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CHAPTER I 

INTRODUCTION 

1.1 Background of the Apprenticeship 

In this era of globalization, every individual is required to be able to improve 

their quality and competence so that they are able to become individuals who are 

ready to compete and compete in various sectors, especially in the industrial sector, 

these demands very arise because as university graduates must be able to become a 

problem solver for all kinds of problems. problems that arise. 

In order to meet these required wich can improve quality and competence 

as well to achieve complete educational goals in higher education, it is felt less if 

students only rely on the oretical knowledge obtained from college. Therefore, 

knowledge is needed to apply the knowledge that has been obtained so that students 

can practice the aspects needed to enter the industrial world which they will be 

involved in later. In line with this, the university requires its students to take 

practical work courses carried out in the final semester. 

Practical Work (KP) is an Intra-Curricular Activity that is part of the State 

and Community Life (MBB) subject group, in all majors at the Bengkalis State 

Polytechnic. In  general, the implementation of KP is aimed at improving students' 

abilities and skills in the field of technology and skills directly in various activities 

in industry and offices. 

After implementing KP specifically, students are expected to gain industrial 

experience which includes planning, processing and implementation in a work unit. 

The achievement of the KP objectives above ultimately refers to the professional 

formation of students who have broad skills and knowledge in the field of 

International Business Administration. With that ability, graduates of the Bachelor 

of Applied Administration 

Bengkalis State Polytechnic International Business is expected to be able to 

apply the skills and knowledge possessed and Bengkalis State Polytechnic also 
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seeks to improve student abilities by carrying out training or training in companies 

or agencies, so that they can realize the mission of the Polytechnic to make staff 

ready to use and have Link and Match between the world well-executed industry 

and education. 

 

1.2 Purposes of the Apprenticeship 

Apprenticeship is one of the requirements for State Polytechnic of Bengkalis 

students in completing their studies. To achieve the expected results, it is necessary 

to know the objectives of the Apprenticeship, which are as follows: 

1. To know the kind of busines (the main tasks and functions) of the 

Communication, Information and Statistics Department of Bengkalis 

Regency. 

2. To know the working process of the Communication, Information and 

Statistics Department of Bengkalis Regency. 

3. To know documents used in the work process at the Communication, 

Information and Statistics Department of Bengkalis Regency. 

4. To know the job description of the work field being handled at the 

Communication, Information and Statistics Department of Bengkalis 

Regency. 

5. To know the system and procedures for Apprenticeship used in carrying out 

work on Communication, Information and Statistics Department of 

Bengkalis Regency. 

6. To know the obstacles faced in completing the work Communication, 

Information and Statistics Department of Bengkalis Regency and how to 

overcome these obstacles.  

7. To know solutions in dealing with obstacles during practical work at the 

Communication, Information and Statistics Department of Bengkalis 

Regency. 
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1.3 Significances of the Apprenticeship 

The benefits expected from the implementation of the Apprenticeship (KP) 

are as follows: 

1. As one of the requirements that must be met to complete a Diploma IV (D4) 

vocational education at the Bengkalis State Polytechnic, especially the 

Department of International Business Administration 

2. Students have the opportunity to apply theoretical knowledge/concepts in 

the real world of work 

3. Students gain practical experience in applying theoretical/concept 

knowledge according to their study program 

4. Students have the opportunity to analyze problems related to science applied 

in their work according to their study program 

5. Bengkalis State Polytechnic receives feedback from the company on the 

ability of students who take part in the Apprenticeship (KP) in the world of 

work 

6. Bengkalis State Polytechnic received feedback from the world of workers 

for curriculum development and learning processes. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

2.1 Company History 

Since the enactment of the new Regional Government Organizational 

Structure (SOPD) within the Bengkalis Regency Government starting January 1, 

2017, at least 5 SOPD have been missing. There has also been a change in the name 

of the agency or agency, some have been merged, and some have emerged as new 

SOPDs, which have been separated or have been independent. 

One of them is the Office of Communication, Information and Statistics 

(Diskominfotik). In the past, this communication and information business was 

under the same roof as the Department of Transportation. However, in accordance 

with the mandate of Government Regulation Number 18 of 2016 concerning 

Regional Apparatus and Regulation of the Minister of Communication and 

Information Technology Number 14 of 2016 concerning Guidelines for the 

Nomenclature of Regional Apparatuses in the Field of Communication and 

Information Technology, Bengkalis Regent Regulation Number 51 of 2016 

concerning Position, Organizational Structure, Echelonering, Duties, Functions and 

Job Descriptions and Work Procedures, Diskominfotik is now independent and has 

an office in the former market and cleaning service building. As is known, the 

Market and Hygiene Service merged with the Trade and Industry Office for market 

matters, while the hygiene affairs were merged with the Environment Service. 

Diskominfotik has a wider scope of duties and responsibilities than before. 

Because apart from the addition of statistics, the Electronic Data Management 

Section (PDE), which used to be in the Regional Secretariat, is now a part of 

Diskominfotik, including publications and media cooperation for public relations 

affairs, which were previously handled by the Public Relations Section of the 

Regional Secretariat. 

As time went on, in 2018 there was a change in the organizational structure 

of Diskominfotik, Electronic Procurement Services (LPSE) was no longer one of 
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the tasks and functions of Diskominfotik, moving to the Procurement Section of the 

Regional Secretariat of Goods/Services. This change is based on Regent Regulation 

Number 58 of 2018 concerning Amendments to Bengkalis Regent Regulation 

Number 51 of 2016 concerning Position, Organizational Structure, Echeloning, 

Duties, Functions and Job Descriptions and Work Procedures. 

 

2.2 Vision and Mission 

2.2.1 Vision of Bengkalis Regency : 

The Vison of Bengkalis Regency 2016 – 2021 are as follow : "The 

Realization of Bengkalis Regency as a Model for Developed and Prosperous 

Countries in Indonesia" 

2.2.2 Mission of Bengkalis Regency : 

The Missions of the Bengkalis Regency 2016 – 2021 in realizing the 

expected goals are as follow : 

1. Realizing the Effective Management of Regional Financial Potential, 

Natural Resources and Human Resources in Advancing the Economy. 

2. Realizing Bureaucratic Reform and Strengthening Malay Religious and 

Cultural Values Towards Good Governance and Character Society. 

3. Realizing the Provision of Quality Infrastructure and Developing the 

Potential of Border Areas for People's Welfare. 

 

2.3 Kind of Business 

The communication, informatics and statistical services have main duties 

and tasks and functions that are broader in scope. the Electronic Data Management 

Section (PDE), which used to be in the Regional Secretariat, is now a part of the 

Diskominfotik, including publications, media cooperation in public relations 

affairs, which were previously handled by the Public Relations Section of the 

Regional Secretariat. The Office Diskominfotik is the implementing element of 

government affairs in communication and information technology, government 

affairs in the clothing sector, and government affairs in statistics, which is led by 

the Head of Service who is under and responsible to the Regent through the 
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Regional Secretary. the Department of Communication and Information has the 

task of assisting the Regent in carrying out government affairs which are the 

authority of the region and assisting tasks in the fields of communication, 

informatics and statistics.  

