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This book would not have been possible without the endurance, guid-
ance and kind support of many individuals. We would like to extend 
heartiest gratitude to all of them. 

 
Alhamdulillah…  
First and foremost, we wish to express our heartiest thanks and grate-
fulness to almighty Allah for His divine blessing makes we possible to 
complete this book successfully. 

 

This book was developed and designed as a guidebook for both lec-
turers and students who are involved in teaching and learning for inte-
grated courses of DPK30113: OFFICE ADMINISTRATION 2, 
DPK40153: RECORD MANAGEMENT, DPK5023: LAW AND PRO-
CEDURES OF MEETING and DPK5033 NOTE TAKING. This 
guidebook also provides a clear picture of activities that student need 
to involve in integrated project for those courses stated.  It is also acts 
as guidelines and manual in producing good and creative assessment 
project in every activity which consists of the project brief, design 
needs, the submission requirements and relevant references. 

 
Moreover, this book also gives guideline for lecturers and students in 
understanding the suitable marking scheme that should be given dur-
ing the practical and exercise session. Thus, rubric of assessment 
(marking scheme) is explained to guide the process of assessment 
and improve better understanding regarding syllabus requirements. 
Hopefully, this book will give benefits not only to students but also the 
lecturers involved. 

 
Thank you. 
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COMMERCE DEPARTMENT 

DIPLOMA IN SECRETARIAL SCIENCE 

 

Assignment Description 

All student of Diploma in Secretarial Science are required to practice CDIO OBE 

integrated curriculum inter-programme. In Integrated Learning Experience, we 

integrated two (2) courses in Semester 4 which are DPK30113 Office Administra-

tion 2 and DPK40153 Record Management in the Diploma in Secretarial Science.  

 

As part of the CDIO integration, students are required to make a mini project by 

observation of record management in department placement during internal prac-

tical. The assignment has integrated learning outcome which infuses the CDIO 

skill sets of the 21st century skills. 

1. Skill Development 

 Perform an office activities at the real workplace (Practical Skills) 

 Recognize the problem or issue of record management encounter 

in the department and prepares the solution for the problem or issues. 

(Numeric skills) 

2. Project 

 Observation of record management program in the real workplace 

(Group Project) 

3. Assessment Methodology 

 Rubric 

COURSE TOPIC ASSESSMENT 

DPK30113 

Office Administration 2 

7.0: Handling Office  

Management 

Practical In  

Real Workplace: 15% 

DPK40153  

Record Management 

7.0: Record and Information 

Management Program 

Mini project: 15% 
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Design of Integrated Learning Experience  

ASSIGMENT LOs COURSE TOPIC RELATED CLOs ASSESS-

MENT 

IMPLE-

MENTATI

ON WEEK  

DPK30113 

Office Admin-
istration 2 

7.0: Handling 
Office  

Management 

CLO3: Perform  the 
secretarial work in the 
real workplace (P4, 
PLO3) 

Practical In  

Real Work-

place: 15% 

Week 13 At the end of the 
assignment, student 
be able to: 

1. Perform an office 
activities in the 
real workplace  

2. Recognize the 
problem or issue 
of record man-
agement en-
counter in the 
department and 
prepares the 
solution for the 
problem or is-
sues. 

DPK40153  

Record Man-
agement 

7.0: Record and 

Information Man-

agement Pro-

gram 

CLO3: Organize a 

comprehensive cover-

age  of record man-

agement using digital 

application to support 

daily work in a secre-

tarial environment (A4, 

PLO5) 

 

 

 

Mini project: 

15%

Assignment 

Los 

Week 14 
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COURSE/ 

WEEK 

DPK30113 

OFFICE ADMINISTRATION 2 

DPK40153  

RECORD MANAGEMENT 

Week 13 

Practical In Real Workplace 

(Perform the activities given by 
supervisor) 

 

- collecting all information for 
mini project 

Week 14  

Mini project 

(Discussion in the group and 

do the mini project report) 
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COURSE OUTLINE 
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WEEK 13 - NOTES OF GUIDANCE 

 

 

1. Course Learning Outcome 

Upon completion of course, student will be able to  

 Perform the secretarial work in the real workplace (P4, PLO3) 

 

2. Topic 7.0 : Handling Office Management 

7.1 Perform office activities at the real workplace 

   7.1.1 Builds secretarial skills of routine duties in the real workplace 

 

3. Activity 

 Lecturer will place student in designated unit or departments. 

 Student will undergo internal practical for one (1) day. 

