Sedia baucer Kew.270,masuk catatan 
perbelanjaan ke dalam buku vot dan edar 
kepada Pen.Ketua Jajahan Pembangunan 

sediakan Lampiran 'A' dan majukan tuntutan kepada 
bendahari negeri 



CARTA ALIRAN KERJA-KERJA MENGURUS SURAT-MENYURAT BAHAGIAN 

PEMBANGUNAN 

Masuk fail dan 
simpan bagi 
surat utk 
makluman/ 
simpanan sahaja 

- -

urat (telah dilihat/minit oleh 

bangunan fizikal) 

Semak su 

Dapatkan 

surat 

Diposkan 

fail & masukkan surat 

n 

minit/catitan didalam surat 

Masuk utk tindakan& 
ambil tindakan/jawab 
surat kpd.yg. 
berkenaan 

Bagi kepada Jurutaip 

rat berkenaan 

tandatangan/ pengesahan 

kepada yang berkenaan 



CARTA ALIRAN MENYEDIAKAN LAPORAN 

KEMAJUAN PROJEKBULANAN/TAHUNAN 

Semok senoroi projek 

Tentukon jenis projek, woron peruntukon 

don kos perbelonjoon 

Kemojuon fizikol don torikh siop kerjo 

Dopot pengesohan laporon 

Edorkan loporan kepada Jobaton 

berkoiton 

(5) 



iii½tltti �'-'· :� :::ite�:·: .. =·:-;::-:,.;. c1•:� . . --·.::=:.=: 

laman Web Nasml 

PEJABAT TANAH DAN JAJAHAN MACHANG 
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PIAGAM PELANGGAN 

.,. ;. -•;• --- =·t •"'i: ;�,. 

BIL SAHAGIAN KHIDMAT PfNGURUSAN 

1 Memproses pengesahan dalam Perkhidmalan warga kerja dalam lempoh (3 hari) dari larikh penerimaan. 

2 Urusan pennohonan cuti warga kerja (Separuh GajifT anpa Gaji) dalam tempoh (2 hari) dari tarikh permohonan dilerima. 
3 Memproses pennohonan ke luar negara I CUti Haji dalam lempoh (5 hari) dari larikh pennohonan diterima. 
4 Memproses permohonan tanggung kerja dalam tempoh (4 hari). 
5 Memproses kenaikan pangkat warga ke�a dalam tempoh (5 hari), 
6 Memproses urusan berpencen datam tempoh (14 hari). 
7 Memastikan mes)Uaraldapat dijalanksn dalam tempoh (3 hari)dari larikh majlis. 
8 T ugas-tugas keurusetiaan (surat-men)\lrat) dapat diselesaikan dalam tempoh (1 hari). 
9 Ke�a-ke�a persiapan dapat disiapkan dalam tempoh dua (2) hari sebelum majlis. 
10 Urusan menerima dan mendaftar surat-men)\lral dapat diselesaikan dalam tempoh (2 jam). 
11 Urusan pengedaran surat-men>')rat dalaman dalam masa (1 jam). 
12 Urusan maklumbalas surat-men}1Jrat dengan agensi luar dalam tempoh (3 hari). 
13 Urusan mengepos sural dalam masa (1 hari). 
14 T empoh pen)ediaan dan kelulusan baucer ba)0ran di peringkat jabatan lidak melebihi (7 hari) dari tarikh diterima. 
15 Urusan gaji dapal disediakan dalam tempoh satu bulan sebelum gaji berikutnya. 
16 Pen�iaan baucer untuk tunlutan elaun pe�alanan dan elaun lebih masa sebelum 15hb setiap bulan. 
17 Pen�iaan baucer bayaran elaun penghulu disediakan dalam masa (7 hari) sebelum pembayaran gaji. 
18 Pen�ta pen}esuaian \Ot dihanlar ke Pejabal Perbendaharaan sebelum 10hb sebap bulan. 
19 Pennohonan peralalan akan dibekalkan dalam lempoh (1 hari) dari taritm pemiohonan. 
20 Memproses pem belian peralatan pejabat dalam tempoh (3 hari) dari arahan dikeluarkan. 
21 Memeriksa larikh luput baranganlperalatan setiap (1 bulan). 
22 Mengambil Pesanan pera!atan pejabat di Seto, SUK dalam tempoh 1 hari. 
23 Kemudahan maklumat kepada kakilangan dapat diselfflikan dalam tempoh dua (2 hari). 
24 Rangkaian JCT }eng be1TT1asalah akan diatasi dalam lempoh tiga (3) hari (bergantung kepada tahap masalahj. 
25 Memastikan keselamalan pejabat teqamin dan membual Pemantauan dari semasa ke semasa, 

BIL. BAHAGIAN PEMBANGUNAN 

1 Laporan Permohonan Tabung Serambi Mekah akan disiapkan dalam masa dua (2) hari dari larik.h pemiohonan diterima. 
Pemba}Gran akan dibual dalam masa dua (2) hari dari tarikh perun'-!kan dilerirna daripada T abung. 

2 Permohonan bantuan industri kampong, kemudahan asas infrastruktur, kemudah2n 8sas pertanian. pemba10ran pembelaan rak)l<lt 
miskin akan diangkat ke Pejabal Pembangunan Negeri dan agensi yang bertaku dalam dua (2) minggu dari tarikh pennohonan (jika 
semuanya leraa.Jr) 

3 Projek-projek pembangunan lnsan akan dilaksana dan diselesaikan dalam masa empat (4) bu!an dari tarikh kelulusan Kerajaan (iika tidak 
bermasalah) 

4 Setiap permohonan untuk mendapat kenwdahan asas, i,er11hidmatan, pembang,inan fiZikal dan rohar.i serta pen�lenggaraan akan 
ditaksanakan da!am jangka masa 2 bulan dari tarikh peruntukan diluluskan oleh kerajaan (tidak termasuk projek yang ditender) 

s Baucer pemba)0f8n bagi ke�a yang melibalkan sebulharga/lender boleh diselesaikan dalam masa sepuluh (10) hari dari tarikh 
pen)l!rahan lunkllan Oika pertaksansan sampuma). 

6 Saucer pembayaran bagi kerja yang melibalkan perunlukan di bawah RM10.000.00 boieh diselesaikan dalam masa la pan (8) hari dari 
tarikh pen�rahan tunlutan Uika pelaksanaan sempuma). 



�-H - ---,°�'. 1 ; . · ; � ;;/., 8AHAGIANPEMBANGUNAN TANAH .· . . ;-•�� 
1 Pemohonan Ubah S)8ratkegunaan tanah (selain daripada Pertanian k8pada Pertanian) akan diselesaikan dalam tempoh empat (4) 

bulan jika idak befmasalah. 
i Permohonan Ubah S)8ral kegunaan 1ar1ah daiipada Pettanian kepada Pooanian akan diselesa1kan dalam masa (3) bu!an. 
3 Pennohonan Pecah SempadanlBahagianfCanwman akan diselesaikan dalam tempoh enam 16) bulan fiika tidak bermasalah). 
4 Permohonan bagi mendapat kebenaran Pindahmilik menggadai tanah )Qng meml)i.lnyai sekatan kepentingan c!1bawah Seks)en 120 KT N

akan diselesaikan dalam masa liga (3} bulan. 
S Pennohonan bagi mendapal l:ebenaran Plnda!'!mililrJmenggadai lilnah dibawah SekS)l)n 13A Enakmen Rllab Mel8)0 1930 dan �n 

104 Enakmen Tanah Kelantan 1� akan diselesaikan dalam masa tiga (3) bulan. 
6 Permohonan Perinlah Jual lelong /lwam dibawah Seks)en 260 KTN akan diselesaikan dalam masa sepuluh (10) bulan (jilia tidak 

bermasalah). 
7 Pennchonan bagi mendapat kalulusan membelll kesilapan namal'No. Kad Pengenalan di bawah Seks)en 380 KT N akan dise�ikan 

dalam masa sau (1) bulan. 
8 Permohonan gantian geran kerana hilanglrosak akara diselesaikan dalam masa sembilan (9) bulan. 
9 Pendaftatan Pindahmilik / Gadaian I Melepas Gadaian (Bagi Perserahan} akan disiapkan dalam masa 1 hari bekerja. 
10 Permohonan Cabulan Hakmlik Tanah. Canan Persendirian, Carian Rasrni Untuk Kegunaan Rasmi (Bagi Hakmiik) akan disiapkan dalam 

tempoh 30 mini!. 
11 Pennohonan Mendapal<an Salinan Sah HakmiUk (Bagi 1 Hakmilik) akan disiapkan dalam masa 30 minil. 
12 Pendaflaran Kawa1 Persendirian, Kawai Lien. Ka\'eal Pendaflar akan disiapkan dalam masa 30 minit. 
13 Pendeftaran Untuk Membe�lkan Kesilapan Nama. Nombor Kad Pengenalan Pada Dokumen Hakmilik Di Bawah SekS)en 380 KT N 

datam masa 1 hari beketja. 
14 Pendaftaran Ubah Sy.irat T anah (bagi 1 hakmilik) akan disiapkan c!alam lempoh 2 hari beketja. 
15 Pendallaran Perinlah Pesaka (bagi f perserahan) akan disiapkan dalam tempoh 3 hari bel\e�a. 
16 Perrnohonan Sij� Carian Rasmi akan disiapkan datam tempoh 3 hari bekerja. 
17 Pendaftaran Gani.In Geran Hilang f Rosak (bagi 1 hakmUik) akan disiapkan dalam lempoll 7 hari beketja. 
18 Pendaftaran Hakmilik Bagi Permohonan Milik T anah (bagi 1 Hakmilik) akan disiapkan dalam tempoh 7 hari bcke�a. 
19 Pendaftaran Hakmilik Sementara (QT) bagi Pecah Sahagian I Sempadan I Canhlman I Serah Balik Beri Mmk Semula (bagi 1 hakmilik) 

akan disiapkan dalam tempoll 14 hari beke�a. 
20 Pembayaran haSil lanah akan diselesaikan dalam masa (2) minil sekiran)8 dokumen-dokumen beooiitan dibawa bersama semasa 

membua1 ba)8ran. 
21 Simpanan deposit akan diselesaikan dalam masa tiga puluh (30) minil. 
22 Permohonan mengambil balik deposit akan diselesa,kan dan dikemukakan ke Pejabat Perbendah11raan Negert selepas dua (2) minggu 

dari tarikh pennohonan ditelima ijika tidak bermasalah). 
23 Proses peremitan selem (hasil) akan diselesaikan dalam masa (30) mini!. 
24 KelulusanlPemberian Permit Hiburan boleh disiapkan dalam masa dua (2) hari 
25 Permohonan MmkTanah Berancang akan diselesaikan dalam lempoh enam (6) bulan selepas Jadual 1 dileiima dan Suratan HakmUik 

Semenlara {HSM/QT) akan dikeluarbn dalam masa dua (2) minggu selepas larikh akhir bayaran jelas (di bawah Program Khas). 
26 Bagi pennohonan milik lanah biasa. Suratan Hakmilik Semenlara (HSM/OT) akan dikeiuarl<an dalam masa dua (2) bulan dari tarikh 

semua ba)Elran dijelaskan. 
27 SUratan Hakmilik Kekal (Geran) akan dikeluarkan dalam masa dua (2) bulan selepas diterima Borang 50 daripada Pejabat Ukur. 
28 Permohonan bagi mendapat kebenaran memindah bahan batu-batan (pasirllanalllrumpul) akan diselesaikan dalam masa �JJUh (7) bagi 

pe,mooonan baru. manakafa ba9i permohan yang sudah diluh:skan akan diselesaikan dalam masa dua (2) jam. 
29 Permooonan Pengambilan Balik T anah di bawah .AAta Ba!ifl T anah 1990 Seksyen 3(b) dan (c) akan diselesaikan datam �mpoh enam (6) 

bul&n selepas menerima borang permohonan. 
30 Permohonan Sewa T anah Kerajaan (T OL) alum diselesaikan dalam lempoh enam (6) bulao !>elepas menenma borang pem1ohonan 

� � �� 
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PIAGAM PELANGGAN 

SAHAGIAN PENGURUSAN TANAH 

UNIT PENDAFTARAN 

1. Pendaftaran Pindahmilik / Gadaian / Melepas Gadaian (Bagi Perserahan} akan disiapkan

dalam masa 1 hari bekerja.

2. Permohonan Cabutan Hakmlik Tanah, Carian Persendirian, Carian Rasmi Untuk Kegunaan

Rasmi (Bagi Hakmiik) akan disiapkan dalam tempoh 30 minit.

3. Permohonan Mendapatkan Salinan Sah Hakmilik (Bagi 1 Hakmilik} akan disiapkan dalam

masa 30 minit.

4. Pendaftaran Kaveat Persendirian, Kaveat Lien, Kaveat Pendaftar akan disiapkan dalam

masa 30 minit.

5. .Pendaftaran Untuk Membetulkan Kesilapan Nama, Nombor Kad Pengenalan Pada

Dokumen Hakmilik Di Bawah Seksyen 380 KTN dalam masa 1 hari bekerja.

6. Pendaftaran Ubah Syarat Tanah (bagi 1 hakmilik) akan disiapkan dalam tempoh 2 hari

bekerja.

7. Pendaftaran Perintah Pesaka (bagi 1 perserahan) akan disiapkan dalam tempoh 3 hari

bekerja.

8. Permohonan Sijil Carlan Rasmi akan disiapkan dalam tempoh 3 hari bekerja.

9. .Pendaftaran Gantian Ge ran Hilang / Rosak (bagi 1 hakmilik} akan disiapkan dalam tempoh

7 hari bekerja.

10. Pendaftaran Hakmilik Bagi Permohonan Milik Tanah (bagi 1 Hakmilik) akan disiapkan

dalam tempoh 7 hari bekerja.

11. Pendaftaran Hakmilik Sementara (QT} bagi Pecah Sahagian/ Sempadan / Cantuman /

Serah Balik Beri Milik Semula (bagi 1 hakmilik} akan disiapkan dalam ternpoh 14 hari

bekerja.



PIAGAM PELANGGAN 

SAHAGIAN PENGUATKUASAAN TEKNIKAL DAN HASIL 

UNIT HASIL 

1. Pembayaran hasil tanah akan diselesaikan dalam masa (2) minit sekiranya dokumen

dokumen berkaitan dibawa bersama semasa membuat bayaran.

2. Simpanan deposit akan diselesaikan dalam masa tiga puluh (30) minit.

3. Permohonan mengambil balik deposit akan diselesaikan dan dikemukakan ke Pejabat

Perbendaharaan Negeri selepas dua (2) minggu dari tarikh permohonan diterima (jika tidak

bermasalah).

