
 
 

APPRENTICESHIP REPORT 

PT. SEKATO PRATAMA MAKMUR 

 

 

KARISMA WATI 

5404201297 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL  

BUSINESS ADMINISTRATION STUDY PROGRAM  

BUSINESS ADMINISTRATION DEPARTMENT  

STATE POLYTECHNIC OF BENGKALIS  

2024 



ii 
 

 



iii 
 

ACKNOWLEDGMENT 

 

Assalamu’alaikum Wr. Wb.  

Praise and gratitude for the blessings and gifts of God Almighty who has 

given health and opportunities to the author in order to complate practical work 

activities and have completed the practical work report that the author did at PT.. 

Sekato Pratama Makmur, starting from March 1
st
 to June 30

th
, 2024. 

The author would also like to think all the employees of PT.Sekato 

Pratama Makmur who are very kind, friendly and welcome the author to join and 

have the opportunity to become a member of the family of PT.Sekato Pratama 

Makmur. In preparing this Job Training report, the author realizes that without 

guidance from various parties this job training report cannot be completed within 

a certain time, so the authors would like to think all those who have been involved 

and helped the author. Related parties include: 

1. Mr. Johny Custer, S.T., M.T as Director of Bengkalis State Polytechnic. 

2. Mr. Armada, S.T.,M.T. as Deputy Director for Academic Affairs at 

State Polytechnic of Bengkalis. 

3. Mrs. Supriati, M.Si as Chair of the Department of Business 

Administration. 

4. Mrs. Wan Junita Raflah B.Sc.,M.Ec.Dev as Head of the 

International Business Administration Study Program. 

5. Mr. Adrian Irnanda Pratama S.Sos., M.B.A as homeroom teacher for 

class VII B International Business Administration Study Program.  

6. Mr. M. Alkadri Perdana, B.IT., M.Sc as Coordinator of this apprenticeship.  

7. Mr. M. Fuad Asrofillah, SE., M.M as the Advisor of this apprenticeship Report. 

8. Mr. Andi Setiawan as HRD at PT.Sekato Pratama Makmur 

9. All employees of PT. Sekato Pratama Makmur who has provided guid 

10. My beloved parents are my father Adnan and my mother Darmiwati. as 

well as my two younger siblings, Karmila and Aldiansyah who have 

provided encouragement and support as well as motivation both 

material and nonmaterial. 



iv 
 

11. To all my Friends who have provided enthusiasm and support in 

studying at State Polytechnic of Bengkalis. 

 The author realizes that this apprenticeship Report (KP) is still far from 

being perfect, therefore the authors expect constructive criticism and suggestions 

to improve the perfection of this report in the future. Hopefully this report is 

useful for all of us. 

 

Bengkalis, August 08
th

, 2024 

 

 

 

Karisma Wati 

  NIM.5404201297 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



v 
 

TABLE OF CONTENT 

 

 

 

COVER  

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

ACKNOWLEDMENT ........................................................................................... iii 

LIST OF CONTENTS ............................................................................................ v 

LIST OF FIGURE................................................................................................... vii 

LIST OF TABLE  .................................................................................................... viii 

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

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

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

1.2 Purpose of the Apprenticeship ............................................................... 3 

1.3 Benefits of the Apprenticeship .............................................................. 3 

1.4 Significance of Apprenticeship.............................................................. 5 

CHAPTER II GENERAL DESCRIPTION OF THE COMPANY ................ 6 

2.1 Company History ................................................................................. ..6 

2.2 Vision and Mission ................................................................................. 8 

2.2.1 Vision of PT. Sekato Pratama Makmur ...................................... 8 

2.2.2 Mission of PT. Sekato Pratama Makmur .................................... 8 

2.3 Kind of Business ..................................................................................... 9 

2.4 Organizational Structure......................................................................... 10 

2.5 The Working Process.............................................................................. 12 

2.6 Document Used for Activity .................................................................. 15 

CHAPTER III SCOPE OF APPRENTICESHIP .............................................. 20 

3.1 Job Description ....................................................................................... 20 

3.2 System and Procedure ............................................................................ 21 

3.2.1 The Working System.................................................................... 20 

3.2.2 The Working Procedure ............................................................... 21 

3.3 Place of Apprenticeship .......................................................................... 29 

3.3.1 Apprenticeship Time .................................................................... 29 



vi 
 

3.4 Kind and Description of the Activity .................................................... 29 

CHAPTER IV CONCLUSIONS AND SUGGESTION .................................... 32 

4.1 Conclusion ............................................................................................... 32 

4.2 Suggestion ............................................................................................... 33 

REFERENCES ........................................................................................................ 35 

APPENDICES.......................................................................................................... 36 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



vii 
 

LIST OF FIGURE 

 

 

Figure 2.1 Office of PT. Sekato Pratama Makmur ................................................. 8  

Figure 2.2 Organization Structure of PT Sekato Pratama Makmur ....................... 11 

Figure 2.3 Organization Structure of PT Sekato Pratama Makmur ....................... 12 

Figure 2.4 Work Order .............................................................................................. 15 

Figure 2.5 Time Sheet ............................................................................................... 16 

Figure 2.6 Special Submissions ................................................................................ 16 

Figure 2.7 Work Order Addendum .......................................................................... 17 

Figure 2.8 Work Order Attachment Map................................................................. 18 

Figure 2.9 Recap of Payment Minutes ..................................................................... 18 

Figure 2.10 Goods Collection Note (NPB).............................................................. 19 

Figure 3.1 Attending the District Manager's Farewell Event ................................. 30 

Figure 3.2 Attending Iftar Together During the Month of Ramadhan................... 31 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



viii 
 

LIST OF TABLE 

 

 

Table 3.1 Recapitulation of Fill in the Humus District Goods Collection Note 

(NPB) List................................................................................................. 21 

