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KAMEONGRRUMU,

ETR student,
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Diploma Public Administration,
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94300 Kota Samarahan,

Sarawak.

Mr. Sapawi Bin Jemain,
ETR300 Lecture,

UiTM Kota Samarahan,
Jalan Meranek,

94300 Kota Samarahan,

Sarawak.

Sir,

Re: $ ission of Business Plan

As stated above, I, Muhammad Amirul bin Azlan, as a General Manager of
Kampong Putu and also representative for my group members, would like to
submit our business plan for your evaluation and further action.
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2. My member and | fell highly motivated to complete this task. It gives us I
clear and wide introduction about the fundamental of starting the business. We
frankly think this knowledge and experience will be useful for us when we want to

develop our career in the future.

We would be glad if you wish to have us present our Business Plan for better
understanding. All your attention and support towards our Business Pian is

greatly appreciated.

Thank you,

You’re sincerely,

(MUHAMMAD AMIRUL BIN AZLAN)

General Manager of Kampong Putu
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1.1 INTRODUCTION

Name Of Business

The name of our business is ‘KAMPONG PUTU’. The word “kampong” used as
the symbol of our custom. In other words, it shows that our business is based
on our own custom and using the originality of our country to produce our
traditional recipe without following others such as from western country.
Basically it refers to the way we operate our business by using our traditional
recipe to our menu. The word “putu” originally came from our products which
is ‘putu mayam’, ‘putu buluh’and also ‘putu piring’ but in our business is not
only followed the basic traditional recipe but we also upgrade it to be more

attracted by our customer.

Nature of Business

Our business offers a various design and also with various flavor of three
types of putu which were ‘putu mayam’, ‘putu buluh’ and ‘putu piring’. Our
company run a business in our premises and it was at the strategic place in
Kuching because we run a business at The Spring Kuching. Our services is not
only at our premises but we also provides order thru our website and at our
custumer also can call directly to our premises phone number but on working

hours only.
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Information Technology

To survive in the world of technologies, our company runs a techno
enterprise which using internet as the alternative way to get our product. By
using internet, all the costumer can sign up for free at
http:/www.kgPU2.com.my to get more discount as they join our community as
a regular customer for our company. It is also easy for all costumer to get our
product anytime, sign up, and then the menu will appear for costumer to

choose for their meals.

Our costumers also habe been providing an online banking to pay their
meals. We use Maybank as our main place for payment. It is because Maybank
is known for their easiest online banking. Our costumers have to a fix account
in our account for a month. Therefore, it gives both parties a very systematic

wayof dealing the monthly payment.

Our company also provides motorcycle as our vehicles to perform our
business. After we identified our costumer, we will go their place and delivered
our meals to them. We also use other motorcycles and go to the nearest place
which more popularity of people to buy our product for a certain times at one
place. If there any person that not sign up in our website and want to buy our
meal suddently, they can purchase it immediately at our KAMPONG PUTU stall.


http://www.kgPU2.com.my
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1.2 EXECUTIVE SUMMARY

KAMPONG PUTU is a one of the types of food stall establishment that
aims to provide the best method of business which uses certain technological
approach to delight and attract customers, and at the same time to be the first
entrepreneur which selling these three types of putu at the next level, which
were not just only sell ‘putu mayam’, ‘putu piring’ and also ‘putu buluh’ in
small size of market such as at night market or weekly market.

The main selling points for ‘' KAMPONG PUTU’ would be the operation of
our business. We started our business at 7am which is the breakfast hour for
all people. Early in the moming, we will prepare before our stall open with all
preparation same with every business in Malaysia but the difference between
our company and others is we were focused especially in terms of time
management. This is important because by professional at time management
will attract people to go to our stall anytime because they can get the best
product of ours even if they were in hurry or urgent. With a minimum of 2
minutes to serves each customer will make sure no more waiting time for our
customer to get the fresh and tasty putu.

We had chosen three types of putu as our product. The idea to make
these three putu’s comes after doing observation and small research on why
people only sell these three putu’s at night market or weekly market which
customers can only buy these foods once or twice per week. Our Business
Plan is pointing to become first official producer and supplier of ‘putu mayam’,
‘putu piring’, and ‘putu buluh’. Our target costumers are around The Spring
Shopping Mall and also who comes to our stall.
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Thus, we've decided to capitalize on this situation by offering something™=——
new. Our customer doesn’t needed to go thru our stall to get our product but
only order their meal in more futuristic way, by call our stall and also using our
interactive website. Just go to http:/www.kgPU2.com.my to choose and decide
on their orders. After the selection is conform, the order will be directly sent to
them depending on their place. Average for our delivery is only about half and
hour. If we dont get it on time, we will give a discount for the next order. It is

because we will give a fresh and tasty foods for our costumer.

From our view, we believe that this business has potential to be
developed because based on our research, we are the first who sell these three
putu’s on commercial way. We also want all the costumer knew about one of
the types of our traditional food in Malaysia and also we try to make all around
the worid know about these putu family because we sell in The Spring Mall,

which many tourism comes here as one of the place to visit in Sarawak.

Other than that from the information that we get from ‘Majlis Bandaraya
Kuching Selatan’, there is no other official organization existed yet in Sarawak
especially use these three putu as their product. Most of them only sell it as
their small business weekly and don’t want to commercialize it. This is our
opportunity for us to run this business because we can do better in terms of
competition and also potential to go further with this business.

Our business located in The Spring Mall, one of most visited place at
Kuching. Our place is also strategic because we are at the centre of Kuching
Sarawak for all people to come and enjoy our meals. All the costumers can
come anytime because our operating hour is flexible, which from 8AM to 10PM.
It shows that everyone can get our product in anytime.
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1.3 COMPANY BACKGROUND

NAME

ADDRESS

TELEPHONE

FAX NUMBER

FORM OF BUSINESS

MAIN ACTIVITY

DATE OF BUSINESS
REGISTRATION

DATE OF COMMENCEMENT
INITIAL (OWN) CAPITAL
NAME OF BANK

BANK ACCOUNT NUMBER

KAMPONG PUTU

KAMPONG PUTU, G24, GROUND FLOOR,
THE SPRING SHOPPING MALL,

JALAN SIMPANG TIGA, 93350 KUCHING,
SARAWAK

082 - 855524

082 - 855528

PARTNERSHIP

MOBILE BUSINESS

28th AUGUST 2009
2nd SEPTEMBER 2009
RM 25,000

MAYBANK BERHAD

9431 5551 4224
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1.4 LOCATION
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KAMPONG PUTU,
G24, GROUND FLOOR,
THE SPRING SHOPPING MALL,
JALAN SIMPANG TIGA, 93350 KUCHING,

SARAWAK.



