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Ref No: 
Date: 
 
 
DR ALI SOBHY 
Chief Executive Officer, 
Newline Co Sdn Bhd, 
Suite 33-01-11 
33rd Floor, Menara Keck Seng, 
203, Jalan Bukit Bintang, 
55100 Kuala Lumpur 
 
 
Dear Dr Ali, 
 
APPOINTMENT OF NEWLINE CO AS BUSINESS PARTNER OF MULTIMEDIA 
COLLEGE  
 
Multimedia College (MMC) hereby confirms that your company has been appointed as 
our business partner in implementing the PROFESSIONAL CERTIFICATE IN 
TELECOMMUNICATION for Kuwait government from Telecommunication sector.   
 
 
The detail of the Professional Certificate program is as below: 
 

a. Commence in September or October 2014. 
b. Total participant is 100 Libyan officers from Telecommunication sector.   
c. The duration of the program is one (1) year. 
d. The venue will be at Multimedia College, Jalan Semarak, Kuala Lumpur, 

Malaysia. 
 
This appointment will be effective from the date hereof. Please refer the proposal of the 
program as attached. 
 
Thank you 
 
 
 
Yours faithfully 
 
 
 
…………………………………….. 
DR MOHAMMAD FIRDAUS LOW ABDULLAH 
Chief Executive Officer  
Multimedia College 
Kuala Lumpur, Malaysia 
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Program Title  

ENGLISH LANGUAGE 

Course Description The subject aims to expose students to the most essential areas in language 

learning. The four areas that will be covered will be on reading, writing, speaking 

and listening. Ability to acquire the four basic skills will enable students to work 

and communicate effectively. 

 

It is also designed to expose students with various business documents. Apart 

from developing their writing skills, students are expected to be able to interact 

effectively. 

COUSE OUTLINE 



 

Course Learning 

Objectives 

This subject is designed to help students to upgrade their level of proficiency 

besides developing and fortifying their interest towards English Language. 

It is to expose students with various business documents. Apart from 

developing their writing skills, students are expected to be able to interact 

effectively. 

 

Course Outline / 

Modules 

1.  Language Development (Parts of Speech) 

Nouns – countable / uncountable, as subjects and objects, possessive forms 

Articles and Determiners. Pronouns – as subjects and objects, possessive 

forms, reflexive, relative. Adjectives. Verbs – action and non-action, regular 

and irregular, transitive and intransitive, passive & active forms. Adverbs. 

Prepositions. Conjunctions. Tenses - Forms (positive, negative, and 

interrogative) Functions . 

 

Simple Present, Past, Future  

 Other ways of expressing the future. Present and Past Continuous,  

  Present and Past Perfect. Concord (to be taught when Doing Parts of  

  Speech Tenses Modals Conditionals – Zero, First, Second  

  Interrogatives-Yes-No questions Question Tags. WH Questions. 

 

2.  Reading 

     Skimming and Scanning. Eliciting  Explicit Information. Vocabulary    

     Building. Extracting Meaning Through The Use of Contextual Clue. 

     Discourse Markers References – Anaphoric and Cataphoric. Thesis  

     Statement, Topic sentence and Supporting Details. Information   

     Transfer  from Linear and Non-Linear and vice-versa. 

 

3. Writing 

    Mechanics of Writing – Punctuation Sentence Structure. Complex 

    Topic Sentence, Supporting Detail, Introduction and  Concluding    

    Sentences. Thesis Statement. Paragraphing, Transitional.   

    Expressions –   conjunctions,  discourse markers – clauses.   

    Organisation  in Essay writing- 

    Introduction, Body, Conclusion. Essay  Writing – Descriptive,   

 

4.  Listening 

 

     Introduction to the Phonetic System. Sound Discrimination –vowels, 



    Consonants, dipthongs, word Stress, intonation in Speech.  

     Listening for Main   Ideas and   Supporting Information. Note-taking /   

     Dictation. 

 

5. Business Communication Basic 

    Effective Communication.  

    Benefits of effective Communication.  

    Methods   of Communication.  

    Choosing the Channel of Communication.  

    Key Stages in the Communication Style.  

    Barriers to Communication. Seven. 

    Steps to Effective Communication. 

 

6.Introducing the Business Letter. 

