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CHAPTER I 

  INTRODUCTION 

1.1 Background of the Apprenticeship 

 In the era of modernization, science and technology are growing rapidly in 

various parts of the world, including Indonesia. Indirectly, the Indonesian people 

are required to be able to keep up with the flow of developments and master 

science and technology in order to be able to compete on the international stage. 

With the competition in the modernization era, every individual needs 

quality improvement and competence as well as being highly competitive, 

especially in the world of work. Even though students are seen as young scholars 

by society, this does not rule out the possibility that students often experience 

difficulties when entering the world of work. This comes if students only rely on 

theoretical lecture knowledge obtained while sitting in lectures. Therefore, 

students need to apply theoretical knowledge gained during college into practical 

knowledge in the world of work. 

Every tertiary institution understands that the knowledge gained during 

lectures is not enough as a provision to be brought into the world of work. 

Therefore, the tertiary institution requires each student to take part in 

apprenticeship as a compulsory subject of 4 (four) credits. 

State Polytechnic of Bengkalis seeks to produce competent and professional 

experts by creating apprenticeship programs. Apprenticeship is a facility provided 

by the campus to students to apply the knowledge gained during lectures directly 

to employment. In general, the implementation of apprenticeship implemented by 

each tertiary institution, students are expected to be able to recognize, know, and 

practice analyzing real work environment situations as an effort to prepare 

themselves to enter the world of work. 

 Based on the description above, the author as a student at State Polytechnic 

of Bengkalis, International Business Administration Study Program, is required to 

carry out apprenticeship activities within 5 months. The author has chosen PT 
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Kreasijaya Adhikarya Dumai as a place to carry out apprenticeship activities. 

During the implementation of apprenticeship the author got a place in the 

Logistics Department, especially the Weighbridge Division and the Under HOD 

Department, especially the Purchasing Division. The apprenticeship will be 

carried out from January 23 to June 20 2023. It is hoped that this apprenticeship 

will add to the author's insight regarding the implementation of various tasks 

according to procedures and be able to face the real world of work with the 

experience he has gained. 

1.2 Purpose of the Apprenticeship  

Apprenticeship is the process of implementing lecture knowledge that is 

carried out directly to a company with a specific purpose. The intended purpose is 

as follows: 

1. To find out job specifications in the Logistics Department and the Under 

HOD Department of PT Kreasijaya Adhikarya Dumai 

2. To describe the systems and procedures in work 

3. To find out the place and schedule of apprenticeship carried out 

4. To find out the obstacles and solutions encountered during the apprenticeship  

process 

1.3 Significance of the Apprenticeship 

 The apprenticeship program  is carried out at the International Business 

Administration Study Program with the following benefits: 

1. For students, apprenticeship activities are a place to implement theory from 

campus. That way students also get the latest experiences and insights from 

companies 

2. For companies, apprenticeship programs can increase work productivity. 

Besides that, it can also improve the company's image with a good impression 

on apprentices 

3. For the campus, the campus will be better known in the world of work with a 

good image. The campus also receives feedback from the world of work 

regarding curriculum development and learning processes. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

2.1 Company History 

In 1995, PT Kreasijaya Adhikarya was a subsidiary of PT KLK Plantation 

Holding in Malaysia which was managed by PT ADEI Plantation & Industry, and 

was engaged in bulking. In 2013, PT Kreasijaya Adhikarya changed its function 

to the palm oil processing industry which was managed under one management by 

PT KLK Dumai. Then in 2014, PT Astra Agro Lestari decided to join venture at 

PT Kreasijaya Adhikarya as one of the shareholders. 

 
Figure 2.1PT Kreasijaya Adhikarya Logo 

  Source: PT Kreasijaya Adhikarya 

PT Kreasijaya Adhikarya which is located on Jl. Datuk Laksamana, Pelindo 

1 Complex, Dumai-Riau. PT Kreasijaya Adhikarya is a company engaged in the 

palm oil processing industry. Derivative products produced by PT Kreasijaya 

Adhikarya are RBDPOL (Refined Bleached Deodorized Palm Olein), RBDPS 

(Refined Bleached Deodorized Palm Stearin), RBDPO (Refined Bleached 

Deodorized Palm Oil), and PFAD (Palm Fatty Acid Destillate). While the raw 

material used in producing derivative products is CPO (Crude Palm Oil) which 

comes from oil palm fruit that has gone through a previous processing process. 

In order to guarantee the quality of PT Kreasijaya Adhikarya's derivative 

products, therefore there is a control management that oversees several 

departments that are responsible for their respective positions. The departments in 

question are the finance department, HR & GA department, production 

department, logistics department, under BOD department, maintenance 
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department and QA/QC department. The department has a partnership for the 

benefit of the company to achieve common goals. Therefore, each department has 

its own duties and responsibilities, namely: 

1. Finance Department relating to payments, taxes, regulation of incoming and 

outgoing goods from the warehouse (store), as well as product sales 

2. HR & GA Department relating to employment, company legality, internal 

and external relations, as well as employee and company welfare 

3. Production Department relating to the processing of raw materials to become 

finishing products 

4. Logistics Department relating to receipt, stockpiling, and release of 

goods/commodities 

5. Under BOD (Board of Directors), which is a department consisting of 

secretarial, safety and QMR, IT support, purchasing, and engineering 

6. Maintenance Department relating to the supervision and maintenance of 

facilities and factories to keep them in good condition 

7. QA/QC (Quality Assurance / Quality Control) Department related to 

maintaining the quality of raw materials/supporting chemicals, and the quality 

of finishing products. 

