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PREFACE 

 

 

Assalamu’alaikum Wr.Wb 

Alhamdulillahirobbil'alamin, thanks to Allah SWT who has bestowed His 

blessings, mercy, taufik, ridho, rizki and gifts to the author. Sholawat and 

greetings are still poured out to the Prophet Muhammad SAW and his family and 

companions. Finally, the author can complete practical work and compile reports 

at the Bengkalis Customs and Excise Supervision and Service Office, 

Selatpanjang Assistance Office well. 

We thank the Selatpanjang Customs and Excise Office for accepting us to 

do practical work to get to know the world of work and add insight in the field of 

administration. The purpose of writing this internship report is to complete the 

Diploma 4 (four) lecture program at the Bengkalis State Polytechnic International 

Business Administration Study Program. The writing of this practical work report 

can not be separated from the support, assistance, guidance and direction from 

various parties. Therefore, the authors humbly thank: 

1. Mr. Johny Custer, ST., MT as the Director of the State Polytechnic of 

Bengkalis 

2. Mr. Armada, ST., MT as Deputy Director I State Polytechnic of Bengkalis 

3. Mrs. Yunelly Asra, SE., MM as the Head of the Department of Commerce 

Administration. 

4. Mr. Hutomo Atman Maulana, S.Pd., M.Si as the Head of International 

Business Administration Study Program. 

5. Mr. Teguh Widodo, S.Sos., M.SM., M.Rech as a Author’s Supervisor at the 

State Polytechnic of Bengkalis 

6. Mr. Agus Suprianto as a Author’s Supervisor at the Customs and Excise 

Office of Selatpanjang. 

7. Especially for Father Masyabi, mother Farida Aryani and Stepmother 

Ernalawati, who have provided a lot of support for prayer, time, energy and 
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material to help and provide convenience during lectures and hopefully all 

of them will get a reward in kind with Allah SWT. 

8. My beloved brothers and Sisters who always encourages learning and helps 

when the author is in trouble. 

9. All employees of the Office of Customs and Excise that the author can not 

mention one by one who has guided during the Job Training took place. 

10. Fellow students who have provided support and prayers to the author. 

 

The author realizes this Job Training Report is far from perfect. Therefore, 

the author expects criticism and suggestions to improve the shortcomings of the 

report made by the author. The author hopes that this report can be useful for 

anyone who reads it. 

Wassalamu’alaikum Wr. Wb 

 

 

         Bengkalis, June 30
th

, 2021 

 

  

 

             Author 

           

 

 

 

 

 

 

 

 

 



 

iv 
 

TABLE OF CONTENTS 

 

 

VALIDATION SHEET ...................................................................................... i 

PREFACE  ........................................................................................................... ii 

TABLE OF CONTENTS .................................................................................... iv 

LIST OF TABLE ................................................................................................ vi 

LIST OF FIGURE .............................................................................................. vii 

LIST OF APPENDIXS ....................................................................................... viii 

CHAPTER I INTRODUCTION ........................................................................ 1 

1.1 Background of the Apprenticeship ..................................................... 1 

1.2 Purpose of the Apprenticeship ........................................................... 3 

1.3 Significances for the Apprenticeship ................................................. 4 

CHAPTER II GENERAL DESCRIPTION OF THE COMPANY ................ 5 

2.1 Company History ............................................................................... 5 

2.2 Vision and Mission of Directorate General Customs and Excise ...... 7 

2.2.1 Vission of Directorate General Customs and Excise ................ 7 

2.2.2 Mission of Directorate General Customs and Excise ............... 7 

2.3 Kind of Business ................................................................................ 8 

2.4 Organization Structure ....................................................................... 9 

2.5 The Working Process ......................................................................... 12 

2.5.1 Export ....................................................................................... 12 

2.5.2 Import ....................................................................................... 13 

2.5.3 Excise ........................................................................................ 15 

2.6 Document Used for Activity .............................................................. 15 

CHAPTER III SCOPE OF INTERNSHIP ....................................................... 18 

3.1 Job Descriptions ................................................................................. 18 

3.2 System and Procedure ........................................................................ 19 

3.3 Place of the Apprenticeship................................................................ 27 

3.4 Kind and Description of the Activity ................................................. 28 



 

v 
 

3.5 Obstacles and Solution of the Apprenticeship ................................... 37 

3.5.1 Obstacles of the Apprenticeship ............................................... 37 

3.5.2 Solution of the Apprenticeship ................................................. 37 

CHAPTER IV CONCLUSION AND SUGGESTION .................................... 39 

4.1 Conclusion ....................................................................................... 39 

4.2 Suggestion ........................................................................................ 41 

REFERENCES  ................................................................................................... 42 

APPENDIXS ........................................................................................................ 43 



 

vi 
 

LIST OF TABLE 

 

Table 3.1 Apprenticeship Schedule ............................................................... 27 

Table 3.2  Agenda of Activities for the First Week (1) .................................. 28 

Table 3.3  Agenda of Activities for the Second Week (2) ............................. 29 

Table 3.4 Agenda of Activities for the Third Week (3) ................................ 29 

Table 3.5 Agenda of Activities for the Fourth Week (4)............................... 30 

Table 3.6     Agenda of Activities for the Fifth Week (5)  ................................ 30 

Table 3.7 Agenda of Activities for the Sixth Week (6) ................................. 31 

Table 3.8  Agenda of Activities for the Seventh Week (7) ............................ 31 

Table 3.9 Agenda of Activities for the Eighth Week (8)............................... 32 

Table 3.10 Agenda of Activities for the Ninth Week (9) ................................ 32 

Table 3.11 Agenda of Activities for the Tenth Week (10) .............................. 33 

Table 3.12 Agenda of Activities for the Eleventh Week (11) ......................... 33 

Table 3.13   Agenda of Activities for the Twelfth Week (12)........................... 34 

Table 3.14 Agenda of Activities for the Thirteenth Week (13)....................... 34 

Table 3.15 Agenda of Activities for the  Fourteenth Week (14) ..................... 35 

Table 3.16 Agenda of Activities for the Fifteenth Week (15) ......................... 35 

Table 3.17 Agenda of Activities for the Sixteenth Week (16) ........................ 36 

Table 3.18 Agenda of Activities for the Seventeenth Week (17) .................... 36 

Table 3.19 Agenda of Activities for the Eighteenth Week (18) ...................... 37 

 

 

 

 

 

 

 

  



 

vii 
 

LIST OF FIGURE 

 

Figure 2.1  Customs and Excise Office of Bengkalis ...................................... 5 

Figure 2.2  Customs and Excise Office of Selatpanjang ................................. 6 

Figure 2.3 Directorate General of Customs and Excise Logo ........................ 7 

Figure 2.4 Organization Structure of KPPBC TMP C .................................... 9 

Figure 2.5     Export Management ...................................................................... 12 

Figure 2.6 Import Management ...................................................................... 14 

Figure 3.1  Form CEISA  ................................................................................. 21 

Figure 3.2 Document Search CK-6 Form ....................................................... 25 

Figure 3.3 Duplicated Document .................................................................... 26 

Figure 3.4 Tidyed Up Document .................................................................... 26 

Figure 3.5 Document to be Saved ................................................................... 27 

 

 

  



 

viii 
 

LIST OF APPENDIXS 

 

Appendix   1  : Application Letter for Apprenticeship .................................... 43 

Appendix   2  : Replay Application Letter for Apprenticeship ....................... 44 

Appendix   3  : Attandance for Internship Activities ....................................... 45 

Appendix   4  : Assesment During Apprenticeship ......................................... 57 

Appendix   5  : Certificate of Completed the Apprenticeship ......................... 58 

Appendix   6  : Tobacco Product Recapitulation Data .................................... 59 

Appendix   7 : CEISA Application ................................................................. 60 

Appendix   8 : Form ExSIS Application ........................................................ 61 

Appendix   9 : Tobacco Products Market Transaction Price Data ................. 62 

Appendix  10 : Form Input Data ...................................................................... 63 

Appendix  11 : Form Cigarette Information Search Result Data .................... 64 

Appendix  12 : Saved Data .............................................................................. 65 

Appendix  13 : Document Completeness Checklist Form .............................. 66 

Appendix  14 : Export Database ...................................................................... 67 

Appendix  15 : Scanning Process and Saved Data .......................................... 68 

Appendix  16 : Trasnport Protector ................................................................. 69 

Appendix  17 : Database CK-6, 2021 .............................................................. 70 

Appendix  18 : Firs Revision Sheet ................................................................. 71 

Appendix  19 : Second Revision Sheet ........................................................... 72 

Appendix  20 : Third Revision Sheet .............................................................. 73 

Appendix  21 : Revision Sheet Pasca Sidang .................................................. 74 

Appendix  22 : Take a Photo with the Head Office of Customs and Excise  

of Selatpanjang ......................................................................... 75 

Appendix 23 : Daily Activity ......................................................................... 76 

 



 

1 
 

CHAPTER I 

INTRODUCTION 

 

 

 
1.1.   Background of the Apprenticeship 

Science and technology, especially in the industrial sector, continues to 

develop along with the progress of civilization. Along with that, the thing that is 

currently the center of attention is how to increase the use of energy in an industry 

in an effective, efficient, and environmentally friendly manner. 

