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CHAPTER |
INTRODUCTION

1.1. Background of the Apprenticeship

According to Melati, D (2024) There are several terms used by universities
and industries that refer to internships, including Field Work Practice (PKL),
Practical Work (KP), Industrial Work Practice (Prakerin), On-the-Job Training
(OJT), or Internship. An internship is a type of instruction and training that helps
students develop their competence. An educational program in the field, the
Practical Work Program (internship) aims to expose and develop students' skills
in the real world of work. Understanding the principles and concepts of science
as they relate to the profession of study is one of the activities included in
Practical Work (KP). Another phrase that's frequently used in the hospitality
sector is "on-the-job training," which refers to teaching someone how to do a job
by doing it. From the above understandings, it can be concluded that internship is
a form of direct learning in the world of work that can shape the competence of
apprentices by actually doing the job.

State Polytechnic of Bengkalis is a state university that has produced many
experts with educational levels ranging from Diploma Il, Diploma Il which is
equivalent to an Associate Expert degree, to Diploma IV with an Applied
Bachelor degree. Currently, State Polytechnic of Bengkalis has 8 departments
with 21 study programs, including the Department of Marine Engineering,
Mechanical Engineering, Electrical Engineering, Civil Engineering, Commercial
Administration, Language, Informatics Engineering, and Maritime Engineering.

As a Vocational campus, State Polytechnic of Bengkalis educates its
students to become a competent workforce in various fields and is able to
practice their skills directly. One of the implementations of this vocational
education is the implementation of a practical work program that must be
followed by all final semester students. This Practical Work Program aims to
help students develop themselves before entering the world of work, make a

significant contribution to the development of students, and prepare them as well



as possible for the world of work and competency development at State
Polytechnic of Bengkalis.

State Polytechnic of Bengkalis holds the responsibility of producing
superior, character-driven, and competent human resources, particularly in
enhancing the quality of its students. In this era of globalization, it is essential for
individuals to master science and technology, including the work systems of
goods ports. Those without education and skills in mastering their job are more
likely to be left behind in today's global competition. The intense competition in
the job market today has prompted many universities to anticipate these changes.
Consequently, the college has introduced a breakthrough by implementing an
Apprenticeship program.

An "internship™ or "apprenticeship™ is an educational and training program
that offers students or participants the opportunity to gain practical experience in
a work environment relevant to their major. These programs typically last for a
set period, ranging from a few weeks to several months, and are designed to
equip participants with practical knowledge and skills pertinent to their chosen
field of work.

This work practice is carried out after State Polytechnic of Bengkalis
students have completed a minimum of seven semesters and completed all their
assignments. This work practice lasts for four to six months. Based on these
provisions, the author chose PT Indah Kiat Pulp and Paper Tbk-Perawang Mill
because in addition to this company being one of the largest in Asia, choosing
PT Indah Kiat Pulp and Paper as an internship site provides students with hands-
on industrial experience, technical skill development, career opportunities, and
an understanding of sustainable business practices. and as a place to carry out
Work Practices activities. The authors want to get the opportunity to apply the
knowledge and theoretical concepts gained during college to the real world of
work and gain hands-on experience in applying knowledge and theoretical
concepts in accordance with their field of expertise.

The author's Practical Work was placed in one of the important

departments in the company, namely in the Logistics department or Port



Operations, specifically the Invoice management section. The implementation of

this Practical Work started from February 05 to June 30, 2024. It is expected that

this Practical Work will broaden the author's knowledge about various good and

correct task implementation and be able to face the real world of work with the

experience gained and contribute to the overall operation and success of the

company.

1.2.

Purpose of the Apprenticeship
The purpose of the Job Training program conducted at PT. Indah Kiat

Pulp and Paper Tbk-Perawang Mill are:

1.

1.3.

To find out job descriptions and activities in PT. Indah Kiat Pulp and
Paper Tbk-Perawang Mill.

To find out the systems and procedures at PT. Indah Kiat Pulp and Paper
Tbk-Perawang Mill.

To find out the place and time of the internship at PT. Indah Kiat Pulp and
Paper Tbk-Perawang Mill.

To find out the documents and files produced during the internship at PT.
Indah Kiat Pulp and Paper Thk-Perawang Mill.

To find out the obstacle and solutions during the internship at PT. Indah
Kiat Pulp and Paper Tbk-Perawang Mill

Significances of the Apprenticeship

The practical work carried out is very beneficial for several parties such as

students, companies and State Polytechnic of Bengkalis:

1.

For Students

There are several benefits from the implementation of the job training

programs obtained by the writer, namely as follows:

a)

b)

Learn how to speak and how to interact with others, to put the knowledge
and abilities learned in lectures to use while working in internships.
Applying accountability and self-control in handling given responsibilities,
including time and information management

Being aware of the realities of the workplace so that they may

communicate and mingle with staff members who have real-world work



b)

experience.

For Companies

Building positive relationships that can benefit both agencies and
institutions as well as potential sources of employees, companies have the
chance to identify and evaluate possible new hires through employment
training programs.

Job training students who do well can actually contribute to the company's
increased productivity as a way of education and productivity, particularly
in the student apprenticeship area.

Innovation Opportunities Job training students often come with new
knowledge and skills that they got from college. This can open
opportunities for companies to adopt innovative ideas and the latest
practices they bring.

For Academic

Implementing internship programs brings several benefits to the academic

field, including:

a)

b)

Enhancing Relationships Between Companies and Academics: Internship
programs serve as a means to foster strong relationships between
companies and academic institutions. Through this collaboration,
companies can provide valuable insights and information about the job
market to graduates, especially those in International Business
Administration. This not only helps in preparing work-ready graduates but
also opens opportunities for future collaborations.

Improving Student Abilities: Internships allow students to develop
practical skills relevant to their field of study. By engaging directly in a
work environment, students can enhance both their technical and non-
technical skills, leading to the creation of high-quality graduates who are
ready to compete in the global job market.

Measuring Teaching Effectiveness: Internship programs can also be used
as a tool to assess the effectiveness of educators in delivering lecture

material that aligns with current developments in the industrial world.



CHAPTER I
GENERAL DESCRIPTION OF THE COMPANY

2.1  Company History

PT. Indah Kiat Pulp & Paper (PT. IKPP) is a company engaged in the
integrated pulp and paper industry with Foreign Investment (PMA) status.

PT Indah Kiat Pulp and Paper, established in 1976, is one of Indonesia's
largest companies in the pulp and paper industry, with headquarters in Tangerang
and main mills in Perawang, Serang, and Tangerang. The company produces
various products such as pulp, writing and printing paper, packaging paper, and
tissue paper, using advanced technology to ensure quality and efficiency. The
company's commitment to sustainability is evident in its responsible forest
management and use of environmentally friendly raw materials. Indah Kiat Pulp
and Paper holds various international certifications and has received numerous
awards for its contributions to the industry and its sustainability efforts. In
addition, the company is active in social responsibility programs, covering
education, health, and the welfare of surrounding communities. As part of the
Asia Pulp & Paper (APP) group, PT Indah Kiat Pulp and Paper is committed to
becoming a global leader in sustainable industries, producing high quality
products and contributing positively to society.

PT. Indah Kiat Pulp & Paper Tbk. (The “Company”) was established in
the Republic of Indonesia under the framework of Foreign Capital Investment
Law No. 1 of 1967, based on Notarial Deed No. 68 of Ridwan Suselo dated
December 7Th , 1976. PT Indah Kiat Pulp & Paper Tbk Perawang was first
pioneered by Soetopo Jananto (Yap Sui Kei) who at that time he led the Berkat

'@l indah kiat ¢

u pulp and paper products

Group.
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Figure 2.1. Logo and PT. Indah Kiat Pulp & Paper Tbk
Source: PT. Indah Kiat Pulp & Paper Thk-Perawang Mill

In 1975, the Blessing Group, which has many subsidiary companies,
invited: Chung Hwa Pulp Corporation, Taiwan and Yuen Foong Yu Paper
Manufacturing and Taiwan. Then they conducted the first survey for a feasibility
study with locations for establishment: paper mills in Serpong, Tangerang, West
Java and pulp mills in Central Java, Jambi, Riau and seven other areas.

The Company is engaged in manufacturing, trading, mining and forestry.
Currently, the Company is engaged in the manufacture of cultural paper, pulp,
tissue and industrial paper. The Company has been listed on the Jakarta and
Surabaya Stock Exchanges since 1990 (currently, they merger become Indonesia
Stock Exchange).

