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CHAPTER I   

INTRODUCTION 

 

1.1 Background of the Apprenticeship 

The apprenticeship program serves as an essential brigde between academic 

knowledge and real world professional experience. Through this program, students have 

the opportunity to apply the theories they have learned in class, while also developing 

practical skills, adaptability, communication, and teamwork. Apprenticeships provide 

exposure to the actual work environment, allowing participants to understand workplace 

culture and peofessional demands. This experience not only enhances competence but 

also prepares students to become more competitive and ready to face future career 

challenges. The apprenticeship program represents one of the activities that has been 

implemented annually and is required for every student at State Polytechnic of 

Bengkalis. 

State Polytechnic of Bengkalis established in 2000, holds the distinction of 

being the first polytechnic in Riau, Indonesia. The State Polytechnic of Bengkalis is a 

public vocational college located in Sungai Alam Village, Bengkalis, Riau. The college 

has eight main departments offering eighteen different study programs. These 

departments include Maritime, Business Administration, Information Technology, 

Mechanical Engineering, Electrical Engineering, Civil Engineering, Naval Engineering, 

and Language Department. The State Polytechnic of Bengkalis offers three levels of 

education that is D2 (2-year diploma), D3 (3-year diploma), and D4 (4-year diploma). 

One of its standout programs is in the Language Department, that provides D4 English 

for Business and Professional Communication study programs. The study program was 

created to develop professionals in field of study like public relations, marketing 

communications, 2 digital marketing, social media management, copywriting, content 

creation, and translation or interpreting. 

1.2 Purpose of the Apprenticeship 

The general objective of an internship is to provide students with direct 

experience in the workplace so that they can develop their skills, knowledge, and 
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professional attitude. The objectives of conducting apprenticeship are to achieve the 

expected results, which are as follows: 

1. Develop practical skills in your field of study. 

2. Expand your knowledge and work experience. 

3. Learn professional work procedures and ethics. 

4. Improve your communication and teamwork skills. 

5. Prepare yourself for the real world of work. 

1.3 Significanes of the Apprenticeship 

The practical work carried out is very beneficial for several parties such as 

students, companies and State Polytechnic of Bengkalis: 

1. For Students 

Students will gain the following benefits through participation in this 

apprenticeship program: 

a. Students can apply the knowledge they gained at campus to real 

world work 

b. Students acquire new insights into industry practice. 

c. Students build professional networks that are useful for future 

careers 

d. To help students acquire industry-specific skills aligned with their 

field of study. 

2. For Companies 

Companies and institutions that accept students participating in 

apprenticeship: 

a. Companies can train students according to industry standards, while 

also preparing competent prospective employees. 

b. Companies can identify relevant skill need for team development. 

c. Companies can expand their networks and build good relationship 

with educational institutions. 

3. For State Polytechnic of Bengkalis 
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The are some benefits of the State Polytechnic of Bengkalis's 

implementation of the apprenticeship program: 

a. State Polytechnic of Bengkalis can facilitate students to gain reak 

work experience through intership programs. 

b. State Polytechnic of Bengkalis can monitor the development of 

students skills during interships. 

c. Interships provide benefits for students and the institution by 

expanding networks with industry, opening opportunities for 

research and teaching collaborations. 
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CHAPTER II  

GENERAL DESCRIPTION OF THE COMPANY 

 

2.1 Company History 

Sinar Mas Indonesia was founded by Mr. Eka Tjipta Widjaja in 1962 under the 

name PT. Maskapai Perkebunan Sumcama Padang Halaban. In 1970, all of the 

company's shares were returned to foreign parties and the company's status changed to 

PMA (Foreign Investment) in accordance with the decree of the Minister of Economy, 

Finance and Industry No. KEP/MEKUIN/7/1970 dated July 15, 1970. In 1985, the 

company's status changed to PMDN (Domestic Investment) in accordance with a letter 

from the Investment Coordinating Board (BKPM) No. 06/V/1985 dated March 28, 

1985. Then in 1991, the company changed its name to PT. Sinar Mas Agro Resources 

and Technology Corporation, or PT. SMART Corporation for short. 

PT. Sinar Mas Agro Resources and Technology (SMART Tbk) is one of the 

business units of Sinar Mas Indonesia. In 1977, PT. SMART Tbk purchased a 9,500 m2 

company located on Jalan Rungkut Industri Araya I/34 Surabaya and named it PT 

Kunci Mas Wijaya. PT. Sinar Mas Agro Resources and Technology (SMART Tbk) is a 

leading integrated consumer-based palm oil company in Indonesia with sales of 20.3 

trillion and a net profit of around 1.3 trillion in 2010. 

 

 

 

 

 

 

 

 

 

 
 

Figure 2. 1 PT. Ivo Mas Tunggal 

Source: Galeri Proyek PBSA 
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PT Ivo Mas Tunggal operates in the Lubuk Gaung industrial area. PT Ivo Mas 

Tunggal Lubuk Gaung is the largest refinery owned by the Sinarmas Group, which 

processes palm oil into cooking oil and its derivatives. The factory began production in 

August 2015 and will continue to expand in the future. PT Ivo Mas Tunggal is a 

refinery and fractionation plant with a capacity of 4000 tons/day and a KCP processing 

capacity of 1200 tons/day. The main raw materials used in the production process are 

Crude Palm Oil (CPO) and PK, which are the first stage of palm fruit processing. This 

CPO and PK come from palm oil mills (PKS), both from PSM itself, which are located 

in Riau, Jambi, Palembang, Bangka Belitung, West and East Kalimantan, as well as 

CPO from other companies in Sumatra and Kalimantan. 

After being processed at PT Ivo Mas Tunggal, the products produced, namely 

RBDPO, CPKO, PKE, PFAD, are exported to Asia (India, Pakistan, Afghanistan, the 

Netherlands, the United States, Spain, Italy, Finland, the Netherlands, Israel, Malaysia, 

Myanmar, South Korea, Russia, Bangladesh, China, and Arabia). Meanwhile, domestic 

demand is currently still within the Dumai area. The production results of SMART 

Tbk's activities include processed palm oil products such as cooking oil, vegetable fat, 

and margarine. Additionally, palm oil (CPO), palm kernel (PK), palm kernel oil (PKO), 

and cocoa butter substitute. The business units owned by Sinar Mas are as follows: 

1. Pulp & paper 

2. Agribusiness & food 

3. Financial services 

4. Development & real estate 

5. Telecomunications 

6. Energy & infrastructure 

2.2 Vision and Mission 

To realize its aspiration of becoming the best company, PT Ivo Mas Tunggal has 

the following vision and mission: 

2.2.1 Vision 
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To become the best integrated global consumer products agribusiness 

company—the partner of choice. 

2.2.2 Mision 

We efficiently provide high-quality, sustainable agribusiness and 

consumer products, solutions, and services to create added value for our 

stakeholders. 

2.3 Kind of Business 

Business is an activity carried out by individuals and organizations that create 

value through goods and services to earn profits and meet the needs of society. PT. Ivo 

Mas Tunggal Dumai is a subsidiary of Sinarmas engaged in agribusiness and food 

located in the city of Dumai. PT. Ivo Mas Tunggal Dumai is a company engaged in 

palm oil processing. PT. Ivo Mas Tunggal Dumai is a company that processes products 

using Crude Palm Oil (CPO) as raw material into Olein, RDBPO (Stearin), and CPKO 

with a production capacity of 3000 tons/day. In addition, this company also processes 

Palm Kernel Oil (PKO) with a production capacity of 1200 tons/day. This CPO and 

PKO comes from palm oil mills (PKS) located in Riau, Jambi, Palembang, Bangka 

Belitung, West and East Kalimantan, as well as from third-party PKS. All products 

produced will be sold domestically and exported to several countries abroad, such as 

India, Saudi Arabia, Italy, Singapore, Malaysia, Myanmar, China, Pakistan, the United 

States, and Mexico. 