Table 3.2 Stamp and Sign the Goods Collection Note ........................................... 22 

Table 3.3 Download and Print Out Work Orders using the SAP Application ...... 23 

Table 3.4 Prepare Work Order and Work Order Map ............................................ 24 

Table 3.5 Recapitulate Employee Attendance ......................................................... 25 

Table 3.6 Filing Documents ..................................................................................... 25 

Table 3.7 Scan Work Orders in Pdf and Word Form .............................................. 26 

Table 3.8 Recap the Work Order Number to Release the PC ................................ 26 

Table 3.9 VRA Data Entry Status (Vra Time Sheet) on Generators and Heavy 

Equipment ................................................................................................. 27 

Table 3.10 Apprenticeship Schedule  .................................................. 28 

Table 3.11 The Activities Carried Out During Practical Work .............................. 29 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ix 
 

LIST OF APPENDICES 

 

 

Appendix 1: Apprenticeship Acceptance Letter...................................................... 36 

Appendix 2: Statement of Completion Apprenticeship .......................................... 37 

Appendix 3  Certificate ............................................................................................. 38 

Appendix 4 : List Of Attendance ............................................................................. 39 

Appendix 5 : Company Appraisal Sheet .................................................................. 41 

Appendix 6 : Daily Activity ..................................................................................... 42 

Appendix 7 : Figures of Apprenticeship .................................................................. 44 

Appendix 8 : Consultation Sheet .............................................................................. 54 

 

 

 

 

 

 

 

 

 

 

 

 

 



1 
 

CHAPTER I  

INTRODUCTION 

 

 

1.1 Background of the Apprenticeship 

In this era of globalization, every individual is required to be able to 

improve their quality and competence so that they are able to become individuals 

who are ready to compete in various sectors, especially in the industrial sector. 

To meet these demands and to achieve complete educational goals in 

tertiary institutions, it is felt that it is not enough if students only rely on 

theoretical knowledge obtained from college. Therefore, knowledge is needed to 

apply the knowledge that has been obtained so that students can practice the 

aspects needed to enter the industrial world that they will pursue later. In line with 

that, the university requires its students to take the Field Work Practice course 

which is held in even semesters. 

Field Work Practice (KP) is an intra-curricular activity which is part of the 

subject of State and Community Life (MBB) for all majors at Bengkalis State 

Polytechnic. In general, the implementation of Field Work Practices is intended to 

improve students' abilities and skills in the field of technology and skills directly 

in various activities in industry and offices.  

After carrying out specific Field Work Practices, students are expected to 

gain industrial experience which includes planning, processing and 

implementation in a work unit. The achievement of the apprenticeship objectives 

mentioned above ultimately refers to the formation of professional students who 

have broad skills and knowledge in the field of International Business 

Administration. With this ability, it is expected that graduates of the Bachelor of 

Applied International Business Administration of Bengkalis State Polytechnic can 

apply their skills and knowledge. 

The Bengkalis State Polytechnic also seeks to improve students' abilities by 

holding training in companies, so that it can realize the Polytechnic's mission to 
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make workforce ready to use and have a well-executed link and match between 

the world of industry and the world of education.  

Based on the above, the author as a student of the International Business 

Administration Study Programme is required to carry out Internship activities for 

four months. The author has chosen PT Sekato Pratama Makmur as a place to 

carry out internship work activities. During the implementation of the internship, 

the author got a place in the Administration Finance Division. As for the 

implementation of this internship work, it is hoped that it can add insight to the 

writer about various good and correct task implementation and be able to face the 

real world of work with the experience that has been gained. 

The main purpose of the internship at PT. Sekato Pratama Makmur is 

because the company is involved in the management of acacia plants, which are 

an important part of the forestry and pulp industry. Having the opportunity to 

learn and develop technical skills relevant to crop management, including 

cultivation, maintenance and land management techniques. An internship in such 

a challenging environment will help develop interpersonal and professional skills, 

such as teamwork, time management, and problem solving. 

In addition to providing practical experience, internships also help students 

to develop social skills, interpersonal skills, and professional skills that are 

essential for success in the workplace. During this period, students can learn about 

the company culture, the work processes used, as well as gain insight into the 

industry they will be working in. The opportunity for students to investigate other 

professional disciplines and develop a deeper grasp of the career routes they are 

interested in is one of the primary advantages of internships. Furthermore, 

internships might provide them with the chance to develop important professional 

networks that can aid them in their post-graduation job hunt. 

Students of the Business Administration Study Program hope that the 

Practical Work (KP) activities will be able to make a major contribution to the 

development of knowledge, mastery of student skills, and be able to form 

professional and efficient academic human resources, in accordance with the 

vision and mission to be achieved by the Bengkalis State Polytechnic. With the 
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method of Practical Work (KP), it can function to support skilled students to work 

in the business world in accordance with the Business Administration Study 

Program. Practical Work (KP) has been carried out in the section, namely KTU 

(Administration Finance) at PT Sekato Pratama Makmur which has been carried 

out for 4 (four) months starting from 01 March to 30 June 2024. 

 

1.2    Purpose of the Apprenticeship  

Practical Work (KP) is one of the activities for Bengkalis State Polytechnic 

students to complete their studies. In general, the implementation of Practical 

Work aims to see the relationship Hard Skills obtained during college with what is 

carried out at PT. Sekato Pratama Makmur Humus District. To achieve the 

expected results, it is necessary to know the objectives of holding the Practical 

Work the practice is as follows: 

1. To find out the specifications of the tasks carried out at PT Sekato Makmur 

District Humus in the KTU section (Administration Finance). 

2. To find out the expected targets in doing work at PT Sekato Pratama 

Makmur Humus District, especially the KTU section (Administration 

Finance). 

3. To find out the software and hardware used in doing work at PT Sekato 

Pratama Makmur Humus District. 

