
APPRENTICENSHIP REPORT 

 

NON-PHYSICAL SECURITY SYSTEMS IN PT. PERTAMINA 

PATRA NIAGA REFINERY UNIT II PRODUCTION  

SEI PAKNING 

 

 

ROSZILA  

NIM: 5404221500 

 

 

 

  

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL 

BUSINESS ADMINISTRATION STUDY PROGRAM 

BUSINESS ADMINISTRATION DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS 

2026  





ii 

 

ACKNOWLEDGEMENTS 
 

All praise and gratitude to Allah SWT, by His grace, the author was able 

to compile this Internship Report based on information and data from various 

parties during the internship from February 2 to June 30, 2026, at PT. Pertamina 

Patra Niaga Refinery Unit II Production Sei Pakning.  

The apprenticeship is one of the programs of the State Polytechnic of 

Bengkalis, especially for the Business Administration major, which all students 

must undertake to apply new knowledge and experiences in supporting the 

knowledge gained during lectures. This report is expected to enhance creativity 

and knowledge for both the author and the readers. The author is grateful to all 

parties who have assisted in the implementation of the apprenticeship, making this 

report well-structured.  

With the completion of this apprenticeship report, the author expresses 

profound gratitude to various parties who have provided assistance and 

guidance,enabling the author to complete the apprenticeship and this report 

successfully. So the author want to thank all those who have been involved and 

assisted the author. Related parties include:  

1. Ir. Johny Custer S.T., M.T as the Director of State Polytechnic of 

Bengkalis 

2. Ir. Romadhoni, S.T., M.T. as Deputy Director of State Polytechnic of 

Bengkalis 

3. Supriati, M.Si as Head of Business Administration the Department. 

4. Muhammad Fuad Asrofillah, S.E., M.M. as Head of the International 

Business Administration Study Program. 

5. M. Alkadri Perdana, B.IT., M.Sc. as Coordinator of this apprenticeship. 

6. Teguh Widodo, S.Sos., M.SM., M.Rech., CIIQA. as the Advisor of this 

apprenticeship Report. 

7. Hari Mardianto as the Pjs. Supervisor General Affairs of PT. Kilang 

Pertamina International Refenery Unit (RU) II Production Sungai Pakning. 



https://v3.camscanner.com/user/download


iv 

 

TABLE OF CONTENTS 

 

APPROVAL SHEET ............................................................................................. i 

ACKNOWLEDGEMENTS .................................................................................. ii 

TABLE OF CONTENTS ..................................................................................... iv 

LIST OF TABLES ............................................................................................... vi 

LIST OF FIGURES ........................................................................................... viii 

LIST OF APPENDICES...................................................................................... ix 

CHAPTER I INTRODUCTION .......................................................................... 1 

1.1    Background ........................................................................................... 1 

1.2  Purposes of the Apprenticeship ............................................................. 3 

1. 3  Significances of the Apprenticeship ...................................................... 4 

CHAPTER II GENERAL DESCRIPTION OF THE COMPANY .................. 6 

2.1    Company Profile ................................................................................... 6 

2.2  Vision and Mission................................................................................ 8 

2.2.1  Vision .......................................................................................... 8 

2.2.2  Mission........................................................................................ 9 

2.3  Kind of Business ................................................................................. 10 

2.4  Organization Structure ........................................................................ 12 

2.5  The Working Process .......................................................................... 15 

2.6  Document Used for Activity ............................................................... 17 

CHAPTER III SCOPE OF THE APPRENTICESHIP ................................... 21 

3.1  Job Description .................................................................................... 21 

3.2  System and Procedure ......................................................................... 22 

3.2.1 The Working System ................................................................ 22 

3.2.2.The Working Procedure ............................................................ 23 

3.3  Place and Time of the Apprenticeship ................................................ 44 

3.3.1  Place of the Apprenticeship ...................................................... 44 

3.3.2  Time of the Apprenticeship ...................................................... 44 



v 

 

3.4 Kind and Description of Activities...................................................... 45 

3.5  Obstacles and Solutions of Apprenticeship ......................................... 55 

3.5.1  Obstacles of Apprenticeship ..................................................... 55 

3.5.2  Solutions of Apprenticeship...................................................... 56 

CHAPTER IV CONCLUSIONS AND SUGGESTIONS ................................ 57 

4.1  Conclusion ........................................................................................... 57 

4.2  Suggestions.......................................................................................... 59 

REFERENCES .................................................................................................... 61 

APPENDICES ..................................................................................................... 62 

 

  



vi 

 

LIST OF TABLES 
 

Table 3. 1    Work Schedule .................................................................................. 45 

Table 3. 2   The 1
st
 week Activities Agenda (February 2

th, 
2026 to……………….  

                     February 6
th,

 2026) ........................................................................... 45 

Table 3. 3   The 2
st
 week Activities Agenda (February 9

th, 
2026 to……………….  

                     February 13
th,

 2026) ......................................................................... 46 

Table 3. 4    The 3
st
 week Activities Agenda (February 16

th, 
2026 to……………….  

                     February 20
th,

 2026) ......................................................................... 46 

Table 3. 5    The 4
st
 week Activities Agenda (February 23

th, 
2026 to……………….  