2.4 Organization Structure 

The organization within PT. Ivo Mas Tunggal Dumai is led by a General 

Manager who reports directly to Sinar Mas Indonesia. The General Manager then 

delegates authority to the Managers and Supervisors in each production sub unit to 

manage the production flow. The organizational structure of PT. Ivo Mas Tunggal 

Dumai is shown in Figure 2.2. 
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Figure 2. 2 The Organization Structure of PT. Ivo Mas Tunggal Lubuk Gaung 

Source: Processed data 2025 

 

Based on the organizational structure at PT. Ivo Mas Tunggal, the duties and 

responsibilities of each position are as follows: 

1. General Manager 

To lead and be responsible for the overall functioning of Manufacturing, 

Production, Engineering, Quality Management, HR & GA, Management 

Representative, EHFS, OLC, PPIC, and other supporting functions in an 

integrated manner to ensure the achievement of production targets in line with 

demand by optimizing cost efficiency, quality, and timeliness. 

2. Deputy General Manager 

Lead and be responsible for coordinating and ensuring the overall functioning of 

manufacturing, commercial logistics, trading, Dumai bulking, warehouse spare 

parts & chemicals, purchasing, IT, refinery controller, and business partnering & 

control in an integrated manner to ensure the achievement of production targets 

in line with demand by optimizing costs, quality, and timeliness set for the 

overall functioning of manufacturing and other supporting functions in an 

integrated manner to ensure the achievement of production targets in line with 

demand by optimizing cost efficiency, quality, and timeliness. 

3. Sect. Head Management Representative 
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Responsible for the implementation of FSMS, QMS, SJH, GMP+ B2 (2010), 

ISCC System, RSPO System, and HVO Verification Scheme, ISO 14001:2004, 

OHSAS 18001:2007, SMK3 PP 50 of 2012, and 5R1SQuM in the relevant 

sections effectively. 

4. Sect. Head Production Planning Inventory Control (PPIC) 

Production planning, procurement and control of production materials and 

supplies, as well as monitoring production realization and material usage. 

5. Sect. Head Enviromental Health Fire and Safety (EHFS) 

Ensuring and maintaining the EHFS Management System is properly 

implemented as a measure to prevent accidents, fires, and environmental 

pollution, as well as occupational diseases. 

6. Dept. Head Logistic Operation 

Responsible for the smooth operation of bulk trading in terms of receiving, 

storing, selling, and shipping goods for branded products. 

7. Dept. Head Finance 

Responsible for the smooth operation of incoming and outgoing goods (for 

production) 

8. Dept.Head Engineering 

Coordinate all activities related to mechanical, electrical, instrumentation & 

calibration maintenance, projects, and utility availability at PT. Ivo Mas Tunggal 

Dumai. 

9. Dept Head Production 

Responsible for coordinating and ensuring the integrated production process 

runs smoothly to achieve production targets in line with demand by optimizing 

costs, quality, and deadlines. 

10. Dept. Head HRGA 

Responsible for the integrated running of personnel administration, industrial 

relations, and security functions to ensure human resource development and a 

safe working environment that supports the company's objectives with 

appropriate operational costs. 
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11. Dept. Head Quality and food Safety 

Responsible for coordinating to ensure and maintain that materials, work in 

process, and finished products comply with applicable specifications. 

12. Sect. Head Werehouse 

Responsible for warehouse operations and warehouse system administration to 

achieve customer satisfaction (internal & external). 

13. Sect. Head Oil Loss Control (OLC) 

Responsible for activities in Oil Loss Control, which include land, sea, and 

weighbridge monitoring activities. 

2.5 The Working Process  

During the internship at PT Ivo Mas Tunggal, the intern was initially assigned to 

the Management Representative department. However, at the beginning of the 

internship period, the intern was temporarily reassigned to the General Affairs (GA) 

division for three weeks to support ongoing administrative activities. After completing 

this assignment, the intern was transferred to the EHFS (Environmental, Health, Fire, 

and Safety) department, as the team required additional assistance to support their 

operational tasks. 

The GA (General Affairs) Administrator was responsible for supporting the 

smooth operation of the company through document management, inventory 

procurement, and office facility maintenance. In addition, the GA Administrator 

coordinated with other departments to ensure that administrative and operational 

activities ran smoothly. 

 Meanwhile, the EHFS Administrator was responsible for managing data related 

to environmental management, health, and safety, including waste recording, energy 

usage, and occupational safety data. The EHFS Administrator also monitored and 

evaluated activities to ensure compliance with company standards, coordinated with 

operational teams regarding cleanliness, waste management, and facility maintenance, 

and prepared routine as well as annual reports for internal and external purposes. 
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The internship at PT Ivo Mas Tunggal Dumai involved assisting two 

departments, namely General Affairs (GA) and EHFS (Environmental, Health, Fire, and 

Safety). The intern was assigned to support administrative and operational activities, 

including collecting data from various departments, organizing documents, and 

recording important information to ensure that all data were neatly arranged and easily 

accessible. In addition, the intern entered data and assisted in preparing reports using 

Microsoft Excel, ensuring that all information was recorded accurately and in 

accordance with company procedures. 

 In addition to performing administrative duties, the intern also played a role in 

supporting other departments through teamwork. These activities included distributing 

employee ID cards, organizing and archiving documents systematically, and assisting in 

the implementation of various company activities. 

2.6 Document Used for Activity 

During the internship, various documents were used in the implementation of 

each company activity. These documents served to ensure that all administrative and 

technical processes were well recorded, accurate, and in accordance with applicable 

work procedures. Each activity was recorded systematically so that the results could be 

accounted for and easily monitored by the supervisor. 

The documents most frequently used included hazardous and toxic waste (B3) 

disposal records and Excel spreadsheets for inputting flow rate and pH data from the 

wastewater treatment system (STP). In addition, interns also utilized daily and weekly 

reports, correspondence archives, and vendor evaluation forms used to assess the 

performance of third parties in waste management. Each document was completed 

carefully so that the data obtained could be used as a reference for reporting and 

decision-making. 

In addition to manual documentation, interns also used digital systems such as 

SIMPEL (Waste Management Information System) to input waste disposal data online 

using the company’s computers. The use of this system helped improve work efficiency 

and minimize data recording errors. 
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Figure 2. 3 Excel Document for Recording Hazardous Waste 

Source: Processed data 2025 

 

 

Figure 2. 4 Excel Document for Recording Weekly Archives 

Source: Processed data 2025 
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Figure 2. 5 Digital System Document (SIMPEL) 

Source: Processed data 2025 

 

 

Figure 2. 6 Digital System Document (DELTA) 

Source: Processed data 2025 

 



13 
 

CHAPTER III 

 SCOPE OF THE APPRENTICESHIP 

 

3.1 Job Description 

This internship program was held at PT. Ivo Mas Tunggal Dumai for four months, 

starting from July 21 to November 21, 2025. During the internship, the intern was 

assigned to the General Affairs and EHFS Division. Several tasks were assigned to 

interns during the internship, as described below: 

1. Managing and Archiving Company Documents 

Interns were responsible for managing and archiving documents related to 

company operations. The activities included grouping documents based on type and 

period, checking document completeness, and storing physical and digital files 

regularly. This task aimed to ensure that documents were well-organized, easy to 

access, and securely stored for future use. 

