
i 

 

 

APPRENTICESHIP REPORT 

PT RIAU ANDALAN PULP AND PAPER 

(PT.RAPP) PANGKALAN KERINCI-RIAU 

 
 

SUSI 

5504201010 
 

 

 

 

 

 

 

 

 

 

 

 

ENGLISH FOR BUSINESS AND 

PROFESSIONAL COMMUNICATION 

STUDY PROGRAM 

LANGUAGE DEPARTMENT  

STATE POLYTECHNIC OF BENGKALIS 

BENGKALIS 

2023 



ii 

 

APPROVAL SHEET 

 

 
 



iii 

 

ACCEPTANCE SHEET 

 

 
 

 
 
 



  
 

iv  

AKNOWLEDGEMENT 

 

Praise gratitude submitted to the God who always gives blessing that help 

me complete and finish this apprenticeship report at Unigraha Hotel, PT. RAPP 

timely. 

During the writing process of this report, there were many people involved 

in giving advice, help, and support. In this occasion, the author would like to say 

many thanks to:  

1. Johny Custer, ST.,MT as the Director of State Polytechnic of 

Bengkalis. 

2. Diah Paramita Sari, M.Pd as the Head of Language Department. 

3. Aswandi, M.Pd as the Head of D-IV English for Business and 

Professional Communication Study Program. 

4. Ari Satria, M.Pd. B.I as the Head of D-III English Study Program. 

5. Pretti Ristra, S.Pd., M.Ed as the Coordinator and Advisor of 

Apprenticeship. 

6. Tengku Kespandiar as a Head of Campus Relation. 

7. Zaenal Paijo as the Manager of FB. 

8. Rentia Hartati Muzdhalifah as advisor for this apprenticeship. 

9. All staff of Food and Beverage Service for the opportunity to 

internship in these departments. 

10. All Lectures of Language Department in State Polytechnic of 

Bengkalis. All family members who gave never ending 

contributions in material and moral. 

Bengkalis, Desember 7h, 2023 

Author 

 

 

 
Susi 

Reg. Number 5504201010



 

v  

TABLE OF CONTENTS 

 

TITLE PAGE ................................................................................................ i 

APPROVAL SHEET .................................................................................. ii 

ACCEPTANCE SHEET ............................................................................ iii 

AKNOWLEDGEMENT ............................................................................ iv 

TABLE OF CONTENTS .............................................................................v 

LIST OF TABLES .................................................................................... vii 

LIST OF FIGURES ................................................................................. viii 

LIST OF APPENDICES ............................................................................ ix 

 

CHAPTER I ..................................................................................................1 

INTRODUCTION ........................................................................................1 

1.1 Background of Apprenticeship ...........................................................1 

1.2 Purpose of Apprenticeship ..................................................................2 

1.3 Significance of the Apprenticeship .....................................................2 

 

CHAPTER II ................................................................................................4 

GENERAL DESCRIPTON OF THE COMPANY ...................................4 

2.1 Company History ................................................................................4 

2.2 Vision and Mission .............................................................................9 

2.3 Kind of Business ...............................................................................10 

2.4 Organization Structure ......................................................................11 

2.5 Document Used for Activity .............................................................16 

 

CHAPTER III .............................................................................................18 

SCOPE OF THE APPRENTICESHIP ....................................................18 

3.1 Job Description .................................................................................18 

3.2 Place of Apprenticeship ....................................................................19 

3.3 System and Procedure.......................................................................30 



 

vi  

CHAPTER IV .............................................................................................37 

CONCLUSION AND SUGGESTION ......................................................37 

4.1 Conclusion ........................................................................................37 

4.2 Suggestion ........................................................................................37 

REFERENCES ...........................................................................................38 

APPENDICES ............................................................................................39 
 



 

vii  

LIST OF TABLES 

 

 
Table 3.1 Daily Activities of July 18th 2023 to July 22nd 2023 ......................................... 19 

Table 3.2 Daily Activities of July 24th 2023 to July 29th 2023......................................... 19 

