APPRENTICESHIP REPORT

PT. BENGKALIS KUDA LAUT
PEKANBARU - RIAU

SELVIA MELINA

5404221521

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



APPROVAL SHEET

PT. BENGKALIS KUDA LAUT
PEKANBARU - RIAU

Written As One The Requirements To Completing Apprenticeship

SELVIA MELINA
5404221521

Bengkalis, June 30™ 2026

PT. Bengkalis Kuda Laut Advisor
Pekankaru

= e

:@ | .n-g—hlill(udnhut.

Yollevas Tepuh Widodo,S.Sos..M.SM..M.R
HRD Manager Widodo.S.Ses.,M.SM..M.Rech.,CIIQA

NIP. 197303182021211001

Approved by
Head of Study Program
International Business Administration

NIP. 98406142018032001



ACKNOWLEDGMENTS

All praise and thanks be to Allah SWT, who has bestowed His mercy and
blessings, enabling the author to complete this apprenticeship report. This
apprenticeship report is based on the apprenticeship conducted by the author at PT
Bengkalis Kuda Laut, Pekanbaru, Riau, from February 2 to June 30, 2026.

Through this apprenticeship, the author sought to gain as much knowledge,
insight, and skills related to administration which were acquired during lectures as
well as practical experience in the workplace by utilizing the facilities provided by
the company. The author would also like to express gratitude to all the employees
of PT Bengkalis Kuda Laut, who were very kind, friendly, and welcomed the
author as one of their own.

The author realizes that without guidance from various parties, this
apprenticeship report could not have been completed within the specified time, so
the author would like to thank all parties who were involved and assisted the
author. These parties include:

1. IrJohny Custer, S.T., M.T as the Director State Polytechnic of Bengkalis.

2. Ir.Romadhoni ST., M.T as Vice Director | of Bengkalis State
Polytechnic.

3. Nurhazana, S.E., M.Sc. as Head of the Business Administration Department.

4. Muhammad Fuad Asrofillah,S.E.,M.M as Head of the International
Business Administration Study Program and Academic Advisor.

5. M. Alkadri Perdana, B.IT., M.Sc as the Coordinator Apprenticeship of the
International Business Administration Study Program.

6.  Teguh Widodo, S.Sos., M.SM., M.Rech as Apprenticeship Supervisor of the
International Business Administration Study Program.

7. All lecturers and laboratorians of the Applied Bachelor Degree
Administration  Department, especially the International Business
Administration Study Program, State Polytechnic of Bengkalis.

8.  Volleyna as Manager of the Human Research Department.

9. Arya Kharismahendra and M. Tri Riauan as the supervisor of the

Apprenticeship in the HRD Division



10.  All employees of PT. Bengkalis Kuda Laut who have provided direction
and experience during the apprenticeship.

1. To my beloved parents and my dear brother, for your unwavering support,
unconditional love, and tireless encouragement at every stage of my life's
Jjourney.

12.  To my friends, thank you for your support in completing this thesis, for
always being there for me, and for always being a place to share my

complaints about all my difficulties

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. Bengkalis
Kuda Laut Pekanbaru. Hopefully this report can be useful for all parties who need
it in the future.

Bengkalis, June 30 2026

5404221521



TABLE OF CONTENT

COVER
APPRENTICESHIP REPORT ....cooiiiiiiiseeee e [
APPROVAL SHEET ...ttt I
ACKNOWLEDGMENTS ..ot i
TABLE OF CONTENT ..ottt Y
LIST OF FIGURES ..ottt vii
LIST OF TABLES ..ot IX
LIST OF APPENDICES ......ooo oottt X
CHAPTER | INTRODUCTION......cocitiiieictsieee e 1
1.1 Background of ApprentiCeShip ........cccoveririneninieeee e 1
1.2 Purposes of the ApprentiCeship .........ccocevvririiinieieiee e 3
1.3 Significances of the Apprenticeship .........ccccovveveiieiieeie e, 4
CHAPTER Il GENERAL DESCRIPTION OF THE COMPANY .....c..ccccve... 6
2.1 Company Profile ... 6
2.2 VisSION @Nd MISSION.......cceiiiiiieieieiesie et 9
2.2.1 Vission of PT Bengkalis Kuda Laut.............c.ccoeeviieieeiinennenn, 9
2.2.2 Mission of PT Bengkalis Kuda Laut............cccceveneniiininnnnnn 9
2.3 KiNd OF BUSINESS .....ceeueeiiieieiiesiiesie e siee e ie et nee e 9
2.4 Organization StIUCTUIE ........cccveiieeiie et 11
2.5  The WOrKiNg PrOCESS.......c.vciiiiieiiiee ittt st 14
2.6 Document Used fOr aCtiVity .........ccooovrererineniiieeee e 15
CHAPTER 111 SCOPE OF THE APPRENTICESHIP ......cocoviiiiiiiicrcen 21
3.1 JOD DESCIIPLION ..ttt 21
3.2 System and ProCEAUIE..........cciiieieieiese e 22
3.3 Place and Time of the Apprenticeship.........ccocvvviiiiiiieniieienen 39
3.3.1 Place of the apprenteChip .........ccccevveevveieiieseee e 39
3.3.2 Time of the apprentChip ... 39



