
APPRENTICESHIP REPORT 

PT. BANK RIAU KEPRI SYARIAH (PERSERODA) 

BENGKALIS BATUPANJANG RUPAT  

 

 

 

By : 

SITI MAHARANI 

NIM. 5404201295 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL 

BUSINESS ADMINISTRATION STUDY PROGRAM 

BUSINESS ADMINISTRATION DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS 

2024 



 



 
 

ii 

 

ACKNOWLEDGEMENT 

 

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

given health and opportunity to the author so that he can complete apprenticeship 

activities and have completed the apprenticeship report that the writer did at PT. 

Bank Riau Kepri Syariah Bengkalis Batupanjang meeting on time, from 01 

February 2024 to 31 May 2024. 

 The author also thanks all of employees PT. Bank Riau Kepri Syariah 

Bengkalis Batupanjang Rupat is very nice and kind, and it welcomes writers to 

join and become part of the PT community Bank Riau Kepri Syariah Batupanjang 

Rupat.  

 In preparing this apprenticeship report, the author realizes that without  

guidance from various parties this internship report will not be completed within a 

certain time, and the author would like to thank all those who have been involved 

and helped the author, related parties include: 

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

Bengkalis. 

2. Mr. Armada ST., MT as Vice Director I of State Polytechnic of Bengkalis. 

3. Ms. Supriati, S.ST., M.Si as Head of the Department of Business 

Administration. 

4. Ms. Wan Junita Raflah, B,Sc., M.Ec.Dev as Head of International 

Business Administration Study Program. 

5. Ms. Yanisha Dwi Astari, S.S., M.Hum as the advisor of the apprenticeship 

report of International Business Administration Study Program. 

6. Mr. Alkadri Perdana, B.IT., M.Sc as the coordinator of Apprenticeship of 

International Business Administration Study Program. 

7. All lecturers, especially the bachelor of the International Business 

Administration Study Program who have taught during the lecturer. 

8. Mr. Zulkarnain, ST. as the Head of PT. Bank Riau Kepri Syariah 

Bengkalis Batupanjang Rupat. 



 
 

iii 

 

9. Mr. Franky Afrizal as the Supervisor of Practical Work at PT. Bank Riau 

Kepri Syariah Bengkalis Batupanjang Rupat 

10. All employees of PT. Bank Riau Kepri Syariah Bengkalis Batupanjang 

Rupat who have provided guidance to the author and a lot of experience 

during the Internship. 

11. Especially for both perents, my mother Sarmi who have provided a lot of 

support for prayer, time, energy and material to help and provide 

convenience during the lecture process and hopefully all of them will get a 

reward that is appropriate with Allah SWT. 

12. Thank you to my older sister, older brother, younger sister, and my 

unnamed family members for their unwavering support and prayers during 

these difficult times. 

13. My friends from Politeknik Negeri Bengkalis, especially the International 

Business Administration Study Program, thank you for your support and 

cooperation in completing this Internship report. 

 

 The author recognizes that this internship report is far from excellent, both 

in terms of preparation, terminology, and writing. As a result, the author eagerly 

awaits critical feedback and recommendations that will serve as a future reference 

for him. Hopefully, this internship report will be useful to writers and readers. 

 

Bengkalis, 31 May 2024 

 

 

Siti Maharani 

NIM. 5404201295 

 



 
 

iv 

 

TABLE OF CONTENTS 

 

COVER TITLE 

APPROVAL SHEET ............................................................................................. i 

ACKNOWLEDGEMENT .................................................................................... ii 

TABLE OF CONTENTS ..................................................................................... iv 

LIST OF TABLES ............................................................................................... vi 

LIST OF FIGURES ............................................................................................ vii 

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

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

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

1.2 Purposes of the Apprenticeship ............................................................ 2 

1.3 Significances of the Apprenticeship ..................................................... 3 

1.3.1 Significance for State Polytechnic of Bengkalis Students ....... 3 

1.3.2 Significances for State Polytechnic of Bengkalis ..................... 4 

1.3.3 Significances for the Company ................................................ 4 

1.4 Time Implementation of the Apprenticeship ....................................... 5 

1.5 Place of Apprenticeship ....................................................................... 5 

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

2.1 Company Profile .................................................................................. 6 

2.2 Vision and Mission of PT. Bank Riau Kepri Syariah .......................... 8 

2.2.1 Vision of PT. Bank Riau Kepri Syariah ................................... 8 

2.2.2 Mission of PT. Bank Riau Kepri Syariah ................................. 8 

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

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

2.5 Scope of PT. Bank Riau Kepri Syariah .............................................. 14 

2.5.1 Environmental Culture PT. Bank Riau Kepri Syariah ........... 16 

2.5.2 Cultural Values of PT. Bank Riau Kepri Syariah .................. 17 

CHAPTER III SCOPE OF THE APPRENTICESHIP ................................... 18 

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

3.1.1 Kind and Description of the Activity ..................................... 19 



 
 

v 

 

3.2 System and Procedure ........................................................................ 35 

3.3 Obstacles and Solutions ..................................................................... 57 

3.3.1 Obstacles ................................................................................ 57 

3.3.2 Solution .................................................................................. 58 

CHAPTER IV CONCLUSIONS AND SUGGESTIONS ................................ 59 

4.1 Conclusions ........................................................................................ 59 

4.2 Suggestions......................................................................................... 60 

REFERENCES .................................................................................................... 61 

APPENDICES ..................................................................................................... 62 

 

 

  



