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CHAPTER I 

INTRODUCTION 

 

 
1.1 Background of Apprenticeship 

In facing the dynamics of the world of education and competition in the world 

of work, Politeknik Negeri Bengkalis plays an active role in preparing its students. 

Education in higher education is indeed directed at actualizing the potential of 

students, but the complexity of the scope of education often creates a gap between 

the theoretical knowledge of the campus and the practical demands in the field. The 

limited static nature of campus knowledge is also a real challenge faced by students. 

To overcome this obstacle, Politeknik Negeri Bengkalis has introduced the 

Kerja Praktek (KP) program as an integral part of its curriculum. This program not 

only aims to train students in theoretical knowledge aspects, but also seeks to 

develop soft skills and hard skills that are essential in the world of work. Through 

the internship experience, students are expected to apply their knowledge in real 

situations, preparing themselves for the challenges of the dynamic world of work. 

 In running this program, Politeknik Negeri Bengkalis has a great 

responsibility to ensure that students can integrate academic knowledge with the 

professionalism needed in the world of work. The dissonance between theory and 

practice in the field, along with the limitations of time and space, are obstacles that 

need to be overcome by students who want to successfully enter the world of work. 

Along with the rapid development of the world of work in Indonesia, 

adaptation to change and the application of knowledge in a real context are the keys 

to success after graduating from Politeknik Negeri Bengkalis. This university with 

the various majors it offers, is committed to providing sufficient provisions for its 

students to compete in an increasingly complex world of work. One of the concrete 

steps in preparing students is by integrating internship programs, such as the one 

undertaken by the author, as an integral part of the educational process. 

In addition, the author's decision to undergo Practical Work at PT Riau 

Andalan Pulp and Paper (PT RAPP) is also in line with the objectives of 

professional and academic development goals, especially in the field of 
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Administration. The selection of the place of Practical Work (KP) was driven by a 

deep desire to combine the theory learned on campus with practical application in 

industry. Politeknik Negeri Bengkalis, with various departments including the 

International Business Administration Study Program, strives to direct its students 

to gain industrial experience that involves planning, processing, implementing and 

also professionalism in a work unit. 

In accordance with the curriculum of the Bengkalis State Polytechnic 

Business Administration study program, every student who will complete the study 

is required to carry out Practical Work (KP) which has been stipulated in the 

decision of the Director of the Bengkalis State Polytechnic in special regulations. 

For Diploma III postgraduate students, this Practical Work is carried out after 

students complete at least 4 (four) semesters and fully graduate, carried out for 1 

month. As for Diploma IV postgraduate students, practical work is carried out after 

students complete a minimum of 6 (six) semesters and full graduation, which is 

carried out for a minimum of 4 months. During the implementation of practical 

work, the author was placed in the stake holder relations department and employee 

cooperative (KopKar) with a ratio of 2 weeks internship portion in the Stake Holder 

Relations Section and 16 weeks in the Employee Cooperative Section (KopKar) of 

PT RAPP. After carrying out Practical Work for 4 (Four) months, students are 

required to make a Practical Work report as a form of accountability for every 

activity carried out during the internship. 

The author's practical work at the Employee Cooperative of PT. RAPP during 

the 114 day period is expected to make a positive contribution to the development 

of cooperatives and at the same time prepare writers to face the challenges of the 

real world of work. During this time, the author managed to gain experience in 

cooperative management, finance, and marketing, as well as practical skills in 

managing the day-to-day operations of cooperatives.  

Thus, through this educational journey and practical work experience, 

Bengkalis State Polytechnic strives to create graduates who not only have a strong 

scientific foundation, but also relevant skills and are ready to apply in the              

ever-changing world of work. 
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Based on the provisions above, this Practical Work (KP) is carried out at PT. 

Riau Pulp and Paper Andalan Pangkalan Kerinci, Pelalawan Regency which will be 

held for 4 (four) months from February 12, 2024 to June 12, 2024. 

 

1.2 Purpose of the Apprenticeship 

Purpose of the Apprenticeship Practical work activities for Bengkalis State 

Polytechnic students, International Business Administration Study Program have 

the following objectives: 

1. To know the job description and activities at KopKar PT Riau Andalan Pulp 

and Paper (RAPP). 

2. To know the systems and procedures at KopKar PT Riau Andalan Pulp and 

Paper (RAPP). 

3. To find out the place and time of the internship at KopKar PT Riau Andalan 

Pulp and Paper (RAPP). 

4. To understand the type and description of Job Training activities at KopKar 

PT Riau Andalan Pulp and Paper (RAPP). 

5. To find out the obstacles and solutions during practical work. 

1.3 Significances of the Apprenticeship 

Practical work activities for students of Bengkalis State Polytechnic, 

International Business Administration Study Program have the following benefits:  

1.  Students can develop and apply the knowledge (theory / concept), professional, 

interpersonal, and technical skills they have learned to the real world of work 

and can improve their knowledge and skills through direct involvement in work 

at PT. Riau Andalan Pulp Employee Cooperative (Kopkar) office 

2.  Students gain experience in the world of work to prepare themselves before 

being recruited into the world of work.  

3.  Bengkalis State Polytechnic receives feedback from organizations or 

companies on the ability of student interns in the world of work. 
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CHAPTER II  

GENERAL DESCRIPTION OF THE COMPANY 

 

2.1  Company Profile  

2.1.1  Royal Golden Eagle (RGE)  

Group Royal Golden Eagle (RGE), formerly known as RGM (Raja Garuda 

Emas), was officially registered in 1973. RGE began as a spare parts supplier shop 

called Toko Motor in 1967 in Medan, Indonesia. It was there that the founder and 

chairman of the RGE Group, Mr. Sukanto Tanoto, first entered the business world. 

During the oil crisis in 1973, he was able to overcome the rapidly rising oil prices 

to expand his business as oil companies expanded in the region. After a long break, 

he succeeded in establishing a plywood factory in Besitang, North Sumatra. At that 

time, he had observed that Indonesia was exporting logs and importing plywood, 

so he decided to invest in plywood manufacturing in Indonesia. 

 
Figure 2.1 RGE Group Logo 

Source: rgei.com 

 

Sukanto Tanoto then built the world's largest pulp and paper mill in Kerinci,  

Riau. April Group is listed on the New York Stock Exchange. After overcoming 

challenging conditions during the financial crisis in the late 1990s, RGE expanded 

its presence in China, Brazil, Canada and Spain. RGE has 5C principles that are 

trusted by its founder, namely Sukanto Tanoto, to be able to bring goodness to the 
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Community (community), Country (Country), Climate (climate), Customer 

(customer), and Company (company). The business groups under the auspices of 

the Royal Golden Eagle (RGE) Group can be seen in the image below: 

 

 
Figure 2.2 RGE Group Companies 

Source: rgei.com 

 

The Royal Golden Eagle (RGE) Group has core values, is T.O.P.I.C.C start 

with me. This value is used as a guideline for working in RGE Group companies, 

T.O.P.I.C.C consists of the following abbreviations: 

1.  Complementary Team, we are one in purpose and complement each other in 

teamwork. 

2.  Ownership, we maintain a sense of belonging to always achieve the best. 

3.  People, we develop human resources to grow together. 

4.  Integrity, we act with integrity. 

5.  Customer, we understand and provide the best for customers. 

6.  Continuous, we avoid indifference and make continuous improvements. 

 

2.1.2  Asia Pacific Resources International Holding Limited (APRIL) Group  

APRIL Group is one of the pioneer companies from the RGE Group which is 

engaged in the pulp and paper business segment and is one of the leading pulp and 

paper companies in the world. APRIL has its head office in Asia, namely Singapore 

and has main production areas in Indonesia and China. Through state-of-the-art 

pulp and paper mills and industrial forest plantations operating in Riau province, 
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Sumatra, Indonesia, as a large company, APRIL has a vision of "Improving lives by 

developing resources sustainably" and a vision of "To be one of the largest, best 

managed and sustainable resource-based Groups, creating value for the 

Community, Country, Climate, Customer, and Company”. As such, corporate social 

responsibility is applied to APRIL Group's operations and management to promote 

the environment and develop society and to fulfill corporate social responsibility. 

The Tanoto Foundation, founded in 1981, is the implementation of this vision. 

 
Figure 2.3 APRIL Group Logo 

Source: rgei.com 

 

Through its subsidiary in Indonesia. APRIL group start developing 

plantations in Riau Province, Sumatra and building a factory in Pelalawan Kerinci 

from 1993. At that time, kerinci was home to 200 families. This population grew to 

over 200,000 in 2010 as APRIL Group's development and business diversification 

transformed Kerinci into the regional social and commercial hub of the province. 

APRIL Group started commercial pulp production in 1995, followed by 

commercial paper production in 1998. This regional growth mirrored the growth of 

APRIL Group operations in Indonesia, with the establishment of Pelalawan District 

in 1999 and later the municipality of Kerinci in 2001. Kerinci's rapid growth later 

allowed it to be divided into three regions in 2005. In 2010, APRIL Group's forestry 

operations contributed 6.9% to the total economy of Riau Province. APRIL Group 

has created around 90,000 jobs for the community. APRIL is also contributing to 

providing better access to education and social support in areas such as health care 

and housing. APRIL Group has helped improve living standards and reduce poverty 

by 30%. 
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Figure 2.4 APRIL Group History  

Source: aprilasia.com 

 

Recognizing the importance of community development as part of a            

long-term approach to sustainable business, APRIL Group has also launched a 

series of economic development initiatives to assist the development of small and 

medium scale local entrepreneurs (SMEs). In 2002, APRIL Group implemented a 

comprehensive timber legality system to prevent illegal timber from entering 

supply and production chains. The system verifies and tracks wood from the 

company's fiber plantations to the mills. APRIL Group also collaborated with the 

World Wildlife Fund (WWF) to tackle illegal logging in Tesso Nilo and signed a 

moratorium on further road construction and development of Acacia plantations in 

the Tesso Nilo area. In the same year, APRIL Group achieved ISO 14001 

certification for pulp and paper mill fiber plantations. In 2003, a decade after the 

company was founded, the APRIL Group published its first Sustainability Report, 

detailing its community development initiatives and commitment to sustainable 

forestry operations. In the same year, APRIL Group established a branch in 

Guangzhou to support the development of the company's operations in China. In 

2005, APRIL Group introduced a voluntary High Conservation Value (HCV) 

scoring system in its concession areas for land use planning. This policy provides 

practical and responsible solutions to the challenges of deforestation and 

degradation. APRIL also established the APRIL Learning Institute and received a 

Green Proper Rating for factory environmental performance as well as a Golden 
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Flag Choice & Zero Accident Award for factory health and safety management from 

the Government of Indonesia. 

