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CHAPTER 1
INTRODUCTION

1.1 Background of Apprenticeship

An apprenticeship is a training program conducted within a specific
business or government organization. This initiative offers students a distinctive
opportunity to acquire new skills while integrating classroom instruction to
produce skilled and adaptable workers. Moreover, the program holds benefits
aimed at developing and nurturing a professional mindset and attitude as
preparation for the workforce. Its objective is to provide practical experience to
participants, enhancing the knowledge and skills acquired during their academic
studies.

Apprenticeship is more than just training; it is designed to create a skilled
workforce capable of adapting to the dynamics of the job market. In addition to
providing practical insights, the apprenticeship is also directed at developing the
participants' mindset and shaping a solid professional attitude. The aim is to
cultivate individuals who are not only proficient in technical skills but also
uphold a robust ethical and moral foundation for their careers. Moreover, the
program provides an extra edge by furnishing participants with a profound
understanding of the realities of the working world, enabling them to face future
challenges with confidence.

Thus, an apprenticeship is not solely about providing practical experience;
it is an effort to expand knowledge and enhance skills acquired during the
academic period. Through a combination of classroom instruction and direct
workplace experience, the apprenticeship program aims to provide a solid
foundation for participants, thoroughly preparing them to enter the workforce
with confidence and readiness.

State Polytechnic of Bengkalis, established in 2001, is a vocational higher
education institution that plays a significant role in Riau. Unlike other
institutions in the region, this polytechnic stands out as the only state
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polytechnic. With a focus on higher education, it offers eight departments
covering various fields, such as Ship Architecture, Mechanical Engineering,
Electrical Engineering, Civil Engineering, Languages, Business Administration,
Information Technology, and Maritime.

The curriculum of this polytechnic distinguishes it with a ratio of 40%
theory and 60% practical experience. The learning duration ranges from 22 to
32 hours, creating a holistic and applicable learning experience. Bengkalis State
Polytechnic is designed specifically to produce graduates do not only possess
strong theoretical knowledge but also apply that knowledge practically in the
workforce.

Through the Apprenticeship program, the State Polytechnic of Bengkalis
provides students with the opportunity to experience the working world
firsthand and gain valuable practical experience. The goal is not only to create
skilled workers in science and technology but also to shape individuals who are
responsible, possess solid work ethics, and can adapt quickly, especially in the
dynamic business industry context. Thus, State Polytechnic of Bengkalis has
become an institution that not only provides quality higher education but also
helps students develop the skills needed for success in the professional world.

The two main requirements for students to successfully graduate from this
polytechnic include completing the Final Report and participating in an
Internship. The Apprenticeship is regarded as a crucial element of the
educational program, during which students are placed in an environment
relevant to their background. The Language Department at this polytechnic
offers two study programs: D3 English Language and D4 English for Business
and Professional Communication, in which the writer is enrolled.

The D4 English for Business and Professional Communication program
aims to develop competencies in the field of English for business and
professional communication. Core courses in this program include Introduction
to Business Communication, Intercultural Business Communication, and IT for
Business Communication.

The writer decided to take an Apprenticeship opportunity at PT. Riau



Andalan Pulp and Paper because they thought the company was an excellent
choice. PT. RAPP is known as a major player in the paper industry in Indonesia
and has numerous international business connections. The reason for choosing
this opportunity was to integrate the knowledge gained from classes into real-
world work experiences.

The writer underwent an apprenticeship at Unigraha Hotel, affiliated
with PT. RAPP, where a diverse international workforce is employed. This
opportunity provided the writer with a distinctive experience, allowing
immersion in a multicultural professional setting. Throughout the apprenticeship
period from July 17 to November 17, 2023, the writer actively contributed to the
Engineering Department, effectively applying theoretical insights acquired in
academic coursework to real-world scenarios.

At the end of the apprenticeship program, the writer amassed experience
in the paper industry while additionally obtaining skills pertinent to future
employment. The program not only enriched their comprehension of company
operations but also contributed to laying a robust groundwork for prospective

career advancement.

1.2 Purpose of Apprenticeship
1. To find out the kinds of jobs done in Unigraha Hotel, at PT. Riau Andalan
Pulp and Paper
2. To find out the documents used for activities while doing the apprenticeship
program in Unigraha Hotel, at PT. Riau Andalan Pulp and Paper.
3. To find out working procedures done in Unigraha Hotel, at PT Riau Andalan

Pulp and Paper.

1.3 Significance of the Apprenticeship

1.3.1 Significance for the Apprentice

Through this program, the apprentices can apply the knowledge they have
gained in the classroom to their specialized fields and acquire new skills.
Additionally, they gain direct experience in the professional world, sharpen
practical skills, and build a professional network, particularly in implementing



the English language in the business industry.

1.3.2 Significance for State Polytechnic of Bengkalis

Apprenticeships play a vital role in aiding Polytechnics to enhance the quality
of their graduates and equip them for the challenges of the workforce. Through
apprenticeship programs, these institutions actively contribute to the development

and implementation of effective curricula.

1.3.3 Significance for the Company

The apprenticeship program enables PT. RAPP to identify and recruit
qualified, seasoned, and committed individuals, concurrently bolstering its brand
reputation and image.



CHAPTER II
GENERAL DESCRIPTION OF COMPANY

2.1 Company History

2.1.1 APRIL (Asia Pacific Resources International Holdings Ltd)

Asia Pacific Resources International Holdings Ltd (APRIL) is part of the
RGE Group, established by Sukanto Tanoto in 1973. Guided by his leadership,
the RGE Group has expanded into a multinational organization, employing over
60,000 individuals and boasting assets exceeding US$25 billion, with a global
sales presence.

As a proponent of conscientious corporate citizenship, APRIL and its
subsidiaries, collectively known as the APRIL Group, adopt Mr. Sukanto Tanoto's
5C framework. This entails conducting operations in a manner that is beneficial
for the Community, Country, Climate, Customer, and Company. In alignment
with this philosophy, corporate social responsibility is integrated into the
operations and management of the APRIL Group, with a focus on advancing
environmental initiatives and community development. The Tanoto Foundation,

established in 1981, plays a pivotal role in realizing this vision.

1998

Established Commercial
Paper Production

Established Plantation
2 &Mill, Kerinci Riau

b"!

gy 1993

1995 1999

Established Commercial
Pulp Production

Established Pelalawan Regency

Figure 2. 1 A Path to Prosperity
In 1993, APRIL Group initiated plantation development in the Riau

province of Sumatra and commenced the construction of mills in Pelalawan Kerinci

through its Indonesian subsidiaries. During this period, the Kerinci Township
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accommodated 200 households, a number that surged to over 200,000 by 2010.
This growth was a result of the expanding and diversifying business activities of
APRIL Group, turning Kerinci into a prominent social and commercial regional
hub.

Pulp production for commercial purposes began in 1995, and commercial
paper production ensued in 1998. The development of the region closely paralleled
the expansion of APRIL Group's operations in Indonesia. In 1999, the Pelalawan
Regency was formed, and subsequently, the Pelalawan Kerinci District was
established within the Pelalawan Regency in 2001. The ongoing growth of Kerinci
led to its division into three distinct areas in 2005.

In the year 2010, the forestry operations of APRIL Group were found to
account for 6.9% of the overall economic output of Riau Province. The group
generated around 90,000 job opportunities, and in conjunction with its efforts to
enhance access to education, healthcare, and housing, there has been a notable
improvement in living standards. This comprehensive approach has resulted in a

30% reduction in poverty levels.

2003 2006

Sustainability Report Sustainable Plantation
Forest Management
under LEI standard

Recognizing the Importance
of Community Development [

| 2002 2005

Wood Legality System HCV - High Conservation Value Assessment

Figure 2. 2 Sowing the Seeds of Sustainable Forestry
Acknowledging the significance of community development in fostering a

sustainable business model over the long term, APRIL Group implemented a
range of economic development initiatives aimed at supporting the growth of
small and medium-sized local enterprises (SMESs).

In 2002, APRIL Group introduced a thorough wood legality system
designed to prevent the inclusion of illegal wood in the supply and production



chains. This system ensures the verification and traceability of wood from the
company's fiber plantation to the mill site. APRIL Group partnered with the World
Wildlife Fund (WWF) to combat illegal logging in Tesso Nilo, implementing a
moratorium on additional road construction and Acacia plantation development in
the Tesso Nilo area. Additionally, in the same year, APRIL Group obtained ISO
14001 certification for all its fiber estates and pulp and paper mills.

In 2003, ten years after its founding, APRIL Group released its initial
Sustainability Report, integrating the narrative of its community development
endeavors with its dedication to sustainable forestry practices. Concurrently,
APRIL Group established a branch in Guangzhou to bolster its expanding
operations in China.

In 2005, APRIL Group implemented voluntary assessments for High
Conservation Value on its concessions as part of its land use planning. This policy
offers pragmatic and responsible solutions to address issues related to
deforestation and degradation. Additionally, the APRIL Learning Institute was
founded, and APRIL Group was recognized with a Green Proper Rating for the
environmental performance of its mill. The Indonesian Government also awarded
the Golden Flag Award and Zero Accident Award to APRIL Group for health and

safety management at the mill.

2010

¥ Programme for the
Endorsement of Forest
Certification (PEFC) Chain of
Custody standards
Certification

2007

First and only
Indonesia company in
the World Business
Council for Sustainable
Development

(WBCSD)

2008 B 2011

Completion of
plantation company in

Upgraded
Sustainable Forest
Management Policy
inJanuary 2014

Plulp Line 3 z
largest integrated Asia certified for OLB
pulp and paper mill (Origins and Legality of
in the world Timber) Certification

Figure 2. 3 Growth and Recognition
In 2006, APRIL Group joined the Principles of the UN Global Compact.