 

2.2 Vision and Mission 

 In carrying out the company's operations, the management of PT Kreasijaya 

Adhikarya Dumai has established a vision and mission as follows: 

1. Vision 

Making a committed and growing edible oil industry process 

2. Mission 

a. Producing quality products for customer satisfaction and maintaining an 

environmentally friendly industry 

b. Generate benefits and create competent and quality human resources by 

prioritizing safety and comfort in the work environment 

c. Establish and enhance partnerships both internally and externally to 

create significant success. 
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2.3 Kind of Business 

 Kind of business PT Kreasijaya Adhikarya is a company engaged in the 

palm oil processing industry. The products produced by PT Kresijaya Adhikarya 

in processing palm oil are: 

1. RBDPOL (Refined Bleached Deodorized Palm Olein)  

2. RBDPS (Refined Bleached Deodorized Palm Stearin)  

3. RBDPO (Refined Bleached Deodorized Palm Oil)  

4. PFAD (Palm Fatty Acid Destillate) 

 

2.4 Structure of Organization 

 PT Kreasijaya Adhikarya Dumai has a company organizational structure in 

Figure 2.2 as follows: 

President Director

Board of Director (BOD)

HR & GA Finance Under BODLogistic Production Maintenance QA/QC

GA

HR

Accounting

Tax

Store

Shipment

Receiving

Weightbridge

Secretariat

IT

Safety & 

QMR

Utility

Electric

Mechanic

Purchasing

Certificate

Safety

Environment

Reporting & 

Admin

Secretary

  
Figure 2.2 Structure of Organization 

Source: PT Kreasijaya Adhikarya Dumai 
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The organizational structure contains the constituent components of the 

company PT Kreasijaya Adhikarya Dumai. Each human resource within the scope 

of the company has its own position. And each of these positions has assigned 

duties, responsibilities and authorities. 

  

2.5 The Working Process 

To achieve the company's goals, each position has been prepared based on 

the provisions of functions, authorities and responsibilities. The division of tasks 

for each position is as follows: 

1. President Director 

The President Director is the highest leader in the company (executive) or 

administrator who is given responsibility for coordinating the ongoing 

activities of the company as a whole. The President Director is responsible for 

providing direction for the development of short and long term goals, 

policies, budgets and operational plans of the company, overseeing consistent 

interpretation and implementation, as well as plans for achieving them. 

2. Board of Directors 

The Board of Directors is an administrator who is responsible for managing 

part of the company according to the field under it. His duties include 

providing direction to his company in accordance with the goals, vision and 

mission of the company. In addition, the Board of Directors also ensures that 

the company has adequate financial resources so that business activities run 

smoothly. 

3. Under BOD Department 

Under BOD Department is a work unit under the Board of Directors which 

has the authority to assist the affairs of the Board of Directors. Under BOD 

Department includes Information and Technology (IT), Secretariat, Safety 

and QMR, and Purchasing. 

4. HR & GA Department 

HR (Human Resource) duties are related to people & organization 

development, payroll, and HR services. Meanwhile, GA (General Affair) 
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tasks are related to budget management, procurement, ordering, and 

maintenance needed in the company's operations. 

5. Finance Department 

Finance department is the part that manages and stores finances directly both 

in currency and demand deposits. This department plays a fundamental role 

in making money-related decisions for the company's internal and external 

affairs. Finance department includes taxation, accounting, and store. 

6. Logistics Department 

The logistics department has control over the receiving, shipments, and 

weighbridge activities. Receiving is the activity of managing the receipt of 

raw materials via trucks, barges and tankers. Shipments are arrangements for 

the release/delivery of final products via tankers or barges. Meanwhile, the 

weighbridge is the activity of managing the receipt and disbursement of fuel, 

raw materials and products via scales. 

7. Production Department 

The production department holds control over raw material processing 

activities to the creation of finishing products. The production department has 

the task of planning and scheduling the production process. Besides that, he 

also oversees the production process so that the quality, quantity and time are 

in accordance with the predetermined plan. 

8. Maintenance Department 

The Maintenance Department is responsible for monitoring and maintaining 

factory facilities in prime condition by designing, managing, handling and 

inspecting work. Maintenance includes electricity, utilities, and mechanics. 

9. QA/QC Department 

QA/QC (Quality Assurance / Quality Control) Department related to quality 

control of raw materials, supporting chemicals, and quality of product 

finishing. Quality Assurance plays an important role in ensuring that the 

quality of products that will be released to the market meet company 

standards. Therefore, a QA staff will carry out monitoring and a series of tests 

in an effort to guarantee quality to customers. In contrast to Quality Control 
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which has a role in product inspection before, during, or after the production 

process to obtain the required quality standards. QC staff has the right to 

accept or reject products to be marketed. If a defective product is found, it 

will be returned to the production department. 

 

2.6 Documents Used for Activity 

In carrying out apprenticeship, there are several documents needed to 

complete the work given. These documents are as follows: 

1. Purchase Order (PO) 

Purchase order is an official document issued by the buyer and contains 

details of the goods or services purchased. The PO document is made as proof 

of a contract between the seller and the buyer, meaning that the buyer has 

signed the purchase of goods or services in accordance with the agreement 

established with the seller. Goods or services will be sent when the PO has 

been received by the seller, and the buyer receives the order before receiving 

the invoice. 

 
Figure 2.3 Purchase Order 

Source: majoo.id  
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2. Invoice 

Invoice which is commonly referred to as an bill, is a commercial document 

made by the seller to the buyer and aims to request payment for a purchase. 

Generally this document contains informationa list of consignments 

accompanied by a note of name and nominal value that must be closed by the 

buyer.  

 
Figure 2.4 Invoices 

Source: berita.99.co 

3. Tax Invoice 

A tax invoice is proof of tax collection made by a Taxable Entrepreneur 

(PKP) for the delivery of Taxable Goods (BKP) or Taxable Services (JKP). 

Tax invoice can be used asevidence that the BKP submitted is in accordance 

with the warrant. If an error occurs, the consumer can complain using a sales 

invoice. 
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Figure 2.5 Tax Invoice 

  Source: majoo.id 

4. Receipt 

Receipt is proof of transaction for payment and receipt of money. Apart from 

being proof of transactions, receipts can also facilitate the recording of 

company cash, assist in auditing company finances, and as documents to 

obtain guarantees for an item by buyers.  
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Figure 2.6 Receipt 

Source: berekonomi.com 

5. Delivery Order (DO) 

Delivery order a document given by the seller to the expeditionary service as 

an order for the delivery of goods. The delivery order serves as proof of 

delivery and the foundation by the expedition service during the process of 

sending goods according to the information contained in the document. 

