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CHAPTER I

INTRODUCTION

1.1 Background of Apprenticeship

Apprenticeship is a unit of work that must be followed by vocational students

as on the way to develop and practicetheir knowledge during lecturing to be able

to compete after graduating from college. Every student must have the readiness

to deal with professional work in accordance with the field they are involved in.

Practical work is a learning process by knowing directly the scope of the real

world of work with a series of activities that include understanding scientific

theories and concepts that are applied in work according to the profession in the

field of study. Apprenticeship can add to the discourse, knowledge, and expertise

of students, and they will be able to solve scientific problems in accordance with

the theory they have acquired in college.

Each student is required to go directly to the world of work, which is their

respective field, so that each student is expected to be able to directly apply the

knowledge that has been studied previously into the world of work. In addition,

with practical work, students can increase their knowledge, skills, and experience

in work, which can later be applied in the real world of work.

Polytechnic is a higher education and advanced engineering institution, as well

as a world-renowned scientific research or professional vocational education that

specializes in science, engineering, and technology or other technical departments.

The only state polytechnic in Riau Province, namely Bengkalis State Polytechnic,

also applies a practical work system for its students.

State Polytechnic of Bengkalis was founded by the Bengkalis Regency

government in 2000 under the auspices of the Bangun Insani Foundation (YBI).

The Bengkalis State Polytechnic accepted its first batch of students in 2001, and

in 2011, the Bengkalis State Polytechnic changed its status to a State University

(PTN) through the Minister of Education Regulation National No. 28 of 2011,
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concerning the Establishment of the Organization and Work Procedure of the

Bengkalis State Polytechnic. Finally, the Bengkalis State Polytechnic officially

became a State Polytechnic on December 26, 2011. One of the study programs at

English study program which is one of the study programs in Language

Department aims to prepare graduates in the fields of business and office

administration (core matter) who also master English language skills (supporting

matter). Graduates of English Study Program are expected to be able to meet

industry needs for local, national, and international job markets. In addition,

graduates are also expected to be able to develop an entrepreneurial spirit and

professional ethics.

Currently, not only is a GPA needed to enter the world of work after

graduating from college, but also real skills are also a benchmark for an agency or

company to accept graduates according to their fields. This, of course, can be

achieved by practical work. The English Study Program hopes that with practical

work, students can know firsthand how Business English is used in the real world

and can add insight to each student's ability to be more skilled, responsive, and

able to compete and be efficient in the future. As a consequence, after completing

practical work, each student is required to make a work report while carrying out

practical work so that students can be responsible for the results obtained from

these practical work activities and can continue their studies in the following

semester.

Based on the terms and conditions above, this practical work is carried out in

one of the government agencies, namely the Bengkalis Regency Tourism, Culture,

Youth, and Sports Office, and will be carried out for two months starting from

May 9 to July 15, 2022.

1.2 Purpose of the Apprenticeship

Thepurposesof theapprenticeship asfollows:

1. To find out the type of work carried out at Department of Tourism, Culture,



3

Youth and Sports of Bengkalis Regency

2. To find out the work procedures applied at Department of Tourism, Culture,

Youth and Sports of Bengkalis Regency

3. To find out the documents used by Department of Tourism, Culture, Youth and

Sports of Bengkalis Regency

1.3 Significance of the Apprenticeship

1.3.1 SignificancefortheApprentice.

An apprenticeship gives a chance for the apprentice to put the knowledge they

have acquired in college into practice and can apply it in the world of work. With

this internship, students can increase their knowledge and increase their creativity

to face the competition in the world of work in the future.

1.3.2 Significance for State Polytechnic of Bengkalis

Apprenticeship assists Polytechnic in preparing and producing skilled students

who are ready to work in the field once their studies are completed. Therefore, the

apprenticeship helps the polytechnic apply and design its curriculum.

1.3.3 Significance for the Company

Apprenticeship gives the Regional Agency for Languages in Riau Province a

chance to help and sharpen student’s skill. In addition, this program is an

opportunity for the office to promote image and perspective of the office towards

public.

1.4 Implementation Time for Apprenticeship

This Apprenticeship Activity  is carried out in accordance with the

provisions and regulations of by Department of Tourism, Culture, Youth and

Sports of Bengkalis Regency. The work schedule at the by Department of

Tourism, Culture, Youth and Sports of Bengkalis Regency is as follows:
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Table 1.1 Schedule of Working Hours of the by Department of Tourism, Culture,
Youth and Sports of Bengkalis Regency

No.

Day Come to work Break Home from work

1 Monday 08.00 12.30 -13.30 16.00

2 Tuesday 08.00 12.30-13.30 16.00

3 Wednesda

y

08.00 12.30-13.30 16.00

4 Thursday 08.00 12.30-13.30 16.00

5 Friday 08.00 12.30-13.30 16.00

Source: Bengkalis Regency Tourism, Culture, Youth, and Sports Office

1.5 Timetable for hands-on work

The following is the time schedule for the apprenticeship of the Department

of Tourism, Culture, Youth and Sports of Bengkalis Regency. specifically in the

field of tourism. In detail, this can be seen in appendix 3.

1.6 Apprenticeship Locations

Practical work was carried out in the tourism sector by the Department of

Tourism, Culture, Youth and Sports, Bengkalis Regency, which is located at Jl.

Arief Rahman No.24, Bengkalis City, Kec. Bengkalis, Bengkalis Regency.
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CHAPTER II

GENERAL DESCRIPTION OF THE COMPANY

2.1. Company History

The Department of Tourism, Culture, Youth and Sports of Bengkalis Regency

was formed based on the Bengkalis Regency Regional Regulation Number 3 of

2016 concerning the Formation and Composition of the Bengkalis Regency

Regional Apparatus. Based on the provisions of Article 3 of Bengkalis Regency

Regulation Number 3, In 2016, concerning the Formation and Composition of

Bengkalis Regency Regional Apparatuses, the Department of Tourism, Culture,

Youth and Sports of Bengkalis Regency organizes government affairs in the

tourism sector, Culture, Youth, and Sports. Furthermore, based on the provisions

of Article 4 of the Bengkalis Regent Regulation Number 54 of 2016 concerning

Position, Organizational Structure, Eselonering, Duties, Functions, and

Description of Duties and Work Procedures at the Department of Tourism,

Culture, Youth and Sports of Bengkalis Regency has the task of assisting the

Regent, carrying out government affairs which are the authority of the region, and

assisting tasks in the fields of Tourism, Culture, Youth, and Sports.

Figure2.1
Bengkalis Regency Tourism, Culture, Youth and Sports Office



6

2.2 . Vision and Mission

2.2.1.Vision

The vision in simple terms, it can be explained that the vision is the future

condition to be achieved by the Department of Tourism, Culture, Youth and

Sports of Bengkalis Regency. In order to support the realization of the Vision of

the Regional Head as stipulated in the Bengkalis Regency Medium Term

Development Plan 2016–2021 by considering the potential possessed and its

supporting aspects, and based on the main tasks and functions of the Department

of Tourism, Culture, Youth and Sports of Bengkalis Regency in accordance with

Regional Regulation Number 3 of 2016 concerning the Formation and

Composition of Bengkalis Regency Regional Apparatuses, the Vision of the

Tourism Office is set, Bengkalis Regency, namely: "The Realization of Bengkalis

Regency as a Cultural Tourism Destination Area, Independent Youth, Faithful and

Has Noble Morals and Spirit of Patriotism With "A Healthy and Prosperous

Society"

2.2.2 Mission

The intended mission is something that must be carried out or carried out as

an elaboration of the vision that has been set. The mission of the Department of

Tourism, Culture, Youth and Sports of Bengkalis Regency is formulated as

something clear and in accordance with the main tasks and functions. The mission

is also related to the authority of the Department of Tourism, Culture, Youth and

Sports of Bengkalis Regency in accordance with the legislation. In line with the

vision of the Department of Tourism, Culture, Youth and Sports of Bengkalis.

Regency above, the mission of the Department of Tourism, Culture, Youth

and Sports of Bengkalis Regency is as follows:

a. Increasing tourism and the creative economy

b. Keeping cultural values alive

c. Improving sports and community sports' achievements
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d. Increase youth, insight, faith, and piety participation.

2.3. Kinds of Service

Department of Tourism, Culture, Youth and Sports of Bengkalis Regency is

engaged in providing services to the community in the fields of Culture, Tourism,

Youth and Sports to assist the Regent in carrying out Regional Government affairs

based on the principle of regional autonomy.

