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CHAPTER 1 

INTRODUCTION 

 

1.1 Background of the Apprenticeship 

In line with the times, there are developments that continuously experience 

changes. These developments have an impact on changes in the increasingly 

advanced world of technology and information. This is what creates an attachment 

to human resources (HR), who are qualified and professional in all fields. In this 

case, the scope of higher education is used as a forum to support education for 

human resources (HR), to become skilled and talented in fields of interest. So, 

simulations are needed for students to practice skills and provide an overview of 

the world of work which can be called Field Work Practices (PKL). 

Field work practice is formed as a form of implementation prepared in the 

education program on campus, where in this activity students can develop their 

potential and skills in the world of work. Indirectly, students are invited to get 

involved directly and contribute to the world of offices. This activity is a mandatory 

activity for all campus students and is one of the graduation requirements for each 

campus study program. The hope in this activity is that with each internship, 

students will gain sufficient experience, knowledge and skills to prepare them for 

the world of work. Apart from that, field work practice is one of the mandatory 

curricula that must be taken by students of the English Department for Business and 

Professional Communication, Bengkalis State Polytechnic with a load of 20 credits 

and carried out for a minimum of 122 working days. 

The author had the opportunity to intern at PT. Indah Kiat Pulp and Paper, 

Tbk- Perawang. which will be held from 04th September 2023 to 04th January 2024 

and is located on Raya minas street, Perawang KM 26, Pinang Sebatang village, 

Tualang District. Siak, Riau - Indonesia 28772. On this occasion the author was 

placed in the Op (Port Operational) in the Safety section. 
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1.2 Purpose of Apprenticeship 

The objectives to be achieved in implementing the internship are: 

1. To know working procedures during practical work in Op (Port Operation) 

at PT. Indah Kiat Pulp and Paper 

2. To find out the job description during practical work 

3. To find out obstacles and solution during practical work 

 

1.3 Significance of Internship  

1.3.1 Significance for the writer 

Through this program, the writer can apply the knowledge to gained 

in the classroom to their specialized fields and obtained new skilss. 

Additionaly, writer gain direct experience in the professional world, 

deepening practical skilss, and build a professional network, particulary 

in implementing the englis language in the business industry. 

1.3.2 Significance for State Polytechnic of Bengkalis 

1. There is good coorperation or relation between campus and 

companies where student do practical work. 

2. State Polytechnic of Bengkalis can improve the quality of it’s 

graduates through student practical work experience. 

3. State Polytechnic of Bengkalis will be better to known in the 

industrial corporate world. 

4. State Polytechnic of Bengkalis receives feedbacks from companies 

on tha abilities of students participating in practical work in the 

world of work. 

1.3.3 Significance for the Companies 

1. Able to contribute to the education sector by guiding and educating 

our work force candidates professionally and ensuring quality. 
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2. Encourage good cooperation between universities and companies in 

improving the quality of education related to the world of work. 

3. As a means of evaluation for related agencies or companies, to get 

suggestions or input to improve the quality of education. 
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CHAPTER 2 

GENERAL DESCRIPTION OF THE COMPANY 

 

2.1 Company History 

PT. Indah Kiat Pulp and Paper is a company operating in the integrated pulp 

and paper industry with Foreign Investment (PMA) status. PT. IKPP was first 

pioneered by Soetopojannto (Yapsuikei). At that time he led the Berkat Group. In 

1975, the Berkat Group, which has many subsidiaries, invited: 

a. Chung Hwa Pulp Corporation, Taiwan 

b. Yuen Foong Yu Paper Manufacturing, Taiwan 

Then they carry out the first survey for a feasibility study with the location 

of the establishment: 

a. Paper factory in Serpong, Tangerang, West Java 

b. Pulp factories in Central Java, Jambi, Riau and seven other areas 

In 1976 land acquisition permits were processed, investment permits were 

processed with Foreign Investment (PMA) status with the President's permission 

on 11th April 1976. On 7 December 1976 the company PT. IKPP Perawang has now 

been officially established with Notary Ridwan Soesilo, SH. The application for 

establishing this factory was made with PMA status, the aim of which was to make 

it easier to bring in foreign workers, because local workers had not mastered paper 

making, in addition to providing incentives for foreign investors to enter Indonesia. 

After considering the location feasibility study data in 1975, the study was 

continued in Pinang Sebatang and Perawang Villages, Tualang District, Siak Sri 

Indrapura Regency, Riau Province. On September 5th 1981, land acquisition and 

licensing were carried out. In 1982 the forest was cleared and leveled. Forest 

concession rights owned by PT. IKPP includes collecting and logging, maintaining 

and selling the results: 
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1. Logging HPH is the right of forest entrepreneurs and the aim is to use 

wood (logs) for sale with sustainable principles and principles 

2. Industrial Forest HPH (HTI) is a right given to manage unproductive 

forests into better forests by planting artificial forests of types that have 

high economic value. 

3. A Timber Utilization Permit (IPK) is the right to utilize wood from a 

forest area that will be conserved for another within a maximum period 

of one year. 

A year later, the physical construction of phase I of the pulp mill began in 

Riau Province. Simultaneously, a loading and unloading facility was also built in   

the form of a special port that can dock with ocean vessels with a dead weight of 

more than 6,000 tons, which is approximately 1.5 kilometers from the pulp mill 

location on the banks of the Siak River. The experimental pulp factory was carried 

out marked by the inauguration of the factory by the President of the Republic of 

Indonesia, Mr. Soeharto, on May 24th 1984. At that time, the capacity of the 

bleached sulfate pulp factory (Bleached Kraft Pulp) was 75,000 tons/year, so that 

the need for paper mill pulp in Tangerang no longer needed to be imported, but is 

met by pulp supplies from Riau Province. 

 
Figure 2.1 PT. Factory Area. Indah Kiat Tbk 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

 

This factory is the first Kelantang sulfate factory made from wood in 

Indonesia. This year, the construction of an Industrial Plantation Forest (HTI) began 
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based on cooperation between PT. Indah Kiat Pulp and Paper Corporation with PT. 

Arara Abadi. In 1985 pulp production of 25 tonnes or day was achieved and then 

planning continued for the second phase of Industrial Plantation Forest 

development. This year, PT. Indah Kiat Pulp and Paper Corporation experienced 

losses due to the influence of the world recession, production quality was still 

unstable, in addition to the replacement of the transfer of leadership from Mr. 

Soetopo Jananto to his first son. In 1986 the ownership rights of Indah Kiat were 

purchased by the Sinar Mas Group led by Mr. Eka Cipta Wijaya, with shares 

divided: 

a. PT. Satria Perkasa Agung: 67% 

b. Chung Hwa Pulp Corporation: 23% 

c. Yuen Fong Yu Manufacturing: 10% 

A year later was a transition period from Mr Boediono Jananto to Teguh 

Ganda Wijaya, son of Mr. Eka Wijaya. This year also pulp production of 300 

tonnes/day was achieved after modifications to production facilities. Construction 

of phase I of the paper factory in Perawang began in 1988 by installing 1 line of 

cultural paper machines (Wood Free Printing & Writing Paper) with a capacity of 

150 tons/day. The existence of this factory makes the Perawang factory an 

integrated pulp and paper factory. In 1989, the Perawang phase II pulp mill was 

built with the inauguration by the President of the Republic of Indonesia, Mr. 

Soeharto, located in Lhokseumawe, Aceh under the name KKA. Then in 1990, 

construction of the phase II factory in Pinang Sebatang began with the installation 

of a paper machine with a capacity of 500 tons/day which is one of the largest 

cultural paper machines in Asia. Phase II factory trial production sells shares to the 

public and cooperatives by distributing shares: 

a. PT. Putri Nusa Eka Persada 54.39% 

b. Chung Hwa Pulp Corporation 19.99% 

c. Yuen Foong Yu Paper Manufacturing 8.69%  

d. Community: 16.93% 
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Then in 1994 the phase III pulp mill operated commercially and joined 

together with the phase I and II pulp mills to produce high quality pulp so that its 

capacity could be increased from 800 tonnes to 1,200 tonnes/day. Then the 

construction of the phase IV pulp mill was carried out the following year with a 

capacity of 1,600 tonnes/day, with trial operations scheduled for the end of 1996. 

1996 was a year of appreciation for PT. Indah Tip Pulp and Paper. Apart from 

receiving the Upakarti award from the President, he also received a blue ranking 

award, the environment and the Minister of Environmental Welfare regarding a 

healthy environment. 