The Company’s main business activities are the production of pulp, tissue,
various types of culture papers consisting of printing and writing paper (coated
and uncoated freesheet) and photocopy paper. The Company also produces
industrial paper, Le packaging paper which comprises: containerboard (linerboard
and corrugated medium), corrugated shipping containers (converted from
containerboard), boxboard, food packaging and specialty colored papers.

On December 7, 1976, the company PT. Indah Kiat Pulp & Paper (IKPP)
Tbk Perawang is now officially established by notary Ridwan Soesilo, S.H. The
application for the establishment of a factory is made with PMA status, intended
to bring in foreign workers, because local workers have not yet mastered
papermaking, besides providing incentives for foreign investors to want to enter

Indonesia. Factory planning and feasibility studies continued in 1977 to determine



process, technology and production capacity. On June 1, 1979, commercial
production was carried out, as well as the inauguration day for the birth of PT.
Indah Kiat Pulp & Paper-Tangerang.

As an established company in the Indonesian pulp and paper industry, PT.
Indah Kiat Pulp and Paper Perawang is a part of the multinational Asia Pulp &
Paper (APP) Sinar Mas. This business is situated in Siak City or Regency, one of
the major cities in the province of Riau, at JI. Raya Minas - Perawang Km. 26.
The company was founded in 1976 by an Indonesian company named CV Berkat
Indah Agung and assisted by two companies from Taiwan. With 6,000 workers
and 1.9 million MT of annual production, the company is quite efficient.

PT Indah Kiat Pulp & Paper Corporation is a national private legal entity
that is trusted to manage forests and forest product industries in the form of the
Hak Pengusahaan Hutan ( HPH) Group:

1. PT Arara Abadi concession area of + 265,000 Ha.

2. PT Wira Karya Sakti concession area of 220,000 Ha.

3. Mapala Rabda concession area of + 155,000 Ha.

4. PT Dexter Timber Perkasa Indonesia concession area of + 166,000 Ha.

5. PT. Murini Timber concession area of £116,000 Ha.

2.2 Vision and Mission

1. Vision
Vision from PT. Indah Kiat Pulp & Paper Tbk (IKPP) Perawang is a pulp
and paper company with international standards with excellent paper
quality and can compete with other paper companies both domestically
and internationally.

2. Mission
The company’s mission in realizing the expected goals is as follows:
1. Use cutting edge technology in the development of new products and

achievement of mill efficiency.

2. Improve the quality of human resources through training.

3. Realize sustainability commitment in all operations.



2.3 Kind of Business

PT. Indah Kiat Pulp & Paper Tbk is an Indonesian company in the Pulp
and Paper industry. Its main business activities at the Perawang Mill are divided
into two segments: paper and pulp products, and packaging/industrial paper
products. The paper and pulp segment includes writing and photocopying paper,
as well as general pulp. The packaging/industrial paper segment involves
Containerboard, corrugated shipping, containers, Boxboards, food packaging,
colored paper, and related chemical by-products. The company operates in three
locations: Perawang, Tangerang, and Serang, producing a diverse range of paper

and packaging products.

Figure 2.2. Product Type PT. Indah Kiat Pulp&Paper Thk
Source: PT. Indah Kiat Pulp&Paper Thk — Perawang Mill

2.4  Organization Structure

The company's organizational structure is a hierarchical system that
establishes levels and roles within the organization. It is essential for the efficient
functioning of the company. This structure distributes responsibilities based on
individual positions, depicted in a chart or hierarchical line. The chart highlights
higher ranks at the top, providing a visual representation of the organization and

its components.



A flexible organizational structure is essential for adapting to changes
without disrupting ongoing activities. The effectiveness of an organizational form
depends on the unique situation, conditions, and goals of each company. The
chosen structure should align with the company's specific objectives, as
organizational forms vary among companies and play a crucial role in supporting
the achievement of goals.

In a good organizational structure, it is necessary to explain the relationship
between the limits of authority and responsibility to each employee who has been
previously authorized. Therefore, various activities within the company must be
carried out in an orderly manner so that the main objectives of the company that
have been previously set can be achieved properly.

The organizational structure of PT Indah Kiat Pulp & Paper Tbk is
structured in accordance with the provisions with the functions, obligations and
responsibilities of each section in each field. The organizational structure of PT 8
Indah Kiat Pulp & Paper Thk — Perawang Mill can be seen in Figure 2.3 below as

follows:
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Figure 2.3. The Organization structure of PT Indah Kiat Pulp & Paper
Source: PT. Indah Kiat Pulp&Paper Thk — Perawang Mill
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2.5  The Working Process

Port operations are a very crucial aspect of a company's import-export
activities. Without the port, the loading and unloading of goods, both for export
and import, cannot take place, which in turn will have a major impact on the
growth of the company. The most important part of port operations is the invoice.
Invoices have an important function as a tool to collect payment from the buyer
for the transaction, detailing the transaction, maintaining accounting control, and

as an internal control for the company.

Y

Check and Venfy [—»  Billing Claim
Invoice Invoice

Payment Process

¥

Receiving

Figure 2.4. The working process of Port Operations
Source: PT. Indah Kiat Pulp&Paper Thk — Perawang Mill

2.6 Document Used for Activity
PT Indah Kiat Pulp & Paper Tbk-Perawang Mill, particularly the
Operation Port Division, utilizes various documents in its operational activities.
Divison as follows:
Commercial Invoice or receipts
Tax Invoice
Recap Billing Details
Scaling Ticket
Vehicle Pass
Location Permit
Delivery Memo

Delivery Note

© © N o g bk~ w0 DR

Delivery List

[EN
©

Payment Application

10



CHAPTER I
SCOPE OF THE APPRENTICESHIP

3.1.  Job Description

This practical work program was carried out at PT Indah Kiat Pulp and
Paper Tbk - Perawang Mill for 5 (five) months, starting from February 05" 2024
to June 30", 2024. During the practical work period, the practical work
participants were placed in the Port Operations Division. There are several tasks
during the internship in the Invoice section at PT. Indah Kiat Pulp & Paper Tbk -
Perawang Mill are as follows:
1. Process tissue and paper invoices
2. Working on the cost of shipping goods in SAP
3. Capture the payment application and print the payment application on the

invoice freight tissue.
3.2  Systems and Procedures

The company, PT Indah Kiat Pulp & Paper Tbk — Perawang Mill, employs
an online system, including SAP and FIORI, to facilitate and enhance the
efficiency of its operational activities. This system is implemented to support the
various tasks and functions performed by employees, making it more convenient
for them to carry out their job responsibilities.
3.2.1 Process tissue and paper invoices

The processing of paper and tissue invoices is the same, the difference lies
in the product description and the way it is entered into the system, process can be

seen in Figure 3.2 below as follows:

Y

h 4

Check and Verify |—pf Billing Claim
Invoice Invoice

Receiving Payment Process

Figure 3.1 The working process of Invoice system
Source: PT. Indah Kiat Pulp&Paper Thk — Perawang Mill
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1. Receiving

The process includes receiving temporary invoices with attachments such
as receipts, tax invoices, recap of receipts from vendors, and other important files
such as scalling tickets, delivery memos, delivery notes and their photocopies.
The procedure is that the invoice is delivered directly by the vendor to the invoice
entry place or using a delivery service or sent via email, then the invoice is

stamped with the entry date and recorded according to the vendor's bookkeeping.
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Figure 3.2 Unstamped and Stamped Invoices
Source: Processing Data 2024

2. Input Invoice Data to system and Verification Process

The invoice collection process requires officers to perform thorough and
careful checks and verifications. After the invoice is stamped and matched with
the entry date in the book, the invoice data is then entered into the system i.e. ICS
(Invoice Control System), detailed checks determine whether the invoice is
accepted or rejected. Furthermore, after verification input in ICS, the data is input
into HTS (HBD Transportation system).
These are the procedure:

a. In ICS the first step is to update the date of receipt, enter the invoice
number, vendor name, amount, type of update activity, type of cargo, and
the route.

b.  This activity is to check the carrying cost type, delivery number, departure
date, arrival date, and check whether the goods are subject to fines or not.
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Figure 3.3 Input Invoice data to ICS and HTS System
Source: Processing Data 2024

For the delivery of tissue converting products, which are products that count

cubicity and are classified as light goods, in the data input step to HTS, the data is

input manually in manual data entry.
TN |

# O m A alfere

Figure 3.4 Input converting data to HTS
Source: Processing Data 2024
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Verifications in the invoice collection process must be carried out in detail
and carefully. Do verifications must be carried out continuously to see whether

there is an over budget or not.
—
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Figure 3.5 Verifications invoice document
Source: Processing Data 2024

These are the procedures:

a. Check the total that has been received

b. Check delivery numbers one by one

c. Then adjust the delivery number to that in the recap

d. Check weight appropriate delivery number

e. Check delivery date

f.  Check transportation license plate
3. Billing Claim Invoice

The completion of the claim billing process involves various documents,

after a long process of data entry and verification process, further approval and
verification from supervisors and managers are required. After approval, an
invoice issuance notification letter is issued, and a comprehensive check and
verification is performed on the log sheet, and the file is sent to the tax department
for further processing. Log sheets report is a report that will be submitted to the

supervisor.
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Document Log Sheat

INVOICE / 7340

Figure 3.6 Create shard service center log sheet
Source: Processed Data 2024

These are the procedures:

a. Open app excel

b. List of vendor names

c. Tax invoice numbers

d. Costs

e. Print the finished log sheet
4. Payment Process.