Assisting the smooth distribution of information and public information 

services to the public, especially information related to the activities of the Ministry 

of Communication and Informatics, providing and providing access to information 

by the Bengkalis Regency Government in an open and efficient manner to the 

public, so as to create transparency, participation and accountability. As for the type 

of sector that exist in the Communications, Informatics and Statistic Depaterment 

of Bengkalis Regency as follow : 

1. Management and Public Information Services Sector, consisting of : 

The Field of Management and Public Information Services has the task of 

carrying out coordination in the field of Management and public information 

services which includes the management of public opinion and aspirations, 

information management, and public information services. The Field of 

Management and Public Information Services in carrying out the task of 

carrying out functions : 

a. Preparation of materials for policy formulation in the field of 

management of public opinion and aspirations within the scope of local 

government, information management to support national and local 

government policies as well as public information services 

b. Preparing materials for implementing policies in the field of managing 

public opinion and aspirations within the scope of local government, 

managing information to support national and local government 

policies and providing public information services 

c. Preparation of materials for the preparation of norms, standards, 

procedures, and implementation criteria in the field of managing public 

opinion and aspirations within the scope of local government, 

information management to support national and local government 

policies and public information services 
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d. Preparation of materials for providing technical supervision guidance 

in the field of management of public opinion and aspirations within the 

scope of local government, management information to support 

national and local government policies and public information services 

e. Monitoring, evaluation, and reporting in the field of management of 

public opinion and aspirations within the scope of local government, 

information management to support national and local government 

policies and public information services 

f. Implementation of other tasks assigned by the Head in accordance with 

his duties. 

2. Communication and Information Resources Sector, consisting of : 

The Division of Communication and Information Resources has the task of 

coordinating the field of communication and information resources, in 

accordance with applicable regulations. The field of Communication and 

Information Resources in carrying out the main tasks of carrying out the 

functions : 

a. Preparation of policy formulation materials in the field of providing 

sectoral content and managing public communication media, media 

relations services and strengthening public communication capacity 

and providing access to information 

b. Preparing materials for implementing policies in the field of providing 

sectoral content and managing public communication media, media 

relations services and strengthening public communication capacity 

and providing access to information 

c.  Preparation of materials for the preparation of norms, standards, 

procedures and criteria for implementation in the field of providing 

sectoral content and managing public communication media, media 

relations services and strengthening public communication capacity 

and providing access to information 

d. Preparation of materials for providing technical guidance and 

supervision in the field of providing sectoral content and managing 
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public communication media, media relations services and 

strengthening public communication capacity and providing access to 

information 

e. Monitoring, evaluation and reporting in the field of providing sectoral 

content and managing public communication media, media relations 

services and strengthening public communication capacity and 

providing access to information 

f. Implementation of other tasks assigned by the Head of the Office of 

Communication and Information Technology. 

3. Statistics and Coding, consisting of : 

The Sector of Statistics and Encoding consists of the Statistical Section, the 

Coding Section, and the coding monitoring and evaluation section. The 

Statistical and Coding Division has the task of coordinating in accordance 

with applicable regulations. Statistics and Coding in running a task of 

carrying out functions: 

a. Formulation of information security policy; Implementation of an 

inventory of information security policy needs 

b. Implementation of coordination of activities of Sandiman's functional 

positions 

c. Formulation of technical regulations for the management of password 

human resources, encryption software, encryption hardware and 

password communication network 

d. Management of password human resources 

e. Management of encryption software, encryption hardware and 

password communication network 

f. Implementation of coordination of functional position activities of the 

coder 

g. Implementation of other tasks assigned by the Head in accordance 

with his duties and functions. 

4. Field of Electronic-Based Management 

The Electronic-Based Management Sector has the task of implementing and 
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coordinating the formulation of information systems/telematics and 

technology applications in accordance with applicable regulations. 

Electronic-Based Management in carrying out the task of carrying out 

functions: 

a. Preparation of program activities, administration, evaluation and 

reporting of information system/application management within the 

Bengkalis Regency Government 

b. Management of information systems, applications, telematics and 

infrastructure development 

c. Implementation of training services and technical support for the 

operation of information systems/applications/telematics and 

technology 

d. Implementation of  other tasks assigned by the head in accordance 

with the duties and functions. 

 

2.4 Organization Structure 

The organizational structure is a form of human resource management 

framework that shows the levels and responsibilities and authorities of each agency 

in a joint effort to achieve the goals that have been set.  

In order to carry out its duties as a government agency, it is necessary to 

have an organizational structure. The organizational structure is a form of human 

resource management framework that shows the levels and responsibilities and 

authorities of each company in a joint effort to achieve the goals that have been set. 

The organizational structure of the practical work carried out at the Department of 

Communication, Informatics and Statistics (Diskominfotik) of Bengkalis Regency 

is prepared in accordance with the provisions with the functions, obligations and 

responsibilities of each section in each field.  

The organizational structure of the Bengkalis Regency Communication, 

Information and Statistics (Diskominfotik) Office can be seen in Figure 2.1 below: 
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Figure 2.1 Structure of Diskominfotik 

Source: https://bengkaliskab.go.id 

The organizational structure of the Bengkalis Regency Communication, 

Informatics and Statistics Office is: 

1. Head of Service 

The Head of the Office of Communication, Information and Statistics has the 

task of assisting the Regent in carrying out government affairs which are the 

authority of the region and the task of assisting in the field of communication, 

2. Secretariat 

The secretary has the task of leading, coordinating and controlling tasks in 

the field of management, secretarial services which include coordinating 

planning, preparing programs and budgets, managing finances and 

equipment. The Secretariat consists of the Program Preparation Sub-Section, 

the General and Personnel Sub-Section and the Finance and Equipment Sub-

Section. 

3. Field of Management and Public Information Services, consisting of: 

The field of management and public information services consists of the 

Section for Management of Public Opinions and Aspirations, Section for 
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Information Management, and Section for Public Information Services. 

4. Communication and Information Resources Sector, consisting of : 

The Communication and Information Resources Sector consists of the 

Section for Provision of Cross-Sectoral Content and Management of Public 

Communication Media, Section for Media Relations Services, and Section 

for Strengthening the Capacity of Public Communication Resources and 

Information Access. 

5. Electronic-Based Management, consisting of : 

The Electronic-Based Management Division consists of the Application 

Section, the Telematics Section, and the Infrastructure and Technology 

Section. 

6. Statistics and Coding, consisting of : 

The Sector of Statistics and Encoding consists of the Statistical Section, the 

Coding Section, and the coding monitoring and evaluation section. 

 

2.5 The Working Process 

During his Apprenticeship in communications, informatics and statistics in 

Bengkalis Regency, the author was placed in the field of management and public 

information services. 

Management and Public Information Services sector has the task of 

coordinating the field of management and public information services which 

includes the management of public opinion and aspirations, information 

management, and public information services. 

1. Public Opinion and Aspiration Management Section 

The Public Opinion and Aspirations Management Section has the task of 

carrying out some of the tasks in the field of management and public 

information services in preparing guidance materials, guidelines, policies 

and technical instructions regarding the management of public opinions and 

aspirations in accordance with applicable regulations. The job description 

of the Section for Management of Public Opinions and Aspirations is as 

follows: 
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a. Prepare materials for policy formulation in the field of management 

of public opinion and aspirations; 

b. Prepare materials for implementing policies in the field of managing 

public opinion and aspirations; 

c. Prepare materials for the preparation of norms, standards, procedures 

and criteria for organizers in the field of managing public opinion and 

aspirations; 

d. Prepare materials for providing technical supervision guidance in the 

field of managing public opinion and aspirations; 

e. Carry out monitoring, evaluation and reporting in the field of 

management of public opinion and aspirations; 

f. Organizing mentoring services for public issues in the media (social 

mass media) in the field of managing public opinion and aspirations; 

g. Conducting public opinion gathering (surveys, opinion polls) in the 

field of managing public opinion and aspirations; 

h. Organizing public complaints in the field of management of public 

opinion and aspirations; and 

i. Carry out other tasks assigned by the Head of Division in accordance 

with their duties. 

