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CHAPTER I 

INTRODUCTION 

 

 

1.1 Background of the Apprenticeship 

The development of the times continues to increase rapidly in various fields 

such as knowledge and technology. It is increasingly recognized that competition in 

the world of work is also getting bigger. Therefore, the role of education is very 

supportive of all aspects needed to face competition in the world of work. This can be 

obtained if everyone wants to learn a lot of knowledge well. Education itself is a 

conscious and planned effort to create a learning atmosphere and learning process for 

students to actively develop their potential to have religious spiritual strength, self-

control, personality, intelligence, noble character, and skills needed by themselves 

and society. Education can also be interpreted as a conscious and systematic effort to 

achieve a standard of living or for better progress. In simple terms, the notion of 

education is a learning process for students to be able to understand, understand, and 

make humans more critical in thinking. 

Higher education is one of the educational institutions that have a very large 

role in efforts to develop human resources and increase the nation's competitiveness. 

State Polytechnic of Bengkalis is one of the institutions that organizes educational 

activities. Every school or college is expected to be able to produce graduates who are 

able to compete and survive in the world of work. This means, every graduate must 

have competencies such as knowledge, skills and good professional attitudes so that 

graduates can compete in the world of work to be able to make it happen, everyone 

must have an experience in the world of work. Therefore, an activity is held that will 

later help these graduates in the world of work, the activity in question is practical 

work or commonly called apprenticeship. 

Business Administration Department is one of the majors at the State 

Polytechnic of Bengkalis. In 2016, this department opened a new study program, 
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namely D4-International Business Administration and D4-Public Finance 

Accounting. D4-International Business Administration Study Program is engaged in 

Economics and Business, where students learn about the business world, along with 

its scope, both in terms of handling letters, administration, management, finance, 

human resource, to the corporate world. To prepare student to be ready for use in this 

field, the International Business Administration Study Program requires students to 

participate the apprenticeship both in Government Agencies and Private Agencies for 

4 (four) month. To conduct of apprenticeship, student must complete their studies up 

to 6 (six) semesters and graduate in full. 

International Business Administration Study Program hopes that with the 

apprenticeship students can know firsthand how the real business world is, and can 

add insight to each student to be more skilled, responsive, and able to compete and be 

efficient in the future. Every student who has completed the apprenticeship is 

required to make a work report while carrying out the apprenticeship so that students 

can be responsible for the result obtained from these activities.  

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

Administration Study Program chose to carry out the apprenticeship at Badan 

Pendapatan Daerah (BAPENDA) of Bengkalis Regency. During the implementation 

of the apprenticeship the author was placed in the Technical Implementation Unit for 

Rural and Urban Land and Building Taxes. The implementation of the apprenticeship 

starts from February 15th, 2021 to June 30th, 2021. 

 

1.2 Purposes of the Apprenticeship 

The purpose of implementing the apprenticeship at Badan Pendapatan Daerah 

(BAPENDA) of Bengkalis Regency are as follows: 

1. To find out the type of work at Badan Pendapatan Daerah (BAPENDA) of 

Bengkalis Regency. 

2. To find out the system and work procedures at Badan Pendapatan Daerah 

(BAPENDA) of Bengkalis Regency. 
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3. To find out the place and work position at Badan Pendapatan Daerah 

(BAPENDA) of Bengkalis Regency. 

4. To find out the obstacle and solutions during the implementation of the 

apprenticeship at Badan Pendapatan Daerah (BAPENDA) of Bengkalis 

Regency. 

 

1.3 Significances of the Apprenticeship 

1.3.1 Significances for Student 

The significance of implementing the apprenticeship at Badan Pendapatan 

Daerah (BAPENDA) of Bengkalis Regency for students are as follows: 

1. Students have the opportunity to apply theoretical/concept knowledge in the 

real working world. 

2. Students gain practical experience in applying theoretical/concept knowledge 

according to their study program. 

3. Students have the opportunity to work and teams consisting of several people 

so that they are able to provide ideas. 

1.3.2 Significances for State Polytechnic of Bengkalis 

The significance of implementing the apprenticeship at Badan Pendapatan 

Daerah (BAPENDA) of Bengkalis Regency for State Polytechnic of Bengkalis are as 

follows: 

1. Apprenticeship can strengthen cooperation and socialization between the State 

Polytechnic of Bengkalis and Badan Pendapatan Daerah (BAPENDA) of 

Bengkalis Regency. 

2. Apprenticeship can improve the competence of State Polytechnic of Bengkalis 

graduates.  

1.3.3 Significances for the Company 

The significance of implementing the apprenticeship at Badan Pendapatan 

Daerah (BAPENDA) of Bengkalis Regency for Company are as follows: 

1. Apprenticeship is a link between the company and the campus. 
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2. With the apprenticeship students are expected to help company employees in 

completing work, providing ideas and providing advice in solving problems. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

 

2.1  Company Profile 

Badan Pendapatan Daerah (BAPENDA) or  Regional Revenue Agency of 

Bengkalis Regency which was formerly the Regional Revenue Service was formed in 

accordance with the Bengkalis Regent Regulation Number 62 of 2016 which has the 

following duties: 

1. Policy formulation in the field of regional income. 

2. Implementation of regional policies in the field of regional income. 

3. Improving the quality of Human Resources in the field of regional income. 

4. Monitoring, supervision, evaluation and reporting of implementation in the 

field of regional income. 

 

Figure 2.1 Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency 

Source: Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency 
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Figure 2.2 Logo of Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency  

Source: Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency 

 

Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency, in addition to 

trying to continue to increase revenue, both from local revenue and income from 

balancing funds, also continues to improve the quality of service to taxpayers. As a 

joint commitment to the Badan Pendapatan Daerah (BAPENDA) of Bengkalis 

Regency, it continues to improve services for the satisfaction of the community and 

taxpayers in paying taxes. Cooperating with public banks or tax objects can make 

payments at banks that have collaborated with the Badan Pendapatan Daerah 

(BAPENDA) of Bengkalis Regency wherever they are located. 

The tax services provided by the Badan Pendapatan Daerah (BAPENDA) of 

Bengkalis Regency are: 

1. Hotel Tax 

2. Restaurant Tax 

3. Entertainment Tax 

4. Advertising Tax 

5. Street Lighting Tax 

6. Parking Tax 

7. Groundwater Tax 

8. Walet Bird's Nest Tax 
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9. Taxes on non-metallic minerals and rocks 

10. Fee for the Acquisition of Land and Building Rights 

11. Rural and Urban Land and Building Tax 

 

The tax service continues to improve its service quality to provide excellent 

service to the public and tax objects because every person or business entity has a 

regional tax obligation to immediately report and pay Regional Taxes through the 

Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency. 

 

2.2  Vision and Mission  

2.2.1 Vision of Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency 

Vision is the ideals, dreams or goals of an organization in the future and what 

needs to be done to realize that vision. The vision of the Badan Pendapatan Daerah 

(BAPENDA) of Bengkalis Regency is "the realization of reliable and accountable 

regional revenue management". 

