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CHAPTER I  

INTRODUCTION 

1.1 Background of Apprenticeship  

    In the current industrial era, 4.0, every student who will enter the world of 

work must be equipped with knowledge and experience that is more than just 

knowledge gained in lectures. Thus, students are more prepared to face 

professionalism when working in accordance with their fields. Apprenticeship is a 

form of lecture implementation program that is carried out directly for an agency 

or company. With this apprenticeship activity, it is hoped that it will be able to 

provide different experiences and hone students' skills and abilities in the world of 

work. 

    The State Polytechnic of Bengkalis is one of the vocational education 

institutions in Indonesia. This polytechnic is also the only polytechnic in Riau 

province. State Polytechnic of Bengkalis has been established since 200, and until 

now it has had eight departments and eighteen study programs. The State 

Polytechnic Institute of Bengkalis implements an apprenticeship program that is 

required to be followed by all final semester students. 

    The third diploma in English is one of the study programs in the 

Department of Languages, which has prepared its students to take part in an 

apprenticeship program with various skills such as public speaking, public 

relations, translation, writing reports, using Microsoft Office, and being able to 

apply professional ethics. 

    The apprentice had the opportunity to have an apprenticeship at the Youth 

and Sports Department of Riau Province, which was held from February 20
th

 to 

June 20
th

, 2023 and was located on Jl. Dr. Soetomo, Rintis, Lima Puluh 

subdistrict, Pekanbaru Riau. On this occasion, the apprentice is placed in the field 

of Sports Achievement Improvement as administrative staff. 
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1.2 Purpose of Apprenticeship 

The purposes of the apprenticeship are as follows: 

1. To find out of the types of work available in the Sports Achievement 

Improvement of Youth and Sports Department of Riau Province. 

2. To know the working procedures applied in the Sports Achievement 

Improvement of Youth and Sports Department of Riau Province. 

3. To know documents used in the Sports Achievement Improvement of 

Youth and Sports Department of Riau Province. 

1.3 Significance of Apprenticeship 

1.3.1 Significance for the Apprentice 

Through the internship program, apprentice are expected to be able to apply 

the knowledge that has been obtained in lectures to the actual work environment 

and also have the opportunity to develop their way of thinking. In addition, interns 

can also add insight, knowledge, skills, and how to be professional when working. 

1.3.2 Significance for the State Polytechnic of Bengkalis 

The Apprenticeship program helps the polytechnic prepare alumni who are 

skilled and ready to work in their fields. In addition, the apprenticeship program 

also helps create a mutually beneficial relationship between the two parties, which 

can help potential students gain experience. As a result, internships help the 

polytechnic develop and implement its curriculum. 

1.3.3 Significance for the Youth and Sports Department of Riau Province 

 The internship program provides an opportunity for the Youth and Sports 

Department of Riau Province to be assisted in office affairs by students who 

already have expertise in their fields and also strengthen the skills of interns. In 

addition, this program is an opportunity for the office to promote its image and 

perspective towards the public. 
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CHAPTER II  

GENERAL DESCRIPTION OF THE DEPARTMENT 

2.1   History of Youth and Sports Department of Riau Province 

Institutionally, the Youth and Sports Department of Riau Province  was 

formed based on Regional Regulation No. 13 of 1999 concerning the 

establishment of the organization and work procedures of the Youth and Sports 

Service of Riau Province. Furthermore, regarding the authority, duties, and 

functions of the Youth and Sports Department (Dispora), the basis is Regional 

Regulation Number 19 of 2001 concerning the Youth and Sports Department of 

Riau Province as a regional service that has the authority, duties, and 

responsibilities to assist the governor in carrying out decentralization in the field 

of youth and sports in an efficient and effective manner. 

 

Figure 2.1 Building of Youth and Sports Department of Riau Province 
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2.2 Vision and Mission 

2.2.1 Vision 

 The realization of a healthy, religious, Malay-cultured, nationalistic-

minded, independent, and highly competitive youth and sports community 

towards the vision of Riau Province 2022. 

2.2.2 Mission 

          To realize its vision, Riau Province Youth and Sports Department has  

the following missions: 

1. Improved youth services 

2. Improved sports services 

2.3.  Kind of Business 

  As a government department, the Youth and Sports Department of Riau 

Province has the main tasks and functions stated in Regulation of the Governor of 

Riau Province Number 30 of 2009 concerning the job description of the Youth 

and Sports department of Riau Province. The Youth and Sports Department has 

the task of carrying out regional government affairs based on the principles of 

regional autonomy and assistance tasks in the field of youth and sports and can be 

assigned to carry out the implementation of authority delegated by the 

government to the Governor of Riau as the government's representative in the 

context of deconcentration. 

2.4   Organization Structure 

 There are several fields within the Riau Province Youth and Sports 

Department of Riau Province, such as the Secretariat, Infrastructure and 

Partnerships, Youth Services, Culture of Sports Achievement, and Sports 

Achievement Improvement  

 The following is a description of each type of work: 

1. Head of Riau Province Youth and Sports Department 

The Head of the Youth and Sports Department has the task of decentralizing 

authority in the field of youth and sports and can be assigned to carry out the 

implementation of mandatory authority delegated by the government to the Governor as 
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the Government Representative in the context of deconcentration. The Head of Service is 

domiciled under and responsible to the Governor. The Head of the Youth and Sports 

Department organizes functions: 

a. Formulation of technical policies in the field of youth and sports; 

b. Implementation of government affairs and public services in the field of 

youth and sports; 

c. Guidance and implementation of tasks in the field of youth and sports; 

d. Implementation of other tasks assigned by the Governor in accordance 

with his duties and functions. 