 
Figure 2.5 APRIL Group History 

Source: aprilasia.com 

 

In 2006, APRIL Group became a signatory to the UN Global Covenant 

Principles. In the same year, PT. Riau Andalan Pulp & Paper (RAPP), a subsidiary 

of APRIL, is certified for Sustainable Plantation Forest Management according to 

the Indonesian Ecolabelling Institute (LEI) standards. In 2007, APRIL through its 

subsidiaries became the first and only Indonesian company to be recognized by the 

World Business Council for Sustainable Development (WBCSD). In 2008, the 

completion of Pulp Line 3 made Riau home to the world's largest integrated pulp 

and paper mill, with a production capacity of 2.8 million tons per year. 

Manufacturers certified to ISO 9001, 8000 and ISO 14001 continue to invest in 

technology to ensure the company can self-sufficiently meet its own electricity 

needs. Since 2010, APRIL Group's production facilities have been certified by the 

Program for the Endorsement of Forest Certification (PEFC) on the standard side 

of the Chains of Custody, which ensures that all raw materials entering the factory 

are supplied from legal and unproblematic sources. APRIL also obtained 

certification from the Hong Kong Green Label for its PaperOneTM products in 

2010.  

In October 2011, APRIL's RAPP subsidiary was successfully certified by the 

standards of Bureau Veritas for the Origin and Legality of Timber (OLB). RAPP is 

the first Asian plantation company in the industry to receive this certification. 
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APRIL Group's OLB standard for forestry company certification covers the forestry 

activities of production facilities. Supply partners for RAPP also successfully 

passed audits based on OLB's "Chain of CustodyAcceptable Wood" standard. 

 
Figure 2.6 APRIL Group History 

Source: aprilasia.com 

 

APRIL Group launched its Sustainable Forest Management Policy in January 

2014. The new policy underscores APRIL Group's commitment to balance the need 

to save the environment and prioritize the interests of local communities, while 

continuing to run a sustainable business. An independent Stakeholder Advisory 

Committee was also introduced to ensure transparency and implementation of the 

Sustainable Forest Management Policy. In June 2015, APRIL Group developed a 

Sustainable Forest Management Policy based on input from SAC and various other 

stakeholders. APRIL is also strengthening its forest protection and conservation 

commitments including removing deforestation from its supply chain and adding a 

High Carbon Stock (HCV) assessment aspect. 

 

2.1.3  PT. Riau Andalan Pulp and Paper (RAPP)  

 
Figure 2.7 PT. RAPP Logo 

Source: aprilasia.com 
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 PT. Riau Andalan Pulp and Paper is a private company engaged in the 

manufacture of pulp (pulp) and paper (paper) and is the largest pulp company in 

Asia Pacific. PT. RAPP is a subsidiary of APRIL Group (Asia Pacific Resource 

Internasional Holding Ltd) which is one of the pioneer companies of the Royal 

Golden Eagle (RGE) Group. PT. Riau Andalan Pulp and Paper was based in Jakarta 

in 1992, at which time a field survey was conducted for a factory location in Riau 

Province to be precise in Pangkalan Kerinci Village, Pelalawan Regency. PT. RAPP 

obtained HTI permits based on Minister of Forestry Decree No. 327/                

Menhut-II/1992. PT. Riau Andalan Pulp and Paper was built and designed to 

produce high-quality pulp and paper, where the pulp is produced chemically using 

a sulfate (kraft) process. The control system in this company has entered the ISO 

system which is used as a sign to determine the world quality of a product. Some 

of the chemicals used in factories include CIO2, CI2. Besides that, PT. Riau 

Andalan Pulp and Paper is a fast-growing private company and has received ISO 

9002 and ISO 14001 certificates. PT. Riau Andalan Pulp and Paper is a company 

that uses sophisticated production technology, namely a superbatch administrator 

digester system and a good production system with a sophisticated control system 

and good management, both in terms of production and cooperation. 

 

2.1.4 Employee Cooperative PT. RAPP 

 
Figure 2.8 Kopkar PT. RAPP Logo 

Source: Kopkar PT.RAPP 2024 

Employee Cooperative or abbreviated as Kopkar PT. RAPP is in Pangkalan 

Kerinci, Pelalawan Regency, registered with the Legal Entity Cooperative 

Department No. 2004/III/BH dated 2 August 1995. Kopkar member PT. RAPP is 
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an employee and company partner within PT. RAPP and the Group. Since standing 

Kopkar PT. RAPP has been elected 10 (ten) times for the management period led 

by 8 (eight) cooperative heads. The chairman of the Employee Cooperative PT. 

RAPP  started from standing is: 

1.  The period 1995 - 1998 was led by HD Pasaribu. 

2.  The period 1999 - 2001 was led by Jusuf Wibisono. 

3.  The period 2002 - 2004 was led by Amru Mahali. 

4.  The 2005 - 2007 period was chaired by R. Elwan Jumanri. 

5.  The 2008 - 2010 period was chaired by R. Elwan Jumanri. 

6.  The 2011 - 2013 period was led by Mhd. Ali Shabri Nst. 

7.  The 2014 - 2016 period was chaired by Marzum. 

8.  The 2017 - 2020 period is led by Marzum.  

9.  The 2021 - 2023 period is led by Tengku Kespandiar.  

10.  The 2024 - 2026 period is led by Hermawan. 

 

 In accordance with Law no. 25 of 1992 concerning cooperatives, Employee 

Cooperative (KopKar) activities of PT. Riau Andalan Pulp and Paper is based on a 

cooperative spirit, namely: cooperation, kinship and cooperation as well as 

fostering a sense of togetherness among members. With the rapid development of 

the era, especially in terms of technology where prioritizing the speed and accuracy 

of information is the key to being able to maintain and even develop a business. 

 Employee Cooperative (KopKar) PT RAPP has several business units that are 

currently running smoothly including: 

1. USP (Savings and Loans Unit) 

A cooperative business unit engaged in savings and loans business, as part of 

PT RAPP's employee cooperative business activities. With the aim to help 

customers meet their needs, for example, education costs, medical expenses, 

and other costs, especially for PT RAPP employees. 

2. Meal Coupon Delevery  

Meal Coupon Delevery is a business unit of Employee Cooperative (KopKar) 

PT RAPP where management empowers the food court canteen in the company 
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area, where Employee Cooperative (KopKar) PT RAPP plays a role in 

facilitating the transportation of meal delivery to business units in the factory 

area in the form of Coupons and cash. 

3. Sedjiwa Coffee 

Sedjiwa Coffee is a kopkar business unit of Employee Cooperative (KopKar) 

PT RAPP located on Jl. Akasia Pangkalan Kerinci. Many young people and 

adults need a place to hang out to do tasks and so on, due to large market 

opportunities, making the café business very promising. To meet market 

demand, Sedjiwa Coffee not only sells coffee variants but also sells milk base 

and non-coffee drinks and other supports, Sedjiwa Coffee is also equipped with 

supporting facilities such as wifi, live music that makes consumers feel 

satisfied and comfortable. 

4. Kopkarmart  

Kopkarmart is a business unit of the Employee Cooperative (KopKar) PT 

RAPP located in Townsite 2 of the old PT RAPP complex, which was 

established on January 7, 2022. Kopkarmart, which was previously managed 

by itself using the SID Retail Pro cashier system. In October 2023, it has 

officially collaborated with Indogrosir Partners which aims to increase 

productivity and service to members. In transacting, Kopkarmart applies 3 

payment methods, namely, cash payments, E-money and payments through 

cooperative basic food credit.  

 

2.2 Vision dan Mission of PT. Riau Andalan Pulp and Paper (RAPP)  

2.2.1  Vision of PT. Riau Andalan Pulp and Paper (RAPP) 

 The vision of PT. Riau Andalan Pulp and Paper is “Becoming a world-class 

pulp and paper company with the best management and performance, the most 

profitable and sustainable, as well as being the first choice of consumers and 

employees”.  
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2.2.2  Mission of PT. Riau Andalan Pulp and Paper (RAPP)  

 The mission of PT. Riau Andalan Pulp and Paper used in realizing the 

expected goals are as follows:  

1.  Creating sustainable growth throughout the value chain.  

2.  To be an industry leader in every operational aspect  

3.  Maximizing reciprocal profits for shareholders in line with continuing to 

contribute to the socio-economic development of local communities and their 

regions. Creating value through modern technology and impacting industry 

knowledge, valuable assets, networks and human resources (HR). 

 

2.3   Kind of Business 

PT. Riau Andalan Pulp and Paper is a company engaged in the production of 

pulp (pulp) and paper (paper). Cellulose fiber is the main raw material for pulp 

production. Most of these cellulose fibers are obtained from wood. The wood itself 

is divided into 2 (two), namely hardwood and softwood and from several other 

plants. 

1. Pulp  

Paper pulp is the result of separating fiber from fibrous raw materials through 

various manufacturing processes. Pulp consists of fibers as raw material for 

paper. The process of making pulp includes mechanical, chemical, and semi-

chemical processes. To produce pulp, small wood chips are processed and used 

as an admixture. The mixture is processed to produce a natural adhesive that 

functions to bind wood fibers. This mixture is then cleaned and bleached for 

further processing. The most basic material in producing pulp is lignin, which 

is a black liquid that functions as a material to trigger the boiling point to 

generate energy for the production process. After being dried, trimmed, and 

packaged, the pulp is then ready to be processed into various products. The 

following is the pulp production carried out by PT. Riau Mainstay Pulp and 

Paper: 
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Figure 2.9 Pulp Product PT. Riau Andalan Pulp and Paper 

Source: aprilasia.com 

 

2. Paper  

Paper is a thin material resulting from the compression of fibers originating 

from the pulp. The fiber used is usually natural and contains cellulose and 

hemicellulose. PaperOneTM is the flagship brand of PT. RAPP offers a variety 

of paper with premium quality and is made from 100% renewable plantation 

fiber which is produced to meet the high demand in society. PaperOneTM has 

also been PEFC certified which ensures that this product comes from 

plantations that are managed in a sustainable manner. All PaperOneTM 

products are manufactured using the latest ProDigiTM HD Print Technology 

to produce superior quality for printing purposes. 

 
Figure 2.10 Paper Product PT. Riau Andalan Pulp and Paper 

Source: aprilasia.com 

 

 The resulting paper is 3 times finer and 33% stronger because it has 100% 

Elemental Chlorine Free (ECF) production material from sustainably managed 

plantations. Paper is produced through a pulp drying process which is then 
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mixed with cellulose fibers to bond and blend together. While still wet, the 

paper is processed by a series of heated rolling processes for flattening and 

drying purposes. The product is then coated with adhesive and various 

additives to improve its quality. Finally, to produce smooth and shiny paper, 

the rolling process is carried out repeatedly until the product is judged to be 

ready for use and marketed. PaperOneTM Digital is a paper product with 

premium quality in its class. This paper is very fine and designed for all types 

of office equipment that use inkjet and xenographic technology. This product 

is perfect for use in inkjet machines, lasers, and digital printers. This paper is 

also divided into two weights, namely 85g/m2 and 100g/m2. 

 

2.4 Organization Structure 

The company's organizational structure has an important meaning in a 

company to achieve the goals set or planned by the company. Without a good 

organizational structure, the company's activities will not run smoothly because it 

is not clear who should carry out a task. Therefore, it is clear that the organizational 

structure can provide firm boundaries and at the same time be responsible for these 

duties. 