2.2.2  Mission of Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency 

Mission is a strategy, action or various stages that must be carried out by an 

organization to realize the vision that has been created. The mission of the Badan 

Pendapatan Daerah (BAPENDA)  of Bengkalis Regency is as follows: 

1. Realizing the quality of revenue service 

2. Realizing the quality of revenue management 

3. Realizing a good governance management system 

 

2.3 Kind Of Business 

Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency is a government 

institution which is a organization to public services in the field of regional taxation 

within the Bengkalis Regency government. The type of services of  precisely in the 

section on the Technical Implementation Unit for Rural and Urban Land and Building 

Taxes are as follows: 
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Figure 2.3 Work Chart of the Technical Implementation Unit for Rural and Urban Land and 

Building Taxes 

Source: Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency, 2021 

 

From the picture of the work chart in the field of the Rural and Urban Land and 

Building Tax Technical Implementation Units above, each has an explanation, the 

following is the explanation: 

1. Submit a written application in Indonesian addressed to the Mayor through the 

Village Consultative Body. 

2. Fill in the Regional Tax Object Registration Letter and Attachment to the Tax 

Object Notification Letter clearly, correctly and completely. 

3. The application letter and the Regional Tax Object Registration Letter and the 

Attachment of the Tax Object Tax Return are signed by the tax subject or tax 

payer, and in the event that it is signed by a non-tax subject or tax payer, and is 

not brought by the taxpayer/representative, it must be accompanied by a power 

of attorney. 

Mandatory 

Application/ 

Tax 

Authorization 

Verification 

of Validity of 

Requirements 

Calculation 

Note 

Acceptance of 

Registration 

Application 

Signing 

Issuance of 

Annual 

Notification 
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Determination 

Data 

Recording 

Data Process, 

Verification, 
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4. Completion of registration of new tax objects through research or verification 

and set forth in the official report through the data updating process. 

5. In the event that proof of ownership/control/utilization of land (certificate/deed 

of sale/purchase/official measurement drawing of the National Land 

Agency/decision letter from the authorized agency/certificate issued by the 

lurah and known to the local sub-district head/other similar documents) was 

issued 5 years ago since the time of registration, it must first be 

checked/legalized/plotted by the authorized agency. 

6. Additional: 

a. The application for a new tax return with a tax object, if necessary, may be 

subject to field research by a designated officer to determine the validity of 

the data submitted by the taxpayer. 

b. Application for Tax Returns Payable for new tax objects, assessments can 

be issued for the past 5 years. 

 

2.4  Organizational Structure 

The organizational structure can be interpreted as a multilevel line (hierarchy) 

that contains the components that make up the organization. The structure clearly 

describes the position, function, rights and obligations of each position within the 

scope of the organization. Ensuring this aims so that every component in the 

organization can function optimally and can run effectively and efficiently. In 

addition, it also clearly describes the separation of activities between one another and 

how the relationship between activities and functions is limited. 

Based on the Bengkalis Regent Regulation Number 62 of 2016 concerning 

Position, organizational structure, echeloning, function assignments and job 

descriptions as well as work procedures at the Badan Pendapatan Daerah 

(BAPENDA) of Bengkalis Regency, Badan Pendapatan Daerah (BAPENDA) of 

Bengkalis Regency has an organizational structure and structure in order to carry out 

the implementation of public services in the field of regional taxation within the 
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Bengkalis Regency government. To carry out the implementation of public services 

in the field of regional taxes. 

The organizational structure of the Badan Pendapatan Daerah (BAPENDA) of 

Bengkalis Regency is as follows: 
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Figure 2.4 Organizational Structure of the Badan Pendapatan Daerah (BAPENDA)  

of Bengkalis Regency 

Source: Badan Pendapatan Daerah (BAPENDA) of Bengkalis Regency, 2021 
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Each work position in the organizational structure of the Badan Pendapatan 

Daerah (BAPENDA) of Bengkalis Regency has duties and functions to achieve 

organizational goals. The following is a job description of each organizational 

structure, namely: 

1. Head of Agency 

The head of the agency has the task of leading, coordinating and supervising 

the implementation of regional autonomy in the field of regional tax collection 

in accordance with the provisions of the legislation. 

2. Secretary 

The Secretary has the task of assisting and being responsible to the head of the 

agency in carrying out the secretarial management of the agency. In carrying 

out its duties, the secretary consists of: 

a. Sub Section of Program Planning and Evaluation  

Sub Section of Program Planning and Evaluation has the main task of 

assisting the secretary in carrying out management, program preparation 

and agency reporting. The functions are: 

1) Preparation of materials for coordinating the preparation of the work 

program of the Program Sub Division and reporting; 

2) Preparation of coordinating materials for program/planning, 

monitoring, evaluation and reporting; 

3) Implementation of public relations management; 

4) Management of the Agency's budget preparation; and 

5) Implementation of other functions assigned by the leadership in 

accordance with their field of work. 

b. Sub Section of Finance and Assets 

The task of the Finance and Assets Sub-Section is to assist the secretary in 

carrying out the financial management of the Agency. The functions of the 

Finance and Assets Sub-Section are: 
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1) Preparation of materials for the preparation of the work program of the 

Finance and Equipment Sub-Section; 

2) Financial administration of the Agency; 

3) Preparation of the Agency's financial reporting; 

4) Coordinate the preparation of materials for responses to financial audit 

reports; and 

5) Implementation of other functions given by the leadership according to 

their duties and functions. 

c. Sub Section of General and Personnel 

The General and Personnel Sub-Section has the task of assisting the 

secretary in carrying out household management, administration and 

staffing of the Agency. Meanwhile, the functions of the General and 

Personnel Sub-Section are: 

1) Preparation of materials for the preparation of the work program of the 

General and Personnel Sub-Section; 

2) Household management and administration; 

3) Management of the Agency's goods/services; 

4) Preparation of materials for the formulation of policies for the 

organization of the Agency; 

5) Management of the Agency's personnel administration services; and 

6) Implementation of other functions given by the leadership in 

accordance with the field of duty. 

3. Division of Data Collection and Registration 

The Data Collection and Registration has the task of assisting the Head of the 

Agency in formulating and implementing policies, evaluating and reporting 

data collection and registration, assessment and processing of Regional Tax 

data. The Data Collection and Registration Sector consists of: 

a. Sub Division of Registration 
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The Sub-Division for Registration has the task of assisting the Head of the 

Regional Tax Division in preparing materials for formulating and 

implementing policies, evaluating and reporting data collection and 

registration of regional tax objects. Meanwhile, the functions of the Sub-

Division for Registration are: 

1) Preparation of materials for the preparation of work programs for the 

Data Collection Sector; 

2) Preparation of materials for the formulation, implementation and 

coordination of policies for data collection and registration of regional 

tax objects; 

3) Registration of Tax Objects and Taxpayers; 

4) Implementation of Local Tax Intensification; 

5) Implementation of Regional Tax Extensification; 

6) Preparation of assessment materials for bureaucratic reform in the Data 

Collection Sub-Sector; 

7) Implementation of monitoring, evaluation and preparation of reporting 

for the Sub-Sector of Data Collection; and 

8) Implementation of other functions given by the leadership according to 

their field of work. 

b. Sub Division of Assessment 

The task of the Appraisal Sub Division is to assist the Head of Regional 

Tax Division in preparing materials for formulating and implementing 

policies, evaluation and reporting, assessment of Rural and Urban Land and 

Building Taxes and Customs for Acquisition of Rights on Land and 

Buildings. The functions are: 