2. Secretary 

The Secretary has the task of planning, implementing, coordinating, and 

controlling general administrative activities, including staffing, equipment, 

finance, program development, public relations, law, organization, management, 

and security. The secretary is under and responsible to the head of service. The 

secretary has a function: 

a. Carry out general administration and personnel management; 

b. Carry out financial and equipment administration management; 

c. Carry out program development activities; 

d. Carry out the management of household affairs and public relations and 

protocols; 

e. Coordinate the preparation of programs, budgets and legislation; 

f. Carry out the management of archives and libraries of the Service; 

g. Carry out monitoring and evaluation of organization and management; 

h. Carry out activities related to law, institutions and management within the 

scope of the Youth and Sports Service and Management; 

i. Carry out other tasks assigned by the Head of Service. 
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ORGANIZATION STRUCTURE OF  

YOUTH AND SPORTS DEPARTMENT OF RIAU PROVINCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: dispora.com 

Figure 2.2 Organization Structure of Youth and Sports Department of Riau Province 
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3. Head of the Personnel and General Subdivision 

The head of the General and Personnel Subdivision has the following 

duties: 

a. Carry out the reception, distribution, and delivery of letters; duplication of 

official documents; archives and libraries of the office; 

b. Organizing household and protocol affairs; 

c. Carry out tasks in the field of public relations; 

d. Preparing all staffing needs plans starting from the placement of 

formations, proposals for positions, retirement proposals, review of service 

periods, awards, promotions, DP-3, DUK, Employee Oaths / Promises, 

Periodic Salaries, welfare, employee mutations and dismissals, training, 

official examinations, study permits, staff development and employee 

discipline; 

e. Develop competency standards for employees, technical personnel, 

functional personnel, job analysis, workload analysis, work culture, law, 

organization, management, security and general duties and other personnel 

administration; 

f. Carry out activities related to law, institutions and management within the 

scope of the Youth and Sports Service; 

g. Carry out other tasks assigned by the Secretary. 

4. Head of Infrastructure and Partnership General Subdivission 

The Head of the Facilities and Infrastructure Division has the task of 

organizing work and activities to increase cooperation in partnership patterns 

between the government and the community to empower and maintain youth and 

sports facilities and infrastructure. The Head of Facilities and Infrastructure is 

domiciled under and responsible for the Head of Service. 

The head of Facilities and Infrastructure organizes functions: 

a. Implementation of technical guidance activities for the agency for 

managing youth infrastructure, sports, and empowerment of infrastructure 

facilities; 
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b. Implementation of partnership cooperation activities between the 

government and the community to empower youth infrastructure, sports, 

and infrastructure empowerment; 

c. Implementation of monitoring and evaluation activities; 

d. Carry out other tasks assigned by the Head of Service. 

5. Head of Youth Services 

The Head of the Youth Division has the task of organizing work and 

activities to provide support for the development, guidance, structuring, and 

supervision of youth. The Head of the Youth Division is domiciled under and 

responsible to the Head of Service. 

The Head of Youth Division organizes functions: 

a. Carry out activities in the fields of organizational development, activity 

coaching, empowerment, entrepreneurship, and fostering children and 

youth activities; 

b. Carry out coordination with related parties regarding the implementation 

of activities in the fields of organizational development, activity coaching, 

empowerment, entrepreneurship, and fostering children and youth 

activities; 

c. Controlling the implementation of activities in the fields of organizational 

development, activity coaching, empowerment, entrepreneurship, and 

fostering children and youth activities; 

d. Carry out other tasks assigned by the Head of Service.Head  

6. Head of Sports Achievement Acculturation Division 

The Head of the Sports Division has the task of organizing work and 

activities to provide support for the development, coaching, structuring, and 

supervison of sports 

The Head of Sports organizes functions: 

a. Carrying out activities in the field of organizational development and 

recreational sports, fostering sports achievements and fostering disabled 

sports; 
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b. Carry out coordination with related parties regarding the implementation 

of activities in the field of organizational development and sports creation, 

sports achievement coaching and disability sports coaching; 

e. Controlling the implementation of activities in the fields of organizational 

development and sports creation, sports achievement coaching, and 

disability sports coaching; 

f. Carry out other tasks assigned by the Head of Service. 

7. Head of Sports Achievement Improvement Division 

The Head of the Sports Performance Improvement Division organizes 

functions: 

a. Prepare work plans and programs in the field of education and youth 

achievement training; 

b. Develop selection standards and manage the selection of prospective 

student athletes and sports coaches to participate in sports education and 

training and national and international championships; 

c. Managing the Student Training Education Center (PPPLM) 

d. Identify potential and outstanding athlete data; 

e. Developing a Team for Development, Empowerment, Monitoring and 

Evaluation of the implementation of Student Sports Education and 

Training; 

f. Carry out the management of trials (tryouts) and participation in national 

and international championships for student athletes who are involved in 

or following sports education and training; 

g. Development and Empowerment of Student Sports Clubs; 

h. Development of student sports performance improvement; 

i. Arrange for the determination, reward and degradation of student athletes 

and sports coaches who participate in sports education and training; 

j. Controlling the management of sports achievement improvement; 

k. Carry out other tasks assigned by the Head of Service.Head Head oPerso 
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2.5      Document Used for Activity 

 There are several documents used for activities during the internship at the 

Riau Province Youth and Sports Department of Riau Province, which are as 

follows: 

1. Soft file of RKA budget input 

2. File of agreement between trainer and DISPORA 

3. Budget Implementation Document (DPA) 

4. Memorandum of Fund Disbursement (NPD) 

5. Task Order (SPT) 

6. Employee Performance Targets (SKP) 
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CHAPTER III 

SCOPE OF APPRENTICESHIP 

3.1   Job Description 

Apprenticeship began on February, 20
th

 until June, 20th 2023, at the Youth 

and Sports Department of Riau Province. The working hour divide into two shifts. 

On Monday until Thursday, morning shift starts at 07.30 a.m until 12.00 p.m and 

afternoon shift starts at 13.00 p.m until 16.00 p.m, except Thursday. On Thursday 

afternoon shift starts at 13.00 p.m until 16.30 p.m. Meanwhile, on Friday, 

morning shift starts at 07.30 a.m until 11.00 p.m and afternoon shift starts at 13.30 

until 16.30 pm. In Youth and Sports Department of Riau Province, the aprentice 

was placed in the Sports Achievement Improvement division 

There were several main jobs during the apprenticeship at the Youth and 

Sports Department Riau Province, which are follows: 

1. Inputting RKA Shift Data of Program 

2. Making ASN SKP File 

3. Filling out Assessment Registration for ASN 

4. Making an E-Biling Tax for the Regional Sepak Takraw Championship 

2023 Committee 

5. Becoming the Welcoming and Validation Committee of the 2023 Sepak 

Takraw Regional Championship 

3.2 Working Procedure 

1. Inputting RKA Shift Data of Program 

Budget Work Plan or RKA is a planning and budgeting document that 

contains revenue plans, spending plans for SKPD (Regional Work Unit) programs 

and activities, and financing plans as the basis for preparing the APBD (Regional 

Revenue and Expenditure Budget). The first step is to open the previous year's 

RKA file (2022). The second is to edit and input the previous RKA data into the 
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approved budget data. The third is to save the file and print out the amended RKA 

budget data. 