                     February 27
th,

 2026) ......................................................................... 47 

Table 3. 6  The 5
st
 week Activities Agenda (March 02

th, 
2026 to………………  

                     March 05
th,

 2026) ............................................................................. 47 

Table 3. 7   The 6
st
 week Activities Agenda (March 09

th, 
2026 to………………  

                     March 13
th,

 2026) ............................................................................. 48 

Table 3. 8   The 7
st
 week Activities Agenda (March 16

th, 
2026 to………………  

                     March 20
th,

 2026) ............................................................................. 48 

Table 3. 9   The 8
st
 week Activities Agenda (March 23

th, 
2026 to………………  

                     March 27
th,

 2026) ............................................................................. 49 

Table 3. 10 The 9
st
 week Activities Agenda (March 30

th, 
2026 to………………  

                     April 03
th,

 2026) ............................................................................... 49 

Table 3. 11 The 10
st
 week Activities Agenda (April 06

th, 
2026 to………………  

                     April 10
th,

 2026) ............................................................................... 50 

Table 3. 12 The 11
st
 week Activities Agenda (April 13

th, 
2026 to………………  

                     April 127
th,

 2026) ............................................................................. 50 

Table 3. 13 The 12
st
 week Activities Agenda (April 20

th, 
2026 to………………  

                     April 24
th,

 2026) ............................................................................... 51 

Table 3. 14 The 13
st
 week Activities Agenda (April 27

th, 
2026 to………………  

                     May 01
th,

 2026) ................................................................................ 51 

Table 3. 15 The 14
st
 week Activities Agenda (May 04

th, 
2026 to………………  

                     May 08
th,

 2026) ................................................................................ 51 



vii 

 

Table 3. 16  The 15
st
 week Activities Agenda (May 11

th, 
2026 to…………………  

                     May 15
th,

 2026) ................................................................................ 52 

Table 3. 17  The 16
st
 week Activities Agenda (May 18

th, 
2026 to…………………  

                     May 22
th,

 2026) ................................................................................ 52 

Table 3. 18  The 16
st
 week Activities Agenda (May 25

th, 
2026 to………………… 

                     May 29
th,

 2026) ................................................................................ 53 

Table 3. 19  The 18
st
 week Activities Agenda (June 01

th, 
2026 to………………… 

                     June 05
th,

 2026) ................................................................................ 53 

Table 3. 20  The 19
st
 week Activities Agenda (June 08

th, 
2026 to…………………  

                     June 12
th,

 2026) ................................................................................ 54 

Table 3. 21  The 20
st
 week Activities Agenda (June 15

th, 
2026 to………………… 

                     June 19
th,

 2026) ................................................................................ 54 

Table 3. 22  The 20
st
 week Activities Agenda (June 15

th, 
2026 to………………… 

                     June 19
th,

 2026) ................................................................................ 55 

Table 3. 23  The 22
st
 week Activities Agenda (June 29

th, 
2026 to…………………  

                     June 30
th,

 2026) ................................................................................. 55 

 

 

  



viii 

 

LIST OF FIGURES 
 

Figure 2. 1.    PT. Pertamina Patra Niaga  ............................................................... 8 

Figure 2. 2.    Holding and Subholding Structure of PT. Pertamina Persero ........ 10 

Figure 2. 3.    Distribution PT. Pertamina Patra Niaga Units in Indonesia ........... 11 

Figure 2. 4.    Organizational Structure ................................................................. 13 

Figure 2. 5.    Inventory Reports ........................................................................... 18 

Figure 2. 6.    (TKO)/organizational work procedures documents ....................... 19 

Figure 2. 7.    (TKI) Document/Individual Work Procedures ............................... 20 

Figure 3.1.     Working System Non-Physical....................................................... 22 

Figure 3.2.     Procedures (TKO) and (TKI).......................................................... 24 

Figure 3.3.     Examples of TKO and TKI Typing ................................................ 25 

Figure 3.4.     Workflow procedures for BAP/Inspection Report ......................... 26 

Figure 3.5.     Documentation of Violations .......................................................... 28 

Figure 3.6.     Surprise Inspection Procedure ........................................................ 29 

Figure 3.7.     Conducting a Surprise Inspection ................................................... 31 

Figure 3.8.     Physical training activity procedures .............................................. 31 

Figure 3.9.     Physical training activity ................................................................ 33 

Figure 3.10.   Upskilling Procedure ...................................................................... 33 

Figure 3.11.   form for security skills enhancement activities .............................. 35 

Figure 3.12.   Security Management System (SMP) Procedures .......................... 36 

Figure 3.13.   Internal Audit Security Management System (SMP) ..................... 38 

Figure 3.14.   Junior High School Internal Audit Procedure ................................ 39 

Figure 3.15.   Training ID Badges......................................................................... 41 

Figure 3.16.   Creating a monthly security activity presentation (PPT). ............... 42 

Figure 3.17.   Monthly Report Security ................................................................ 43 
  



ix 

 

LIST OF APPENDICES 
 

 

Appendix 1 : Apprenticeship Application Letter .................................................. 62 

Appendix 2 : Reply Letter for Application for Apprenticeship ............................ 63 

Appendix 3 : Job Attendance ................................................................................ 64 

Appendix 4 : Certificate apprenticeship ................................................................ 65 

Appendix 5 : Apprenticeship Assessment Sheet ................................................... 66 

Appendix 6 : Apprenticeship Statement Letter ..................................................... 67 

Appendix 7 : Daily Activity .................................................................................. 68 

Appendix 8 : Certificate Acceptance And Presentation Of Souvenir ................... 89 

Appendix 9 : Consultation Sheet........................................................................... 90 

 

 

  


	APPRENTICENSHIP REPORT  
	APPROVAL SHEET
	ACKNOWLEDGEMENTS  
	TABLE OF CONTENTS 
	LIST OF TABLES 
	LIST OF FIGURES  
	LIST OF APPENDICES  A

