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REVIEW CLIENT ‘S APPROVAL DOKUMEN 



1. Nama perusahaan :
[bookmark: _GoBack]
..................................................................................................................................................................
2. Berapa banyak departement di perusahaan :
..................................................................................................................................................................
3. Nama Departement dan penanggung jawab (Diisi sesuai departement yang ada) :
-	Pembelian	: ............................................................
-	Penjualan	: ............................................................
-	Operating	: ............................................................

-	Produksi	: ............................................................

-	Keuangan 	: ............................................................
-	Human Resource	: ............................................................
- 	……………………..	: ............................................................
- 	……………………..	: ............................................................
- 	……………………..	: ............................................................
4. Approval Dokumen yang dilakukan oleh perusahaan dan bagian yang terkait (Kalau tidak ada boleh dikosongkan) :

a. Standart Approval Proses Pembelian :

· Permintaan Pembelian :
Departemen In Charge / PIC   : ...............................................................................................

Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
Jumlah Rangkap Dokumen	: ............................ Rangkap

Pendistribusian Dokumen	: Rangkap 1 - ............................................................................
Rangkap 2 - ............................................................................
Rangkap 3 - ............................................................................

-	Pesanan Pembelian (Asset) :
	Departemen In Charge / PIC   : ...............................................................................................

Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
Jumlah Rangkap Dokumen	: ............................ Rangkap

Pendistribusian Dokumen	: Rangkap 1 - ............................................................................
Rangkap 2 - ............................................................................
Rangkap 3 - ............................................................................
· Pesanan Pembelian (Material / Bahan) :
	Departemen In Charge / PIC   : ...............................................................................................

Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
Jumlah Rangkap Dokumen	: ............................ Rangkap

Pendistribusian Dokumen	: Rangkap 1 - ............................................................................
Rangkap 2 - ............................................................................
Rangkap 3 - ............................................................................


· Pesanan Pembelian (RTK / Service) :
	Departemen In Charge / PIC   : ...............................................................................................

Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
Jumlah Rangkap Dokumen	: ............................ Rangkap

Pendistribusian Dokumen	: Rangkap 1 - ............................................................................
Rangkap 2 - ............................................................................
Rangkap 3 - ............................................................................


-	Penerimaan Barang (Asset) :
	Departemen In Charge / PIC   : ...............................................................................................

Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
Jumlah Rangkap Dokumen	: ............................ Rangkap

Pendistribusian Dokumen	: Rangkap 1 - ............................................................................
Rangkap 2 - ............................................................................
Rangkap 3 - ............................................................................
· Penerimaan Barang (Material / Bahan) :
	Departemen In Charge / PIC   : ...............................................................................................

Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
Jumlah Rangkap Dokumen	: ............................ Rangkap

Pendistribusian Dokumen	: Rangkap 1 - ............................................................................
Rangkap 2 - ............................................................................
Rangkap 3 - ............................................................................
· Penerimaan Barang (RTK / Service) :
	Departemen In Charge / PIC   : ...............................................................................................

Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
Jumlah Rangkap Dokumen	: ............................ Rangkap

Pendistribusian Dokumen	: Rangkap 1 - ............................................................................
Rangkap 2 - ............................................................................
Rangkap 3 - ............................................................................

· Faktur Pembelian / Purchase Invoice :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
 Rangkap 2 - ............................................................................
 Rangkap 3 - ............................................................................

-	Retur Pembelian / Purchase Return :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
  Rangkap 2 - ............................................................................
  Rangkap 3 - ............................................................................
-	Pembayaran Pembelian / Disbursement :
	Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
  Rangkap 2 - ............................................................................
  Rangkap 3 - ............................................................................



b. Standart Approval Proses Produksi ( Diisi pada bidang Usaha Manufaktur):
· Formula Produk :
	Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................

· Surat Perintah Kerja / Work Order :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Pengeluaran Bahan Baku / Material Release :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Hasil Produk Jadi / Product Result :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Produks Rusak / Product Defect :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Pemindahan Produk Hasil Barang Jadi :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
c. Standart Approval Proses Penjualan :

· Penawaran Penjualan / Sales Quotation :
	Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................
· Pesanan Penjualan / Sales Order :
	Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................


· Potongan Penjualan / Sales Discount :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................

· Pengiriman Pesanan / Delivery Order :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................

· Faktur Penjualan / Sales Invoice :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................

