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CHAPTER I 

INTRODUCTION 

1.1.  Background of Apprenticeship 

An internship is a work placement with a company, agency or organization that 

aims to provide work experience as well as new skills, which can be useful for the 

future. Internship is also one of the main requirements to go through the graduation 

process. Internships are very important for students, because with internship students 

can get the occasion to know the dynamic of the world of work. 

State Polytechnic of Bengkalis requires students to join an internship program 

in order to graduate. This program also ensures that students have adaptability, work 

ethic, and are responsible especially in the world of work. This program is intended to 

ensure students have the ability to adapt, work ethic, and responsibility in the work 

environment, especially those that lead to the abilities and provisions obtained during 

lectures. Besides, apprenticeship gives a lot of experience and knowledge for students 

so that it can be used as a reference in the world of work and job hunting. 

A successful internship will lead to great achievements in the workplace. State 

Polytechnic of Bengkalis has several majors such as:  Naval Architecture, Mechanical 

Engineering, Electrical Engineering, Civil Engineering, Language, Business 

Administration, Information Technology, and Maritime are among the eight 

departments at the State Polytechnic of Bengkalis. There are two mandatory 

graduation requirements for students at the State Polytechnic of Bengkalis: 

apprenticeship and final project. Apprenticeship is supposed to be done in 

organizations or institutions that are appropriate and related to the major and 

background of the student.  

 English Study Program is one of the Study Programs in Language 

Department at State Polytechnic of Bengkalis. The internship program is one of the 

prerequisites before graduating. Bengkalis State Polytechnic provides learning and 
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training opportunities through this apprenticeship program to build professional skills 

in the fields of science and technology for all students at Bengkalis State Polytechnic. 

Therefore, the author chose and had the opportunity to do an internship at the 

Bappedalitabang Office in Riau Province. 

 The apprenticeship was held at the Riau Province Bappedalitbang Office, 

Jl. Gajah Mada-Pekanbaru City-Pekanbaru City-Riau. This internship is intended to 

apply and fulfill student competencies. The apprenticeship opportunity at the Riau 

Province Bappedalitbang Office had been held from May 09 to July 15 2022 in the 

Research and Development section of Bappedalitbang. The reason for choosing this 

office is sinceBappedalitbang of Riau Province is one of the many agencies that have 

great influence in the government movement. In addition, All insight and knowledge 

both in language and office administration  which had been obtained during lecturing 

could be applied in the workplace.Hopefully this program would give great 

experience for the apprentice. 

 

1.2. Purpose of the Apprenticeship 

The purpose of the apprenticeship as follows: 

1. To find out the work program as conducting in the Research and 

Development Section of BappedalitbangRiau Province.  

2. To know  working procedures applied in the the Research and Development 

Section of  Bappedalitbang Office of Riau Province. 

3. To know documents used for Operations in the Research and Development 

Section of  Bappedalitbang Office of Riau Province. 
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1.3. Significance of the Apprenticeship 

1.3.1. Significance for the Apprenticeship 

Apprenticeship provides opportunities for the apprentice to apply knowledge 

that has been learned during college and obtain new greatinsight after its 

implementation in the work environment. The apprentice knows how to work 

independently as well as in a team. 

 

1.3.2. Significance for State Polytechnic of Bengkalis 

Apprenticeship helps Polytechnic to prepare and improve skillful students who 

are ready to work in the field after completing their studies. In addition, with the 

apprenticeship program can strengthen the cooperation and socialization between 

State Polytechnic of Bengkalis and the agency or organizations where the apprentices 

are, one of which is the Bappedalitbang Office of Riau Province. 

 

1.3.3. Significance for the Office 

Apprenticeship gives Bappedalitbang Office of Riau Province a chance to help 

and sharpen students' abilities. In addition, this program also aims to help ease some 

of the work so that it can be completed faster.  
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CHAPTER II 

GENERAL DESCRIPTION OF THE OFFICE 

2.1. Office History 

 The BappedalitbangOffice of Riau Province is an agency consisting of 

two government agencies which later merged into one due to changes in the structure 

and work procedures proposed by the President and the Indonesian ministry. The two 

merged agencies include BAPPEDA (Badan Perencanaan Pembangunan Daerah/ 

Regional Development Planning Agency) and BALITBANG (Badan Penelitian dan 

Pengembangan/ Research and Development Agency) then after merging into one 

agency changed to BAPPEDALITBANG (Badan Perencanaan Pembangunan 

Daerah, Penelitian dan Pengembangan / Regional Development Planning Agency, 

Research and Development). BAPPEDALITBANGRiau Province joined in 2020 

during the reign of the Governor of Riau Drs. H. Syamsuar, M.Si. This merger is 

based on the new OPD (Organisasi Perangkat Daerah/ Regional Apparatus 

Organization) amendments to Perda Number 4 of 2016. There has been a change 

from the previous 25 services, and 7 agencies, in the new OPD to 23 offices and 6 

agencies. One of the decisions contained therein is that One Agency is lost or deleted, 

is that BALITBANG is merged into BAPPEDA. 

