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FMM’s Vision
Making Malaysian Industries Globally Competitive

FMM’s Quality  Policy
Total Commitment to Service Excellence and Quality

FMM Institute’s Vision
To be the leading organization in providing a comprehensive range of training 
programmes and advanced learning opportunities with educational excellence 
in industry practices and technology in tandem with the nation’s surge towards 
developed nation status

What makes FMM Institute a preferred training centre for the industry 
and service sector?
• Morethan44yearsofindustrialandmanufacturingexperienceunderFMM
• Our corporate training programs are specially designed and executed by

experienced trainers
• Programmesareindustrial-based



2014 TRAINING CALENDAR            FMM Institute Selangor Branch

FMM Institute  - Profile ......................................... 5

Contact ...................................................................... 6

Training Schemes .................................................... 7 

Programme Categories:

Corporate Training Programmes ......................... 9

1. Management and Performance 
 Development ...................................................... 10

1.1 Coaching and Mentoring Skills
1.2 Effective Time Management
1.3 Emotional Intelligence at Work
1.4 Enhancing Your Creative Thinking and 
 ProblemSolvingSkills
1.5 Essential Management Skills
1.6 The Heart and Techniques of Leadership
1.7PresentationandCommunicationSkills

2.  Customer Service, Sales and Retail ................... 13
2.1 Effective Customer Service and 
 Complaints Management
2.2 Sales Negotiations
2.3 Key Account Management
2.4DraftingaMarketingPlan
2.5 Don’t Hit Your Target, Break Them! With 
 PowerSelling!

3.  Financial Management ...................................... 16
3.1FinanceforNon-FinancialManagers
 and Executives
3.2HowtoPrepareandMaintainFullSet
 of Accounts

4.  Human Resource and Industrial Relations  ....... 17
4.1 HR Skills for Junior Executives
4.2 Conducting Training Needs Analysis (TNA) and 

Evaluating Training Effectiveness
4.3 HRM – Recruitment and Selection
4.4PerformanceManagement&KPIs

CONTENTS

5.  Export Management .......................................... 20
5.1ShippingtheRightWay:Procedures,

DocumentationsandINCOTERMS2010
5.2ImportandExportFundamentalPrinciples
5.3 Letters of Credit (LC)

6.  Operations and Logistics ................................... 21
6.1ProductionPlanningandControl
6.2EffectiveNegotiationSkillsforPurchasers
6.3MaterialsPlanningandControl
6.4OperasiStordanGudang
6.5PerancangandanPengawalanInventori
6.6 Supply Chain Management
6.7 Logistics Management in Manufacturing

7.  Quality Systems and Productivity 
 Improvement ...................................................... 25

7.1UnderstandingISO9001:2008Quality
Management System Requirements

7.2ISO9001:2008QualityManagementSystem
Internal Audit

7.3LeanManufacturingforOptimumEfficiency
7.4 Value Stream Mapping
7.5 Failure Mode and Effect Analysis (FMEA)
7.6BengkelKualiti:7AlatQCdanPelaksanaanQCC
7.7 Teknik Kawalan Kualiti Untuk QC
7.8BengkelProduktiviti:Pelaksanaan5S
7.9Teknik-TeknikPeningkatanProduktiviti
7.10 Negotiation Skills

8.  Engineering and Maintenance .......................... 30
8.1PenyelenggaraanAsasUntukJuruteknik
8.2PenyelenggaraanBerjadualTerancang
 dan Ramalan
8.3RootCauseFailureAnalysisforMaintenance
8.4TechnicalTroubleshootingandDecisionMaking

for Maintenance

9.  Industrial Safety and Environmental 
Management ...................................................... 32
9.1OccupationalFirstAidSkillsandCPR
9.2MengendaliBahanKimiaDenganSelamat
9.3HACCPandFoodSafety
9.4SafeForkliftDrivingSkills



FMM Institute Selangor Branch                2014 TRAINING CALENDAR

10. Supervisory and Motivational Skills ................. 34
10.1 Kepimpinan dan Kemahiran Motivasi Untuk 

KetuaOperator
10.2BimbingandanKawalanPrestasiKerjaUntuk

KetuaOperator
10.3KemahiranPenyeliaanYangBerkesan
10.4 Effective Supervisory Management Skills
10.5 Motivasi, Kepimpinan, Hubungan Kemanusiaan 

danPembentukanKumpulanKerja
10.6SikapKerjaPositif
10.7IncreaseYourProductivityThrough
 Winning Attitude
10.8BoostingConfidencetoIncrease
 YourPerformance

11. Communication and Clerical 
 Development ...................................................... 38

11.1 Effective Communication Skills at the Workplace
11.2 Enhance Your Administrative Skills
11.3ManagingOfficeRecordsandFilesEffectively
11.4TeknikPengurusanRekoddanFailyangEfektif
11.5ProgramPembangunanPerkeranian

SMEs Skills Upgrading Programmes ................ 41

1.  Effective Time Management 
2. EnhancingYourCreativeThinkingandProblem

Solving Skills 
3.  Essential Management Skills 
4. PresentationandCommunicationSkills

5.  Effective Customer Service and 
 Complaints Management 
6. HowtoPrepareandMaintainFullSetofAccounts
7. ProductionPlanningandControl
8. InventoryandStoresManagement
9. MaterialsPlanningandControl
10.OperasiStordanGudang
11.PerancangandanPengawalanInventori
12. Supply Chain Management 
13. Logistics Management in Manufacturing 
14.UnderstandingISO9001:2008QualityManagement

System Requirements 
15.ISO9001:2008QualityManagementSystem
 Internal Audit 
16.7AlatQCdanPelaksanaanQCC
17. Teknik Kawalan Kualiti Untuk QC 
18.Teknik-TeknikPeningkatanProduktiviti
19.PenyelenggaraanAsasUntukJuruteknik
20.OccupationalFirstAidSkillsandCPR
21. Mengendali Bahan Kimia Dengan Selamat 

FMM Institute Selangor Branch - 
Location Map  ........................................................ 45

Registration Details and 
Registration Form ................................................. 47

Calendar 2014  ....................................................... 49



2014 TRAINING CALENDAR            FMM Institute Selangor Branch

FMM INSTITUTE 
Profile

F
MM Institute, a subsidiary company of the Federation of Malaysian Manufacturers, 
wasestablishedtoprovideindustry-relevantskillstrainingforthemanufacturing
and services sectors for the continuing development of the human capital. It 

was incorporated on January 12, 1999. The Institute on average conducts 1,000
programmes and trains 18,000 participants in various categories of programmes
nation-wideannually.

Inlinewithitsprimaryobjectivetodevelopthepotentialsandenhancetheskillsof
personnel at every level of industry, FMM Institute offers a wide range of functional 
corporate training programmes to cater to the needs of the manufacturing and 
services sectors. The Institute is also approved by the SME Corporation Malaysia to 
conductSMEsSkillsUpgradingProgrammesforSMEssoastoenjoythe70%SMEs
Skills Upgrading Grant.

FMM Institute, Selangor Branch is located in Hicom Glenmarie, Shah Alam to service 
member companies in Selangor totaling about 1200 members.
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PuanSitiNazihahAbHalim

email: siti_nazihah@fmm.org.my               

Cik Haslinda Harun 

email: haslinda@fmm.org.my                          

PuanNorShimahHashim

email: shimah@fmm.org.my                    

General 

email: fmmselangor@fmm.org.my 

FMM Institute, Selangor Branch
No.34,JalanPekedaiU1/36,

HICOMGlenmarie,40150ShahAlam,Selangor
Tel:03-55692950/4471/4171

Fax:03-55694346/2576

CONTACT



7

2014 TRAINING CALENDAR            FMM Institute Selangor Branch

TRAINING 
SCHEMES
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Human Resource Development Fund (HRDF)

EmployerswhoareregisteredwithPembangunanSumberManusiaBerhad(PSMB)areeligiblefortraining
grants through the various schemes available under the HRDF. The schemes are as follows:

• SBLScheme
 Employers can claim for reimbursement from HRDF upon completion of programme. However, 

approval from PSMB is required prior to commencement of programme by completing the 
SBL online application form. Training grants can be considered for all types of training programmes 
(bothin-houseandexternal)fortheretrainingandskillsupgradingofemployeesrelevanttotheneeds
of employers

• PROLUSScheme
 Employers can claim for reimbursement without the need to apply for prior approval. It is only for 

trainingprogrammeswithApprovedTrainingProgramme(ATP)status.

• PERLAScheme
 FMM Institute will claim the entire amount directly from the employer’s account with HRDF. No prior 

approval is needed under this scheme. However, employers are required to reserve levy through the 
onlinesystemforpaymentofcourse fee toFMMInstitute.Employermust submitFormPSMB/PER/
T2/06 toFMM Institutebefore thecommencementofprogramme. It isonlyapplicable for training
programmeswithApprovedTrainingProgramme(ATP)status.

• SBL-KHASScheme
 Similar to thePERLAschemebut approval from PSMB is required prior to commencement of 

programme by completing the SBL-KHAS online application form. Employers must submit 
Form PSMB/SBL-KHAS/T2/09 to FMM Institute prior to commencement of programme.

• SMECorporationMalaysia(SMECorp)
 Underthisscheme,atotalof35SMEsSkillsUpgradingProgrammeswereapprovedbySMECorporation

MalaysiatobeconductedforSMEssoastoenjoythe70%SMEsSkillsUpgradingGrant.

Eligibility to SMEs Skills Upgrading Programmes
  
Manufacturingsector(includingagricultural-basedindustries)andmanufacturing-relatedservices-annual
salesvalueisnotmorethanRM50millionorwithlessthan200full-timeemployees.
  