· Retur Penjualan / Sales Return :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................

· Penerimaan Penjualan / Receipt :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................
· Membuat Contoh Product / Sample Prodcut :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................
· Penjamu Pelanggan / Entertaint Customer :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
	  Rangkap 3 - ............................................................................
d. Standart Approval Proses Inventory Managament :
· Inventory Code :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................


· Buffer Inventory :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Inventory Transfer :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Inventory Opname :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Inventory Adjustment :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Inventory Destroy :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
e. Standart Approval Proses Manajemen Kas :
· Pengeluaran Kas/Bank (Biaya) :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................

· Penerimaan Kas/Bank (Pendapatan Lain) :
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Proses Pengisian Kas
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Proses Cash Bon
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Approval Position In Charge Nominal	
	< 500.000,00 			: ...................................................................................
	> 500.000,00 – 5.000.000,00	: ...................................................................................
	> 5.000.000,00 – 10.000.000,00	: ...................................................................................
	> 10.000.000,00			: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
f. Standart Approval Proses HR Management
· Employment Contract
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Performance Assesment
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Employee Permits & Leave
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Overtime Application
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Employee Salary Calculation
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................
· Work Termination
Departemen In Charge / PIC   : ...............................................................................................

	Approval Transaksi 	
· Normal 	: ...................................................................................
· Khusus / By Case	: ...................................................................................
	Jumlah Rangkap Dokumen	: ............................ Rangkap

	Pendistribusian Dokumen		: Rangkap 1 - ............................................................................
	  Rangkap 2 - ............................................................................
  	  Rangkap 3 - ............................................................................
	Catatan Khusus* : ....................................................................................................................
	....................................................................................................................


5. List dokumen yang harus dicopy dan diberikan kepada Tim D’Consulting BC:

Note : beri tanda ( √ ) apabila ada dan ( x ) apabila tidak ada dokumen. Cek list diisi oleh Tim D’Consulting BC.

	No
	Nama Dokumen
	Cek List

	1
	Permintaan Pembelian / Material Request
	

	2
	Pesanan Pembelian / Purchase Order
	

	3
	Penerimaan Barang / Receiving
	

	4
	Penawaran Penjualan / Sales Quotation
	

	5
	Pesanan Penjualan / Sales Order
	

	7
	Pengiriman Pesanan / Delivery Order
	

	8
	Faktur Penjualan / Sales Invoice
	

	9
	Penerimaan Kas/Bank / Cash Bank Dibursement
	

	10
	Pengeluaran Kas/Bank / Cash Bank Receipt
	

	11
	Formula Produk
	

	12
	Perintah Kerja / Work Order
	

	13
	Pengeluaran Material / Material Release
	

	14
	Produk Barang Jadi / Product Result
	

	15
	Pemindahan barang / Inventory Transfer
	

	16
	Penyesuaian Persediaan / Adjustment Stock
	




Dokumen ini merupakan hasil review business process perusahaan dan diserahkan secara lengkap beserta dokumen pendukung kepada Tim D’Consulting BC.
..............................., .............................................
(  Kota  )	( Tanggal )


Dibuat Oleh,	Mengetahui,	Diterima Oleh,





(............................)	(............................)	(............................)





Dari Hasil Review Business Proses, Standart Operating Prosedure apa saja yang dibuat!
1. ................................................................................................................................................
2. ................................................................................................................................................
3. ................................................................................................................................................
4. ................................................................................................................................................
5. ................................................................................................................................................
6. ................................................................................................................................................
7. ................................................................................................................................................
8. ................................................................................................................................................
9. ................................................................................................................................................
10. ................................................................................................................................................
11. ................................................................................................................................................
12. ................................................................................................................................................
13. ................................................................................................................................................
14. ................................................................................................................................................
15. ................................................................................................................................................
16. ................................................................................................................................................
17. ................................................................................................................................................
18. ................................................................................................................................................
19. ................................................................................................................................................
20. ................................................................................................................................................
21. ................................................................................................................................................
22. ................................................................................................................................................
23. ................................................................................................................................................

Standart Operating Prosedure (SOP) yang dijabarkan ini merupakan hasil review business process perusahaan, beserta dokumen pendukung yang diserahkan kepada Tim D’Consulting BC. Standart Operating Prosedure (SOP) akan dibuat sebagai penunjang mutu perusahaan.
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