   Letter Style Paper.  

   Margins, Spacing and Placement.  

   Salutation  Attention/Subject Line,   

   Complimentary Close.  

   Categories of Business    Letters 

 

7.    Rules of Good Writing 

        Five Key Rules of Good writing. Jargon/Gobbledegook.  

       Composing Letters. 

 

8.   Recruitment Correspondence 

      Application Letter. Curriculum Vitae. 

 

9.   Fax Messages 

      Fax Messages. Dealing With Fax Messages. 

 

10.  E – mail. 

     Advantages of E-mail. Top Ten Complaints about E- mail in    

     Practice.   

      How to Create Electronic Rapport. 

 

11.  Memo 



     Why Memos. Structure. 

 

12.  Reports 

     Types of Reports. Formal Reports. Covering Memo. 

     Informal Reports.  

     Checklist for Compiling Reports. Proposals. 

 

13.  Meetings 

     Meeting in Business. Types of Meeting. Attending Meetings.  

     Notice  and  Agenda Chairman’s Agenda. Minutes of Meeting. 

 

Methodology Lecture, Case Studies, Exercises and Group Discussion 

 

 

PROPOSAL TO NEWLINE CO SDN BHD ON CERTIFICATE IN 
TELECOMMUNICATION FOR LIBYAN 

 
 

1.0 Objective 
 

The objective of this paper is to propose a training program in 
Telecommunication area for Libyan government servants. A one year program 
will consist of English, Management and Telecommunication modules and at 
the end of the program, the participants will experience on the job training for 
two months. 
 
This paper is also to seek an agreement from Newline Co on the training fee 
and roles and responsibilities of both MMC and Newline Co. 
 

 
2.0 Background 

 
Multimedia College (MMC) is a subsidiary of Multimedia University (MMU), 
first private university in Malaysia. MMC offers diploma and training programs 
in Technical, Multimedia, Information Technology (IT), Management, and 
Accounting disciplines.  
 
MMC and MMU are subsidiaries of Telekom Malaysia, the biggest 
telecommunication service provider in Malaysia. Therefore MMC’s niche 
program is telecommunication area. With experience more than 50 years in 
training, MMC offer varieties of technical training programs. Please refer to 
Appendix I for company profile. 
 

 
3.0 Program detail 

 
In this proposal, MMC would like to offer Certificate in Telecommunication for 
Libyan. The duration of the program is a one year program will consist of 



English, Management and Telecommunication modules and at the end of the 
program, the participants will experience on the job training for two months. 
 
This program will focus more on Telecommunication system. They will learn 
basic and fundamental of Telecommunication system. Hands on experience 
will be given to the participants, so that they will be more understood on what 
they have learnt. On the job training will give experience to the participants on 
technical working environment in Telecommunication area. Please refer to 
Appendix II for course synopsis for topics offered. 
 
English modules will be introduced in the first three (3) months of the program. 
The levels of the module are basic and intermediate. The participants will learn 
on grammar, hearing, communicating (speaking), and others. It is also as a 
preparation for participants to undergo Management and Technical module. 
Please refer to Appendix III for English synopsis. 
 
In this program, Soft Skill (Management) courses also included. These 
modules focus on personal skill development. Some of the topics are 
Leadership, Customer Service, Presentation Skill, and other related skills.  
Please refer to Appendix IV for synopsis. 
 
At the end of the program, the participants will be awarded with Certificate in 
Telecommunication. 
 
During the training, there are also roles and responsibilities for MMC and 
Newline Co to abide. The roles and responsibilities are listed in the table 
below. 
 

  

 
MMC 

 
Newline Co 

 

Training & Learning Module 
 

Accommodation 

Training Materials 
 

Food & Beverages 

Orientation Session & Closing 
Ceremony 
 

Visa / Insurance/ Medical & Air 
Fare 

Certificate of Completion 
 

Transportation 

Security and Well-being during 
Training Hours 
 

Security and Well Being during 
non training hours  
 

On the Job Training  
 

Selection of Participants and  
Student Profile  
 

 
 
4.0 Program structure 
 

The duration of the program is one year and tentatively will start in Sept 2014 
and end in August 2015. The modules will be conducted in modular basis as 
follows: 



 
 
 
 
 
 
 

 
 

Classes will start from Monday to Thursday (9.00 am ~ 4.00 pm) and Friday 
(9.00 am ~ 12.00 pm). There are no classes on Saturday and Sunday. 
 
