APPRENTICESHIP REPORT

PT PERTAMINA PATRA NIAGA RU Il DUMAI

ZULAIKA
5404221489

APPLIED BACHELOR DEGREE OF INTERNATIONAL
BUSINESS ADMINISTRATION STUDY PROGRAM
BUSINESS ADMINISTRATION DEPARTMENT
STATE POLYTECHNIC OF BENGKALIS
2026



APPRENTICESHIP REPORT

PT. PERTAMINA PATRA NIAGA RU 11 DUMAI
Written as one of the requirements to completed the apprenticeship

ZULAIKA
5404221489

Bengkalis, May 31, 2026

Regional Manager Comm, Rel & CSR RU 11
PT. Pertamina Patra Niaga RU 11 Dumai

PATRA

Tengku Muhammad Rum Wan J
88020635

aflah, B.Sc., M.Ec.Dev
NIP. 198406142018032001

Approved by
7l Business Administration




ACKNOWLEDGEMENT

All praise and thanks be to Allah SWT, who has bestowed His grace upon
the author, enabling him to successfully complete this internship report. This report
is based on the internship activities carried out at PT Pertamina Patra Niaga RU 11
Dumai from February 2 to May 31, 2026.

During the internship, the author sought to gain experience, knowledge, and
skills in the field of administration by directly applying the knowledge acquired
during college to the workplace. The author also took advantage of the various
facilities and opportunities provided by the company to broaden their horizons and
gain work experience.

In addition, the author would like to express his gratitude to all employees
of PT Pertamina Patra Niaga RU Il Dumai for their warm welcome, friendly
attitude, and for treating the author like family throughout the internship.

The author recognizes that this internship report could not have been
successfully completed without the assistance, support, and guidance of various
parties. Therefore, the author would like to express gratitude to all those who
provided assistance and support throughout the internship process and the

preparation of this report. These parties include, among others:

1. Allah SWT, for the opportunity to live and all the abundance of His grace
and guidance which has given miracles and strength to the author in
completing this internship.

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

3. Mr. Romadhoni, S.T., M.T as Deputy Director 1 of Politeknik Negeri
Bengkalis.

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

5. Ms. Wan Junita Raflah, B.Sc, M.Ec, Dev. As the Head of the International

Business Administration Study Program



10.

12

11.

12.

Mr. M. Alkadri Perdana, B.IT., M.Sc. as the Internship Coordinator and
lecturer

Wan Junita Raflah, B.Sc., M.Ec.Dev as lecturer supervisor of Practical
Work Writers.

Mrs. Yanisha Dwi Astari, SS, M.Hum as Guardian Lecturer of International
Business Administration VIII A.

All lecturers, especially the Applied Bachelor of International Business
Administration Study Program who have taught during the lecture period.
Mr. Muhammad Rum, Regional Manager Comm, Rel & CSR RU Il PT.
Pertamina patra niaga RU Il dumai

Mr. Gatra Wira, who served as a mentor during the internship at PT.
Pertamina Patra Niaga RU Il Dumai

All employees and staff at PT Pertamina Patra Niaga RU Il Dumai who
provided guidance, support, and shared their experiences with me during my
internship.

My beloved parents and my entire extended family, who have always shown
me love, offered prayers, exercised patience, and given their sincere support
throughout the completion of this report



Hopefully the goodwill and sincerity given will get a commensurate reply from God
Almighty, the Author apologizes to the management, employees and all parties
involved for mistakes made during the apprenticeship at PT Pertamina Patra Niaga

RU II Dumai . Hopefully this report can be useful for all parties who need it in the
future.

Bengkalis, May 31, 2026
Author

Ul

ZULAIKA
5404221489



TABLE OF CONTENT

COVER
APPRENTICESHIP REPORT ..ottt i
ACKNOWLEDGEMENT .....oiitiiitiiriiiriseie e i
TABLE OF CONTENT ..ottt eieeeee e ne e \
LIST OF FIGURES.....ctiiiiiiiiiiiiiiiiiiiiiiiitiietiieiinntennn e vii
LIST OF TABLES. ...ttt tnrareee s viii
LIST OF APPENDICES....uutiiiiitiiiiintiiiiniicienstcssssscssnnn roemmmmineennns Xi
CHAPTER I INTRODUCTION....cittttiitiiiniiineiinnrennecsnniin. 1
1.1 Background of ApprenticeShip.........cccovviriiririririieriieieieeeeee e 1
1.2 Purposes of the ApprenticeShip ..........cccccveveviiececesece e 2
1.3 Significances of the AppPrenticeship .........c.cccovvveeerevieieeeeseeee e 3
CHAPTER Il GENERAL DESCRIPTION OF THE
COMPANY iiiiiiiiiintiiiiinniesessiosesstessssssossssssssmenmmmmmmmemine e 5
2.1 Company HiStOrY .....cccvoiiiiiiicce et 5
2.2 Vision and MISSION .....c.ooiiiiiiieieie e 6
2.2.1  Vision or the COMPANY ......ccereiiririiieieie e 7
2.2.2  Missions or the COMPANY ......cccveieieeieeie e 7
2.3 KiNd OF BUSINESS ...c.voiiiiiiiiiieiieieie st 7
2.4 Organizational STIUCLUIE...........coveiiiiiieie e 10
2.5  The WOrking PrOCESS........cciiiiiieieiiesie st 12
2.6 Document Used for ACHVILY ......cocovveiiiiiiiecece e 13
CHAPTER |1l SCOPE OF THE APPRENTICESHIP........cccooviniiinnn. 16
3.1 JOD DESCIIPLION ...t 16
3.2 System and PrOCEAUIES ..........ccviieieieriesie sttt 17
3.2.1 The WOrking SYSIeM.......cccveiiieiieiie e 17
3.2.2 The working ProCedures ..........ccccvveiieiiiieiie e 21
3.3 Place and time of ApPrentiCeSNIP .......cccoveviieriiieieiese e 24

