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ABSTRAK

Laporan magang ini disusun berdasarkan kegiatan yang dilakukan di PT Globalnine
Indonesia, sebuah perusahaan yang bergerak di bidang kelistrikan dan manufaktur
elektronik. Tujuan dari kegiatan magang ini adalah untuk mengetahui jenis-jenis
dokumen yang digunakan dalam administrasi procurement serta memahami
tahapan proses administrasi procurement yang berlangsung di perusahaan. Data
diperoleh melalui observasi langsung, wawancara dengan karyawan, studi pustaka
internal, serta penelaahan dokumen yang digunakan dalam kegiatan procurement.
Hasil magang menunjukkan bahwa proses administrasi procurement dilakukan
secara sistematis, dimulai dari permintaan pembelian, pengumpulan penawaran
harga, pembuatan Purchase Order (PO), penerimaan barang dan invoice, hingga
pencatatan ke dalam sistem akuntansi Mekari Jurnal. Seluruh tahapan tersebut
didukung oleh dokumen penting seperti PR, PO, DO, BAPB, dan invoice yang
saling berkaitan. Sebagai saran, perusahaan disarankan untuk memperkuat
standarisasi dokumen serta mengoptimalkan alur kerja melalui sistem terintegrasi
guna meningkatkan efisiensi, akurasi, dan transparansi dalam proses administrasi
procurement.

Kata kunci : Administrasi procurement, dokumen pengadaan, proses

procurement
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ABSTRACT

This internship report is based on activities carried out at PT Globalnine Indonesia,
a company engaged in the electrical and electronic manufacturing industries. The
purpose of this internship was to identify the types of documents used in
procurement administration and to understand the stages of the procurement
administration process at the company. Data was obtained through direct
observation, interviews with employees, internal literature studies, and review of
documents used in procurement activities. The internship findings indicate that the
procurement administration process is conducted systematically, beginning with
purchase requests, collecting price quotes, creating Purchase Orders (POs),
receiving goods and invoices, and recording transactions into the Mekari Jurnal
accounting system. All these stages are supported by important documents such as
PR, PO, DO, BAPB, and invoices that are interconnected. As a suggestion,
companies are advised to strengthen document standardization and optimize
workflows through integrated systems to improve efficiency, accuracy, and
transparency in the procurement administration process.

Keywords: Procurement administration, procurement documents, procurement

process
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