 
Figure 2.7 Delivery Order 

Source: dailysocial.id 

6. BC 4.0 

BC 4.0 is a document of notification of entry of goods from other places in 

the customs area of Bonded Storage. This document is used as a condition 

that the goods listed in BC 4.0 enter the Bonded Area which gets a tax 

withholding facility from the Ministry of Taxation. 
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Figure 2.8 BC 4.0 

Source: PT. Kreasijaya Adhikarya Dumai 
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Figure 2.9 BC 4.0 

Source: PT. Kreasijaya Adhikarya Dumai 
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CHAPTER III 

SCOPE OF THE APPRENTICESHIP 

3.1 Job Description 

Job description of apprenticeship at PT Kreasijaya Adhikarya Dumai 

starting from January 23 to June 20 2023. As for the specifications of the tasks 

carried out for 21 (twenty one) weeks at PT Kreasijaya Adhikarya Dumai are as 

follows: 

1. Adjust data report on the use of spare part, fuel, and raw material in Bonded 

Area 

2. Recapitulate of tax-deferred facilities 

3. Stock opname 

4. Pick data by scale and Ceisa 

5. Recapitulate of receipt of invoice 

6. Supplier information recapitulate 

7. Recapitulate of transaction information 

8. Recapitulate of purchase requisition list 

9. Stamp customs document 

10. Distribute of customs document 

11. Customs document archive 

12. Invoice document archive 

13. Deliver document to several companies 

14. Scan, print, and photocopy document. 

 

3.2 Systems and Procedures 

3.2.1 Systems 

 The work system used at PT Kreasijaya Adhikarya Dumai uses two 

methods, namely the online system and the manual system. The online system 

uses Email and the Whatsapp application as a media for communicating and 

sending soft files. In addition, working on tasks given by employees using an 
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application system that has been provided by a company called IT Inventory. 

Meanwhile, the manual system for apprentices still takes attendance manually, 

does some manual recapitulates, and delivers the hardfile to the intended 

company. 

3.2.2 Procedures 

In order to achieve the company's goals, the company seeks to provide 

systems and procedures to employees in carrying out their work. At PT Kreasijaya 

Adhikarya Dumai, there are several systems and procedures for working. Here's 

the explanation: 

1. Adjust Data Report on the Use of Spare Part, Fuel, and Raw Material in 

Bonded Area 

 
Figure 3.1 Adjust Data Report Flowchart 

Source: Processed Data 2023 

In adjust data reports on the use of spare parts, fuel, and raw materials in 

Bonded Areas, the reference document used is a list of inventory usage from the 

store. The author adjusts the data using the format provided in Microsoft Excel. 

2. Recapitulate of Tax-Deferred Facilities 

Figure 3.2 Deferred Tax Facilities Flowchart 

Source: Processed Data 2023 

In recapitulate facilities with deferred tax, the reference document used is 

the BC 4.0 2023 income book from the Hanggar. Then the author makes notes on 

the bamboo book that has been provided. 

3. Stock Opname 

Figure 3.3 Stock Opname Flowchart 

Source: Processed Data 2023 

Receive data from 
the Store 

Data suitability survey based 
on stock in the field 

Adjust data in IT 
inventory 

Receiving records of tax-deferred 
facilities from the Hanggar 

Recapitulate tax-deferred facilities  

Receive data from 
the Store 

Check the availability of 
goods in the field against the 

data provided 

Submit data to the 
Store 
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 The reference document used during stock opname activities is the latest 

inventory list issued by the store at the beginning of each month. The author 

checks the availability of goods in the field with the data provided. Then submit 

the data back to the Store. 

4. Pick Data 

Figure 3.4 Pick Data Flowchart 

Source: Processed Data 2023 

 Pick data is divided into two, namely pick by scales and pick by CEISA. 

Pick by scales is done based on the company's IT Inventory application, especially 

weighbridge data, while pick by CEISA is done based on the CEISA (Customs 

Excise Integrated System and Automation) application. 

5. Invoice Receipt Recapitulate 

Figure 3.5 Invoice Receipt Recapitulate Flowchart 

Source: Processed Data 2023 

 Invoice receipt need to be recapitulated to make it easier for companies to 

review certain data needed. When recapitulating the author, they do not only refer 

to invoice documents, but there are receipts, tax invoices, purchase orders, 

delivery orders, and others as supporting documents. 

6. Supplier Information Recapitulate 

Figure 3.6 Supplier Information Recapitulate Flowchart 

Source: Processed Data 2023 

 Carrying out supplier information recapitulate activities requires a reference 

document called a purchase order. The author fills in supplier information such as 

supplier name, address, NPWP, and telephone number based on the data available 

on the purchase order. 

Open the company's IT 
Inventory program 

Click pick data on the 
input menu 

Complete the data that 
has not been picked 

until it's finished 

Receive invoice from 
vendor 

Recapitulate to 
notebook 

Scan document into the 
purchasing department 

file 

Open an excel 
document on the 

computer 

Fill out the vendor list form based 
on available purchase orders 

Save 



 
17 

 

7. Transaction Information Recapitulate 

Figure 3.7 Transaction Information Recapitulate Flowchart 

Source: Processed Data 2023 

 The reference document when recapitulating transaction information, 

namely proof of transaction along with information related to transaction from 

finance parties via e-mail. Copy and paste some of the information needed into 

excel format. 

8. Recapitulate of Purchase Requisition List 

Figure 3.8 Purchase Requisition List Flow chart 
Source: Processed Data 2023 

 In this section, the author refers to the document provided by the Store, 

namely the purchase requisition in the form of a print out. Then the author copied 

some of the information listed into excel format. 

