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CHAPTER |
INTRODUCTION

1.1  Background of the Apprenticeship

Bengkalis State Polytechnic is a state polytechnic located in Riau province.
The Bengkalis State Polytechnic was founded in early 2000 by the Bengkalis
district government under the auspices of the Bengun Insani Foundation (YBI).
As of July 29 2011, the Bengkalis Polytechnic officially changed its status to
become a state university (PTN) through the Minister of National Education
Regulation number 28 of 2011 concerning the establishment, organization and
work procedures of the Bengkalis State Polytechnic, which was inaugurated by
the Minister of Education and Culture of the Republic of Indonesia on December
26, 2011.

Polytechnic is a tertiary institution that provides vocational education in
various sciences. Vocational education is education whose knowledge is more
supportive of the mastery of certain applied skills. Bengkalis State Polytechnic
requires every student to carry out field work practices in government agencies
and private companies as one of the conditions that must be met to complete
Diploma 4 education in International Business Administration at Bengkalis State
Polytechnic.

Apprenticeship is an opportunity for students to apply the theories they
have received during the learning process at lectures into the real world of work.
In the world of education the relationship between theory and practice are two
very important things to compare and prove something that has been learned in
theory with the actual situation in the field. The process of Apprenticeship that is
carried out by going directly to the company, will give rise to a picture of new
thoughts, because during Apprenticeship, the theory that has been learned will be
implemented so that students can easily understand and learn it and have the

opportunity to develop their potential, add useful ideas and can add student's



knowledge of what is assigned to him. Implementation of Apprenticeship
will bring students to real experience, namely the world of work. For Diploma Il
graduate students, this Apprenticeship is carried out after students complete a
minimum of 4 (four) semesters and fully graduate. Meanwhile, for Diploma IV
graduate students, Apprenticeship is carried out after students complete a
minimum of 6 (six) semesters and fully graduate which is carried out for a
minimum of 4 months and a maximum of 6 months. Bengkalis State Polytechnic
has collaborated with other agencies and companies in Indonesia and abroad.
Based on the above, the author as a student of the e International Business
Administration Study Program is required to carry out apprenticeship activities for
a minimum of 4 months.

The author chose this apprenticeship at PT.KLK Dumai because is a
company engaged in the processing of Crude Palm Kernel Oil (CPKO) and one of
the world's leading oleo chemicals manufacturers committed to providing
excellence in the global market, so that many business activities are carried out,
according to the material studied in campus, the author want to see firsthand the
proccess of import, receipt of incoming goods, input data on the system and how
the work process in the PT KLK Dumai. During the implementation of
apprenticeship activities the author is placed in the “Logistics section”. The
implementation of this apprenticeship really helped the writer to get to know
logistics better.

The logistics department is a part of work at PT KLK DUMAI which
functions to plan, implement, control effectively and efficiently the process of
procurement, management, storage, service and information starting from the
beginning of the process of receiving raw materials to finished materials.
Logistics activities cannot be separated from the word export and import. Here the
author gets the “Import” part in the implementation of apprenticeship. Import is
the activity of entering goods into the customs area. Import transactions are trade
by entering goods from abroad into Indonesian customs areas by complying with

the provisions of the applicable laws and regulations.



Bonded Zone is a Bonded Storage Place (TPB) for storing imported goods
or goods originating from other places in the customs area to be processed or
combined before being exported or imported for use. Goods in the Bonded Zone
are divided into capital goods, raw materials, auxiliary materials, waste materials,
office equipment and production results. The process of receiving raw materials
can be done with 2 systems, namely by shipping by land and shipping by sea.

The implementation of the KP starts from 06 February 2023 to 05 July
2023. It is hoped that the implementation of the KP will add to the author's insight
into various good and correct tasks and be able to face the real world of work with
the experience gained during apprenticeship.

1.2 Purpose of the Apprenticeship
The Apprenticeship activities of State Polytechnic of Bengkalis student,

International Business Administration Study Program have the following

objectives :

1. To find out job descriptions of Apprenticeship program at PT. Kuala
Lumpur Kepong (KLK) Dumai

2. To find out procedures and systems of Apprenticeship program at PT.
Kuala Lumpur Kepong (KLK) Dumai

3. To find out the Place and time of Apprenticeship program at PT. Kuala
Lumpur Kepong (KLK) Dumai

4. To find out the obtacles and solutions during Apprenticeship program at
PT. Kuala Lumpur Kepong (KLK) Dumai

1.3  Significances of the Apprenticeship
Apprenticeship activities are very beneficial for several parties such as
student, companies and State Polytechnic of bengkalis :

1.3.1 For Students
There are several benefits from the implementation of internship program

programs obtained by students, namely as follows :



1. Student have the opportunity to apply theoretical knowladge and
concepts acquired during lectures into the real world of work.

2. Get certificate from the company if you have completed the
Apprenticeship program.

3. Student can develop work relationships and add experience to their
resumes

4. Student gain practical experience in applying theoretical/conseptual
science according to their sudy program

5. Student have the opportunity to be able to analyze problems related to

science that are applied in work according to their study program.

1.3.2 For Companies

The benefits of implementing apprenticeship program are also
obtained by companies/institutions that accept internship program students, such
as:

1. There is a collaboration between the world of education and the
world of industry/companies so that it is known by academics and
companies to get alternative candidates for employees who are known
for their quality, dedication, and credibility

2. The company will receive labor assistance from students who do
Apprenticeship program.

Provide knowladge for students about the world of work in industry

4. To develop and train student competencies

As a form of implementing the policy of implementing education

partners with universities.

1.3.3 For State Polytechnic of bengkalis

There are several benefits from implementing the apprenticeship
program obtained by the State Polytechnic of bengkalis, which are as follows :

1. State Polytechnic of Bengkalis get feedback from companies related to

curriculum development and learning processes for students who



take part in apprenticeship which can improve the quality of their
graduates through apprenticeship experiences.

There is good cooperation /relationship between the campus and the
company where students do apprenticeship program

State Polytechnic of Bengkalis can improve the quality of its graduates
through student apprenticeship program experience.

State  Polytechnic of Bengkalis receives feedback from
organization/companies on the ability of students who take part in
apprenticeship program in the world of work.

For the implementation of independent campus activities.



CHAPTER I
GENERAL DESCRIPTION OF THE COMPANY

2.1  Company Profile

il PT.KLK DUMAI
KAWASAN BERIKAT

Figure 2.1 PT. KLK Dumai
Sumber : klkoleo.com

Figure 2.1 above is PT. KLK Dumai which is located at JI. Datuk
Laksamana Komplek Pelindo | Dumai. KLK OLEO is one of the world's leading
Oleo Chemicals manufacturers committed to providing excellence in the global
market. Our integrated oleo chemical complexes located in major sourcing and
supply markets (Malaysia, Indonesia, China and Europe) produce a wide range of
high quality sustainable oleo chemical products from renewable natural raw
materials. Through continuous reinvestment and portfolio expansion, the Group
was able to achieve annual manufacturing revenue of RM10.7 billion (USD 2.6
billion) in FY2021.

PT. KLK Dumai was established on 20 June 2011. The plant is positioned
to advance with the Group to the next level of growth and achievement with a
capacity of 165,000 MT per annum. Fatty Acids will be supplied to our various

facilities in Malaysia and around the world.



PT KLK Dumai is a company established in the context of foreign
investment as referred to in Law no. 1 of 1967 Juneto Law no. 11 of 1970
concerning foreign investment. Approval for the establishment of a company from
the government of the Republic of Indonesia was obtained based on a Letter of the
State Minister for Investment Fund Mobilization. This company was established
in cooperation with Kuala Lumpur Kepong (KLK Group). Along with the
increasing production needs, PT KLK Dumai built a Refinery and Oleo Chemical
palm oil processing factory located on Jalan Datuk Laksamana, Pelindo 1 Dumai
area, Riau Province. The first project activity was in March 2012. The initial total
production capacity was 20 tons/hour. After conducting several researches to
improve the production system so that the current production capacity has reached
30-40 tons/hour.

KLK OLEO is part of Kuala Lumpur Kepong Berhad (“KLK”), a leading
international plantation group listed on the Main Market Bursa Malaysia
Securities Berhad. Strategically integrated with our upstream holdings, KLK
OLEO is able to extract synergies and focus on developing sustainable solutions
and reliable supplies for our customers. At KLK OLEO, sustainability is an
integral part of our business. Being a member of the RSPO, we are committed to
delivering high quality and safe products to our customers, and ensuring high
traceability throughout our supply chain. KLK OLEQ's strong commitment to
meeting customer expectations underscores our solid reputation as a trusted
supplier in the global market.

KLK OLEO's production portfolio ranges from basic oleo chemical
products, such as Fatty Acids, Glycerin, Fatty Alcohols, and Fatty Esters, to
specialty products, such as Methyl Ester Sulphonate (MES), Surfactants, and
Phytonutrients. Our products are used in a wide variety of end-use applications,
including home healthcare, personal care, cosmetics, toiletries, food, flavors,
fragrances, lubricants, polymers and industrial chemicals. Backed by a strong
belief in innovation and a strong R&D culture, the creation of new downstream
businesses continues to be a cornerstone of our strategy to leverage integrated

value chains. headquartered in Malaysia, with a workforce of 3,000 people



worldwide, KLK OLEO strives to develop and uphold good relationships and
long-term partnerships with our customers and stakeholders.

Products produced by PT KLK Dumai will be exported to Malaysia. One
of the companies in Malaysia that has collaborated with PT KLK Dumai to date is
PT. Oleo Mas Sdn. Bhd. Competition in the palm oil industry, especially
competition between storage tank companies in Riau province, means that
companies implement a management system that is internationally recognized,
namely the ISO 9001 and HACCP management systems. PT KLK Dumai in
guaranteeing the quality of derivative products with management control which
oversees several departments that are responsible for their respective positions.
These departments are: finance department, HR & GA department, production
department, logistics department, under BOD department, maintenance
department, and QA/QC department. These departments will work together for
the benefit of the company to achieve common goals. Therefore, each department

has its own duties and responsibilities.

o= WK

Excellence in Oleochemicals

Figure 2.2 KLK OLEO Logo Figure 2.3 KLK Logo
Source: KLK OLEO Website, 2023 Source: PT KLK Dumai, 2023
Figure 2.2 is the logo used for each product produced by PT KLK Dumai.
While Figure 2.3 is the logo used by PT KLK Dumai as the company logo.

2.2 Vision and Mission

The company definitely has a vision and mission to realize its goals and as
a driving force for carrying out its respective programs. Likewise with PT. Kuala
Lumpur Kempong (KLK) Dumai. The following is the vision and mission of PT.
Kuala Lumpur Kempong (KLK) Dumai :



2.2.1 Vision
STRIVE FOR EXELLENCE

"Growing to become the most trusted global partner in oleo-based

products and solutions, thereby enriching people's lives sustainably every

day."
2.2.2 Mission
1. Consistently competitive delivery of high quality products and solutions

that meet customer expectations.

2. Value addition through a commitment to the highest standards of
operational excellence driven by a culture of continuous improvement and
innovation.

3. Growing a team that values and develops people of all backgrounds
through empowerment and recognition. Values built on a legacy of ethical
practice espoused by its founders, committed to operating responsibly and

with integrity.

2.3 Kind of Business

PT. KLK Dumai is one of the companies in the palm oil industry where in
a strategic industry apart from the production volume of Indonesian palm oil
dominating world demand, the life cycle of palm oil and its economic benefits are
classified as long, reaching 25 years. Along with the development of the industry
and the use of technology, the development of downstream palm oil products is
part of an industry that continues to grow. By generating added value, the
diversification of palm oil derivative products has been continuously developed
and prioritized since the last 10 years. In addition, the diversification of value
added products for CPO and its derivatives is a strategic step for industry
sustainability and for the competitive advantage of palm oil companies.

In addition to the success achieved by the Indonesian palm oil industry in
the world, in terms of product development diversification, Indonesia is still
lagging behind. Currently the growth of the downstream industrial sector is not as

fast as the growth of the upstream sector, such as oil palm plantations and palm oil



processing factories producing CPO/CPKO. Most of Indonesia's CPO/CPKO
production is exported and only 25% is processed by downstream producers into
food or non-food products in Indonesia. The Ministry of Industry supports
downstream with various policies to shift the trend of CPO/CPKO exports to
oleofood and oleochemical products.

The large amount of palm oil raw materials such as Crude Palm Kernel Oil
(CPKO) produced by palm oil factories has encouraged the establishment of oleo
chemical factories that further process palm oil into fatty acids and glycerin. Oleo
chemical are industrial raw materials obtained from vegetable oils, including palm
oil and palm kernel oil. The main production of oils classified under
oleochemicals are fatty acids, methyl esters, fatty alcohols, amino acids and
glycerin. Along with the widespread use and market demand for fatty acids and
glycerin, this has encouraged the business world and businesses to establish
oleochemical factories.

The raw materials used by PT. KLK DUMAI to produce fatty acids (fatty
acid) and crude glycerine are:

1. Crude Palm Kernel Qil (CPKO)

2. Refined Bleached Deodorized Palm Stearin (RBDPS)

3. Crude Palm Kernel Olein (CPKOL)

4. Palm Kernel Fatty Acid Distillate (PKFAD)

Types of fatty acids (fatty acids) produced by PT. KLK Dumai is

1. Split Palm Kernel Fatty Acid (SPKFA) is obtained from the splitting
of CPKO2 raw material.

2. Split Palm Stearin Fatty Acid (SPSFA) is obtained from the splitting

of RBDPS raw materials.