4. To find out the equipment and tools used in doing work during the Practical 

Work (KP) at PT Sekato Pratama Makmur Humus District. 

5. To find out the data needed to do the job at PT Sekato Pratama Makmur 

Humus District, especially the KTU section (Administration Finance). 

6. To find out the file documents generated during the work at PT Sekato 

Pratama Makmur Humus District, especially the KTU (Administration 

Finance) section. 

 

1.3 Significance of Apprenticeship 

The Apprenticeship carried out is very beneficial for several parties such as 

students, companies and Bengkalis State Polytechnic. 
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1. For Students   

There are several benefits from the implementation of the apprenticeship 

program that students get, namely as follows: 

a. Get a certificate from the company if you have completed a 

apprenticeship program. 

b. Receive holiday allowance and free fuel oil according to the agreement 

between the apprentice and the company. 

c. Students can develop working relationships and add experience to their 

resume. 

d. Students have the opportunity to be able to analyze problems related to 

knowledge applied in the world of work according to their study program. 

e. Students have the opportunity to apply theoretical/conceptual knowledge 

in the real world of work 

f. Students gain practical experience in applying theoretical/conceptual 

knowledge according to their study program. 

2. For Companies 

The benefits of implementing apprenticeship programs are also obtained by 

companies/institutions that accept apprenticeship students, such as: 

a. Companies will receive labor assistance from students who do 

apprenticeship so that the work becomes a little lighter and easier. 

b. The company will be recognized by academics and the world of 

education. 

3. For Bengkalis State Polytechnic 

There are several benefits from the implementation of the apprenticeship 

program obtained by the Bengkalis State Polytechnic, namely as follows: 

a. Bengkalis State Polytechnic receives feedback from 

organizations/companies on the abilities of students participating in 

apprenticeship in the world of work. 

b. Bengkalis State Polytechnic can improve the quality of its graduates 

through student apprenticeship experience. 
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c. There is good cooperation/relationship between campuses and companies 

where students do apprenticeship. 

d. Bengkalis Country receives feedback from the world of work for 

curriculum development and learning processes. 

e. Bengkalis State Polytechnic will be better known in the industrial or 

corporate world. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

 

2.1    Company History 

In 1999 PT Sekato Pratama Makmur received a permit for PT SPM's work 

area starting with PT Mapala Rabda's application No. 011/MPR/99 dated 6 March 

1999 for IUPHHK area reserves (Timber Forest Product Utilisation Business 

Permit) in plantation forests and Riau Province Forestry and Plantation Regional 

Office letter No. 7108/Kwl-4/1999 dated 25 March 1999 regarding Technical 

Requirements / Considerations for Partnership pattern plantation forest reserves in 

the context of Empowering Small, Medium or Cooperative Enterprises covering 

46,230 Ha. This was explained by letter from the Governor of Riau Province No. 

522/EK/1174 dated 18 May 1999 regarding Recommendation for Plantation 

Forest Area for Partnership in the context of Empowerment of Small, Medium or 

Cooperative Enterprises covering an area of 46,230 hectares. 230 Ha to the 

Minister of Forestry and Minister of Forestry and Plantation Letter 

No.804/MENHUTBUN/1999 dated 22 July 1999 regarding Reserve area and 

approval of dispensation for Partnership Plantation Forest activities of PT.Mapala 

Rabda with Tuah Sekato Forest Farmer Cooperative covering 46,230 Ha. 

In 2002 PT SPM, a joint venture between PT Mapala Rabda and Tuah 

Sekato Forest Farmers Cooperative, established in Pekanbaru in the presence of 

Notary Darmansyah, SH, with Deed No.33 dated 22 March 2002. before Notary 

Darmansyah, SH, with Deed No.33 dated 22 March 2002, regarding the 

establishment of PT Sekato Pratama Makmur Limited Liability Company. 

In 2003 the establishment of PT SPM was approved by the Minister of 

Justice and Human Rights through Decree No.C-10278 HT 01.01TH.2003 dated 7 

May 2003.Letter of the Head of the Forestry Planning Agency No. 

473/VIIKP/2003 dated 28 July 2003 concerning Work Area Map (WA) IUPHHK 

Plantation Forest An. Sekato Pratama Makmur in Riau Province, covering an area 

of 44,735 ha. Defenitive Decree from the Minister of Forestry No. 366/KPts-
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II/2003 dated 30 October 2003 on the Granting of Timber Forest Product 

Utilisation Business License (IUPHHK) on Plantation Forest to PT Sekato 

Pratama Makmur on a forest area of ±44. 375 Ha in Riau Province. In 2003 PT 

Sekato Pratama Makmur's deed of incorporation was amended. The company's 

deed of establishment was changed, namely Deed No. 4. 

Humus District was chosen as the prime location due to its nutrient-rich soil 

and favourable climate for acacia growth. PT SPM has developed adequate 

infrastructure in this area, including nursery facilities, tillage, and transport routes 

for harvest distribution. 

One of PT SPM's notable achievements is its partnership with PT Indah Kiat 

Pulp & Paper (IKPP), a major pulp and paper company in Indonesia. PT SPM 

delivers its acacia plantations to PT IKPP, which is then used as raw material in 

the production of pulp and paper. This cooperation not only increases demand for 

PT SPM's products but also helps increase the company's revenue. 

PT Sekato Pratama Makmur has a mission to become a superior company in 

the field of acacia plant management, with a focus on environmental sustainability 

and social responsibility. The company is committed to producing high-quality 

products that meet industry standards, while maintaining ecosystem balance and 

making a positive contribution to the local community. 

The company's goal is to increase productivity and efficiency in operations, 

utilizing the latest technology and innovation. Striving to develop competent and 

professional human resources through continuous training and development. In 

addition, PT Sekato Pratama Makmur aims to expand its business network and 

strategic partnerships, and increase value for stakeholders through ethical and 

transparent business practices. 