Industry is one of the factors of economic growth that needs to be developed 

so that it can increase state income and people's welfare. In an effort to improve 

Indonesia's industry, it is necessary to increase and optimize human resources. 

Due to the development of an industry, modern or sophisticated technology is 

used. In other words, the industry will recruit individuals who are able to operate 

or understand in detail the modern technology. That way, it is very necessary for 

workers who are competent in their expertise, especially in doing the best possible 

job so that the company or industry can develop or advance in the future. 

Universities as one of the research centers participate in developing 

technology through research in order to create effective, efficient, and 

environmentally friendly technology. In addition, universities also function as a 

means of producing quality human resources, with integrity, excellence, high 

intellectuality, and are always required to improve the quality of their education to 

be ready to face the industrial revolution 4.0 for the progress of the nation and 

state. 

Bengkalis State Polytechnic is one of the universities located in Bengkalis, 

Riau, Indonesia. Initially established in 2000 under the name Bengkalis Shipping 

Polytechnic through Gema Bahari Foundation with 3 (Three) Study Programs, 

namely Ship Electrical Engineering, Ship Building Engineering, and Ship 

Machining Engineering.

Over time, the Bengkalis Shipping Polytechnic changed its name to 

Bengkalis Polytechnic which was under the auspices of the Bangun Insani 
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Foundation (YBI) Bengkalis, with 5 (five) Study Programs, namely Naval 

Architecture, Mechanical Engineering, Electrical Engineering, Civil Engineering, 

and Business Administration. 

In July 2001, Bengkalis Polytechnic accepted new students for the first 

batch. Where at that time the Bengkalis Polytechnic collaborated with the 

Surabaya State Polytechnic, ITS Surabaya. In 2006, Bengkalis Polytechnic added 

2 (two) New Study Programs, namely Business English and Informatics 

Engineering. 

In early 2008 the Bengkalis Polytechnic wanted to increase its status from a 

private university to a state university. After obtaining approval in 2009, the 

Bengkalis Polytechnic together with YBI and the Bengkalis Regency Government 

proposed increasing the status from PTS to PTN to the Ministry of National 

Education through the Directorate General of Higher Education. 

In 2013 Bengkalis State Polytechnic added 2 (two) Study Programs, namely 

D4 Mechanical Engineering Production and Maintenance and Road and Bridge 

Design Engineering. Then in 2016 the Bengkalis State Polytechnic added 3 (three) 

Study Programs, namely the International Business Administration Study 

Program, Public Sector Accounting and Software Engineering.  

Job Training is a learning process by getting to know the actual scope of the 

world of work. Every student is required to go directly to the world of work which 

is their respective field respectively, so that each student is expected to be able to 

directly apply the knowledge that has been studied previously into the world of 

work. In addition, with practical work students can increase their knowledge, 

skills, and experience in work which can later be applied in the real world of 

work. 

The Selatpanjang Customs and Excise Office is part of the Bengkalis 

Customs and Excise Main Office. Bengkalis Customs and Excise is a vertical unit 

under the Riau DJBC regional office in accordance with the regulation of the 

Minister of Finance Number 188/PMK. 01/2016 has changed the type from the 

pratama type to the middle type of customs C which also combines the Bengkalis 

Customs and Excise Supervision and Service Office. The duties of the Directorate 
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General of Customs and Excise are to supervise Export and Import activities, 

supervise the circulation of beverages containing alcohol or ethyl alcohol, and the 

circulation of cigarettes or other tobacco processing products. One of the reasons 

the author chooses the office as a place for internships is to find out the system 

and procedures for implementing one of the office's activities, namely in terms of 

supervision and service of exported goods and imported goods. The output that 

the writer expects after completing the internship at the office is, the author 

masters the work procedures related to the activities of supervision and export-

import services starting from the administration until the goods are issued or 

shipped. 

Therefore, it is hoped that this practical work at the Bengkalis Customs and 

Excise Office (Selatpanjang Assistance Office) can provide benefits for various 

related parties, both for industry, universities, especially for students who are 

expected to be able to become professional workers in the industrial sector later. 

 

1.2.  Purpose of the Apprenticeship 

 Internship 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 Job Training, which are as follows: 

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

and Excise Office of Selatpanjang. 

2. To know the working process of the Customs and Excise Office of 

Selatpanjang. 

3. To know the documents used in the work process at the Customs and Excise 

Office of Selatpanjang. 

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

and Excise Office of Selatpanjang. 

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

work on Customs and Excise Office of Selatpanjang. 

6. To know the obstacles faced in completing the work at the Customs and 

Excise Office of Selatpanjang. 
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7. To know solutions in dealing with obstacles during practical work at the 

Customs and Excise Office of Selatpanjang. 

 

1.3.   Significance of the Apprenticeship 

The benefits expected from the implementation of the Job Training are as 

follows:  

1. As one of the requirements that must be met to complete vocational 

education at the Bengkalis State Polytechnic, especially the Diploma IV 

(D4) International Business Administration Study Program. 

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 received feedback from the Agency on the 

ability of students who took part in the Job Training in the world of work. 

6. Bengkalis State Polytechnic received feedback from the world of work for 

curriculum development and learning processes. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

 

 
2.1 Company History 

The Selatpanjang Customs and Excise Office is located on Jalan Tanjung 

Harapan, Selatpanjang, Meranti Islands Regency. The Selatpanjang Customs and 

Excise Office is part of the Bengkalis Customs and Excise Main Office. Bengkalis 

Customs and Excise is a vertical unit under the Riau DJBC regional office in 

accordance with the regulation of the Minister of Finance Number 188/PMK. 

01/2016 has changed the type from the pratama type to the middle type of 

customs C which also combines the Bengkalis Customs and Excise Supervision 

and Service Office. The main office of Bengkalis Customs and Excise is located 

on the island of Bengkalis, north of the island of Sumatra, which is surrounded by 

± 400,000 people, the majority are Malay. Bengkalis Customs and Excise 

supervises 3 (three) auxiliary offices, namely the Central Bantan Assistance 

Office which serves the supervision of passenger goods, the Selatpanjang 

Assistance Office which carries out activities in the Customs and Excise sector 

and the supervision of passenger luggage, and the Sungai Pakning Assistance 

Office which carries out Customs supervision. and Excise. Bengkalis Customs 

and Excise also has 14 auxiliary posts where only 3 (three) posts are active, 

namely Selatpanjang Post, Sungai Kembung Post and Tanjung Samak Post.  

 

Figure 2.1  Customs and Excise of Bengkalis 

Source : Official Website KPPBC TMP C Bengkalis 
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 Before the Selatpanjang Customs and Excise Office merged with the 

Bengkalis Customs and Excise Supervision and Service Office, the Selatpanjang 

Customs and Excise Supervision and Service Office was the only office in 

Selatpanjang. Where the Customs and Excise Service and Supervision Office 

Type B Selatpanjang is located on the seafront not far from the Selatpanjang city. 

The office was established in the government of Bengkalis Regency. Selatpanjang 

City and its surroundings are the Kewedanan Area under Bengkalis Regency 

which was later changed to Tebing Tinggi District. On December 19, 2008, the 

area of Selatpanjang and its surroundings was changed to Meranti Islands 

Regency, splitting itself from Bengkalis Regency with Selatpanjang as the capital 

city.  

