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ABSTRAK

Laporan magang ini membahas implementasi prosedur administrasi
keuangan dalam mendukung operasional tim lapangan pada PT. Multi Piranti Jaya
(MPJ), sebuah perusahaan yang bergerak di bidang jasa instalasi dan
pemeliharaan infrastruktur telekomunikasi. Praktik Kerja Lapangan (PKL)
dilaksanakan di bagian Admin Finance selama tiga bulan, yang mana aktivitas
magang difokuskan pada kegiatan pengajuan, penyaluran, dan pelaporan dana
operasional melalui sistem Rencana Keuangan Harian (RKH). Penulis terlibat
langsung dalam penyusunan RKH, proses verifikasi bukti pengeluaran, hingga

pelaporan penggunaan dana.

Temuan selama magang menunjukkan adanya sejumlah kendala, seperti
keterlambatan pengumpulan bukti (data fisik), perbedaan nominal dana yang
diajukan dan digunakan, proses approval yang bergantung pada satu pihak, hingga
sistem kerja yang masih manual. Permasalahan tersebut berpotensi menghambat
efisiensi dalam pengelolaan keuangan operasional tim lapangan. Oleh karena itu,
laporan ini merekomendasikan pengembangan sistem digital, penyusunan
Standard Operational Procedure (SOP) revisi dana, serta penguatan manajemen
arsip dan pelatihan bagi tim lapangan guna meningkatkan efektivitas prosedur

administrasi keuangan perusahaan.

Kata kunci: administrasi keuangan, dana operasional, RKH, petty cash, PT. Multi

Piranti Jaya
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ABSTRACT

This internship report discusses the implementation of financial
administration procedures in supporting the operational activities of the field
team at PT. Multi Piranti Jaya (MPJ), a company engaged in telecommunication
infrastructure installation and maintenance services. The Fieldwork Practice
(PKL) was carried out in the Admin finance department for three months, during
which the internship activities were focused on the submission, distribution, and
reporting of operational funds through the Daily Financial Plan (RKH) system.
The author was directly involved in the preparation of the RKH, the verification
process of expenditure proofs, and the reporting of fund usage.

The findings during the internship indicate the presence of several
obstacle, such as delays in collecting of evidence (physical data), discrepancies
between the proposed and utilized amount of funds, an approval process that
depends on a single party, and a still-manual working system. These issues have
the potential to hinder efficiency of financial management for the field team
operations. Therefore, this report recommends the development of a digital
system, the preparation of revised Standard Operating Procedures (SOP) for
funds, as well as strengthening archive management and training for the field
team to enhance the effectiveness of the company’s financial administration

procedures.

Keywords: financial administration, operational funds, RKH, petty cash, PT.

Multi Piranti Jaya
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