 

 

 

 

 

Figure 3.1 Procedures of Inputting RKA Shift Data of program 

 

 

Figure 3.2 The Picture of Inputting RKA Shift Data of Program 

 

2. Making ASN SKP File  

Employee Performance Target (SKP) is a workload that must be achieved 

or fulfilled by the State Civil Apparatus. This SKP is prepared based on the 

workload for one year. This SKP contains various targets and clear values for 

each employee's main task. The first step is to access e-performance and log in to 

the account using the ASN's NIP and password. Second, after logging in to the 

account, add the Work Result Plan (RHK), then fill in the RHK. Third, enter the 

Opening the 

previous year's 

RKA file 

Editing and 

inputting RKA 

data 

Saving file and 

print out 
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indicators, targets, and perspectives you want to submit. Finally, print out and 

submit the SKP that has been made. 

 

 

 

 

 

 

 

 

 

Figure 3.3 Procedures of Making ASN SKP File 

 

 

Figure 3.4 The Picture of Making ASN SKP File 
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3. Filling Out Assessment Registration for ASN 

Assessment is a tool to determine the ability of an employee or state civil 

apparatus (ASN) to carry out their work. The assessment focuses more on a 

person's competence and potential in carrying out their work activities. This 

assessment is needed to measure the performance of an ASN towards government 

and community. The first step is opening the website assessment.riau.go.id. Then, 

selecting the employment status (select ASN of Riau Province). Next, registering 

for an assessment registration account by entering ASN’s full name, Registration 

Number (NIP), and password. After that, logging in with the account that has been 

created. Finally, filling in the ASN personal data and the questions to fulfill the 

assessment registration. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.5 Procedures of Filling Out Assessment Registration for ASN 
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Figure 3.6 The Picture of Filling Out Assessment Registration for ASN 

4. Making an E-Biling Tax for the Regional Sepak Takraw Championship 

2023 Committee 

E-biling Tax is a digital tax system for paying taxes online. The e-billing 

function here is as a tax payment to the Kejurda organizing committee. So the 

honorarium or pocket money that will be paid to the organizing committee has 

been deducted from the tax. Therefore, the organizing committee must register the 

taxes they bear. The first step is to open the e-billing registration web page at 

djponnline.pajak.go.id. Second, log in to the DGT account by entering the NPWP 

number and password. After logging in to the DGT account, click the pay menu 

and click e-billing. Next, complete the requested information form. When 

finished, click create billing code. Finally, print the e-billing that has been made. 

  

 

 

 

 

 

 

 

Figure 3.7 Procedures Making an E-Billing Tax for the Regional Sepak Takraw 

Championship Committee 
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Figure 3.8 The Picture of  Making an E-Billing Tax for the Regional Sepak Takraw 

Championship Committee 

5. Become the Welcoming and Legitimization Committee of the Regional 

Sepak Takraw Championship in 2023 

On May 17, 2023, as an intern, I had the opportunity to become one of the 

organizers of the 2023 Kejurda Sepak Takraw. On that date, I was assigned as a 

committee member to welcome and validate the participants and coaches of the 

Kejurda Sepak Takraw. My task at that time was to record and check the 

requirements and completeness of the Kejurda participants and coaches' files. 

 

Figure 3.9 Become the Welcoming and Legitimization Committee of the Regional Sepak 

Takraw Championship in 2023 
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3.3 Place of Apprenticeship 

 Apprenticeship starts from February 20
th

 2023 until June, 20
th

 2023. It 

was done in the field of Improvement of Sports Achievement of Riau Province 

Youth and Sports Agency, Jl. Dr. Sutomo, Rintis, Kec. Lima Puluh, Pekanbaru, 

Riau. 

3.4    Kind and Description of the Activity 

 The daily activities at the Youth and Sports Department of Riau Province 

can be seen in the table below:  

Table 3.1 Daily Activities of February 20
th

 to February 26
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

February 20
th

 

Introducing to the office staff and 

devisions 

 

Sports Achievement 

Improvement of Riau 

Province Youth and 

Sports Agency 

2 Tuesday,  

February 21
st
 

1. Attending the morning assembly 

2. Delivering letters 

3. Copying of employee agreement letter 

1. Dispora Field 

2. Secretariat field of 

Dispora Riau Province 

3. Field of Sports 

Achievement 

Improvement 

3 Wednesday, 

February 22
nd

 

1. Attending the morning assembly 

2. Inputting data on recapitulation of 

budget expenditure for meals and drinks 

for meetings and official travel 

1. Dispora Field 

2. Field of Sports 

Achievement 

Improvement 

4 Thursday,  

February 23
rd

 

1. Participing in morning gymnastics 

2. Delivering files in the form of letters 

3. Inputting the absence data of weight 

lifters (PABERSI) Riau in Bambu 

Kuning in 2022 

4. Assisting in making SKP (Employee 

Performance Targets) Letter 

1. Dispora Field 

2. Head of service 

room 

4. Field of Sports 

Achievement 

Improvement 

4. Field of Sports 

Achievement 

Improvement 

5 Friday,  

February 24
th

 

1. Attending the morning assembly 

2. Inputting the data of SKP 

 

 

1. Dispora Field 

2. Field of Sports 

Achievement 

Improvement 

6 Saturday,  

February 25
th

 

OFF - 

7 Sunday,  

February 26
th

 

OFF - 
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Table 3.2 Daily Activities of February 27
th

 to March 5
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

February 27
th

 

1. Attending the morning assembly 

2. Submitting an activity report 

1. Dispora field 

2. Sports field 

2 Tuesday,  

February 28
th

 

1. Attending the morning assembly 

2. Assisting in inputting the RKA 

Activity budget 

 

1. Dispora field 

2. Field of Sports 

Achievement 

Improvement (PPO) 

3 Wednesday,  

March 1
st
 

1. Attending the morning assembly 

2. Delivering SKP files 

1. Dispora field 

2. Head of service 

room 

4 Thursday,  

March 2
nd

, 2023 

1. Participating in morning gymnastics 

2. Delivering employee leave letter to the 

head of department 

1. Dispora field 

2. Head of service 

room 

5 Friday,  

March 3
rd

 

1. Attending the morning assembly 

2. Delivering SKP files 

1. Dispora field 

2. Secretariat field of 

Dispora Riau Province 

6 Saturday,  

March 4
th

 

OFF - 

7 Sunday,  

March 5
th

 

OFF - 

 

Table 3.3 Daily Activities of March 6
th

 to March 12
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

March 6
th

 