Servicessector(includingICT)-annualsalesvalueisnotmorethanRM20millionorwithlessthan75full-
time employees.
  
SMEsmustberegisteredundertheCompaniesAct1965(PrivateLimitedcompanies)ortheRegistration
ofBusinessAct1956(Enterprisecompanies)withmajorityMalaysianshareholders(minimum60%).SMEs
who contribute to the HRDF can also apply for training grants under the various schemes available under 
theHRDF.TheSMEsSkillsUpgradingProgrammescanalsobeconductedonin-housebasis.

TRAINING SCHEMES
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1. MANAGEMENT AND 
PERFORMANCE DEVELOPMENT

1.1 Coaching and Mentoring Skills

Objectives
• In-depth understanding of the principles of

mentoring, coaching and management styles
• Applythecoachingmodelsintheworkplace
• Understandthatcoachingisanintegralpartofa

manager’s effective leadership strategic
• managementactivity
• Learn“what to say”and“how to say it”when

coaching
• Prepare, deliver and review coaching and

mentoring sessions
• Maketherightdecisionsincludingtheunpleasant

ones
• Enrolothersduringtheirleadershipapplication

Contents
• TheKatzModelofSkills
• ManagingPerformance
• CoachingattheWorkplace
• CounsellingDifficultWorkers
• MentoringWorkPerformance
• MentoringSystem
• NurturingandRetainingKeyTalents
• Feedback
• BeingaMentorisaNewParadigm
• MappingtheWay

WhoShouldAttend
Heads of Department, Managers and Assistant Managers                      

Dates:June4-5
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

1.2 Effective Time Management

Objectives
• Listbarrierstosuccessfultimemanagement
• Understandanddemonstratetheuseofto-dolist

and the ABC prioritisation technique
• Explain the benefits and drawback of various

calendar systems
• Managevoicemailtoreducetimespentchecking

messages
• Write SMART goals and develop strategies to

achieve them
• Demonstratehowtosay‘no’
• Takecontrolofmattersthatwouldderailworkplace

productivity
• Delegatetasksandassignments
• Developanactionplanforbetteruseoftime

Contents
• TheRealitiesofTime
• JumpStartYourDay:ProvenTimeToolsthatWork
• TimeStealersBeGone:EliminatingTimeWasters

for Good
• ProcrastinationPest:KillingthatBugforGood
• BeSmart:GoalSettingforPeakPerformance
• OrganisingYourWorkAreaandYourPaperwork
• I’mDrowning:ALifejacketPlease
• WorkingBetterwithOthers
• MeetingTimeandItsEffectiveness
• TacticsforManagingHomeTimeBetter

WhoShouldAttend
Managers, Executives and Supervisors.

Dates:Apr7-8,Sept29-30
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

CORPORATE TRAINING PROGRAMMES
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CORPORATE TRAINING PROGRAMMES

1.3 Emotional Intelligence at Work

Objectives
• Develop the paradigms to balance and manage

logic and emotions daily
• Identify practical alternatives in dealing with

emotions
• Focus energy into the right areas to produce

optimum results in personal and professional life
• Createparadigmstobeoptimisticandresponsible

forself-success
• LearnthefivecriteriaofEQmaturity
• Seethingsinanewperspective
• Developtrustworthiness,responsibility,proactivity

and ownership

Contents
• EmotionalIntelligence(EQ)
• EnhancingEQinHumanRelations
• BuildingTrustintheWorkplace
• Self-AwarenessandGrowth
• EQinLeadership
• EQinBuildingTeams
• SuccessAgreementSystem

WhoShouldAttend
Managers, Executives and Supervisors.

Dates:Apr9-10
Duration: 2 days 
Scheme:SBL/SBL-KHAS
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

1.4 Enhancing Your Creative Thinking and Problem 
Solving Skills

Objectives
• Analyseandinterpretpatterns
• Seepatternsandtrends(bothobviousandhidden)
• Identifycauseandeffectrelationships
• Comeupwithcreative,innovativeandout-of-the

box solutions
• Justify recommendations ina rationalandsound

manner

Contents
• ProblemDefinitionandAssessment
• PuttingYourselfWithinStrikingDistance
• CreativeTechniquesandToolsI
• CreativeTechniquesandToolsII

WhoShouldAttend
Managers, Strategic Planners, Entrepreneurs and
Executives.

Dates:Apr14-15,Aug25-26
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600
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1.5 Essential Management Skills

Objectives
• Appreciatetheroleofthemodernmanagerinline

with organisation’s vision and goals
• Develop self-awareness and better management

values
• Improveinterpersonalskillstoplayamoreeffective

role as managers
• Motivatethemselvesandtheirteams
• Cultivatebetterleadershipskillsandtechniquesto

enhance a better working environment
• Apply effective communication skills to create a

caring, trusting, honest and respectful environment
• Buildadynamicteamthatisabletoachievehigh

performance
• Accept accountability and accept or adapt to

changes

Contents
• ManagementStyle
• PersonalAwareness
• InterpersonalSkills
• MotivatingOurselvesandOthers
• DevelopingLeadershipStyles
• CommunicationParExcellence
• BuildingaDynamicTeam
• ManagingChange

WhoShouldAttend
Managers, Executives, Supervisors and others who need 
to acquire managerial skills to ensure better performance.

Dates:May5-6,Sept2-3
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

1.6  The Heart and Techniques of Leadership

Objectives
• Choosetobuildcommunicationbridgesforbetter

relationships
• LearntheSituationalLeadershipmodel
• Practicecoachingandmentoringskillstonextlevel
• Leadbyrole-modellingthevaluesofleadership
• Realise that Emotional Intelligence (EQ) is the

foundation of effective leadership
• Createstrategiestobuildandsustaintrustasthe

leader in your team

Contents
• LeadershipStyleDiagnosis
• TheKatzModelofSkills
• LeadershipStyles
• CoachingatWorkplace
• EmotionalIntelligenceChoices
• EmotionalIntelligenceLeadership
• SuccessFormula
• ManagingConsequences

WhoShouldAttend
Executives and Supervisors

Dates:Sept8-9
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

CORPORATE TRAINING PROGRAMMES
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1.7 Presentation and Communication Skills

Objectives
• Improvepresentationabilities
• Buildgreaterinterpersonalrelationships
• Enhancejobperformance
• Becomeabettercommunicator

Contents
• IsCommunicationReallythatImportant?
• Communication is theMain Ingredient inService

Culture
• Pre-PresentationPlanning
• PresentationPlanningSheet
• EffectivePresentationSkills
• ImproveYourHandouts
• GroupPresentationProject
• ObstaclesinCommunication
• CommunicationintheOffice
• BeaGoodListener
• TheAmazingPowerofHumanRelations
• ArtofCriticism
• CommunicationistheWaytoTeamwork

WhoShouldAttend
Managers,Executives,Supervisors,Manufacturing/Service
staff and those who want to enhance their presentation 
and communicative skills as well as to further improve 
interpersonal relationships.

Dates:Nov3-4
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

2. CUSTOMER SERVICE, SALES 
AND RETAIL

2.1 Effective Customer Service and Complaints 
Management

Objectives
• Savemoneybydoingwhatyourcustomerswant

and eliminating what they don’t really care about
• Balance customer needs with the reality of your

business operations
• Createandkeepaservicegapbetweenyouand

your competitors
• Reducecustomercomplaints
• Spotareasneedingimmediateimprovement
• Developanattitudeof“surprisinganddelighting

thecustomer”
• Usemeasurementtorewardratherthanpunish

Contents
• PreparingtheOrganisation
• DevelopingCustomerFocus
• CreatingaStrategyforExcellentService
• DesigningaSystemtoConsistentlyDeliver
• TrainingandSupportingOurFront-Liners
• Measuring and Implementing an Excellent

CustomerServiceProgramme
• Complaints Management: Changing Complaints

to Compliments

WhoShouldAttend
This course is specially designed for those who are at the 
executive, supervisory and managerial levels and who are 
inchargeoffront-lineandsupportstaffinthecustomer
service, sales and marketing department.

Dates:Jun9-10
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

CORPORATE TRAINING PROGRAMMES
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2.2 Sales Negotiations

Objectives
• Identifythe“don’ts”insalesnegotiating
• Identifynegotiatingobjectives
• Applythevariousstrategiesandtacticsrequiredin

sales negotiations
• Assessleveragesandlimitations,mustsandwants
• Assess the key parties and key influences in the

buyer negotiating team
• Usethevariousnegotiationsplanningtools

Contents
• WhatisinvolvedinSalesNegotiations?
• SalesandNegotiationCrimes
• BasicSalesNegotiationPrinciples
• IdentifyingNegotiationObjectives:OursandTheirs
• AssessingLeveragesandLimitations
• AssessingtheKeyPartiesandKeyInfluences
• NegotiationStyles
• PlanningWin-WinStrategiesandTactics
• NegotiationTools

WhoShouldAttend
SalesManagers,SalesExecutivesandSoleProprietors.

Dates:Jan20-21
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

2.3 Key Account Management

Objectives
• Buildpartnershipandcustomercareprogrammes

that work
• Build business strategies that capitalise on long-

term relationships with your best and profitable
customers

• Gain competitive advantage by putting in value
andtakingoutnon-value

• Create new markets for customers with diverse
needs

• Developwin-winsolutionswithyourcustomers
• Build long-term tactical plan to reinforce closer

relationships with your customers

Contents
• TheImportanceofAccountManagement
• TheValueChainofYourOrganisation
• TheBuyingTeam
• Negotiation-SellingStrategy
• DevelopingaRelationship-BuildingPlan
• ManagingKeyAccount
• ControlandMeasuringSuccess
• TheCustomerPurchasingLedger
• TheDailySalesReport
• TheWeeklyPlanner
• TheMonthlyPerformanceReview
• ManagingServiceBreakdown

WhoShouldAttend
Sales/Marketing  Managers and Sales/Marketing
Executives.