9. Customs Document Stamp 

Figure 3.9 Document Stamp Flowchart 
Source: Processed Data 2023 

 In this activity, the author takes care of customs document that have been 

completed with other documents such as invoice, purchase order, tax invoice, 

delivery order, and contract agreement. 

10. Distribute of Customs Document 

Figure 3.10 Distribute of Customs Document Flowchart 
Source: Processed Data 2023 

Format transaction 
information on the 

computer 

Open E-mail from 
finance related to 
transaction info 

Copy transaction 
information into excel, 

then save 

Open the Purchase 
Requisition List 

format on the 
computer 

Fill in the format based on 
the form from the store 

Copy the 
information into 

excel, then save it 

Print several customs 
documents as needed 

The document is signed 
by authorized by the 

company 

The document is signed by 
authorized by the company 

Prepare stamped 
customs 

documents 

In one customs document, it will be 
divided into 2 copies for the 

Commercial party, 1 copy for 
Taxation, 1 copy for Export-Import, 

and 1 copy for the Hanggar 

Photocopied original 
supporting documents to be 
submitted to the Hanggar, 
while the originals are for 

Export-Import 
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 In distribute customs document, there are main document in the form of 

customs document (BC 4.0) which will be distributed to Commercial, Tax, 

Export-Import, and Hanggar parties. In addition to the main document, there are 

supporting document, namely invoice, purchase order, tax invoice, delivery order, 

and contract agreement. 

11. Customs Document Archive 

Figure 3.11 Customs Document Archive Flowchart 
Source: Processed Data 2023 

 In the section on customs document archive, the author must prepare a large 

and sturdy folder to store many important documents called orderners. Customs 

document are put in a plastic sheet called a clear sheet that is already available to 

the ordner. Then put the order into a special archive cabinet for the Export and 

Import division. 

12. Invoice Document Archive 

Figure 3.12 Invoice Document Archive Flowchart 
Source: Processed Data 2023 

 Just like the customs archive, the author also needs to prepare a large and 

sturdy folder to store many important document called ordrner. Each document is 

entered into a clear sheet on the ordner. Then put the ordrner into the Purchasing 

division's special archive cabinet. 

13. Deliver Document to Several Companies. 

Figure 3.13 Deliver Document Flowchart 

Source: Processed Data 2023 
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prepared by 
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 Deliver of documents in question are documents in the weighbridge division 

and purchasing division. In the weighbidge division, the author delivers cross-

weigh documents to PT Wilmar Nabati and delivers CPO receipt documents to PT 

Astra Agro Lestari. Meanwhile, in the purchasing division, the author delivers 

invoice documents to the finance party at PT KLK Dumai. 

3.3 Place and Time of Apprenticeship 

3.3.1 Apprenticeship Place 

 The apprenticeship was carried out at PT Kreasijaya Adhikarya Dumai, 

located in the Pelindo I Area, Jalan Datuk Laksamana, East Dumai District, 

Dumai City, Riau. During the apprenticeship the author was placed in the Logistic 

Department of the Weighbridge Division and the Export and Import Division, 

then the Purchasing Division in Under BOD Department. 

  

3.3.2 Apprenticeship Time 

Implementation of apprenticeship is when students take semester VII 

(eight). Meanwhile, the apprenticeship program lasted for 5 (five) months, starting 

from January 23, 2023 to June 20, 2023. The company's provisions regarding the 

schedule for carrying out apprenticeship are described in the table below: 

Table 3.1 Apprenticeship Schedule 

No Day Working hours Agent 

1 Monday to Friday 08:00 - 16:30 PT Kreasijaya Adhikarya Dumai 

2 Saturday 08:00 – 13:00 PT Kreasijaya Adhikarya Dumai 

3 Sunday Off  Off 

Source: Processed Data 2023 

3.4 Kind and Description of Activity 

A more detailed description of the first week's activities carried out during 

apprenticeship at PT Kreasijaya Adhikarya Dumai the Logistic Department can be 

seen in the following table: 
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Table 3.2 Week 1 of Apprenticeship Report (January 23 to January 28, 2023) 

January 2023 

Week 1 

No Date/Time Activity Description Division 

1 
Monday, 

January 23, 2023 
Induction Sessions Weighbridge 

2 
Tuesday, 

January 24, 2023 

a. CPO scale data record 

b. Record of shell scale data 
Weighbridge 

3 
Wednesday, 

January 25, 2023 

a. CPO scale data record 

b. Record of shell scale data 
Weighbridge 

4 
Thursday, 

January 26, 2023 

a. CPO scale data record 

b. Recording of shell scale data 
Weighbridge 

5 
Friday, 

January 27, 2023 

a. Input the CPO scale data into the computer 

b. Input the shell scale data into the computer 
Weighbridge 

6 
Saturday, 

January 28, 2023 

a. Input the CPO scale data into the computer 

b. Input the shell scale data into the computer 
Weighbridge 

Source: Processed Data 2023 

 A more detailed description of the second week's activities carried out 

during apprenticeship at PT Kreasijaya Adhikarya Dumai the Logistic Department 

can be seen in the following table: 

Table 3.3 Week 2 of Apprenticeship Report (January 30 to February 04, 2023) 

January – February 2023 

Week 2 

No Date/Time Activity Description Division 

1 
Monday, 

January 30, 2023 

a. Record of shell scale data 

b. Input the CPO scale data into the computer 

c. Input the shell scale data into the computer 

Weighbridge 

2 
Tuesday, 

January 31, 2023 

a. CPO scale data record 

b. Record of shell scale data 
Weighbridge 

3 
Wednesday, 

01 February 2023 

a. CPO scale data recapitulate 

b. Recapitulate of shell scale data 
Weighbridge 

4 
Thursday, 

02 February 2023 

a. CPO scale data recapitulate 

b. Recapitulate shell scale data 
Weighbridge 

5 
Friday, 

03 February 2023 

a. Recapitulate of CPO and shell scale data 

b. Deliver of documents to PT Astra Agro 

Lestari 

Weighbridge 

6 
Saturday, 

04 February 2023 

a. Distribute of CPO scale tickets 

b. Distribute of shell scale tickets 

c. Print the scales document 

Weighbridge 

Source: Processed Data 2023 

A more detailed description of the third week's activities carried out during 

apprenticeship at PT Kreasijaya Adhikarya Dumai the Logistic Department can be 

seen in the following table: 
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Table 3.4 Week 3 of Apprenticeship Report (February 06 to February 11, 2023) 