2.4.1 Organization Structure of Employee Cooperative (KopKar) PT RAPP 

Organizational structure of PT. Riau Andalan Pulp and Paper follows the 

type of line and staff organization where the powers and responsibilities are 

branched to each leader from top to bottom, each position is not responsible for one 

another but only responsible for their respective directors. Each superior has a 

certain number of subordinates, and his subordinates receive orders from their 

respective superiors. The following is the organizational structure of the Employee 

Cooperative of PT. Riau Andalan Pulp and Paper Pelalawan, which is as shown 

below: 
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Figure 2.11 Organization Structure of Kopkar PT. RAPP 

Source: Kopkar PT. RAPP 

 

From the structure above, the author provides an overview of the 

composition, division and implementation of tasks, authority and responsibilities of 

each section. An overview of the distribution arrangements and implementation of 

the duties of each part of the organization is as follows: 

1. Annual Member Meeting 

Annual meetings are the annual meetings held by a cooperative to assess its 

performance and make decisions. It involves the direct participation of 

members in decision-making and management. Meeting tasks include 

submitting financial and operational reports, evaluating management and 

supervisory performance, deciding on management structures, distributing 

remaining revenues, setting new policies, and responding to member input. The 

meeting also enabled agreement on changes to the co-operative budget and 

work plan, as well as discussing projections and targets for the coming year. 

Meetings are governed by cooperative laws and internal regulations. 
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2. Management 

The board is the top decision-making body in a cooperative, responsible for 

managing operational activities, making strategic decisions, preparing work 

plans and budgets, and establishing internal policies. 

3. Supervisor 

The supervisor oversees the daily operations of the cooperative, evaluates 

management performance, ensures adherence to rules and regulations, and 

offers necessary improvement recommendations. 

4. Manager 

Managers manage the day-to-day running of the cooperative, implement work 

plans, ensure smooth business operations, and coordinate between different 

sections, while adhering to management policies and ensuring efficient 

business operations. 

5. Accounting 

The Treasurer oversees financial management, including cooperative finance, 

recording transactions, preparing reports, and budgeting. The accounting 

department manages the transaction, compiles reports, & presents financial 

information to boards and managers. 

6. Affairs  

The general affairs department manages administrative activities, cooperative 

assets, operational needs, and office facilities within an organization. 

7. Savings and Loans Unit  

The Savings and Loans Unit in a cooperative or financial organization manages 

savings and lending activities, offering products such as Voluntary Savings, 

Pension Saving, Electronic Credit, Car Credit, Spending Credit, and Fund 

Credit. There are several positions in the Loan Save Unit section, namely: 

a. Customer Service 

Customer service is a crucial activity aimed at satisfying customers by 

providing tailored services, such as savings, loans, and credit spending. It 

involves understanding customer information, providing solutions to 

customer problems, and introducing cooperative products and services. In 
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cooperatives, CS must be adept at checking member data and managing 

product administration. Overall, customer service ensures customers receive 

the right service product according to their needs. 

b. Loan Officer 

The loan officer is responsible for carrying out services to members related 

to checking the remaining dividends and cutting membership cooperation. 

Besides, the main task of loan officers is to enter the cutting data, billing and 

making cutting reports to the averis payroll. 

c. Account Payable (AP) and Account Receivable (AR) 

AR and AP are important in business financial management. AR refers to 

customer bills to a business, while AP refers on business bills for other 

parties. It's important to track, remind, and record payments to keep cash 

flow smooth. 

8. Information Technology (IT) 

The IT department in a corporate cooperative manages the cooperative's 

computer systems, networks, software, and digital technologies. It ensures 

proper functioning, protects data from cybersecurity threats, creates and 

manages specialized applications, maintains software, provides technical 

assistance, and manages data storage for secure and accessible                  

decision-making. 

 

2.4.2 Organization Structure of Stakeholder Relation (SHR) PT. RAPP 

 Organizational structure of PT. Riau Andalan Pulp and Paper follows the 

type of line and staff organization where the powers and responsibilities are 

branched to each leader from top to bottom, each position is not responsible for one 

another but only responsible for their respective directors. Each superior has a 

certain number of subordinates, and his subordinates receive orders from their 

respective superiors. The following is the organizational structure of the Employee 

Cooperative of PT. Riau Andalan Pulp and Paper Pelalawan, which is as shown 

below: 
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SHR Departement (Stakeholder Relation) organizational structure 

 

Figure 2.12 SHR Departement (Stakeholder Management) organizational structure 

Source: PT. Riau Andalan Pulp and Paper 2024 
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2.5 The Working Process  

The Savings and Loans Unit is an integral part of the PT. RAPP is dedicated 

to savings and loan business activities. The main focus of this unit is to collect and 

distribute funds through savings and loan activities, which aim to provide financial 

services to cooperative members. The work process generally involves the 

following stages: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Members submit a loan application through the submitted form 

The officer received the files and conducted a check 

Member data verification such as joint date member, global ID, SAP, NIK Borrower and 

Guarantor, maximum guarantor data (2 x guaranteed), borrowing limit (Basic + Flaxi), and 

help member in filling out other data such as nominal loan and loan fees. 
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The next form is in the process of confirming the guarantor 

via WhatsApp. Question the guarantees about whether they 

have read the consequences as guarantors and are prepared 

to be guarantors. 
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 Forms are taken to payroll, and delivery is usually done on Monday. Payroll typically 

verifies the guarantor's grade and the maximum loan amount 

The pickup of forms from payroll was done on Wednesday 
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Figure 2.13 PT RAPP KOPKAR Flowchart 

Source: PT RAPP Employee Cooperative (2024) 
 

An explanation of the loan disbursement flow for Employee Cooperative 

(KopKar) PT RAPP members is provided below: 

1. Member Submits Loan Application through Submitted Form. Members who 

are interested in applying for a loan can pick up a loan application form at the 

customer service. Only cooperative members who haveworked at PT RAPP for 

at least 1 year and 3 years specifically for the PTSI section are eligible to apply 

for a loan. 

2. The participant's application form was obtained. The member completes the 

application and includes all required paperwork. The form includes personal 

data of the member, guarantor 1 and guarantor 2, signature of Guarantor 1 and 

Guarantor 2, and approval from the Immediate Superior. The form is then 

returned to customer service. 

3. File Completeness Check by Customer Service checks the completeness of 

data and documents attached by members, including KTP, ID badge, salary 

slip, savings book, IDR 10,000 stamp, photo of the guarantor at the time of 

signing, and passport photo. 

4. Confirmation guarantor contacts guarantor one and guarantor two to ensure 

that guarantors one and two really guarantee the borrower to avoid fraud on 

behalf of the borrower's guarantor. The guarantor participates in the 

responsibility for the loan, if the borrower does not pay it is called a night run, 

then guarantors one and two are responsible for the loan. 

5. Out standing data input is the input of customer data, namely the loan form 

which will then be disbursed. First, input according to the process date after the 

Loan officers verifying the usual things, like account numbers, loan amounts and fees, and 

nominal disbursement, before signing 

AP/AR 

ACCT 
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confirmation of guarantor one and guarantor two. Second, input Global id, Sap, 

Nik, Business Unit, name, loan amount, loan administration amount, guarantor 

names one and two and global id, sap, and nik, name and account number for 

customer data disbursed on the day, date, and month. 

6. Checking grade and maximum member loan in payroll 

7. If the form is approved then the form will continue to be processed, and if it is 

not approved then Customer Service will contact the borrower to make 

improvements. 

8. Further checking and signing by the manager. 

9. Loan officers verifying the usual things, like account numbers, loan amounts 

and fees, and nominal disbursement, before signing 

10. AP AR officers make Loan Shecedule is a detailed schedule of customer 

installments to make it easier for customers to get loan installments every 

month. First, enter the customer's name, business unit, sap / nik and the loan 

amount then printed before being entered into the filing disbursement form. 

11. After that it will enter the loan disbursement process. 

 

2.6 Document Used for Activity 

This document is the result of the savings and loan unit service process and 

reflects essential details related to financial transactions between depositors and 

borrowers. The following are the documents generated in the savings and loan unit 

service, which include: 

1. Fund Loan Application Form 

The loan application form is a form that consists of several important parts, 

including the requirement sheet, personal and guarantor data sheet, loan 

agreement sheet, and cooperative loan cost table sheet, as can be seen in the 

figure below: 
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Figure 2.14 Cooperative Fund Loan Terms  

Source: Employee Cooperative PT. RAPP 2024  

 

Figure 2.13 shows the cooperative loan application requirements form. This 

cooperative loan requirement sheet contains information related to the terms 

and conditions that must be met by members who want to apply for a loan. 

 
Figure 2.15 Cooperative Fund Repayment Terms 

Source: Employee Cooperative PT. RAPP 2024 
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Figure 2.14 shows the cooperative loan repayment requirement form. This 

repayment requirement form is just a notification to members when they can 

make loan repayments. 

 

 
Figure 2.16 Cooperative Fund Loan Form 

Source: Employee Cooperative PT. RAPP 2024 

 

Figure 2.15 illustrates the loan application form. The borrower information 

sheet includes the borrower's personal data and guarantor details. In addition, 

in this form, there is a sector that contains the signatures of both guarantors, 

the Head of Business Unit or the direct lead. 



25 
 

 

 
Figure 2.17 Cooperative Fund Loan Agreement 

Source: Employee Cooperative PT. RAPP 2024 
 

Figure 2.16 illustrates the loan contract between the Cooperative and the 

Member. The loan agreement between the Cooperative and the member form 

includes information regarding the identity of the management and borrower, 

the amount of the loan, monthly installments, administrative fees, and the 

requirement for signature using a stamp duty of IDR 10,000 by the member 

applying for the loan. 
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Figure 2.18 Cooperative Fund Loan Administration Fee Table 

Source: Employee Cooperative PT. RAPP 2024 
 

Figure 2.18 shows the Table of Employee Loan Costs of PT. RAPP which 

contains information about administrative fees that need to be paid in 

accordance with the loan amount and loan duration requested by cooperative 

members. This loan cost table serves as a reference to determine the amount of 

administrative fees required based on the loan amount and loan period 

submitted by members 

 

2. Consumption Shopping Application Form 

Application Form for Purchase of Consumer Goods from Cooperative PT. 

RAPP, designed to submit consumer goods purchase requests to cooperatives. 

Application Form for Consumption Expenditure Application from Cooperative 

PT. RAPP as can be seen in the picture below: 
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Figure 2.19 Consumption Expenditure Requirements 

Source: Employee Cooperative PT. RAPP 2024 

 

Figure 2.19 illustrates the Consumption Expenditure Criteria. The list of 

criteria for consumption expenditure credit includes the conditions that must 

be met by cooperative members applying for shopping credit. 