In the same year, trial production of pulp mill IV and preparations for the 

construction of paper mill III were carried out. In 1997 PT. Indah Kiat Pulp and 

Paper received another Zero Accident award (zero work accidents) from the 

President of the Republic of Indonesia, and received an ISO 14001 certificate. At 

that time, it received 5 workers from East Timor. In 1998 the construction of the III 

paper factory with a capacity of 1,300 tons/day was achieved and construction of 

the Training Center training building began at a cost of two billion (Rp. 2 billion). 

PT. Indah Kiat Pulp and Paper Corporation is one of the national private legal 

entities trusted by the government to operate forests and the forest products industry 

in the form of the HPH Group: 

a. PT. Arara Abadi, concession area ± 265,000 Ha. 

b. PT. Wira Karya Sakti, concession area ±220,000 Ha. 

c. Mapala Rabda, concession area ± 155,000 Ha. 

d. PT. Dexter Timber Perkasa Indonesia, concession area ± 166,000 Ha. 

e. PT. Murini Timber, concession area ± 116,000 Ha. 

So the production of PT. Indah Kiat Pulp and Paper in general terms, initially 

the factory in Perawang produces paper pulp, then after that the results are sent to 

the factory in Serang to be re-produced into packaging paper, after that the 

production results are sent back to the factory in Tangerang for processing. 

processed into printing and writing paper to be immediately marketed to consumers. 
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2.2 Vision, Mission and Objective 

2.2.1 Vision 

That is the vision of PT. Indah Kiat Pulp and Paper is the number 1 pulp 

company in Indonesia that is dedicated to providing the best values for customers, 

shareholders, employees and the community. 

2.2.2 Mission 

Namely PT. Indah Kiat Pulp and Paper Perawang aims to maintain its 

position as a low-cost pulp and paper producer and a major player in the fast-

growing Indonesian and Asian markets, by relying on advantages in raw material 

sources, production efficiency and an extensive distribution network. 

2.2.3 Objective 

The goals of PT. Indah Kiat Pulp and Paper Tbk is producing pulp and paper 

products with quality according to requirements consistently, producing products at 

reasonable and competitive prices, timely delivery and service. 

 

2.3 Kind of Business 

PT. IKPP Perawang produces: 

1. Short fiber pulp sheet (LBKP) 

a. The size of the pulp sheet is 84 x 61 x 0.4 m 

b. Moisture of pulp sheet 11-12% 

2. Paper in the form of fine paper and free uncoated paper 

a. Paper grammage: 40-180 gr 

b. Most of IKPP Perawang's products are marketed abroad and the rest is to 

meet domestic needs. 

As for the production and marketing aspects of PT. Indah Kiat Pulp and 

Paper Tbk are: 
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1. Product production capacity is 600,000 tons/year and production will 

continue to increase. 

2. The products produced are pulp, paper and tissue. This product will be sent 

to various countries to be marketed and to fulfill orders. 

3. The bark from the wood which is used as raw material is used as boiler fuel. 

4. Waste water is reprocessed before being discharged into the river using 

several processes. 

 

2.4 Organization Structure 

Organizational structure is one of the important instruments that a company 

must have to achieve company goals. In the activities of a company, be it a 

commercial or non-commercial company, it is necessary to have a line of 

cooperation and coordination between members in achieving the previously 

outlined goals. 

The organizational structure must also be easily changed to adapt to changes 

that occur without reducing the smooth running of activities. A good 

organizational form will depend on the situation and conditions of each company 

and also on the objectives to be achieved. This is because the organizational form 

of one company with another company is different. The form of organizational 

structure used by the company will support the goals to be achieved. 

In a good organizational structure, it is necessary to explain the relationship 

between the limits of authority and responsibility to each employee who has 

previously been authorized. Therefore, various activities within the company must 

be carried out in an orderly manner so that the main objectives of the company 

that have been previously set can be achieved properly. The organizational 

structure of PT Indah Kiat Pulp and Paper Tbk is arranged according to the 

provisions with the functions, obligations and responsibilities of each part in each 

field. 
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Figure 2.2 Organization structure PT. Indah Kiat Pulp and Paper 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

 

2.5 The Working Process 

The port at the Indah Kiat company has TUKS status (Terminal for its own 

use), which aims to support certain businesses and activities within its environment. 

Working environment and port areas of interest. The port in Indah Kiat has several 

piers starting from pier 1-10 plus Rasau Kuning pier. This pier has different 

functions and activities such as unloading or loading bulk goods, containers and 

spears. The work flow at the port is divided into 2 activities, namely when to unload 

and load the goods to be sent. Loading and unloading activities are the activity of 

unloading goods from a ship using a crane and ship slings to the nearest land at the 

edge of the ship or pier, then from the pier using a truck, a forklift is placed and 

placed in the warehouse. Meanwhile, the loading activity is just the opposite 

activity. Loading and unloading operations from or to ships. The business activity 

of loading and unloading goods from and to ships at the port, the mechanism of 

which includes: 
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1. Unloading and loading 

Loading and unloading is one of the important activities in the world of ports, 

namely the work of loading and unloading goods from ships to the dock or barge or 

truck or loading goods from the dock or barge or truck into the ship until they are 

arranged in the hold of the ship using a ship crane or land crane. A Stevedore's job 

is to move goods from the ship to the warehouse using heavy equipment such as a 

crane. 

2. Cargodoring 

This is the job of removing goods from ropes or nets at the dock and 

transporting them from the dock to the warehouse or goods storage yard or vice 

versa. 

3. Reception or Delivery 

The work of moving goods from piles in the warehouse or piling field and 

handing them over until they are arranged on the vehicle at the door of the 

warehouse or piling field or vice versa. Loading and unloading at the port is carried 

out using loading and unloading equipment that has good operation, guarantees 

work safety, and is carried out by workers who must have a competency certificate. 

The equipment used in loading and unloading activities is determined by what 

goods will be unloaded, under what conditions the goods will be unloaded. There 

are 3 (three) categories of tools used according to their importance, namely: 

1. For Container Loading and Unloading Equipment 

Types of equipment for container loading and unloading activities, especially 

at container terminals, include Rail Mounted Gantry Cranes (RMGC), Jib Cranes, 

Reach Stackers, and Trailers. 

2. For General Cargo loading and unloading equipment 

The types of equipment used in loading and unloading General Cargo include: 

Land Crane or Mobile Crane, Floating Crane or Barge Crane, Freight Barges, Water 
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or Fuel Barges, Forklifts, Tron Trucks, Car Trucks, Hand Trucks or Platforms and 

fire extinguishers. 

3. For Bulk Loading and Unloading Equipment 

Types of equipment used in loading and unloading bulk cargo such as 

excavators, cranes, grabs and also dump trucks 

 

2.6 Document used for Activity 

In carrying out operational activities such as work activities at the Port, there 

are several documents and files used by PT Indah Kiat Pulp & Paper Tbk - 

Perawang Mill, especially in the Safety Division, including the following: 

2.6.1 Briefing Vendor and OP 

  

(Front look) 

 
(Back view) 

Figure 2.3 Vendor and OP briefing 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 
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This file is provided as proof of the presence of the contractors for each 

vendor who is part of the work contract. This file makes it easier for contractors if 

something dangerous happens at the field location, so if it happens it can be seen 

by their presence in accordance with the existing shift schedule. The content of this 

document is not only attendance, there is also a safety checklist regarding what is 

checked before starting work in the field. 

2.6.2 Vendor's heavy equipment daily inspection report 

 
Figure 2.4 Vendor's heavy equipment daily inspection report 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

2.6.3 Monthly evaluation of contractor environmental performance 

 
Figure 2.5 Monthly evaluation of contractor environmental performance 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 
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2.6.4 APD Master Report 

 
Figure 2.6  APD master report 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

2.6.5 Hotworks 

 
Figure 2.7 Hotworks 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 
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2.6.6 Behavior based safety (BBS) observation program 

 
Figure 2.8 BBS 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

2.6.7 Monthly assessment of contractor occupational health and safety 

performance 

 
Figure 2.9 Monthly assessment of contractor safety and work safety performance 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 
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CHAPTER 3 

SCOPE OF THE APPRENTICESHIP 

 

3.1 Job Description 

In the context of exploring the internship experience that took place over four 

month at PT. IKPP (Indah Kiat Pulp and Paper) unit OP (Port Operation) divison 

Safety. The internship starts on September, 04th 2023 to January, 04th 2024 at PT. 

Indah Kiat Pulp and Paper Perawang. Working hours are 07.00 a.m. to 05.00 p.m.  

starting from Monday to Friday. Working hours at PT. Indah Kiat is divided into 

shift and non-shift. Shifts are divided into 3 parts based on a specified schedule, 

while non-shifts work without a schedule. And Saturdays and Sundays are 

designated as company holidays. 