February 2023 

Week 3 

No Date/Time Activity Description Division 

1 
Monday, 

06 February 2023 

a. Distribute of CPO weigh tickets 

b. Distribute of shell scale tickets 
Weighbridge 

2 
Tuesday, 

07 February 2023 

a. Distribute of CPO weigh tickets 

b. Distribute of shell scales 

c. Deliver of documents to PT Astra Agro 

Lestari 

Weighbridge 

3 
Wednesday, 

08 February 2023 

a. Recapitulate of CPO and shell scale data 

b. Distribute of tickets for bleaching earth scales 
Weighbridge 

4 
Thursday, 

09 February 2023 

a. Recapitulate of CPO and shell scale data 

b. Distribute of CPO and shell tickets 
Weighbridge 

5 
Friday, 

February 10, 2023 

a. Recapitulate of CPO and shell scale data 

b. Photocopy of olein and stearin tickets 
Weighbridge 

6 
Saturday, 

February 11, 2023 

a. Photocopy of olein and stearin tickets 

b. Scan daily income reports 
Weighbridge 

Source: Processed Data 2023 

A more detailed description of the fourth week activities carried out during 

practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can be seen 

in the following table: 

Table 3.5 Week 4 of Apprenticeship Report (February 13 to February 18, 2023) 

February 2023 

Week 4 

No Date/Time Activity Description Division 

1 
Monday, 

February 13, 2023 

a. Archives of CPO and shell scale tickets 

b. Copy, print and scan scale documents 
Weighbridge 

2 
Tuesday, 

February 14, 2023 

a. Distribute of tickets for CPO and shell scales 

b. Scale data recapitulate 
Weighbridge 

3 
Wednesday, 

February 15, 2023 

a. Distribute of tickets for bleaching earth scales 

b. Scale data recapitulate 
Weighbridge 

4 
Thursday, 

February 16, 2023 

a. Distribute of CPO and shell tickets 

b. Document deliver to PT Astra Agro Lestari 
Weighbridge 

5 
Friday, 

February 17, 2023 

a. Scale data recapitulate 

b. Photocopy and scan of the scale document 

report 

Weighbridge 

6 
Saturday, 

February 18, 2023 
Public Holiday of Isra' Mi'raj  Weighbridge 

Source: Processed Data 2023 

A more detailed description of the fifth week of activities carried out during 

practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can be seen 

in the following table: 
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Table 3.6 Week 5 of Apprenticeship Report (February 20 to February 25, 2023) 

February 2023 

Week 5 

No Date/Time Activity Description Division 

1 
Monday, 

February 20, 2023 

a. Scale data recapitulate 

b. Photocopy and scan daily reports 
Weighbridge 

2 
Tuesday, 

February 21, 2023 

a. Scale data recapitulate 

b. Distribute of dregs scale tickets 

c. Print weigh document 

Weighbridge 

3 
Wednesday, 

February 22, 2023 

a. Scale data recapitulate 

b. Document deliver to PT Wilmar Nabati 
Weighbridge 

4 
Thursday, 

February 23, 2023 

a. Distribute of tickets for CPO, shells and dregs 

b. Photocopy of daily report 

c. Print weigh document 

Weighbridge 

5 
Friday, 

February 24, 2023 

a. Scale data recapitulate 

b. Photocopy and scan daily reports 
Weighbridge 

6 
Saturday, 

February 25, 2023 

a. Scale data recapitulate 

b. Distribute of dregs scale tickets 
Weighbridge 

Source: Processed Data 2023 

A more detailed description of the sixth week of activities carried out during 

practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can be seen 

in the following table: 

Table 3.7 Week 6 of Apprenticeship Report (February 27 to March 4, 2023) 

February - March 2023 

Week 6 

No Date/Time Activity Description Division 

1 
Monday, 

February 27, 2023 

a. Scale data recapitulate 

b. Document deliver to PT Wilmar Nabati 
Weighbridge 

2 
Tuesday, 

February 28, 2023 

a. Scale data recapitulate 

b. Distribute of scale tickets 

c. Print scale document 

Weighbridge 

3 
Wednesday, 

March 01, 2023 

a. Scale data recapitulate 

b. Copy of scale ticket report 
Weighbridge 

4 
Thursday, 

March 02, 2023 

a. Scale data recapitulate 

b. Distribute of scale tickets 
Weighbridge 

5 
Friday, 

March 03, 2023 

a. Scale data recapitulate 

b. Copy and scan scale documents 
Weighbridge 

6 
Saturday, 

March 04, 2023 

a. Scale data recapitulate 

b. Distribute of scale tickets 
Weighbridge 

Source: Processed Data 2023 

A more detailed description of the seventh week activities carried out during 

practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can be seen 

in the following table: 
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Table 3.8 Week 7 of Apprenticeship Report (March 6 to March 11, 2023) 

March 2023 

Week 7 

No Date/Time Activity Description Division 

1 
Monday, 

March 06, 2023 

a. Scale data recapitulate 

b. Distribute of scale tickets 

c. Copy and scan scale documents 

Weighbridge 

2 
Tuesday, 

March 07, 2023 

a. Scale data recapitulate 

b. Distribute of scale tickets 

c. Copy and scan scale documents 

Weighbridge 

3 
Wednesday, 

March 08, 2023 

a. Scale data recapitulate 

b. Distribute of scale tickets 

c. Scan daily reports 

Weighbridge 

4 
Thursday, 

March 09, 2023 

a. Photocopy of customs documents 

b. Customs document stamp 
Export Import 

5 
Friday, 

March 10, 2023 

a. Photocopy of customs documents 

b. Customs document stamp 

c. Distribute of customs documents 

Export Import 

6 
Saturday, 

March 11, 2023 

a. Distribute of customs documents 

b. Recapitulate of tax-deferred facilities 
Export Import 

Source: Processed Data 2023 

A more detailed description of the eighth week activities carried out during 

practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can be seen 

in the following table: 