3.4 Kind and Description of the ACtIVItY.........c.ccoovviiiiiiiiiiice 40

CHAPTER IV CONCLUSSION AND SUGGESTION.....coovieeeee 56
A1 CONCIUSION 1.t ee e 56
4.2 SUQGOESTION....cuiiiiiiieiieiee ettt 57
REFERENGCES ... oottt e e e e e et e e e e e e an e 58
APPENDICES ...ttt ettt e e e e e e e et e e e e e e naaan 59

Vi



Figure 2.1
Figure 2.2
Figure 2.3
Figure 2.4
Figure 2.5
Figure 2.6
Figure 2.7
Figure 2.8
Figure 2.9
Figure 2.10
Figure 2.11
Figure 2.12
Figure 3.1
Figure 3.2
Figure 3.3
Figure 3.4
Figure 3.5
Figure 3.6
Figure 3.7
Figure 3.8
Figure 3.9
Figure 3.10
Figure 3.11
Figure 3.12
Figure 3.13
Figure 3.14
Figure 3.15
Figure 3.16
Figure 3.17
Figure 3.18

LIST OF FIGURES

PT. Bengkalis Kuda Laut in Pekanbaru.............ccccccoeovvievveninennnne, 6
Showroom of PT. Bengkalis Kuda Laut in Pekanbaru.................. 7
Logo of PT. Bengkalis Kuda Laut in Pekanbaru.............cc.cccoueee.. 7
Structure of PT. Bengkalis Kuda Laut in Pekanbaru..................... 10
INVOICE ..o 15
B CT0=T] ] SR 16
HRD Operational VOUCKET ... 16
LogoBKL Employee Attendance Data...........cccovveveicienienieninne. 17
Purchase Order (PO) .......ccceiveiicieceee e 17
Driver INCeNtiVe REPOI ........ccvviiiiiec e 18
Operational Parking REPOIt .........cccooviiiiiiniieeee e 18
Digital Documents ArChiVES..........cccovviiiinininieeee s 19
The WOrKing SYSEM ......ooiviiieiiee e 22
Flowchart for Creating ReCEIPLS .......ecvvviieiieiiiiccece e 23
Creating and printing (reCEIPLS) ..ocvvvvvrveriririeieee e 23
Invoice Verification Flowchart..........cccccevvieviienenie e 24
Verifying invoices and financial transaction data.......................... 24
Flowchart for Entering Accounts Payable Data ...............c.ccoc....... 25
Entering Accounts Payable data from receipts..........ccccveverrennnne. 25
Flowchart Scanning, archiving, and managing documents ........... 26
Scanning, archiving, and managing documents..............ccceevveennene 26
Flowchart for Updating Vehicle GPS Data ...........cccccoevevveiieennnne 27
Updating and verifying vehicle GPS data...........ccccocevenininnnnnnn. 27
Flowchart for Checking Vehicle ETLE Data .........ccccoocevvienieenee 28
Verifying ETLE data and vehicle documents...........cccccccceevennnne 28
Flowchart of Employee Attendance Data Input .............cccccoveennee 29
Compiling employee attendance data ............ccccceevveviieiiieiiiecninnn, 29
Flowchart for Recap of TIKI Shipping Documents....................... 30
Compiling TIKI shipping reCeipts ......cccvvvvvivevieieiie e cieseeins 30
Flowchart for Preparing an Employee Driver’s Logbook ............. 31

vii



Figure 3.19
Figure 3.20
Figure 3.21
Figure 3.22
Figure 3.23
Figure 3.24
Figure 3.25
Figure 3.26
Figure 3.27
Figure 3.28
Figure 3.29
Figure 3.30
Figure 3.31
Figure 3.32

