AN APPRENTICESHIP REPORT

REGIONAL AGENCY FOR LANGUAGES IN RIAU
PROVINCE

In Partial Fulfillment of a Three-Year Diploma Program of English of State
Polytechnic of Bengkalis

TAMARIA ELFRIDA
REG. NUMBER: 5203191118

ENGLISH STUDY PROGRAM
LANGUAGE DEPARTMENT
STATE POLYTECHNIC OF BENGKALIS
2022



APPROVAL SHEET
REGIONAL AGENCY FOR LANGUAGES IN RIAU
PROVINCE

This apprenticeship report written by TAMARIA ELFRIDA, Reg.
Number 5203191118 who had done the apprenticeship at the Administrative
Subdivision of Regional Agency for Languages in Riau Province started from

09 May 2022 to 15 July 2022 has been approved by the following advisor:

Pekanbaru, July 15", 2022

Adyvisor 2

vl

DIAH PARAMITA SARI, M.Pd
NIK. 1200106

NIP. 197609102005011001

Approved by:

Head of English Study Program

NI, 198305172015041 |



ACCEPTANCE SHEET
REGIONAL AGENCY FOR LANGUAGES IN RIAU
PROVINCE

This is to certified that we have been examined the apprenticeship report
of TAMARIA ELFRIDA Reg. Number 5203191118 who has done the
apprenticeship at the Administrative Subdivision and Technical Department
of Regional Agency for Languages in Riau Province started from 09 May 2022

to 15 July 2022. This report is used for partial fulfillment of the State Polyetchnic
of Bengkalis.

Bengkalis, August 10", 2022

Advisor

DIAH PARAMITA SARI, M.Pd
NIK. 1200106

Approved by:

Head of English Study Program
State Polytechnic of Bengkalis

"\

"\ " ARLSATRIA, M.Pd.B,
~NIP-198805172015041002




ACKNOWLEDGEMENT

All praises to The Almighty God, Jesus Christ because of His blessing and

mercy the process of writing the apprenticeship report at Regional Agency for

Languages in Riau Province can be finished.

Apprenticeship is an activity done by students at certain organizations to

implement and get knowledge and skill. During the apprenticeship activity until

the writing process, there were many people involved in giving support, help,

advice, guide and instructions. Therefore, the writer would like to say many
thanks to:

1.
2.

© N o g b

Johny Custer, ST., MT as the Director of State Polytechnic of Bengkalis.
Diah Paramita Sari, M.Pd as the Head of Language Department and as an
advisor of apprenticeship report.

Aswandi, M.Pd as the Head of English for Business and Professional
Communication.

Ari Satria, M.Pd.B.I as the Head of English Study Program.

Fanalisa Elfa, M.Pd as the coordinator of the apprenticeship report.

Endry Satya Ramadhan, S.E as the supervisor of the apprenticeship report.
All lectures of English Study Program.

Special thanks to my beloved father who save me from young until now
without my love mom, and thanks to always give me advice, strength,
prayer and materials at the time of making this report.

My sisters and my younger brother, Welly Molince Dorothi, Merlin
Megawati Oktaviani and Kelvin Oktavianus who gave me support and

helped me to finished this apprenticeship report.



Although the writer has given the best efforts to minimize the errors, this
report is till imperfect and needs more revision. Therefore, any kind of advice and
comments are accepted to improve the next writing. Finally, the writer hopes this

report will be beneficial for the readers and the other students.

Bengkalis, July 15", 2022
Best Regards,

Tamaria Elfrida
Reg. Number: 5203191118




TABLE OF CONTENT

COVER

TITLE SHEET ... [
APPROVAL SHEET ..o I
ACCEPTANCE SHEET ... ii
ACKNOWLEDGEMENT ..ot Y%
TABLE OF CONTENT ..oooiiiiiiieeee s Vi
LIST OF FIGURES .......ooiiii e viii
LIST OF TABLES ..o IX
LIST OF APPENDIXES ......oooiiiiii s X

CHAPTER | INTRODUCTION

1.1. Background ApprentiCeSNIP ........oviiiieiiieie it 1
1.2. Purpose of the ApprentiCeShIP ......ccociiviieieeie e 2
1.3. Significance of the Apprenticeship .....cociveeiieeie i 2
1.3.1. Significance for the APPrentiCe ........ccceeveveeiieveiieseee e 2
1.3.2. Significance for State Polytechnic of Bengkalis..............c.cccocovenneen. 2
1.3.3. Significance for the OffiCe .........ccevieiiiiie e, 2