 

3. Motor Vehicle Credit Documents  

Motor vehicle loan requirements documents for PT. RAPP can be explained as 

a file that contains the conditions that must be met by cooperative members 

who apply for loans for the purchase of motor vehicles as can be seen in the 

picture below: 

 
Figure 2.20 Motor Vehicle Loan Terms 

Source: Employee Cooperative PT. RAPP 2024 
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Figure 2.20 illustrates the terms and conditions for obtaining motor vehicle 

financing. Inside there is a financing requirements document for the motorcycle 

along with the parts that must be filled out and signed by the borrower. 

 

4. Electronic Credit Documents  

Electronic Credit Document usually refers to the process of applying, 

managing, and processing credit that is carried out electronically. This includes 

online application forms, automatic credit approvals, and digital payments. The 

use of electronic credit documents can help increase efficiency, reduce 

processing time, and provide easier access for borrowers. 

 
Figure 2.21 Electronic Credit Terms 

Source: Employee Cooperative PT. RAPP 2024 
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Figure 2.21 reflects the Electronic Credit Terms which require approval and 

explanation of the terms and conditions stated therein. 

 
Figure 2.22 Electronic credit installment table 

Source: Employee Cooperative PT. RAPP 2024 

 

Figure 3.22 shows the electronic credit installment table of PT. RAPP which 

contains information about electronic credit installments 

5. Opening Form Voluntary Savings and Retirement 

The voluntary savings opening form is submitted by a member with a nominal 

amount specified by the member who wishes to make savings and can be taken 
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at any time by filling in the savings withdrawal form. This procedure uses a 

system of salary cuts for employees who open up these savings. 

 
Figure 2.23 Volunteer and retirement form 

Source: Employee Cooperative PT. RAPP 2024 

 

Figure 3.23 shows the Employee Cooperative (KopKar) PT RAPP deposit 

opening form. The form that will be filled in by KopKar members. 

6. Exit Clearance Document 

The exit permit document is a resignation procedure sheet. Here USP will 

check the member's joint date and the member's exit date.  This aims to see the 

Total Mandatory Deposits, Residual Business Results and Principal Deposits 

of members that will be transferred to the re-members. 
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Figure 2.24 Exit Clearance document 

Source: Employee Cooperative PT. RAPP 2024 
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CHAPTER III 

SCOPE OF THE APPRENTICHESIP 

 

3.1  Job Description 

 During the practical work period at PT Riau Andalan Pulp and Paper (PT 

RAPP), the author was assigned to the Stakeholder Relations (SHR) division from 

12-28 February and to the Employee Cooperative (KopKar) PT RAPP business 

development unit from 29 February to 12 June. SHR is a department in charge of 

managing and being responsible for the company's relationship with stakeholders 

around the company's area as well as campuses and organisations and institutions 

around the company. Meanwhile, the business development unit was established to 

be responsible for business development under the auspices of Employee 

Cooperative (KopKar) PT RAPP. In this chapter, there are several descriptions of 

activities or tasks carried out during the Job Training (KP). 

 In the Employee Cooperative (KopKar) PT RAPP business development unit, 

there are several authorities and responsibilities to carry out the following tasks: 

1. Customer service in the field of savings and loan units (USP) of the Employee 

Cooperative (KopKar) PT RAPP 

2. Confirmation of guarantor 1 and guarantor 2 via whatsapp.  

3. Import Standing data.  

4. Entering Clearance customer data.  

5. Create Pre Order data for Kopkar mart and bazmart consumables.  

6. Employee Briefing of PT. RAPP every Friday. 

7. Compiling fund and non-fund loan application forms. 

8. Recap of exit clearance of employee cooperative members. 

9. Recap member spending at KopKar Mart and Bazmart. 

10. Writing and delivering loan fee letters to Bank Mandiri and BRI. 

11. Compiling a loan schedule and from loans for members of the Employee 

Cooperative (KopKar) PT. RAPP into a file box. 

12. Promote types of fund and non-fund loans on Instagram and WhatsApp.  
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13. Separating loan forms that have been completed and are still running. 

 

3.2 System and Procedures 

The company needs a system to support company activities, in other words 

the system is a series of procedures that are interconnected and together form a 

function that aims to achieve company goals. There are several procedures used in 

operational activities at the PT Riau Andalan Pulp Employee Cooperative. 

In this Employee Cooperative (KopKar) PT RAPP business development 

unit, the author is given several authorities and responsibilities to carry out the 

following tasks: 

3.2.1 Employee Cooperative (Kopkar) PT RAPP customer service. 

 Customer service is service to employees where the customer uses USP 

(savings and loan units) services. There are several types of customer service, 

namely service to members who want to make loan funds, electronic credit, 

motorcycle loans and voluntary savings and pensions. The following is an 

explanation of the work procedure 

1. Customer Service Loan funds 

 

 

 
Figure 3.1 Customer Service  

Source: Processed Data, 2024 
 

 

Activities carried out in customer service are as follows: 

a. Customer Submits Loan Application Form 

b. Check the completeness of the loan form then check guarantors one and two 

c. Confirmation guarantor contacts guarantor one and guarantor two 

d. Out standing data input is the input of customer data, namely the loan form 

which will then be disbursed. First, input according to the process date after the 

confirmation of guarantor one and guarantor two. Second, input Global id, Sap, 

Nik, Business Unit, name, loan amount, loan administration amount, guarantor 

Incoming 
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names one and two and global id, sap, and nik, name and account number for 

customer data disbursed on the day, date, and month. 

e. Archive loan documents and employee repayment every date of the 

disbursement process. 

2. Customer Service Clearance 

 

  

 

Figure 3.2 Customer Service Clearance  

Source: Processed Data, 2024 

 

a. Check the SAP to find out the name and joint date of joining the cooperative. 

b. check the amount of mandatory deposits, principal deposits and customer SHU. 

c. Input Clearance Customer Data. 

 

3.2.2 Create Pre Order data for Kopkar mart and bazmart consumables. 

 

 

 

 

 

 

Figure 3.3 Create Pre Order data 

Source: Processed Data, 2024 

a. Invoices that come to the company email will be printed by the general 

department and submitted to me to create Pre Order Consumables data. 

b. Open the excel application to create preorder consumables data. 

c. Enter data according to the Pre Order number. The data to be entered are Pre 

Order number, Pre Order date, Delivery date, Item number, Purchase order, 

Purchase order number, Item description, Item quality, Price per unit, and 

amount. 

d. Entering data into the Consumable cost breakdown in cooperation with PT 

RAPP. With the data entered Pre Order Number, Item Name, Quality, Total 
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incoming goods by delivery date, total incoming goods, and total shortages 

and excess stock. this aims to make the details of the stock of goods that have 

entered can be seen. 

e. Checking contract PO stock. By entering the number of goods that have 

entered and the number of requests in the contract. 

3.2.3 Employee Briefing of PT. RAPP every Friday  

Operational administration uses a weekly briefing in Breafings to provide 

information, guidance, or instructions to staff before they are informed. This helps 

staff understand tasks, responsibilities, and necessary actions, promoting 

productivity and efficiency. Regular regulation promotes a healthy work 

environment, and good coordination and enthusiasm contribute to effective 

organization. 

3.2.4 Compiling fund and non-fund loan application forms 

This activity attempts to fulfill all administrative needs so that service 

operations are not impeded due to a lack of loan documents.  

3.2.5 Recap of exit clearance of employee cooperative members. 

 

 

 

 

 

 

 

Figure 3.4 The process of inputting Data Resign 

Source: Processed Data, 2024 
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3.2.6 Recap member spending at KopKar Mart and Bazmart. 

 

 

 

 

 

 

 

Figure 3.5 The process of inputting Data shopping 

Source: Processed Data, 2024 

3.2.7 Writing and delivering loan fee letters to Bank Mandiri and BRI 

Employee cooperatves can optimize their financial management by 

depositing cash regularly with Bank Mandiri and BRI bank, a trusted institution 

that offers security, transparency, and ease in tracking cash flow. This strategy also 

allows access to modern banking services such as online payments and efficient 

account management. 

3.2.8 Compiling a loan schedule and from loans for members of the Employee 

Cooperative (KopKar) PT. RAPP into a file box. 

Organizing loan schedules into boxes based on current numbering seeks to 

make it easier to retrieve member data when needed. by numbering the file and 

writing the date of distribution on the box. 

3.2.9 Promote types of fund and non-fund loans on Instagram and WhatsApp.  

The process involves creating engaging content, designing templates, and 

setting posting schedules for cooperatives to maintain a strong digital presence, 

boost member participation, and effectively communicate relevant products, 

services, or events. 

3.2.10 Separating loan forms that have been completed and are still running. 

  Separate the member loan files that are now operating from those that are 

not running. If the files are still running, they will be kept in the box; if they are 

done, they will be placed in the carton and stored at the warehouse. 
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3.3 Place of Apprentichesip 

Practical Work Activities (KP) are carried out in accordance with the 

provisions of the rules for the implementation of Job Training. The practical work 

period is for 4 (four) months, starting from February 12 to June 5, 2024. The work 

schedule at Stake Holder Relations and Employee Cooperative (KOPKAR) PT. 

RAPP is as follows: 

Table 3.1 Office Hours Schedule of Stake Holder Relations PT. RAPP 

No Day Office Hours Rest 

1 Monday-Friday 08:00-17:00 WIB 12:00-13.30 WIB 

2 Saturday 08:00-12:00 WIB - 

3 Sunday Day Off Day Off 

Source: Processed Data 2024 

 

Table 3.2 Schedule of Working Hours of the Employee Cooperative Office of PT. RAPP 

No Day Office Hours Rest 

1 Monday-Friday 08:00-16:30 WIB 12:00-13.00 WIB 

2 Saturday 08:00-12:00 WIB - 

3 Sunday Day Off Day Off 

Source: Processed Data 2024 

 

3.4 Kind and Description of the Activity 

 Details of the Practical Work activities completed by the author from 

February 12-27, 2024 at Stakeholder Relations and February 28 to May 31, 2024 at 

the Employee Cooperation Office (KopKar) PT RAPP, activities carried out during 

the practical work can be seen in the following table: 

 Details of the Practical Work activities that have been completed completed 

by the author during the first week of practical work at PT RAPP, namely from 12 

to 17 February, 2024, are listed in Table 3.3 below: 

Table 3.3 list Activities at Stake Holder Relations PT. RAPP 

February 

Week 1 

No Date/Time Activities Place 

1. Monday, February 12th 

2024 

1. Participated in safety induction 

2. Signing of Memorandum of 

Understanding (MoU) 

SHR PT. RAPP 

2. Tuesday, February 13th 

2024 
Visit to KCN2 (Kerinci Central No Series 2) 

SHR PT. RAPP 

3. Wednesday, February 

14th 2024 
Day Off election day - 

4. Thursday, February 

15th 2024 

1. Introductions and division of divisions in 

the PT RAPP PR office 

SHR PT. RAPP 
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5. Friday, February 16th 

2024 

1. Read and understand about Stakeholder 

Relations 

SHR PT. RAPP 

6. Saturday, February 

17th 2024 

1. Listen to material about PR SHR PT. RAPP 

Source: Processed Data, 2024 

  

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

19 to 24 February, 2024 are listed in Table 3.4 below: 

Table 3.4 list Activities at Stake Holder Relations PT. RAPP 

February 

Week 2 

No Date/Time Activities Place 

1. Monday, February 19th 

2024 
Scoring proposals submitted to PR 

SHR PT. RAPP 

2. Tuesday, February 20th 

2024 
Scoring proposals submitted to PR 

SHR PT. RAPP 

3. Wednesday, February 

21th 2024 
Creating an individual internship programme 

SHR PT. RAPP 

4. Thursday, February 

22th 2024 
Creating an individual internship programme 

SHR PT. RAPP 

5. Friday, February 23th 

2024 
Creating an individual internship programme 

SHR PT. RAPP 

6. Saturday, February 

24th 2024 
Creating an individual internship programme 

SHR PT. RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities completed by the author during the 

third week of practical work at PT RAPP, from February 26 to March 2, 2024, are 

listed in Table 3.5 below: 

Table 3.5 list Activities at Stake Holder Relations and Employee Cooperative PT. RAPP 

February-March 

Week 3 

No Date/Time Activities Place 

1. Monday, February 26th 

2024 
Creating an individual internship programme 

SHR        PT. 