The following is the office of PT Sekato Pratama Makmur which is located in 

Humus : 
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Figure 2.1 Office of PT. Sekato Pratama Makmur 
               Source : PT. Sekato Pratama Makmur 

 

2.2    Vision and mission 

2.2.1 Vision of PT. Sekato Pratama Makmur 

PT. Sekato Pratama Makmur has a vision that is: “To be a world class 

Forestry Company, which practices sustainable forest management, by developing 

harmonious social relations, economically viable, and environmentally friendly”. 

2.2.2 Mission of PT. Sekato Pratama Makmur 

PT. Sekato Pratama Makmur has the following mission: 

1. To develop sustainable and high quality industrial forest plantations, as a 

source of raw material for pulp, with the best price and lowest risk. 

2. Provide employment and business opportunities for the community and 

related industries, which can improve welfare for the surrounding 

community neighbouring communities. 

3. Protecting forest areas with conservation value and enhancing the 

sustainability of the forest environment.  

4. Generate sufficient profit to contribute to the State's tax revenue. 
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2.3     Kind of Business 

Based on a general understanding of the pulp and paper industry and the 

business practices common to companies operating in forest cultivation and 

management. Specific details about PT. Sekato Pratama Makmur (SPM) in 

Humus District are based on general knowledge of the industry's practices.  

The following is more detailed information regarding the business run by 

PT Sekato Pratama Makmur (SPM) in Humus District: 

1. Agriculture and Plantation 

a. Acacia Cultivation: Main focus on planting and maintaining acacia plants, 

which are used as raw materials for the pulp and paper industry. 

2. Forest Management 

a. Sustainable Forest Management: Management of acacia forests using 

environmentally friendly and sustainable methods to ensure the resource 

remains available for the long term. 

b. Reforestation and Conservation: Replanting and conserving forest areas 

to maintain the ecosystem. 

3. Logistics and Distribution 

a. Transportation of Harvest Products: Arrange transportation of acacia 

harvest from the plantation to the processing place or directly to PT 

Indah Kiat Pulp & Paper (IKPP). 

b. Supply Chain Management: Manage the distribution flow of raw 

materials to ensure efficiency and on time delivery. 

4. Initial processing of wood 

a. Harvesting and Processing: Harvesting of acacia trees and initial 

processing before sending them to further processing plants. 

b. Storage: Provide temporary storage facilities for acacia wood prior to 

distribution. 

5. Pest and Disease Control 

a. Pest and Disease Management: Implement a pest and disease control 

program to ensure the health of acacia plants. 
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6. Research and Development 

a. Agricultural R&D: Carrying out research and development to increase 

the productivity and quality of acacia plants. 

b. Technological Innovation: Adopt the latest technology to improve 

operational efficiency and sustainability. 

7. Community Welfare 

a. Community Development: Social and economic initiatives to improve 

the welfare of the surrounding community. 

b. Partnership Program: Working with local farmers and communities for 

partnership programs in planting and forest management. 

8. Sustainability and Environment 

a. Eco-Friendly Practices: Adopt practices that aim to reduce environmental 

impact and promote sustainability. 

b. Certification and Compliance: Complies with sustainable forest 

certification standards and environmental regulations. 

This business shows that PT SPM has a primary focus on the cultivation and 

management of acacia plants, but is also involved in various other aspects that 

support the company's main operations. 

 

2.4      Organizational Structure 

Cooperation and coordination among members are essential in the 

operations of any type of business, whether for profit or nonprofit, in order to 

achieve predetermined goals. An organizational structure is one of the most 

important tools that a firm must have in order to accomplish its objectives. 

Moreover, the organizational structure should be swiftly adaptable to 

changes without disrupting the smooth functioning of current operations. A robust 

organizational structure is largely shaped by the goals to be achieved and the 

specific circumstances and condition of each business. This is because a 

company's organizational structure varies from that of other organizations. The 

organizational structure adopted by the business will aid in achieving its 

objectives. 
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In a well-designed organizational structure, it is crucial to clearly explain to 

all previously authorized employees the relationship between authority and 

responsibility constraints. To effectively achieve the company's predefined major 

objectives, various activities within the organization must be regularly scheduled. 

The Organization Structure at PT. Sekato Pratama Makmur can be seen in 

Figure 2.2 as follows: 

 

Figure 2.2 Organization Structure of PT Sekato Pratama Makmur 
Source: PT Sekato Pratama Makmur 
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Figure 2.3 Organisation Structure of General Affair 

Source: PT Sekato Pratama Makmur 

 

 Organizational structure of PT. Sekato Pratama Makmur prepared based on 

the provisions with the functions, obligations, and responsibilities of each section 

in the field. Each position has its own duties,  authorities and responsibilities. 

 

2.5     The Working Process 

 To support operational activities in the field, the Head of the HTI Unit is 

assisted by several section heads. is assisted by several section heads. PT SPM 

Humus District is located at Jalan Lintas Sei. Pakning-Dumai Village Sukajadi 

Bukit Batu District.  

 PT Sekato Pratama Makmur has positions according to the fields occupied. 

occupied. The job descriptions of these positions are as follows as follows: 

1. Head of HTI Unit 

The Head of the HTI Unit has the task of leading, formulating policies, 

fostering, coordinating and supervising the implementation of the duties of 

PT Sekato Pratama Makmur in accordance with applicable laws and 

regulations. Specifically, the district head has duties including: 

a. Create an annual operational plan that supports the Region's strategic 

direction set by the FOD and correlates with the annual operating budget.  

b. Develop and monitor operational strategies to ensure long term economic 

viability, social acceptability and an environmentally sound organization. 

c. Manage district level operations and all employees in the district to 

comply with SOPs, legal and regulatory requirements and to build a lean 

and productive organization.  
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d. Oversee potential leadership at the district operations level to ensure 

continuity of leadership of district operations. 