RANPONGEG PUTY

1.5 EXPLAINATION OF LOGO

> ¢ ’ is our company name. ° G’ means our
product is more to traditional in terms of recipe but we do in modern
method such as machine and the word of ‘PUTU’ give the costumer
idea’s on what was actually our product which were ‘putu mayam’, ‘putu

piring’ and also ‘putu buluh’.

»> The picture of traditional house gives the meaning that our concept is
more on traditional way and still standing till today because by using
traditional method is more pure and original which attract our costumers
to come again. Our logo also include our three basic product picture

which is ‘putu mayam’, ‘putu piring’ and also ‘putu buluh’.

» We using two colour which shows the natural colour, includes |
and also ] and gives a meaning that our product is

traditional and natural or original.
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1.6 BACKGROUND OF OWNER
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POSITION

FULL NAME
My ID NUMBER

PERMANENT ADDRESS

E-MAIL
TELEPHONE NUMBER
DATE OF BIRTH

AGE

GENERAL MANAGER

CHEF

MUHAMMAD AMIRUL BIN AZLAN
840424-14-5869

2A, BLOCK KENANGA, QUARTERS
TNB, JLN PANTAI

BAHARU, 59200, KUALA LUMPUR
muhdamirul@kgPU2.com.my

013 3588124

24TH APRIL 1984

25 YEARS OLD


mailto:muhdamirul@kgPU2.com.my
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ACADEMIC QUALIFICATION

SKILL

COURSE ATTEND

EXPERIENCE

DIPLOMA IN PUBLIC

ADMINISTRATION

DEGREE IN PSYCHOLOGY

LEADERSHIP

COOKING

CRITICAL THINKING

MANAGEMENT AND MARKETING

HUMAN RESOURCE

NETWORKING

CULINARY

ASSISTANT AT INSTITUT

GENERASI AS PROGRAMMER IN 4

MONTHS

ASSISTANT CHEF AT HOTEL

ARMADA
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POSITION - ADMINISTRATIVE MANAGER
PREMISE MAINTAINANCE

FULL NAME : MOHD AFIZAL BIN ABD GHANI

My ID NUMBER : 820722-52-6231

PERMANENT ADDRESS - LOT 1219, LORONG 4D, KAMPUNG

LUAK, 98000, MIRI, SARAWAK

E-MAIL 2 afizal@kgPU2.com.my
TELEPHONE NUMBER : 016-5763884

DATE OF BIRTH : 22TH JULY 1982

AGE : 27 YEARS OLD
ACADEMIC QUALIFICATION : DIPLOMA IN PULIC

ADMINISTRATIVE
DEGREE IN BUSINESS
MANAGEMENT
SKILL - CREATIVE B

COMMUNICATION SKILLS


mailto:afizal@kgPU2.com.my
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COURSE ATTEND

EXPERIENCE

HYGEINE

ADMINISTRATION AND HUMAN

RESOURCE

FOOD HANDLING AND

ADMINISTRATION

MECHANICAL AND ENVIRONMENT

ADMINISTRATIVE OFFICER AT

EVERRISE SUPERMARKET IN 2

YEARS
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POSITION - OPERATION MANAGER
ROVING AND DELIVERY

FULL NAME : MUHAMMAD SABRI BIN JOHARI

My ID NUMBER : 840930-13-5719

PERMANENT ADDRESS - LOT6, JALAN PENUH BERLIKU,

BUKIT TAK TINGGI SANGAT,

KUCHING SARAWAK

E-MAIL : sabri@kgPU2.com.my
TELEPHONE NUMBER 4 014-6921933

DATE OF BIRTH : 30TH SEPTEMBER 1984
AGE - 25 YEARS OLD
ACADEMIC QUALIFICATION : DIPLOMA IN PUBLIC

ADMINISTRATION
DEGREE IN INFORMATION

SYSTEM
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SKILL : GOOD IN CRITICAL THINKING,
CREATIVE, FAST TYPING,
CYCLING.

COURSE ATTEND - OFFICE MANAGEMENT,
HUMAN RESOUCE MANAGEMENT,
SOFTWARE DESSIGNER,
METRODRIVING ACADEMY.

EXPERIENCE : SUPERVISOR AH TAT MIN CO.

OPEN SMALL BUSINESS
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POSITION

FULL NAME
My ID NUMBER

PERMANENT ADDRESS

E-MAIL

TELEPHONE NUMBER
DATE OF BIRTH

AGE

ACADEMIC QUALIFICATION

MARKETING MANAGER
PACKAGING

FARAH FATIN BINTI MAZLAN
841108-10-5544

77,JLN GREEN PARK,

LRG PARK PERMAI,

54231, KELANA JAYA, SELANGOR
farahfatin@kgPU2.com.my
012 - 6741108

8TH NOVEMBER 1984

25 YEARS OLD

DIPLOMA IN PUBLIC
ADMINISTRATION

DEGREE IN MARKETING
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SKILL : UPDATED INFORMATION

ESPECIALLY IN TERMS OF
FINDING OPPORTUNITY TO
MARKET OR PUBLISH PRODUCT,
SOFTWARE AND WEBPAGE
DESIGN

COURSE ATTEND : FOOD HANDLING COURSE,
MARKETING IN SMART WAY.

EXPERIENCE - ASSISTANT MANAGER IN GIFT

SHOP
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POSITION

FULL NAME
My ID NUMBER

PERMANENT ADDRESS

E-MAIL

TELEPHONE NUMBER
DATE OF BIRTH

AGE

ACADEMIC QUALIFICATION

FINANCIAL MANAGER
CASHIER

KHAIRUL AKMAL BIN ROSLY
841015-06-5109

A-05-21, TAMAN INDUSTRI

LEMBAH JAYA, 68000 AMPANG,

SELANGOR
khairulakmal@kgPU2.com.my
017-2068455

15TH OCTOBER 1984

25 YEARS OLD

DIPLOMA IN PUBLIC
ADMINISTRATION

DEGREE FINANCIAL
MANAGEMENT

LICENSE IN ACCOUNTING

i

/
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SKILL

COURSE ATTEND

EXPERIENCE

COMMUNICATION SKILL,
CALCULATING, TYPING,
FORECASTING

BUILDS SELF CONFIDENT IN
YOURSELF(DR. FADHILAH
KAMSAH), ACCOUNTING TEST

SMALL BUSINESS IN PUBLIC
MARKETING, FINANCIAL
ADVISORY, CASHIER AT MYDIN.
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1.7 SHAREHOLDERS CONTRIBUTION

Shareholder Contributions and Loans

Bil. NAME POSITION EQUITY (RM) | SHARE

1. MUHAMMAD AMIRUL | GENERAL RMS5,000 20%
BIN AZLAN MANAGER

2. MOHD AFIZAL BIN | ADMINISTRATION RMS5,000 20%
ABD GHANI MANAGER

3 FARAH FATIN BIN | MARKETING RMS5,000 20%
MAZLAN MANAGER

4. MUHD SABRI BIN | OPERATIONAL RMS5,000 20%
JOHARI MANAGER

5. KHAIRUL AKMAL BIN | FINANCIAL RMS5,000 20%
ROSLY MANAGER

TOTAL RM25,000 100%

Capital Sources Capital (RM)

Partnership Contribution 25,000

Loan 70,065

Total 95,065
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1.8 SHAREHOLDERS AGREEMENT

LETTER OF AGREEMENT

To all sharesholders of KAMPONG PUTU
SHAREHOLDERS AGREEMENT

1. Hereby, all the individuals as mentioned below, as witnessed by lawyer

have agreed on becoming partners and shareholders of KAMPONG

PUTU.