 
 

vi 

 

LIST OF TABLES 

 

Table 1.1  Work Schedule ..................................................................................... 5 

Table 3.1  Daily Activities of the First Week (February 01st until 02nd, 2024) ... 19 

Table 3.2  Daily Activities of the Second Week (February 05th until 09th, 

2024)................................................................................................... 19 

Table 3.3  Daily Activities of the Thirtd (February 12nd until 16th, 2024) .......... 20 

Table 3.4  Daily Activities of the fourth Week (February 19th until 23rd, 2024) 21 

Table 3.5  Daily Activities of the Fifth Week (February 26th until March 01st, 

2024 ).................................................................................................. 22 

Table 3.6  Daily Activities of the Sixht Week (March 04th until 08th, 2024) ...... 23 

Table 3.7  Daily Activities of the Seventh Week (March 11st until 15th, 2024) .. 24 

Table 3.8  Daily Activities of the eight Week (March 18th until 22nd, 2024) ...... 25 

Table 3.9  Daily Activities of the Ninth Week (March 25th until 29th, 2024) ..... 26 

Table 3.10  Daily Activities of the Tenth Week (April 01st until 05th, 2024) ....... 27 

Table 3.11  Daily Activities of the Elevent Week (April 08th until 12nd, 2024) ... 28 

Table 3.12  Daily Activities of the Twelfth Week (April 15th until 19th, 2024) .... 29 

Table 3.13  Daily Activities of the Thirteenth Week (April 22nd until 26th, 

2024)................................................................................................... 30 

Table 3.14  Daily Activities of the Fourteenth Week (April 29th until May 03rd, 

2024)................................................................................................... 31 

Table 3.15  Daily Activities of the Fifteenth Week (May 06th until 10th, 2024) ... 32 

Table 3.16  Daily Activities of the Sixteenth Week (May 13rd until 17th, 2024) .. 32 

Table 3.17  Daily Activities of the Seveenth Week (May 20th until 24th, 2024) ... 33 

Table 3.18  Daily Activities of the Eighteenth Week (May 27th until 31st, 2024) 34 

 

  



 
 

vii 

 

LIST OF FIGURES 

 

Figure 1.1  Address of Bank Riau Kepri Syariah Batupanjang Rupat ................. 5 

Figure 2.1  Dang Merdu Tower of Bank Riau Kepri Syariah .............................. 7 

Figure 2.2  Logo Bank Riau Kepri Syariah .......................................................... 8 

Figure 2.3  Organizational Structure of PT. Bank Riau Kepri Syariah  

Batupanjang Rupat ........................................................................... 11 

Figure 3.1  Separating the KUR (People's Business Credit) and PAG 

(Multipurpose Financing) disbursement agreement sheets and the 

amendment agreement (murabahah) ................................................ 36 

Figure 3.2  Individual Account Opening Form .................................................. 37 

Figure 3.3  Disbursement Register ..................................................................... 38 

Figure 3.4  Register Incoming and Outgoing Mail ............................................ 39 

Figure 3.5  Cash Teller Buying and Selling Register ......................................... 39 

Figure 3.6  ATM Cash Register ......................................................................... 40 

Figure 3.7  Register Savings Book ..................................................................... 41 

Figure 3.8  Register BRKS Mobile .................................................................... 42 

Figure 3.9  Register for ATM Creation .............................................................. 43 

Figure 3.10  Register Customer Requests ............................................................ 44 

Figure 3.11  Scan for KUR (People's Business Credit) approval and PAG 

(Multipurpose Financing) approval ................................................. 45 

Figure 3.12  Duplicate documents ........................................................................ 46 

Figure 3.13  Savings book stamp and sign that the Teller has received it ........... 46 

Figure 3.14  Input Official Documents ................................................................ 47 

Figure 3.15  Tidying up teller vouchers ............................................................... 48 

Figure 3.16  KUR amor recap .............................................................................. 48 

Figure 3.17  Recap of current and sporadic confirmation letters ......................... 49 

Figure 3.18  Tire money ....................................................................................... 50 

Figure 3.19  Money Sorting ................................................................................. 50 

Figure 3.20  Customer Request Form .................................................................. 51 

Figure 3.21  ATM Card Application Form .......................................................... 52 



 
 

viii 

 

Figure 3.22  Customer Update Form .................................................................... 53 

Figure 3.23  BRKS Mobile Service Application Form ........................................ 54 

Figure 3.24  Insurance Form ................................................................................ 55 

Figure 3.25  Sharia Compliance Form ................................................................. 56 

Figure 3.26  Fill Out the Loan Credit Data Form................................................. 57 

 

  



 
 

ix 

 

LIST OF APPENDICES 

 

Appendix 1. Apprenticeship Acceptance Letter ................................................... 62 

Appendix 2. Apprenticeship Statement Latter ...................................................... 63 

Appendix 3. Apprenticeship Certificate ................................................................ 64 

Appendix 4. Apprenticeship Assesment Sheet ..................................................... 65 

Appendix 5. List of Apprenticeship Attendance Sheet ......................................... 66 

Appendix 6. Daily Activities ................................................................................ 68 

Appendix 7. Briefing ........................................................................................... 102 

Appendix 8. Photo With Company Employees .................................................. 103 

 

 

 

  


	COVER
	APPROVAL SHEET
	ACKNOWLEDGEMENT 
	TABLE OF CONTENTS 
	LIST OF TABLES 
	LIST OF FIGURES 
	LIST OF APPENDICES 