3. Split Palm Kernel Olein Fatty Acid (SPKOFA) is obtained by
splitting the raw material CPKOlein.

4. Split Palm Kernel Fatty Acid Distillate (SPKFAD) is obtained from
the splitting of PKFAD raw materials.

10



2.4

Organization Structure

The organizational structure is one of the charts that systematically

describes the determination, tasks, functions, authorities, and responsibilities of

each with predetermined goals. Aims to foster work harmony so that work can be

done regularly and properly to achieve the desired goals to the fullest. The

following is a picture of the organizational structure at PT. KLK Dumai :

President Director

(Pang Chee Hwee)

(Mr. Baskaran Rengasamy)

Director

Head Of Finance Head Of Head Of Head Of Head Of Head Of
Department Senior || Department|| Department || Department| | Department | | Department
HR/GA Manager || Production [[Maintenance|| Logistic (QA/QC) [ |[WWTP/RO
(Mr. Yogi (Mr. (Mr. Edih (Mr. (Mr. (Mr. (Mr. Igbal
Rinanda) Sugiarto || Suhyadi) Supriadi) Lukman Suriono) Ikrami)
Yusuf) Zuhanda)
| | |
1 Finance Process Maintenance
SHE Engginer Engginer &
Executive M(?\r)lz:g.er SPT E&I
| Khalifah) I I
Senior SHE SPV Production Mainteanace Logistik QA/QC WWTP /
Clerks / Chief SPV SPV, E&I SPV SPV RO SPV
/ SPV Security l SPV
Accounting I |
SPV,
Purchasing Operator Mechanic Operator QA/QC Operator
Clerks / Safety S?’i/\,/;i)r(e Wel?:rr,]yE&l Analyst
Payroll Officer Keeper SPV Operator |
' ' Sample
Security Operator Boy
Drivers,
Gardenenrs,
Office Boy

Figure 2.4 Organizational Structure of PT. KLK Dumai

Sumber : PT. KLK Dumai
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Based on the Organizational Structure of PT. KLK Dumai in Flowchart

2.3 above it can be seen that the duties and authorities of each employee/job can

be described as follows:

1.

The HRD Department is part of the work at PT. KLK Dumai is in charge
of managing human resources in the company, and being a public relations
officer for the company. HRD includes the security section.

The Finance Department is part of the work at PT. KLK Dumai in charge
of planning, budgeting, payment, checking, managing, and storing funds
owned by the company. The finance department also oversees the
warehouse department.

Department Production is part of the work at PT. KLK Dumai in charge of
carrying out the process of processing raw materials into finished
materials.

Maintenance Manager functions as a part that is responsible for the repair
and maintenance of company components, both production and other
department parts.

The Logistics Department is part of PT. KLK Dumai whose function is to
plan, implement, control effectively and efficiently the process of
procurement, management, storage, service and information starting from
the beginning of the process of receiving raw materials to finished
materials.

The QA/QC Department is part of the work at PT. The Dumai KLK is
tasked with supervising and controlling the quality of the products
produced from the processing process.

The Wastewater Treatment Plant (WWTP) functions as a part that
functions to manage liquid waste from production so that it can become
water that meets consumption standards, which does not harm the
environment.

Reverse Osmosis (RO) functions as a seawater treatment into water that
can be used by oleochemical or refinery plants, machenzie boilers and

clean water facilities for offices.
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2.5  The Working Proces

Currently activities at PT. KLK Dumai Unit receives, weighs, laboratory
tests, stockpiling tanks, maintenance of installations, heating of Crude Palm
Kernel Oil (CPKO), sounding, receiving of shells, shipping, and administrative

activities. Each activity can be briefly described as follows:

Crude Palm Kernel Qil (CPKO)

Weighing

Figure 2.5 Flowchart The working process of CPKO
Source: Processed Data, 2023

1. Reception
The process of receiving materials can be done with 2 systems, namely by
shipping by land and shipping by sea. To serve/receive Crude Palm Kernel
Oil (CPKO), PT. KLK Dumai uses the Ceisa TPB BC 4.0 system. BC.40,
namely all imports of raw goods or production support materials in bonded

Zones.

Figure 2.6 The reception process of CPKO
Source: Processed Data, 2023
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Weighing

After checking the administrative letter, valve cover seals, and other
equipment at the guard post, then the Crude Palm Kernel Oil (CPKO)
tanker truck is weighed to determine the volume/content of Crude Palm
Kernel Oil (CPKO) loaded on the tanker truck.

ot

Figure 2.7 CPKO (Crude Palm Kernel Oil) weighing
Source: Processed Data, 2023

Laboratory Test

Crude Palm Kernel Oil (CPKO) received will be stored in advance for
laboratory testing by taking samples from tanker trucks. The aim is to
determine the quality of Crude Palm Kernel Oil (CPKO).

Figure 2.8 CPKO (Crude Palm Kernel Qil) testing in the Laboratory
Source: Processed Data, 2023
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4. Hoarding
Crude Palm Kernel Oil (CPKO) trucks that have been weighed and
underwent laboratory tests are then unloaded by suction using a pump
machine, and then inserted into the storage tank according to the pipe that
is routed to the stockpiling tank. PT KLK Dumai has 3 storage tanks, 1

storage tank unit accommodates a capacity of 5000 tons.

Figure 2.9 CPKO (Crude Palm Kernel Oil) Hoarding
Source: Processed Data, 2023

2.6 Documents Used for Activity
In carrying out its operational activities, there are several documents used

by PT Kuala Lumpur Kepong (KLK) Dumai, especially the Devision impor

including the following :

1. Paper Purchase Order (PO)
Purchase Order is an official document made by another company as a
customer to indicate what items to buy from the supplier. This document is
also proof of a sale and purchase contract between the seller and the

customer.

15



Figure 2.10 Purchase Order
Source : Processed Data 2023

Delivery Order (DO)

Delivery Order is a document that acts as an order for the delivery of
goods that have been ordered by mutual agreement between the seller
(sender) and the buyer (recipient) addressed to the company's warehouse.
Delivery Order has several functions as follows:

a. As an official statement of the purchase of goods from the seller to the

buyer
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b. Provide clear item details
c. As proof that the buyer has received the goods through the signature
listed on the delivery order.

Figure 2.11 Delivery Order
Source : Processed Data 2023
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Bill of Leading

Bill of leading is a dated letter in which the carrier explains that he has
received certain goods, with the intention of transporting the goods to the
designated place, and handing them over there to the designated person, as

well as the terms of the agreement regarding how the delivery it will do.

BILL OF LADING FOR OCEAN TRANSPORT

| S0AC Com MU
OR MULTIMODAL TRANSPORY |
B e S AL } 225670833
ASIAN TEC LIMITED 225670833 "3
UNIT 11,3/F WAH YIU INDUSTRIAL L0
CENTRE, 30-32 AU PUI WAN STREET L e o
FOTAN, SHATIN, HONG KONG s

N5 order, o ovder of" & named Person or 10 order of bearer')
PT.KLK DUMAIT

JALAN DATUK LAKSAMANA KOMP.PELINDO

1
DUMAI 28814 RIAU SUMATERA INDONESIA
TAX ID : 03.140.550.9.212.000**

T oty Paty see e 22)
PT.KLK DUMAL
JALAN DATUK LAKSAMANA KOMP.PELINDO

i
DUMAI 28814 RIAU SUMATERA INDONESIA
TAX:ID*; 03.140.550.9.212.000***

RS S
P ) T\ . 44
—vu(..au-mn\ Voyage Mo, ! BT Wuliodal Trsport BL. (ke ciuse 1)

( MAERSK ws{ [N 3124 - \

\

\snégg_@m, Giina l BELAAN SUMATRA,INDONESIA | \
= SR

m«mwdmmnm Cortaine NaJSesl Wo. Y 2
4 coftainers $ald to contain 48 PACKAGES A \

WATER TREATMENT SYSTEM
ADDITIONAL MULTIMEDIA FILTER ™~
10T - 4 UNIT
HS CODE: 8421.21.
TOTAL 4*40'HQ CONTAINER ONLY
**ATTENTION ; MRAUKMAN MR
UZISOKHI, MRS DENNY
TEL: +6281365964577
EMAIL : LUKMAN. Z@KLKOLEQ.COM
#*SATTENTION : MR.LUKMAN MR
LIZISOKHI, MRS DENNY
TEL: +6281365964577
EMAIL ; LUKMAN.Z@KLKOLEO.COM

N/M S ) \
/g' » — " / Vo
GAE® PR, / |
_}ﬁsunnms ML-CN2820511 74 DRY 9% 12 PACKAGES-18310.000 KGS 51,0900 CBM
TOMRKYA4502150 ML-CN282052; DRY 9'6-12-PACKAGES 18570,000 KGS-51:0900 CBM ~— — —
_MEKU1863001 ML-CN2820648 40 9'6 12 PACKAGES 18705.000 KGS 51,0900 CBM 3
4193410 ML-CN2872953, A0 DRY|9'6/ 12 PACKAGES 18705.000KGS 51,0900 CBM |\, / ) /\ J J ' /
is:shipment Is subjecytowmplluncj wl(hnamkjollw on shipments from Russiajand B;larus J 1o\
(nvallibleon Maersk.com) and UN, EU and US sanctions and export control laws, including US and EU |
(see clause 14) g
my«wm ‘ CT Und Cumency prepaid
! N %
0
Hoa
o |
3 !
” |
re % o v R
i v o e o ) T o | e o i Signed for the Carrier Sealand Maersk Asia Pte. Ltd.
o packages recaived by Shanghal
_4containers .. FiSSTEEE——
Mihﬁi“
ITH(;{EEII 3" . 2023-03-24 I
oL e e e “T" T Maersk (China) Shipping Co.,Ltd
B = T R “Gppad on Bowd Data { Loca Tina ) Maersk (China)
% v-‘\:«-t-u; 2023-03-24 i As Agent(s)
a4 . A e e e e et ﬁ:‘.:;.'z‘:.‘.'f.:"‘“""""“"""m:
o -_mnzrmlm,m...-—mw«——w- T e
m-—-nmnm W) CORCTICHNS CONTAINED I8 THE CARREER'S APVt
Eﬁ.—t.m-un——uww-w

This transport document has one or more numbered pages

Figure 2.12 Bill of Leading
Source : Processed Data 2023
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4. Invoice
An invoice is a document that is used as proof of a transaction containing

information, such as buyer information, the goods or services purchased,

the price and the total price to be paid by the buyer and what the seller will

receive.
7= Ui 11.3/F Wah Yiu Industrial Centre, 30-32 Au Pui Wan Street Fotan, Shatin, Hong Kong
Tel: (852)-2690-1161 Fax: (852)-2690-1162 E-mail : aslantec@netvigator.com
(ORIGINAL)
To the account of Messrs, Date : 20 Mar 2023.
PT.KLK DUMAI Invoice No. :INV2315P  _-
JALAN DATUK LAKSAMANA KOMP.PELINDO 1 Job Ref. No. : P655-2
DUMAI 28814 RIAU SUMATERA INDONESIA Your Ref. No. : PO. 4500232463
TAX ID : 03.140.550:9.212.000 Dated 4-Nov-2022
ATTENTION : Mr.Lukman ,Mr Lizisokhi, Mrs Denny
Tel:+6281365964577
Payment Terms Trade Terms Remark
T CIF Belawan Indonesia 1st Shipment
[tem Description Q'ty Unit Price Amount
Ush USD
Re: WATER TREATMENT SYSTEM
Additional Multimedia Filter 1 LOT 174,600.00 174,600.00
1 lot-4unit
Total Amount 174,600.00
Packing, FOB and Sea Freight CIF Belawan ..... 0 27,160.00
Grand Total 201,760.00

SAY UNITED STATES DOLLARS TWO HUNDRED AND ONE THOUSAND SEVEN
HUNDRED AND SIXTY ONLY****

For and on behalfof
(]

ASIAN T,

" hdfloritéd Stgnature(s)

Figure 2.13 Invoice
Source : Processed Data 2023



Commercial Invoice

A Commercial Invoice is one of the documents which is proof of the

occurrence of a sale and purchase transaction of goods/services, and can be

used as a basis for calculating taxes on the transaction. In addition,

commercial invoices can be used as a basis for calculating taxes or what is

commonly referred to as a tax invoice.