The payment process can be disbursed if the log sheet along with the
invoice is complete with attachments then checked and verified again. after the
file returns from the tax, the officer verifies again and then If everything is
complete, the payment process will be carried out by sending the file to the
SPOKE / ASPIRO (the party or division responsible for the invoice payment

process).
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PAYMENT APPLICATION
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Figure 3.7 Creating Payment Application, Checking payment status,
and distribution file to tax and SPOKE
Source: Processed Data 2024
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3.2.2 Working on the cost of shipping goods in SAP

Shipment cost is posting bills with various cost center codes.

e

Fig'L/Jre 3.8 Shipmen cost
Source: Processed Data 2023

These are the procedures:
a. Login SAP logon
b. Look for the shipment number want to create
c. Enter the shipment number want to create
d. Click shipment number
e. Make sure rail shipment costs can only be vessels and trucks
f. Checking one by one net value delivery on sub items

g. Note assigned C

3.2.3 Capture payment application

The payment application contains information about payment details
before being taxed and payment details after being taxed. This payment
application can be issued if it has been approved by the parties concerned. after
completing the payment application along with the invoice and attachments, it

will be submitted to the spokes division for accounting matters.
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Figure 3.9 Capture payment application
Source: Processed Data 2024

These are the procedures:

a. Open fiory web

b. Find payment application

c. Find number PA close TP

d. Capture use snipping tool

e. Capture document info and detail

f. Copy the results that have been captured

g. Move the copied results to Excel

h. and then print
3.3 Place and Time of Apprenticeship
3.3.1 Place of Implementation of Practical Work

This Practical Work (KP) was carried out at PT. Indah Kiat Pulp & Paper
Tbk - Perawang Mill which is located at JI. Raya Minas Perawang KM.26, Pinang
Sebatang Village, Tualang District, Siak Sri Indrapura Regency, Riau Province.
During Practical work author is placed in the Operation Port Section.

19



Indah Kiat Perawang

o:

@ MIM44FOJ, JI
i
Kt

Figure 3.10. Location of PT. Indah Kiat Pulp & Paper Thk
Source: Google Maps

3.3.2 Time and Length of Practical Work

Job Training Activities (KP) are carried out in accordance with the
provisions of the rules for implementing the Job Training. The period of practical
work is 5 (five) months, starting from February 05 to June 30, 2024. The
schedule for practical work at PT. Indah Kiat Pulp and Paper Tbk — Perawang
Mill are as follows:
Table 3.1. Office Hours Schedule

No Day Office hours Break

1 | Monday to Thursday 07.00-17.00 11.00-13.00
2 | Friday 07.00-17.00 11.00-13.30
3 | Saturday to Sunday OFF -

Source: PT.Indah Kiat Pulp and Paper Tbk - Perawang Mill

3.4  Kind and Description of the Activity

The following is the display of the work report in week 1 (one), namely,
day/date, activity and place of implementation:
Table 3.2. Daily Activities of February 05™ 2024 to February 9™" 2024

No Date and time Description of activities Assignor
1 II\:/Ieobr;(lngi/),/ 05T 1. Safety Training Induction Public Relation
2024
Tuesday, 1. Distribution of safety tools Public Relation
2 February 06™  |2. Division Placement Supervisor
2024 3. Basic SAP application
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Wednesday, 1. Update ICS

3 February — 07"2. Update HTS Supervisor
2024 3. Verification invoice
Thursday,

4 February Public Holiday -
08™ 2024
Friday 1. Calculat.e and check the completeness of '

5 Februa{ry 0g™ the receipt contents Supervisor
2024 2. Vejrlflcatlon invoice o

3. Print Advance Application on Fiori
Source: Processed Data 2024

The following is the display of the work report in week 2 (two), namely,

day/date, activity and place of implementation:

Table 3.3. Daily Activities of February 12™ 2024 to February 16" 2024

No Date and time Description of activities Assignor
Monda 1. Search and print Shipment Number Plan
1 Februa?/’ 1o Container (SPC) In SAP Supervisor
2024 y 2. Search and print Delivery Memo in SAP
Tuesda 1. Verification container yard operational unit
2 Februa?/, 13™ 2. Input data at HTS (HBD Transportation Supervisor
y System) & ICS ( Invoice control system)
2024
Wednesday, . .
3 February 14™ Public Holiday
2024
Thursday, 1. Compile and fill out invoice logsheet )
February 15™ documents and payment application Supervisor
4 2024 numbers
Friday, 1. Input tissue transportation invoice to ICS :
5 February 16™ and HTS Supervisor
2024 2. Input delivery number for tissue
transportation to SAP

Source: Processed Data 2024

The following is the display of the work report in week 3 (three), namely,

day/date, activity and place of implementation:

Table 3.4. Daily Activities of February 19™ 2024 to February 23™ 2024

No

Date and time

Description of activities

Assignor

Monday,
February 19™
2024

1.

2.
3.

Input tissue trucking invoices to ICS and
HTS

Verification of tissue trucking invoices
Input delivery number of trucking tissue to
SAP and print TMS

Supervisor
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Tuesday 1. Input tissue trucking invoices to ICS and '
2 Februargl Q™ HT$' . - o Supervisor
2024 2. Verification of tissue trucking invoices
3. Print tissue trucking TMS report
1. Input tissue trucking invoices to ICS and
3 g%?gg?gzyl}h HTS Supervisor
2024 2. Verification of tissue trucking invoices
3. Print tissue trucking TMS report
4. Verification of Freight paper Invoice
Thursday, " 1. Print shipment plan for container
February 22 2. Verify match of DN number, container size .
4 2024 on freight invoice Supervisor
3. Input invoice data in fiori
5 Friday, 1. Trucking tissue Invoice Verification
February 23™ 2. Print Report TMS trucking tissue Supervisor
2024

Source: Processed Data 2024

The following is the display of the work report in week 4 (four), namely,

day/date, activity and place of implementation:
Table 3.5. Daily Activities of February 26™ 2024 to March 012024

No Date and time Description of activities Assignor
1 Monda 1. Input tissue trucking invoices to ICS and
Februax’/ 6™ HTS Supervisor
2024 2. Verification of tissue trucking invoices
2
Tuesday, .
Februa?/y 7™ Permission -
2024
3 1. Print Application Payment
g%?gg?dzyém 2. Submit document in Aspiro Dropbox Supervisor
2024 y 3. Print Report TMS trucking tissue
4 Thursday, 1. Input tissue trucking invoices to ICS and
February 29™ HTS Supervisor
2024 2.Verification of tissue trucking invoices
5 Friday, 1. Learn how to create shipment cost .
March 01% 2. Print TMS invoice trucking tissue Supervisor
2024

Source: Processed Data 2024

The following is the display of the work report in week 5 (five), namely,

day/date, activity and place of implementation:

Table 3.6. Daily Activities of March 04™ 2024 to March 8" 2024

No Date and time Description of activities Assignor
1 Monday, 1. Input tissue trucking invoices to ICS and Supervisor
March 04™ HTS
2024 2. Verification of tissue trucking invoices
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5 Tuesday, 1. Input tissue trucking invoices to ICS and Supervisor
March 05™ HTS
2024 2. Verification of tissue trucking invoices
3 Wednesday, 1. Verification of tissue trucking invoices
March 06" 2. Print shipment plan for container Supervisor
2024 shipping tissue
Thursday, 1. Input tissue trucking invoices to ICS and )
4 | March07™ HTS Supervisor
2024 2. Verification of tissue trucking invoices
5 Friday, 1. Verification of tissue trucking invoices
March 08" 2. Print TMS invoice trucking tissue Supervisor
2024
Source: Processed Data 2024

