
APPRENTICESHIP REPORT 

 

 

PT. UNITED TRACTORS Tbk 

PEKANBARU BRANCH 

 

 

INDAH SAFITRI 

NIM. 5404211389 
 

 

 

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL 

BUSINESS ADMINISTRATION STUDY PROGRAM  

BUSINESS ADMINSTRATION DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS 

2025



ii 
 

 



iii 
 

ACKNOWLEDGEMENT 

 

 

Praise be to the presence of Allah SWT who always provides health, both 

physical health and spiritual health and provides the opportunity for the author to 

be able to complete the apprenticeship report. Blessings and greetings are also given 

to our great prophet, Prophet Muhammad SAW, for all the struggles and the trust 

that he has given and will never be lost, which we will always remember.  

The apprenticeship is one of The State Polytechnic of Bengkalis programs, 

especially the Business Administration major which must be attended by all State 

Polytechnic of Bengkalis students in applying new knowledge and experiences in 

supporting the knowledge gained in lectures. The completion of the preparation of 

the Apprenticeship report, the participation of various parties has helped and 

provided guidance so that the author can complete this Apprenticeship and 

Apprenticeship report as well as possible. In carrying out Apprenticeship and 

writing this report, the author would like to thank profusely to: 

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

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

Polytechnic of Bengkalis. 

3. Ms. Supriati, S.T., M.Si as the Head of Business Administration the 

Department. 

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

Business Administration Study Program and as Academic Advisor for class 

B’21 International Business Administration Study Program. 

5. Mr. Adrian Irnanda Pratama, S. Sos., M.BA as advisor in the International 

Business Administration Study Program of State Polytechnic of Bengkalis. 

6. Mr. Muhammad Alkadri Perdana, B.Sc., M.Si as the Coordinator of 

Apprenticeship. 

7. All Lecturers and staff, especially the Bachelor of Applied International 

Business Administration Study Program who have taught during the lecturer. 

 



iv 
 

 



v 
 

TABLE OF CONTENT 

 

 

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

ACKNOWLEDGEMENT ................................................................................ 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 Apprenticeship .................................................................. 1 

1.2 Purpose and Benefits of Apprenticeship.................................................... 4 

1.2.1 Purpose of Apprenticeship ............................................................. 4 

1.2.2 Benefits of Apprenticeship ............................................................ 4 

1.3 Significances of Apprenticeship ................................................................ 5 

CHAPTER II GENERAL DESCRIPTION OF THE COMPANY .............. 7 

2.1 Company Profile ........................................................................................ 7 

2.2 Vision and Mission .................................................................................... 11 

2.2.1 Vision of PT United Tractors ......................................................... 11 

2.2.2 Mission of PT United Tractors ...................................................... 11 

2.3 Kind of Business ........................................................................................ 12 

2.4 Organizational Structure ............................................................................ 12 

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

2.6 Documents Used for Activity .................................................................... 19 

CHAPTER III SCOPE OF THE APPRENTICESHIP ................................. 22 

3.1 Job Description .......................................................................................... 22 

3.1.1 Field Administration Sparepart Jobs .............................................. 22 

3.2 System and Procedures .............................................................................. 22 

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

3.2.2 Working Procedures ...................................................................... 23 

3.3 Place and Time of the Apprenticeship ....................................................... 34 



vi 
 

3.3.1 Place of the Apprenticeship ........................................................... 34 

3.3.2 Time of the Apprenticeship ........................................................... 34 

3.4 Kind and Description of the Activity......................................................... 35 

3.5 Obstacles and Solutions of the Apprenticeship ......................................... 56 

3.5.1 Obstacles of Apprenticeship ............................................................. 56 

3.5.2 Solutions of Apprenticeship ............................................................. 57 

CHAPTER IV CONCLUSIONS AND SUGGESTIONS .............................. 58 

4.1 Conclusions ............................................................................................... 58 

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

REFERENCES .................................................................................................. 60 

APPENDICES ................................................................................................... 61 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


	COVER
	APPROVAL SHEET
	ACKNOWLEDGEMENT 
	TABLE OF CONTENT 