Dates:Mar24-25
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

CORPORATE TRAINING PROGRAMMES

NEW
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2.4 Drafting a Marketing Plan

Objectives
• Formulateanddraftasimplemarketingplan
• Gain an overview of the basic concept and key

functions of marketing
• Familiarise themselves with the meaning of

specialised terms commonly used in marketing
• Understand specific application of strategic

planning in the consumer, industrial and service 
sectors

• ApplythefourPsofmarketing
• Integrateadvertising,salespromotionandpublic

relations into their overall strategic planning

Contents
• TheBenefitsofaMarketingPlan
• WhereareYouNow?
• ThePositionAudit
• WheredoYouWanttoBe?
• TheStrategicIssues
• WhichistheBestWaytoGetThere?
• TheTacticalIssues
• PuttingDetailstothePlan
• MarketingActionPlan
• MarketingActionTimetable
• MonitoringandControllingthePlan

WhoShouldAttend
Sales/MarketingPersonnel.

Dates:Feb17-18
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

2.5  Don’t Hit Your Target, Break Them! 
 With Power Selling! 

Objectives
• Toempowerthesalesprofessionalswithadvance

selling concept and skills
• Touplifttheskillsetsofseasonedsalesprofessionals

and thus increase their sales success. 
• How to managing various selling situations with

strong emphasis on the buying psychology, 
practical techniques, consultative approach and 
building long term client relationship

Contents
• SecretofPowerSeller1
• ConnectingwiththeCustomer
• UncoveringNeeds
• PresentingSolutions
• GettingCustomerCommitment
• SecretofPowerSeller2

WhoShouldAttend
Sales/MarketingPersonnel.

Dates:May5-6,Nov3-4
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

CORPORATE TRAINING PROGRAMMES

NEW



16

FMM Institute Selangor Branch                2014 TRAINING CALENDAR

3. FINANCIAL MANAGEMENT

3.1 Finance for Non-Financial Managers and 
Executives

Objectives
• Equippedwithknowledgeoffinance,inorderto

effectively manage the business organisation
• Understand the concepts, language and basic

rulesofaccountingandfinance
• Buildconfidenceinapplyingthepracticalfinancial

toolslearnttoevaluateinvestment,financeand
• makeotherbusinessdecisions
• Analyseaccountingdata,evaluatestrategicoptions

andinterpretcorporatefinancialperformance

Contents
• IntroductiontoFinance

- BuildingFinancialKnowledge
- UnderstandingFinancialStatements

• HowtoGetValuefromUnderstandingCosts
- IntroductiontoCostBehaviour
- BusinessContributionMargin

• UnderstandingBusinessFuture
- BudgetaryPlanning
- GeneratingRevenue
- BusinessControl

• WorkingCapitalCanMakeorBreaktheBusiness
- HelpingtoManageWorkingCapital

WhoShouldAttend
Professionals,ManagersandExecutivesfromallfunctions
whohavenoformaltraininginfinanceandaccounting,
butneedtounderstandandinterpretfinancialstatements
to carry out their work responsibilities more effectively.

Dates:Jun4-5,Nov7-8
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

3.2 How to Prepare and Maintain Full Set of 
Accounts

Objectives
• Understandthebasicsandnecessityofaccounting
• Understand the glossary of accounting terms,

accruals, prudence and matching concepts, 
accountingprinciples,financialstatements,journal
entries, etc

• Explain the concept of double-entry (debits and
credits) and fully understand what is meant by 
‘booksmustbebalanced’

• Understandtherelationshipbetweenallaccounts
and the financial statements (how and which
category they fall into)

• Knowhowtoprovidefordepreciation,baddebts
and other entries

• Interpretfinancialstatement
• PrepareBalanceSheetandIncomeStatement

Contents
• HistoryandtheNecessityofBookkeeping
• GlossaryandUnderstandingofTerms
• Conceptof‘Double-Entry’inAccounts
• Accruals,PrudenceandMatchingConcepts
• Journal Entries, Posting into Accounts and Fixed

Assets Accounting
• AccountsReceivable,AccountsPayableandBank

Reconciliation
• InventoryAccountingandMethodsofValuation
• Hire-PurchaseandLoanAccounting
• ShareCapital,SharePremiumandOtherSources

ofFundingandReflectioninBooks
• InterpretationofFinancialStatements

Who Should Attend
Accountants, Accounts and Finance Executives, Accounts 
Clerks and Bookkeepers.

Dates:Apr14-15,Aug18-19
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

CORPORATE TRAINING PROGRAMMES
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4. HUMAN RESOURCE AND 
INDUSTRIAL RELATIONS

4.1 HR Skills for Junior Executives

Objectives
• This course aims to provide an employee, new

to the human resource profession, an overview 
of thefunctions of Human Resource so that the 
new employee acquires a basic knowledge of 
expectations in the role as a Human Resource 
Personnel.

Contents
• OverviewofHumanResourceManagement
• TheLabourLawsinGeneral
• ManpowerPlanning
• TrainingYourHumanCapital
• EmployeeRewardandRemuneration
• TheScopeandFunctionofPayrollSection
• CommonDisciplinaryIssues
• PerformanceManagementProgrammes
• Communication
• ImportanceofDocumentation
• WorkingEnvironment

WhoShouldAttend
Executives,Officersandthosewhoarenewtothehuman
resource function.

Dates:May21-22,Nov5-6
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

4.2 Conducting Training Needs Analysis (TNA) and 
Evaluating Training Effectiveness

Objectives
• Identifytheorganisation’strainingneedsthrough

needs assessment
• ConductaneffectiveTNAtosuccessfully identify

suitable organisational, functional/technical,
personal behavioural competencies and skills 
required to meet organisational vision

• Preparestrategictrainingplansfortheorganisation
in order to improve competence and achieve more 
accurate results

• Develop a master plan of recommendations
for future training strategies based on the TNA 
findings

• Apply the various evaluation techniques at key
stages of training implementation plan

• Establish a process and evaluation procedure to
manage the training effectiveness

Contents
• TrainingandDevelopmentBasics
• TrainingNeedsAnalysis(TNA)
• TheFormalTNAProcess
• ThreeLevelsofNeedsAssessment
• TrainingNeedsAssessmentStepsandTechniques
• EvaluatingTrainingProgrammes
• Analysing the Present Quality Procedure for

Training
• Understanding Work-Based Competency Plan

(WBCP)asaBasisofMeasurement
• MakingYourTrainingOutcomesVisible

WhoShouldAttend
Trainers, Managers, Executives, Human Resource 
Development Specialists and others who make decisions 
about training and are involved in analysing, designing 
and implementing organisational training plans.

Dates:Mar17-18,Aug11-12
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

CORPORATE TRAINING PROGRAMMES
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CORPORATE TRAINING PROGRAMMES

4.3 HRM: Recruitment and Selection

Objectives
• Understandtheimportanceofrecruitmenttotheorganization
• IdentifytheoutcomesoftheSelectionDecisiontotheorganization
• Detailthemainbiasesthatcanoccurduringtheselectionprocess
• ImplementaneffectiveRecruitmentProcess
• Understandthefunctionoftheinterviewandtypesofinterviewquestionsthatcanbeemployed
• Discussapplicationsofpsychometrictestingwithintherecruitmentprocess
• Effectivelymeasuretherecruitmentprocess

Contents
Session I
• Recruitment&theorganization
• Goals&Philosophyoforganization
• Theselectiondecision
• Reliability&Validity
• Biasesinselection
Session II
• TheRecruitmentProcess
• JobAnalysis
• JobDescription–KeyElement
• InternalRecruiting
• Bestpractices
• ExternalRecruiting
Session III
• RecruitmentInterview
• Assessment
• InterviewObjectives
• TypesofInterviewQs
• Psychometrictesting/validity
• Referencechecking
Session IV
• MeasuringRecruitment
• QualityofHire
• InterviewTime
• Costperhire
• InterviewCost
• Recruitereffectiveness
• Summary

WhoShouldAttend
Heads of Departments, All HR managers, executives and 
Line Managers

Dates:Mar13-14,Sept8-9
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

NEW
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CORPORATE TRAINING PROGRAMMES

4.4 Performance Management & KPIs Proposal

Objectives
• Understandtheconceptsofperformancemanagement
• Discoverthemainobstaclestoeffectiveperformancemanagement
• Understandthenatureoftheperformancemanagement&MBO
• Understandarangeoftechniquesthatcanbeappliedinperformancemanagement
• UsethesetechniquestobuildaneffectiveKPIssystem
• Explainthebenefitsofhavinganeffectiveperformancemanagement&KPIssystem
• UnderstandandpracticetheskillsofconductinganeffectiveperformanceappraisalusingKPIs

Contents
Day 1
PerformanceManagement:
• DefinitionofPerformanceManagement
• ShiftsinPerformanceManagement
• PerformanceManagementToolkitforconsistency
• ReasonsforPerformanceManagement
• Performanceappraisalpreparationand
 conducting appraisal
• Challengesofperformanceappraisal
• JobAnalysisandSelf-Assessment
• GradingSystemandrewards/benefits
• Biasandhaloeffect
• Resultscommunicated
• Lackofproperlocation
Day 2
KeyPerformanceIndicators:
• DefinitionKeyPerformanceIndicators(KPIs)
• ExamplesofKPIs
• GoalsofKPIs
• DesignofKPIsandtheuseofKPIs
• KPIcharacteristics&Workshop
• Theroleofsupervisor/individual
• CreatingaBenchmark
• ManagingIndividualPerformance