The following is the display of the work report in week 6 (six), namely,

day/date, activity and place of implementation:

Table 3.7. Daily Activities of March 11" 2024 to March 15" 2024

No Date and time Description of activities Assignor
1 Monday,March Public Holiday
112024 i
2 Tuesday, 1. Input data at HTS (HBD Transportation
March 12™ System) & ICS ( Invoice control system) Supervisor
2024
3 | Wednesday, 1. Verification of tissue trucking invoices
March 13™ 2. Print TMS invoice trucking tissue Supervisor
2024
4 Thursday,
March 14™ Permission Supervisor
2024
5 Friday, 1. Verify that the license plate and container|
March 15" number match the invoice recap and
2024 paper receipt. Supervisor
2. Input FSD invoice number paper in SAP
3. Print TMS invoice paper

Source: Processed Data 2024

day/date, activity and place of implementation:

Table 3.8. Daily Activities of March 18" 2024 to March 22" 2024

The following is the display of the work report in week 7 (seven), namely,

No Date and time Description of activities Assignor
1 Monday, 1. Verification of tissue trucking invoices
March 18™ 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
5 Tuesday, 1. Verification of tissue trucking invoices
March 19™ 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
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Wednesday, 1. Input FSD invoice number paper in SAP Supervisor
3 March 20™ 2. Print TMS invoice paper
2024
Thursday, 1. Print TMS invoice tissue :
4 March 21™ 2. Verify that the license plate and container Supervisor
2024 number match the invoice recap and paper
receipt.
Friday, 1. Verification of tissue trucking invoices :
5 March 22" 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)

Source: Processed Data 2024

The following is the display of the work report in week 8 (eight), namely,

day/date, activity and place of implementation:

Table 3.9. Daily Activities of March 25 2024 to March 29™ 2024

No Date and time Description of activities Assignor
1 Monday, 1. Verification of tissue trucking invoices
March 25™ 2. Input invoice number trucking paper to| Supervisor
2024 SAP
3. Print TMS trucking paper
5 Tuesday, 1. Input data at HTS (HBD Transportation
March 26™ System) & ICS ( Invoice control system). Supervisor
2024
Wednesday, 1. Verification of tissue trucking invoices
3 March 27™ 2. Input invoice number trucking paper to Supervisor
2024 SAP
3. Print TMS trucking paper
Thursday, 1. Verification of tissue trucking invoices .
4 March 28™ 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
5 Friday, )
March 29" Public Holiday
2024

Source: Processed Data 2024

The following is the display of the work report in week 9 (nine), namely,

day/date, activity and place of implementation:

Table 3.10. Daily Activities of April 1% 2024 to April 5™ 2024

No Date and time Description of activities Assignor
1 Monday, 1. Verification of tissue trucking invoices
April 1% 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
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5 Tuesday,
April 2™ Permission Supervisor
2024
Wednesday, 1. Input data at HTS (HBD Transportation

3 April 3" System) & ICS ( Invoice control system) Supervisor
2024
Thursday, 1. Input invoice number trucking tissue to .

4 April 4" SAP Supervisor
2024 2. Print TMS trucking tissue
Friday, 1. Input invoice number trucking tissue to .

5 April £th SAP Supervisor
2024 2. Print TMS trucking tissue

Source: Processed Data 2024

The following is the display of the work report in week 10 (ten), namely,

day/date, activity and place of implementation:

Table 3.11. Daily Activities of April 15" 2024 to April 19" 2024

No Date and time Description of activities Assignor

1 Monday, 1. Verification of tissue trucking invoices
April 15" 2. Compile trucking tissue invoice files Supervisor
2024

) Tuesday, 1. Input data at HTS (HBD Transportation
April 16" System) & ICS ( Invoice control system) Supervisor
2024
Wednesday, 1. Input invoice number trucking tissue to

3 | April 17" SAP Supervisor
2024 2. Print TMS trucking tissue
Thursday, 1. Verification of container letter off .

4 April 18" introduction Supervisor
2024 2. Verification of trucking tissue invoice
Friday, 1. Verification of tissue trucking invoices .

S April 19" 2. Input invoice number trucking tissue to Supervisor
2024 SAP

3. Print TMS trucking tissue
Source: Processed Data 2024

The following is the display of the work report in week 11 (eleven),

namely,day/date, activity and place of implementation:

Table 3.12. Daily Activities of April 22™ 2024 to April 26™ 2024

No

Date and time

Description of activities

Assignor




1 Monday, 1. Look up shipment number in SAP
April 22" 2. Print shipment plan for container Supervisor
2024
5 Tuesday, 1. Verify the match of car plate and
April 23" container number on the recap of invoice Supervisor
2024 and freight bill.
2. Working on shipment cost trucking report
Wednesday, 1. Input FSD Invoice number in SAP
3 | April 24" Invoice Freight Supervisor
2024 2. Print TMS Freight Invoice
3. Work on shipment cost trucking report
Thursday, 1. Verification of trucking tissue invoice .
4 April 25" 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
3. Work on shipment cost trucking report
Friday, 1. Input FSD Invoice number in SAP .
5 April 26" Invoice trucking tissue Supervisor
2024 2. Print TMS trucking tissue
3. Verification of trucking tissue invoice

Source: Processed Data 2024

The following is the display of the work report in week 12 (twelve),

namely,day/date, activity and place of implementation:

Table 3.13. Daily Activities of April 29™ 2024 to May 03" 2024

No Date and time Description of activities Assignor
1 Monday, 1. Input data at HTS (HBD Transportation
April 29" System) & ICS ( Invoice control system) Supervisor
2024 2. Input FSD Invoice number in SAP
Invoice trucking tissue
3. Print TMS trucking tissue
5 Tuesday, 1. Verification of trucking tissue invoice
April 30" 2. Input data at HTS (HBD Transportation| Supervisor
2024 System) & ICS ( Invoice control system)
Wednesday,
3 | May1* Public Holiday Supervisor
2024
4 Thursday, 1. Verification of trucking tissue invoice Supervisor
May 2" 2. Input data at HTS (HBD Transportation P
2024 System) & ICS ( Invoice control system)
3. Input FSD Invoice number in SAP
Invoice trucking tissue
4. Print TMS trucking tissue
Friday, 1. Verification of trucking tissue invoice .
S May 3" 2. Input data at HTS (HBD Transportation Supervisor
2024 3. System) & ICS (' Invoice control system)
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4.

5.

Input FSD Invoice number in SAP
Invoice trucking tissue

Print TMS trucking tissue

Source: Processed Data 2024

The following is the display of the work report in week 13 (thirteen),

namely,day/date, activity and place of implementation:
Table 3.14. Daily Activities of May 06™ 2024 to May 10" 2024

No Date and time Description of activities Assignor
1 Monday, 1. Verification of trucking tissue invoice
May 06" 2. Print Advance Application for Pindo Supervisor
2024 tissue freight invoice
5 Tuesday, 1. Input data at HTS (HBD Transportation
May 07" System) & ICS ( Invoice control system) Supervisor
2024 2. Work on shipment cost trucking report
Wednesday,
3 | Mayo0sg" Permission Supervisor
2024
Thursday, .
4| May 09" Public Holiday Supervisor
2024
Friday, 1. Verification of trucking tissue invoice .
5 May 10" 2. Input FSD Invoice number in SAP Supervisor
2024 Invoice trucking tissue
3. Print TMS trucking tissue

Source: Processed Data 2024

The following is the display of the work report in week 14 (fourteen),

namely,day/date, activity and place of implementation:
Table 3.15. Daily Activities of May 13" 2024 to May 17" 2024

No Date and time Description of activities Assignor
1 Monday, 1. Working for Pindo tissue summary|
May 13" payment application Supervisor
2024
5 Tuesday, 1. Verification of trucking tissue invoice
May 14" 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
Wednesday, 1. Input FSD Invoice number in SAP
3 May 15" Invoice trucking tissue Supervisor
2024 2. Print TMS trucking tissue
Thursday, 1. Verification of trucking tissue invoice .
4 May 16™ 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system).
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Friday,
May 17"
2024

1.
2.