As forvarious main jobs during an internship at PT. Indah Kiat Pulp and Paper 

Tbk -Perawang, namely as follows: 

1. Signing the PIC work list form for OP unit work partners (Vendor briefing) 

2. Sort and combine OP unit contractor attendance list files 

3. Signing the vendor's daily inspection checklist report 

4. Archiving vendor files into folders 

5. Check and create monthly inspection checklist reports 

This activity is a routine activity carried out during the 4 month internship. 

This activity aims to control the operational performance of contractors working in 

the field and in direct contact with heavy equipment. This activity is a safety 

procedure that needs to be adhered to and if it is violated, sanctions will be imposed, 

which will be checked by the Port Operations (OP) unit safety. 
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3.2 Working Procedures 

Carrying out activities requires procedures for each activity carried out, so 

that it runs neatly and in accordance with the standards to be achieved. Thus, this 

activity requires several procedures that can be carried out, as follows: 

1. Signing the PIC work list form for OP unit work partners (Vendor briefing) 

 Vendor briefingis a list of attendance of all vendors who collaborate or have 

work contracts with the company. This vendor briefing is proof that the presence of 

each member is known. This file is used as evidence that if something happens in 

the field, it can be seen from the briefing attendance list. This signing is carried out 

every day and the attendance list form will be delivered to the OP unit by each 

vendor. This file is taken every time at 08.00 a.m. 

 

 

 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

 

2. Sort and combine OP unit contractor attendance list files 

 This activity is carried out for every file collected in the shift room, where 

it is collected every week. This file is the same as the vendor's attendance list, the 

only difference is the difference in the time on the attendance list. Where this file 

contains 3 boxes for shift names with the letters A, B, C, D. Each letter has a 

different schedule every day, where the shift at PT. Indah Kiat starts in the morning 

from 07.00 a.m. to 03.00 p.m., in the afternoon from 03.00 p.m. to 12.00 a.m., and 

in the evening from 12.00 a.m. to 07.00 a.m., from Monday to Friday. 

 

 

 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

Take the attendance 

registration form every 

morning 

Signing 

Sort and combine form 

files according to vendor 

name 

Pick up files in the 

shift room 

Separate the Shift 

hand over sheet and 

the attendance list 

Combine attendance 

list sheets according 

to date 

Figure 3.1 Signing of the work PIC attendance register form for OP unit work partners 

Figure 3.2 Signing of the work PIC attendance register form for OP unit work partners 
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3. Signing the vendor's daily inspection checklist report 

 Daily inspection of heavy equipment is a report that is sent once a week. 

This report consists of an inspection of the heavy equipment used by each vendor 

in the work process every day, where it is mandatory to check each heavy 

equipment. This activity is carried out every Tuesday, because the files are delivered 

no later than Monday. 

 

 

Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

 

4. Archiving vendor files into folders 

 This archiving activity is carried out so that important files or documents 

can be arranged neatly and in an orderly manner. And this archiving is done to make 

things easier during an audit, so each file is entered in the order of the name of the 

folder that has been provided. Files that are archived are files provided by the 

vendor to safety, in the form of master APD, fire extinguisher, body harness and 

lanyard inspection, lifting and ringing, BBS (behavior-based safety), hotwork and 

others. 

 

 

 
Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

 

5. Make monthly inspection reports, check and fill in the information 

 This activity is carried out every month by first checking the field conditions 

carried out by Mr. Nofrizal by looking at every heavy equipment starting from 

gantry cranes, jib cranes, speed boats. This is done to find out whether it is still in 

good condition and suitable for use, as well as to prevent accidents that can have 

fatal consequences for workers. 

 

 

Sorts the same file 

names per vendor 
Tidy up files 

File archiving 

according to the folder 

name of each vendor 

Pick up files at the 

outdoor table 
Signing Stacked according to 

vendor name 

Figure 3.3 Signing the vendor's daily heavy equipment inspection checklist 

Figure 3.4 Vendor files into the folder 
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Source: PT. Indah Kiat Pulp and Paper Tbk-Perawang Mill, 2023 

 

3.3 Place of Apprenticeship 

This field work practice activity was carried out at PT Indah Kiat Pulp and 

Paper Tbk - Perawang, which is located at Raya Minas street Perawang KM.26, 

Pinang Sebatang Village, Tualang District, Siak Sri Indrapura Regency, Riau 

Province. During the activities carried out, the author was placed in the Port 

Operation (OP) unit in the Shipping section. 

 

3.4 Kinds and Description of the Activity 

Daily activities at the can be seen in the below: 

Agenda of activities of the first week 

(September, 04th – 08th 2023) 

Table 3.1 Agenda of activities of the first week 

No Day/Date Activity Mentor Signature 

1. September, 

04th 2023 

• Safety training induction 

Titus 

Winastika 

 

2. September, 

05th 2023 

• Distribution of helmets and ID 

cards 

• Distribution of work division 

placements 

3. September, 

06th 2023 

• Sort out the sheets of paper listing 

OP / OPT and fuel cost reports for 

Pekanbaru/Perawang Port 

4. September, 

07th 2023 

• Archiving sheet data based on 

name, date and day 

Sending images via 

email to a computer 

Download images 

then compile them 

into Word 

Print files 

Check and fill in the information Deliver files for signature 

Figure 3.5 Make monthly inspection reports, check and fill in the information 
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5. September, 

08th 2023 

• Sort out the work PIC attendance 

list for OP unit work partners 

Source: Internship Documentation, 2023 

Agenda of activities of the Second Week 

(September,11th – 15th 2023) 

Table 3.2 Agenda of activities of the Second Week 

No Day/Date Activity Mentor Signature 

1. September, 

11th 2023 

• Sort the work PIC list form sheets 

for OP unit work partners, based 

on unit name and latest date. 

• Check the file "details of cargo 

(repas)" by looking at No. Po, 

quantity and BM according to the 

data stated. (If appropriate then 

provide a checklist on the sheet). 

Titus 

Winastika 

 

2. September, 

12th 2023 

• Scan the file of the letter 

requesting consideration for PT 

dead plate management. 

Siscanella James Kencana 

• Sort and sort safety meeting 

minutes and meeting attendance 

lists according to date into the 

"K3 meeting minutes" folder 

3. September, 

13th 2023 

• Improve the form by changing the 

month on the internal forms of 

APAR, APD Master, Body 

harness, Hook, Drum, Pulley, 

Cable try, P3k, NDT, Wirerop to 

August. 

• Signing of trailer inspection 

report August, 1st to 4th 2022 and 

daily checklist report (PAA) of 

crane & treller units PT. SBP 

September, 1st to 4th 2023. 
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4. September, 

14th 2023 

• Request a stamp and photocopy 

of the entry and exit permit form 

for work equipment in the JT 710 

area 

• Signature of the work PIC 

attendance list for OP unit work 

partners 

• Fill out the body harness and 

lanyard inspection form 

• Take a photo of the permanent 

working at height permit sheet 

• Adjusting the recapitulation of 

empty ship unloading for the 

August, 2023 period 

• Check monthly inspection 

checklist reports 

• Make a box for paper clips. 

5. September, 

15th 2023 

• Signing the work PIC attendance 

list for OP unit work partners 

• Signature of the PIC working 

shift 1 OP unit for the period July 

2023 

• Changed the name of the folder 

for the job proposal form 

• Calculate the container cover 

letter according to existing data 

Source: Internship Documentation, 2023 

Agenda of activities of the Third Week 

(September, 18th – 22nd 2023) 

Table 3.3 Agenda of activities of the Third Week 

No Day/Date Activity Mentor Signature 

1. September, 

18th 2023 

• Request a signature, stamp and 

photocopy of the entry and exit 

permit form for contractor work 

equipment in the JT710 area. 

Titus 

Winastika 
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• Signature of the work PIC 

attendance list for OP unit work 

partners. 

• insert the application form for 

extending the investor's 

motorbike pass into the folder. 

• Distinguish and sign the sheet 

between "list of PIC work shift I 

unit OP terminal and shift hand 

over period August 2023" 

 

2. September, 

19th 2023 

• Photocopy of handover minutes 

of heavy equipment excavators 

and wheeled dump trucks for the 

period 2014 and 2019. 

• Enter and change the folder name 

for the "Heavy equipment 

registration form (Dumptruck and 

Excavator)" sheet 

• Scan “proposal / request approval 

form A 

• Learn to fill in "Update absences 

of work partner operators". 

3. September, 

20th 2023 

• Fill out the "Business note 

returning used materials" 

• Signing of "Mill: IKPP PRW 

daily inspection of heavy 

equipment" 

• Enter into the folder "monthly 

assessment of the contractor's 

work safety and health 

performance". 