Along with the progress in Selatpanjang City, the Selatpanjang Customs and 

Excise Service and Supervision Office was built, now located on Jalan Tanjung 

Harapan, Tebing Tinggi District, Meranti Islands Regency and has been upgraded 

to a Primary Office. The inauguration of the Selatpanjang Customs and Excise 

Pratam Office was held on November 14, 2012. The Selatpanjang Customs and 

Excise Service and Supervision Office continues to improve the service system to 

be more effective, efficient and accountable. Various slogans on the performance 

values of the Ministry of Finance's ranks adorn the guest waiting room at the Type 

B Customs and Excise Supervision and Service Office of Selatpanjang.

 

Figure 2.2  Customs and Excise Office of Selatpanjang 

Source : Official Website KPPBC TMP C Bengkalis 
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2.2 Vision and Mission  

2.2.1 Vision of Directorate General of Customs and Excise  

 The vision that is always held and always carried out is to become the 

world's leading Customs and Excise institution. Directorate General Customs and 

Excise vision reflects Directorate General of Customs and Excise highest ideals 

better through setting challenging targets that are continuously maintained in the 

future. 

 

2.2.2 Mission of Directorate General of Customs and Excise 

 The mission of the Directorate General of Customs and Excise in realizing 

the expected goals are as follows: 

1. Facilitate trade and industry. 

2. Guarding borders and protecting Indonesian people from smuggling and 

illegal trade 

3. We optimize state revenues in the customs and excise sector. 

 

 This mission is a specific step that must be taken by DGCE in order to 

achieve DGCE's vision. Overall participation related to the amount of trade, 

security and acceptance is an inseparable unity. 

 

Figure 2.3 Directorate General of Customs and Excise Logo 

Source : Official Website of DJBC 

 

Explanation of the meaning of the Logo : 

1. A pentagon with a picture of the sea, mountains, and the sky in it. The 

pentagon symbolizes the Republic of Indonesia based on Pancasila and the 
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sea, the mountains and the sky symbolize the Indonesian Customs Area, 

which is the area where the Customs Law and Excise Law apply. 

2. A stick with 8 (eight) threads at the bottom, symbolizing Indonesia's 

international trade relations with foreign countries from/to the 8 winds. 

3. The wing, which consists of 30 small wings and 10 large wings, symbolizes 

the Indonesian Financial Day October 30 and symbolizes Customs and 

Excise as an element of implementing the main tasks of the Ministry of 

Finance in the Customs and Excise sector. 

4. The rice panicles are 24 (two four) forming a circle, symbolizing the 

purpose of the implementation of Customs and Excise duties is the 

prosperity and welfare of the Indonesian nation. 

 

2.3 Kind of Bussines 

 The Directorate General of Customs and Excise is the name of a 

government agency that serves the public in the field of customs and excise. The 

duties of the Directorate General of Customs and Excise are to supervise Export 

and Import activities, supervise the circulation of beverages containing alcohol or 

ethyl alcohol, and the circulation of cigarettes or other tobacco processing 

products. Customs is a field that handles Export and Import activities such as 

regarding the collection of import duties and taxes in the context of imports. There 

are also export duties, especially for certain goods/commodities. Then excise, 

excise is a levy by the state indirectly to consumers who use excise objects. The 

current excise object is excise on tobacco products (cigarettes, cigars, etc.), ethyl 

alcohol, and liquor. 

 In accordance with its main function, namely increasing the growth of the 

domestic industry through the provision of facilities in the field of Customs and 

Excise that are right on target, as well as creating a conducive business and 

investment climate by facilitating Import and Export logistics through 

simplification of Customs and Excise procedures and the application of a reliable 

risk management system. 
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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 

company in a joint effort to achieve the goals that have been set. The structure of 

the Customs and Excise Office for Supervision and Customs Service Type C can 

be seen in Figure 2.4 below: 

 

ORGANIZATION STRUCTURE OF THE CUSTOMS AND EXCISE 

OFFICE FOR SUPERVISION AND CUSTOMS SERVICE TYPE C 

 

Figure 2.4 Organization Structure  KPPBC TMP C  

Source : Official Website DJBC 
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As for the duties and responsibilities of each organizational structure of 

Customs and Excise Office for Supervision and Customs Service Type C, namely: 

1. General Subsection 

Consists of: Administrative and staffing affairs, whose duties are to carry 

out administrative affairs, personnel administration and employee 

development, as well as to facilitate and carry out administrative guidance 

for the relevant Customs and Excise inspector functional positions.  

Financial affairs, his duties are to carry out financial and budgetary affairs. 

Household affairs, has the task of carrying out household affairs, equipment, 

and employee welfare. The General Subdivision in general has the task of 

administrative affairs, personnel administration and employee development, 

facilitating and carrying out administrative guidance for the Functional 

Positions of Customs and Excise Inspectors, and other functional positions 

in accordance with the scope of duties of the relevant functional positions, 

and carrying out financial and household affairs. Office of Supervision and 

Service of Customs and Excise Intermediate Customs Type C concerned. 

2. Enforcement and Investigation Section 

 Consists of: intelligence sub-section, action sub-section and means of 

operation as well as investigation sub-section and goods resulting from 

prosecution.  

 The Enforcement and Investigation Section has the task of carrying out 

intelligence, patrolling, and operations to prevent and prosecute violations 

of laws and regulations in the field of customs and excise, carry out 

investigations of criminal acts in the field of customs and excise, and carry 

out the management and maintenance of operational facilities, 

communication facilities, and firearms. 

3. Treasury Section 

Consists of : Subsection Administration of manifest, acceptance and 

guarantee, and subsection of administration of billing and returns. 

The Treasury Section has the task of collecting and administering import 

duties, export duties, excise, and state levies in accordance with laws and 
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regulations collected by the Directorate General of Customs and Excise, and 

perform customs services on transportation facilities and notification of the 

transportation of goods. 

4. Customs and Excise Service Section and Technical Support. 

Consists of : Customs and excise hangar subsection and document 

administration data processing subsection. 

The Customs and Excise Service Section and Tennis Support have the task 

of carrying out technical services and facilities and technical support in the 

field of customs and excise, operating computers and supporting facilities, 

managing and storing data and files (files), providing technical support 

services for data communication, exchange electronic data, processing 

customs and excise data, conducting receipts, checking the completeness 

and distribution of customs and excise documents, and presenting customs 

and excise data. 

5. Internal Compliance and Counseling Section 

Consists of: Subsection of compliance with the implementation of duties 

and subsection of extension and information services. 

 The Internal Compliance and Counseling Section has the task of supervising 

the implementation of tasks, monitoring internal control, risk management, 

performance management, workload analysis, internal investigations, efforts 

to prevent violations and enforce compliance with the code of ethics and 

discipline, and follow up on the results of supervision, formulate 

recommendations improvement of business processes, as well as the 

preparation of work plans and accountability reports in the supervisory 

office environment and provide compliance services and guidance, 

consultation, and information services in the customs and excise sector. 

6. Functional Position Group 

Consists of a number of functional staff who are divided into various groups 

according to their level and field of expertise. Each position group is 

coordinated by a functional staff appointed by the head of the organizational 

unit. The functional position group has the task of carrying out activities in 
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accordance with their respective functional positions based on the 

provisions of the legislation. 

 

2.5 The Working Process 

 As explained in point 2.3 regarding the Kind of Business in Customs and 

Excise, where this agency provides services such as supervising Export and 

Import activities from export management to transportation means departing, as 

well as import management and excise activities. 

2.5.1 Eksport 

Exports are a form of international trade. Exports occur when goods 

produced in one country are shipped to another country for sale or trade. Exports 

are important for the country's economy. Because commodity sales increase the 

country's gross income. Below is the flow of the export management : 

 

Figure 2.5 Export Management 

Source : Writer Photo Documentation, 2021 
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Flow Description : 

1. Exporters submit export documents in the form of PEB documents, 

applications for export loading permits, invoices, packing lists, NPEs, as 

well as permits from relevant agencies. 