2.4.Organizational Structure

The organizational structure is a chart that systematically describes the

determination, duties, functions, authorities, and responsibilities of each with

predetermined goals. aims to foster work harmony so that work can be done

regularly and well to achieve the desired goals to the fullest. Furthermore, the

organizational structure of the Department of Tourism, Culture, Youth, and Sports

of Bengkalis Regency can be described as follow:

BENGKALIS REGENCY TOURISM, CULTURE, YOUTH AND SPORTS

ORGANIZATIONALSTRUCTURE

Source: Department of Tourism, Culture, Youth and Sports, Bengkalis Regency
Figure2.2 Bengkalis Regency Tourism, Culture, Youth and Sports

OrganizationalStructur
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To be able to achieve its goals, the Department of Tourism, Culture, Youth

and Sports of Bengkalis Regency in its operational activities is led by the Head of

the Department. The duties of each division are as follows:

1. Head of Department

The Head of the Department is the person in charge of policy formulation,

coordination, guidance, supervision and control over the implementation of the

activities of each division.

The tasks of the Head of Department are:

a. Formulating regional policies in the fields of Tourism, Culture, Youth and

Sports.

b. Implementating regional policies in the fields of Tourism, Culture, Youth and

Sports.

c. Implementating coordination of the provision of infrastructure and support in

the field of Tourism, Culture, Youth and Sports.

d. Improving the quality of human resources in the fields of Tourism, Culture,

Youth and Sports.

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

field of Tourism, Culture, Youth and Sports.

f. Implementating other functions assigned by the Regent.

2. Secretariat

The Secretariat has the task of providing technical and administrative

services to all organizational units within the Department of Tourism, Culture,

Youth and Sports of Bengkalis Regency.

The tasks of the Secretariat are:

a. Implementating coordination in the preparation of plans, programs, budgets in

the field of Tourism, Culture, Youth and Sports.

b. Guiding and providing administrative support which includes administration,
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staffing, finance, housekeeping, cooperation, public relations, archives and

documentation.

c. Fostering and structuring the organization and management.

d. Implementing coordination and preparation of laws and regulations.

e. Managing state property/wealth.

f. Implementating other tasks assigned by the Head in accordance with the duties

and function.

The organizational structure of the Secretariat consists of:

1. Program Preparation Sub-Section

2. General and Personnel Sub-Section

3. Finance and Equipment Sub Division

3. Tourism Field

The field of tourism has the task of leading, planning, implementing,

evaluating, coordinating and controlling tasks in the field of tourism with

established regulations.

The tasks of the Tourism  are:

a. Implementating technical guidance and development of authority in the field of

Tourism is based on policies set by the Regent.

b. Preparing and implementing development and control programs in the field of

tourism which is the regional authority.

c. Arranging strategic tourism area layout.

d. Implementating the promotion of tourism objects both at home and abroad.

e. Implementating and supervision of development and development tourist.

f. Implementating and supervision of minimum standards in the tourism sector.

g. Implementating other tasks assigned by the Head in accordance with the duties

and function.

The Organizational Structure of the Tourism Sector, consisting of:
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1. Tourism Destination Development Section

2. Creative Economy Development and Development Section

3. Tourism Marketing Section.

4. Culture Field

The field of culture has the task of leading, planning, implementing,

evaluating, coordinating and controlling tasks in the field of culture with

established regulations.

The tasks of the Field are:

a. Implementating technical guidance and development of authority in the field of

Culture is based on policies set by the Regent.

b. Preparing and implementing development and control programs in the field of

culture which is the authority of the region.

c. Implementating and supervision of minimum standards in the field of Culture.

d. Implementating security rescue, maintenance, restoration, excavation and

research of cultural heritage objects on a Regency scale

e. Implementating other tasks assigned by the Head in accordance with the duties

and function.

The organizational structure of the Cultural Sector, consists of:

1. Cultural Values Section

2. Section for Cultural Heritage, Museums and History

3. Art Section.

5. Youth Field

The Youth Sector has the task of leading, planning, implementing, evaluating,

coordinating and controlling tasks in the field of Youth with established

regulations.

The tasks of the Youth are:
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a. Policy formulation in the context of planning, coaching and youth

development.

b. Implementating youth development and development policies that includes

institutions, productivity and child development programs, youth and youth

and planning, control and evaluation.

Implementating coordination with relevant agencies, community institutions in

the context of coaching and managing and controlling the program

c. empowerment in the field of Youth.

d. Formulating planning, utilization, control and evaluation policies, Youth

facilities and infrastructure.

e. Implementating other tasks assigned by the Head in accordance with the duties

and function.

The organizational structure of the Youth Sector, consists of:

1. Youth Development and Empowerment Section

2. Youth Standards and Infrastructure Section

3. Youth Partnership and Awards Section.

6. Sport Field

The field of sports has the task of leading, planning, implementing,

evaluating, coordinating and controlling tasks in the field of sports with

established regulations.

Sports Sector in carrying out the tasks as intended, perform functions:

a. Policy formulation in the context of planning, coaching and Sports

development.

b. Implementating policies for fostering and developing sports that includes the

implementation of nursery problems, performance improvement and

coordination of Sports activities as well as planning, controlling and

evaluation.
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c. Implementating coordination with relevant agencies, community institutions in

the context of coaching and managing and controlling the program utilization

in the field of sports.

d. Implementating other tasks assigned by the Head in accordance with the duties

and function.

Organizational Structure in the Field of Sports, consisting of:

1. Sports, Recreation and Traditional Education Section

2. Sports Infrastructure and Standardization Section

3. Sports Partnership and Awards Section.

7. Technical Implementation Unit

The tasks of the Technical Implementation Unit are:

a. At the Service, a Technical Implementation Unit (UPT) can be formed based

on the needs and workload.

b. UPT is a Technical Implementing Unit to carry out technical activities

operational and/or technical support activities of the Office.

c. UPT is led by a UPT Head who is under and responsible to the head.

d. The formation of the UPT is determined by a Regent Regulation based on the

guidelines to the applicable laws and regulations
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CHAPTER III

SCOPE OF APPRENTICESHIP

3.1. Job Description

Apprenticeship began on May 9th, 2022 until July 15th, 2022 atDepartment

of Tourism, Culture, Youth and Sports of Bengkalis Regency. The working hour

divide into two shifts.Morning shift starts at 8.00 am until 12.30 pm and

Afternoon shift starts at 13.00 pm until 16.00 pm. There is a break for morning

shift at 12.30 am, afternoon shift at 16.00.

There were several kinds of main jobs that had been conducted during the

apprenticeship which arefollows:

1. Recording  incoming and outgoing letter

2. Archiving incoming and outgoing letters

3. Creating duplicate documents

3.2 Working Procedure

1. Recording incoming and outgoing letter

Incoming or outgoing letters that have been processed are then recorded in

the agenda book according to the classification and qualifications of each

letter.

There are several bookkeeping procedures for outgoing and incoming letters

from the office:

1. Receiving incoming letters either through expedition officers, delivery

services, through facsimile machines delivered through the secretary of

leadership or by electronic mail.

2. Signing the proof of delivery of the letter (if the letter is delivered by an

expedition officer or delivery service);

3. Opening the cover letter with criteria other than a personal letter and other than

a confidential letter, to find out the outline of the contents of the letter when the

definition of a letter is not a personal letter.



14

4. Recording incoming letters in the incoming mail agenda book;

Notes in the agenda book for incoming and outgoing letters include the

following information:

1. Letter Sequence Number

2. In or out and the date the letter was received

3. The number of incoming or outgoing mail and the date of the letter;

4. Origin of the letter;

5. Letter matters;

6. The purpose of the letter (recipient of the letter);

Figur 2.2
Incoming and outgoing letter

2. Archiving incoming and outgoing letter.

Archiving is a process by which inactive information, in any format, is stored

securely for a long time. The information may or may not be used again in the

future, but it should still be retained until the end of its scheduled retention.

There are several procedures for archiving outgoing and incoming mail from

the office:

1. First, checking the mark on each disposition sheet on the letter to determine

whether the letter is allowed or not to be stored.

2. Creating a code or indexing a letter
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3. Sorting or separating letters according to the group based on the problem or

purpose of the letter

4. Saving the letter in a folder or other storage area.

5. Organizing  the file properly in accordance with an archive storage system that

has been set by the Office of the Service.

Figure 2.3
Archiving incoming and outgoing letter

3. Creating duplicate documents

There are several document duplication procedures:

1. Preparing the document you want to duplicate.

2. Connecting the copier to the power supply.

3. Turning on the machine by using the ON button.

4. Inserting on the glass where the photocopy is, with the top edge attached to the

scale line in the right position in the middle.

5. Pressing the coffee yield control button, press the button for the desired

number of copies.

6. Pressing the print (start) button.

7. Pressing the OFF button.
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8. Finally when you're finished copying, cleaningit was finished.