2. Plantation and Production Coordinator 

The Plantation and Production Coordinator is the executor of all harvesting 

and plantation operations in the district. The Plantation and Production 

Coordinator has duties including as follows: 

a. Assist the district manager in realizing the establishment of high quality 

Industrial Forest Plantations (HTI) by empowering supervisors so that 

workers involved in plantation and harvesting activities actually perform 

their duties according to company SOPs. 

b. Responsible for realizing the achievement of planting and harvesting 

c. Ensure the availability and adequacy of contractor labour that will 

perform harvesting and planting works will perform harvesting and 

planting work. 

d. Ensure the realization of occupational safety and health (K3) in the work 

environment led. 

e. Implementing environment friendly policies in accordance with company 

policy. 

3. P&P (Plantation and Production) Supervisor 

In general, the Plantation and Production Supervisor section has the task of 

implementing the work of the Production and Plantation workforce 

according to the SOP to achieve the P&P coordinator's target according to 

Bencmark. including the following: 

a. Supervise the production and plantation workforce in running the 

operational wheels according to the SOP to achieve the target of the P&P 

coordinator (Plantation and Production). 

b. Fostering production and plantation labour in the use of PPE in 

accordance with district OHS standards. 

c. Assist the Production and Plantation Coordinator to achieve quality and 

quantity targets. 
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d. Carry out environmental policy (environment friendly) in accordance 

with Company policy. 

e. Provide a standardized planting area both in terms of cleanliness and 

water table. 

f. Plant the prepared area with good quality and quantity.  

g. Order fertilizer, herbicide, teer, and seedlings as per weekly plan to the 

supply chain as per SOP. 

h. Reselect the seedlings that have been delivered and are in the plots. 

4. Admin/ Cashiers 

Cashiers play an important role in providing the best service for accuracy of 

data entry and entry and exit of money. The duties of the cashier are as 

follows: 

a.  Ensure accurate entry and exit of money. 

b.  Make BAP (Minutes of Payment) for contractors. 

c.  Make End of Month Report. 

d.  Work together to achieve maximum targets. 

e.  Communicate well. 

5.  Personalia & GA (General Affairs) 

Personnel and General Affairs plays an important role in providing the best 

service to district employees in terms of personnel and general affairs. The 

duties of Personnel and General Affair are as follows: 

a.  Improve the environmental facilities of the employee mess and office. 

b.  Maintain assets within the company environment. 

c.  Coordinate and follow up on asset repairs. 

d.  Participate in implementing occupational safety and health (K3) and 

environmental aspects. 

e.  Carry out Paramedic duties. 

f. Run and control the personnel administration system. Participate in 

supporting the fulfilment of the human resources element score card. 
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2.6  Document Used for Activity 

 In carrying out apprenticeship, there are several documents needed to 

complete the work given. These documents are as follows: 

1. Work Order 

A work order (SPK) is an official document issued by a company to provide 

work instructions to employees, contractors, or third parties. A work order 

serves as a communication tool that describes the task or project to be 

completed, including specific details regarding the work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.4 Work Order 
Source: Source: Processed Data 2024 

 

2. Time Sheet 

Is a record of the length of time the work is carried out by work in the field 

in the form of equipment rental used by the vendor company. This 

document contains the types of activities, working hours, and the types of 

tools used. 
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Figure 2.5 Time Sheet 
Source: Source: Processed Data 2024 

 

 

3. Special Submissions 

A dedicated submission vein serves as an official document that records the 

request submitted, so that it can be used for future reference. This is 

important to maintain transparency and accountability in decision-making, 

ensuring that every request is recorded and can be revisited if needed. 

 

 

 

 

 

 

 

 

 

Figure 2.6 Special Submissions 
       Source: Source: Processed Data 2024 
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4. Work Order Addendum 

Addendum to a Work Order (SPK) has an important function in the 

company's operations. This addendum is used to add, change, or clarify 

certain parts of an already issued SPK. This is especially important when 

there are changes in the scope of work, execution time, cost, or other terms 

and conditions that were originally agreed upon. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.7 Work Order Addendum 
Source: Source: Processed Data 2024 

 

 

5. Work Order Attachment Map 

The attachment map in the work order has the main function of providing a 

clear and detailed visual description of the location and area where the work 

is to be carried out. This map is essential to ensure that all parties involved 

in the project understand exactly the intended work location. With the map, 

the implementation team can directly see the geographical and 

topographical details of the work area, including access roads, area 

boundaries, and other relevant environmental features. 
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Figure 2.8 Work Order Attachment Map 
Source: Source: Processed Data 2024 

 

 

6. Recap of Payment Minutes 

Recap of payment minutes serves as an important document that 

summarises all payment transactions that have been made in a project or 

work agreement. This document aims to record in detail each payment, 

including the amount paid, date of payment, and payee. As such, it provides 

an official record that can be used for verification and auditing. 

 

 

 

 

 

 

 

 

 

Figure 2.9 Recap of Payment Minutes 
        Source: Source: Processed Data 2024 
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7. Goods Collection Note (NPB) 
 

Filling in the list of Goods Retrieval Notes is one of the activities carried out 

to more easily find back the existing Goods Retrieval Notes and to find out 

the handling that is carried out next. With the Goods Pickup Note, can find 

out the goods and stock that have left the warehouse and find out how many 

goods are needed for each planting plot taken by farmers. 