1) Preparation of materials for the preparation of the work program of the 

Assessment Sub-Sector; 



15 
 

2) Preparation of materials for the formulation, implementation and 

coordination of Rural and Urban Land and Building Tax assessment 

policies as well as Land and Building Rights Acquisition Fees; 

3) Appraisal of Rural and Urban Land and Building Tax objects and Land 

and Building Rights Acquisition Fees; 

4) Local tax data updating; 

5) Preparation of assessment materials for bureaucratic reform and 

organizational maturity of the Assessment Sub-Sector; 

6) Implementation of monitoring, evaluation and preparation of the Sub-

Sector Assessment report; and 

7) Implementation of other functions assigned by the leadership in 

accordance with their field of work. 

c. Sub Division of Data and Information Processing 

The Sub Division of Data and Information Processing has the task of 

assisting the Head of the Division in formulating and implementing 

policies and technical guidelines in the field of data processing and 

information. While the functions of the Data and Information Processing 

Sub-Sector are: 

1) Create and maintain the Taxpayer Master Register; 

2) Provide Identification Card with Regional Taxpayer Identification 

Number; 

3) Processing data on Regional Tax registration forms/Registration 

Letters for Land and Building Tax Objects, providing and distributing 

Regional Apparatus Work Units/Registration Letters of Taxes Payable 

to Taxpayers; 

4) Processing data and information on Regional Taxes and other Regional 

Revenues; 

5) Prepare accountability reports for the implementation of tasks; and 
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6) Implementation of other functions given by the leadership according to 

the field of duty. 

4. Division of Reception and Bookkeeping 

The Division of Reception and Bookkeeping has the task of assisting the 

Section Head in formulating and implementing policies and technical 

guidelines in the field of receipts and bookkeeping. Receipts and bookkeeping 

consist of: 

a. Sub Division of Profit Sharing Fund 

The Sub Division of Profit Sharing Fund is divided into two, namely the 

Sub-Sector of Revenue-Sharing Revenue of Taxes and the Sub-Sector of 

Revenue of Non-Tax Revenue-Sharing. The Sub-Sector of Revenue 

Sharing Funds for Tax Revenue has the following duties: 

1) Planning programs/activities and budgeting in the Sub-Sector of 

Revenue Sharing Funds for Taxes; 

2) Dividing tasks, guiding, examining and assessing the results of the 

implementation of the tasks of subordinates within the Sub-Sector of 

Revenue Sharing Funds for Taxes; 

3) Conduct an assessment of the potential sources of Tax Revenue 

Sharing Funds in increasing regional income; 

4) Determine the target of the Tax Revenue Sharing Fund; 

5) Receive reports, examine and match the amount of revenue originating 

from the Tax Revenue Sharing Fund in the regional general treasury 

account; 

6) Coordinate the receipt of Tax Revenue Sharing Funds; 

7) Monitor, evaluate and make reports on the implementation of tasks and 

activities in the Sub-Sector of Revenue Sharing Funds for Taxes; and 

8) Carry out other official duties assigned by superiors according to their 

duties and functions. 
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Meanwhile, the Sub-Sector of Non-Tax Revenue Sharing Funds has the 

following duties: 

1) Planning programs/activities and budgeting in the Sub-sector of Non-

Tax Revenue Sharing Funds; 

2) Dividing tasks, guiding, inspecting and assessing the results of the 

implementation of the duties of subordinates within the Sub-Sector of 

Non-Tax Revenue Sharing Funds; 

3) Conduct an assessment of the potential sources of Non-Tax Revenue 

Sharing Funds in increasing regional income; 

4) Determine the target of Non-Tax Revenue Sharing Funds; 

5) Receive reports, examine and match the amount of revenue originating 

from the Non-Tax Revenue Sharing Fund; 

6) Coordinate the receipt of Non-Tax Revenue Sharing Funds; 

7) Monitor, evaluate and make reports on the implementation of tasks and 

activities in the Sub-Sector of Non-Tax Revenue Sharing Funds; and 

8) Carry out other official duties assigned by superiors according to their 

duties and functions. 

b. Sub Division of Bookkeeping PBB-P2 and BPHTB 

The Sub Division of Bookkeeping for Rural and Urban Land and Building 

Taxes and Fees for Acquisition of Land and Building Rights has the 

following tasks: 

1) Receive and record copies of all Rural and Urban Land and Building 

Tax Assessment Set Lists and Regional Tax Payment Letters for Land 

and Building Rights Acquisition Fees; 

2) Bookkeeping of Land and Building Tax receipts and Fees for the 

Acquisition of Land and Building Rights; 

3) Coordinate the collection of Rural and Urban Land and Building 

Taxes; 
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4) Prepare reports on Land and Building Tax (weekly and monthly) and 

Customs on Acquisition of Land and Building Rights (monthly); 

5) Perform calculations on arrears of Land and Building Tax and Fees for 

Acquisition of Land and Building Rights; 

6) Prepare accountability reports for the implementation of tasks; 

7) Implementation of other functions assigned by the leadership in 

accordance with their field of work. 

c. Sub Division of Regional Taxes and Regional Levies Bookeeping 

The Sub Division of Regional Taxes and Regional Levies has the following 

duties: 

1) Receive and record copies of all Assessment Letters of Regional 

Taxes/Regional Tax Retribution, Assessment Letters of Regional 

Taxes/Retribution for Additional Underpaid Regional Taxes, 

Assessment Letters for Regional Taxes/Retribution for Zero Regional 

Taxes, Assessment Letters for Regional Taxes/Retribution for 

Regional Taxes Overpaid; 

2) Bookkeeping of Regional Revenues other than Land and Building 

Taxes in Rural and Urban and Customs for Acquisition of Rights on 

Land and Buildings; 

3) Perform calculation of arrears of Regional Taxes and Regional Levies; 

4) Prepare an accountability report on the implementation of tasks; and 

5) Implementation of other functions given by the leadership according to 

their field of work. 

5. Division of Billing and Objections  

The Division of Billing and Objections has the task of assisting the Head of the 

Agency in formulating and implementing policies, evaluating and reporting on 

collections, objections and supervision of Regional revenues. In carrying out its 

duties, the Billing and Objection Division is divided into: 

a. Sub Division of Billing 
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The Sub-Section for Billing has the task of assisting the Head of the 

Division in preparing materials for the formulation and implementation of 

policies, evaluations and reporting of local tax collections. While the 

functions are: 

1) Preparation of materials for the preparation of the work program of the 

Billing Sub-Sector; 

2) Preparation of materials for the formulation, implementation and 

coordination of regional tax collection policies; 

3) Monitoring the collection of Regional Taxes; 

4) Administration of Regional Tax Receivables; 

5) Local Tax Collection; 

6) Preparation of assessment materials for bureaucratic reform in the 

Billing Sub-Sector; 

7) Implementation of monitoring, evaluation and preparation of reports 

for the Sub-Sector of Billing; and 

8) Implementation of other functions given by the leadership according to 

their field of work. 

b. Sub Division of Objections and Reductions 

The Sub Division of Objections and Reductions has the task of assisting 

the Head of the Division in preparing formulation materials and 

implementing policies, evaluating and reporting on the settlement of 

Regional Tax objections. The Sub-Section for Objections and Reductions 

has the following functions: 