» ASIAN TEC LIMITED

_—

Unit 11,3/F Wah Yiu Industrial Centre, 30-32 Au Pui Wan Street Fotan, Shatin, Hong Kong
Tel ; (852)-2690-1161 Fax : (852)-2690-1162 E-mail : asiantec@netvigator.com

COMMERCIAL INVOICE
(ORIGINAL)
To the account of Messrs, * |Date : 20 MAR 2023.
PT. KLK DUMAI Invoice No. :INV2315
11. Datuk Laksamana, Komplek Pelindo 1, Job Ref. No. : P655-2
Kel. Buluh Kasap - Kec. Dumai Timur, Your Ref. No. : PO. 4500232463
Kota Dumai, Riau 28814 Dated 4-Nov-2022
Riau, Indonesia
Tel: 0765-4370078 Fax: 0765-37311
Payment Terms Trade Terms Remark
T CIF Belawan Indonesia
ltem Description Q'ty Unit Price Amount
USD USD
Re: WATER TREATMENT SYSTEM
1 Multimedia Filter 1 Unit 273,540.00 273,540.00
TOTAL...... 273,540.00
2ND PAYMENT
Being 55% TT against shipping documents
of above PO total amount USD 273,540.00
Total Payable Amount ......... 150,447.00

SAY UNITED STATES DOLLA RS ONE HUNDRED

AND FORTY SEVEN ONLY#*##*

Beneficiary:  ASIAN TEC LIMITED

Bank Name:
Bank Address:

FIFTY THOUSAND FOUR HUNDRED

" For and on behalfof
ASIAN C TED

/ duthorized Signature(s)

OC‘BC Wing Hang Bank Limited
Hoi Yuen Road Branch, Hong Kong
79 Hoi Yuen Road, Kwun Ton,
Account No. 035-854-520886.084 (USD ac:
Swift No. WIHBHKHH

8, Kowloon, Hong Kong
count)

Figure 2.14 Commercial Invoice
Source : Processed Data 2023
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Packing List
Packing List is a packing/packaging document showing the quantity, type
and weight of the exported goods. Packing list is an import document that

is as important as an invoice.

r

/

ASIAN TEC LIMITED

Unit 49,3/F Wah Yiu industrial Centre, 30-32 Au Pui Wan Street Fotan, Shatin, Hong Kong
Tel: (852)-2690-1161 Fax: (852)-2690-1162 E-mail : asiantec@netvigator.com

PACKING LIST
(ORIGINAL)
To the account of Messrs, Date : 20 Mar 2023,
PT.KLK DUMAI Invoice No. :INV2315P
JALAN DATUK LAKSAMANA KOMP.PELINDO 1 Job Ref. No. 1 P655-2
DUMAI 28814 RIAU SUMATERA INDONESIA Your Ref. No. : PO. 4500232463
Dated 4-Nov-2022

TAX 1D : 03.140.550.9.212.000
ATTENTION : Mr.Lukman ,Mr Lizisokhi, Mrs Denny
Tel: 6281365964577

Payment Terms Trade Terms Remark
TT CIF Belawan Indonesia 1st Shipment
Item Description Q'ty

Re: WATER TREATMENT SYSTEM

Additional Multimedia Filter 1 Lot
1 lot-d4unit
Packing: Four (4) x 40'HQ Containers

(Total 48 Packages)

“Gross Weight:  74,290.00 KGS
Net Weight: ~ 73,870.00 KGS
Volume: 204.36 CBM

For and on behalfof
ASIAN JEC

Figure 2.15Packing List
Source : Processed Data 2023
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CHAPTER Il
SCOPE OF THE APPRENTICESHIP

3.1  Job Description
This Apprenticeship program was carried out at PT. Kuala Lumpur Kepong
(KLK) Dumai For five months from 06 February 2023 to 05 July 2023. During
the internship period, KP participants are placed in the Logistics Department. The
work carried out during the implementation of Apprenticeship is as follows:
1. Create BC 4.0 Document for Crude Palm Kernel Oil (CPKO)
Crude Palm Kernel Oil (CPKO) is crude palm kernel oil which is obtained
by mechanical extraction of palm kernels and usually still contains
impurities dissolved and not dissolved in the oil. Document bc 4.0 is a
document of Notification of entry of goods from Other Places in the
Customs Area to the next TPB. when the cpko truck arrived at the gate of
PT. KLK Dumai, the writer was asked to loading the BC 4.0 document so
that the cpko truck could enter the company.
a. Get the contract number from the staff in the weighing section
b. Login to the TPB module application, click BC 4.0
c. The BC 4.0 document is ready to be sent to the staff in the weighing
2. Create BC 4.0 Document for Sparepart
Spare Part is an item that consists of several components that form a single
unit and has a specific function such as Pump, Valve, Gasket Etc. when the
imported goods arrive at the company, security will provide Delivery order
documents to the logistics staff for follow-up. the author was asked to
loading BC 4.0 documents so that the goods can enter the warehouse of PT.
KLK Dumai.
a. Geta Delivery Order (DO) from security
b. Login to the TPB module application, click BC 4.0

c. If the data is ready, then click send, the status will change
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d. Once sent, then click pull response, Save BC 4.0 and SPPB documents

e. Send BC 4.0 and SPPB documents to store staff and suppliers via
email.

Preparation of documents BC2.3 Notification of Imported Goods

PIB is a notification of goods to be imported based on customs

complementary documents in accordance with the principle of self-

assessment. Self assessment is a system implemented by customs and
excise with the aim of giving trust and responsibility to users of customs
services.

Copying documents

In this activity the author was given a sheet of original documents to be

photocopied with a number of 2 copies. The documents that are often

photocopied are: Purchase Order, Delivery Order, invoice, commercial
invoice, packing list, and BC document and many more.

As for the steps in duplicating documents are as follows:

a. The author sorts any documents to be duplicated. Before starting
duplicating a document, the author checks the document if there is a
document that there are still Stepler Writer remove them one by one.

b. Next, the author turns on the photocopy machine with pressing the
Power button.

c. If the copier is already on, the author arranges desired paper size,
whether A4 or F4 in the button Paper select.

d. Then put the paper on the glass where the photocopy is, with the edges
The top sticks to the scale line at the right position in the middle.

e. After finishing duplicating the document, author compiling, tidying,
and duplicating documents with using a stapler or paper clip.

Edit the CPKO document

a. The author was asked to edit the cpko document that has been
uploaded. The author received the ckpo document from the staff in the
hangar.
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Open the scales recap document in Microsoft Excel to see the quantity
and BM number

Login to ceisa TPB, click BC 4.0

Enter aju number to search for cpko contracts

Edit the BM number and calculate the Quantity whether it matches
what has been calculated by the hangar staff, then enter the quantity
and the delivery price

Edit the contract number according to what is stated in the scale recap,
if you have clicked save and send, then click pull response until the

status changes to "repair agreement”
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3.2 Place of Apprenticeship

This Apprenticeship activity was carried out at PT. Kuala Lumpur Kepong
(KLK) Dumai which is located at JI. Datuk Laksmana, komplek Pelindo I, Buluh
Kasap Village, Dumai Timur District, Riau Province. During apprenticeship the
author is placed in the Logistic Section. The company's provisions regarding the
schedule or time for the implementation of apprenticeship are as follows:
Table 3.1. The Working schedule of PT. Kuala Lumpur Kepong (KLK) Dumai

No Day Working Hours Break
1 Monday to Thursday 08.00 - 16.30 WIB 12.00 - 13.30 WIB
2 Friday 08.00 - 16.30 WIB 11.30- 13.30 WIB
3 Saturday 08.00 - 13.00 WIB -
4 Sunday Holiday Holiday

Source: PT. Kuala Lumpur Kepong (KLK) Dumai

3.3  Systems and Procedures
3.3.1 Systems

Companies need a system to support company activities, in other words,
the system is a series of procedures that are interrelated and together form a
function that aims to achieve company goals. The system used by PT. Kuala
Lumpur Kepong (KLK) Dumai is an online and offline system. To make it easier
for employees to do their job, the company uses an internet-based system. Each
computer in one division is connected to other divisions in all business units at PT.
KLK Dumai. However, not all work is done online, some work is done offline and
manually, most of the work | do is done online. The import process at PT. KLK
Dumai is done online using the TPB Module application which is often used to

input import data.

3.3.2 Procedures

Procedures are procedures or steps that consist of a series of jobs. These
procedures relate to what, where, and how a job is done. The task of logistics at
PT KLK Dumai is to ensure the availability of raw materials for production needs

and carry out the process of receiving and releasing goods according to the SOP.
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PT KLK uses ceisa TPB BC.23, namely for notification of entry of imported
goods and BC.40, namely notification of entry of local goods. The procedures that
the writers used while working at PT. KLK Dumai in the Logistic section as
following:
1. Preparation of documents BC2.3 Notification of Imported Goods
PIB is a notification of goods to be imported based on customs
complementary documents in accordance with the principle of self-
assessment. Self assessment is a system implemented by customs and
excise with the aim of giving trust and responsibility to users of customs

services.

Login to the Fill in the

TPB module
application,
Click BC 2.3

Notification of

Goods Import

Make sure the
data is complete
and filled in
correctly

If the data is
ready, then
click send, the
status will
change

Fill in the
blanks
according to
procedures and
data

Enter the BL
number and BC
code 1.1 and the

date

Once sent, then
click pull
response

quantity of
goods
according to the
invoice
received

Enter the
number of
packages with
PA code
(packet)

The status will
change to "Gate
Out Kantor
Bon"

Figure 3.1 Flowchart Preparation of documents BC2.3

Notification of Imported Goods
Source: Processed Data, 2023

The first step for making a PIB is logging in to the TPB module
application, click BC 2.3 Notification of Goods Import, click create a new
document, then the author is asked to fill in all the blanks according to the

procedure and the data required, including filling in the quantity that the
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author has prepared in the invoice received, enter the number of packages
with PA code (packet), enter the BL number and BC code 1.1 and the date,
make sure the data is complete and filled in correctly, if the data is ready,
then click send, the status will change, once sent, then click pull response,
the status will change to "Gate Out the Bon Office”.

Create BC 4.0 Document for Crude Palm Kernel Oil (CPKO)

Document bc 4.0 is a document of Notification of entry of goods from

other Places in the Customs Area to the next TPB.

Get the
contract Login in the
number from TPB Module - CPKO
the staff in the application, p?gccgéﬂlrgg ;cr)] d according to
weighing click BC 4,0 the PO
section data received

ill i Fill in the
Fltglla{rr:kt? - quantity from

If the data is
ready, then click
send, the status

will change

Make sure the data
is complete and
filled in correctly

Once sent, then
click pull
response

The BC 4.0 document
The status will is ready to be sent to
change to the staff in the
"Gate in TPB" weighing

Figure 3.2 Flowchart The reception process of CPKO
Source: Processed Data, 2023

The first step is to make BC 4.0 documents for receiving Crude Palm
Kernel Oil (CPKO) raw materials, namely the staff in the weighing section
will provide the contract number via whatsapp, if the contract is new the
author will ask for a purchase order from the staff in the commercial and
treasurer section. after that Login to the TPB module application, click BC
4.0 and fill in the blank parts of the bc 4.0 form according to the
procedures and data from the purchase order. then Fill in the quantity from
cpko according to the PO received. Make sure the data is complete and
filled in correctly. If the data is ready, then click send, the status will
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change to "Data Acceptance", once sent, then click pull response, the status
will change to "Gate in TPB" and finally the BC 4.0 document is ready to

be sent to the staff in the weighing via via whatsapp.

Create BC 4.0 Document for Sparepart
Spare Part is an item that consists of several components that form a single
unit and has a specific function such as Pump, Valve, Gasket Etc. The
following is the process of making bc 4.0 documents for spare parts :

Look for a Purchase Order

in the email according to the
PO Number on the DO sheet

Login to the TPB
module application,
click BC 4.0

Get a Delivery Order
(DO) from security

If the data is
ready, then click
send, the status

will change

Once sent, then
click pull
response

Make sure the
data is complete
and filled in
correctly

The status will
change to "Gate
in TPB"

Fill in the
quantity of goods
according to the
DO received

Save BC 4.0 and
SPPB documents

Fill in the blanks
according to
procedures and
data

Send BC 4.0 and SPPB
documents to store staff and
suppliers via email

Figure 3.3 Flowchart The reception process of Sparepart
Source: Processed Data, 2023

Some of the documents needed to support the loading process using
CEISA 4.0 are PO (Purchase Orders), Invoices, Tax Invoices, and
Delivery Order sent by suppliers through transportation services at the
same time the goods are delivered to PT KLK DUMAI. After the goods

arrive, the driver will report to the Security by showing all the original
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documents brought. After that, the security will confirm to the logistics
department that the goods have arrived and to load documents into the
CEISA 4.0 system. Then login to the TPB module application, click BC
4.0, Fill in the blank BC 4.0 form according to the procedures and data,
Fill in the quantity of goods according to the DO received, Make sure the
data is complete and filled in correctly, If the data is ready, then click send,
the status will change, next once sent, then click pull response, The status
will change to "Gate in TPB", and the last send BC 4.0 and SPPB
documents to store staff and suppliers via email.

Copying documents

In this activity the author was given a sheet of original documents to be
photocopied with a number of 2 copies. The documents that are often
photocopied are: Purchase Order, Delivery Order, Invoice, Commercial

Invoice, Packing List, and BC document and many more.

Author arranges desired
paper size, whether A4 or
F4 in the button Paper
select

The author turns on the
photocopy machine with
pressing the Power button.

Author compiling, tidying, Put the paper on the glass
and duplicating documents where the photocopy is
with using a stapler or paper

clip

Figure 3.4 Flowchart Process of photocopying documents
Source: Processed Data, 2023

As for the steps in duplicating documents are as follows:
a. The author sorts any documents to be duplicated. Before starting
duplicating a document, the author checks the document if there is a

document that there are still stepler writer remove them one by one.
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b. Next, the author turns on the photocopy machine with pressing the
Power button.

c. If the copier is already on, the author arranges desired paper size,
whether A4 or F4 in the button Paper select.

d. Then put the paper on the glass where the photocopy is, with the edges
The top sticks to the scale line at the right position in the middle.

e. After finishing duplicating the document, author compiling, tidying,

and duplicating documents with using a stapler or paper clip.

Edit the CPKO document

The cpko document that has been loaded will be counted by the staff in the
hangar section, then it will be confirmed to the logistics staff in the import
section so that the cpko document can be edited through the Ceisa TPB
system in accordance with the recap of the scales sent by the staff in the

weighing division.

Open the recap of
the scales in
Microsoft Excel.

Enter aju number to
search for cpko
contracts

Login to ceisa TPB,
click BC 4.0

Edit the contract
number as stated in
the scale recap, if
you have clicked
save and send

Click drag response
until the status
changes to “fix

approval”

Edit the BM number
and calculate the
Quantity

Figure 3.5 Flowchart Process of edit CPKO document
Source: Processed Data, 2023

a. The author has asked to edit the cpko document that has been
uploaded.