 The BappedalitbangOffice is located at Jl. Gajah Mada No. 200, Simpang 

Empat, Pekanbaru City District, Pekanbaru City. The office which has a unique and 

distinctive design is white with a maroon colored roof and has a roof with yellow 

carvings typical of Riau Malays. This building consists of 3 floors and one basement. 

The location of this office is strategic and next to the SAMSAT and KONI offices. 
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Figure 2.1.1 
Bappedalitbang Office of Riau Province 

 

 

2.2. Vision and Mission 

2.2.1. Vision Of Governor Riau Province 

 “The realization of Riau Province as a Malay Economic and Cultural 

Center in a Religious Society, Prosperous Born and Inner, in Southeast Asia in2025”. 

 

2.2.2. Mission Of Governor Riau Province 

1. Realizing Faithful, Quality and Competitive Human Resources through Full             

Human Development, 

2. Realizing Equitable and Environmentally Friendly Regional Infrastructure 

Development, 

3. Realizing Economic Development that is inclusive, Independent and 

Competitive, 

4. Realizing Malay Culture as a Competitive and Competitive State Umbrella 
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5. Realizing Good Governance and excellent Public Services based on 

Information Technology. 

2.3. Kinds of Bussiness 

The Bappedalitbang of Riau Province is one of the regional apparatuses 

whose function is to assist the government in developing and developing the region. 

Regional Development Planning Agency, Research and Development 

(Bappedalitbanglitbang), Riau Province as one of the regional technical institutions 

tasked and responsible for the preparation of the Regional Development Plan 

document consisting of synergistic, participatory, and accountable long-term 

(RPJPD), medium-term (RPJMD), and short-term (RKPD). This Regional 

Development Planning, Research and Development (Bappedalitbanglitbang) 

document will be used as a guide/reference in preparing the Work Plan (Renja) and as 

material for the preparation of the RKPD draft. 

 

2.4. Organizational Structure 

There are several departments in Bappedalitbang of Riau Province such 

Secretariat. 
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 Each of the job in organizational structure has its own responsibility and duty 

to reach the goals of its organization. These are the descriptive of each position: 

1. Head of Office 

a. The Duties of Head of Office  

The Head of the BappedalitbangAgency has the task of assisting the Governor 

in carrying out the functions of supporting government affairs which are the authority 

of the Region in the areas of Regional Development Planning, Research and 

Development. 

 

b. The Functions of Head of Office  

1. Preparation of Technical Policy 

2. Implementation of technical support tasks 

3. Technical guidance on the implementation of supporting functions for 

regional government affairs, 

4. Implementation of other functions assigned by the Governor related to the 

duties and functions of the Regional Development Planning Agency, Research 

and Development 

2. Secretariat 

a. The Duties of Secretariat of the Bappedalitbang Office of Riau Province 

Coordinate, facilitate and evaluate the program planning sub-section, finance, 

equipment and management of regional property, and general personnel sub-section. 

 

b. The Functions of Secretariat of the Bappedalitbang Office of Riau Province 

1. Implementation of coordination, facilitation and administrative services in 

reviewing, compiling and proposing Strategic Plans, Regional Work Plans, 

Annual Work Plans, Performance Agreements, and Government Performance 

Reports at the Regional Development Planning Agency, Research and 

Development. 
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2. Formulating and fostering the implementation of standard operating 

procedures for program planning, finance, equipment and management of 

regional property, as well as staffing and the general public; 

3. Implementation of coordination, facilitation, financial administration services, 

equipment and management of regional property, personnel and the general 

public; 

4. Implementation of monitoring, evaluation and reporting related to program 

planning, finance, equipment and management of regional property, personnel 

and public; andImplementation of other official duties assigned by the 

leadership in accordance with their duties and functions. 

 

c. The Duties of the Head of Sub Devision of Personnel and General: 

Planning programs/activities and budgeting in the general staffing subsection; 

1. Dividing tasks, giving instructions and checking the results of the 

implementation of the tasks of subordinates in the staffing and general 

subdivision environment; 

2. Scheduling and distributing correspondence; 

3. Carrying out facilitation of personnel administration; 

4. Coordinating the preparation of job analysis, workload analysis, job maps, 

projections of employee needs, competency standards, and job evaluations; 

5. Implementing the process of enforcing employee discipline; 

6. Making a report on the development of staffing; 

7. Organizing public relations affairs 

8. Carrying out the management of archives and documentation; 

9. Implementing and arrange meeting facilities, meetings and ceremonies, as 

well as carry out protocol activities and administration of official travel; 

