APPRENTICESHIP REPORT

UNIGRAHA HOTEL
PT. RIAU ANDALAN PULP AND PAPER
PELALAWAN - RIAU

HAYANTI
5404201291

I,

INTERNATIONAL BUSINESS ADMINISTRATION
STUDY PROGRAM
BUSINESS ADMINISTRATION DEPARTMENT
STATE POLYTECHNIC OF BENGKALIS
BENGKALIS - RIAU
2024



APPROVAL SHEET

UNIGRAHA HOTEL GMO DEPARTMENT
PT. RIAU ANDALAN PULP AND PAPER

Written as one of the conditions for completing Apprenticeship

Hayanti
5404201291

Bengkalis, June 05, 2024

Head of Campus Relation Advisor
PT. Riau Andalan Pulp and Paper International Business Administration
4 i Yanisha Dwi Astari, M. Hum
SAP ID. 10018883 NIP. 199301142022032010
Approved by
Head of the International Business Administration
Study Program

~State Polytechnic of Bengkalis

ah, B.Sc., M.Ec.Dev
8406142018032001




ACKNOWLEDGMENT

Thank you and praise to Allah SWT for allowing the author to finish the
Apprenticeship Company report and for always bestowing both physical and
spiritual health. We also send our salutations and blessings to our beloved Prophet
Muhammad SAW, whose hardships and unwavering faith brought us from the age

of ignorance to the present day of knowledge.

One of Bengkalis State Polytechnic's programs, the Apprenticeship
Company, is part of the Department of Business Administration. It is required of
all Bengkalis State Polytechnic students to use fresh knowledge and experiences to
supplement the knowledge they have learned in the classroom. It is anticipated that
this report will improve the readers' and author's creativity and expertise. Up until
the end of this report, the author would like to thank everyone who helped with the
Apprenticeship Company's implementation.The author would like to take this

opportunity to express sincere gratitude to the following parties:

1.  Allah SWT, for the opportunity of life and all His abundant blessings and
guidance, which have granted miracles and strength to the author in
completing this Apprenticeship Company activity.

2. Mr. Johny Custer, S.T., MT, as the Director of Bengkalis State Polytechnic.

3. Mrs. Wan Junita Raflah, as the Head of the Department of Business
Administration at Bengkalis State Polytechnic.

4.  Mrs. Dwi Astuti, S.E., M.Si, as the Secretary of the Department of Business
Administration at Bengkalis State Polytechnic.

5. Mrs. Nazrantika Sunarto, S.E., M.M, as the Chairperson of the International
Business Administration Program at Bengkalis State Polytechnic.

6.  Mrs. Yanisha Dwi Astari, M.Hum , as the Class Advisor (VIII) 8 B of the
International Business Administration Program at Bengkalis State
Polytechnic.

7. Mr. Muhammad Alkadri Perdana, B.IT., M.Sc, as the Apprenticeship

Coordinator, who have provided guidance, instructions, and advice, resulting



10.

11
12.

13.

14.

in the realization of this report according to the specified requirements and
timeline.

Tengku Kespandiar, S.T., M.M, as Campus Relation Head of PT RAPP
Pelalawan.

Mr. Bambang Iswanto, as Coordinator of Apprenticeship at Unigraha Hotel
PT. RAPP Peclalawan.

Ms. Anggun Desy and Ms. Widia, as apprenticeship mentors at Unigraha
Hotel, PT RAPP Pclalawan.

All employees of Unigraha Hotel, PT RAPP Pelalawan.

Both parents and beloved extended family who have provided love, prayers,
sacrifice, and support both material and non-material during this time.
Colleagues in State Polytechnic of Bengkalis, especially 8th semester
students of the International Business Administration Study Program, who
have consistently provided support during the completion of this
Apprenticeship report.

Finally, Author would like to thank myself for believing in me, for doing all

this hard work, for not having a day off, and for never stopping.

May Allah SWT bless all the kindness and sincerity of all of you. We apologize

profusely to PT Riau Andalan Pulp and Paper Pelalawan, management, employees,

and other related parties for any mistakes that may have occurred during the

implementation of the apprenticeship. Hopefully this report can be useful for all

parties who need it in the future.