WhoShouldAttend
All HODs, Managers, Human Resource Managers,
Executives, Officers,  Planners and anyone who is
responsibleforKPIsdevelopmentandmonitoring

Dates:Apr28-29,Oct13-14
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

NEW
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5. EXPORT MANAGEMENT

5.1 Shipping the Right Way: Procedures, 
Documentation and INCOTERMS 2010

Objectives
• Understandtheimportandexportproceduresand

documentation from a practical point
• Learn the various steps of import and export

proceduresanddocumentationflow
• Determinethecorrectdomesticandinternational

trade terms, which offer greatest cost savings
• Avoid shipping errors and accurately describing

the materials to be shipped
• Identify proper claims procedures and obtain

thorough understanding on claims documents
• Gain an update on the relevant Government

Controlling Regulatory Trade Requirements

Contents
• ImportDocumentationandProcedures

- InternationalPurchases
- IssuesinInternationalPurchasing
- ImportLicenses
- HandlingHazardousMaterials
- DocumentaryCredit
- Various Steps of Import Procedures and

Documentation Flow
- DutyDrawbackandClaimsProcedures
- DirectRelease

• ExportDocumentationandProcedures
- Various Steps of Export Procedures and

Documentation Flow
- TipsforImportersandExporters
- CaseStudies

• INCOTERMS2010

WhoShouldAttend
Those who are involved in import/export/shipping
operation; freight forwarding; purchasing and supply 
chain activities; transporting; bill processing; trade 
documentation; manufacturing; sales administration; 
marineinsurance;financeandadministration.

Dates:Feb5-6,Aug13-14
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

5.2 Import and Export Fundamental Principles

Objectives
• Demonstrateanunderstandingofthetheoretical

and practical principles of Import and Export in
• order for them to make effective decisions in

carrying out the obligations of importers and 
exporters

• Use contemporary skills to minimise shipping
hazards anticipated

• Usetheknowledgeortoolsavailableaschecklist
to plan the documentary and cargo flow in an
effective manner

Contents
• OverviewofImportandExport
• Documentation
• Various Modes of Transportation (Land, Sea and

Air)
• InternationalTradeTerm
• InternationalTradeFacilities
• Shipper’sLiabilities
• CustomsProceduresIncludingDrawback

WhoShouldAttend
Those who are involved in import/export/shipping
operation; freight forwarding; purchasing and supply 
chain activities; transporting; bill processing; trade 
documentation; manufacturing; sales administration; 
marineinsurance;financeandadministration.

Dates:May28-29,Nov3-4
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

CORPORATE TRAINING PROGRAMMES
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5.3 Letters of Credit (LC)

Objectives
• Understandthevarioustypesofletterofcredit
• Understand the need for banking facilities to

meet the short-termand the long-termfinancial
requirement of a business

• Knowtheoperatingproceduresofvariousbanking
facilities for importers and exporters

Contents
• DefinitionofLetterofCredit
• Payment terms/methods of settlement in

international trade
• LetterofCreditapplicationchecklist
• Beneficiarychecklist
• NormalIrrevocableLetterofCredit(LC)
• UnconfirmedLC,ConfirmedLC,RedClauseLC,

Revolving LC, Transferable LC, Back-to-Back LC,
Standby LC

• PartiesInvolvedinLCTransaction
• Export documents pertaining to LC – Invoice,

draft,billofLading,certificateofOriginetc.
• Discrepanciesinexportdocuments–arethereany

alternatives for exporters to present documents 
withdiscrepancies,tonegotiatingbank?

• HighlightonUCP600-relevantarticles
• INCOTERMS
• International Standard Bank Practice (ISBP) for

Examination of
• DocumentsUnderLetterofCredit

WhoShouldAttend
Financial Controllers, Account Executives, Finance 
Executives and personnel involved in importing, 
manufacturing, exporting, shipping, freight forwarding, 
and trading concerns.

Dates:Mar5-6,Aug20-21
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,300Non-MembersRM1,600

6. OPERATIONS AND LOGISTICS

6.1 Production Planning and Control

Objectives
• Explainacomprehensiveoverviewof thevarious

aspects of production planning and scheduling
• Develop skills in viewing and analysing specific

production problems with an understanding of 
theorganisations’objectives,needsandresource
constraints

• Use tools and techniques for the analysis of
production problems

Contents
• OperationManagementandProductionPlanning

and Control
• Forecasting
• AggregatePlanning
• CapacityPlanning
• LocationRoleinInventoryManagement
• MasterSchedulingforProduction(MPS)
• MaterialsRequirementPlanning(MRP)
• OperationsScheduling(OS)
• InventoryManagement

WhoShouldAttend
ProductionManagers,ExecutivesandSeniorSupervisors
whoare responsible formanufacturing.Others involved
inplanningandproductioncontrolwillalsobenefitfrom
this programme.

Dates:May15-16
Duration: 2 days S
cheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES

REVISED
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6.2 Effective Negotiation Skills for Purchasers

Objectives
• Identify concepts and practices of successful

negotiations to improve competency in achieving 
organisationalpurchasingobjectives

• Applynegotiationskills,techniquesandknowledge
in effectively executing the tasks of getting the 
best deal in buying of materials and services

• Gainconfidenceininterfacingwithvendors

Contents
• WhatisNegotiation?
• InternalandExternalNegotiations
• AnalysisofCurrentStyle
• PreparationandPlanning
• SettingBuyingObjectives
• InformationGathering
• ThePowerofListening
• AppropriateQuestionTypes
• MethodsofPersuasion
• RulesforPersuasionTechniques
• TheHumanElements

WhoShouldAttend
Purchasing Managers, Executives and Officers who are
interested to acquire the knowledge, techniques and 
skills innegotiatingwillfind theprogrammeusefuland
beneficial.

Dates:Apr7-8,Sept24-25
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

6.3 Materials Planning and Control

Objectives
• Examine various aspects of managing materials

requirements
• Designasystematicapproachinordertoprevent

down times caused by materials shortages and 
other delay factors

• Planandforecastmaterialsintermsofeconomical
andoperationalefficiencies

Contents
• OrganisationandFunctionsofMaterialsPlanning

and Control
• BudgetandBudgetaryControl
• MasterSchedulingPlan(MSP)
• DistributionRequirementsPlanning(DRP)
• Time-PhasingRequirements(TPR)
• CapacityRequirementsPlanning(CRP)
• MaterialsRequirementsBudget(MRB)
• MaterialsRequirementsPlanning(MRP)
• WorkStudy
• Statistical Considerations in Materials Planning

and Control
• Break-EvenAnalysis

WhoShouldAttend
Purchasing Executives, Materials Planners, Purchasers,
Logistics Managers, Inventory Controllers and all those 
whose jobsrequirethemtoplanandorganisematerials
tomeettheirorganisations’objectives.

Dates:Apr21-22
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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6.4 Operasi Stor dan Gudang

Objectives
• Identifytheprinciplesandfunctionsofoperating

store and warehouse in order to increase 
productivity

• Identifytheresponsibilitiesofthestaffmembersof
store and warehouse management

• Apply proper and good practices in the
management of store and warehouse

Contents
• Stor dan Inventori – Kaitannya dengan Operasi

Perniagaan
• Perhubungan Stor dengan Jabatan-Jabatan Lain

dalamOrganisasiPerniagaan
• PengenalandanKodifikasiBarang
• KawalanInventori
• SistemLokasiStok
• Prosedur-ProsedurdalamPentadbiranOperasiStor
• PemeriksaandanPengiraanStok
• PerakaunanInventori
• KeselamatanKerjadiStordanGudang
• KeselamatanHartaBendaStordanGudang

WhoShouldAttend
All personnel from the store and warehouse management 
functions who have difficulty in comprehending the
contents of a similar programme conducted in English 
Language.

Dates:Mar10-11,Aug10-11
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

6.5 Perancangan dan Pengawalan Inventori

Objectives
• Identify concepts and practices of planning and

controlling inventory
• Apply the techniques, knowledge and skills to

effectively execute the tasks entrusted
• Uplifttheconfidenceoftheparticipantstoinitiate

development in managing inventory effectively

Contents
• Konsep
• Organisasi
• KlasifikasiBahan-bahanKeperluan
• PerancanganInventori
• MenentukanKeperluanInventori
• PerancanganKeperluanBahan
• Maklumat-MaklumatPentingdalamPerlaksanaan

MRP
• KonsepdanAmalanJIT
• MengawalBahan-bahanLebihandanBuangan

WhoShouldAttend
Executives, Supervisors and Clerks who are directly or 
indirectly involved in materials planning and control, 
inventoryandfinancialcontrol.

Dates:Dec1-2
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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6.6 Supply Chain Management

Objectives
• Have a comprehensive overview of the various

aspects of supply chain management
• Linkforecastingtocapacity
• Enhance understanding and decision making

capability in scheduling and sequencing
• Betterquantify,measureandseekimprovements
• Understandandanticipate issuestoreducecosts

and wastes
• Improve handling of the critical components -

culture and human resource

Contents
• SupplyChainManagement
• SupplyChainOptimisation
• RolesofSourcingandPurchasing
• Capacity
• HumanMatrixOptimisation
• TheRoleofJust-In-Time(JIT)
• 5BasicActivitiesofSupplyChain
• OperationalSchedulingandSequencing
• SupplyChainSuccess

WhoShouldAttend
Managers,Executives,OfficersandSupervisorswhodeal
with a whole spectrum of business and organisation 
processes, from sales, purchasing, manufacturing, 
warehousing, logistics, and etc.