Figure 2.10 Goods Retrieval Notes 
        Source: Source: Processed Data 2024 
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CHAPTER III 

SCOPE OF APPRENTICESHIP 

 

3.1 Job Description 

Implementation of Practical Work which starts from 01 March  to 30 June 

2024, carried out on Monday to Friday. June 2024, carried out on Monday to 

Friday. Assisting various tasks carried out by company staff where the tasks 

performed are described as follows:  

1. Fill in the humus district goods collection note (npb) list 

2. Stamp and sign the goods collection note 

3. Download and print out work orders using the sap application. 

4. Prepare work order and work order map 

5. Recapitulate employee attendance 

6. Filing documents 

7. Scan work orders in pdf  and word form 

8. Recap the work order number to release the pc 

9. Vra data entry status (vra time sheet) on generators and heavy equipment 

10. Duplicate work orders 

11. Stamping the work order and work order map 

 

3.2 System and Procedure 

3.2.1 The Working System 

To make it easier for employees to carry out their duties, PT Sekato Pratama 

Makmur in Humus uses an internet-based system to facilitate online work, using 

applications as well as a manual system. The online system includes sending 

various types of documents that have been scanned and sent via email to the 

intended party, such as in the operational areas of Humus and business partners 

like PT Indah Kiat Pulp & Paper (IKPP). 

The applications or systems used in the work include the SAP system, 

which functions to create and release purchase returns, purchase orders, and 

service entry sheets. Microsoft Excel is used to make recaps and input everything 
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related to finance or the like, and Microsoft Word is used to make declarations 

such as official trips and other forms of letters. 

Meanwhile, the manual system is used to affix the proof of handover stamp 

to each department and record the proof of delivery of goods or documents to the 

delivery section as the sender to the operational area and other parties. 

 

3.2.2 The Working Procedure 

1. Fill in the Humus District Goods Collection Note (NPB) List 

Filling in the Goods Retrieval Note (NPB) list in Humus District is an 

administrative process that aims to record in detail each retrieval of goods 

from the warehouse or storage area. This process is important to ensure that 

each item taken is recorded correctly and in accordance with established 

procedures.  

Table 3.1 The working procedure fill in the humus district goods collection note (NPB) list 

No. Invoice Billing Process Device Output Place 

1.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Manual 

recording 

book goods 

payment 

note (NPB)  

 

 

 

 

 

 

 

 

 

 

 Administration 

Finance Staff 

Source: Processed Data, 2024 

Receive pick-up 

requests 

Request Verification 

Compile goods 

collection notes (NPB) 

Supervisor approval 

Update financial 

records 

Send goods payment 

note (NPB) 
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2. Stamp and Sign the Goods Collection Note 

Stamping the NPB is usually done by the responsible party to signify that 

the document is valid and has been verified. Once stamped, the party 

picking up the goods must sign the NPB to indicate that they have received 

the goods. This signature also serves as proof that the collection of goods 

has been done with consent and in accordance with applicable procedures. 

Table 3.2  The working stamp and sign the Goods Collection Note 

No. Invoice Billing Process Device Output Place 

2.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Manual 

recording 

book goods 

payment note 

(NPB) and 

stamp 

 Administration 

Finance Staff 

Source: Processed Data, 2024 

 

Receive goods 

collection note (NPB) 

Verify details 

Document check 

Stamp NPB 

Signature of 

authorized person 

on the NPB 

Record NPB enter 

into system 

NPB distribution 

(Provide copies) 

keep the NPB 

(Archive the original) 
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3. Download and Print Out Work Orders using the SAP Application. 

Downloading and printing work orders in SAP involves logging into the 

system, searching for the work order, and then selecting the download or 

print option. SAP allows saving the document as a PDF or printing it 

directly. This process ensures the work order is available in a physical 

format for reference or execution in the field. 

Table 3.3 The working download and print out work orders using the SAP application. 

No. Invoice Billing Process Device Output Place 

3.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SAP 

Application 

 Administration 

Finance Staff 

Source: Processed Data, 2024 

Log in to System 

Applications and 

Products in Data 
Processing (SAP) 

Navigate to the work 

order module 

Enter search criteria 

Download work order 

Find a work order 

Download 

verification 

Print work order 

Mould verification 
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4. Prepare Work Order and Work Order Map 

Drafting a Work Order involves writing detailed tasks and project 

conditions. A Work Order Map is added to provide a visualization of the 

location. These two documents ensure all parties clearly understand the 

tasks and work areas. 

Table 3.4 The working prepare work order and work order map 

No. Invoice Billing 

Process 

Device Output Place 

4.  

 

 

 

 

 

 

 

 

SPK Print 

document and 

PPK Print 

document 

 Administration 

Finance Staff 

Source: Processed Data, 2024 

 

5. Recapitulate Employee Attendance 

Employee attendance recapitulation is the process of recording and 

compiling attendance data of each employee in a period. It includes 

information on working days, clocking in and out, and absences. 

 

 

 

 

 

 

 

 

 

Merging SPK 

and PPK 

according to plot 

(adjusting plot 

number and area) 

Stapling the 

Combined SPK & 

PPK 
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Table 3.5 The working recapitulate employee attendance 

No. Invoice Billing Process Device Output Place 

5.  

 

 

 

 

 

 

 

 

 

Microsoft 

Excel 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Administration 

Finance Staff 

Source: Processed Data, 2024 

6. Filing Documents 

Archiving documents is the process of storing and managing documents in 

an organized manner to ensure they are easy to find and access when needed, 

as well as maintaining the security and preservation of important 

information. 

Table 3.6 The working filing documents 

No. Invoice Billing Process Device Output Place 

6.  

 

 

 

 

 

 

 

 

Folders and 

files 

 Administration 

Finance Staff 

Source: Processed Data, 2024 

Employee 

Attendance Data 

Collection              

Attendance Data 

Verification 

Attendance Data 

Processing 

Attendance Report 

Distribution   

Document 

Preparation for 

Archiving     

Document 

Structuring in 

appropriate format 

Document Storage   
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7. Scan Work Orders in PDF  and Word Form 

Scanning a work order into Word and PDF formats is the process of 

converting a physical document into a digital format that can be edited and 

shared easily using a computer. 

Table 3.7 The working scan work orders in pdf  and word form 

No Invoice Billing Process Device Output Place 

7.  