 Student will be reported to the supervisor or officer in the morning of 

internal practical. 

 Student will perform tasks or work directed by supervisor or officer in 

the unit or department. 

 Officer or supervisor will be evaluate the student’s work in the evalua-

tion form. 

Department: Commerce Programme: Diploma in Secretarial 

Science 

Course Code:DPK30113 

Course Name: Office Administration 2 

Credit Hour: 3 

Pre-requisite: Office Administration 1 

Semester: Semester 4 

Class: DSK4A, 4B, 4C 

Academic Session: December 2020 
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WEEK 14 - NOTES OF GUIDANCE 

 

 

1. Course Learning Outcome 

Upon completion of course, student will be able to  

 Organize a comprehensive coverage of record management using 

digital application to support daily work in a secretarial environment

(A3, PLO5) 

 

2. Topic 7.0 : Record and Information Management Program 

7.1  Classify the steps to establish and organize a comprehensive Records  

        Information Management  

 7.2  Determine elements of Record Information Management program 

 7.3  Organize disaster recovery plan 

 7.4  Examine the roles of efficiency, cost and performance control in  

        controlling records information program 

 

 

 

Department: Commerce Programme: Diploma in Secretarial 

Science 

Course Code:DPK40153 

Course Name: Record Management 

Credit Hour: 3 

Pre-requisite: None 

Semester: Semester 4 

Class: DSK4A, 4B, 4C 

Academic Session: December 2020 
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WEEK 14 - NOTES OF GUIDANCE 

 

3. Activity 

 Description of Assignment:  
 

You will work in groups of THREE to FOUR students to prepare a re-
port and presentation a Records Management problem and is-
sues to the class. You will find an example of a problem and issues in 
your internal practical session. You need to analyze it based on your 
readings and discussions and make a 10-minute presentation to the 
class on the issues and problem. The presentations will take place in 
the last week of class. The report and presentations are worth 25% of 
your total grade in the course. 

 
 Process/Requirements:  

 
i) Select the office (which department@unit), issues and prob-

lem to analyze: Work with your group to find an interesting 
problem and issues to discover in Records Management. 

 
**To find a problem and issues to analyze: • When you do in-
ternal practical in the unit or department in Politeknik Port Dick-
son, you can observe by yourself and ask from your supervisor 
the main problem and issues related with records management in 
the department/unit.  

 
ii) As soon as you have selected the office, please inform your lectur-

er to “reserve” the office for your group. This will allow me to make 
sure we do not have multiple groups planning to analyze the same 
office. 

 

iii) Work with your group to connect the concepts we have learn in 
class to the problem and issues you’ve chosen to analyze.  Obvi-
ously, you will find a problem or issues that allows you to explore 
every concept we learned in class and you can explore more 
from internet. 
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WEEK 14 - NOTES OF GUIDANCE 

 

 
iv) Your group is responsible to submit a final report (minimum 5 

pages) 
 

Report Requirements: 
 

a) Introduction to the office. (Name, location, Head of Depart-
ment, how many staff, organization chart, function of depart-
ment, what are the record that they normally stored in the 
office, what are the storage equipment that they use) 

 
b) Problem/issues related to the records management in the 

office. (Find minimum 3-4 issues/problem). Discuss and ex-
plain briefly each of the problem and issues. 

 
c) Solution: You need to discuss in group to solve the problem/

issues arise in the office. Explain briefly each of the solution 
in your report. 

 
d) Conclusion 

 

e) Please follow and obey the format:  Font Arial 12 and Bold 
for your Main title/Title. Font Arial 11 for body, 1.5 line spac-
ing, justify.  Please proofread your work before submit. 

 

Your report are worth 15%of your total grade in the course. Do your best. 
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MINI PROJECT REPORT 

 

CRITERIA INADEQUATE 

(1) 

ADEQUATE 

(2) 

ABOVE AVERAGE 

(3) 

EXEMPLARY   

(4) 

ORGANIZA-

TION 

Writing lacks 
logical organiza-
tion. It shows 
some coherence 
but ideas lack 
unity. 
Serious errors. 

Writing is coher-
ent and logically 
organized. Some 
points remain 
misplaced and 
stray from the 
topic. Transitions 
evident but not 
used throughout 
essay. 

Writing is coherent 
and Logically orga-
nized with transitions 
used between ideas 
and paragraphs to 
create coherence. 
Overall unity of ideas 
is present. 