Dates:Jun26-27
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

6.7 Logistics Management in Manufacturing

Objectives
• Understandthefundamentalprinciplesoflogistics

and support to manufacturing
• Know the importance of logistics related to

customer service, inventory management, 
transportation, storage and material handling, 
packaging and reverse logistics in manufacturing

• Use logistics strategies in achieving logistics
effectiveness

• Integrate logistics in manufacturing with supply
chain management

Contents
• Logistics Management, Business Logistics and

ProductionLogistics
• Improving the Effectiveness of Logistics

Management
• LogisticsRolesandImpactsinProductionKPIs
• LogisticsFunctioninToday’sManufacturing
• LogisticsTransformationinGlobalArena
• AnalysingValueChainActivities
• Change Management in Logistics Management

and Manufacturing
• LogisticsStrategiesinManufacturing

WhoShouldAttend
All levels of employees in logistics.

Dates:July13-14
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500
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7. QUALITY SYSTEMS AND 
PRODUCTIVITY IMPROVEMENT

7.1  Understanding ISO 9001:2008 Quality 
Management System Requirements

Objectives
• GainknowledgeoftheISO9001:2008Standard
• Identifykeyprocesses,includingprocessmapping,

andtechniquesrequiredinfulfillingthe
• standards
• Identifyandmanagethekeyandsupportprocesses
• Acquireknowledgetohelpprepareyourcompany

forQMScertificationormaintenance
• Improve customer satisfaction through

understanding and application of the international 
standards

• Develop a business management system control
plan

Contents
• IntroductiontoISO9001:2008
• Understanding Section 4 Quality Management

System
• Understanding Section 5 Management

Responsibility
• UnderstandingSection6ResourceManagement
• UnderstandingSection7ProductRealisation
• Understanding Section 8 Measurement, Analysis

and Improvement

WhoShouldAttend
Managers, Executives, Officers, Internal Auditors and
Engineers.

Dates:Aug11-12
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

7.2  ISO 9001:2008 Quality Management System 
Internal Audit

Objectives
• ExplaintheISO9001:2008standardrequirements
• Adopt the auditing process, including process

auditing, and techniques required to fulfil the
standards’ requirements through a case study 
exercise

• Evaluatethesignificanceofauditfindings
• Reportauditfindingsandcompletereports
• Applyknowledge tohelpprepareyourcompany

for QMS external audits
• Improve customer satisfaction through

understanding and application of the standards

Contents
• ReviewtheISO9001:2008Requirements
• AuditorRolesandResponsibilities
• ProcessApproachtoAuditing
• OverviewofProcessApproachtoAuditing
• P-D-C-AandP-D-S-AAuditingCycles
• InternalAuditInputsandOutputs
• ManagementSystemsAuditModels
• PlanninganAudit
• PreparingAuditChecklist
• ConductingtheAudit
• AuditReporting
• AuditTeamMeeting
• CorrectiveActionandPreventiveAction
• AuditClosure

WhoShouldAttend
Managers,QMR,InternalQuality/EnvironmentalAuditors,
Executives,Officers,Engineers,Supervisors,LineLeaders
and Technicians.

Dates:Apr16-17,Aug27-28
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500
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7.3 Lean Manufacturing for Optimum Efficiency

Objectives
• Understand theconceptsand implementationof

Lean Manufacturing
• Have a working knowledge of Kaizen and

Continuous Improvement
• Enhanceawarenessofwastesreduction
• Comprehend Just-in-Time and push/pull

production
• UsePokaYoketoidentifyorpreventproblems

Contents
• IntroductiontoLean
• WasteIdentificationandElimination
• LineBalancing
• VisualManagement
• PokaYoke
• KaizenandContinuousImprovement

WhoShouldAttend
Managers, Executives and those who wish to improve 
their understanding and skills in relation to the application 
of lean management in manufacturing.

Dates:Apr3-4
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

7.4 Value Stream Mapping

Objectives
• “Seetheflow”ofyourvaluestreamandwastesin

theflow
• Viewallproductsfromasystemperspective
• Understandbothmaterial and informationflows

of your value stream
• Draw a blueprint for lean transformation - the

future state map
• Prioritise activities needed to achieve the future

state

Contents
• IntroductiontoValueStreamMapping
• Characteristics,BenefitsandImportanceofValue

Stream Mapping
• CurrentStateMap:Step-By-StepGuide
• EstablishTaktTime
• CompilePresentStateMap
• FutureStateMap:Step-By-StepGuide
• CompileFutureStateMap
• CommonSymbolsUsed
• LimitationsofValueStreamMapping
•
• SupportingToolsandTechniques

WhoShouldAttend
Engineers, Managers, Executives and Supervisors from all 
departments and those who are involved in streamlining 
work processes, cutting lead times, reducing costs, 
improving customer satisfaction and increasing quality.

Dates:Mar17-18
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES



27

2014 TRAINING CALENDAR            FMM Institute Selangor Branch

7.5 Failure Mode and Effect Analysis (FMEA)

Objectives
• Definefailuremodeandeffectanalysis(FMEA)
• Explain how FMEA helps improve reliability, cost

and lead time
• Identifythe3stagesof“BathtubCurve”andtypes

of failures they represent
• Explain and illustrate the purpose of design and

process FMEAs
• UseandpracticeappropriateFMEAsatworkplace
• IdentifyseveralpotentialbenefitsofusingFMEA
• IdentifythekeyimperativesofaneffectiveFMEA

implementation

Contents
• FMEAApproachandBenefits
• FailureCauses
• FailureEffects
• MitigationandControls
• RiskAssessment
• RiskPriorityNumber(RPN)
• ReactionPlan
• DesignFMEA
• ProcessFMEA
• ServiceFMEA
• FMEAandControlPlanIntegration

WhoShouldAttend
Quality,ResearchandDevelopment,ProcessControland
Supplier Quality Engineers, Supervisors and Technicians.

Dates:May5-6
Duration: 2 days 
Scheme: SBL  
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

7.6 Bengkel Kualiti: 7 Alat QC dan Pelaksanaan QCC

Objectives
• ExplainQCCconceptanditsuse
• ExplainPDCAconceptandrelateitto7QCtools
• Collectandanalysedatausingthe7QCtools

Contents
• KonsepAsasQCC
• PDCA
• Checksheet
• CartaPareto(ParetoChart)
• RajahTulangIkan(Fish-BoneChart)
• CartaKekerapan(Histogram)
• CartaKawalan(ControlChart)
• GrafSerakan(ScatterChart)
• AnalisaBerlapisan(Stratification)
• PelaksanaanQCC

WhoShouldAttend
QCC Team Leaders, QCC Team Members, QCC Facilitators, 
Production/QC and QA personnel and Technicians from
OperatorleveltoSupervisorylevel.

Dates:Mar12-13
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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7.7 Teknik Kawalan Kualiti Untuk QC

Objectives
• Explaintheimportanceofprevention
• Explainconceptofzerodefect
• Conducteffectiveaudits
• Collectdatausingchecksheets
• AnalysedatausingParetodiagrams
• Implementeffectivesegregrationforthe

productionfloor
• ReadandunderstandAQLtables

Contents
• ApakahKualiti?
• BagaimanaMencapaiKualiti?
• DefinisiKonsep‘ZeroDefect’
• PeranandanTanggungjawab
• Sifat-SifatQA/QCCemerlang
• MencegahCampuran
• MengesandanMencegah‘Rejects’
• PengumpulanData
• AnalisaData
• JadualAQL
• AnalisaBerlapisan

WhoShouldAttend
QA/QC Inspectors,QA/QCSupervisors,QA/QCAuditors
and Quality Checkers.

Dates:Jun16-17
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

7.8 Bengkel Produktiviti: Pelaksanaan 5S

Objectives
• Explaineachofthe5Sindetail
• ExplainatleastthreesystemsforSeiri
• ExplainthesevenprinciplesofSeiton
• PrepareacompleteSeisoschedule
• Perform5Sauditandpresentreport
• Given a work area and materials, rearrange any

workplace to 5S standard
• Use5Skittostart5Simplementation

Contents
• KonsepdanManfaat5S
• SEIRI–Asingkan
• SEITON–Susun
• SEISO–Kebersihan
• SEIKETSU–Piawai
• SHITSUKE–Disiplin
• Pelaksanaan5S

WhoShouldAttend
5S Committee Members, Manufacturing, Administrative 
and Logistics personnel at all levels.

Dates:May19-20
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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7.9 Teknik-Teknik Peningkatan Produktiviti

Objectives
• Explaintheimportanceofanalysingandimproving

productivity in today’s business environment
• Defineandmeasureproductivity
• Identifyopportunitiesforproductivityimprovement
• Identifyobstaclestoproductivity
• Develop and evaluate productivity improvement

ideas
• Develop action plans to implement productivity

improvement ideas

Contents
• Produktiviti
• TeknikPeningkatanProduktiviti
• PengukuranKerja
• ModelRujukan
• PenyelenggaraanProduktifMenyeluruh(TPM)
• PenguranganKosBahan
• PengurusanKos
• TentuUkur(Benchmarking)
• Tindakan Mengelak Pembaziran dan

MeningkatkanProduktiviti

WhoShouldAttend
Managers, Department Heads, Executives, Supervisors 
and those who are interested to acquire the necessary 
knowledge and skills in improving productivity 
management in an organisation.