2. Then the exporter submits the document to the Customs and Excise 

Supervision and Service Office for inspection. 

3. After inspection, if the document contains errors or is incomplete, the 

officer will return it to the exporter for repair. And if the documents are 

complete, the officer will check the Export Loading Location. 

4. Then, if it is permitted, the officer will issue a permit approval document for 

export goods. 

5. After that, the foreign service officer will supervise the loading of the 

exported goods. 

6. Then, after the goods are loaded, the officer will sign the Export Service 

Memorandum and Gate In on PEB and NPE. 

7. Furthermore, the means of transportation make Manifest and Bill of Lading, 

and the ship departs 

 

2.5.2 Import 

Import is the process of legally transporting goods or commodities from one 

country to another, generally in the trade process. The import process is generally 

the act of entering goods or commodities from other countries into the country. In 

the case of Import, there is an inspection activity of imported goods, and it must 

be carried out selectively, one of which is the establishment of routes, namely the 

red, yellow, and green lanes and Mita (Main Customs Partners).  

The red line is a service mechanism and supervision of the release of 

imported goods by conducting a physical inspection and document review before 

the issuance of the Letter of Approval for the Release of Goods (SPPB). Then the 

yellow line. The yellow lane does not carry out physical inspection of goods, but 

the imported goods are still subject to document research before the issuance of 

SPPB. Furthermore, the green line is the same as the yellow line, which only 
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examines documents after the issuance of the SPPB. This path is defined in the 

case of medium risk importers importing goods. Below is the flow of the import 

management : 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.6 Import Management 

Source : Writer Photo Documentation, 2021 

 

Flow description: 

1. The transportation means agent submits the Inward Manifest to the Customs 

and Excise Supervision and Service Office. 

2. Furthermore, the transportation means agent applies for a docking and 

unloading permit outside the customs area. 

3. If the application for a docking and unloading permit is approved, then the 

importer or his proxies shall apply for a storage permit in the importer's 

warehouse, due to the unavailability of customs areas and temporary storage 

places (TPS). 

4. If the permit application is approved and after the goods have been 

stockpiled, the Importer must submit PIB (Notice on Imported Goods) along 
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with PIB complementary documents through the PDE system, namely the 

latest delivery media that can be used by importers. 

5. After that, the importer pays import duty and Tax in the Context of Imports 

through a foreign exchange bank. 

6. If the green line importer does not carry out a physical inspection, but a 

document check is still carried out, a new Goods Release Approval can be 

issued. 

7. And if the yellow lane importer does not undergo a physical inspection but 

only examines documents or hard copies of PIB and the complementary 

documents must be submitted to the customs office, a new Goods Release 

Approval Letter can be issued. 

8. Then if the importer is red lane, physical inspection and inspection of PIB 

documents and their attachments are carried out, if physical inspection and 

document inspection have been carried out, a new Goods Release Approval 

Letter can be issued. 

 

2.5.3 Excise 

Excise as a state levy imposed on certain goods that have the nature or 

characteristics in accordance with the law is state revenue in order to realize 

prosperity, justice and balance. Excise serves to reduce the level of consumption 

of certain goods. Excise is applied to specific goods selectively. The purpose of 

the imposition of excise is that for each type of goods it is different, while for 

taxes it is usually used for several generally. And excise rates are not the same on 

one object with another object. 

 

2.6 Document Used for Activity 

 Documents used in activities at the Directorate General of Customs and 

Excise, Customs and Excise Supervision and Service Offices are: 

1. Export Documents 

a. Goods Export Notification Document (PEB) 
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Notification of Export of Goods (PEB) is a customs document used for 

notification of the export of goods which can be in the form of writing 

on a form or electronic media. 

b. Application Document for Loading Eksport Goods Outside the Customs 

Area. 

The permit application letter is an Export document that is mandatory 

for an application for a permit to load export goods outside the customs 

area. This letter is made when the process of loading goods is outside the 

customs area. 

c. Invoice. 

Invoice is one of the export documents that contains a list of consigned 

goods which is accompanied by a description of the name, amount, price 

to be paid. In addition to containing purchase details, invoices are often 

used as a billing tool between the seller and the buyer. 

d. Packing List. 

Packing List is an export document containing detailed specifications of 

exported goods according to the Invoice. 

e. Export Service Note. 

Export Service Note is a note issued by the Document Inspection 

Officer, Service Computer System, or Goods Inspection Officer for the 

submitted PEB, to protect the entry of goods to be exported to the 

Customs Zone and/or their loading to the transportation means. 

f. Bill of Lading. 

The Bill of Lading is one of the most important documents that apply to 

both domestic and export and import shipping activities, if in Indonesian 

it is a bill of lading. 

g. Outward Manifest 

Outward manifest is a document in transportation services that contains 

a list of cargo, passengers, crew, aircraft or other vehicles commonly 

used by customs. Manifest is also a list of cargoes of commercial goods 
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transported by means of transportation by sea, air, and land upon leaving 

the Customs Area. 

2. Import Documents 

a. Permitt Application Letter 

This document is a document issued from Customs and Excise, namely a 

permit document for the import of goods. 

b. Notification of Import of Goods 

This document is one of the customs documents, this notification is made 

by the importer who is adjusted to the complementary documents based 

on the principle of self-assessment. 

c. Supplementary Document (Invoice, Packing List, B/L) 

This document is a supplementary document for importing. 

d. Billing 

This document is proof of payment. 

e. Items Photos 

Dokumen yang berisi gambar dari barang 

f. Minutes of Physical Examination 

This document is a document for physical inspection of goods. 

g. Warrant of Release of Goods. 

3. Documents for inputting data on market transaction price monitoring 

(Cigarette Excise) 
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CHAPTER III 

SCOPE OF THE APPRENTICESHIP 

 

 

 
3.1 Job Descriptions 

A job description is a list of knowledge, skills, abilities, and other 

characteristics that an individual must possess to carry out a job. Description 

of practical work duties at the Selatpanjang Customs and Excise Office 

starting from March 1 to June 30, 2021. The work carried out at the 

Selatpanjang Customs and Excise Office, especially in the Customs field, is 

as follows: 

1. Recapitulates data on the results of monitoring the market transaction prices 

of tobacco products into Microsoft Excel. 

Recapitulating data on market transaction prices for tobacco products is an 

activity carried out by the author that contains information about prices and 

types of cigarettes that have been previously monitored by Customs and 

Excise Officials. 

2. Input Data from Monitoring Market Transaction Prices on ExSIS / Customs 

Applications. 

Input data from monitoring results are activities carried out by the author 

after the monitoring data above are recapitulated and then the information is 

input through the Customs and Excise application. 

3. Check the Completeness of Documents with Complementary Documents 

Checking PEB documents is one of the activities the author does to check 

the Export documents that the Service User submits to carry out Export 

activities. 

4. Receive and check the document of Export Declaration of Goods 

This activity is an activity to receive Export documents from service users 

to be checked and submitted to the employee concerned. 

5. Recording Export Commodities at KPPBC Bengkalis. 
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This activity is an activity carried out by the author for the data to be 

recapitulated and sent to the Bengkalis KPPBC 

6. Scan PEB Documents and Do Archiving. 

This activity is to scan documents that have been checked for further 

archiving. 

7. Registering CK 6 Documents on the ExSIS Application. 

Recording CK 6 documents is an activity carried out for the protection of 

goods subject to excise, such as drinks containing alcohol. 

8. Duplicate PEB Documents, Disposition Sheets, Assignment Letters and 

Official Notes. 

This activity is the activity of duplicating the documents that have been 

checked. 

9. Compile and Organize Documents According to the Company Name and 

Make Storage. 

This activity is an activity that is routinely carried out with the aim of 

making these documents easy to obtain when needed by Customs and 

Excise employees. 

3.2 System and Procedure of the Internship 

There are several practical work procedures that have been carried out at the 

Selatpanjang Customs and Excise Office, starting from learning on 01 March to 

30 June 2021 at the Selatpanjang Customs and Excise Office, especially at 

Customs, as follows: 

1. Recapitulates data on the results of monitoring the market transaction prices 

of tobacco products into Microsoft Excel. 