 

 

 

 

 

 

 

 

 

Photopies 

Mechine 

 

 

 

 

 

Administration 

Finance Staff 

Source: Processed Data, 2024 

8. Recap the Work Order Number to Release the PC 

Recap of work order numbers for releasing PC is the process of recording 

work order numbers used to remove or release personal computers (PC) 

from inventory or use within a company. 

Table 3.8 The working recap the work order number to release the PC 

No. Invoice Billing Process Device Output Place 

8.  

 

 

 

 

 

 

Microsoft  

Excel 

 

 

 

Administration 

Finance Staff 

Source: Processed Data, 2024 

Preparation of 

Documents for 

Scanning 

Scan documents 

using a scanner to 

make digital copies 

Save Scans in PDF 

or Word Format 

Verification Information 

(SPK number, plot 

number, contractor name) 

Input Data to the 

System   
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9. VRA Data Entry Status (VRA Time Sheet) on Generators and Heavy 

Equipment 

VRA data entry status (Vra Time Sheet) on generators and machines refers 

to the recording of time and information related to the use of generators or 

machines using the VRA system. This includes information such as time of 

use, location, and type of work performed by the equipment, which is 

important for monitoring, inventory management, and evaluation of 

operational efficiency. 

Table 3.9 The working VRA data entry status (Vra Time Sheet) on generators and heavy 

equipment 

No. Invoice Billing Process Device Output Place 

9.  

 

 

 

 

 

 

 

 

 

 

 

SAP  

Application 

 

 

 

 

 

 

 

 

 

 

 

 Administration 

Finance Staff 

Source: Processed Data, 2024 

 

10. Duplicate Work Orders 

Doubling the work order (SPK) aims to reproduce the SPK, because this 

SPK is needed every day by the admin to provide clear details of the tasks 

and responsibilities that must be carried out by employees or teams, thereby 

reducing the possibility of miscommunication and misunderstanding. 

 

 

Receive VRA Time 

Sheet Data (Attendance 

data or generator and 

heavy equipment usage) 

VRA Data Verification 

Entering VRA data into 

the system or database 

Status Verification and 

Confirmation 
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Table 3.10 The working duplicate work orders 

No. Invoice Billing Process Device Output Place 

10.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Photopies 

Mechine 

 Administration 

Finance Staff 

Source: Processed Data, 2024 

 

11. Stamping the Work Order and Work Order Map 

Stamping a Work Order (SPK) at PT Sekato Pratama Makmur ensures that 

the document is official and valid, and helps control and verify its 

authenticity, reducing the risk of misuse. The stamp also records and stores 

the document for future reference, helping with transparency and 

accountability. The SPK map provides a detailed description of the task, 

location, and schedule of the work. This helps employees understand the 

task, know their respective responsibilities, and follow a clear workflow. 

Thus, the SPK and SPK map ensure efficient and standardized task 

execution. 

 

Make sure the 

photocopier is on and 

paper is available 

Place and standardize 

the documents to be 

duplicated 

Press the number 

buttons to double a 

certain amount 

choose whether to 

choose color or not 

Finally press the copy 

button and wait until it 

finishes 
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Table 3.11 The working stamping the work order and work order map 

No. Invoice Billing Process Device Output Place 

11.  

 

 

 

 

 

 

 

 

 

SPK print 

document, PPK 

print document 

and stamp 

 Administration 

Finance Staff 

Source: Processed Data, 2024 

 

3.3  Place of Apprenticeship  

3.3.1 Apprenticeship Time  

This internship activity was carried out at PT. Sekato Pratama Makmur from 

March 01 to June 30, 2024. During the internship, the author was placed in the 

Finance and Administration Division. The company's provisions regarding the 

schedule or time of the internship are as follows: 

No Day Working Hours Break 

1. Monday to Friday 07.00 WIB – 16.00 WIB 11.30 WIB – 13.00 WIB 

2. Saturday and Sunday Holiday Holiday 

                 Table 3.12 Apprenticeship Schedule 
                 Source: Processed Data, 2024 

 

 

3.4  Kind and Description of the Activity 

Throughout the internship, the author participated in a variety of activities 

while assigned to the Finance and Administration Division. The author was 

assigned the role and responsibility of assisting staff in their work. 

During the internship, routine activities are carried out once a week for 18 

weeks. Appendix 6 is a breakdown of everyday tasks with explanations. During 

Prepare work 

order documents 

and work order 

maps that have 

been compiled 

then stamp the 

work order letter 

and work order 

map 
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the internship, the author engaged in routine and extracurricular activities beyond 

their job duties, as detailed in the attachment. 

As previously stated, there are both normal and supplementary activities 

carried out throughout the internship. These additional activities occur outside of 

the job desk when working in the finance and administration divisions. Typically, 

these additional activities are organized by the company to build working 

connections among employees. 

During his internship at PT Sekato Pratama Makmur, the author participated 

in the following additional activities: 

1. Attending the District Manager's Farewell Event 

The writer's job is to take documentation photos throughout the event. The 

writer will be responsible for capturing every important moment, from the 

preparation of the event, the main activities, to the closing session. These 

photos will be used to document the memories of the event and for future 

company references. The main focus of the writer is to ensure that every 

part of the event is well captured and can accurately describe the atmosphere 

and activities that take place 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.1 Attending the District Manager's Farewell Event 
Source : Processed Data 2024 
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2. Attending Iftar Together During the Month of Ramadhan 

Participating in a joint breaking of the fast event during the month of 

Ramadan organized by PT Sekato Pratama Makmur with the aim of 

strengthening ties and solidarity between employees and business partners, 

creating a harmonious and mutually supportive work environment, and 

strengthening a sense of togetherness and social concern among all members 

of the company. The benefits obtained by the author by attending the 

breaking of the fast event during the month of Ramadan held by PT Sekato 

Pratama Makmur are that it can strengthen relationships with colleagues 

from various departments, improve communication and teamwork, and 

deepen the sense of togetherness and social concern. In addition, this event 

also provides an opportunity to share moments of happiness and establish 

closer relationships with all members of the company. 