RAPP 

2. Tuesday, February 27th 

2024 

1. Participated in an invitation to a tahfidz 

graduation ceremony which was sponsored by 

PT RAPP, where I also served as a documenter. 

2. Meeting with PT RAPP KopKar Employees 

3. Meeting with KopKar Mart employees 

SHR       PT. 

RAPP, 

Traditional 

Center and 

Sedjiwa 

Cafee 

3. Wednesday, February 

28th 2024 

1. Self-introduction at KopKar PT RAPP 

2. Learn about the types of loans and credits 

available at Koprasi 

3. Learning about the systematic filling of 

registration forms for loans and credits 

Employee 

Cooperative             

PT. RAPP 
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4. Learning how to input data on members who 

apply for loans or credits 

5. Perform services to members who want to 

apply for loans 

6. Learning how to view koprasi member data 

4. Thursday, February 

29th 2024 

1. Provide services to members who want to apply 

for a loan 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters 

Employee 

Cooperative           

PT. RAPP 

5. Friday, March 1th 2024 1. Breafing with all KopKar PT RAPP employees 

2. Provide services to members who wish to apply 

for a loan 

3. Confirming members who become loan 

guarantors via WhatsApp 

4. Checking the joint date of members who want 

to apply for a loan 

5. Provided service to employees who submitted 

exit clearance letters.  

6. Provided services to members who wanted to 

make repayments 

Employee 

Cooperative             

PT. RAPP 

6. Saturday, March 2th 

2024 

1. Provide services to members who   want to 

apply for a loan 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Inputting outstanding data 

4. Performing services to members who want to 

make repayments 

Employee 

Cooperative            

PT. RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

4 to 9 March, 2024 are listed in Table 3.6 below: 

Table 3.6 List Activities at Employee Cooperative (KopKar) PT. RAPP 

March 

Week 4 

No Date/Time Activities Place 

1. Monday, March 4th 

2024 

1. Provide services to members who want to apply 

for a loan 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the member's joint date 

4. Checking members who want to become loan 

guarantors 

5. Performing services to members who want to 

make repayments 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, March 5th 

2024 

1. Provide services to members who want to apply 

for a loan 

2. Provide services to members who want to make 

repayments 

Employee 

Cooperative 

PT. RAPP 
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3. Confirming members who become loan 

guarantors via WhatsApp 

3. Wednesday, March 6th 

2024 

1. Provide services to members who want to apply 

for a loan 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the member's joint date 

4. Checking the joint date of members who want 

to become loan guarantors 

5. Eating together with employees in order to 

welcome the month of Ramadan. 

Employee 

Cooperative 

PT. RAPP 

4. Thursday, March 7th 

2024 

1. Provide services to members who want to apply 

for a loan 

2. Inputting outstanding data 

3. Confirming loan guarantors 

Employee 

Cooperative 

PT. RAPP 

5. Friday, March 8th 2024 1. Breafing with all KopKar PT RAPP employees 

2. Provide services to members who wish to apply 

for a loan 

3. Confirming members who become loan 

guarantors via WhatsApp 

4. Checking the joint date of members who want 

to apply for a loan 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, March 9th 

2024 

1. Inputting outstanding data 

2. Confirm the loan guarantor 

Employee 

Cooperative 

PT. RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

11 to 16 March, 2024 are listed in Table 3.7 below: 

Table 3.7 List Activities at Employee Cooperative (KopKar) PT. RAPP 

March 

Week 5 

No Date/Time Activities Place 

1. Monday, March 11th 

2024 

Holy Day of Silence 
- 

2. Tuesday, March 12th 

2024 

1. Confirm the loan guarantor 

1. Compile files of fund borrowers according to 

the data 

2. Provide service to members who want to apply 

for a loan 

3. Perform services to members who wish to 

apply for consumer loans 

Employee 

Cooperative 

PT. RAPP 

3. Wednesday, March 

13th 2024 

1. Provide services to members who want to apply 

for a loan 

2. Inputting outstanding data 

3. Confirming loan guarantors 

Employee 

Cooperative 

PT. RAPP 

4. Thursday, March 14th 

2024 

1. Confirm the loan guarantor 

2. Provide services to members who want to 

apply for a loan 

3. Inputting outstanding data 

Employee 

Cooperative 

PT. RAPP 
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4. Perform services to members who want to take 

Loan schedule 

5. Friday, March 15th 

2024 

1. Breafing with all KopKar PT RAPP employees 

2. Provide services to members who wish to 

apply for a loan 

3. Confirming members who become loan 

guarantors via WhatsApp 

4. Checking the joint date of members who want 

to apply for a loan 

5. Providing services to members who wish to 

apply for credit shopping 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, March 16th 

2024 

1. Confirm the loan guarantor 

2. Compile a load schedule file of fund borrowers 

according to the data 

3. Perform services to members who want to 

apply for a loan 

Employee 

Cooperative 

PT. RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

18 to 23 March, 2024 are listed in Table 3.8 below: 

 

Table 3.8 List Activities at Employee Cooperative (KopKar) PT. RAPP 

March 

Week 6 

No Date/Time Activities Place 

1. Monday, March 18th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who entered 

Exit Clearance letters 

5. Inputting outstanding data 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, March 19th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who entered 

the Exit Clearance letter 

5. Inputting outstanding data, namely data on 

member forms who want to apply for a loan 

Employee 

Cooperative 

PT. RAPP 

3. Wednesday, March 

20th 2024 

1. Provide services to members who want to 

apply for a loan 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Performed services to employees who entered 

the Exit Clearance letter 

4. Inputting outstanding data 

Employee 

Cooperative 

PT. RAPP 
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4. Thursday, March 21th 

2024 

1. Service to USP PT RAPP customers 

2. Receive incoming loan form and check 

guarantor data 

3. Confirm guarantor via whatsapp 

4. Checking and filling out employee clearance 

5. Inputting member credit shopping data at 

KopKar Mart 

6. Searching for loan forms whose borrowers ran 

away / without news in the warehouse 

Employee 

Cooperative 

PT. RAPP 

5. Friday, March 22th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Receive incoming loan forms and check data 

guarantor 

3. Provide services to members who want to 

apply for credit shopping at KopKar Mart 

4. Inputting outstanding data 

5. Posting brochures on the types of fund and 

non-fund deposits on KopKar PT RAPP's 

social media channels 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, March 23th 

2024 

1. Service to USP customers PT RAPP 

2. Document felling 

3. Checking and filling in employee clearance 

4. Receiving incoming loan applications and 

checking guarantor data 

5. Guarantor confirmation via whatsapp 

Employee 

Cooperative 

PT. RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

25 to 30 March, 2024 are listed in Table 3.9 below: 

Table 3.9 List Activities at Employee Cooperative (KopKar) PT. RAPP 

March 

Week 7 

No Date/Time Activities Place 

1. Monday, March 25th 

2024 

1. Provide services to members who want to 

apply for loans 

2. Performing services to members who check 

the remaining existing debt 

3. Promote various types of savings to members 

and assist members with enrollment. 

4. Delivering files to the accountant's room 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, March 26th 

2024 

1. Provide services to members who want to 

apply for loans 

2. Checking the data of members who want to 

apply for a loan 

3. Compiling loan forms that are running out 

4. Inputting data on members who apply for loans 

Employee 

Cooperative 

PT. RAPP 

3. Wednesday, March 

27th 2024 

1. Provide services to members who want to 

apply for loans 

2. Checking the data of members who want to 

apply for a loan 

3. Confirming to the loan guarantor via 

WhatsApp 

Employee 

Cooperative 

PT. RAPP 
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4. Inputting data on recalled members 

5. Sorting member forms that have paid off and 

have not paid off 

4. Thursday, March 28th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Assisted the accountant in writing postal 

orders for several transactions in March. 

5. Went to Mandiri Bank to make transactions 

Employee 

Cooperative 

PT. RAPP 

5. Friday, March 29th 

2024 
Day off commemorating isa al masih day - 

6. Saturday, March 30th 

2024 

1. Provide services to employees who submit 

Exit Clearance letters.  

2. Perform services to members who want to 

apply for loans 

3. Checking the data of members who want to 

apply for a loan 

Employee 

Cooperative 

PT. RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

1 to 6 April, 2024 are listed in Table 3.10 below: 

Table 3.10 List Activities at Employee Cooperative (KopKar) PT. RAPP 

April 

Week 8 

No Date/Time Activities Place 

1. Monday, April 1th 2024 1. Confirming members who are loan guarantors 

via WhatsApp 

2. Checking the joint date of members who want 

to apply for a loan 

3. Checking and filling out employee clearance 

4. Perform services to members who want to 

apply for a loan 

5. Performing services to members who want to 

make repayments 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, April 2th 2024 1. Provide services to members who want to 

apply for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Checking and filling out employee clearance 

5. Performing services to members who want to 

make repayments 

Employee 

Cooperative 

PT. RAPP 

3. Wednesday, April 3th 

2024 

1. Provide services to members who want to 

apply for loans 

2. Checking the data of members who want to 

apply for a loan 

3. Checking and filling clearance employee 

Employee 

Cooperative 

PT. RAPP 
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4. Promoting various types of savings, loans and 

also distributing S'jiwa Caffee Banners 

4. Thursday, April 4th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Checking member data 

3. Inputting outstanding data 

4. Checking and filling in employee clearance 

5. Assisted the accountant in finding some 

transaction files in the warehouse 

6. Assisting the accountant in photocopying 

some transaction files 

Employee 

Cooperative 

PT. RAPP 

5. Friday, April 5th 2024 1. Reciting the Koran together and listening to a 

kultum with all KopKar PT RAPP employees. 

2. Providing services to members who wish to 

apply for a loan 

3. Checking member data 

4. Inputting outstanding data 

5. Provided services to employees who submitted 

Exit Clearance letters. 