Figure 2.4
Creating duplicate documents

3.3 Document used for activity

To manage these activities, there are several documents used at the Department

of Tourism, Culture, Youth and Sports of Bengkalis Regency:

1. Circular

2. The Cover Letter

3. Goods Retrieval Letter

4. Commercial Documents

5. Documents that are dynamic

6. Employment Records

7. Personal Documents

8. Data Collection and Maintenance of Inventory Items

a. KindandDescriptionoftheActivity

The daily activities in Bengkalis Regency Tourism,

Culture,Youthand Sports Office canbeseen in thetablesbelow:
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Table 1.2AgendaofActivitiesoftheFirstWeekofMay (May 9th–13rd, 2022)

No Day/Date Activity Place

1 Monday

May 9th,2022

1. Personal introduction

2. Meeting with the General
Subdivision's Head and
receive an explanation of
the internship rules.

Secretarial
room.

2

TuesdayMay1

0th,2022

1. Receiving and document all
incoming letter

2. On the completed contract
sheet, recalculate the
building area.

Room
for

Tourism

3

WednesdayMay

11st,2022

1. Making duplicates of the
document

2. Archiving incoming letter

Room
for

Tourism

4 ThursdayMay

12nd,2022

1. Taking in incoming letter

3. Handling incoming letter

Room
for

Tourism

5 Friday,May

13rd,2022

1. Sending a letter to the health
department

2. Keeping track of outgoing
letter

3. Saving all outgoing letter.

General
department of

health

Room
for

Tourism

6 Saturday

May14th,2022

OFF OFF

7 Sunday

May15th,2022

OFF OFF
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Table 1.3Agenda of Activities of the Second Week of May (May 16th–22nd, 2022)

No Day/Date Activity Place

1 MondayMay

16th,2022

1. Keeping track of
incomingletter

2. Duplicating documents

Room for
Tourism

2 TuesdayMay

17th,2022

1. Participating in a one-year
Halal Bihalal event as
Regent of Bengkalis

2. Photographing the Balal
Bihalal event

Bengkalis

Monument

Field

3 WednesdayMa

y18th,2022

1. Duplicating Document

2. Creating a circle

3. Savingincoming letter

Room for
Tourism

4 ThursdayMa

y19th,2022

1. Creating a work order.

2. Recreating the document

Room for
Tourism

5 Friday,

May20th,2022

Recapturing the list ofLapin
Beach tourism officers'
names.

Room for
Tourism

6 Saturday

May21st,2022

OFF OFF

7 Sunday

May22nd,2022

OFF OFF
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Table 1.4Agenda of Activities of the Third Week of May (May23rd-29th,2022)

i

No Day/Date Activity Place

1 MondayMay

23rd,2022

1. Creating item vouchers.

2. Recreating the document

Room
for

Tourism

2 Tuesday

May24th,2022

1. Keeping track of incoming
letter

2. Saving all incoming letter.

Room
for

Tourism

3 WednesdayMa

y25th,2022

1. Creating a circle

2. Attending the Bujang Dara
Bnegkalis election

3. VisitingBujang Dara
Bengkalis' election

Room
for

Tourism

Bengkalis
Monument

Field
4 Thursday

May26th,2022

Visiting to several tourist
attractions in Bengkalis'
Bukit Batu District

Bengkalis'
Bukit Batu

District

5 Friday,

May27th,2022

Keeping track of incoming
letter

Room
for

Tourism

6 Saturday

May28th,2022

OFF OFF

7 Sunday

May29th,2022

OFF OFF
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Table 1.5 Agenda of Activities of the Fourth Week of June (May30th–June5thd,
2022)

No Day/Date Activity Place

1 Monday

May30th,2022

1. Sorting and re-collection
of aid receipts for micro-
enterprises affected by
the coronavirus disease
in 2019

2. Saving all outgoing
latter.

Room for
Tourism

2 Tuesday

May31st,2022

Making the list of all
implementation of
development activities and
procurement of goods and
services at OPD in 2021.

Room for
Tourism

3 Wednesday

June1st,2022

1. Making duplicates of the
document

2. Keeping track of
incoming letter

Room for
Tourism

4 Thursday

June2nd,2022

1.Completing tourist
building asset survey in
Bantan District

2. Measuring the area
around tourist assets in
the Bnatan District

Bantan District

5 Friday,

June 3rd, 2022

Doing survey Pantai Indah
Selatbaru's building and
land assets

Pantai Indah

Selatbaru's

6 Saturday

June4th, 2022

OFF OFF

7 Sunday

June 5th, 2022

OFF OFF
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Table 1.6Agenda of Activities of the Fifth Week of June (June6th–June12th, 2022)
No Day/Date Activity Place
1 MondayJune6th,

2022

1. Measuring the area of
the tomb of Panglima
Minal,

2. Measuring the area of
the building and the road
at the site of the Nine
Virgins' grave

3. Calculating the building
area and return the data.

Makam Datuk
Panglima

Minal,
F46H+2P3,
Air Putih,

Kec.Bengkalis
, Kabupaten
Bengkalis,

Riau

Kantor bidang
wisata

2 Tuesday

June 7th , 2022

1. Calculating the area of
several tourist structures
on Teluk Pambang's coast

2. Determining the size of
the Datuk Laksemana
Historical Site structure in
Muntai Village

Pambang Bay
Village

West Muntai
Village

3 WednesdayJu

ne 8th,2022

Measuring the area of the
beach name signpost,
billboards, Bengkalis
icon monument, pavilion,
gazebo, pergola and the
Pantai Indah Selat Baru
game arena

Selatbaru
Beach

4 Thursday

June9th,2022

Measuring the area of the
tourist UPT Pantai Indah
Selatbaru office building,
beach entrance gate,
prayer room, and toilet.

Selatbaru

Beach

5 Friday,

June 10th , 2022

Measuring the area of the
Youth Building, the
biggest fish monument,
the parking area and
cementing the garden
path of Pantai Indah
Selatbaru

Selatbaru Beach

6 Saturday

June 11th , 2022

OFF OFF

7 Sunday OFF OFF
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Table 1.7Agenda of Activities of the Sixth Week of June (June13th–June19th,2022)

No Day/Date Activity Place

1 MondayJu

ne13th,2022

1. Meeting documents in
duplicate

2. Consultating with
Provincial Zoo Officers

secretarial
room

Room for
Tourism

2 TuesdayJun

e14th,2022

1. Visiting to the Bukit
Batu District

2. Going to Datuk
Laksemana I, III, and IV's
tombs

Bukit Batu District

Bukit Batu District

3 Wednesday

June15th, 2022

Measuring the building
area of Datuk Laksemana
IV's house, gallery, fence,
garden of Datuk's
house, miniature of wood
pieces of Datuk
Laksemana
IV's house, and land area.

Bukit Batu District

4 Thursday

June16th , 2022

Collecting and
compiling data from the
results of measuring the
area of tourism assets

Room for
Tourism

5 Friday,

June17th , 2022

Paying a visit to the
Pakning River
Mangroves.

Pakning River

6 Saturday

June18th , 2022

OFF OFF

7 Sunday

June19th , 2022

OFF OFF

June12th , 2022
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Table 1.8Agenda of Activities of the Seventh Week of June (June20th–
June26th,2022)

No Day/Date Activity Place

1 Monday

June20th, 2022

Making bengkalis tourism
data clipping

Room for Tourism

2 TuesdayJun

e21st,2022

1. Submiting a cover letter
to the Bengkalis Central
Bureau of Statistics.

2. Keeping track of the
outgoing latter

3. Saving outgoing latter

Bengkalis
Statistics Center

Office

Room for
Tourism

3 Wednesday

June22nd, 2022

Dumai City business trip Bengkalis-Dumai

4 Thursday

June23rd , 2022

1.Having business Trip to
Duri City

2. Measuring the area of
building assets and tourist
land in Duri City is

3. Going to Datuk White-
blooded's and Mr. Sheikh
H. Imam Sabar Al-Kholidi
Naqsyabandi Bin Encik
Coteih's graves

Dumai-Duri

Duri City

Pinggir districts

5 Friday,

June24th , 2022

1.Having business Trip to
Pekanbaru City

2. Attending at Technical
Guidance or Training
Events

Duri-Pekanbaru

Grand Jatra
Hotel, Pekanbaru

6 Saturday

June25th, 2022

2. Attending at Technical
Guidance or Training
Events

Grand Jatra
Hotel, Pekanbaru

7 Sunday

June26th, 2022

OFF OFF
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Table 1.9Agenda of Activities of the Eighth Week of June (June27th–July3rd,2022)