Bengkalis, 05 June 2024
Written by,

e

Hayanti
5404201291



TABLE OF CONTENTS

COVER ... i
APPROVAL SHEET ..ot ii
ACKNOWLEDGMENT .......cooiiiiiiiiiii s iii
TABLE OF CONTENTS ...t v
LIST OF TABLES ... vii
LIST OF FIGURES ..o viii
LIST OF APPENDICES .......cooiiiiiiiii s ix
CHAPTER I INTRODUCTION........ccociiiiiiiiiiici e 1
1.1  Background of the ApprenticeShip .........ccccovvviiiiiiiiniici e 1
1.2 Purposes of the ApprentiCeShip .........ccoovveiiiiiiiiiiiiicse e 2
1.3 Significances of the ApprentiCesShip .........ccovvvvrviriiriiiiiieiiie e 3
CHAPTER II GENERAL DESCRIPTION OF THE COMPANY .............. 5
2.1 Company Profile........ccciiiiiiiiiiiiiic 5

2.1.1 Unigraha Hotel ... 5
2.2 Vision and MISSION .....coiuviiiriiiiieieesee e 6
2.3 Kind of BUSINESS.....ccviiiiiiiiiiii i 7
2.4 Organizational StrUCUIe.........ccoovveiiiiiiiieii e 7
2.5 The Working PrOCESS ........cocviiiriiiiiiiiiiieesec e 10
2.6 Documents Used fOr ACHVILY .....ccveiiiireiiiiiinie e 12
CHAPTER III SCOPE OF THE APPRENTICESHIP ............ccccovevvinnn. 14
3.1 JOD DESCIIPION ...t 14
3.2 System and Procedure.............cccoouviiieniiiiiiciciecsc e 14
3.3 Place of ApPrentiCeShip ......coovveieiiiieiiiiieree e 15
3.4 Kind and Description of the ACtIVILY ........ccoiriiiiiiiiiciicee 16

3.4.1 Apprenticeship Agenda Report ..........cccooeviiiiiiiiiiiiiiiiice, 16

3.5 Obstacles and SOIULION ..ooveeeniieee et 27



BAB IV CONCLUSIONS AND SUGGESTION

Conclusions

4.2 Suggestion

REFERENCES
APPENDICES

Vi



LIST OF TABLES

Table 3.1 Working Hours of PT. Pulp dan Kertas Riau Andalan ...................... 15
Table 3.2 First Week Work Agenda Report, ........ccccoooviieiiiiiiciiiicc 16
Table 3.3 Second Week Work Agenda Report .........cccevvveiviiiniiieniiienniie s, 16
Table 3.4 Third Week Work Agenda Report .........cccccvvviieiiiiniiieniiic e, 17
Table 3.5 Work Agenda Report Week Four..........ccooooiiiiiiniiicicc, 17
Table 3.6 Work Agenda Report Fifth Week ..........ccooviiiiiiiiiiiii 18
Table 3.7 Work Agenda Report Week SiX.......ccoooviiiiiiiiiiiniicie 18
Table 3.8 Work Agenda Report Week Seven .........cccocvvviiiiiiiciiiciicic, 19
Table 3.9 Work Agenda Report Week Eight .........ccoooiiiiiiiiiciii 20
Table 3.10 Ninth Week Work Agenda Report ..........cccevviiiiiiniciiiicicie 20
Table 3.11 Tenth Week Work Agenda Report .........ccccevveririinieiiiicieciec 21
Table 3.12 Eleventh Week Work Agenda Report...........ccooviviiiiiiiiiiciinnn, 21
Table 3.13 Work Agenda Report for Week Twelve ..o 22
Table 3.14 Work Agenda Report for Week Thirteen..........cccccovevvriiiiicninninnnne 23
Table 3.15 Work Agenda Report for Week Fourteen ...........cccooveeiiiiiiiicnnnen. 23
Table 3.16 Fifteenth Week Work Agenda Report...........cccccvviiiiiiiiiiciinnnn, 24
Table 3.17 Work Agenda Report for Week Sixteen ..........cccocvvvveiiiiiiiiniinnnn 25
Table 3.18 Work Agenda Report Seventeenth .............cccooveiiiiiiiiiiciiie 26
Table 3.19 Work Agenda Report Week Eighteen...........cococoovvviiiiiiiiniis 27

Vi



LIST OF FIGURES

Figure 2.1 Unigraha Hotel..........ccoooiiiiiiiiiii e 5
Figure 2.2 Existing Facilities at Unigraha Hotel.............ccccoiviniiiiiiiicee, 6
Figure 2.3 Organizational Structure of PT. RAPP.........cccccoviiiiiiiiiii, 8
Figure 2.4 Organizational Structure of General Manager Office................o..... 9

viii



LIST OF APPENDICES

Appendix 1 Logbook of Daily ACtIVItIES .......cccverveiiiiiiieiiiiisee e 32
Appendix 2 Reply Letter for ApprenticeShip ........ccocvevvireeiiiiinieciieiiseseene 47
Appendix 3 CompPany VISIES ....ueeiivieiieieiiiieiiiiesiieesieessiee s sinee s sinee s 48
Appendix 4 Photos of Apprenticeship documentation...........ccccovevveviveriinennnne 50
Appendix 5 Apprenticeship CertifiCate.........coovrveriiiiiiiiiiiiiiie e 54
Appendix 6 Apprenticeship Assessment ShEet..........ccovveriiiiniiiieiinieseenns 56
Appendix 7 Apprenticeship Attendence List.........ccccocevveiiiveiiieiiese e 57



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

