APPRENTICESHIP REPORT
PT. IMBANG TATA ALAM
MERANTI-RIAU

NABILA
5504201025

ENGLISH FOR BUSINESS AND PROFESSIONAL
COMMUNICATION STUDY PROGRAM
LANGUAGE DEPARTMENT
STATE POLYTECHNIC OF BENGKALIS
2024



APPROVAL SHEET

APPRENTICESHIP REPORT
PT. EMP MALACCA STRAIT S.A

Written as one of the requirements for completing Apprenticeship

Nabila
5504201025

Meranti, January 1%, 2024

Receiving & Issuing Advisor

oy

H -1
rinafrenr'a
[ ghed M

empov

Sugiarte Rindilla Antika M.Pd
NP. 1800116 NIP. 198811122022032004

Approved by.

Head of English for Business and Professional Communication Study Program
State Polytechnic of Bengkalis
7 T2

- R

2. ASWANDL M. P4
- NIP. 198804122015041004



ACCEPTANCE SHEET

ACCEPTANCE SHEET

This is to certify that we have examined the apprenticeship report of Nabila,
Reg Number 5504201025 who did the apprenticeship at PT. EMP Malacca Strait
S.A, started from September 1% 2023 to January 1% 2024. This report is used for
partial fulfillment of the State Polytechnic of Bengkalis. This report is complete and
satisfactory in all respects, and all revision required by the apprenticeship report
examination committee have been made.

Bengkalis, May 15%2024
Acceptance by:

Advisor

NIP. 198811122022032004
Approved by:
Head of English for Business and Professional Communication

Study Program
State Polytechnic of Bengkalis

2N

NIP:198804122015041004



ACKNOWLEDGEMENT

Praise and thank the authors say for the presence of Allah SWT who has given
His grace and gifts so that the author can finish writing this practical work report. This
practical work report is prepared based on the implementation of practical work that the
author did at PT. Imbang Tata Alam on September 01 2023 to January 01 2024.

In the implementation of this practical work the author seeks to gain knowledge,
insight and skills regarding administration that has been obtained in collage and systems
in the world of work as much as possible by utilizing the facilities provided by the
company.

The authors also express their gratitude to all employees of PT. Imbang Tata Alam
who are very kind, friendly and accept the authors to join and have an opportunity to
become one of the family members of PT. Imbang Tata Alam.

In compiling this Apprenticeship report, the author realizes that without the
guidance from various parties this Apprenticeship report cannot be completed in a
specific time, so the authors want to thank all the those who have been involved and
assisted the author. Related parties include:

1. Mr. Johny Custer, S.T.MT as the Director of State Polytechnic of Bengkalis.
2. Diah Paramita Sari, M.Pd as the Head of the Language Department.

3. Aswandi, M. Pd as the head of D-IV English for Business and Professional
Communication Study Program.

Auri Satria,M.Pd. B. | as the Head of D-111 English Study Program.
Pretti Ristra, S.Pd., M.Ed as the Coordinator of apprenticeship.
Rindilla Antika, M. Pd as advisor of apprenticeship.

Tengku Kespandiar as a Head of Campus Relation.

© N o g &

Mr. Sugiarto and Mr. Junaidi as Field Material Receiving Assistant Department
Warehouse of PT. Imbang Tata Alam who has provided orientation before the
author begins practical work.



9. Mr. Muksin and Mr. Amin Sutrisno as Formalities Asset Record Assistant
Department Warehouse at PT. Imbang Tata Alam who has provided orientation
before the author begins practical work.

10. For all staff and employees who work for PT. Imbang Tata Alam who gave his
smile and friendliness as well as his assistance to the writer both directly and
indirectly.

11. Both the author’s parent and family members who always provide motivation and
encouragement and guidance for the writer.

12. All parties who have helped the writer during the practical work that the author
cannot mention one by one.

With the limited time and ability, the authors realize that in writing this report
there are still many shortcomings. Therefore, the authors highly expect all suggestions
and constructive critics as lessons for the future, hopefully this report can be useful for

readers.