Previously, data on market transaction prices for tobacco products had been 

collected for respondents or shop owners selling retail cigarettes. Then 

proceed with recapitulating the data into Microsoft Excel in order to 

facilitate the reporting process to the Customs Headquarters through the 

ExSIS application.  

a. The first step is to open the Microsoft Excel application, 



 

20 
 

b. Then prepare a document containing data on the results of monitoring 

the market transaction prices of tobacco products that have previously 

been obtained, 

c. After that, it is continued by making tables and columns and titles 

according to the documents containing the data from the results of the 

monitoring, then the data is recapitulated correctly. To get a clear 

picture of the results of the data recap of the monitoring results, see 

Appendix Point 6. 

 

2. Input Data from Monitoring Market Transaction Prices on Exis / Customs 

Applications. 

In this section, the writer is given the task to record the data on cigarettes 

and their brands which have been recapitulated through Microsoft Excel. 

The recording and inputting process is carried out using the ExSIS (Excise 

Service and Information System) application found at CEISA (Customs-

Excise Information System and Automation). CEISA is an integrated 

system for all services of the Directorate General of Customs and Excise to 

all service users of a public nature so that all service users as users can 

access from anywhere, anytime with an internet connection. CEISA is also 

an application that connects Service Users with Customs. Meanwhile, the 

ExSIS (Excise Service and Information System) application is an 

application used by customs officials, especially deposits in the excise 

sector. The procedure and results can be seen below: 

a. Make sure your computer or laptop is connected to the internet 

b. Then log in to the F5 Access application using your username and 

password (this is confidential), the F5 Access application is a VPN 

application and optimization technology that speeds up and secures 

access to mobile devices to the Ministry of Finance network. 

c. Then log in using the customs employee username and password (this is 

confidential) 
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d. After successfully logging in to the F5 access application, the next step 

is to enter the application to access CEISA, for example the Chrome 

application, then type in a google search. 

e. If you have successfully entered the application, the next step is to log 

in using the employee username and password (this is confidential). To 

get a clear picture, the CEISA Application form can be seen in 

Appendix Point 7. 

f. After successfully logging in, then on the main menu of the CEISA 

application select the ExSIS application in order to enter and record 

data that has been previously recapitulated in Microsoft Excel. 

 

                          Figure 3.1 Form CEISA  
                       Source : Writer Photo Documentation, 2021 

 

g. After the ExSIS application is opened, an option form will appear on 

the left containing the Recording of Market Transaction Prices, then 

click on the red arrow. To get a clear picture, the ExSIS Application 

form can be seen in Appendix Point 8. 

h. On the green arrow there are columns to be filled in according to the 

data that has been recapitulated previously. The columns include the 

code from the supervisory office, the letter number, the date of the 

letter, including the FTZ area or not. Then the column below contains 

the store, namely the name of the store, the name of the owner, the 

address and mobile number of the store owner. Previously, the database 
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that contains the column has been set for its contents and just click on it 

and an option will appear according to the title of the column. 

i. Before filling in the column, first open the recap data file that has been 

saved on the computer and has been printed. To get a clear picture, the 

results of the data recap can be seen in the Appendix Point 9. 

j. After that, it is continued by inputting or recording the data into the 

ExSIS application. This is done one by one sequentially according to 

the data in the image above. The data is input in accordance with the 

existing column headings, such as the column entitled cigarette brand, 

and the information on the excise stamp. For example, the first column 

is titled the year of excise stamps, then click on the column and then a 

display of the year options will appear, namely 2020 and 2021. Then 

the next column is the factory location column where the production is 

and so on until finished. To get a clearer picture, the Data Input Form to 

record the data can be seen in Appendix Point 10. 

k. Images of data on cigarette brand search results and other information 

can be seen more clearly in Appendix Point 11. 

l. After the data has been found and inputted, proceed with saving the 

recording by hovering the cursor on the column at the bottom that says 

"Save", then clicking the column and the data is successfully saved. The 

data that has been recorded and stored can be seen in Appendix Point 

12. 

 

3. Check the Completeness of Documents with Complementary Documents. 

In this section the author is assigned to check the completeness of the 

documents in accordance with the complementary documents, where the 

complementary documents contain PEB (Notice of Export of Goods), 

Outward Manifest, B/L, Packing List, Invoice, and other complementary 

documents (if any), and NPE (Note Export Services). After the document is 

complete, it is continued by compiling the document according to the list 

contained in the folder for Export documents. Furthermore, the author then 
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puts a check mark on the checklist form for the completeness of the 

documents on the modified folder for the placement of the Export document 

as a sign that it has been checked and arranged according to what has been 

determined. To get a clearer picture of the checklist form, see Appendix 

Point 13. 

 

4. Receive and check the document of Export Declaration of Goods. 

Receiving and checking the document of the Declaration of Export of 

Goods is a job that is carried out almost every day by the writer at the 

customs section of the Selatpanjang customs, the Notification of Export of 

Goods is a notification document by the Exporter to the customs of the 

Exported goods. The process for receiving and checking the Goods Export 

Declaration document is as follows: 

a. The agent or company submits the PEB document to the author, 

b. Then, that the author checks the PEB document, the goal is to ensure 

the completeness of the document, 

c. After the documents are checked and the documents are complete, the 

writer submits the documents to the customs officer, and if the 

documents are incomplete, the writer gives them back to the agent or 

company to be completed and submitted again if all PEB documents are 

complete. 

 

5. Recording Export Commodities at KPPBC Bengkalis. 

Export Commodities are domestic superior commodities that sell well in 

foreign markets. In this case the author is given an overview of how to 

record export commodities by one of his employees. The procedure is to 

open the ExSIS application, then look for a form about export commodity 

data, after that it is done by recording the commodity data into Microsoft 

Excel to be sent to the Head Office in Bengkalis. To get a clearer picture of 

the data that has been filled in, see Appendix Point 14. 
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6. Scan PEB Documents and Do Archiving. 

Scan is the process of scanning document objects that will be converted into 

digital data in the form of files, this activity uses a scan / scanner tool which 

is a tool or property to scan documents. In this case the author is given the 

task to scan / scan export documents that have been checked for later in the 

archive. The procedure is 

a.  Make sure the Scanner Machine is connected to the computer 

b.  Turn on the ON button on the scanner machine 

c.  Place the document on the paper feeder scanner 

d. In the scan/DocAction setting software, select the PDF template button 

that will be used for the scan 

e.  In the file name box specify the name of the file to be scanned 

f.  In the page size box, select the size of the document to be scanned 

g.  If so, click the Apply button and OK  

To get a clearer picture of the process of scanning PEB documents, see 

Appendix Point 15. 

 

7. Registering CK 6 Documents on the EXIS Application. 

CK 6 document is a protective document for the transportation of excisable 

goods whose excise duty has been paid in the form of drinks containing 

ethyl alcohol  from distributors or retail sales places to other places in free 

circulation. CK 6 document services are carried out online where online 

services are expected to speed up service time, reduce face-to-face contact 

with Customs and Excise officers, not be constrained by distance and time 

because service users can apply anytime and anywhere. 

In this case, the writer was given the task to record the CK 6 document and 

recap it in Microsoft Excel. The steps are as follows: 

a. The author needs to open the ExSIS Application 

b. After opening the application, various information options will appear, 

and click on the information entitled CK 6 as indicated by the red 

arrow. After clicking CK 6, several options will appear, and to collect 
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CK 6 data click on the title Browse CK 6 Enter as marked with a green 

arrow. The display is as in Figure 3.2 below: 

 

                          Figure 3.2 Document Search CK-6 Form 
                         Source : Writer Photo Documentation, 2021 

c. Previously, the service user had inputted the CK 6 application data into 

the application, so that the officer only collected data through the 

inputted data. After clicking browse CK 6, The CK 6 document that 

will appear can be seen in Appendix Point 16. 

d. Then the data is returned using Microsoft Excel, and To get a clearer 

picture, the results can be seen in Appendix Point 17. 

 

8. Duplicate PEB Documents, Disposition Sheets, Assignment Letters and 

Official Notes. 