The author received the ckpo document from the staff in the hangar.
b. Open the scales recap document in Microsoft Excel to see the quantity

and BM number
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c. Login to ceisa TPB, click BC 4.0

d. Enter aju number to search for cpko contracts

e. Edit the BM number and calculate the Quantity whether it matches
what has been calculated by the hangar staff, then enter the quantity
and the delivery price

f.  Edit the contract number according to what is stated in the scale recap,
if you have clicked save and send, then click pull response until the

status changes to "repair agreement”

3.3.3 Daily Activity

The activities carried out during practical work can be seen in the
following table :

The agenda of activities or work that has been carried out by the author
during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import February 06 2023 to

February 11 2023 can be seen in the table below as follows:
Table 3.2 Daily Activities of February 6™, 2023 to February 11", 2023

No Data and Time Activities Place

Monday 1. CheekIn -
1 06 February 2023 2. She Induction e Lt1Training Room

Tuesday 1. Introduction Stage and
2 07 February 2023 Introduction to PT.KLK Dumai e HRRoom

Profile
1. Division Introduction

3 Wednessday 2. Introduction of the import section | e Logistic

08 February 2023 3. Introduction to the BC system in Departement
the TPB module application

1. Loading dokument BC 4.0 Logisti
4 Thursday 2. Photocopying DO * Logistic
09 February 2023 3. Printing PO Departement
5 Friday 1. Loading CPKO Document * Logistic
10 February 2023 g Departement
6 Saturday 1. Loading CPKO Document e Logistic
11 February 2023 2. Receiving incoming goods Departement

Source: Processed Data 2023
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The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong

(KLK) Dumai. Departement Logistic Devision Import February 13 2023 to

February 18 2023 can be seen in the table below as follows:

Table 3.3 Daily Activities of February 13", 2023 to February 18", 2023

No Data and Time Activities Place
1. Completing import documents
1 Monday 2. Receiving incoming goods Logistic
13 February 2023 3. Inputting data in the system Departement
4. Looking for POs in Emails
) Tuesday 1. Loading cpko documents Logistic
14 February 2023 2. Editing cpko documents Departement
5 Wednesday 1. (F;erz((jzglr\:ng incoming Delivery Logistic
15 February 2023 2. Inputting data in the system Departement
A Thursday 1. Receiving incoming goods Logistic
16 February 2023 from PT. Roman synergy Departement
Friday . Logistic
1. Loading cpko documents
° 17 February 2023 gep Departement
6 Saturday Isra mikraj Nabi Muhammad SAW

18 February 2023

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author

during the implementation of the Job Apprenticeship at PT. Kuala Lumpur

Kepong (KLK) Dumai. Departement Logistic Devision Import February 20 2023

to February 25 2023 can be seen in the table below as follows:
Table 3.4 Daily Activities of February 20", 2023 to February 25", 2023

No Data and Time Activities Place
Monday . Logistic
1 20 February 2023 1. Loading cpko documents Departement
1. Loading cpko documents
9 Tuesday 2. Receiving incoming goods Logistic
21 February 2023 from Asian Tec Indonesia Departement
3. Inputting data on the system
3 Wednesday 1. Loading cpko documents Logistic
22 February 2023 2. Printing PO Departement
1. Loading of spare part document
4 Thursday 2. Entering data into the system Logistic
23 February 2023 3. Photocopying DO Departement
4. Printing PO
5 Friday 1. Loading cpko documents Logistic
24 February 2023 2. Loading of spare part document Departement
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No | Dataand Time Activities Place
Saturday 1. Editing C_:PKO documents e Logistic
6 25 February 2023 2. Completing the bc 4.0 Depart
document partement

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author
during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import February 27 2023 to March

4 2023 can be seen in the table below as follows:
Table 3.5 Daily Activities of February 27", 2023 to March 4", 2023

No | Dataand Time Activities Place
1. Loading cpko documents
1 Monday 2. Loading of spare part documents | e Logistic
27 February 2023 3. Putting a stamp on the delivery Departement
Order
2 Tuesday 1. Loading cpko documents e Logistic
28 February 2023 2. Receiving DO from security Departement
Wednesday : e Logistic
3 01 March 2023 1. Loading cpko documents Departement
4 Thursday 1. Loading cpko documents e Logistic
02 March 2023 2. Loading of spare part documents Departement
1. Learning about the SAP System
. 2. Checking Delivery Order (DO) .
Friday e Logistic
5 03 March 2023 3. gﬁil;a Gate Pass to go to Bea & Departement
4. Opening the ship's seal
Saturday L . e Logistic
6 04 March 2023 1. Receiving DO from security Departement

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author
during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import March 06 2023 to March
11 2023 can be seen in the table below as follows:

Table 3.6 Daily Activities of March 6", 2023 to March 11", 2023

No | Dataand Time Activities Place
1 Monday 1. Loading of spare part documents e Logistic
06 March 2023 2. Looking for PO and DO documents Departement
9 Tuesday 1. Loading of spare part documents e Logistic
07 March 2023 2. Photocopying of DO and Print PO Departement
1. Loading cpko documents .
3 \(;\éeﬂ;rscdhagom 2. Loading of spare part documents * IISOQ'SUC
3. Checking incoming goods epartement
. e Logistic
. Thursday 1. Loa_ldlng cpko docum_ents _ Departement
09 March 2023 2. Going to Bea& Cukai for deliver e Bea & Cukai
Bank guarantee documents Office
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No | Dataand Time Activities Place
5 Friday 1. Loading cpko documents Logistic

10 March 2023 2. Editing the cpko document Departement
6 Saturday 1. Scanning documents Logistic

11 March 2023 2. Copying of DO and PO Departement

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong

(KLK) Dumai. Departement Logistic Devision Import March 13 2023 to March

18 2023 can be seen in the table below as follows:

Table 3.7 Daily Activities of March 13", 2023 to March 18", 2023

No | Data and Time Activities Place
Monday . Logistic
1 13 March 2023 1. Loading of spare parts documents Departement
’ Tuesday 1. Loading of spare parts documents Logistic
14 March 2023 2. Loading cpko documents Departement
1. Receiving DO from security
3 Wednesday 2. Loading of spare parts documents Logistic
15 March 2023 3. Sending an email to the staff in the Departement
store section
Thursday . Logistic
4 16 March 2023 1. Loading cpko documents Departement
1. Loading cpko document
5 Friday 2. Receiving DO Spare Parts Logistic
17 March 2023 3. Loading of spare parts documents Departement
4. Checking incoming goods
Saturday . Logistic
6 18 March 2023 1. Loading of spare parts documents Departement

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Job Apprenticeship at PT. Kuala Lumpur

Kepong (KLK) Dumai. Departement Logistic Devision Import March 20 2023

to March 25 2023 can be seen in the table below as follows:

Table 3.8 Daily Activities of March 20", 2023 to March 25™, 2023

No | Dataand Time Activities Place
1. The author was asked to look for .
1 20 l\'\//llz(i)rr(]:?\agOZS documents in the cupboard EOg'Stt'C i
2. Sending BC 4.0 emails to suppliers epartemen
Tuesday . Logistic
2 21 March 2023 1. Loading cpko documents Departement
Wednesday .
3 | 22 March 2023 Holiday
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No| Dataand Time Activities Place
1. The author receives the Delivery Order

4 Thursday document from security then searches for Logistic

23 March 2023 the Purchase Order document via email Departement
2. Loading of spare parts documents
Frida . .

5 24 Marchy2023 1. Submiting DO and PO in the hangar Hanggar Room
1. Loading cpko documents .

6 25 ﬁ/ﬂrj;ﬂagom 2. Sending the Loding results to the staff in IISOQ'Stt'C ‘

the weighing section epartemen

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong

(KLK) Dumai. Departement Logistic Devision Import March 27 2023 to April 01

2023 can be seen in the table below as follows:

Table 3.9 Daily Activities of March 27, 2023 to April 1™, 2023

No | Dataand Time Activities Place
2nd Floor
1 27 Il\\/l/l :rr:;?]agOB 1. Asked for the director’s signature Director's
secretary
1. Loading cpko documents .
2 | :Auesiagozg 2. Receiving incoming goods from a CV. Logistic
arc Perkasa Makmur Abadi Departement
3 Wednesday 1. Checking email and sending a bc request Logistic
29 March 2023 from the supplier Departement
4 Thursday 1. Receiving goods from cv palmindo supply Logistic
30 March 2023 ' Departement
. 1. Loading of spare parts documents -
5 | 5 |\/||:“dﬁy2023 2. Photocopying Dokument Logistic
arc 3. Submiting DO and PO in the hangar Departement
Saturday . . Logistic
6 01 April 2023 1. Photocopying and scanning dokument Departement

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import April 03 2023 to April 08

2023 can be seen in the table below as follows:

Table 3.10 Daily Activities of April 3™, 2023 to April 8", 2023

No | Data and Time Activities Place
1 Monday . Receiving Delivery Order documents Logistic
03 April 2023 and incoming goods Departement
5 Tuesday . Checking email and sending bc Logistic
04 April 2023 requests from suppliers Departement
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No| Dataand Time Activities Place
Wednesday 1. Receiving incoming goods from PT. Putra e Logistic
3 05 April 2023 Parna Lestari Departement
2. Loading of spare parts documents P
Thursday 1. Receiving delivery order documents from
06 April 2023 security .
4 2. (I;’uttlng a Stﬁmp onthe dgllver order e Logistic
3. Copying DO and printing PO P
4. Loading cpko documents
Friday :
S | 07 April 2023 Holiday
6 Saturday 1. Receiving delivery orders and e Logistic
08 April 2023 incoming goods Departement

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import April 10 2023 to April 15

2023 can be seen in the table below as follows:

Table 3.11 Daily Activities of April 10", 2023 to April 15", 2023

No | Dataand Time Activities Place
1 Monday 1. Loading cpko documents e Logistic
10 April 2023 2. Printing Purchase Order documents Departement
1. Receiving incoming goods -
2 112”3?%23 2. Inputing data in the system * :Sog'Stt'C .
P 3. Sending an email to the store section epartemen
3 Wednesday 1. Loading cpko documents e Logistic
12 April 2023 2. Loading of spare parts documents Departement
4 Thursday 1. Editing the CPKO document e Logistic
13 April 2023 2. Completing the bc 4.0 document Departement
. 1. Loading of spare parts documents e Logistic
5 Friday 2. Photocopying Delivery Order dokument Departement
14 April 2023 3. Submiting DO and PO in the hangar e Hanggar Room
6 Saturday 1. Loading cpko documents e Logistic
15 April 2023 2. Loading of spare parts documents Departement

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import April 17 2023 to April 22

2023 can be seen in the table below as follows:

Table 3.12 Daily Activities of April 17", 2023 to April 22, 2023

No | Dataand Time Activities Place
1 Monday 1. Receiving incoming goods * Logistic
17 April 2023 2. Inputing data in the system Departement
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No| Dataand Time Activities Place
1. Loading cpko documents

9 Tuesday 2. Loading of spare parts documents e Logistic

18 April 2023 3. Receiving delivery order documents Departement

from security
Wednesday . e Logistic

3 19 April 2023 1. Loading of spare parts documents Departement
4 Thursday

20 April 2023
5 Friday . .

21 April 2023 Eid Al-Fitr
6 Saturday

22 April 2023

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import April 24 2023 to April 29
2023 can be seen in the table below as follows:

Table 3.13 Daily Activities of April 24™, 2023 to April 29", 2023

No | Dataand Time Activities Place
1 Monday
24 April 2023
9 Tuesday
25 April 2023
Wednesday CALE
3| 26 April 2023 Eid Al-Fitr
4 Thursday
27 April 2023
5 Friday
28 April 2023
Saturday . e Logistic
6 29 April 2023 1. Loading cpko documents Departement

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author
during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import May 02 2023 to May 06
2023 can be seen in the table below as follows:

Table 3.14 Daily Activities of May 1", 2023 to May 6", 2023

No | Dataand Time Activities Place
Monday :
1| 01 May2023 Holiday
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No| Dataand Time Activities Place
1. Looking for PO and DO documents L
2 OZTAI/JIZSd%ZS 2. Copying of Purchase Order * I|50g|stt|c N
y 3. Compiling documents €partemen
Wednesday : e Logistic
. t
3 03 May 2023 1. Loading CPKO dokumen Departement
4 Thursday 1. The author was asked to help the staff e Logistic
04 May 2023 in the Finance section Departement
: 1. Loading CPKO documents .
5 05 ,I\:Ar;dazyozz 2. Receiving Delivery Orders * Eog'Stt'C .
y 3. Inputing data €partemen
Saturday . e Logistic
6 06 May 2023 1. Loading CPKO documents Departement

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import May 08 2023 to May 13
2023 can be seen in the table below as follows:

Table 3.15 Daily Activities of May 8™, 2023 to May 13™, 2023

No | Dataand Time Activities Place
1. Loading CPKO dokument .
1 08'\:/?:(1%23 2. Submiting the bc document to the y Ezg[asrttlgment
y supplier via email P
Tuesday . e Logistic
2 09 May 2023 1. Loading CPKO dokument Departement
3 Wednesday % Load.l ng CPKOIfjokument ; e Logistic
10 May 2023 . Recel_vmg a Delivery Order from CV. Departement
Palmindo Supply
1. Loading CPKO dokument
4 Thursday 2. Photocopying Delivery Order e Logistic
11 May 2023 3. Merging delivery order documents and Departement
Purchase Orders
Friday . e Logistic
5 12 May 2022 1. Loading CPKO dokument Departement
Saturday . e Logistic
6 13 May 2023 1. Loading CPKO dokument Departement

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import May 15 2023 to May 20
2023 can be seen in the table below as follows:
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Table 3.16 Daily Activities of May 15", 2023 to May 20" 2023

