APPRENTICESHIP REPORT

PT. PERTAMINA PATRA NIAGA RU 11 DUMAI

SUMIATI
5404221504

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



APPRENTICESHIP REPORT

PT. PERTAMINA PATRA NIAGA RU Il DUMAI

Written as one of the requirements to completed the apprenticeship

SUMIATI
5404221504

Bengkalis, May 31, 2026

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

PAT

,v Tengku Muhammad Rum Wan Jyiita Raflah, B.Sc., M.Ec.Dev
88020635 NIP. 198406142018032001

Approved by
Head of International Business Administration




ACKNOWLEDGEMENT

All praise and gratitude to Allah SWT who has bestowed His grace so that the
author can complete this internship report well. This report was prepared based on
internship activities that were carried out at PT Pertamina Patra Niaga RU Il Dumai
from 2 February to 31 May 2026.

During the internship, the author sought to gain experience, knowledge, and skills
in administration by directly applying the knowledge gained during college to the
workplace. The author also took advantage of various facilities and opportunities
provided by the company to broaden his knowledge 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 who have given a warm welcome, been friendly,
and received the author with a sense of family during the internship.

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

report. These parties include:

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

2. Mr. Romadhoni, S.T., M.T. as Deputy Director I of Bengkalis State Polytechnic

3. Ms. Supriati, S.ST., M.Sc. as Head of the International Business Administration
Department

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

5. Mr. M. Alkadri Perdana, B.IT., M.Sc. as Internship Coordinator and Lecturer

6. Wan Junita Raflah, B.Sc., M.Ec.Dev. as Lecturer Supervisor for the Practical

Assignment Writer



10.

11.

Ms. Yanisha Dwi Astari, SS, M.Hum as Supervisor of the International Business
Administration Study Program VIIT 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 of Communication, Rail & CSR, RU II,
PT. Pertamina Patra Niaga RU I Dumai

Mr. Gatra Wira, who served as my mentor during my 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.

May the good intentions and sincerity shown be rewarded accordingly by Allah
SWT. The author apologizes to management, employees, and all parties involved
for any errors that occurred during his internship at PT Pertamina Patra Niaga RU
IT Dumai. Hopefully, this report will be useful for all parties who need it in the

future.

Bengkalis, May 31, 2026

SUMIATI
5404221504

v



TABLE OF CONTENTS

APPRENTICESHIP REPORT ...ttt i
APPROVAL SHEET ..ottt ii
ACKNOWLEDGEMENT ..ottt i
TABLE OF CONTENTS. .. oottt Y
LIST OF FIGURES ...ttt e nnae e nnne e Vil
LIST OF TABLES ...ttt viii
LIST OF APPENDICES .....coooiii ettt ix
CHAPTER I INTRODUCTION.....cciiiiiiie ettt 1
1.1 Background of the ApprentiCeShip .......ccccvvveiiireniiiniereeee e 1
1.2 Purpose and Benefits of the Apprenticeship ........ccccccvvvevieiiiiieie v 3
1.2.1  Purpose of the ApprentiCeSNIP .....ccoveiieiiiieiicce e 3
1.2.2  Benefits of an ApprentiCeShip........ccovvveieieiiniiisesie e 3

1.3 Significance of the ApprentiCeNiP ........ccocvvveiiiiiiiii e 4
CHAPTER Il GENERAL COMPANY DESCRIPTION......cccoceovviieiieieiensienes 6
2.1 Company Profile........ccoi oo 6
2.2 ViSION @NA IMISSTON.....coiuiiriiiiieieeie e e eee e ste e sreesteenee e e neesneesreeeesneesreeneens 7
2.3 KiNA OF BUSINESS ....veivieieeiiisieesie e siee e ee st esee e et eneesseesaeaneesseeeesneesseaneens 7
2.3. 1 SBIVICES ..ttt sttt ettt bbb nreas 8
2.3.2  PrOUUCES.....oeitiiiieieieie ettt 10

2.4 Organizational STFUCTUIE. ..o s 10
2.5 The WOrKING PrOCESS ......ooviiiiiiiiiiiisiieieie e s 13
2.6 Documents Used fOr ACHIVITIES .......cccocveiiiieiieiiiie e 14
CHAPTER 111 SCOPE OF THE APPRENTICESHIP..........cooviiiieeieeeeee, 18
3.1 JOD DESCHIPLION ...ttt 18
3.2 Systems and ProCEAUIES ..........ccviiiiieiieeiee ettt 19



3.21  The WOrking SYSIEM........cccoiiiiiiiieieie e 19

3.2.2  The WOrking ProCeaUIe ...........ceiveieiiieiesie e 24

3.3 Place and Time of ApprentiCeSNIP .....cccvevvviieiieiiccceeceee e 28
3.3.1  Place of APPrentiCeShip ....cocoveieiieii e 28
3.3.2  Time of ApPrentiCeship.......cccviiiiiiiii e 29

3.4 Kind and Description of the ACHIVILY .......c.ccooiiiiiiiiiiic e 31
3.5  Obstacle and Solution of the Apprenticeship .........cccccevvvevevieiiicie i 41
351 ODBSEACIE...ceiiieiieeee e 42
352 SOIULION c.oiee e e 43
CHAPTER IV CONCLUSION AND SUGGESTION .....coooviiiiinieiieseieeaieens 44
A1 CONCIUSION...c.eiiiitiiiiiieieiee ettt sbe e 44
4.2 SUGOESTION ...ttt bbbt 45
REFERENGCES. ........ci oottt sttt et nenens 46
APPENDICES ...ttt 47

Vi



Figure 2.
Figure 2.
Figure 2.
Figure 2.
Figure 2.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.
Figure 3.