Document duplicating is the process of reproducing or duplicating 

documents according to the required needs and the method by using a 

copying machine. How to duplicate a document with a copying engine as 

follows: 

a. Make sure the copying machine is on and paper is available, 

b. Standardize the document to be duplicated, 

c. Insert or place the document to be copied, 

d. After that set in advance how many documents will be duplicated, 
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e. Then after pressing the start button. 

 

                Figure 3.3 Duplicated Documents 
               Source : Writer Photo Documentation, 2021 

 

9. Compile and Organize Documents According to the Company Name and 

Make Storage. 

In this case, the author is given the task of tidying up and compiling 

documents in the form of conditions for exporting or importing according to 

the name of their respective companies. Documents are arranged and 

organized and sorted to find which ones are damaged and no longer needed, 

documents that are damaged or no longer needed will be discarded or 

destroyed with a paper shredder. Below is a picture of the document that 

will be trimmed, it can be seen in Figure 3.4 : 

 

            Figure 3.4 Tidyed Up Documents 
          Source : Writer Photo Documentation, 2021 
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And then after the documents are sorted and neatly arranged, the documents 

are stored in the storage rack provided. This activity is carried out once a 

month, due to accumulation and when documents are needed it will be 

difficult to find. Below is an image of the document that will be saved : 

 

               Figure 3.5 Documents to be Saved 
             Source : Writer Photo Documentation, 2021 

 

3.3 Place and Time of Apprenticeship 

This practical work is carried out at the Selatpanjang Customs and Excise 

Office, Jalan Tanjung Harapan, Alah Air Tim., Tebing Tinggi District, Meranti 

Islands Regency, Riau. Meanwhile, the Head Office is located at Jalan Jenderal 

Ahmad Yani By Pass, RT.12/RW.5, Rawamangun, Pulo Gadung District, East 

Jakarta City, Special Capital Region of Jakarta 13230.  

Practical Work Time can be seen in table 3.1 below : 

Table 3.1 Apprenticeship Schedule  

No Day Times Agency 

1 Monday to Friday 08:00 s/d 17:00 Customs and Excise 

Office of Selatpanjang. 

2 Saturday Day Off Day Off 

3 Sunday Day Off Day Off 

Source : Processed Data 2021 
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3.4 Kind and Description of the Activity. 

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

practical work at the Customs and Excise Office in the Customs section, see the 

following table: 

        In the first week there is not much work, because the first day is a day for 

students doing internships to introduce themselves to the employees in the office. 

In addition, internship students also take care of internship administration, such as 

taking care of whatever is needed by the office so that practical work can run 

smoothly from arrival to returning from the office. After that, the internship 

students were given material on Customs and Excise and Export and Import as 

well as the implementation procedures, then continued with being given directions 

to do the work, namely compiling export and import documents according to the 

route. The route is the Red Line and the Green Line while being given a little 

explanation about the Line by one of the Officers in charge of the document. 

To get a clearer picture of the activities, it can be seen in Table 3.2 below: 

Table 3.2 Agenda of Activities for the First Week (1) 

Source : Processed Data 2021 

 

In the second week below doing different work such as downloading the 

regulation and decision files from DGCE through the official website of DGCE 

(Directorate General of Customs and Excise). 

 

No Day/Date Name of Activities Units 

1 
Monday 

1 March, 2021 

a. Introduction and 

b. See the Workspace 
Customs 

2 
Tuesday 

2 March, 2021 

a. Understand the work procedures at the 

Selatpanjang Customs and Excise Office 

Kantor 

b. Understand what Export documents are 

about 

Customs 

3 
Wednesday 

3 March, 2021 

a. Prepare export and import documents 

b. Checking the completeness of Export 

documents 

Customs 

4 
Thursday 

4 March, 2021 

a. Prepare export and import documents 

b. Checking the completeness of Export 

documents 

Customs 

5 
Friday 

5 March, 2021 
Receive export documents from service users. Customs 
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Table 3.3 Agenda of Activities for the Second Week (2) 

Source : Processed Data 2021 

 

In the third week below, doing different work again such as recording the 

names of visiting guests and their needs in the guest book, then receiving Export 

documents from service users and inputting or recording the results of monitoring 

market transaction prices (Cigarette Excise) on the Customs application and 

Excise, namely ExSIS (Excise Service and Information System). 

Table 3.4 Agenda of Activities for the Third Week (3) 

Source : Processed Data 2021 

 

No Day/Date Name of Activities Units 

1 
Monday 

8 March, 2021 

Download the file of regulations and 

decisions related to export and import in 

SPLIT. 

Customs 

2 
Tuesday 

9 March, 2021 

Download the file of regulations and 

decisions related to export and import in 

SPLIT. 

Customs 

3 
Wednesday 

10 March, 2021 

a. Record the name of the guest and the need 

to visit in the guest book. 

b. Checking the completeness of Export 

documents 

Customs 

4 
Thursday 

11 March, 2021 

Day Off (Isra' and Mi'raj of the Prophet 

Muhammad SAW) 
- 

5 
Friday 

12 March, 2021 
Not Present (sick) - 

No Day/Date Name of Activities Units 

1 
Monday 

15 March, 2021 

a. Record the name of the guest and the need 

to visit in the guest book. 

b. Checking the completeness of Export 

documents 

Customs 

2 
Tuesday 

16 March, 2021 

a. Record the name of the guest and the need 

to visit in the guest book. 

b. Checking the completeness of Export 

documents 

Customs 

3 
Wednesday 

17 March, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 

4 
Thursday 

18 March, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 

5 
Friday 

19 March, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 
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In the fourth week below, the activities are still the same, namely recording 

the results of monitoring market transaction prices carried out on the ExSIS 

application or the Customs and Excise application. 

Table 3.5 Agenda of Activities for the Fourth Week (4) 

Source : Processed Data 2021 

 

 In the fifth week below, they are still doing the same work and added with 

new activities, namely recording CK 6 documents on the same application, 

namely the ExSIS application. 

Table 3.6 Agenda of Activities for the Fifth Week 5 

Source : Processed Data 2021 

 

In the sixth week below, there are different and slightly varied jobs, namely 

scanning export documents, receiving export documents from service users, then 

No Day/Date Name of Activities Units 

1 
Monday 

22  March, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 

2 
Tuesday 

23 March, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 

3 
Wednesday 

24 March, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 

4 
Thursday 

25 March, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 

5 
Friday 

26 March, 2021 

a. Community Service 

b. Checking the recorded data 
Customs 

No Day/Date Name of Activities Units 

1 
Monday 

29  March, 2021 

Recording CK 6 documents on the ExSIS 

Application 
Customs 

2 
Tuesday 

30 March, 2021 
Not Present (sick) - 

3 
Wednesday 

31 March, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 

4 
Thursday 

1 April, 2021 

Input data from monitoring market 

transaction prices on the ExSIS / Customs 

application 

Customs 

5 
Friday 

2 April, 2021 

Day Off (the day of the death of Isa 

Almasih 
- 
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checking the completeness of these documents with complementary documents 

and collecting data on export commodities at the Customs Middle Type 

Supervision and Service Office. C Bengkalis. 

Table 3.7 Agenda of Activities for the Sixth Week (6) 

Source : Processed Data 2021 

 

In the seventh week below, there is not much difference from the activities 

carried out. As seen in the table below, the activities carried out are recapitulating 

export data, then delivering and providing important documents to be signed by 

the Head of the Office and doing work as in the previous week, namely scanning 

the Export Declaration of Goods documents, registering CK 6 documents and 

checking the completeness of export documents with documents complement. 

Table 3.8 Agenda of Activities for the Seventh Week (7) 

Source : Processed Data 2021 

 

No Day/Date Name of Activities Units 

1 
Monday 

5 April, 2021 

a. Receive Export documents from service 

users 

b. Checking the completeness of PEB 

documents with complementary documents 

Customs 

2 
Tuesday 

6 April, 2021 

To record export commodities at the 

Bengkalis KPPBC 
Customs 

3 
Wednesday 

7 April, 2021 

Checking the completeness of PEB 

documents with complementary documents 
Customs 

4 
Thursday 

8 April, 2021 
Scan PEB documents and do archiving Customs 

5 
Friday 

9 April, 2021 

Receive Export documents from service 

users 
Customs 

No Day/Date Name of Activities Units 

1 
Monday 

12 April, 2021 
Recap export data. Customs 

2 
Tuesday 

13 April, 2021 

a. Deliver documents to be signed by the 

head of the office 

b. Returning documents to customs space 

Customs 

3 
Wednesday 

14 April, 2021 

Recording CK 6 documents on the ExSIS 

Application 
Customs 

4 
Thursday 

15 April, 2021 
Recap export data. Customs 

5 
Friday 

16 April, 2021 

a. Checking the completeness of PEB 

documents with complementary documents 

b. Scan PEB documents and do archiving. 