Table 3.9 Week 8 of Apprenticeship Report (March 13 to March 18, 2023) 

March 2023 

Week 8 

No Date/Time Activity Description Division 

1 
Monday, 

March 13, 2023 

a. Recapitulate of tax-deferred facilities 

b. Pick data by scales 

c. Pick data by CEISA 

Export 

Import 

2 
Tuesday, 

March 14, 2023 

a. Pick data by scales 

b. Pick data by CEISA 

Export 

Import 

3 
Wednesday, 

March 15, 2023 

a. Pick data by scales 

b. Pick data by CEISA 

Export 

Import 

4 
Thursday, 

March 16, 2023 

a. Pick data by scales 

b. Pick data by CEISA 

Export 

Import 

5 
Friday, 

March 17, 2023 

a. Pick data 

b. Customs document archive 

Export 

Import 

6 
Saturday, 

March 18, 2023 
Customs document archive 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the ninth week activities carried out during 

practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can be seen 

in the following table: 
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Table 3.10 Week 9 of Apprenticeship Report (March 20 to March 25, 2023) 

March 2023 

Week 9 

No Date/Time Activity Description Division 

1 
Monday, 

March 20, 2023 

a. Pick data by scales 

b. Pick data by CEISA 

Export 

Import 

2 
Tuesday, 

March 21, 2023 

a. Pick data 

b. Recapitulate of tax-deferred facilities 

Export 

Import 

3 
Wednesday, 

March 22, 2023 
Public Holiday of Nyepi Day 

Export 

Import 

4 
Thursday, 

March 23, 2023 

a. Pick data by scales 

b. Pick data by CEISA 

Export 

Import 

5 
Friday, 

March 24, 2023 

a. Pick data 

b. Recapitulate of tax-deferred facilities 

Export 

Import 

6 
Saturday, 

March 25, 2023 

a. Pick data 

b. Customs document stamp 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the tenth week activities carried out during 

practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can be seen 

in the following table: 

Table 3.11 Week 10 of Apprenticeship Report (March 27 to April 1, 2023) 

March – April 2023 

Week 10 

No Date/Time Activity Description Division 

1 
Monday, 

March 27, 2023 

a. Pick data by scales 

b. Pick data by CEISA 

Export 

Import 

2 
Tuesday, 

March 28, 2023 

a. Pick data by scales 

b. Pick data by CEISA 

Export 

Import 

3 
Wednesday, 

March 29, 2023 
Recapitulate of tax-deferred facilities 

Export 

Import 

4 
Thursday, 

March 30, 2023 
Recapitulate of tax-deferred facilities 

Export 

Import 

5 
Friday, 

March 31, 2023 

a. Recapitulate of tax-deferred facilities 

b. Scan customs documents 

Export 

Import 

6 
Saturday, 

April 01, 2023 
Recapitulate of tax-deferred facilities 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the eleventh week activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can 

be seen in the following table: 
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Table 3.12 Week 11 of Apprenticeship Report (April 3 to April 8, 2023) 

April 2023 

Week 11 

No Date/Time Activity Description Division 

1 
Monday, 

April 03, 2023 

Adjust data report on the use of spare part, fuel, and 

raw material in Bonded Area 

Export 

Import 

2 
Tuesday, 

April 04, 2023 

Adjust data report on the use of spare part, fuel, and 

raw material in Bonded Area 

Export 

Import 

3 
Wednesday, 

April 05, 2023 
Recapitulate of tax-deferred facilities 

Export 

Import 

4 
Thursday, 

April 06, 2023 

a. Recapitulate of tax-deferred facilities 

b. Print customs documents 

Export 

Import 

5 
Friday, 

April 07, 2023 
Public Holiday of Good Friday 

Export 

Import 

6 
Saturday, 

April 08, 2023 
Recapitulate of tax-deferred facilities 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the twelfth week of activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can 

be seen in the following table: 

Table 3.13 Week 12 of Job Training Report (April 10 to April 15, 2023) 

April 2023 

Week 12 

No Date/Time Activity Description Division 

1 
Monday, 

April 10, 2023 

a. Customs document stamp 

b. Scan customs documents 

Export 

Import 

2 
Tuesday, 

April 11, 2023 
Distribute of customs documents 

Export 

Import 

3 
Wednesday, 

April 12, 2023 
Distribute of customs documents 

Export 

Import 

4 
Thursday, 

April 13, 2023 
Distribute of customs documents 

Export 

Import 

5 
Friday, 

April 14, 2023 
Distribute of customs documents 

Export 

Import 

6 
Saturday, 

April 15, 2023 
Distribute of customs documents 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the thirteenth week of activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can 

be seen in the following table: 
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Table 3.14  Week 13 Apprenticeship Report (April 17 to April 22, 2023) 

April 2023 

Week 13 

No Date/Time Activity Description Division 

1 
Monday, 

April 17, 2023 
Distribute of customs documents 

Export 

Import 

2 
Tuesday, 

April 18, 2023 
Distribute of customs documents 

Export 

Import 

3 
Wednesday, 

April 19, 2023 
Public Holiday of  Eid Fitr 

Export 

Import 

4 
Thursday, 

April 20, 2023 
Public Holiday of  Eid Fitr 

Export 

Import 

5 
Friday, 

April 21, 2023 
Public Holiday of  Eid Fitr 

Export 

Import 

6 
Saturday, 

April 22, 2023 
Public Holiday of  Eid Fitr 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the fourteenth week activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can 

be seen in the following table: 