Concurrently, PT Riau Andalan Pulp & Paper (RAPP), a subsidiary of APRIL,



received certification for Sustainable Plantation Forest Management (SPFM)
under the standards set by the Indonesian Ecolabel Institute (LEI). It achieved
successful re-certification under SPFM-LEI in 2011, extending the certification
for an additional five years.

In 2007, APRIL, along with its subsidiaries, attained the distinction of
being the first and only Indonesian company admitted to the World Business
Council for Sustainable Development (WBCSD).The conclusion of Pulp Line 3
in 2008 established Riau as the site of the world's largest integrated pulp and
paper mill, boasting a production capacity of 2.8 million tons per year. The mills,
certified with 1SO 9001:8000 and 1SO 14001, persisted in technological
investments to guarantee self-sufficient energy generation.

Starting in 2010, APRIL Group's production facilities have been granted
certification under the Programme for the Endorsement of Forest Certification
(PEFC) Chain of Custody standards. This certification guarantees that all raw
materials entering the mill originate from legal and non-controversial sources.
Additionally, in 2010, APRIL received certification from the Hong Kong Green
Label for its PaperOneTM product.

In October 2011, RAPP, a subsidiary of APRIL, achieved successful
certification under Bureau Veritas' standards for Origins and Legality of Timber
(OLB). This marked the first instance of an industrial plantation company in
Asia receiving such certification. APRIL Group's OLB Standards for Forestry
Companies certification encompasses its forestry operations and production
facilities. Furthermore, RAPP's supply partners also underwent successful audits
under OLB 'Chain of Custody-Acceptable Wood' Standards.

2.1.2 Unigraha Hotel

Unigraha Hotel, situated in the Riau Complex, Pangkalan Kerinci, exudes
a Malay Riau ambiance. Established in 1996, the hotel was designed to cater to
the accommodation needs of business guests seeking proximity to the project
site. Additionally, it functions as a venue for meetings and events for the
residents of the Riau Complex. The construction of the hotel took place from



1995 to 1996, with a pre-opening in July 1996. Before its establishment, visitors,
vendors, and management from out of town and abroad typically lodged at Guest
House 2 and various hotels in Pekanbaru, such as Mutiara Merdeka and Dyan
Graha. Unfortunately, a fire caused by a Short Circuit damaged the hotel in
August 1996, and it was not operational again until November of the same year.
During this period, Unigraha Hotel sourced its electricity and water supply from
the mill (RPE) and a backup generator.

Embodying a three-star hotel concept, Unigraha Hotel in Pangkalan Kerinci
offers a range of amenities suitable for Meetings, Incentives, Conferences, and
Exhibitions (MICE) activities. The hotel boasts six meeting rooms, namely the
Batam Room, Bintan Room, Bengkalis Room, Singkep Room, Sebangka Room,
and Bakung Room. All rooms are designated as non-smoking, and the hotel
features a total of 108 rooms categorized into three types: Deluxe Room, Junior
Suite, and Executive, each offering views of the mill and pool. In addition to
accommodation, Unigraha Hotel provides various facilities, including a
restaurant, lounge, delicatessen, Kaktus Bar, meeting rooms, health club, sauna,

swimming pool, laundry services, and a business center.

UNIGRAHA

Hotel Unigraha

Business & Relaxation Meet

Komplek PTRAPP Townsite 1, Pangkalan Kerinci, RIAU - 28300 - Indonesia
+628117094446 / Ext 5214 | reservation@unigraha.com

Figure 2. 4 Unigraha Hotel
Source: Unigraha Hotel-PT RAPP




2.2 Vision and Mission
2.2.1 Vision

The vision of Unigraha Hotel aligns with the overarching vision of its
holding company, RGE. The vision is articulated as follows: "To be one of the
largest, best-managed, and sustainable resource-based groups, creating value for

the community, country, climate, customer, and company."
By having a core value called T.O.P.1.C.C. which includes the following:

1. We are aligned by our common purpose and work together as a
complementary team.

We take ownership to achieve outstanding results and seek value at all times.
We develop our people to grow with us.
We act with integrity at all times.

We understand our customers and deliver the best value to them.

o v M W DN

We act with zero complacency and always strive for continuous

improvement.

2.2.2 Mission
1. Created and extended a regional business group led by an International
Corporation with highly qualified personnel.
2. Long-term expansion and dominance in every market sector and
industry.
3. Improving associated parties' business performance by participating and

contributing to regional and national socio-economic development.

2.3 Kind of Business

PT. Riau Andalan Pulp and Paper (RAPP) is actively engaged in the sale of
its products to over 70 different countries. The primary offerings from PT. RAPP
encompasses Bleached Acacia Kraft Pulp (BAKP) and Uncoated Wood Free Paper
(UCWEF), available in weights ranging from 55 to 150 gsm. These products find
widespread applications in the printing and photocopying industry. Among the

paper brands manufactured by PT. RAPP, notable names include Dunia Mas, Copy
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& Laser, Lazer IT, ZAP, Ixora, PPLite, Excellent Copy Paper, Perfect Print, and

BMO.

In addition, PaperOneTM products stand out as a flagship line from PT. Riau

Andalan Pulp and Paper, underscoring the company's commitment to delivering

excellence in quality. PT. RAPP's active presence in the international market

reflects its dedication to making a positive impact globally, serving as a committed

contributor to over 70 countries that serve as its business partners.

PRODIGI

HD PRINT TECHNOLOGY

™

Figure 2. 5 RAPP Featured Products

PT. RAPP consists of several business units (BU) under the APRIL

Group, namely:

a.
b.

Riau Fiber, a BU that serves as a wood supplier for the factory.

Riau Pulp (RPL), a BU that functions as a pulp producer, the primary
material for paper production.

Riau Paper, a BU that produces customized paper products such as cut
sizes, rolls, and folio sheets.

Riau Power/Riau Prima Energi (RPE), the largest electricity producer
for factories, particularly pulp and paper mills. It also addresses
energy and electricity issues, providing electricity to the Riau
Complex and parts of Pangkalan Kerinci City, Pelalawan Regency.
Shared Services, a BU managing personnel and administration in PT.
RAPP, including General Services, Personnel Administration, ALI,

Security, Transportation, and Health Care.

Additionally, PT. RAPP has another business unit, Unigraha Hotel, serving as

accommodation for business guests and PT. RAPP employees.

2.4 Organization Structure

Organizational structure is a framework comprising systems or networks of

tasks, reporting, and communication mechanisms that connect individual and group
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work within an organization. The primary objective of this structure is to ensure
that the organization is optimally designed to achieve its goals and objectives. A
well-defined organizational structure facilitates the smooth operation of company
activities by ensuring clarity in task assignments. In practical terms, organizational

structure plays a crucial role in establishing clear boundaries while assigning explicit

responsibilities for job execution.

General Manager

Afif Khairi
Executive Secretary
Achira Puji Lestari
Finance Front Office House Keeping Engineering F&B Production F&B Service Eco Camp Hume_m Resources
Bambang Iswanto Sandy Lee Abdul Rosyid Kurnia Prasetyo M. Apriantoro Zaena] Paijo Suranto Cliff Malonda

Transport Health Club
Ade Antoni

Unigraha Hotel extends a range of hospitality services encompassing lodging,

Figure 2. 6 Organization Structure

culinary offerings, and various other amenities. The hotel's organizational
framework is structured into eight distinct departments, each entrusted with specific
tasks and responsibilities. During the author's practical experience, their placement
was within the engineering department. It is imperative to articulate the nuanced
duties and obligations associated with each of these organizational entities,
providing a comprehensive understanding of the intricate operational dynamics at

Unigraha Hotel.

1. Finance
The Finance Department constitutes an integral component of hotel
management, dedicated to overseeing all financial aspects of the

establishment. Various companies, including hotels, adhere to distinct

12



policies governing their financial frameworks. The Finance Department's key
responsibilities encompass:
a. Oversight of the hotel's monetary inflows and outflows.
b. Supervision and control of the revenue and expenditure sections
within the hotel.
c. Implementation of comprehensive bookkeeping procedures for all
hotel-related procurement transactions.
d. Compilation of detailed financial reports for the hotel,

encompassing both income and expenses.

2. Front Office

The front office in hotels manages reservations, room allocation,
reception, billing, and payments. Guests typically contact the hotel through
the phone, connecting with reservation staff for booking and related
communications. Upon arrival, the receptionist assists with registration and
provides room keys. Guest information collected is retained for follow-up

communications to encourage future visits.

3. House Keeping House
Keeping is a part of the hotel department that is responsible for
cleanliness, neatness, and completeness both in the room and all areas of
the hotel, with good service quality to guests staying at the hotel. To
maintain the smooth running of daily operations and to cover all areas of
its duties, Housekeeping is divided into several sections namely Gardener,

Laundry, Public Area, and Room attendant.

4. Engineering

The Engineering Department plays a crucial role in the hospitality
industry, with significant responsibilities in maintaining and caring for all
equipment and facilities in the hotel. Its primary mission is to ensure that the
entire hotel operation runs smoothly and efficiently. The following are some

aspects of the responsibilities of a Hotel Engineering Department, including:

13



- Facility Maintenance:

The primary responsibility of the Hotel Engineering Department is to
ensure that all hotel facilities remain in good condition. This involves routine
maintenance, such as equipment repairs, HVAC (Heating, Ventilation, and
Air Conditioning) system maintenance, sanitation, and structural repairs.