1) Preparation of materials for the preparation of the work program of the 

Objection Sub-Sector; 

2) Preparation of materials for the formulation, implementation and 

coordination of regional tax objection settlement policies; 
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3) Settlement of objections, corrections, reductions, cancellations of 

sanctions relief, refunds of overpayments, relief, and exemption of 

Regional Taxes; 

4) Preparation of assessment materials for bureaucratic reform and 

organizational maturity in accordance with the implementation of 

activities in the Objection Sub-Sector; 

5) Implementation of monitoring, evaluation and preparation of the Sub-

Sector of Objections reporting; and 

6) Implementation of other functions given by the leadership according to 

the field of duty. 

c. Sub Division of Inspection 

The Audit Sub-Sector has the task of assisting the Head of the Division in 

formulating and implementing policies and technical guidelines in the field 

of inspection. To carry out its duties, the Audit Sub Division has the 

following functions: 

1) Conducting regional tax and other regional income audits; 

2) Field verification of requests for correction, cancellation, reduction of 

provisions, and elimination or reduction of administrative sanctions; 

3) Prepare accountability reports for the implementation of tasks; and 

4) Implementation of other functions given by the leadership according to 

their field of work. 

6. Division of Control and Development, consisting of: 

a. Sub Division of Analysis and Revenue 

The Sub-Sector of Analysis and Revenue has the following duties: 

1) Conducting an assessment of the work program of the Revenue Sector; 

2) Conducting a review of technical policy materials in the revenue 

sector; 

3) Organizing service facilitation and objections; 

4) Organizing bookkeeping management and billing facilitation; 
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5) Conducting an assessment of the material for consideration of the 

revenue sector as a material for the formulation of provincial 

government policies; 

6) Organizing the evaluation and reporting of the Revenue Sector; and 

7) Implementation of other functions assigned by the leadership in 

accordance with their field of work. 

b. Sub Division of Development and Legislation 

The Sub Division of Revenue Development has the following duties, 

namely: 

1) Planning programs/activities and budgeting in the Revenue 

Development Sub-sector; 

2) Dividing tasks, guiding, examining and assessing the results of the 

implementation of the tasks of subordinates in the Sub-Sector of 

Revenue Development; 

3) Conducting Service and Revenue Development; 

4) Conduct research and development on the potential of Regional Taxes, 

Regional Levies, regional revenue systems and procedures; 

5) Develop administrative standards and services for regional revenue 

collection; 

6) Evaluating legal products in the revenue sector; 

7) Monitor, evaluate and make reports on the implementation of tasks and 

activities in the Revenue Development Sub-Sector; and 

8) Carry out other official duties assigned by superiors according to their 

duties and functions. 

c. Sub Division of Monitoring Evaluation 

The Sub Division of Monitoring Evaluation has the task of assisting the 

Head of the Division in formulating and implementing policies and 

technical guidelines in the monitoring evaluation field. Meanwhile, the 

functions of the Monitoring Evaluation Sub-Sector are: 
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1) Monitor and evaluate the implementation of local revenue collection; 

2) Monitor and evaluate the use of local taxation facilities and 

infrastructure and local revenue; 

3) Prepare and analyze potential regional taxes and levies; 

4) Planning and evaluating the distribution of revenue sharing for 

regional taxes and regional levies to villages; 

5) Prepare accountability reports for the implementation of tasks; and 

6) Implementation of other functions given by the leadership according to 

the field of duty. 

7. Technical Implementation Unit 

The Technical Implementing Unit has the task of carrying out technical 

operational activities of the agency in the field of revenue services. In carrying 

out its duties, the Technical Implementation Unit has the following functions: 

1) Preparation of operational technical plans in the field of provincial revenue 

services; 

2) Implementation of operational technical policies in the field of provincial 

revenue services; 

3) Implementation of data collection, registration, determination, collection, 

receipt and deposit of Provincial revenues; 

4) Implementation of bookkeeping and reporting; and 

5) Implementation of administrative affairs.  

8. Functional Position Group 

Has the task of assisting and carrying out some of the duties and functions of 

the Regional Revenue Agency in accordance with the expertise possessed. The 

Functional Position Group consists of a number of functional staff who are 

regulated and determined in accordance with the provisions of the legislation. 

The number of functional personnel is determined based on the needs and 

workload. 
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2.5 The Working Process 

Work is a process of interaction between humans and nature, through their own 

actions regulating and controlling nature to produce something that is the fruit of 

human work thanks to its relationship with nature. While the work process is a human 

activity through work equipment to produce products that have use value, and 

become the basis for further work. 

In carrying out work at the Badan Pendapatan Daerah (BAPENDA) or 

Regional Revenue Agency of Bengkalis Regency, especially in the field of the Rural 

and Urban Land and Building Tax Technical Implementation Unit, employees use 

internet-based systems, online systems and manual systems. The internet-based 

system uses an application, while the application used in the work is the SISMIOP 

application or the Tax Object Information Management System. The online system is 

used to input taxpayer data and tax objects. While the manual system is used to 

record or write the data needed in the work. 

 

2.6 Document Used for Activity 

Documents can literally be interpreted as something written or printed and all 

objects that have information selected to be collected, compiled, provided or 

distributed. However, physically in the practical world of economics, documents are 

important or valuable documents that are written or printed that function or can be 

used as evidence or information. More broadly, all data collected either digitally, 

verbally, or in writing can be categorized as documents. 

Documents that are often used in daily activities at the Badan Pendapatan 

Daerah (BAPENDA) or Regional Revenue Agency of Bengkalis Regency in the 

Rural and Urban Land and Building Tax Technical Implementation Unit are as 

follows: 

1. Tax Returns Payable Letter 

2. List of Tax Assessments 

3. Assignment Order 
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4. Data on taxpayers and tax objects 

5. Tax Object Notification Letter 
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CHAPTER III 

SCOPE OF THE APPRENTICESHIP 

 

 

3.1 Job Description 

This practical work program is carried out at the Badan Pendapatan Daerah 

(BAPENDA) or Regional Revenue Agency of Bengkalis Regency for four months, 

starting from February 15, 2021 to June 30, 2021. During the practical work period, 

apprentices are placed in the Sub Division of Bookkeeping for Rural and Urban Land 

and Building Taxes. There are several tasks during practical work at the Badan 

Pendapatan Daerah (BAPENDA) or Regional Revenue Agency of Bengkalis 

Regency, precisely in the Rural and Urban Land and Building Tax Technical 

Implementation Unit, namely as follows: 

1. Prepare a Tax Return Payable Letter for Land and Building Taxes 

2. Provide the signature stamp of the Head of Department on the Tax Returns 

Payable Letter 

3. Input Data for Land and Building Tax Object Data 

4. Mutation Data for Land and Building Tax Object Data 

5. Editing Land and Building Tax Object Data 

6. Printing Data or Documents 

7. Compile and write the cover of the List of Tax Assessments and Payments for 

Books 1, 2, 3 

8. Checking Land and Building Tax Object data 

9. Scan a Letters or Documents 

 

3.2 Place of Apprenticeship 

This practical work activity is carried out at the Badan Pendapatan Daerah 

(BAPENDA) or Regional Revenue Agency of Bengkalis Regency, which is located at 
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Jalan Jenderal Sudirman No. 22 Bengkalis. During practical work the author was 

placed in the Sub Division of Land and Building Tax in Rural and Urban. Practical 

work activities are carried out for approximately 4 (four) months, starting from 

February 15, 2021 until June 30, 2021.  