3

Verification of trucking tissue invoice
Input FSD Invoice number in SAP
Invoice trucking tissue

Print TMS trucking tissue

Supervisor

Source: Processed Data 2024

The following is the display of the work report in week 15 (fiveteen),

namely,day/date, activity and place of implementation:

Table 3.16. Daily Activities of May 20" 2024 to May 24™ 2024

No Date and time Description of activities Assignor
1 Monday, 1. Verification of trucking tissue invoice
May 20" 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
5 Tuesday, 1. Input FSD Invoice number in SAP
May 21" Invoice trucking tissue Supervisor
2024 2. Print TMS trucking tissue
Wednesday, 1. Print payment application for Pindo
3 May 22" tissue freight invoice Supervisor
2024 2. Input data at HTS (HBD Transportation
System) & ICS ( Invoice control system).
Thursday, .
4| May 23" Public Holiday Supervisor
2024
Friday, 1. Verification of trucking tissue invoice .
5 May 24" 2. Input FSD Invoice number in SAP Supervisor
2024 Invoice trucking tissue
3. Print TMS trucking tissue

Source: Processed Data 2024

The following is the display of the work report in week 16 (Sixteen),

namely,day/date, activity and place of implementation:
Table 3.17. Daily Activities of May 27" 2024 to May 31" 2024

No Date and time Description of activities Assignor
1 Monday, 1. Verification of trucking tissue invoice
May 27" 2. Work on shipment cost trucking report Supervisor
2024
5 Tuesday, 1. Verification of trucking tissue invoice
May 28" 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system).
Wednesday, 1. Input FSD Invoice number in SAP
3 May 29" Invoice trucking tissue Supervisor
2024 2. Print TMS trucking tissue
Thursday, 1. Verification of trucking tissue invoice .
4 May 30" 2. Input FSD Invoice number in SAP Supervisor
2024 Invoice trucking tissue
3. Print TMS trucking tissue
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Friday,
May 31"
2024

1.

Verification of trucking paper invoice

Supervisor

Source: Processed Data 2024

The following is the display of the work report in week 17 (seventeen),

namely,day/date, activity and place of implementation:

Table 3.18. Daily Activities of June 03™ 2024 to June 07" 2024

No Date and time Description of activities Assignor

1 Monday, 1. Verification of trucking paper invoice
June 03 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system).

5 Tuesday, 1. Input FSD Invoice number in SAP
June 04" Invoice trucking paper Supervisor
2024 2. Print TMS trucking paper
Wednesday, 1. Verification of trucking tissue invoice

3 June 05" 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system).
Thursday, 1. Input FSD Invoice number in SAP .

4 June 06" Invoice trucking tissue Supervisor
2024 2. Print TMS trucking paper
Friday, 1.  Recap paper trucking invoices in HTS .

5 June 07" 2.  Create paper trucking invoice logsheet Supervisor
2024

Source: Processed Data 2024

The following is the display of the work report in week 18 (eighteen),

namely,day/date, activity and place of implementation:

Table 3.19. Daily Activities of June 10" 2024 to June 14" 2024

No Date and time Description of activities Assignor
1 Monday, 1. Capture and  organize payment
June 10" application from fiori website to excel Supervisor
2024 2. Verification of trucking tissue invoice
3. Input data at HTS (HBD Transportation
System) & ICS ( Invoice control system).
5 Tuesday, 1. Input FSD Invoice number in SAP
June 11" Invoice trucking tissue Supervisor
2024 2. Print TMS trucking tissue
3. Verify the invoice number in the freight
recap per period
Wednesday, 1. Verification of trucking tissue invoice
3 June 12" 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
3. Input FSD Invoice number in SAP

Invoice trucking tissue
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4.  Print TMS trucking tissue
4 Thursdatle/, 1. Erlnt payment application invoice freight Supervisor
June 13 tissue
2024 2. Verify the match of payment application
and tax invoice on the goods delivery|
invoice
Friday, .
> | June 14" Permission Supervisor
2024

Source: Processed Data 2024

The following is the display of the work report in week 19 (nineteen),

namely,day/date, activity and place of implementation:

Table 3.20. Daily Activities of June 17" 2024 to June 21" 2024

No Date and time Description of activities Assignor

1 Monday,
June 17" Public Holiday Supervisor
2024

5 Tuesday,
June 18" Permission Supervisor
2024
Wednesday, 1. Processing invoice reports to HTS

3 June 19" 2. Creation of trucking paper invoice Supervisor
2024 logsheet
Thursday, 1. Verification of trucking tissue invoice .

4 June 20" 2. Input data at HTS (HBD Transportation Supervisor
2024 System) & ICS ( Invoice control system)
Friday, 1. Input FSD Invoice number in SAP .

5 June 21" Invoice trucking tissue Supervisor
2024 2. Print TMS trucking tissue

3. Verification of trucking tissue invoice

Source: Processed Data 2024
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3.5

3.5.1.

Obstacle and Solution
Obstacle
The Obstacle that the author get while did the job training at PT. Indah

Kiat Pulp and Paper Thk - Perawang Mill are :

1.

3.5.2.

At the beginning of the work, the author experienced problems in
communication. Often, the author did not feel confident to express her
opinion in team meetings, which limited her contribution to the discussion.
In addition, the author was also unfamiliar with the technical terminology
used in the company, which caused some misunderstandings and delays in
completing tasks.

Due to the limitations and lack of practice using applications in courses
related to export and import, the author has difficulty in adapting to
companies that already use technology and applications in their work
cycle.

Solution

Solutions that can be done to face obstacles during the practical work

process include:

1.

The author realizes that this poor communication hindered her from
clearly understanding instructions and establishing effective working
relationships with other team members, but over time her communication
has improved and developed. Individuals are advised to be mindful of their
surroundings and to understand the working atmosphere in their vicinity.
This mindfulness helps in adapting to the work environment effectively
and ensures better interaction with colleagues and supervisors.

The company provides each intern with a mentor or one of their
employees to provide lessons and explanations so that over time the writer
begins to understand how things work and can get work done quickly and
responsively, Providing interns with access to these resources will enhance
their ability to perform tasks efficiently and integrate them more
seamlessly into the company's daily operations.
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4.1

CHAPTER IV
CONCLUSION AND SUGGESTION

Conclusion

After completing the practical work program at PT Indah Kiat Pulp &

Paper Thk - Perawang Mill, several things can be concluded as follows:

1.

The practical work program at PT Indah Kiat Pulp and Paper Thk -
Perawang Mill which took place from February 5, 2024 to June 30, 2024,
placed the author in the Port Operation Division. During this five-month
internship, the main tasks in the Invoice section included processing tissue
and paper invoices, calculating shipping costs in SAP, and managing the
payment application for tissue shipping invoices. These responsibilities
provided hands-on experience in invoice management and operational
support within the company's Port Operations Division.

Duties and responsibilities during practical work at PT Indah Kiat Pulp &
Paper Tbk - Perawang Mill involve a series of structured processes ranging
from invoice receipt, verification, claim billing, to payment. The use of
online systems such as SAP and FIORI is very helpful in improving
efficiency and accuracy in carrying out these tasks.

The Practical Work Program (KP) was carried out at PT Indah Kiat Pulp &
Paper Tbk - Perawang Mill which is located on JI. Raya Minas Perawang
KM.26, Pinang Sebatang Village, Tualang District, Siak Sri Indrapura
Regency, Riau Province. During the practical work period, the author was
placed in the Port Operations Section. Working hours at PT Indah Kiat
Pulp & Paper Tbk - Perawang Mill are organized. This schedule ensures
that KP author have structured working time with sufficient breaks,
allowing them to learn and contribute effectively during the practice
period.

An invoice document at PT Indah Kiat Pulp & Paper Tbhk - Perawang Mill
is declared complete and can be processed if accompanied by the

necessary supporting documents. These supporting documents include:
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10.

Commercial Invoice or Receipt: This document indicates a commercial
transaction between the seller and the buyer.

Tax Invoice: A document that shows the tax to be paid related to the
transaction.

Recap Billing Details: A summarized breakdown of all related bills.
Scaling Ticket: A document that records the weight of the delivered goods.
Vehicle Pass: License document for the vehicle used in the delivery of
goods.

Location Permit: A permit document for a specific location in the delivery
process.

Delivery Memo: A record document that includes delivery information.
Delivery Note: A document that records the details of the delivery of
goods.

Delivery List: A list that lists all the items delivered.

Payment Application: An application document for payment processing
related to an invoice.

These supporting documents ensure that all information required to verify
and process invoices is complete and accurate, allowing for a smooth
billing and payment process.

During practical work at PT Indah Kiat Pulp and Paper Tbk - Perawang
Mill, the author faced several major obstacles that affected his
performance and adaptation in the work environment. These obstacles
include:

Communication Issues

At first, the author experienced difficulties in communication, especially in
expressing opinions in team meetings and understanding technical
terminology used in the company. This resulted in limited contributions to
discussions and some misunderstandings that caused delays in completing
tasks.