- Energy Maintenance and Efficiency:

The Engineering Hotel is also responsible for efficiently managing the
hotel's energy usage. This includes overseeing the consumption of electricity,
gas, and water to prevent resource wastage.

- Security and Safety:

To ensure the safety of guests and staff, the Hotel Engineering
Department must ensure that all security and safety systems function
properly. This involves maintaining fire extinguishing systems, fire alarms,
emergency lighting, and other security systems.

- Lift and Escalator Maintenance:
If the hotel is equipped with lifts or escalators, the Hotel Engineering
Department is responsible for their maintenance, routine inspections, and
necessary repairs.

- Project Management:

When major repairs or construction projects are needed, the Hotel
Engineering Department effectively manages the planning and
implementation.

- Indoor Air Quality (IAQ):

Additionally, the Hotel Engineering Department is responsible for
ensuring that the indoor air quality in the hotel remains good by maintaining
an appropriate ventilation system.

With this crucial role, the Engineering Department becomes the
backbone in ensuring comfort, safety, and optimal performance in every
hotel.
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5. F&B Product
F&B product is one of the departments in the hotel that is
responsible for processing food from raw to ready-to-eat and assists in

optimizing the food ordering and preparation process

6. F&B Service

This division is tasked with furnishing meals and drinks to every guest,
ensuring top-notch service. Team members are expected to proficiently
organize, adorn, and serve meals using suitable tools while delivering
impeccable service. Furthermore, this department oversees the operations of
the Palm Restaurant, Delicatessen, and Kaktus Bar, all situated within the

premises of Unigraha Hotel.

7. Eco Camp
Eco Camp is a resort located in Teluk Meranti District, Pelalawan Regency,
and is a business unit of Unigraha Hotel.

8. Human Resources
The Human Resources Department (HRD), often abbreviated as HRD,
is a part of an organization or company responsible for managing various
aspects related to human resources. The primary function of this department
is to oversee and develop the potential of human resources to align with the
goals and strategies of the organization. Some common tasks of the Human

Resources Department include:

a. Recruitment and Selection: Handling the process of recruiting new
employees, from announcing job vacancies, and selecting candidates,
to conducting interviews.

b. Training and Development: Planning and implementing training
programs to enhance the skills and knowledge of employees.

c. Performance Management. Assessing and managing employee
performance, providing feedback, and planning career development.

d. Compensation and Benefits Management: Dealing with salary policies,
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allowances, incentives, and employee benefits.

e. Employee Relations Management: Addressing interpersonal issues and
ensuring compliance with company policies and procedures.

f. Employee Data Management: Storing and managing employee
information, including personal data, performance, and employment

history.

2.5  Document Used for Activity
There were several documents used for activity while doing
Apprenticeship, as follows:

1. Purchase Request (PR) is a document requesting the purchase of goods or
services made before the actual procurement process takes place.

2. Store Request (SR) or Stock Requisition, is a warehouse order form used for
items with a longer usage timeframe.

3. Inventory Report is a summary of the quantity of inventory held by a business
at a specific point in time. The inventory report is a physical or electronic
document containing figures representing the products required for internal
use.

4. The Water Report is a daily report detailing the hotel's daily water usage.

5. The Corrective Report is a document that contains information about repair

reports and maintenance of assets within the hotel.
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CHAPTER 111
SCOPE OF THE APPRENTICESHIP

3.1  Job Description

In the context of exploring the apprenticeship experience that took place
over four months at PT. RAPP in the Unigraha Hotel Business Unit, the author
would like to share a series of activities undertaken during this period. The
Apprenticeship commenced on July 17 and concluded on November 17, 2023, with

the author placed in the Engineering Department of the hotel.

Throughout the apprenticeship period, the author was provided with
various opportunities by the department to engage in in-depth and meaningful tasks.
This experience has not only been a professional journey but also a gateway to

abundant knowledge and enlightenment in the working world.

To provide a more detailed and transparent report on the activities
undertaken, the following is a summary of weekly activities that lay the foundation

for each completed task.

3.1.1 Engineering Department
There were several jobs given in the Engineering Department, namely:
1. Filling Document
2. Handling Store Request and Purchase Request
3. Ask to approval for SR and PR
4. Inventory Count in the Store
5. Inputting Daily Water Report data into Excel

6. Inputting Daily Corrective Report data into Excel

3.2  System and Procedure

3.2.1 Engineering Department

The working procedures done at the Engineering Department are as follows:

1. Filing Document
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Filing is an activity that involves the process of organizing archival
documents using a specific system. The main purpose of filing is to ensure
that these documents can be easily and quickly retrieved whenever needed.
This process includes filling out Guest Folio forms, Invoices, and Guarantee
Letters, and then arranging them neatly in filing cabinets. Thus, filing
documents is not just about storage; it also involves efforts to create order
and understanding within the filing system. Well-archived documents
facilitate the search process and their use, minimizing the time required to

access the necessary information. The following are the working procedures:

Separating documents Putting the documents into the

accordi_”fl to. their —>| cabinet according to the room
classification number.

Figure 3.1 Working Procedures of Filing Document

2. Handling Store Request and Purchase Request
This activity aims to provide all the needs needed by the Engineering,
for operational purposes to run smoothly. Here are some procedures:

Checking the - Making a store request (If
. - Recording items that
inventory of items at | ——> reing the item is available in the
. ) are in short supply )
the Engineering store) and making a

purchase request (if the

item is not available in the
store)

Figure 3.2 Working Procedures of Handling Store Request and Purchase Request

3. Ask to Approval Store Request and Purchase Request
A department needs to request approval before making a purchase or

requesting the provision of goods. The following are the working procedures:
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Signature of the Signature of Signature of Cost
Admin or the e Manager as > Control as Checked
Requester approved l
Signature of Signature of Head of
Hand it Over to General <— General Manager’s
the Purchaser Manager as Office as Approved
Approved

Figure 3. 3 Working procedures of Ask to Approval Store Request and Purchase Request

4. Inventory Count in the Store

This refers to the process of calculating or recording the quantity of
inventory of goods or products available in a store. Here are some procedures:

Calculate the Input the data into the Print the monthly
Quantity of Monthly Inventory Report | ——>|  jnventory report
Each Item. file in Excel. file.

|

Affix the print
out in the store.

Figure 3. 4 Working Procedures of Inventory Count in the Store

5. Inputting Daily Water Report data into Excel
The preparation of daily water reports is crucial for monitoring and

managing daily water usage. Here is the procedure:

Collecting water pump —
data for the hotel from ntering
_— )
the WhatsApp nu_merlcal d;ata
Engineering Team. into Exce

Figure 3. 5 Working procedures of Inputting daily water report data into Excel
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Inputting Daily Corrective Report Data into Excel

Collecting data on requested repairs,
performing the necessary fixes, and
addressing maintenance issues at
Unigraha Hotel through the
WhatsApp Maintenance Team

Entering
acquired data
into

Figure 3. 6 Working Procedures of Inputting Daily Corrective Report Data into Excel

3.3

Place of Apprenticeship

The internship program commenced on July 17th, 2023, and concluded

on November 17th, 2023. This hands-on learning experience took place at PT.

Riau Andalan Pulp and Paper, specifically within the Unigraha Hotel Business
Unit, located at JI. Lintas Timur, Komp. PT RAPP, Townsite 1, Pangkalan

Kerinci, Riau.

3.4

Kind and Description of the Activity

The daily activities at PT Riau Andalan Pulp and Paper, in Human

Resource and Unigraha Hotel Business Unit can be seen in the tables below:
Table 3. 1 Daily Activities of July 17, 2023 to July 22", 2023

No Day/Date Activity Place
1. Visiting PT. Riau Andalan Pulp and Paper
th |2. Check presence at the designated mess area.
1 Monday, July 17 Kp 19 Rukan
2023 3. Received ID Badge
0 -
2 Tuesday, July 18 Safety Induction Safety Campus
2023
Wednesday, July :
3 19t 2023 Islamic New Year
Thursday, July Population census being conducted within the|
4 20" 2023 PT RAPP complex Human Resource
Friday, July 21% Population census being conducted within the
S 2023 PT RAPP complex Human Resource
Saturday, July
6 221 2023 bl
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Table 3. 2 Daily Activities of July 24", 2023 to July 29t", 2023

No Day/Date Activity Place
1 Monday, July 24% Population census being conducted within the Human
2023 PT RAPP complex Resource
2 Tuesday, July 25® Population census being conducted within the Human
2023 PT RAPP complex Resource
3 Wednesday, July Population census being conducted within the Human
26" 2023 PT RAPP complex Resource
4 Thursday, July Population census being conducted within Human
27t 2023 the PT RAPP complex Resource
5 Friday, January 28" | Introduction to PT. RAPP and a visit to CD Center
2023 the CD center
6 Saturday, January Off
29t 2023
Table 3. 3 Daily Activities of July 31%, 2023 to August 4", 2023
No Day/Date Activity Place
Population census being conducted Human
1 | Monday, July 31% 2023 \yjthin the PT RAPP complex Resource
Tuesday, August Survey to the Unigraha Hotel of PT. RAPP Unigraha
2 1512023 being conducted Hotel
1. Introduction to the  Engineering
Department
2. Engagement in the process of
3 Wednesday, August obtaining  endorsements  from Engineering
2nd 2023 superiors to facilitate the Department
authorization requests for inbound
and outbound goods, in addition to
employee overtime notifications
4 Thursday, August Filling document Engineering
2M 2023 Department
1. Ask to approval for Store Request and
Purchase Request
. 2. Verification of signed documents . .
5 Friday, August 3° 3. Participating in the planning committee Engineering
2023 meeting for the August 17th, 2023 event, Department
catering specifically to the employees of
Unigraha Hotel.
g | Saturday, August 4t OFF

