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Faculty of Business and Faculty of Business and 

FinanceFinance

Briefing on Industrial Briefing on Industrial 

Training (Long)Training (Long)

Portal registration and  Portal registration and  

Placement Placement –– 11
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Briefing AgendaBriefing Agenda

�� Industrial training portal, faculty website, Industrial training portal, faculty website, 
UTAR portal UTAR portal –– unit registration unit registration --
differentiationdifferentiation

�� Registration in Industrial Training portalRegistration in Industrial Training portal

�� PrePre--registrationregistration

�� Documents for placementDocuments for placement

�� Industrial training Briefing W4, W6, W10, Industrial training Briefing W4, W6, W10, 
W16W16
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Placement Process in January TrimesterPlacement Process in January Trimester

To industrial 
training portal 
Start From W4

Confirmation of 
placement W9

Unit Pre-registration 6 
wks before May 
trimester commence 

– around mid of April

Completed industrial training and 
return to university for report 
presentation from 4 Sept 2012 
(study bread week)

Only when own 

placement not 

succeessful

Training Period 28 
May – 31 Aug 2012
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Industrial Training Portal - internship 

placement –indtrng.utar.edu.my/login.aspx
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Faculty Website – announcement –

presentation schedule- www.utar.edu.my/fbf

Click 
here
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Faculty Website – announcement –

presentation schedule- www.utar.edu.my/fbf

Announcement

Panel
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UTAR Portal – unit registration –

www.utar.edu.my-> Portal
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Industrial training PreIndustrial training Pre--RequisitesRequisites

�� At least 56 credit hours earned for unit At least 56 credit hours earned for unit 

Industrial Training.Industrial Training.

�� Excluding Compulsory units :Excluding Compulsory units :

��UBMM1011 Sun UBMM1011 Sun ZiZi’’ss (1 credit)(1 credit)

��CoCo--Curriculum (2 credits)Curriculum (2 credits)

��MQA Subjects MQA Subjects –– 3 units (9 credits)3 units (9 credits)

Total 12 creditsTotal 12 credits

�� Must not be in Must not be in probation(GPAprobation(GPA>=2.0000)  and >=2.0000)  and 

CGPA >=2.0000 during placement period. (Jan CGPA >=2.0000 during placement period. (Jan 

Trimester)Trimester)
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Registration in Industrial Training PortalRegistration in Industrial Training Portal

�� http://http://indtrng.utar.edu.my/login.aspxindtrng.utar.edu.my/login.aspx

�� Sample of Trainee ResumeSample of Trainee Resume

�� Students are required to complete their Students are required to complete their 

placement registration in the portal as placement registration in the portal as 

following diagram:following diagram:

egeg:    Personal Identification:    Personal Identification

Detail resumeDetail resume

Emergence ContactEmergence Contact
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Industrial Training Portal - internship 

placement –indtrng.utar.edu.my/login.aspx
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�� Extracurricular ActivitiesExtracurricular Activities

�� Professional Qualification / CertificationProfessional Qualification / Certification

�� Work ExperienceWork Experience

�� Language ProficiencyLanguage Proficiency

�� SkillsSkills

�� RefereeReferee
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�Method of placement
� Preferred location
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Requisition of supporting letterRequisition of supporting letter

Obtain 
application  
form from 
Faculty Website

Complete form 
and submit to 
Industrial 
training 
Programme 
Coordinator 
(ITPC) for 

approval.

Submit the 
ITPC’s
approved form 
to Faculty 
Office For 
further process

Come back to 
Faculty Office in 
2 working days 
(Subject to 
trimester)

later or time 
and day given 
by FGO for 
obtaining the 
application 
outcome
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Requisition of approval of internship Requisition of approval of internship 

offeredoffered

receive offer 
letter from 
company 

submit offer 

letter to 
Industrial 
training 
Programme 
Coordinator 
(ITPC) for 
approval.

Come back to 
Faculty Office in 
3 working days 
(Subject to 
trimester) later 
or time and 
date inform by 
FGO for the 

offer letter’s 
approval 
outcome

submit 
Indemnity 
letters to FGO.
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Internships Offer letter minimum Internships Offer letter minimum Internships Offer letter minimum Internships Offer letter minimum Internships Offer letter minimum Internships Offer letter minimum Internships Offer letter minimum Internships Offer letter minimum 

InformationInformationInformationInformationInformationInformationInformationInformation

�� Internship Duration 28 May 2012 to Internship Duration 28 May 2012 to 

31 August 2012 31 August 2012 

�� Allowance given Allowance given –– financial, financial, 

accommodation, transport.accommodation, transport.

��Working daysWorking days

��Working HoursWorking Hours

�� Job ScopeJob Scope
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Internships Offer letter Internships Offer letter Internships Offer letter Internships Offer letter Internships Offer letter Internships Offer letter Internships Offer letter Internships Offer letter 

ReceivedReceivedReceivedReceivedReceivedReceivedReceivedReceived
�� SubmitSubmit your photocopy of the offer letter your photocopy of the offer letter 
to respective ITPC to respective ITPC 

�� HighlightHighlight the deadline of accepting the the deadline of accepting the 
offer to your ITPCoffer to your ITPC

�� DO NOTDO NOT accept the internship offer accept the internship offer 
BEFOREBEFORE you obtain approval from you obtain approval from 
Industrial training CommitteeIndustrial training Committee

�� If your internship decline by Committee, If your internship decline by Committee, 
please write/inform the company nicely, please write/inform the company nicely, 
look for a new company subsequently.look for a new company subsequently.
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�� Letter (with Checklist) for submission of Letter (with Checklist) for submission of 

documentsdocuments
oo Sample of letterSample of letter

�� A copy of CompanyA copy of Company’’s offer letters offer letter

�� Letter of Undertaking and Indemnity for the Letter of Undertaking and Indemnity for the 

University given by the studentUniversity given by the student
oo Sample of letterSample of letter

�� Letter of Undertaking and Indemnity for the Letter of Undertaking and Indemnity for the 

University given by the studentUniversity given by the student’’s parents / s parents / 

guardian.guardian.
oo Sample of letterSample of letter

Documents For PlacementDocuments For Placement
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�� Letter of Indemnity for the company given by Letter of Indemnity for the company given by 

the studentthe student
oo Sample of letterSample of letter

�� Letter of Indemnity for the Company given by Letter of Indemnity for the Company given by 

the studentthe student’’s parents / guardian.s parents / guardian.
oo Sample of letterSample of letter

�� A copy of insurance cover notes or policies.A copy of insurance cover notes or policies.
�� Personal Accident PolicyPersonal Accident Policy

�� Personal Liability PolicyPersonal Liability Policy

�� Medical, Medical, HospitalisationHospitalisation and Surgical Policyand Surgical Policy

�� *Travel Insurance Policy *Travel Insurance Policy 

[*Industrial training outside Malaysia][*Industrial training outside Malaysia]

oo InsuransInsurans cover notes or policy   cover notes or policy   

oo InsuransInsurans RenewalRenewal
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PrePre--registrationregistration

�� To register industrial training unit during To register industrial training unit during 
the prethe pre--registration period in Jan registration period in Jan 
trimester.trimester.

�� If you fail to register, you will not be able If you fail to register, you will not be able 
to go for your internship as scheduled.to go for your internship as scheduled.

�� Even you have not receive offer letter Even you have not receive offer letter 
from company or not place, please prefrom company or not place, please pre--
registered your industrial training unit.registered your industrial training unit.
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Q & AQ & A
Thank youThank you


