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ABSTRAK 

 

Laporan Magang Program Studi Akuntansi, Sekolah Tinggi Ilmu Ekonomi Tri 

Bhakti berjudul “Prosedur Pengelolaan Dokumen Invoice dan Faktur Pajak 

Keluaran pada PT Zaitech Engineering Indonesia”. Laporan magang ini bertujuan 

untuk mengetahui prosedur pengelolaan dokumen invoice dan faktur pajak keluaran 

serta proses penyimpanan dan pengarsipan dokumen dalam mendukung kegiatan 

administrasi perusahaan. Kegiatan magang dilaksanakan pada bagian keuangan PT 

Zaitech Engineering Indonesia yang bergerak di bidang mekanikal dan elektrikal, 

khususnya penyediaan panel listrik dan jasa instalasi listrik. Metode yang 

digunakan dalam penyusunan laporan ini meliputi observasi, wawancara, 

dokumentasi, dan praktik langsung. Hasil pelaksanaan magang menunjukkan 

bahwa pengelolaan dokumen dilakukan melalui kegiatan penyusunan, identifikasi, 

pengelompokan berdasarkan transaksi PPN dan Non PPN, penyimpanan, serta 

pengarsipan dokumen secara digital dan fisik. Selain itu, dilakukan rekapitulasi data 

transaksi PPN keluaran dan pemeriksaan ketersediaan dokumen fisik terkait. Dalam 

pelaksanaannya, ditemukan bahwa proses identifikasi dokumen PPN dan Non PPN 

masih dilakukan secara manual serta struktur arsip digital belum memiliki standar 

yang baku. Oleh karena itu, diperlukan penerapan standar penamaan dokumen dan 

pengelolaan arsip digital yang lebih sistematis melalui pemanfaatan Google Drive 

dan Google Sheets untuk meningkatkan efektivitas dan efisiensi pengelolaan 

dokumen. 

 

Kata Kunci: Invoice, Faktur Pajak Keluaran, Pengelolaan Dokumen, Pengarsipan. 
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ABSTRACT 

 

Internship Report of the Accounting Study Program, Sekolah Tinggi Ilmu Ekonomi 

Tri Bhakti, entitled “Procedures for Managing Invoice and Outgoing Tax Invoice 

Documents at PT Zaitech Engineering Indonesia.” This internship report aims to 

determine the procedures for managing invoice and outgoing tax invoice 

documents, as well as the process of storing and archiving documents to support 

the company's administrative activities. The internship was carried out in the 

Finance Department of PT Zaitech Engineering Indonesia, a company engaged in 

the mechanical and electrical sector, particularly in the provision of electrical 

panels and electrical installation services. The methods used in preparing this 

report included observation, interviews, documentation, and direct practice. The 

results of the internship showed that document management involved the 

preparation, identification, classification based on VAT and Non-VAT transactions, 

storage, and archiving of documents both digitally and physically. In addition, the 

activities included recapitulating outgoing VAT transaction data and checking the 

availability of related physical documents. During the internship, it was found that 

the identification process for VAT and Non-VAT documents was still conducted 

manually and that the digital archive structure did not yet have standardized 

procedures. Therefore, the implementation of standardized document naming and a 

more systematic digital archiving process through the use of Google Drive and 

Google Sheets is recommended to improve the effectiveness and efficiency of 

document management. 

 

Keywords: Invoice, Outgoing Tax Invoice, VAT, Document Management, Document 

Archiving.  
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