• Sign the form "Work PIC 

attendance list for OP unit work 

partners" 

• Scan Scalling tickets. 
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4. September, 

21th 2023 

• Separate between scaling tickets 

and letters of introduction for 

used goods 

• Check the completeness of fuel 

data for the period January – 

August 2023 

• Input data "Recapitulation of 

BBM assets and vendors in 2023 

• Filing of the "K3 socialization 

attendance list" sheet into the 

folder 

5. September, 

22th 2023 

• Photocopy of sheet "Collection of 

K3 laws and regulations" 

• Filing of the "Heavy equipment 

registration form" file sheet into 

the folder. 

• Print the "decision of the Minister 

of Manpower" sheet. 

• "Sign the work partner attendance 

list form for OP unit work 

partners." 

• Learn Summary of Transport slip 

report 

• Update Packing – Means of 

Transport in SAP (summary of 

transport slip) 

Source: Internship Documentation, 2023 

Agenda of activities of the fourth week 

(September, 25th - 29th 2023) 

Table 3.4 Agenda of activities of the fourth week 

No Day/Date Activity Mentor Signature 

1. September, 

25th 2023 

• Signature of the work PIC 

attendance registration form for 

Op unit work partners 

Titus 

Winastika 
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• Update packing – means of 

transport in SAP (summary of 

transport slip) 

 

2. September, 

26th 2023 

• Filing of "K3 meeting minutes" 

sheets into the folder. 

• Signature of the PAA daily 

checklist report for September 

• Separate sheets between Shift 

hand over and Briefing. 

• Photocopy the entry and exit 

permit form for contractor work 

equipment in the JT710 area, and 

title of SOP for loading and 

unloading, Scan the Shipping 

Instruction sheet. 

3. September, 

27th 2023 

• Signature of attendance 

registration form for OP unit 

work partners 

• Filing of "Monthly Evaluation of 

Contractor's Environmental 

Performance" file sheets 

• Photocopy Incoterms 2020 

4. September, 

28th 2023 

• Holiday  

5. September, 

29th 2023 

• Signature of the work PIC 

attendance list for OP unit work 

partners 

• Learn and fill in the Heavy 

equipment controlling list 

Source: Internship Documentation, 2023 
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Agenda of activities of the fifth week 

(October, 02nd – 06th 2023) 

Table 3.5 Agenda of activities of the fifth week 

No Day/Date Activity Mentor Signature 

1. October, 02nd 

2023 

• Signature of the work PIC 

attendance registration form for 

Op unit work partners 

• Briefing training on Invoice 

• Scan of handover minutes 

• Filing of contractors' K3 

monthly assessment sheet files 

• Arranging Silo Sio based on 

vendor. 

Titus 

Winastika 

 

2. October, 03rd 

2023 

• Sign the attendance list on the 

work PIC form for OP unit work 

partners 

• Separate and sign the attendance 

list for the PIC working shift I in 

the OP terminal unit and hand 

over shift. 

• Checking the completeness of 

PAA silo sio vendor contract list 

documents. 

3. October, 04th 

2023 

• Signature of attendance 

registration form for OP unit 

work partners 

• Heavy equipment daily 

inspection signature (shift) 

4. October, 05th 

2023 

• Signature of the work PIC 

attendance list for OP unit work 

partners 

• Mark the KPI list for September 

5. October, 06th 

2023 

• Signature of the work PIC 

attendance list for OP unit work 

partners 
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• Filing of vehicle STNK 

documents and first aid kits into 

the folder 

• Check vendor attendance list 

data for September on form HC 

29/op 29. 

Source: Internship Documentation, 2023 

Agenda of activities of the Sixth Week 

(October, 09th – 13th 2023) 

Table 3.6 Agenda of activities of the Sixth Week 

No Day/Date Activity Mentor Signature 

1. October, 9th 

2023 

• Signature of the work PIC 

attendance registration form for 

Op unit work partners 

• Data archiving "handover 

minutes and heavy equipment 

controlling list" 

• Data archiving "fire protection 

section, work permit audit form, 

behavior base safety (BBS), 

lifting and ringing, Hotwork into 

the map. 
Titus 

Winastika 

 

2. October, 10th 

2023 

• Sign the attendance list on the 

work PIC form for OP unit work 

partners 

• Scan and FC data on the number 

of contractor violations, 

monthly vendor evaluation 

forms, and contractor violation 

forms. 

• Sign the daily checklist report 

for PT.SJK Truck Loss Unit for 

the period: October, 02nd – 08th 

2023. 
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3. October, 11th 

2023 

• Signature of the work PIC 

attendance registration form for 

OP unit work partners 

• Sign the PAA daily inspection 

checklist report PT. SBP for 

crane and trailer units period: 

October, 02nd – 08th 2023. 

• Sign the daily checklist report 

for heavy equipment Reach 

staker PT. Temas Depot period: 

October, 02nd – 08th 2023. 

4. October, 12th 

2023 

• Sick  

5. October, 13th 

2023 

• Signature of the work PIC 

attendance list for OP unit work 

partners 

• Filing of master PPE list report 

documents, list of names of 

active PT.SAK and SJK 

personnel, and checking 

employee body temperatures 

into the folder 

• Sign the PAA eligibility 

inspection checklist PT. SBP 

Source: Internship Documentation, 2023 

Agenda of activities of the Seventh Week 

(October, 16th – 20th 2023) 

Table 3.7 Agenda of activities of the Seventh Week 

No Day/Date Activity Mentor Signature 

1. October, 16th 

2023 

• Signature of vendor briefing 

and daily PAA checklist report 

PT. BTM period: October, 09th -

15th 2023 

Titus 

Winastika 
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• Filing hotwork files, and 

working at heights and 

competency tests in folders 

 

2. October, 17th 

2023 

• Vendor Briefing signature 

• Participate in Audit activities 

• Signature of reach stacker daily 

checklist report PT. Temas 

depot period: October, 09th -15th 

2023 

• Sign the daily checklist report 

for the Dumptruck and 

Excavator unit PT. SAK period: 

October, 09th -15th 2023 

3. October, 18th 

2023 

• Vendor Briefing signature 

• Signature of daily heavy 

equipment inspection (shift) 

period: October, 02nd – 15th 

2023. 

• Archiving Hiaro files, OSK risk 

management into folders 

• Signature of daily checklist 

report of Truck Loss Bak unit 

PT. SJK period: October, 09th -

15th 2023. 

4. October, 19th 

2023 

• Vendor briefing signature 

• Sign the daily inspection 

checklist report for heavy 

equipment Trailer supply 

sturfing PT. SBP period: 

October, 09th -15th 2023 

• Sign the daily inspection 

checklist report for HTW 

Trailer heavy equipment/report 

at PT. SBP period: October, 09th 

-15th 2023 
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5. October, 20th 

2023 

• K3 Briefing signature PT. BRC 

• Filing of violation files PT. 

BTM, Sio OP, proof of training 

and report in the folder 

• FC ISO 45001 certificate 

Source: Internship Documentation, 2023 

Agenda of activities of the eighth week 

(October, 23rd – 27th 2023) 

Table 3.8 Agenda of activities of the eighth week 

No Day/Date Activity Mentor Signature 

1. October, 23rd 

2023 

• Vendor briefing signature 

• Sorts shift hand over files and 

combines contractor briefings 

• Signature of contractor briefing 

in October and briefing PT. BRC 

in August 

• Scan and FC certificate and Sio 

OP Titus 

Winastika 

 

2. October, 24th 

2023 

• Vendor Briefing signature 

• Sign the daily checklist report 

for heavy equipment inspection 

PT. TD, SAK, BTM period: 

October 16th – 22nd 2023. 

• Create inspection 

documentation reports for rails, 

cables, jibs and gantry cranes. 

3. October, 25th 

2023 

• Vendor Briefing signature 

• Create a physical manual 

inspection documentation report 

for motorboats (speedboats) 

• Fill out monthly cable, power, 

jib and gantry crane inspection 

reports 

  

4. October, 26th 

2023 

• Vendor briefing signature 
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• Sign the daily checklist report 

for crane and treller units PT. 

SBP period: October 16th – 22nd 

2023. 

• Sign the heavy equipment daily 

inspection checklist report PT. 

SJK period: October 16th – 22nd 

2023. 

• Filing of monthly wheel, gantry 

and crane inspection report files. 

5. October, 27th 

2023 

• Vendor and contractor briefing 

signatures 

• Sorts shift hand over document 

files and combines contractor 

briefings 

• Scan the document file 

validating the lifting transport 

aircraft (crane). 

