
APPRENTICESHIP REPORT 

 

PT PERKEBUNAN NUSANTARA IV REGIONAL III  

KEBUN SEI BUATAN 

ADMINISTRATIVE DEPARTMENT 

 

 

FITRI 

5404211353  

 

 

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL 

BUSINESS ADMINISTRATION STUDY PROGRAM 

BUSINESS ADMINISTRATION DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS 

2025 



 

ii 
 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

iii 
 

ACKNOWLEDGEMENT 

 

The author is grateful to Allah SWT, who always provides health, both 

physical and spiritual, and gives them the opportunity to complete the job training 

company report. We also say prayers and greetings to our lord, the Prophet 

Muhammad SAW, for all tshe tasks and struggles he has undertaken to bring us 

from the era of ignorance to the modern era. 

Every Bengkalis State Polytechnic student, especially from the Department of 

Business Administration, must take part in this apprenticeship to gain new 

experience and apply the knowledge they learn in class. It is hoped that this report 

will increase the creativity and knowledge of writers and readers. On this 

occasion, the author would like to thank all parties involved, in particular: 

1. Allah SWT gave the author the opportunity, grace, guidance, and strength to 

complete this job training company. 

2. Mr. Johny Custer, ST.,MT as the Director of the Bengkalis State of 

Polytechnic. 

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

State Polytechnic of Bengkalis. 

4. Mrs. Supriati, S.ST., M.Si as the Head of the Business Administration 

Department. 

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

Business Administration Study Program and as a practical work supervisor. 

6. Mr. M. Alkadri Perdana, B.IT., M.Sc., as the coordinator of the vocational 

training company, who has helped find a place for the vocational training 

company.  

7. Mrs. Nageeta Tara Rosa, S.E., M.B.A as the academic advisor of VIII A 

International Business Administration Study Program.  

8. All Lecturers and staff of Bengkalis State Polytechnic, especially Bachelor of 

Applied International Business Administration Study Programs.  



 

iv 
 

9. My father, Asnawi, and my mother, Tengku Normah Thank you for all the 

love. affection and support you have given me so far. Without your support, I 

would not have been able to complete this job training company. You are my 

greatest source. Of strength and motivation. You are always there for me, 

both in joy and sorrow. You always give me the spirit to move forward and 

achieve my goals. 

10. Mr. Umar Irfan Saleh Siregar as manager at PTPN IV Regional III Kebun Sei 

Buatan. 

11. All employees of PT Perkebunan Nusantara IV regional III Kebun Sei Buatan 

who have given many good tips and teachings during field work practice. 

May the kindness and sincerity shown be rewarded accordingly by Allah 

SWT. Apologies are extended to the administration, employees, and all parties 

involved for any mistakes made during the job training company at PTPN IV 

Regional III Kebun Sei Buatan. May this report be beneficial for all parties who 

need it in the future. 

 

Sei Buatan, June 14 2025 

 

 

                                                                                                          FITRI 

                                                                                                                    5404211353 

 

 

 

 

 



 

v 
 

TABLE OF CONTENTS 

 

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 of Apprenticeship .................................................................... 2 

1.3  Significance of the Apprenticeship ....................................................... 2 

1.3.1  For the Author ............................................................................. 2 

1.3.2  For the Bengkalis State Polytechnic............................................ 2 

1.3.3  For the PTPN IV Regional III Kebun Sei Buatan........................ 3 

 

CHAPTER II GENERAL DESCRIPTION OF THE PTPN IV REGIONAL 

III KEBUN SEI BUATAN ...................................................................................... 4 

2.1  History of PTPN IV Regional III Kebun Sei Buatan ............................ 4 

2.2  Vision and Mission PTPN IV Regional III Kebun Sei Buatan ............. 5 

2.2.1  Vision PTPN IV Regional III Kebun Sei Buatan ........................ 5 

2.2.2  Mission PTPN IV Regional III Kebun Sei Buatan ..................... 5  

2.3  Kind of Business ................................................................................... 6 

2.4  Company Organizational Structure PTPN IV Regional III  

Kebun Sei Buatan .................................................................................. 6 

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

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

 



 

vi 
 

CHAPTER III DESCRIPTION OF ACTIVITIES DURING PRACTICAL 

WORK ................................................................................................................... 22 

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

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

3.3  Place and Time of Apprenticeship ...................................................... 23 

3.3.1  Place of Apprenticeship ............................................................ 23 

3.3.2  Time of Apprenticeship ............................................................. 24 

3.4  Daily Activity Report During Internship ............................................ 24 

3.5  Software and Hardware Used .............................................................. 38 

3.5.1  Software .................................................................................... 38 

3.5.2  Hardware ................................................................................... 40 

 

CHAPTER IV CONCLUSION AND SUGGESTION...................................... 42 

4.1 Conclusion ............................................................................................ 42 

4.2 Suggestion ............................................................................................ 42 

 

REFERENCES ..................................................................................................... 45 

APPENDICES ...................................................................................................... 46  

 

 

 

 

 

 

 

 

 


	COVER
	APPROVAL SHEET
	ACKNOWLEDGEMENT 
	TABLE OF CONTENTS 