MUHAMMAD AMIRUL BIN AZL AN 2007240166
MOHD AFIZAL BIN ABD GHANI 2006146511
FARAH FATIN BINTI MAZLAN 2007405714
MUHAMMAD SABRI BIN JOHARI 2007250942
KHAIRUL AKMAL BIN ROSLY 2007241364

2. With this, the parners will be bound under rules and regulation of this
partnership. Hereby, the partners agreed that the capital contributions

from each partners are as follows.

MUHAMMAD AMIRUL BIN AZLAN RMS5,000
MOHD AFIZAL BIN ABD GHANI RM5,000
FARAH FATIN BINTI MAZLAN RMS5,000
MUHAMMAD SABRI BIN JOHARI RMS5,000

KHAIRUL AKMAL BIN ROSLY RMS5,000
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. From purpose of profit distribution, it will be given according to the ratio

of contribution.

MUHAMMAD AMIRUL BIN AZLAN 2007240166
MOHD AFIZAL BIN ABD GHANI 2006146511
FARAH FATIN BINTI MAZLAN 2007405714
MUHAMMAD SABRI BIN JOHARI 2007250942
KHAIRUL AKMAL BIN ROSLY 2007241364

. However, any partner is allowed to contribute additional amount of
capital more as stated above. And the rate of profit sharing will then be
conferred to by the new amount of the contribution by the particular
partner. On the other hand, it is agreed that whatever matters occured,
unless decided by all partners, MUHAMMAD AMIRUL BIN AZLAN is the
General Manager of the business organization.

. All partners are required to work as a team to achieve the vision and

mission of the company.

. Any partner who wants to quit from this partnership shall give at least 14
days notice prior to resignation.

. If any of the partners deceased, the business entity shall not be
dissolved and shall be continued by inheritor to partner’s next of kin as

stated in this agreement.

. Partners are collectively responsible to the liability of the business and
shall act accordingly, ethically and morally.
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9. Any provisions in the Parttnership Act 1961 shall take effect on an

situation, circumstances and matters that are not been mentioned in this

letter.

10. All partners agree that there are understood the contents of this letter
and will obey all the rules and regulation of the partnership. Any partner,
who disobeys the rules and regulations, may take all responsibilities due
to damage, or loss, or defect caused by his / her action.

11.All matters of financial and true accounts and also information of all
things relating to partnership will be made available at all times.

12. Any matters concerning to the business, i.e. the matters concerning to
well being of the business must be decided by majority of the partners.

13.Subject to the government between the partners, partnership is
dissolved as regards all the partners by the bankruptcy of the business.
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1.9 DECLARATION OF SHAREHOLDER AGREEMENT

All these ters and conditions have been acknowledged and agreed by:

MUHAMMAD AMIRUL BIN AZLAN
2007240166

GENERAL MANAGER

MOHD AFIZAL BIN ABD GHANI
2006146511

ADMINISTRATIVE MANAGER

FARAH FATIN BINTI MAZLAN
2007405714

MARKETING MANAGER
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MUHAMMAD SABRI BIN JOHARI

2007250942

OPERATIONAL MANAGER

KHAIRUL AKMAL BIN ROSLY

2007241364

FINANCIAL MANAGER
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2.1 INTRODUCTION

ADMINISTRATIVE PLAN

The administration of any businesses forms an important base
from which the businesses routines are maintained and controlled. More often
than not, the administration section has to manage the overall businesses
objective and goals. Every business wants to achieve their own goals and
objective and so do our business. It is very important to have an efficient and
systematic management system to reach the meaning and target of the

management.

There are several elements of management that is planning,
organizing, leading, and controlling the organization’s financial, physical,
human and information resources. The performance, growth and survival of
the business depend o the managerial skills and capabilities. It is therefore
crucial for the entrepreneur, as the owner-manager to fully understand and

perform the managerial function effectively.



RANWPONG PUTY

2.2 INTRODUCTION TO THE ORGANIZATION
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KAMPONG PUTU,

G24, GROUND FLOOR,
THE SPRING SHOPPING MALL,
JALAN SIMPANG TIGA, 93350 KUCHING,

SARAWAK
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2.4 COMPANY MISSION AND VISION

Every organization or business should have their own mission and ailso
vision before establish the organization. Mission is important as it is a
statement of purpose or the reason for existence. Besides that, it establishes
the identity of the business and what it does. Mission also defines long-term
goals of the company but in the specified time frame. Vision is an idea of what

you think something should be like.

Company’s Mission

Our mission is to be a well-known putu mayam, putu piring and putu buluh
which produces with great taste like no other in Malaysia and other country.
Besides that, we also have the desire to expand our business all over the state

and nationwide in the future.

Company Vision

Our vision is to be the first company which introduce putu mayam, putu piring
and putu buluh in higher level of market which known by everyone but still
maintain the traditional style.
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2.5 COMPANY’S GOALS

As we realize that we are the only entrepreneur who enter into this kind
of business, we grab opportunities as many as we can so that our business will
be on top fast. It is important to know whom the business is sharing market
with and to develop appropriate marketing strategies to compete with its rivals.

Besides that, as we realize that the involvement of the Bumiputra in this
kind of business is very low, so it is the right time for us to be the market
leader among the Bumiputra because we know that this business and other

business are monopolized by the non-Bumiputra.
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2.6 COMPANY’S OBJECTIVE

The objective for this business is we desire to achieve the maximum
profit and sales. Besides that, we focus on customer satisfaction first and then
profit. It is important to ensure that the customer satisfied with our product
because when they satisfied with our product they will come back for more and

continue to contribute to the business sales and profit.

Y
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2.7 COMPANY'’S STRATEGIES

In order to achieve those objectives of our business, we have to plan for
our personnel management. Personnel are important asset to an organization.
All business requires qualified personnel for position in the organization. One
of the challenges faced by an organization in managing personnel is to retain
good and capable workers. Workers’ loyalty is the great importance to an
organization. A high rate of worker turnover will impair the development of an

organization.