  

Source: Internship Documentation, 2023 

Agenda of activities of the Ninth Week 

(October, 30th – 03rd November 2023) 

Table 3.9 Agenda of activities of the Ninth Week 

No Day/Date Activity Mentor Signature 

1. October, 30th 

2023 

• Vendor briefing signature 

• Learn to work on “Port activity 

system” 

• Visit Jetty 3 Harbor 

Titus 

Winastika 

 

2. October, 31st 

2023 

• Vendor Briefing signature 

• Signature of daily inspection 

of heavy equipment PT. BTM, 

TD, SAK 

• Signature BBS PT. SAK, SJK, 

TD, BTM 

3. November, 

1st 2023 

• Vendor Briefing signature 

• Data collection on safety shoes 
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• Signature of daily inspection 

of heavy equipment PT. SJK 

N  

4. 

November, 

2nd 2023 

• Vendor briefing signature 

• Sorting shift hand over files 

and contractor briefings 

• Signature of daily inspection 

of heavy equipment PT. SBP 

5. November, 

3rd 2023 

• Vendor Briefing signature 

• Make a statement that the APD 

is damaged 

Source: Internship Documentation, 2023 

Agenda of activities of the Tenth Week 

(November, 06th – 10th 2023) 

Table 3.10 Agenda of activities of the Tenth Week 

No Day/Date Activity Mentor Signature 

1. November, 

6th 2023 

• Archiving the "Maintenance 

form report" file 

Titus 

Winastika 

 

2. November, 

7th 2023 

• Vendor Briefing signature 

• Sorting and archiving monthly 

vendor documents 

• Signature of daily inspection of 

heavy equipment PT. TD, BTM, 

SAK period: October 30th – Nov 

05th 2023. 

3. November, 

8th 2023 

• Vendor Briefing signature 

• Signature of daily inspection of 

heavy equipment PT. SJK period 

October 30th – Nov 05th 2023. 

• Sorting and archiving monthly 

vendor documents 

4. November, 

9th 2023 

• Signature of daily inspection of 

heavy equipment PT. SBP 

period: October 30th – Nov 05th 

2023. 

• Vendor briefing signature 
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5. November, 

10th 2023 

• Archiving monthly file PT. TD 

into the map 

• Vendor briefing signature 

Source: Internship Documentation, 2023 

Agenda of activities of the Eleventh Week 

(November, 13th – 17th 2023) 

Table 3.11 Agenda of activities of the Eleventh Week 

No Day/Date Activity Mentor Signature 

1. November, 

13th 2023 

• Vendor briefing signature 

• Archiving file PT. SJK: monthly 

fire poison checklist, list of 

active personnel names, 

employee temperature checks 

and tool inspection checklist 

before welding 

Titus 

Winastika 

 

2. November, 

14th 2023 

• Signature of heavy equipment 

PAA feasibility inspection PT. 

SBP 

• Vendor briefing signature 

• Signature of daily inspection of 

heavy equipment PT. TD, BTM, 

SJK period: November, 06th – 

12th 2023. 

3. November, 

15th 2023 

• Inputting container data on 

unloading ships 

• Uploading and printing 

summary of transportation of 

slip report in SAP 

• Vendor briefing signature 

4. November, 

16th 2023 

• Sign the daily heavy equipment 

inspection checklist PT. SAK, 

and SBP for the period: 

November, 06th – 12th 2023. 

• Signature of briefing vendor and 

PT. BRC 
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5. November, 

17th 2023 

• Vendor briefing signature 

• Signature of trailer supply or 

sturfing heavy equipment 

inspection report PT. SBP for the 

period: November, 06th – 12th 

2023. 

• Inputting container data on 

unloading ships 

• Uploading and printing 

summary of transportation of 

slip report in SAP 

Source: Internship Documentation, 2023 

Agenda of activities of the Twelfth Week 

(November, 20th – 24th 2023) 

Table 3.12 Agenda of activities of the Twelfth Week 

No Day/Date Activity Mentor Signature 

1. November, 

20th 2023 

• Vendor Briefing signature 

• Data collection on the 

attendance list for K3 meeting 

socialization 

• Data entry "Description of 

damage repair cost" 

• Signature Daily inspection of 

heavy equipment PT. BTM & 

SAK, period: November, 13th -

19th 2023. 
Titus 

Winastika 

 

2. November, 

21st 2023 

• Archiving briefing attendance 

list PT. NAB. 

• Vendor Briefing signature 

• Inputting ship container data 

• Uploading and printing 

summary of Transportation 

Slip report in SAP 

3. November, 

22nd 2023 

• Vendor Briefing signature 
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• Archiving of Contractor's K3 

monthly assessment 

• Signature of daily inspection 

of heavy equipment PT. TD 

period: November, 13th - 19th 

2023. 

4. November, 

23rd 2023 

• Archiving attendance list for 

K3 meeting socialization 

• Write a business note returning 

used goods 

• signature Vendor Briefing. 

• Signature Daily inspection of 

heavy equipment PT. SJK 

period: November, 13th -19th 

2023. 

5. November, 

24th 2023 

• Signature Daily inspection of 

heavy equipment PT. SBP 

period: November, 13th -19th 

2023. 

• signature Vendor Briefing  

Source: Internship Documentation, 2023 

Agenda of activities of the Thirteenth Week 

(November, 27th – 01st December 2023) 

Table 3.13 Agenda of activities of the Thirteenth Week 

No Day/Date Activity Mentor Signature 

1. November, 

27th 2023 

• Vendor Briefing signature 

• Learn and put on the HO mask 

• Signature of daily inspection 

of heavy equipment PT. BTM, 

period: November, 20th - 26th 

2023. 

Titus 

Winastika 

 

2. November, 

28th 2023 

• Signature Daily inspection of 

heavy equipment PT. TD and 

SJK, period: November, 20th - 

26th 2023. 
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• Vendor Briefing signature 

3. November 

29th 2023 

• Vendor Briefing signature 

• Write invoice letters and tax 

invoices 

• Sorting and combining files for 

loading and unloading training 

at the port 

4. November, 

30th 2023 

• Vendor Briefing signature 

• Signature Daily inspection of 

heavy equipment PT. SAK, 

period: November, 20th - 26th 

2023. 

5. December, 

01st 2023 

• Signature of Vendor Briefing 

and signature of heavy 

equipment daily inspection 

report PT. SBP, period: 

November, 20th - 26th 2023. 

• Fill out the loading and 

unloading training checklist 

Source: Internship Documentation, 2023 

Agenda of activities of the Fourteenth Week 

(December 04th – 08th 2023) 

Table 3.14 Agenda of activities of the Fourteenth Week 

No Day/Date Activity Mentor Signature 

1. December, 

04th 2023 

• Vendor Briefing signature 

• Archiving vendor files 

"Monthly evaluation of 

contractor's environmental 

performance, monthly 

assessment of Contractor's K3. 
Titus 

Winastika 

 

2. December, 

05th 2023 

• Signature of Vendor Briefing 

and daily heavy equipment 

inspection report PT. BTM 

period: December, 27 th – 03rd 

2023. 
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• Input data into the "APP center" 

system, namely the activity 

transportation system. 

3. December, 

06th 2023 

• Signature of Vendor Briefing 

and daily heavy equipment 

inspection report PT. TD and 

SAK 

• Filing of SBP, SJK, SAK files 

"Lifting and ringging, Hotwork, 

trenching 

• Marking port operation shift 

schedule Nov 2023 

4. December, 

07th 2023 

• Signature of Vendor Briefing 

and daily heavy equipment 

inspection report PT. SJK 

period: December, 27 th – 03rd 

2023. 

• Data input into the "APP 

center" system, namely the 

activity transportation system 

• Tour jetty " Harbor area - Rasau 

kuning. 

5. December, 

08th 2023 

• Signature of Vendor Briefing 

and daily heavy equipment 

inspection report PT. SBP 

period: December, 27 th – 03rd 

2023. 

• Inputting container data 

• Uploading and printing 

summary of Transportation of 

Slip report in SAP 

Source: Internship Documentation, 2023 
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Agenda of activities of the Fifteenth Week 

(December 11th – 15th 2023) 

Table 3.15 Agenda of activities of the Fifteenth Week 

No Day/Date Activity Mentor Signature 

1. December, 

11th 2023 

• Vendor Briefing signature 

• Inputting container data on 

ships 

• Uploading and printing 

summary of Transportation 

Slip report in SAP 

 

Titus 

Winastika 

 

2. December, 

12th 2023 

• Signature of Vendor Briefing 

and daily heavy equipment 

inspection report PT. BTM 

and TD, period: December 

4th - 10th 2023. 