Table 3.3 Daily Activities of July 31st 2023 to August 5th 2023 ..................................... 20 

Table 3.4 Daily Activities of August 7th 2023 to August 12nd 2023 ................................ 20 

Table 3.5 Daily Activities of August 14th 2023 to August 19th 2023 ................................ 21 

Table 3.6 Daily Activities of August 21st 2023 to August 26th 2023 ................................ 22 

Table 3.7 Daily Activities of August 28th 2023 to September 1th 2023 ............................ 22 

Table 3.8 Daily Activities of September 4th 2023 to September 9th 2023......................... 23 

Table 3.9 Daily Activities of September 11st 2023 to September 16th 2023 ..................... 24 

Table 3.10 Daily Activities of September 18th 2023 to September 23rd 2023 .................. 24 

Table 3.11 Daily Activities of September 25th 2023 to September 30th 2023 ................... 25 

Table 3.12 Daily Activities of October 2nd 2023 to October 7th 2023 .............................. 26 

Table 3.13 Daily Activities of October 9th 2023 to October 14th 2023 ............................. 26 

Table 3.14 Daily Activities of October 16th 2023 to October 21st 2023 ........................... 27 

Table 3.15 Daily Activities of October 23rd 2023 to October 28th 2023 ........................... 28 

Table 3.15 Daily Activities of October 30th 2023 to November 4th 2023 ......................... 28 

Table 3.15 Daily Activities of November 6th 2023 to November 11st 2023 ..................... 29 

Table 3.15 Daily Activities of November 13rd 2023 to November 17th 2023 ................... 29 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

viii  

LIST OF FIGURES 

 

Figure 2.1 A Path To Prosperity ....................................................................................... 4 

Figure 2.2 Sowing The Seeds Of Sustainable Forestry ..................................................... 5 

Figure 2.3 Growth And Recognition ................................................................................. 7 

Figure 2.4 Unigraha Hotel ...............................................................................................  9 

Figure 2.5 PT. RAPP Featured Products .........................................................................  10 

Figure 2.6 Unigraha Hotel Organizational Structure ...................................................... 12 

Figure 3.1 Working procedures of daily recap captain order .......................................... 30 

Figure 3.2 Working procedures of inputting the handover ............................................. 30 

Figure 3.3 Working procedures of making BEO ............................................................ 31 

Figure 3.4 Working procedures of inputting guest comment .......................................... 31 

Figure 3. 5 Working procedures of BEO recapitulation ................................................. 31 

Figure 3.6 Working procedures of grouping bills ........................................................... 32 

Figure 3.7 Working procedures of checking SR and PR ................................................ 33 

Figure 3. 8 Working procedures of join mentor meetings with clients ........................... 33 

Figure 3.9 Working procedures of making banquet amendment .................................... 34 

Figure 3.10 Working procedures of learn fold napkin .................................................... 34 

Figure 3. 11 Working procedures of labeling assets numbering in inventory ................ 34 

Figure 3. 12 Working procedures of record and issue goods .......................................... 35 

Figure 3.13 Working procedures of handling form article.............................................. 35 

 

 

 

 

 

 

 

 

 

 

 



 

ix  

 

LIST OF APPENDICES 

APPENDIX 1 Apprenticeship Acceptance Letter................................................. 38 

APPENDIX 2 Apprenticeship Letter ..................................................................... 39 

APPENDIX 3 Certificate of Internship .................................................................. 40 

APPENDIX 4 Evaluation Form ............................................................................. 41 

APPENDIX 5 List of Attendance .......................................................................... 44 

APPENDIX 6 Daily Activities Apprenticeship ..................................................... 48 

APPENDIX 7 Revision List ................................................................................. 136 

APPENDIX 8 Logbook of Activity in SIAKAD ................................................. 137 

 

 

 


	APPRENTICESHIP REPORT 
	APPROVAL SHEET 
	ACCEPTANCE SHEET 
	AKNOWLEDGEMENT 
	TABLE OF CONTENTS 
	LIST OF TABLES 
	LIST OF FIGURES 
	LIST OF APPENDICES 

