
 

APPRENTICESHIP REPORT 

 

PT. WILMAR NABATI INDONESIA DUMAI- 

PELINTUNG 

 

 

 

 

 

NOVIYANGGI SYAPUTRI 

5404211366 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL  

BUSINESS ADMINISTRATION STUDY PROGRAM  

BUSINESS ADMINISTRATION DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS  

2025 
 



ii 
 

 



iii 
 

 

ACKNOWLEDGMENT 

 

           Praise for the blessings and grace of Almighty God, who has provided health 

and opportunities to the Author, thus that can complete practical work activities and 

have completed practical work reports at PT. Wilmar Nabati Indonesia Dumai- 

Pelintung on time, namely from February 05rd until Mei 31th, 2025. 

 The Author would also like to express sincere gratitude to all employees of 

PT. Wilmar Nabati Indonesia Dumai- Pelintung, who were very kind, welcoming, 

and supportive, and who gave the Author the opportunity to become part of the PT. 

Wilmar Nabati Indonesia Dumai- Pelintung family during the internship period. 

 In compiling this Apprenticeship Report, the Author realizes that without 

the guidance and support from various parties, this report could not have been 

completed within the given timeframe. Therefore, the Author would like to extend 

heartfelt thanks to everyone who has been involved in and contributed to the 

completion of this report. Related patties include: 

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

Bengkalis. 

2. Mr. Romadhoni, S.T., M.T., as Deputy Director I of the State Polytechnic of 

Bengkalis. 

3. Mrs. Supriati, S.St., M.Si., as the Head of the Business Administration 

Department. 

4. Mrs. Wan Junita Raflah, B.Sc., M.Ec.Dev., as the Head of the International 

Business Administration Study Program. 

5. Mr. Adrian Irnanda Pratama, S.Sos., M.B.A as the advisor of this 

apprenticeship report. 

6. Mrs. Nageeta Tara Rosa, SE., MBA, as the academic advisor of Class A, 

International Business Administration. 

7. Mr. M. Alkadri Perdana, B.IT., M.Sc., as the Apprenticeship Coordinator of 

the International Business Administration Study Program. 



iv 
 

 



v 
 

 

 

TABLE OF CONTENTS 

 
COVER ..................................................................................................................  i 

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

ACKNOWLADGMENT ..................................................................................... iii 

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

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

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

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

CHAPTER I INTRODUCTION ........................................................................  10 

1.1 Background of the Apprenticeship ........................................................  10 

1.2 Purpose of the Apprenticeship ...............................................................  11 

1.3 Significances of the Apprenticeship ......................................................  11 

1.3.1 Significances for the Study ..........................................................  11 

1.3.2 Significances for State Polytechnic of Bengkalis  .......................  12 

1.3.3 Significances For the Company ...................................................  12 

 

CAHPTER II GENERAL DESCRIPTION OF THE COMPANY ................  13 

2.1 Company History ...................................................................................  13 

2.2 Visions and Missions .............................................................................  15 

2.2.1 Vision of Company ......................................................................  15 

2.2.2 Missions of Company ..................................................................  15 

2.3 Kind of Business ....................................................................................  16 

2.4  Company Organizational Structure ......................................................  16 

2.5 The Working Process .............................................................................  17 

2.6 Document Used for Activity ..................................................................  19 

 

CHAPTER III SCOPE OF THE APPRENTICESHIP ...................................  23 

3.1 Job Description ......................................................................................  23 



vi 
 

3.2 Systems and Procedures ........................................................................  24 

3.2.1 Systems ........................................................................................  24 

3.2.2 Procedures ...................................................................................  26 

3.3 Place and Time of Apprenticeship .........................................................  32 

3.3.1 Place of Apprenticeship ...............................................................  32 

3.3.2 Time of Apprenticeship ...............................................................  32 

3.4 Kind and Description of the Activity...................................................... 33 

3.5 Obstacle and Solution of Apprenticeship ............................................... 42 

3.5.1 Obstacle .......................................................................................  42 

3.5.2 Solution ......................................................................................... 43  

 

CHAPTER IV CONCLUSIONS AND SUGGESTIONS ................................  44 

4.1 Conclusions ............................................................................................ 44  

4.2 Suggestion .............................................................................................  44 

 

