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Agenda

1. Welcome and Introduction (5 Minutes)

2. Company Updates (5 Minutes)

3. Departmental Updates (30 Minutes)

• Human Resource Department

• Admin

• Compliance, Training & Development Department 

• Project & Construction Department 

• Design & Tender Department – No update

• Purchasing & Store Department – No update

• Finance & Account Department – No Update

4. Other Updates (5 Minutes)

5. Q & A (15 Minutes)



Company Updates



Office Relocation

Effective from 29-Sep-2023, part of the Lufter Team has relocate 

to Lufter 2 

The departments involved in the relocation are:

• Engineering

• Compliance, Training & Development (CTD) 

• Design & Tender 

• BIM



Human Resource Department



New Staff Introduction

New staff join Sep-23:

• Nabihah : BIM Modeller

• Ayuni  : Executive – Project Admin

New staff join Oct-23:

• Yasmin : BIM Modeller

• Nabil : Executive – Engineering

• Zulfadhli : Engineer – Project



Best Employee Award – Project Team

- Compliance, Training & Development Department (CTD) has a 

planning to build the spirit and morale for the project team

- CTD will nominate the “Best Employee” for project team every two (2) 

months 

- The Management will review and approve the namelist as per 

comments from the Managers



Best Employee Award – Project

Personal update:

- Join Lufter Sdn Bhd as Executive – Project 

on Apr-2023 and base in Dexcom Project

- His current Manager (Tan Han Loong) 

comments:

 ▪ Hardworking 

▪ Less discipline issue

▪ Willing to learn and follow 

instruction 



Best Employee Award – Project

Personal update:

- Join Lufter Sdn Bhd as Supervisor – Project 

on May-2019 

- He involved in few projects since 2019 – 

GSK, Ain Medicare, Duopharma Bangi, 

Duopharma Klang, Pharmaniaga, Dexcom, 

GSK and currently with Good Science 

project.

- His current Manager (Ahmad Na’im) 

comments as below: 

 ▪ Can remind engineer method 

installation and engineer work 

planning 

▪ Can read work programme



Best Employee Award – Project

Personal update:

- Join Lufter Sdn Bhd as Executive – Project on 

Feb-2022 and has been promoted to Junior 

Engineer on Feb-23.

- He involved in few projects – KLSMC, Sophea 

Bangi and currently with Vista Ipoh project.

- His current Manager (Koh Soon Yong) 

comments as below :

 ▪ Hard working

▪ Self start and work independently,.

▪ Commit any work given



Office Cleanliness 

What is the meaning of cleanliness at workplace?

- Healthy and safe workplace

- Free from the injuries and illnesses at every corner in workplace area

- Neat and tidy

- Good fresh air

What is importance of cleanliness at workplace?

It can influence employee productivity, performance, and well-being. No one 

feels motivated in an unclean environment, making it essential to help keep 

staff morale and productivity levels high. It helps to keep staff safe, healthy, 

and efficient.



Workstation – staff to do cleaning everyday before leave from office

Office Cleanliness 



Pantry – staff to ensure pantry is clean at all the time. No waste food 

left (at the sink and refrigerator)

Office Cleanliness 



Washroom – staff to ensure washroom always in hygiene conditions

Office Cleanliness 



Paybun 

Each OT claim are require a remarks. Eg: Put in detail tasks completed 

on the that day

Correct example 

OT claim should be after 7pm 

(Monday – Friday)

Tasks stated clearly 

for all OT works



Paybun 

Wrong example 
No tasks stated for all OT 

works

Reminder : Manager have a right to NOT approve this OT 



Safety Helmet

Every 1st working day in the new 

month, all project staff need to 

share their safety helmet photo (4 

sides) in the Lufter Daily 

Attendance group during clock-

in in the morning. 

1. Staff to ensure all stickers are 

follow Lufter standard

2. Staff to inform HR / Admin to 

order new sticker or to replace 

new helmet



Admin



Oasis Parking Access Card & RFID – Office

Oasis Parking Access

P-01 P-02 P-03 P-04

Cards RFIDs

Jovie Afiqah

• Similar to Touch 'n Go.

• Need to enter and exit.

Cards

• Can enter multiple times 

without exit.

.

RFIDs



Oasis Parking Access Card & RFID – Office

• Scan and fill in the form when borrowing and 

returning the parking access card/ RFID. 

• If the card, cover/case or the RFID sticker are 

damaged, Admin should be notified immediately.  

• If any damage occurs while under you care, you 

will be held accountable. 