 

 

 

 

 

 

 

 

Figure 2. 7 Managing and Archiving Document 

Source: Processed data 2025 

 

2. Data Entry and Verification 

 Interns input data into Excel spreadsheets and digital systems such as SIMPEL 

(Waste Management Information System). The data included wastewater treatment 

plant (STP) flow rates and pH levels, hazardous waste disposal records, and other 



14 
 

administrative transaction data. In addition, interns double-checked the data to ensure 

accuracy and consistency before submitting it to the administration. 

 

 

 

 

 

 

 

Figure 2. 8 Verifying the Data 

Source: Processed data 2025 

 

3. Assisting with Waste Data Management and Environmental Audits 

Interns assisted in recording data related to waste management, including 

documenting the type, quantity, and time of waste disposal in daily or weekly reports. 

This activity aimed to support the company’s compliance with environmental 

management standards and to ensure that the waste treatment process was conducted in 

accordance with applicable regulations. 

 

 

 

 

 

 

 

Figure 2. 9 Waste Data Management 

Source: Processed data 2025 
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4. Preparing Activity Reports and Data Recapitulation 

Interns assisted in compiling daily and weekly activity reports based on work 

results. These reports included data input recapitulation, document archiving, and the 

results of data inspection or verification. This activity helped facilitate evaluation. 

 

 

 

 

 

 

 

 

Figure 2. 10 Daily and Monthly Data Summary 

Source: Processed data 2025 

 

5. Supporting general administrative and other activities 

In addition to their main duties, interns also assisted with other administrative 

activities such as taking attendance, printing documents, and helping other employees 

organize company events. Interns were expected to work meticulously, maintain 

discipline, and coordinate well with other employees in all activities. 

 

 

 

 

 

 

 

 

Figure 2. 11 Assisting in Other Activities 

Source: Processed data 2025 
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3.2 System and Procedure 

PT Ivo Mas Tunggal has structured work systems and procedures to ensure that 

operational activities run efficiently and consistently. During the internship, the intern 

followed the procedures applicable in the Environment, Health, and Fire Safety (EHFS) 

and General Affairs (GA) departments. In the GA department, the intern assisted with 

general administration, filing, and coordination of office needs to support the smooth 

operation of the company. Meanwhile, in the EHFS department, activities included 

document management, data entry and verification, as well as waste data and 

environmental report management. The tasks assigned to interns at the PT Ivo Mas 

Tunggal office are as follows: 

1. Managing and Archiving Company Documents  

During the internship, the intern was responsible for managing and archiving 

company documents, particularly those related to administrative data in the EHFS and 

GA departments. This task included collecting, categorizing, and storing documents 

such as waste disposal reports, water flow debit data, and other documents. Archiving 

was carried out in a structured manner in both physical and digital forms, facilitating the 

search and monitoring process when necessary. Each file was checked for completeness 

before being stored to prevent data errors and labeled according to document category 

to maintain the storage system's order. 

In addition, the intern also ensured that all archived documents met company 

administrative standards and were easily accessible to relevant parties. In the process, 

the intern learned to use a computer-based storage system to streamline work and 

reduce the risk of data loss. This activity trained the intern in accuracy, responsibility, 

and time management skills, as each document had to be organized and submitted 

according to a specified schedule. Through this experience, the intern understood the 

importance of a neat and orderly filing system in supporting smooth operations and 

maintaining the security of company data. 
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Figure 2. 12 Process of Managing and Archiving Documents 

Source: Processed data 2025 

 

2. Data Entry and Verification 

 During the internship, the intern is responsible for accurately entering data into 

the system used by the company. The data entered included the type of waste, quantity, 

disposal time, and other supporting information related to environmental activities in the 

work area. This process was carried out carefully following the format specified by the 

company so that all data was organized uniformly and easy to analyze. Accuracy in data 

entry was very important to prevent recording errors that could affect the company's 

evaluation results and final reports. 

In addition to data entry, the intern also verifies the data that has been entered by 

matching the digital records with physical documents or reports from the field. This 

verification stage aims to ensure the consistency and accuracy of the information before 

the data is submitted to the relevant parties. Through this activity, the intern gained a 

deep understanding of the importance of data validity and the reporting standards 

applied by the company in its environmental administration activities. 
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Figure 2. 13 Process of Data Entry and Verification 

Source: Processed data 2025 

 

3. Assisting with Waste Data Management and Environmental  

During the internship, the intern also played a role in assisting with waste data 

management, which included recording the amount, type, and disposal period of waste 

from the operational area. The data was processed and classified according to waste 

categories based on internal company guidelines. The intern also assisted in the 

preparation of waste monitoring reports. This activity trained the intern’s analytical and 

accuracy skills in understanding environmental data from a technical and administrative 

perspective. 

In addition, the intern also checked the completeness of documents by ensuring 

that all forms and reports were filled out correctly and in accordance with company 

procedures. The intern then verified the waste data submitted to management by 

checking the type, amount, and time of waste disposal. Finally, the intern archived the 

supporting evidence in the designated filing system. Through these activities, the intern 

gained a clearer understanding of the company's environmental monitoring process. 
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Figure 2. 14 Process of Waste Data Management and Environmental 

Source: Processed data 2025 

The flowchart above describes the waste data management process, starting with 

the collection of information on the type, amount, and period of waste generation, 

followed by the classification of waste based on category. After that, the classified data 

is recorded in a logbook or system as part of the administrative process. Next, 

verification is carried out to ensure the accuracy of the data and the completeness of 

supporting documents. The final stage is to assist in archiving all activity documents so 

that the data is stored neatly, orderly, and easily accessible when needed. 

 

4. Preparing Activity Reports and Data Recapitulation 

During this activity, interns helped compile reports summarizing daily or weekly 

activities based on data that had been entered and verified. The information was then 

organized into tables using Excel so that the reports were easier to read and understand. 

This process helped ensure that all data was presented clearly and neatly organized. 

In addition to assisting in the preparation of activity reports, participants also 

compiled data summaries, which involved processing data into information that was 

easier to understand. The compilation process included grouping data, simplifying 

information, and presenting it in tabular form. Data summaries were compiled using the 

web or Excel, for example, summaries of incoming and outgoing waste, summaries of 

identity card production, and others. 
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Figure 2. 15 Preparing Activity Reports and Data Recapitulation 

Source: Processed data 2025 

 

5. Supporting general administrative and other activities 

During the internship, the intern not only focused on key tasks in the 

environmental field, but also assisted in various administrative and operational activities 

of the company. The intern assisted in document preparation by ensuring that files were 

neatly organized, double-checking formats, and adjusting document content according 

to category. In addition, the intern was also involved in the process of printing and 

archiving important documents. These activities provided insight into the importance of 

accuracy and effective document management in supporting the smooth running of 

office work. 

