
QIU INDUSTRIAL TRAINING 
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Briefing Objectives

The procedure of IT 
preparation.

The actions required for IT 
preparation.

The due date for each 
action/activity

1st Briefing

Students Info

LI Application

Acceptance of offer

Subject Reg.

2nd Briefing



Industrial Training Duration

20 WEEKS

  

Sara Berox
13.9.2026 - 28.1.2027



Industrial Training Google Link 
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PART I: Industrial Training Process

First Step Second Step
update your latest 

telephone no & home 
address using 1. Students 

Detail Form

collect application letter 
and share to max. 3 

companies (together with 
cv & cover letter)

register new 
company/branch OR 

update P.I.C

confirmation of placement 
by responding to 

application letter & email to 
IT Coordinator

Third Step Fourth Step



Students Information Update
1st Briefing

Students Info

LI Application

Acceptance of offer

Subject Reg.

2nd Briefing



Placement Application

Students have to identify potential 
organizations.

1st Preference: Companies that offered LI 
placement to QIU’s students in previous 
semesters - get the detail of the companies 
from LI Coordinators (if interested).  

  

1st Briefing

Students Info

LI Application

Acceptance of offer

Subject Reg.

2nd Briefing
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APPLICATION OF POTENTIAL COMPANY 
FOR INDUSTRIAL TRAINING FORM

Appreciate to apply 

sooner possible

1st Briefing

Students Info

LI Application

Acceptance of offer

Subject Reg.

2nd Briefing



Placement Application

Students to: 
1) Prepare resume/CV/cover 

letter and

2) Collect Application Letter 
from your Industrial Training 
Coordinator

• Submit applications directly 
to the selected organizations. 

• Max. 3 letters

Repeat the process until  at 

least one application is 

accepted. 

1st Briefing

Students Info

LI Application

Acceptance of offer

Subject Reg.

2nd Briefing
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Acceptance of Placement
Students are to fill-in the “Confirmation of 
Acceptance” (CA) Form and submit it to 
IT Coordinator. 
Attach a copy of the Offer/Acceptance 
letter from the organization.

Before Week 10

1st Briefing

Students Info

LI Application

Acceptance of offer

Subject Reg.

2nd Briefing
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Rejection of Placement
1st Briefing

Students Info

LI Application

Acceptance of offer

Subject Reg.

2nd Briefing

• If more than one offers 
received, students are 
required to pick one and 
submit the rest of offer 
letters to the School with 
“Rejected Offer Form”.

• Kindly also inform personally 
to the company on decline 
of offer earliest possible.

Before Week 10



Course Registration (Week 13-14)

SHMR 4028 (Practical) & SHMR 4034 (Report)

1st Briefing

Students Info

LI Application

Acceptance of offer

Subject Reg.

2nd Briefing



Briefing Objectives

To prepare student for  
industrial training.

The actions required after  report 
duty (duty verification> logbook 
> project> IT visit &oral 
presentation> report> exit form.

The due date for each 
action/activity.

2nd Briefing

Preparation

Report for duty

During Training

End of Training

Marking Scheme



PART II: Industrial Training Process

First Step Second Step
FIRST DAY

REPORTING FORM

Within the first (1) week 

LOGBOOK
Daily, approve weekly

IT PROJECT
1. Conducting (C)/
2. Facilitating (F)/
3. Evaluating (E)

PHYSICAL INDUSTRIAL VISIT

Within Week 15 – Week 17
30mins presentation

PROJECT REPORT
Latest by Week 18

EXIT FORM
On the last day

Third Step Fourth Step



FIRST STEP
Report Duty Form

Please check and ensure that
the name and information of
the company are correct (as 
this will appear in your
transcript).

Reporting Form

2nd Briefing

Preparation

Report for duty

During Training

End of Training

Marking Scheme



SECOND STEP
Logbook

2nd Briefing

Preparation

Report for duty

During Training

End of Training

Marking Scheme

•Studentsare required to report their
daily tasks in the logbook (template 
in Excel).  

•The logbook must be verified by
the  Industrial SV on a weekly basis.



SECOND STEP
Industrial Training Project #Min. 30 participants
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THIRD STEP
Industrial Training Visit

✓ Should be conducted between W15 - W17
✓ Arrange the avail date & time for FSV & ISV
✓ You are required to prepare 30- minutes

presentation and record the presentation 
(for the UTM Faculty Supervisor)

✓ Presentation must include, but not limited 
to:

i. Background of the company
ii. Logbook
iii. Training project progress & result
iv. Evidences 



FOURTH STEP
Industrial Training Report

2nd Briefing

Preparation

Report for duty

During Training

End of Training

Marking Scheme

Submission of Report
All documents (Report & Logbook)  
must be received by your Internships  
Coordinator& Faculty Supervisorsby  
Week 18

Email to Faculty SV & cc to your  
Internships Coordinator
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Fill up the Exit Form and  email it to your IT  
Coordinator by Week 20



No Details/documents Action Weeks Dates Remark

1. Duty Verification Student Week 1 26/7 – 30/7 Email to IT Coordinator.
2. FSV Discussion with ISV

Oral Presentation
*Task and responsibilities & 
project progress & discussions

FSV & ISV

Student 

Week 14-17 Start on 25/10

Latest by 19/11

Physical Visit by QIU 
FSV; recorded oral 
presentation will be 
shared to UTM FSV;
UTM & QIU FSV 
needs to fill in the 
assessment form.

3. Industrial Training Logbook
Industrial Training Report

Student Week 18 Latest by 26/11 Email to QIU FSV & IT 
Coordinator – UTM FSV.

4. Industrial Training Evaluation form
*Student must inform & remind 
their ISV

Industrial 
Supervisor

Week 19 Latest by 3/12 Industrial SV needs to 
assess and email to IT 
Coordinator.

5. Evaluation forms:
i) IT Logbook
ii) IT Report & Oral Presentation

Faculty 
Supervisor

Week 19 Latest by 3/12 UTM & QIU Faculty SV 
needs to mark and submit 
to IT Coordinator.

6. Exit Form Student Week 20 Latest by 10/12 Email to IT Coordinator.



Marking Scheme

SHMR4034 Industrial Training (Report)
1) Written Report (Magazine) – UTM & QIU Faculty SV 80%

2) Oral Presentation – UTM & QIU Faculty SV 20%

SHMR4028 Industrial Training (Practical)
1) Assessment Mark – Industrial SV 80%

2) Logbook – QIU Faculty SV 20%



Do & Don’ts During Industrial Training 

1 4

2 5

3 6

Be Professional
✓ proper attire;
✓  punctuality; 
✓  professionalism in com

Don’t Overlook SAFETY & 
Follow the UTM, QIU & 

company rules and
regulationsTake Initiative

✓ volunteer for tasks;
✓  show your enthusiasm in 

problem-solving

Build Connections
✓  build positive 

relationships
✓ networking

Avoid Gossip or 
Negativity

Don’t Miss 
Deadlines
✓  always plan your work 

effectively

Stay Off Your 
Phone

Don’t Hesitate to Seek Help
Avoid trying to handle tasks beyond your capacity without assistance.
It’s better to ask for guidance than to deliver poor results.



Thank You
F O R  Y O U R  A T T E N T I O N
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