Compiling driver employee 10ghookKs..........ccccceviiiiiiiiiiiiiiens 31
Flowchart for Preparing a Vehicle Logbook for HR Managers .... 32
Compiling manager vehicle 10gbooks .........c.cccceoevveviiivciieiie, 32
Flowchart Compiling driver employee parking and meal receipts 33
Compiling driver employee parking and meal receipts.................. 33
Flowchart Verify operational reCeipts .........cccceveiiverviinieenennnne 34
Verify operational reCeipts.........cccovviieiiierisie e 34
Flowchart chronological accident reports for employees.............. 35
Preparing chronological accident reports for employees............... 35
Flowchart Helps attach Purchase Order (PO) reports.................... 36

Assisting with verifying and attaching Purchase Order reports .... 36
Flowchart for Providing Assistance with Administrative Tasks ... 37
Assisting with administrative tasks...........ccoovvvvierencnenescsee
PT. Bengkalis Kuda Laut...........cccereiiiiriiiiicceese e

viii



LIST OF TABLES

Table 3.1  Time of APPrentiCeship .......ccovevveiirericeseeee e 39
Table 3.2 Apprenticeship Activity Report (KP) for Week 1...........cccccueene..n. 40
Table 3.3 Apprenticeship Activity Report (KP) for Week 2............ccccueeneee. 41
Table 3.4 Apprenticeship Activity Report (KP) for Week 3.........ccceevenee. 41
Table 3.5 Apprenticeship Activity Report (KP) for Week 4................c......... 42
Table 3.6  Apprenticeship Activity Report (KP) for Week 5...........ccccveen. 42
Table 3.7 Apprenticeship Activity Report (KP) for Week 6............ccccoevnne. 43
Table 3.8 Apprenticeship Activity Report (KP) for Week 7.........cccccovenenne. 43
Table 3.9 Apprenticeship Activity Report (KP) for Week 8............c.c.c......... 44
Table 3.10 Apprenticeship Activity Report (KP) for Week 9 ........c..cceeveeee. 44
Table 3.11 Apprenticeship Activity Report (KP) for Week 10 ..........ccccoevenee. 45
Table 3.12 Apprenticeship Activity Report (KP) for Week 11 ..........cccveeenee. 46
Table 3.13 Apprenticeship Activity Report (KP) for Week 12 ....................... 46
Table 3.14 Apprenticeship Activity Report (KP) for Week 13 ....................... 47
Table 3.15 Apprenticeship Activity Report (KP) for Week 14 ..........c..cocee.e. 48
Table 3.16 Apprenticeship Activity Report (KP) for Week 15 .........ccccoevenee. 48
Table 3.17 Apprenticeship Activity Report (KP) for Week 16 ....................... 49
Table 3.18 Apprenticeship Activity Report (KP) for Week 17 ....................... 50
Table 3.19 Apprenticeship Activity Report (KP) for Week 18 ..........cccoceeee. 50
Table 3.20 Apprenticeship Activity Report (KP) for Week 19 ..........cccveene. 51
Table 3.21 Apprenticeship Activity Report (KP) for Week 20 .............c......... 52
Table 3.22 Apprenticeship Activity Report (KP) for Week 21 .............c......... 52



LIST OF APPENDICES

Appendix 1: Apprenticeship Application Entry Letter..........ccccovvevvvercennnne. 59
Appendix 2: Reply Letter of Approval for Apprenticeship ........c..cccccevvvennee. 60
Appendix 3: Certificate of Having Carried out Apprenticeship...........c.cccc..... 61
Appendix 4: Certificate of Apprenticeship Completion ............ccocvvviinennen. 62
Appendix 5: Apprenticeship Evaluation FOrm............cccocevviveiieene e, 63
Appendix 6: Group Photo with the PT. Bengkalis Kuda Laut Family .......... 64
Appendix 7: List of Attendance for Apprenticeship Activities..........c.c.ccceu.... 65

Appendix 8: Weakly Activities of the Apprenticeship ........ccccoeveivvieinicnne 70



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