4. Proses peremitan setem (hasil) akan diselesaikan dalam masa (30) minit.

5. Kelulusan/Pemberian Permit Hiburan boleh disiapkan dalam masa dua (2) hari



/ 

SEN ARAI NAMA PEGA WAI/ KAKIT AN GAN PEJABAT T ANAU �DAN JAJAHAN MA CHANG 

C.e TAHUN 2017 

KHIDMAT PENGURUSAN 

I BIL II NAMA 

1. HAJI MOHD ZAINUDIN BIN MOHAMED )( 
2. SHAHIRAN BIN SHA' ARI !?o<. 
3. NORMADIAH BT ABDULLAH 'X 
4. MOHD HILMI BIN HASBULLAH SAGHRI e=,O 

5. NOOR ASNANJ BINTI SAARI 
6. MUHAMAD ASHRAF BIN MUHAMAD FEKRI 
7. NORMAH BT AHMAD cc 

8. ROHAN! BT ABD RAHMAN 
9. NIK AZLIN BIN ISMAIL 

10. ROSEMALIZA BT SHAMSUDIN (@ ZAINAL ABIDIN 
11. NIK MOHD ALIMIN BIN NIK ISMAIL 
12. WAN SITI SALIHAH BINTI WAN ABDULLAH 
13. TENGKU NUR FATIHAH BT TENGKU YUNUS (SAMBILAN)

14. NIK NORHIDA YU BT TUAN AHMAD (@ NIK MAT 
15. SALINA BT. SALLEH 
16. MOHD. RUZAIMI BIN POUZI 
17. MOHD AZMAN BIN SAUDI 
18. NIK MOHAMMAD AHZAN BIN MOHD NA WT 
19. MOHD SAUPI BIN HAMAT 
20. ROSU BIN MAT HUSAIN 
21. MUHAMMAD ABDULLAH BIN AHMAD 
22. MOHD F AUZI BIN NOH 
23. ANUW AR BIN BAKAR 
24. MANSOR BIN MOHD NOOR 
25. ZAMRI BIN CHE SOH 
26. NORZELAN BIN MOHD NOR 

PENT ADBIRAN DAERAH 

I BIL I NAMA 

1. HJ RUSLI BIN SHAIKH SALIM "" .1, <,,,r, 
2. NIK OTHSEMAN BIN MOHAMED �'flT
3. SUHAIMY BIN ISMAIL � · tv-�1
4. HJ MOHD NORIZAN BIN HJ MOHD RASIDI LM'PO"-

5. MOHD KHAIRUL BHARIN BIN SULAIMAN l"· cl-to"-'��� 
6. AZMAN BIN MOHAMAD 
7. ABDUL AZIZ BIN JUSOH 
8. ROSLAN BIN MOHD. YUSOFF 
9. MOHD RAIMIN BIN MAT SEMAN 

II NO KAD PENGENALAN I 
610513035857 

680424035373 

590626035786 

741214035881 

810730035964 

900720035775 

630210036076 

600220115168 

741007035133 

730214035466 

880804295501 

890408035272 

910511035014 

790628035778 

780323035030 

840415035347 

750410035891 

820618036069 

741126035451 

590515035767 

770501036687 

570923035661 

800216035073 

780721035319 

660913035253 

660805035395 

NO KAD PENGENALAN 

640107035285 

590707035139 

600325035279 

590521035341 

790525035783 

740608035943 

580627035607 

720413035523 

580424035105 



'. 

BAHAGIAN PEMBANGUNAN 

BIL I NAMA II NO KAD PENGENALAN I 
I. NIK FAIZAI BIN MOHAMED \1. 0 � �.e.Mb�m,/1 770821036117 

2. WAN TAUPEK AZMI BIN AHMAD 
3. MOHD RUSLAN BIN KADIR 
4. NIK NOR A'FIF AH BINTI SOLAHUDDIN 
5. NAIMAH BT AYOB c,.C 

6. FAzRUL AMIZAM BIN IBRAHIM 
7. ROSMA WA TI BT HJ MUST APHA 
8. WAN MUHAMMAD ISW AN BIN WAN HASSAN 
9. MOHD SOBRI BIN ABAIDILLAH 

BAHAGIAN PENTADBIRAN TANAH 

�I 
NAMA 

: HJ MOHD FARID B. DATO' HJ ABDUL RAZAK 
2. AMALIL ARIFFIN BIN DATO' SALLEH �os. 1r1 h 
3. CHE HUSSIN BIN CHE A. RAHMAN c.,C, 

4. NORF AZILAH BT KAMARUZAMAN
5. MOHAMAD NADZIRIN BIN MOHD.NOR
6. NOR HAZW ANIE BINTI OSMAN
7. AMIRUL ASYRAF BIN AZIZ -M-•---
8. MAT ZALi BIN MAT DAUD

UNIT HASIL 

I BIL II NAMA 
1. ZAMZURI BIN Y AACOB CG 
2 HASLIZA BT SULAIMAN 
3 MOHD SAIFFUL BIN DERAMAN 
4 NURUL ASYIKIN BINTI MD NOOR 
5 SAZUKI BIN SHAARI 

650920035383 

750425035309 

780915035376 

600623035592 

830801035493 

810105035248 

880130295109 

851231035231 

I 
NO KAD PENGENALAN 

620117035301 

810723035237 

631001036023 

840401125384 

810601035087 

900126035588 

910226035859 
-·· ---·-

600814035413 

II NO KAD PENGENALAN I 
730724035271 

790119035120 

880506295159 

810322035658 

640921035829 



" 

UNIT PENDAFTARAN 

I BIL II NAMA 
CJ YM. TENGKU MUNA SHAHEERA BINTI TUAN ZAINAL

ABIDIN �o> 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

II ZURKHAJDIE ZAHRIR BIN MOHAMAD SHKIR 
MOHD ZUL HAFIZAN BIN ZAKARIA 
ZOFADELI BIN YA'KOB 
CHE NOR AZLINA BINTl CHE GHANI 
MOHD ZUKI BIN IBRAHIM 
MOHD ZULHILMI BIN JUSOH 
HASMADI BIN MOHAMAD (FS)

Ct 

BAHAGIAN PENGUATKUASAAN & TEKNIKAL (S/0) 

BIL 

I. 
2. 

3. 

4. 

5. 

6. 

7. 
'--,-- ---,-

8. 
9. 

I NAMA 

I MUHAMMAD HAMIDI BIN M MARZUKI 
AB. SHAT AR BIN MOHAMAD cc

HJ AZIHAR BIN HASSAN 
ZULKIFLE BIN ZAK.ARIA 
ASNAN BIN MOHAMED 
ZUL WAFA BIN MUSTAFA 

i?:,o> 

MANZUR UL_ HASAN BIN HAS�ULLAJL@ ABDULLAH 
MHD. ASRI Bil-J AHMAD 
MOHAMAD ZULHAKKI BIN ALI 

II NO KAD PENGENALAN

I
890129035456 

II 730403035609 

890225035739 

771204036087 

840302035236 

631012035341 

840309035095 

711014035345 

II NO KAD PENGENALAN

I 900602036021 

580205035463 

620122035365 

630709035857 

820804035959 

810304035689 

750621035963 

750918035905 

910609035813 

JUMLAH PEGA WAI/ KAKIT ANGAN : 74 ORANG (TERMASUK 1 SAMBILAN • 1 FS)

Kemaskini: 05.09.2017 

I 
I 

I 
I 



PEJABAT T ANAH DAN JAJAHAN MA CHANG, 

18500 MACHANG, 

KELANTAN 

Arahan kepada Kontraktor : 

1. Borang ini perlu diisi selengkapnya oleh pemohon dan perlu dihantar segera kepada

pejabat ini beserta dengan salinan sijil PKK,ClbB, dan SSM.

A.MAKLUMAT PERIBADI

Nama Syarikat: ................................................................................................................. '. ......................................... . 

Nama Pemohon : ..................................................................... . 

No. Kad Pengenalan : ............................................................... Alamat E-mail : ..................................................... . 

Alamat Rumah: .......................................................................................................................................................... . 

No. Telefon Rumah : ................................................................ No. Telofon Bimbit : ............... ............................. . 

Ala mat Surat Menyurat Syarikat Terkini: ............................................................................................................... . 

No. Telefon Pejabat : ................................................................ No. Faks : ............................................................. .. 

No. PKK: .............................. Tarikh Sah Daftar : .............................. hingga ........................... .. 

No. CIDB : ............ ...... .......... Tarikh Sah Daftar : .............................. hingga ........................... . 

No. SSM : ............... ............. Tarikh Sah Daftar: .............................. hingga ........................... . 

Kelulusa n/Kelayakan/ Akademik/Sijil 
(Sekiranya ada) 1 .............................................................. , ................... . 

2 .................................................................................. . 

3 ................................................................................ . 

PENGAKUAN PEMOHON 

Dengan ini saya mengaku bahawa segala maklumat yang diberikan ini adalah BENAR. Sebarang 
maklumat yang tidak benar boleh menyebabkan permohonan pendaftaran saya PIBATALKAN.

Tandatangan : .................................................. . 
Narna: ........................................................ . ...... . 
No. K/P : ........... : ..................................... , . ........ . 
Tarikh: .................................................. : ... . . . ..... . 

URUSETIA PEJABAT TANAH DAN JAJAHAN MACHANG 



A. 

PEJABAT TANAH DAN JAJAHAN MACHANG 

PENGESAHAN PROJEK KECIL PEMBANGUNAN 

BORANG LAWATAN TAPAK 

Butiran Keria 

Nama Projek: ____________
__

_
_______

_____ _

Tarikh Kerja Di mulakan : ______ _ Tarikh Kerja Siap: _______ _

Nama Pembekal I Kontraktor : _____________________ _

Perbelanjaan / Kos

Maklumat Lawatan Dan Pen�oran. 

Ulasan:

Kerja telah siap dengan sempurna

Kerja belum siap

Di Sokong Untuk Bayaran

Tidak Disokong Untuk Bayaran

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

B. 

(Penolong Jurutera)

K_elulusan 

/ / Diluluskan

/ / Tidak Diluluskan

Ulasan

(Ketua Jajahan )

Tarikh Siasatan di buat : ______ _
'l ' 

Tarikh



l<e Majlis, 

YABrs. Ketua Jajahan, 

Pejabat Tanah Dan Jajahan MACHANG, 

18500, Machang. 

(u.p: YBrs Ketua Penolong Ketua Jajahan (Pembangunan 1) 

Tuan, 

Akuan Siap Kerja Projek : 

Dengan hormatnya saya merujuk kepada perkara di atas. 

2. Adalah dimaklumkan bahawa projek yang tersebut di atas telah disiapkan dalam tempoh yang

telah ditetapkan pada

Sekian, terima k?sih. 

Yang Benar, 

(Tandatangan) 

(Cop Syarikat / Pemborong} 

Tarikh: 



Ke Majlis, 

Yang Amat Berusaha, 
Ketua Jajahan Machang, 
Pejabat Tanah Dan Jajahan Machang, 
(U.P: Sahagian Pembangunan) 

Tuan, 

SURAT AKUAN SELESAI KERJA 

Adalah saya __________________________ _ 

Beralamat ___________________________ _ 

Dengan ini mengaku kerja-kerja sebagaimana dibawa_h telah siap dilaksanakan dengan 
sempurna dan memuashati. 

D Kerja-kerja Pendawaian Elektrik 

D Kerja-kerja Pemasangan Paip Air 

D Kerja-kerja Pembaikian Rumah 

D Lain-lain Kerja 

Tandatangan Tuan Rumah 

No. K/P: 
--------

Telefon: 
---------

Tarikh 
---------

Tandatangan Saksi 

Jawatan: 
--------

Telefon: 
--------

Tarikh 
--------



ft��J 
--

PEJABAT TANAH DAN JAJAHAN MACHANG 
18500 MACHANG, KELANTAN. 
TELEFON : 09-9752963 I 09-9752826 
FAX 09-9751903
E-MEL ptjm2kelantan.gov.my 

PERHATIAN 

1. Permohonan hendaklah
dikemukan 3 hari sebelum
tarikh diperlukan.

BORANG PERMOHONAN PENGGUNAAN KENDERAAN RASMI JABATAN 

2. Jika terdapat perubahan /
pem batalan kepada
permohonan hendaklah
dimaklumkan segera
kepada Sahagian Khidmat
Pengurusan / Pegawai
Kenderaan /Pemandu 

TARIKH TERIMA BORANG: ......................................................................... . 

SILA BACA SEBELUM ISi : SYARAT-SYARAT 
1 Borang permohonan hendaklah diserahkan ke Uni/ Khidma/ Peng11rusa11 selewa/-lewa/nya 3 hari bekerja sebelum larikh penggunaan bagi 

permohonan kereta/ van/Lori. 
2 Borang ini hendaklah diisi dalam 2 salinan dengan /engkap dan jelas set1a disahkan a/eh Kelua Jaba/an /Ke/11a Uni! 
3 Borang permohonan yang Cidak /engkap dan permohonan mela/ui telelon tidak akan diproses. 
4 Permohonan akan dipertimbangkan lertak/Lik kepada kekosongan kenderaan. 
5 Si/a frepill<an arahan lugasan rasmi 

;\ Bl!TIR-BUTIR PENGGUNA 

Butiran P engguna 

1. Nama: ....................................... . 
2. Jawatan:
3. Jab/Unit: 
4. No. Telefon HP
5. No. Telefon Pejabat 
6. Nama penumpang yang pergi bersama; @ Lampiran

7. Jenis Kenderaan (Urusan.Bahagian Khidrilat Pengurusan)

□ Ford Everest [DAX 4646) - En. Ab. Rahim bin Che Mud

D Ford Everest (088B 4646) - En. Rosli bin Mat Hussain 

□ Kembara (DAX 6494) - En. Muhamad Abdullah bin Ahmad

□ Lori (DBG 1949)

□ Van (OCH 4466)

Buliran Penggunaan 

8. Kemudahan Pemandu
(Si/a bu/at yang berkenaan) 

a. Penginapan / Sa:jian

9. Tujuan
( sila lampirc1kan 
surat arahan) 

10. Destinasi
(a/amal /ongkap) 

Ya/ Tidak 

11. Alamat Tempat Mengambil : 

D Pejabat:

D Rum ah : -----------------······-------------------------·----

(a/amat 
lengkap) 

( sila tandakan x pada yang berkenaani 

12. Alamat Tern pat Menghantar setelah selesai aktiviti / 
tugas 

0 Pejabat: D Rumah 0 Lain-Lain 
' 

I / D Pajero (DAN 4949) - En. Mohd Saupi bin Hamal ( sila tandakan x pada yang berkenaan) 
/ I 

Perjalanan 

Pergi 

Balik 

0 Lulus 

Tarikh & Masa Tempal dituju I Ketibaan 

□ Tidak Lulus 

Tandatangan Pegawai Yang Meluluskan / Cop J 

KPKJ (KHIDMAT PENGURUSAN/ PEM. TADBIR KANAN(KHIDMAT PENGURUSAN / PEG. KENDERAAN JABATAN I



Yang Amat Berusaha, 
Ketua Jajahan Machang, 
Pajabat Tanah Dan Jajahan Machang, 
(U.P : Sahagian Pembangunan) 

Tuan, 

Pengesahan Penerimaan Barang, 

Adalah soya ............................................................................ selaku 
............................................ mengaku telah menerima barang / melaksanakan 
kerja seperti berikut 
··· · · ·· · ··· ··· · ···· · · ·· · ·· ··· · · · · · · ·· 

seperti senarai di bawah 

Bil 

Tandatangan 
Penerima 

No K/P 

Jawatan 

Torikh 

Tandatangan 
Saksi 

No K/P 

Jawatan 

Tarlkh 

Jenls Barangan 

✓ 

Kuantiti 

/\ 



&.. -: .:.::=. ��--. 

KEW.PS-11 

No. Permohonan : .................. . 