Technology Adaptation

The author also faced difficulties in adapting to the use of technology and
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4.2

applications used in the company's work cycle, mainly due to limitations
and lack of practice using applications related to export and import during
lectures.

To overcome these obstacles, some of the solutions are:

Improved Communication

The author realizes that poor communication hinders understanding of
instructions and working relationships with other team members. By
paying attention to the surroundings and understanding the working
atmosphere, the author managed to improve his communication and
adaptation skills, which in turn improved interactions with colleagues and
supervisors.

Guidance from Mentor

The company provides each intern with a mentor to provide lessons and
explanations. With the help of the mentor, the author began to understand
how things work in the company and was able to complete tasks quickly
and responsively. Access to this resource was very helpful in improving
the author's ability to perform tasks efficiently and integrate better into the
company's daily operations.

Suggestion

After completing practical work at PT. Indah Kiat Pulp and Paper Tbk —

Perawang Mill, several suggestions have been identified:

1.

To overcome the difficulties in adapting to the use of technology and
applications used in the company's work cycle, it is strongly recommended
that students be given more practical training related to applications and
technology commonly used in the industry, especially those related to
export and import. In addition, the practical work program can be
optimized by providing intensive training sessions on the use of these
applications before starting the assignment. This will help students to be
better prepared and able to adapt quickly to the actual working
environment, thus improving their work efficiency and effectiveness

during the internship period.
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APPENDICES

Appendix 1: Apprenticeship Application Letter

KEMENTERIAN PENDIDIKAN, KEBUDAYAAN,

Telepon: (++62766) 24566, Fax: (+62766) 800 1000
Laman: http.://www.polbeng.ac.id, E-mail: polbeng@polbeng.ac.id

RISET, DAN TEKNOLOGI
POLITEKNIK NEGERI BENGKALIS .
Jalan Bathin Alam, Sungai Alam, Bengkalis, Rian 28711
Nomor

: 4260/PL31/TU/2023 09 November 2023
Hal : Permohonan Kerja Praktck (KP)

Yth. Pimpinan PT. Indah Kiat Pulp and Paper
J1. Raya Minas, Perawang, Pinang Scbatang, Kab. Siak, Riau 28685
di Siak

Dengan hormat,

Schubungan akan dilaksanakannya Kerja Praktck untuk mahasiswa Politcknik Negeri Bengkalis
yang bertujuan untuk meningkatkan pengetahuan & keterampilan mahasiswa melalui keterlibatan
secara langsung dalam berbagai kegiatan di Perusahaan, maka kami mengharapkan kesediaan dan
kerjasamanya untuk dapat menerima mahasiswa kami guna melaksanakan Kerja Praktek di PT.
Indah Kiat Pulp and Paper yang Bapak/Ibu pimpin. Pelaksanaan Kerja Praktck mahasiswa
Politcknik Negeri Bengkalis akan dimulai pada bulan 01 Februari s/d 30 Juni 2024, adapun nama
mahasiswa sebagai berikut:

No Nama Nim Prodi

1 | Annisa Zhahara Husni 5404201338 D4 Administrasi Bisnis Internasional
2 | Arief Fadilah 5404201314 D4 Administrasi Bisnis Intemnasional
3 | Dhoiri Mulyadi 5404201290 D4 Administrasi Bisnis Internasional
4 | Era Dahnia 5404201287 D4 Administrasi Bisnis Internasional
5 | Faszrul 5404201335 D4 Administrasi Bisnis Intenasional
6 | Putri Ratna Sari 5404201308 D4 Administrasi Bisnis Internasional
7 | Syirwan Hadi 5404201325 D4 Administrasi Bisnis Internasional
8 | Rizki Rahmad 5404201283 D4 Administrasi Bisnis Internasional
9 | Siti Aisyah 5404201286 D4 Administrasi Bisnis Internasional
10 | Rahmat Sabani 5404201316 D4 Administrasi Bisnis Internasional

Kami sangat mengharapkan informasi lebih lanjut dari Bapak/Ibu melalui balasan surat atau
menghubungi contact person dalam waktu dekat.

Demikian permohonan ini disampaikan, atas perhatian dan kerjasamanya kami ucapkan terima

kasih.
An. Direktur,
: 4\Vakil Direktur I
- Armada, ST., MT
NIP.197906172014041001
Contact Person:

M. Alkadri Perdana B.IT, M.Sc (0812 7648 4321)



Appendix 2: Apprenticeship Acceptance Letter

-indah kiat @

pulp and paper products

“No : 003/PA-IKPP/I/2024 Pinang Sebatang, 03 Januari 2024
Perihal - : Jawaban Permohonan KP

Kepada Yth,
Armada, ST.,MT
Wakil Direktur |, Politeknik Negeri Bengkalis
di
Bengkalis

Dengan hormat.

Menanggapi surat no.4260/PL31/TU/2023, Perihal Permohonan Kerja Praktek (KP)
Mahasiswal/i Jurusan D-IV Administrasi Bisnis International bersama ini kami ucapkan
terimakasih.

Sehubungan dengan hal diatas, dengan ini kami sampaikan bahwa PT. Indah Kiat
Pulp and Paper Tbk, Perawang dapat mengabulkan permohonan tersebut untuk atas

nama:
1. Annisa Zhahara Husni - 5404201338
2. Era Dahnia 5404201287
3. Fazrul 5404201335
4. Putri Ratna Sari 5404201308
5. Syirwan Hadi 5404201325
6. Siti Aisyah 5404201286

Jurusan D-IV Administrasi Bisnis International, dan dapat dilaksanakan pada tanggal
22 Januari sampai dengan 30 Juni 2024

" Demikian disampaikan atas perhatiannya diucapkan terimakasih.

Hormat kami,
PT. Indah Kiat Pulp & Paper Tbk

Tembusan :
Disampaikan kepada Yang Terhormat,
1. ybs
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Appendix 3: Apprenticeship Statement Letter

@ indahkiat ¢

pulp and paper products

SURAT KETERANGAN
050/SKV-PA/IKPP/VI/2024

Sehubungan telah berakhirnya Praktek Kerja Lapangan di PT. Indah Kiat Pulp & Paper
Tbk. Perawang, menerangkan bahwa:

Nama : Era Dahnia

NIM/NIS : 5404201287

Jurusan/Prodi : Administrasi Niaga / Administrasi Bisnis Internasional
Asal Sekolah : Politeknik Negeri Bengkalis

Waktu : 05 Februari s/d 28 Juni 2024

Bahwa nama tersebut benar telah mengikuti Praktek Kerja Lapangan dengan Baik sejak
tanggal 05 Februari s/d 28 Juni 2024 di PT. Indah Kiat Pulp & Paper Tbk. Perawang Mill.

Demikian surat keterangan ini kami berikan kepada yang bersangkutan untuk dapat
digunakan seperlunya.

Perawang, 28 Juni 2024
Hormat Kami,

Public Affair Head

PT. !ndah Kiat Pulp & Paper Tbk.

= ~Sinarmas Land Plaza Menara |, 7t% Floor. JL. M.H. Th No 51, Jak 10350, Ind: -P.O Box 4295 JKT 1
e T 0r (021 3026250168 | tas ting ), Fas - ((21) 3323275, 3029278 o 0001
M Site @ J. Minas - Perawang Km 26, Kec. Tualang, Kab. Siok 28772, Riau - Indonesia

Tel I;R)’Y(BZ-'IG\)Q\O&O 91030(hunhng) Fax :(62-761) 91373, 91376
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Appendix 4: Apprenticeship Evaluation Sheet

EVALUATION RESULTS FROM A JOB TRAINING
COMPANY APRAISAL
PT.INDAH KIAT PULP & PAPER Thk PERAWANG MILL

Name : Era Dahnia
NIM : 5404201287
Study Program : International Business Administration
Educational institutions : State Polytechnic of Bengkalis
No Assessment Aspects Percentage Score
1. | Discipline 20% YA
2. | Responsibility 25% 2¢y
3. | Adjustment/Adaptation 10% 1%
4. | Work result 30% L}°.
5. | Behavior in General 15% i l;%
Number of Ratings (1+2+3+4+5) 100% 934
Information
Score : Criteria
81-100 : Special
71 - 80 : Very well
+ 66-70 : Good
61 - 65 : Pretty good
56 - 60 : Enough
Notes

Perawang, 27 June 2024

o
Nur Afni

Advisor
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V)i iat
<7 indahkiat &

Apprenticeship Certificate

PT. Indah Kiat Pulp & Paper Tbk.