Therefore, it is important to have proper personnel planning regardless
of the size of an organization. Good and workable personnel planning reduce
the risk of high worker turnover, which will affect the development of the
business. it also encompasses strategies to ensure workers remain in the
organization and contribute to the attainment of identified goals and
objectives. Thus, we are quite strict on the recruitment of the workers where
we only select the candidates who are really interested in our business. This is
because when they are interested in doing their job, they will perform better
and assist our business to success and compete with others.

The objectives of our business also can be achieved through the
marketing strategies. The total marketing activity needs to be planned and
implemented in a systematic manner in order to achieve the business
objectives. Without the systematic effort, resources such as time, money and
manpower can be wasted unnecessarily, thus affecting business performance
and profit. In term of service, we must provide and serve the customer with our
best so that will be the satisfaction of the customer. A satisfied customer will
most likely comeback for more and continue to contribute to the business

sales and profit. In order to fulfil the customer needs and wants, our business
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have to offer services that are easily available to the targeted customer at the™——

right place and time and at attractive price as we want everyone is able to enjoy
our product. As our business is a business which uses the direct marketing
channel, we will ensure that the product offered will reaches the target
customer through providing the customer with our best services and great
taste of our Putu’s which consist three different type. in order to promote our
business, we tend to choose the selecting advertising media such as printed
media, broadcast media, internet and outdoor advertisement. Besides that, we
also made sales promotion to promote our business. We made the promotion

such as premiums and coupons.

Apart from personnel and marketing strategy, we also use the operation
strategy to help achieve our business objectives. As we are in the food
industry, we use to plan for our operation activities to ensure that the business
will meet customers’ expectations which include production parameters such
as quality, quantity and time. Before we can produce an output in the form of
services, we will have to undertake process planning. There should be the flow
chart of the operation of our activities. Those activities must be arranged in
sequence from beginning to end so that the operation remains effective and
efficient. Besides that, there will should also the production schedule and
material requirement planning in order to ensure the business run smoothly in

operation to assist the business achieve its goals.

And for the financial strategy, as it is the most crucial aspect of the
business plan and involves determining the total project cost. In order to
achieve the goals of our business, we should always ensure that the budget is
allocated properly and the expenditure must go for the necessary things only.
We must try to gain profit and balance our income and expenditure. Everything
that deals with income and expenditure should always be recorded in the

financial statement so we know the cash flow of our business.
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2.8 SCHEDULE OF STAFF AND RESPONSIBILITIES

POSITION

NO. OF
STAFF

JOB DESCRIPTION

General

Manager

To plan, implement and control the
overall management of the business.
To plan and monitor the strategic
progress of the business.

To be accountable for the overall
performance of the business.
Planning, leading, organizing and
controlling the operation of the
business.

As a chair person in the meeting and
have power in deciding the business

matter.

Administration

Manager

To plan for manpower.

To prepare schedule of tasks and
responsibilities.

To prepare schedule of remuneration.
To prepare list of office equipment.
Ensuring the management work
smoothly.

Make sure all the workers welfare is
well taken care of. Supervise in the
workers or employees when doing
their job.

Take care of the environment in the

organization.
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o To ménage marketing activities.

. To identify the service to be offered
based on the needs and wants of the
market.

° To identify the competitors by
knowing their weaknesses and try to

compete with them.

. To ensure the marketing strategies
1 are effective and well planned so that

Marketing the objective can be achieved.
Manager 3 Analyse the market size and try to

take opportunities in the market.

o Must have the target market and the
market form or size.

. Responsible in promoting the

product in the market.

. To plan the operations activities.

o To ensure the business meet
customers’ expectations.

° To determine the operation costs and

cost per unit.

° Need to ensure the operation being
Operation 1 carried well and according to plan
Manager that has been set.

. Get information about new product

and analyse it.

o Search for suitable supplier and a
reasonable one in order to have
better and reasonable price.
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Financial

Manager

To determine the size of investment.
Managing the accounts or financial of
the business organization.

Managing the budget of the company
as a whole.

Make financial statement for
reference of the business.

Analyse profit and loss of the
business.

To identify and propose the relevant
sources of finance.

To ensure that the initial capital is
sufficient.
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2.9 ORGANIZATION CHART

General
Manager
Muhammad

Amirul

Administration
Manager Manager Manager
Mohd Afizal | Farah Fatin Muhd Sabri

Marketing Operational

Roving &

Chef Delivery Staff

. A

Financial

Manager
Khairul Akmal

Packaging &
Cashier
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2.10 MANPOWER PLANNING

POSITION

NUMBER OF STAFF

GENERAL MANAGER

ADMINISTRATION MANAGER

OPERATING MANAGER

MARKETING MANAGER

FINANCIAL MANAGER
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2.11 SCHEDULE OF REMUNERATION

Position No. Total Monthly EPF SOCSO
Salary Salary Contribution | Contribution
(RM) (RM) 12%(RM) 2%(RM)
General 1 1,500 1,290 180 30
Manager
Administration 1 1,500 1,290 180 30
Manager
Marketing 1 1,500 1,290 180 30
Manager
Operation 1 1,500 1,290 180 30
Manager
Financial 1 1,500 1,290 180 30
Manager
Total 5 7,500 6,450 900 150
~ ///
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2.12 LABOUR INCENTIVES SCHEME.

One of the main problems facing owners of business is how to retain
employees. Without undermining the importance of the work environment, the

employer has to offer good and incentives for the workers.

Compensation

The workers will be compensated for their work and contributions.
Compensation refers to the monetary reward in various forms of pay. Among
the main categories of cash compensation are salary, allowances, bonus, and
EPF and SOSCO contributions.

ala
Salary is a fixed monetary reward paid to workers on periodical basis. It can be
paid on a weekly, biweekly or monthly basis as required. However, we will pay

our workers on a monthly basis.

Contribution to th loyees Provi (EPF)

It is the responsibility of the employer to register its employees if they are not
yet contributors to EPF. It is a mandatory for employers to contribute to the
EPF for all qualified employees. At present, the statutory rate of the monthly
contribution for employees is 11% of the basis salary. The employer’'s portion
of the monthly contribution is 12%.

Contributions to the Social Security Organization (SOCSQ)

It is obligated for the employer to protect their employees by contributing to
SOCSO0. SOCSO is a form of insurance to protect the employees in terms of
monetary compensation in case of unforeseen incidents at the workplace.
Therefore, the employees will contribute 0.5% while the employer is 2.5%.