LIST OF FIGURES

1 Structure Organizational PT Pertamina Patra Niaga RU Il ..................... 11
2 Voucher Data Lebaran Eid Al-Fitr ... 15
3 Green Laundry Banner DESIQN .......ccccvvveieiieie e 16
A HP SMAt TanK ..c.cooiicieieeececeee e 16
5 Sacrifical AnNIMal Data .........ccoocveieiieiiee e 17
1 Monitoring and Evaluation of CSR Programs..........c.cccceevveveeiieinesieenenns 20
2 Editing Ramadhan Safari Videos ..........ccccoovvieiiiiiiicc e 21
3 Cheap Market ACHIVITIES .........oiiiiiieiee e 21
4 Proposed Archiving ACHIVITIES.........ccuoiiiiiiiereieeeeee s 22
5 Mundam Jaya Group Member SUIVEY........c.ccoveveiiiieeie e 23
6 Designing a Green Laundry POSEEr...........cccevieieiieiiec e 23
7 Front Line Documentation Activity Management..........cccccoveveienennnnns 24
8 Procedure Monitoring of CSR Programs...........ccoceveeieienenenenesesnniens 25
9 Procedure Management of Publication Materials.............c.cccccccevvevirnnnn. 25
10 Procedure Implementation of CSR ACLIVIIES ........ccccoveiveiiciciicece, 26
11 Procedure CSR Document Archive Management ...........ccccceverenennnnns 26
12 Procedure Community Needs SUIVEY..........cccoviviienieiieiienene e 27
13 Procedure Publication Design Creation...........c.cccevveieieenecvieseesieenn, 27
14 Procedure CSR Activity Documentation.............ccocceevveieevecieseesieen, 28
15 PT Pertamina Patra NIaga..........ccoovreiieieiiiese s 29
16 PT Pertamina Patra Niaga LOgO .......c.coeveiiiiniiiiiieeeee e 29

Vii



Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.
Table 3.

LIST OF TABLES

1 Schedule of APPrentiCeSNIP ....c.viiiirieieee s 30
2 WOIK UNITOIMMS ... e 30
3 Daily Activities During the First WeekK ..., 31
4 Daily Activities During the Second WeekK...........cccocvviviiienineniienenen, 32
5 Daily Activities During the Third WeekK..........ccccooiiiiiiiiiiee 32
6 Daily Activities During the FOUr WeekK ...........ccocevveveiieiiccc e 33
7 Daily Activities During the Five WeeK.........cccoovevviieiicieccc e, 33
8 Daily Activities During the SiX WEeK .........ccccvviiiiiiiiiieeec e 34
9 Daily Activities During the Seven WeeK ..., 35
10 Daily Activities During the Eight WeeK ...........ccccoevveiiiieiiciccecee 35
11 Daily Activities During the Nine WeeK..........ccccceevveiveiiiic i 36
12 Daily Activities During the Ten Week ... 36
13 Daily Activities During the Eleven Week ... 38
14 Daily Activities During the Twelve WeeK.............ccccovevviviiiieie e 38
15 Daily Activities During the Thirteen WeeK..........cccccoevviiiiiiiicccceee 39
16 Daily Activities During the Fourteen Week ..........cccccovviieiiienciennnn 40
17 Daily Activities During the Fiveteen Week...........ccocvviiiiiiininiinn 40
18 Daily Activities During the Sixteen WeekK.............ccccovevvivieiieiccieieennn 41

viii



Appendix 1.
Appendix 2.
Appendix 3.
Appendix 4.
Appendix 5.
Appendix 6.
Appendix 7.
Appendix 8.
Appendix 9.

LIST OF APPENDICES

Application Letter of Apprenticeship.......ccocvviiiiiiiiieies 47
Letter of Approval for the Internship Program ...........ccccoccevvieiveiieennnne, 48
Apprenticeship Statement Letter............ocevevevieere i 49
ApPrenticeship ASSESIMENT ..........ccviieiiieieiere e 50
Apprenticeship Attendance LiSt.........cccoviiieiininiiiiiceee e 52
Daily ACLIVITIES ....oeveeieiiiieee e 52
Documentation of the Managers and Mentors at PT Pertamina ............ 56
Documentation of CSR ACHIVITIES.........cccoiiiiriiieieeee e 86
CoNSUITAtION SNEEL.......c.eiiiiieii e e 86



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