2. Information Management Section 

The information management section has the task of carrying out some of 

the tasks in the field of management and public information services in 

preparing guidance materials, guidelines, policies and technical instructions 

on information management in accordance with applicable regulations. The 

job description of the Information Management Section is as follows: 

a. Prepare materials for policy formulation in the field of information 

management; 

b. Prepare materials for implementing policies in the field of information 

management; 

c. Prepare materials for the preparation of norms, standards, procedures 

and criteria for organizers in the field of information management; 
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d. Prepare materials for providing technical supervision guidance in the 

field of information management; 

e. Conduct monitoring, evaluation and reporting in the field of 

information management; 

f. Carrying out monitoring services for cross-sectoral public 

communication themes, within the scope of the government in the 

field of information management; 

g. Perform processing and analysis of information data to support public 

communication in the field of information management; and 

h. Carry out other tasks assigned by the Head of Division in accordance 

with their duties. 

3. Public Information Service Section 

The Public Information Service Section has the task of carrying out some of 

the tasks in the field of management and public information services in 

preparing guidance materials, guidelines, policies and technical instructions 

on Public Information Services in accordance with applicable regulations. 

The job description of the Public Information Services Section is as follows: 

a. Prepare materials for policy formulation in the field of public 

information services; 

b. Prepare materials for implementing policies in the field of public 

information services; 

c. Prepare materials for the preparation of norms, standards, procedures, 

and criteria for providers in the field of public information services; 

d. Prepare materials for providing technical supervision guidance in the 

field of public information services; 

e. Conduct monitoring, evaluation and reporting in the field of public 

information services; 

f. Organizing information disclosure management services for the 

implementation of public information disclosure; 

g. Serving public information for the implementation of public 

information disclosure; 
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h. Prepare a forum for public complaints in the field of public 

information services; and 

i. Carry out other tasks assigned by the Head in accordance with his 

duties. 

 

The stages of work implementation are as follows: Prepare official travel 

documents, Carry out official trips, Make reports after making official trips. The 

working process carried out in the field of Management and public information 

services can be seen in Figure 2.2 bellow : 

 

Figure 2.2 Flowchart Work in the management and Public Information Services Sector 

Source: Processed Data, 2021 

 

The description in the figure above is the working procces in the filed of 

management and public information services as follow : 

1. Prepare documents before going on a business trip 

Official travel is a trip made by an employee or employee of an agency or 

company related to official work assignments for a certain period of time. 

In order for a business trip to run as expected, the office administration / 

secretary must always coordinate when preparing all the things needed for 
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an official trip. One of the preparations for official travel includes 

preparation of official travel documents. In handling official travel, there are 

various kinds of documents that must be prepared properly for the smooth 

running of the official trip itself. An official travel document is a written or 

printed evidence that can provide information for the leadership when 

traveling on an official trip. These documents include : 

a. Official Note 

b. Task Order (SPT) 

c. Official Travel Order 

2. Going on a business trip 

Official travel is a trip made by an employee of an agency or company 

related to official work assignments. Official job duties are work 

assignments related to the interests of the agency concerned. In accordance 

with the main tasks and main functions of management and public 

information services, including: Organizing cross-sectoral monitoring 

services for public communication themes, the scope of government in the 

field of information management, providing technical guidance materials 

for supervision in the field of public information services, Organizing 

information management services for the implementation of public 

information, Complaining public complaints in the field of information 

services, monitoring, evaluating and reporting information handling 

3. Making a Business Travel Report and complete the SPJ (Letter of 

Accountability) 

A business trip report is a report that provides an explanation of details 

related to activities during a business trip. Also, a travel report can be used 

as evidence that we have completed our official travel duties.  

SPJ is proof of a letter relating to the completeness of the administration of 

financial administration accountability and/or the results of the realization 

of technical and special activities. The SPJ is one of the most important 

documents and is often used by government agencies, companies, or other 

fields that uphold the principles of accountability and transparency. 
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2.6 Document Used For Activity 

Documents commonly used in activities in the field of information 

management and services are as follows: 

1. Letters  

Letters are one of the documents that are often created. Some sample letters 

The letters that are often used are letters that are needed before going on an 

official trip, official travel orders, task orders, and official notes 

2. Business Travel Report 

A business trip report is a report that must be made after an employee has 

taken an official trip, namely as a report that provides an explanation of 

details related to activities during an official trip. Also, travel reports can be 

used as evidence that the employee have completed official travel 

assignments. 

3. SPJ (Letter of Accountability),  

SPJ Accountability Letter is a report of an activity that has been carried out. 

The SPJ usually contains the work or activities that have been carried out, 

the realization of expenditures, who is carrying out and the outputs of these 

activities. SPJ is an accountability mechanism for spending money 

(spending) and the performance obtained. 

SPJ for business trips out of town in government agencies, generally must 

be accompanied by evidence of a Task Order (SPT), official travel expenses 

(SPPD), General Cash Book (BKU), Expenditure Recapitulation Book per 

Object Details, Recipt and must be accompanied by proof of bills or tickets, 

list of expenses. Each document is usually made 3-4 copies. In addition, the 

evidence must be supported by reports on the results of the implementation 

of tasks outside the city. 
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CHAPTER III 

SCOPE OF THE APPRENTICESHIP 

3.1 Job Description 

Job description of Apprenticeship at the Department of Communication, 

Information and Statistics (Diskominfotik) Bengkalis Distric which starts on 

February 15 to June 30, 2021 at Diskominfotik Bengkalis Distric. The work carried 

out at the District Diskominfotik office. Bengkalis especially in the field of PPIP 

(Management and Public Information Services).  

Task Specifications carried out for 20 (twenty) weeks in the field of 

Management and Public Information Services at the Department of 

Communication, Information and Statistics Kab. Bengkalis are as follows: 

1. Recording and Archiving Incoming Letter. 

2. Make Official Travel Order 

3. Recording and Archiving Outgoing Letter. 

4. Make Official Note 

5. Make Task Order 

6. Conduct official trips, consult PPIP and assist with socialization. 

7. Make a Business Travel Report 

8. Complete the SPJ (Letter of Accountability), BKU (General Cash Book), 

Expenditure Recapitulation Book per Object Details, Recipt, Offical Travel 

Ticket. 

9. Scan Document. 

10. Print Doocument. 

11. Duplicate Documents. 

  

3.2 System and Procedure 

To make it easier for employees to perform their tasks, the office uses an 

internet-based system. Each computer in a division is connected to other divisions 

by accessing the website of each field in accordance with the work section of the 
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Department of Communication, Information and Statistics (Diskominfotik) Kab. 

Bengkalis. But not all work is done online, there are some jobs that are done offline 

and manually, from some of the work I do more offline than online. 

An online system such as the one on the SP4N LAPOR website is an 

application that is used to submit public complaints in the field of public 

information. While the applications that are often used at work are Microsoft Excel 

and Microsoft Word for inputting data, making materials for implementing 

information management policies, and providing technical guidance in managing 

information. To make official staff, official notes, task orders, official travel orders, 

and official travel reports. While the manual system used to record outgoing and 

incoming mail. 

