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Objectives 

➢ Purposes of Industrial Training
❑ apply the theoretical and practical aspects that have been

studied to current practices in the industry (C5, CTPS)

❑ complete tasks at work critically (P5)

❑ display commitment, ethics, professionalism and
leadership while performing tasks (A3, EM)

❑ communicate orally and in writing, and working with the
various stakeholders (CS, TS)



Organisational Chart 

Assoc. Prof. Dr. Adi Yasran Abdul Aziz

Deputy Dean (Academic and Students)
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Programme Industrial Training Briefing

➢ Organized by Programme Industrial Training
Coordinator after Mega LI Briefing

➢ Covers questions and issues specific to each
programme such as:
❑ companies that students in the programme can work in.

Each programme has different company requirements

❑ specific requirements / rules and regulations for
Industrial Training specific for the programme



Dasar Latihan Industri Institusi Pengajian Tinggi 

https://cirnet.upm.edu.my/upload/dokumen/2021080322514520181001145922DASAR_LATIHAN_INDUSTRI_(1).pdf


Industrial Training Calendar
NO DATE ACTIVITY

1 24 November 2025 Students begin filling out the Industrial training placement form (BR00_LI)

2 2 February 2026 Students receive Industrial Training offers and placements. Students submit Industrial Training 

Placement Feedback Form (FBMK3/Q/LI-A)

3 1-2 March 2026 Students report for duty at organization

4 23-29 March 2026 Students submit Industrial Training Report Duty Confirmation form (PU/PS/BR01/LI) via email or 

to the faculty’s office

5 1-2 March 2026 –

14-15 August 2026

Students undergo Industrial Training (24 weeks)

6 14 June 2026 – 26 

July 2026

UPM Supervising Lecturers conduct Monitoring Evaluation

7 14-15 August 2026 End of Industrial Training 

8 17-18 August 2026 

– 23-24 August 

2026

1. Employers submit Industrial Training Student Performance Report: Assessment by 

Employer (FBMK3/Q/LI-B (R))

2. Students submit to programme coordinator: 

- Industrial Training Logbook

- Final task report 

- Industrial training Report Submission Declaration Form (FBMK3/Q/LI-D)
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B •Be eligible
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I •Initiate paperwork

N •Notify through registration

SECTION 1: BEFORE INDUSTRIAL TRAINING 



Be eligible 

➢ Ensure that you have completed & passed ALL
your courses according to the study scheme

➢ Your courses include:
❑ Compulsory Core (YW)

❑ Compulsory Electives (EL / YW)

❑ LPE + CEL + LAX + SKP + PRT + LP + MGM + FCE

❑ QK XXXX Co-curriculum

➢ If you failed / missed out on any courses, you have to
complete it / them before going for Industrial Training



Explore organizations 
➢ Which? 
❑ Industry / Sector

➢ What? 
❑ Nature of business (halal / non-halal), job 

scope & description

➢ Who? 
❑ Company history, credibility, demographics 

➢ Where? 
❑ Town? City? Local? International? 

➢ How? 
❑Logistics 





Generate applications  

➢ Prepare your Curriculum Vitae (CV) (Latin for “course of life”)

❑ Resources: https://sequoia-consonant-5f0.notion.site/CV-
Summary-StudyTme-France-
3ffdee3d133049ce9816a7ca225ec7e5
❑ Tedtalk: 

https://www.ted.com/talks/kerri_twigg_burn_your_old_resu
me_the_future_of_work_is_here
❑ Skill list: https://www.indeed.com/career-advice/career-

development/skills-list
❑ Do not suggest someone as reference / referee without 

permission
❑ Do not share someone’s personal email / personal mobile 

number without permission

https://sequoia-consonant-5f0.notion.site/CV-Summary-StudyTme-France-3ffdee3d133049ce9816a7ca225ec7e5
https://www.ted.com/talks/kerri_twigg_burn_your_old_resume_the_future_of_work_is_here
https://www.indeed.com/career-advice/career-development/skills-list


➢Prepare a simple cover letter 
❑ Ensure your language is courteous 

❑ Examples:
• https://joinhandshake.com/blog/students/internship-cover-

letter-tips/

• https://www.indeed.com/career-advice/resumes-cover-
letters/writing-an-internship-cover-letter-with-examples

• https://resumegenius.com/cover-letter-examples/internship-
cover-letter-sample

https://joinhandshake.com/blog/students/internship-cover-letter-tips/
https://www.indeed.com/career-advice/resumes-cover-letters/writing-an-internship-cover-letter-with-examples
https://resumegenius.com/cover-letter-examples/internship-cover-letter-sample


Initiate Paperwork





Scroll down









➢ Etiquette (Email / In-person)
❑ Proper email address (use UPM student

email address)
❑ Appropriate “Subject” title
❑ Introduce yourself (name & matric number),

state your purpose, end the email thanking
recipient
❑ Proper spelling, sentences, grammar
❑ Patiently wait for minimum 3-5 working days

for response / to receive official placement
letter
❑ Send subsequent BR00-LI form(s) only after

companies have rejected you / did not reply for
more than 3 weeks

Mr. Muhammad Iman 

Hakim Mohd Isnain

Executive Officer 4 

internship.fbmk@

upm.edu.my



➢ Unprofessional behaviour
❑ Improper email address:

• angelbutterfly@gmail.com
• pickeballforever@gmail.com

❑ Expecting immediate reply
❑ Excessive and inappropriate punctuation marks
❑ Writing emails on behalf of other people
❑ Not using proper language
❑ Rushing others to help you because you sent in

documents at the very last minute
❑ Send in many BR00_LI forms in a short span of time

mailto:angelbutterfly@gmail.com
mailto:pickeballforever@gmail.com




Accepted! 