No | Data and Time Activities Place
Monday 1. Loading CPKO documents Logistic
1 15 May 2023 2. Recelylng mcqmmg goods Departement
3. Inputting data in the system
Tuesday 1. Loading CPKO dokument Logistic
2 16 May 2023 2. Copy.mg DO and looking for PO in email Departement
3. Loading of spare parts documents
Wednesday 1. Loading CPKO dokument Logistic
3 17 May 2023 2. Copy.lng DO and look for PO in email Departement
3. Loading of spare parts documents
4 Thursday )
18 May 2023 Holiday
5 Friday 1. Loading CPKO dokument Logistic
19 May 2022 2. Sending an email to the store section Departement
1. Loading CPKO dokument
2. Receiving incoming DO and stamp DO Logistic
6 Saturday 3. Returning the Delivery Order Deg artoment
20 May 2023 document that has been stamped to P
the delivery service

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author
during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import May 22 2023 to May 27
2023 can be seen in the table below as follows:

Table 3.17 Daily Activities of May 22", 2023 to May 27", 2023

No | Dataand Time Activities Place
1. Completing the bc 4.0 document -
1 29 Maongggs 2. Copying of DO and PO ::‘)Og'Stt'C ¢
y 3. Returning the bc 4.0 documents to the epartemen
Tuesday . Logistic
2 1. Loading CPKO Dokument
23 May 2023 g ! Departement
Wednesday . Logistic
3 1. Loading CPKO Dokument
24 May 2023 g ! Departement
4 Thursday 1. Loading CPKO Dokument Logistic
25 May 2023 2. Loading of spare parts documents Departement
1. Loading CPKO Dokument
2. Receiving DO from security
5 Friday 3. Putting a stamp on the DO sheet Logistic
26 May 2023 4. Loading of spare parts documents Departement
5. Saving the document
6. Sending documents to suppliers via email
Saturday . Logistic
6 27 May 2023 1. Loading CPKO Dokument Departement

Source: Processed Data 2023
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The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong

(KLK) Dumai. Departement Logistic Devision Import May 29 2023 to June 03

2023 can be seen in the table below as follows:

Table 3.18 Daily Activities of May 29", 2023 to June 3™, 2023

No | Dataand Time Activities Place
1. Loading CPKO Dokument L
1 Monday 2. Photchpying DO and Print PO Logistic
29 May 2023 3. Loading of spare parts documents Departement
1. Receiving DO from security
2. Putting a stamp on the DO sheet L
2 30 &;;sgg%/?) 3. Loading of spare parts documents I[_)c()ag::tlgment
4. Saving the document P
5. Sending documents to suppliers via
1. Loading CPKO Dokument
2. Receiving DO from security
3 Wednesday 3. Putting a stamp on the DO sheet Logistic
31 May 2023 4. Loading of spare parts documents Departement
5. Saving the document
6. Sending documents to suppliers via email
Thursda :
4| 01 une 2023 Holiday
1. Loading CPKO Dokument
5 Friday 2. Loading of spare parts documents Logistic
02 June 2023 3. Photocopying DO Departement
4. Submiting PO and DO to the hangar
1. Loading CPKO Dokument -
Saturday 2. Loading dokumen sparepart Logistic
6 03 June 2023 3. Photocopying DO Departement
4.

Submiting PO and DO to the hangar

Hangar Room

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong

(KLK) Dumai. Departement Logistic Devision Import June 05 2023 to June 10

2023 can be seen in the table below as follows:

Table 3.19 Daily Activities of June 5™, 2023 to June 10", 2023

No | Data and Time Activities Place
Monday . Logistic
1 05 June 2023 1. Loading CPKO Dokument Departement
Tuesday : Logistic
2 06 June 2023 1. Loading CPKO Dokument Departement
1. Loading CPKO Dokument
Wednesd 2. Receiving DO from security .
3 o7 Je ne; 0?\’/3 3. Putting a stamp on the DO sheet Logistic
une 4. Loading of spare parts documents Departement
5. Saving the document
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No| Dataand Time Activities Place
1. Importing spare parts
Thursd 2. Receiving DO from security Lodisti
4 083 #rszggs 3. Putting a stamp on the DO sheet * Logistic
une 4. Loading of spare parts documents Departement
5. Saving the document
Friday : e Logistic
5 09 June 2023 1. Loading CPKO Dokument Departement
Saturday . e Logistic
6 10 June 2023 1. Editing the cpko document Departement

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import June 12 2023 to June 17

2023 can be seen in the table below as follows:

Table 3.20 Daily Activities of June 12", 2023 to June 17", 2023

No | Data and Time Activities Place
1. Loading CPKO Documents
Monda 2. Receiving incoming goods e Logistic
1 y 3. Inputting data in the system Departement
12 June 2023 ' . :
4. Sending an email to the store section e Store Room
5. Submiting DO to the Store
1. Loading CPKO Dokument
2. Completing the bc 4.0 document .
2 13 J-Lléisgggg 3. Looking for Purchase Order and Delivery | * Eog'Stt'C ¢
Order documents epartemen
4. Copying of DO and PO
Wednesday . e Logistic
3 14 June 2023 1. Loading CPKO Dokument Departement
Thursday : e Logistic
4 15 June 2023 1. Loading CPKO Dokument Departement
. 1. Loading CPKO Dokument .
5 16 JFJ:]%&%/OB 2. Receiving DO from security * EOQ'S“C
3. Putting a stamp on the DO sheet epartement
6 Saturday 1. Loading CPKO Dokument e Logistic
17 June 2023 2. Sending an email to the store section Departement

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author
during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import June 19 2023 to June 24
2023 can be seen in the table below as follows:

Table 3.21 Daily Activities of June 19", 2023 to June 24", 2023

No | Dataand Time Activities Place
1. Loading CPKO Dokument
1 Monday 2. Receiving DO from security e Logistic
19 June 2023 3. Putting a stamp on the DO sheet Departement
4. Loading of spare parts documents
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No| Dataand Time Activities Place
Tuesday )
2| 20June 2023 Sick
Wednesday .
3 | 21June2023 Sick
Thursday 1. Cqmpletmg the BC 4.0 document e Logistic
4 | 22June2023 | 2 Printing PO Departement
3. Copying of document DO epartemen
5 Friday 1. Creating BC4.0 CPKO documents e Logistic
23 June 2023 2. Editing the CPKO document Departement
Saturda 1. Authors are asked to check incoming e-
6 24 Jun 28/23 mails and notify the contents of the e- e Logistic Departeme
une mail to employees

Source: Processed Data 2023
The agenda of activities or work that has been carried out by the author

during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import June 26 2023 to July 30
2023 can be seen in the table below as follows:

Table 3.22 Daily Activities of June 26", 2023 to July 1™ 2023

No | Data and Time Activities Place
1. Submission of kp reports to Mentors in
the office
1 Monday 2. Revision of practical work reports Logistic
26 June 2023 3. Printing practical work reports Departement
4. Submission of Apprenticeship reports to
the HR Department
9 Tuesday 1. Printing the PKB document Logistic
27 June 2023 2. Checking email that doesn't arrive Departement
3 Wednesday 2. Delivering complete documents of BC 4.0 H R
28 June 2023 to hangar anggar room
Thursday AL
41 20 June 2023 Eid Al-Adha
Friday .
5 30 June 2023 Permission
Saturday ‘o
6 01 July 2023 Permission

Source: Processed Data 2023

The agenda of activities or work that has been carried out by the author
during the implementation of the Apprenticeship at PT. Kuala Lumpur Kepong
(KLK) Dumai. Departement Logistic Devision Import July 03 2023 to July 05
2023 can be seen in the table below as follows:
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Table 3.23 Daily Activities of July 3", 2023 to July 5™, 2023

No | Dataand Time Activities Place

1 Monday . Teach the system of receiving imported Logistic
03 July 2023 goods to apprentices who have entered Departement

Tuesday - : Logistic

2 . Giving the value of Practical Work
04 July 2023 g Departement
. Farewell in logistics o

3 Wednesday . Release of internship from the HR Logistic

05 July 2023 department as well as offering mementos Departement

Source: Processed Data 2023
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3.4 Obstacles and Solutions
3.4.1 Obstacles

As long as the author carries out apprenticeship, the author strive to

complete the work optimally and precisely time. However, in its implementing

there are several obstacles that experienced by the author while carrying out

Apprenticeship at PT. Kuala Lumpur Kepong (KLK) Dumai are as follows :

1.

3.4.2

Obstacles that occur when inputting data to the TPB module
application are a poor network, computers that are not properly
connected to the LAN network and the bc system which also
sometimes experiences problems, thus slowing down the import data
input process.

There are some jobs that do not have subjects on campus so the
writer is not familiar or has to ask how to do it. such as creating
a goods import notification document using the BC 2.3 system in the
TPB module ceisa application.

The desk space is narrow, so the writer has a little difficulty doing
some work that requires a lot of documents on the desk. Lack of
facilities such as places/containers for pens, pencils, staplers, and other
ATK. So that the writer sometimes has difficulty finding the

ATK needed because of the irregular location.

Solutions

The solutions to face problems in the workplace when carrying out

Apprenticeship program (KP) at PT. Kuala Lumpur Kepong (KLK) Dumai are as

follows :

1. Obstacles in the form of bad network connections, computers that are

not properly connected to the LAN network and bc systems that also
sometimes experience problems. The solution is to immediately notify
IT so that the wifi can be connected properly to the computer. And
inform the mentor that the BC system is having problems so that the
mentor can immediately contact customs to find out the problem that is

happening to the system.
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2. One of the jobs that is always done during the apprenticeship is to make
a document for import notification using the BC 2.3 system in the TPB
module ceisa application. There must be learning material that
discusses how to use the BC 2.3 system in the TPB module ceisa
application so that when doing practical work, students understand and
immediately apply it during apprenticeship or practical work.

3. The author's initiative is to tidy up the desk and ATK to make it look
neat and to make a special place to put office stationery so that it
doesn't get scattered on the desk, as well as to clean up documents that

are no longer used so they don't pile up on the desk.
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4.1

CHAPTER IV
CONCLUSION AND SUGGESTION

Conclusion

From the explanation in the previous chapter, the description of activities

during apprenticeship at PT. Kuala Lumpur Kepong (KLK) Dumai, the author will

provide conclusions based on the results of the discussion of the chapter,

including :

1.

In carrying out the field work practice, the author is placed on : Logistic
Departement, Import Division. On the import division, the author carries
out activities such as Photocopying dokuments, receive delivery order
documents, create BC 4.0 CPKO documents, create bc 4.0 spare parts
documents, receive incoming goods, send emails, create goods import
notification documents, edit CPKO documents, inspect spare parts and ask
for the signature of the head of logistics and deliver documents to the
hangar .

In the implementation of this internship, the author performs internship at
PT. Kuala Lumpur Kepong (KLK) Dumai, JI. Datuk Laksamana Komplek
Pelindo | Dumai. And the time for the implementation of the job training
(KP) is carried out for 5 months, starting from February 06, 2023 to July
05, 2023.

To make it easier for employees to do their job, the company uses an
internet-based system. Each computer in one division is connected to other
divisions in all business units at PT. KLK Dumai. However, not all work is
done online, some work is done offline and manually, most of the work |
do is done online. The import process at PT. KLK Dumai is done online
using the TPB Module application which is often used to input import data.
The hardware/software used in carrying out the task are: a computer which
includes a monitor, laptop, keyboard, mouse, CPU (Central Processing

Unit), Microsoft Word, Microsoft Excel, TPB Module application.
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4.2  Suggestions

After the implementation of the apprenticeship at PT. Kuala Lumpur
Kepong (KLK) Dumai which the author has lived, the author has several
suggestions that can be used as a reference for parties involved in the
apprenticeship program are as follows:
1. Author

For writers, the advice is to always do work to be more carefull, through

and concentrate in writing works. Must be able to take responsibility for

the orders realistically and rationally, and doing tasks in accordance with
the directions or orders that have been given by the employee concerned
and using the time as well as possible.

2. Students

a. Considering that adapting is very important in the world of work, it is
better if in carrying out practical work activities one must actively ask
employees, learn to read and understand each of their characters so
that they can adapt and become part of them.

b. Paying attention to administrative completeness such as an internship
application letter from the campus, complying with company
regulations, and ensuring the field occupied in the implementation of
the internship is in accordance with the field taken during the lecture.

c. The students are able to understand the mandated duties and
responsibilities and pay attention to good behavior and ethics while in
the internship environment.

d. And also pay attention to personal hygiene and work space, don't be
shy about throwing trash, returning chairs when not in use or when
going home and cleaning tables.

3. Company

There are several suggestions for a better company, namely when the

company give assignment that have great responsibility and high risk to

Apprenticeship students to be supervised, guided and taught the steps.
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4.

Institusion (State Polytechnic of Bengkalis and Study Program.

a.

Must be strengthened cooperation, socialization with companies and
developing computer business learning such as the use of Microsoft
Excel, Microsoft Word and English learning so that students more
easily understand English terms on the computer and applications.

Expanding the network of cooperation in terms of accepting student
internships with several institutions related to the field of international
business administration studies so that students get convenience in

finding suitable internship places.

48



REFERENCES

PT. Kuala Lumpur Kepong (KLK) Dumai Profile : (https://www.klkoleo.com/pt-
klk-dumai/)., accesed on 20 May 2023.

Admin  Polbeng.  (2017). Sejarah  Politeknik  Negeri Bengkalis,.
(http://lwww.polbeng.ac.id/official/jurusan-administrasi-niaga) (online).
Accesed on 24 Mey 2023.