Practical work procedures that have been carried out at the Department of 

Communication, Information and Statistics (Diskominfotik) Bengkalis Regency 

starting on 15 February to 30 June 2021 in the Management and Public Information 

Services sector as follows : 

1. Make letters 

Writing a letter is one of the activities that are often carried out. a number 

of Letters that have been made include official travel orders (SPPD), official 

notes and task order (SPT) 

a. official travel order (SPPD) namely as proof of a work trip given by 

superiors or authorities to employees who are intended to serve. SPPD 

can be referred to as a permit letter for employees to carry out their 

work. This letter is often used as evidence for employees on official 

trips or work carried out outside the city for a period that has been 

determined by the previous leadership. Of course, in carrying out their 

official duties, employees who are assigned the task must carry this 

SPPD wherever they work or serve outside the city. it can be seen in 

the picture below : 
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Figure 3.1 Official Travel Order  

Source : Writer documentation, 2021 
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b. Make Official Note is an internal staff document, which is prepared 

by an authorized official to submit reports, notifications, declarations, 

requests or communication of opinions to other officials. This note is 

used for communication between subordinates and superiors or 

between officials at the same level or between superiors and 

subordinates. With the development of technology, the use of official 

notes is still an option and will not change with development. This is 

because the formal processing of this note owned by the company will 

facilitate its implementation. it can be seen in the picture below : 

 
Figure 3.2 Offical Note 

Source : Writer documentation, 2021 
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c. Make Task Order is a letter officially issued by a company, agency, 

or organization addressed to an employee to perform a particular job 

or task. it can be seen in the picture below : 

 
Figure 3.3 Task Order (SPT) 

Source : Writer documentation, 2021 

 

2. Make a Business Travel Report 

A business trip report is a report that provides an explanation of details 

related to activities during a business trip. Also, a travel report can be used 

as evidence that we have completed our official travel duties. it can be seen 

in the picture below : 
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Figure 3.4  Report About Business Travel  

Source : Writer documentation, 2021 

 

3. Complete the SPJ (Letter of Accountability), BKU (General Cash Book), 

Expenditure Recapitulation Book per Object Details 

SPJ is proof of a letter relating to the completeness of the administration of 

financial administration accountability and/or the results of the realization 

of technical and special activities. The SPJ is one of the most important 

documents and is often used by government agencies, companies, or other 

fields that uphold the principles of accountability and transparency. 
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SPJ for official trips out of town at government agencies in the 

communication, statistics and informatics department of Bengkalis Regency 

in general must be accompanied by evidence of an Assignment Order (SPT), 

Office Travel Order (SPPD), proof of expenditure, namely a general cash 

book, details of official travel costs namely the book of expenditure 

recapitulation per object details, receipts and must be accompanied by 

evidence such as official travel tickets Each document is usually made in 3-

4 copies. In addition, the evidence must be supported by reports on the 

results of the implementation of tasks outside the city.  

a. For proof of expenditure, namely the General Cash Book (BKU) is a 

book as a result of recording the treasurer to inform cash inflows and 

outflows. to get a clear picture of general cash book can be seen in the 

appendix 7 in this report 

b. Details of official travel costs, namely the expenditure recapitulation 

book per object detail is the completeness of the Expenditure 

Accountability Report. to get a clear picture of general cash book can 

be seen in the appendix 8 in this report 

c. The Receipt in the letter of responsibility is a proof of receipt of 

payment as evidence of receipt of payment for goods, services or other 

engagements based on the interests of the service. The Receipt can be 

seen in the image below : 
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Figure 3.5 Receipt 

Source : Writer documentation, 2021 
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d. Official Travel Tickets are the implementation of official travel duties 

that are supported as valid proof of payment. Business travel tickets 

can be seen in the image below : 

 
Figure 3.6 Official Travel Ticket 

Source : Writer documentation, 2021 

 

4. Conduct official trips. 

Official travel is a trip made by an employee or employee of an agency or 

company related to official work assignments. Official job duties are work 

assignments related to the interests of the agency concerned. In accordance 

with the main tasks and main functions of management and public 

information services, including: Organizing cross-sectoral monitoring 

services for public communication themes, the scope of government in the 

field of information management, providing technical guidance materials 

for supervision in the field of public information services, Organizing 
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information management services for the implementation of public 

information, Complaining public complaints in the field of information 

services, monitoring, evaluating and reporting information handling. The 

conduct official trips can be seen in Figure 2.2 bellow : 

 
Figure 3.7 Socialization of the KIP Law in Pinggir District  

Source : Writer documentation, 2021 

 

Figure 3.8  Monitoring PPIP Assistant Mandau Distric 

Source : Writer Documentation, 2021 
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Figure 3.9  PPIP Consultation in the Pinggir District 

Source : Writer Documentation, 2021 

 

5. Duplicate document  

Document duplicating is a process of reproducing documents with a specific 

purpose and purpose. The documents that are often duplicated are the 

acountability letter. The method of duplicating documents is as follows: 

a. Press the ON button to turn  on the copier. 

b. Place the paper to be copied on the glass that is the copy area. It is 

usually located under the scanner and adjust the position of the paper 

c. Press the paper select button, then set the paper size to be used. 

d. number buttons to set how many sheets of paper to be copied. 

e. Press the start button, then wait for a few moments until the 

photocopier finishes removing the paper that is the result of the Photo 

copy. 

f. When the machine is finished, turn it off by pressing the OFF button. 
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Figure 3. 10 Duplicate Document  

Source : Writer Documentation, 2021 

 

6. Printing document  

Printing is an activity to convert softcopy into hardcopy which requires tools 

such as printers. One of the uses of this printer is when printing letters used 

during business trips, accountability letters and materials for official travel. 

Examples of printed documents are as follows: 

 
Figure 3. 11 Prepare and Print a socialization material 

Source : Writer Documentation, 2021 
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7. Scan Documents 

Scan Documents Every document that has been created, usually requires a 

soft file which must be also equipped with machine usage documents. With 

Scanner Engine results will appear on the computer monitor screen so which 

after that can be as desired and saved as a text file, documents and images. 

Scanned documents include community information group activity 

documents that will be archived, and activity documents carried out in the 

field of public information management  

a. First, make sure the scan engine is turned on. 

b. From cleaning with a computer. 

c. After that, Place the document to be scanned on the paper loading 

port. 

d. Make sure the computer you are using has the drive in use, after This 

selects the scan menu and the document that will run.  

e. Finally, once done, the scanned document can be selected whether to 

save in the form of a file, image or pdf 

 
Figure 3. 13 Scanning Project Documents 

Source : Writer Documentation, 2021 
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3.3 Place and Time of the Apprenticeship 

3.3.1 Place of the Apprenticeship 

 The Apprenticeship (KP) was carried out at the Department of 

Communication, Information and Statistics (Diskominfotik) Jl. Kartini, Bengkalis 

City, Bengkalis District, Bengkalis Regency, Riau. 

Figure 3.13 Office of Comunication, Informatics And Statistics. 
Source: https://bengkaliskab.go.id 

 

3.3.2 Time of the  Apprenticeship 

Time of Implementation of Apprenticeship (KP) carried out for 4 months of 

work. From Monday, February 15 2021 to Wednesday, June 30 2021. 

Table 3.1 Apprenticeship Schedule 

No Day  Time Work Agency  

1 Monday to Friday 08:00 s/d 04:30 
Diskominfotik Bengkalis 

Regency 

2 Saturday to Sunday Holiday 

Source : Processed Data 2021 

 

3.4 Kind and Description of the Activity 

To find out more clearly the description of the activities carried out during 

practical work at the Bengkalis Regency Communication, Information and 

Statistics Office in the field of Management and Public Information Services (PPIP) 

can be seen in the following table : 
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In the first week there was not much work because it was still in the 

introduction stage of the Apprenticeship and job adjustments, especially in the field 

of Management and Public Information Services (PPIP). Work carried out such as 

recording letters and filing incoming mail and helping prepare letters for business 

trips. 

