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SECTION A : CORPORATE PROFILE 
 

 
��� � �������������
 
AF Document Management Services Sdn Bhd (AF) was es tablished to provide 

an effective and efficient document management syst em, for faster retrieval of 

files and documents. Through the development of Doc ument Control 

Management System (DCMS) and Document Indexing Mana gement System 

(DIMS), the files and documents will be well-manage d and systematically 

structured with excellent maintenance and tracking system.  DCMS is a 

hardcopy organization system whereas DIMS is an ele ctronic tracking system, 

supporting the DCMS. AF is the answer to increasing  demand of a more 

advanced and sophisticated filing system.    

 

The company’s success lies in its ability to fully understand its customer’s business 

needs. It provides confidence to its customers thro ugh prompt delivery 

combined with its professionalism, integrity and in dependence. 

 

AF is managed by a specialist with more than 20 yea rs of experience in 

document management. Its entire technical staff is highly skilled and able to 

develop good relationships with Clients. AF is regi stered as a wholly-owned 

Bumiputera company with the Ministry of Finance, Ma laysia and as a registered 

contractor of PETRONAS. AF is also registered by Te naga Nasional Berhad (TNB), 

Felda Holdings Berhad, International Islamic Univer sity of Malaysia (IIUM), 

Jabatan Kerja Raya (JKR), Malaysian International S hipping Company (MISC), 

Telekom Malaysia Berhad (TMB), Universiti Putra Mal aysia (UPM) and Keretapi 

Tanah Melayu Berhad (KTMB). 
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Realizing that “Providing Innovative Solut ions” is what we do best;  

we have realigned our business strategy – AF. 

�
At AF, we live by what we say. We are a service-ori ented company that uses 

information technology to manage documents especial ly the hardcopy as a 

means to value-add and enhance the business of our Clients. We are a results-

oriented company committed to giving our Clients qu ality services. We excel as 

a company using today’s readily available technolog y innovatively for the 

continuous development of Document Indexing Managem ent System (DIMS). 

 

AF also extends this commitment internally by creat ing an environment that is 

conducive for the ongoing development of our resour ces, be it in terms of staff 

development and acquisition of up to date software tools. 

 

AF believes that successful Vendor-Client relations hips are based on the 

principles of fairness and objectivity with a win-w in approach for all parties 

concerned. We look upon ourselves as more than a bu siness partner to our 

Clients; we take it upon ourselves to be an extensi on of our Client’s organization. 

Our approach is to develop a synergistic relationsh ip working hand-in-hand 

towards a common business objective. 
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�
AF’s main priority is to improve the effectiveness of Client’s existing 

documentation system, specifically the hardcopy org anizing system; to meet 

both the ISO 9001:2008 and Client’s specific requir ements for documentation. 

The Document Control Management System (DCMS) and D ocument Indexing 

Management System (DIMS) cover the various aspects of documentation 

systems as follows: 

�

i. Adoption of a standard, reliable, well-organized an d user-friendly 

system for the whole document control activities wi thin Client’s 

company. 

 

ii. To assist Clients in meeting the internal / externa l audit requirements 

at any time. 

 

iii. To assist Client to ensure continual improvement of  the document 

control system. 

 

iv. To assist Clients to reduce cost and time in terms of document 

tracking, monitoring and report generation. 
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AND PREPARATION OF 
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MANAGEMENT SYSTEM (DIMS) 

DATABASE SYSTEM, HELPDESK 
& MAINTENANCE 

DOCUMENT CONTROL 
MANAGEMENT 

TRAININGS 
 

DCMS AND DIMS 
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Adzhar Mohd Nazir 