Table 3.15 Week 14 of Job Training Report (April 24 to April 29, 2023) 

April 2023 

Week 14 

No Date/Time Activity Description Division 

1 
Monday, 

April 24, 2023 
Public Holiday of  Eid Fitr 

Export 

Import 

2 
Tuesday, 

April 25, 2023 
Public Holiday of  Eid Fitr 

Export 

Import 

3 
Wednesday, 

April 26, 2023 
Take a sick leave 

Export 

Import 

4 
Thursday, 

April 27, 2023 
Take a sick leave 

Export 

Import 

5 
Friday, 

April 28, 2023 
Photocopy of customs documents 

Export 

Import 

6 
Saturday, 

April 29, 2023 
Pick data 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the fifteenth week of activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai the Logistic Department can 

be seen in the following table: 
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Table 3.16 Week 15 of Job Training Report (May 01 to May 06, 2023) 

May 2023 

Week 15 

No Date/Time Activity Description Division 

1 
Monday, 

May 01, 2023 
Public holiday of Labor Day 

Export 

Import 

2 
Tuesday, 

May 02, 2023 
Stock opname 

Export 

Import 

3 
Wednesday, 

May 03, 2023 
Take a sick leave 

Export 

Import 

4 
Thursday, 

May 04, 2023 
Customs document archive 

Export 

Import 

5 
Friday, 

May 05, 2023 

a. Stock book recapitulate 

b. Document deliver to PT Astra Agro Lestari 

Export 

Import 

6 
Saturday, 

May 06, 2023 
Recapitulate of tax-deferred facilities 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the sixteenth week of activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai the Logistics Department can 

be seen in the following table: 

Table 3.17 Week 16 of Job Training Report (May 8 to May 13, 2023) 

May 2023 

Week 16 

No Date/Time Activity Description Division 

1 
Monday, 

May 08, 2023 
Recapitulate of tax-deferred facilities 

Export 

Import 

2 
Tuesday, 

May 09, 2023 

Adjust data report on the use of spare part, fuel, and 

raw material in Bonded Area 

Export 

Import 

3 
Wednesday, 

May 10, 2023 

Adjust data report on the use of spare part, fuel, and 

raw material in Bonded Area 

Export 

Import 

4 
Thursday, 

May 11, 2023 

a. Recapitulate of tax-deferred facilities 

b. Photocopy of customs documents 

Export 

Import 

5 
Friday, 

May 12, 2023 

a. Customs document stamp 

b. Distribute of customs documents 

Export 

Import 

6 
Saturday, 

May 13, 2023 
Customs document archive 

Export 

Import 
Source: Processed Data 2023 

A more detailed description of the seventeenth week activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai Department Under BOD can 

be seen in the following table: 
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Table 3.18 Week 17 of Job Training Report (May 15 to May 20, 2023) 

May 2023 

Week 17 

No Date/Time Activity Description Division 

1 
Monday, 

May 15, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 
Purchasing 

2 
Tuesday, 

May 16, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Deliver of PT KLK Dumai invoice documents 

Purchasing 

3 
Wednesday, 

May 17, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Invoice document archive 

Purchasing 

4 
Thursday, 

May 18, 2023 
Public holiday of the Ascension Day Purchasing 

5 
Friday, 

May 19, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Invoice document archive 

d. Deliver of PT KLK Dumai invoice documents 

Purchasing 

6 
Saturday, 

May 20, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of supplier data information 

Purchasing 

Source: Processed Data 2023 

A more detailed description of the eighteenth week of activities carried out 

during practice at PTKreasijaya Adhikarya DumaiDepartment Under BOD can be 

seen in the following table: 

Table 3.19 Week 18 of Job Training Report (May 22 to May 27, 2023) 

May 2023 

Week 18 

No Date/Time Activity Description Division 

1 
Monday, 

May 22, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of supplier data information 

Purchasing 

2 
Tuesday, 

May 23, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of supplier data information 

d. Deliver of invoice documents to PT KLK Dumai 

Purchasing 

3 
Wednesday, 

May 24, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of transaction information 

Purchasing 

4 
Thursday, 

May 25, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Invoice document archive 

Purchasing 

5 
Friday, 

May 26, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of transaction information 

Purchasing 

6 
Saturday, 

May 27, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 
Purchasing 

Source: Processed Data 2023 



 
29 

 

A more detailed description of the nineteenth week activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai Department Under BOD can 

be seen in the following table: 

Table 3.20 Week 19 of Job Training Report (May 29 to June 3, 2023) 

May - June 2023 

Week 19 

No Date/Time Activity Description Division 

1 
Monday, 

May 29, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 
Purchasing 

2 
Tuesday, 

May 30, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 
Purchasing 

3 
Wednesday, 

May 31, 2023 
Deliver of invoice documents to PT KLK Dumai Purchasing 

4 
Thursday, 

June 01, 2023 
Public holiday of Pancasila Day Purchasing 

5 
Friday, 

June 02, 2023 

a. Recapitulate of purchase requisition list 

b. Deliver of invoice documents to PT KLK Dumai 
Purchasing 

6 
Saturday, 

June 03, 2023 

a. Recapitulate of purchase requisition list 

b. Recapitulate of receipt of invoices 

c. Scan invoice documents 

Purchasing 

Source: Processed Data 2023 

A more detailed description of the twentieth week of activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai Department Under BOD can 

be seen in the following table: 

Table 3.21 Week 20 of Apprenticeship Report (June 5 to June 10, 2023) 

June 2023 

Week 20 

No Date/Time Activity Description Division 

1 

Monday, 

June 05, 2023 

a. Recapitulate of purchase requisition list 

b. Recapitulate of receipt of invoices 

c. Scan invoice documents 

Purchasing 

2 

Tuesday, 

June 06, 2023 

a. Recapitulate of purchase requisition list 

b. Recapitulate of receipt of invoices 

c. Scan invoice documents 

d. Deliver of invoice documents to PT KLK Dumai 

Purchasing 

3 

Wednesday, 

June 07, 2023 

a. Recapitulate of purchase requisition list 

b. Recapitulate of receipt of invoices 

c. Scan invoice documents 

d. Deliver of invoice documents to PT KLK Dumai 

Purchasing 

4 

Thursday, 

June 08, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of purchase requisition list 