S
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Allowances
Allowances are additional benefits paid to workers. They are considered
incentives to motivate and encourage workers to perform better. An overtime
allowances will be paid to our workers when they work more than a certain

number of hours in a month.

Sick leaves

A further benefit to which employees are entitled under the Employment Act is
paid sick leave. Before they can avail themselves of this privilege they must
undergo an examination by a registered medical practitioner and be certified
unfit for work by the doctor.

Holiday

Most workers expect to be able to enjoy public holiday. The Employment Act
only entitles workers to 10 public holidays per year. Sometimes, by mutual
agreement between the employer and employee a public holiday to which the
employee is entitled can be substituted with any other day. As long as this
exchange is acceptable to the employee, this practice may be implemented.
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2.13 ADMINISTRATION EXPENSES

List of office equipment;

No. Items Quantity Price/Per Total
unit(RM) Cost(RM)
LAPTOP 2 1,699 3,398
2 PRINTER, FAX, 1 1,099 1,099
SCANNER AND
TELEPHONE
FIRST AID 1 35 35
FIRE 2 159 318
EXTINGUISHER
5 OTHER (UTILITIES) - 50 50
Total 4,850
///
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LIST OF OFFICE FURNITURE

No. Items Quantity | Price/per unit(RM) Total Cost
1 OFFICE TABLE 5 55 275
2 EXECUTIVE CHAIR 5 45 225
3 FILE CABINET 3 69 207
4 LIGHTING 4 15 60
5 AIR CONDITIONER 1 159 159
6 | CARPET (PER METER) 4 35 140
7
8
9
10
1"
12
Total 1,066
o
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LIST OF MONTHLY EXPENSES
ITEM TOTAL COST
(RM)

LICENSE OF THE BUSINESS 25
BUSINESS OF REGISTRATION 50
ELECTRICITY (ADMINISTRATION 2,500
&OPERATION PURPOSE)
WATER (ADMINISTRATION & 200
OPERATION PURPOSE)
TELEPHONE + FAX + INTERNET 300

TOTAL 3,075
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2.14 ADMINISTRATION BUDGET

ITEMS FIXED MONTHLY | OTHER | TOTAL
ASSET | EXPENSES | EXPENSES | (RM)
EXPENSES (RM) (RM)
(RM)
OFFICE FURNITURE & 1,066 - - 1,066
FITTING
OFFICE EQUIPMENT 4,850 - -| 4,850
SALARIES - 6,450 -| 6,450
EPF (12%) - 900 . 900
SOCSO (2%) - 150 - 150
RENOVATION 10,000 - -| 10,000
BUSINESS REGISTRATION - - 50 50
BUSINESS LICENSE - . 25 25
UTILITIES DEPOSIT - - 1,000 1,000
ADMINISTRATIVE - - - -
OVERHEAD (BILL);
- TELEPHONE - 300 - 300
- ELECTRICITY - 2,500 -1 2,500
- WATER - 200 - 200
- RENTAL - 2,500 -1 2,500
(PREMISES)
INSURANCE - - 2500 | 2500
TOTAL 15,916 13,000 3,575 | 32,491
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3.1 INTRODUCTION

Based on Philip Kotler, marketing can be defined as a social and managerial
process by which individuals and group obtain what they need and want through
creating and exchanging products and value with others.

A well structured and organized marketing plan is essential to fulfill customers’
demand. Information in the marketing plan connected to the operation, administration
and financial department, there is why it is needed to have well structured marketing

plan.

There are eight steps that must be considered in establishing a business plan.
The items that have to be discussed in the marketing plan are:

¢ Profile of product/services
e Target market

o Market size

e Competition

e Market share

o Sales forecast

e Marketing strategy

¢ Marketing budget

Marketing plan requires the efforts of everyone in an organization or company
and can be made more or less effective by actions of complementary organization or
company.
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3.2 PRODUCT AND SERVICE DESCRIPTION

Market product can be categorized into two important aspects which is product
and services. Product is something that possesses a physical form that is required to
fulfili the human wants directly or indirectly where it can be in terms of clothes,
stationeries, shoes, books and so on. However, service does not possess a physical
form but has the capability to fulfill the customer needs and wants. It is the product
that cannot be seen and it associate with the services offered by the retailer such as
car services, transportation services, printing services, saloon services and so on.

Our company is established to manufacture and distribute variety types of
putu’s and our business known as “Kampong Putu”. In manufactured the putu’s, we
did not contained it with any acid or chemical compositions that can harm the

consumer heaith.

The putu's basic ingredients consist of flour, brown sugar, flavor, coconut milk
and salt. Each of the products is shield and labeled. In the label stated all the
ingredients, the nutrition information, the name of our company, contact number and

location. This is to ensure make easier for customer to contact with us.
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3.3 TARGET MARKET

The target market can be defined as the group of customer with needs and
wants that can be satisfied by the business through the supply of goods or services.
Target strategy is the selection of the customer that we wish to serve. In targeting
market, it is important to know how many segments to target by i.e. how many
populations that would we expect to go to our “Kampong Putu”. It is also need to be

defining which segment of group that we targeted.

In the segment of group that our selected, it is important to know which product
that appropriate to offer to the respective segment. Generally, our target market would

be the people in the area of Kuching.

The most important thing to select our customer is that we need to know
whether our products can give them pleasure that can fulfill their requests and needs.
Our target will be divided into three categories which are geography, behavioral and

demography segmentation.

a) Geography segmentation

Putu is a traditional food from India but is also popular in Malavsia. The
market will be more focusing at Kuching area because there is a main town and

people used to go there. So, it will be easier for us to serve them.

Kuching also known as the capital city of Sarawak which mean majority
target of the tourist who visits the Sarawak. Beside, the good transportation in
Kuching gives a big sales opportunity to us.
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Behavioral segmentation

Our company is considered to people who are looking for something
new, special, delicious and easy to consume like children and also adults. This
putu’s can be consider a fast food that can suit anytime and anyplace like a
breakfast, lunch, or dinner and comes with handy package which can eaten
anywhere they want. This is because our customers usually have their own

favorite place to have their foods.

b) Demography segmentation

The markets are divided into the population in Kuching area and the nearby

part. It comprises the gender, age, religion, race and occupation.

Based on our survey, a large and growing percentage of the population
in Kuching today are looking or prefer to consume something delicious,

modern and fast products.

The survey also indicates that main consumers of these products are
not limited to Muslim’s but also anyone who like to feel the feeling of retuming
to kampong. We seem that Putu’s is also popular as a dish, which can be eaten

anytime they want especially in a limited time to search for foods.