Af Document Management Services Sdn Bhd is led by M r Adzhar Bin Mohd Nazir 
as the Chief Executive Officer (CEO). He first join ed ELF Acquitane Petroleum as a 
Document Controller in 1987. This was followed by a  stint at Sun Petroleum, after 
which he was welcomed into the PETRONAS fold in 199 1. While at the national oil 
corporation , he was seconded to a number of compan ies, namely Ethylene Sdn 
Bhd, Polyethylene Sdn Bhd and OGP Technical Service s Sdn Bhd. Whilst he was 
at the former two (the JVs between PETRONAS, BP Che micals and Idemitsu 
Petrochemicals) he was seconded to foreign companie s like John Brown, Toyo 
Engineering, Technip and Penta-Ocean where he learn t extensively on how an 
international documentation system was set up and r un, Whilst in OGP, he spent 
a year in Illigan, the Philippines, where he worked  in an LPG bottling plant joint 
venture. He was also involved in PETRONAS Shell mul tiproduct products pipeline 
project, Optimal petrochemical projects, Sudan pipe line project, etc. In 1998, he 
was offered a job at BASF PETRONAS Sdn Bhd as a Doc ument Control Executive. 
Whilst here, he managed the international documenta tion management system 
between Malaysia and Germany. At 2002, he left the company as a Document 
Control Senior Executive to start his own company, AF Document Management 
Services Sdn Bhd. 
 
Hamzah Bin Ibrahim 
 
Hamzah Ibrahim started his working career as an Aud itor with Bank Buumiputra 
(M) Bhd after graduating from University of Malaya in Bachelor of Economics 
(Honours). He was promoted to an Audit Supervisor i n 1978, leading a team to 
audit both the Bank’s domestic and overseas branche s (London, Bahrain and 
Tokyo). In 1981 the Bank sponsored him to do his Ma sters in Science (International 
Banking and Finance) at Heriot-Watt University, Edi nburgh, UK. In 1985, he left the 
Bank to join Shell Malaysia as an Auditor for the U pstream and Downstream 
companies. His career in Shell Malaysia includes be ing the Area Accountant for 
the Northern Regional Office, Credit Controller for  Shell Marketing Companies, 
Finance Services Manager and Logistic System Manage r. His responsibilities 
includes among things, evaluating tenders at  Area Office Tender Committee, 
Credit Risk Management, custodian to Shell Malaysia  credit policy, manuals and 
operating procedures, coordinator for admin support  at Area Offices, custodian 
for safe keeping of sales documents at Installation  and third party warehouse, 
Internal Assessor for ISO 9000 compliance, Business  Continuity Planning for 
finance and logistic system, coordinator for implem entation of SAP and Shell 
Group System. He left Shell at the end of 1999 to p ursue other opportunities, 
being made Finance Director at Newwin Engineering S dn Bhd (an Oil Gas 
Company) and thereafter Vice President of APAC-ACES  Sdn Bhd (a satellite 
communication company). In 2005 he joined AF Docume nt Management 
Services Sdn Bhd as its Executive Director.     



 
ADD:  13A-02 JALAN METRO WANGSA, SEKSYEN 2,  
           WANGSA MAJU, 53300 KUALA LUMPUR. 
TEL  :  03-4148 1761 
FAX : 03-41427761 
��������������������������������������������������� �������������  

8
 
 

Anthony Charles 

Anthony is a Qualified Consultant and Trainer in th e field of designing, 
developing, documenting and Implementing Management  Systems in line with 
International Standards (ISO9001:2000, ISO14001:200 4, ISO22000:2005, 
ISO13485:2003). 