With the entry conditions for Monday - Wednesday starting at 07.30 WIB until 

16.00 WIB, break time is at 12.00 WIB until 13.00 WIB. Thursday starts at 07.30 

WIB until 16.30 WIB, break time is at 12.00 WIB until 13.00 WIB. And for Friday 

entry starting at 07.30 WIB until 16.30 WIB, and break time is at 11.30 WIB until 

13.30 WIB. 

 

3.3  Kind and Description of the Activity 

The description of the activities carried out during the work practice at the 

Badan Pendapatan Daerah (BAPENDA) or Regional Revenue Agency of Bengkalis 

Regency, to be precise in the Technical Implementation Unit of Rural and Urban 

Land and Building Taxes, can be seen in the following table: 

Table 3.1 Activities of the first week from February 16th, 2021 to February 19th, 2021 

No Working Days Name of Activity Bagian 

1 
Tuesday, 

16 February 2021 

1. Prepare a Tax Returns Payable 

Letter Land and Building Tax 

2. Filling out the Tax Object 
Notification Form 

3. Provide the signature stamp of 

the Head of Department on the 

Tax Returns Payable Letter 

Land and Building Tax 
Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 2 
Wednesday, 

17 February 2021 

1. Prepare a Tax Returns 

Payable Letter Land and 

Building Tax 

3 
Thursday, 

18 February 2021 

1. Prepare a Tax Returns Payable 

Letter Land and Building Tax 

4 
Friday, 

19 February 2021 

1. Prepare a Tax Returns Payable 

Letter Land and Building Tax 

Source: Data Processed, 2021 

Table 3.1 is the author's first week practical work activities. The first week the 

writer was taught to compile the Tax Return Payable Letter Land and Building Tax 
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based on each sub-district, fill out the Tax Object Notification Form, and stamp the 

signature of the Head of Department on the Tax Return Payable Letter Land and 

Building Tax that had been prepared earlier. 

Table 3.2 Activities of the second week from February 22th, 2021 to February 26th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

22 February 2021 

1. Prepare a Tax Returns 

Payable Letter Land and 
Building Tax 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

2 
Tuesday, 

23 February 2021 

1. Prepare a Tax Returns 

Payable Letter Land and 

Building Tax 

2. Compile a List of Tax 

Assessments and Book 

Payments 1,2,3 

3 
Wednesday, 

24 February 2021 

1. Provide the signature stamp of 

the Head of Department on 

the Tax Returns Payable 

Letter Land and Building Tax 

4 
Thursday, 

25 February 2021 

1. Provide the signature stamp of 

the Head of Department on 

the Tax Returns Payable 
Letter Land and Building Tax 

5 
Friday, 

26 February 2021 

1. Provide the signature stamp of 

the Head of Department on 

the Tax Returns Payable 

Letter Land and Building Tax 

Source: Data Processed, 2021 

Table 3.2 is the author's second week of practical work activities. This week the 

author is still compiling the Tax Return Payable Letter Land and Building Tax based 

on each sub-district, as well as compiling a List of Tax Assessments and Book 

Payment 1,2,3, and stamping the signature of the Head of Department on the Tax 

Return Payable Letter Land and Building Tax which has been compiled by sub-

district. 

Table 3.3 Activities of the third week from March 01th, 2021 to March 05th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

1 March 2021 

1. Provide the signature stamp 

of the Head of Department 

on the Tax Returns Payable 

Letter Land and Building 

Tax  

2. Writing a Cover for the List 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 
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of Tax Assessments and 

Book Payments 1,2,3 

2 
Tuesday, 

2 March 2021 

1. Provide the signature stamp 

of the Head of Department 

on the Tax Returns Payable 

Letter Land and Building 

Tax 

3 
Wednesday, 

3 March 2021 

1. Provide the signature stamp 

of the Head of Department 

on the Tax Returns Payable 

Letter Land and Building 
Tax 

4 
Thursday, 

4 March 2021 

1. Provide the signature stamp 

of the Head of Department 

on the Tax Returns Payable 

Letter Land and Building 

Tax 

5 
Friday, 

5 March 2021 

1. Provide the signature stamp 

of the Head of Department 

on the Tax Returns Payable 

Letter Land and Building 

Tax 

Source: Data Processed, 2021 

Table 3.3 is the author's practical work activities for the third week. This week 

the author was given the task of stamping the signature of the Head of Department on 

the Tax Return Payable Letter Land and Building Tax which has been compiled by 

sub-district, and writing the cover of the List of Tax Assessment and Book Payments 

1,2,3 based on each sub-district.  

Table 3.4 Activities of the fourth week from March 08th, 2021 to March 12th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

8 March 2021 

1. Provide the signature stamp of 

the Head of Department on the 

Tax Returns Payable Letter 

Land and Building Tax 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

2 
Tuesday, 

9 March 2021 

1. Inputting Land and Building 

Tax Object Data in Sejangat 

Village, Bukit Batu District 

3 
Wednesday, 

10 March 2021 

1. Provide the signature stamp of 

the Head of Department on the 

Tax Returns Payable Letter 

Land and Building Tax  

2. Inputting Land and Building 

Tax Object Data in Pangkalan 
Jambi Village 
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4 
Friday, 

12 March 2021 

1. Provide the signature stamp of 

the Head of Department on the 

Tax Returns Payable Letter 

Land and Building Tax 

Source: Data Processed, 2021 

Table 3.4 is the author's fourth week of practical work activities. This week the 

author was given the task of stamping the signature of the Head of Department on the 

Tax Return Payable Letter Land and Building Tax which has been compiled by sub-

district, and inputting Land and Building Tax Object Data in Sejangat Village, Bukit 

Batu District and Tax Object Data Pangkalan Jambi Village. 

Table 3.5 Activities of the fifth week from March 15th, 2021 to March 19th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

15 March 2021 

1. Provide the signature stamp of 

the Head of Department on the 

Tax Returns Payable Letter 

Land and Building Tax 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

2 
Tuesday, 

16 March 2021 

1. Provide the signature stamp of 

the Head of Department on the 
Tax Returns Payable Letter 

Land and Building Tax 

3 
Wednesday, 

17 March 2021 

1. Writing a Cover for the List of 

Tax Assessments and Book 

Payments 1,2,3 

4 
Thursday, 

18 March 2021 

1. Provide the signature stamp of 

the Head of Department on the 

Tax Returns Payable Letter 

Land and Building Tax 

5 
Friday, 

19 March 2021 

1. Inputting Land and Building 

Tax Object Data in Boncah 

Mahang Village 

Source: Data Processed, 2021 

Table 3.5 is the author's fifth week of practical work activities. This week the 

author was given the task of stamping the signature of the Head of Department on the 

Tax Return Payable Letter Land and Building Tax which has been compiled by sub-

district, Writing a Cover for the List of Tax Assessments and Book Payments 1,2,3, 

and inputting Land and Building Tax Object Data in Boncah Mahang Village. 
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Table 3.6 Activities of the sixth week from March 22th, 2021 to March 26th, 2021 

No Working Days Name of Activity Bagian 

1 
Wednesday, 

24 March 2021 

1. Inputting Land and Building 

Tax Object Data for PT. 
Telkomsel Bengkalis Regency 

in 2020 
Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

2 
Thursday, 

25 March 2021 

1. Checking Data on Tax Objects 

for Complete Systematic Land 

Registration in Talang Mandi 

Village in 2020 

3 
Friday, 

26 March 2021 

1. Inputting Land and Building 

Tax Object Data in Talang 

Mandi Village 

Source: Data Processed, 2021 

Table 3.6 is the author's sixth week of practical work activities. This week the 

author was given the task of inputting Land and Building Tax Object Data for PT. 

