JPK LEVEL 2 - PENGURUSAN PEJABAT (FB-024-2:2012) 
TIMETABLE FOR JULY 2021 – MARCH 2022 
(15.07.2021 – 15.03.2022)

TIME SESSION: 9.00 AM – 5.00 PM

	JULY 2021
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Notes:

	
	
	
	
	1
	2
	3
	Jul 15, 18, & 19: LEVEL 1 (LESSON M01)

	
	
	
	
	
	
	
	Jul 22, 25, 26 & 27: LEVEL 1 (LESSON M02)

	4
	5
	6
	7
	8
	9
	10
	Jul 28 & 29: LEVEL 1 (LESSON M03)

	
	
	
	
	
	
	
	

	11
	12
	13
	14
	15
	16
	17
	

	
	
	
	
	
	
	
	

	18
	19
	20
	21
	22
	23
	24
	

	
	
	
	
	
	
	
	Total hours: 9 days x 8 hours = 72 hours

	25
	26
	27
	28
	29
	30
	31
	

	
	
	
	
	
	
	
	Jul 20 & 21: Hari Raya Haji


	AUGUST 2021
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Notes:

	1
	2
	3
	4
	5
	6
	7
	Aug 2 & 3: LEVEL 1 (LESSON M03)

	
	
	
	
	
	
	
	Aug 4, 5, 8 & 9: LEVEL 1 (LESSON M04)

	8
	9
	10
	11
	12
	13
	14
	Aug 11, 12, 15 & 16: LEVEL 2 (LESSON M01)

	
	
	
	
	
	
	
	Aug 17, 18, 19 & 22: LEVEL 2 (LESSON M02)

	15
	16
	17
	18
	19
	20
	21
	Aug 23, 24, 25 & 26: LEVEL 2 (LESSON M03)

	
	
	
	
	
	
	
	Aug 29 & 30: LEVEL 2 (LESSON M04)

	22
	23
	24
	25
	26
	27
	28
	Total hours: 20 days x 8 hours = 160 hours

	
	
	
	
	
	
	
	Aug 10: Awal Muharram



	29
	30
	31
	
	
	
	
	Aug 31: National Day

	SEPTEMBER 2021
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Notes:

	
	
	
	1
	2
	3
	4
	Sep 1 & 2: LEVEL 2 (LESSON M04)

	
	
	
	
	
	
	
	Sep 5, 6, 7, 8 & 9: C01 INCOMING COMMUNICATION

	OCTOBER 2021
Sun

Mon

Tue

Wed

Thu

Fri

Sat

NOTES:

1
2
Oct 3, 4, 5, 6 & 7: C03 FILING ADMINISTRATION
Oct 10, 11, 12, 13 & 14: C03 FILING ADMINISTRATION
3
4
5
6
7
8
9
Oct 17, 18, 20 & 21: C03 FILING ADMINISTRATION
Oct 24, 25, 26, 27 & 28: C03 FILING ADMINISTRATION
10
11
12
13
14
15
16
Oct 31: C03 FILING ADMINISTRATION
17
18
19
20
21
22
23
24
25
26
27
28
29
30
Total hours: 20 days x 8 hours = 160 hours
31
Oct 19: Maulidur Rasul
5
	6
	7
	8
	9
	10
	11
	Sep 12, 13, 14 & 15: C01 INCOMING COMMUNICATION

	
	
	
	
	
	
	
	Sep 19, 20, 21, 22 & 23: C01 INCOMING COMMUNICATION

	12
	13
	14
	15
	16
	17
	18
	Sep 26, 27, 28, 29 & 30: C01 INCOMING COMMUNICATION

	
	
	
	
	
	
	
	

	19
	20
	21
	22
	23
	24
	25
	

	
	
	
	
	
	
	
	Total hours: 21 days x 8 hours = 168 hours

	26
	27
	28
	29
	30
	
	
	

	
	
	
	
	
	
	
	Sep 16: Malaysia Day


	OCTOBER 2021
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Notes:

	
	
	
	
	
	1
	2
	Oct 3, 4, 5, 6, & 7: C02 OUTGOING COMMUNICATION

	
	
	
	
	
	
	
	Oct 10, 11, 12, 13, & 14: C02 OUTGOING COMMUNICATION

	3
	4
	5
	6
	7
	8
	9
	Oct 17, 18, 20 & 21: C02 OUTGOING COMMUNICATION

	
	
	
	
	
	
	
	Oct 24, 25, 26, 27 & 28:  C02 OUTGOING COMMUNICATION

	10
	11
	12
	13
	14
	15
	16
	Oct 31:  C02 OUTGOING COMMUNICATION

	
	
	
	
	
	
	
	

	17
	18
	19
	20
	21
	22
	23
	

	
	
	
	
	
	
	
	Total hours: 20 days x 8 hours = 160 hours

	24
	25
	26
	27
	28
	29
	30
	

	
	
	
	
	
	