10. Carrying out the procurement of office facilities and infrastructure after 

coordinating with the Regional Asset Financial Management Agency of Riau 

Province; 



 
 

9 

 

11. Collecting, compiling and managing information data materials for the benefit 

of the community; 

12. Carrying out maintenance of office facilities and infrastructure, cleanliness, 

beauty, security and orderliness of the office; 

13. Monitoring, evaluating and reporting on the implementation of tasks and 

activities in the personnel and general sub-sections; 

14. Carrying out other official duties as assigned by superiors 

 

d. The Duties of the Head of Sub-Division of Finance and Equipment 

Planning programs/activities and budgeting in the sub-section of finance, 

equipment and management of regional property; 

1. Dividing tasks, giving instructions and checking the results of the 

implementation of the tasks of subordinates in the sub-division of finance, 

equipment and management of regional property; 

2. Managing finances and preparing employee salary payments; 

3. Performing treasury and financial and asset accounting matters; 

4. Carrying out follow-up adjustments to the report on the results of the 

inspection or updating of the data on the results of the inspection on the 

implementation of activities; 

5. Carrying out the administrative process of treasury claims and claims for 

compensation; 

6. Providing guidance and provide technical guidance on financial and asset 

management; 

7. Carrying out verification and accountability of the budget; 

8. Preparing documents for planning needs and budgeting for regional property; 

9. Carrying out the affairs of the management of regional property which is 

under the control of the Regional Development Planning Agency, Research 

and Development; 
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10. Facilitating the general plan for the procurement of goods and services for 

work units; 

11. Monitoring, evaluate and make reports on the implementation of tasks and 

activities in the sub-section of finance, equipment and management of 

regional property; 

12. Carrying out other official duties assigned by superiors according to their 

duties and functions 

3. Planning, Control and Evaluation of Regional Development Planning 

a. The Duties of the Head of Planning, Control and Evaluation of 

RegionalDevelopment Planning Bappedalitbang of Riau Province. 

Carrying out tasks related to planning and funding, regional development data 

and information, control, evaluation and reporting. 

b. The Functions of the Head of Planning, Control and Evaluation of 

Regional Development Planning Bappedalitbang of Riau Province. 

1. Functions of the Head of the Planning, Control and Evaluation Division of 

Regional Development Planning Bappedalitbangof Riau Province review, 

preparation, proposal and development of program/activity plans and budgets 

for the Regional Development Planning, Control and Evaluation Division; 

2. Operational procedures in the Field of Planning, Control and Evaluation of 

Regional Development; 

3. Implementation of policies in the field of planning, controlling and evaluating 

regional development, including among others planning and funding, data and 

information on regional development, control, evaluation and reporting; 

4. Implementation of coordination, facilitation, supervision, monitoring, 

evaluation and reporting on the implementation of tasks and activities in the 

Regional Development Planning, Control and Evaluation Sector; and 

5. Implementation of other official duties assigned by the leadership according 

to their duties and functions. 



 
 

11 

 

4. Government and Human Development Sector 

a. The Duties of the Head of Government and Human Development of 

Bappedalitbang of Riau Province 

Carrying out tasks related to development planning in the fields of government 

and community empowerment, employment, and transmigration, education, culture, 

youth and sports, health and family planning. 

 

b. Functions of Head of Government and Human Development Division of 

Bappedalitbang of Riau Province 

1. Reviewing, compiling, proposing and developing program/activity plans and 

budgets for the Government and Human Development Sector; 

2. Formulating and fostering the implementation of standard operating 

procedures in the Governmental and Human Development Sector; 

3. Planning development policies in the fields of government and human 

development, including among others governance and community 

empowerment, employment, and transmigration, education, culture, youth and 

sports, health and family planning; 

4. Implementation of coordination, facilitation, supervision, monitoring, 

evaluation and reporting on the implementation of tasks and activities in the 

Government and Human Development Sector; and 

5. Implementation of other official duties assigned by the leadership in 

accordance with their duties and functions. 

5. Economic and Natural Resources Sector 

a. The Duties of the Head of the Economic and Natural Resources Division of 

Bappedalitbang of Riau Province  

Carrying out tasks related to development planning in the fields of trade, 

industry, cooperatives, investment and finance, tourism, environment, forestry, 

agriculture, marine and fisheries. 
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b. Functions of the Head of the Economic and Natural Resources Division of 

Bappedalitbang of Riau Province  

1. Reviewing, compiling, proposing and developing program/activity plans and 

budgets for the Economic and Natural Resources Sector; 

2. Formulating and fostering the implementation of standard operating 

procedures in the Economic and Natural Resources Sector; 

3. Planning of development policies in the fields of economy and natural 

resources, including among others trade, industry, cooperatives, 

4. Investment and finance, tourism, environment, forestry, agriculture, marine 

and fisheries; 

5. Implementation of coordination, facilitation, supervision, monitoring, 

evaluation and reporting of the implementation of tasks and activities in the 

Economic and Natural Resources Sector; and 

6. Implementation of other official duties assigned by the leadership according 

to their duties and functions 

6. Infrastructure and Territorial Sector 

a. The Duties of the Head of Infrastructure and Regional Development of 

Bappedalitbang of Riau Province  

Carrying out tasks related to development planning in the fields of 

transportation, energy, mineral resources, communications, informatics, statistics and 

coding, public works, housing and settlement areas, spatial planning, and land, as 

well as disasters. 