Tentatively the number of participant is 100. The participant will be divided into 
4 groups, i.e 25 participants per group. This is to ensure that they will be more 
focused in class and the learning process will be more effective and impactful.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Module Sept 
14 

Oct 
14 

Nov 
14 

Dec 
14 

Jan 
15 

Feb 
15 

Mar 
15 

Apr 
15 

May 
15 

Jun 
15 

Jul 
15 

Aug 
15 

English 
 

            

Management 
 

            

Telecommunication 
 

            

On the job training 
 

            



 
 
 
 
 
 
 
 
 
 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

TIMELINE 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 

 

 

 

 

 

 

 

 



 

 

 
 
 
 
 
 
 
 
 
 
 

Proposal on 
 

Technicians Training Program 
 

July 2014 



 

 
 
 
 
 

Welcome to the Technical Center of Excellence, INSTEP. 

INSTEP’s vision is to be a preferred regional Technical Learning and 

Certification Centre for the Oil and Gas Industry. 
 
 

Our capability includes Bridging Programs (for new technicians), 

Professional Development Programs (for Oil & Gas Professionals) and 

Competency-Based Assessments & Certifications (internationally 

recognized by OPITO & BTEC). 
 
 

Our campus in Kuala Terengganu is a complete 

all-in-one center for Oil & Gas Technical Learning 

which includes a Residence Hotel for participants, 

Sports Complex, Cafeteria, Resource Center and 

Student Center. 



3  

PROPOSAL OUTLINE 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 Program Objective 
 
 
 

 Program Structure 
 
 
 

 Program Contents 
 
 
 

 Way Forward 



4 
 

 
 

 

PROGRAMME OBJECTIVE 



5  

PROGRAM OBJECTIVE 
 
 
 
 
 
 
 
 
 
 
 

 

To prepare trainees/participants with the 
 

 

required technical knowledge and associated 

skills in operation and maintenance of Oil, 

Gas and Petrochemical facilities. 
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PROGRAM STRUCTURE 
 

 
 
 
 

 

Proposed Training Structure & Schedule 

 

Semester 
 

Program 
 

Venue 
 

Duration 
 

Remarks 

 

 
 
 
 

Sem 1 

 
Intensive English 

Program (IEP) 

INSTEP, 

Terengganu, 

Malaysia 

 
 

3 months 

 
Classroom Training and Roll Play 

Activities 

 

Fundamental/Comm 

on Subjects 

INSTEP, 

Terengganu, 

Malaysia 

 
 

3 months 

Classroom Training and 

Workshop/Laboratory Practical 

 

 
 

Sem 2 

 
 

Technical Trade 

Modules (Part 1) 

 

INSTEP, 

Terengganu, 

Malaysia 

 

 
 

6 months 

 
 

Classroom Training and 

Workshop/Laboratory Practical 

 
 

Sem 3 

 
Technical Trade 

Module (Part 2) 

INSTEP, 

Terengganu, 

Malaysia 

 
 

6 months 

Classroom Training, 

Workshop/Laboratory Practical 

2 weeks Plant Attachment 

 
 
 
 

Sem 4 

 
 
 
 
On the Job Training 

 

 
 

INSTEP, 

Terengganu, 

Malaysia 

 
 
 
 

6 months 

 
 
 
 
INSTEP Integrated Training Plant 

   

TOTAL 
 

24 months 
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PROGRAMME CONTENT 
 
 
 
 
 
 

Intensive English Program (IEP) 
 
 

3 months @ INSTEP 
 
 

Program Objective: 

The focus of this program is to enable the trainee to communicate 

effectively, both in the spoken and written domains, based on social and 

workplace settings. 
 