He has held several positions as an Engineer and Ma nager from Oct 1983 to July 
1992 in Multi-National Companies such as Harris Sem iconductors and Vikay 
Technology. From Aug 1992 to Jan 1993, he was appoi nted as a Project Director 
of IMPAC, a Systems Improvement firm from USA that provides Consultancy 
Service in designing, developing, documenting and i mplementing management 
and control systems. He managed a project in Jakart a, Indonesia for a large 
mineral water processing company called Aqua Golden  Mississippi PT during the 
two years. From Feb 1993 to Dec 1995, he was appoin ted as the General 
Manager of Talon Technology Sdn Bhd, a subsidiary o f Composites Technology 
Research Malaysia (CTRM), under the Ministry of Fin ance. He was involved in the 
setting up of the company, the R&D facilities and t he manufacturing operations, 
designed and implemented the quality management sys tem in line with 
ISO9001:1994 International Standards. From Feb1996 to June 1999, he was 
appointed as a Quality Manager of KLIAB (Project Ma nagement), involved in 
designing, developing, documenting, implementing an d maintaining a Quality 
Management System for managing the development and construction of the 
Kuala Lumpur International Airport. He was also inv olved in the design and 
development of the Data & Document Control Manageme nt System and 
Archiving System. From July 1999 to present, he was  appointed as the Principal 
Consultant and Trainer in ISQT Consultancy (M) Sdn Bhd, handling Management 
Systems related to QMS, EMS, TQM, Process Improveme nt, Document & Data 
Control Management Systems and Productivity & Quali ty Improvement 
Programs. He was made a principal consultant at AF Document Management 
Services Sdn Bhd in 2006. 

Nor Azmin Bin Che Pin@Ariffin 
 
He graduated from UiTM in 2001 with a Bachelor of S cience in Information Studies 
(Record Management). In 2002 he worked as a Librari an Assistant at the 
International Education Centre UiTM with the main t ask of assisting in the 
technical aspect of implementing a library system. He joined Jabatan Agama 
Islam Selangor (JAIS) in May 2003 as an Admin Assis tant with main task of being 
the Internal Auditor for compliance with MS ISO 900 1:2000 on record 
management. After 3 years he left JAIS to become th e Assistant Training 
Manager at the Kedah Institute of Management (KIM) managing of Industrial 
and Integrity training of government staff. In 2007  he set up his own Training 
Consultancy company. He joined AF Document Manageme nt Services Sdn Bhd 
in 2008 as General Manager, Business Development fo r the Northern Region.  
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7.1 PROJECT HISTORY WITH PETRONAS GROUPS OF 
COMPANIES : 
 

NO COMPANIES 
1 Petronas Gas Berhad – Gas Prcessing Plant “A” (GPP A) 
2 BASF PETRONAS Chemicals Sdn Bhd 
3 Group Strategic Planning(GSP), Corporate Planning  & 

Development Division(CPDD), PETRONAS 
4 Gas Business Unit (GBU) 
5 PETRONAS Sudan Country Office 
6 ASCOPE as Centre 
7 Petrochemicals Business Unit (PBU) 
8 Trans Thai-Malaysia (Malaysia) Sdn Bhd 
9 Trans Thai-Malaysia (Thailand) Sdn Bhd 
10 Aromatics Sdn Bhd 
11 Carigali-PTTEPI Operating Company Sdn Bhd (CPOC)  
12 PETLIN (Malaysia) Sdn Bhd 
13 PETRONAS Carigali Sdn Bhd (PCSB) 
14 PETRONAS Penapisan (Terengganu) Sdn Bhd 
15 MTBE Malaysia Sdn Bhd (MMSB) / Polypropylene Mal aysia Sdn 

Bhd (PPMSB) 
16 Education Sponsorship Unit(ESU), Education Divis ion 
17 Malaysia LNG Sdn Bhd 
18 Group Technology Solutions, Research and Technol ogy 

Division 
19 PETRONAS Carigali (Turkmenistan) Sdn Bhd 
20 MISC Integrated Logistic Sdn Bhd 
21 Ethylene (Malaysia) Sdn Bhd / Polyethylene (Mala ysia) Sdn Bhd 
22 MMHE Sdn Bhd 
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7.2 PROJECT HISTORY WITH OIL & GAS COMPANIES : 
 
 

NO COMPANIES 
1 KNM Process Sdn Bhd 
2 Talisman Malaysia LImited 
3 QI-PMC Sdn Bhd 
4 Scomi NATCO Sdn Bhd 
5 KIC Oil & Gas 
6 Awan Inspirasi Sdn Bhd 
7 Ranhill Engineers & Constructors Sdn Bhd 
8 Ramunia Fabricators Sdn Bhd 
9 Hexamas Sdn Bhd & Asian Offshore Sdn Bhd 