 

b. Functions of the Head of Infrastructure and Regional Development of 

Bappedalitbang of Riau Province  

1. Reviewing, compiling, proposing and developing program/activity plans and 

budgets for the Infrastructure and Regional Sector; 

2. Operational procedures in the Infrastructure and Territorial Sector; 
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3. Planning of development policies in the field of infrastructure and territory, 

including among others transportation, energy, mineral resources, 

communications, informatics, statistics and coding, public works, housing and 

settlement areas, spatial planning and land, and disasters; 

4. Implementation of coordination, facilitation, supervision, monitoring, 

evaluation and reporting of the implementation of tasks and activities in the 

Infrastructure and Regional Sector; and 

5. Implementation of other official duties assigned by the leadership in 

accordance with their duties and functions. 

7. Research and Development Field 

a. The Duties of Head of Research and Development Division of 

Bappedalitbang of Riau Province 

Carrying out tasks related to research and development of government and 

human development, research and development of the economy and natural 

resources, research and development of infrastructure and territory. 

 

b. The Functions of Head of Research and Development Division of 

Bappedalitbang of Riau Province 

1. Reviewing, compiling, proposing and developing program/activity plans and 

budgets for the Research and Development Sector; 

2. Formulating and fostering the implementation of standard operating 

procedures in the Field of Research and Development; 

3. Policy planning in the Research and Development Sector, including among 

others research and development of government and human development, 

research and development of the economy and natural resources, research and 

development of infrastructure and territory; 



 
 

14 

 

4. Implementation of coordination, facilitation, supervision, monitoring, 

evaluation and reporting on the implementation of tasks and activities in the 

Research and Development Sector; and 

5. Implementation of other official duties assigned by the leadership according 

to their duties and functions. 

8. UPT Science Techno Park 

a. The Duties of UPT Riau Science Techno Park 

Carrying out some operational technical activities and/or technical support 

activities for the Regional Development Planning Agency, Research and 

Development in the field of technical innovation-based business services, application 

of research results, technology development, advocacy and business incubation. 

 

b. The Functions of UPT Riau Science Techno Park 

1. Organizing the planning and implementation of tasks in the Administration 

Subdivision, Technology Innovation Research Section, and Technology and 

Business Incubation Section. 

2. Organizing coordination and facilitation in order to carrying out tasks and 

functions in the Administration Subdivision, Technology Innovation Research 

Section, and Technology and Business Incubation Section. 

3. Organizing monitoring, evaluation and reporting in order to carrying out 

duties and functions in the Administration Subdivision, Technology 

Innovation Research Section, and Technology and Business Incubation 

Section. 

4. Providering of technical services for business based on innovation, application 

of research results, technology development, advocacy and business 

incubation. 

5. Implementation of other functions assigned by the Head of the Agency related 

to its duties and functions. 
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c. The Duties of the Head of UPT Riau Science Techno Park 

Coordinate, facilitate and evaluate the Administration Subdivision, Technology 

Innovation Research Section, and Technology and Business Incubation Section. 

 

d. The Functions of the Head of UPT Riau Science Techno Park 

1. Preparation of work programs and operational plans at UPT Riau Science 

Techno Park. 

2. Organizing the implementation of coordination, facilitation and checking the 

results of the implementation of tasks within the UPT Riau Science Techno 

Park. 

3. Implementation of monitoring, evaluation and reporting of the implementation 

of tasks in accordance with the tasks that have been carried out to the Head of 

the Agency. 

4. Implementation of other official duties assigned by the Head of the Agency 

according to their duties and functions. 

 

e. The Duties of the Head of Administrative Subdivision: 

1. Planning Programs/Activities and Budgeting in the Administration 

Subdivision. 

2. Dividing Tasks, Giving Instructions and Checking the Results of the 

Implementation of Subordinates' Tasks in the Administration Subdivision. 

3. Coordinating the Preparation of Standard Operating Procedures. 

4. Organizing and Distributing Correspondence. 

5. Facilitating Personnel Administration, Financial Administration, 

Administration and Community Services. 

6. Coordinating the preparation of Job Analysis, Workload Analysis, Job Map, 

Projection of Employee Needs, Competency Standards, and Job Evaluation. 