To conclude, our biggest target market is the people who are living around and
nearest Kuching because of our stall are opened at The Spring shopping mall. Hence,

the government servants also are one of the main target markets.
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3.4 MARKETING SIZE

Market size defines as the total market area of the targeted market or the potential
market of the business. It comprises the total target customer that will buy the
company’s products. The potential purchase includes purchases of the competitor's
product within the same market. The market size is often quoted in unit of sales or

Ringgit for a specific period, for example daily, weekly, monthly or yearly.

In market size we focus to the people especially citizen of Kuching and the nearby
area. We choose The Spring Shopping Mall at Simpang Tiga as our location whereby it
is easy for the customer to come and get our product and information. Beside, the
new build shopping complex will increase the rate of costumers who will come to our

premise.

¢ The estimate number of population in Kuching by 2009
= 681, 405 people

We assume that 24% of people will purchase our Putu’s per year
= 24% x 681, 405

= 163,537.20 people/year

We also assume that, 24% people will buy 1 set per year
=163,537.20 x 5 set
=163,537 set x RM 2.50

=RM 408,842.50/year
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Or

=RM 408,842.50 + 12 months

=RM 34,070.21 / month

Or

=RM 34,070.21 + 30 days

=RM 1135.67 / day

From the calculation above, the potential market size that we entered is worth RM
408,842.50.
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3.5 MARKETING ANALYSIS

Based on our analysis, we decide we have to make a research method and
survey in the market in Kuching and nearby area to ensure that our marketing analysis
can help our company to be a successful business. Hence, we are the only
manufacturer that serve and produce variety types of putu and make it

commercialized and we does not have any competitors that serve the same products.

Firstly, we will make a discussion on our business plan such as; type of
product, location and people in charge. When we have reached the agreement, we will
get important information from different recourses such us through other company,

internet, interview, telephone conversation and our own research.

Finally, we will get the information that we want in our business. The results
will help us in making analysis about marketing types, market size, market target,
sales forecast and strategy.
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3.6 COMPETITORS

Main competitors does not have in our business because we have been
declared that the small and district stall are not our competitors. This is because
based on their product sells, operation time and areas that they covered. Our main
product in this business is putu’s. However, the small and district stalls does not
make the putu’s as their main product and their production are limited. The operation
time includes the opening and closing time. Our stall are opened 7 days per week and
customer can buy the putu’s anytime that they want but the small and district stalls
open up their stalls are not consistent and sometimes depends on themselves. Hence,
certain of them only open their stalls on weekends. The areas that they covered are
not every part of Kuching and certain, only a small rural area. On the other hands, our
business can be defined as covered majority part of Kuching because the consumer
not only can buy our product at the stall but also through delivery.

Another reasons why we do not have main competitors and ensure that we can
be successful and doing well in this business because the promotion that we done to
ensure the customer will buy our product. The promotion that we done such giving
tester of our product at the time we launching our stall to let people try our products.
Besides that, we also are doing promotion such as flyers, business card, banners,
coupons and websites to introduce our business to the consumers. An additional, we

are the only one manufacturing these three putu’s and make it commercialize.

-
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3.7 MARKET SHARE

Market share refers to the estimated potential of the customer of the business
after taking into consideration of the market size and competitor's market sized
owned. However, in doing business putu’s, we do not have any min competitors. So,

not all matters are taking part in our market share.

The following are include under the matters that taking into consideration:

o Size and competitor’s influences

s Experience and duration of the business
o Competitor’'s strengths

o Financial strength

e Productline — up

It also represents the amount of market that the business controlled by our
competitors before joining and after we joined into the business at Simpang Tiga,
Padungan. As we do not have any competitors, the market share that we earn is fully
100%.

Our market share
=100% x RM 408,842.50

=RM 408,842.50
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3.8 SALES FORECAST

The sales forecast is the expected sales potential from the selected target
market. The sales forecast is quoted in units of the sales or in Ringgit for a period of
time, for example, one month or one year. It is important tools that determine how
potential is the business running for a particular year and it also shows how the

business sales going to develop in the future.

It also helps the company to determine the profit and loss of the business.
Without mechanism, the company would not be able to predict how their business
sales would be in the future. This sales forecast of business is much influence by the

market situation and from customer demands.

The estimation of sales for our business is quoted in Ringgit Malaysia for
period of one year. In our business, it has 100% market share that we have. The
market share that had been determined helps us to make our sales forecast in

Kampong Putu.



RANPONE PUTY

Sales Forecast for 2010, 2011 and 2012

Sales forecast for the first year (2010) = RM 408,842.50

Sales forecast for the second year (2011)
Increment about 5% of the sales.
= (RM408,842.50 x 0.05)

= RM 429,284.10

Salés forecast for the third year (2012)
Increment about 10% of the sales.
= (RM408,842.50 x 0.10)

= RM 449,726.20
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Our sales forecast for the first three years are as follows:

YEAR MONTH SALES FORECAST (RM)
January
FIRST (New Year & Chinese New 37, 886.50
Year)
February
39, 930.50

(Valentine Day)

March 28, 560
April 28, 855
May 27, 458.50
June

39, 989.50

(School Holiday)

July 28, 854.50

August
40, 665.50
(National Day)

September 32, 876
October 35, 746.50
November 27, 050
December
(School Holiday & 40, 970

Christmas Eve )

TOTAL 408,842.50
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YEAR MONTH SALES FORECAST (RM)
January
SECOND {(New Year & Chinese New 29, 645
Year)
February
30, 004.20
(Valentine Day)
March 28, 232
April 27,788.40
May (Promotion) 30, 117
June
30, 492
(School Holiday)
July 29, 453
August
30, 001
(National Day)
September 29, 867
October 28,764
November (Promotion) 31, 476
December
(School Holiday & 31, 898
Christmas Eve )
TOTAL 429,284.10
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YEAR MONTH SALES FORECAST (RM)
January
THIRD {New Year & Chinese New 31, 645
Year)
February
32,004.20
(Valentine Day)
March 29, 232
April (Promotion) 31, 788.40
May 30, 147
June
32, 492
(School Holiday)
July 25, 453
August
31, 006
{National Day)
September 30, 867
October (Promotion) 33,764
November 32,476
December
(School Holiday & 33, 898.20
Christmas Eve )
TOTAL 449,726.20

e
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3.9 MARKET STRATEGY

In term to achieve the goal, our company needs to do the marketing strategy.
We need to do the marketing strategy to support our products, so that we can sell
them and promote to our customers. Moreover, through the marketing strategy, we
can fulfill the customers’ needs and wants, besides to achieve the business goals and

profits.

In order to achieve our business goals and profits, we have emphasized the

basic principles that are:-

¢ Product strategies
e Pricing strategies

» Promotion strategies
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Product Strategies

Product Design

Our company has our own design that has its own ability to attract people.
Our products are designed after making some research and survey about types of
color and the way to mix it together to attract customers’ attention.