Telkomsel Bengkalis Regency in 2020 and Tax Object Data in Talang Mandi Village, 

as well as check data on Tax Objects for Complete Systematic Land Registration in 

Talang Mandi Village in 2020. 

Table 3.7 Activities of the seventh week from March 29th, 2021 to April 02th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

29 March 2021 

1. Provide the signature stamp of 

the Head of Department on the 
Tax Returns Payable Letter 

Land and Building Tax  

2. Inputting Land and Building 

Tax Object Data in Talang 

Mandi Village 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

Source: Data Processed, 2021 

Table 3.7 is the author's seventh week of practical work activities. This week 

the author was given the task of stamping the signature of the Head of Department on 

the Tax Return Payable Letter Land and Building Tax which has been compiled by 

sub-district, inputting Land and Building Tax Object Data in Talang Mandi Village. 

Table 3.8 Activities of the eighth week from April 05th, 2021 to April 09th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

5 April 2021 
1. Scan the Task Order 

Rural and Urban Land 

and Building Tax 
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2 
Tuesday, 

6 April 2021 

1. Printing Data Objects for 

Complete Systematic Land 

Registration Taxes in Talang 

Mandi Village  

2. Printing Boncah Mahang Tax 

Object Data  

3. Editing PT Indah Kiat Pulp 

and Paper Tax Object Data for 

2019 

Technical 

Implementation Unit 

3 
Wednesday, 
7 April 2021 

1. Inputting Land and Building 

Tax Object Data in Batu 

Panjang Village  

2. Checking Complete 
Systematic Land Registration 

Tax Object Data in Rupat 

District 

4 
Thursday, 

8 April 2021 

1. Inputting Land and Building 

Tax Object Data in Batu 

Panjang Village 

Source: Data Processed, 2021 

Table 3.8 is the author's eighth week of practical work activities. This week the 

author was given the task of scan the Task Order, printing Data Objects for Complete 

Systematic Land Registration Taxes in Talang Mandi Village and  and Boncah 

Mahang Tax Object Data, Editing PT Indah Kiat Pulp and Paper Tax Object Data for 

2019, checking Complete Systematic Land Registration Tax Object Data in Rupat 

District, and inputting Land and Building Tax Object Data in Batu Panjang Village. 

Table 3.9 Activities of the ninth week from April 12th, 2021 to April 16th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

12 April 2021 

1. Inputting Land and Building 

Tax Object Data in Tanjung 

Kapal Village 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

Source: Data Processed, 2021 

Table 3.9 is the author's ninth week of practical work activities. This week the 

author was given the task of inputting Land and Building Tax Object Data in Tanjung 

Kapal Village. 

Table 3.10 Activities of the tenth week from April 19th, 2021 to April 23th, 2021 

No Working Days Name of Activity Bagian 

1 
Tuesday, 

20 April 2021 

1. Data Mutation of Land and 

Building Tax Objects in 
Rural and Urban Land 

and Building Tax 
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Pangkalan Jambi Village Technical 

Implementation Unit 

2 
Wednesday, 

21 April 2021 

1. Data Recapitulation of Land 

and Tower Building Tax 

Objects in 2020 

Source: Data Processed, 2021 

Table 3.10 is the author's tenth week of practical work activities. This week the 

author was given the task of Data Mutation of Land and Building Tax Objects in 

Pangkalan Jambi Village, and Data Recapitulation of Land and Tower Building Tax 

Objects in 2020. 

Table 3.11 Activities of the eleventh week from April 26th, 2021 to April 30th, 2021 

No Working Days Name of Activity Bagian 

1 
Tuesday, 

27 April 2021 

1. Inputting Land and Building 

Tax Object Data in Tanjung 

Kapal Village 
Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 2 
Wednesday, 

28 April 2021 

1. Inputting Land and Building 

Tax Object Data in Tanjung 

Kapal Village 

Source: Data Processed, 2021 

Table 3.11 is the author's eleventh week of practical work activities. This week 

the author was given the task of inputting Land and Building Tax Object Data in 

Tanjung Kapal Village. 

Table 3.12 Activities of the twelfth week from May 03th, 2021 to May 07th, 2021 

No Working Days Nama Kegiatan Bagian 

1 
Thursday, 

6 May 2021 

1. Data Mutation of Land and 

Building Tax Objects in 

Rupat Village 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

Source: Data Processed, 2021 

Table 3.12 is the author's twelfth week of practical work activities. This week 

the author was given the task of inputting Data Mutation of Land and Building Tax 

Objects in Rupat Village. 
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Table 3.13 Activities of the thirteenth week from May 31th, 2021 to June 04th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

31 May 2021 

1. Scanning Certificate of 

Compensation and Certificate 
of History of Ownership or 

Land Tenure 

2. Creating and Printing Land 

Area Data for Pekanbaru - 

Dumai Toll Road 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

2 
Wednesday, 

2 June 2021 

1. Inputting Land and Building 

Tax Object Data in Sejangat 

Village 

Source: Data Processed, 2021 

Table 3.13 is the author's thirteenth week of practical work activities. This week 

the author was given the task of scan Certificate of Compensation and Certificate of 

History of Ownership or Land Tenure, creating and printing Land Area Data for 

Pekanbaru - Dumai Toll Road, as well as inputting Land and Building Tax Object 

Data in Sejangat Village. 

Table 3.14 Activities of the fifteenth week from June 07th, 2021 toJune 11th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

7 June 2021 

1. Documenting Business Travel 

Tickets 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 

2 
Tuesday, 

8 June 2021 

1. Scanning Tax Returns for 

Land and Building Taxes 

3 
Wednesday, 

9 June 2021 

1. Printing Land Valuation Data 

for Pekanbaru - Dumai Toll 

Road for Special Tax Objects 

4 
Thursday, 

10 June 2021 

1. Documenting Business Travel 

Tickets 

Source: Data Processed, 2021 

Table 3.14 is the author's fourteenth week of practical work activities. This 

week the author was given the task of documenting Business Travel Tickets, scan 

Tax Returns for Land and Building Taxes, and printing Land Valuation Data for 

Pekanbaru - Dumai Toll Road for Special Tax Objects. 
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Table 3.15 Activities of the sixteenth week from June 14th, 2021 toJune 18th, 2021 

No Working Days Name of Activity Bagian 

1 
Monday, 

14 June 2021 

1. Inputtung Land and Building 

Tax Object Data for PT. 
Centratama Menara Indonesia 

Rural and Urban Land 

and Building Tax 
Technical 

Implementation Unit 2 
Tuesday, 

15 June 2021 

1. Checking Tax Object Number 

Data for PT. Solusi Tunas 

Pratama and PT Telkomsel 

Source: Data Processed, 2021 

Table 3.15 is the author's fifteenth week of practical work activities. This week 

the author was given the task of inputting Land and Building Tax Object Data for PT. 