Table 3.2 Apprenticeship Report On the First Week (Week 1) 

No Day/Date Name of Activity Part 

1 
Monday 

15 Febuari 2021 

a. Self-introduction of the first day of Apprenticeship 

b. Receiving directions regarding Apprenticeship 

activities by the head of the Secretariat Sector 

c. Take official notes and placements in each section 

Secretariat 

Sector 

2 
Tuesday 

16 Febuari 2021 

a. Introduction to and Receiving direction for 

Apprenticeships in the PPIP (Management and Public 

Information Services) Sector by the Head of the PPIP 

Sector 

b. Recording and archiving incoming mail. 

PPIP Sector 

 3 
Wednesday 

17 Febuari 2021 

a. Make SPPD (official travel order) 

b. Record and archiving outgoing letter and give a 

number to the SPPD (official travel order) 
PPIP Sector 

4 
Thursday 

18 Febuari 2021 
a. Make official notes 

PPIP Sector 

5 
Friday 

19 Febuari 2021 

a. Following the agenda of the meeting in the context    

of gathering BEM Polbeng with Diskominfotik 

Meeting 

Sector 

Source: Processed Data 2021 

 Furthermore, in the second week, a lot of work has started, such as being 

taught to write letters for official  travel documents, namely making Assignment 

Orders, making Official Notes and taking official trips for consultation on 

Management and Public Information Services (PPIP) in Duri City, namely to the 

Pinggir Sub-District Office and Mandau Sub-District Head Office. 

Table 3.3 Apprenticeship Report On the Second Week (Week 2) 

No Day/Date  Name of Activity Part 

1 
Monday 

22 Febuari 2021 

a. Make SPPD (official travel order) 

b. Make a Task Order. 

c. Making Make official notes. 

d. Complete the numbering of outgoing letters  

 

PPIP Sector 

2 
Tuesday 

23 Febuari 2021 

a. Conducting g an official trip to the city of Duri, in the 

context of the PPIP Consultation (Diskominfotik  Duri City 

3 
Wednesday 

24 Febuari 2021 

a. Conducting official trip PPIP Discominfotik 

Consultation Kab. Bengkalis to PPIP Pinggir district. 

Pinggir sub-

district office 

4 
  Thursday 

25 Febuari 2021 

a. Conducting official trip PPIP Discominfotik 

Consultation Kab. Bengkalis to PPIP Mandau district. 
Mandau sub-

district office 

5 
Friday  

26 Febuari 2021 

a. Make a repor after a business trip. 
PPIP Sector 

Source: Processed Data 2021 
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This week doing work such as SPPD visa, completing numbering on SPPD, 

SPT and notes, Completing reports afer official travel, completing SPJ (Letter of 

Accountability), completing BKU (General Cash Book). 

Table 3.4 Apprenticeship Report On the Third Week (Week 3) 

No Day/Date Name of Activity Part 

1 
Monday 

01 Maret 2021 

a. SPPD Visum (Official Travel Order) 

b. Complete the report after a business trip. 
PPIP Sector 

2 Tuesday 
02 Maret 2021 

a. Continue to complete the official travel report. 

b. Completing the SPJ (Letter of Accountability) after a 

business trip. 

PPIP Sector 

 

3 
Wednesday 

03 Maret 2021 

a. Complete the number on the SPPD (Official 

Travel Order), SPT (Task Order), and official 

notes. 

PPIP Sector 

4 
Thursday 

04 Maret 2021 

a. Complete SPJ, recalculate official travel budget 

receipts and compile BKU (General Cash Book) 

which records all cash receipts and disbursements 

through the expense treasurer 

PPIP Sector 

5 Friday 
05 Maret 2021 

a. Complete and re-examine the report after a business 

trip, complete the numbering and stamp on the SPJ 

(Letter of Accountability) 

PPIP Sector 

Source: Processed Data 2021 

This week doing work such as conducting to make SPPD, give number letter 

staff reviews and Printing materials on the Law on Public Information Disclosure 

for material on socialization activities in Pinggir District 

Table 3.5 Apprenticeship Report On the Fourth Week (Week 4) 

No Day/Date Name of Activity Part 

1 Monday 
08 Maret 2021 

a. Make SPPD (Official Travel Order). 

b. Give number letter Staff review. PPIP Sector 

2 Tuesday 
09 Maret 2021 

a. Printing document on the Law on Public Information 
Disclosure for materials for socialization activities in 
the Pinggir sub-district 

PPIP Sector 

 

3 Wednesday 

10 Maret 2021 

a. Continuing to Printing materials on the Law on 

Public Information Disclosure for socialization 

activities in the Pinggir sub-district 

PPIP Sector 

 

4 
Thursday 

11 Maret 2021 
Israj Mi'raj Prophet Muhammad Saw – Holiday - 

5 
Friday 

12 Maret 2021 
a. Data input for PPIP Diskominfotik of Bengkalis 

Regency employees 
PPIP Sector 

Source: Processed Data 2021 

 

This week doing work such as data entry, making official notes, making 

SPPD, delivering payment orders for disbursement of official travel funds to the 

BPKAD office and input data for discominfotik PPIP employees in the PPIP field 
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Table 3.6 Apprenticeship Report On the Fifth Week (Week 5) 

No Day/Date Name of Activity Part 

1 
Monday 

15 Maret 2021 

a. input of NON ASN salary data 
b. Make official notes PPIP Sector 

2 
Tuesday 

16 Maret 2021 
Sick - 

3 
Wednesday 

17 Maret 2021 

a. Continuing data entry for discominfotik PPIP 
employees PPIP Sector 

4 
Thursday  

18 Maret 2021 

a. Make an SPPD (official travel order) to the 

Pinggir district.  

b. Deliver the SPM application to the BPKAD 

office 

PPIP Sector 

5 
Friday 

19 Maret 2021 

a. Help calculate the funds that will be used for official 

travel 

b. Help complete the documents and equipment that will 

be brought during the official trip 

PPIP Sector 

Source: Processed Data 2021 

This week doing work such as preparing documents and official travel 

materials and conducting socialization in the district. Edge with the theme 

“socialization of the KIP law number 14 of 2008 regarding public information 

disclosure in 2021” and after returning to prepare a report after an official trip. 

Table 3.7 Apprenticeship Report On Sixth Week (Week 6) 

No Day/Date Name of Activity Part 

 

1 Monday 

22 Maret 2021 

a. Prepare documents for official travel  

Make SPPD (official travel order), Task Order. And 

official notes., as well as materials for socialization 

participants. 

PPIP Sector 

2 
Tuesday 

23 Maret 2021 

a. Conducting official trips to socialize KIP (public 
information disclosure) events in the Pinggir district 

Pinggir 

Distric 

3 
Wednesday 

24 Maret 2021 

a. Attending and filling out the KIP (public information 
disclosure) socialization event in the Pinggir district. 