1. Attending the morning assembly 

2. Delivering SKP files 

1. Dispora field 

2. Secretariat field 

2 Tuesday,  

March 7
th

 

1. Attending the morning assembly 

2. Delivering invitation to Kejurda 

coordination meeting 

1. Dispora field 

2. Head of field of 

Sports Achievement 

Improvement 

3 Wednesday, 

 March 8
th

 

1. Attending the morning assembly 

2. Delivering PPO field files 

1. Dispora field 

2. Head of service 

room 

4 Thursday,  

March 9
th

 

1. Participating in morning gymnastics 

2. Delivering SKP files 

1. Dispora field 

2. Secretariat field 

 

5 Friday, 

 March 10
th

 

1. Attending the morning assembly 

2. Delivering RKA Shift files 

 

1. Dispora field 

2. Head of service 

room 

6 Saturday,  

February 11
th

 

OFF - 

7 Sunday,  OFF - 
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February 12
th

 

  

Table 3.4 Daily Activities of March 13
th

 to March 19
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

March 13
th

 

1. Attending the morning assembly 

2. Delivering the file to the Head of PPO 

field 

1. Dispora field 

2. Head of service 

room 

2 Tuesday,  

March 14
th

 

1. Attending the morning assembly 

2. Making a notification letter for the 

implementation of KEJURDA 

1. Dispora field 

2. PPO field 

3 Wednesday, 

 March 15
th

 

1. Attending the morning assembly 

2. Delivering the duty order file (SPT) to 

the head of the PPO field 

1. Dispora field 

2. Head of service 

room 

4 Thursday, 

 March 16
th

 

1. Participating in morning gymnastics 

2. Taking PPO field files 

1. Dispora field 

2. Secretariat field 

5 Friday, 

 March 17
th

 

1. Attending the morning assembly 

2. Retrieving SPJ files 

1. Dispora field 

2. Finance field 

6 Saturday,  

February 18
th

 

OFF - 

7 Sunday,  

February 19
th

 

OFF - 

 

Table 3.5 Daily Activities of March 20
th

 to March 26
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

March 20
th

 

1. Attending the morning assembly 

2. Requesting the Head's signature for the 

PPO file 

1. Dispora field 

2. Program 

development room 

2 Tuesday,  

March 21
st
 

1. Attending the morning assembly 1. Dispora field 

3 Wednesday,  

March 22
nd

 

1. Attending the morning assembly 

2. Copying of Championship Budget 

Submission file 

1. Dispora field 

2. Secretariat field 

 

4 Thursday,  

March 23
rd

 

Delivering SPJ files Program development 

room 

5 Friday, 

 March 24
th

 

Delivering SPJ files Head of service room 

6 Saturday,  

February 25
th

 

OFF - 

7 Sunday,  

February 26
th

 

OFF - 
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Table 3.6 Daily Activities of March 27
th

 to April 2
nd

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

March 27
th

 

Delivering SPJ files Head of service room 

2 Tuesday, March 

28
th

, 2023 

Delivering RUP files Head of service room 

3 Wednesday,  

March 29
th

 

Retrieving PPO field files Secretariat field 

4 Thursday,  

March 30
th

 

Delivering PPO files Head of service room 

5 Friday,  

March 31
st
 

Delivering FISIK files Program development 

room 

6 Saturday,  

April 1
st
 

OFF - 

7 Sunday,  

April 2
nd

 

OFF - 

 

Table 3.7 Daily Activities of April 3
rd

 to April 9
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

April 3
rd

 

Delivering PPO field files Secretariat field 

2 Tuesday,  

April 4
th

 

Delivering PPO field files Secretariat field 

3 Wednesday,  

April 5
th

 

Delivering PPO field files Head of service room 

 

4 Thursday, 

April 6
th

 

1. Copying of Justification file 

2. Delivering Justification file 

1. Secretariat field 

2. Program 

development room 

5 Friday,  

April 7
th

 

Delivering PPO field files Secretariat field 

6 Saturday,  

April 8
th

 

OFF - 

7 Sunday,  

April 9
th

 

OFF - 
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Table 3.8 Daily Activities of April 10
th

 to April 16
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

April 10
th

 

Delivering files of Additional Income 

Calculation Data Filling 

Secretariat field 

2 Tuesday,  

April 11
th

 

OFF  Sick 

3 Wednesday,  

April 12
th

 

Delivering SKP files Head of service room 

4 Thursday,  

April 13
th

 

Delivering PPO files Secretariat field 

5 Friday,  

April 14
th

 

Delivering SKP files Secretariat field 

6 Saturday,  

April 15
th

 

OFF - 

7 Sunday,  

April 16
th

 

OFF - 

 

Table 3.9 Daily Activities of April 17
th

 to April 23
rd

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

April 17
th

 

Taking the leave letter file of the head of 

the PPO field 

Secretariat field 

2 Tuesday,  

April 18
th

 

Delivering SKP files to the head of the 

PPO field 

Head of service room 

3 Wednesday,  

April 19
th

 

OFF Eid al-Fitr Holiday 

4 Thursday,  

April 20
th

 

OFF Eid al-Fitr Holiday 

5 Friday,  

April 21
st
 

OFF Eid al-Fitr Holiday 

6 Saturday,  

April 22
nd

 

OFF Eid al-Fitr Holiday 

7 Sunday,  

April 23
rd

 

OFF Eid al-Fitr Holiday 

 

Table 3.10 Daily Activities of April 24
th

 to April 30
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

April 24
th

 

OFF Eid al-Fitr Holiday 

2 Tuesday,  

April 25
th

 

OFF Eid al-Fitr Holiday 
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3 Wednesday,  

April 26
th

 

1. Attending the morning assembly 

2. Delivering SKP archives to the head of 

the PPO field 

1. Dispora field 

2. Secretariat field 

4 Thursday,  

April 27
th

 

1. Attending the morning assembly 

2. Taking the file of the head of the PPO 

field 

1. Dispora field 

2. Head of service 

room 

5 Friday,  

April 28
th

 

1. Attending the morning assembly 

2. Taking the SPT file of the head of the 

PPO field 

3. Helping ASN fill out the Assesment 

registration 

1. Dispora field 

2. Head of service 

room 

3. PPO field 

6 Saturday,  

April 29
th

 

OFF - 

7 Sunday,  

April 30
th

 

OFF - 

 

Table 3.11 Daily Activities of May 1
st
 to May 7

th
, 2023 

NO Day/Date Activity Place/Note 

1 Monday, 

 May 1
st
 

OFF Labor Day 

2 Tuesday,  

May 2
nd

 