• Do not, under any circumstances, lend your 

possession of the parking access card to another 

individual.
OASIS CAR PARK 

ACCESS (google.com)

https://docs.google.com/forms/d/e/1FAIpQLScA64Ji4GopzOLhP1nhfBHSZrrwxaswssx_z9vzWl6NMa9jDQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLScA64Ji4GopzOLhP1nhfBHSZrrwxaswssx_z9vzWl6NMa9jDQ/viewform


Phone Directory – Lufter 2

Key Line: Line 12 (Engineering) 



Compliance, Training & Development (CTD)



Infographic with Microsoft PowerPoint Training 

(05 & 06-Oct-2023)

Training Content:
1) Quick Access Toolbar

2) Presentation Slide Layout

3) Shape Tool/ Format

4) Selection Pane Tab

5) Animation Tools

6) Video Tools

7) Remove Picture Background Tools

8) Photo Album

9) Transition Tools



Duct Sizing Training (13-Oct-2023)

Training Content:
1) AHU Design

2) AHU & Room Properties

3) Supply Air Properties

4) Fresh Air Properties

5) Return Air Properties

6) Exhaust Air Properties

7) Reflected Ceiling Plan Arrangement

8) Determine System Design

9) Design Ducting Routing

10) Determine VCD Size

11) Design Tools Duct Sizer

12) Construction Drawing Consideration



Module 1 Training – New Comer (17-Oct-2023)

Training Content:
1) Training 01: Quality Management 

System & Quality Objectives

2) Training 02: Account Claim 

Procedure

3) Training 03: Purchasing 

Department Briefing

4) Training 04: Good Documentation 

Practices and Organization



Hands-on Training for Wall Dented & Scratches Repair 

(20,23 & 26-Oct-2023)

Training Content:
1) Identify dented area on the panel.

2) Sanding the surface of dented area 

by using sand paper (Grade 180).

3) Apply mixture of putty (Hitary 928) 

and hardener.

4) Sanding the surface of first putty.

5) Apply putty (Nexa Autocolor).

6) Sanding the surface of second putty 

using sand paper (Grade 1000).

7) Prepare proper protection around the 

putty area.

8) Spray paint on the putty area.

9) Polish the painted area.



Hands-on Training for Wall Dented & Scratches Repair 

(20,23 & 26-Oct-2023)



Hands-on Training for Wall Dented & Scratches Repair 

(20,23 & 26-Oct-2023)

Best Students of Hands-on Training for Wall Dented & Scratches Repair 

(Hafiz Baharudin & Izzat)



Project Process Flow Training (24-Oct-2023)

Training Content:

1) Project Process Flow

2) Project Observation Flow

3) Shape Tool/ Format

4) Selection Pane Tab

5) Construction Ducting Drawing 

Consideration



Revised SOP to be Activated

❖ Maintenance and Calibration Process (ADM-SOP-01-R05)

❖ Handling of Stock and Non Stock Item (STO-SOP-01-R03)

❖ Training Management (HR-SOP-01-R06)

❖ Design and Development (PRO-SOP-02-R04)

❖ Inspection, Validation and Handover (PRO-SOP-04-R06)

❖ Control of Nonconforming Services (PRO-SOP-05-R04)

❖ Planned Preventive Maintenance (PPM-SOP-01-R03)



Revised SOP to be Activated

❖ Vendor Management (PUR-SOP-01-R05)

❖ Purchasing Control (PUR-SOP-02-R04)

❖ Customer Satisfaction (QA-SOP-03-R04)

❖ Internal Audit (QA-SOP-04-R05)

❖ Analysis of Data (QA-SOP-05-R06)

❖ Corrective Action (QA-SOP-07-R04)

❖ Compliance, Training and Development (CTD-SOP-01-R01)

❖ Contract Review (DT-SOP-01 R04)



On-Going Guideline to be Activated

❖ Project Kick-Off Meeting Guideline

❖ Site Safety Guideline

❖ Project Preparation & Site Readiness Guideline

❖ Cleanroom Panel Installation Guideline

❖ Lead Shield & Cleanroom Panel Installation Guideline

❖ HV, LV, ELV Electrical & Wiring Installation Guideline



On-Going Forms to be Activated

❖ Sample for Project Progress Report and Project Final Report

Progress Report

Final Report



On-Going Forms to be Activated

❖ Project Preparation and Site Readiness Checklist

❖ Dilapidation Report

❖ Marking Checklist

❖ Damper Installation Verification

❖ Ducting System Installation Verification

❖ Internal Punch List



On-Going Forms to be Activated

❖ Marking Checklist

❖ Damper Installation Verification



On-Going Forms to be Activated

❖ Dilapidation Report

❖ Marking Checklist



On-Going Forms to be Activated

❖ Ducting System Installation Verification

❖ Internal Punch List
• To be produced after physical installation completed.