7. Implementing Archives and Documentation Management. 
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8. Carrying out the preparation of needs, maintenance, office facilities and 

infrastructure, cleanliness, security and order in the office. 

9. Facilitating Institutional Cooperation with Universities, Academics, Industry, 

and Society in the Development of Innovation and Technology in UPT Riau 

Science Techno Park. 

10. Monitoring, Evaluation and Reporting on the Implementation of Duties and 

Activities in the Administration Subdivision. 

11. Carrying out other official duties assigned by superiors according to their 

duties and functions. 

 

f. The Duties of the Head of the Technological Innovation Research Section: 

1. Planning Programs/Activities and Budgeting in the Technological Innovation 

Research Section. 

2. Dividing Tasks, Giving Instructions and Checking the Results of the 

Implementation of Subordinates' Tasks in the Technological Innovation 

Research Section. 

3. Conducting Innovation Services and Technology Application Research. 

4. Coordinating Services for Submission of Intellectual Property Rights on 

Technology Results. 

5. Monitoring, Evaluation and Reporting on the Implementation of Tasks and 

Activities in the Technology Innovation Research Section. 

6. Carrying out other official duties assigned by superiors according to their 

duties and functions. 

 

g. The Duties of the Head of Technology and Business Incubation Section: 

1. Planning Programs/Activities and Budgeting in the Technology and Business 

Incubation Section. 
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2. Dividing Tasks, Giving Instructions and Checking the Results of the 

Implementation of Subordinates' Tasks in the Technology and Business 

Incubation Section. 

3. Performing Technology Innovation-Based Business Incubation Services. 

4. Conducting Training, Apprenticeship, and Piloting of Technological 

Innovation-Based Entrepreneurs. 

5. Monitoring, evaluating and making reports on the implementation of tasks 

and activities in the Technology and Business Incubation Section. 

6. Carrying out other official duties assigned by superiors according to their 

duties and functions. 

2.5. Document Used for Activity 

There are several documents used for activities during the Apprenticeship, as 

follows: 

1. Data for ASN Bappedalitbang 

2. Apprentice data 

3. SOP files 

4. SKP 

5. Incoming mail 

6. File Recap Position of Bappedalitbang Employees 
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CHAPTERIII 

SCOPE OF APPRENTICESHIP 

3.1 Job Description 

Apprenticeship began on May 09
th

 until July 15
th

, 2022 at Bappedalitbang 

Office of Riau Province. Working hours for Monday, Tuesday, Wednesday are 

started  from at 08.00 a.m to 16.00 p.m. While working hours for Thursday and 

Friday are started from 08.00 a.m to 16.30 p.m.  

There were several of main jobs during conducted the apprenticeship at 

Bappedalitbang Office of Riau Province, describe as follow: 

1. IGA ( Innovative Government award ) 

2. IPKD ( Indeks pengelolaan Keuangan Daerah ) 

3.Writing a Letter 

4.Write a decision letter ( SK ) 

5.Taking note in the meeting process 

6. Translating Proposals 

 

3.2. Working Procedure 

The working procedures are based on Standard Operating Procedure (SOP) of 

Bappedalitbang Office of Riau Province. Standard Operating Procedure is a guideline 

or reference for arrying out work in accordance with the functions, work procedures 

and work systems of the relevant agency.Officials and descriptions of the main duties 

& functions of the Head of Research and Development Division of Bappedalitbang 

Riau Province in accordance with Riau Governor Regulation Number 61 of 2021 

concerning Position, Organizational Structure, Duties and Functions, and Work 

Procedures of the Regional Development Planning Agency, Research and 

Development of Riau Province.The work procedures carried out by the task are 

described as follows: 
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1. IGA  (Innovative Government Awards) 

IGA is an award given by the Ministry of Home Affairs. The awarding 

of innovative government awards is one of the events to measure the 

innovation index of each region. Apprentices are askedby their supervisor 

to make IGA SOP with directions from their superiors.The steps for 

making the first SOP IGA are by making announcements to outside OPD 

after that socializing the IGA measurement to all regional apparatus, 

coordinating data by OPD into APK, integrating data from OPD that has 

been inputted and finally inputting the results of the Provincial IGA to the 

Ministry of Home Affairs. 

 

 

 

 

 

Figure 3.1 SOP IGA 

2. IPKD ( Indeks Pengelolaan Keuangan Daerah ) 

IPKD is a measure that is determined based on a set of dimensions and 

indicators to assess the quality of the performance of effective, efficient, 

transparent, and accountable local financial governance within a certain 

period.Apprentices are asked by their supervisor to make IGA SOP with 

directions from their superiors. 
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Figure 3.2 SOP IPKD 

 

3.     Electronic Incoming Letter Service 

There are several procedures in the electronic incoming letter service, 

incoming letter will be received, recorded in the agenda book, scanned, and 

then the data will be inputted into the e-office application. Furthermore, it will 

be continued to the Head of the agency to be examined and continue to scan 

the incoming letter via e-office, then the letter will be reviewed and disposed 

of to the secretary and the UPT Division in the form of a document and then 

this disposition will also be accepted by the admin as the final stage. . 