6. Assisted the accountant in finding some 

transaction files in the warehouse 

7. Assisting the accountant in photocopying 

some transaction files 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, April 6th 

2024 
Eid Holiday - 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

8 to 13 April, 2024 are listed in Table 3.11 below: 

Table 3.11 List Activities at KopKar PT. RAPP 

April 

Week 9 

No Date/Time Activities Place 

1. Monday, April 8th 2024 Eid Holiday - 

2. Tuesday, April 9th 2024 Eid Holiday - 

3. Wednesday, April 10th 2024 Eid Holiday - 

4. Thursday, April 11th 2024 Eid Holiday - 

5. Friday, April 12th 2024 Eid Holiday - 

6. Saturday, April 13th 2024 Eid Holiday - 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

15 to 20 April, 2024 are listed in Table 3.12 below: 

Table 3.12 List Activities at Employee Cooperative (KopKar) PT. RAPP 

April 

Week 10 

No Date/Time Activities Place 

1. Monday, April 15th 2024 Eid Holiday - 
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2. Tuesday, April 16th 2024 Eid Holiday - 

3. Wednesday, April 17th 2024 Eid Holiday - 

4. Thursday, April 18th 2024 Eid Holiday - 

5. Friday, April 19th 2024 Eid Holiday - 

6. Saturday, April 20th 2024 Eid Holiday - 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

22 to 27 April, 2024 are listed in Table 3.13 below: 

Table 3.13 List Activities at Employee Cooperative (KopKar) PT. RAPP 

April 

Week 11 

No Date/Time Activities Place 

1. Monday, April 22th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Inputting outstanding data 

3. Confirming loan guarantors 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, April 23th 

2024 
sick leave - 

3. Wednesday, April 24th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Inputting outstanding data 

3. Confirming loan guarantors 

4. Performing services to employees who submit 

Exit Clearance letters 

5. Promoting various types of savings and loans 

Employee 

Cooperative 

PT. RAPP 

4. Thursday, April 25th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Inputting outstanding data 

3. Confirming loan guarantors 

4. Performing services to employees who submit 

Exit Clearance letters 

Employee 

Cooperative 

PT. RAPP 

5. Friday, April 26th 2024 1. Breafing with all KopKar PT RAPP employees 

2. Provide services to members who wish to 

apply for a loan 

3. Confirming members who become loan 

guarantors via WhatsApp 

4. Checking the joint date of members who want 

to apply for a loan 

5. Serving employees who submitted Exit 

Clearance letters 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, April 27th 

2024 

1. Provide services to members who want to 

apply for loans 

2. Checking the joint date of members 

3. Confirming the member's loan guarantor via 

whatsapp 

4. Performing services to employees who submit 

Exit Clearance letters 

5. Promoting various types of savings, loans and 

also Umrah packages 

Employee 

Cooperative 

PT. RAPP 

Source: Processed Data, 2024 
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 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

29 April to 4 Mei, 2024 are listed in Table 3.14 below: 

Table 3.14 List Activities at Employee Cooperative (KopKar) PT. RAPP 

April-Mei 

Week 12 

No Date/Time Activities Place 

1. Monday, April 29th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Checking member data for loan application 

requirements 

3. Provide services to members who want to apply 

for motorcycle loans 

4. Confirming loan guarantors via WhatsApp 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, April 30th 

2024 

Take a visit to Riau University Universitas 

Riau 

3. Wednesday, Mei 1th 

2024 
International Worker's Day - 

4. Thursday, Mei 2th 

2024 

1. Provide services to members who want to 

apply for loans 

2. Performing services to members who want to 

resain 

3. Perform services to members who want to 

repay 

4. Inputting outstanding data 

5. Checking account numbers 

6. Searching for borrower forms in the warehouse 

7. Confirming loan guarantors via WhatsApp 

Employee 

Cooperative 

PT. RAPP 

5. Friday, Mei 3th 2024 1. Provide services to members who want to apply 

for loans 

2. Performing services to members who want to 

resain 

3. Performing services to members who want to 

repay 

4. Inputting outstanding data 

5. Checking the account number 

6. Confirming the loan guarantor via WhatsApp 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, Mei 4th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Performing services to members who want to 

resain 

3. Performing services to members who want to 

repay 

4. Inputting outstanding data 

5. Checking account numbers 

6. Confirming the loan guarantor via WhatsApp 

Employee 

Cooperative 

PT. RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

6 to 11 Mei, 2024 are listed in Table 3.15 below: 
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Table 3.15 List Activities at Employee Cooperative (KopKar) PT. RAPP 

Mei 

Week 13 

No Date/Time Activities Place 

1. Monday, Mei 6th 2024 1. Provide services to members who want to 

apply for loans 

2. Confirming loan guarantors via Whatsapp 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, Mei 7th 2024 1. Provide services to members who want to 

apply for loans 

2. Checking the joint date of members 

3. Confirming the member's loan guarantor via 

whatsapp 

4. Performing services to employees who submit 

Exit Clearance letters 

5. Inputting outstanding data 

6. Promoting various types of savings, loans and 

also Umrah packages 

Employee 

Cooperative 

PT. RAPP 

3. Wednesday, Mei 8th 

2024 

1. Provide services to members who want to 

apply for a loan 

2. Inputting outstanding data 

3. Confirming loan guarantors 

2. Provide service to employees who submit Exit 

Clearance letters.  

3. Promoting various types of savings and loans 

4. Inputting outstanding data 

5. Assisted the accountant in filling cash 

mutations 

Employee 

Cooperative 

PT. RAPP 

4. Thursday, Mei 9th 2024 Ascension Day of Jesus Christ - 

5. Friday, Mei 10th 2024 1. Breafing with all KopKar PT RAPP employees 

2. Provide services to members who wish to 

apply for loans 

3. Provide services to members who want to 

recycle 

4. Provide services to members who want to 

repay 

5. Inputting outstanding data 

6. Checking the account number 

7. Confirming the loan guarantor via WhatsApp 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, Mei 11th 

2024 

1. Provide services to members who want to 

apply for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services for employees who 

submitted Exit Clearance letters  

Employee 

Cooperative 

PT. RAPP 

Source: Processed Data, 2024 

 

Details of the Practical Work activities that have been completed completed by the 

author during the second week of practical work at PT RAPP, namely from 3 to 18 

Mei, 2024 are listed in Table 3.16 below: 
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Table 3.16 List Activities at Employee Cooperative (KopKar) PT. RAPP 

Mei 

Week 14 

No Date/Time Activities Place 

1. Monday, Mei 13th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services for employees who 

submitted Exit Clearance letters. 

5. Assisted General Affairs in typing letters and 

scanning files 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, Mei 14th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters 

5. Inputting outstanding data 

6. Photocopying RAK files and invitations 

Employee 

Cooperative 

PT. RAPP 

3. Wednesday, Mei 15th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services for employees who 

submitted Exit Clearance letters. 

5. Inputting outstanding data 

6. Preparing souvenirs for the Annual Member 

Meeting. 

7. Posting what types of savings and loans are 

available at KopKar on Instagram and 

WhatsApp Story 

Employee 

Cooperative 

PT. RAPP 

4. Thursday, Mei 16th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Writing the phone number of the office admin 

on the brochure. 

5. Preparation of consumption expenditure 

requirement form 

6. Formulation of requirements for borrowing 

funds 

7. Provided service to employees who submitted 

Exit Clearance letters 

8. Inputting outstanding data 

Employee 

Cooperative 

PT. RAPP 
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5. Friday, Mei 17th 2024 1. Breafing with all KopKar PT RAPP employees 

2. Provide services to members who wish to apply 

for loans 

3. Provide services to members who want to 

recycle 

4. Provide services to members who want to repay 

5. Inputting outstanding data 

6. Assist accounting deposit to independent bank 

7. Assist accounting deposit to BRI bank 

8. Confirming the loan guarantor through 

WhatsApp 

9. Assist in preparing souvenirs for the Annual 

Member Meeting 

10. Participate in the dress rehearsal at the hotel 

where the Annual Member Meeting will be held 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, Mei 18th 

2024 

Take part in the success of the Annual Member 

Meeting activities 

Hotel 

Unigraha 

Source: Processed Data, 2024 

  

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

20 to 25 Mei, 2024 are listed in Table 3.17 below: 

Table 3.17 List Activities at Employee Cooperative (KopKar) PT. RAPP 

Mei 

Week 15 

No Date/Time Activities Place 

1. 
Monday, Mei 20th 

2024 
sick - 

2. Tuesday, Mei 21th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Performing services to members who want to 

resain 

3. Inputting outstanding data 

4. Confirming the loan guarantor via WhatsApp 

5. Assist the general department to make a letter 

Employee 

Cooperative 

PT. RAPP 

3. Wednesday, Mei 22th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services for employees who 

submitted Exit Clearance letters. 

5. Inputting outstanding data 

6. Posting what types of savings and loans are 

available at KopKar on Instagram Story and 

WhatsApp 

Employee 

Cooperative 

PT. RAPP 

4. Thursday, Mei 23th 

2024 
Vesak Day - 

5. Friday, Mei 24th 2024 1. Breafing with all KopKar PT RAPP employees 

2. Provide services to members who wish to apply 

for loans 

Employee 

Cooperative 

PT. RAPP 
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3. Confirming members who become loan 

guarantors via WhatsApp 

4. Checking the joint date of members who want 

to apply for a loan 

5. Performed services for employees who 

submitted Exit Clearance letters. 

6. Inputting outstanding data 

7. Preparing the loan application form 

8. Posting what types of savings and loans are 

available at KopKar on Instagram Story and 

WhatsApp 

9. Becoming a WhatsApp admin, namely 

answering questions that enter Kopkar's 

Whatsapp. 

6. Saturday, Mei 25th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters  

5. Inputting outstanding data 

6. Inputting data of members who resigned 

Employee 

Cooperative 

PT. RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

27 Mei to 1 June, 2024 are listed in Table 3.18 below: 

Table 3.18 List Activities at Employee Cooperative (KopKar) PT. RAPP 

Mei - June 

Week 16 

No Date/Time Activities Place 

1. Monday, Mei 27th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters  

5. Inputting outstanding data 

6. Inputting data of members who resigned 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, Mei 28th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters 

Employee 

Cooperative 

PT. RAPP 
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5. Assisted the general department in making 

consumable Pos 

6. Assisted the general department in organizing 

letters in bantex ordner 

3. Wednesday, Mei 29th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters  

5. Assisted the general department in making 

consumable Pos 

6. Posting what types of savings and loans are 

available at KopKar on Instagram Story and 

WhatsApp.Becoming a WhatsApp admin, 

namely answering questions that enter Kopkar's 

Whatsapp. 

Employee 

Cooperative 

PT. RAPP 

4. Thursday, Mei 30th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters  

5. Assisted the general department in making 

consumable Pos 

6. Posting what types of savings and loans are 

available at KopKar on Instagram Story and 

WhatsApp. 

7. Becoming a WhatsApp admin, namely 

answering questions that enter Kopkar's 

Whatsapp. 