In addition to administrative work, the intern also participated in company 

activities such as internal events and other supporting activities. During events, the 

intern helped decorate rooms and ensured that event equipment needs were met. The 

intern was also involved in video editing using simple applications for event 

documentation or company content. Through these activities, the intern gained 

additional experience in team coordination and creativity, all of which greatly 

contributed to the smooth running of the company's overall program of activities. 
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Figure 2. 16 Process of Waste Data Management and Environmental 

Source: Processed data 2025 
 

3.3 Place of Apprenticeship 

This Apprenticeship activity is carried out at PT. Ivo Mas Tunggal which is 

situated at JL. Kelapa, RT. 17, Lubuk Gaung Village, Sungai Sembilan Subdistrict, 

Dumai City, Riau Province. From July 21st until November 21st, 2025. During 

Apprenticeship the intern is placed in office PT Ivo Mas Tunggal. The company has set 

the schedule or time of implementation of Apprenticeship are as follows: 

Table 3. 1 The working schedule of apprenticeship at PT. Ivo Mas Tunggal Dumai 

No Day Working Hours Break 

1 Monday - Thursday 08:00 – 17:00 12:00 – 13:00 

2 Friday 08:00 – 17:00 12:00 – 13:30 

3 Saturday - Sunday Holiday Holiday 

Source: Processed data 2025 

3.4 Constraint of the Apprenticeship 

During the internship, the intern encountered several obstacles related to 

administrative processes and data management at PT Ivo Mas Tunggal. One of the main 

challenges was the lack of initial understanding of the company’s workflow and 

document formats, such as waste data recording formats, HSE lists, and document filing 

procedures. This condition caused the intern to require more time to adapt. To address 

this issue, the intern actively asked questions to the mentor, studied examples of 

previous documents, and recorded each work step so that subsequent processes could be 

carried out more quickly and accurately. 

Accepting 
Assignments  

Preparing and 
reviewing 
documents 

Printing and 
archiving 

documents 

Accepting 
company activity 

or event 
requirements 

Editing videos or 
visual materials 

Submitting the 
documentation 
results to the 

relevant parties 



22 
 

Another obstacle was the large volume of data that had to be entered and 

verified on a daily basis, particularly in tasks related to waste data recording, employee 

ID card verification, and guest data management. To overcome this challenge, the intern 

increased accuracy and time management. In addition, the intern utilized Microsoft 

Excel features, such as tables and systematic double-checking, to minimize data entry 

errors. Through these efforts, the obstacles encountered were successfully resolved, 

enabling the intern to complete tasks more efficiently and accurately. 

3.5 Kind and Description of the Activity 

The activities that completed during the apprenticeship at PT. Ivo Mas Tunggal 

Dumai are listed in the table below: 

Table 3. 2 Daily Activities from July 21
st
  to July 25

th
 2025 

Day Activity Place 

Monday, 

July 21
st
, 

2025 

1. Introduction, filling out forms and specified 

requirements, provided with an understanding of 

the company, from the company profile to the 

company culture and introduction to the mentor. 

2. Arrange items or separate them according to the 

list, check the items, and pack the specified 

items in the storage room.   

Office Ivo 

Mas Tunggal 

Tuesday, 

July 22
nd

, 

2025 

1. Arrange all items in their proper place, grouping 

them according to type and function so that they 

look neat and are easy to find. 

2. Inputting data into Excel and calculating TIKI 

delivery recap 

Office Ivo 

Mas Tunggal 

Wednesday, 

July 23
rd

, 

2025 

1. Create a recap of AC service work and stamp the 

recap of AC service work. 

2. Creating handover data in Excel for batik 

clothing 

Office Ivo 

Mas Tunggal 

Thursday, 

July 24
th

, 

2025 

1. Create and calculate food order recaps 

(employee milk) 

2. Checking batik clothes and arranging them 

according to size and department 

Office Ivo 

Mas Tunggal 

Friday, July 

25
th

, 2025 

1. Regularly record Aqua’s expenses in the form of 

bottles and glasses, noting the amount purchased 

and the cost incurred. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 
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The table above shows the internship activities at PT Ivo Mas Tunggal during 

the first week, starting on Monday, July 21, 2025, which included an introductory 

session and the completion of necessary administrative forms. On the first day, 

participants were introduced to the company profile and work culture. They were also 

introduced to the field supervisors who accompanied them during the internship. After 

the introductory session, the activities continued with organizing items according to the 

inventory list, checking the condition of the items, and placing or packing certain items 

into storage rooms so that they were neatly arranged. 

 On Tuesday, July 22, 2025, the activities included sorting items by type and 

function to maintain cleanliness, entering data into Excel, and calculating TIKI delivery 

records. On Wednesday, July 23, 2025, participants summarized air conditioner (AC) 

service activities, performed document stamping, and recorded batik uniform handover 

data in Excel. On Thursday, July 24, 2025, the activities focused on summarizing 

employee meal orders and checking as well as organizing batik uniforms based on size 

and department. On Friday, July 25, 2025, participants recorded Aqua expenses, 

including the number of bottles and glasses purchased and the total costs incurred. 

In addition, the schedule of activities carried out during the internship at PT Ivo 

Mas Tunggal from July 28 to August 1, 2025 focused on document management and 

goods inspection. On July 28, participants grouped documents by category to facilitate 

easy access. On July 30, participants assisted in distributing batik uniforms and milk to 

employees. On July 31, the activities continued with checking the quality and quantity 

of goods received and recording proof of receipt. Finally, on August 1, participants 

grouped invoices by transaction category and stored them in designated folders or 

shelves. All of these activities aimed to train interns to be accurate, orderly, and 

disciplined in performing administrative tasks. 

Table 3. 3 Daily Activities from July 28
th

  to August 1
st
 2025 

Day Activity Place 

Monday, 

July 28
th

, 

2025 

1. Organizing documents by category means 

systematically arranging and grouping various 

types of files or archives according to their type, 

topic, or function. 

Office Ivo 

Mas Tunggal 
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Wednesday, 

July 30
th

, 

2025 

1. The distribution of batik shirts and milk to 

employees was carried out as a form of corporate 

social responsibility in providing additional 

benefits to all employees. 

Office Ivo 

Mas Tunggal 

Thursday, 

July 31
st
, 

2025 

1. Checking the quantity and quality of goods 

received to ensure they match the order data, 

followed by recording and issuing an official 

receipt as proof that the goods, in this case milk 

for employees, have been received in good order. 

Office Ivo 

Mas Tunggal 

Friday, Aug 

1
st
, 2025 

1. Categorize invoices according to category or 

transaction period, then place them in the 

designated folder or storage rack. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

 

During the following week, from August 4 to 8, 2025, the internship activities at 

PT Ivo Mas Tunggal focused on administrative management and transaction recording. 

On August 4, participants grouped forms according to type and period. On August 5, 

they sorted and filed receipts based on transaction categories. On August 6, participants 

checked and stamped catering invoices, while on August 7 they recorded catering order 

data. Finally, on August 8, participants input data into Excel and recorded delivery 

summaries via TIKI. These activities were carried out to develop accuracy and 

responsibility in managing company administration and business transactions. 

Table 3. 4 Daily Activities August 4
th

 to August 8
th

  2025 

Day Activity Place 

Monday, 

Aug 4
th

, 

2025 

1. Categorize each form based on the type of 

requirement or submission period, then store 

them in a designated place so they can be easily 

accessed again when needed. 

Office Ivo 

Mas Tunggal 

Tuesday, 

Aug 5
th

, 

2025 

1.   Categorize receipts according to transaction type 

or time period, then store them in a designated 

folder, file, or archive. 

Office Ivo 

Mas Tunggal 
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Wednesday, 

Aug 6
th

, 

2025 

1.  Checking invoices received from the catering 

company, then stamping them as a sign of 

validation and approval. After that, a summary 

of the catering orders and distribution data for 

that period is compiled. 

Office Ivo 

Mas Tunggal 

Thursday, 

Aug 7
th

, 

2025 

1.  Check the condition and quantity of goods 

received to ensure they match the order data, 

then proceed to arrange the goods in the 

designated storage location, whether in a 

warehouse, supply room, or other special area. 