Centratama Menara Indonesia, and checking Tax Object Number Data for PT. Solusi 

Tunas Pratama and PT. Telkomsel. 

Table 3.16 Activities of the sixteenth week from June 21th, 2021 toJune 23th, 2021 

No Working Days Name of Activity Bagian 

1 
Tuesday, 
22 June 2021 

1. Make a copy of the Land and 
Building Tax Data Billing 

Letter for Telkomsel 

Bengkalis Regency 2020 

Rural and Urban Land 

and Building Tax 

Technical 

Implementation Unit 
2 

Wednesday, 

23 June 2021 

1. Create data Contact Person 

PT. Tower 

Source: Data Processed, 2021 

Table 3.16 is represents practical work activities in the sixteenth week and at 

the same time the last week. This week the author was given the task of make a copy 

of the Land and Building Tax Data Billing Letter for Telkomsel Bengkalis Regency 

2020, and Create data Contact Person PT. Tower.  
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3.4 System and Procedure 

3.4.1 The Working System 

To make it easier for employees to carry out their duties, the Rural and Urban 

Land and Building Tax Technical Implementation Unit uses an internet-based 

system, an online system and a manual system. The internet-based system uses an 

application, while the application used in the work is the SISMIOP application or the 

Tax Object Information Management System. SISMIOP is a tax administration 

system that integrates the entire implementation of computer-based Land and 

Building Tax activities, from data collection, identification, processing, maintenance, 

to printing the output. The online system is used to input taxpayer data and tax 

objects. While the manual system is used to record or write the data needed in the 

work. 

Not only employees, the community is also facilitated for tax payments which 

can not only be done at the village office or at the bank, now tax payments can be 

made through E-Commerce so that people do not need to leave their homes and can 

access them from smartphones. 

3.4.2  Working Procedures 

There are several work procedures carried out during the apprenticeship and are 

explained as follows: 

1. Prepare a Tax Returns Payable Letter for Land and Building Taxes 

The following notification letter is a decision letter that comes from the Tax 

Service Office regarding taxes payable in one tax year. This Tax Return is 

regulated in Law Number 12 of 1994 concerning Land and Building Tax. The 

Tax Payable Notification Letter is arranged in order of Tax Object Number so 

that it is easy to find when the taxpayer wants to pay taxes, besides the Tax 

Payable Notification Letter that has been prepared also makes it easier for 

employees if at any time there is a check on the Payable Tax Notification 

Letter. 
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2. Provide the signature stamp of the Head of Department on the Tax Returns 

Payable Letter 

After the Tax Returns Payable Letter are printed and compiled based on the Tax 

Object Number, the Tax Returns Payable Letter shall be stamped with the 

signature of the Head of Department which is already available manually, as 

shown in the following example: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.1 Tax Returns Payable Letter 

Source: Data Processed, 2021 

 

3. Input Data for Land and Building Tax Object Data 

Taxpayers are individuals or entities that actually have a right to the land or 

obtain benefits on the land and own, control or obtain benefits over buildings. 

The object of the Rural and Urban Land and Building Tax is land and buildings 

in urban and rural areas. For example houses, hotels, apartments, flats, 

factories, vacant land, and rice fields. Taxpayer data and tax objects that have 
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been recapitulated based on each District are inputted through the SISMIOP 

application in the following way: 

a. Opening the SISMIOP Server via Internet Explorer with the following 

special link http://10.10.77.251 

b. Entering registered employee ID and password 

 

Figure 3.2 Server SISMIOP 

Source: Data Processed, 2021 

 

c. Open SISMIOP and then select service 

 

 

Figure 3.3 Server SISMIOP 

Source: Data Processed, 2021 

 

http://10.10.77.251/
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d. After selecting the service, click record data, and then select the type of 

service as needed, and save it to proceed to the next stage. 

 

Figure 3.4 Server SISMIOP 

Source: Data Processed, 2021 

 

e. Then return to the previous page, select service completion and enter the 

specified service number in the column provided, and click process. 

 

 

Figure 3.5 Server SISMIOP 

Source: Data Processed, 2021 
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f. Wait until the table containing the Tax Object Number appears, if it 

appears the data can be inputted according to the data of the taxpayer and 

the tax object that has been determined by clicking the available Tax 

Object Number sequentially then clicking record SPOP and entering the 

form number. If in the taxpayer data and the tax object there is a building, 

then click record LSPOP available on the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.6 Server SISMIOP 

Source: Data Processed, 2021 

 

g. The final step in the completion of the service is to enter the identity of the 

taxpayer and the tax object according to the available data. If all the data 

has been inputted in accordance with the procedure, then the data can be 

printed to be used as a Tax Return Payable Letter. 
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Figure 3.7 Server SISMIOP 

Source: Data Processed, 2021 
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4. Mutation Data for Land and Building Tax Object Data 

Taxpayers can apply for transfer of tax subjects or objects if there are changes 

to the data of tax subjects or objects as well as changes or corrections to land 

area and building area. The application must be accompanied by: 

a. Fill in the application letter for the transfer of the tax subject or object. 

b. Photocopy of deed of sale and purchase, grant or heir. 

c. Photocopy of land certificate. 

d. Photocopy of the applicant's family card and identity card. 

e. Original tax payable tax return for the current year 

f. Photocopy of receipt of deposit or proof of payment of land and building 

taxes for the previous five years. 

g. Fill in the tax object notification letter (for changes to land data) and 

attachments to the tax object notification letter (for changes in building 

data). 

h. Attach a photo of the tax object to find out the original condition of the tax 

object. 

i. Certificate of land history from the village. 

j. Letter of loss from the police and a certificate of ownership from the 

National Land Agency (if it is lost or something unexpected happens). 

 

Mutation of tax subject or object data is done through the SISMIOP Server in 

the following way: 

1) Open the SISMIOP Server via internet Explorer with the following special 

link http://10.10.77.251 

2) Enter the registered employee ID and password. 

http://10.10.77.251/
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Figure 3.8 Server SISMIOP 

Source: Data Processed, 2021 

 

3) Open SISMIOP and then select service. 

 

 

Figure 3.9 Server SISMIOP 

Source: Data Processed, 2021 

 

4) After selecting the service, click record data, and then select the type of 

service as needed, and save it to proceed to the next stage. 
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Figure 3.10 Server SISMIOP 

Source: Data Processed, 2021 

 

5) Select service completion, Enter the specified service number and click 

process. Then return to the previous page, select service completion and 

enter the specified service number in the column provided, and click 

process. 

 

 

Figure 3.11 Server SISMIOP 

Source: Data Processed, 2021 
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6) Wait until the table containing the Tax Object Number appears, if it 

appears the data can be inputted according to the data of the taxpayer and 

the tax object that has been determined by clicking the available Tax 

Object Number sequentially then clicking record SPOP and entering the 

form number. If in the taxpayer data and the tax object there is a building, 

then click record LSPOP available on the page. If all identities are entered 

and the data has been inputted, click the assignment of the Mutation Tax 

Object Number at the bottom of the page. 