CHAPTER Il GENERAL DESCRIPTION OF THE COMPANY

2.1, ComPany HISTOMY ..ocuoiiiiiieiiesic s 3
2.2. ViSiON @Nd IMISSION.....ccueeiiieiiiieieeie e e e ste e ste e sae e sra e enee e 4

FZ 80 T V4 1] [ ] o OSSR 4

p A Y 1151 o o SR 4
2.3. KiNAS OF BUSINESS......ceiieiiieieiiesie et sae e enee e 5
2.4, Organizational STrUCTUIE ..........ccociiiiiiiiieee e 5
2.5. The Documents Used for ACHIVILY ........ccccoveiieiiiiiii e 19

Vi



CHAPTER 111 SCOPE OF THE APPRENTICESHIP

3.1, JOD DESCIIPLION.....ciieiiciicceee et 21
3.1.1. General Adminstrative SUDdIVISION ...........ccoviiiiiiiniieee 21
3.1.2. Technical Department ........c.coveivereieiiierisee e 21

3.2, WOrKING PrOCEAUIE .....oveiiieieciie sttt 22

3.3. Place of ApPrentiCeSNIP ....coveiviiiiiierieeeee e 26

3.4. Kind and Description of the ACHIVILY .......ccccceviiiiiiinincee e 26

CHAPTER IV CONSLUCION AND SUGGESTION

o I O o3 11 1] o] o F 33
W10 o[- [0 USSR 33
REFERENCES
APPENDIXES

vii



LIST OF FIGURES

Figure 2.1 Regional Agency for Languagaes in Riau Province..........c.ccccocvevvenenne. 4
Figure 2.2 The Process of Checking SINDE ...........cccoocoiiiiininnineceeeee 22
Figure 2.3 The Process of Preparing Nametag for GUESES ..........ccccveiiniiinienen, 23
Figure 2.4 The Process of INnputting Data ...........cccooviiiininiiiieieccceeeeee, 24
Figure 2.5 The Process of Inputting Data to SIDAKS..........cccccovveveiiiiicccieen, 25
Figure 2.6 The Process of Print Letterhead on Envelopes..........ccccceoevevveiciieennenn, 26
Figure 2.7 The Process of Writing Akit Vocabulary ..., 26

viii



LIST OF TABLES

Table 3.1 Agenda of Activities of the First Week .........c.ccccevvveveiieviecic e 26
Table 3.2 Agenda of Activities of the Second WeeK...........cccccoveeiviiieiieciie e, 27
Table 3.3 Agenda of Activities of the Third WeeK..........c.cccoveveiiiiieiiicciec, 28
Table 3.4 Agenda of Activities of the Fourth Week ..........c.cccovvvieiiiiiinieen 29
Table 3.5 Agenda of Activities of the Fifth WeeK............cccooveeiiiiiiiiiiccece 29
Table 3.6 Agenda of Activities of the Sixth WeekK ...........ccccooveveieviiiiiiciece 30
Table 3.7 Agenda of Activities of the Seventh WeekK...........cccoocevveviiniiinieenienn 31
Table 3.8 Agenda of Activities of the Eighth WeekK ...........c.cccoiiiiininiiiiiien, 31
Table 3.9 Agenda of Activities of the Nineth WeeK..............cccccovvevviiiiinivenee, 32



LIST OF APPENDIXES

Appendix A Book of Incoming And Outgoing Letter ..........cccevvvvveviveieiievieennene 34
Appendix B Classifying Library BOOKS............ccocriiiiiiiiieicec e 35
Appendix C Checking And Confirming SINGE ..........ccoeierenenincneneeeeeees 36
Appendix D Scoring of ApPrenticeship.......cccooveveiiieieeii i 37
Appendix E Letter of Completion of Apprenticeship..........ccccovvvieiieeiciieinennene, 38
APPENTIX F CertIFICALE ........oiviiiiiiiiieeeee s 39
Appendix G Absent of ApPrentiCeShIP ........oocvviiiiiiiiiec e 40
Appendix H Consultation SNeet...........ccccviiieiicii i 43
Appendix | Daily Activity On The Job of Training (OJT) ......ccccoevveviiieireee 44



	COVER
	APPROVAL SHEET
	ACCEPTANCE SHEET
	ACKNOWLEDGEMENT
	TABLE OF CONTENT 
	LIST OF FIGURES 
	LIST OF TABLES 
	LIST OF APPENDIXES 