Office Ivo 

Mas Tunggal 

Friday, Aug 

8
th

, 2025 

1. Inputting data into Excel and calculating TIKI 

delivery recap 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

 

Furthermore, after completing administrative tasks and transaction recording 

from the previous week, the internship activities at PT Ivo Mas Tunggal continued from 

August 11 to 15, 2025. During this period, participants were assigned to the EHFS 

department, which focused on audit data management and wastewater treatment system 

recording. Throughout the week, participants transferred manual data from flow rate 

records and pH measurements of the wastewater treatment system (STP) into 

spreadsheets. In addition, participants copied audit data and double-checked its accuracy 

before submitting it to the relevant parties. The following is the schedule of tasks 

completed by the intern during the Field Internship at PT Ivo Mas Tunggal from August 

11 to August 15, 2025: 

Table 3. 5 Daily Activities from August 11
th

 to August 15
th

 2025 

Day Activity Place 

Monday, 

Aug 11
th

, 

2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Aug 12
th

, 

2025 

1. Input information related to the type, amount, 

and time of waste management into an Excel 

spreadsheet so that the data is easier to process 

and analyze. 

2. Collect all findings and information obtained 

Office Ivo Mas 

Tunggal 
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during the audit, then compile them into a table 

format on an Excel worksheet. 

Wednesday

, Aug 13
th

, 

2025 

1. Input information related to the type, amount, 

and time of waste management into an Excel 

spreadsheet so that the data is easier to process 

and analyze. 

Office Ivo Mas 

Tunggal 

Thursday, 

Aug 14
th

, 

2025 

1. Collect all findings and information obtained 

during the audit, then compile them into a table 

format on an Excel worksheet. 

2. Record names and check ID card application 

requirements 

Office Ivo Mas 

Tunggal 

Friday, Aug 

15
th

, 2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

Further to the activities completed in the previous week, the internship activities 

during this period involved assisting in recording the type, quantity, and time of waste 

disposal in the designated storage area. For each waste receipt or disposal, participants 

recorded the time, volume, and distribution destination. Subsequent activities included 

entering waste data into Excel and online systems, collecting data related to waste 

sources, and checking the completeness of supporting documents from each party 

applying for an identity card. All of these activities helped participants understand the 

importance of accuracy in every recording and reporting process. The details of 

internship activities conducted from August 18 to 22, 2025 are presented in the 

following table: 

Table 3. 6 Daily Activities from August 18
th

 to August 22
nd

  2025 

Day Activity Place 

Monday, 

Aug 18
th

, 

2025 

1. Recording the type, quantity, and time of 

hazardous waste disposal in a designated 

document or system, then ensuring that the waste 

is properly placed in the hazardous waste storage 

area. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Aug 19
th

, 

2025 

1. Record the amount of waste collected, then 

multiply it by the applicable price for that type of 

waste. 

2. Record every type of waste received and 

discharged from the storage site, including the 

Office Ivo Mas 

Tunggal 
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amount, time, and destination of distribution. 

Wednesday

, Aug 20
th

, 

2025 

1. Input data accurately, including the type, 

amount, and period of hazardous waste disposal, 

in accordance with the format provided on each 

platform. 

Office Ivo Mas 

Tunggal 

Thursday, 

Aug 21
st
, 

2025 

1. Data collection on waste types, quantities, 

recording times, and the destination of outgoing 

waste as well as the source of incoming waste 

Office Ivo Mas 

Tunggal 

Friday, Aug 

22
nd

, 2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025  

From August 25 to 29, 2025, the internship activities focused on managing 

supporting documents and recording administrative data. Interns were assigned to check 

the completeness of files from employees and related parties, record waste data such as 

type, quantity, and disposal time, and ensure that all data were stored systematically. In 

addition, interns assisted in creating attendance lists, checking ID card application 

forms, and entering data into the online system. All of these activities aimed to improve 

interns’ accuracy and skills in managing company administration. The details of 

activities conducted from August 25 to 29, 2025 are presented in the following table. 

Table 3. 7 Daily Activities from August 25
th

 to August 29
th

 2025 

Day Activity Place 

Monday, 

Aug 25
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party submitting 

an application, followed by systematically recording 

the application data in a special list or archive. 

2. Create an attendance list format that contains 

information such as the name, position, agency, and 

signature of the participant, then adjust it to the 

needs of the event. 

Office Ivo 

Mas Tunggal 

Tuesday, 

Aug 26
th

, 

2025 

1. Recording of waste types, quantities, time of 

receipt, and destination of waste leaving the storage 

site. 

Office Ivo 

Mas Tunggal 
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Wednesday

, Aug 27
th

, 

2025 

1. Check the completeness of the data on the form, 

such as the type of waste, quantity, sender's identity, 

and destination, then record it in the designated 

archive or system. 

Office Ivo 

Mas Tunggal 

Thursday, 

Aug 28
th

, 

2025 

1. Input information related to the type of waste, 

quantity, date of entry, and other supporting data 

carefully into the online system provided. 

Office Ivo 

Mas Tunggal 

Friday, Aug 

29
th

, 2025 

1. Check and list ID card applications Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

On Monday and Tuesday, the main activities involved checking the 

completeness of data and documents for each identity card application. On Wednesday, 

manual records of liquid waste discharge and pH levels were transferred into an Excel 

spreadsheet. On Thursday, the activities focused on entering B3 waste disposal data 

according to the prescribed format. The details of these activities are presented below: 

Table 3. 8 Daily Activities from September 01
st
 to September 04

th
  2025 

Day Activity Place 

Monday, 

Sept 01
st
, 

2025 

1. Check the completeness of the data on the form, 

such as the type of waste, quantity, sender's 

identity, and destination, then record it in the 

designated archive or system. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Sept 02
nd

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Wednesday

, Sept 03
rd

, 

2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Thursday, 

Sept 04
th

, 

2025 

1. Input data accurately, including the type, 

amount, and period of hazardous waste disposal, 

in accordance with the format provided on each 

platform. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 



29 
 

Subsequently, the internship activities for this week included the main task of 

recording the type, amount, time, and destination of waste disposal from the waste 

storage location. The waste data were entered in a structured manner, including 

information on type, quantity, and destination. In addition, on Thursday, records of 

wastewater disposal and pH levels were transferred into Excel, while on Friday the 

activities focused on creating and compiling vendor evaluation data obtained from the 

company’s web-based system using Excel. The following are the details of internship 

activities conducted from September 8–12, 2025: 

Table 3. 9 Daily Activities from September 08
th

 to September 12
st
 2025 

Day Activity Place 

Monday, 

Sept 08
th

, 

2025 

1. Recording of waste types, quantities, time of 

receipt, and destination of waste leaving the 

storage site. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Sept 09
th

, 

2025 

1. Input data accurately, including the type, 

amount, and period of hazardous waste disposal, 

in accordance with the format provided on each 

platform. 

Office Ivo Mas 

Tunggal 

Wednesday

, Sept 10
th

, 

2025 

1. Recording of waste types, quantities, time of 

receipt, and destination of waste leaving the 

storage site. 