49


https://www.klkoleo.com/pt-
http://www.polbeng.ac.id/official/jurusan-administrasi-niaga

APPENDICES

Appendix 1 : Figure of Job Description
1. Create BC 4.0 Document for Crude Palm Kernel Oil (CPKO)

- -

Pak Edo Klk

Sudah loading dokumen nya ya pak
terimakasih pak .

Ok makasih dok oo o4

19 Juni 2023

Tolong loadingkan ya dek

2% Pangailan suara tak tarjawab pukul 15,04

Okay pak 14 on o

@& Ketik pesan S °
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2.

Create BC 4.0 Document for Sparepart
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3. Preparation of documents BC2.3 Notification of Imported Goods

B
¢ asd)
Ll rl’ﬁ i‘ sﬁ“

LA

4 Modul Kepabeanan v 3.1.71.5U = u X

DIREKTORAT JENDERAL BEA DAN CUKAI
KEMENTERIAN KEUANGAN

PEMBERITAHUAN IMPOR BARANG UNTUK DITIMBUN
I TEMPAT PENIMBUNAN BERIKAT

STATUS (GATE OUT KANTOR BON... 3111
STATUS PERBAIKAN - DAFTAR

Nomor Pengajug 02082300735320230608 000185
Nomor Pendafta 00073

Tanggal Pendaft csos2023

KPPBC Bongkar 007  KPPBC BELAWAN
KPPBC Pengawe 02099 KPPEC DUMAI

Tujusn 1-KAWASAN BERIKAT 5
PEMASOK DOKUMEN [F6]
1 Nama ASanTECUWTED 15, Involce 23209 1004203

Alamat  UNT SLLUF WK Y NOUSTRALCENTRE 31928 | 16, Fasilitas It
Negara ™ HONG KONG 17. Surat Keputusan / Dokumen Lainnya

Dokum...| Nomor Doku... | _Te

KONTRAK 4500232459 04-11-20..,
KONTRAK 4500232463 04-11-20...
PACKING LIST INV2330P2 | 10-04-20..

IMPORTIR
2. Identity 1 WWPIS0GT  +  031405509212000
3.Nama xous

No. lzin | x47vacasz02s
8LC

1081+ B 2rwem 24082023

Tl orosams
P - =

5 LMPWPISOIGT - 031405509212000 CEK N,

Alamat | IALAN DATUS LAKSAMANA KOWPLER PELINDO | DUT

4.API 28w - o4L024468

PENIMBUNAN
21 Tempat Penin 6A8l  2LAP. PENUM. PETI K.

6. Nama KX ouss

Alamat  JALAN DATUK LAKSAMATA KOPLER PELINDO 1 0U1

g, HQLOo-BC%&

_ g 2] regFao 12/05/11‘:)‘:’;9
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4, Copying documents

5. Edit the CPKO document

mMobuLTPB

Kods Gudang PLS

PEMILIK BARANG

- mwmvnwe | - mzmmseuee cey

- Nema e i nowess con

«Nmat w0y

PENGANGRUTAN
13, Jonis sarens pengang e
- LIRS CEN N | 14 Nomee Polis
B Nama mn s resmess i

7. Mlamas &1 narca v 3 senn s ey | ARG

15, Harga Penyorahan

DOKUMEY (78]
8 Packng Us
@ Kontrak St

16 KEMASAN FT]

BARANG (4]

17, Volume (m3)
38 Borat Kotor (Kg)
29, Berat Beesibig)
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Appendix 2 : Application letter for Apprenticeship

KEMENTERIAN PENDIDIKAN, KEBUDAYAAN,
RISET, DAN TEKNOLOGI
POLITEKNIK NEGERI BENGKALIS

Jalan Bathin Alam, Sungai Alam, Bengkalis, Riau 28711
Telepon: (+62766) 24566, Fax: (+62766) 800 1000
Laman: http.://www.polbeng.ac.id, E-mail: polbeng@polbeng.ac.id

Nomor : 6548/PL31/TU/2022 28 Desember 2022
Hal : Permohonan Kerja Praktek (KP)

Yth. Pimpinan PT. Kuala Lumpur Kepong (KLK) Dumai
di
Dumai

Dengan hormat,
Sehubungan akan dilaksanakannya Kerja Praktek untuk Mahasiswa Politeknik Negeri Bengkalis

yang bertujuan untuk meningkatkan pengetahuan dan 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 Perusahaan yang Bapak/Ibu pimpin. Pelaksanaan Kerja Praktck mahasiswa Politeknik
Negeri Bengkalis akan dimulai pada bulan Februari — Juli 2023, adapun nama mahasiswa scbagai

berikut:

No Nama NIM Prodi
Neneng 5404191217 | D4 Administrasi Bisnis Internasional
2 | Endang Yulianti 5404191313 | 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.
v,//'?.{\\ﬂQDirektur,
w148 Dircktur I~

NIP. 197906172014041001

Contact Person:
Adrian Imanda Pratama, S.Sos., M.BA (082384323018)
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Appendix 3 : Application Reply Letter

PT. KLK DUMAI

( \ Jalan Datuk Laksamana, Komplek Pelindo |
Kota Dumai 28814 Riau — Indonesia

e Telp. No.(0765) 4370078; Fax No: (0765) 37311

Dumai, 17 Januari 2023

Nomor : 023/HRD/KLK-DMI/1/2023
Lampiran :-

Perihal : Kerja Praktek Mahasiswa

Kepada :
Yth. Ketua Prodi D4 Administrasi Bisnis Internasional
Politeknik Negeri Bengkalis
Di-
Bengkalis

Dengan hormat,

Menindaklanjuti surat yang kami terima dengan nomor : 6548/PL31/TU/2022 tanggal 28
Desember 2022 perihal tersebut diatas, kami dapat menerima 2 (dua) orang mahasiswa tersebut
untuk melaksanakan kerja praktek di PT. KLK DUMAI atas nama :

NO NAMA / NIM PRODI JADWAL TEMPAT PRAKTEK
1 | Neneng/5404191217 D4
Brdling Administrasi | 06 Februari 2023 s/d | Logisitc Department
isni 05 Juli 2 KL i
% | Yulianti/5404191313 pisnis i P KL Dumal
Internasional

Berdasarkan hal tersebut, yang bersangkutan dapat langsung datang ke PT. KLK Dumai (HR
Department) J1. Datuk Laksamana Dumai dengan membawa persyaratan sebagai berikut :

Daftar Riwayat Hidup (Curriculum Vitae) Mahasiswa.

Photo Copy KTP/Kartu Mahasiswa (rangkap 2).

Surat keterangan kelakuan baik dari perguruan tinggi (asli).

Surat keterangan sehat dari dokter Pemerintah (asli).

Photo Copy Sertifikat/Kartu Vaksin Lengkap (rangkap 1) dan menunjukkan yang asli.

Pas Photo 3 x 4 (2 lembar), 2 x 3 (2 lembar).

STl N

Perlu kami informasikan bahwa semua biaya selama melaksanakan praktek kerja di PT. KLK
Dumai menjadi beban yang bersangkutan dan penundaan jadwal, kami anggap pembatalan
praktek kerja.

Atas perhatiannya diucapkan terima kasih.

n
Group HR & GA HOD



Appendix 4 : Company Statement Letter

PT. KLK DUMAI

Jalan Datuk Laksamana

Komplek Pelindo Regional |
A g

Kel. Buluh Kasap, Kec. Dumai Timur

Kota Dumai, Riau 28814, Indonesia

T: +62 765 4370078 F: +62 765 37311
www klk.com.my

SURAT KETERANGAN MAGANG
258/HRD/KLK-DMI/VII/2023

Yang bertanda tangan di bawah ini :

Nama : Yogi Rinanda
Jabatan : Group HR & GA HOD

Menerangkan bahwa :

Nama . Endang Yulianti

NIM 1 5404191313

Universitas : Politeknik Negeri Bengkalis
Jurusan : Administrasi Bisnis Internasional

Bahwa nama yang tersebut diatas telah melakukan aktivitas magang kerja di PT. KLK
Dumai terhitung dari tanggal 06 Februari 2023 sampai dengan 05 Juli 2023.

Yang bersangkutan telah melaksanakan tugas dan tanggung jawab dengan baik, juga aktif
mempelajari dan mengikuti kegiatan administrasi yang berlangsung di perusahaan kami.

Demikian surat keterangan ini diberikan agar dipergunakan sebagaimana mestinya.

Yogi Rinanda
Group HR & GA HOD



Appendix 5 : Company Appraisal Sheet

PENILAIAN DARI PERUSAHAAN KERJA PRAKTIK
PT. KUALA LUMPUR KEPONG (KLK) DUMAI

Nama : ENDANG YULIANTI
NIM : 5404191213 .
Program Studi - D4 Administrasi Bisnis Internasional Politeknik Negeri Bengkalis

Bobot
20%

_D|51plm o -

Tanggung jawab _j - 25% 0%
Penyesuaian diri _; | 10% | of
HasilKeja 30% 98
“Perilaku secam umum 15% 96

11@1umlah(l+2+3+4+5)___7 100% 97 |

Keterangan : /

Nilai :Kriteria

81-100 :Istimewa

71-80 :Baik Sekali

66-70 :Baik

61-65 :Cukup Baik ) o
T 5660 - :Cukup

e ol da Masyamkar Untie
~  —Gapwah Rendidwcon ‘®=hngg mungkin (can Ferbalilal Fepada ! sy

tmm\aar\cah k'ebu\mn

- \“\ahasuwol W\K addtak mwacn ‘ﬂ mem‘oawa ?eMoa\nan Pos\hf \)o.t-7. Se\c‘\nm*q

-' w\cm e\Ao\\a'M \my\an Qemv h\o\mucu?a

detn Semester UNtuE
Mosothnta  dangan panalh  mergeluh,

Dumai, 05 Juli 2023
Mengetahui,
Pembimbing Magang

Lizisokhi Sarumaha, ST.. MM
Senior Bonded Zone

.Mmuh \xiton geﬂu berjuang Semter
wewujudEan  Wpuan “falian , MaFa dengan it apapun
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Appendix 6 : List of Attendance

ABSENSI MAHASISWI MAGANG
POLITEKNIK NEGERI BENGKALIS
FEBRUARI 2023
NO | NAMA SISwA Pkmrﬂum 1[2]3]4 6|78 j’ 1[1 TANGXG}AL/?MFI,\EMAH::‘ sw1|7 20, 21‘ 22|23 24|25 27| 28
e n TAVEAYE MR VATARITY WY
s [ vy yrmy: - WP v
2 |Endang Yulianti E— ! fj Xf 14 /ﬁ'r - J%wA % ] ¥ )j
- Y. /%¢-J AN,
ABSENSI MAHASISWI MAGANG
POLITEKNIK NEGERI BENGKALIS
MARET 2023
NO | NAMASISWA nmnu?m 112]3}]4 61718[9[10]11 13 TM”TW 20| 21 2 |24]25 27128/29(30]/3
K v 4] RPN ANRrAnn 3 AR nnran
WG MR nararn an pnn  apevyi
A e OFIA2d Wdldida P74 b lida P2ass
dlddd AErAan frnda W ddd Aimias

L L

Mengetahui,

[_L’a«»_]
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ABSENSI MAHASISWI MAGANG
POLITERNIK NEGERI BENGKALIS
APRIL 2023

NO | NAMASISWA PROGRAM STUDI TANGGAL/PARAF MAHASISWI

KEAHLIAN 1 3[4]51]6 8 1 2 15 17[18 0iA U125(2(27]28

S

=

r\%)/‘ j

Neneng

v

D4 Administrasi i

(R [,
T

Bisnis Internasional

e~

Endang Yulianti

= -~

e

ey
S RO

= —=

—
e SV = N PN
R W

P

B

S N N N

ABSENSI MAHASISWI MAGANG
POLITEKNIK NEGERI BENGKALIS
ME12023
PROGRAM STUDI TANGGAL/PARAF MAHASISWI
NO | NANASISWA KEAHLIAN 21314 5. 6 8§19 (10)1n|n2[m 1516 | 17 1920 2023 1[25|2%]|27 29130
i " 4riY Py n HWABFEYN PAISh
Neneng T2 21 2 ’/ 7 TR 1T 7 AT P :
DéAdministrasi |7 % Q“ il i3 "";é ’f /\&‘ Ilif /’ ‘)/ 4 v A avdd A
i i T T P F 7 1T T1] = / p) =
b . 'Blsms[ntemaswnal " Jf&‘/' ¥ / %JJ(& j %}/ VJ’ q |£ ﬂ&'—? “ I |4
ndang Yulianti ] 7 AN/ ] B4 v AR 1117 47
u HEAEE @YY P YA
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ABSENSI MAHASISWI MAGANG

POLITEKNIK NEGERI BENGKALIS
JUNT2023
N0 | NAMASISWA ’“aﬁm}ﬂ‘"m T TANGGAL/PARAF MAHASISWI
— %,2\ ALl AENAE  OREARE  FIEg %
1 [Neneng r A F%ﬂ%"/% 55%/5{‘4 Jz.’fﬁ)}f» }
Bils):.is.ljrnen.mim;.zl % # \v\ »—%4‘ ‘/ \L % 518 )L ﬁ s ’4‘{ \
2 |Endang Yulianti %,'Q' 3? 47 %(ﬂ'}%% S‘ S / %;& j l
WS B URNE Misn ¢
oumat, 3 WY 03
Mengetahui,

ABSENSI MA}

POLITEKNIK
Ju
D e
NO | NA PROGRAM STUDI
— MASISWA KEAHLIAN 1 3 4 3 6 7. 8 10 | 11
7
K | A s
1 [Neneng — T—s
— D4 Administrasi | OYT| \ A |4 y(/'
5 Bisnis Internasional | \ 7,7 % t
Endang Yulianti =
our| \ 4V \E
i~ A7
3 |Edi Fitrianis

3E
N

=

SN

4 |Eko Prasutio D4 Teknik Listrik

SN

5 |Rahmad Efendi

SN

N

55 R
\-
LN

out A i
Rahmatul _IN ’?"y M
6 Fadilah OU;\ A)d

7 |Nurul Hasanah D-4 Bisnis Dig:%al

R
FESEN

=
BEES
\
.