No Day/Date Activity Place

1 Monday

June27th, 2022

Going home from
Pekanbaru to
Bengkalis

Pekanbaru-Bengkalis

2 TuesdayJun

e28th,2022

Printing and duplicate
documents

Room for Tourism

3 WednesdayJu

ne29th,2022

1. Drawing the floor plan of
the Sakai Tribe's traditional
house, Kesumbo Ampai
village, Mandau.

2. Inputing Benggkalis
Tourism Asset Data

Room for Tourism

Room for Tourism

4 Thursday

June30th , 2022

OutgoingRecording Room for Tourism

5 Friday,

July1st, 2022

Measuring the area of
tourist building assets at the
Selatbaru Zoo

The Selatbaru Zoo

6 Saturday

June2nd, 2022

OFF OFF

7 Sunday

June3rd , 2022

OFF OFF
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Table 1.10AgendaofActivitiesoftheNinthWeekof July (July4th–July10th,2022)

No Day/Date Activity Place

1 Monday

July4th, 2022

Calculating the area of
building assets and tourist
land on Perapat Tunggal
Beach

Perapat Tunggal
Beach

2 TuesdayJuly

5th,2022 Determining the size of the
Datuk Laksemana Museum
and Dutch Jel Park

Bengkalis

District

3 Wednesday

July6th, 2022

Measuring the area of the
Bengkalis Mini Stadium
and Football Field for the
Shipping Campus, as well
as the building on SMP 3
Bengkalis' football field

Bengkalis
District

4 Thursday

July7th , 2022

Taking measurements of the
Yong Dolah Tomb Pond
and Pakeh Ghani

Bengkalis
District

5 Friday,

July8th, 2022

Finishing assessment of
the internship report and
enlightenment of
souvenirs as a sign of
gratitude to the
Benygkalis Tourism
Office.

Room for
Tourism

6 Saturday

July9th,2022

OFF OFF

7 Sunday

July10th, 2022

OFF OFF
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CHAPTER IV

CONCLUSION AND SUGGESTION

4.1 Conclusion

After doing an internship at the Department of Tourism, Culture, Youth, and

Sports, there are several conclusions as follows:

1. There are several types of work carried out during the internship: recording

incoming and outgoing letters; archiving incoming and outgoing letters; and

duplicating documents.

2. The working procedures are based on Standard Operational Procedure (SOP)

of Logistic Department at Department Tourism, Culture, Youth and Sports.

3. Documents used during the apprenticeship are Circulars, goods receipts,

Employment Documents and Data Collection and maintenance of Inventory

Goods.

4.2 Suggestion

4.2.1. Suggestion for Company

There were some suggestions given to Department Tourism, Culture, Youth

and Sports:

1. Improving more satisfying service system.

2. Improving work facilities such as a document printing machine, Air

Conditioner (Ac).

4.2.2 Suggestion for English Study Programs

The suggestion given to English Study Program is add more subject or prepare

their students about deeply understanding about Microsoft office such as

Microsoft excel and insight about communication and behavior in workplace.
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APPENDIX 1

RECOMMENDATION LETTER
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APPENDIX 2

ATTENDANCE LIST
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APPENDIX 3

SCORING OF APPRENTICESHIP
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APPENDIX 4

LETTER OF COMPLETION OF APPRENTICESHIP
Equation 1
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APPENDIX 5

OFFICIAL MEMO
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Equation 2

APPENDIX 6

INTERNSHIP, SEMINAR, ATTENDANCE LIST

Equation 3
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APPENDIX 7

DAILYACTIVIT

Day :Tuesday

Date :May, 10
th

2022

No JobDescription Supervisor Signature
1. Read and

recalculate the
building area on the
completed contract.

Sri Handayani,
S.ST

Note: Goforit

Picture Information

Read and
recalculate the
building area on
the completed
contract.
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APPENDIX 7

DAILYACTIVIT

Day :Tuesday

Date :May, 10
th

2022

No JobDescription Supervisor Signature
1. Read and

recalculate the
building area on the
completed contract.

Sri Handayani,
S.ST

Note: Goforit

Picture Information

Read and
recalculate the
building area on
the completed
contract.

35

APPENDIX 7

DAILYACTIVIT

Day :Tuesday

Date :May, 10
th

2022

No JobDescription Supervisor Signature
1. Read and

recalculate the
building area on the
completed contract.

Sri Handayani,
S.ST

Note: Goforit

Picture Information

Read and
recalculate the
building area on
the completed
contract.
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Day :Wednesday
Date :May, 11th2022

No JobDescription Superviso
r

Signature

1. Duplicate documents and
archive incoming mail.

Sri Handayani,
S.ST

Note:Dothebest

Picture Information

Aarchiving
incoming mail

36

Day :Wednesday
Date :May, 11th2022

No JobDescription Superviso
r

Signature

1. Duplicate documents and
archive incoming mail.

Sri Handayani,
S.ST

Note:Dothebest

Picture Information

Aarchiving
incoming mail

36

Day :Wednesday
Date :May, 11th2022

No JobDescription Superviso
r

Signature

1. Duplicate documents and
archive incoming mail.

Sri Handayani,
S.ST

Note:Dothebest

Picture Information

Aarchiving
incoming mail
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Day :Thursday
Date :May,12th2022

No JobDescription Supervisor Signature
1. Take in incoming mail.

Sri Handayani, S.ST
2. Handle incoming mail

,

Note: Keepitup

Picture Information

Receiving and record
incoming mail

37

Day :Thursday
Date :May,12th2022

No JobDescription Supervisor Signature
1. Take in incoming mail.

Sri Handayani, S.ST
2. Handle incoming mail

,

Note: Keepitup

Picture Information

Receiving and record
incoming mail

37

Day :Thursday
Date :May,12th2022

No JobDescription Supervisor Signature
1. Take in incoming mail.

Sri Handayani, S.ST
2. Handle incoming mail

,

Note: Keepitup

Picture Information

Receiving and record
incoming mail
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Day :Friday
Date :May,13th2022

No JobDescription Supervisor Signature
1.

2.

3.

Sending a letter to the health
department

Keep track of outgoing mail

Save all outgoing mail.

Sri Handayani,
S.ST

Note:Goodjob

Picture Information

Recording outgoing
mail and filing it

38

Day :Friday
Date :May,13th2022

No JobDescription Supervisor Signature
1.

2.

3.

Sending a letter to the health
department

Keep track of outgoing mail

Save all outgoing mail.

Sri Handayani,
S.ST

Note:Goodjob

Picture Information

Recording outgoing
mail and filing it

38

Day :Friday
Date :May,13th2022

No JobDescription Supervisor Signature
1.

2.

3.

Sending a letter to the health
department

Keep track of outgoing mail

Save all outgoing mail.

Sri Handayani,
S.ST

Note:Goodjob

Picture Information

Recording outgoing
mail and filing it
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Day :Monday
Date :May,16th2022

No JobDescription Supervisor Signature
1.

2.

keep track of incoming mail

duplicate documents
Sri Handayani, S.ST

Note:Beactiveandbepatie
nt

Picture Information

Recording incoming
mail and duplicating
documents for
meetings

39

Day :Monday
Date :May,16th2022

No JobDescription Supervisor Signature
1.

2.

keep track of incoming mail

duplicate documents
Sri Handayani, S.ST

Note:Beactiveandbepatie
nt

Picture Information

Recording incoming
mail and duplicating
documents for
meetings

39

Day :Monday
Date :May,16th2022

No JobDescription Supervisor Signature
1.

2.

keep track of incoming mail

duplicate documents
Sri Handayani, S.ST

Note:Beactiveandbepatie
nt

Picture Information

Recording incoming
mail and duplicating
documents for
meetings
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Day :Tuesday
Date :May,17th2022

No JobDescription Supervisor Signature
1.

2.

Participating in a one-year halal
bihalal event as Regent of
Bengkalis

Photographing the halal bihalal
event

Sri Handayani,
S.ST

Note:great

Picture Information

Documenting and
participating in the 1-
year halal bihalal
event of the Bengkalis
Regent at the
Bengkalis Monument
Field

40

Day :Tuesday
Date :May,17th2022

No JobDescription Supervisor Signature
1.

2.

Participating in a one-year halal
bihalal event as Regent of
Bengkalis

Photographing the halal bihalal
event

Sri Handayani,
S.ST

Note:great

Picture Information

Documenting and
participating in the 1-
year halal bihalal
event of the Bengkalis
Regent at the
Bengkalis Monument
Field

40

Day :Tuesday
Date :May,17th2022

No JobDescription Supervisor Signature
1.

2.

Participating in a one-year halal
bihalal event as Regent of
Bengkalis

Photographing the halal bihalal
event

Sri Handayani,
S.ST

Note:great

Picture Information

Documenting and
participating in the 1-
year halal bihalal
event of the Bengkalis
Regent at the
Bengkalis Monument
Field
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Day :Wednesday
Date :May,18th2022

No JobDescription Supervisor Signature
1.