Dates:Sept24-25
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

7.10 Negotiation Skills

Objectives
• Understand the elements to a successful

negotiation
• Recognizethetraitsofaneffectivenegotiation
• Identify with the key concepts that apply to all

types of negotiation
• Understand the impact of culture and the

approaches to attain agreement
• Develop the right personal influence to reach

agreement

Contents
• IntroductiontoNegotiation
• YourstartingPoints
• PreparingforSuccesfulNegotiation
• UsingCulturetoAttainAgreement
• PowerPlayinNegotiation
• TheInfluentialNegotiator
• WhenRelationshipMattersinNegotiation
• CreateSatisfactionwithYourOutcome

WhoShouldAttend
Executive level

Dates:Sept24-25
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES

NEW
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8. ENGINEERING AND 
MAINTENANCE

8.1 Penyelenggaraan Asas Untuk Juruteknik

Objectives
• Understandmaintenanceconcepts
• Differentiatetheactivitiesofmaintenance
• Selecttherighttypeofmaintenance
• Maintainbasicequipmentconditionandoperating

standards
• Managesparepartseffectively
• Applyappropriatestockingstrategies
• Apply the seven-step process of implementing

preventive maintenance
• Identify the behavioural requirements for

maintenance personnel

Contents
• Penyelenggaraan
• Jenis-JenisPenyelenggaraan
• PemeliharaanKeadaanAsalMesin
• PengekalanPiawaiOperasi
• PenyelenggaraanPencegahEfektif
• PengurusanAlatGanti
• TatatertibUnggulPenyelenggaraan

WhoShouldAttend
All maintenance personnel will find this programme
beneficial.

Dates:Mar3-4
 Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

8.2  Penyelenggaraan Berjadual Terancang dan 
Ramalan

Objectives
• Understandmaintenancefunctions
• Identifythecausesofequipmentfailure
• Gainknowledgeonpreventivemaintenance
• Selectcriticalequipmentsandparts
• Prepare checklist and predictive maintenance

schedule
• Systematicallyimplementpredictivemaintenance

Contents
• PengenalankepadaPenyelenggaraan
• PenyelenggaraanTerancangBerjadual
• PersediaanuntukPenyelenggaraanTerancang
• SediakanSenaraiSemakdanJadual
• PelaksanaanPenyelenggaraanTerancang
• Pengenalan kepada Penyelenggaraan Ramalan

(PdM)
• PelaksanaanPenyelenggaraanRamalan

WhoShouldAttend
Engineers, Technicians, Supervisors and Maintenance 
personnel.

Dates:Sept3-4
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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8.3 Root Cause Failure Analysis for Maintenance

Objectives
• Understandwhatcausefailures
• Knowhowtoanalysefailures
• Apply‘decisiondiagram’methodology
• Draftproactivemaintenancestrategy
• Useproactivetoolstoovercomefailures

Contents
• AutonomyofFailures
• RootCauseAnalysis
• MechanicalFailures
• ElectricalComponentFailures
• PneumaticFailures
• ProactFailures

WhoShouldAttend
Maintenance Engineers, Maintenance Supervisors, 
Maintenance/PredictiveMaintenanceTechniciansandalso
Equipment personnel.

Dates:Dec1-2
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

8.4  Technical Troubleshooting and Decision Making 
for Maintenance

Objectives
• Gainin-depthunderstandingoffailures
• Understandtheimplicationofhighdowntime
• Applylatesttroubleshootingskills

Contents
• UnderstandingProblems

- AutonomyofProblems
• CurrentProblemSolvingApproaches
• TroubleshootingTechniques

- UsingtheRightTools
- PhysicalTroubleshooting
- MindMappingProcess
- P-MAnalysis

• DecisionMakingforMaintenance

WhoShouldAttend
Maintenance personnel.

Dates:Jun9-10
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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9. INDUSTRIAL SAFETY 
AND ENVIRONMENTAL 
MANAGEMENT

9.1 Occupational First Aid Skills and CPR

Objectives
• Understandbasicfirstaidprinciplesandprocedures
• Identify common injuries at the workplace and

howtodealwiththeseinjuries
• Possesslife-savingandlife-sustainingskills

Contents
• WoundandBleeding
• MusculoskeletalInjuries
• BurnInjuries
• Shock
• BasicLifeSupport
• PatientTransport

WhoShouldAttend
This programme is specially designed for all Management 
Staff, Supervisors, Production Workers and especially
thoseinhigh-riskcategoryatworkplace.

Dates:Mar3-4,Sept8-9
Duration: 2 days                                                     
Scheme:SBL/SBL-KHAS
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

9.2 Mengendali Bahan Kimia Dengan Selamat

Objectives
• Mengendalibahankimiadenganselamat
• Memahami peruntukan perundangan yang

berkaitan
• Mengenalpastidanmenyatakanciri-cirilabelyang

betul
• Merancang dan melaksanakan langkah-langkah

kecemasan
• Melaksanakan pemeriksaan keselamatan di

tempatkerja

Contents
• PrinsipPengurusanKeselamatanKimia
• AktaKeselamatandanKesihatanPekerjaan1994
• Pengelasan,PembungkusandanPelabelanBahan

KimiaBerbahaya1997
• RisalahDataKeselamatanKimia
• Penggunaan dan Standard Pendedahan Bahan

Kimia Berbahaya Kepada Kesihatan 2000
• Kawalan Terhadap Bahaya Kemalangan Besar

DalamPerindustrian1996
• Pertolongan Cemas dan Pelan Tindakan

Kecemasan
• ProsedurPengendalianYangSelamat
• PengangkutandanPenstoranBahanKimia
• KesanKesihatanBahanKimia
• AlatLindungDiridanPraktikal
• PerbincangandanPraktikal

WhoShouldAttend
Juruteknik Makmal Perubatan/Ahli Jawatankuasa
Keselamatan dan Kesihatan, Pegawai/Pengamal
KeselamatandanKesihatandanPekerjayangmengendali
bahan kimia.

Dates:Jun16-17,Oct13-14
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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9.3 HACCP and Food Safety

Objectives
• GainacomprehensiveoverviewofHACCP
• UnderstandkeyprinciplesofHACCP
• Familiarisewithauditprocedures
• Linkhygienetoimplementation

Contents
• OriginofHACCP
• WhytheNeedforHACCP
• TraditionalLimitations
• RelevantLaws
• BenefitsofImplementation
• TheNeedtoUnderstandHygiene
• GuidelinesandPrinciplesofHACCP
• TheAuditDimensions
• Cultural Enablers: Do We Do It for Certification

Only?

WhoShouldAttend
Managers, Executives, Officers and Supervisors who
are involved in the food and beverage industries, 
manufacturers and service providers.

Dates:April16-17,Oct21-22
Duration: 2 days 
Scheme: SBL
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

9.4 Safe Forklift Driving Skills

Objectives
• Learnaboutvariouscomponentsofaforkliftand

their functions
• Performdailyforkliftsafetyperformanceinspection

and preventive maintenance
• Learnaboutloads,safeoperatingproceduresand

operational rules of a forklift
• Acquireproperskillsrequiredtodriveaforkliftand

practice safe driving skills at the workplace

Contents
• PersonalSafety
• AccidentStatistics/Causes
• ComponentsofaForklift
• ForkliftChecksandInspections
• LoadsHandling
• SafeOperatingProcedures
• OperationalRules
• ForkliftFamiliarisation
• Safety, Performance Inspection and Preventive

Maintenance

WhoShouldAttend
Supervisors, Line Leaders, Forklift Operators who have
juststartedtohandleaforkliftandotherswhohaveno
experience in handling forklifts.

Dates:Mar10,Sept8
Duration: 1 day 
Scheme: SBL 
CPDHours:7
Fees:FMMMembersRM800Non-MembersRM1,000

CORPORATE TRAINING PROGRAMMES

BACK BY 
POPULAR 
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10. SUPERVISORY AND 
MOTIVATIONAL SKILLS

10.1  Kepimpinan dan Kemahiran Motivasi Untuk 
Ketua Operator

Objectives
• Enhanceknowledge,skillandattitudeasleaders
• Accepteachpersonasanindividualandbeableto

motivate them to perform progressively
• Developanobjectiveawarenessandunderstanding

of individual and organisational roles
• Understandtheconceptofinternalcustomersand

teamworking for synergistic results
• Developapositiveworkattitudeandcommunicate

effectively

Contents
• TanggungjawabdidalamPenyeliaan
• KepimpinandidalamPenyeliaan
• KemahiranPemimpin“Situational”yangBerkesan
• AsasKomunikasi
• KemahiranHubunganKemanusiaan
• MenggerakkanPrestasi
• MenyeliaPrestasi
• KajianKes

WhoShouldAttend
This programme is designed especially for Line Leaders 
andOperatorswhohave thepotential tobe trained to
handle greater responsibilities.

Dates:Aug25-26
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

10.2  Bimbingan dan Kawalan Prestasi Kerja Untuk 
Ketua Operator

Objectives
• Develop effective techniques of guiding

subordinates at work
• Acquire knowledge on supervising problematic

subordinates
• Enhance ways of communication to transform

conflictintoco-operation
• Apply techniques of monitoring subordinates

performance through daily performance system

Contents
• FokusKepadaPelanggan
• MenyeliaPekerjaBermasalah
• BimbingandiTempatKerja
• MengawasPrestasiKerja
• MembinaKeyakinanDiriSebagaiPemimpin
• KerjasamaPasukanMemberiHasil

WhoShouldAttend
Thisprogramme isdesignedspeciallyasa follow-up for
pastparticipantsoftheprogrammeon“Kepimpinandan
KemahiranMotivasiUntukKetuaOperator”,Supervisors
and Senior Leaders.