Writing shows 

high degree of 

attention to logic 

and reasoning 

of points. Unity 

clearly leads the 

reader to the 

conclusion and 

stirs thought 

regarding the 

topic. 

LEVEL OF  

CONTENT 

Shows some 
thinking and rea-
soning but most 
ideas are under-
developed 
d and unorigi-

nal. 

Content indicates 
thinking and rea-
soning applied 
with original 
thought on a few 

ideas. 

Content indicates orig-

inal thinking and de-

velops ideas with suffi-

cient and firm evi-

dence. 

Content indi-
cates synthesis 
of ideas, in-
depth analysis 
and 
evidences origi-

nal thought and 

support for the 

topic. 

DEVELOP-

MENT 

Main points 

lack detailed 

development. 

Ideas are 

vague with little 

evidence of 

critical thinking. 

Main points are 
present with lim-
ited detail and 
development. 
Some critical 
thinking is pre-
sent. 

Main points Well 

Developed with quality 

supporting details and 

quantity. Critical think-

ing is weaved into 

points 

Main points 

well developed 

with high quality 

and quantity sup-

port. Reveals 

high degree of 

critical thinking. 
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CRITERIA INADEQUATE 

(1) 

ADEQUATE 

(2) 

ABOVE AVERAGE 

(3) 

EXEMPLARY   

(4) 

GRAMMAR 

AND 

MECHAN-

ICS 

Spelling, punctuation, 
and grammatical er-
rors create distraction, 
making reading 
difficult; fragments, 

comma splices, run-

ons evident. Errors 

are frequent. 

Most spelling, 

punctuation, 
and grammar 
correct allow-
ing reader to 
progress 
though 
essay. Some 

errors remain. 

Essay has few 
spelling, punctuation, 
and grammatical er-
rors allowing reader 
to follow ideas clear-
ly. Very few frag-
ments or run-ons. 

Essay is free of 
distracting spelling, 
punctuation, 
and grammatical 
errors; absent 
of fragments, 

comma splices, 

and run-ons 

STYLE Mostly in elementary 
form with little or no 

variety in sentence 

structure, diction, rhe-

torical devices or em-

phasis. 

Approaches 

college level 

usage of some 

variety in sen-

tence pat-

terns, diction, 

and rhetorical 

devices. 

Attains college level 
style; tone is appro-
priate and 
rhetorical devices 
used to 
enhance content; 

sentence variety 

used effectively. 

Shows outstanding 
style going beyond 
usual college level; 
rhetorical devices 
and tone used 
effectively; crea-

tive use of sen-

tence structure 

and coordination 

FORMATTING MARK AS FOLLOW: 

 

TITLE 

 

Font type and size:  Arial, 12 1 mark 

Bold 1 mark 

BODY 

 

Font type and size:  Arial, 11 1 mark 

Spacing:  1.5 spacing 1 mark 

Justify 1 mark 

TOTAL 5 MARKS 
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COMMERCE DEPARTMENT 

DIPLOMA IN SECRETARIAL SCIENCE 

 

Assignment Description 

All student of Diploma in Secretarial Science are required to practice CDIO OBE 

integrated curriculum inter-programme. In Integrated Learning Experience, we 

integrated two (2) courses in Semester 4 which are DPK5023 Law and Procedure 

of Meeting and DPK5033 Notetaking in the Diploma in Secretarial Science.  

 

As part of the CDIO integration, students are required to answer question of end 

of chapter by dictate and produce the minutes of meeting document from 

DPK5033 Notetaking class. The assignment has integrated learning outcome 

which infuses the CDIO skill sets of the 21st century skills. 

1. Skill Development 

 Dictate the information read by the lecturer using Trengkas and 

reproduce the dictation outline into document. (Knowledge skill) 

 Produce minutes of meeting based on the dictation given in the 

class (Professional, ethic and moral skill) 

2. Project 

 Individual Task (Minutes of Meeting) 

3. Assessment Methodology 

 Rubric 

 

COURSE TOPIC ASSESSMENT 

DPK5033 

Notetaking 

3.0: Minutes Practical Test 3: 10% 

DPK5023  

Law and Procedure of 
Meeting 

5.0: Minutes Writing End of Chapter 1: 5% 
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Design of Integrated Learning Experience  

ASSIGMENT LOs COURSE TOPIC RELATED CLOs ASSESS-

MENT 

IMPLE-

MENTATI

ON WEEK  

DPK5033 

Notetaking 

3.0: Minutes CLO1: Dictate the in-
formation given using 
Shorthand or Trengkas 
at 80 w.p..m  