Office Ivo Mas 

Tunggal 

Thursday, 

Sept 11
th

, 

2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Friday, 

Sept 12
th

, 

2025 

1. Creating and compling vendor evaluation data in 

Excel format obtained from downloading data on 

the web system. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

At the beginning of the week, activities resumed with checking the completeness 

of ID card application documents. On the following day, activities focused on creating 

and compiling vendor evaluation data downloaded from the company’s web-based 

system into Excel. On Wednesday, the activities continued with carefully transferring 

flow rate records and wastewater pH data into spreadsheets. On Thursday, the focus 

shifted to recording waste from the waste storage area. On the final day, activities 
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returned to checking ID card application documents. The details of these activities are 

presented below: 

Table 3. 10 Daily Activities from September 15
th

 to September 19
th

 2025 

Day Activity Place 

Monday, 

Sept 15
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Sept 16
th

, 

2025 

1. Creating and compling vendor evaluation data in 

Excel format obtained from downloading data on 

the web system. 

Office Ivo Mas 

Tunggal 

Wednesday

, Sept 17
th

, 

2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Thursday, 

Sept 18
th

, 

2025 

1. Recording of waste types, quantities, time of 

receipt, and destination of waste leaving the 

storage site. 

Office Ivo Mas 

Tunggal 

Friday, 

Sept 19
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

 

During the period from September 22 to 26, 2025, the activities carried out 

included checking the completeness of supporting documents from each employee or 

party submitting an application, followed by systematically recording and archiving the 

application data into a designated list. In addition, the intern copied data from the 

company’s web-based system into an Excel logbook by extracting the required 

information, as well as replicated the 2024 debit report by transferring transaction data 

from the source documents into the prescribed reporting format. The details of the 

activities carried out are presented below: 

Table 3. 11 Daily Activities from September 22
nd

 to September 26
th

 2025 

Day Activity Place 
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Monday, 

Sept 22
nd

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Sept 23
rd

, 

2025 

1. Copying data from the web into an Excel 

logbook is done by selecting and extracting the 

required information from online sources. 

Office Ivo Mas 

Tunggal 

Wednesday

, Sept 24
th

, 

2025 

1. The copying of the 2024 debit report is done by 

carefully transferring financial transaction data 

from source documents into a predetermined 

report format. 

 

Office Ivo Mas 

Tunggal 

Thursday, 

Sept 25
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Friday, 

Sept 26
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

During the period from September 30 to October 3, 2025, the activities focused 

on checking and managing documents. On September 30 and October 1, 2025, the 

activities involved checking the completeness of supporting documents from each 

employee or party submitting an application, followed by systematically recording and 

archiving the data in designated lists or archives. Furthermore, on October 2, 2025, the 

intern assisted in printing documents required for work purposes and then organized the 

printouts neatly by category so that they could be easily reviewed, stored, and reused 

when necessary. On October 3, 2025, the activities continued with checking the 

completeness of application documents and archiving the data in an orderly manner. 

Table 3. 12 Daily Activities from September 30
th

 to October 03
rd

 2025 

Day Activity Place 
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Tuesday, 

Sept 30
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Wednesday

, Oct 01
st
, 

2025 

Office Ivo Mas 

Tunggal 

Thursday, 

Oct 02
nd

, 

2025 

1. Print documents as required for work, then 

organize the printouts neatly and systematically 

according to a predetermined order or category to 

facilitate inspection, storage, and reuse when 

needed. 

Office Ivo Mas 

Tunggal 

Friday, Oct 

03
rd

, 2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

This week’s activities included checking supporting documents and recording 

ID card applications, as in previous weeks. On Tuesday, debit data and wastewater pH 

data were transferred from manual records into an Excel spreadsheet. The following day 

focused on printing and organizing work documents. On Thursday, the activities 

returned to checking ID card application documents, while on Friday the team was 

assigned to accurately input B3 waste data according to the established format. These 

activities reinforced the importance of meticulous and well-documented environmental 

administration. The details of the activities carried out are presented below: 

Table 3. 13 Daily Activities from October 06
th

 to October 10
th

 2025 

Day Activity Place 

Monday, 

Oct 06
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party submitting 

an application, followed by systematically 

recording the application data in a special list or 

archive. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Oct 07
th

, 

2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

Office Ivo Mas 

Tunggal 
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structured manner. 

Wednesday

, Oct 08
th

, 

2025 

1. Print documents as required for work, then 

organize the printouts neatly and systematically 

according to a predetermined order or category to 

facilitate inspection, storage, and reuse when 

needed. 

Office Ivo Mas 

Tunggal 

Thursday, 

Oct 09
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Friday, Oct 

10
th

, 2025 

1. Input data accurately, including the type, 

amount, and period of hazardous waste disposal, 

in accordance with the format provided on each 

platform. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

To continue the activities from the previous week, this week the interns focused 

more on inputting data from wastewater treatment system (STP) monitoring. Each day, 

they carefully recorded flow rate and pH data from manual records into Excel 

spreadsheets. In addition, they checked the completeness of documents and archived 

supporting data related to waste management. These activities aimed to ensure that all 

data were well documented and ready for use in monthly reports. The details of the 

activities are presented below: 

Table 3. 14 Daily Activities from October 13
th

 to October 17
th

  2025 

Day Activity Place 

Monday, 

Oct 13
th

, 

2025 

1. Input data accurately, including the type, amount, 

and period of hazardous waste disposal, in 

accordance with the format provided on each 

platform. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Oct 14
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive.  

Office Ivo Mas 

Tunggal 

Wednesday

, Oct 15
th

, 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

Office Ivo Mas 

Tunggal 
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2025 (STP) into an Excel spreadsheet in a careful and 

structured manner. 

Thursday, 

Oct 16
th

, 

2025 

1. Input data accurately, including the type, 

amount, and period of hazardous waste disposal, 

in accordance with the format provided on each 

platform. 

Office Ivo Mas 

Tunggal 

Friday, Oct 

17
th

, 2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

During the following week, participants continued with document checking and 

validation of previously entered data. The main focus was on checking the completeness 

of each employee’s files and compiling vendor evaluation data in Excel format. 

Participants also assisted in archiving and distributing documents to the relevant 

departments to ensure that all data were systematically organized. Through these 

activities, participants’ skills in accuracy, responsibility, and work coordination 

continued to develop. The details of the activities carried out are presented below: 

Table 3. 15 Daily Activities from October 20
th

 to October 24
th

 2025 

Day Activity Place 

Monday, 

Oct 20
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party submitting 

an application, followed by systematically 

recording the application data in a special list or 

archive. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Oct 21
st
, 

2025 

1. Creating and compling vendor evaluation data in 

Excel format obtained from downloading data on 

the web system. 

Office Ivo Mas 

Tunggal 

Wednesday

, Oct 22
nd

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Friday, Oct 

24
th

, 2025 

1. Pack the documents properly and deliver them to 

the receptionist immediately. 
Office Ivo Mas 

Tunggal 

Source: Processed data 2025 
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During the last week of October, from October 27 to 31, 2025, the activities 

included checking the completeness of documents for each identity card application and 

recording waste disposal data. In addition, waste disposal data were accurately entered 

into the SIMPEL system. Participants also assisted other employees with video editing 

for the opening of the CQP event. Furthermore, participants managed flow rate and pH 

data from the wastewater treatment system (STP) by inputting them into Excel 

spreadsheets. The details of the activities carried out are presented in the following 

table: 

Table 3. 16 Daily Activities from October 27
th

 to October 31
st
  2025 

Day Activity Place 

Monday, 

Oct 27
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party submitting an 

application, followed by systematically recording the 

application data in a special list or archive. 

Office Ivo 

Mas Tunggal 

Tuesday, 

Oct 28
th

, 

2025 

1. Entering waste disposal data into the SIMPEL 

website is done to accurately record and document 

all waste disposal activities. 