1. Attending the morning assembly 

2. Delivering SPT files to the head of the 

PPO field 

1. Dispora field 

2. Head of service 

room 

3 Wednesday,  

May 3
rd

 

1. Attending the morning assembly 

2. Taking the SPT file of the head of the 

PPO field 

3. Asking for the tax return letter number 

of the head of PPO field 

1. Dispora field 

2. Head of service 

room 

3. Secretariat field 

4 Thursday,  

May 4
th

 

1. Attending the morning assembly 

2. Delivering SKP files to the head of the 

PPO field 

3. Assisting with budget croscheck 

1. Dispora field 

2. Secretariat field 

3. PPO field 

5 Friday,  

May 5
th

 

1. Attending the morning assembly 

2. Taking the NPD file of the PPO field 

3. Delivering NPD files 

1. Dispora field 

2. Head of service 

room 

3. Finance field 

6 Saturday,  

May 6
th

 

OFF - 

7 Sunday,  

May 7
th

 

OFF - 
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Table 3.12 Daily Activities of May 8
th

 to May 14
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

May 8
th

 

1. Attending the morning assembly 

2. Delivering PPO files 

1. Dispora field 

2. Head of service 

room 

2 Tuesday,  

May 9
th

 

1. Attending the morning assembly 

2. Retrieving SKP file 

3. Retrieving SKP file 

4. Copying of Championship Decree file 

5. Assisting ASN to complete the 

Championship Decree file 

 

1. Dispora field 

2. Secretariat field 

3. Head of service 

room 

4. PPO field 

5. PPO field 

3 Wednesday,  

May 10
th

 

1. Attending the morning assembly 

2. Delivering and retrieve SPJ files for 

April 

3. Printing the e-billing file of the 

organizing committee of the Sepak 

Takraw Regional Championship 

1. Dispora field 

2. Finance field 

3. Secretariat field 

 

4 Thursday,  

May 11
th

 

1. Participating in morning gymnastics 

2. Requesting a letter number 

3. Delivering NPD files 

1. Dispora field 

2. Secretariat field 

3. Head of service 

room 

5 Friday,  

May 12
th

 

1. Attending the morning assembly 

2. Delivering and pick up NPD files 

3. Delivering NPD files 

1. Dispora field 

2. Finance fiels 

3. Head of service 

room 

6 Saturday,  

May13
th

 

OFF - 

7 Sunday,  

May 14
th

 

OFF - 

 

Table 3.13 Daily Activities of May 15
th

 to May 21
st
, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

May 15
th

 

1. Attending the morning assembly 

2. Retrieving PPO field files 

3. Delivering SPT and SK files 

4. Retrieving SPJ files 

1. Dispora field 

2. Head of service 

room 

3. Head of service 

room 

4. Finance field 

2 Tuesday,  

May 16
th

 

1. Attending the morning assembly 

2. Picking up the Kampar karate SK file 

3. Photocopying of Invitation to the 

Opening of the Sepak Takraw Regional 

1. Dispora field 

2. Head of service 

room 

3. PPO field 
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Championship 

4. Delivering Invitations to every field in 

the Dispora 

4. All Fields 

3 Wednesday,  

May 17
th

 

1. Attending the morning assembly 

2. Welcoming and validating the 

participants of the Takraw Regional 

Championship 

1. Dispora field 

2. Prime Park Hotel 

Pekanbaru 

 

4 Thursday,  

May18
th

 

OFF Ascension of Isa Al-

Masih 

5 Friday,  

May 19
th

 

1. Attending the morning assembly 

2. Delivering and picking up SPT files in 

the PPO field 

3. Delivering SPT files in the PPO field 

4. Retrieving SPPD file 

 

1. Dispora field 

2. Secretariat field 

3. Head of service 

room 

4. Head of service 

room 

6 Saturday,  

May 20
th

 

OFF - 

7 Sunday, 

 May 21
st
 

OFF - 

 

Table 3.14 Daily Activities of May 22
nd

 to May 28
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

May 22
nd

 

OFF Parents are sick 

2 Tuesday,  

May 23
rd

 

OFF Parents are sick 

3 Wednesday,  

May 24
th

 

OFF Parents are sick 

4 Thursday,  

May 25
th

 

OFF Parents are sick 

5 Friday,  

May 26
th

 

OFF Parents are sick 

 

6 Saturday,  

May 27
th

 

OFF - 

7 Sunday,  

May 28
th

 

OFF - 
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Table 3.15 Daily Activities of May 29
th

 to June 4
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

May 29
th

 

OFF Parents are sick 

2 Tuesday,  

May 30
th

 

OFF Parents are sick 

3 Wednesday,  

May 31
st
 

OFF Parents are sick 

4 Thursday,  

June 1
st
 

OFF 

 

Birth of Pancasila Day 

5 Friday,  

June 2
nd

 

OFF 

 

Vesak Day Collective 

Leave 

6 Saturday,  

June 3
rd

 

OFF - 

7 Sunday,  

June 4
th

 

 

OFF - 

 

Table 3.16 Daily Activities of June 5
th

 to June 11
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

June 5
th

 

1. Attending the morning assembly 

2. Taking a leave letter from one of the 

ASNs in the PPO field 

3. Delivering meeting minutes 

1. Dispora field 

2. Head of service 

room 

3. Head of service 

room 

2 Tuesday,  

June 6
th

 

1. Attending the morning assembly 

2. Delivering RKA change files 

3. Delivering SKP files for May 

1. Dispora field 

2. Head of service 

room 

3. Secretariat field 

3 Wednesday,  

June 7
th

 

1. Attending the morning assembly 

2. Delivering SPT and SK files 

1. Dispora field 

2. Secretariat field 

4 Thursday,  

June 8
th

 

1. Participating in morning gymnastics 

2. Retrieving PPO field files 

1. Dispora field 

2. Head of service 

room 

5 Friday,  

June 9
th

, 2023 

1. Delivering and picking up NPD files 

2. Delivering NPD files 

1. Sekratariat field 

2. Head of service 

room 

6 Saturday,  

June 10
th

 

OFF - 

7 Sunday,  

June 11
th

 

OFF - 
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Table 3.17 Daily Activities of June 12
th

 to June 20
th

, 2023 

NO Day/Date Activity Place/Note 

1 Monday,  

June 12
th

 

1. Attending the morning assembly 

2. Creating an archive of the organizing 

committee's savings account book 

3. Making a letter of submission for the 

Organizing Committee of the rock 

climbing open tournament 

1. Lapangan Dispora 

2. PPO field 

2 Tuesday,  

June 13
th

 

1. Attending the morning assembly 

2. Inputting e-billing tax filing data 

1.Dispora field 

2. PPO field 

3 Wednesday, 

June 14
th

 

1. Attending the morning assembly 

2. Delivering goods and services 

procurement files 

1, Dispora field 

2.  Head of service 

room 

ii.  