2023
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Table 3. 4 Daily Activities of August 7th, 2023 to August 12th, 2023

No Day/Date Activity Place
Monday, August 7" | 1. Completing the daily water report Engineering
l 2023 2 F|”|ng document Department
Tuesday, February 8t :
2 2023 Sick Leave
Wednesday, August | Ask to Approval for Store Request and Engineering
3 912023 Purchase Request Department
1. Ask to approval for Store Request and S
4 Thursday, August Purchase Request. Engineering
10" 2023 2. Filling document Department
1. Ask to approval for Store Request and o
; th Purchase Request. Engineering
5 [Friday, August 11™ 2023 2. Filling document Department
6 Saturday, August 12 | Filling document Engineering
2023 Department
Table 3. 5 Daily Activities of February 14th, 2023 to February 19th, 2023
No Day/Date Activity Place
1. Filling out the 6S board
2. Ask to approval for Store Request and
Purchase Request
3. Completing the daily water report
4. Assisting the manager in creating a
1 Monday, August report by including before and after Engineering
14t 2023 images of the improvements Department
conducted
5. Attending a meeting for the
Independence Day celebration event
of Indonesia, scheduled to be held on
August 17, 2023.
5 Tuesday, August  |Ask to approval for Store Request and Purchase Engineering
15" 2023 Request Department
1. Completing the daily water report
3 Wednesday, August 2. Preparir!g for a competition event in Engineering
1612023 celebration of the Independence Day Department
of the Republic of Indonesia.
4 Thursdayl,hAugust Independence Day of the Republic of Indonesia
17" 2023
1. Requesting employee attendance for the
. " new regulation orientation by HRD . .
5 Friday, February 18" | o Filling out the 6S board Engineering
2023 3. Ask to approval for Store Request Department
and Purchase Request
6 Saturday, February | 1. Filling document Engineering
19 2023 2. Ask to approval for Purchase Request Department
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Table 3. 6 Daily Activities of August 21th, 2023 to August 26th, 2023

No Day/Date Activity Place
1 Monday, August 1. Ask for approval for Purchase Request Engineering
2152023 2. Filling document Department
1.  Ask for approval for Purchase Request
2 Tuesday, August 2. Filling document Engineering
22" 2023 3. Entering Vendor data for ID Badge Department
renewal
3 Wednesday, August | 1. Ask to approval for Purchase Request Engineering
2392023 2. Filling document Department
4 Thursday, August 1. Completing the daily water report Engineering
24t 2023 2. Askto approval for Purchase Request Department
1. Ask to approval for Store Request and
: Friday, August 25t Purchase Request Engineering
2023 2. C_or_npletmg the daily water report Department
3. Filling document
Saturday, August . . Engineering
6 26t 2023 Completing the daily water report Department
Table 3. 7 Daily Activities of August 28th, 2023 to September 2nd, 2023
No Day/Date Activity Place
1. Filling document
1 Monday, August 2. Comple_ting the daily water report Engineering
281" 2023 3. Delivering the SR to the store for Department
collecting the requested items
) Tuesday, August | 1. Filling document Engineering
29t 2023 2. Ask to approval for Purchase Request Department
1. Completing the daily water report
2. Entering Vendor data to create ID
Badges
3 Wednesday, August | 3. Counting the number of items in the Engineering
3012023 Store for 6S Department
4. Inputting the number of items into
Excel
5. Ask to approval for Purchase Request
1. Inputting Vendor data for the issuance
4 | Thursday, August 31° of ID Badges. Engineering
2023 2. Ask to approval for Purchase Request Department
3. Filling document
1. Verification of signed documents
5 Friday, September 1%t | 2. Filling document Engineering
2023 3. Ask to approval for Purchase Request Department
6 Saturday, September 2" Day off

2023
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Table 3. 8 Daily Activities of September 4th, 2023 to September 9th, 2023

No Day/Date Activity Place
1. Aiding in the 6S Preparation
Monday, September 2. Eptgrlng product names into Excel Engineering
1 41 2023 3. Filling document Department
4. Delivering vendor data to Safety Campus P
for the issuance of ID Badges
1. Entering Vendor data for the issuance
of ID Badges and BPJS
2. Retrieving the vendor's ID Badge at ) .
2 Tuesday, September the Safety Campus Engineering
5"2023 | 3. Filling document Department
4. Verification of signed documents
5. Completing the daily water report
1. Entering vendor data for ID Badge
issuance
Wednesday, 2. Ask to approval for Store Request and Engineerin
3 September 6% Purchase Request Deg artmengt]
2023 3. Filling document P
4. Delivering the SR to the store for
collecting the requested items
1. Completing daily corrective report
2. Completing daily water report
4 Thursday, September| 3. Filling out attendance records and Engineering
7t 2023 cleanliness checklist for the office and Department
workshop surroundings.
4. Filling document
5 Friday, September 8| 1. Completing daily water report Engineering
2023 2. Completing daily corrective report Department
1. Filling document
2. Completing daily corrective report
Saturday, September 9| 3. Filling out attendance and cleanliness Engineering
6 2023 checklists for the workshop and office Department
4. Delivering SR to the store for gallon
retrieval
Table 3. 9 Daily Activities of September 11th 2023 to September 16th 2023
No Day/Date Activity Place
1. Filling document . i
1 Monday, Segtember 2. Completing daily water report Engineering
112023 | 3. verifying the approved PRs Department
1. Filling document.
5 Tuesday, September | 2. Completing daily water report Engineering
12t 2023 3. Completing daily corrective report Department
4. Verifying the approved PR and SR
1. Filling document
2. Completing daily water report . )
3 Wednesday, 3. Completing daily corrective report Engineering
September 13th 2023| 4 Creating list of projects to be Department
undertaken in Excel.
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No Day/Date Activity Place
1. Filling document
4 | Thursday, September|2. Ask to approval for SR and PR Engineering
14t 2023 3. Completing daily water report Department
4. Completing daily corrective reports
1. Filling document
. Friday, September | 2. Verifying the approved PR Engineering
15t 2023 3. Completing daily water report Department
4. Completing daily corrective reports
Saturday, September
6 16" 2023 OFF
Table 3. 10 Daily Activities of September 18th, 2023 to September 23rd, 2023
No Day/Date Activity Place
1. Filling document
2. Ask to approval for SR and PR . .
1 Monday, fggtgg;%er 3. Completing daily water report Ere]g';rfﬁ:ég?
4. Completing daily corrective reports P
1. Filling document
, | Tuesday, September | 2. Ask to approval for SR and PR Engineering
19t 2023 | 3. Completing daily water report Department
4. Completing daily corrective reports
1. Filling document
3 S\Netd”e;daéom 2. Completing daily water report Engineering
eptember 3. Completing daily corrective reports Department
2023 4. VisitRTC
1. Filling document
2. Ask to approval for SR and PR
4 Thursday, September | 3. Completing daily water report Engineering
212023 | 4. Completing daily corrective reports Department
5. Delivering Store Request to the store to
retrieve the ordered items
1. Filling document
5 Friday, September | 2. Ask to approval for SR and PR Engineering
2272023 | 3. Completing daily water report Department
4. Completing daily corrective reports
Saturday, September| 1. Filling document Engineering
6 2312023 | 2. Completing daily corrective reports Department
Table 3. 11 Daily Activities of September 25th, 2023 to September 30th, 2023
No Day/Date Activity Place
1. Filling document
2. Ask to approval for SR and PR
1 Monday, September | 3. Completing daily water report Engineering
2512023 | 4. Completing daily corrective reports Department
5.