Pinggir 

distric 

 
4 

Thursday 

25 Maret 2021 

a. Conducting official trips PPID consultation service 

continues to go to Pinggir district. 

b. Take a trip home  

Pinggir 
distric 

 
5 

Friday 

26 Maret 2021 

a. Compile reports after business trips 
c. SSPD Visum (official travel order). PPIP Sector 

Source: Processed Data 2021 

This week doing work such as completing (Letter of Accountability) and 

filing KIM (Community Information Activities) documents as archives and 

evidence that activities have been carried out 
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Table 3.8 Apprenticeship Report On the Seventh Week (Week 7) 

No Day/Date Name of Activity Part 

1 
Monday 

28 Maret 2021 

a. Complete the report after going on an official trip and 
complete the SPJ (Letter of Accountability) 

PPIP Sector 

2 
Tuesday 

29 Maret 2021 

a. Continuing to complete the numbering and stample 

on the SPJ (Letter of Accountability). 
PPIP Sector 

3 
Wednesday 

30 Maret 2021 

a. Recording and archiving incoming mail. 
b. Assist in compiling BKU (General Cash Book) an 

incoming letter. 
c. Assist in compiling BKU (General Cash Book)  

PPIP Sector 

4 
Thursday 

01 April 2021 

a. Scanning the KIM (Community Information 

Activities) document in the PPIP Sector 

(Management and Public Information Services) 

PPIP Sector 

5 
Friday 

02 April 2021 
Isa Al Masih Death – Holidays PPIP Sector 

Source : Processed Data 2021 

In the following week doing the same work in the previous week preparing 

official travel documents, filing documents, and checking the completeness of the 

SPJ but this week there were several days of absence due to renovations in the PPIP 

Sector. 

Table 3.9 Apprenticeship Report On the Eigth Week (Week 8) 

No Day/Date Name of Activity Part 

 
1 

 

Monday 

05 April 2021 

a. Making SPT (task order) 

b. Make SPPD (official travel order) PPIP Sector 

2 
Tuesday 

06April 2021 

a. Archive PPIP activity documents (Management and 

Public Information Services) PPIP Sector 

3 
Wednesday  

07 April 2021 
Renovation PPIP Sector room – Holiday - 

4 
Thursday 

08 April 2021 
Renovation PPIP Sector room – Holiday - 

5 
Friday 

09April 2021 

a. Checking the completeness of the official travel report 

and SPJ (letter of responsibility) 

b. SPPD Visum (official travel order) 
PPIP Sector 

Source: Processed Data 2021 

 

This week they are taught to do work such as recapitulating SPAN LAPOR 

data for April, duplicating SPJ documents, recording and archiving incoming mail, 

archiving KIM documents (community information activities) but this week there 

are a few days of absence due to holidays welcoming the holy month of Ramadan.  
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Table 3.10 Apprenticeship Report On the Ninth Week (Week 9) 

No Day/Date Name of Activity Part 

 

1 
Monday 

12 April 2021 

a. Recap the SPAN Lapor data for April 
b. Duplicate the SPJ document (Letter of 

Accountability) 

PPIP Sector 

2 
Tuesday  

13 April 2021 
Welcome The Month Of Ramadhan – Holidays - 

3 
Wednesday 

14 April 2021 
Welcome The Month Of Ramadhan – Holidays - 

4 
Thursday 

15 April 2021 
Welcome The Month Of Ramadhan – Holidays - 

 

5 
Friday 

16 April 2021 

a. Record and Archive incoming mail surat 
b. Archive documents & scan documents KIM 

(Community Information Group)) 
PPIP Sector 

Source : Processed Data 2021 

This week doing the same work as the previous week completing the SPJ 

(Letter of Accountability) after that responding to questions or aspirations from the 

community for agencies on the SP4N LAPOR application, duplicating documents, 

filing KIM documents (public information activities). 

Table 3.11 Apprenticeship Report On the Tenth Week (Week 10) 

No Hari/Tanggal Nama Kegiatan Bagian 

 

1 

Senin 

19 April 2021 

a. Complete SPJ number and stamp (letter of 

responsibility) 

b. Duplicate SPJ documents (letter of accountability) 

PPIP Sector 

2 

Selasa 

20 April 2021 

a. Check and recalculate the official travel expense 

report data in the management and public information 

service (PPIP) section 

PPIP Sector 

 

3 

Rabu 

21 April 2021 

a. Responding to questions on the SP4N LAPOR 
application from the Bengkalis Regency government 
agency 

PPIP Sector 

4 
Kamis 

22 April 2021 

a. Drafting letters for other agencies 

b. Duplicate the document 
PPIP Sector 

5 Jumat 

23 April 2021 

a. Archive and scan KIM documents (public 
information activities) PPIP Sector 

Source: Processed Data 2021 

 This week, he is doing work on completing documents after official travel, 

namely SPPD visa, duplicating documents, completing numbering and helping 

treasurers Check and recalculate data on official travel expense reports in 

completing SPJ (Letter of Accountability) regarding details of funds. 
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Table 3.12 Apprenticeship Report On the Eleventh Week (Week 11) 

No Day/Date Name of Activity Part 

 
1 

Monday 

26 April 2021 

a. SPPD Visum (official travel order) 

b. Duplicate the document  Ruan PPIP 

 
2 

Tuesday 

27 April 2021 

a. Completing and calculating the budget details of the 
expenditure recapitulation book per details of the 
objects of expenditure for official travel in the city in 
April. 

PPIP Sector 

3 Wednesday 

28 April 2021 

a. Make a report on business trips 

b. Complete the ticket as proof of taking an official trip 

to the SPJ (letter of responsibility) 
PPIP Sector 

4 Thursday 

29 April 2021 

a. Make and complete the numbering on the SPT 
(Assignment Order) in the financial sector PPIP Sector 

5 
Friday 

30 April 2021 

a. Help complete and re-examine BKU documents 
(General Cash Book) 

b. Stamping the BKU file (General Cash Book) 
PPIP Sector 

Source: Processed Data 2021 

This week carry out work such as completing the numbering of SPJ 

documents (letters of accountability) and helping to complete the DTH (daily list 

of regional expenditure daily shopping transactions) in the PPIP (public information 

management and service) field. 

Tabel 3.13 Apprenticeship Report On the Twelfth Week (Week 12) 

No Day/Date Name of Activity Part 

 
1 

Monday 

03 May 2021 

a. Complete the numbering on the payment receipt for 

the SPJ (letter of accountability) PPIP Sector 

 
2 

Tuesday 

04 May 2021 

b. Menstample and complete the numbering of the SPJ 
(letter of accountability), namely on staff reviews, 

official notes and SPPD after traveling on duty 
PPIP Sector 

3 
Wednesday 

05 May 2021 
Sick - 

 

4 Thursday 

06 May 2021 

a. Assist the treasurer in completing the DTH (daily 

list of regional expenditure daily shopping 

transactions) in the PPIP (public information 

management and service) field 

PPIP Sector 

 

5 Friday 

07 May 2021 

a. Continuing to complete the DTH (daily list of 
regional shopping daily shopping transactions) in 

the PPIP (public information management and 
service) field 

PPIP Sector 

Source : Processed Data 2021 

This week doing work calculating costs after business trips and 

recapitulating SPAN LAPOR data for the month of May and Duplicate the SPJ 

document (letter of accountability) as an archive but this week there were several 

days that were not included due to  bthe Eid Al-Fitr Holiday 
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Table 3.14 Apprenticeship Report On theThirteenth Week (Week 13) 

No Day/Date Name of Activity Part 

1. 
Monday, 

10 May 2021 
a. Help the treasurer to recalculate expenses after a 

business trip. 
PPIP Sector 

2. 
Tuesday 

11 May 2021 

a. Recap the SPAN REPORT data for the month of May 
b. Duplicate the SPJ document (letter of accountability) 

as an archive 
PPIP Sector 

3. 
Wednesday 

12 May 2021 
Eid Al-Fitr - Holiday - 

4. 
Thursday 

13 May 2021 
Eid Al-Fitr - Holiday - 

5. 
Friday 

14 May 2021 
Eid Al-Fitr - Holiday - 

Source : Processed Data 2021 

This week doing work, namely Responding to questions on the SP4N 

LAPOR application, which is calculating how much data comes in from the 

community for agencies, both complaints and aspirations from the community after 

that Complete the SPJ official travel report (letter of accountability) in April but 

this week there are several days that are not entered because of the Eid holiday. 