           
  7.3    PROJECT HISTORY WITH NON OIL & GAS COMPANIES 

  
NO COMPANIES 
1 Public Services Department (JPA) 
2 Air Force, Ministry Of Defence (MOD) 
3 CELCOM – Internal Audit Division 
4 M-10 Builders Sdn Bhd 
5 State Secretariat Office (SUK Kedah) 
6 Prime Minister Department (JPM) 
7 Global Globe  Sdn Bhd 
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SECTION B : SCOPE OF SERVICES 
 
1.0       SCOPE OF SERVICES 
 

The complete package for AF’s services shall be as follow:   
 

a.  Assessments on the existing Documentation System 
 
b.  Development and/or Improvement of DCMS Procedures 

 
c.  Reorganizing and Restructuring of Physical Files an d Documents (Active or 

Inactive) 
 

d.  Development and Deployment of DIMS 
  

e. DCMS and DIMS Training 
 

f. Maintenance and Monitoring of DCMS and DIMS System 
 

g.  DCMS and DIMS Audit 
 

The actual scope of services, however, shall cover either the complete package, 
or parts of the package offered, depending on the C lient’s specific requirements. 
 
Assessment on the Existing Documentation System  

 
a.  AF will review and audit Client’s  existing documentation system, to assess 

its compliance to MS ISO 9001:2008 standards and re quirements for 
documentation. 

 
b.  The assessment will  cover various aspects of docum entation including: 

 

i. Existing Documentation Procedures and Working 
Instructions. 

 
ii.  Document Numbering and Coding System. 

 
iii.  Document Registration and Tracking System. 

 
iv. Document Filing System. 

 
v. Document Archival and Disposal System. 

 
c.  AF will submit a comprehensive assessment report ou tlining the 

discrepancies/inadequacies of the existing document ation system, and 
the required corrective and preventive actions to b e taken to ensure full 
compliance to MS ISO 9001:2000 standards and requir ements together 
with a proposal to Client.  
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Development and/or Improvement of DCMS Procedures  
 

a.  The Assessment Report developed shall be the basis for the development 
and/or improvement of DCMS Procedures. 

 
b.  The DCMS Procedures shall fulfill the following req uirements: 

 

i. Enhancement on the existing procedures to meet both  the 
ISO 9001:2000 and Client ’s specific requirements for 
documentation, or, 

 
ii. Development of new procedures to meet both the ISO 

9001:2000 and Client ’s specific requirements for 
documentation, or, 

 
iii. Combination of (a) and (b). 

 
c.  DCMS Procedures shall cover the follow: 

 

i. Document and Data Control System 
 

ii. File Structure and Master lists System 
 

iii. File Coding and Document Reference Numbering System  
 

iv. Communication & Correspondence Control System 
 

v. Document Filing System 
 

vi. Document Archival and Disposal System 
 
 

Reorganizing and Restructuring of Files and Documen ts (Active and Inactive)  
 

a.  The Assessment Report developed shall be the basis for the reorganizing 
and restructuring Client’s file and documents.   

 
b.  The reorganizing and restructuring shall properly a nd adequately cover 

the following aspects of document control, filing a nd archival system: 
 

i. Document categorization/classification. 
 

ii. Standard numbering/indexing/coding system. 
 

iii. Standard file structure and Master list development . 
 

iv. Standard physical filing system – cabinet/shelve/ra ck 
labeling, file labeling/ indexing, Proper control o n the 
movement of documents, etc.  
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v. Control of files and documents movement system. 
 

vi. Standard document flows and working instructions. 
 

vii. Document distribution system. 
 

viii. Document registration into Database (DIMS). 
 

ix. Document archival and disposal System. 
 