• Archiving Master APD files, 

Safety Checklist, welding 

checklist before use, PT. 

SAK in November 

• Uploading and printing 

summary of Transportation 

Slip report in SAP. 

3. December, 

13th 2023 

• Signature of Vendor Briefing 

and daily inspection report 

of PT.SJK heavy equipment 

for the period December 4th 

- 10th 2023. 

• Make inspection reports for 

rails, cables, jib, gantry 

cranes 

• Complete the OP's monthly 

inspection report checklist 

4. December, 

14th 2023 

• Vendor Briefing signature 

and 
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• Daily inspection report of 

heavy equipment PT. SAK, 

period: December 4th - 10th 

2023. 

• Archiving Master APD files, 

Safety Checklist, welding 

checklist before use, PT. 

SJK in November 

5. December, 

15th 2023 

• Signature of Vendor Briefing 

and daily heavy equipment 

inspection report PT. SBP, 

period: December 4th - 10th 

2023. 

• Signature of heavy 

equipment suitability 

checklist for OP unit 

(vendor) 

Source: Internship Documentation, 2023 

Agenda of activities of the Sixteenth Week 

(December 18th – 22nd 2023) 

Table 3.16 Agenda of activities of the Sixteenth Week 

No Day/Date Activity Mentor Signature 

1. December, 

18th 2023 

• Vendor Briefing signature 

• Sorting shift hand over files and 

OP briefings 

• OP's Briefing signature 

Titus 

Winastika 

 

 

2. December, 

19th 2023 

• Vendor Briefing signature 

• Filing monthly files for inspection 

of hooks, gantry crane wheels, 

first aid kits, fire extinguishers 

• Sign the daily heavy equipment 

inspection checklist PT. BTM and 

SAK period: December, 11th – 17th 

2023. 
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3. December, 

20th 2023 

• Vendor Briefing signature 

• Signature of heavy equipment 

daily inspection report PT. SJK 

period: December, 11th – 17th 

2023. 

• Archiving monthly evaluation 

files of contractors' environmental 

performance in December 2023 

4. December, 

21st 2023 

• Vendor Briefing signature 

• Filing of NDT visual inspection 

files, Gantry inspection checklists, 

heavy equipment asset inspections 

PT. IKPP. 

5. December, 

22nd 2023 

• Vendor briefing signature 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Seventeenth Week 

(December 25th – 29th 2023) 

Table 3.17 Agenda of activities of the Seventeenth Week 

No Day/Date Activity Mentor Signature 

1. December, 

25th 2023 

Holiday  

Titus 

Winastika 

 

2. December, 

26th 2023 

• Signature of vendor briefing 

and daily heavy equipment 

inspection report PT. BTM 

period: December 18th – 24th 

2023. 

3. December, 

27th 2023 

Sick 

 

4. December, 

28th 2023 

• Signature of vendor briefing 

and daily heavy equipment 

inspection report PT. SBP 

period: December 18th – 24th 

2023. 
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5. December, 

29th 2023 

• Signature of vendor briefing 

and daily heavy equipment 

inspection report PT. SJK 

period: December 18th – 24th 

2023. 

• Make inspection 

documentation reports for 

rails, cables, jibs, gantry 

cranes 

• Preparation of meeting 

rooms and photos of 

training meeting 

participants 

• Data collection on names of 

safety shoes 

Source: Internship Documentation, 2023 

Agenda of activities of the EighteenthWeek 

(January 01st – 04th 2024) 

Table 3.18 Agenda of activities of the EighteenthWeek 

No Day/Date Activity Mentor Signature 

1. January, 01st 

2024 

HOLIDAY  

Titus 

Winastika 

 

2. January, 02nd 

2024 

• Signature of vendor briefing 

and daily heavy equipment 

inspection report PT. BTM 

and SAK period: December, 

25th - 31st 2023 

• Create a schedule on the Apar 

tool. 

3. January, 03rd 

2024 

• Signature of vendor briefing 

and daily heavy equipment 

inspection report PT. SAK, 

SJK period: December, 18th – 

24th 2023 and December, 25th 

- 31th 2023. 
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• Handing over safety shoes to 

operators accordin g to data. 

4. January, 04th 

2024 

• Signature of vendor briefing 

and daily heavy equipment 

inspection report PT. SBP 

date: December, 25th - 31th 

2023. 

• Create inspection 

documentation reports for 

rails, cables, jibs and gantry 

cranes. 

• Farewell to the OP unit 

Source: Internship Documentation, 2023 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

42 

 

 CHAPTER 4  

CONCLUSION AND SUGGESTION 

 

4.1 Conclusion 

After doing practical work at PT. Indah Kiat Pulp & Paper Tbk – 

Perawang                     Mill, the following conclusions can be drawn: 

1. During the OP internship, all work procedures are carried out in 

accordance with the Standard Operating Procedures (SOP) set by the 

company. Compliance with this SOP is the main basis for carrying out 

operasional tasks, ensuring that every step is followed correctly and in 

line with the quality standards set by company. This internship not only 

provides an opportunity to develop operational skills but also 

highlights the importance of SOPs in ensuring efficiency and 

consistency in the provision of services within the company. Working 

procedures int the OP in the safety unit, using document to perform or 

start a job requires licensing or inspection, which must be applied in 

accordance with predetermined safety standards. 

2. There are several types of job description during an internship, namely 

as follows: 

1. Signing the PIC work list form for OP unit work partners (Vendor 

briefing). 

2. Sort and combine OP unit contractor attendance list files 

3. Signing the vendor's daily inspection checklist report 

4. Archiving vendor files into folders 

5. Check and create monthly inspection checklist reports 

3. During the internship there were several obstacles, one of which was 

the lack of office facilities provided by the company. This hindered the 

work process, for example: there was no specific table to place prepared 
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documents. With this issue, it’s hoped that the company can complete 

the supportive facilities for work activities.  

 

4.2 Suggestion  

After doing practical work at PT. Indah Kiat Pulp and Paper, there 

are several suggestion: 

1. During the work process, the company must take full responsibility for the 

workers, starting with the safety and comfort of the workers. Where at the 

start of the briefing workers are given direction by the safety unit, to better 

maintain safety while in locations that are in direct contact with heavy 

equipment. 

2. Companies must also provide comfortable and safe APD (personal 

protective equipment) facilities for workers to protect safety during the 

work process 

3. Interns are expected to better prepare themselves before going directly to 

work in industry. For example, learning the basic things that must be done 

during internship work in the company to make it easier and not feel 

confused. 

4. For the company, I hope to be able to communicate intensely with the 

companies so that nothing unwanted happens to students before starting an 

internship. 

5. Guidance from the department and study program for students who are 

doing internship must be further enchanced to convince the company of 

this internship program. 

6. For trhe company, I hope to provide adequate facilities in the unit, starting 

from computer facilities and adequate stationery so that students who carry 

out internship can be comfortable. 
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APPENDICES 

APPENDIX  1 

Daily Activities of Internship 

 

Agenda of activities of the first week 

(September, 04th – 08th 2023) 

Table 3.19 Safety 

No Description The picture of activity 

1. Safety training induction - 

2. Distribution of helmets and ID 

cards 

 

3. Distribution of work division 

placements 

- 

4. Sort out the sheets of paper listing 

OP / OPT and fuel cost reports for 

Pekanbaru/Perawang Port 

 

5. Archiving sheet data based on 

name, date and day 

 

 6. Sort out the work PIC attendance 

list for OP unit work partners 

 

Source: Internship Documentation, 2023 
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Agenda of activities of the Second Week 

(September,11th – 15th 2023) 

Table 3.20 Agenda of activities of the Second Week (Continued) 

No Description The picture of activity 

1. Sort the work PIC list form sheets for OP 

unit work partners, based on unit name and 

latest date. 

 

2. Check the file "details of cargo (repas)" by 

looking at No. Po, quantity and BM 

according to the data stated. (If appropriate 

then provide a checklist on the sheet). 

  

 

3. Scan the file of the letter requesting 

consideration for dead plate management 

PT. Siscanella James Kencana 
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4. Improve the form by changing the month on 

the internal forms of APAR, APD Master, 

Body harness, Hook, Drum, Pulley, Cable 

try, P3k, NDT, Wirerop to August. 

 

5. 

 

Signing of trailer inspection report 1 to 4 

August 2022 & daily checklist report (PAA) 

of PT. SBP crane and treller units on 04th -

10th September 2023. 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Third Week 

(September, 18th – 22nd 2023) 

Table 3.21 Agenda of activities of the Third Week (Continued) 

No Description The picture of activity 

1. Request a signature, stamp and photocopy 

of the entry and exit permit form for 

contractor work equipment in the JT710 

area. 