2.

3.

document duplicate

Create a circle

Archieving incoming mail

Sri Handayani, S.ST

Note:keepsmiling

Picture Information

Duplicate documents and
archive incoming mail.

41

Day :Wednesday
Date :May,18th2022

No JobDescription Supervisor Signature
1.

2.

3.

document duplicate

Create a circle

Archieving incoming mail

Sri Handayani, S.ST

Note:keepsmiling

Picture Information

Duplicate documents and
archive incoming mail.

41

Day :Wednesday
Date :May,18th2022

No JobDescription Supervisor Signature
1.

2.

3.

document duplicate

Create a circle

Archieving incoming mail

Sri Handayani, S.ST

Note:keepsmiling

Picture Information

Duplicate documents and
archive incoming mail.
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Day :Thursday
Date :May,19th2022

No JobDescription Supervisor Signature
1. 1. Create a work order.

2. Recreate the document Sri Handayani,
S.ST

Note: Goforit

Picture Information

Data collection
and work order
documents

42

Day :Thursday
Date :May,19th2022

No JobDescription Supervisor Signature
1. 1. Create a work order.

2. Recreate the document Sri Handayani,
S.ST

Note: Goforit

Picture Information

Data collection
and work order
documents

42

Day :Thursday
Date :May,19th2022

No JobDescription Supervisor Signature
1. 1. Create a work order.

2. Recreate the document Sri Handayani,
S.ST

Note: Goforit

Picture Information

Data collection
and work order
documents
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Day :Friday
Date :May,20th2022

No JobDescription Supervisor Signature
1. Recapture the list of Lapin Beach

tourism officers' names
Sri Handayani, S.ST

Note: great

Picture Information

Data collection of
the list of names of
Lapin Beach
tourism officers

43

Day :Friday
Date :May,20th2022

No JobDescription Supervisor Signature
1. Recapture the list of Lapin Beach

tourism officers' names
Sri Handayani, S.ST

Note: great

Picture Information

Data collection of
the list of names of
Lapin Beach
tourism officers

43

Day :Friday
Date :May,20th2022

No JobDescription Supervisor Signature
1. Recapture the list of Lapin Beach

tourism officers' names
Sri Handayani, S.ST

Note: great

Picture Information

Data collection of
the list of names of
Lapin Beach
tourism officers
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Day :Monday
Date :May,23rd2022

No JobDescription Supervisor Signature
1.

2.

Create item vouchers.

Recreate the document

Sri Handayani, S.ST

Note: Great

Picture Information

Making Items

44

Day :Monday
Date :May,23rd2022

No JobDescription Supervisor Signature
1.

2.

Create item vouchers.

Recreate the document

Sri Handayani, S.ST

Note: Great

Picture Information

Making Items

44

Day :Monday
Date :May,23rd2022

No JobDescription Supervisor Signature
1.

2.

Create item vouchers.

Recreate the document

Sri Handayani, S.ST

Note: Great

Picture Information

Making Items
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Day : Tuesday
Date :May,24th2022

No JobDescription Supervisor Signature
1.

2.

Keep track of incoming mail

Save all incoming mail.

Sri Handayani,
S.ST

Note: Never get bored
with work

Picture Information

Filling in the agenda book
of incoming mail and
archiving incoming mail.

45

Day : Tuesday
Date :May,24th2022

No JobDescription Supervisor Signature
1.

2.

Keep track of incoming mail

Save all incoming mail.

Sri Handayani,
S.ST

Note: Never get bored
with work

Picture Information

Filling in the agenda book
of incoming mail and
archiving incoming mail.

45

Day : Tuesday
Date :May,24th2022

No JobDescription Supervisor Signature
1.

2.

Keep track of incoming mail

Save all incoming mail.

Sri Handayani,
S.ST

Note: Never get bored
with work

Picture Information

Filling in the agenda book
of incoming mail and
archiving incoming mail.
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Day :Wednesday
Date :May,25th2022

No JobDescription Supervisor Signature
1.

2.

3.

Create a circle

Attending the Bujang Dara
Bnegkalis election

Documenting Bujang Dara
Bengkalis' election

Sri Handayani,
S.ST

Note: Good Job

Picture Information

Attending and
documenting the
election of
Bujang and
Dara Bengkalis

46

Day :Wednesday
Date :May,25th2022

No JobDescription Supervisor Signature
1.

2.

3.

Create a circle

Attending the Bujang Dara
Bnegkalis election

Documenting Bujang Dara
Bengkalis' election

Sri Handayani,
S.ST

Note: Good Job

Picture Information

Attending and
documenting the
election of
Bujang and
Dara Bengkalis

46

Day :Wednesday
Date :May,25th2022

No JobDescription Supervisor Signature
1.

2.

3.

Create a circle

Attending the Bujang Dara
Bnegkalis election

Documenting Bujang Dara
Bengkalis' election

Sri Handayani,
S.ST

Note: Good Job

Picture Information

Attending and
documenting the
election of
Bujang and
Dara Bengkalis
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Day :Thursday
Date :May,26th2022

No JobDescription Supervisor Signature
1. Visits to several tourist

attractions in Bengkalis' Bukit
Batu District

Sri Handayani,
S.ST

Note: Nice

Picture Information

Visits to several tourist
attractions in Bengkalis' Bukit
Batu District

47

Day :Thursday
Date :May,26th2022

No JobDescription Supervisor Signature
1. Visits to several tourist

attractions in Bengkalis' Bukit
Batu District

Sri Handayani,
S.ST

Note: Nice

Picture Information

Visits to several tourist
attractions in Bengkalis' Bukit
Batu District

47

Day :Thursday
Date :May,26th2022

No JobDescription Supervisor Signature
1. Visits to several tourist

attractions in Bengkalis' Bukit
Batu District

Sri Handayani,
S.ST

Note: Nice

Picture Information

Visits to several tourist
attractions in Bengkalis' Bukit
Batu District
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Day : Freday
Date :May, 27th2022

No JobDescription Supervisor Signature
1. Keep track of incoming letter Sri Handayani,

S.ST

Note: Good Job

Picture Information

Record incoming
letter

48

Day : Freday
Date :May, 27th2022

No JobDescription Supervisor Signature
1. Keep track of incoming letter Sri Handayani,

S.ST

Note: Good Job

Picture Information

Record incoming
letter

48

Day : Freday
Date :May, 27th2022

No JobDescription Supervisor Signature
1. Keep track of incoming letter Sri Handayani,

S.ST

Note: Good Job

Picture Information

Record incoming
letter
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Day :Monday
Date :May, 30th2022

No JobDescription Supervisor Signature
1. Sorting and re-collection of aid

receipts for micro-enterprises
affected by the coronavirus
disease in 2019

Save all outgoing mail.

Sri Handayani,
S.ST

Note: Good job

Picture Information

Sorting and re-
collection of aid
receipts for
micro-enterprises
affected by the
coronavirus
disease in 2019

49

Day :Monday
Date :May, 30th2022

No JobDescription Supervisor Signature
1. Sorting and re-collection of aid

receipts for micro-enterprises
affected by the coronavirus
disease in 2019

Save all outgoing mail.

Sri Handayani,
S.ST

Note: Good job

Picture Information

Sorting and re-
collection of aid
receipts for
micro-enterprises
affected by the
coronavirus
disease in 2019

49

Day :Monday
Date :May, 30th2022

No JobDescription Supervisor Signature
1. Sorting and re-collection of aid

receipts for micro-enterprises
affected by the coronavirus
disease in 2019

Save all outgoing mail.

Sri Handayani,
S.ST

Note: Good job

Picture Information

Sorting and re-
collection of aid
receipts for
micro-enterprises
affected by the
coronavirus
disease in 2019
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Day :Tuesday
Date :May, 31st2022

No JobDescription Supervisor Signature
1. 1.Recapture the list of all

implementation of
development activities and
procurement of goods and
services at OPD in 2021.

Sri Handayani,
S.ST

Note: Great

Picture Information

Recapture the
list of all
implementation
of development
activities and
procurement of
goods and
services in OPD
in 2021.

50

Day :Tuesday
Date :May, 31st2022

No JobDescription Supervisor Signature
1. 1.Recapture the list of all

implementation of
development activities and
procurement of goods and
services at OPD in 2021.

Sri Handayani,
S.ST

Note: Great

Picture Information

Recapture the
list of all
implementation
of development
activities and
procurement of
goods and
services in OPD
in 2021.

50

Day :Tuesday
Date :May, 31st2022

No JobDescription Supervisor Signature
1. 1.Recapture the list of all

implementation of
development activities and
procurement of goods and
services at OPD in 2021.

