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Objectives 

Å Internship is a learning process that helps students build and strengthen intellectual, 

personal, and professional abilities by exposing them (you) to real-world working milieu 

as part of an academic programme. Because of the variety of training environments and 

backgrounds of organisation supervisors, a large portion of the internship programme is 

focused on studentsô self-directed learning. 

Å Organisations participating in our internship programmes are required to provide a structured 

internship programme with an emphasis on applications, management and hands-on 

experience for the students to: 

V apply knowledge learned; 

V acquire practical skills; 

V strengthen work values; and 

V gain interpersonal skills. 
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Persons Involved ς Familiarise yourself with these people 

 
1. Departmentôs Industrial Training Coordinator 

2. Supporting Staff ï Miss Nor Fatin Farhana Binti Mohamed Shukri 

3. In-house supervisor = Departmentôs lecturer 

4. On-site supervisor = Companyôs supervisor 
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Miss Nor Fatin Farhana Binti Mohamed Shukri 
Pegawai Eksekutif (Executive Officer) 3 

 
 
 
 
 
 
 
 
 
 

internship.fbmk@upm.edu.my 

mailto:internship.fbmk@upm.edu.my


 

Dr. Tham Jen Sern 
Penyelaras Latihan Industri Fakulti /  CŀŎǳƭǘȅΩǎ Industrial Training Coordinator  
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Jabatan Bahasa Melayu /  Dept. of Malay 
Language 

Jabatan Komunikasi/ Dept. of 
Communication 

 

  

Jabatan Bahasa Inggeris /  Dept. of English 
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Jabatan Bahasa Asing /  Dept. of Foreign Languages 
 

Arab Language Chinese Language 
 

German Language France Language 
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Duration and Timetable 
 

Date To Do 
Week 12 ï Week 14 Register Latihan Industri / Industrial Training ï YW on SMP 

20 June 2023 Start filling in BR00-LI and sending it to your respective AA, LI Coordinator, and Miss Fatin 

1 Aug. 2023 Last day securing Industrial Training Placement 

1 Sept. 2023 ï 15 Feb. 2024 Undergoing the Industrial Training (24 weeks) 

1 ï 10 Sept. 2023 Send the Report for Duty Form (PU/PS/BR01/LI) to Miss Fatin on internship.fbmk@upm.edu.my 
and CC to your respective LI Coordinator 

25 Sept. ï 1 Oct. 2023 Visitation Arrangement List will be sent out to in-house supervisors. 

18 Dec. 2023 ï 21 Jan. 2024 In-house supervisor visits you at the company or virtually. 

15 Feb. 2024 End of industrial training 

16 Feb. 2024 ï 23 Feb. 2024 

Last date to submit all the 

reports and documents 

Submit the following to your In-house supervisor: 

1. Industrial Training Student Performance Report (Assessment by Employer) - FBMK3/Q/LI-B 

2. Log Books and Final Report together with Industrial Training Report Submission Form - FBMK3/ 

Q/LI-D 

mailto:internship.fbmk@upm.edu.my
mailto:internship.fbmk@upm.edu.my
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Duration and Timetable ό/ƻƴǘΩΧύ 

Å Refer to your respective departmentôs industrial training 
coordinator for more information. 

Å You can begin the internship earlier. HOWEVER, you must inform 

your respective departmentôs industrial training coordinator. You 

CANNOT begin the internship later than the start date stated. 

Å You can continue to work with the organization after the duration 
of your internship, but you have toé 

i. inform (verbal or written) to your in-house supervisor and the 
departmentôs coordinator; and 

ii. submit the logbook and final report within the stated deadline. 
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Letters/Forms/Log book/Report 

1. Surat Permohonan Menempatkan Pelajar /Application Letter for Industrial Training Placement 

2. Borang 1/Form 1: Borang Permohonan Tempat LI/Industrial Training Placement Application Form 
(BR00-LI) 

3. Borang 2/Form 2: Borang Jawapan Persetujuan Penempatan/Industrial Training Placement Reply Letter 

4. Borang 3/Form 3: Borang Pengesahan Lapor Diri/Industrial Training Report Duty Confirmation Form 
(PU/PS/BR01/LI) 

5. Borang 4/Form 4: Borang Laporan Prestasi LI oleh Majikan/Industrial Training Performance Report 
(Assessment by Employer) (FBMK3/Q/LI-B) 

6. Borang 5/Form 5: Borang Pemantauan LI/Industrial Training Monitoring Form (FBMK3/Q/LI-C) 

7. Borang 6/Form 6: Borang Akuan Penghantaran Laporan LI/Report Submission Form (FBMK3/Q/LI-D) 

8. Borang 7/Form 7: Borang Pemarkahan Latihan Industri/Industrial Training Score Sheet (FBMK3/Q/LI) 

9. Senarai Semak/Checklist ï Dwibahasa/Bilingual 

10.Buku Log/Log Book 

11. Laporan akhir/Final report 
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1. Online registration ς SMP 

PROCEDURES 

2. Do some research on the companies you wish to undergo the Training 

3. Fill in BR00-LI 

4. Get official placement letters from the Faculty/Department 

5. Send the letters to applied companies 

*If  rejected, find other companies and repeat steps 2 - 4 

6. Once accepted, email offer letter/Reply Form (FBMK3/Q/LI-A) to Ms Fatin and get the industrial training kit. 

7. First week of the internship programme begins, submit Borang Pengesahan Lapor Diri/Industrial Training Report Duty Confirmation 
Form(PU/PS/BR01/LI) to Ms Fatin. 

8. Liaise with the in-house supervisor for industrial training visit 

9. Once completed internship training programme, submit the following to your in-house supervisor within a week: 
(a) Logbook; 

(b) Borang 4: FBMK3/Q/LI-B Laporan Prestasi Latihan Industri (Penilaian Majikan) / Form 4: FBMK3/Q/LI-B Industrial 
Training Performance Report (Assessment by Employer); 

(c) Borang 6: FBMK3/Q/LI-D Borang Akuan Penghantaran Laporan /  Form 6: FBMK3/Q/LI-D Report Submission Form; and 

(d) Final report. 

10. Wait patiently for the University to release the results ό5ƻƴΩǘ chase after industrial training coordinator) 

11. Graduate (if accumulated credit hours are met) 
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IMPORTANT NOTE! 

ONLINE REGISTERATION! 
ά¸²έ NOT ά9[έ 

Å You MUST follow your Study Scheme (Skema Pengajian), which 
means you must have completed all required courses (Core + 
Elective + LPE + CEL + LAX + SKP + Co-co) before registering the 
course. IƻǿŜǾŜǊΣΧ 
Å Student who fails to register for the course online by the deadline, 

you must write to the Academic Department for justification. 
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Self-sourced Internship 

1. Choose a desired company (high profile, long-standing brand and strong reputation) based on your 

major + electives. DO NOT LIMIT YOURSELF TO CERTAIN CORPORATIONS. Based on your capability (CGPA 

& other soft skills) 

2. Do some research on the companies ς through the corporate website. Study the organizational 

structure, the departments/units, etc., before applying. Do not listen too much to the rumours about 

the company from your seniors. άaȅ senior ǎŀȅǎΧέ  

3. You can choose from a Master List provided by your respective Department. 

4. Prepare: 

i. BR00-LI form ς Borang Permohonan Tempat Latihan Industri/ Internship Placement Application Form; 

ii. CV (not resume); 

iii. a simple cover letter or a professionally written email requesting for internship to the respective company; and 

iv. required forms. 
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