Verifying the approved PR and SR
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No Day/Date Activity Place
1. Filling document
2. Completing daily water report
2 Tuesday, September 26" 3. Completing daily corrective report Engineering
2023 4. Counting stock and the quantity of items Department
in the store.
5. Assisting in the preparation of 6s.
1. Filling document
3 Wednﬁsday,th 2. Completing daily water report Engineering
September 27 3. Completing daily corrective report Department
2023 4. Ask to approval for SR and PR
Thursday, September . .
4 28th 2023 Mawlid al-Nabi
1. Filling document
. 2. Completing daily water report . .
5 Friday, %Z?ht;rgzb; " s Completing daily corrective report EDZQ':??T:;T]%
4. Entering data into Excel to create a list of] P
items.
Saturday, September
6 y 30thp2023 OFF
Table 3. 12 Daily Activities of October 2nd, 2023 to October 7th, 2023
No Day/Date Activity | Place
Monday, October 2" .
1 2023 Sick Leave
1. Completing daily corrective report
, Tuesday, October 3¢ 2. Entering the work schedule into the Engineering
2023 TMS sys_tem. . Department
3. Calculating the number of corrections
and then entering the data into Excel
1. Calculating the stock of items in the
3 Wednesday, October store. Engineering
4" 2023 2. Entering stock data into Excel for Department
inventory purposes
Thursday, October | 1. Completing daily corrective report Engineering
4 5th 2023 | 2. Completing daily water report Department
Friday, October 6t | 1. Completing daily corrective report Engineering
S 2023 2. Calculating the stock of items in the store. Department
1. Adding a new inventory list for the new
6 Saturday, October items in the store to Excel. Engineering
8M2023 2. Creating a new list of numbers for the item Department
numbers in the store.
Table 3. 13 Daily Activities of October 9th, 2023 to October 14th, 2023
No Day/Date Activity Place
Monday, October 9t 1. Completing daily water report Engineering
1 ' 2. Completing dail ti t Department
2023 . pleting daily corrective repor epartmen
1. Completing daily water report Engineering
th
2 Tuesday, Oc;%ggr 10 2. Completing daily corrective report Department
3. Filling document
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No Day/Date Activity Place
Wednesday, October - Engineering
3 11t 2023 1. Filling document Department
1. Completing daily water report . .
4 Thursda{,z(t?lcétgggr 2. Completing daily corrective report EDr;g';rﬁ:g%
3. Filling document P
1. Completing daily water report
2. Completing daily corrective report
. 3. Insert data for the final stock of items . .
th ’
5 Friday, Oct200b2e3r 13 the quantity of incoming goods, and the EDr;g';rﬁ:g:E
quantity of items used up in July, P
August, September, and October into
Excel.
Saturday, October
6 14" 2023 OFF
Table 3. 14 Daily Activities of October 16th, 2023 to October 21st, 2023
No Day/Date Activity Place
1 1. Completing daily water report
2. Completing daily corrective report
3. Filling document . .
th
Monday,zgzcéober 16 4. Insert data for the final stock of items, the E)Zglgri%éﬁ
quantity of incoming goods, and the P
quantity of items used up in July, August,
September, and October into Excel.
® | Tuesday,Ootober | 5 S Gy corectie report Engincering
th .
1772023 3. Filling document Department
3 1. Filling document
Wednesday, October | 2. Completing daily water report Engineering
18t 2023 3. Completing daily corrective report Department
4. Delivering SR to the store.
4 1. Filling document . .
ThurSdai/éS%);; T o Completing daily water report E)neglarl]rirer:g;%
3. Completing daily corrective report P
> Friday, October 20™" L Complet!ng da!ly water report Engineering
2023 2. Compl_etmg daily corrective report Department
3. Attending the GSM event
6 1. Completing daily water report
2. Completing daily corrective report
Saturday, October 21% | 3. Calculating the stock of items in the Engineering
2023 store. Department
4. Checking the approved purchase
requests (PR)
Table 3. 15 Daily Activities of October 23rd, 2023 to October 28th, 2023
No Day/Date Activity Place
1. Completing daily water report
1 Monday, October 23™ 2. Completing daily corrective report Engineering
2023 3. Calculating the stock of items in the Department

store.
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No Day/Date Activity Place
1. Filling document . )
2 Tuesday,mOctober 2. Completing daily water report Engineering
247 2023 3. Completing daily corrective report Department
1. Filling document
3 Wednesdayt,hOctober 2. Completing daily water report Engineering
257 2023 3. Completing daily corrective report Department
4 Thursdg)é,moz%tgg er Sick Leave
Friday. October 27 1. Filling document Engineer
5 riaay, Zocztg er 2. Completing da!ly water rfaport DZ%':S%;?}%
3. Completing daily corrective report
Saturday, October 28%"
6 2023 OFF
Table 3. 16 Daily Activities of October 30th, 2023 to November 4th, 2023
No Day/Date Activity Place
1. Filling document
2. Completing daily water report
1 Monday, October 30" | 3. Completing daily corrective report Engineering
2023 4. Deliver SR to the store Department
5. Calculating the stock of items in the
store.
2 Tuesday, October 31 | 1. Filling document Engineering
2023 2. Completing daily water report Department
Wednesday, November| 1. Filling document _ _ Engineering
st
3 112023 2. t(r:]aelggoa;lg.ng the stock of items in Department
4 Thursday, November | 1. Creating an updated inventory store list. Engineering
2" 2023 2. Retrieving liquid waste files at the KIK. Department
1. Creating SR for ordering water gallons.
2. Filling document
5 Friday, November 3 | 3. Completing daily water report Engineering
2023 4. Completing daily corrective report Department
5. Ask to approval for SR
6. Assisting in releasing the SR in the system
1. Assisting in approving Purchase
6 Saturday, November 4t Requests (PR) in the system. Engineering
2023 2. Completing daily water report Department
3. Completing daily corrective report
Table 3. 17 Daily Activities of November 6th, 2023 to November 11th, 2023
No Day/Date Activity Place
1. Assisting in approving Purchase
Requests (PR) in the system
1 Monday, November 6| 2. Assisting in releasing the SR in the Engineering
2023 system Department
3. Filling document
4. Completing daily water report
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No Day/Date Activity Place
5. Completing daily corrective report
6. Ask to approval for SR
7. Make gate pass for the withdrawal of
vendor goods.
8. Creating SR for ordering water gallons
wl 1. Filling document . .
2 Tuesday,zl\(l)%\éember ! 2. Completing daily water report EDnglneerlng
. . : epartment
3. Completing daily corrective report
1. Filling document
2. Calculating the stock of items in the
store. Filling document N
3 Wednesgt%,olglgvember 3. Completing daily water report Iénglneerlng
. . : epartment
4. Completing daily corrective report
5. Ask to approval for SR
6. Creating SR for ordering water gallons
1. Filling document
2. Completing daily water report . .
4 Thursd;%/,zl(\)lggl ember 3. Completing daily corrective report EDnglneermg
4. Askto approval for SR epartment
5. Creating SR for ordering water gallons
1. Filling document
. wn | 2. Completing daily water report A
5 Friday, N200v2e3mber 10 3. Completing daily corrective report Iénglneerlng
4. Ask to approval for SR epartment
5. Creating SR for ordering water gallons
Saturday, November
6 111 2023 OFF
Table 3. 18 Daily Activities of November 13th, 2023 to November 17th, 2023
No Day/Date Activity Place
1. Completing daily water report
1 Monday, November 2. Completing daily corrective report Engineering
13th 2023 3. Creating SR and PR Department
4. Ask to approval for SR and PR
2 Tuesday, November 1. Completing daily water report Engineering
14 2023 2. Completing daily corrective report Department
3 Wednesday, November 1. Completing daily water report Engineering
152023 2. Completing daily corrective report Department
4 Thursday, November 1. Completing daily water report Engineering
16" 2023 2. Completing daily corrective report Department
5 Friday, November 171" | Presentation of Internship Report at Unigrahal Engineering
2023 Hotel Department
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CHAPTER IV
CONCLUSION AND SUGGESTION

4.1  Conclusion
After doing the apprenticeship program at PT. Riau Andalan Pulp and
Paper in Unigraha Hotel there are some conclusions as follows:

1. There were some kinds of jobs done during the apprenticeship at
the Engineering Department: Filling Documents, Handling Store
Request and Purchase Request, asking to approval for SR and PR,
Inventory Count in the Store, Inputting Daily Water Report data
into Excel, and Inputting Daily Corrective Report data into Excel.

2. There are some documents used during apprenticeship at the
Engineering Department: Purchase Request (PR), Store Request
(SR), Inventory Report, Water Report, and Corrective Report.

3. During the apprenticeship at Hotel Unigraha, all work procedures
were carried out by the Standard Operating Procedures (SOP)
established by the hotel. Adherence to these SOPs serves as the
main foundation in executing operational tasks, ensuring that each
step is followed with precision and in line with the quality
standards set by the hotel. This apprenticeship not only provided
an opportunity to develop operational skills but also highlighted
the importance of SOPs in ensuring efficiency and consistency in

the provision of services in the hotel environment.

4.2 Suggestion

In carrying out every assigned task during the apprenticeship period,
consistently maintaining concentration is a crucial element. High concentration
serves as the primary factor in delivering the best results for every undertaken
task. Therefore, it is essential to continually enhance this ability to ensure that

each task is completed well and efficiently.
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Furthermore, in the context of responsibilities, it is important to always
demonstrate full dedication and complete commitment to every given task.
Showing responsibility involves not only completing tasks on time but also taking
the initiative to address challenges that may arise along the way. It is advisable to
focus on developing multitasking and time management skills, which can support
the ability to handle various responsibilities effectively.

In the context of honesty and integrity, it is believed that transparency is
the key to building a strong professional relationship. It is recommended to
always be open and honest about progress and advancements in every job. If there
are constraints or obstacles, it is important to communicate promptly and seek
solutions together. This way, working as a cohesive team, supporting each other,
and achieving common goals can be accomplished.

It is important to remember that integrity and professional ethics also
involve respecting confidential company information and maintaining the trust
given. Therefore, it is advised to handle confidential information with care and

maintain confidentiality by company policies.
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APPENDICES

APPENDIX A

Daily Activities of Internship

DAILY ACTIVITY

APPRENTICESHIP
DAY : MONDAY
DATE :JULY 17™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE

1. |1. Visiting PT. Riau Andalan Pulp and Paper
2. Check the presence at the designated mess

area. Tenku Kespandiar
3. Received ID Badge

Notes by Industrial Coach

NO. WORKING EXPLANATION

The first day of filling ouf
personal data at Rukan PT Riau
/Andalan Pulp and Paper.
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DAY : TUESDAY
DATE :JULY 18™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
) ) ASSIGNOR
1. [L. Safety Induction Tengku Kespandiar
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Safety Induction is about K3

when doing work in the office
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DAY : THURSDAY
DATE :JULY 20™ 2023

NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE

' ASSIGNOR
1. | Population census being conducted within the
PT RAPP complex Jevon Aloysius
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.

census.