Our company is a new company we may want to begin by establishing the

company name first and the products later.

Our product design strategy is not only to attract customers’ attention but we
are also promoting the company name. Hence, we placed our company symbol in the

middle of the boxes of our products.

Quality

Our products produce in high quality especially in its durability.

Packaging

Our products are packed efficiently and there is just a simple step to prepare

the products before it can be consumed.

Product differentiation

Our products packaging has a power to create instant recognition. Hence, we
are serving variety types of putu and certain of them are been modified it taste to be

more delicious.
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Attractive to customer

Our company used transparent plastic to pack these products. There is a layer
inside that make it unique and transparent plastic can show it to public. An additional,
our products also have variety types of colors and flavors that can make people more

attractive.

Labeling

Our products are completely labeled. On the boxes of the products, it displays
information about the manufacturer, the contents of the products and usage

instructions.

Brand Name

Our products have its brand name. Kampong Putu is its trademark. The
variety types of putu make it unique and everyone will know what type of putu when

talking about it.

It also help customer to find this product by referring to its brand name.
Besides that, the symbol we use on the box also as its brand.

The symbol identifies a product and differentiates it from any other products.

It's added value to the products and encourages customers’ loyalty.
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1. Pricing

The price of the products is the amount of money charged to the customer for
a particular purchase. Our company produces variety types of putu. The price is RM

2.50 per box consists of 4 pieces. However, it's still depends on the flavor.

The prices made based on the raw materials that we used and also the box

and plastic bags that packaging the products.

So, based on the operation cost and the information gained from our research,

our prices are reasonable and affordable.

2. Promotion strategies

There are a few promotions that our company will do to make sure that our
product will be known by all people and to gain attention from the potential customer.

Promotion strategy is used to spread information about our services in a

purpose to attract people. This is also a tool to increase our sales from time to time.

The promotions tool that we choose must be suitable to attract the potential

customers such as:
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a) Coupons
The first promotion that we use to ensure people by our products is through
giving limited coupons among first 100 customers that come and buy our
products. After that, we also gives coupon ‘buy one free one’ (box) to the

customer purchased more than RM15.

b) Banner
Besides that, our company will make a small banner to promote our product to
the public and put it at the junction of each district or targeted area. The

numbers of banners that we need are only 3.

c) Flyers
Flyers is the most easier way to attract people whereby we will pass the flyer
to the public during our first opening in order to introduce them to our

company. There are 2000 flyers to distribute to public.

d) Business card
The business will be given the public in order to promote our agency. It is also
the easiest way to promote our agency to the public and friends.

e) Publication through Website
Our company also provides a website. All about the putu’s are publish in the
website include the types of flavors. Customer can find information from the

website. Besides that, customer can make an order through the website.
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f) Public Relation on the ‘Launching Day’

During the stall opening, our company will invite all of our supporters,

the Investors, Bankers, and Suppliers, public and also employees.

Besides that, our company will provide 500 pieces variety types of our putu’s
free for public during the stall opening.




RANPOHNE PUTY

3.10 LIST OF PUBLICATION AND PROMOTION

Coupons
2 Banners 3 300 ' 900
3 Flyers 2000 020 | 400
4 Business card 100 0.35 350
5 Website 1 120 120
6 Launching Day 500 0.70 ' 350 5
TOTAL 2,210 !
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3.11 MARKET BUDGET

Particulars Fixed expenses Monthly Other

(RM) expenses expenses

(RM) (RM)

Fixed Assets

' Signboard 1, 000 ' 1, 000

' Working Capital r

|
Publication and | 2,270 2, 270
|

promotion

Other Requirements

Deposit 225 ' 225

'Registration & 464 464

Licenses

Insurance &

Road tax

TOther expenses ' 200 200

Total Marketing budget = RM 4, 159.00
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3.12 BUSINESS CARD

RANPEONGE PUTY

MUMAMMAD AMIRUL BIN AZLAN
GENERAIMANACER]

G24,GROUND FLOOR,
THE SPRING SHOPPING MALL,
JALAN SIMPANG TIGA,
93350, KUCHING, SARAWAK.

Phone: 082-855524

Fax :082-855528

EmaH : muhdamirui@kgPU2.com.my
www kgPU2.com.my

RANRPEOMNEG PUTD

MOHD AFIZAL BIN ABD
AODIITRATION

G24,GROUND FLOOR,
THE SPRING SHOPPING MALL,
JALAN SIMPANG TIGA,
93350, KUCHING, SARAWAK.

Phone: 082-855524

Fax :082-855528

Email : afizal@kgPU2.com.my
wew kgPU2.commy

RAMNPEONG PWTY
MUHAWMAD SABRI BIN
DPI2ATING DADNGER

G24,GROUND FLOOR,
THE SPRING SHOPPING MALL,
JALAN SIMPANG TIGA,
93350, KUCHING, SARAWAK.

Phone: 082-856524

Fax :082-855528

Emall : sabri@kgPU2.com.my
www. kgPU2.com.my



mailto:muhdamirul@kgPU2.com.my
http://www.kgPU2.com.my
http://www.kgPU2.com.my
http://www.kgPU2.com.my
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RARNPONGE PWYY)

FARAH FATIN BINTI MAZLAN
LDARIETING DADAGZR

G24,GROUND FLOOR,
THE SPRING SHOPPING MALL,
JALAN SIMPANG TICA,
93350, KUCHING, SARAWAK.

Phona: 082-855524

Fax :082-855628

Email : farahfatin@®@kgPU2.com.my
www_ kgPU2 com.my

RAMNPENG PUYY)

KHAIRUL AKMAL BIN ROSLY
FIDADGIAL DADAGER

G24,GROUND FLOOR,
THE SPRING SHOPPING MALL,
JALAN SIMPANG TIGA,
93350, KUCHING, SARAWAK.

Phona: 082856524

Fax :082-855528

Email : khalrulakmai@kgPU2 com.my
www.kgPU2.commy



mailto:n@kgPU2.com
http://www.kgPU2.com.my
mailto:khairuiakmal@kgPU2.com.my
http://www.kgPU2.com.my
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4.1 INTRODUCTIONS

Production is “the process of marshalling resources to produce output through
transformation process.” We need to decide what technology and operations
strategies we will use to produce our services. The important elements in production
are manufacturing management, inventory control, cost analysis and control, quality
control, production scheduling and flow, purchasing and job evaluation. Production
plays an important part in Kampong Putu, because through the services that we

provide to our customers, that is where our profits flow in.

Production is also the process where the management out-sources general
workers to perform the temporary task. In our company, we have divided the job into 2
tasks which are preparing, deliver and roving at the selected places. We used three

custom made motorcycles for roving task and a motorbike for delivery task.