 

 

 

 

 

 

 

 

 

Admin menerima, mencatat 

pada buku agenda, memindai, 

menginput data pada aplikasi e-

office 

Admin receives, notes on 

the agenda book, scans, 

inputs data on e-office 

applications 

The Head of the Agency 

checks and forwards a 

scan of incoming mail via 

e-office 

The letter is assigned to 

the Secretary and the UPT 

Division in the form of a 

document 

Admin will accept a 

similar disposition as the 

final stage 
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Figure 3.3 Letter 

4. Write a decision letter (SK) 

Make a decision letter for the event committee and the material 

drafting team to prepare the agenda for the coordination meeting of the 

governors of all Sumatra, attach the names that have been appointed to 

work and compile materials related to strategic issues and matters that can 

be collaborated between provinces throughout Sumatra. Apprentices are 

asked by their superiors to make IGA SOPs with directions from their 

superiors. Make process includes : Set type paper, margins, font type and 

size, Make Head, Title and Opening of Decreeletter headinclusion, 

Writing Consideration and writing Diktum, and Attach the names that 

enter the management. 
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Figure 3.4 SK Rakorgub 

 

 

 

 

 

Admin under the auspices 

of secretary 1 makes a 

decree and enters the 

names that take part in 

letterhead inclusion. 

The next decree is 

submitted and 

examined by the head 

of the fieldinclusion. 

Furthermore, the 

secretary of the body 

who served as 

chairman at the 

coordination meeting 

. 
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5. Taking  Notes in the Meeting Process 

 There are several meeting that had beenBappedalitbang, the 

apprentice are asked to take  notes during the meetings such as the IMTGT 

Blueprint meeting, meetings related to cooperation between IPDN and 

Bappedalitbang, taking of the Raorgub preparation meeting, and be the 

Operator of the Material Preparation Team. taking notes related to the 

proposals and suggestions from meeting participants and then summarized 

into the results of the meeting then submitted to the head of Devision 

 

 

 

 

 

Figure 3.5 Taking a Notes 

 

 

6. Translating Proposal  

          The apprentices are asked  by their supervisor to translate the collaboration 

proposal with the Blueprint-IMTGT. This collaboration is a new project under the 

Implementation Blueprint with foreign countries such as Malaysia and Thailand. 
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3.5. Kind and Description of the Activity 

The daily activities in The Bappedalitbang Office of Riau Province can  be seen 

in the tables below: 

Table 3.1 

Agenda of Activities of the First Week of May 

(May 09
th

 – 13
th

, 2022) 

No Day/Date Activity Place Picture 

1 Monday 

May 9
th

,2022 

Submission of cover 

letter for internship 

from campus to 

general and 

environmental 

Office of 

Research and 

Development 

Division 

- 

2 Tuesday 

May 10
th

, 

2022 

Ticking Sign Here to 

Stiker 

Office of 

Research and 

Development 

Division 

- 

3 Wednesday 

May 11
th

, 

2022 

1. Putting the Sign 

Here sign on the letter 

to be signed 

2. Clipping multiple 

files 

3. Checking the 

completeness of the V 

field employee SKP 

Office of 

Research and 

Development 

Division 

- 

4 Thursday 

May 12
th

, 

2022 

Sick 

- - 

5 Friday 

May 13
th

, 

2022 

Sick 

- - 
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Table 3.2 

Agenda of Activities of the Second Week of May 

(May 16
th

, - 20
th

, 2022) 

 

No Day/Date Activity Place Picture 

1 Monday 

May 16
th

, 

2022 

 

OFF 

 

 

OFF 

 

2 Tuesday 

May 17
th

, 

2022 

Printing several 

employee SKP 

files 

Office of Research 

and Development 

Division 

         - 

3 Wednesday 

May 18
th

, 

2022 

- Office of Research 

and Development 

Division 

          - 

4 Thursday 

May 19
th

, 

2022 

- Office of Research 

and Development 

Division 

           - 

5 Friday 

May 20
th

, 

2022 

Become a note 

taker of IMTGT 

Meeting 

In a Meeting Abrus 

II 
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Table 3.3 

Agenda of Activities of the Third Week of  May 

(May 23
rd

 – 27
th

, 2022) 

 

No Day/Date Activity Place Picture 

1 Monday 

May 23
rd

, 2022 

Completing the 

Meeting Notes 

report 

Office of Research and 

Development Division 

 

2 Tuesday 

May 24
th

, 2022 

Completing the 

Meeting  Notes 

report  

Office of Research and 

Development Division  

 