 

Program Contents: 

• Listening ,Listening Effectively, Explicitly, and Critically 

• Speaking, Social Convention and Interaction 

• Reading, Vocabulary Development, Reading Skills 

• Grammar, Grammar Works, Parts of Speech 

• Tenses 

• Study Skills, Technical English 
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PROGRAMME CONTENT 

 
 
 
 

Fundamental Study (Common Subject) 
 

• Technical Mathematic 
• Basic Plant Equipment 

 

• Basic Industrial Chemistry 
• Engineering Drawing 

 

• Engineering Science 
• Workshop Practice 

 

• Basic Electrical and 
Instrumentation 

 
 

Electrical Instrument Mechanical 

• Safety Regulation and Protection 
• Testing & Measurement 
• AC/DC System & Circuit 
• Wiring System and Practice 
• Lighting and Power Socket Outlet 
• First Aids (Certificate) 
• Industrial Safety 

• Generation, Transmission, 

Distribution 

• AC/DC Supply and Emergency 

Power System 

• AC/DC Machine 

• Motor Control & Practice 

• Refrigeration & Air Conditioning 

• Electrical and Electronic 
• Industrial Process Measurement 
• Instrument Symbol and Fitting 
• Control Valve 
• Auxiliary Instrument 
• Process Control Technology 

• Process Computer (PLC & DCS) 

• Analyzer and Monitoring System 

• Plant Safety & Shutdown System 

• Industrial Safety 

• Custody Transfer Metering 

• Rotating Equipment 
• Static Equipment 
• Welding 
• Fitting and Sheet Metal 
• Lifting, Rigging and Scaffolding 
• Basic Inspection and Corrosion 
• Basic Hydraulic and Pneumatic 

• Plant Mechanical Equipment 

Maintenance 

• Machining 

• Mechanical Process Maintenance 

• Industrial Safety 

 
• Multitask Mechanical 
• Instrument Multitask 

• Electrical Installation and Backup System  • Electrical Multitask 

 
• English Communication 

• Moral Study 
• English Communication 

• Moral Study 

• English Communication 

• Moral Study 
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PROGRAMME CONTENT 
 

 
 
 
 

Fundamental Study (Common Subject) 
 

• Technical Mathematic 
• Basic Plant Equipment 

 

• Basic Industrial Chemistry 
• Engineering Drawing 

 

• Engineering Science 
• Workshop Practice 

 

• Basic Electrical and 
Instrumentation 

 

Laboratory Production 
 

• Laboratory Data Management 
• Laboratory Measuring Apparatus 
• Laboratory Safety and Housekeeping 
• Laboratory Quality Management 
• Laboratory Standard Solution and Reagent 
• Polymer Science and Technology 
• Laboratory Analytical Procedures 
• Environmental Chemistry 
• Chromatography and Spectroscopy Techniques 
• Storage and Disposal of Chemicals and Waste 
• Water Analysis 
• Industrial Safety 
• Crude Petroleum and Petroleum Products 
• Petroleum Products Testing 
• Sampling and Handling of Samples 
• Laboratory Field Testing 

 

• Petroleum Properties, Sampling and Testing 
• Petroleum Geology, Exploration , Drilling and Production Facilities 
• Well completion and Wellhead Operation 
• Work over and Wire line Operation 
• Process Schematic 
• Separation System and Chemical Injection 
• Static and Rotating Equipment Operation 
• Industrial and Production Safety 
• Gas Dehydration System 
• Production Optimization 
• Hydrocarbon Evacuation System 
• Oil, Gas Terminal & Jetty Operation 
• Utility System 
• Basic Treatment 
• Instrumentation and Control 
• Process Computer/ DCS Operation 
• Plan Preventative Maintenance 
• Industrial Safety 

 

• Piping and Instrumentation Drawing 
• Basic Instrumentation for Laboratory Technician 

• Electrical and Instrument Maintenance 
• Mechanical Equipment Maintenance 
• Laboratory Chemical Handling and Product Testing 

 

 

• English Communication 
• Moral Study 

• English Communication 
• Moral Study 
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PROGRAMME CONTENT 
 

 
 
 
 
 
 

Industrial Training Assignment/ On the Job Training 
(ITA/OJT) 

 
 
 

6 months @ INSTEP 
 
 
 
 

• ITA/OJT – Task List 
• Coach by INSTEP trainer 
• Supervised by line department 



 

 
 

 

WAY FORWARD 



15  

WAY FORWARD 
 
 
 
 
 
 
 

 

Please call us if you have any queries on the proposal. 

We hope our proposal meet your requirement and looking forward to 

your favorable reply. 
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CONTACT PERSON 
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