Customs 
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In the eighth week below, there is no difference, still doing the same work 

the previous week 

Table 3.9 Agenda of Activities for the Eighth Week (8) 

Source : Processed Data 2021 

 

In the ninth week listed below, still doing the same work the previous week. 

That can be seen in the table below 

Table 3.10 Agenda of Activities for the Ninth Week (9) 

Source : Processed Data 2021 

 

In the tenth week listed in the table below, he did a similar job, namely 

scanning documents or scanning, then checking the completeness of documents 

No Day/Date Name of Activities Units 

1 
Monday 

19 April, 2021 

a. Checking the completeness of PEB 

documents with complementary documents 

b. Scan PEB documents and do archiving. 

Customs 

2 
Tuesday 

20 April, 2021 

a. Recap export data. 

b. Checking the completeness of PEB 

documents with complementary documents 

 

Customs 

3 
Wednesday 

21 April, 2021 

a. Deliver goods export application 

documents for inspection by the head 

office 

b. Receive export documents from service 

users 

Customs 

4 
Thursday 

22 April, 2021 
Not Present (sick) - 

5 
Friday 

23 April, 2021 
Scan PEB documents and do archiving. Customs 

No Day/Date Name of Activities Units 

1 
Monday 

26 April, 2021 

Recording Export Commodities at KKBC 

Bengkalis 
Customs 

2 
Tuesday 

27 April, 2021 
Scan PEB documents and do archiving Customs 

3 
Wednesday 

28 April, 2021 

a. Receive Export documents from service 

users 

b. Checking the completeness of PEB 

documents with complementary documents 

Customs 

4 
Thursday 

29 April, 2021 
Recap export data.s - 

5 
Friday 

30 April, 2021 
Scan PEB documents and do archiving. Customs 
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with complementary documents, recapitulating export data and receiving export 

documents from service users. 

Table 3.11 Agenda of Activities for the Tenth Week (10) 

Source : Processed Data 2021 

 

In the eleventh week below, not much work will be done because it will 

welcome Eid Al-Fitr 1442 Hijri, which falls on 12, 13, and 14 May 2021. 

Table 3.12 Agenda of Activities for the Eleventh Week (11) 

Source : Processed Data 2021 

 

In the twelfth week below, return to work as usual after the Eid holiday. The 

work carried out on the first day of entry is to recap export data, scan documents 

for export notification of goods, receive export documents from service users, 

No Day/Date Name of Activities Units 

1 
Monday 

3 May, 2021 

a. Checking the completness of PEB 

documents with complementary documents 

b. Scan PEB documents and do archiving. 

Customs 

2 
Tuesday 

4 May, 2021 

Recording CK 6 documents on the ExSIS 

Application 
Customs 

3 
Wednesday 

5 May, 2021 

c. Receive Export documents from service 

users 

d. Checking the completeness of PEB 

documents with complementary documents 

Customs 

4 
Thursday 

6 May, 2021 

a. Recap export data. 

b. Checking the completeness of PEB 

documents with compelementary 

documents 

- 

5 
Friday 

7 May, 2021 
Scan PEB documents and do archiving. Customs 

No Day/Date Name of Activities Units 

1 
Monday 

10 May, 2021 

Prepare export documents in accordance 

with the completeness of the specified 

documents 

Customs 

2 
Tuesday 

11 May, 2021 
Eid Al-Fitr 1442 H. - 

3 
Wednesday 

12 May, 2021 
Eid Al-Fitr 1442 H. - 

4 
Thursday 

13 May, 2021 
Eid Al-Fitr 1442 H. - 

5 
Friday 

14 May, 2021 
Eid Al-Fitr 1442 H. - 
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record guest names and their needs in the guest book and do mutual cooperation 

on Friday mornings. 

Table 3.13 Agenda of Activities for the Twelfth Week (12) 

Source : Processed Data 2021 

 

In the thirteenth week below, do work like the work in the previous week, 

namely checking the completeness of the PEB document with complementary 

documents, then delivering the assignment letter to be signed by the head of the 

office and returning the document to the customs staff. 

Table 3.14 Agenda of Activities for the Thirteenth Week (13) 

Source : Processed Data 2021 

No Day/Date Name of Activities Units 

1 
Monday 

17 May, 2021 
Recap export data. Customs 

2 
Tuesday 

18 May, 2021 
Scan PEB document and do archiving Customs 

3 
Wednesday 

19 May, 2021 

a. Receive export documents from service 

users 

b. Checking the completeness of PEB 

documents with complementary documents 

Customs 

4 
Thursday 

20 May, 2021 
Scan PEB documents. Customs 

5 
Friday 

21 May, 2021 

a. Record the name of the guest and his needs 

in the guest book 

b. Community Service 

Customs 

No Day/Date Name of Activities Units 

1 
Monday 

24 May, 2021 

a. Checking the completeness of PEB  

documents with complementary documents 

b. Tidying up shelves/document storage 

cabinets 

Customs 

2 
Tuesday 

25 May, 2021 
Not Present (sick) Customs 

3 
Wednesday 

26 May, 2021 
Day Off (hari raya waisak) Customs 

4 
Thursday 

27 May, 2021 

a. Delivering assignment documents to be 

checked and signed by the head of the 

office 

b. Return the documents to the customs staff 

for re-examination 

Customs 

5 
Friday 

28 May, 2021 

a. Community Service 

b. Return the documents to the customs staff 

for re-examination 

Customs 
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In the fourteenth week as shown below, there was not much difference in 

the activities carried out. The work done is still the same as in the work done last 

week. 

Table 3.15 Agenda of Activities for the Fourteenth Week (14) 

Source : Processed Data 2021 

 

In the fifteenth week below, there are differences in the work given from the 

previous week, namely preparing and tidying up documents according to the name 

of each company and then storing them on the storage rack provided to make it 

look neater. So when the required documents can be easily found. 

Table 3.16 Agenda of Activities for the Fifteenth Week (15) 

Source : Processed Data 2021 

 

No Day/Date Name of Activities Units 

1 
Monday 

31 June, 2021 
Scan documents PEB and do archiving Customs 

2 
Tuesday 

1 June, 2021 
Day Off (hari kelahiran pancasila) Customs 

3 
Wednesday 

2 June, 2021 

Checking the completeness of PEB  

documents with complementary documents 
Customs 

4 
Thursday 

3 June, 2021 

Return the documents to the customs staff 

for re-examination 
Customs 

5 
Friday 

4 June, 2021 

Delivering assignment documents to be 

checked and signed by the head of the 

office 

 

Customs 

No Day/Date Name of Activities Units 

1 
Monday 

7 June, 2021 

a. Organize documents according to the name 

of each PT 

b. Doing storage of documents in accordance 

with the name of PT 

Customs 

2 
Tuesday 

8 June, 2021 
Scan PEB documents Customs 

3 
Wednesday 

9 June, 2021 

a. Checking the completeness of PEB  

documents with complementary documents 

b. Duplicated PEB documents 

Customs 

4 
Thursday 

10 June, 2021 

Return the documents to the customs staff 

for re-examination 
Customs 

5 
Friday 

11 June, 2021 

Delivering assignment documents to be 

checked and signed by the head of the 

office 

 

Customs 
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In the sixteenth week, not much work was done because it was already the 

last weeks for practical work in the office. The activities carried out are taking 

care of administration such as making documents which will be submitted later to 

the head of the office as well as practical work supervisors in the last week of the 

internship. And conduct consultations for the preparation of practical work reports 

Table 3.17 Agenda of Activities for the Sixteenth Week (16) 

Source : Processed Data 2021 

 

In the seventeenth week below, still doing work as usual. It can be seen in 

the table below, its mean delivering the assignment letter to be signed by the head 

of the office and returning the document to the customs staff. 

