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RINGKASAN 
 

 

 

Prosedur Rapat di Life Style Hotel Surabaya; Imelda Santoso; 4105017002; 

2020; Fakultas Vokasi Universitas Katolik Widya Mandala Surabaya. 

Laporan Tugas Akhir ini berisi pengamatan terhadap prosedur rapat di bagian 

sekretaris Life Style Hotel Surabaya dalam mendukung kegiatan rapat di bagian 

sekretaris Life Style Hotel Surabaya. Life Style Hotel Surabaya merupakan salah 

satu perusahaan jasa perhotelan yang menyediakan layanan lengkap dengan 

keramahan terkenal di Indonesia dan menyediakan fasilitas yang cukup lengkap 

sehingga semua orang dapat menetap dengan nyaman di hotel. Pelayanan tersebut 

meliputi layanan kamar 24 jam, restoran, fasilitas yang lengkap, tempat seminar dan 

rapat, wifi area, lab kebugaran serta layanan laundry. Dalam jalannya operasional 

hotel Life Style Hotel Surabaya, termasuk di dalamnya adalah prosedur rapat. 

Prosedur rapat tersebut sudah berjalan berdasarkan Prosedur Operasi Standar yang 

sudah di buat dan ditetapkan oleh pihak hotel untuk mendukung kegiatan rapat. Hal 

ini bertujuan agar kegiatan rapat berjalan dengan lancar. Alur dari prosedur rapat 

Life Style Hotel Surabaya dimulai dari membuat jadwal rapat kemudian 

mengkonfirmasi jenis rapat selanjutnya mengkonfirmasi jumlah peserta, hari, 

tanggal. Kemudian menentukan konsumsi rapat, souvenir, dan mempersiapkan 

ruangan rapat (menyusun kursi rapat). Setelah itu dilanjutkan dengan menjalankan 

protokol kesehatan dan membuat notula rapat. 

 

 
Kata kunci: Prosedur Rapat, Kegiatan Rapat, Life Style Hotel Surabaya 
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ABSTRACT 

 
 

Meeting Procedure in Life Style Hotel Surabaya; Imelda Santoso; 4105017002; 

2020; Fakultas Vokasi Universitas Katolik Widya Mandala Surabaya. 

This Final Project Report contains observations of meeting procedures in the 

secretary section of Life Style Hotel Surabaya. In addition, to find out the flow of 

meeting procedures in supporting meeting activities at the secretary section of Life 

Style Hotel Surabaya. Life Style Hotel Surabaya is a hospitality service company 

that provides complete services with well-known hospitality in Indonesia and 

provides complete enough facilities so that everyone can stay comfortably at the 

hotel. These services include 24-hour room service, restaurant, complete facilities, 

seminar and meeting venues, wifi area, fitness lab and laundry service. In one of the 

hotel’s operations, Life Style Hotel Surabaya has a meeting procedure. The meeting 

procedures is already running based on Standard Operating Procedures that have 

been created and established by the hotel to support meeting activities. This is 

intended so that meeting activities run smoothly. The flow of the Life Style Hotel 

Surabaya meeting procedures starts from making a meeting schedule then 

confirming the type of meeting then confirming the number of participants, days, 

dates, determining the meeting food and beverage, souvenirs, and prepare the 

meeting room (arrange meeting chairs). After that, proceed with running health 

protocols and making meeting minutes. 

 

 
Keywords: Meeting Procedures, Meeting Activities, Life Style Hotel Surabaya 
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