BORANG PERMOHONAN STOK 

(Tatacara Pengurusan Stor 143) 

(Untuk kegunaan di Stor Unit-diisi dalam 2 salinan) 

Permohonan 
Bil. 

Perihal Stok 

(Tandatangan pemohon) 
Nama 
Jawatan 
Tarikh 

*Sila potong yang berkenaan.

Kemaskini Rekod: 
Stok telah dikeluarkan dan direkod 
di Kad Petak No ..... . 

(Tandatangan Pegawai Stor) 
Nama 
Jawatan 
Tarikh 

Kuantiti 
Oipesan 

Pegawai Pelulus 
Catatan 

Kuantiti Baki Kuantiti 
Diluluskan Dipesan 

KELULUSAN: 
Permohonan diluluskan /tidak diluluskan* 

(Tandatangan Pegawai Pelulus) 
Nama 
Jawatan 
Tarikh 

Perakuan Penerimaan: 
Disahkan bahawa stok yang diluluskan telah 
diterima. 

(Tandatangan Pemohon) 
Nama 
Jawatan 
Tarikh 



KERAJAAN MALAYSIA 

Tahun Kewangan _____ _ 

BAUCAR BAYARAN 

Jenis +AP 96 {a) +AP 58 {a) Nombor Baucar Tarikh Baucar 

CJ CJ 
Kod Jab. I Nama Jabatan: 

(Kew. 304-Pind. 1/2006) 

I Muka Surat: 

UNTUK KEGUNAAN PEJABAT 
PERAKAUNAN SAHAJA 

Tarikh Dokumen 
Diterima 

---

Kod PT J I Nama Pusat Tanggu-ngjawab: 

Nama Penerima: 

Alamat Penerima: 

Kod Penerima: 

E-mail: ---

-
,-----:-

-------
No. Gaji: 

----
No. Faks: 

-�--

Nombor Kad Pengenalan/Akaun Bank: Cara Bayaran PERIHAL CEK 

Berganda (Bil. Cek) 

+Akau·n Penerima 

Alamat/Nama Bank: 

Perihal: 

----------

Pesanan/Kebenaran 

EFT(T) D 

Cek (Cl D 
Bank Draft (D) CJ atau 

+Terbuka 

D 

D 

D 

lnvois Pembekal ___ _  --- - -r- Amaun --;: ",�-r --. R,j okac [ Ama�n -
-

·---RM l sen
Tarikh Rujukan ,--

� --=--rsen

I .. 
Ju,nlan �-

-- ---- -- . -
I 

Jumlah 

I 
I 

PERBELANJAAN DIMASUKIRA KE DALAM AKAUN-AKAUN DI BAWAH 

'Maksud�b. 'PT JiPK 'Prog/Akt/ 
Amanah 

Amauri (Dalam Perkataan_) Ringgit: 

*Projek/
Setia

1-kl== Amaun 
CP I *Obje

�
=-RM _

I 

Jumlah 

sen 

Kod Kegunaan 
Jabatan 

-
1 

-, @Jumlah Bilangan 
I Akaun Subsidiari 

I 
---7 

tiP 9.'i ri1,,:,11 Iii AP90rl�rit- 0 �02nr:t • PN'P!P' Y,!=":-Ll�J,b,tN F-F.!. f"ER.�.Kt-.tH,'t�.; 

S�HtJA 

[ l�f=( c,l';afl Cid 

Tandatangan dan Tarikh 

O,per,1-�a c•leI, 

Tand;;t,ng,;n Clan Torl�lt 
- -----

Cap lbu Pr1n1>?1 Jal;atan 
I {c<,al rlari T;, ,1 I iflllrnc: 8�1,r..ar 

L__ 
10 1-'rJulussn Pero.: sr,PK (8.15) 248-10 (SK 6) JD.31/27I 

Tandatangan. Nama dan Jawatan 

tandatangan, Nama dan Jawatan 

Tandatangan, Nama dan Jawatan 

-------------� 
UMTUK PlfJDP.H CATAT �A.HA-jA 

No. Rujukan: 
Tarikh: 

Diperiksa oleh: 

Tanda1angan dan Tarikh 

Diluluskan oieh: 

Tandatangan dan Tarikh 
JMJ. 30--(P;n_ 1l2006) 



• 

• . 

. 

Pengesahan oleh pegawai @ CC 

BORANG DAFTAR PEMBEKAL 
JABATAN: ................................. ......... ........................... . 
NO.TELEFON JABATAN : ............................................... . TARIKH : ........................... . 

13!� 

2 

5 

· · - -
-

NAMA

ALAMAT 

•,• 

NO .H/P & EMAIL I 
NAMA 

ALAMAT 

NO .H/P & EMAIL I 
NAMA 

ALAMAT 

NO .H/P & EMAIL I 
NAMA 

ALAMAT 

NO .H/P & EMAIL I
NAMA 

ALAMAT 

NO .H/P & EMAIL I 

. . PEl\nB�i<At BANI< �p.AkAlJN: 

PERKARA: SILA BULATKAN MANA YANG BERKENAAN 

BARU / TU KAR ALAMAT / EDIT AKAUN / TU KAR BANK 

PERKARA: SILA BULATKAN MANA YANG BERKENAAN 

BARU / TU KAR ALAMAT / EDIT AKAUN / TUKAR BANK 

. 

PERKARA: SILA BULATKAN MANA YANG BERKENAf\N 

BARU /TUKAR ALAMAT / EDIT AKAUN /TUKAR BANK 

PERKARA: SILA BULATKAN MANA YANG BERKENAAN 

BARU /TUKAR ALAMAT / EDIT AKAUN /TUKAR BANK 

PERKARA: SILA BULATKAN MANA YANG BERKENAAN 

BARU / TU KAR ALAMAT / EDIT AKAUN / TU KAR BANK 

Peringatan: 1) Borang ini hendaklah di taip/tulis dengan dengan jelas dan menggunakan t!URU_f _BES_AR

2) Sila sertakan satu salinan penyata akaun bank.
3) Hantar terus ke Pejabat Perbendaharaan Negeri Kelantan.
4) Borang ini boleh di dapati melalui www.pkn.kelantan.gov.my.
�l �� t�,,,�n �irnbif �Hn rmq(I WR/f P di i�i bagi makluman pembayaran. 

Ji11k'Cipth T,tpeli/JQjm RiiJabrtt P�Jlbendaliiinnu, Nf?ccri Krlw1r<m � W{Q r WU Bilangan muka surat ( I 
Create by MHAJ<_2DH 



" 

Surat Pekeliling Am Bil. 13 Tahun l YYU 

PERMOHONAN CUTI REHAT 

Kepada . .CJ .. P.WJl?✓.lT.B��B-� .... 
Ketua Bahagian/Unit 

S h · · h I OU>q t?-I h ·· J · aya memo on cutl re at se ama . . . . . . . . . . . . ... ... ... .. . . . . . . . .. .. . . . . . . . . . .. . . . . .. . . .. an mu ai 

* daripada/pada
Catatan **

........... 2:1../.1./.rt..... hingga ................ �/ .. 4/.Ct ....

.

.

.
.
.. . 

Tandatangan Pemohon : ... ;-;-, ...... , .................... . 

Nama Penuh · � f\n Nffill\'.l g1� l\1t ,ttvf,W\1-J
. ............. . . ................... .... . . .. ........... ....... .. 

HurufBesar 

Jawatan · PP-ttf� m (.,.. 
. ·· · · · ····· ·················· ·· ····· ··· · · ········· ···· · ·· · · ·"•

i:;;;.;;,;-;-:�f'��CjSY ____________ :�_1'.'.'__ : · .�/J/: Ii-

Pe 
... . L · · 

----------
......... . 

gawai yang M 
·; 

. . . . . . . . . . . . . . . . 
--------------------

Pe 

e uluskan Cuti 

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

rmohonan cuti ct· 1 atas * d. 

. 

isokong/tina . 

Tanl<h: . . :::l,fi?. 04 

- �Ofig. -

... .-., .. , � ..... ...... �:.�1� 

Pennol 10nan cuti a· . 
�..

.
...... 

. 

, atas • diluluska . Tand 
. . ... ... _,;,.... BINTI ;.voe 

Tarikh: ?1'/ 1.J(L 
nltid 1 uluskan 

,'.��ua a-_.!�� .. •

.. . . . -1 ,'/ 

. 
�J" � ... T 

, . 

. . . . . . . . . "·· : . . 
-----

NIK FA 

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

... ··11:tTUA· 

---------------------
Tff an�:i .... _

Untu�����-��----�p
;pe1ui;;,;�·c�;; 

an e1abat 
Jf ---------------------

Baki cuti pemohon ................. ......... ... hari. (diisi dan ditandatangan ringkas 
sebehnn 
borang diserahkan kepada pemohon). 

Pemohon diberitahu dan cuti direkodkan. 
diluluskan). 

Tarikh: ....................... . 

Nota * Po1ong mana yang tidak berkenaan. 

(Tindakan ini hendaklah diambil setelah cuti 

b.p. Pegawai Pentadbiran

* Keterangan mengenai cuti yang diambil.
------------------------------------ ----------------------------------------------------------------------

Kepada: .................. ....... c . . . . . . .  . 

(Nama Pemohon) 

Pe1mohonan cuti tuan/puan telah diluluskan selama ................ hari dari .. . .............. . 
hingga ............ ............ bald cuti rehat ........................... hari. 

b.p. Pegawai Pentadbiran

nv 



f:AHAGlAN P£HJ:ANGUNAN DAN PELUPUSAN TANAH 

Pejabat Tanah Dan Jajahan Machang 
18500 MACHANG, Kelantan 

DARIPADA: PKJ (Pembangunan Dan Pelupusan Tanah) 

KEPADA Sebagaimana Edaran 

RUJUKAN : PTM. 6/5/1/K2/ (40) 

TARIKH 14 Disember 2017 

MAJLIS TAHLIL DAN KESYUKURAN 

Merujuk kepada perkara diatas. 

2. Sukacita memaklumkan bahawa Majlis Tahlil dan Kesyukuran akan diadakan pada 21

Disember 2017 bertempat diperkarangan Pejabat Tanah Dan Jajahan Machang. Sehubungan 

dengan itu tuan/puan adalah dilantik sebagai petugas sebagaimana senarai edaran. Perhatian 

serta kerjasama tuan/puan dalam hal ini amatlah dihargai dan diucapkan ribuan terima kasih. 

Sekian, dimaklumkan. 

1 • 



� 

A) PERSIAPAN HIDANGAN VIP
(Ditugaskan untuk menyediakan dan menyiapkan hidangan VIP
serta memastikan hidangan yang di sediakan adalah lengkap)

1. 
2. 

�: 

Pn. Naimah Binti Ayub 
Pn. Rosmawati Binti Hj Mustapha 
Nurul Farah Bt Mohd Marzuki 
Che Siti Nadia Bt Che Hussin 
Nurul Fitriyah Bt Ahmad 

B) PERSIAPAN AIR/KOKTEL

Ketua 

(Ditugaskan untuk menyediakan air minuman dan koktel
kepada pegawai dan kakitangan)

1. En. Nik Azlin Bin Ismail Ketua 
2. En. Mohd Azman B Saudi
3. Nursyamimi Bt Mohd Azmi
4. Nur Hidayah Bt Kamarudin
5. Nur Izzati Bt Abdullah Sani
6. Nor Alhusna Bt Che Mohd Nor

C) PERSIAPAN HIDANGAN K/TANGAN LELAKI
(Ditugaskan untuk memastikan hidangan yang disediakan
teratur dan sentiasa ada makanan)

1. En. Zurkhaidie Zahrir Bin Muhamad Ketua 
2. En. Amirul Ashraf Bin Aziz
3. En. Nik Mohd Alimin B Nik Ismail
4. Muhammad Khairi B Mahadi
5. Mohd Irfan Hafizhi B Zulkifli
6. Amihan Hussairiey B Zakaria

D) PERSIAPAN HIDANGAN K/TANGAN WANITA
(Ditugaskan untuk memastikan hidangan yang disediakan
teratur dan sentiasa ada makanan)

1. Pn. Normah Bt Ahmad Ketua 
2. Pn.Nik Norhidayu Bt Tuan Ahmad@nNik Mat
3. Pn. Asnani Binti Saari
4. Nur Arina Amani Bt Nohd Othman
5. Nur Izzati Syamimi Bt Rosli
6. Wan Norsyazwani Bt wan Ismail



E) PERSIAPAN TEMPAT MAKAN
(Ditugaskan untuk memastikan meja dan kerusi telah lengkap
dan cukup untuk pegawai dan kakitangan PTJ machang)

1. En. Norzelan Bin Mohd Nor Ketua 
2. En. Zamri Bin Che Soh
3. En. Mansor Bin Mohd Noor
4. Mohd Ruzaimi B Pouzi
5. Atif Fakhrullah B Kamaruddin

F) PERSIAPAN KAMBING GOLEK
(Ditugaskan untuk penyediaan tempat kambing bakar di ruang
Zegar PT J Mac hang.)

1. En. Zamzuri Bin Yaacob Ketua 
2. En. Saifful Bin Deraman
3. Muhammad Khairul Anuar b Rokbi
4. Muhamad Syahmi B Mohd Soffi
5. Asma Aqilah Bt Md Poad
6. Qistina Ain Bt Abd Rahes



E-INTERNSHIP SYSTEM

MANUAL GUIDE 

PEJABAT TANAH DAN 

JAJAHAN MACHANG 

CHE SITI NADIA BINTI CHE RUSSIN 

UiTM MACHANG 



INSTALL XAMPP 

1. In your web browser, go to http://www.apachefriends.org/en/xampp-windows.html

Download 

download and start the installer h's that easy 

:I XAMPP for Windows 1.8.2

Version Checksum 

I 821PHP5427 
wnars 

mdS sha1 

1831PHP5511 
wnars 

mdS sha1 

Figure 1 Browse installer xampp 

2. Click on the download link for XAMPP.

Reading 

• [ lllHX tA ·-

• 

on our frnuni-, 01 ..., ilC 

Figure 2 Download installer xampp 

Size 

106Mb 

Wliii 



3. When prompted for the download, click "Save" and wait for your download to finish.

Reading 

Be sure to read 1he install instructions and FAQs 

• L mux. FAQs

• Windows f-AQs

• OS X FAQs

ll!Jo )ampp•win32-l.81-.... ext 

Figure 3 Save the installer and wait download to finish 

4. Once your download is complete, install the program, click on "Run"

S.wp 

Select Components [SJ 
Select the -ts you ,..,,t to r,sta:; clea; the �ts yo;, do oot wa,t to nst.>!. d!d< 
t .. xt w!!en you 1110 re,,dy to cootnJe. 

. J,-�; r 
:J l-.f):, 
:J_: MySQt 
: ,I; Fle:U. FTP serve, 
(✓: MorCU'yMols.rver 
:✓- Tomcllt 

E: I. Prcq.:--- �,•·•,; ill;::: 
'.i � ..... 
; J Peri 

J Pl-0170 1.-·•·,-; .. ..:�;:. 
i" pl-¢ty.ldm 
;✓: Wobai2« 
: ✓ , Foke 5en<rnaJ 

-t Gd< on•� to ,iet • cletaled �t>on 

Figure 4 To install the program, click "Run". 

5. Accept the default settings. A command will open and offer an initial installation

prompt. Just hit the Enter key, and accept the default settings. To simplify installation,

just hit ENTER when prompted on the command line. You can always change

settings, by editing the configuration files later.