Table 3.18  Agenda of Activities for the Seventeenth Week (17) 

Source : Processed Data 2021 

 

The eighteenth week below is the last week for apprentices, where they do 

not do their usual work anymore but carry out practical work administration 

No Day/Date Name of Activities Units 

1 
Monday 

14 June, 2021 
Apprenticeship report consultation Customs 

2 
Tuesday 

15 June, 2021 
     Apprenticeship report consultation Customs 

3 
Wednesday 

16 June, 2021 
Prepare Apprenticeship report Customs 

4 
Thursday 

17 June, 2021 

Return the documents to the customs staff 

for re-examination 
Customs 

5 
Friday 

18 June, 2021 
Duplicate PEB documents Customs 

No Day/Date Name of Activities Units 

1 
Monday 

21 June, 2021 

a. Prepare export documents according to the 

document completeness checklist form 

b. Scan the Export document 

Customs 

2 
Tuesday 

 22 June, 2021 

 Checking the completeness of export 

documents with complementary documents 
Customs 

3 
Wednesday 

23 June, 2021 
Prepare Apprenticeship report Customs 

4 
Thursday 

24 June, 2021 

Return the documents to the customs staff 

for re-examination 
Customs 

5 
Friday 

25 June, 2021 
Prepare Apprenticeship report Customs 
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management, namely submitting absences, practical work reports that have been 

prepared and after that farewell to all employees at the Customs and Excise Office 

Selatpanjang and taking photos together with the practical work supervisor who is 

also the head of the Selatpanjang Customs and Excise office. 

Table 3.19  Agenda of Activities for the Eighteenth Week (18) 

Source : Processed Data 2021 

 

3.5 Obstacles and Solutions of the Apprenticeship 

3.5.1 Obstacles of the Apprenticeship 

The obstacles faced during practical work at Customs and Excise Office of 

Selatpanjang are follows : 

1. Looking for cigarette brands when recording cigarette taxes, due to lack of 

knowledge in terms of cigarette information. 

2. In the recording process using a vpn connection, it often happens that it 

doesn't connect or exits by itself, because it uses an office employee ID, so 

you have to wait for the employee to fix it. 

3. Difficulty in recording CK-6 documents, as well as recording export 

documents using the ExSIS application because they do not fully understand 

how. 

3.5.2 Solutions of the Apprenticeship 

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

process are: 

1. When cigarette brands are difficult to find, the Author asks employees and 

asks employees for solutions on how to make cigarette brands and other 

information easy to find. 

No Day/Date Name of Activities Units 

1 
Monday 

28 June, 2021 
Apprenticeship Administration Customs 

2 
Tuesday 

 29 June, 2021 

Submission of absences, Apprenticeship 

reports to the Apprentice supervisor 
Customs 

3 
Wednesday 

30 June, 2021 
Farewell to all office heads and employees Customs 
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2. The Author asks the employee for a solution on how to make the VPN 

connection not easily exit by itself so that activities can run smoothly. And 

one way is for the employee to provide the Id and password of the 

connection, if you log out, the author can log in again. 

3.  The Author consults with the employee concerned to understand more 

deeply the steps in carrying out the given task. 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

 

 
4.1 Conclusion 

In the implementation of Job Training activities at the Selatpanjang 

Customs and Excise Office, the authors get a lot of real knowledge in applying the 

knowledge gained in lectures, so that it can be practiced optimally and optimally 

when carrying out practical work. Internship is a means for students to get to 

know the real world of work as well as get to know the work environment and 

conditions that students will face after graduating from college. 

The following are the conclusions of the work carried out during the 

Practical Work :  

1. The kind of business of the Customs and Excise Office of Selatpanjang, 

Customs is a field that handles Export and Import activities such as 

regarding the collection of import duties and taxes in the context of imports. 

2. As explained in point 2.3 concerning Types of Customs Business, where 

this agency provides services, among others, supervision of Export and 

Import activities. The work process starts from managing export documents 

to the departure of goods that have been loaded for export. As well as 

processing documents for transportation means, as well as managing 

imported goods, starting from incoming goods, to document and physical 

inspection of goods. 

3. The documents used in the work process at the Customs and Excise Office 

of Selatpanjang in the Export section is PEB document, Application for 

Loading Export Goods Permit, Invoice, Packing List, NPE, B/L, Outward 

Manifest. While the Import documents used are Permitt Application Letter, 

Notification of Imports of Goods, Supplementary Document ( Invoice, 

Packing List, B/L ), Billing, Red Track Notification Letter, Inspection 

Instruction, Items Photos, Minutes of Physical Examination, Warrant of 

Release of Goods. 
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4. The job description of the work field being handled at the Customs and 

Excise Office of Selatpanjang is : 

a. Input Data from Monitoring Market Transaction Prices on Exis / 

Customs Applications 

b. Input Data from Monitoring Market Transaction Prices on Exis / 

Customs Applications 

c. Check the Completeness of Documents with Complementary 

Documents 

d. Receive and check the document of Export Declaration of Goods 

e. Recording Export Commodities at KPPBC Bengkalis 

f. Scan PEB Documents and Do Archiving. 

g. Registering CK 6 Documents on the ExSIS Application. 

h. Duplicate PEB Documents, Disposition Sheets, Assignment Letters and 

Official Notes. 

i. Compile and Organize Documents According to the Company Name 

and Make Storage. 

5. The systems and procedures used to complete work at the Selatpanjang 

Customs and Excise Office are specifically in the Customs and Excise field, 

which must pay attention to the completeness of the export or import 

documents received before being followed up. And in the Excise section 

there is work to be done, namely inputting data from monitoring market 

transaction prices, the steps have been explained in Chapter 3 point 3.3, 

where the procedure is in accordance with the directions given by the 

assignor. 

6. Some of the obstacles faced by the Author in doing work during the 

internship are looking for cigarette brands at the time of recording cigarette 

excise, due to lack of knowledge in terms of cigarette information. And the 

difficulty in recording CK-6 documents, as well as recording export 

documents using the ExSIS application because they do not fully understand 

how. 
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7. One solution to deal with the above obstacles When cigarette brands are 

difficult to find, the author consults with employees to ask for solutions on 

how to make cigarette brands and other information easy to find and to 

understand more deeply the steps in carrying out the tasks given. 

 

4.2 Suggestion 

Based on the conclusions described above about some of the obstacles 

faced, here are some suggestions to overcome the obstacles that occur, namely : 

1. Considering that the form prepared contains different types of cigarettes, it 

is advisable that the form needs to be verified with cigarette brands 

carefully. So as not to confuse employees, interns and others to collect data. 

2. Given the lack of knowledge about recording and recapitulating Export data 

in CK-6 documents, it is better to have a deeper understanding of how to 

record the CK-6 documents, so that when doing the work, interns are not 

confused. So that the work can be completed properly and correctly.  
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APPENDIXS 

 

Appendix 1 : Application Letter for Apprenticeship 
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Appendix 2 : Reply to Application for Apprenticeship 
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Appendix 3 : Attendance for Apprenticeship Activities March 1 to June 30 
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Appendix 4 : Assessment During Apprenticeship 
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Appendix 5 : Certificate of Completed the Apprenticeship 
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Appendix 6 : Tobacco Product Recapitulation Data 
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Appendix 7 : CEISA Application 
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Appendix 8 : Form ExSIS Application 
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Appendix 9 : Tobacco Products Market Transaction Price Data. 
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Appendix 10 : Form Input Data 
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Appendix 11 : Form Cigarette Information Search Result Data. 
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Appendix 12 : Saved Data 
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Appendix 13 : Documents Completeness Checklist Form 
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Appendix 14 : Export Database 
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Appendix 15  : Scanning Process and Saved Data 
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Appendix 16 : Transport Protector  
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Appendix 17 : Database CK-6, 2021 
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Appendix 18 : First Revision Sheet 
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Appendix 19 : Second  Revision Sheet 
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Appendix 20 : Third Revision Sheet 
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Appendix 21 : Revision Sheet Pasca Sidang 
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Appendix 22 : Take a Photo with the Head Office of Customs and Excise of 

Selatpanjang 
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Appendix 23 : Daily Activity 
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