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ABSTRAK

The title of this final report is “The Role of Secretary in Arranging a Business
Trip Specialized Hospital Department Head Eyes South Sumatera”. The purpose
of this final report was to determine the role of secretary in arranging a business
trip leader. Performed by the secretary at Specialized Hospital Department Head
Eyes South Sumatera. As a source of data writing of the final report was the
result of interviews, observation and book study. Based on data obtained by the
author found several problem, especialy in applying for official travel documents
and transportation management, secretary did not make thev official travel
itinerary, and secretary less time managing the maintenance of the official travel
documents and lack of communication with the travel agency. To the author try
to give some suggestions as follows. the secretary shall make official travel
schedule, should set the time management in the care of official travel documents,

and good communication with the travel agency.

Key word: maintenance, arranging
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