
 

APPRENTICESHIP REPORT  

PT. KUALA LUMPUR KEPONG BERHAD (KLK) 

FINANCE DEPARTMENT 

 

 

PARIDA 

5404211367 

 

 

 

 

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL 

BUSINESS ADMINISTRATION STUDY PROGRAM 

BUSINESS ADMINISTRATION DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS 

BENGKALIS – RIAU 

2025  



ii 
 

 

  



iii 
 

ACKNOWLEDGEMENT 

 

Assalamualaikum Wr. Wb Praise be to Allah SWT who always gives health, 

both physical health and spiritual health, and provides opportunities for writers to 

be able to complete Apprenticeship reports. Shalawat and greetings also go to our 

lord the great prophet Muhammad SAW, for all the struggles and mandates he has 

given us so as to take us from the age of jahiliyah to an age full of this knowledge.  

This Apprenticeship is one of the Bengkalis State Polytechnic programs, especially 

the Business Administration Department, which must be followed by all Bengkalis 

State Polytechnic students in applying new knowledge and experiences in 

supporting the knowledge gained in lectures. This report is expected to add 

creativity and knowledge for writers and readers. On this occasion the author would 

like to express his deepest gratitude to the parties involved, namely: 

1. Allah SWT, for the opportunity to live and all the abundance of His grace 

and guidance that has given miracles and strength to the author in 

completing this Apprenticeship. 

2. Mr. Johny Custer, S.T., M.T as Director of Polytechnic Negeri Bengkalis.  

3. Mr. Armada, S.T.,M.T as Deputy Director 1 of Polytechnic Negeri 

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 

6. Mr. M. Alkadri Perdana, B.IT., M.Sc. as ApprenticeshipCoordinator and 

lecturer. 

7. Mr. Adrian Irnanda Pratama, as ApprenticeshipReport Supervisor. 

8. All lecturers, especially the Bachelor of Applied International Business 

Administration Study Program who have taught during the lecture period. 

9. Ms. Khalifah as Finance Manager of PT KLK Dumai, Ms. Fitri Afriani as 

Finance Supervisor of PT KLK Dumai as well as ApprenticeshipSupervisor,  

  



iv 
 

 

  



v 
 

TABLE OF CONTENTS 

 

APPRENTICESHIP REPORT .......................................................................... ii 

ACKNOWLEDGMENT ................................................................................... iii 

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

LIST OF FIGURES ............................................................................................ v 

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

LIST OF APPENDICES .................................................................................. vii 

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

1.1. Background of the Project .......................................................................... 1 

1.2. Purpose of the Apprenticeship ................................................................... 3 

1.3. Significance of Apprenticeship .................................................................. 4 

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

2.1 Company History ....................................................................................... 5 

2.2 Vision and Misson of PT KLK Dumai ...................................................... 7 

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

2.4. Organizational Structure ............................................................................ 9 

2.5. The Working Process ................................................................................ 11 

2.6. Documents Used For Activity ................................................................... 15 

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

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

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

3.3. Place of Apprenticeship ........................................................................... 25 

3.4. Kind and Description of Activity .............................................................. 25 

3.5. Obstacles and solution............................................................................... 38 

CHAPTER IV CONCLUSION AND SUGGESTION .................................. 40 

5.1. Conclusions .............................................................................................. 38 

5.2. Suggestion ................................................................................................ 39 

REFERENCES ................................................................................................... 40 

APPENDICES .................................................................................................... 41 

 



vi 
 

                                                LIST OF FIGURES 

Figure 2.1 PT. KLK Dumai  ............................................................................... 5 

Figure 2.2 Company Logo  ................................................................................. 7 

Figure 2.3 Organizational Structure of PT KLK     .......................................... 10 

Figure 2.4 Working Process ............................................................................. 12 

Figure 3.5 From PO .......................................................................................... 16 

Figure 3.6 From Invoice ................................................................................... 16 

Figure 4.7 Tax Invoice  ..................................................................................... 17 

Figure 4.8 From Receipt ................................................................................... 18 

Figure 4.9 From DO  ........................................................................................ 18 

Figure 4.10 From GR ........................................................................................ 19 

Figure 4.11 From Payment Voucher  ............................................................... 19 

Figure 4.12 From Evidence Transfer  ............................................................... 20 

  



vii 
 

              LIST OF TABLES 

 

Tables 3.1 Place of Apprenticeship .................................................................. 25 

Tables 3.2 Daily activities of February 01th February 07th, 2025  .................. 25 

Tables 3.3 Daily activities of February 10th February 15th, 2025  .................. 26 

Tables 3.4 Daily activities of February 17th February 22th, 2025  .................. 27 

Tables 3.5 Daily activities of February 24th March 01th, 2025  ...................... 28 

Tables 3.6 Daily activities of March 03th March 08th, 2025  .......................... 29 

Tables 3.7 Daily activities of March 10th March 15th, 2025  .......................... 29 

Tables 3.8 Daily activities of March 17th, to March 22th, 2025 ..................... 30 

Tables 3.9 Daily activities of March 24th, to March 29th, 2025 ..................... 31 

Tables 3.10 Daily activities of March 31th, to Apr 05th, 2025 ....................... 32 

Tables 3.11 Daily activities of Apr 07th, to Apr 12th, 2025 ........................... 32 

Tables 3.12 Daily activities of Apr 14th, to Apr 19th, 2025 ........................... 33 

Tables 3.13 Daily activities of Apr 21th, to Apr 26th, 2025 ........................... 34 

Tables 3.14 Daily activities of Apr 28th, to Mei 03th, 2025 ........................... 34 

Tables 3.15 Daily activities of Mei 05th, to Mei 10th, 2025 ........................... 35 

Tables 3.16 Daily activities of Mei 12th, to Mei 17th, 2025 ........................... 36 

Tables 3.17 Daily activities of Mei 19th, to Mei 24th, 2025 ........................... 37 

Tables 3.18 Daily activities of Mei 26th, to Mei 31th, 2025 ........................... 38 

 

  



viii 
 

LIST OF APPENDICES 

 

Appendix I : Apprenticeship Request Letter .................................................... 42 

Appendix II: Statement Letter .......................................................................... 43 

Appendix III: Apprenticeship Assessment Sheet ............................................. 44 

Appendix V: Apprenticeship Attendance List .................................................. 45 

Appendices IV: Consultation Sheet ..................................................................48 

Appendix VI: Daily Activities of the Apprenticeship ...................................... 49 

  


	APPRENTICESHIP REPORT 
	APPROVAL SHEET
	ACKNOWLEDGEMENT
	TABLE OF CONTENTS
	 LIST OF FIGURES 
	LIST OF TABLES
	LIST OF APPENDICES 