S..IUjl 

@lJ 

l.:)bitnami 

Completing the XAHPP Setup Wizud 

Setl()has fnshtcl instat.-,g l(AM)Pon ycu-coap..�. 

,-.1 C)o jOU¥.f1.''U to st«t the Control Pane! rtC'N? 

Figure 5 Page after complete install the program 



6. When your installation is complete, exit the command window by typing x on the

command line.

G1 
.:.,..&,lJ, 

Shitrt'Vllrth 

■ Add to 1rchNe ... 

• Add to "XAMPP.•••• 

• ComprHs and email. .. 

• Compre-ss to .. XAMPP.m" •nd e:mlil 

t:ltrt01c 0t""'°""'1 """'°"1 

Figure 6 Click the icon ofxampp to start it 

7. Start the XAMPP Control Panel.

,XAMJ"PContn»P&.-wi'.J1: fCo.,...c;.�, A.�;-7t"',2(1�3. 

Moc!<,,s 
Semce 

XAMPP Control Panel v3.2.1 

Module P,OC,J Pon(,) Ac1lons 

0 Apo:IH 
MtsOl 

Foltz.a. 

1112 3306 

MtfCUf}' 

l� Tomcat 

l"-'I Runmng '#Ith Adtl'W'll11fll0f tq\15 • 
[llall) XAMPP Mdllton O.tctor, •c UUttl 
(ff9tl) Checbng for prt1tqu1-cn 
I�) AA pttftqUli«es found 
(ITIMI) lnlti>..az1n9 Moculfs 
(IN!tl) Smt1ng Cbtck-T1me1 
(ITIIN'I) ContrO: P.._. Rt� 
(ffl'/Sql] Attempt,og ?Onan MySOI.. UMCt 
1mvsq11 &atui <""'9e """''"' """""!I 

� logs 

Crig-ri.;;;; 

-��-,
Ntt;;, ..... 

r _., 
-� ·

E,po,e, 1 

����-;,. 
,... � 

uoo r-· ·a:,. ·1 

Figure 7 XAMPP Control Panel 



8. Start the Apache and MySQL components. You can also start the other components, if

you plan to use them.

c-, ...... 1.2.J IC..-.Wlhj�.»U 

XAMPP Conlrol Panel v3.2. I 

M«lult• 

.S.,r,1<4 l,lodulo PtOl•I 

., """""" 

.,1 U,$!1l 

•..z... 

,.1itrCliJl't 

Pont•I Acdo,n 
■ SIi<• 

E,ion, 

s-n, 

-

a.. 

Figure 8 Start Apache and MySQL component 

9. Verify the Apache install, by clicking on the Apache administrative link in the Control
Panel.

EJXAMH!•Co:,�Pill'ld.,,32� [CO'!"� M•�7tr20!il 

XAMPP Control Panel v3.2.1 

Modules 
S.,vlce llodulo Plll(sJ "°'11•) A<1lon, 

� """ ... 

� � 1112 3306 

00 f,lel .. 

.... ""Y 

',cl Tomc:ll 

t .ti 09 Pf, (MWI) 
'"'""' 1--1 
-150�vt. (mwt) 
48 IV Pf,' (.,-.,.n) 
.IS 10PP,f (tNM'I) 
.as 10 r-1,1 Iman) 
.la 10 PJ,I (ffilllift] 
It' 13 Pf,f IIT'l'fSqlJ 

,. JP,,I (rno,-s,qJ 

s,,. 

5''"1 

� 
RuN'6ftg With AdrTW'ISltllU)f nghl$ · gt,cMI' 
XAMPP lnst�lttOfl 0.,Ktory �t \Qffl9P\
Chtcloog for prttequcsitn 
AU p!'ertqu1SltU found 
bl.1.a.tling: Modwn 
St�1ng CMtk•Tlmtl 
ConuO: Pant! RHdy 
Al.tt�111g 10 ,1m MySOL Hl'\':o 
Status ch� dtr.Kte-d fllMlllV 

Figure 9 Verify the Apache install 

�l 
Ntltt• 1 

-�

��
�� .. J 

Kolp l 

Cuc 

10. Verify the MySQL installation, by clicking on the MySQL administrative link in the

XAMPP Control Panel. If the verification steps are successful, XAMPP should be

successfully installed on your PC. Open a browser and enter "localhost" on your

address bar. You will be redirected to a page telling you that you've successfully

installed xampp on your system.



GET START 

Go to http://localhost/intem/index.php 

HOMEPAGE 

This is home page for our system. There are seven navigation menu at homepage system. 

■ 

II 
E Internship System 

Peiabat Tanah dan Jaiahan Machang 
-- stepl)ing stone training 

,-- personal development comdence 

int_efnships 1
�

ve

�� 

Me�&age from District Officer 

Assalamualaikum Warahmatullahiwaberekatuh den Salam Sejahtera 

Alhamdulillah, setinggi-tinggi kesyukuran diucapkan kepada Allah G.w.t. kerana dengan limpah 
kurniaeo-Nya kite telah dilanjutkan usie melayari tahun 2017 dan &edang menjejaki tehun 
2018. Peningkaten usia memberikar. kite kekustan den keazaman untuk kite terus befbakti 
kepeda-Nya demi kesempumaen hidup di dunis den ekh:rat. 

Bagi seluruh kekilangen Pejabat Tenah den Jajahan Mechang khesnye dan jebatan-jabatan 
keraJaan di jajahan Macheng same eds Jabatan Negeri, Persekutuan S&r1a Badem-badan 
Berkanun, sampena lahun beru 2017 ini, marilah uma-sama kite memperbaharui tekad untuk 
melaksanakan tanggungjawab yang diamanahkan demi keseiahleraan untuk semua warga 
jojahan Machang dan kesalesaan kepada pengunjung. 

Figure 10 Homepage 

REGISTER FOR NEW INTERN STUDENT 

This page will ask the user to login for existing user or to register for the new user. 

Lol!in Please 

Login 

f_rnatl 

pas&wora 

13·19111 

II you do not ltave :my accouut pleul Filith:i:fiiiii I

Figure 11 User Login 

Click here 

for register 

•



REGISTER PAGE FOR NEW USER 

Users must fill usemame and password then click register button to make before they can 

login. 

RetHster user Account 

Register 

)·ourNnrn 

Lma:l 

r�o E.ntor Cina1I 

REGISTER 

Already have account? 1/:ii§\M\I 

Figure 12 User Registration 

USER HOMEPAGE 

Below is example for user homepage after login successfully. User can view and update their profile. 

user Prollle 

welcome - Che Siti Nadia Binli Che Russin 

Full Name: Che Siti Nadia Binti Che Hussin 

Email: nadla@gmall.com 

IC Numbe,: 930428-03-8102 

►i@H·l'ii 

Universiti: 

Address: 

Universitl Teknologi MARA 

KAMPUNG LUBOK BUNUT, 16500 

MACHANG KELANTAN 

Age: 

Practical 

Period: 

Session: 

Course: 

Phone No: 

24 

5 

1 Aug - 31 Dec 

Bachelor Information Management 

014-8422056 

Depanment:Pembangunan 

Father; 

Mother: 

Family 

Phone: 

UPDATE PF�OF !LE 

Che Hussin bin Ismail 

Normlza binti Yusuf 

0134324705 

Figure 13 User Homepage 



ADMIN LOGIN PAGE 

This is admin login page. Admin can login into system via usemame and password provided. 

Admin (username) 1234 (password). 

ADMIN 

Login 

admin 

Fl·Elii 
Figure 14 Admin login page 

DASHBOARD FOR ADMIN 

After login successfully, admin dashboard will appear. Admin dashboard have five main 

function which are make new admin, supervisor, result, intern account and notice. 

AdnlinArea 

Welcome • admiD 

MAKE NEW Am.11N INT[RN ACCOUNT 

SUPf:-RVISOR NOT ICE-

RESULT 

Figure 15 Admin dashboard 



MAKE NEW ADMIN 

Existing admin can add new admin to manage this system by fill username and password then 

click submit button. 

Make a new Admin 

User Name 

Password 

SUBMIT 

GO BACK 

Figure 16 Make new admin 

INSERT NEW SUPERVISOR 

Admin can insert or assign new supervisor by fill this form. Supervisor act to monitor 

practical student. 

Insert New Supervisor's Information 

Supervisor: 

Department: 

Position: 

Work Scope: 

Intern Name: 

Status: 

l: r.u,, Supe, .,sor· r, "Jar 

Pentadbiran • 

t·nrur !>up,·;vr&Of. P'J!>l'ior• 

E nter w; rk &C 'p•·'r; r;nrc·:, :'.!IC l 

en intE''n ral'l'� t�p;:ir.itea tiy r:or· 

Present • 

Figure 17 Supervisor insert 



SUPERVISOR INFORMATION UPDATE 

Besides, admin also can update any change for the supervisor information. 

Supervisor Update Information 

Supervisor: Nik Faizai bin Mohamed 

Department: Pentadbiran ,, 

Position: Ketua Penolong Ketua Jajahan 

Work Scope: Meeting with clients, Sign a declaration of vows, Solving a critical tt 

Intern Name: Amihan Hussairiey b. Zakaria 

Status: Present ,, 

Figure 17 Supervisor 

INSERT AND UPDATE RESULT 

Admin can insert result of practical student whether pass or fail into the system by using 

below form in the system. Then also can update information about the result. 

Insert Result 

Student Name: I .t.udent me 

Session: Se::smn 

Year: 2015 ... 

Semester: 4 ,. 

Result: Pass ,. 

SUBMIT 

Figure 18 Insert Result 



Update Result 

Student Name: Muhamad Hafizudin bin Kasim 

Session: 1 Aug - 1 Dec 

Year: 2015 T 

Semester: 4 T 

Result: Pass T 

UPDATE 

Figure 19 Result update 

USER ACCOUNT INFORMATION 

As an admin, she can view user account information and can delete that account when the 

student had finished their practical period. 

nser Ar.roun11 

-
Pnon• PracUCal ,....,., �n Family 

.. ,,. Emall Panword No- untnnttt Addf•H A90 PN1od s.,.ion couru IC Depanman1 NlMt .. ,,. Phont . ....,, 

...... alll'@i1"!:adc.om 12) Ot� uru· .. �rsrttSlllLl'lZ.!11nal K.lMJ)\JOIJPlk 23 ' 4 Jun. Otplor:-�Sc•enc.e i4•Ji01 • Penu.dblf•n I.WR<Jd1 San!.ah 013-

.. �.adAit �182236 -� Roman 1&-5:xJ IAa:na� 9 COi co,,-,,,,, D'J-6247 9001231 
9::!Uill:RUCII .,..,.., 

Mur Anna Aniar,1 ar11a@ilma-com 123 0112, A-100LOf'Cr9�kU A-100 Lorong Tellgku 20 6M<>nm 160ct- lnleil'l'Ur.;oo 97C212• KI\IClr:'11.I _, Faizah 017-

-DintlMonc: 5738273 Yaa�:ib &andar Lama, 't'aak.ct! 8and1r Lal'Tla. 4Apr recr.no;oqy 03-532� 0er.gurus.an omman o+�tiC� ,....,.,

:i:nm;m u1::oo Macnang 18!<l0 Mach� (Net..,orkmg, 1Fen1ad0W11n1 t.fal 
""'"""' .,,.,.., 

Nort-tmy#ltA. Gafll\G\)mall com "' CH· �-;f"� "6.Tlp0ri9 ::t,u�� t'! Jl•:r. 7AI.Ji- ... """" 9-4020C.t- f'cnguMkUIMlltl IWTlllldn Rosina 014- 1111 """'"''"' G�"t:tc.i l»v'LA,1;..,:Tl,,tJSlah foef4klr;g,-1'4;f.!I 7 Jan "°"""'"" 03-6290 Tckr'IIUI U1 .._ ro.t?316 
1':.A."!\ �ld.ar.;,ii:,,:x,. .... , 

l,.�M'Q,l'iVl8t'IJW", 

""""" fol)'��· u, UH· �Jn:�)l&A"'l � �:))I fl.lrllPUrg ,._. .• :"t-: :.t.ie.1\�. ::;:;J...,,,.. Ot:,L."1"-a &7Q-!i6- -w:r..r Zll�!I M�-

-l-ll$S,al'ley?I ..o2(,;'(li.l; i'.-t•�� Mf"u-q 1C� ......... :OJ �!t, ��·UM' OJ.517! Cef,QUllUn Oir,Ct"dl •• ,,o .. 

- .. �af",9r'.e�:lf' ,Ptrtf«Mla:11 

:t�Sl'J� r��G;i''lili com 12:!i (,f.t. lr,lllt<!.a!T� o<AM�LJBOK < 1k.\w· �� VY.:-4:le• �r-t-.ngwu'I 0., �z• N�S:.,nti!'" 111111 
�cne� .... -= w.;v. EJ'«..1��8Su0 s;o« ll'llc(I""� (),!-(1,:!, """"'""' 

l.V..C'1AW-i •r.E. .... '-tTAA l.t.�.-,ent ...... ,....,. 

-- Q,lfrOy�cr.f":l 1a 01', Fl"& 1.utt. Taman sn PTB T.U.0. TarNn !fl .. �l.<lcr'I, U Ore - li,.z.tf, S..�t !;41!09· Pen;t:aii,JM,li'«l I.le,,� ., .. 

-,,_.., �1HID4 Ei:.,18500i.�:11M'q Ela. 18500 luc.1iin,J 1:t� lf;,lll,I 0Jl!'1�1 Td,.M,6:0M, Sl'\olu1� �16;.: 

-"""" ......... ... ..... Fencb.t.lO .... , ... """

".'",:t.rll!ik"g,c 
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Figure 20 User information 



INSERT AND UPDATE NOTICE 

Moreover, admin can add notice to make sure all intern student gets new important 

information. 

Insert New Notice 

Notice Title: fnter 11ot1ce l!tl!l 

Detail Notice: Detail Nllt'.oo 

i·Hfifi 

Figure 21 Insert Notice 

Update Notice 

Notice Title: Majlis Tahlil dan Kesyukuran 

Detail No1:ice: 

Eii·t◄IM 
Figure 22 Update Notice 



LETTER WRITE BY THE TRAINEE 

Ke majlis, 

Pengurus, 
AKSB Jajahan Machang, 
Lot 64, Seksyen 1, 
Bangunan Dr. Nik Azam, Jalan JKR, 
18500 Machang. 

Tuan, 

Ruj. Kami: PJM.46/9.JLD.2 (3) 
Bertarikh : 25hb Syaaban 1438H 

22hb Mei 2017M 

PENYAMBUNGAN AIR KE RUMAH KEKAL MANGSA BANJIR DI TAMAN SRI 

PAUH, TEMANGAN, MACHANG 

Dengan segala hormatnya saya diarah merujuk kepada perkara tersebut diatas. 

2. Sukacita dipohon agar penyambungan bekalan air sebagaimana senarai nama
berkembar di tapak pembinaan rumah kekal mangsa banjir di Taman Sri Pauh, Temangan,
Machang di Petak 1 sebagaimana pelan di lampiran.

3. Sehubungan dengan itu, penyambungan air amat diperlukan dalam kadar segera bagi
membolehkan kerja-kerja pembinaan rumah kekal mangsa banjir dapat disiapkan mengikut
jadual.