Bengkalis, January 01 2024

Nabila
Reg. Number 5504201025



TABLE OF CONTENTS

APPROVAL SHEET ...t e i
ACCEPTANCE SHEET ... ii
ACKNOWLEDGEMENT ..ottt iv
TABLE OF CONTENTS ..ottt vi
LIST OF TABLES ... e vii
LIST OF FIGURES ...ttt viii
LIST OF APPENDICES ..ottt e X
CHAPTER | INTRODUCTION ..ottt 1
1.1 Background of the Apprenticeship ..o 1
1.2 Purposes of the ApPrentiCeSNIP ........ccvvieieiiieii e 3
1.3 Significances of the APPrentiCeSNIP.......ccvvviiiiiiiieieee s 3
1.3.1 Significances for State Polytechnic of Bengkalis..............ccccovevvvenenen. 4
1.3.2 Significances for the Company...........cccoveiieiiicie i, 4
CHAPTER Il GENERAL DESCRIPTION OF THE COMPANY. .......cccccvenunen. 5
2.1 ComPAaNY HISTOMY ...cuviiiiieieieseesiese et 5
2.2 Vision and Mission of PT. Imbang Tata Alam ..., 8
2.2.1 Vision of PT. Imbang Tata Alam ...........ccoceiiiiineniieseeees 8
2.2.2 Mission of PT. Imbang Tata Alam ...........ccccccevieiiiieiieceece e 8
2.3 KiNd OF BUSINESS ....evveiieiieieite e 8
2.4 Structure OF Organization............cooceeerieiieienese e 11
2.4.1 Structure of PT. Imbang Tata Alam ..o 11
2.4.2 Organizational Structure of Support DiViSioNn ...........ccccoveviniiieiennnn, 12
2.5 The WOIKING PrOCESS .....cciuviiiieiie ettt ettt ettt se et ste e sae e 13
2.6 Document Used fOr ACHVILY ......c.cccveiieiiie i 15
CHAPTER 111 SCOPE OF THE APPRENTICESHIP...........ccvveenen. 20
3.1 JOD DESCIIPLION. ...ctiiiieiieiieieet ettt bbbt 20

vi



3.2 System and PrOCEAUIE ........ccveieiie et 20

3.2.1 The WOrKing SYStEM ......c.civeiieieiiesie et 20

3.2.2 WOrKIiNg PrOCEAUIES ........couiiiieiieieiieiienie et 21

3.3 Place of APPrentiCESNIP ......ccveiiiiiiiiieieee e 36
3.4 Kind and Description of the ACHIVILY ........cccooiiiiiiiniicec e, 36
3.5 Obstacles and SOIULION.........ccooiiiiiiice s 46
3.5.1 OBSEACIES....ccviiiieieie e 46

3.5.2 SOIULION. ...t 46
CHAPTER IV CONCLUSION AND SUGGESTION.......ccccoviieriiniieniesieenins 48
4.1 CONCIUSION. ...ttt ettt sttt 48
S 1U T o[- (o] SR TSUUSURRPIN 49
4.2.1 Suggestion for PT. Imbang Tata Alam ..........cccccoveviiiniiininieieee, 49

4.2.2 Suggestion for State Polytechnic of Bengkalis..............ccccoovrviiinnnnn, 50
APPENDICES...... ..ot bbb e 52

Vii



LIST OF TABLES

Table 3.1 Practice WOrk SChedule...........covoiiiiiiiiiiieeeee e 36
Table 3.2 Daily Activities 01 September 2023 to 07 September 2023...................... 36
Table 3.3 Daily Activities 08 September 2023 to 14 September 2023...................... 37
Table 3.4 Daily Activities 15 September 2023 to 21 September 2023....................... 37
Table 3.5 Daily Activities 22 September 2023 to 27 September 2023...................... 38
Table 3.6 Daily Activities 29 September 2023 to 5 October 2023............c.cccccvvennen. 38
Table 3.7 Daily Activities 06 October 2023 to 12 October 2023 ............cccceveeveenenn. 39
Table 3.8 Daily Activities 13 October 2023 to 19 October 2023 ..........c.cccevvereennenn. 40
Table 3.9 Daily Activities 20 October 2023 to 26 October 2023 ..........c.cccevvervennenn. 40
Table 3.10 Daily Activities 27 October 2023 to 02 November 2023 ................c...... 41
Table 3.11 Daily Activities 03 November 2023 to 09 November 2023.................... 41
Table 3.12 Daily Activities 10 November 2023 to 16 November 2023 .................... 42
Table 3.13 Daily Activities 17 November 2023 to 23 November 2023 .................... 42
Table 3.14 Daily Activities 24 November 2023 to 30 November 2023 .................... 43
Table 3.15 Daily Activities 01 December May 2023 to December 07 2023............. 43
Table 3.16 Daily Activities 08 December 2023 to 14 December 2023..................... 44
Table 3.17 Daily Activities 15 December 2023 to 21 December 2023..................... 44
Table 3.18 Daily Activities 22 December 2023 to 01 January 2024 .............cccceueee. 45