Employee 

Cooperative 

PT. RAPP 

5. Friday, Mei 31th 2024 1. Breafing with all KopKar PT RAPP employees 

2. Provide services to members who want to apply 

for loans 

3. Confirming members who become loan 

guarantors via WhatsApp 

4. Checking the joint date of members who want 

to apply for a loan 

5. Performed services to employees who 

submitted Exit Clearance letters  

6. Assisted the general department in making 

consumable Pos 

7. Posting what types of savings and loans are 

available at KopKar on Instagram Story and 

WhatsApp. 

8. Becoming a WhatsApp admin, namely 

answering questions that enter Kopkar's 

Whatsapp. 

9. Helping the general department edit the 

cooperation agreement letter 

10. Helping to find member loan form files 

Employee 

Cooperative 

PT. RAPP 
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11. Assisted accounting in organizing disbursement 

files for February and March into bantex ordner. 

6. Saturday, June 1th 

2024 
Happy Pancasila Day - 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

3 to 8 June, 2024 are listed in Table 3.19 below: 

Table 3.19 List Activities at Employee Cooperative (KopKar) PT. RAPP 
June 

Week 17 

No Date/Time Activities Place 

1. Monday, June 3th 2024 1.  Present the practical work report. 

2.  Perform services to members. 

3.  Developing fund and non-fund loan forms. 

4. Confirming the guarantor. 

5. Performed services to employees who 

submitted Exit Clearance letters. 

6. Assisted the general department in making 

consumable Pos. 

7. Posting what types of savings and loans are 

available at KopKar on Instagram Story and 

WhatsApp. 

8. Becoming a WhatsApp admin, namely 

answering questions that enter Kopkar's 

Whatsapp. 

Employee 

Cooperative 

PT. RAPP 

2. Tuesday, June 4th 2024 1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters  

5. Assisted the general department in making 

consumable Pos 

6. Posting what types of savings and loans are 

available at KopKar on Instagram Story and 

WhatsApp. 

7. Becoming a WhatsApp admin, namely 

answering questions that enter Kopkar's 

Whatsapp. 

8. Helping to find member loan form files. 

Employee 

Cooperative 

PT. RAPP 

3. Wednesday, June 5th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Assisted the general department in making 

consumable Pos 

3. Helping to find member loan form files. 

4. Accompany guests to visit RGE 

Employee 

Cooperative 

PT. RAPP 

and RGE 
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4. Thursday, June 6th 

2024 

1. Provide services to members who want to apply 

for loans 

2. Confirming members who become loan 

guarantors via WhatsApp 

3. Checking the joint date of members who want 

to apply for a loan 

4. Performed services to employees who 

submitted Exit Clearance letters  

5. Assisted the general department in making 

consumable Pos 

6. Posting what types of savings and loans are 

available at KopKar on Instagram Story and 

WhatsApp. 

7. Becoming a WhatsApp admin, namely 

answering questions that enter Kopkar's 

Whatsapp. 

8. Helping to find member loan form files. 

Employee 

Cooperative 

PT. RAPP 

5. Friday, June 7th 2024 1. Breafing with all KopKar PT RAPP employees. 

2. Farewell with all KopKar PT RAPP employees. 

3. Handover of mementos from the Practical Work 

students to the PT RAPP Kopkar Office. 

4. Taking care of the Mess's outgoing mail. 

Employee 

Cooperative 

PT. RAPP 

6. Saturday, June 8th 

2024 

1. Deliver certificates and documents to be signed 

and stamped. 

SHR PT. 

RAPP 

Source: Processed Data, 2024 

 

 Details of the Practical Work activities that have been completed completed 

by the author during the second week of practical work at PT RAPP, namely from 

10 to 12 June, 2024 are listed in Table 3.20 below: 

Table 3.20 List Activities at PT. RAPP 
June 

Week 18 

No Date/Time Activities Place 

1. Monday, June 10th 

2024 

Handover of mementos from the Practical Work 

students to the SHR PT RAPP office. 

SHR PT. 

RAPP 

2. Tuesday, June 11th 

2024 
Have completed the internship - 

3. Wednesday, June 12th 

2024 
Have completed the internship 

- 

Source: Processed Data, 2024 

 

3.5  Obstacle and Solution 

3.5.1 Obstacle  

 Some of the obstacles encountered during the practical work process are as 

follows: 
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1. Internal Policy Changes The possibility of internal policy changes in 

cooperatives can be an obstacle, especially if the author has to adjust to new rules 

or changes in work procedures. 

2. Difficulties in Interdepartmental Coordination The existence of difficulties in 

coordination between departments or units in cooperatives can be an obstacle, 

especially if the information needed by the author related to his work must 

involve more than one division. 

3. Complaints from Employees There are complaints from high grade members 

regarding terms and conditions when applying for loans and members who 

resign who complain about the amount of deposits that are considered not in 

accordance with the year they joined the cooperative. 

 

3.5.2 Solution 

 Based on the constraints above, the solutions that can be found during the 

practical work process are as follows: 

1. Communicate policy changes clearly to all members and provide training if 

needed. As much as possible facilitate the process of adaptation of members to 

these changes. The cooperative work environment may be different from the 

academic environment. So it is required to have the ability to adapt to the 

dynamics of the company and work team. 

2. Implement an effective internal communication system. Provide regular forums 

or meetings to improve coordination and understanding between departments. 

3. Increase transparency regarding loan terms and conditions. Evaluate the amount 

of member deposits and make sure that the calculation system complies with the 

cooperative's regulations. Provide an effective communication channel to handle 

complaints and provide feedback. 
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CHAPTER IV 

CONCLUSION AND SUGESTION 

 

4.1  Conclusion 

 Based on the explanation in the previous chapter, the authors draw 

conclusions in several ways, namely as follows: 

1. The author was assigned to two units at PT. Riau Andalan Pulp and Paper, 

namely in the business development unit at Employee Cooperative (KopKar) 

PT RAPP. During his assignment, the author was taught as a customer service, 

how to collect data, how to be professional in the office, and taught how to 

work quickly and swiftly. 

2. In carrying out this internship, the author conducts practical work at PT. Riau 

Andalan Pulp and Paper which lasts for 4 (four) months starting from February 

12, 2024 to June 5, 2024. The activities carried out by the author during 

practical work are in the Business Development Unit of Employee Cooperative 

(KopKar) PT RAPP and UnitCampus Relations, Department of Stakeholder 

Relations (SHR). 

3. Various theories and practices that have been learned, such as archiving, 

computer applications, are very relevant and applied directly in Practical Work 

(KP) activities. Practical Work (KP) is an important step in the learning process 

to provide a direct understanding of the world of work. Every student at the 

Bengkalis State Polytechnic has the obligation to undergo Practical Work (KP), 

with the aim of implementing the knowledge they have learned into the world 

of work. Practical Work (KP) includes understanding the theories and concepts 

of science that are applied in accordance with the profession of the field of 

study. 

4. During the practical work process in cooperatives, obstacles include internal 

policy changes, interdepartmental coordination difficulties, and employee 

complaints. Clear communication and training are essential to facilitate 

adaptation to new rules and procedures. Adapting to the company's dynamics 
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and implementing effective internal communication systems can help. 

Additionally, addressing employee complaints about loan terms and 

conditions, evaluating member deposits, and providing effective 

communication channels can help resolve these issues. 

 

4.2  Sugesstion 

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

author himself, for students who will do practical work in the next period, for 

companies and for the Bengkalis State Polytechnic. 

1. The Author 

Provides several suggestions for various parties, namely for the author himself, 

for students who will do practical work in the next period, for companies and 

for the Bengkalis State Polytechnic.  

2. Students  

Provides suggestions that may be useful for students who will carry out 

practical work in the next period, namely prioritizing occupational safety and 

health, making the best use of time, doing work according to ability and also 

in accordance with the instructions for the internship place, thinking before 

taking action, always being patient. and obedient, must learn to manage all 

assigned tasks and have initiatives to evaluate systems and procedures for 

apprenticeship implementation. And finally, the most important thing is to do 

your best during this internship, because this opportunity can only be obtained 

once. Good performance in the implementation of practical work also has a 

positive impact, especially for students, campuses, and companies. 

3. Company 

After the author carried out internship activities at PT Riau Andalan Pulp and 

Paper. There are several suggestions for a better company, namely when the  

company gives assignments that have great responsibility and high risk to  

practical work students to be supervised, guided and taught in accordance with 

the field of practical work placed. 
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4. Polytechnic State of Bengkalis 

Suggestions for the Bengkalis State Polytechnic campus so that the  

implementation of this internship can be used as an evaluation and provide  

provision for students who will carry out practical work activities before 

carrying out practical work in accordance with the field or course material 

related to the system. and procedures in the company where the work is 

performed. 
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Appendix 1. Figures of Apprenticeship 
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Appendix 2. Apprenticeship Request Letter 
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Appendix 3. Statement Letter 
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Appendix 4. Apprenticeship Assessment Sheet 
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Appendix 5. Apprenticeship Certificate 
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Appendix 6. List of Attendance 
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Appendix 7. Daily Activities  

WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (1st Week) 

Date : February, 12th – 17th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Participated in safety induction 

2. MOU signing 

3. Visit to KCN2 (Kerinci Central No 

Seri 2) 

4. Introductions and division of 

divisions in the PT RAPP Public 

Relations office 

5. Read and understand about 

Stakeholder Relations 

 

Tengku Kespandiar. 

ST., M.M 

 

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

My first week I participated in safety induction, signing of Memorandum of 

Understanding, visit to KCN2 (Kerinci Central No Seri 2), introduction and division in PT 

RAPP PR office and reading and understanding about Stakeholder Relations. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (2st Week) 

Date : February, 19th – 24th 2024 
No Description of Activities Task Assignor  Signature 
1 1. Scoring proposals submitted to PR 

2. Making an Internship Manual 

Tengku Kespandiar. 

ST., M.M 

 

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

In the second week, I was given the task of scoring proposals that came to the PR office 

and creating an Internship Manual. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (3st Week) 

Date : February 26th – March 2th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Creating an Internship Manual 

2. I participated in the invitation to the 

tahfidz graduation ceremony and 

served as a documenter. 

3. Briefing with HRD for assignments 

at the PT RAPP Employee 

Cooperative (KopKar) 

4. Meeting with KopKar Mart 

employees 

Tengku Kespandiar. ST., 

M.M 

 

2 

1. Self-introduction to all employees of 

KopKar PT RAPP 

2. Learning about the types of loans 

and credits available at KopKar. 

3. Learning the systematics of filling 

out the registration form for loans 

and credits. 

4. Learning how to input data on 

members who apply for a loan or 

credit. 

5. Perform services to members who 

want to apply for loans 

6. Learning how to view corporation 

member data 

Nada Cindy Sagita, S.T  

 

Noted by Supervisor : 

 

No Documentation 

1.  

   

2.  Explanation 

in the third week I was transferred to the KopKar office and at Kopkar I was placed in the 

customer service section. at the beginning I was given an explanation of the lending system 

at Koprasi and how to view member data. 