(C3, PLO1) (P3, PLO2) 

 

CLO2:  Reproduce the 
dictation outine into 
appropriate format of 
business document  

(C5, PLO1) (P3, PLO2) 

Practical  

Test: 10% 

Week 6 At the end of the 
assignment, student 
be able to: 

1. Dictate the infor-
mation read by 
the lecturer using 
Trengkas and 
reproduce the 
dictation outline 
into document. 

2. Produce minutes 
of meeting based 
on the dictation 
give n in the 
class. 

DPK5023 

Law and Proce-
dure of Meeting 

5.0: Minutes 

Writing 

CLO4: Determine the 

correct techniques in 

writing minutes of 

meeting and keeping it 

in a proper way  

(C6, PLO1) (A4, PLO8) 

 

 

 

End of 

Chapter: 5% 

Week 12 



32 

 

 

 

 

COURSE/ 

WEEK 

DPK5033 

NOTE TAKING 

DPK40153  

RECORD MANAGEMENT 

Week 6 

Practical Test 3 

(Dictate information read by the 
lecturer in the class and repro-
duce the outline into document) 

 

- recognize the correct format of 
minutes of meeting 

Week 12  

End of Chapter 1 

(Answer question given by lecturer 

based on the minutes of meeting 

in practical work 3) 
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WEEK 6 - NOTES OF GUIDANCE 

 

 

1. Course Learning Outcome 

Upon completion of course, student will be able to  

 Dictate the information given using Shorthand or Trengkas at 80 

w.p.m. (C3, PLO1) (P3, PLO2) 

 Reproduce the dictated outline into appropriate format of busi-

ness document (C5, PLO1) (P3, PLO2) 

 

2. Topic 3.0 : Minutes 

 3.1  Produce the minutes of meeting 

    3.1.1 Dictate the outline of minutes of meeting using Trengkas or  

             Shorthand with 80 w.p.m. 

 Read text/article 

 Recorded device 

            

 

 

Department: Commerce Programme: Diploma in Secretarial 

Science 

Course Code:DPK5033 

Course Name: Note Taking 

Credit Hour: 3 

Pre-requisite: DPK2013 Shorthand 2 

DPK3043 Trengkas 2 

DPK2033  Document 
Processing 

Semester: Semester 4 

Class: DSK4A and 4B, 

Academic Session: December 2019 
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WEEK 6- NOTES OF GUIDANCE 

 

3.2   Produce printed minutes of meeting 

    3.2.1   Transcribe the outline in a form of minutes of meeting 

    3.2.2 Identify minutes of meeting and format 

 Verbatim minutes 

 Minutes of resolution 

 Minutes of narration 

   3.2.3  Type the text to produce minutes of meeting by applying the  

             appropriate format of minute of meeting 

   3.2.4  Print completed minutes of meeting 

 

3. Activity 

 Lecturer will read the information about minutes of meeting. 

 During that, student must listen carefully and require dictate all infor-

mation. 

 Students are require to reproduce the dictated outline into minutes of 

meeting format. 

 Finally, students are required to print out the minutes of meeting docu-

ment. 
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WEEK 12 - NOTES OF GUIDANCE 

 

 

1. Course Learning Outcome 

Upon completion of course, student will be able to  

 Determine the correct techniques in writing minutes of meeting 

and keeping it in the proper way (C6, PLO1) (A4, PLO8) 

 

2. Topic 5.0 : Minutes Writing 

 5.1  Analyze minutes writing 

   5.1.1  Define minutes of meeting and resolutions 

   5.1.2  Identify the techniques in writing minutes 

   5.1.3  Accomplish the draft of minute’s meetings and resolutions 

   5.1.4  Illustration the minutes and minute books 

   5.1.5  Outline the importance of keeping minutes properly 

 

 

            

 

 

 

Department: Commerce Programme: Diploma in Secretarial 

Science 

Course Code:DPK5023 

Course Name: Law and Procedure of  

                          Meeting 

Credit Hour: 3 

Pre-requisite:  None 

Semester: Semester 4 

Class: DSK4A and 4B, 

Academic Session: December 2019 
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WEEK 12 - NOTES OF GUIDANCE 

   

3. Activity 

 Student must dictate all information using Trengkas or Shorthand read 

by the lecturer in DPK5033 Note Taking Class 

 Students are require to reproduce the dictated outline into minutes of 

meeting format. 

 Students are required to print out the minutes of meeting document 

and answer all question given in the End of Chapter 1. 
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