• Before final inspection with customer.



Obsolete Form

❖ Quality Site Inspection (QA-F-07) Form being obsolete, replaced by Project 

Observation by CTD team



Project & Construction Department
Module 2 Training 04 - Project Files and Related Documents



PROJECT FILES (SERVER)



Project Files (Project Awarded)

1

2



Project Files (References – Tender)

1

2



Sample Standard Folder

1

2



Sample Standard Folder (Con’t)

3

4



Sample Standard Folder (Con’t)

Project Manager





Standard Folder – Costing (Master)

Lufter’s Costing

Main Costing 

(Project & Tender)

VO Costing (Project)

1

2

3

4Kindly make 

folder for each VO

Eg:





Standard Folder – Drawings

Drawing during tender stage

Drawing during construction stage

Drawing after handover (Prepare 

during OQ Stage).





Standard Folder – Incoming (PO)

PO from Client

1 2

Main PO from 

Client 

VO PO from Client



Standard Folder – Incoming (Others)

Any file coming 

from others 

(Client/Architect/etc)

1

Files received 

during tender stage

2
Files received from 

others (Eg: Bomba/etc)





Standard Folder – Outgoing (Submission)

All submission files 

to client

1 3

4

Invoices & DO 

submit to client

2

Invoices & DO for 

Main Contract

Invoices & DO for VO

Method of 

Statement for Client

Project Organization 

Chart



Standard Folder – Outgoing (Submission)

5 7

6

Transmittal

Acknowledged 

Transmittal 

(Signed by Client)

Not signed yet

Any files submitted 

during tender stage



Standard Folder – Outgoing (Work Programme)

Kindly make folder 

for every revision

1

Eg:



Standard Folder – Outgoing (Meeting Minutes)

All meeting minutes 

must keep in this 

folder

1



Standard Folder – Outgoing (Report & Progress Claim)

All project report & 

claim report must 

keep in this folder  

1

All progress claim 

report

3
Report for progress 

claim (Main & VO)

2

Project Progress 

Report

Final Report

Final claim report 

only

Report for VO Claim 

only



Standard Folder – Outgoing (RFI)

All request for 

information keep in 

this folder

1



Standard Folder – Outgoing (Others)

All miscellaneous 

files. (Eg: 

Insurance, House 

Rental Agreement, 

Email, Letter)

1





Standard Folder – Presentation

Template for 

Presentation to 

Client

1





Standard Folder – Sample in Tag

Catalogues for all 

items used in site

1
Approved & Submitted 

SIT to client

Approved SIT by client

2

Submitted SIT 

(Not acknowledged)

Editable word file for SIT





Standard Folder – Validation & Handover

1

Operational & Maintenance

3
Testing & Commissioning

Design Qualification

2
Operation 

Qualification

4

User Requirement Specification

Functional Specification 

Design Specification

Commissioning & Qualification

Installation Qualification

All file after handover

Other supporting file for 

Validation & Handover



Standard Folder – Validation & Handover

5 6





Standard Folder – Progress Photo

1 3

2

All photos during construction

Only for final photo 

(After Handover)

Eg:

Kindly make folder 

for each month

In every ‘month’ 

folder, kindly make 

another folder for 

each date



Document Codification

As for coding for every files, kindly refer to :

• Module 1 Training 04 – Good Documentation Practices and Organization

https://www.lufter.com.my/wp-content/uploads/2023/10/Module-1-Training-04-R04-Good-Documentation-Practices-and-Organization.pdf


PROJECT FILES (HARDCOPY)



Project Awarded Files

Index for Project Awarded files (office):

• Drawings

• Incoming

• Outgoing

• Project Insurance

• Work Programme

• Sample in Tag

• Safety Report / Document

• Warranty



Project Awarded Files

Index for Project Awarded files (site):

• Quotation / BOQ

• Testing Form

• Approved Drawing

• Work Programme

• MOS

• Organization Chart

• Worker Name List

• Purchase Order

• Checklist

• Site Diary



Project Awarded Files

Index for Validation Files:

• User Requirement Specification (URS)

• Commissioning & Qualification (C&Q)

• Functional Specification Design Specification (FSDS)

• Design Qualification (DQ)

• Installation Qualification (IQ)

• Operational Qualification (OQ)

• Operation and Maintenance Manual (O&M)

• Testing & Commissioning Report (T&C)



WHERE CAN I GET UPDATED FORMS 

AND DOCUMENTS



Updated Forms/Documents

1. Lufter’s Website 



Updated Forms/Documents

2. Lufter’s Server 



Other Updates



Q & A Session



End of Presentation
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