 

 

 

 

 

 

 

 

 

 

    

 

Figure 3.2 Attending Iftar Together During the Month of Ramadhan 
Source : Processed Data 2024 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

 

4.1    Conclusion 

 Practical Work (KP) at PT. Sekato Pratama Makmur Humus District is an 

important step in the educational process for Bengkalis State Polytechnic students, 

designed to connect the theories learnt on campus with real-world work practices. 

The main objective of this activity is to provide an in-depth insight into how the 

hard skills acquired during the study period can be applied in a professional 

environment. 

1. Job Specification in KTU (Finance and Administration) Section 

At PT Sekato Pratama Makmur Humus District, the KTU section is 

responsible for managing the company's administration and finances. This 

task includes budget management, recording financial transactions, 

preparing work orders and maps, recording goods pickup notes, 

downloading work orders and summarizing work order numbers to release 

PC. In addition, the KTU section also ensures compliance with the 

company's financial regulations and policies. Other administrative tasks 

include archiving documents, and coordinating daily administrative 

activities. 

2. Expected Targets in Work  

The expected targets in the KTU section at PT Sekato Pratama Makmur 

include accurate and timely preparation of financial reports, efficient budget 

management, and improved efficiency of administrative processes. 

Achieving full compliance with financial regulations and company policies 

is also a top priority. The KTU section is expected to provide effective 

administrative support to ensure smooth company operations. 

3. Software and Hardware Used 

 To support work in the KTU section, PT Sekato Pratama Makmur uses 

accounting software such as SAP or QuickBooks to manage and process 
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financial data. Additionally, Microsoft Office software like Excel and Word 

is used for administrative tasks and report preparation. The hardware used 

includes desktop or laptop computers with adequate specifications, printers, 

scanners, and photocopiers for daily administrative needs. 

4. Equipment and Tools Used During Practical Work (KP)  

 During practical work at PT Sekato Pratama Makmur, students or KP 

participants will use various administrative tools and equipment. This 

includes computers with access to accounting software and Microsoft Office, 

Stamp, printers, scanners, photocopiers, as well as office supplies like paper, 

pens, and folders. These tools are essential for assisting in the execution of 

administrative and financial tasks assigned during the practical work period. 

5. Data Needed to Perform Work 

 The data needed to perform work in the KTU section includes financial 

transaction information, budget data, purchase and pick-up records, In 

addition, employee data, work order documents, and contract documents are 

also needed to manage administration effectively. This data must be 

accurate and up-to-date to ensure the integrity of financial reports and 

administrative processes. 

6. Documents Generated During Work 

 Documents generated during work in the KTU section include monthly and 

annual financial reports, cash flow reports, budget reports, and agreement 

reports from work orders. These documents are important to support 

company operations and meet regulatory and audit requirements. 

 

4.2 Suggestion 

The author provides several suggestions for various parties, namely for the 

author himself, for students or younger siblings who will do Apprenticeship in the 

next period, for companies and for the Bengkalis State Polytechnic: 

1. Author  

Suggestions for writers to be more careful, thorough and concentrated in 

writing works. Make it a habit to read first before acting, and think 
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realistically and rationally, and carry out tasks according to the directions or 

orders given by the employee concerned. 

2. Student  

The author also provides suggestions that may be useful for students who 

will carry out Apprenticeship activities for the next period, namely 

prioritizing occupational safety and health, making the best use of time, 

doing work according to ability, thinking before acting, always being patient 

and obedient and learning to manage everything Assigned work. 

3. Company 

After completing the internship at PT. Sekato Pratama Makmur in the 

Finance and Administration Division, there are suggestions for the company 

to improve: When assigning tasks with significant responsibility and high 

risk to interns, it's beneficial to provide supervision, guidance, and step-by-

step instructions. Additionally, providing computers for interns would 

facilitate their work on assigned tasks. 

4. State Polytechnic of Bengkalis  

Suggestions for the State Polytechnic of the Bengkalis Campus to hold Field 

Work Practices can be used as evaluation material, and should be given to 

students before carrying out Field Work Practices in accordance with the 

field or course material in accordance with the Work Practice companies. 

And those concerned will accompany students who will do Apprenticeship 

on the first day of admission, and pick them up again when students have 

finished doing Apprenticeship. 
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APPENDICES 

 

Appendix 1: Apprenticeship Acceptance Letter 
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Appendix 2: Statement of Completion Apprenticeship 
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 Appendix 3 : Certificate 
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Appendix 4 : List Of Attendance  
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Appendix 5 : Company Appraisal Sheet 
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Appendix 6 : Daily Activity 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



43 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



44 
 

 

 

 



45 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



46 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 

 

 



47 
 

Appendix 7 : Figures of Apprenticeship 

1. Supervising the acacia seed sorting process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 
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2. Download the Work Order Letter (SPK) 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 

3. Input VRA Data Entry Status (VRA TIME SHEET) on Heavy Equipment 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 
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4. Prepare Work Orders (SPK) and Work Order Maps 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 

5. Input Employee Attendance 2024 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 

 



50 
 

6. Scanning and Photocopies the are Several Documents 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 

7. Participate in Auditing Activities in the Warehouse Section 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 
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8. Recap Work Order Numbers to Release PC 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 

9. Stamp the Work Order (SPK) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 
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10. Fill in the Humus District Goods Collection Note (NPB) List 

Source: Processed Data, 2024 

 

11. Photo with Friends During Internship PT. Sekato Pratama Makmur 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024 
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12. Handover of Souvenirs after Apprenticeship 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Processed Data, 2024  
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Appendix 8 : Consultation Sheet 
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