Purchasing 

5 

Friday, 

June 09, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of purchase requisition list 

Purchasing 

6 
Saturday, 

June 10, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 
Purchasing 

Source: Processed Data 2023 
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A more detailed description of the twenty-first week activities carried out 

during practice at PT Kreasijaya Adhikarya Dumai Department Under BOD can 

be seen in the following table: 

Table 3.22 Week 21 of Apprenticeship Report (June 11 to June 20, 2023) 

June 2023 

Week 21 

No Date/Time Activity Description Division 

1 

Monday, 

June 12, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of transaction information 

Purchasing 

2 

Tuesday, 

June 13, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of purchase requisition list 

d. Deliver of documents to PT KLK Dumai 

Purchasing 

3 

Wednesday, 

June 14, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Document archive 

Purchasing 

4 

Thursday, 

June 15, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of transaction information 

Purchasing 

5 

Friday, 

June 16, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of transaction information 

Purchasing 

6 

Saturday, 

June 17, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of transaction information 

d. Recapitulate of purchase requisition list 

Purchasing 

7 

Monday, 

June 19, 2023 

a. Recapitulate of receipt of invoices 

b. Scan invoice documents 

c. Recapitulate of purchase requisition list 

Purchasing 

8 
Tuesday, 

June 20, 2023 
Farewell Purchasing 

Source: Processed Data 2023 

3.5 Obstacles and Solutions 

3.5.1 Obstacles 

 In every implementation of an activity, it is undeniable that difficulties will 

definitely occur which will then become obstacles. The obstacles faced by the 

author in carrying out the apprenticeship for 5 (five) months are: 

1. The difficulty of adjusting assignments which became a new thing that the 

author had never found before. In certain assignments, it is sometimes 

difficult for the author to understand how things work and what documents 

are needed during the process. 
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2. The company does not provide complete safety equipment to apprentices. 

While the price of safety equipment such as shoes is pricey so the author 

cannot afford to buy it. 

 

3.5.2 Solutions 

 Regardless of the obstacles encountered during apprenticeship, efforts or 

solutions are needed to solve these problems. The solutions is: 

1.  The author is more communicative with employees in adjusting the 

execution of the assigned tasks so that they are easier to understand. The 

author learns more and focuses so that the results of the work are as expected. 

2. That the author is placed in an office that is in a non-safety area. In addition, 

the author does not go to dangerous areas and uses a company safety helmet 

if he comes to an area that requires the use of a safety helmet. 
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CHAPTER IV 

CONCLUSIONS AND SUGGESTIONS 

4.1 Conclusions 

Based on the description in the previous chapter, the author is able to draw 

several conclusions from the results of the discussion, including: 

1. The author was assigned to two departments, namely the logistics department 

and the under BOD department. Description of tasks that have been achieved 

such as pick data by scales and CEISA, adjust data report on the use of spare 

part, fuel, and raw material in Bonded Area, record facilities for which taxes 

are deferred, stock opname, recapitulate of invoice receipts, recapitulate of 

supplier and transaction information, recapitulate of purchase requisition lists, 

print, scan, and photocopy documents, stamp customs documents, archive 

customs documents, archive invoice documents, and deliver documents to 

several companies. 

2. This apprenticeship was carried out at PT Kreasijaya Adhikarya Dumai, 

located in the Pelindo I Area, Jalan Datuk Laksamana, East Dumai District, 

Dumai City, Riau. The author works in the Logistics Department and Under 

HOD Department. While the time for implementing apprenticeship is carried 

out for 5 months starting from 23 January 2023 to 20 June 2023. 

3. The obstacles faced are the difficulty of adjusting assignments which became 

a new thing that the author had never found before. And then the company 

does not provide complete safety equipment to apprentices. While the price of 

safety equipment such as shoes is pricey so the author cannot afford to buy it. 

3. The solution is for author to be more communicative with employees in 

adjusting the execution of the assigned tasks so that they are easier to 

understand. The author learns more and focuses so that the results of the work 

are as expected. And then the author is placed in an office that is in a non-

safety area. In addition, the author does not go to dangerous areas and uses a 
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company safety helmet if he comes to an area that requires the use of a safety 

helmet. 

4.2 Suggestions 

In order for better outcome of the apprenticeship program and performance,  

the author provide some constructive suggestions for various parties. 

1.2.1 For Companies 

1. It would be nice for the company to provide a guidebook or module to help 

apprentices easily understand the assignments given from the system used by 

the company 

2. It is hoped that the employees of PT Kreasijaya Adhikarya Dumai can guide 

the apprentices as well as possible so that they can work optimally and 

effectively. 

 

1.2.2 For Students 

1. Before registering for a apprenticeship program, do research regarding the 

culture and rules that apply to the intended agency or company 

2. Before going into the field, students should prepare material that will be 

practiced and directions from lecturers on campus 

3. Students apply discipline such as being present on time and being on time in 

completing assignments. 

 

1.2.3 For Campus 

1. It is better for the campus to improve monitoring of supervisors regarding the 

development of apprentice participants as evaluation material for students 

2. Expanding the network of cooperation in terms of accepting apprenticeship 

programs with both government and private agencies to get convenience in 

finding apprenticeship 

3. In addition to academic provision, of course the campus provides moral and 

work ethic provisions, so that during the implementation period students can 

implement it and bring the good name of the university. 
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APPENDICES 

Appendix 1 Apprentice Acceptance Letter 

 

 

 

 



 
36 

 

Appendix 2 Apprentice Reference Letter 
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Appendix 3 Apprentice Assessment Sheet 
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Appendix 4 Apprentice Certificate 
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Appendix 5 Daily Activities 
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Appendix 6 Event 
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