4 Thursday,  

June 15
th

 

1. Participating in morning gymnastics 

2. Editing the decree of the winner and 

the committee of roller skating Kejurda 

1. Dispora field 

2. PPO field 

5 Friday,  

June 16
th

 

1. Attending the morning assembly 

2. Delivering the SK file for the roller 

skating Kejurda 

1. Dispora field 

2. Secretariat field 

 

6 Saturday,  

June 17
th

 

OFF - 

7 Sunday,  

June 18
th

 

OFF - 

8 Monday,  

June 19
th

 

1. Attending the morning assembly 

2. Delivering the SK file for the roller 

skating Kejurda 

1. Dispora field 

2. Head of service 

room 

9 Tuesday,  

June 20
th

 

Last day of apprenticeship. Farewell with 

PPO field 

PPO Field 
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CHAPTER IV 

 

 CONCLUSION AND SUGGESTION 

4.1      Conclusion 

After doing the apprenticeship program at the Youth and Sports Office of 

Riau Province there are some conlusion : 

1. There were some kinds of job done during the apprenticeship in Sports 

Achievement Improvement; inputting RKA shift data, making SKP, 

delivering and taking files for Sports Achievements Improvements, 

making letters for the implementation of program, photocoopy files, ask 

for letter numbers, filling out registration for ASN, inputting E-Billing 

tax submissions, and become the committee for the Regional Sepak 

Takraw Championship 2023. 

2. All working procedures are based on the operational standards of the 

Youth and Sports Department of Riau Province. 

3. The documents used during the internship are soft file of RKA, 

Employee Performance Targets (SKP), Task Order (SPT), Budget 

Implementation Document (DPA), and Memorandum of Fund 

Disbursement (NPD). 

4.2 Suggestion  

4.2.1 Suggestion for Youth and Sports Department of Riau Province 

1. Improve system performance to facilitate staff work. 

2. For employees, they should be more disciplined with their time at work 

so that every job can be completed properly. 

4.2.2 Suggestion for English Study Program 

English study program should improve more relations with various 

agencies or companies. 
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APPENDICES 

APPENDIX A Daily Activity of Apprenticeship 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : February 20
th

, 2023 

 

No Description Supervisor Signature 

1 Introducing to the office staff and 

rooms 

 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

             Self-introduction to all ASN 

and PTT staff in the field of 

Sports Achievement 

Improvement (PTT) of the Riau 

Provincial Office of Youth and 

Sports 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : February 21
st
, 2023 

 

No Description Supervisor Signature 

1 Attending the morning 

assembly  

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

            
 

The morning assembly 

are mandatory activities 

carried out every Monday, 

Wednesday and Friday. 

This apple was attended by 

all ASN and PTT staff of 

Dispora Riau province. 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : February 22
nd

, 2023 

 

No Description Supervisor Signature 

1 Inputting data on recapitulation of 

budget expenditure for meals and 

drinks for meetings and official 

travel 

Novita, S.Kom 

Penata Tk.I (III/d) 

NIP. 1982119200502 2 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

      

      

 
 

The data inputted is the 

budget data for the food 

and beverage meeting that 

will be carried out. 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : February 23
rd

, 2023 

 

No Description Supervisor Signature 

1 Participating in morning 

gymnastics 

 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

        

       

 
  

Gymnastics is a 

mandatory activity that is 

carried out every 

Thursday and is attended 

by all ASN and PTT staff 

of Dispora Riau Province 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : February 24
th

, 2023 

 

No Description Supervisor Signature 

1 Inputting the data of SKP  Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

           

           

 
 

SKP (Employee 

Performance Target) is the 

workload that must be 

achieved or fulfilled by the 

State Civil Apparatus. This 

SKP is prepared based on 

workload for one year. This 

SKP is made every month. 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : February 27
th

, 2023 

 

No Description Supervisor Signature 

1 Submitting an activity report Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

         An activity report is submitted 

to Sports 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : February 28
th

, 2023 

 

No Description Supervisor Signature 

1 Assisting in inputting the RKA 

Activity budget 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

                
 

Inputting data and changing 

the nominal amount of RKA 

shift data 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : March 1
st
, 2023 

 

No Description Supervisor Signature 

1 Delivering SKP files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

      

              
   

Delivering SKP files in the 

field of Sports Achievement 

Improvement (PPO) to the 

Secretariat Division 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : March 2
nd

, 2023 

 

No Description Supervisor Signature 

1 Delivering employee leave letter 

to the head of department 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

           

      
 

Deliver ASN staff leave 

letter to the head of  service 

room 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : March 3
rd

, 2023 

 

No Description Supervisor Signature 

1 Delivering SKP files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

             
 

Delivering SKP files in the 

field of Sports Achievement 

Improvement (PPO) to the 

Secretariat Division 

 

 

 

 



 

38 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : March 6
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering SKP files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

                
         

Deliver and pick up SKP files 

in the field of Sports 

Achievement Improvement 

(PPO) to the Secretariat 

Division 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : March 7
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering invitation to Kejurda 

coordination meeting 

Juleondi Wandana 

Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  Send an invitation for a 

coordination meeting to the 

head of the PPO section of the 

Riau Province Youth and 

Sports Agency 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : March 8
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  Delivering PPO field files to the 

Head of the Youth and Sports 

Office of Riau Province room 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : March 9
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering SKP files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

               
 

Delivering SKP files in the 

field of Sports Achievement 

Improvement (PPO) to the 

Secretariat Division 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : March 10
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering RKA Shift files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

           
           

Delivering the RKA shift 

file to the Head of the Riau 

Province Youth and Sports 

Agency room 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : March 13
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering the file to the Head of 

PPO field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         
 

Delivering the file of the 

Head of the PPO field to the 

Head of the Riau Province 

Youth and Sports Agency 

room 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : March 14
th
, 2023 

 

No Description Supervisor Signature 

1 Making a notification letter for the 

implementation of KEJURDA 

Juleondi Wandana 

Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

             
 