Table 3.15 Apprenticeship Report On theFourteenth Week (Week 14) 

No Day/Date Name of Activity Part 

1. 
Monday 

17 May 2021 
Eid Al-Fitr - Holiday - 

2. 
Tuesday 

18 May 2021 
Eid Al-Fitr - Holiday - 

3. 
Wednesday 

19 May 2021 
Eid Al-Fitr - Holiday - 

4. 
Thursday 

20 May 2021 

a. Responding to questions on the SP4N LAPOR 

application from the Bengkalis Regency government 

agency 

PPIP Sector 

5. 
Friday 

21 May 2021 

a. Complete the SPJ official travel report (letter of 

accountability)  PPIP Sector 

Source : Processed Data 2021 

 

This week doing work such as helping SKP data entry (change work letter) 

for all honorariums in the field of PPIP (management and public information 

services) in terms of salary increases for honorary salaries in the field of PPIP 

(management and public information services) followed by completing the 

numbering and duplicating the letter SPJ accountability and Duplicate and archive 

KIM documents. 
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Tabel 3. 16 Apprenticeship Report On the Fifteenth (Week 15) 

No Day/Date Name of Activity Part 

1. 
Monday 

24 May 2021 

a. Assist in SKP data input (change work letter) for 

honorary in the field of PPIP (public information 

management and services) 
PPIP Sector 

2. 
Tuesday 

25 May 2021 

a. Continuing SKP data input (change work letter) for 
honorarium in the field of PPIP (public information 
management and services) 

PPIP Sector 

3. 
Wednesday 

26 May 2021 
Vesak Day - Holiday - 

4. 
Thursday 

27 May 2021 

a. Help complete the numbering and duplicate the SPJ 

(Letter of Accountability) 

b. Check and recalculate the official travel expense 

report data in the management and public 

information service (PPIP) section in April 

PPIP Sector 

5. 
Friday 

28 May 2021 
a. Duplicate and archive KIM (community 

information group) documents 
PPIP Sector 

Source : Processed Data 2021 

This week there is not much work to do because many employees are on 

duty. just continue Resume Duplicate and archive KIM documents and complete 

the SPJ numbering (Letter of Accountability) 

Table 3.17 Apprenticeship Report On the Sixteenth Week (Week 16) 

Source : Processed Data 2021 

This week doing work Responding to questions on the SP4N LAPOR 

application, Checking the completeness of payment receipts for official travel 

expenses, Recording and archiving incoming letters and making documents before 

taking official trips. 

 

 

 

No Day/Date Name of Activity Part 

1. 
Monday 

31 May 2021 
a. Continue Copying and archiving KIM documents 

(community information group) 
PPIP Sector 

2. 
Tuesday 

01 June 2021 
Pancasila Day - Holiday - 

3. 
Wednesday 

02 June 2021 

a. Continuing to complete the SPJ 

b. Stamping and numbering the SPJ 

c. Calculate the official travel budget on the BKU 

(General Cash Book) which records all cash receipts 

and disbursements through the expense treasurer 

PPIP Sector 

4. 
Thursday 

03 June 2021 
Sick - 

5. 
Friday 

04 June 2021 

a. Prepare SPJ documents in order and check the 
completeness of SPJ files 

PPIP Sector 
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Table 3.18 Apprenticeship Report On the Seventeenth Week (Week 17) 

Source : Processed Data 2021 

 

This week, he worked to assist the treasurer in recalculating the budget after 

the official trip to complete the SPJ (Letter of Accountability) and complete the 

documents and equipment before the employee went on the official trip. 

Table 3.19 Apprenticeship Report On the Eighteenth Week (Week 18)  

Source : Processed Data 2021 

This week, he carried out work as usual as in the previous week, namely 

completing the SPJ (letter of accountability) document, recapitulating SP4N 

LAPOR data, recording and filing incoming letters and numbering official travel 

documents. 

 

 

No Hari/Tanggal Nama Kegiatan Bagian 

1. 
Senin 

07 June 2021 
a. Respond to questions on the SP4N LAPOR 

application for June 
PPIP Sector 

2. 
Selasa 

08 June 2021 

a. Checking the completeness of the payment receipt 

for official travel expenses 

b. Paste the ticket during a business trip 

PPIP Sector 

3. 
Rabu 

09 June 2021 

a. Recording and archiving incoming mail. 
b. Complete the numbering of outgoing letters to the 

finance and secretariat fields 
PPIP Sector 

4. 
Kamis 

10 June 2021 

a. Make SPPD (official travel order) 

b. Make an task order. PPIP Sector 

5. 
Jumat 

11 June 2021 

a. Making Make an official note. 

b. Scanning and printing document KIM (community 

information group) 

PPIP Sector 

No Day/Date Name of Activity Part 

1. 
Monday 

14 June 2021 

a. Complete and calculate the budget details of the 

expenditure recapitulation book per details of the 

objects of expenditure on official travel in the city in 

June. 

PPIP Sector 

2. 
Tuesday 

15 June 2021 

a. Assist the treasurer to recalculate expenses after a 

business trip. PPIP Sector 

3. 
Wednesday 

16 June 2021 
a. complete the SPJ, Stamping the SPJ and Numbering 

the SPJ 
PPIP Sector 

4. 
Thursday 

17 June 2021 

a. Make an official note 

b. Make SPT (task order) 

c. Printing material solization PPIP (Management and 

Public Information Services) Sector 

PPIP Sector 

5. 
Friday 

18 June 2021 

a. Help complete the documents and equipment that 

will be brought during business trips 
PPIP Sector 
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Table 3.20 Apprenticeship Report On the Nineteenth Week (Week 19) 

Source : Processed Data 2021   

This week not doing so much work, just continuing to complete the 

numbering and delivering the completed SPJ (Letter of Accountability) to the 

finance department and this week has finished carrying out practical work. 

Table 3.20 Apprenticeship Report On the Twentieth Week (Week 20) 

Source : Processed Data 2021 

    

3.5 Obstacle and Solution 

3.5.1 Obstacle 

Obstacles encountered during practical work at the Department of 

Communication, Information and Statistics (Diskominfotik) Kab. Bengkalis 

especially in the Management and Public Information Services Part, namely:  

1. Constraints regarding office layout. 

The space in the PPIP (Public Information Management and Services) field 

is narrow and the employees are many, making it difficult for employees 

No Hari/Tanggal Nama Kegiatan Bagian 

1. 
Senin 

21 June 2021 

a. Compile and check the completeness of the 

monthly SPJ, March and April 

b. Duplicate SPJ documents dokumen 

c. Deliver SPJ to the finance department 

PPIP Sector 

2. 
Selasa 

22 June 2021 
a. Recap the SPAN LAPOR data for June PPIP Sector 

3. 
Rabu 

23 June 2021 
a. Recording and Archiving incoming mail 

b. Scan the PPIP field activity document as an archive 
PPIP Sector 

4. 
Kamis 

24 June 2021 

a. Write an outgoing letter and record the number on 

the SPPD (Official Travel Order) and Official 

Note 

PPIP Sector 

5. 
Jumat 

25 June 2021 

a. Complete the numbering of the BKU (general 

cash book) on the payment receipt for the official 

travel report. 
 PPIP Sector 

  Day/Date Name of Activity Part 

1. 
Monday 

28 June 2021 

a. Complete the numbering on the official note 

b. Complete the numbering on the assignment order 

(SPT) in the financial sector. 