Sri Handayani,
S.ST

Note: Great

Picture Information

Recapture the
list of all
implementation
of development
activities and
procurement of
goods and
services in OPD
in 2021.
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Day :Wednesday
Date :June, 1st2022

No JobDescription Supervisor Signature
1.

2.

Make duplicates of the document

Keep track of incoming letter

Sri Handayani,
S.ST

Note: Good job

Picture Information

Duplicate
document

51

Day :Wednesday
Date :June, 1st2022

No JobDescription Supervisor Signature
1.

2.

Make duplicates of the document

Keep track of incoming letter

Sri Handayani,
S.ST

Note: Good job

Picture Information

Duplicate
document

51

Day :Wednesday
Date :June, 1st2022

No JobDescription Supervisor Signature
1.

2.

Make duplicates of the document

Keep track of incoming letter

Sri Handayani,
S.ST

Note: Good job

Picture Information

Duplicate
document
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Day : Trusday
Date :June,2nd2022

No JobDescription Supervisor Signature
1.

2.

Completed tourist building
asset survey in Bantan
District

Measuring the area around
tourist assets in the Bnatan
District

Sri Handayani,
S.ST

Note: Great

Picture Information

Measuring tourism building
assets in Bantan District

52

Day : Trusday
Date :June,2nd2022

No JobDescription Supervisor Signature
1.

2.

Completed tourist building
asset survey in Bantan
District

Measuring the area around
tourist assets in the Bnatan
District

Sri Handayani,
S.ST

Note: Great

Picture Information

Measuring tourism building
assets in Bantan District

52

Day : Trusday
Date :June,2nd2022

No JobDescription Supervisor Signature
1.

2.

Completed tourist building
asset survey in Bantan
District

Measuring the area around
tourist assets in the Bnatan
District

Sri Handayani,
S.ST

Note: Great

Picture Information

Measuring tourism building
assets in Bantan District
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Day : Friday
Date :June, 3rd2022

No JobDescription Supervisor Signature
1. Revaluation of Pantai Indah

Selatbaru's building and land
assets

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement
of tourist
building assets
on the
beautiful beach
of Selatbaru

53

Day : Friday
Date :June, 3rd2022

No JobDescription Supervisor Signature
1. Revaluation of Pantai Indah

Selatbaru's building and land
assets

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement
of tourist
building assets
on the
beautiful beach
of Selatbaru

53

Day : Friday
Date :June, 3rd2022

No JobDescription Supervisor Signature
1. Revaluation of Pantai Indah

Selatbaru's building and land
assets

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement
of tourist
building assets
on the
beautiful beach
of Selatbaru
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Day : Monday
Date :June, 6th2022

No JobDescription Supervisor Signature
1.

2.

3.

Measuring the area of the tomb
of Panglima Minal,

Measuring the area of the
building and the road at the site
of the Nine Virgins' grave

Calculate the building area and
return the data.

Sri Handayani,
S.ST

Note: Nice

Picture Information

Measuring the area of the
Tomb of Anak Dara
Sembilan

54

Day : Monday
Date :June, 6th2022

No JobDescription Supervisor Signature
1.

2.

3.

Measuring the area of the tomb
of Panglima Minal,

Measuring the area of the
building and the road at the site
of the Nine Virgins' grave

Calculate the building area and
return the data.

Sri Handayani,
S.ST

Note: Nice

Picture Information

Measuring the area of the
Tomb of Anak Dara
Sembilan

54

Day : Monday
Date :June, 6th2022

No JobDescription Supervisor Signature
1.

2.

3.

Measuring the area of the tomb
of Panglima Minal,

Measuring the area of the
building and the road at the site
of the Nine Virgins' grave

Calculate the building area and
return the data.

Sri Handayani,
S.ST

Note: Nice

Picture Information

Measuring the area of the
Tomb of Anak Dara
Sembilan
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Day : Tuesday
Date :June, 7th2021

No JobDescription Supervisor Signature
1.

2.

calculating the area of several
tourist structures on Teluk
Pambang's coast

determining the size of the Datuk
Laksemana Historical Site
structure in Muntai Village

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement of Datuk
Laksamana's Historical
Tread House in Muntai
Village

55

Day : Tuesday
Date :June, 7th2021

No JobDescription Supervisor Signature
1.

2.

calculating the area of several
tourist structures on Teluk
Pambang's coast

determining the size of the Datuk
Laksemana Historical Site
structure in Muntai Village

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement of Datuk
Laksamana's Historical
Tread House in Muntai
Village

55

Day : Tuesday
Date :June, 7th2021

No JobDescription Supervisor Signature
1.

2.

calculating the area of several
tourist structures on Teluk
Pambang's coast

determining the size of the Datuk
Laksemana Historical Site
structure in Muntai Village

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement of Datuk
Laksamana's Historical
Tread House in Muntai
Village



56

Day : Wednesday
Date :June, 8th2022

No JobDescription Supervisor Signature
1. Measuring the area of the beach

name signpost, billboards,
Bengkalis icon monument,
pavilion, gazebo, pergola and the
Pantai Indah Selat Baru game
arena

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement of tourism assets
at Pantai Indah Selatbaru

56

Day : Wednesday
Date :June, 8th2022

No JobDescription Supervisor Signature
1. Measuring the area of the beach

name signpost, billboards,
Bengkalis icon monument,
pavilion, gazebo, pergola and the
Pantai Indah Selat Baru game
arena

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement of tourism assets
at Pantai Indah Selatbaru

56

Day : Wednesday
Date :June, 8th2022

No JobDescription Supervisor Signature
1. Measuring the area of the beach

name signpost, billboards,
Bengkalis icon monument,
pavilion, gazebo, pergola and the
Pantai Indah Selat Baru game
arena

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement of tourism assets
at Pantai Indah Selatbaru



57

Day : Thursday
Date :June, 9th2022

No JobDescription Supervisor Signature
1. Measuring the area of the

tourist UPT Pantai Indah
Selatbaru office building,
beach entrance gate, prayer
room, and toilet.

Sri Handayani,
S.ST

Note: Great

Picture Information

Measurement of
tourism assets at
Pantai Indah
Selatbaru

57

Day : Thursday
Date :June, 9th2022

No JobDescription Supervisor Signature
1. Measuring the area of the

tourist UPT Pantai Indah
Selatbaru office building,
beach entrance gate, prayer
room, and toilet.

Sri Handayani,
S.ST

Note: Great

Picture Information

Measurement of
tourism assets at
Pantai Indah
Selatbaru

57

Day : Thursday
Date :June, 9th2022

No JobDescription Supervisor Signature
1. Measuring the area of the

tourist UPT Pantai Indah
Selatbaru office building,
beach entrance gate, prayer
room, and toilet.

Sri Handayani,
S.ST

Note: Great

Picture Information

Measurement of
tourism assets at
Pantai Indah
Selatbaru



58

Day : Friday
Date :June, 10th2022

No JobDescription Supervisor Signature
1. Measuring the area of the Youth

Building, the biggest fish monument,
the parking area and cementing the
garden path of Pantai Indah Selatbaru

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement
of garden road
smenization at
Pantai Indah
Selatbaru

58

Day : Friday
Date :June, 10th2022

No JobDescription Supervisor Signature
1. Measuring the area of the Youth

Building, the biggest fish monument,
the parking area and cementing the
garden path of Pantai Indah Selatbaru

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement
of garden road
smenization at
Pantai Indah
Selatbaru

58

Day : Friday
Date :June, 10th2022

No JobDescription Supervisor Signature
1. Measuring the area of the Youth

Building, the biggest fish monument,
the parking area and cementing the
garden path of Pantai Indah Selatbaru

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measurement
of garden road
smenization at
Pantai Indah
Selatbaru



59

Day : Monday
Date :June, 13th2022

No JobDescription Supervisor Signature
1. Meeting documents in

duplicate

Consultation with Provincial
Zoo Officers

Sri Handayani,
S.ST

Note: Great

Picture Information

Meeting with zoo
officials from the
province

59

Day : Monday
Date :June, 13th2022

No JobDescription Supervisor Signature
1. Meeting documents in

duplicate

Consultation with Provincial
Zoo Officers

Sri Handayani,
S.ST

Note: Great

Picture Information

Meeting with zoo
officials from the
province

59

Day : Monday
Date :June, 13th2022

No JobDescription Supervisor Signature
1. Meeting documents in

duplicate

Consultation with Provincial
Zoo Officers

Sri Handayani,
S.ST

Note: Great

Picture Information

Meeting with zoo
officials from the
province



60

Day : Tuesday
Date :June, 14th2022

No JobDescription Supervisor Signature
1. An official visit to the Bukit

Batu District

Pilgrimage to Datuk
Laksemana I, III, and IV's
tombs

Sri Handayani,
S.ST

Note: Nice

Picture Information

Pilgrimage to
the grave
Datuk
Laksemana

60

Day : Tuesday
Date :June, 14th2022

No JobDescription Supervisor Signature
1. An official visit to the Bukit

Batu District

Pilgrimage to Datuk
Laksemana I, III, and IV's
tombs

Sri Handayani,
S.ST

Note: Nice

Picture Information

Pilgrimage to
the grave
Datuk
Laksemana

60

Day : Tuesday
Date :June, 14th2022

No JobDescription Supervisor Signature
1. An official visit to the Bukit

Batu District

Pilgrimage to Datuk
Laksemana I, III, and IV's
tombs

Sri Handayani,
S.ST

Note: Nice

Picture Information

Pilgrimage to
the grave
Datuk
Laksemana



61

Day : Wednesday

Date :June, 15th2022

No JobDescription Supervisor Signature
1. Measuring the building area of

Datuk Laksemana IV's house,
gallery, fence, garden of Datuk's
house, miniature of wood
pieces of Datuk Laksemana
IV's house, and land area.