 

3 Wednesday 

May 25
th

, 2022 

- Office of Research and 

Development Division  

 

 

4 Thursday 

May 26
th

, 2022 

 

OFF 

 

 

OFF 

 

5 Friday 

May 27
th

, 2022 

printing multiple 

files 

Office of Research and 

Development Division  
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Table 3.4 

Agenda of Activities of the Fourth Week of  June 

( May 30
th

 – June 3
rd

, 2022) 

 

No Day/Date Activity Place Picture 

1 Monday 

May 30
th

, 

2022 

Printing multiple 

files 

Office of Research 

and Development 

Division 

 

2 Tuesday 

May 31th, 

2022 

   

3 Wednesday 

June 1
st
, 2022 

 

OFF 

 

 

OFF 

 

4 Thursday 

June 2
nd

, 2022 

Making IPKD SOP 

(Standard 

Operating 

procedure)  

Office of Research 

and Development 

Division  

 

5 Friday 

June 3
rd

, 2022 

Making IPKD SOP 

(Standard 

Operating 

procedure) 

Office of Research 

and Development 

Division  
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Table 3.5 

Agenda of Activities of the Fifth Week of June 

(June 6
th

 – 10
th

, 2022) 

 

No Day/Date Activity Place Picture 

1 Monday 

June 6
th

, 2022 

Making IPKD SOP 

(Standard Operating 

procedure) 

Office of 

Research and 

Development 

Division  

 

2 Tuesday 

June 7
th

, 2022 

Making IPKD SOP 

(Standard Operating 

procedure) 

Office of 

Research and 

Development 

Division  
 

3 Wednesday 

June 8
th

, 2022 

MakingIGA SOP 

(Standard 

Operatingprocedure) 

Office of 

Research and 

Development 

Division 

 

4 Thursday 

June 9
th

, 2022 

MakingIGA SOP 

(Standard 

Operatingprocedure) 

Office of 

Research and 

Development 

Division 

 

5 Friday 

June 10
th

, 2022 

MakingIGA SOP 

(Standard 

Operatingprocedure) 

Office of 

Research and 

Development 

Division 
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Table 3.6 

Agenda of Activities of the Sixth Week of June 

(June 13
th

 -17
th

, 2022) 

 

No Day/Date Activity Place Picture 

 

1 Monday 

June 13
th

, 2022 

Making a report on the 

results of the 

Rakorgub preparation 

meeting 

Office of Research and 

Development Division  

 

2 Tuesday 

June 14
th

, 2022 

Making a report on the 

results of the 

Rakorgub preparation 

meeting 

Office of Research and 

Development Division  

 

3 Wednesday 

June 15
th

, 2022 

Making the decision 

letter of the 2022 

Rakorubub 

Office of Research and 

Development Division  

 

4 Thursday 

June 16
th

, 2022 

Making the decision 

letter of the 2022 

Rakorubub 

Office of Research and 

Development Division  

 

5 Friday 

June 17
th

, 2022 

Making the decision 

letter of the 2022 

Rakorubub 

Office of Research and 

Development Division 

 

 

 

 

 

 

 



 
 

30 

 

 

 

 

 

Table 3.7 

Agenda of Activities of the Seventh Week of June 

 (June 20
th

 -24
th

, 2022)  

 

No Day/Date Activity Place Picture 

1 Monday 

June 20
th

, 

2022 

Taking a note of the 

Material Preparation 

Team meeting 

In a Abrus II Meeting 

 

 

2 Tuesday 

June 21
th

, 

2022 

Making the matrix of 

strategic issues 

Materials drafting 

team 

Office of Research and 

Development Division  

 

3 Wednesday 

June 22
th

, 

2022 

Making a Roudowm 

for the Coordination 

Meeting of the 

Governors of All 

Sumatra 

Office of Research and 

Development Division  

 

4 Thursday 

June 23
th

, 

2022 

Making a Roudowm 

for the Coordination 

Meeting of the 

Governors of All 

Sumatra 

Office of Research and 

Development Division  

 

5 Friday 

June 24
th

, 

2022 

Make an invitation 

letter for Bappeda 

throughout Sumatra 

Office of Research and 

Development Division 
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Table 3.8 

Agenda of Activities of the Eight Week of June 

 (June 27
th

 -1
th

, 2022)  

 

No Day/Date Activity Place Picture 

1 Monday 

June 27
th

, 

2022 

Typing the Rakorgub 

theme 

Office of Research and 

Development Division  

 

2 Tuesday 

June 28
th

, 

2022 

Become a meeting 

operator 

In a Room Meeting 

 

3 Wednesday 

June 29
th

, 

2022 

Bappeda Departure 

Information Update 

Office of Research and 

Development Division  

 

4 Thursday 

June 30
th

, 

2022 

Rakorgub governor office  

 