Mill Site : JI. Raya Minas - Perawang Km 26, Kec. Tualang
Kab. Siak 28772, Riau - Indone:
Telp : (0761) 91088,91030 ( g), Fax : (0761) 91373

Appendix 5

Nomor

SERTIFIKAT

Diberikan kepada :

Era Dahnia

POLITEKNIK NEGERI BENGKALIS | ADMINISTRASI BISNIS INTERNASIONAL

Telah menyelesaikan program Kerja Praktik dengan Baik
di PT. Indah Kiat Pulp & Paper Thk, Perawang Mill
sejak tanggal 5 Februari - 28 Juni 2024

Perawang, 25 Juli 2024
di PT. Indah Kiat-Pulp and Paper Tbk, Perawang Mill

N

011/SRF/PA-IKPP/VII/2024
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Appendix 6: List of Attendance

Nama 4
Lembaga Pendidikan :

Jurusan/Prodi
Tanggal Praktek
Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Paraf pembimbing
1 Materi Praktek Lokasi Koord Public
| ol S sy Lapangan | Relation
1 oy Jan 202y Sagety nduckion kantor Humas
2. (06 3an 202y |~ Pembagian Divist Humag
5 € i L v
nra Mengovnak an Mein ConbaE bt .@WP
forolopy b Scan
- Dasar $ap Ageican ow
3. [03amn 10y |- Update 1S
i Gpdate HTS kantor 6P rﬁ\
- Verigikasi lnvolce «,[lm!
- Mevohihmg daw LK kelengapan
161 Kwitausi
4 108 3an W0 cmi (e’ Mi'r) WZQ
5 [093an 20y | = Menghitvnglan (e ¥lengkqun kantor op
16 kwiteumdi
- Vevifikas \woie
- Men(etue advauce &7¢lication
4 wéeite
Catatan
Lembar ing ini harap di: ke Public Relation setiap hari senin untuk pengesahan

41



Nama

Lembaga Pendidikan :

Jurusan/Prodi

Tanggal Praktek
Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

E£RA DAWNIA

No | Tanggal

Materi Praktek

Lokasi

Paraf pembimbing

Koord
Lapangan

Public
Relation

T 2 feb 01y

- Mencavi dan Menetak
Shigment Qomber plan ($p0)
- Mencaw dan Mence bak
deliveny Wemp (E-ON)

o

- Qote ¢ tada aspirg dropbox

~ fotokopi dan Menjutun bevita
Ao bongor vuut-dan dagtar
realisosi fengeluaran

- VewFikai Tekaritvingi nopol Pada
data bon9Kar pulp

foud

3. Iy feb 2oty

Libvr " -

Pamilo

4|5 feb 202y

- Memusun dan Mengisi
invoice dpwmen logsheet
ferto Qomor Payment
aglication

5. 116 feb Wy

- Input invoice angkyt tissue
Ke 1§ dan HIs

- \nput delivery Number angket
tissue ke AP

|2 | R F|F

Catatan

Lembar monitoring ini harap

ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama LEM PAHNIA
Lembaga Pendidikan :
Jurusan/Prodi . Adminieenst Wiooa [

Tanggal Praktek

Penempatan Unit
Koord. Lapangan

..............

......................................................................................

No | Tanggal

Materi Praktek

Lokasi

Paraf pembimbing

Koord
Lapangan

Public
Relation

1 19 febao2y

- tpur Invoice Tiveking hiswe ke
ls dan HTS

- VenfiknSi Wnvoite Tvoking Tiwe

- input delivery aumber bvcking
Hysve ke sAp dan Print RpXETMS

Kantor 0P

ki

2. 20 feb 202y

- Vergicadi Mvoice tweking

Al(sve

- ot (nvoice trutking Wiy soe
ke \ts dan K¢

- Print veport TMS uckng Htue

Kantor OF

3 |2 seb uy

- Vewgikasi Wugice FrUCKing
Hi%ue

- Input |nvoice tveking Hssve
ke lcs dan HTg, Pring T™S

- Verigikasi Invgice freight

kantor OF

4. |22-%eb 202y

- frint Shipment blan For
(ontainer

- Vevifikasi KeCocokan no ON,

Ukuran (ontainer & 1nvpice

fre\gnt | S T
- intut data 1nwice Ai Fiori

kanrov 0F

5. 123 feb 20y

- Venfitasi invgice Treking
fissve

- frint feport TMS 4rucking

tissve

ot

it
L
i
i

(o

Catatan

“embar monitor'na ini haran diserahkan ke Fublic Relat'on setiap hari senin untuk pengesahan
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Nama

Lembaga Pendidikan :

Jurusan/Prodi
Tanggal Praktek
Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

. ERA DAHNIA

Paraf pembimbing
No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation
b 26 Teb 201y| - Vevigixasi inveice trucking Kontor O
Higoe
- lugut ke G f@x #ﬂ‘!
~ Inpot ke Wis
2 (27 1eb W[ Sagit
3. 11 5eb wy |- Print Aff\w.h‘oh payment (cavtor OF
- Submit docoment di Aspiro (‘_‘%} 59# \l
drofbox
- frint tMmS h\ﬂ\dnﬂ Aissue
4 lao feb 202y |- Verigikasi inuoice HUGM5 | yapvor 0P
Hegve
- Ingut ke 1§ f% 56»4’
- ln?ut Xe HTS
S |ormar 200y | Mempeladavi caca Create Lantor OF
Shipment st Tﬁ_%
- Pring T inVoice fruiking Xﬁh‘
Rse
Catatan
Lembar itoring ini harap di ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama T T L L

Lembaga Pendidikan :.J0L\TEKNIk WEOER| BENGCAUS ..

Jurusan/Prodi : ADINITEAS NIAGA  Annieac, PUNIS INTERAtANAL

Tanggal Praktek + 04 MARET 202y 5400 MARCT 2604 o

Penempatan Unit  : OFTAKONAL FOr ..o

Koord. Lapangan 1 UK BN e seesssesssssessess s

Paraf pembimbing

No | Tanggal Materi Praktek Lokasi Koord Public

Laj Relation

!

Genin - Verifikagi Tavoile Truceing
4[24 kistve 0P office
- inpur 1
- \nput HT¢

2 s - ngut 18
§alzq | wpor HTS
- fant T™S twiking Bisue

07 0 Tt

3 |Raw - Print ™S truking trgsee

pangan
Y oftice
clilsy - Pt shigment flan for 0 Xﬁ% }9,{
\

containes Shigping titsve

4 kams - Vewgikasi inveice twiking

'4”7' l"" Yavc(- 0? Ofﬁ((.
- \nfut 1C§
- \nput KIS
5. \ s .o )
Jm'at |- Vedgikasi Thvotce fviking 08 st
8312y Hosve ’{
- Print ™S Frutking Pager
Catatan
Lembar monitoring ini harap diserahkan ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

[ [T 1 (SRS 76 75 (TR 444 1 s o
Lembaga Pendidikan : {0UTEME NEGBIA BOECAUS o
Jurusan/Prodi L APMINGTRASE NAGA [ APMINISCRAS) BIGNIS | INTERMAGOMAL
Tanggal Praktek C N Maret gy 14\ Maret dopd
Penempatan Unit  : Oferalional R0ck i
Koord. Lapangan
Paraf pembimbing
No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation
1 :
I\ Mar 3024 o fRara e o

2 o Mar 24| - Input mveite bucking hissee 0y oxsice

ke \¢§

- \aput wwoice bvkivng Rsue
ke Ht¢

313 Mar 201y| - \nput F50 oite dan Rint

(&
™S fwccing hissoe 0p office

A1 Mar sy | gait

& Wy |- Vevfikad kelokpn flat dano.
\§ Mow Wy ah{aine\' Yada teXep tagihan 0% ofwee
tnvdice dan kwitansi fatec
. (weot $60 ivwoice fumber pater
fnda SATEm
- fMat Tt Twvoice Ravec

)
Ly
B\
»

Catatan
Lembar itoring ini harap diserahkan ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama W T

Lembaga Pendidikan : foUteentc NEGER\ BENGXAN

Jurusan/Prodi  Mwinistrasi, Wiagp { Admainisheasi, Bisis Intewagion)