 

Development and Deployment of DIMS  
 

a.  AF will undertake the development and deployment of  DIMS. 
 
b.  The application will act as an electronic Document Master Register  for a 

better and faster document tracing and also for rep orts generation. 
 

c.  The application can be a windows application and/or  Web based 
application depending upon client’s needs and requi rements. It will also 
be developed using office software which is availab le and in use 
throughout the organization such as Microsoft SQL server and MySQL 
server, or any other shareware or freeware tools to  reduce the cost of 
development.  

 
d.  The modules developed will be:  

·  Document Master Register 
·  Document Monitor 
·  Document Locater 
·  Document Reports 
·  Optional Document Automation as per client’s reques t and agreed 

upon by both parties. 
 
 
DCMS and DIMS Training  

 
a.  DCMS and DIMS training programs shall cover all pro cess of 

documentation previously mentioned under Scope 2.1( b), 2.1(c) and 
2.1(d) 

 
 
Maintenance & Monitoring of DCMS System  

 
a.  AF shall ensure timely delivery of DCMS and DIMS sy stem upon 

completion. 
b.  AF undertakes the responsibility of maintaining and  monitoring of DCMS 

and DIMS system functionalities and database for a pre-defined period 
subject to the terms & conditions of the contract. 
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DCMS and DIMS Audit  
 

a.  AF shall conduct Audits after 3 months of project h andover, to ensure its 
implementation after service. 

 
b.  AF offers continuous maintenance of DCMS and DIMS b eyond the agreed 

scope of services. 
 
2.0 EXECUTION OF DCMS AND DIMS 
 
2.1 The establishment and implementation of DCMS and DI MS shall be as per 

Appendix 1.  
 
2.2 The establishment and implementation of DCMS an d DIMS shall be closely 

monitored through the following: 
 

a.  Project Schedule; detailing the project current sta tus on weekly basis. 
 

 

b.  Weekly Progress Meeting/Minutes of Meetings/Weekly Progress Reports. 
 
 

c.  On-job discussions with related departments/officer s and monitoring of 
project progress by AF project Team Leader. 

 
 

d.  Training Sessions on DCMS and DIMS (Awareness, Hand s-on and UAT). 
 
 

e. Audits on the developed DCMS and DIMS, including Fi ling system & 
Database. 

 
 

f. Client approval on the Close-up Report by AF upon completi on of contract. 
 
3.0 PROJECT TEAM 
 

3.1 Depending on the actual scope of services and Client’s needs and 
requirements; AF project team shall be consisting of a minimum: 

 

a.  One (1) Project Manager 
 
b.  One (1) QA Executive 

 
c.  One (1) IT Engineer 

 
d.  One (1) Senior Document Controller 
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4.0 SCHEDULE, LOCATION, WORKING HOURS AND REPORTING 
 
4.1  AF Project Team is to commence the services as  per instructions from Client, for a 

duration agreed by both parties.  
 
4.2 AF Project Team will be stationed at the Client ’s office for the duration of the 

project. 
 
4.3 AF Project Team will adopt the Client’s working  hours for the duration of the 

project. 
 
4.4 AF will provide weekly progress reports to Clie nt’s representative, or key person. 
 
5.0 FACILITIES AND ASSISTANCE 
 
5.1 Client shall provide the following facilities a nd assistance for AF Project Team: 
 

a.  Stationery 
 

b.  Computers 
 

c.  Telephone 
 

d.  Fax Machine and printer 
 

e. Workstation 
 

f. Access to Quality system documents 
 
6.0 COMMERCIAL PROPOSAL 

 
6.1 Commercial proposal is to be submitted upon req uest, after assessment session. 
 
7.0 CONCLUSION 
 
7.1 In conclusion, the DCMS and DIMS system are imp erative for the success of 

organizations in the future.  
 

7.2 DCMS and DIMS enable the managers to monitor ti me sensitive documents 
movements, locate documents with a click of a butto n, and produce the latest 
reports on documents and documentation. 
 

7.3 The system will assist the top-level management  to monitor productivity of 
employees hence it will enable them to plan ahead o r to take appropriate 
decisions/action. 

