
APPRENTICESHIP REPORT 

 

 

 

PT. NUSANTARA PALM OIL 

TRAINING CENTER DEPARTMENT 

 

 

 

 

AMANDA ZULIYANTI 

5404221454 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL 

BUSINESS ADMINISTRATION STUDY PROGRAM 

BUSINESS ADMINISTRATION DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS 

2026 

 



ii 
 

APPROVAL SHEET 

 

 

PT. NUSANTARA PALM OIL 

TRAINING CENTER DEPARTMENT 

 

 

Written as one of the conditions for completing of Apprenticeship 

 

AMANDA ZULIYANTI 

5404221454 

 

 

 

 

 

Bengkalis, June 09, 2026 

 

 

Manager of Training Center  Advisor 

PT. Nusantara Palm Oil   

   

   

   

   

Nanang Arif Mahmudi  Yanisha Dwi Astari, S.S., M.Hum 

NIP. 199301142022032010 

   

Approved by: 

Head of International Business Administration Study Program 

   

   

   

   

   

Muhammad Fuad Asrofillah, S.E., M.M 

NIP. 199304202022031007 



iii 
 

ACKNOWLEDGMENTS 

 
 

All praise and gratitude are due to Allah SWT for His grace and blessings, 

which have enabled the author to complete this apprenticeship report. This report 

is prepared based on the apprenticeship program conducted at PT. Nusantara Palm 

Oil from February 9, 2026, to June 9, 2026. 

During the implementation of the apprenticeship, the author attempted to 

obtain and develop knowledge, insight, and skills in the field of administration that 

had been learned during lectures through direct application in the world of work. 

The author also made the best use of the facilities and opportunities provided by the 

company to support the learning process and competency development. 

The author realizes that without the guidance of various parties, this 

apprenticeship program would not have run smoothly. This report could not have 

been completed within the allotted time. Therefore, the author would like to express 

her gratitude to all parties who were involved and assisted her during the 

implementation and writing of this apprenticeship report. These related parties 

include: 

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

2. Mr. Romadhoni, S.T., M.T as Deputy Director of Academic Affairs at State 

Polytechnic of Bengkalis. 

3. Ms. Nurhazana, S.E., M.M, as Head of the Department of Business 

Administration. 

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

Business Administration Study Program. 

5. Mr. M. Alkadri Perdana, B.IT., M.Sc, as the apprenticeship coordinator who 

has provided direction and assistance in the placement process. 

6. Ms. Yanisha Dwi Astari, S.S., M.Hum, as the apprenticeship report 

supervisor, for her guidance, advice, and valuable feedback throughout the 

preparation of this apprenticeship report. 



iv 
 

7. Ms. Armita Novriana Rambe, S.Pd., M.Hum as the Academic Advisor of the 

International Business Administration Study Program, Class VIII A. 

8. All lecturers, especially lecturers of the International Business Administration 

Study Program who have provided knowledge and guidance during the 

author's education at State Polytechnic of Bengkalis. 

9. Mr. Ferby Dwi Perkasa, as the field supervisor, for his guidance, support, and 

valuable advice throughout the apprenticeship program. 

10. All employees of PT. Nusantara Palm Oil, especially the members of the 

Training Center Department, for their support, cooperation, and kindness 

throughout the apprenticeship program. 

11. Especially to Mr. Zulkifli, Ms. Satiyah Tuti Wijayanti, and my beloved 

sibling Asyifa Zuliyanti, three people whom I deeply love and respect, for 

their endless support, prayers, time, energy, and sacrifices. Their continuous 

encouragement and unwavering belief in me have greatly helped in easing my 

academic journey, providing motivation during difficult times, and enabling 

me to stay focused in completing my studies and achieving my goals. 

12. Lastly, I would like to sincerely thank myself, Amanda Zuliyanti, for the 

patience, perseverance, and hard work that have been put into this journey. 

The author would like to apologize to all parties mentioned above for any 

shortcomings or errors that may be present in this apprenticeship report. The author 

realizes that this report is still far from perfect. However, every effort has been made 

to complete it as well as possible. Furthermore, the author hopes that this 

apprenticeship report will be beneficial and useful for readers and other related 

parties in the future. 

 

Bengkalis, June 09, 2026 

 

 

 

 

Amanda Zuliyanti 

NIM. 5404221454 

  



v 
 

TABLE OF CONTENTS 

 

 

APPRENTICESHIP REPORT ............................................................................. i 

APPROVAL SHEET ............................................................................................ ii 

ACKNOWLEDGMENTS ................................................................................... iii 

TABLE OF CONTENTS ...................................................................................... v 

LIST OF FIGURES ............................................................................................ vii 

LIST OF TABLES ............................................................................................. viii 

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

 

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

1.1 Background of the Apprenticeship ................................................................ 1 

1.2 Purpose and Benefit of the Apprenticeship ................................................... 2 

1.2.1 Purposes of Apprenticeship .................................................................. 3 

1.2.2 Benefits of Apprenticeship ................................................................... 3 

1.3 Significances of the Apprenticeship .............................................................. 4 

1.3.1 For Students .......................................................................................... 4 

1.3.2 For Company ........................................................................................ 4 

1.3.3 For State Polytechnic of Bengkalis....................................................... 4 

 

CHAPTER II GENERAL DESCRIPTION OF THE COMPANY .................. 5 

2.1 Company Profile ............................................................................................ 5 

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

2.2.1 Vision of PT Nusantara Palm Oil ......................................................... 8 

2.2.2 Mission of PT Nusantara Palm Oil ....................................................... 8 

2.3 Kind of Business ........................................................................................... 8 

2.4 Organization Structure................................................................................. 10 

2.5 The Working Process .................................................................................. 12 

2.6 Documents Used for Activity ...................................................................... 15 

 