Tanggal Praktek 18, Mok 200y /4. 22 Marek 2029

Penempatan Unit : OFerational POCY s

Koord. Lapangan 8 S,

Paraf pembimbing

No | Tanggal Materi Praktek Lokasi Koord Public
r Lapangan | Relation

16 Mac 202¢|" VOETKASH RWbice trcking

Yigsve
- lnput \nvoie ke IC§ 0f ofxice ‘-ﬁ

-put \wwoice ke WS

f

Z |19 Mar 20q| Vevigikagi wvsie tverind

WL ot o€ice
_ wpvt \nbuice Ke \C§
- Wfot \nvoite xe WY

20 Mar 22| - lnyut £ W0l Number

4 12 Mar 224 - print ™S trucking kigsue

_ Vevfikasi Yewtokan flat i
Mobil dan N0-(oAtainer 0% oexice

tada Tekap kagian invoice
don  Kwitansi Pater

5 |22 Mar Ll — Vewgirasi inuoice trcking

Ashue oY OEFiE
- wmgot lwoke ¥e \£$

. \ngut Wuoice Ke TS

fover Yade SAPEm
O¢ ofFie
—pring TN Wvole fager

Catatan
Lembar monitoring ini harap diserah ke Public Relation setiap hari senin untuk pengesahan

47




MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama . trA DAHNIA

Lembaga Pendidikan :
Jurusan/Prodi

Tanggal Praktek
Penempatan Unit
Koord. Lapangan

Paraf pembimbing
No | Tanggal Materi Praktek Lokasi Koord Public

Lapangan | Relation

15 2 Mardor| - ver§iEasi invoice kaoking
e - . 6tglce

- t\wc no-\Vole dWeRng Of of
pOges ¥e (At

. RNk TOAS YUY pagel

{

2 bt Mar Wly| - tnput tovoice fucking
heswe ke 1 - | oy ow

- \nput (Woice TrU(king
tisSue ¥e uT¢

3 3 Mar dob| _ puint s fvaing Kssue

- Vedgigadi \0Woice Arveeing
Risve

& MM Dol |- vedgiwcasi Wolce hvutng

Regec O oFF'<
. gut ke \CS
- ot ke e

5. 'L?MN"M«‘[ 5 .,)‘tbﬁ,; QQ‘Y"'\.GE\\‘A?\"'V\}) ]
er ¥ ’ Qv oFfi&
it VW oy

- Input No.tnuoice ke SA¢ Of ofEice 41 .

Catatan

Lembar itoring ini harap di: hkan ke Public Relation setiap hari senin untuk pengesahan
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Nama

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Jurusan/Prodi : Adwiaigteash “‘“3%...’...‘.\6""‘(““\"“5...?’.‘..‘.Y‘."..‘...!V.\.‘.%'&*WA
Tanggal Praktek Aoy 20 54 S AmL Doy
Penempatan Unit e AT YA UL S
Koord. Lapangan N“"AE“‘ ..........
Paraf pembimbing
No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation
T 1 A 100y |- Vevgivas :vwoi(e bcking isve | 0o perice
& \n(urn (4%
- \nor ke WO r% ﬂt
2 1 Ape) 10y Sowit
3. i\ 202
3 Agal 2024 | Wput ke l¢s OF OFFCE
- \rput ke HTY ﬁ ep‘
4, " -
wy | . o .\nvoice i (T3
A Ape1 200 | Input trveing b 0p oFice
ke S n‘}]L g
- frint ™S tvdang Hissue ‘
5. 2 AT
5 Apal 302y |- tngk mo-tnvoice hucking hisqu OF ot
ke Sap
_ pang 10g brveeding \issue :
Catatan
Lembar monitoring ini harap di: ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama

Lembaga Pendidikan :
Jurusan/Prodi

Tanggal Praktek
Penempatan Unit
Koord. Lapangan

Paraf pembimbing

No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation

Ir ACRIL 201 (- twepdusun berka$ nvotce Kankor OF
tvcking fitgoe

- Veigieasi uoice fwidng q% 4«
Ysgue

2. ip arerc 202y | _ ok ¥e W i
- \hput wwoice bwertug e

ke HT§

3 i e 20 -\ngut 0. nvoice trueki ng Hosve |y ankor OF
ke 4Ap

- Print T™s Wolte Frucking
Yigsve

4 |1g AmL IOy |« VexgikaSi furat tengantor Kawnkor 0F
tontainer

- Vedgikagi Wvoi @ kv dking
Yissve

5. |19 AL 202y |- Venttiragi nvoice 1“"*""3 Aissue Konkoc 0F

- Ingo¥ No (nVoice huu(.m) Rstue
ke sAp

- fdng Ths tNCENg Fisoe

F| = | & $
| = | P

Catatan
Lembar monitoring ini harap diserahkan ke Public Relation setiap hari senin untuk pengesahan
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Nama

Lembaga Pendidikan :.

Jurusan/Prodi
Tanggal Praktek

Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

. ERA DAMNIA

No

Tanggal

Materi Praktek

Lokasi

Paraf pembimbing

Koord
Lapangan

Public
Relation

0 Apat 0y

- Menad Shigment Vumber di
SAP

- trnt shipment flan for
tontainer

op

521

}

13 Ape| M2y

- Vewfikasi kecotoxan tlab
mobil dan Qs -ontainer Pada
Tekop FasMAN \nyoite dan SurTt
3o\an ereteng

= Mengecdocan Shitment (st
frocking tegoct

]

24 Ageil 2024

- input 60 Invoite Nomber di
Sapm \nvoice fright

. pwnt TME Wuoice treloht

. Mengerdakan ¢hirment coct
+Ocking  report

op

15 Apdl 2024

- Vewgikasi 1nvgice ¥weking
fisoue

- \ngut ke \¢s

- \wiut ke Hts .

- Mengersacan shirment cost

tmacking regoct

26 AL 7004

of

- WUt 450 agoice nwmber &i
saptim Wvole ('(V{J:‘V\g Hesue
. pint TWS WU0ICe AuCRing

b t‘:f;‘é-f’"g; welengkagan doruven

dan i dota Inudice kucing s

or

i
i/
%
L7

+— | =

Catatan

Lembar

itoring ini harap di

ke Public Relation setiap hari senin untuk pengesahan
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Nama

Lembaga Pendidikan

Jurusan/Prodi
Tanggal Praktek
Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

No

Tanggal

Materi Praktek

Lokasi

Paraf pembimbing

Koord
Lapangan

Public
Relation

19 A 202y

-loputdata (WWoice bucking
fggue ke ICS .
- Input doka yeice FEETMI

ge ke WIS ) "
- \nt::rs (13) \\‘v\vo'u(,e agmber i SR BM

- pant TME We01CQ FVUFing Rssdy

0 ofgie

30 April 2024

- Verigirasi Kelengrapan decumeq
dan isi data Wooice twering
'“‘ v . N

- \m‘uf data (Avoice AWCK g KW

2 Jf.@?t\\;‘? Tnuoice Uiy Rguel

6y office

ol Mei 27y

- libur hard by

02 Mei 2024

- frint T™S (nuoice trudeing bissed

- Vexiieasi ke\cng\cagon dokumeq

dan isi data Tnvgice twkingtiee o offie

- Wnpot data ¥e 1es” dan HTS
. wput 150 wweice Numbec Ai snetm

03 Mei 202y

> \!u'\f'(kns'l Kdeny\c\:o‘«sondbﬂ)w

don i ddka Tnyoice

- ot FSP \nuoke Novber &

$APtOm .
- “print s Woice Fvcking fsiie

n
ing Ree 0F OFEICE
L wpot data we \C§ dan TS

i
i
i
iy

Catatan

Lembar

itoring ini harap di:
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Lembar monitoring ini harap di ke Public Relation setiap hari senin untuk pengesahan
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Lembar monitoring ini harap diserahkan ke Public Relation setiap hari senin untuk pengesahan
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Lembar monitoring ini harap di: ke Public Relation setiap hari senin untuk pengesahan
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Appendix 7: Activities in Company

Safety Induction in Public Relations and Port Operations Office
Source: Author Personal Data 2024

ATAS
LOGISTIC DIvISEQN
IMPORT EXPoRT gNpy
PORT OPERATION yNpp )
CONTAINER YARD uNiT
MEETING ROOM

Work process in port operation division
Source: Author Personal Data 2024
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Visit to the Jetty / Port of PT Indah Kiat Pulp and Paper Tbk and PT Pindo Deli Tissue
Source: Author Personal Data 2024
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(2=

PEMB SIK

PT.INDAH KIAT PULP £, PER TBK
- f 3

Company’s Event
Source: Author Personal Data 2024

Farewell Party in Port Operation Division
Source: Author Personal Data 2024

Job Training Presentation in Public Relation Office
Source: Author Personal Data 2024
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