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RINGKASAN 

Tugas Staf Administrasi Dalam Mendukung Perjalanan Dinas Pimpinan Di 

PT Sriboga Flour Mill Surabaya; Yaulanda Caulistya; 4105018004; 2022; 

Universitas Katolik Widya Mandala Surabaya. 

 

Laporan Tugas Akhir ini dibuat dengan tujuan untuk menjelaskan tentang tugas staf 

administrasi dalam mendukung perjalanan dinas pimpinan di PT Sriboga Flour Mill 

Surabaya. Penulis menjelaskan pengertian administrasi dan menjelaskan berbagai 

macam tugas perjalanan dinas pada umumnya. Penulis memasukan gambaran 

umum perusahaan PT Sriboga Flour Mill Surabaya di laporan tugas akhir ini. 

Adapun tugas administrasi dalam menyusun perjalanan dinas adalah (1) menerima 

soft file dari pimpinan mengenai jadwal perjalanan dinas pimpinan selama satu 

bulan; (2) menyiapkan transportasi; (3) serta menyiapkan tempat penginapan. 

Setelah itu staf administrasi akan membuat laporan keuangan jika pimpinan sudah 

menyelesaikan perjalanan dinas tersebut. kemudian dilanjutkan dengan tahapan 

pengiriman laporan serta sarana yang digunakan untuk mendukung penyusunan 

perjalanan dinas pimpinan. Penulis membuat laporan tugas akhir ini berdasarkan 

hasil dari kegiatan PKL yang dilaksanakan di PT Sriboga Flour Mill Surabaya. 

Penulis mencari segala sumber informasi untuk membuat laporan tugas akhir ini 

melalui jurnal, buku, dan websites.  

 

Kata kunci: Administrasi, Perjalanan dinas, Tugas Staf Administrasi PT Sriboga 

Flour Mill Surabaya 
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ABSTRACT 

Duties of the Administrative Staff in Supporting the Official Travel of the 

Leaders at PT Sriboga Flour Mill Surabaya; Yaulanda Caulistia; 4105018004; 

2022; Widya Mandala Surabaya Catholic University. 

 

 

This Final Project Report was made with the aim of explaining the duties of the 

administrative staff in supporting the official trip of the leadership at PT Sriboga 

Flour Mill Surabaya. The author explains the meaning of administration and 

explains various kinds of business travel tasks in general. The author includes an 

overview of the company PT Sriboga Flour Mill Surabaya in this final report. The 

administrative tasks in compiling official travel are (1) receiving soft files from the 

leadership regarding the leadership's official travel schedule for one month; (2) 

prepare transportation; (3) as well as preparing accommodation. After that the 

administrative staff will make a financial report if the leader has completed the 

official trip. then proceed with the stages of sending reports and the facilities used 

to support the preparation of the leadership's official trip. The author makes this 

final report based on the results of street vendors activities carried out at PT 

Sriboga Flour Mill Surabaya. The author looks for all sources of information to 

make this final report through journals, books, and websites. 

 

Keywords: Administration, Business Travel, Administrative Staff Duties of PT 

Sriboga Flour Mill Surabaya 
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