Dates:May7-8
Duration: 2 days 
Scheme:PERLA/PROLUS
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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10.3 Kemahiran Penyeliaan Yang Berkesan

Objectives
• Memajukan penyelia sedia ada dengan memiliki

ilmu, mengenali peralatan dan mengetahui 
sifat-sifat tanggungjawab yang perlu ada dalam
pengurusan penyeliaan

• Melengkapkan peserta-peserta dengan tugasan
dan tanggungjawab yang semakin mencabar
dengan lebihmemahamicara-caraperhubungan
kemanusiaan dengan lebih baik dan berkesan

• Bagimembantupeserta-pesertadalammemajukan
kebolehanmerekasebagaipenyeliayangberjaya,
dengan penggunaan teknik-teknik komunikasi
dan perlaksanaan yang terbaik agar kumpulan 
pengeluaran mereka berfungsi dengan lebih 
lancar di dalam perancangan dan lebih produktif 
didalammemenuhiobjektiforganisasi

Contents
• ProsesKepimpinan
• HarapanOrganisasi
• PengurusanMasa
• Komunikasi
• PenyelesaianMasalahdanMembuatKeputusan
• PenyerahanTanggungjawabYangBerkesan
• PengurusanKonflik

WhoShouldAttend
Department Heads, Executives, Officers, Supervisors,
Potential Supervisors and others whose duties include
supervision of a group of subordinates.

Dates:May28-29
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

10.4 Effective Supervisory Management Skills

Objectives
• Understand the organisational status of a

supervisor
• Understand the conceptof delegation, authority

relationships, communication principles, target 
setting and the need for rules and regulations

• Understandthesupervisoryroles,tasksandduties
and how these impact work group behaviour

• Developsupervisoryskillssoastoinfluencegroup
work behaviour and motivation

Contents
• TheOrganisationalStatusofSupervisor

- Organisation,ItsStructureandFunctions
- DelegationandEmployeeAccountability

• Supervisor’sTasksandDuties
- OrganisationalObjectives
- SettingWorkGroupandTasks

• SupervisorySkills
- SupervisoryAttributes
- Problem Solving and Decision Making

Techniques
- TimeManagementandStrategiesinManaging

Time
- EffectiveCommunication
- CoachingandCounselling

WhoShouldAttend
Assistant Managers, Senior Executives, Executives and 
Supervisors.

Dates:Feb24-25,Jul1-2
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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10.5  Motivasi, Kepimpinan, Hubungan 
Kemanusiaan Dan Pembentukan Kumpulan 
Kerja

Objectives
• Show the importance of positive work attitude

and identify the importance of human relations
• skills
• Identify the nature of motivation skills and the

relationshipbetweenjobsatisfactionandeffective
• humanrelations
• Review the role for effective team building and

identify contribution of leadership in developing 
good human relations

• Considerthesignificanceofalternativemanagerial
styles in attitude development and develop action 
plans

Contents
• MotivasiKerja:ImplikasidanPerlaksanaannya
• Kepimpinan:SeniMempengaruhiPekerja
• Hubungan Kemanusiaan: Suatu Kaedah

MendekatiPekerja
• PembentukanKumpulanPekerja

WhoShouldAttend
Junior Management Staff, Supervisors, Line Leaders and 
Section Heads who wish to improve on the aspects of 
working with people to provide a conducive working 
environment in an organisation.

Dates:Sept10-11
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

10.6 Sikap Kerja Positif

Objectives
• Understandandpractisepositiveworkingconcepts

in an organisation
• Adopt highly effective communication principles

based on creating a positive working environment
• Understand positive working values and skills in

ordertoincreaseefficiencyandqualityofwork
• Plan and design positive steps towards building

positive work culture at the workplace

Contents
• Suatu Pendekatan Ke Arah Kecemerlangan

Organisasi
• KonsepPositif
• KesepaduanSikapPositif
• MenilaiSikapPositif
• BagaimanaMembentukSikapPositif
• SikapPositifdalamBudayaKerjaCemerlang
• Kaedah Membentuk Sikap Positif dalam Budaya

KerjaCemerlang
• Dorongan dan Motivasi Diri untuk Membentuk

SikapPositif
• Peranan Hubungan Kemanusiaan untuk

MembentukSikapPositif

WhoShouldAttend
Executives, Supervisors, Line Leaders, Administrative and 
Clerical staff.

Dates:Jan22-23,Aug25-26
Duration: 2 days 
Scheme:PERLA/PROLUS
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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10.7  Increase Your Productivity Through Winning 
Attitude

Objectives
• Take responsibility for yourgrowth in lifeandat

work
• Understandyourrolebetterandwhyitisimportant
• Developapositiveandproactiveoutlook
• Improvethecorecompetencyskills
• Enhanceprofessionalimageandpractice

Contents
• WhatisOurPurposeandRoleintheWorkplace?
• WhyareWeimportanttotheOrganisation?
• WhyisChangeNecessary?
• EnhancingPositiveWorkingRelationships
• ProactiveApproachTowardsYourJob
• MotivatingSelfandOthers
• EnhancingEfficiencyandEffectiveness
• DevelopingCommunicationEffectiveness
• InstillingPrideinYourOrganisation
• ManagingPersonalityDifferences

WhoShouldAttend
Executives and Administrative staff.

Dates:Nov12-13
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

10.8  Boosting Confidence to Increase Your 
Performance

Objectives
• Change your approach to the way you carry

yourself and work with others
• Buildthefaithinone’sabilitiesandskills
• Choosethelifeyouwanttolead
• Giveyourselfthespecialliftinconfidenceandbea

beacon of hope

Contents
• ValuingtheDifferentAspectsofConfidence
• UnderstandingPeopleandWork
• DeliveringConfidence:WorkofLeaders
• KnowingHowConfidenceCanGroworErode
• FacingRealityandReinforcingResponsibility
• DevelopingWin-WinSituationsforPeople
• InspiringProactiveandCreativeActions
• BoostingYourCommunicationAbilitiesandSkills
• DemonstratingYourProfessionalism
• BuildingYourTotalImage
• AcceptingResponsibilities
• BelievingYouCanExcelandReachfortheSky

WhoShouldAttend
Executives, Supervisors and Administrative staff.

Dates:Oct1-2
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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11. COMMUNICATION AND 
CLERICAL DEVELOPMENT

11.1  Effective Communication Skills at the 
Workplace

Objectives
• Identify communication problems that may be

holding you back
• Develop skills in asking questions that give you

information you need
• Develop skills in listening actively and

empathetically to others
• Enhanceyourabilitytohandledifficultsituations

without being manipulated
• Identifybehaviouralstyleanditsuniquechallenges
• Organise information in a clear and concise

manner
• Implementtechniquesforvaryingyourvocaltones

and body language

Contents
• WhatisProfessionalCommunication?
• WhatisaSkilledCommunicator?
• CommunicationBarriers
• AskingQuestions
• UsingYourBodyLanguageforImpact
• BuildingHighImpactMessages
• ThePowerofPositiveLanguage
• GainingtheConfidenceofOthers
• ListeningSkills
• FromImpacttoActions
• TheTenCommandmentsofPositiveRelationships
• AssertiveFormula

WhoShouldAttend
All levels of employees.

Dates:Apr16-17,Sept22-23
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

11.2 Enhance Your Administrative Skills

Objectives
• Learn how to self-manage to become more

effectiveandefficient
• Improvecommunicationskills
• Increaseeffectivenessinrecognisingandmanaging

conflict
• Dealingwithdifficultpeople

Contents
• PersonalBest,ProfessionalBest
• PuttingOthersatEase
• DistortedThinking
• TheStepstoFeelingGood
• Assertiveness
• CommunicationSkills
• AskingandListening
• Non-VerbalMessages
• WritingSkills
• Self-Management
• SettingGoals
• WorkingasaTeam
• WorkingwithDifficultPeople

WhoShouldAttend
Administrative staff.

Dates:Mar4-5,Oct2-3
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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11.3 Managing Office Records and Files Effectively

Objectives
• Gainabetterunderstandingoftheimportanceof

proper record management practices
• Organise the records of an organisation more

systematicallyandefficiently
• Increaseefficiencyinprocessingrecordsandfilesin

respectofarrangement,keeping,filing,retrieving,
maintaining and disposing of records

Contents
• TheoryandPracticeinRecordManagement
• FileOperation
• SecurityRequirementandCharacteristicsofGood

Record/FilingRoom
• ElectronicMediainFilingOperations
• Rules and Regulations Governing Record

Management
• LastStagesinRecordsManagement–FinalDestiny

WhoShouldAttend
Secretaries, Administrative Supervisors and Clerical staff 
in various organisations who want to ensure their records 
areproperlyfiledandmanaged.

Dates:Mar3-4
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

11.4 Teknik Pengurusan Rekod Yang Efektif

Objectives
• Dapat mempertingkatkan kesedaran tentang

pentingnya amalan pengurusan rekod yang baik  
dipejabatmasing-masing

• Dapat mempertingkatkan kemahiran dalam
mengendalikanrekodagensimasing-masing

• Dapat mempertingkatkan fahaman mendalam
pengurusan rekod secara teori dan praktikal 
yang akan membolehkan pelaksanaan dan 
tanggunjawab terhadap rekoddiagensimasing-
masing

• Dapatmeningkatkani lagikemahiranmemproses
rekod-rekod khususnya dalam mengendalikan
rekod-rekod di peringkat penyusunan,
penyimpanan,penjagaandanpelupusanrekod

• Dapat memperbaiki dan mengurangkan masa
mengesan rekod/maklumat sertadapatmemberi
maklumat dengan cepat dan tepat.