RS

8 |Ersa Ramadani

:
SIS
R
i
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Appendix 7 : Apprenticeship Certificate

CERTIFICATE

Sertipckat iui dibencban bepada
Ladung Fubianti
NIM : 5404191313
Universitas : Politeknik Negeri Bengkalis

Program Studi : Administrasi Bisnis Internasional
Htas penyelesatan Prakteb Rerja Lagangan di D7 RLX Damai
peniode 06 Februari 2023 - 05 fule 2025 "
Duas, O7 Juli 2023

Yog¢ Rinanda
Group HR & GAROD

r No. ‘ Aspek Penilaian % e - Nl]lax e
1| Etika dan Kepribadiari | 91
2 |p Materi Pekerjaan - 1 91
3 91
4 N 91
5 Kerjasama Tim § 91 -
|6 P Bahasa Asing - 90
7 Kemampuan Penggunaan Teknologi Informasi - [ 91
8 | Kehadi B [ 91 [
HASIL PENILAIAN KERJA PRAKTEK
Nilai Akhir: A (Baik Sekali) Rentang Nilai :
<50 : Kurang
51-70 : Cukup
71-90 : Baik
291 : Baik Sekali
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Appendix 8 : Daily Activities of the Apprenticeship

WEEKLY ACTIVITIES OF THE APPRENTICESHIP

Month  :1
Week 1
Day : Monday-Saturday
Date : February 06 - February 11, 2023
Date and Time Description Activity Task Assignor Signature
Monday 1. CheekIn Lizisokhi /\,
06 February 2023 | 2. She Induction Sarumaha v
¥ 7
Tuesday 1. Introduction Stage and Lizisokhi ,_A/
07 February 2023 Introduction to PT.KLK Dumai Sarumaha : ]
Profile
1. Division Introduction l
Wednessday 2. ngt?grljcnon of the import Lizisokhi J//
08 February 2023 3. Introduction to the BC system in Sarumaha (
4. the TPB module application
Thursday | 3 'P‘ﬂg?(')ggs;f;‘gmem BC 4.0 Lizisokhi 9
09 February 2023 3 Print PO Sarumaha i ,‘/
Friday . Lizisokhi I
10 February 2023 1. Loading CPKO Document Sarumaha J/
Saturday 1. Loading CPKO Document Lizisokhi A
11 February 2023 | 2. Receive incoming goods Sarumaha .
r
Explanation

Working

4

In the first week, we conducted a
She  Induction or  Safety|
Induction to find out what can
and cannot be done while in the
Company's area. The supervisor|
introduces the company in
general and explains the job
description to the writer.
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Month :1
Week 12
Day : Monday-Saturday

Date : February 13 - February 18, 2023
Date and Time Description Activity Task Assignor
1. Completing import documents o ) q//
Monday 2. Receiving incoming goods Lizisokhi %
13 February 2023 | 3. Inputting data in the system Sarumaha f
4. Looking for PO in Emails \
Tuesday ) - . -
14 February 2023 1. Loading cpko documents Lizisokhi ) =
2. Editing cpko documents Sarumaha ‘
|
Wednesday L g?gi'r\ée incoming Delivery Lizisokhi J
15 February 2023 2. Input data in the system Sarumaha ;
Thursday L . o : ;
1. Receiving incoming goods from Lizisokhi £y,
16 February 2023 PT. Roman synergy Sarumaha ‘
Friday : Lizisokhi i~
17 February 2023 1. Loading cpko documents Sarumaha j?
Saturday !

18 February 2023

Isra mikraj Nabi Muhammad SAW

Working

Explanation

Jo—
[ —
j—
e artir e

o

\

R
RN

| the author completes the import]

In the second week, the first day,

document, receives incoming
goods, inputs data into the system
and opens the email to see the
incoming PO, the next day the
author is asked to load the cpko
document and is taught how to
edit the cpko document that has
finished loading
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Month :1

Week  :3
Day : Monday-Saturday
Date . February 20 - February 25, 2023
Date and Time Description Activity Task Assignor Signature
Monday . .
. Lizisokhi
20 February 2023 1. Loading cpko documents Sarumaha %E
1. Loading cpko documents !
Tuesday 2. Receive incoming goods from Lizisokhi
21 February 2023 Asian Tec Indonesia Sarumaha '
3. Inputting data on the system
Wednesday . icokhi )
22 February 2023 1. Loading cpko documents Lizisokhi
2. PrintPO Sarumaha
1. Loading of spare part document )
Thursday 2. Enter data into the system Lizisokhi
23 February 2023 3. Photocopy DO Sarumaha
4. PrintPO
Friday 1. Loading cpko documents Lizisokhi
24 February 2023 '
vary 2. Loading of spare part document Sarumaha
Saturday 1. Edltln? QPK% documents Lizisokhi
25 February 2023 2. Completing the bc 4.0 Sarumaha
document
Working Explanation

In the third week, the writer

.0 documents.

given the same task as the
previous week, but there is a new|
job that the supervisor teaches,
namely receiving Delivery Orders|
for spare parts and completing bc

is
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Month :2

Week 1
Day : Monday-Saturday
Date : February 27 - March 04, 2023
Date and Time Description Activity Task Assignor  [Sighature
1. Loading cpko documents f"
Monday 2. Loading of spare part documents Lizisokhi
27 February 2023 (3. Put a stamp on the delivery Sarumaha
Order
Tuesday . . .
28 February 2023 L. Loading cpko documents Lizisokhi
2. Receive Do from security Sarumaha
Wednesday . .
Lizisokhi
01 March 2023 9. | oading cpko documents Sarumaha
Thursday . . .
02 March 2023 |1. Loading cpko documents Lizisokhi
2. Loading of spare part documents Sarumaha
1. Learn about the SAP System
Friday 2. Check Delivery Order (DO) Lizisokhi
03 March 2023  [Took a Gate Pass to go to Bea & Cukai Sarumaha
4. Opening the ship's seal
Saturday ] ] Lizisokhi
04 March 2023  |1. Receive Do from security Sarumaha
Working Explanation

In the second month, the first
week, the writer went to the
wharf for the first time with the

supervisor to unseal the ship.
| [Make a gate pass to go to the
 |customs & excise office. The
= |gate pass is made for employees
who want to leave the company
using an office car for the benefit
of the company.
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Month :2
Week 12
Day

: Monday-Saturday

Date : March 06 - March 11, 2023
Date and Time Description Activity Task Assignor Signature
Monday 1. Loading of spare part documents N
06 March 2023 | 2. Looking for PO and DO Lizisokhi Y
documents Sarumaha ”jf/
.f\//\
Tuesday 1. Loading of spare part documents o B 7
07 March 2023 2. Photocopy of DO and Print PO Lizisokhi = /
Sarumaha .
Wednesd 1. Loading cpko documents - Y.
08 ,\; neﬁ 2%3{23 2. Loading of spare part documents Lizisokhi ="
arc 3. Check incoming goods Sarumaha f
1. Loading cpko documents /
Thursday 2. Go to Bea& Cukai for Lizisokhi :)1/
09 March 2023 deliver Bank guarantee Sarumaha =
documents (
Friday 1. Loading cpko documents - . /
. Lizisokhi )
10 March 2023 2. Edit the cpko document Sarumaha sz/
Saturday 1. Scan documents .. . / )
Lizisokhi )
2. C fDO and PO /
11 March 2023 opy o an Sarumaha ’Jf/
Working Explanation

In the second week the authors
were asked to go to customs to
pick up the files sent in the first]
week. As usual, every day the
author will load the cpko
document and receive a Delivery|
Order for spare parts
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Month :2

Week .3
Day : Monday-Saturday
Date : March 13 - March 18, 2023
Date and Time Description Activity Task Assignor Signature
Monday o )
13 March 2023 1. Loading of spare parts documents Lizisokhi
Sarumaha I
Tuesday
14 March 2023 1. Loading of spare parts documents Lizisokhi
2. Loading cpko documents Sarumaha -
1. Receiving DO from security
Wednesday 2. Loading of spare parts documents Lizisokhi
15 March 2023 3. Send an email to the staff in Sarumaha =
the store section
Thursday . .
16 March 2023 1. Loading cpko documents Lizisokhi
Sarumaha =
1. Loading cpko document
Friday 2. Receiving DO Spare Parts Lizisokhi
17 March 2023 3. Loading of spare parts documents Sarumaha e
4. Check incoming goods
Saturday . .
18 March 2023 1. Loading of spare parts documents Lizisokhi
Sarumaha =
Working Explanation

In the third week, there are
incoming goods and the author is
asked to open and inspect the
goods, after that he inputs data
into the BC 4.0 system for
incoming goods. The weighing
staff sends the BC 4.0 document
containing the PO number for|
loading the cpko document and
after the author has finished
loading the cpko, the author will
send proof that the document has
been loaded, via WhatsApp.
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Month :2

Week 4
Day : Monday-Saturday
Date : March 20 - March 25, 2023
Date and Time Description Activity Task Assignor Signature
1. The author was asked to look for
Monday documents in the cupboard Lizisokhi
20 March 2023 2. Sending BC 4.0 emails to Sarumaha
suppliers
Tuesday . .
21 March 2023 1. Loading cpko documents Lizisokhi
Sarumaha
Wednesday . .
22 March 2023 Holiday Lizisokhi
Sarumaha
1. The author receives the Delivery
Thursday Order document from security Lizisokhi
23 March 2023 then searches for the Purchase Sarumah
Order document via email arumaha
2. Loading of spare parts documents
Friday Lizisokhi
24 March 2023 1. Submit DO and PO in the hangar 121S0XNI
Sarumaha
1. Loading cpko documents . .
25 ﬁﬂa:rj;ﬂagom 2. Send the Loding results to the IS‘;L'IS;:E;
staff in the weighing section P
|
Working Explanation '

| Pargactwnl | Masirg | Comtas |
Tipe

Fulu

Vobsche/Cortnme: No

q ‘gq oy

WF

In the fourth week, the author
received a Delivery  Order|
document from security, then
searched for a Purchase Order
document by email. After that, as|
usual, the author will load the
cpko document and send proof of
loading to the staff in the
weighing section so that the cpko
truck can enter the company
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Month :2

Week  :5
Day : Monday-Saturday
Date : March 27 - April 01, 2023
Date and Time Description Activity Task Assignor Signature
Monday 1. Tne V\(riter V\{en'g upstairs tt10 askhfor Lizisokhi -
27 March 2023 the director’s signature throug Sarumaha
the director's secretary
1. Loading cpko documents o : ‘
Tuesday L 9N : Lizisokhi f
2. Receiving incoming goods from a
28 March 2023 CV. Perkasa Makmur Abadi Sarumaha
Wednesday 1. Check email and send a bc request  Lizisokhi '
29 March 2023 from the supplier Sarumaha
Thursday 1. Receiving goods from cv Lizisokhi ;
30 March 2023 palmindo supply Sarumaha
. 1. Loading of spare parts documents . . |
31 Jg:gﬁéozs 2. Photocopy Dokument ééffﬁﬁ'a(ﬁ'a
3. Submit DO and PO in the hangar
Saturday . . ‘
01 April 2023 | 1. Photocopy and scan dokument Is‘;l'fn(zgﬁ; ;)p
Working Explanation’

The author checks and sends the
BC 4.0 and sppb documents to the|
supplier with the supervisor's
knowledge
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Month :3

Week 1
Day : Monday-Saturday
Date - April 03 - April 08, 2023
Date and Time Description Activity Task Assignor Signature
Monday 1. Receive Delivery Order icokhi
. : Lizisokhi |
03 April 2023 documents and incoming goods Sarumaha Qp
0 42115#%23 1. Check email and send bc Lizisokhi )
P requests from suppliers Sarumaha
1. Receiving incoming goods from o .
o\év,:dnﬁsgggg PT. Putra Parna Lestari Lizisokhi
pri 2. Loading of spare parts documents Sarumaha
1. Receive delivery order documents I
from security *
Thursda 2. Putastamp on the deliver order .. .
06 April 23’23 document that is received Lizisokhi
3. Copy DO and print PO Sarumaha
4. Loading cpko documents
Friday . . ‘
. ) Lizisokhi
07 April 2023 Holiday goasoeh Q’)&
Saturday 1. Receive delivery orders and i ; ‘
: : Lizisokhi 1
08 April 2023 incoming goods Sarumaha
Explanation

Working

Lukman Zuhanda; @ Sugiarto Yusuf; * Dendy Rio Sukma;
Khalifah binti Rahman
this message on 21/03/2023 12:00.