Visiting each employee's house
at PT Riau Andalan Pulp and
Paper to conduct a population
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DAY : FRIDAY
DATE 1 JULY 2152023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE

1. | Population census being conducted within the

PT RAPP complex Jevon Aloysius

Notes by Industrial Coach

NO. WORKING EXPLANATION

Visiting each employee's house
at PT Riau Andalan Pulp and
Paper to conduct a population
census
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DAY : MONDAY
DATE 1 JULY 24 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE

1. | Population census being conducted within the

PT RAPP complex Jevon Aloysius

Notes by Industrial Coach

NO. WORKING EXPLANATION

Visiting each employee's house
at PT Riau Andalan Pulp and
Paper to conduct a population
census
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DAY : TUESDAY
DATE :JULY 25™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. | Population census being conducted within the

PT RAPP complex

Jevon Aloysius

Notes by Industrial Coach

NO. WORKING EXPLANATION
1.
DAY : WEDNESDAY
DATE :JULY 26™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. | Population census being conducted within the
PT RAPP complex Jevon Aloysius
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : THURSDAY
DATE :JULY 27™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. | Population census being conducted within the

PT RAPP complex

Jevon Aloysius

Notes by Industrial Coach

NO.

WORKING

EXPLANATION
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DAY : FRIDAY
DATE :JULY 28™ 2023

NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE

' ASSIGNOR
1. | Introductionto PT. RAPP and a visit to the CD
center Tengku Kespandiar
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. the CD Center to

Visiting

receive an explanation about PT
Riau Andalan Pulp and Paper
and a presentation on
plantations of PT RAPP.

the
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DAY : MONDAY
DATE :JULY 3152023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE

1. | Population census being conducted within the
PT RAPP complex .
Jevon Aloysius

Notes by Industrial Coach

NO. WORKING EXPLANATION

Visiting each employee’s house
at PT Riau Andalan Pulp and
Paper to conduct a population
census
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DAY

: TUESDAY

DATE : AUGUST 152023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. | Survey to the Unigraha Hotel of PT. RAPP

being conducted

Tengku Kespandiar

Notes by Industrial Coach

NO.

WORKING

EXPLANATION

Manager,

Visiting PT Unigraha for the
first time with the General

HRD, GMO, and others.

Executive Secretary,
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DAY : WEDNESDAY
DATE : AUGUST 29 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. [1. Introduction to the field of Engineering
. Engagement in the process of obtaining
endorsements from superiors to facilitate the
authorization requests for inbound and Julia Permata N
outbound goods, in addition to employee Sari
overtime notifications
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Engagement in the process off

obtaining endorsements from
superiors to facilitate the
authorization  requests  for|
inbound and outbound goods, in
addition to employee overtime
notifications

43



DAY : THURSDAY
DATE : AUGUST 3R¢ 2023
NO. DESCRIPTION OF ACTIVITIES ASSTC?I\?SR SIGNATURE
1. | Engaging in the process of document
archiving Julia Permata Sari @%
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Archiving documents based on

and other

the respective month and year
such as store request, purchase
request, overtime order letters,
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DAY - FRIDAY
DATE : AUGUST 4™ 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. |1. Ask to approval for Store Request and
Purchase Request
2. Verification of signed documents >
3. Participating in the planning committee| Julia Permata Sari @\
meeting for the August 17th, 2023 event,
catering specifically to the employees of
Unigraha Hotel.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Checking documents that have
been signed by the General
Manager.
2. Participating in the planning

committee meeting for the
August  17th, 2023 event,
catering specifically to the
employees of Unigraha Hotel.
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DAY : MONDAY
DATE : AUGUST 7™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. [1. Completing the daily water report
2. Filling document Julia Permata Sari @%_
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. This activity involves filling out

spreadsheet.

daily water consumption reports
at Hotel Unigraha, detailing the
amount of water used each day.
Then inputting it into an Excel
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DAY : WEDNESDAY
DATE : AUGUST 9™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. | Ask to Approval for Store Request and

Purchase Request

Julia Permata Sari

@%

Notes by Industrial Coach

NO.

WORKING

EXPLANATION

Checking

Manager.

documents that have

been signed by the General
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DAY : THURSDAY
DATE : AUGUST 10™ 2023

NO. DESCRIPTION OF ACTIVITIES ASSTS\?(P)(R SIGNATURE
1. 1. Ask to approval for Store Request and .
Purchase Request. Kurnia Prasetyo s
P. Filling document el
Notes by Industrial Coach
NO. WORKING EXPLANATION

Archiving documents based on
the respective month and year
such as store request, purchase
request, overtime order letters,
and others.
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DAY - FRIDAY
DATE : AUGUST 11™ 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. [1. Ask to approval for Store Request and
Purchase Request. .
2. Filling document Kurnia Prasetyo
Notes by Industrial Coach
NO. WORKING EXPLANATION

Archiving documents based on
the respective month and year
such as store request, purchase
request, overtime order letters,
and other
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DAY : SATURDAY
DATE : AUGUST 12™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. | Filling document
Kurnia Prasetyo
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Archiving documents based on

the respective month and year|
such as store request, purchase
request, overtime order letters,
and others.
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DAY : MONDAY
DATE : AUGUST 14" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. |1. Filling out the 6S board
2. Ask to approval for the Store Request and
Purchase Request. [
3. Completing the daily water report
4. Assisting the manager in creating a report by Julia Permata Sari
including before and after images of the
improvements conducted.
5. Attending a meeting for the Independence
Day celebration event of Indonesia,
scheduled to be held on August 17, 2023.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Attending a meeting for the

Independence Day celebration
event of Indonesia, scheduled to
be held on August 17, 2023.
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DAY : TUESDAY
DATE : AUGUST 15"2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. | Ask to approval for Store Request and

Purchase Request

Julia Permata Sari

@\\

Notes by Industrial Coach

NO.

WORKING

EXPLANATION
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DAY : WEDNESDAY
DATE : AUGUST 16™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Completing the daily water report
P. Preparing for a competition event in i . .
celebration of the Independence Day of the| Julla Permata Sari '
Republic of Indonesia.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Preparing for a competition

=

. o JDOORPR|
RPRIZE |, ©

| JRIZE/4£4 3

DOORRR 7
7

event in celebration of the
Independence Day of the
Republic of Indonesia.
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DAY : FRIDAY
DATE : AUGUST 18™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. [1. Requesting employee attendance for the new|
regulation orientation by HRD
3. Ask to approval for Store Request and
Purchase Request
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : SATURDAY
DATE : AUGUST 19" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Filling document

2. Ask to approval for Purchase Request

Julia Permata Sari

(@%

Notes by Industrial Coach

NO.

WORKING

EXPLANATION

Archiving documents based on
the respective month and year
such as store request, purchase
request, overtime order letters,
and others.
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DAY : MONDAY
DATE : AUGUST 212023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. [1. Askto approval for Purchase Request
2. Filling document Julia Permata Sari @*-
Notes by Industrial Coach
NO. WORKING EXPLANATION

Archiving documents based on
the respective month and year
such as store request, purchase
request, overtime order letters,
and others.
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DAY : TUESDAY
DATE : AUGUST 22" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Ask to approval for Purchase Request
. Filling document . . .
B. Entering Vendor data for ID Badge Julia Permata Sari @3\
renewal
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. This activity involves inputting

vendor personal data into the
form paper, which is then used
for the creation of ID badges.
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DAY - WEDNESDAY
DATE : AUGUST 23" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Ask to approval for Purchase Request
2. Filling document Julia Permata Sari Wa
Y
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : THURSDAY
DATE : AUGUST 24" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
) ASSIGNOR
1. L. Completing the daily water report
D.
D. Ask to approval for Purchase Request Julia Permata Sari (@3\\
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : FRIDAY
DATE : AUGUST 252023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Ask to approval for Store Request and
Purchase Request _ )
2. Completing the daily water report Julia Permata Sari o
3. Filling document
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Requesting a signature for the

Purchase Request.

approval of Store Request and
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DAY : SATURDAY
DATE : AUGUST 26" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. Completing the daily water report
Julia Permata Sari @x\-
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. This activity involves filling out
daily water consumption reports|
at Hotel Unigraha, detailing the
amount of water used each day.
Then input it into Excel
spreadsheet.
DAY : MONDAY
DATE : AUGUST 28" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Filling document
2. Completing the daily water report .
3. Delivering the SR to the store for collecting| Julia Permata Sari [
the requested items
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : TUESDAY
DATE : AUGUST 29" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document

2. Ask to approval for Purchase Request

Julia Permata Sari

ﬁjjx

Notes by Industrial Coach

NO.

WORKING

EXPLANATION

Archiving

and others.

the respective month and year
such as store request, purchase
request, overtime order letters,

documents based on
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DAY : WEDNESDAY
DATE : AUGUST 30™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing the daily water report
2. Entering Vendor data to create ID Badges
3. Counting the number of items in the Store] . \
for 6S Julia Permata Sari
4. Inputting the number of items into Excel
5. Ask to approval for Purchase Request
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. This activity involves filling out]
daily water consumption reports
at Hotel Unigraha, detailing the
amount of water used each day.
Then input it into Excel
spreadsheet.
2. Entering the number of items

into an Excel spreadsheet. This
involves obtaining data on the
number of items from the store
by counting the remaining stock|
available.
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DAY : THURSDAY
DATE : AUGUST 31% 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Inputting Vendor data for the issuance off
ID Badges.
2. Ask to approval for Purchase Request Julia Permata Sari N
3. Filling document
Notes by Industrial Coach
NO. WORKING EXPLANATION

This activity involves inputting
\vendor personal data into the
form paper, which is then used for|
the creation of 1D badges.
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DAY : FRIDAY
DATE : SEPTEMBER 1 52023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1 1. Verification of signed documents
2. Filling document Julia P ta Sari .
3. Ask to approval for Purchase Request ufta Fermata Sari ‘ '
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Checking documents that have

been signed by the General
Manager.
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DAY : MONDAY
DATE : SEPTEMBER 4™ 2023
NO. DESCRIPTION OF ACTIVITIES ASST(?I\?(P)(R SIGNATURE
1. 1. Aiding in the 6S Preparation
2. Entering product names into Excel
3. Filling document Julia Permata Sari [
4. Delivering vendor data to Safety Campus|
for the issuance of ID Badges
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.