The notification letter for 

the Kejurda will be 

distributed to each field. 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : March 15
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering the duty order file 

(SPT) to the head of the PPO 

field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

       
 

The Task Order Letter 

(SPT) is a file requirement 

that is submitted if ASN will 

be traveling on a Service 

trip. 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : March 16
th
, 2023 

 

No Description Supervisor Signature 

1 Taking PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

       
 

Take the PPO field file to the 

secretariat field 
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DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : March 17
th
, 2023 

 

No Description Supervisor Signature 

1 Retrieving SPJ files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  Take the SPJ file for the PPO 

field to the finance department 

 

 

 

 

 

 

 

 



 

48 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : March 20
th
, 2023 

 

No Description Supervisor Signature 

1 Requesting the Head's signature 

for the PPO file 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  Requesting the signature of the 

head of the PPO field for the 

purposes of the PPO field file 

 

 

 

 

 

 

 



 

49 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : March 21
st
, 2023 

 

No Description Supervisor Signature 

1 Attending the morning assembly Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

     
 

Followed the morning 

apple which must be 

attended by all ASN and 

PTT staff of Dispora Riau 

province. 

 

 

 

 



 

50 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : March 22
nd

, 2023 

 

No Description Supervisor Signature 

1 Copying of Championship Budget 

Submission file 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         

 
 

The copy from 

Championship Budget 

Submission file will be 

used to complete the 

activity implementation 

file. 

 

 

 

 



 

51 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : March 23
rd

, 2023 

 

No Description Supervisor Signature 

1 Retrieving PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

       
 

Take the PPO field file to the 

development department  

program 

 

 

 

 



 

52 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : March 24
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering SPJ files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

       
 

Delivering SPJ files in the 

PPO field to the head office 

of the Riau province 

Dispora office 

 

 

 



 

53 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : March 27
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering SPJ files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

    

        
 

Delivering SPJ files in the PPO 

field to the head office of the 

Riau province Dispora office 

 

 

 

 



 

54 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : March 28
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering RUP files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

    

        
 

Delivering the RUP file in the 

PPO field to the head room of 

the Riau province Dispora 

office 

 

 

 

 



 

55 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : March 29
th
, 2023 

 

No Description Supervisor Signature 

1 Retrieving PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

       
 

Take the PPO field file to the 

Riau province Dispora 

secretariat field 

 

 

 

 



 

56 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : March 30
th
, 2023 

 

No Description Supervisor Signature 

1 Delivering PPO files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

              
 

Delivering PPO field files to 

the head room of the Riau 

province Dispora office 

 

 

 

 



 

57 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : March 31
st
, 2023 

 

No Description Supervisor Signature 

1 Delivering FISIK files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

              
 

Delivering FISIK file of PPO 

field to Bina Program section 

 

 

 

 



 

58 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : April 3
rd

, 2023 

No Description Supervisor Signature 

1 Delivering PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

      

           
 

Deliver PPO field files to the 

secretariat field 

 

 

 

 

 

 



 

59 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday  

Date  : April 4
th
, 2023 

No Description Supervisor Signature 

1 Delivering PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

Delivering PPO field files to 

the secretariat field 

 

 

 

 

 



 

60 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : April 5
th
, 2023 

No Description Supervisor Signature 

1 Delivering PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

Delivering PPO field files to 

the secretariat field 

 

 

 

 

 



 

61 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : April 6
th
, 2023 

No Description Supervisor Signature 

1 Copying of Justification file Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

        

 
 

A copy of this 

justification will be 

attached with the rest of 

the application. 

 

 

 

 

 



 

62 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : April 7
th
, 2023 

No Description Supervisor Signature 

1 Delivering PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

        
 

Deliver PPO field files to the 

secretariat field 

 

 

 

 

 



 

63 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : April 10
th
, 2023 

No Description Supervisor Signature 

1 Delivering PPO field files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

     
 

Deliver PPO field files to the 

secretariat field 

 

 

 

 

 



 

64 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : April 12
th
, 2023 

No Description Supervisor Signature 

1 Delivering SKP files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

       

     
 

Delivering SKP files in the 

PPO field to the head room of 

the Riau province Dispora 

office 

 

 

 

 



 

65 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : April 13
th
, 2023 

No Description Supervisor Signature 

1 Delivering PPO files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

       
 

Delivering PPO field files to 

the Riau province Dispora 

secretariat field 

 

 

 

 

 



 

66 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : April 14
th
, 2023 

No Description Supervisor Signature 

1 Delivering SKP files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

       
 

Delivering SKP files in the 

PPO field to the Riau 

province Dispora secretariat 

field 

 

 

 

 

 

 



 

67 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : April 17
th
, 2023 

No Description Supervisor Signature 

1 Taking the leave letter file of the 

head of the PPO field 
Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  This letter is used as a 

condition for applying for leave 

 

 

 

 

 

 

 

 

 



 

68 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : April 18
th
, 2023 

No Description Supervisor Signature 

1 Inputting the data of SKP PPO 

field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         

 
 

Inputting SKP data in the 

PPO field for submission 

 

 

 

 

 

 



 

69 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : April 26
th
, 2023 

No Description Supervisor Signature 

1 Delivering SKP archives to the 

head of the PPO field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

       
 

Delivering SKP files in the 

PPO field to the Riau 

province Dispora secretariat 

field 

 

 

 

 

 



 

70 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : April 27
th
, 2023 

No Description Supervisor Signature 

1 Taking the file of the head of the 

PPO field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

Taking the head of PPO's file to 

the head room of the Riau 

province's Dispora office 

 

 

 

 



 

71 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : April 28
th
, 2023 

No Description Supervisor Signature 

1 Helping ASN fill out the 

Assesment registration 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

      

      

 
 

 

Assessment is used as a 

tool to determine the 

ability of an employee or 

State Civil Apparatus 

(ASN) in carrying out 

work. 

 

 

 



 

72 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : May 2
nd

, 2023 

No Description Supervisor Signature 

1 Delivering SPT files to the head of 

the PPO field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

The SPT  is used as a 

requirement in applying for 

external service. 