- 
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2. Signature of the work PIC attendance list 

for OP unit work partners. 

 

3. Distinguish and sign the sheet between "list 

of PIC work shift I unit OP terminal and 

shift hand over period August 2023" 

 

4. Filing of the application form for extending 

the investor's motorbike pass into the folder. 

 

 

5. Photocopying the minutes of handover of 

wheeled Excavator and Dumptruck heavy 

equipment for the period 2014 and 2019. 

 

 

6. Enter & change the folder name for the 

"Heavy equipment registration form 

(Dumptruck & Excavator)" sheet 
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7. Scan “proposal / request approval form A 

 

8. Learn to fill in "Update absences of work 

partner operators". 

 

9. Fill out the "Business note returning used 

materials" 

 

 

10. Signing of "Mill: IKPP PRW daily 

inspection of heavy equipment" 
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11. Enter into the folder "monthly assessment 

of the contractor's work safety and health 

performance". 

 

12. Separate between scaling tickets and letters 

of introduction for used goods 

  

Scanning Scaling tickets. 

 

 

13. Check the completeness of fuel data for the 

period January – August 2023 
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14. Input data "Recapitulation of BBM assets 

and vendors in 2023 

 

15. Filing of the "K3 socialization attendance 

list" sheet into the folder 

 

Source: Internship Documentation, 2023 

Agenda of activities of the fourth week 

(September, 25th-29th 2023) 

Table 3.22 Agenda of activities of the fourth Week (Continued) 

No Description The picture of activity 

1. Signature of the work PIC attendance 

registration form for Op unit work 

partners 

 

2. Update packing – means of transport in 

SAP (summary of transport slip) 
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3. Filing of "K3 meeting minutes" sheets 

into the folder 

 

4. Signature of the PAA daily checklist 

report for September 

 

5. Separate sheets between Shift hand over 

and Briefing 

 

 

6. Photocopying the entry and exit permit 

form for area contractor work equipment 

JT710, loading and unloading SOP title 
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7. Scan the Shipping Instruction sheet. 

 

8. Filing of "Monthly Evaluation of 

Contractor's Environmental 

Performance" file sheets 

 

9. Photocopy Incoterms 2020 

 

10. Holiday - 

11. Learn and fill in the Heavy equipment 

controlling list 

 

Source: Internship Documentation, 2023 
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Agenda of activities of the fifth week 

(October, 02nd – 06th 2023) 

Table 3.23 Agenda of activities of the fifth Week (Continued) 

No Description The picture of activity 

1. Signature of the work PIC attendance 

registration form for Op unit work partners 

 

2. Briefing training on Invoice 

 

3. Scan of handover minutes 

 

4. Filing of contractors' K3 monthly 

assessment sheet files 
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5. Arranging Silos Silos based on vendors. 

 

6. Separate and sign the attendance list for the 

PIC working shift I in the OP terminal unit 

and hand over shift. 

 

7. Checking the completeness of PAA silo sio 

vendor contract list documents. 

 

8. Heavy equipment daily inspection signature 

(shift) 

 

9. Mark the KPI list for September 
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10. Filing of vehicle STNK documents and first 

aid kits into the folder 

 

11. Check vendor attendance list data for 

September on form HC 29/op 29. 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Sixth Week 

(October, 09th– 13th 2023) 

Table 3.24 Agenda of activities of the Sixth Week (Continued) 

No Description The picture of activity 

1. Signature of the work PIC attendance 

registration form for Op unit work 

partners 

 

2. Data archiving "handover minutes 

and heavy equipment controlling list" 
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3. Data archiving "fire protection 

section, work permit audit form, 

behavior base safety (BBS), lifting 

and ringing, Hotwork into the map. 
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4. Scan and FC data on the number of 

contractor violations, monthly vendor 

evaluation forms, and contractor 

violation forms. 

 

 

 

 

4. Signature of daily checklist report of 

Truck Loss Bak unit PT. SJK period: 

October, 02nd – 08th 2023. 
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5. Sign the daily inspection checklist 

report PT. SBP for crane and trailer 

unit’s period: October, 02nd – 08th 

2023. 

 

6. Sign the daily checklist report for 

heavy equipment Reach staker PT. 

Temas Depot period: October, 02nd – 

08th 2023. 

 

7. Sick  - 

8. Archiving of master APD list report 

documents, list of names of active 

personnel PT. SAK and SJK, and 

checking employee body 

temperatures in the folder 

 

9. Sign the PAA eligibility inspection 

checklist PT. SBP 

 

Source: Internship Documentation, 2023 
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Agenda of activities of the seventh week 

(October, 16th – 20th 2023) 

Table 3.25 Agenda of activities of the Seventh Week (Continued) 

No Description The picture of activity 

1. Vendor briefing signature 

 

2. Signature of daily PAA checklist report 

PT. BTM period: October 09th – 15th 

2023. 

 

3 Filing hotwork files, and working at 

heights, competency tests in the folder 
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4. Participate in Audit activities 

 

5. Signature of reach stacker daily 

checklist report PT. Temas depot 

period: October 09th – 15th 2023. 

 

6. Sign the daily checklist report for the 

Dump truck and Excavator unit PT. 

SAK period: October 09th – 15th 2023. 

- 
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7. Signature of daily heavy equipment 

inspection (shift) period: October 02nd   

- 15th 2023 

 

8. Archiving Hiaro files, OSK risk 

management into folders 

 

9. Signature of daily checklist report of 

Truck Loss Bak unit PT. SJK period: 

October 09th – 15th 2023. 

 

10. Sign the heavy equipment daily 

inspection checklist report PT. SBP 

period: October 09th – 15th 2023. 
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11. Signature K3 Briefing PT. BRC 

 

 

12. Filing of violation files signature PT. 

BTM, Sio OP, proof of training and 

report in the folder 

 

 

13. FC ISO 45001 certificate 

 

Source: Internship Documentation, 2023 

Agenda of activities of the eighth week 

(October, 23rd – 27th 2023) 

Table 3.26 Agenda of activities of the eighth Week (Continued) 

No Description The picture of activity 

1. Vendor briefing signature 
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2. Sorts shift hand over files and combines 

contractor briefings 

 

3. Signature of contractor briefing in 

October and briefing PT. BRC in August 

 

4. Scan and FC certificate and Sio OP 

 

5. Sign the daily checklist report for PT 

heavy equipment inspection PT. TD, 

SAK, BTM period: October, 16th – 22nd 

2023. 

 

6. Create inspection documentation reports 

for rails, cables, jibs and gantry cranes 
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7. Create a physical manual inspection 

documentation report for motorboats 

(speedboats) 

 

8. Fill out monthly cable, power, jib and 

gantry crane inspection reports 

 

9. Sign the daily checklist report for crane 

and treller units PT. SBP period: October, 

16th – 22nd 2023. 

 

10. Sign the heavy equipment daily inspection 

checklist report PT. SJK period: October, 

16th – 22nd 2023. 
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11. Filing of monthly wheel, gantry and crane 

inspection report files. 

 

12. Sorts shift hand over document files and 

combines contractor briefings 

 

13. Scan the document file validating the 

lifting transport aircraft (crane). 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Ninth Week 

(October, 30th – 03rd November 2023) 

Table 3.27 Agenda of activities of the Ninth Week (Continued) 

No Description The picture of activity 

1. Vendor briefing signature 

Study 
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2. Learn to work on “Port activity system 

 

3. Visit Jetty 3 Harbor 

 

4. Signature of daily inspection of heavy 

equipment PT. BTM, TD, SAK 

 

5. Signature BBS PT. SAK, SJK, TD, BTM 
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6. Data collection on safety shoes 

 

7. Signature of daily inspection of heavy 

equipment PT. SJK 

 

8. Sorting shift hand over files and 

contractor briefings 

 

9. Signature of daily inspection of heavy 

equipment PT. SBP 
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10. Make a statement that the APD is 

damaged 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Tenth Week 

(November, 06th – 10th 2023) 

Table 3.28 Agenda of activities of the Tenth Week (Continued) 

No Description The picture of activity 

1 

 

 

Archiving the "Maintenance form 

report" file 

 

2. Vendor Briefing signature 
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3. Sorting and archiving monthly vendor 

documents 

 

 

4. Signature of daily inspection of heavy 

equipment PT. TD, BTM, SAK period: 

30th Oct – 05th Nov 2023. 

 

5. Signature of daily inspection of heavy 

equipment PT. SJK period 30th Oct – 

05th Nov 2023. 