 
 



 

 

DCMS AND DIMS AUDIT 
 

�  Maintenance/monitoring of the system/services 
for a pre-defined period  

PRELIMINARY STUDY 

SUBMISSION OF EVALUATION 
REPORTS & PROPOSALS 

FEEDBACKS FROM CLIENT 

OFFICIAL AGREEMENT / 
COMMENCEMENT OF WORKS 

PREPARATION OF 
PROCEDURES/ INSTRUCTIONS 

IMPLEMENTATION OF DCMS 
AND DEPLOYMENT OF DIMS 

MAINTENANCE AND 
MONITORING OF DCMS AND 

DIMS  

DELIVERY OF SERVICES TO 
CLIENT 

CORRECTIVE / PREVENTIVE 
ACTIONS 

- Review/assessment on the existing system 
- Identification of strengths & weaknesses 
- Identification of areas to improve  

- Evaluation on the existing documentation system 
- Recommendation for  
  improvements/enhancements 
- Discussion of scope of works/services to cover  

- Review of the proposal by Client 
- Comments and suggestions by AF/Client (if any) 
- Resubmission of revised proposal by AF (if 
needed)  

- Reorganizing, file numbering/ indexing, filing,   
  arranging, sorting, labeling 
- registration, traceability, archiving and disposi ng,  
  monitoring documents  

- Review/familiarization with existing procedures 
- Improvement on the existing procedures; or 
  development of new/additional procedures  

- Official agreement - terms & conditions 
- Confirmation on scope of works 
- Commencement of works  

- Review on the system to ensure its suitability, 
  adequacy and effectiveness 
- including audits on system/database/document 
 

- Corrective/preventive actions, if any, prior to 
  delivery of the system/services to Client. 
 

- Timely delivery upon completion 
- Submission of Close-up Report to Client.  

DCMS AND DIMS TRAINING �  Training on various aspects/processes of manual  
    documentation and  database/application. 
 

8.0 DCMS AND DIMS - IMPLEMENTATION PROCESS FLOW 
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An Article in Mingguan Newspaper (2 DEC 2007) 

 



 

Resource Enterpreneur (In Order to Suceed) 



 



 



 

Handover with Implementation Coordination Unit(ICU) , Prime 

Ministor's Department(JPM) 

 

 

 



 

First Oversea Project In 

Sudan

 

 



 

 

 

 



 

MSC MALAYSIA STATUS CERTIFICATE 
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ADD:  13A-02 JALAN METRO WANGSA, SEKSYEN 2,  
           WANGSA MAJU, 53300 KUALA LUMPUR. 
TEL  :  03-4148 1761 
FAX:  03-4142 7761 
    

LICENCES 
 

1) Kementerian Kewangan Malaysia  
 
a)  No Rujukan Pendaftaran : 357-02012433 
 
b)  No Sijil Lesen Kewangan 
 
- No : 313478 
- BP 194164 

 
 
 

2) Petronas 
 
a)  No Pendaftaran : RHQ-609793-V 

 
b)  No Sijil Lesen : R050609 
 
 
 

3) Felda Holdings Bhd 
 

a)  No Rujukan Pendaftaran : B-110700066 
 
 
 

4) MSC Malaysia Status 
 
a)  No Sijil : 2230 

 

 

 

 

 

 

 

 



 
 
ADD:  13A-02 JALAN METRO WANGSA, SEKSYEN 2,  
           WANGSA MAJU, 53300 KUALA LUMPUR. 
TEL  :  03-4148 1761 
FAX:  03-4142 7761 
    

CONTACT US 

 

Address  

13A-02, Jalan Metro Wangsa, Seksyen 2, 

Wangsa Maju, 

53300 Kuala Lumpur. 

Tel : 603 – 41481761  Fax : 603 – 41427761 

Email : enquiry@afdocysys.com  

Website : www.afdocsys.com  

 

 

                                                                                                     

 

 