4. Segala kerjasama dan perhatian yang diberikan terlebih dahulu diucapkan ribuan
terima kasih.

Sekian, terima kasih. 

#RAJA BERDAULAT, NEGERI BERKAT# 

#MEMBANGUN BERSAMA ISLAM - KELANT AN MENERAJUI PERUBAHAN# 

Saya yang menurut peerintah, 

(NIK FAIZAI BIN MOHAMED) 

Ketua Penolong Ketua Jajahan (Pembangunan) 
b.p: KETUA JAJAHAN MACHANG



i; 
Student Name Che Siti Nadia binti Che Hussin 

UiTM ID 2014357713 

Criteria Marks Allocated Poor Unsatisfactory 

1 2 

Demonstrate little 
Demonstrate no 

Application of knowledge 10% knowledge at 
knowledge 

workplace 

Acquiring of knowledge Unable to demonstrate 
Minimal ability to 

20% demonstrate work 
at workplace work place learning 

place learning 

Habit of self-learning 
Did no demonstrate self- Demonstrate minimal 

5% 
learning habit self-learning habit 

Participation 10% 
Did not participate at Minimal participation 

workplace at workplace 

Teamwork 15% 
Inability to work with Minimal involvement 

others with others 

Commitment 10% 
Not committed at Minimal commitment 

workplace at workplace 

Poor verbal and written 
Minimal verbal and 

Communication Skill 10% written skills at 
skills at workplace 

workplace 

Demonstrate low 

Positive Thinking 5% 
Demonstrate no positive 

positive thinking 
thinking attitude 

attitude 

FACULTY OF INFORMATION MANAGEMENT 

UNIVERSITI TEKNOLOGI MARA, MALAYSIA 

INDUSTRIAL EVALUATION 

PRIVATE & CONFIDENTIAL 

Program Code 

Course Code 

Bachelor of Information Science (Hons) 

Information System Management - IM245 

IMC690 

Marks (M) 

Satisfactory Good 

3 4 

Demonstrated some ability to 
Demonstrated adequate 

ability to relate theory and 
relate theory and practices to 

real life work situation 
practices to real life work 

situation 

Demonstrated new learning Good demonstration of 

capabilities at work place learning at workplace 

Demonstrate adequate self- Demonstrate active self-

learning habit learning habit 

Adequate participation at Active participation at 

workplace workplace 

Adequate involvement with others Active involvement with 

and teams others and projects 

Some commitment at workplace 
Shows positive commitment at 

workplace 

Adequate verbal and written skills Show some verbal and written 

at workplace skills at workplace 

Demonstrate adequate positive Demonstrate good positive 

thinking attitude thinking attitude 

*Please fill in column "K" {Mark Given) only, then print out 

Excellent Mark Given Marks 

s (Rank From 1 • 5) Obtained 

Demonstrated competence 

and capability in work life s 10 

situation 

Excellent demonstration of 

learning at workplace 
4 16 

Outstanding self-learning habit 5 5 

Outstanding participation at 
5 10 

workplace 

Outstanding traits of a team 

player 
s 15 

Outstanding commitment at 

workplace 
5 10 

Outstanding in verbal and 

written skill at workplace 
4 8 

Outstanding positive thinking 

attitude 
5 5 

Wl"Cl'I 

PenOlDngPepwal .. -
Pe)lbltTanah DenJIPhlftllacM"II 

111GO IIM',llang. l(alantlfl 

.Al 



Responsibility 

Punctuality 

Overall Assessment 

Allocated From OVerall 

Assessment 

Signature 

Supervisor Name 

Designation 

Official Stamp 

10% 
Demonstrate no 

responsibility attitude 

5% 
Demonstrate bad 

punctuality attitude 

100% 

40% 

IIUHAIW> ASHRAF B. IUHAIIAD FBRI 
,,_,.,,, � T,tno/ogl Ne"¢ • 
Peja&,alTtnabOln,.._ lllchang
..... ., ... � 

,) 
#. 
fi:;s; M,.X?'.1!.�<... 
1; �-��

\�t�, 

Demonstrate low 

responsibility attitude 

Demonstrate low 

punctuality attitude 

• email to Faculty Supervisor or fax to: 03-79622007 attn: Faculty Supervisor of the respective student. 

Demonstrate adequate 

responsibility attitude 

Demonstrate adequate punctuality 

attitude 

Date 

Comments 

Demonstrate good Outstanding responsibility 
s 10 

responsibility attitude attitude 

Demonstrate good punctuality Outstanding punctuality 

attitude attitude 
5 5 

94 

37.6 

28/12/2017 

A trainee achievements was good during practical period. Can give a 

collaboration to each other especially staff. 
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Employee Time Card 
CHE SITI NADIA BINTI CHE HUSSIN 

02/10/2017 9:37:30 AM Page: 9 

Date 

03/08/2017 
04/08/2017 
05/08/2017 
06/08/2017 
07/08/2017 

08/08/2017 

09/08/2017 
10/08/2017 
11/08/2017 
12/08/2017 
13/08/2017 
14/08/2017 
15/08/2017 
16/08./2017 
17/08/2017 
18/08/2017 
19/08/2017 
20/08./2017 
21/08./2017 
22/08/2017 
23/08/2017 
24/08/2017 
25/08/2017 
26/08/2017 
27/08/2017 
28/08/2017 
29/08/2017 
30/08/2017 
31/08/2017 

Day Type 

WORKDAY
HOLIDAY 
RESTDAY 
OFFDAY 

Weekday 

Thursday 
Friday 
Saturday 
Sunday 
Monday 

Tuesday 
Wednesday 
Thursday 
Friday 
Saturday 
Sunday 
Monday 
Tuesday 
Wednesday 
Thursday 
Friday 
Saturday 
Sunday 
Monday 
Tuesday 
Wednesday 
Thursday 
Friday 
Saturday 
Sunday 
Monday 
Tuesday 
Wednesday 
Thursdai 
Total Days 

✓•Excused 

Day Type 

WORKDAY 
OFFDAY 
OFFDAY 
WORKDAY 
WORKDAY 

WORKDAY 
WORKDAY 
WORKDAY 
OFFDAY 
OFFDAY 
WORKDAY 
WORKDAY 
WORKDAY 
WORKDAY 
WORKDAY 
OFFDAY 
OFFDAY 
WORKDAY 
WORKDAY 
WORKDAY 
WORKDAY 
WORKDAY 
OFFDAY 
OFFDAY 
WORKDAY 
WORKDAY 
WORKDAY 
WORKDAY 
WORKDAY 

Present 

21 20 

29 20 

Schedul In Break 

11:15am 1 · - . 
Resume Out 

., . 
' 

: 3:31pm 
, .  ' 

OT 

0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 

·---,--- ' ' ' .. , 
1· 7:48am - .. � r .. 

I 7:55�m : • 
· 1 1:szam 

• · · -
11:58am 

· · 11:50am

I .,.' ' 

,. ' ' 

I - • -- - - - ..
J 7:57am : : . I' 7:53;.;, 

. 
.
, .. _ ' 

: 5:03pi;,· - .• - .

i s:o,.;.;, 
: 5:00pm 

. : 5:01pm 
. . .. �-. ": 3:32pm : 
' 

. :' 5:00pm 
·: 5:01pm

•'" ' ' 

• 
-
-, 7:50;m .•. :·. ... : .... - ···:·-· , 5:02pm , 

. : s:aopn; - - - ' . 

Absent 

17:51� 
'j 7:39�m · j 3:31pm 

1. · :_ - . ,- - ' 
0 :, • • "• • • • �: .. - L I : 

17:50�.;,- ··: .• 

I 

I .... . ,. 
' .

••• : 5:01pm

' ' 
. .

11:55�- - · r 
I 7:48am : 
l1:53a� T. 
· I 7:33am • ·• •• "I .. ., ......

I 
I i:s4;.;, 

' ' 
.... ,. 

: I �,�:;� . _______ .. _ .. __
j 7:46am : 

· ··11:48am

1·
.. , ' 

• :s:04pm 
: 5:02pm 
: 5:02pm 

·j 3:34pm 

- · i·- -

' ' .... , ..... , ' ' 
. . .  

' ... 
: 5:01pm ' 

'': 5:01pm 
- ., ...... � - ... - .. ' ' -- '··•

Work 

152.45 
overtime 

0.27 

152.45 0.27 

Supervisor /Date: CHE SITI NADIA BINTI CHE HUSSIN /Date, 

Done ork Overtime Leave Taken 

.. .,,, .... 

. -' ' 
' .,, ' ' 

,· -' ' 

. .  ' ' 

., ' ' ., ' ' 

., ' ' 

4.15 0.01 .. , . - . - . . . . - - . .. I ·r··--···--·:··------ ·r··----- T--
T s:oo · · ' · · · "o.o:i · : · T 
r ··g:oo· a.iii ·· ·1 
r · · · 9.oo--- : - . · - - - : l 
1 • 9.oo 0.01 I 

--- ··1 ···· 7.io· ·-;-·. 0.02 - : .. - ·r ·r · · ·· · · · · · · - · r 
f ··: 'T ·1 - - . .. - ..• - 1- - -.9.00 

·1 ··- 9.00 0.01 ,-

.. I"··· s:oo · - ; · - · o.oi · r · - · · · · · - - 1 · · -r···- 9.oo -T T 
I 1.30 • • • • 0.01 I 
I ..... ···:·· ·t r 

· 1
··1
··r
T- I
I

- r
I 
I 
I'"
I .. I ----- . -
r 
T 
i-·. 1 · . . --- . -. . . - : - . - . --. - 'I 

... - . ,. . . - - ... - • ·• - - ' ... - - - "I" .. 
9.00 : 0.01 

T--------- r
· - - · r · · s.oo · · · - · ·o.o.i · : .. · - T 
· I s.oo o.oi : · "I ·1··-- ...... ------·,·· I 9.00 0.02 : ·••1··-- -·--· .... ,..... ""I"••····7.30 0.04 ··1· ·r· · 

-T . r · 1·1 s.oo : 0.01 r·1 · - .. - - -- • . . . . . .. ,. - . - "'I'9.00 0.0, --,-- ---:·--··-----r �r---

� 1 ·: · ---· ·r r· 
T ,- ····· )ABSENi 

ABSENT 
ANNUAL 
SICK 
HOLIDAY 
VACATION 
UNPAID LEAVE
PJO{PAfPTJME. 

1.000 

... I
·1
I
·r- I
T 
T 
r 
T 
I

··1

Remark 

CUTI_UMUM 

1.000 
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Date 

01/09/2017 

02109/2017 

03/09/2017 

04/09/2017 

05/0912017 

06/09/2017 

07/09/2017 

08/09/2017 

09/09/2017 

10/09/2017 

11/09/2017 

12109/2017 

13/09/2017 

14/09/2017 

15/09/2017 

16109/2017 

17/09/2017 

18/09/2017 

19/09/2017 

20/09/2017 

21/09/2017 

22109/2017 

23/09/2017 

24/09/2017 

25/09/2017 

2610912017 

27/09/2017 

28/0912017 

29/09/2017 

30/09/2017 

Day Type 
WORKDAY 
HOLIDAY 
RESTDAY 
OFFDAY 

0 ✓=Excused 

Weekday Day Type 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturd OFFDAY 

Total Days Present 
20 

10 

Schedule 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Absent 
12 

12 

In 

7:59am 

8:10am 

7:54am 

7:55am 

7:55am 

8:04am 

7:40am 

7:52am 

7:52am 

7:55am 

7:54am 

7:54am 

Employee Time Card 
CHE SITI NADIA BINTI CHE RUSSIN 

Break Resume Out OT Done ork 

5:04pm 

5:01pm 

5:03pm 

5:01pm 

3:32pm 

5:02pm 

5:02pm 

5:02pm 

3:37pm 

5:03pm 

5:01pm 

5:03pm 

9.00 

8.50 

9.00 

9.00 

7.30 

8.56 

9.00 

9.00 

7.30 

9.00 

9.00 

9.00 

Work Overtime ABSENT 
ANNUAL 8 104.46 

8 10446 

0.31 

0.31 

SICK 
HOLIDAY 
VACATION 
UNPAID LEAVE 
PTO .(PAID TIME 

Supervisor /Date: CHE SITI NADIA BINTI CHE HUSSIN /Date: 

31/12/2017 9:48:03 All!lage: 1 

Overtime Leave Taken Remark 

ABSENT Cuti Umum Aidil Adha 

ABSENT Cuti Umum Perisliwa 

ABSENT 

0.04 

ABSENT 

ABSENT Cuti Keputeraan YDPA 

0.01 

0.03 

0.01 

0.02 

ABSENT Cuti Han Malaysia 

0.02 

0.02 

0.02 

0.07 

0.03 

0.01 

0.03 

ABSENT 

ABSENT 

8.000 

mm 
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Date 

01/10/2017 

02/10/2017 

03/10/2017 

04/10/2017 

05/10/2017 

06/10/2017 

07/10/2017 

08/10/2017 

09/10/2017 

10/10/2017 

11/10/2017 

12/10/2017 

13/10/2017 

1411012017 

15/1012017 

1611012017 

1711012017 

18/10/2017 

19110/2017 

20/10/2017 

21110/2017 

22/1012017 

23/10/2017 

24110/2017 

25/1012017 

26/10/2017 

27/10/2017 

2811012017 

29/10/2017 

30/10/2017 

31/10/2017 
Day Type 
WORKDAY 
HOLIDAY 
RESTDAY 
OFFDAY 

0 ✓=Excused 

Weekday Day Type 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 
Total Days Present 

23 

8 
31 

Schedule 

o 

0 

0 

o 

0 

0 

0 

0 

0 

0 

0 

0 

o 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 
Absent 

22 

22 

In 

7:21am 

7:35am 

7:43am 

7:27am 

7:49am 

7:49am 

7:49am 

7:50am 

7:50am 

7:48am 

7:54am 

7:57am 

8:05am 

8:12am 

8:14am 

8:03am 

7:55am 

8:02am 

7:57am 

7:33am 

7:59am 

8:02am 

Employee Time Card 
CHE SITI NADIA BINTI CHE HUSSIN 

Break Resume Out OT Done ork 

5:01pm 

5:01pm 

5:01pm 

5:03pm 

3:35pm 

5:03pm 

5:00pm 

5:02pm 

5:02pm 

3:31pm 

5:01pm 

5:13pm 

5:07pm 

3:45pm 

5:04pm 

5:43pm 

5:06pm 

5:05pm 

3:34pm 

5:05pm 

5:07pm 

5:05pm 

9.00 

9.00 

9.00 

9.00 

7.30 

9.00 

9.00 

9.00 

9.00 

7.30 

9.00 

9.00 

8.55 

7.18 

8.46 

8.57 

9.00 

8.58 

7.30 

9.00 

9.00 

8.58 

Work Overtime ABSENT 
ANNUAL 1 191.22 2.14 

1 191.22 2.14 

SICK 
HOLIDAY 
VACATION 
UNPAID LEAVE 
PTO {PAID TIME 

Supervisor /Date: CHE SITI NADIA BINTI CHE HUSSIN /Date: 

31/12/2017 9:47:44 Al1!1age: 1 

Overtime Leave Taken Remark 

0.01 

0.01 

0.01 

0.03 

0.05 

0.03 

0.02 

0.02 

0,01 

0.01 

0.13 

0.07 

ABSENT Cufi Umum Deepavali 

0.15 

0.04 

0.43 

0.06 

0.05 

0.04 

0.05 

0.07 

0.05 

1.000 

mm 



FingerTec TCMS v2.2 
0 

Date Weekday 

01/11/2017 Wednesday 
02/11/2017 Thursday 
03/11/2017 Friday 
04/11/2017 Saturday 
05/11/2017 Sunday 
06/11/2017 Monday 
07/11/2017 Tuesday 
08/11/2017 Wednesday 
09/11/2017 ThUJSday 
10/11/2017 Friday 
11/11/2017 Saturday 
12/11/2017 Sunday 
13/1112017 Monday 
14/11/2017 Tuesday 
15111/2017 Wednesday 
16/11/2017 Thursday 
17/11/2017 Friday 
18/11/2017 Saturday 
19/11/2017 Sunday 
20/11/2017 Monday 
21111/2017 Tuesday 
22/11/2017 Wednesday 
23/1112017 Thursday 
24/11/2017 Friday 
25111/2017 Saturday 
26/11/2017 Sunday 
27/11/2017 Monday 
28/1112017 Tuesday 
29/11/2017 Wednesday 
30/1112017 Thursday 

Day Type Total Days 

WORKDAY 22 
HOLIDAY 
RESTDAY 
OFFDAY 

30 

Supervisor /Date: 

Employee Time Card 

✓=Excused 
CHE SITI NADIA BINTI CHE HUSSIN 

Day Type Schedul 

WORKDAY 0 
WORKDAY 0 
OFFDAV 0 
OFFDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
OFFDAY 0 
OFFDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
OFFDAY 0 
OFFDAV 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
OFFDAY 0 
OFFDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 
WORKDAY 0 

Present Absent 

20 

20 

In 

7:54am 

11:56am 

I 
I" 
11:35am 
j a:01am 
la:05am 
, I 1:ssa,;, 
11:54am 

I 
. , 
·1 

I
11:58am
·I s:03am

I B:03a:n

I
I"
I B:11�m· 

I B:01am 
I1::isim 

· I1:57am 
11:52am 

I
I
I B:21am 

I B:04am 
IB:18am

I B:08am
I B:01am

Break 

'., . .'.' 