REFERENCES ....................................................................................................  46 

APPENDICES .....................................................................................................  47 

 

 

 

 

 

 

 

 

 

 

 

 



vii 
 

 

LIST OF FIGURES 

 
Figure 2.1 Logo PT. Wilmar Nabati Indonesia .....................................................  13 

Figure 2.2 Main Gate of Kawasan Industri Dumai ...............................................  14 

Figure 2.3 Organizational Structure of EHS Central ............................................  17 

Figure 2.4 Job Safety and Environment Analysis .................................................  19 

Figure 2.5 Manifest LB3 .......................................................................................  20 

Figure 2.6 LB3 Handover Report..........................................................................  21 

Figure 2.7 Cooperation Agreement Letter (SPK) .................................................  21 

Figure 3.1 Flowchart of Simper Badge Manufacturing Process ...........................  26 

Figure 3.2 Flowchart of RFID Manufacturing Process .........................................  27 

Figure 3.3 Flowchart of Documen Archiving Process ........................................... 27 

Figure 3.4 Flowchart of Inventory the Document and Asset Process ...................  28 

Figure 3.5 Flowchart of Archiving JSEA Process ................................................  29 

Figure 3.6 Flowchart of Scanning Document Process ..........................................  30 

Figure 3.7 Flowchart of Recap Data LK3 Monthly Reports Process ...................  30 

Figure 3.8 Flowchart of Recap Data Warning Letter SP1 Process .......................  31 

Figure 3.9 Flowchart of Violation Documents Process ........................................  31 

Figure 3.10 Address of Kawasan Industri Dumai .................................................  32 

 

 

 

 

 

 

 

 

 



viii 
 

 

LIST OF TABLES 

 
Table 3.1 Apprenticeship Schedule........................................................................ 32 

Table 3.2 Daily Activities from February 05rd to February 08th, 2025 .................. 33 

Table 3.3 Daily Activites from February 10th to February 14th, 2025 ................... 33 

Table 3.4 Daily Activities from February 17th to February 22nd, 2025 .................. 34 

Table 3.5 Daily Activities from February 24th to March 01th, 2025 ...................... 35 

Table 3.6 Daily Activities from March 03st to March 08th, 2025 ........................... 35 

Table 3.7 Daily Activities from March 10th to March 14th, 2025 .......................... 36 

Table 3.8 Daily Activities from March 17th to March 22nd, 2025 .......................... 36 

Table 3.9 Daily Activities from March 24th to March 31st, 2025........................... 37 

Table 3.10 Daily Activities from April 01st to April 05th, 2025............................. 37 

Table 3.11 Daily Activities from April 07th to April 12nd, 2025 ............................ 38 

Table 3.12 Daily Activities from April 14th to April 19th, 2025 ............................ 38 

Table 3.13 Daily Activities from April 21st to April 26th, 2025............................. 39 

Table 3.14 Daily Activities from April 28th to April 30th, 2025 ............................ 39 

Table 3.15 Daily Activities from May 05th to May 10th, 2025 .............................. 40 

Table 3.16 Daily Activities from May 12nd to May 17th, 2025 .............................. 41 

Table 3.17 Daily Activities from May 19th to May 24th, 2025 .............................. 41 

Table 3.18 Daily Activities from May 26th to May 31st, 2025 ............................... 42 

 

 

 

 

 

 

 



ix 
 

 

LIST OF APPENDICES 
 

Appendix 1. Application Letter of Apprenticeship  ............................................... 47 

Appendix 2. Apprenticeship Attendance List ........................................................ 48 

Appendix 3. Apprenticeship Statement Letter ....................................................... 52 

Appendix 4. Apprenticeship Assessment ............................................................... 53 

Appendix 5. Daily Activities of Apprenticeship .................................................... 54 

Appendix 6. Apprenticeship Certificate ................................................................. 70 

Appendix 7. Documentation of Plaque Handover to the Director and Office 

                    Team of EHS Central ......................................................................... 71 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


	COVER
	APPROVALSHEET
	ACKNOWLEDGMENT
	TABLE OF CONTENTS
	LIST OF FIGURES
	LIST OF TABLES
	LIST OF APPENDICES