5 Friday 

June 1
th

, 2022 

Typing the yellow 

presumptuous earth 

notice 

Office of Research and 

Development Division 
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Table 3.9 

Agenda of Activities of the Nineth Week of June 

 (July 4
th

 -8
th

, 2022)  

 

No Day/Date Activity Place picture 

1 Monday 

July 4
th

, 2022 

Making a notification 

letter for the results 

of the coordination 

meeting 

Office of Research and 

Development Division 

 

 

2 Tuesday 

July 5
th

, 2022 

Making invitations 

Riau Sience Centre 

Office of Research and 

Development Division  

 

3 Wednesday 

July 6
th

, 2022 

Make a notification 

letter for the results 

of the coordination 

meeting 

Office of Research and 

Development Division 

 

 

4 Thursday 

July 7
th

, 2022 

- - 

 

 

5 Friday 

July 8
th

, 2022 

Typing the yellow 

presumptuous earth 

notice 

Office of Research and 

Development Division 
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Table 3.10 

Agenda of Activities of the Ten Week of June 

 (July 11
th

 -15
th

, 2022)  

 

No Day/Date Activity Place picture 

1 Monday 

July 11
th

, 2022 

Copy multiple files Office of Research and 

Development Division  

 

2 Tuesday 

July 12
th

, 2022 

- - 

 

 

3 Wednesday 

July 13
th

, 2022 

Copy multiple files Office of Research and 

Development Division  

 

4 Thursday 

July 14
th

, 2022 

Making  a 

curriculum vitae of 

Functionary 

Office of Research and 

Development Division 

 

 

5 Friday 

July 15
th

, 2022 

Help complete files Office of Research and 

Development Division 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

4.1 Conclusion 

 Bappedalitbang Office of RiauProvince is one of the government agencies 

that accept PKL, Research and Apprenticeship programs. After completing the 

internship program which was carried out from May 9th, to July 15th, 2022, it can be 

concludedas follows: 

1. There are several types of work that had been carried out during the internship 

as follows: inputing the incoming letter, completeness of SKP, making a SK, 

making latter, taking a notes,  participate in the success of the governor's 

coordination meeting, making SOP IPKD and IGA.In addition, other activities 

carried out are assisting supervisors in carrying out their duties such as 

making official travel reports. 

2. Work procedures based on Standard Operating Procedure 

(SOP)Bappedalitbang Riau Province. This is a guide or reference to takecarry 

out work tasks in accordance with the functions, work procedures, and 

workrelated agency systems. Such as the procedures for electronic incoming 

mail services, Administration of Employee Card Submission, Administration 

of Employee Retirement Applications, Administration of Employee 

Attendance Recapitulation, and Administration of Employee Formation. 

3. There are several documents that are used for activities while 

doingInternships, including Incoming letter format, E-office application, and 

Employee document formation. 
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4.2 Suggestion 

4.2.1. Suggestionfor the Office 

1. All employees and staff must be more disciplined with the time given 

2. Improving relations between staff and employees in the Bappedalitbang 

office. 

4.2.2. Suggestion for English Students 

There were some suggestions for English Students, which were follows: 

1. English students must review the internship place that matches they are 

learning in order to apply their insight in the internship place 

2. English student must  maintain the good name of the university in general and 

related study programs. play an active role in every activity carried out and 

can work well with all staff and employees at the internship place 
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APPENDICES 

 Appendix A  

Taking a Notes of Meeting Preparation Rakorgub 
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Appendix B 

Taking a Notes of Meeting IMTGT Blueprint 
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Appendix c 

Taking a Notes of Meeting MOU IPDN 
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Appendix D 

Taking a Notes of Meeting  Preparation Rakorgub 
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Appendix e 

Taking a Notes Of Meeting Rakortek 
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Appendix F 

Maklumat Bumi Lancang Kuning 
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Appendix G 

Absence during Apprenticeship 
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Appendix H 

Consultation Sheet of Apprenticeship 
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Appendix I 

Apprentice Appraisal Letter 
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Appendix J 

Letter of Completed Apprenticeship 
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Appendix K 

DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday    

Date : May 9
th

 – 13
th

, 2022 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday    

Date : May 16
th

 – 20
th

, 2022 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday    

Date : May 23
rd
– 27

th
, 2022 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday    

Date : May 30
th 
– June 3

rd
, 2022 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday    

Date : June 6
th

 – 10
th

, 2022 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday    

Date : June 13
th

 – 17
th

, 2022 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday    

Date : June 20
th

 – 24
th

, 2022 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday    

Date : June 27
th

 – July 1
st
, 2022 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday     

Date : July 4
th

 – 8
th

, 2022 

  



 
 

58 

 

DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday   
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Day : Monday – Friday  
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Appendix L 

CERTIFICATE 
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