65



DAY : TUESDAY
DATE : SEPTEMBER 5™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Entering Vendor data for the issuance
of ID Badges and BPJS
2. Retrieving the vendor's ID Badge at \.
the Safety Campus Julia Permata Sari
3. Filling document
4. Verification of signed documents
5. Completing the daily water report
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Checking documents that have
been signed by the General
Manager.
DAY : WEDNESDAY
DATE : SEPTEMBER 6™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Entering vendor data for ID Badge
issuance
2. Ask to approval for Store Request and 5.
Purchase Request Julia Permata Sari
3. Filling document
4. Delivering the SR to the store for|

collecting the requested items

Notes by Industrial Coach

66



NO. WORKING EXPLANATION
1. Checking documents that have
been signed by the General
Manager.
DAY : THURSDAY
DATE : SEPTEMBER 7™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Completing daily corrective report
2. Completing daily water report
3. Filling out attendance records and ] ) N
cleanliness checklist for the office and| Julia Permata Sari
workshop surroundings.
4. Filling document
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. This activity involves filling out]

daily maintenance reports at]
Hotel Unigraha, documenting
requested maintenance  tasks,
those that have been completed,
and obtaining data from the
maintenance  hotel  Unigraha
\WhatsApp group, then inputting
it into an Excel spreadsheet.
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DAY - FRIDAY
DATE : SEPTEMBER 8™ 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Completing daily water report
2. Completing daily corrective report Julia Permata Sari @
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : SATURDAY
DATE : SEPTEMBER 9™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily corrective report
3. Filling out attendance and cleanliness 5.
checklists for the workshop and office Julia Permata Sari
4. Delivering SR to the store for gallon
retrieval
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : MONDAY
DATE : SEPTEMBER 11™ 2023
NO. DESCRIPTION OF ACTIVITIES ASSTéh?gR SIGNATURE
1. | 1. Filling dpcumept
Rk e o wiapermaasar | ([
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. This activity involves filling out

daily water consumption reports
at Hotel Unigraha, detailing the
amount of water used each day.
Then input it into Excel
spreadsheet.
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DAY : TUESDAY
DATE : SEPTEMBER 12™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document.
2. Completing daily water report _ )
3. Completing daily corrective report | Julia Permata Sari [ Y
4. Verifying the approved PR and SR
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. This activity involves filling ouf

daily maintenance reports af]
Hotel Unigraha, documenting
requested maintenance  tasks,
those that have been completed,
and obtaining data from the
maintenance  hotel  Unigraha
\WhatsApp group, then inputting
it into an Excel spreadsheet.
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DAY : WEDNESDAY
DATE : SEPTEMBER 13th 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report Julia Permata Sari A\
4. Creating list of projects to be undertaken
in Excel.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.

Creating a

~ fteam.

projects for Hotel Unigraha that
will be implemented or are yet to
be completed by the engineering

list of improvement
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DAY : THURSDAY
DATE : SEPTEMBER 14" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Askto approval for SR and PR _ )
3. Completing daily water report Julia Permata Sari -
4. Completing daily corrective reports
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : FRIDAY
DATE : SEPTEMBER 15™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Verifying the approved PR ) )
3. Completing daily water report Julia Permata Sari =
4. Completing daily corrective reports
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : MONDAY
DATE : SEPTEMBER 18™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Filling document
2. Askto approval for SR and PR
3. Completing daily water report Julia Permata Sari "
4. Completing daily corrective reports
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : TUESDAY
DATE : SEPTEMBER 19™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
) ASSIGNOR
1. 1. Filling document
2. Askto approval for SR and PR . . N
3. Completing daily water report Julia Permata Sari 9
4. Completing daily corrective reports
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : WEDNESDAY
DATE : SEPTEMBER 20™ 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report ) )
3. Completing daily corrective reports | Julia Permata Sari o
4. VisitRTC
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Visited RGE to listen the history

and presentation about PT Riau
\Andalan Pulp and Paper, as well
as receive an explanation about
the paper-making process.
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DAY : THURSDAY
DATE : SEPTEMBER 2152023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Askto approval for SR and PR
3. Completing daily water report ] . \
4. Completing daily corrective reports | Julia Permata Sari
5. Delivering Store Request to the store
to retrieve the ordered items
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : FRIDAY
DATE : SEPTEMBER 22™ 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Ask to approval for SR and PR
3. Completing daily water report Julia Permata Sari N
4. Completing daily corrective reports
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : SATURDAY
DATE : SEPTEMBER 23 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily corrective reports
Julia Permata Sari [ Y-
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : MONDAY
DATE : SEPTEMBER 25" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Ask to approval for SR and PR
3. Completing daily water report ) . \E
4. Completing daily corrective reports | Julia Permata Sari
5. Verifying the approved PR and SR
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : TUESDAY
DATE : SEPTEMBER 26" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report ] . "
4. Counting stock and the quantity of| Julia Permata Sari \
items in the store.
5. Assisting in the preparation of 6s.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : WEDNESDAY
DATE : SEPTEMBER 27" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report Julia Permata Sari o
4. Ask to approval for SR and PR
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : FRIDAY
DATE : SEPTEMBER 29" 2023

NO. DESCRIPTION OF ACTIVITIES ASST(?I\?SR SIGNATURE
1. 1. Filling document

2. Completing daily water report

3. Completing daily corrective report Julia Permata Sari -

4. Entering data into Excel to create a list

of items.
Notes by Industrial Coach

NO. WORKING EXPLANATION




DAY : TUESDAY
DATE : OCTOBER 3" 2023

TASK

ASSIGNOR SIGNATURE

NO. DESCRIPTION OF ACTIVITIES

1. 1. Completing daily corrective report

2. Entering the work schedule into the
TMS system. Julia Permata Sari [

3. Calculate the number of corrections
and then enter the data into Excel.

Notes by Industrial Coach

NO. WORKING EXPLANATION

Entering employee work schedule,
data into the Time Management
System (TMS), which must be|
followed or adhered to by the|
respective employees.
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DAY : WEDNESDAY
DATE : OCTOBER 4" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Calculating the stock of items in the
store.
2. Entering stock data into Excel for| Julia Permata Sari \E
inventory purposes.
Notes by Industrial Coach
NO. WORKING EXPLANATION

After calculating the quantity of]
available stock in the store, the
data is entered into an Excel sheet
=% along with the names of the items.
" [Subsequently, this information
“will be printed and posted in the
store for inventory purposes.

available.

Entering the number of items
into an Excel spreadsheet. This
involves obtaining data on the
number of items from the store
by counting the remaining stock|
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DAY : THURSDAY
DATE : OCTOBER 5" 2023

NO. DESCRIPTION OF ACTIVITIES | TASK ASSIGNOR SIGNATURE

1. 1. Completing daily corrective report
2. Completing daily water report . .
Julia Permata Sari NI
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. This activity involves filling out]

| requested  maintenance  tasks,

" WhatsApp group, then inputting

daily maintenance reports af]
Hotel Unigraha, documenting

those that have been completed,
and obtaining data from the
maintenance  hotel  Unigraha

it into an Excel spreadsheet.
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DAY : FRIDAY
DATE : OCTOBER 6" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Completing daily corrective report
2. Calculating the stock of items in the i .
Julia Permata Sari -
store.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : SATURDAY
DATE : OCTOBER 7" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Adding a new inventory list for the
new items in the store to Excel. ) ) .
2. Creating a new list of numbers for the| Julia Permata Sari v
item numbers in the store.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Adding a new inventory list for|
the new items in the store to
= Excel. Subsequently, it will be
== printed and posted in the store for|
~ |inventory purposes.
2. IAdding the names of new items to

@ 8 o o a g afiil

{11

the Excel sheet from the list off
existing stock items in the store.
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DAY : MONDAY
DATE : OCTOBER 9" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
Julia Permata Sari [T
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : TUESDAY
DATE : OCTOBER 10" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
3. Filling document Julia Permata Sari [T
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : WEDNESDAY
DATE : OCTOBER 11" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Filling document
Julia Permata Sari @g\“
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : THURSDAY
DATE : OCTOBER 12" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
3. Filling document Julia Permata Sari [ Y
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : FRIDAY
DATE : OCTOBER 13" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
3. Insert data for the final stock of items, ..
the quantity of incoming goods, and| Julia Permata Sari
the quantity of items used up in July,
August, September, and October into
Excel.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Insert data for the final stock of]

items, the g

used up
' ISeptember,
Excel.

goods, and the quantity of items

uantity of incoming

in July, August,
and October into
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DAY : MONDAY
DATE : OCTOBER 16" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
3. Filling document 5.
4. Insert datq for th!a flnal_stock of items, Julia Permata Sari
the quantity of incoming goods, and
the quantity of items used up in July,
August, September, and October into
Excel.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : TUESDAY
DATE : OCTOBER 17" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
3. Filling document Julia Permata Sari [
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : WEDNESDAY
DATE : OCTOBER 18" 2023