� - ,· -
. 

,_, �'' 

- .
.

Work 

2 169.18 

2 169.18 

CHE SITI NADIA BINTI CHE HUSS IN /Date: 

Resume Out 

' : 5:14pm 
' 

: 3:32pm 

: 5:03pm 
: 5:07pm 
: 5:02pm 

' : 5:02p,;, 
-•--·-

f 3:32pm 

., ..
: 3:04pm 
. .. - .. - � 
: 5:05pm 

·: 3:34pm

: 5:05pm 
: 5:01pm 
: 5:02pm 
: 5:02pm 
: 3:34pm 

5:05pm 
5:01pm 

. ,. 5:02pm .
5:04pm 

., 
3:37pm ' 

Overtime 

1.14 

1.14 

OT Done ork overtime 

I 9.00 0.14 

I 7.30 0.02 

I 
I 
I 9.00 0.03 

I 8.59 0,07 
. ,  

r . 8.55 0.02 

I 9.00 0.02 
" i - - -

7.30 ' 0.02 

. ,. 

' 
-··· ' ' 

7.04 
8.57 0.05 
7.27 0.04 

8.49 0.05 

·1 
, ... 

8.59 0.01 . . 
I 

----. 
9.00 0.02 . 

I 9.00 0.02 ·
1

···
7.30 0.04 

..
' 

1 

T 
··-- . - • • I .  

.
·1 8.39 0.05 

....
I 

--·· 
8.56 0.01 . 

I 
.. 

: 8.42 0.02 . ... 
., 8.52 0.04 

' "I 

' .' .
I 7.29 o.oi ·; ·' 

, 

ABSENT 2.000
ANNUAL 
SICK 
HOLIDAY 
VACATION 
UNPAID LEAVE 
W lealll ml� 

26/12/2017 8:35:08 AM Page: 17 

Leave Taken Remark 

·1 I 
I I 
I I 
I I 
I I 

r· I 
-, I 
T I 
., I 
I I 
I ABSENT I Keputeraan Suftan Kelanlan 

I ABSENT Keputeraan Suftan Kelanlan 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I ·1 
r I
I I
I I
I I
I I
I I

2.000 



FingerTec TCMS v2.2 

Date 

01/1212017 

0211212017 

03/1212017 

04/1212017 

05/1212017 

06/12/2017 

07/12/2017 

08/1212017 

09/1212017 

10/1212017 

11/1212017 

12/12/2017 

13/1212017 

14/12/2017 

15/12/2017 

16/1212017 

17/1212017 

18/1212017 

19/1212017 

20/12/2017 

21/1212017 

22/12/2017 

23/12/2017 

24/1212017 

25/1212017 

26/1212017 

27/12/2017 

28/12/2017 

29/12/2017 

30/12/2017 

31/12/2017 

Day Type 
WORKDAY 
HOLIDAY 
RESTDAY 
OFFDAY 

0 ✓=Excused 

Weekday Day Type 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Monday WORKDAY 

Tuesday WORKDAY 

Wednesday WORKDAY 

Thursday WORKDAY 

Friday OFFDAY 

Saturday OFFDAY 

Sunday WORKDAY 

Total Days Present 
21 

10 

Schedule 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Absent 
19 

19 

In 

8:04am 

7:55am 

7:58am 

7:55am 

8:08am 

8:00am 

7:57am 

8:23am 

8:10am 

7:59am 

7:50am 

8:04am 

8:04am 

7:48am 

7:57am 

8:02am 

8:05am 

8:03am 

8:01am 

Employee -Time Card 
CHE SITI NADIA BINTI CHE RUSSIN 

Break Resume Out OT Done ork 

5:02pm 

5:01pm 

5:04pm 

5:02pm 

3:35pm 

5:02pm 

5:04pm 

5:03pm 

5:04pm 

3:31pm 

5:04pm 

5:03pm 

5:04pm 

5:01pm 

3:45pm 

5:00pm 

5:06pm 

3:35pm 

8.56 

9.00 

9.00 

9.00 

7.22 

9.00 

9.00 

8.37 

8.50 

7.30 

9.00 

8.56 

8.56 

9.00 

7.30 

8.58 

8.55 

7.27 

Work Overtime ABSENT 
ANNUAL 2 154.57 

2 154.57 

1.06 

1.06 

SICK 
HOLIDAY 
VACATION 
UNPAID LEAVE 
PTO {PAID TIME 

Supervisor /Date: CHE SITI NADIA BINTI CHE HUSSIN /Date: 

31/12/2017 9:47:21 Al!!lage: i 

Overtime Leave Taken Remark 

0.02 

0.01 

0.04 

0.02 

0.05 

0.02 

0.04 

0.03 

0.04 

0.01 

0.04 

0.03 

0.04 

0.01 

0.15 

ABSENT 

ABSENT Cuti Umum Hari Natal 

0.06 

0.05 

2.000 

TI!OO 



1. Student's Name

2. UiTM Matrics

3. Programme

4. Semester

5. Home Address

6. Tel No (H)

7. Place of Traning

: eHt em NADI� 81MiJ CHt INC�ltt 

: ,01(f �61-tt'3 

= ,m,'ta; 

: 9 
: r.GI· W0o1' 9',IN\ff", 11660 mf) C\MNE>,, 

J&tANfAH 

: ,�ft&ll'f 1lmA� OAH JAlf\AAtl m�Nta 

8. Name of Supervisor .
In- Charge

• -----------------

9. Duration of Training From: t/1/ 11: To: �1/11./ \'t 

FOR OFFICE ONLY 
Remarks:(Dean/Course Coordinator) 



DATE 

1/g/ I� 

= 

EXTRACT NATURE OF WORK DONE 

1) LflPOt 01121 �'1-\ f� ?���Al..

l-) �� �f:t1Nfl lf\\l V0I �Jirt,l C\"Aff 
VtmtOOf "11�\\ PAtJ � ll'iAffi/¥\�

rM't-11HM 1'I 
P��'11A flft$A N 

fe'NTAOP.ilRAW C. nnom11r 

� 
\

-- - -
_ ... 'I �.t'"·''. ·•· 

�f""lj"\�V1,W r-""nnao - 't -··�- .. - • .i � .. w.,mar 

PeJebat Tr.;. ,i.tJal,an r.tai:hlll\1 
,� .:-. .. lw'lli:h ,____,._ • 

PRACTICAL TRAINING Iii lili:H.iil'.:w.a

LOG BOOK �ii�6�1 

-SUl'LIWIOtill ti 
JlU"'1AIO(II 

-

-

v,-,., ..... 

J./BI 'tt
I 

-

-

-
-

() ffi)'ltl,\'l\?f!C1rnl'l -m,i 9�fJJWA EN· 
1\(�\?-llf LeW1�'1'�ll V�Y\W'A\ n) 

J,..; ,\t��t \bD�N� Vt:r!te> M' 1'1'1'tn:lt) 

i) O\{al.�lt-4q 1&6UT � i\� Or �

t�\;Cl vTini OYt11b\'!11fG\ljl,f1 WVlYVl�)'r
�- At'(lr<>.� 'r/lll fY\t�imm�� rtY-�

- t)€ fl.\�Qi� --lnAf i\"l 1YltltTJ0JW(
naA � ,l'hl( ort¥1ni¢.-\ltm,W,twl! 

,ro ��1.e (},fl" rnU1ndl3€ °' (YY�vli�I
�Jt.tm ,ti> V.iqlfrer 'il'l-t\J ,\'h'ff
OYt3.?rit(o,F6Vl -&i0\� ·

1\ 

. \ ·- ...... .. _,.....,,., .. '"'"::_ ... -:: - .... . .. �.•.fl .. u ... 
--··•--'"'· u. ____ .. _ .,._ ' ... , 

- ··- .... H ....... , Tl>knoloal lilalduflllt 

Psjabat T�nah Dan Ja���- !':hang
lDVVlil �-•,u•••• 

PRACTICAL TRAINING !;.':.,/{,-:�.;��\ 
UNfVlKSITI 

• ,· v TEKNOI.OGI 
� MARA LOG BOOK 



OAT.1;_ EXTRACT NATURE OF WORK PON[: 

?J/8/ l't Io p�.zmn ueqp,��Ntt , m A! 1 uu�)m1 
VA� U- 1 &�� l.\lffll) 

2.) m�tl�fVl'AOJN �D� AM'f\ PA-t>Atl 
(MW:--) ltef)Frt)A nm�\J t-efl>A 
JATA-� 
- Cbl\ttr a,ne of in,fvrrno,t,tW di bdut

J�!-

._ HM t01� reAlt)-ea pje,;JYH ��Lt.\ 
�IU?.t . t -� 001 . 'Cin# -of 11\){o'f-
mnrnai J�r JYl,f�K-• ilt co1t1uYf.,
"M·( ,.flir,{Jitr1(, 111 y,11yne _ a� a)ft, 
'"1t IYJ1'pl 

PRACTICAL TRAINING 

LOG BOOK 
M.:Zfr.�'.·:�¼;:s} 
UNIVERSITI 

� •• ,. TEKNOLOCI 
� MARA 

l 

t 

�I 
==l::i;i 

OJ'\1L.; ..,_I\ I I '!,I'\ ..... � • •1 \I ._.., •- "7'1 -Y 

VJ/0/11· J1 l\'ll;t-l�l'flfliA\--1 �Q� nf�'1'1-mOW 
AA'v� Wf,tw A -nroeM� Wl\Jf>, 

S·;-0 �m j'AJAWM-} 

�-40 Clll'J :£) Vl\\'lt\-) 'OM!,::} itW>e..T VO'T �oll rth-1-
'J\1� '.>OH 

f) fl'IA� W-l�e!I"¼ ff)� '1rlll'1 �Yl-T
vo1 ;oC>'v

-l- tt'lb� k�w .m Matt �a.0/T'lM Atir
'<ot vooi (l.t ,l½T{ oYb\vltii.ftW«J,

11 • 00 Qin} - \·00 V'f)l

- lte!P txw.tliYl ofoUY UO) &1- f/ilm1 ,for
�Pt -»ie. u-tt of ifnl �11nn�Mi n�me

ntlJ,l ,r> �f.tl� -Yhl var1Mll at PM1r 
VtA-\�ti • 1nT t vart1M tArt rM�rtJ1n0i .r,
Jti€ Ww�m \- � �.

PHACTICAL TRAINING l,.� 'f:}jf�·°:Ji1:�) 
UNIVERSITI 
TEKNOtDGJ 
MAR,\ LOG BOOK 

HL-.JVl/ll\l\i' 

-

--

- --

.�-

·-



DA� EXTRACT NATURE OF WORK DONE 

1"/8/11 I) 1�17� -the -futrn af "8cr@q �bnttnab
'f ·00 tilrlJ m�� � � �1111 h 1umrt1111�11 l'.°tZY()J�l1

CQ.llA�O c.71V-6'1 raj \::Xew:fivi 4'(,,(tr 

ca;? � mm., ffllhd � 1,r(I ltlYJ
AbtA1.-1l�h -t7" (6(4hri ·

PRACTICAL TRAINING 

LOG BOOK 
.tN�Xt-' .. zjt;f�l 

� l!NIVERSITI 
� l1��t�OI-OGI 

-

tdll'I l(\/1•1♦ Hl81 

Ill M/\111• . -
-

-

-

-

. 
: 

-

-

-

. ' 

_, 

• •j

......... i 

ll 

9Pll 
1! 

)l 

II 

ii 

DATE 

8/8/Ft 

,_ 

EXTRACT NATURE OF WORK DONE 

e-;o am -
q.U,J �/l') 

n mett wmi frl. rr1i.1"1mmad W}lvaf ttt 
m� ar��Jflpcml ��e(Vl'1!t -1V a4

�'@ZJW my �em- tte �<J�lr qbout 
ttU . -ttie _ttti!ifi'l'W1@j �- neeti 4:D
h�re � -lhe �- SMi4e(, .-hl -�l{ 
Tl'lt ,tnlt' M�1211'1t need .,,.ip ue a � 
Jn.en�,� tim«n and -IYlt fftUJircm.eM-
rnutt J\Alfilled ,-b) erilU'IIJ ,t\-ie �t01t
1U11 trnoftlnl� �;n orau <1" htl" 1r1e J an 
r.,-ic.tiilllf14 vroic,\ica.) Mwlr .-to r 14'1 rzta-• 

\0-06 �n, - \·llO J7111

'.£) fin� ,t\t1(. YfaMJYefl}P. fH .ft�t itlWI� OU�t�
At> trltfte t-1ndi d��r> �n t-·1trtet(rilfJ 
t1ti ttc'WJ r
-111Ylllk1'h ,lliH ,,., nwt .ru VJOlAI Wnulr
to-f:twtA rt owA ,to bl uted

� .Nlft&tn 11te� ,Iv \'Jl dWffeiv(J{A 
a rt �nb1 hA 2-&,¾ •

PRACTICAL TRAINING L:\�:O•>��J-:.;_;i�:l 
UNIVERSITr 

_ TEKNDLOGJ 
:,,. MARA LOG BOOK 

-

SUPERVISORS 

REMARKS -



OAT�� 

q/9/ 11 

�/Birt 

q.f'U/1+

EXTRACT NATURE OF WORK DONE 

9 · 15"".�J}l - tf-1� �rn 
-o�➔ 01tA> n� -nie motrl'I nc.1 �Ytl' \i �
t;\0� llleMr"" fDl'll-

- 'f��r�h tJ..r( qlY� V1:'.) UIJt.0- FalllltJ
{tan Jdl�t�YJ Pr� )flllm ltl�r
0-Pr\�)

-1ht ..f»he of -»it �r&Jh Tf <'�ti-\
{hf Yl#{JtmiiVI\Hf lf ' -tht h�l/bavtA-
ii s�� �JJI TO'h4d'11p Afl4t UtM
�h �Mb�W ta�aM t&4�" 1W\:vt1a 1'. 