3.4 Kind and Description of the ACHVItY.........cccviiriiiiiiiiieeeeeen 26



3.5 Obstcle and Solution of the Apprenticeship ........cccoeveiiiniiiiiiieien, 40

3.5.1 ODSIACIE ... 40

1.5.2 SOIULION ..t 41
CHAPTER IV CONCLUSIONS AND SUGGESTION ......ccocvviiiiniiiiennnn, 42
4.1 CONCIUSIONS ...ttt st reenae e 42
4.2 SUQOESTION ...ttt bbb 43
REFERENCES ........cco ittt 45
APPENDIIX ..ottt 46

Vi



LIST OF FIGURES

Figure 2.1 Logo PT Pertamina Patra Niaga ..........ccoovvveriieiieninniene e 6
Figure 2.2 Organizational Structure of PT Pertamina Patra Niaga.................. 10
Figure 2.3 Major TA Cafeteria Sales Data............ccccceevevveieiieiiere e 13
Figure 2.4 HP SMart TanK.........coooeeiiiieeeee e 14
Figure 2.5 Worker Registration Data............c.coovririeiiieienceseseeees 14
Figure 3.1 Monitoring and Evaluation of the CSR Programme ...................... 18
Figure 3.2 Administrative Development............ccccecvvieiecie s 19
Figure 3.3 Implementation of the CSR Programme............c.ccocevvrvneniniiennenn. 19
Figure 3.4 CSR Programme Document Archive ..........ccccoceoiiinenineeciennen, 20
Figure 3.5 CSR ACHIVITIES ......cveiiiciecie e 21
Figure 3.6 Prosedure Monitoring of CSR Programs..........cccccecevveveiveseennene 22
Figure 3.7 Prosedure Development of Administration and Finance for

MSIMIES ..ottt ettt e e e ne s 22
Figure 3.8 Prosedure Implementation of CSR Programmes .............cccccveeeane. 23
Figure 3.9 Prosedure CSR Programme Document Archive ..........cccccccovenene. 23
Figure 3.10 Process CSR Activities Documentation ............c.ccocevvvrvvveiennnenn 24
Figure 3.11 PT Pertamina Patra Niaga RU 1l DUMAI.........cccccovnininnniiiene 25

Vii



LIST OF TABLES

Table 3.1 Table Working HOUIS..........cccooiiiiiieie e 25
Table 3.2 WOork Uniform ..o 26
Table 3.3 Daily Activities Week ONe ..........ccccecviiieiveve s 27
Table 3.4 Daily ActivitieS Week TWO .......ccoceeviiiniieie e 28
Table 3.5 Daily Activities Week Three ... 28
Table 3.6 Daily Activities Week FOUT ..........ccccccvivieiveieiie e 29
Table 3.7 Daily Activities Week FiVe..........ccccecviiiiieieccceee e 30
Table 3.8 Daily ActivitiesS WEeK SiX ........cccoveieieiiicieneseseseeeeee, 31
Table 3.9 Daily Activities Week SEVEN..........ccccoeveriniiiiceseseeee e, 32
Table 3.10 Daily Activities Week Eight ...........ccccccoiveviiieiieicce e 33
Table 3.11 Daily Activities Week NiNe.........cccccevvveiveieiiese e 33
Table 3.12 Daily Activities Week Ten........cccovieieiinieeseeee, 34
Table 3.13 Daily Activities Week Eleven..........ccocoeiiiiiiiiiiiicee, 35
Table 3.14 Daily Activities Week TWEIVE........cccoevveveiieieeecc e 35
Table 3.15 Daily Activities Week Thirteen ..........ccccceevevvieieeieicie e, 36
Table 3.16 Daily Activities Week Fourteen...........ccocooveveniiinincicneen, 37
Table 3.17 Daily Activities Week FIVETEEN .........cccooeiiiiiiiiiiiceee, 38
Table 3.18 Daily Activities Week SiXteen.........cccccevvveveiieeiieieiic e 39
Table 3.19 Daily Activities Week Seventeen ..........ccccoevvevvevvevecieseenenn, 40

viii



LIST OF APPENDICES

Appendix 1 : Application Letter of Apprenticeship..........ccocovvvvvrieniiieniicriennn, 46
Appendix 2 : Letter of Approval for the Internship Program ...........cccccceevenee. 47
Appendix 3 : Apprenticeship Attendance LiSt..........ccccocvviveviveveciciieeie e, 48
Appendix 4 : Apprenticeship Statement Latteer ...........ccevevveveeieiieeseciennn, 49
Appendix 5: Apprenticeship ASSESSIMENT..........ccovrieiieierieiere e 50
Appendix 6 :Daily Activities of the Apprenticeship..........cccooeviviiiiiiiiiennnn, 51
Appendix 7 : Apprenticeship Certificate..........cccoovoviiieeiiiii i, 72
Appendix 8 : Documentation of the Presentation of Souvenirs to Managers and

Mentors at PT Pertamina Patra Niaga RU Il Dumai..........cccocoovininininiennnn 73
Appendix 9: Apprencticeship Revision Sheet.......... .o, 74
Appendix 10: Documentation of the internship activites...........cc.ccccoevvinenenn 75



	COVER
	APPROVAL SHEET
	ACKNOWLEDGEMENT 
	TABLE OF CONTENT
	LIST OF FIGURES 
	LIST OF TABLES 
	LIST OF APPENDICES 