73 
 

WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (4st Week) 

Date : March, 4th – 9th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Provide services to members who 

want to apply for loans 

2. Confirming members who become 

loan guarantors via WhatsApp 

3. Checking the member's joint date 

4. Checking members who want to 

become loan guarantors 

5. Performing services to members 

who want to make repayments 

6. Eating together with employees in 

order to welcome the month of 

Ramadan 

7. Inputting outstanding data 

8. Assisted accounting in editing 

ledger data for 2023 

9. Breafing with all KopKar PT RAPP 

employees 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

This week, I provided loan services, processed repayments, held a meal for employees 

during Ramadan, assisted in inputting outstanding data, edited ledger data for 2023, and 

shared a Friday Breathing session with KopKar PT RAPP employees. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (5st Week) 

Date : March, 11th – 16th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Provide services to members who 

want to apply for loans by following 

existing procedures. 

2. Perform services to employees who 

submit Exit Clearance letters 

3. Performing services to members 

who want to apply for a loan  

4. Performing services to members 

who want to apply for consumption 

shopping credit 

5. Inputting outstanding data 

6. Compile a load schedule file for 

borrowers according to the data 

7. Perform services to members who 

want to take Loan schedule 

8. Deposit to bank 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 

 

No Documentation 

1.  

   

2.  Explanation 

Provide services to members who want to apply for loans by following existing 

procedures, from checking, and filling out forms. Providing services to employees who 

apply for Exit Clearance letters. Providing services to members who want to apply for 

loans. Provide services to members who want to apply for consumptive loans. Inputting 

outstanding data. Compile borrower installment schedule files according to the data. 

Provide services to members who want to take a loan schedule. Make deposits to the bank. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (6st Week) 

Date : March, 18th – 23th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Provide services to members who 

want to apply for loans by following 

existing procedures. 

2. Provide services to employees who 

apply for an Exit Clearance letter. 

3. Provide services to members who 

want to apply for a loan  

4. Providing services to members who 

want to apply for consumer credit 4. 

5. Inputting outstanding data 

6. Inputting member credit shopping 

data 

7. assisted the general department in 

shopping for the buka bersama 

activity 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

Performed daily activities at Kopkar PT RAPP, providing services, inputting data on 

member credit expenditures and assisting the general department with shopping for open 

meals. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (7st Week) 

Date : March, 25th – 30th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Provide services to members who 

want to apply for loans 

2. Providing services to members who 

check the remaining existing debt 

3. Promote various types of savings to 

members and assist members for 

registration 

4. Delivering files to the accountant's 

room 

5. Compile loan forms that are running 

out 

6. Inputting data of defaulting 

members 

7. Sorting paid-up and unpaid-up 

member forms 

8. Assisted the accountant in writing 

postal orders for several transactions 

in March. 

9. Went to Mandiri Bank to conduct 

transactions 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 

 

No Documentation 

1.  

   

2.  Explanation 

Some of the jobs I've been doing by the end of the week, drawing up loan forms, servicing 

members, promoting the kind of business that exists in co-operation through Kopkar's 

social media, making deposits to the bank. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (8st Week) 

Date : April, 1th – 6th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Provide service to members who 

wish to apply for a loan 

2. Provide service to the member who 

checks the remainder of the debt. 

3. Promote various types of savings to 

members and help members for 

registration 

4. Doing service to the members who 

desire to make a ransom 

5. Helping the accountant find some 

transaction files in the warehouse 

6. Helping the accountant to 

photograph copies of some 

transaction files 

7. Teaching and cult with the 

employees of the RAPP 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

In the last week before the holiday, as usual, we followed a joint lecture and listened to 

the cult, helped the accountants find some transaction files and photocopied the files and 

rearranged them. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (9st Week) 

Date : April, 22th – 27th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Doing service to members who want 

to apply for loan funds 

2. Calculating outstanding data 

3. Doing confirmation of loan 

guarantors 

4. Doing service to employees who 

enter the Exit Clearance 

5. Promote various types of savings 

and credits and also umroh packages 

6. Breafing with all the officers of the 

RAPP. 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

Go back to your daily routine as a castemer service, compute data, confirm guarantees, 

and attend weekly breafings.  
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (10st Week) 

Date : April 29th – Mei 4th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Doing service to members who want 

to apply for a loan 

2. Verifying member data for the 

requirements of the loan application 

3. Doing services to members that 

want to request a motor credit  

4. Confirming loan guarantors through 

WhatsApp 

5. Doing service to the members who 

desire to be exhausted. 

6. Calculate outstanding data 

7. Check the account number. 

8. Search for borrower forms in the 

warehouse 

9. Doing service to an angota who 

wants to resain 

10. Take a visit to Riau University 

Nada Cindy Sagita, S.T 

 

Tengku Kespandiar. ST., 

M.M 

 

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

On the 10th week, I was doing my daily routine, but because at the beginning of the month 

of KopKar there was a feast, there was service to members who wanted to do a feast, and 

I also attended seminars at Riau University, Pekanbaru, with Bapak Tengku Kespandiar. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (11st Week) 

Date : Mei, 6th – 11th 2024 

No Description of Activities Task Assignor  Signature 

1 

1. Calculation of outstanding data 

2. Confirmation of loan guarantors 

3. Service of employees who enter the 

exit clearance 

4. Promotion of various types of 

savings and credits 

5. Calculating outstanding 

information. 

6. help accountant filling mutant cash 

7. Controlling account numbers 

8. Breafing with all the officers of the 

RAPP. 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 

 

No Documentation 

1.  

   

  

2.  Explanation 

The eleventh week I do the daily routine of coprasi, but this week I help the accountant 

fill some transactions 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (12st Week) 

Date : Mei, 13th – 18th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Doing service to members who wish 

to apply for a loan 

2. Confirming a member to be a loan 

guarantor via WhatsApp 

3. Checking joint dates with members 

who want to apply for a loan 

4. Doing service to employees who 

enter the exit clearance  

5. It helps General Affairs type letters 

and scan files. 

6. Photocopying files and RAK 

invitations 

7. Preparing souvenirs for the annual 

meeting of members 

8. Post any kinds of savings and credits 

that are in KopKar on Instagram and 

WhatsApp Stories. 

9. Writing the office admin phone 

number in the brochure 

10. Consumption Purchase 

Requirements Form 

11. Preparation of the loan requirement 

form 

12. Helping accounting sections of 

Mandiri banks 

13. Assisting accounting sections at BRI 

banks 

14. Join Gladi at the hotel for the annual 

members' meeting. 

15. participate in annual members' 

meetings 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 
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No Documentation 

1.  

 

2.  Explanation 

The 12th week was a day-to-day kopkar, but since there was an annual meeting of members 

of the cooperative, we took part in preparing and becoming a committee meeting. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (13st Week) 

Date : Mei, 20th – 25th 2024 

No Description of Activities Task Assignor  Signature 

1 

1. Doing service to members who wish 

to apply for a loan 

2. Doing service to an angota who 

wants to resain 

3. Calculating outstanding data 

4. Make a confirmation to a loan 

guarantor via WhatsApp. 

5. It helps the general section create 

letters. 

6. Post any kinds of savings and credits 

that are in KopKar on Instagram and 

WhatsApp Stories. 

7. Become an admin of WhatsApp, 

that is, answer the questions you 

entered into WhatsApp. Kopkar 

8. Breafing with all the officers of the 

RAPP. 

9. Calculating resigned member data 

10. Compile a fund loan form 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

13th week of daily co-working activities, helping to compile loan forms and helping the 

general part of writing letters 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (14st Week) 

Date : Mei 27th – June 1th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Doing service to members who wish 

to apply for a loan 

2. Confirming a member to be a loan 

guarantor via WhatsApp 

3. Checking joint dates with members 

who want to apply for a loan 

4. Doing service to employees who 

enter the exit clearance  

5. Calculating outstanding data 

6. Calculating resigned member data 

7. It helps the general part make a 

consumable PO scraper. 

8. It helps the general part compile 

letters in Bantex ordner. 

9. Post any kinds of savings and credits 

that are in KopKar on Instagram and 

WhatsApp Stories. 

10. Become an admin of WhatsApp, 

that is, answer the questions you 

entered into WhatsApp. Kopkar 

11. Helps find a file for member loans 

Nada Cindy Sagita, S.T  

Noted by Supervisor : 
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No Documentation 

1.  

 

2.  Explanation 

The 14th week carried out the daily activities of kopkar, helped compile loan forms, helped 

fill in transactions in February and March, injected resigned member data and checked 

account numbers for liquidation, and helped the general section compile the list of pre-

order incapable goods. 
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WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (15st Week) 

Date : June, 3th - 8th 2024 
No Description of Activities Task Assignor  Signature 

1 

1. Present the practical work report. 

2. Perform services to members. 

3. Developing fund and non-fund loan 

forms. 

4. Confirming the guarantor. 

5. Performed services to employees who 

submitted Exit Clearance letters. 

6. Assisted the general department in 

making consumable Pos. 

7. Posting what types of savings and 

loans are available at KopKar on 

Instagram Story and WhatsApp. 

8. Becoming a WhatsApp admin, 

namely answering questions that 

enter Kopkar's Whatsapp. 

9. Provide services to members who 

want to apply for loans 

10. Confirming members who become 

loan guarantors via WhatsApp 

11. Checking the joint date of members 

who want to apply for a loan 

12. Performed services to employees 

who submitted Exit Clearance 

letters  

13. Helping to find member loan form 

files. 

14. Assisted the general department in 

making consumable Pos 

15. Accompany guests to visit RGE 

16. Breafing with all KopKar PT RAPP 

employees. 

17. Farewell with all KopKar PT RAPP 

employees. 

18. Handover of mementos from the 

Practical Work students to the PT 

RAPP Kopkar Office. 

19. Taking care of the Mess's outgoing 

mail. 

20. Deliver certificates and documents 

to be signed and stamped. 

Nada Cindy Sagita, S.T  

Tengku Kespandiar. ST., 

M.M 
 

Noted by Supervisor : 
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No Documentation 

1.  

 
2.  Explanation 

The 15th week carried out the daily activities of kopkar, helped compile loan forms, helped 

fill in transactions in February and March, injected resigned member data and checked 

account numbers for liquidation, and helped the general section compile the list of            

pre-order incapable goods. 

 

 



88 
 

WEEKLY ACTIVITIES OF  

PT. RAPP APPRENTICHESIP 
 

Day : Monday – Saturday (16st Week) 

Date : June 10th – 12th  2024 
No Description of Activities Task Assignor  Signature 
1 Handover of mementos from the 

Practical Work students to the SHR PT 

RAPP office. 

Tengku Kespandiar. ST., 

M.M 

 

Noted by Supervisor : 

 

No Documentation 

1.  

 

2.  Explanation 

Week 16 was my last day at PT RAPP. on Monday I gave a memento to Mr. Tengku 

Kespandiar. ST, M.M as Head of Campus Relations of PT Riau Andalan Pulp and Paper. 
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