Sri Handayani,
S.ST

Note: Good job

Pictur
e

Information

Measurement of Datuk
Laksemana IV's house

61

Day : Wednesday

Date :June, 15th2022

No JobDescription Supervisor Signature
1. Measuring the building area of

Datuk Laksemana IV's house,
gallery, fence, garden of Datuk's
house, miniature of wood
pieces of Datuk Laksemana
IV's house, and land area.

Sri Handayani,
S.ST

Note: Good job

Pictur
e

Information

Measurement of Datuk
Laksemana IV's house

61

Day : Wednesday

Date :June, 15th2022

No JobDescription Supervisor Signature
1. Measuring the building area of

Datuk Laksemana IV's house,
gallery, fence, garden of Datuk's
house, miniature of wood
pieces of Datuk Laksemana
IV's house, and land area.

Sri Handayani,
S.ST

Note: Good job

Pictur
e

Information

Measurement of Datuk
Laksemana IV's house



62

Day : Thrusday
Date :June, 16th2022

No JobDescription Supervisor Signature
1. Collecting and compiling data

from the results of measuring the
area of tourism assets

Sri Handayani,
S.ST

Note: Great

Picture Information

Collecting and
compiling data from
the results of
measuring the area of
tourism assets

62

Day : Thrusday
Date :June, 16th2022

No JobDescription Supervisor Signature
1. Collecting and compiling data

from the results of measuring the
area of tourism assets

Sri Handayani,
S.ST

Note: Great

Picture Information

Collecting and
compiling data from
the results of
measuring the area of
tourism assets

62

Day : Thrusday
Date :June, 16th2022

No JobDescription Supervisor Signature
1. Collecting and compiling data

from the results of measuring the
area of tourism assets

Sri Handayani,
S.ST

Note: Great

Picture Information

Collecting and
compiling data from
the results of
measuring the area of
tourism assets



63

Day : Friday
Date :June, 17th2022

No JobDescription Supervisor Signature
1. Pay a visit to the Pakning

River Mangroves
Sri Handayani,
S.ST

Note: Nice

Picture Information

Pay a visit to the
Pakning River
Mangroves

63

Day : Friday
Date :June, 17th2022

No JobDescription Supervisor Signature
1. Pay a visit to the Pakning

River Mangroves
Sri Handayani,
S.ST

Note: Nice

Picture Information

Pay a visit to the
Pakning River
Mangroves

63

Day : Friday
Date :June, 17th2022

No JobDescription Supervisor Signature
1. Pay a visit to the Pakning

River Mangroves
Sri Handayani,
S.ST

Note: Nice

Picture Information

Pay a visit to the
Pakning River
Mangroves



64

Day : Monday
Date :June,20th2022

No JobDescription Supervisor Signature
1. making bengkalis tourism data

clipping
Sri Handayani,
S.ST

Note: Good job

Picture Information

Making bengkalis
tourism data clipping

64

Day : Monday
Date :June,20th2022

No JobDescription Supervisor Signature
1. making bengkalis tourism data

clipping
Sri Handayani,
S.ST

Note: Good job

Picture Information

Making bengkalis
tourism data clipping

64

Day : Monday
Date :June,20th2022

No JobDescription Supervisor Signature
1. making bengkalis tourism data

clipping
Sri Handayani,
S.ST

Note: Good job

Picture Information

Making bengkalis
tourism data clipping



65

Day : Tuesday

Date :June,21
th

2022

No JobDescription Supervisor Signature
1.

2.

3.

Submit a cover letter to the
Bengkalis Central Bureau of
Statistics.

keep track of the outgoing letter
book

save outgoing letter

Sri Handayani,
S.ST

Note: Nice

Picture Information

Recording
incoming letter in
the agenda book

65

Day : Tuesday

Date :June,21
th

2022

No JobDescription Supervisor Signature
1.

2.

3.

Submit a cover letter to the
Bengkalis Central Bureau of
Statistics.

keep track of the outgoing letter
book

save outgoing letter

Sri Handayani,
S.ST

Note: Nice

Picture Information

Recording
incoming letter in
the agenda book

65

Day : Tuesday

Date :June,21
th

2022

No JobDescription Supervisor Signature
1.

2.

3.

Submit a cover letter to the
Bengkalis Central Bureau of
Statistics.

keep track of the outgoing letter
book

save outgoing letter

Sri Handayani,
S.ST

Note: Nice

Picture Information

Recording
incoming letter in
the agenda book



66

Day : Wednesday
Date :June,22th2022

No JobDescription Supervisor Signature
1. Dumai City business

trip
Sri Handayani,
S.ST

Note: Nice

Picture Information

Dumai City

66

Day : Wednesday
Date :June,22th2022

No JobDescription Supervisor Signature
1. Dumai City business

trip
Sri Handayani,
S.ST

Note: Nice

Picture Information

Dumai City

66

Day : Wednesday
Date :June,22th2022

No JobDescription Supervisor Signature
1. Dumai City business

trip
Sri Handayani,
S.ST

Note: Nice

Picture Information

Dumai City



67

Day : Thursday

Date :June,23
th

2022

No JobDescription Supervisor Signature
1.

2.

3.

Business Trip to
Duri City

Measuring the area of building
assets and tourist land in Duri
City is

Pilgrimage to Datuk White-
blooded's and Mr. Sheikh H.
Imam Sabar Al-Kholidi
Naqsyabandi Bin Encik Coteih's
graves

Sri Handayani,
S.ST

Note: Nice

Picture Information

Visit the
Tomb of
Datuk Bloody
White

67

Day : Thursday

Date :June,23
th

2022

No JobDescription Supervisor Signature
1.

2.

3.

Business Trip to
Duri City

Measuring the area of building
assets and tourist land in Duri
City is

Pilgrimage to Datuk White-
blooded's and Mr. Sheikh H.
Imam Sabar Al-Kholidi
Naqsyabandi Bin Encik Coteih's
graves

Sri Handayani,
S.ST

Note: Nice

Picture Information

Visit the
Tomb of
Datuk Bloody
White

67

Day : Thursday

Date :June,23
th

2022

No JobDescription Supervisor Signature
1.

2.

3.

Business Trip to
Duri City

Measuring the area of building
assets and tourist land in Duri
City is

Pilgrimage to Datuk White-
blooded's and Mr. Sheikh H.
Imam Sabar Al-Kholidi
Naqsyabandi Bin Encik Coteih's
graves

Sri Handayani,
S.ST

Note: Nice

Picture Information

Visit the
Tomb of
Datuk Bloody
White



68

Day : Friday
Date :June,24

th
2022

No JobDescription Supervisor Signature
1. Business Trip to Pekanbaru

City

Attendance at Technical
Guidance or Training
Events

Sri Handayani,
S.ST

Note:

Picture Information

Attendance at Technical
Guidance or Training
Events

68

Day : Friday
Date :June,24

th
2022

No JobDescription Supervisor Signature
1. Business Trip to Pekanbaru

City

Attendance at Technical
Guidance or Training
Events

Sri Handayani,
S.ST

Note:

Picture Information

Attendance at Technical
Guidance or Training
Events

68

Day : Friday
Date :June,24

th
2022

No JobDescription Supervisor Signature
1. Business Trip to Pekanbaru

City

Attendance at Technical
Guidance or Training
Events

Sri Handayani,
S.ST

Note:

Picture Information

Attendance at Technical
Guidance or Training
Events



69

Day : Saturday
Date :June, 25th2022

No JobDescription Supervisor Signature
1. Attendance at

Technical Guidance or
Training Events

Sri Handayani,
S.ST

Note: Great

Picture Information

Attendance at Technical
Guidance or Training
Events

69

Day : Saturday
Date :June, 25th2022

No JobDescription Supervisor Signature
1. Attendance at

Technical Guidance or
Training Events

Sri Handayani,
S.ST

Note: Great

Picture Information

Attendance at Technical
Guidance or Training
Events

69

Day : Saturday
Date :June, 25th2022

No JobDescription Supervisor Signature
1. Attendance at

Technical Guidance or
Training Events

Sri Handayani,
S.ST

Note: Great

Picture Information

Attendance at Technical
Guidance or Training
Events



70

Day : Monday
Date :June, 27th2022

No JobDescription Supervisor Signature
1. Homework from

Pekanbaru to Bengkalis
Sri Handayani,
S.ST

Note: Take Care

Picture Information

Homework from
Pekanbaru to
Bengkalis

70

Day : Monday
Date :June, 27th2022

No JobDescription Supervisor Signature
1. Homework from

Pekanbaru to Bengkalis
Sri Handayani,
S.ST

Note: Take Care

Picture Information

Homework from
Pekanbaru to
Bengkalis

70

Day : Monday
Date :June, 27th2022

No JobDescription Supervisor Signature
1. Homework from

Pekanbaru to Bengkalis
Sri Handayani,
S.ST

Note: Take Care

Picture Information

Homework from
Pekanbaru to
Bengkalis



71

Day : Tuesday

Date :June, 28th2022

No JobDescription Supervisor Signature
1. Print and duplicate

documents
Sri Handayani,
S.ST

Note: Good job

Picture Information

Print and duplicate
documents

71

Day : Tuesday

Date :June, 28th2022

No JobDescription Supervisor Signature
1. Print and duplicate

documents
Sri Handayani,
S.ST

Note: Good job

Picture Information

Print and duplicate
documents

71

Day : Tuesday

Date :June, 28th2022

No JobDescription Supervisor Signature
1. Print and duplicate

documents
Sri Handayani,
S.ST

Note: Good job

Picture Information

Print and duplicate
documents



72

Day : Wednesday
Date :June, 29th2022

No JobDescription Supervisor Signature
1.

2.

Drawing the floor plan of
the Sakai Tribe's traditional
house, Kesumbo Ampai
village, Mandau.

Bnegkalis Tourism
Asset Data Import

Sri Handayani,
S.ST

Note: Good job

Picture Information

The making a plan of
the Sakai Tribe's
Traditional House

72

Day : Wednesday
Date :June, 29th2022

No JobDescription Supervisor Signature
1.

2.

Drawing the floor plan of
the Sakai Tribe's traditional
house, Kesumbo Ampai
village, Mandau.

Bnegkalis Tourism
Asset Data Import

Sri Handayani,
S.ST

Note: Good job

Picture Information

The making a plan of
the Sakai Tribe's
Traditional House

72

Day : Wednesday
Date :June, 29th2022

No JobDescription Supervisor Signature
1.

2.

Drawing the floor plan of
the Sakai Tribe's traditional
house, Kesumbo Ampai
village, Mandau.

Bnegkalis Tourism
Asset Data Import

Sri Handayani,
S.ST

Note: Good job

Picture Information

The making a plan of
the Sakai Tribe's
Traditional House



73

Day : Thursday

Date :June, 30th2022

No JobDescription Supervisor Signature
1. Outgoing Recording Sri Handayani,

S.ST

Note: great

Picture Information

Record outgoing letters
in the agenda book

73

Day : Thursday

Date :June, 30th2022

No JobDescription Supervisor Signature
1. Outgoing Recording Sri Handayani,

S.ST

Note: great

Picture Information

Record outgoing letters
in the agenda book

73

Day : Thursday

Date :June, 30th2022

No JobDescription Supervisor Signature
1. Outgoing Recording Sri Handayani,

S.ST

Note: great

Picture Information

Record outgoing letters
in the agenda book



74

Day : Friday

Date :July, 1st2022

No JobDescription Supervisor Signature
1. Measuring the area of tourist

building assets at the
Selatbaru Zoo

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measuring the area of
tourist building assets at
the Selatbaru Zoo

74

Day : Friday

Date :July, 1st2022

No JobDescription Supervisor Signature
1. Measuring the area of tourist

building assets at the
Selatbaru Zoo

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measuring the area of
tourist building assets at
the Selatbaru Zoo

74

Day : Friday

Date :July, 1st2022

No JobDescription Supervisor Signature
1. Measuring the area of tourist

building assets at the
Selatbaru Zoo

Sri Handayani,
S.ST

Note: Good job

Picture Information

Measuring the area of
tourist building assets at
the Selatbaru Zoo



75

Day : Monday

Date :July, 4th2022

No JobDescription Supervisor Signature
1. Calculating the area of

building assets and tourist
land on Perapat Tunggal
Beach

Sri Handayani,
S.ST

Note: Good job

Picture Information

Calculating the area of
building assets and
tourist land on Perapat
Tunggal Beach

75

Day : Monday

Date :July, 4th2022

No JobDescription Supervisor Signature
1. Calculating the area of

building assets and tourist
land on Perapat Tunggal
Beach

Sri Handayani,
S.ST

Note: Good job

Picture Information

Calculating the area of
building assets and
tourist land on Perapat
Tunggal Beach

75

Day : Monday

Date :July, 4th2022

No JobDescription Supervisor Signature
1. Calculating the area of

building assets and tourist
land on Perapat Tunggal
Beach

Sri Handayani,
S.ST

Note: Good job

Picture Information

Calculating the area of
building assets and
tourist land on Perapat
Tunggal Beach



76

Day : Wednesday
Date :July, 6th2022

No JobDescription Supervisor Signature
1. Measuring the area of the

Bengkalis Mini Stadium
and Football Field for the
Shipping Campus, as well
as the building on SMP 3
Bengkalis' football field

Sri Handayani,
S.ST

Note: Good job

Picture Information

Bengkalis mini stadium

76

Day : Wednesday
Date :July, 6th2022

No JobDescription Supervisor Signature
1. Measuring the area of the

Bengkalis Mini Stadium
and Football Field for the
Shipping Campus, as well
as the building on SMP 3
Bengkalis' football field

Sri Handayani,
S.ST

Note: Good job

Picture Information

Bengkalis mini stadium

76

Day : Wednesday
Date :July, 6th2022

No JobDescription Supervisor Signature
1. Measuring the area of the

Bengkalis Mini Stadium
and Football Field for the
Shipping Campus, as well
as the building on SMP 3
Bengkalis' football field

Sri Handayani,
S.ST

Note: Good job

Picture Information

Bengkalis mini stadium



77

Day : Thursday
Date :July, 7th2022

No JobDescription Supervisor Signature
1. Taking measurements of

the Yong Dolah Tomb
Pond and Pakeh Ghani

Sri Handayani,
S.ST

Note: Good job

Picture Information

Tomb of Yong Dolah
and Tomb of Pkeh
Ghoni

77

Day : Thursday
Date :July, 7th2022

No JobDescription Supervisor Signature
1. Taking measurements of

the Yong Dolah Tomb
Pond and Pakeh Ghani

Sri Handayani,
S.ST

Note: Good job

Picture Information

Tomb of Yong Dolah
and Tomb of Pkeh
Ghoni

77

Day : Thursday
Date :July, 7th2022

No JobDescription Supervisor Signature
1. Taking measurements of

the Yong Dolah Tomb
Pond and Pakeh Ghani

Sri Handayani,
S.ST

Note: Good job

Picture Information

Tomb of Yong Dolah
and Tomb of Pkeh
Ghoni



78

Day : Friday
Date :July, 8th2022

No JobDescription Supervisor Signature
1. Final assessment of the

internship report and
enlightenment of
souvenirs as a sign of
gratitude to the
Benygkalis Tourism
Office

Sri Handayani,
S.ST

Note: Good job

Picture Information

Final assessment of the
internship report and
enlightenment of
souvenirs as a sign of
gratitude to the
Benygkalis Tourism
Office

78

Day : Friday
Date :July, 8th2022

No JobDescription Supervisor Signature
1. Final assessment of the

internship report and
enlightenment of
souvenirs as a sign of
gratitude to the
Benygkalis Tourism
Office

Sri Handayani,
S.ST

Note: Good job

Picture Information

Final assessment of the
internship report and
enlightenment of
souvenirs as a sign of
gratitude to the
Benygkalis Tourism
Office

78

Day : Friday
Date :July, 8th2022

No JobDescription Supervisor Signature
1. Final assessment of the

internship report and
enlightenment of
souvenirs as a sign of
gratitude to the
Benygkalis Tourism
Office

Sri Handayani,
S.ST

Note: Good job

Picture Information

Final assessment of the
internship report and
enlightenment of
souvenirs as a sign of
gratitude to the
Benygkalis Tourism
Office
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