Office Ivo 

Mas Tunggal 

Wednesday

, Oct 29
th

 

2025 

1. Assisting in the editing process of event videos for 

the opening, including selecting video clips, 

arranging the display sequence, adding transition 

effects, text, and audio adjustments to make the final 

video more appealing and informative. 

Office Ivo 

Mas Tunggal 

Thursday, 

Oct 30
th

, 

2025 

1. Input data accurately, including the type, amount, 

and period of hazardous waste disposal, in 

accordance with the format provided on each 

platform. 

Office Ivo 

Mas Tunggal 

Friday, Oct 

31
st
, 2025 

1. Moving each manual record of flow debit and pH 

value from the wastewater treatment system (STP) 

into an Excel spreadsheet in a careful and structured 

manner. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

During the week of November 3–7, 2025, the internship activities focused on 

checking document completeness, inputting waste data, and systematically recording 
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discharge flow rates and pH values from the wastewater treatment system (STP) into 

Excel. All activities were carried out to ensure data accuracy and to support effective 

administrative processes. 

Table 3. 17 Daily Activities from November 03
rd

 to November 07
th

 2025 

Day Activity Place 

Monday, 

Nov 03
rd

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party submitting 

an application, followed by systematically 

recording the application data in a special list or 

archive.  

Office Ivo Mas 

Tunggal 

Tuesday, 

Nov 04
th

, 

2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Wednesday

, Nov 05
th

, 

2025 

1. Input data accurately, including the type, 

amount, and period of hazardous waste disposal, 

in accordance with the format provided on each 

platform. 

Office Ivo Mas 

Tunggal 

Thursday, 

Nov 06
th

, 

2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Friday, Nov 

07
th

, 2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

During the period from November 10 to 14, 2025, the intern carried out various 

administrative tasks and data recording activities related to document management and 

company operations. At the beginning of the week, the intern checked the completeness 

of documents submitted by each employee or related party and then systematically 

recorded them in an archive list. This activity was followed by recording waste data, 

including the type, quantity, time of receipt, and destination of waste from the storage 

location. The recording process was conducted meticulously to ensure data accuracy, 

allowing the data to be used for daily reports and environmental monitoring. 
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Table 3. 18 Daily Activities from November 10
th

 to November 14
th

 2025 

Day Activity Place 

Monday, 

Nov 10
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party submitting 

an application, followed by systematically 

recording the application data in a special list or 

archive. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Nov 11
st
, 

2025 

1. Recording of waste types, quantities, time of 

receipt, and destination of waste leaving the 

storage site. 

Office Ivo Mas 

Tunggal 

Wednesday

, Nov 12
nd

, 

2025 

1. Moving each manual record of flow debit and 

pH value from the wastewater treatment system 

(STP) into an Excel spreadsheet in a careful and 

structured manner. 

Office Ivo Mas 

Tunggal 

Thursday, 

Nov 13
rd

, 

2025 

1. Input data accurately, including the type, 

amount, and period of hazardous waste disposal, 

in accordance with the format provided on each 

platform. 

Office Ivo Mas 

Tunggal 

Friday, Nov 

14
th

, 2025 

1. Copy the information from the PowerPoint file 

into the document. The data copied includes the 

location name and supporting information 

contained in the slide. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

From the middle to the end of the week, the intern was responsible for manually 

transferring data from the wastewater treatment system (STP), such as flow rates and 

pH values, into Excel spreadsheets in a structured format. In addition, the intern entered 

B3 waste data in accordance with the standards and formats established by the 

company. At the end of the week, the intern copied information from PowerPoint slides 

into report documents, including location names and other supporting data. This series 

of activities helped the intern gain a better understanding of administrative processes, 

environmental data management, and the importance of accuracy in preparing company 

documents. 

Table 3. 19 Daily Activities from November 17
th

 to November 21
st
  2025 

Day Activity Place 
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Monday, 

Nov 17
th

, 

2025 

1. Moving each manual record of flow debit and pH 

value from the wastewater treatment system (STP) 

into an Excel spreadsheet in a careful and structured 

manner. 

Office Ivo Mas 

Tunggal 

Tuesday, 

Nov 18
th

, 

2025 

1. Checking the completeness of supporting 

documents from each employee or party 

submitting an application, followed by 

systematically recording the application data in a 

special list or archive. 

Office Ivo Mas 

Tunggal 

Wednesday

, Nov 19
th

, 

2025 

1. Compilation of a summary list of Health, Safety, 

and Environment (HSE) plans, including project 

name, contractor name, and owner department 

names based on existing documents. 

Office Ivo Mas 

Tunggal 

Thursday, 

Nov 20
th

, 

2025 

1. Guest data recording at PT. Ivo Mas Tunggal is 

done by collecting information from the guest 

book, such as visitor names, home institutions, 

purpose of visit, and arrival and departure times, 

and this data is entered into Excel. 

Office Ivo Mas 

Tunggal 

Source: Processed data 2025 

In the final week, on Monday, November 17, 2025, the intern transferred manual 

flow rate and pH data from the wastewater treatment system (STP) into Excel 

spreadsheets in an organized manner. On Tuesday, November 18, 2025, the 

completeness of application documents was checked, and the data were recorded in the 

archives. On Wednesday, November 19, 2025, the intern compiled a summary of HSE 

documents, including project names, contractors, and departments, based on the 

available data. On Thursday, November 20, 2025, guest data were recorded by 

collecting information from the guest book and entering it into Excel to ensure proper 

documentation.  
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CHAPTER IV   

CONCLUSIONS AND SUGGESTIONS 

 

4. 1 Conclusion 

Based on the internship conducted at PT. Ivo Mas Tunggal Dumai for four 

months, from July 21 to November 21, 2025, it can be concluded that the internship 

program provides significant benefits for students. Through placements in the General 

Affairs (GA) and Environment, Health, Fire, and Safety (EHFS) divisions, the intern 

gained practical experience in administrative management, document filing, waste data 

management, as well as monitoring and assisting with environmental reporting. 

During the internship, the intern was directly involved in various activities, such 

as: 

 Management and archiving of company documents. 

 Data entry and verification into Excel and digital systems (SIMPEL). 

 Assistance in waste data management and environmental audits. 

 Preparation of activity reports and data summaries. 

 Support in general administrative and other operational activities. 

This experience provided a deep understanding of the work systems and procedures 

at PT. Ivo Mas Tunggal, as well as improving technical and non-technical skills relevant 

to the intern’s field of study. In addition, the internship also helped the intern develop a 

professional attitude, discipline, and the ability to coordinate within a team. 

 

4.2 Suggestion 

After completing the internship program at PT. Ivo Mas Tunggal Dumai, here 

are some suggestions: 

1. For Student 

Students who are going to do an internship are expected to prepare themselves 

by improving basic administrative skills, such as document management and data 

processing using Excel, so that they can adapt more quickly to the work environment. In 
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addition, students need to be disciplined, thorough, and proactive in every task assigned 

to them. Establishing good communication with superiors and coworkers is also very 

important to ensure that the internship process runs smoothly and the work atmosphere 

is more conducive. By showing initiative, a willingness to learn, and a high sense of 

responsibility, students will gain a more meaningful and beneficial internship 

experience for their future careers. 

2.  For the Company 

Companies are expected to continue providing clear guidance to interns, 

especially in the early stages of placement, so that they understand the workflow and 

tasks to be performed. In addition, companies can increase the use of digital systems 

and provide brief training on work procedures, especially those related to EHFS and 

administrative processes. Structured mentoring will help interns work more effectively 

and make better contributions to the company. By providing a conducive work 

environment and adequate guidance, companies can help create a more competent pool 

of human resources in the future. 