PPIP Sector 

 Tuesday 
29 June 2021 

a. Deliver spj (letter of accountability) to finance 
PPIP Sector 

3. 
Wednesday 

30 June 2021 
a. Job Farewell Practice. 

PPIP Sector 
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and practitioners to move quickly, and arrange employee places not based 

on each part of the work flow. 

2. Lack of provision of facilities (office equipment) 

During the practical work, the infrastructure to help complete the work is 

inadequate so that the work that must be completed by office facilities is a 

document duplicating tool (copy machine), the documents required are 

many copies of machines, but they are still shared with the secretariat. 

 

3.5.2 Solution 

Solutions to face problems in the workplace when carrying out Practical 

Work (KP) at the Department of Communication, Information and Statistics 

(Diskominfotik) Kab. Bengkalis especially in the Management and Public 

Information Services Section are as follows: 

1. Employees and practitioners must have the initiative to reorganize and 

reorganize the office layout so that they are more flexible in their work, the 

employee's workplace is arranged according to each part of the office work 

flow so that it can assist workers in increasing work productivity. 

2. For the problem of office facilities or facilities, namely photocopying 

machines, you must queue first if there are people from other fields who 

also want to use a photocopying machine and it takes a long time, therefore 

it is expected that each field has at least one photocopying machine 

compared to if you have to go to the secretariat for duplicate file 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

4.1 Conclusion 

After doing Apprenticeship at the Bengkalis Regency Communication, 

Information and Statistics Office, especially in the field (Management and Public 

Information Services), the following conclusions can be obtained   are as follow : 

1. The kind of busines (the main tasks and functions) of the Communication, 

Information and Statistics Department of Bengkalis Regency, namely 

assisting the Regent in carrying out government affairs which are the 

authority of the region and assisting tasks in the of communication, 

informatics and statistics sector. The types of sector that exist in the 

Communication, Information and Service Bengkalis Regency are as 

follows: Management and Public Information Services sector, Division of 

Information and Communication Resources sector, Statistics and 

Encryption Sector, and Electronic Based Management sector. 

2. The working process at the Communication, Information and statistics 

depaterment of Bengkalis Regency, especially in the PPIP (Public 

Information Management and Services) sector as follows: preparing 

documents before going on official trips, conduct official trips, making 

reports after official trips, and completing accountability letters . 

3. The documents used in the work process at the Communication, Information 

and statistics depaterment of Bengkalis Regency, especially in the PPIP 

(Public Information Management and Services) sector, namely: official 

travel orders, task orders and official notes, official travel reports, 

accountability letters (SPJ ) generally accompanied by evidence of a general 

cash book, a book of shopping recapitulation per object detail, receipts and 

proof of bills or tickets from official trips. 

4. The job description during the Apprenticeship process at the 

Communication, Information and statistics depaterment of Bengkalis 
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Regency, especially in the PPIP (Public Information Management and 

Services) sector as follows: Making an SPPD (Office Travel Order), Official 

Note, SPT (Assignment Order), Make a Official Travel Report, Complete 

SPJ (Letter of Accountability), in which there is a BKU (General Cash 

Book), Expenditure Recapitulation Book per Object Details, receipts and 

official travel tickets, Carry out official trips in the context of PPIP 

consultations and accompany socialization, write incoming letters and 

outgoing mail, Archiving documents, Inputting data. Scan, Print and 

Duplicate Documents. 

5. The working systems and procedures in the at the Communication, 

Information and statistics depaterment of Bengkalis Regency, especially in 

the PPIP (Public Information Management and Services) sector using 

online, offline systems, application systems and manual systems. All of 

these systems make it easier to do work, especially in jobs that involve 

administrative processes in the Management and Public Information 

Services sector. 

6. The obstacles faced in completing the work Communication, Information 

and Statistics Department of Bengkalis Regency, especially in the PPIP 

(Public Information Management and Services) sector, there were several 

obstacles encountered, such as a narrow office layout and inadequate work 

equipment, namely a document copying machine. 

7. The solutions in dealing with obstacles during Apprenticeship process at the 

(Public Information Management and Services) sector the first is to have the 

initiative to compile and reorganize the office layout, the employee's 

workplace is arranged based on each part of the work, the second solution 

is to duplicate large amounts of documents using equipment larger one in 

the Secretariat Room. Have to queue first at the secretariat if there are from 

other fields who also want to use a photocopy. 
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4.2 Suggestion 

Suggestions that can be given during the implementation of Apprenticeship 

at the Transportation Department of Bengkalis Regency are as follows :  

1. Office layout in the PPIP (Management and Public Information Services) 

sector is narrow and inconvenient, it is hoped that the PPIP sector proposes 

to renovate a larger room, if there is no procurement for room renovation, it 

is expected to have the initiative to change and reorganize office space 

because a good office layout will also provide improvements to office tasks 

and as a result work mechanisms can run quickly and smoothly. 

2. Considering the lack of office facilities, namely photocopying machines, it 

is expected that each field has at least one photocopying machine so that if 

you want to duplicate documents, do not have to go to the secretariat sector 

so that employee work can be completed faster.  
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Appendix 2 : Official Memo 
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Appendix 3 : List of Apprenticeship participant 
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Appendix 4 : Assessment Sheet During Apprenticeship 

 
 



58  

Appendix 5 : Certificate 
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Appendix 6 : Apprenticeship Revision List  
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Appendix 7 : General Cash Book  
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Appendix 8 : Expenditure Recapitulation Book per Object Details 
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Appendix 9 : Documentation Of Apprenticeship Activities  

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Introduction and briefing of the first day of Apprenticeship 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

consultation of information and documentation management officials (PPID) at the Pinggir district  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

consultation of information and documentation management officials (PPID) at the Pinggir district  
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consultation of information and documentation management officials (PPID) at the Pinggir district  

 

 

 

 

 

 

 

 

 

 
 

 
consultation of information and documentation management officials (PPID) at the Mandau 

district 

 
  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Public Information Disclosure of 2021 Socialization at the Pinggir Sub-District Head Office 
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Dissemination of the 2021 Public Information Disclosure Act at the Pinggir District Office 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dissemination of the 2021 Public Information Disclosure Act at the Pinggir District Office 

 

 
Dissemination of the 2021 Public Information Disclosure Act at the Pinggir District Office 
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Create socialization materials 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Making socialization materials 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Making socialization materials 
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Prepare SPJ documents (letter of accountability) 

 

 
Consultation to respond to questions on the SP4N LAPOR application 

 

 
Entering employee data in the PPIP Discominfotik Bengkalis district 
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Farewell to employees PPIP Sector 

 

 
Farewell to employees PPIP Sector 

 

 
Farewell to employees Seretariat Sector 
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Presentation of mementos with the Head of PPIP 

 

 
Handing over of mementos with the head of the PPIP section
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Submission of certificates as a memento for the Regency Diskominfotik Bengkalis Regency 

 

 
Submission of certificates as a memento for the Diskominfotik Bengkalis Regency 

 

 
Giving a certificate as a sign of completion of practical work
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Photo with the Head of the Department of Communication, Informatics, and Statistics Bengkalis 

Regency 
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