 

 

 

 

 



 

73 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : May 3
rd

, 2023 

No Description Supervisor Signature 

1 Taking the SPT file of the head of 

the PPO field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

The SPT is used as a 

requirement in applying for an 

outside business trip 

 

 

 

 



 

74 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : May 4
th
, 2023 

No Description Supervisor Signature 

1 Assisting with budget croscheck Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

   

               
 

Assist PTT staff to 

croscheck activity budget 

 

 

 

 

 



 

75 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : May 5
th
, 2023 

No Description Supervisor Signature 

1 Taking the NPD file of the PPO 

field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

NPD is a submission file for 

activity budget disbursement 

 

 

 

 



 

76 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : May 8
th
, 2023 

No Description Supervisor Signature 

1 Delivering PPO files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

 

       
 

Delivering PPO field files to 

the head room of the Riau 

province Dispora office 

 

 

 

 



 

77 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : May 9
th
, 2023 

No Description Supervisor Signature 

1 Copying of Championship Decree 

file 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

          

 
 

 

The file of this 

Championship Decision 

is used as a requirement 

in the submission and 

procurement of 

activities 

 

 

 

 



 

78 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : May 10
th
, 2023 

No Description Supervisor Signature 

1 Printing the e-billing file of the 

organizing committee of the Sepak 

Takraw Regional Championship 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

        

 
 

E-billing is an online tax 

filing that is used as a 

requirement for the 

organizing committee of 

the Regional 

Championship 

 

 

 

 



 

79 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : May 11
th
, 2023 

No Description Supervisor Signature 

1 Requesting a letter number Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  The letter number must be 

adjusted to the incoming / 

outgoing letters in the Dispora. 

So, this letter number is 

requested to the secretariat field 

of Dispora Riau province. 

 

 

 

 

 

 

 

 



 

80 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : May 12
th
, 2023 

No Description Supervisor Signature 

1 Delivering and picking up NPD 

files 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

Delivering and picking up the 

NPD file for the PPO field to 

the finance department of the 

Riau province Dispora 

 

 

 

 



 

81 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : May 15
th
, 2023 

No Description Supervisor Signature 

1 Delivering SPT and SK files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

This SPT and SK are used as a 

condition of filing for the 

implementation of the Riau 

provincial Sepak Takraw 

Regional Championship in 

2023. 

 

 

 

 



 

82 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : May 16
th
, 2023 

No Description Supervisor Signature 

1 Copying of Invitation to the 

Opening of the Sepak Takraw 

Regional Championship 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

           
 

Invitations to the opening 

of the championship will be 

distributed to all areas of 

Dispora Riau province 

 

 

 

 

 



 

83 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : May 17
th
, 2023 

No Description Supervisor Signature 

1 Welcoming and validating the 

participants of the Takraw 

Regional Championship 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

        

 
 

The welcome and 

validation of the 

implementation of the 

Regional Sepak Takraw 

Championship in 2023 was 

held at Prime Park Hotel 

Pekanbaru. 

 

 

 

 



 

84 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : May 19
th
, 2023 

No Description Supervisor Signature 

1 Delivering and picking up SPT 

files in the PPO field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

Task Order is a file requirement 

for ASN in Outside Service 

assignments 

 

 

 

 



 

85 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : June 5
th
, 2023 

No Description Supervisor Signature 

1 Delivering meeting minutes Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

             
 

The minutes of the meeting 

must be known to the head 

of department so they must 

be submitted to the head of 

department 

 

 

 

 



 

86 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : June 6
th
, 2023 

No Description Supervisor Signature 

1 Delivering RKA change files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

      
 

Changes to the RKA budget for 

activities carried out must be 

approved by the head of 

service, so that the RKA shift 

must be submitted to the head 

of service for signature. 

 

 

 

 



 

87 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : June 7
th
, 2023 

No Description Supervisor Signature 

1 Delivering SPT and SK files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

            
 

This SPT and SK are used 

as a condition of filing for 

the implementation of the 

Riau provincial Sepak 

Takraw Regional 

Championship in 2023 

 

 

 

 



 

88 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : June 8
th
, 2023 

No Description Supervisor Signature 

1 Retriving PPO files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         
 

Take the PPO files from 

Head of service room 

 

 

 

 



 

89 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : June 9
th
, 2023 

No Description Supervisor Signature 

1 Delivering and pickup NPD files Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         
 

NPD files are used for as 

submissions for 

disbursement of activity 

implementation 

 

 

 

 



 

90 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : June 12
th
, 2023 

No Description Supervisor Signature 

1 Make a letter of submission for 

the Organizing Committee of the 

rock climbing open turnament 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         
 

Make a letter of submission 

for the Organizing 

Committee of the rock 

climbing open turnament 

 

 

 

 

 



 

91 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Tuesday 

Date  : June 13
th
, 2023 

No Description Supervisor Signature 

1 Inputting e-billing tax filling data Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         
 

Inputting e-billing tax 

filling data 

 

 

 

 

 



 

92 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Wednesday 

Date  : June 14
th
, 2023 

No Description Supervisor Signature 

1 Delivering procurement files and 

suits to the head of service room 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 

1 001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         

       
 

Delivering procurement 

files and suits to the head of 

service room 

 

 

 

 



 

93 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : June 15
th
, 2023 

No Description Supervisor Signature 

1 Ediitng the decree of the winner 

and the committee of roller 

skating Kejurda 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         

       
 

This decree is used as a 

submission requirement to 

disburse the championship 

budget funds. 

 

 

 

 



 

94 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Friday 

Date  : June 16
th
, 2023 

No Description Supervisor Signature 

1 Delivered the SK file for the roller 

skating kejurda 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         

       

 

This SK file is submitted to the 

secretariat to be signed by the 

Dispora secretary. 

 

 

 

 

 

 

 

 

 



 

95 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Monday 

Date  : June 19
th
, 2023 

No Description Supervisor Signature 

1 Delivering tthe SK file for the 

roller skating kejurda 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 

  

         

       
 

This SK file is submitted to the 

secretariat field to be signed by 

the head of the Dispora office 

as the final approval of the 

submission of the activity 

procurement file 

 

 

 

 



 

96 

 

DAILY ACTIVITY 

APPRENTICESHIP 

 

Day  : Thursday 

Date  : June 20
th
, 2023 

No Description Supervisor Signature 

1 Last day of apprenticeship. 

Farewell with PPO field 

Juleondi Wandana Putra 

Penata  (III/c) 

NIP. 19850725 201102 1 

001 

 

Note : 

 

No THE PICTURE OF ACTIVITY INFORMATION 
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APPENDIX B Apprenticeship Acceptance Letter 
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APPENDIX C Evaluation Form 
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APPENDIX D Attendance List 
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APPENDIX E Certificate of Apprenticeship 
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APPENDIX F Employee Performance Target File (SKP) 
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APPENDIX G Task Order File (SPT) 
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APPENDIX H Revision List 
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