• Dapatmeningkatkankecekapandan imejagensi
masing-masing.

Contents
• Praktis dan amalan dalam pengurusan rekod

operasi fail
• Ciri-ciritempatmenyimpanrekodyangbaik
• Perundangandalampengurusanrekod
• Peringkat akhir pengurusan rekod / Pelupusan

rekod tidak aktif

WhoShouldAttend
Eksekutif Pentadbiran, Penyelia, Pembantu Eksekutif,
Setiausaha,Perkeraniandll

Dates:Sept22-23
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES

NEW
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11.5 Program Pembangunan Perkeranian

Objectives
• Understandtheadministrativeroleandfunctionof

an organisation
• Learntheimportanceofrealisingtheorganisation’s

missionandobjectivesthroughdailywork
• Identifywaystofostergoodworkingrelationship,

positive work attitude and effective working 
habits so as to contribute positively towards the 
organisation’s productivity Acquire excellent work 
ethics and work culture for personal improvement 
and organisational Development

Contents
• PeranandanFungsi
• SistemPejabat
• Motivasi
• PerhubunganKemanusiaan
• KomunikasiBerkesan
• PengurusanMasadanTugasan
• PerkhidmatanPelanggan

WhoShouldAttend
All levels of Clerical Staff, Secretaries, Personal and
Administrative Assistants.

Dates:July16-17
Duration: 2 days 
Scheme: SBL 
CPDHours:14
Fees:FMMMembersRM1,200Non-MembersRM1,500

CORPORATE TRAINING PROGRAMMES
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FMMInstitutehasbeenapprovedasSMECorporationMalaysia’s(SMECorp)ProfessionalTrainingProvider(PTP)and
underthisscheme,atotalof35SMEsSkillsUpgradingProgrammeswereapprovedbySMECorptobeconductedfor
SMEssoastoenjoythe70%SMEsSkillsUpgradingGrant.

Eligibility to SMEs Skills Upgrading Grant

• Manufacturing sector (including agricultural-based industries) and manufacturing-related services - annual sales
valueisnotmorethanRM50millionorwithlessthan200full-timeemployees.

• Services sector (including ICT) -annual sales value isnotmore thanRM20millionorwith less than75 full-time
employees.

• SMEsmustberegisteredundertheCompaniesAct1965(PrivateLimitedcompanies)orthe
• RegistrationofBusinessAct1956(Enterprisecompanies)withmajorityMalaysianshareholders(minimum60%).

SMEs who contribute to the HRDF can also apply for training grants under the various schemes available under the HRDF

SMEs Skills Upgrading Programmes

4.  Presentation and Communication Skills 
Dates: Nov3-4
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

5.  Effective Customer Service and Complaints 
Management 
Dates: Jun9-10
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

6.  How to Prepare and Maintain Full Set of 
Accounts 
Dates: Apr14-15,Aug18-19
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

1. Effective Time Management 
Dates: Apr7-8,Sept29-30
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

2.  Enhancing Your Creative Thinking and Problem 
Solving Skills 
Dates: Apr14-15,Aug25-26
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

3.  Essential Management Skills 
Dates: May5-6,Sept1-2
Duration:  2 days
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

SMEs SKILLS UPGRADING PROGRAMMES
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SMEs SKILLS UPGRADING PROGRAMMES

7.  Production Planning and Control 
Dates: May15-16
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

8.  Inventory and Stores Management 
Dates: May26-27,Oct14-15
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%Skills
 UpgradingGrant)RM950

9.  Materials Planning and Control 
Dates: Apr21-22
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

10.  Operasi Stor dan Gudang 
Dates: Mar10-11,Aug10-11
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

11.  Perancangan dan Pengawalan Inventori 
Dates: Dec1-2
Duration:  2 days 
Scheme:  SBL
Fee: RM300(after70%SkillsUpgrading

Grant) RM1,000 (before Skills 
 Upgrading Grant)

12.  Supply Chain Management 
Dates: Jun26-27
Duration:  2 days 
Scheme:  SBL
Fee: RM300(after70%SkillsUpgrading

Grant) RM1,000 (before Skills 
 Upgrading Grant)

13.  Logistics Management in Manufacturing 
Dates: Jul13-14
Duration:  2 days 
Scheme:  SBL
Fee: RM300(after70%SkillsUpgrading

Grant) RM1,000 (before Skills 
 Upgrading Grant)

14.  Understanding ISO 9001:2008 Quality 
Management System Requirements
Dates: Aug11-12
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

15.  ISO 9001:2008 Quality Management System 
Internal Audit 
Dates: Apr16-17,Aug27-28
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

16.  7 Alat QC dan Pelaksanaan QCC 
Dates: Mar12-13
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

17.  Teknik Kawalan Kualiti Untuk QC 
Dates: Jun16-17
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)
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18.  Teknik-Teknik Peningkatan Produktiviti 
Dates: Sept24-25
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

19.  Penyelenggaraan Asas Untuk Juruteknik 
Dates: Mar3-4
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

20.  Occupational First Aid Skills and CPR 
Dates: Mar3-4,Sept8-9
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

21.  Mengendali Bahan Kimia Dengan Selamat 
Dates: Jun16-17,Oct13-14
Duration:  2 days 
Scheme:  SBL
Fee: RM285(after70%SkillsUpgrading

Grant)RM950(beforeSkills
 Upgrading Grant)

Note:Feeisbasedonperparticipant
(Newprogrammeswillbeaddedfromtimetotime,subjecttotheapprovalofSMECorporationMalaysia.PleasecontactFMMInstituteforfurtherdetails
andscheduleofSMEsSkillsUpgradingProgrammes.)
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LOCATION MAP

FMM INSTITUTE (475427-W) 

SELANGOR BRANCH

No. 34 Jalan Pekedai U1/36 HICOM 

Glenmarie, Shah Alam 

40150 Shah Alam, Selangor. 

Notes:
• Unlessotherwisestated,alltrainingprogrammes

areconductedintheEnglishLanguage.
• FMM Institute reserves the right to change

the facilitator, reschedule or cancel any of the
trainingprogrammes.

• Classscheduleissubjecttochange.
• Please request for our individual programme

brochure.



Registration Details

Registrationisonafirst-comefirst-servedbasis.Chequesmadeinfavourofthe“FMM Institute” should be forwarded 
a week before the date of commencement of each programme. Completed registration form, that is faxed, mailed or 
e-mailedtoFMMInstitutewouldbedeemedasconfirmed.Allcancellationsmustbemadeinwriting.Therewillbeno
charge for cancellation received 14 or more working days before the start of the programme. Cancellation received 7 
–14workingdaysbeforethestartoftheprogrammeissubjecttoacancellationfeeof50%ofthecoursefees.Cancel-
lationreceived0–6workingdaysbeforethestartoftheprogrammeissubjecttoacancellationfeeof100%ofthe
course fees. If the participant fails to attend the programme, the full course fees are payable. However, replacement can 
beacceptedatnoadditionalcost.10%discountisapplicableforregistrationofthree(3)ormoreparticipantsforthe
same programme on the same time. The FMM Institute reserves the right to change the facilitators, reschedule or cancel 
the programmes and all efforts will be taken to inform participants of the changes.

REGISTRATIONFORM
The Manager
FMM Institute, Selangor Branch
Tel:03-55692950
Fax:03-55694346/55692576

Dear Madam,
Pleaseregisterthefollowingparticipant(s)fortheprogramme(s)below:
(TobecompletedinBLOCKLETTERS)

Name:Designation:ProgrammeTitle:Date:
1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

(Pleaseattachaseparatelistifspaceisinsufficient)
Enclosedcheque/bankdraftNo._______________________forRM__________________
being payment for ______________ participant(s) made in favour of the “FMM Institute”.

Submittedby:

Name: _____________________________________________________________________________________________

Designation:________________________E-mail________________________________________________________

Company:__________________________________________________________

Address: ___________________________________________________________________________________________

___________________________________________________________________________________________________

FMM Membership No.: ______________________________________________                                                                      

My Corporate Identity No.:____________________________________________

Tel No.: ____________________ Fax No.: ___________________      

Date: ____________________

Pleasetick(√)PSMBSchemeaccordingly:

 SBL PERLA

 SBL-KHAS Non-Contributor

 PROLUS



2014
FMM Institute 

Selangor Branch

1 January New Year 

14 January Prophet Muhammad’s Birthday

17 January Thaipusam 

31 January Chinese New Year  

1 February Chinese New Year  

1 May Labour Day 

2014 Public Holidays

13 May Wesak Day 

7 June Agong’s Birthday   

15 July Nuzul Al-Quran 

28 July Hari Raya Aidilfitri 
29 July Hari Raya Aidilfitri
31 August National Day/Merdeka Day

16 September Malaysia Day

5 October Hari Raya Haji

23 October Deepavali 

25 October Awal Muharram   

11 December Sultan of Selangor’s Birthday 

25 December Christmas

Centre for Professional  Development
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FMM Institute Selangor
would like to

Thank you
for your continuous support
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FMM INSTITUTE (475427-W) 

SELANGOR BRANCH

No. 34 Jalan Pekedai U1/36 HICOM Glenmarie, Shah Alam 

40150 Shah Alam, Selangor. 

Tel: 03-55692950 Fax: 03-55694346 

Email: fmmselangor@fmm.org.my