➢ Submit:
❑ Feedback Form 

(FBMK3/Q/LI-A)

❑ Offer letter 

➢ Make preparations
❑ Accommodation

❑ Transport

❑ Formal attire





Notify through Registration

➢ Register for your Industrial Training in ESMP
❑ KOM4903; BBI4903; BBL4903; BBC4903; BBD4903;

BBK4903; BBM4903; BBA4903; BBF4903; BBQ4903

❑ “YW”

➢ Students who fail to register for the course in ESMP may:

❑ have to pay penalty for late registration

❑ be considered not registered for Industrial Training and
required to restart Industrial Training the following semester

IMPORTANT!



What if… 

➢ I failed / forgot to complete my courses?
❑ Extend final semester to complete it / them before

starting Industrial Training (join junior batch)

❑ Return to finish courses after completing Industrial
Training (may not graduate together with course mates)



➢ I want to start my Industrial Training earlier?
❑ You can start your Industrial Training after finishing

your final examination with the approval of the faculty

➢ I cannot start my Industrial Training on time?

❑ You may be asked to undergo Industrial Training the
following semester (together with your juniors) because
ESMP has deadlines & you are likely to miss the
graduation timeline if you start late



➢ The organization wants me to work remotely?
❑ Not allowed. Find another organization which requires you

to be in the office in person

➢ I want / am asked to teach?
❑ Not allowed. You do not have official training in teaching

❑ You can assist in teaching eg prepare lessons,
complement the teacher in class



➢ I signed to accept Company A and the next day
Company B (my dream company) accepts me?
❑ Seek official written permission from Company A to

release you

❑ Accept Company B only after Company A officially
agrees to release you (you have email / documentation
proof, NOT Whatsapp)

❑ If Company A does not want to release you, you have
to complete your Industrial Training with Company A

❑ No last minute changes
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• Form submissionF

• Image bearerI

• Regulate & RestraintR

•Monitoring & SupervisionM

SECTION 2: DURING INDUSTRIAL TRAINING



Form Submission 

➢ Report for Duty on the first day of work
(1-2 March 2026)

➢ Submit Industrial Training Report
Duty Confirmation Form
(PU/PS/BR01/LI) within the first month of
your Industrial Training (23-29 March
2026)

➢ You will be asked to fill in a Google
Form to submit all the relevant
documents.



Ask the company 

for information on 

these. Do NOT fill 

in with random 

information

Calculate allowance 
amount per month

Other allowances eg

phone allowance, 

parking allowance, 

provided lunch, etc. 

Provide amount

Signature and stamp of 

company / organizational 

supervisor, NOT UPM

Start date

date



Image bearer
➢ You are
❑ bound by University and College University Act (1971

(Amendment 2009) and UPM rules & regulations

❑ to follow organizational working hours and rules as per
other personnel

❑ to be responsible in ensuring all organizational assets
are well taken care of

❑ to dress appropriately throughout the Industrial
Training period

❑ securing your future referee(s) / reference(s)



➢ Do not
❑ leak out confidential information from the organization

❑ be late or absent from work without approval from the
organization

❑ be absent or take leaves of more than 5 days either
due to emergency or medical reasons

• Replace them or

• Repeat Industrial Training next semester

1 credit hour = 2 weeks 

12 credit hours = 24 weeks 



OCCASION DAYS ABSENT?

Public Holiday (Christmas) 1 No

Company year end holiday 2 Yes

Public Holiday (Chinese New Year) 2 No

Medical leave 3 Yes

Total absences 5

Replacements? No

=



OCCASION DAYS ABSENT?

Public Holiday (Hari Raya) 2 No

Company closes (Flooding) 4 Yes

Family emergency 2 Yes 

Total absences 6

Replacements? Yes 

=



OCCASION DAYS ABSENT?

Public Holiday (Sultan of Johor’s birthday) 1

Medical leave 2

Company holiday 3

Public Holiday (Thaipusam) 1

Family emergency 3

Total Absences

Replacements? 



OCCASION DAYS ABSENT?