TASK

NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report Julia Permata Sari
4. Delivering SR to the store. [
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : THURSDAY
DATE : OCTOBER 19" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report Julia Permata Sari 5.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : FRIDAY
DATE : OCTOBER 20" 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Completing daily water report
2. Completing daily corrective report
3. Attending the GSM event. ] .
Julia Permata Sari "
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. y Attending and participating in the

lgeneral staff meeting to discuss
the budget at Hotel Unigraha.
IAnd there will be entertainment to
uplift ~—and  entertain  the
employees.
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DAY : SATURDAY
DATE : OCTOBER 21* 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
3. Calculating the stock of items in the ) . \.
store. Julia Permata Sari
4. Checking the approved purchase
requests (PR)
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Entering the number of items
into an Excel spreadsheet. This
involves obtaining data on the
number of items from the store
by counting the remaining stock
available.
2. This activity involves filling out]

daily maintenance reports at]
Hotel Unigraha, documenting
requested maintenance  tasks,
those that have been completed,
and obtaining data from the
maintenance  hotel  Unigraha
\WhatsApp group, then inputting
it into an Excel spreadsheet.
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DAY : MONDAY
DATE : OCTOBER 23" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
3. Calculating the stock of items in the ] . N
store. Julia Permata Sari ‘
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : TUESDAY
DATE : OCTOBER 24" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report Julia Permata Sari o
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY - WEDNESDAY

DATE :OCTOBER 25" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report Julia Permata Sari \E
(
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : FRIDAY
DATE : OCTOBER 27" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report Julia Permata Sari 5.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : MONDAY
DATE : OCTOBER 30" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report ] . N
4. Deliver SR to the store Julia Permata Sari
5. Calculating the stock of items in the
store.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : TUESDAY
DATE : OCTOBER 312023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. C leting dail t t
ompleting dally water repor Julia Permata Sari (féjx\-
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY

: WEDNESDAY

DATE : NOVEMBER 1% 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Filling document
2. Calculating the stock of items in the
store. Julia Permata Sari 8.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : THURSDAY
DATE : NOVEMBER 2™ 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Creating an updated inventory store
list.
2. Retrieving liquid waste files at the| Julia Permata Sari "
KIK.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. After calculating the quantity of]

available stock in the store, the
data is entered into an Excel sheet]
along with the names of the items.
Subsequently, this information
will be printed and posted in the
store for inventory purposes.
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DAY : FRIDAY
DATE : NOVEMBER 32023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Creating SR for ordering water
gallons.
2. Filling document ..
3. Complet!ng da!ly water report Julia Permata Sari
4. Completing daily corrective report
5. Ask to approval for SR
6. Assisting in releasing the SR in the
system
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : SATURDAY
DATE : NOVEMBER 4% 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Assisting in approving Purchase
Requests (PR) in the system.
2. Completing daily water report Julia Permata Sari S
3. Completing daily corrective report
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY
DATE

: MONDAY
: NOVEMBER 6™ 2023

NO.

DESCRIPTION OF ACTIVITIES

TASK
ASSIGNOR

SIGNATURE

N

Nookw

Assisting in approving Purchase
Requests (PR) in the system

Assisting in releasing the SR in the
system

Filling document

Completing daily water report
Completing daily corrective report
Ask to approval for SR

Make gate pass for the withdrawal of
vendor goods.

Creating SR for ordering water gallons

Julia Permata Sari

Fa

Notes by Industrial Coach

NO.

WORKING

EXPLANATION

Assisting

PowerPro.

Requests (PR) in the system of

in approving Purchase
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DAY : TUESDAY
DATE : NOVEMBER 7" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report Julia Permata Sari 5.
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : WEDNESDAY
DATE : NOVEMBER 8" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report . . \.
4.  Ask to approval for SR Julia Permata Sari
5. Creating SR for ordering water gallons
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : THURSDAY
DATE : NOVEMBER 9" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report . . ..
4. Ask to approval for SR Julia Permata Sari
5. Creating SR for ordering water gallons
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : FRIDAY
DATE : NOVEMBER 10" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Filling document
2. Completing daily water report
3. Completing daily corrective report ) ) \.
4. Ask to approval for SR Julia Permata Sari
5. Creating SR for ordering water gallons
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY

: MONDAY

DATE : NOVEMBER 13" 2023
TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE

1. 1. Completing daily water report
2. Completing daily corrective report
3. Creating SR and PR Julia Permata Sari \.
4.  Askto approval for SR and PR

Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Creating a Purchase Request to

ime

== — ]

N PURCHASE REQUEST

order items needed for repairs at|
Hotel Unigraha or to replenish the
stock in the store.
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DAY

: TUESDAY

DATE : NOVEMBER 14" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
Julia Permata Sari [
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
DAY : WEDNESDAY
DATE : NOVEMBER 15" 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. 1. Completing daily water report
2. Completing daily corrective report
Julia Permata Sari [T
Notes by Industrial Coach
NO. WORKING EXPLANATION
1.
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DAY : THURSDAY
DATE : NOVEMBER 16" 2023

TASK
NO. DESCRIPTION OF ACTIVITIES ASSIGNOR SIGNATURE
1. 1. Completing daily water report
2. Completing daily corrective report
Julia Permata Sari [T
Notes by Industrial Coach

NO. WORKING EXPLANATION
1.
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DAY : FRIDAY
DATE : NOVEMBER 17 2023
NO DESCRIPTION OF ACTIVITIES TASK SIGNATURE
' ASSIGNOR
1. | Presentation of Internship Report at Unigraha|
Hotel
\2
Julia Permata Sari
Notes by Industrial Coach
NO. WORKING EXPLANATION
1. Presenting the internship results

Company History

for 4 months at Unigraha Hotel,
PT Riau Andalan Pulp and Paper.
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APPENDIX B

CERTIFICATED OF APPRENTICESHIP

APRIL? CERTIFICATE

OF COMPLETION

IS PRESENTED TO :

Wulan Nazari

Which sucessfully completed the internship in Unigraha Hotel

PT. Riau Andalan Pulp and Paper
Periode July 17th - November 17th 2023

HEAD OF CAMPUS RELATION

TENGKU KESPAND AR, ©.F 4,0

W)
UNI%{\{{A C&ﬁiﬁm 0& Com/a/éﬁan/

Vhis Qertified that
WULAN NAZARI

student of :
POLITEKNIK NEGERI BENGKALIS

Study Program : English for Business and Professional Communication
Jurusan : Language Departemen

Has successfully completed on the job Training at
Hotel Unigraha in Department of :

Engineering

From July 17, 2023JNovember 17,2023

Afiff i
General MHnager

Hotel Unigraha, Telephone (62) 076195 555 Facsimile (62) 0761 95 !Qb PO. BOX 0511319 - Riau, < 28300
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APPENDIX C

Apprenticeship Acceptance Letter

Internal

PT Riau Andalan Pulp and Paper

l\l’R"_s e o

Jakarta 10230, Indonesla
Tel.: 4622131930134 Fax. : 462 21 3144 604

N\

Mill Office:

Jalan Lintas Timur, Pangkalan Kerinci
Kabupaten Pelalawan

Riau 28300, Indonesia

Tel.: 462 761 491 000 Fax.: +62 761 491 B46

www oprilasia com
WWW.paperone.com
Nomor :3b /XII/CR/KP/RAPP/2023
Lamp i-
Hal : Surat Keterangan Magang
Kepada Yth,
Ketua Jurusan Bahasa

Politeknik Negeri Bengkalis
Di-

Tempat
Dengan hormat,

Sehubungan dengan telah berakhirnya Kerja Praktek (KP) di pada PT RAPP, untuk Siswa
sebagai berikut:

NO | Nama NIM Jurusan
1 | Wulan Nazari 5504201019 Bahasa

Dengan ini menerangkan bahwa mahasiswa tersebut telah selesai melaksanakan kerja
praktek di PT Riau Andalan Pulp and Paper (PT.RAPP) 17 Juli s/d 17 November 2023. Demikian
surat keterangan ini dibuat untuk dapat dipergunakan sebagaimana mestinya.

Pangkalan Kerinci, 04 Desember 2023

Campus Relation Manager
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APPENDIX D

Evaluation Form

1. Human Resource
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2. Engineering Department
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APPENDIX E

List of Attendance
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APPENDIX F

Revision List
REVISION LIST
Name : Wulan Nazari
Registration Number : 5504201019
Advisor : Doris Sukma, S. Pd., M.Pd
Location : PT. Riau Andalan Pulp and Paper (RAPP)
NO DAY / DATE REVISION ADVISOR
V \WedneS oy, @8 |~ Dockground 0§ pprrenticesnip

Decemer 5 2005 |~ hekpowieRgenent

- Thbe\ 0fF (onwent

= zwe 3t Bay pusiviey
- condiden a)  Guggension
=] Q“\MMA.HM\ Q)Qe

7. Tlv\ursﬂag ’

- dip pivanging e Liyoue of
Decermier P 1003 | o Lexk, incluSing spacing

And Pragath  Shrusure -

Bengkalis, December.6™ 2023

Dori S. Pd.. M.Pd
NIP/1978101320220320
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APPENDIX G

Logbook

x 4+ - 8 x
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onis Ke Kerja Praktok/PKL vt
. y Noma Keglata Kerja Prokek Kelompok
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I
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