 

6. Sorting and archiving monthly vendor 

documents 
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7. Signature of daily inspection of heavy 

equipment PT. SBP period: 30th Oct – 

05th Nov 2023 

 

 

8. Monthly file archiving PT. TD into the 

map 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Eleventh Week 

(November, 13th – 17th 2023) 

Table 3.29 Agenda of activities of the Eleventh Week (Continued) 

No Description The picture of activity 

1. Vendor briefing signature 

file archiving 

 

2. file archiving PT. SJK: monthly fire 

poison checklist, active personal 

roster, employee temperature check 

and inspection tool checklist before 

welding 

 

3. Signature of heavy equipment PAA 

feasibility inspection PT. SBP 
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4. Signature of daily inspection of heavy 

equipment PT. TD, BTM, SJK period 

06th – 12th November 2023 

 

5. Inputting container data on unloading 

ships 

 

 

6. Uploading and printing summary of 

transportation of slip report in SAP 

 

7. Sign the daily heavy equipment 

inspection checklist PT. SAK, and 

SBP for the period 06th – 12th 

November 2023 

 

 

8. Signature of vendor and briefing PT. 

BRC 
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9. Signature of trailer supply/sturfing 

heavy equipment inspection report PT. 

SBP for the period 06th – 12th 

November 2023 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Twelfth Week 

(November, 20th – 24th 2023) 

Table 3.30 Agenda of activities of the Twelfth Week (Continued) 

No Description The picture of activity 

1. Vendor Briefing signature 

 

2. Data collection on the attendance list for K3 

meeting socialization 
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3. Data entry "Description of damage repair 

cost" 

 

4. Signature Daily inspection of heavy 

equipment PT. BTM and SAK, period 13th -

19th November 2023 

 

5. Archiving briefing attendance list PT. NAB. 

 

6. Inputting ship container data 

 

7. Uploading and printing summary of 

Transportation Slip report in SAP 
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8. Archiving of Contractor's K3 monthly 

assessment 

 

9. Signature of daily inspection of heavy 

equipment PT. TD period 13th – 19th 

November 2023 

 

10. Archiving attendance list for K3 meeting 

socialization 
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11. Write a business note returning used goods 

 

12. Signature Daily inspection of heavy 

equipment PT. SJK period: 13th – 19th 

November 2023 

 

13. Signature Daily inspection of heavy 

equipment PT. SBP period: 13th – 19th 

November 2023 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Thirteenth Week 

(November, 27th – 01st December 2023) 

Table 3.31 Agenda of activities of the Thirteenth Week (Continued) 

No Description The picture of activity 

1. Vendor Briefing signature 
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2. Learn and put on the HO mask 

 

3. Signature of daily inspection of heavy 

equipment PT. BTM, period: 20th – 26th 

November 2023 

 

4. Signature Daily inspection of heavy 

equipment PT. TD & SJK, period: 20th – 

26th November 2023. 

 

5. Write invoice letters and tax invoices - 

6. Sorting and combining files for loading 

and unloading training at the port 
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7. Signature Daily inspection of heavy 

equipment PT. SAK, period: 20th – 26th 

November 2023. 

 

8. Signature of heavy equipment daily 

inspection report PT. SBP, period: 20th – 

26th November 2023. 

 

9. Fill out the loading and unloading training 

checklist 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Fourteenth Week 

(December 04th – 08th 2023) 

Table 3.32 Agenda of activities of the Fourteenth Week (Continued) 

No Description The picture of activity 

1. Vendor Briefing signature 
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2. Archiving vendor files "Monthly 

evaluation of contractor's environmental 

performance, monthly assessment of 

Contractor's K3. 

 

3. Daily inspection report of heavy 

equipment PT. BTM period: 27th – 03rd 

December 2023. 

 

4. Input data into the "APP center" system, 

namely the activity transportation system. 

 

5. Daily inspection report of heavy 

equipment PT. TD and SAK 

 

6. Filing of PT. SBP, SJK, SAK files "Lifting 

and ringging, Hotwork, trenching 
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7. Marking port operation shift schedule 

Nov 2023 

 

8. Daily inspection report of heavy 

equipment PT. SJK period: 27th – 03rd 

December 2023. 

- 

9. Jetty tour "Harbor area - Rasau kuning. 

 

10. Daily inspection report of heavy 

equipment PT. SBP period: 27th – 03rd 

December 2023. 
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11. Inputting container data 

 

12. Uploading and printing summary of 

Transportation of Slip report in SAP 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Fifteenth Week 

(December 11th – 15th 2023) 

Table 3.33 Agenda of activities of the Fifteenth Week (Continued) 

No Description The picture of activity 

1. Vendor Briefing signature 
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2. Inputting container data on ships 

 

3. Uploading and printing summary of 

Transportation Slip report in SAP 

 

4. Daily inspection report of heavy 

equipment PT. BTM and TD, period: 4th -

10th December 2023 

 

5. Archiving Master APD files, Safety 

Checklist, welding checklist before use, 

PT. SAK in November 

 

6. PT.SJK heavy equipment daily inspection 

report for the period: 4th - 10th December 

2023. 
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7. Make inspection reports for rails, cables, 

jib, gantry cranes 

 

8. Complete the OP's monthly inspection 

report checklist 

 

9. Daily inspection report of heavy 

equipment PT. SAK, period: 4th -10th 

December 2023. 

 

10. Archiving Master APD files, Safety 

Checklist, welding checklist before use, 

PT. SJK in November 
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11. Daily inspection report of heavy 

equipment PT. SBP, period: 4th - 10th 

December 2023 

 

12. Signature of heavy equipment suitability 

checklist for OP unit (vendor) 

 

Source: Internship Documentation, 2023 

Agenda of activities of the Sixteenth Week 

(December 18th – 22nd 2023) 

Table 3.34 Agenda of activities of the Sixteenth Week (Continued) 

No Description The picture of activity 

1. Vendor Briefing signature 
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2. Sorting shift hand over files and OP 

briefings 

 

3. OP's Briefing signature 

 

4. Filing monthly files for inspection of 

hooks, gantry crane wheels, first aid kits, 

fire extinguishers 

 

5. Sign the daily heavy equipment inspection 

checklist PT. BTM period: 11th – 17th 

December 2023. 
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6. Sign the daily heavy equipment inspection 

checklist PT. SAK period: 11th – 17th 

December 2023. 

 

6. Signature of heavy equipment daily 

inspection report PT. SJK period: 11th – 

17th December 2023. 

 

7. Archiving monthly evaluation files of 

contractors' environmental performance 

in December 2023 

 

8. Filing of NDT visual inspection files, 

Gantry inspection checklists, heavy 

equipment asset inspections PT. IKPP. 

- 

Source: Internship Documentation, 2023 
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Agenda of activities of the Seventeenth Week 

(December 25th – 29th 2023) 

Table 3.35 Agenda of activities of the Seventeenth Week (Continued) 

No Description The picture of activity 

1. Holiday - 

2. Vendor Briefing signature 

 

3. Daily inspection report of heavy 

equipment PT. BTM period: 18th – 24th 

December 2023. 

 

4. Sick  

 

- 

5. Daily inspection report of heavy 

equipment PT. SBP period: 18th – 24th 

December 2023. 

 

6. Daily inspection report of heavy 

equipment PT. SJK period: 18th – 24th 

December 2023. 
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7. Make inspection documentation reports 

for rails, cables, jibs, gantry cranes 

 

8. Preparation of meeting rooms and photos 

of training meeting participants 

 

9. Data collection on names of safety shoes 

 

Source: Internship Documentation, 2023 

Agenda of activities of the EighteenthWeek 

(January 01st – 04th 2024) 

Table 3.36 Agenda of activities of the EighteenthWeek (Continued) 

No Description The picture of activity 

1. HOLIDAY - 

2. Vendor Briefing signature 
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3. daily inspection report of heavy 

equipment PT. BTM period: 25th – 31th 

December 2023 

 

4. Create a schedule on the Apar tool. 

 

5. Daily inspection report of heavy 

equipment PT. SAK period: 18th – 24th 

December 2023 

 

6. Daily inspection report of heavy 

equipment PT. SJK period: 25th – 31st 

December 2023 

 

7. Handing over safety shoes to operators 

according to data. 

- 
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8. Daily inspection report of heavy 

equipment PT. SBP date: 25th – 31st 

December 2023. 

 

9. Create inspection documentation reports 

for rails, cables, jibs and gantry cranes. 

 

10. Farewell to the OP unit 

 

Source: Internship Documentation, 2024 
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Daily Logbook 
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APPENDINX 2 

LIST OF ATTENDANCE INTERNSHIP 
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APPENDIX 3 

APPRENTICESHIP ACCEPTANCE LETTER 
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APPENDIX 4 

EVALUATION FORM 
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