3. For the Institution 

Educational institutions are expected to improve the preparation of students 

before they undertake internships, particularly in administrative skills, data processing, 

and a basic understanding of the industrial world. In addition, institutions need to 

expand their cooperation with various companies so that internship opportunities for 

students are more numerous and varied according to their fields of expertise. Regular 

monitoring and evaluation of student progress during internships are also important to 

ensure that activities run smoothly and in line with learning objectives. With the full 

support of the institution, students will be better prepared to face the challenges of 

working in the field. 

4. For the Intern 

The intern suggests that internship programs should continue to be implemented 

and developed because they provide students with valuable experience in understanding 



41 
 

the world of work firsthand. The intern also hopes that the administrative and data 

management processes in companies can continue to be improved through more 

efficient digital systems so that work can be done more quickly and with fewer errors. 

In addition, it is important for students to maintain a professional attitude, take 

initiative, and always be open to guidance so that the internship experience provides 

maximum benefits. Through good cooperation between students, companies, and 

educational institutions, internship programs can be an effective means of building 

students' competencies and readiness to enter the world of work. 
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Appendix  5: Daily Activities 

 

Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

During the first week of internship 

in the General Affairs department at 

PT. Ivo Mas Tunggal, carried out 

various administrative and 

operational tasks. Activities began 

with a company orientation, 

followed by organizing and 

checking goods, inputting data, and 

creating summaries such as TIKI 

summaries, AC service summaries, 

and work equipment handover data. 

In addition, also compiled 

summaries of employee 

consumption needs and recorded 

Aqua usage. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

During the second week, the intern 

carried out general affairs tasks, 

ranging from grouping and 

organizing documents by category, 

assisting in the distribution of batik 

shirts and milk to employees, 

checking the quantity and condition 

of goods received and creating 

receipts, to categorizing invoices 

based on transaction type or period 

for subsequent filing in designated 

storage locations.  
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the third week, General Affairs 

carried out administrative activities 

by grouping forms and receipts 

according to category, then 

organizing them so that they were 

neat and easily accessible. In 

addition, checked and validated 

catering invoices, stamped them as 

proof of verification, compiled 

order summaries, checked the 

condition and quantity of goods 

received, ensured that the goods 

matched the orders, and entered the 

data into Excel to calculate TIKI 

delivery summaries. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The first week of moving to the 

EHFS department involved 

processing environmental data. 

Activities included transferring 

manual records of flow rates and 

pH levels from the wastewater 

treatment system (STP) to Excel, 

entering data on the type, amount, 

and time of waste management, as 

well as collecting audit findings and 

compiling them into tables. Then, 

checking recorded identity cards 

and inputting data (STP) as on the 

previous day. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following week, activities 

began with recording the type, 

amount, and time of waste disposal 

in documents or systems, the 

amount of waste collected, and 

recording each type of waste 

received and disposed of from the 

storage area, including the time, 

destination, and source. The data 

was entered accurately in 

accordance with the applicable 

format, then data related to the type 

of waste, amount, time of 

recording, and destination of 

disposal was collected. At the end 

of the week, the intern checked the 

completeness of the Identity Card 

application documents, then 

organized the data into a special 

archive.  
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the last week of August, we 

checked the completeness of ID 

card applications, ensuring that all 

documents and data were correct, 

and recorded waste data in detail, 

such as type, amount, and disposal 

time for data collection purposes. In 

addition, we compiled an 

attendance list by recording names 

and company names to ensure that 

absences were recorded neatly and 

accurately. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

During this activity, data and 

document completeness checks 

were carried out for each identity 

card application to ensure that all 

requirements were met. Manual 

records of liquid waste disposal and 

pH were transferred to Excel for 

better documentation, and 

hazardous waste disposal data was 

entered into the specified format, 

recording the type, amount, and 

time of disposal in accordance with 

established standards. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This week's internship activities 

involved recording data similar to 

previous weeks, such as waste 

disposal from the waste storage 

area,  type of waste, amount of 

waste disposed of, and manual 

records of wastewater disposal and 

pH, which were transferred to 

Excel. Creating and copying vendor 

evaluation data, which was 

collected from the company's web 

system and processed using Excel. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following week, activities such 

as compiling daily reports on the 

completeness of identity card 

application documents, continuing 

to copy vendor evaluation data 

from the company's web system, 

organizing and processing it in 

Excel, making daily records of 

debit notes and pH measurements 

of liquid waste, and recording waste 

from the waste storage area, 

including the type, amount, time, 

and destination of disposal. We also 

rechecked the identity card 

application documents to ensure 

that everything was complete and 

ready for processing. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

During this week, activities carried 

out as usual included checking the 

completeness of supporting 

documents from each employee or 

party submitting an application. In 

addition, data was copied from the 

website to an Excel spreadsheet by 

extracting the necessary 

information, and the 2024 debit 

report was copied by transferring 

transaction data from the source 

document to the specified report 

format. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

During this period, activities were 

carried out to check and manage 

documents, verify the completeness of 

supporting documents from each 

employee or party submitting an 

application, then systematically record 

and archive the data in a special list or 

file. Furthermore, we assist in printing 

documents as needed for work, then 

organize the printouts neatly and 

systematically by category so that they 

can be checked, stored, and reused if 

necessary. Activities continue with 

checking the completeness of 

application documents and archiving 

data regularly. 
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Pictures of Activity Description 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

This week's activities included, as 

usual, checking supporting 

documents and registering identity 

card applications, then transferring 

debit data and liquid waste pH data 

from manual records to Excel 

spreadsheets. Printing and 

organizing working documents, and 

accurately entering hazardous waste 

data according to the existing 

format. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To continue the activities from the 

previous week, data input from the 

wastewater treatment monitoring 

system (STP) was recorded in an 

Excel spreadsheet. In addition, 

document completeness was 

checked and supporting data related 

to waste management was archived. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For the following week, continue 

checking documents and validating 

data that has been entered 

previously. Check the completeness 

of each employee's files and create 

vendor evaluation data in Excel 

format. Also assist in document 

filing. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

During the last week of October, as 

usual, check the completeness of 

documents for each identity card 

application and record waste 

disposal data. In addition, waste 

disposal data is accurately entered 

into the SIMPEL system. Then, 

also assist other employees in 

editing videos for the CQP opening 

event. In addition, manage flow rate 

and pH data from the wastewater 

treatment system (STP) into Excel 

spreadsheets. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

During the first week of November, 

this internship focused on checking 

document completeness, inputting 

waste data, and recording disposal 

values and pH levels from the 

wastewater treatment system (STP) 

into Excel in a structured manner. 

All activities were carried out to 

ensure data accuracy and support 

administration. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

During this week, we began by checking 

the completeness of documents submitted 

by each employee or related party, then 

systematically recording them in an 

archive list. This activity was followed by 

recording waste data, including the type, 

amount, time of receipt, and destination 

of waste from the storage location. The 

recording process was carried out 

meticulously to ensure data accuracy so 

that it could be used in daily reports and 

environmental monitoring. 
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Pictures of Activity Description 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Over the past week, I transferred 

manual flow and pH data from the 

system (STP) to Excel, checked the 

completeness of application 

documents and recorded the data in 

the archives, compiled HSE 

document summaries such as project 

names, contractors, and departments 

based on the available data. Then, 

recorded guest data by collecting 

information from the guest book and 

entering it into Excel so that it was 

recorded correctly. 
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Appendix  6: Logbook 
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Appendix  7: Documentation during Apprenticeship 
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