For the task of preparing, we have 2 professional chefs. They are
responsible to cooking and preparing the putu’s for our customer. We also have a
custom machine for the task for steaming. These machines are use to steamed the
putu’s that have been made. Besides that, we also have workers to sell the putu’s in
selected places by using our roving motorcycle. They also serve as the delivery teams
which send any demand putu’s for the customer. For the first year, we are targeting
the area around The Spring where it place near to our main centre. Our operational

area will increase from year to year.



P
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4.2 OPERATION OBJECTIVES

The production objectives are important in order to have a smooth flow of work and to

achieve its goals.

The following are the objectives and goals of Kampong Putu

0.
L4

To achieve consistency in the production and services.

2
L4

To meet customers’ satisfaction.

<J

>
*

To cover all operational costs, calculate reasonable prices to obtain satisfactory

profit.

.
..0

To enable prediction for future developments so it that can be established.

0,
L <4

To make sure the operations is well manage and the business activity can operate
smoothly.
> Get profit by the end of the day.

2
*
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4.3 OPERATIONAL LAYOUT PLAN

The location that we use as our premise to run out operation of Kampong Putu is at

the fellow address:

Kampong Putu,

G24, Ground Floor,

The Spring Shopping Mall,
Jalan Simpang Tiga,
93350, Kuching

Sarawak.

Therefore, as this is our first business on new type of fast food, our operational
layouts are located at the place where the main attraction of Kuching which is The
Spring becomes. We use the place efficiently to ensure the comfort of our customer
and bring out the maximum of our food serving. Beside, our arrangement will avoid
the long queue of our customer. The layout includes a set of comfortable chair and
television for our customer to spend their time in our premises. The layout can be

seeing at the following page.
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OPERATIONAL LAYOUT PLAN IN OUR ROVING MOTOCYCLE
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Kampong Putu’s motorcycle is also completed build with:

- Structure of full aluminum
- Mini steamer

- Attractive design

- Easy to maintain

- Flavor tray

- Hitter for display
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44 TERM OF PAYMENT FOR CUSTOMER TO ORDER

In Kampong Putu, we have prepared special service for our customer. Besides
buying direct from our premises in The Spring Shopping Mall, we also prepare a
roving team which goes to three different places so our customer can buy directly
from us. Other than that, our customer can order through the phone line directly to our
centre to pre order. We have prepared to delivery team which can deliver straight to

our customer within 30 minutes.

Our delivery is straight to the door which compatible with the customer
demand. They can pay cash to our delivery staff or pay through credit card by using a
portable paying machine. Extra charge will be including according to the length of the

area.
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4.5 DAILY SERVICE OPERATION

) i . . 3
( Load the putu’s into the motorcycle for Putu’s will be making
roving according to the order receive.
|\ -
\ J ) .
N The change shift for the staff and the
Putu’s will be put in the steamer to pass down off the work will be done.
ensure the putu's that will be sale are 4 )
still hot and fresh. p ~
The closing will be made by the staff.
/
e = ) J
The staff wills sales the putu’s until N
12.30 pm and they retum at shop to ( ] ;i )
make a report, The chef will prepare the putu’s for
roving and put in the freezer
\. J
. J
'd N g ™\
Finish for today Finish for today
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4.6 PROCESS FLOW CHART

SYMBOLS USED IN FLOW CHART PROCESS
Symbols Types of Activity Description
Operation Activity that modify,
transform or give values to
the inputs.
Delay The symbol is used when
process material is

restrained in a location
waiting for the next
activity.
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PROCESS FLOW CHART

Defrosts and preparing fresh putu’s

Starts open the premise for public

gt

Putu’s prepare based on the demand

a

Customer be seated while waiting
order or to spend time by waiter

g

Premise closed after last customer
went

Putu’s being picking by our roving team

g
®

Motorcycle start roving from place to

place stated.

Return to the premise to pick another
service of putu’s

(J=

By end of working time, staff will give a
full report to the operational manager
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4.7 PURCHASE ESTIMATE

Year Month Amount sales
January 8,000
February 8,100
March 8,120
April 8,100
May 8,300
June 8,230
July 8,300
August 8,322
September 8,130
October 8,200
November 8,100
December 8,300
Total year one 98,113
Total year two 100,105
Total year three 120,334
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4.8 OPERATION HOURS

In our business, we are going to be involved and deal with many types of
customers. However our target markets are government workers and students.
Therefore, our business will be operating 16 hour per day. This will help our
customers can reach our branch in any time and with the roving motorcycle, our

customers can buy our putu’s easily in their area.

Time/ task Working hour Total hour per day hours
8.00 am - 4.00 pm 7.30 am - 3.30 pm 8 hours
3.00 pm -10.00 pm 2.30 pm - 10.30 pm 8 hours
Roving 5.00am-1.00pm 8 hours




IN THE SHOP

7.30 am-8.00 am:

8.00 am-8.30 am:

8.30 am-3.30 pm:

3.30 pm-9.30 pm:

9.30 pm-10.30 pm: -

RANPONE PUTY

-Preparation and opening of our shop.

-The chef will prepare the putu’s

-The manager will start a short meeting on motivation.

-The business will run as usual and the putu’s will be made

According to the order receive.

-The change shift for the staff and the pass down off the work will

be done.

-The operation in the shop will be continued.

Short brief of our activities by the General Manager

-The closing will be made by the staff.

-At the same time, the chef will prepare the putu’s that will be

selling by using roving motorcycle.

-the putu’s will be put in the freezer to ensure the quality of the
product.

-Finish for today.
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ROVING

5.00 am-5.30 am: -The roving person will load the putu’s in the custom

motorcycle.

-The putu’s then will be put in the steamer to ensure the putu’s
that will be sales is still hot and fresh.

5.30am - 1.00 pm: - The roving person will start moving to the selected places.

-The roving person will sales the putu’s until 12.30 pm and

they will be return at shop to make a report.

-Finish for today.




RANPONE PUTY

4.9 MANPOWER REQUIREMENT

Position

Qualification

Responsibility

Roving & Delivery Staff

Male

At least pass SPM
Has the license of
‘A’ class

Has healthy body

Drive the Kampong
Putu’s motorcycle to
selected area

Help to sales the
putu’s

Make a report to the
office after finish the
roving

Deliver any request
putu’s from our

customer

Have qualification in
food handling

Have experience in
cook’s job

Have healthy body
Able to work extra

Cook the putu’s
Produce the
consistent taste of

putu’s
Ensure the
cleanliness and

Cook (Chef) time safety in the kitchen
Produce a quality
putu’s
Has a healthy body Packaging the

Packager and cashier

At least pass SPM
Able to
communicate well in
Malay and English

putu’s for Roving
team

Serve the customers


































































































































































































































































































