 

Figure 3.12 Server SISMIOP 

Source: Data Processed, 2021 

 

5. Editing Land and Building Tax Object Data 

Before the data is input on the server, the data obtained based on each sub-

district is recapitulated using Microsoft Excel, namely by deleting data that is 

not important and selecting the data needed for input to the SISMIOP server. 

6. Printing Data or Documents 

Taxpayer data and tax objects that have been recapitulated are printed in 

advance for documentation to make it easier for employees to input data, and so 

that there is no double data collection on the server. Printing is an activity to 

convert softcopy into hardcopy which requires a tool in the form of a printer. 

To print a file, the first step is to make sure that the computer and printer are 

connected. Click home on the Microsoft Word file to be printed, select the print 
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menu. Make sure all the desired settings have been defined such as paper size, 

margins, color or black and white. Then select the printer that has been 

connected by viewing the word online. After that click print to print the file. 

The examples of printed documents are as follows: 

 

Figure 3.13 Tax Subject/Object Data 

Source: Data Processed, 2021 

 

7. Compile and write the cover of the List of Tax Assessments and Payments 

Books 1,2,3 

The list of collections of tax assessments is a list of sets containing data on the 

name of the taxpayer, the location of the tax object, the number of the tax 

object, as well as the amount of tax payable payments made per village. The list 

of the set of tax assessments that have been printed will be arranged according 

to the order of books 1,2,3 and given a cover and written manually based on the 

sub-districts in Bengkalis Regency. The examples of the list of tax assessments 

are as follows: 
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Figure 3.14 List of Tax Assessments and Books Payments 1,2,3 

Source: Data Processed, 2021 

 

8. Checking Land and Building Tax Object Data  

Data is a collection of facts to provide a broad picture related to a situation. 

Someone who will take a policy or decision will generally use data as 

consideration. Through data one can analyze, describe, or explain a situation. In 

processing data sometimes an error occurs, because before printing the data is 

checked again whether it is in accordance with the actual data, in order to avoid 

errors in processing data, here is an example of checking data. 
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Figure 3.15 Land and Building Tax Data 

Source: Data Processed, 2021 

 

9. Scan a Letters or Documents 

Document is a written or printed letter that can be used as evidence. The steps 

in scanning documents are as follows: 

1) Connect printer cable with computer (USB Cable). 

2) Turn on the printer by pressing the ON button. 

3) Turn on your computer. 

4) Prepare the document you want to scan. 

5) Open the scanner cover on your printer and place the document face down. 

6) Then close the scanner cover. 

7) After that look on your computer run the program "windows fax adn scan". 

Open in all programs this is the default program from windows. 

8) After entering the fax and scan window on the computer, click "New Scan" 

in the upper right corner. After that, the scan settings window will appear. 

For "profile" and "source" leave it alone. The format can be adjusted to 

your needs. While the file type just choose JPG. Resolution a select 300 so 

that the image is clear, then click "scan" to start scanning the document. 

Your scanned file was in the form of a JPG or image file like the following 

example: 
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Figure 3.16 Tax Return Payable Letter 

Source: Data Processed, 2021 

 

3.5 Obstacles and Solutions of Apprenticeship 

3.5.1  Obstacles 

The obstacles that are often faced during practical work at the Badan 

Pendapatan Daerah (BAPENDA) or Regional Revenue Agency of Bengkalis 

Regency, precisely in the Technical Implementation Unit for Rural and Urban Land 

and Building Taxes, are as follows: 

1. Frequent errors on the SISMIOP server. 

2. Frequent damage to the printer engine in the Rural and Urban Land and 

Building Tax Technical Implementation Unit. 

3. Often there is a shortage of paper when you want to print documents or data. 

4. Lack of understanding in using the server and inputting data. 
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3.5.2  Solutions 

Solutions that can be done to face obstacles during the practical work process at 

the Badan Pendapatan Daerah (BAPENDA) or Regional Revenue Agency of 

Bengkalis Regency, precisely in the Rural and Urban Land and Building Tax 

Technical Implementation Unit, include: 

1. When an error occurs on the SISMIOP server, interns must provide information 

to other employees in the office to restart the server that will be used. 

2. When printing documents or data, the printer in the room is often damaged, 

therefore, interns must use other employee printers. 

3. When paper is not available in the process of printing documents or data, 

interns must provide information to employees to provide paper that will be 

used to print documents or data. 

4. Students ask other employees who have experience in using the SISMIOP 

server, so students can learn and know more about the SISMIOP server. 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

 

4.1  Conclusion 

After doing practical work at the Badan Pendapatan Daerah (BAPENDA) or 

Regional Revenue Agency of Bengkalis Regency, the following conclusions can be 

drawn: 

1. There are several types of work during the practical work program at the Badan 

Pendapatan Daerah (BAPENDA) or Regional Revenue Agency of Bengkalis 

Regency, precisely in the Rural and Urban Land and Building Tax Technical 

Implementation Unit, namely: 

a. Prepare a Tax Return Payable Letter for Land and Building Taxes 

b. Provide the signature stamp of the Head of Department on the Tax Returns 

Payable Letter 

c. Input Data for Land and Building Tax Object Data 

d. Mutation Data for Land and Building Tax Object Data 

e. Editing Land and Building Tax Object Data 

f. Printing Data or Documents 

g. Compile and write the cover of the List of Tax Assessments and Payments 

for Books 1,2,3 

h. Checking Land and Building Tax Object Data 

i. Scan a Letters or Documents 

2. The practical work program is carried out at the Badan Pendapatan Daerah 

(BAPENDA) or Regional Revenue Agency of Bengkalis Regency, precisely in 

the Rural and Urban Land and Building Tax Technical Implementation Unit. 

The practical work program is carried out for approximately 4 (four) months 

starting from February 15, 2021 to July 30, 2021. 
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3. Work systems and procedures in the Technical Implementation Unit for Rural 

and Urban Land and Building Taxes use online systems, application systems 

and manual systems. All of these systems make it easier to do work on the part 

of the Rural and Urban Land and Building Tax Technical Implementation Unit. 

4. During the implementation of practical work, there were several obstacles that 

occurred, namely the frequent occurrence of errors on the SISMIOP server, 

damage to the printer engine, and lack of understanding in using the SISMIOP 

server. 

 

4.2  Suggestion 

After doing practical work at the Badan Pendapatan Daerah (BAPENDA) or 

Regional Revenue Agency of Bengkalis Regency, precisely in the Rural and Urban 

Land and Building Tax Technical Implementation Unit, there are several suggestions, 

namely:  

1. The server must always be in good condition to facilitate the work of 

employees. 

2. In order for the work to run smoothly and quickly, complete equipment and 

supplies are needed such as paper, printer machines, and paper stationery. 
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APPRENTICESHIP PLACEMENT LETTER 

  



55 
 

APPENDIX 3 
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APPENDIX 4 
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APPENDIX 6 

APPRENTICESHIP REVISION LIST 
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APPENDIX 7 
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APPENDIX 8 

DAILY ACTIVITIES OF APPRENTICESHIP 
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APPENDIX 9 
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