viii



LIST OF FIGURES

Figure 2.1 PT. Imbang Tata Alam .........ccooiiiiieeee e 6

Figure 2.2 Company Organization STIUCLUIE ...........cccurvririeiieiene e 11
Figure 2.3 Support Division Organization StruCtUre ............cceeeveveveeviesieseese e, 12
Figure 2.4 PUIrchase OFEN ..........ccveieiieii ettt sttt nne s 15
Figure 2.5 SPR (Small Purchase / Service ReqQUISITION) ........cccovverenininenieieieen, 16
Figure 2.6 DeliVEry OFUEr........cvcieeeiicce et 17
FIQUIE 2.7 TaX INVOICE.....cuiiie ettt et et esreebe e e nne s 18
FIQUIE 2.8 INVOICE ...t 19
Figure 3.1 Material Transfer FIOWChar.............cccooiiiiiiiiiiceec e, 21
Figure 3.2 MT ReQIStEr BOOK ........cccuiiuiiiiieiciiiecie sttt ene s 22
Figure 3.3 Material Transfer Flowchart...............ccccooveiiiic i 22
Figure 3.4 MT (Material Transfer) ........coovoiiiieiiiecee e 23
Figure 3.5 MRR (Materials Receipt Report) Flowchart ..., 23
Figure 3.6 MRR RegiSter BOOK ..........cccoiiiiiiiiiieiereeseeee e 24
Figure 3.7 MRR (Materials Receipt Report) Flowchart ..............ccccooeviiiiiiiiiiciennn, 24
Figure 3.8 MRR (Materials Receipt REPOI) ........coeiieiieiieiiciece e 25
Figure 3.9 Map Ordner IMT ..o 26
Figure 3.10 Archiving MT (Material Transfer) Flowchart..............ccocooniiiiniennn, 26
Figure 3.11 Cargo ManifeSt ..........cooiiiiiiieciee e 27
Figure 3.12 Archiving Cargo Manifest Flowchart.............ccccoooeiiiiiiciiccc e, 27
Figure 3.13 Map of Ordner Cargo Manifest ...........ccccoeevieiiiiciecce e 28
Figure 3.14 (PO) Purchase Order Registration Book Flowchart..............ccocooviennee. 28
Figure 3.15 PO (Purchase Order) Register BOOK............cccuveieieneneniniseneeeeee e, 29
Figure 3.16 SPR Registration Book Flowchart..............ccccooviiiiiiiicic e, 29
Figure 3.17 SPR ReQISter BOOK ........c.ccciviiiiiiieiie et 30
Figure 3.18 MRR Field P10&S10 Registration to Field Buyer Flowchart................ 30



Figure 3.19 Register Book of MRR Field P10 & S10 to Field Buyer ....................... 31

Figure 3.20 Input daily movement out of materials Flowchart.................cccccceevenen. 31
Figure 3.21 Table of Daily Movement Out of Materials .............ccccoeevviieieeiiciennen, 32
Figure 3.22 SSR Registration (Stores Stock Requisition) Flowchart ........................ 32
Figure 3.23 SSR ReQIStEr BOOK .........cccuiiiiiiiiiiieiie e 33
Figure 3.24 Input MRR into the Stock Card Form Flowchart...............ccccocniinnn, 33
Figure 3.25 MRR StOCK Card ..........ccooiieiiiiiiiece et 34
Figure 3.26 Input SSR into the Stock Card Form Flowchart..............cccccccevveirinennen. 34
Figure 3.27 SSR StOCK Card ..........cooviiiieiiieieiese e 35
Figure 3.28 Writing Number VVocabulary Flowchart............ccccooooiiiiiiiiiee, 35

Figure 3.29 VOCADUIAIY .......cooiiiecc e 36



LIST OF APPENDICES

Appendix 1: Apprenticeship Letter for Practical Work ............ccccoooveviiicinicc e, 52
Appendix 2: Application Reply Letter.........covoiiiiiiiiiiiieceee e 53
Appendix 3: Company Appraisal SNEET............cccviiiiiiiiiiicee e 54
Appendix 4: List of Apprenticeship Attendance Sheet.........ccccccoeiiveiiiiciiccecen, 55
Appendix 5: Apprenticeship Statement Letter..........cccooovvvveiieii e 60
APPENdiX 6: REVISION LIS .....c.ooviiiiiiiiiiiiieieie et 61
AppPendix 7: Daily ACHVITIES ..........cccoiiiiiieieieiese e 62

Xi



	APPRENTICESHIP REPORT 
	ACCEPTANCE SHEET 
	ACKNOWLEDGEMENT 
	TABLE OF CONTENTS 
	LIST OF TABLES 
	LIST OF FIGURES 
	LIST OF APPENDICES 