•-1hYb1uth .rnr-1 ·rtilll'Ar�\-i, r hore �w:nr11
-tnat t � tnulA IA tl74i ,./'o ttrr h,\J\f¢,n� 
1m� ion IJb.J'h cf -nie �1en1t · 

II-OD £11)1 - l·U> PlYl

- �WJtltl vao� Wl1Y¥- �� � eJ-�
af;fic.er cev) of PeJi1}Jt.1t T�\i �"'n
Jd}��n l'Y\tlthot14 (PlJm) �.tul '1fO�Yi1r-
Ji,.�tAnW�(t-1 ln��� : ta'oa.t'aniw�n mm
Pem�n:3� �f4 ��rit�n rn��lvW
�l�t Ti:U�YI� JUJMttf· i Vel/4tltfft'O'O :MtLJt
t4'Ma 6olonge;n A;� �J\ P.tt'6d'r
(Ylilt1n Ii Jt.11�li'-'t) l)'locht1P(l �

� .1,0 ·{ll'll - o/ ·00 f>M 
- vr��n� d\:wu-t the n� �!

1uq�e4tui lJ'Y ��ve 6f,fiter twJ of
171)111 �-tllA 11 e--�«a<1n '�

-�fta,11 �Ufi�.
PRACTICAL TRAINING b:\"§;}';J.'P·.'J;��l 

UNIVERSITI 
•• -., TEKNOlOCl 
� MARA LOG BOOK 

SUPERVISOl<t, 
REMARKS 

J;': 

OAlE 

10/ �J.ll. 

-·-

EXTRACT NATURE OF WORK DONE 

-

g oo �rn - IO·o6 alll 
7 Cv/ltcf and q�rtNn:i -fM 1rijvYIYld-{1w 

oi om,\ re41,1.<Jrernent- -lhttt ntte1 1? 
be tAte4 si�u --the �amt ore 

� ie-r�11ve�-
, , 

�--�lletf- 1Ml)Jl71�1 4bouJ 1nmn/11J(I J 
�- wtlt1t neut4 ,!br M'tamt

JI_JO 111Yl ·- \·00 PT1J 

·1'- gt ��iQ " Pl\Oet' WO tic �vtn liy 6';XeC!Afiv:•
0 CP WJ) � f €�WI Tt1,Yt11h .j()n �()\hm 
mll.t�1�n� tFDrri) €flf},ttto\ '' mu-tiuor�t 
Q{Jl�e\o.ro.ta t1 tft o o,r�m �roi��fOO}) y /rS 
�t'A/J.1 �, Bwri:ff� �fuo menter1 
�et�r i. V-1mr5inar1 v.tYtf��n l'l&at-0 
��mt-i �Wl,{r �� �()\riori fi'�d1tJM -''

I), l� V'Yll - i:J6 {)1Yl 
--r· oroi>J a(I enNiil �1lt'l4¾l p in��m 

ct12-0) ,t\� �-J.r?W'MO �1\em (e!O 
A 

,� 

1 ,,, . 
r .... � ........ -"�-
.. ,. •<•AH"-f'I &ll'L elee. MUKAMAD FEKRI

--,-,ong pegaw!f T�no!�' -·- -
p.,-..-01 ···-·· --

.. UM llachang, Ktllntan 

PRACTICAL TRAINING l,,.�:;:)}�·�.;-C�;\ 
UNIVEnSITl 
TEKNOLOCI 
MAR;\ LOG BOOK 

SUPERVISORS 
REMARKS 



DA1}:� EXTRACT NATURE OF WORK DONE 

l�/gj rt - c.on�t1l.\e lrl c1>1lecl{" l'1'\ -tl1e' l[tforma+ro11 
"ladUr me tt,\*111 related 1P �raw -ihe 
a111-N �ano11/tl1f Pi""dararn t£t2-V')

11-.ob t,tm - l·DD pm 
- tt �fp OYI� (l'4Jft at1 t>pd�Y �,{( --(:b
-1t1te. w- ��11�cn -w etlJ1Y1.ecttn4 ..\-fle

1nw�rol LlYld ct1-tw6'ra � JI ·
- 1 h4.Ve le41f1.ld all abvot -tnt wa� -kv 
Ci!ll netfifl4 ,mt Cdl I . 

t4lS/tt 'Hto t.ltll ..- 1:2, DO pT1l 
-Dr�w C{)nte,t df{kJf?'om of- -rhl ttrn-.em-

�(IU t �fcjltJ t1 dJY'lfeJ-.t tlliMi�m, [' �n
lfl .\'he tli"io.llfill vf #le ��.r- 11' 
h,vi½, ()i � � . 

PRACTICAL TRAINING �- W:i.9,�+,>¥.ilil
LOG BOOK 

·i, UNJVERSITI 
• TEKNOLOGj 

� MARA 

w,-,r:;, 
SUPERVISOH�. 

REMARKS 

� 

-

.. 

DATE 

1'7/8/lt 

EXTRACT NATURE OF WORK DONE 

�-oO �,n - ID·d O aflJ 
- c11n11rw,11q ,ru Md.w � oontl.1't �iA�m
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bacrq'l'\1uYJ4 , -fun�c:n{, ok1jec,.fivtf I VI 4io1 
M� ryjj¼,a,( of ,»ie oY�tmT(� l 
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fltt ��-
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II· oo am - .3i!.M
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- MY�� -Pll. �ritiar>1i1� V\\l\1,rn �u�

��) 1
1
1e _"19 M'1te 1)\1� naftled 1he 
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.... \'f\l :rt'tl _ ,l,tH \Q\?fJ\\ ta VY Xht 
¾�oo, ,n ettoh v,l 
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11t1nttll ll ��i,m "'f4;1i�t tqMd� r�
iefYlf'(lt menq"'M a111) �YI Ytt'c:A\'lf
Y�fldfdl'I af'J I \,:"'on, f1l�ra UnAf
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G\ ma t.l q (;IJ�f.eJ of en U'lt,JU l D r 
'rJi ll r�e<red lrt-l � £r;j f-1 an

J
-

ndm"Jmmafl>r / cc N'-'im�h 
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DAT..E_ 

2-l}qJ ,� 
J I 

EXTRACT NATURE OF WORK DONE 

(IJ mare i;. C-OYlti < of meeit1nt1 1ettet-
�nn-ltil " me�WJY�r rawtt�YI µit¥t1
fonJot: \.htAaui1h �� 11• 

riJ Wrltl a n�rne and aJP a l�efl1

�� ��w -ttie mtu(}I) Jlff� 
m •lhl �nrilooe,·, 

@) �ilnlA oul wi-fh ti �ff Ot4J11l w
%bn - ,m� ottir m't1�U-1) �derJfl

.fur ett1d1n� all rntt4indl ).l-J}·tt 
.,)'\} 11 ltfd of PtPt1t1me1)T m rnathant 
ru vti a' eal<J I 0(,01\'Ja, PPP �,.h�nOI 
Pi.tltO Poli( 1Y1acht1flef I J¥-� rrt1th1� 
onJ oh\W· 

.... ·�· .... - I \ 
.:: --��:'\�11 .:'\ · , .. rt-. 1:.1:.:�V>iMAO FEKRI.. .-..-,-:: . .,,;!. ,, .,. '. -· 
PeJa�!_!11ioh 0-,m J�J�I�; Machano

u.---.::::-&11 ��� 
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DATE EXTRACT NATURE OF WORK DONE SUl'LHVIS01�!: 

i,. ,,,, 11' 'o·oO t(YI - ·- A• -

- m�u " ,a,r �n 411 .-ttJe 
1n cnattu ..ff?at- wdl:t 1n 
Y 0Jpffl]'ffj(I +tie �Yrn{ t>

\\ pei.1� � and "'�roJ1!3 ?enenma6'� r----r--,,, 
P�anfi�t? '� 

9·Q0 

-r

d
II 

- -; · .1 tl ,,m

-«O�dll na n�rnl

e-011 �m

7J(YJ 
111 

::___ etimPltn� � rPJ7tH1- �fz,14 &tar7.,er 1 
- the' ew1(Jh1-r I rtPot4- a,tf. o

weJI.

B-�o om -
-4in,nriu� -f'b

tnaut F'ol1dolt 1-fidtJrJllt'J /( 

111 

L
PRAO CGTICABL TORA OININKG 

M 
J�;��;�:i;g1

• , TF.KNOLOGJ 
� MAI!,\ 

lll"MARIHi 

I 

-
.tiant 



-oAtJL

1/ lb I tt 
I I 

~-

-EXTRACT NATUR�E OF WORK DONE

8-06 4fYI - 10-06 om

-

- can-hnue 1n wnrr� "' reRor-1 ®4i,.}£r
9..

-Jn CMPt� a., i �Vt Wr't{e a}nt,{-l'
thi "r�m�cn 1nformoficnr. '.N wJ.J
auord� -tt 1he �m�ni, txh�.e
1r i:tl?bm· ,n,,e rJtnar1me,if4J (1111c-f'vr.e
dwttt1-tnent ,(unl!f1cn an� d�t11nel)-)
ovJec,Jirl(

H 10D �m - rf·OO pm
- ��al� ari 6Y(J(JiV,(a.f/tYJ 07dt1:( }h de-ve-
1opmem dlpt1rtrnent- ba.(e� on th�
�or admirfi(ffaJTo() ,(ec) �,ro1h
, ·1nG-�a50nf j.'.1]H(;:, lf; _ \-'J«LJ.Utl rlht
ret1dq Un1�s1 of ,#!rt de'1a�+
ht!f \?fe¥7 �t?�.

- PnUl){tc,t �n trr�m � cm*

for W C ,t-e,n) � p; lS · 1\?T ( rm Rt
irf <Wt¥TT1�Ct1 tn�f,rf "";� t..� e1ir.t.
'rlv111tA --tb ctll of -ttn! de.v.tlopmlOt
q�Vrmtnt �N ·
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REMARKS 

1 
1----+-i -b�n� · ���t, lh,�iri.f <1itW 11tl
t---�- :J · '?;D ' . .. . - - I -

- ,fhJ/ �- . . . 
. j .,� . ., I 

e,u t1iP1� 1 

''an_t1h t!An J�JGihon rvlt1th 
____ - fY\ m il'ht1tl �( \?e® 

�re �'ool-lt ''fon�o � \·t � t¥-lr 11
•

- A11 -th

�11 ,me hltfd 
�cti (),,( 

mat, t-etY1 A r 1 

Pe,,n�an, pen£At.\11�t�n 1 

f?6flf 1
' CA 

,ful'- 111� .... ,�, , ,,-. ,-, ,,, ... -,.,·-, I � _ I I " O.i�rif\\? p y 
- • L . 

!AX'Ultl b� hti� on 1011D 111 -

-10 '¥ft� af etrr C(afartrn t 
1ativ11t1n , 
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DAT_E� 

Ll I t0111 ' 

-

EXTRACT NATURE OF WORK DONE 

- QoA�tl � �mtt cemce ..fmtW.ti 
.t,1£1 r t1f!--) -tti6\-t- �t fnlh'V4?

tlv) �t?d l)��etrt leafep. -11?� 
rr bea:,Uf.e I lAnA O�v-hrlen·) t�' 
&fl fhl/4t

r
l , �011 Id prtfUrrt ,,/V

al) 6f 1he t�.f-.f and 6'fhet1 c.)1Vl)J 

SUPERVISOl<n 
REMARKS 

IYJ'1:Vt 

t'., 

-thl eu�mer ten1t11 -tnttt nan4J.e� 
on fera�t 1anPih d�n Jo:� h:Jln 
� Ch�� {. f11Tn l 

- Pl'lbi1llop>et � wmmn\/ of ar7 txetd-} 
orJ 1he rzyon . 4�r an effvr-r
of Jt-1,t'ltrh na ,fhf �merr 1h
r·
r
rm•

- -rnrt yr!u/"vC()prtl wm bf q#rx,h�
on

- Pnni @1kt " p,&J'Ure, � ,, flttt1'�
Pomb::tn,!,m'1n c!lo11- If anti '1 l)t1t3

awarc;,ui �DrY\ 11 �{ Dfl a,tt-achmen+

1r, eu ftrOrn e.r tevviu �naawan-
fne· 
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S/16/ll 
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EXTRACT NATURE OF WORK DONE 

- DQl�(fll G\ tOl}pyH'll\ t'��y �T n� �
�e 110 nome of- U�eQ)1 ·
-1'<,g�i n� m11Pt1 r td (}.Yi van a for

-

Qt, WiK)t 1har he!� on lDf 10 I 11
on ruu�Q�.

- trn eiv�+ -ltlqt �! betn thldu1ea
11n 10/10/lt H abcu-t '' m«:i�C
Pu-1�� rnvcn�n l6l\ nJV� n f0,11!11 o mctt�
�1-p��t11 r�aJar Jat-ol"'n �ni btmtJ �fl
��w�n ��1,m u1t1m01n O

£

n1.llnc{J(t}

10.\wn �ort· 11

.-..,,l)MT{f,, 

V ·1"'11 'T� ·· � ,ru 1\;n:.fni:-n,1 ,{ti- ii/I {) �fl r �I , -r '""J 

VIC.· Raat

- �tt q vnoricco') et arM co11ie{ for
lOO rn eel( of tftll It� b �J( ,11107 ·

- (b r 6' ·tatJ,(fl ng nv01ba.t1 111a} na t
b�MJ arftHed Pv\ lA�nO\ OU,11,cf
of,ficer coo) CoP •

.. .," •��� B;MUHAIIAD tt:I\IQ

.. 

--flw,otong p(;�Wfl T&%no, .. 'll' •· · -
- .L --· ,.,�k•n Mlchana nrJ--: ·---- -

«Kmlllthang, Ktllnll!l -
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DATE EXTRACT NATURE OF WORK DONE 
SUPE,RVl_!tl IIU, 

- RSMAIO<'; 
_ / ti 

tf/t(> I It © �bin� -to Jr/djl)( o"eratr fmthan4 
·. · 

cmom) ,fbr -hu.�, n� ,tt,e ■ n�mbett at ·-fue c)?a)� .
1 ..L. 

1 � /tt'Y art1e -1-h e thtA"J� bat� on 1he
·�11

numb.ij, r,� '1D {2{/vtJre -the �121JK 
WOllld be ,fu\low ,)h�r ,rum ·-•
.tl4ftJN 4uhnti -1tie. ()Jtx'.1Tarnwi,e •

L
PRAOCGTICABL TORA OININKG ffl t\{f�if;:�1

� lltn1!01.0GI 

I' II ' J__ . 

-�-

·111t,, . ... 

:t�-

•• 

rSIi 

(ti 

LI 

�,I 

.r''a.. 