	
	Oct 19: Prophet Muhammad’s Birthday

	31
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	NOVEMBER 2021
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	NOTES:

	
	1
	2
	3
	4
	5
	6
	Nov 1 & 2: C02 OUTGOING COMMUNICATION

	
	
	
	
	
	
	
	Nov 10 & 11: C03 FILING ADMINISTRATION

	7
	8
	9
	10
	11
	12
	13
	Nov 14, 15, 16, 17 & 18: C03 FILING ADMINISTRATION

	
	
	
	
	
	
	
	Nov 21, 22, 23, 24 & 25: C03 FILING ADMINISTRATION

	14
	15
	16
	17
	18
	19
	20
	Nov 28, 29 & 30: C03 FILING ADMINISTRATION

	
	
	
	
	
	
	
	

	21
	22
	23
	24
	25
	26
	27
	Total hours: 17 days x 8 hours = 136 hours

	
	
	
	
	
	
	
	

	28
	29
	30
	
	
	
	
	
	

	
	
	
	
	
	
	
	Nov 3 – Nov 9: Student Deepavali Leave


	DECEMBER 2021
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	NOTES:

	
	
	
	1
	2
	3
	4
	Dec 1 & 2: C03 FILING ADMINISTRATION

	
	
	
	
	
	
	
	Dec 5, 6 & 7: C03 FILING ADMINISTRATION

	5
	6
	7
	8
	9
	10
	11
	Dec 8 & 9: C04 MEETING PREPARATION ASSISTANCE

	
	
	
	
	
	
	
	Dec 12, 13, 14, 15 & 16: C04 MEETING PREPARATION ASSISTANCE

	12
	13
	14
	15
	16
	17
	18
	Dec 19, 20, 21, 22 & 23: C04 MEETING PREPARATION ASSISTANCE

	
	
	
	
	
	
	
	Dec 27, 28 & 29: C04 MEETING PREPARATION ASSISTANCE

	19
	20
	21
	22
	23
	24
	25
	Total hours: 20 days x 8 hours = 160 hours

	
	
	
	
	
	
	
	
	

	26
	27
	28
	29
	30
	31
	
	Dec 11: Sultan Selangor Birthday

	
	
	
	
	
	
	
	Dec 25: Christmas Day


	JANUARY 2022
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	NOTES:

	
	
	
	
	
	
	1
	Jan 3, 4, 5 & 6: C05 BASIC DATA ENTRY

	
	
	
	
	
	
	
	Jan 9, 10, 11, 12 & 13: C05 BASIC DATA ENTRY

	2
	3
	4
	5
	6
	7
	8
	Jan 16, 17, 19 & 20: C05 BASIC DATA ENTRY

	
	
	
	
	
	
	
	Jan 23, 24, 25, 26 & 27: C05 BASIC DATA ENTRY

	9
	10
	11
	12
	13
	14
	15
	Jan 30 & 31: C05 BASIC DATA ENTRY

	
	
	
	
	
	
	
	

	16
	17
	18
	19
	20
	21
	22
	Total hours: 20 days x 8 hours = 160 hours

	
	
	
	
	
	
	
	
	

	23
	24
	25
	26
	27
	28
	29
	Jan 1: New Year Leave

	
	
	
	
	
	
	
	Jan 18: Thaipusam

	30
	31
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	FEBRUARY 2022
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	NOTES:

	
	
	1
	2
	3
	4
	5
	Feb 6, 7, 8, 9 & 10: PORTFOLIO PREPARATION

	
	
	
	
	
	
	
	Feb 14, 15, 16 & 17: PORTFOLIO PREPARATION

	6
	7
	8
	9
	10
	11
	12
	Feb 21, 22, 23 & 24: PORTFOLIO PREPARATION

	
	
	
	
	
	
	
	Feb 28: PORTFOLIO PREPARATION

	13
	14
	15
	16
	17
	18
	19
	

	
	
	
	
	
	
	
	

	20
	21
	22
	23
	24
	25
	26
	Total hours: 14 days x 8 hours = 112 hours

	
	
	
	
	
	
	
	
	

	27
	28
	
	
	
	
	
	Feb 1 - 3: CNY 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	MARCH 2022
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	NOTES:

	
	
	1
	2
	3
	4
	5
	Mac 1, 2, & 3: PORTFOLIO PREPARATION

	
	
	
	
	
	
	
	Mac 7, 8, 9, & 10: PORTFOLIO PREPARATION

	6
	7
	8
	9
	10
	11
	12
	Mac 14 & 15: PORTFOLIO PREPARATION

	
	
	
	
	
	
	
	

	13
	14
	15
	16
	17
	18
	19
	

	
	
	
	
	
	
	
	

	20
	21
	22
	23
	24
	25
	26
	Total hours: 9 days x 8 hours = 72 hours

	
	
	
	
	
	
	
	
	

	27
	28
	29
	30
	31
	
	
	

	
	
	
	
	
	
	
	


4