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

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

3.2 System and Procedure ................................................................................. 23 

3.2.1 The Working System .......................................................................... 23 

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

3.3 Place and Time of the Apprenticeship......................................................... 35 



vi 
 

3.3.1 Place of Apprenticeship ...................................................................... 35 

3.3.2 Time of Apprenticeship ...................................................................... 36 

3.4 Kind and Description of the Activity .......................................................... 37 

3.5 Obstacles and Solutions of the Apprenticeship ........................................... 59 

3.5.1 Obstacles of Apprenticeship ............................................................... 59 

3.5.2 Solutions of Apprenticeship ............................................................... 60 

 

CHAPTER IV CONCLUSION .......................................................................... 61 

4.1 Conclusions ................................................................................................. 61 

4.2 Suggestions .................................................................................................. 62 

 

REFERENCES .................................................................................................... 63 

APPENDICES ..................................................................................................... 64 

 

  



vii 
 

LIST OF FIGURES 

 
 

Figure 2.1 Nusantara Group Ltd Logo .................................................................... 6 

Figure 2.2 Organizational Structure ...................................................................... 11 

Figure 2.3 Learning & Development (L&D) Site Work Process.......................... 13 

Figure 2.4 Apprenticeship Response Letter .......................................................... 15 

Figure 2.5 Apprenticeship Participant Form ......................................................... 16 

Figure 2.6 Attendance Sheet ................................................................................. 17 

Figure 2.7 Daily Workbook .................................................................................. 18 

Figure 2.8 Intern Badge......................................................................................... 19 

Figure 2.9 Apprenticeship Completion Letter ...................................................... 19 

Figure 2.10 Apprenticeship Participant Certificate ............................................... 20 

Figure 3.1 Training Attendance Sheet Preparation Process .................................. 24 

Figure 3.2 Training Documentation Process ......................................................... 24 

Figure 3.3 Training Monitoring Process ............................................................... 25 

Figure 3.4 Training Record Input Process ............................................................ 26 

Figure 3.5 Attendance Sheet Archiving Process ................................................... 27 

Figure 3.6 Apprenticeship Application Response Letter Preparation Process ..... 27 

Figure 3.7 Apprenticeship Participant Data Entry Process ................................... 28 

Figure 3.8 Apprenticeship Participant ID Badge Preparation Process ................. 29 

Figure 3.9 Meal Coupon Preparation Process ....................................................... 29 

Figure 3.10 Apprenticeship Completion Letters Preparation Process .................. 30 

Figure 3.11 Apprenticeship Certificate Preparation Process ................................ 31 

Figure 3.12 Certificate and License Data Entry Process ...................................... 32 

Figure 3.13 Certificate and License Scanning Process ......................................... 32 

Figure 3.14 Certificate and License Archiving Process ........................................ 33 

Figure 3.15 Administrative Email Handling Process ............................................ 34 

Figure 3.16 Scholarship Recipient Data Management Process ............................ 35 

Figure 3.17 Apprenticeship Location .................................................................... 36 

 

  



viii 
 

LIST OF TABLES 

 
 

Table 3.1 Apprenticeship Duration ....................................................................... 36 

Table 3.2 Work Activities During the First Week ................................................ 37 

Table 3.3 Work Activities During the Second Week ............................................ 38 

Table 3.4 Work Activities During the Third Week............................................... 39 

Table 3.5 Work Activities During the Fourth Week ............................................. 41 

Table 3.6 Work Activities During the Fifth Week ................................................ 42 

Table 3.7 Work Activities During the Sixth Week ............................................... 43 

Table 3.8 Work Activities During the Seventh Week ........................................... 44 

Table 3.9 Work Activities During the Eighth Week ............................................. 45 

Table 3.10 Work Activities During the Ninth Week ............................................ 46 

Table 3.11 Work Activities During the Tenth Week ............................................ 48 

Table 3.12 Work Activities During the Eleventh Week ....................................... 49 

Table 3.13 Work Activities During the Twelfth Week ......................................... 50 

Table 3.14 Work Activities During the Thirteenth Week ..................................... 51 

Table 3.15 Work Activities During the Fourteenth Week .................................... 53 

Table 3.16 Work Activities During the Fifteenth Week ....................................... 54 

Table 3.17 Work Activities During the Sixteenth Week ...................................... 55 

Table 3.18 Work Activities During the Seventeenth Week .................................. 57 

Table 3.19 Work Activities During the Eighteenth Week .................................... 58 

 

  



ix 
 

LIST OF APPENDICES 

 
 

Appendix 1. Apprenticeship Application Letter ................................................... 64 

Appendix 2. Apprenticeship Application Response Letter ................................... 65 

Appendix 3. Letter of Apprenticeship Completion ............................................... 66 

Appendix 4. Assessment Sheet of Apprenticeship ............................................... 67 

Appendix 5. Apprenticeship Attendance List ....................................................... 68 

Appendix 6. Daily Activities of Apprenticeship ................................................... 77 

Appendix 7. Consultation Sheet Apprenticeship ................................................ 107

 

  


	COVER
	APPROVAL SHEET
	ACKNOWLEDGMENTS 
	TABLE OF CONTENTS 
	LIST OF FIGURES 
	LIST OF TABLES 
	LIST OF APPENDICES