J ' 

) 

� 

l 

- ·-
lJATE: fiXTf<ACT NATURE OF WORK DONE SUPERVISORS 

REMARKS 

111/Ji_jrf 6i tlM11a -\:b tlla'1Dt 1?a1Uah mathtJndj
1nmrn) tor c.,n (l),fQ/()t (lo.ml-

\\ fflit)U ( Ver,"�IYl\?O) u,)') t2�n� n 
. Pcrn1in �M fe1t1�Y /llce)t1h

, __ , t�rnhv1Y1qari �yaf�n � 111-l-tAn r�ol?.J-.rrJ
j(l�Lln Q'bl"J.., I/ q}- t,vtJ\� l'./dl /

laTl&h mu�n / Jefl �ntA 1Tu1thar� 
1-----11-

t---1- J, lr1t/ or(�e ·

&_Uondle � reer1$(� �t t/hJdtn-f 
�m matw.ina. 

� 

I l>h 

t---- [j �u1de 1he fct7bt>) 4,Nd £/1,rJ t Ulhet'L
lhej( Rla1 · 

;� 7h,on�e ./hf ff eMolfe t 4ctvt47n4 
J\1 ,1tir nt1 nc,,me · 
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DAT..t 

ll//O/ Ir 

l�/,D/lt' 

EXTRACT NATURE OF WORK DONE 

m 1nn1>r�1'icn frA111Amme C�t/<-) 

(� Hdndle an onoo1nei1 and au,-ht,jntA 
()1]} 1}t>m 1l)�dl <tnd o�ffide l1f 
,tne t()mp{Ar,y at· me operatvr · 
-To rez>IMt a p�n -1n--a1t1rtu .,

f'Uttn �ri�ni LCUttomat �ctt
af{icu)

{i) t'M tJl w-ne. (J , lnDf1Jcvp1 et of 
mfflto vc7)( I� i.omit· 

:ti lh>U\:1\Unoot ,)tie p�na) C1Jmf>ti}t1,
�(ti/ w u Ni:rr�n •

. 

L,,, 

-...I \ · ·- --···--
IIUHAJIAO ,a.:,:-11\i ,r-u. -:.,v ---·- • -· -

_ - - , -•�I __ ,,,,,.,,.,,,.1 Maldumd 

Pellblt Tan;n Dan Jal�llan Machine
··•·-

--
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DATE 

l:Jjl()j 11 

-

f'XTRACT NATUHE OF WORK DONE 

(I) f�f i a ll,Het, tntf-J· htt( �ee,n rJJvet) 
v� Jhf tJta.fl Jr> .de-v�wmen� 
rl I fKJ V,f(1'} e.tJ·J

0 ldJt a lbflet' o-f meenT)(/_] 
1rivi�cns. 

(-O 4_dWPi out -tb Jand a. tr,e.q:in�·:
- 1n r1Y-1Jicn 1ine-r

· me 1wer .:.t#F a-re 1ent-1 .-f,0
]db�17 {l'.Q,\ljtf Raw,t Gt�J 

�r hinvL pe,,i��t AfJU N feffllf�� 
e��W4f Arr 1tefor1t"zfn . 
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DATj:_ 

r (p lu>l 1� 
I I 

EXTRACT NATURE OF WORK DONE 
. 

(I) mate 4� erQJll 01 111r1t<lflc() 
O)e£1ln� l�- ennnid \\ (nt�artl·}--
Jawatrtn��!� ·1mda� dan \?tlm-
vcm4t1nan cratahm Math"'�� Bikl 
1at1Un %11 11-

(2)) i:,tJ .n-it �vut arR ar-- U41tic.\ 
'(}I 1),1 tr D-f.ncet coo) eiJp on 
.,rt7e, eflY�OJU'-

. 

(a) lhdhlTtfh aJI rhe ndlrle ,Jha-r
,;nvow« 1n --l'htlr metrhrtt1 and 
�otJ 1J 1n 111e aflve-iap.ef. 
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I"\ fl EXTRACT NATURE OF WORK DONE 

',1 //1 I r1- {J) ata11¥.l our ,.fbr tend, nt,1 4 1e#er 

- -

,.f') all of -/'he �ea� of eom�d)J� 
ot tn�rwr Of-rl� c ov) . ftir -
dfJ eJJdJ Y10. a metnntf af ')Jawa -
1c.inWtt1t1 TJnda�n o�n feinlX'ntJUYl1 

.,}I.,�� 001th fldff {Sr,, �\1n
<'.md i,Y)MYJ<2Y 1,ra(;;b ca) �ef}j1. 

- _(j!J �dmg 1D '11lt- Y1t;it wJ(h &7· 
---

-·-·
-

-·- -

-

� 

�tlan rtf dJr an� En · Gobn 11tieJhefi 
vi� o,tne,,r oracnca l !NdWf· 
- �if� �Im- 'M \?af \'Jea{} tk1JJht\

6Ut 'oL\ u( 11 a-t rAWPV nti l!t.11t1t1, J 
JemYih J Pulai tUJcmdor� • ..,. ,.,

-iht JQce(l� D�tf 1htk W€ �
vit1;1t- w M l�l�h R.IWaah rev·

PukD Miondon�, m�than� 
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DAif� 

1£R6I It 

lt1/iD /tr 

EXTRACT NATURE OF WORK DONE 

([) OiJdtJfiTld -me .ffle · centent . ,he ,liflt 
of -#le ,ffie. ,,\fl6t ha{ �en u��w 
1! .,., 

0 r:mdmdt Perl::'ILH'\lfd)'). 
fl.-) Pf d�dfrl p0ao9::1an. 

� Arran�.e -tne m1�1ttte comeot of 
-the .file � ,1ne n®t 1ott1fdl I 
r�et· 

�) P�ai� a e/d,m -lbrm tmd Rt 
one c1J1>1et of enl!tl.ue 1ttm 
et N�l'rnah. 

(D 0£Q)(¥tf1 nt, q o:,nner or -the ltj(J-em

ce.1t1tern�P ��w ceroJ 

h •- +« 

� .,,.. 

\ 
v 

IIUHAMAD At.HRAF B. MUHA�D FEKRI 
.• ""'lt'""""••1o1• , .... ,., ......... !,, 

.......... Ta1111b Oim Jalahan Machana 

-......,,ang, Kela•
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EXTRACT NATURE OF WORK DONE 

(J) OrunVAP � ,r,ne 1n 11ie ,\1\e ruow of 
tti c ve-v.tlo\?rnent- 9L�l1trlerH - --rht 
jill o.re ,nrana.e v-i,\ •t he �JJ?·nabtr 
Ort o(IO} €-ffltrli 

@ fl!Jldifid) a \et-Je.r --to wi af -l't)e 
d ep��e/if -in P4�wt 1aot:th Jan 
Ji:t�h�n mP1thtAnt,'J 9t1a, Of td fh b
_hdm1n)'21fa-}il-t? o�nttoitro<l() r kwfctO 1 

�nH-, {yf!'lb( 1ethnlca J, ��(1"(�on 

Oe4>av.'tmenr , 91¥)ir0- ,,,f ,fit et 01 f1tli 
al� .,r;i ifhl OetJiJW 6i PW et 
<Jfficer- C,fK,J). 

- f7 !£,fja( ,\tMr h;1f Juan !Nit
1i ret?.t?'rJi,14 ,t9 -\1\H: meeAWI� 
e.oli1'Jd ,11 me Wli c-, rv\t Ti Yid��"'"

Pm1nar,avn�rJ '� 
- lh:At rneUio� LMll kJe ne\4 at

Bin� �erc,t�n at o - 'J 6 rrm an
�e l(ati !)!J 0$\rJet ?OJ:'./·

'3J Cix.tin6' a ft,\{.tQ.f'() cit -rhl �t!.e 
,, 111aei. �ho''-' 

I 
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DAT�� EXTRACT NATURE OF WORK DONE 

l�i0ltt (1) H·eip me �ff 11r�re l\ Jtoc( �M
l7t!ff � .-for tt�f � 1flY6/Ytf 1tJ

me�nti . ,, me�rot- fi��t?lt? P�-
k7� Y1� no ri ''. ·1h e .fu d and IJiff.fe.t 
Ori f

r

t{Jdyt"1 e/JlttAal}� � 
rw r anant e-vmt I tJr. 4haru ,from 
lleaH'h <"fin](-

..9�/10Jrt 6J ('1;@nue .-tb et(!pJe . I Vvflte tA tlJthP1i 
,ft/1 fU(}etn °'' P4, e 1 ,frbm
11dex- vnJJ 

® Rrrtl� e and tetp( Ahf Jfll ,,file 
}D tl?e �,, ttx>m w11n �· �mm 
J'tWJ?in. 

® oren neN t!'ile of '' f>1l1JJ('' �� 
vldll ·tt· on -ttlt .file room• 
-1\'le ''QAmJY I/ .;,1e dtl dfflH�e fl)
\ne raa . fl1J at1ana�t 1t �«A 
or �rp h�num�, .
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1)/\11 EXTRACT NATURE OF WORK DONE 

I -f,o/ �1 n m�tf � 0{1�Cf>Vi et rriJ(MJet a
meP11nq . 111e mJr,�·Uf of mee.11 
�-, hM been yl'ltljOt4"11 I( 

,vw�ta mc·Ull2 
m�M CT,A-rn) 
n f(l tU>t2 I/
(Al'}� 

�- {Yloh4 
!al

-1l1e Ji.11 P I'll- .,n,,1 t0t1un or£ abeuJ-
11,e life DF �a1e�n wollol -
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DAT..§. 

'tf;l/10} ll· 

�n /10/r:i 

EXTRACT NATURE OF WORK DONE 

© fti��J -+ �PTt! 6f tfe>Ctlmen+ 
llbD�1 llrarrot - re11'v1 fYlt-fYJ't:ifTJa dan 
fYletlltl4P �n -� mt:i n t(l()tJntt� n
ond -1���� -nub dr r�lllp\lt1a wer: 

@J Fa)l 1 dd lUfYI eJJ,r! {ti �J ( fk.1am 
'}:()�O, llll d1tfl'Yl LTYl»lt). 

(�) (_Q) n� IJ-a1im1 about fh.l 
e�-Jrrtem4rJJp ��J � OtWl'l� 
� p0Yl (L()r 

.i 
G) rllaU a <!()pTt( /.. '1ttrlM- ettrd 1' -for

Mntf ftt14�nt of Jn'4VJvf �--ari
C D"-'YM&pm0nt tJ� �en+)· 

� �xr. all --ttte t'.}nefV!er CArd -h> 1ne 
Pqavaf i'e#a�hti terd]a�n N�en
(��n�n c��J, P«ancon�n �m 1 
"'n"' 1ite,n� u-tz;i u1(At-

@ en etJtin111 � {Dwri of on off er � 
t� wn�e -nier,e W e-0mv1 ete or 
not-• 1-t ,1 dtbvft- -the 11l?fifl1\'dl'l J:llll't11h
Oh� 'afa+ "'m r,un T.ernaMan <Y{)Ff-
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OATE 

3\I 101 It 
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Task given by Deputy of District Officer 

: Che Siti Nadia binti Che Hussin 
: Bachelor of Information Science (Hons.) Information System Management 
: UiTM Campus Machang 
: Development Department 
: 31 December 2017 

CHARACTERISTICS NEEDED IN WORKING 

1) Leadership Skills

Leadership skills are needed in each of the organizations to keep maintains the great

positions of the company. Therefore, the leadership skills are the most important things

for the leader because a leader helps themselves and others to do the right things. They

would set a direction, build an inspiring vision, and create something new for the

company. Besides, leadership is about mapping out where you need to go to "win" as a

team or an organization. There are some of the characteristics to becoming a great

leader which is self-motivated, conflict-resolution availability, confidence, decision

making skills, creative and others. For the example is, in organizing the task for the new

project, the leader take the responsibilities in giving the employee a guidance on how to

ensure the project or events will be working smoothly.

2) Strategic Planning

Strategic planning is an organization's process of defining its strategy where the ways

the project run smoothly and making decisions on allocating its resources to pursue it.

Besides, as I know, a strategic planning is a process in which organizational leaders

determine their vision for the future as well as identify their goals and objectives for the

organization. For the example, if the company have a plan to develop a new project or

create new products to the company, the leader would be thinks the best way on how to

make sure their products would be very useful for a long period of time.

3) Communication Skills

Good leaders tend to be extremely a good listener, able to listen actively and elicit

information by good questioning. They are also likely to show high levels of

assertiveness, which enables them to make their point without aggression, but firmly.

They know how to build rapport quickly and effectively, to develop good, strong

relationships with others, whether peers or subordinates. They are usually very good at



Task given by Deputy of District Officer 

effective speaking, equally skilled at getting their point across in a formal presentation or 

board meeting or in an informal meeting. They have also honed their ability to 

communicate in difficult situations, usually by practice over time. Example of the 

communication skills that needed is, we should be speak it bravely and be confident to 

express what their ideas and spread it their ideas to the others especially to their 

competitors. 
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Meeting with Director ofMajlis Agama Islam Kelantan (MAIK) 

Meeting with wholesalers to bid a tender 



Meeting with Deputy of District Officer for introducing a new internship 

Briefing for PRU-14 at Sekolah Kebangsaan Bandar Machang 
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Bantuan Cermin Mata events held at Majlis Daerah Machang (MDM) 

Registration counter for "Bantuan Cermin Mata" area 

Machang school students 
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Handle SPR worker for keep update about 350 worker lists at Dun Kemuning 



� .... __ .._ 
tlddO--..,......,..., 

--

·-�----� ...... � ... _...... ... --... .. •�·- • ...... . 

.... � 
Mi.t•·• ..... l"h 

..... 
u ... 
.... 

••n• 
•U.-1;\I 
.... 

uu ... 
..,,..� 
..... 
... 

........ 
, ... , ....... ....... ......
,..,.. ,, .. 

lt,t!:ill 

.... 
IW:b:•, ''""' 
. .. 

, ...... 

If•►' 

·�

Check contractor documents 

�tiu,Mci;, 

I ._,,z �-

1V,t.4\.l4'. 

J. ,..l'"t I\: 

( 1111,.-i, f'I� 

" , •.• •�Ii� 

f hU.:,1 &Sl.'l/, 

L ...,1111.,4�1,u 

ll ,.,_.. -¥1/U 

to f,W flll ',tU, ... 

Jlll"'-'UJ 

.,, 

wh�-

...,.,,ll&IMi 

........ ...,_._ •• tu_. 

.. _.,,. ... 1--.. 

u.,_Ql'I_,.,. ........ ._ 
---·� 

........ l•••r•� 
c-,.r,,·l·� 

.......... � ......... 
"-''· .... �,,,.,.\-..,.,I 

...... h\M.�r "'1µ1 .. , _...,_ 

L.::J ,....,._l•NYl-'MI 

...... 

-�
·

◄ 

-

-----..: ....,..., 

�I-�-� ' 

Coding code used for arrangement of files in file room 



Arrangement of shelf in file room 

Copies of payment voucher file 
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Invitations for meeting letter has photostated, stamped and put in the envelopes 
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Register an incoming and outcoming letter 

Collection ofland grant files in vault 
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Answer card need to fax 

Site visit at Kampung 



Arrange new stock in the store room 

UMlprogram 
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Appreciation from Assistant of District Officer, 

En. Nik Faizai bin Mohamed 
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