In the third month, the first
week, the author received a
travel document containing
incoming goods which had to
be inputted into the BC 4.0
system so that the goods could
enter the warehouse and be
processed by the store staff.
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Month :3
Week 12
Day

: Monday-Saturday

Date - April 10 - April 15, 2023
Date and Time Description Activity Task Assignor Signature
Monday . i . A
10 April 2023 1. Loading cpko documents Lizisokhi /V
pri 2. Print Purchase Order documents Sarumaha ’74/
Tuesday 2 Recelve Incoming goods Lizisokhi q[
11 April 2023 - Inputdatain the system Sarumaha '
3. Send an email to the store section vaf/
1\2/\/;(1?5538%/3 1. Loading cpko documents Lizisokhi [ ’,
P 2. Loading of spare parts documents Sarumaha
. . N
1;:;:;(?3’23 1. Edit the CPKO document Lizisokhi Y
2. Completing the bc 4.0 document Sarumaha .
1. Loading of spare parts documents /
Friday 2. Photocopy Delivery Order Lizisokhi Ql/
14 April 2023 dokument Sarumaha =
3. Submit DO and PO in the hangar f
Satufday 1. Loading cpko documents Lizisokhi /\/
15 April 2023 .
2. Loading of spare parts documents Sarumaha ,Jf/
Working Explanation

TSR
Y]

| DECTETCALE 761417 gukm PEMBAYARAN KIRIMAN

t PENGIRIN -

) 0.y Yars T T e -
::n il M(L Nt — ___4_._&"

In the second week, the staff of
the hangar section asked for
complete cpko documents, which
meant the author had to look for|
Purchase Order and Delivery|
Order documents according to the
PO number listed in the BC 4.0
document. photocopy of
documents and return the BC 4.0
documents to the hangar staff
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Month :3

Week 03
Day : Monday-Saturday
Date - April 17 - April 22, 2023
Date and Time Description Activity Task Assignor
Monday 1. Receive incoming goods Lizisokhi
17 April 2023 2. Input data in the system Sarumaha
Tuesday 1. Loading cpko documents ’
18 April 2023 2. Loading of spare parts documents Lizisokhi
3. Receive delivery order Sarumaha
documents from security
Wednesday S [
19 April 2023 1. Loading of spare parts documents Lizisokhi
Sarumaha
Thursday
20 April 2023
Friday . . Lizisokhi
21 April 2023 Eid Al-Fitr Sarumaha
Saturday
22 April 2023
Working Explanation

The following is the Delivery
Order document that the author
received when the spare parts
arrived. The author stamped,
photocopied, and gave a pink
DO to the store staff. Underneath
is the BC 4.0 document sent by
the weighing staff for loading on
the TPB Module system.

72




Month :3

Week 4
Day : Monday-Saturday
Date : April 24 - April 29, 2023
Date and Time Description Activity Task Assignor Signature
Monday
24 April 2023
Tuesday ‘
25 April 2023 ’
Wednesday . . . .
) Eid Al-Fitr Lizisokhi
26 April 2023 Sarumaha
Thursday
27 April 2023
Friday
28 April 2023
Saturday ‘
29 April 2023 Lizisokhi '
1. Loading cpko documents Sarumaha
Working Explanation
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i

0000D0000030000384 =) &
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Month :4

Week 1
Day : Monday-Saturday
Date : May 01 - May 06, 2023
Date and Time Description Activity Task Assignor Signature
Monday N
01 May 2023 _ Lizisokhi ),
Holiday Sarumaha /—/'r*/
Tuesday 1. Looking for PO and DO o ) /\//\
02 May 2023 documents Lizisokhi e
2. Copy of Purchase Order Sarumaha - /
3. Compile documents {
Wednesday /)
03 May 2023 _ Lizisokhi “¥
78
OI&UVS%%VB 1. The author was asked to help Lizisokhi /\w/ :
a ; .
y the staff in the Finance Sarumaha A"
section f
Friday 1. Loading CPKO documents Lizisokhi /\J// )
05 May 2022 2. Receiving Delivery Orders .
3. Input data Sarumaha = {
Saturday _ Lizisokhi /)
06 May 2023 1. Loading CPKO documents Sarumaha 3 r
=
- - -
Working Explanation '

PERINCIAN BARANG
Ve vy WL

In the fourth month,
week, the writer was asked by the
supervisor to help the finance staff
because their interns were not
present. And financial staff are
overwhelmed with documents.
After finishing helping the staff in
the financial section, the writer,
will return to the logistics section
to do his job again

the first
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Month :4

Week 22
Day : Monday-Saturday
Date : May 08 - May 13, 2023
Date and Time Description Activity Task Assignor Signature
Monday 1. Loading CPKO dokument Lizisokhi
08 May 2023 2. Submit the bc document to the
L . Sarumaha =
supplier via email
Tuesday __— '
09 May 2023 . Lizisokhi
& 1. Loading CPKO dokument Sarumaha :%@
Wednesday 1. Loading CPKO dokument Lizisokhi ‘
10 May 2023 2. Receive a.DeI ivery Order from Sarumaha =
CV. Palmindo Supply
Thursday 1. Loading CPKQ dokument N _
11 May 2023 2. Photocopy Delivery Order Lizisokhi =
3. Merge delivery order Sarumaha
documents and Purchase Orders
Friday
Lizisokhi
12 May 2022 1. Loading CPKO dokument Sarumaha QE
Saturday . . w
Lizisokhi
13 May 2023 1. Loading CPKO dokument Sarumaha 52&
Working Explanation

ﬂ‘m . -

The following is the display of
the TPB Module when loading
the CPKO document, there are
some data that must be input into
the system so that the cpko
import ~ process  can be
immediately processed by the
weighing staff
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Month :4

Week 03
Day : Monday-Saturday
Date : May 15 - May 20, 2023
Date and Time Description Activity Task Assignor Signature
) A
Monday 1. Load!ng pPKO_ documents Lizisokhi N
15 Mav 2023 2. Receive incoming goods Sarumaha
y 3. Input data in the system
1. Loading CPKO dokument //\‘
Tuesday 2. 5:1% DO and look for PO in Lizisokhi
Sarumaha
16 May 2023 3. Loading of spare parts
documents
1. Loading CPKO dokument
Wednesday 2. Cop}/I DO and look for PO in Is_éilzsnzla(:]];
17 May 2023 emal
3. Loading of spare parts
Thursday ) Lizisokhi
18 May 2023 Holiday Sarumaha
Friday 21. Loading CPKO dokument Lizisokhi
19 May 2022 . Send an email to the store Sarumaha
section
1. Loading CPKO dokument
2. Receive incoming DO and
stamp DO Lizisokhi
Saturday 3. Return the Delivery Order Sarumaha
20 May 2023 document that has been
stamped to the delivery
Working Explanation

AL SUPPLIER B CONTRALTOR
. I, LR S

B g4z Ly \a
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= Py
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IAs usual, the author receives a
Delivery Order Document from
security. The document will be
input into the system and after
that the goods will enter. And
checked by the staff of the
weighing department
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Month :4

Week 4
Day : Monday-Saturday
Date - May 22 - May 27, 2023
Date and Time Description Activity Task Assignor|  Signature
1. Completing the bc 4.0 document
Monday 2. Copy of DO and PO Lizisokhi
22 May 2023 3. Returnthe bc 4.0 documentsto the|  Sarumaha =
hangar
Tuesday Lizisokhi
izisokhi
23 May 2023 1. Loading CPKO Dokument Sarumaha 2&
Wednesda - . ‘
24 May 202)/3 ) Lizisokhi
1. Loading CPKO Dokument Sarumaha =
Thursday . .
25 May 2023 1. Loading CPKO Dokument Lizisokhi
2. Loading of spare parts documents Sarumaha =
1. Loading CPKO Dokument
2. Receiving DO from security
3. Put a stamp on the DO sheet Lizisokhi
Friday 4. Loading of spare parts documents S 12150 hl =
26 May 2023 5. Save the document arumana
6. Send documents to suppliers via
email
Saturday
27 May 2023 Lizisokhi
y 1. Loading CPKO Dokument Sarumaha i
Working Explanation
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Month :4

Week :5
Day : Monday-Saturday
Date : May 29 - June 03, 2023
Date and Time Description Activity Task Assignor Signature
Monday 1. Loading CPKO Dokument Lizisokhi )
29 May 2023 2. Photocopy DO and Print PO S h
3. Loading of spare parts documents arumaha =
1. Receiving DO from security N
2. Put a stamp on the DO sheet
Tuesday 3. Loading of spare parts documents Lizisokhi <=
30 May 2023 4. Save the document Sarumaha
5. Send documents to suppliers via
email
1. Loading CPKO Dokument “
2. Receiving DO from security
3. Putastamp on the DO sheet - . <
3\/1\/31“652%8‘23; 4. Loading of spare parts documents L'Z'SOKE'
ay 5. Save the document Sarumana
6. Send documents to suppliers via
email
Thursday . . ‘
01 June 2023 Holiday Lizisokhi
Sarumaha e
1. Loading CPKO Dokument
Friday 2. Loading of spare parts documents Lizisokhi
02 June 2023 3. Photocopy DO Sarumaha
4. Submit PO and DO to the hangar <
1. Loading CPKO Dokument )
Saturday 2. Loading dokumen sparepart Lizisokhi :
03 June 2023 3. Photocopy DO Sarumaha -
4. Submit PO and DO to the hangar
Working Explanation
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Month :5

Week 1
Day : Monday-Saturday
Date : June 05 - June 10, 2023
Date and Time Description Activity Task Assignor Signature
Monday . o _ \
05 June 2023 1. Loading CPKO Dokument Lizisokhi [
Sarumaha =
Tuesday 1. Loading CPKO Dokument ‘i . f
06 June 2023 ' Lizisokhi
Sarumaha i
Wednesday 1. Loading CPKO Dokument \
07 June 2023 2. Receiving DO from security
3. Put astamp on the DO sheet Lizisokhi =
4. Loading of spare parts documents Sarumaha
5. Save the document
Thursday 1. Importing spare parts '
08 June 2023 2. Receiving DO from security
3. Put astamp on the DO sheet Lizisokhi >
4. Loading of spare parts documents Sarumaha
5. Save the document
Friday 1. Loading CPKO Dokument - ; )
09 June 2023 : Ing u Lizisokhi
Sarumaha <
Saturday . L \
10 June 2023 1. Edit the cpko document Lizisokhi /
Sarumaha o
Working Explanation

The following is a display of BC
4.0 which has been saved and sent|
to the supplier
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Month :5

Week 12
Day : Monday-Saturday

Date :June 12 - June 17, 2023
Date and Time Description Activity Task Assignor Signature
Monday 12 | 1. Loading CPKO Documents [
June 2023 2. Receive incoming goods Lizisokhi Y
3. Input data in the system Sarumaha =
4. Send an email to the store section
5. Submit DO to the Store
Tuesday 13 | 1 | gading CPKO Dokument
June 2023 2. Completing the bc 4.0 document Lizisokhi
3. Looking for Purchase Order and Sarumaha
Delivery Order documents
4. Copyof DO and PO
Wednesday isokhi
14 202 . Lizisokhi
June 2023 1. Loading CPKO Dokument Sarumaha
Thursday 15
June 2023 . Lizisokhi
une 1. Loading CPKO Dokument Sarumaha
Friday .
1. Loading CPKO Dokument - .
16 June 2023 2. Receiving DO from security é‘;fl'jsn(z:ﬁ;
3. Put a stamp on the DO sheet
Saturda . . .
ureay 1. Loading CPKO Dokument Lizisokhi
17 June 2023 ) .
2. Send an email to the store section Sarumaha
Working Explanation

The author receives incoming
goods and helps check goods
together with staff in the store
section
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Month :5

Week .3
Day : Monday-Saturday
Date - June 19 - June 24, 2023
Date and Time Description Activity Task Assignor Signature
1. Loading CPKO Dokument
2. Receiving DO from security Lizisokhi
Monday 3. Puta stamp on the DO sheet s 12150 hl =
19June 2023 | 4. Loading of spare parts documents arumaha
Tuesday - N
20 June 2023 Sick Lizisokhi
Sarumaha -
Wednesday o )
21 June 2023 Sick Lizisokhi
Sarumaha &
1. Completing the BC 4.0 document
” JhUFSdZ%VZS 2. PrintPO Lizisokhi
une 3. Copy of document DO Sarumaha =
Friday 1. Create BC4.0 CPKO documents Lizisokhi '
23 June 2023 2. Edit the CPKO document Sarumaha QE
1. Authors are asked to check incoming ‘
Saturday e-mails and notify the contents of the e- Lizisokhi
24 June 2023 mail to employees Sarumaha =
(
Working Explanation
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Month :5

Week  :4
Day : Monday-Saturday
Date - June 26 - July 01, 2023
Date and Time Description Activity Task Assignor Signature
1. Submission of kp reports to Mentors
in the office
Monday 2. Revision of practical work reports Lizisokhi
26 June 2023 3. Print practical work reports
. Sarumaha
4. Approval of practical work
reports for companies
Tuesday . Lizisokhi
27 June 2023 1. Print the PKB document Sarumaha |
2. Checking email that doesn't arrive
Wednesday . .. .
2. Deliver complete documents of BC Lizisokhi
Thursday .
29 June 2023 Lizisokhi
Eid Al-Adha Sarumaha
Friday Lizisokhi l
30 June 2023 Sarumaha
Permission
_Lizisokhi
Saturday Lizisokhi ,
01 July 2023 Permission Sarumaha
Working Explanation

In the fifth month, fourth week,
the author submits a practical
work report to the company to the
supervisor, revises the report and
asks for the supervisor's signature
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Month :5

Week 5
Day : Monday-Saturday
Date : July 03 - July 05, 2023

Date and Time

Description Activity

Task Assignor Signature

1. The author was asked to teach the

03'\3|L?|nd§8123 system of receiving imported goods Lizisokhi f
y for apprentices who had just entered Sarumaha =
Tuesday [
04 July 2023 /
1. Giving the value of Practical Work é‘;&ﬁgﬁ; -
1. Farewell internship in logistics o _ /
Wednesday 2. Release of internship from the HR Lizisokhi =
05 July 2023 department as well as offering Sarumaha
mementos
Working Explanation

In the last week the author was
asked to teach the PT.KLK import
system to the next apprentice.
IAnd ask for an assessment from
the supervisor and the provision
of mementos for the logistics and
company sections. After that
farewell to all employees involved
during the authors carry out field
work practice activities
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