Public Holiday (Sultan of Johor’s birthday) 1 No

Medical leave 2 Yes

Company holiday 3 Yes

Public Holiday (Thaipusam) 1 No

Family emergency 3 Yes 

Total Absences 8

Replacements? Yes 

=



Regulate & Restraint

Live Actively (exercise)

Eat mindfully (hydrate)

Avoid harmful habits (physical harm, negative 
thinking, addictions)

Rest & Recover (adequate & quality sleep)

Nourish your mind & Soul (regulate emotions, 
breathing techniques, meditation, journalling, support system)

L

E

A

R

N



Monitoring & Supervision 

➢ Communicate with your UPM Monitoring lecturer

➢ Arrange for UPM lecturer’s monitoring visit with
employer

➢ Assist UPM lecturer on direction & parking, etc

➢ Present about your Industrial Training for Monitoring
Evaluation

➢ Co-operate with UPM lecturer on any necessary
documentations

➢ Show professionalism throughout



➢ Example of UNPROFESSIONAL email



What if…

➢ I met with an accident during my Industrial
Training?
❑ Seek medical help immediately.

❑ Do not suffer silently because of money issues

❑ Malaysian students are covered by UPM insurance

❑ Notify your organizational employer, UPM Monitoring
Lecturer and Program Industrial Training Coordinator
immediately



➢ I cannot handle the workload and stress in the
organization and want to change to another
company?
❑ You will be considered breaching organization contract

and may be sued

❑ You will be considered to have failed Industrial Training
and given one last chance to restart Industrial Training
the following semester



➢ I cannot complete the Industrial Training because
of (mental) health / family / etc issues?
❑ You will be required to provide official medical

documentation

❑ Discuss the issue with your UPM Programme
Industrial Training coordinator

❑ You will be considered to have failed Industrial Training
and given one last chance to restart Industrial Training
the following semester



➢ The organization wants to offer me a full time
position before I complete my Industrial Training?
❑ Not allowed. Industrial Training is part of the

graduation requirement (just like any other courses)

❑ You are considered not graduated / have not fulfilled
requirement to graduate

❑ Your Industrial Training involves grading / marking just
like all your other courses



➢ I want to change my UPM Monitoring lecturer?
❑ Not allowed

➢ I am bullied and / or sexually harassed at my
workplace?
❑ Keep record of evidences

❑ Submit these evidences to your organizational
employer and UPM Programme Industrial Training
coordinators
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D – Document your experience

O – Offer thanks 

N – Network & nurture connections 

E – Evaluations

SECTION 3: AFTER INDUSTRIAL TRAINING



Document your experience 

➢ Students submit
❑ Logbook

• Write about your tasks, not about your feelings
• Essay form, not bullet points

❑ Task Report
• Provide examples, evidences, photos, etc
• Recommendation: about the Industrial Training, not about the

organization

❑ Industrial Training Report Submission Form (FBMK3
/ Q / LI-D)







Feel free to 

share photos if 

you are using 

softcopy. But 

not compulsory



Offer thanks 



Network & nurture connections

➢ Keep in touch with your UPM Programme
Industrial Training coordinator & UPM Monitoring
lecturer
❑ Respond promptly to further information & inquiries

❑ Do not request for any graduation documents from the
faculty. The faculty has no authority to release
graduation-related documents.



Evaluations

➢ Employer submit
❑Industrial Training Student Performance Report:

Assessment by Employer (FBMK3 / Q / LI-B(R))
• by email directly to UPM Monitoring Lecturer or

• in a sealed envelope

➢ Monitoring Lecturer submits
❑ Completed evaluations



Organizational evaluation



No Item Marks 

1 Industrial Training Monitoring: Assessment by UPM 
Supervising Lecturer (FBMK3 / Q / LI-C(R))

20%

2 Industrial Training Student Performance Report: 
Assessment by Employer (FBMK3 / Q / LI-B(R))

30%

3 Logbook 20%

4 Task Report 30%

TOTAL 100%



Organizational supervisor



What if…? 

➢ I live very far and cannot submit the documents on
time?
❑ Communicate with your UPM Monitoring Lecturer to

submit electronic copy of documents

❑ Employer to submit Industrial Training Student
Performance Report: Assessment by Employer (FBMK3
/ Q / LI-B(R)) via email directly to UPM Monitoring
Lecturer



➢ I need an official letter stating that I have
completed my Industrial Training?
❑ Direct all your queries to Academic Section of UPM.

❑ The faculty has NO authority to issue any letters /
documents for your completion / graduation

❑ Do not ask your Faculty / Programme Industrial
Training Coordinator for these documents



➢ My ESMP still does not show that I have
graduated?
❑ Be patient as the university Senate convenes only

once a month and has to process the results of
students from the entire university
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DURING INDUSTRIAL TRAINING



D – Document your experience

O – Offer thanks 

N – Network & nurture connections 

E – Evaluate & plan next steps
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Upcoming Events 

➢ Hands-on “How to search for Industrial Training
Placements” (Online)

➢19th December 2025 (Friday)
❑ Morning – Session with Counselling Section, UPM
❑ Afternoon – Session on CV Essentials and Interview

Etiquettes

➢ 16th January 2025 (Friday)
❑ Morning – Session on AI in the Workplace
❑ Afternoon – Session on Microsoft Excel





Thank you


