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PREFACE 

First and foremost, the author would like to express sincere gratitude to God 

Almighty for His blessings, grace, and guidance, which have enabled the author to 

complete this Internship Report successfully. This report has been prepared as one 

of the requirements for completing the Internship Program and fulfilling the 

academic requirements of the English for Business and Professional 

Communication (BISPRO) Study Program at Politeknik Negeri Jakarta. 

The internship was conducted at PT Abbott Indonesia in the Purchasing and 

Production Planning and Inventory Control (PPIC) Division from February 2026 to 

May 2026. Throughout the internship period, the author gained valuable 

experience, knowledge, and insights into forecasting and inventory control 

processes that support the company's operational activities. These experiences have 

provided valuable contributions to the development of both the author's academic 

knowledge and professional competencies. 

During the implementation of the internship and the preparation of this report, the 

author received considerable assistance, support, and guidance from various parties. 

Therefore, the author would like to express sincere appreciation to: 

1. Ms. Farizka Humolungo, S.Pd., M.A., Coordinator of the English for 

Business and Professional Communication (BISPRO) Study Program and 

Internship Supervisor, for her guidance, support, and valuable suggestions 

throughout the preparation of this report. 

2. Ms. Ade Suryani, Industrial Supervisor at PT Abbott Indonesia, for 

providing the opportunity, guidance, direction, and valuable knowledge that 

supported both the internship activities and the completion of this report. 

3. All employees and staff members of the Purchasing and PPIC Division at 

PT Abbott Indonesia for their assistance, support, and willingness to share 

information, data, and professional experience during the internship period. 
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4. The author’s parents and family for their continuous prayers, 

encouragement, motivation, and unwavering support throughout the 

internship and the completion of this report. 

5. Friends and all other parties who cannot be mentioned individually for their 

assistance, support, and encouragement during the internship program and 

the preparation of this report. 

The author realizes that this report is not without limitations and may still contain 

shortcomings. Therefore, constructive criticism and suggestions are highly 

appreciated for future improvement. It is hoped that this report will provide useful 

information and serve as a valuable reference for readers and other parties who may 

benefit from it. 

 

Depok, 6 Juni 2026 

 

Afdivan Fatah Artandif 

2308411063 

 



 

vi 

 

TABLE OF CONTENTS 

APPROVAL SHEET ....................................................................................... ii 

PREFACE ......................................................................................................... ii 

LIST OF TABLES .......................................................................................... vii 

LIST OF FIGURES ....................................................................................... viii 

CHAPTER I ....................................................................................................... 1 

INTRODUCTION ............................................................................................. 1 

1.1 Background ................................................................................................. 1 

1.2 Scope of Activities ...................................................................................... 3 

1.3 Internship Period and Location ................................................................... 4 

1.4 Objectives and Benefits .............................................................................. 5 

1.4.1 Objectives .............................................................................................. 5 

1.4.2 Benefits .................................................................................................. 6 

CHAPTER II ..................................................................................................... 9 

LITERATURE REVIEW ................................................................................. 9 

2.1 Definition of Purchasing Administration and PPIC .................................... 9 

2.2 Definition of Purchase Order (PO) ............................................................. 9 

2.3 Production Planning .................................................................................. 10 

2.4 Inventory Control ...................................................................................... 11 

2.5 Forecasting in Production Planning .......................................................... 11 

2.6 Document Management and Filing ........................................................... 12 

2.7 The Role of Business Communication in Corporate Administration ....... 13 

2.8 Internship Implementation Methods ......................................................... 13 

CHAPTER III .................................................................................................. 28 

INTERNSHIP IMPLEMENTATION RESULTS ........................................ 28 

3.1 Internship Work Unit ................................................................................ 28 

3.2 Organizational Structure ........................................................................... 29 

3.4 Internship Activity Implementation Process ............................................. 30 

3.4.1 Purchase Order Filing and Sorting ......................................................... 31 

3.4.2 Assisting in Production Planning Preparation ....................................... 34 



 

vi 

3.4.3 Preparation of Forecast Movement for Products and Raw Materials .... 36 

3.5 Challenges ................................................................................................. 38 

3.6 Solutions ................................................................................................... 39 

CHAPTER IV .................................................................................................. 41 

CONCLUSION ................................................................................................ 41 

4.1 Conclusion ........................................................................................................ 41 

4.2 Recomendations ............................................................................................... 42 

REFERENCES ................................................................................................ 29 

APPENDICES ............................................................................................. xxxi 

 



 

 

 

vii 

LIST OF TABLES 

Table 3.1 Logbook Activity ............................................................................. 16 

       

 



 

viii 

DAFTAR GAMBAR 

Figure 2.1 Internship Implementation Process Diagram ................................... 13 

Figure 3.1 Organizational Structure of PT Abbott Indonesia ........................... 15 

Figure 3.2 PPIC Internship Activity Flowchart ................................................. 17 

Figure 3.3 Instructions and Guidance for PO, Forecast, and Production 

Planning Data Processing via Email ................................................................. 17 

Figure 3.4 Purchase Order Documents .............................................................. 18 

Figure 3.5 Arrangement of Purchase Order Documents into  

Document Binder  ............................................................................................. 19 

Figure 3.6 Purchase Order Sorting and Recording in Microsoft Excel ............. 19 

Figure 3.7 Supervisor Providing Guidance and Product Data .......................... 20 

Figure 3.8 Important Data Compiled in the Master Worksheet ........................ 21 

Figure 3.9 Example of Processed Production Planning Format ........................ 21 

Figure 3.10 Presentation of the Production Planning Format ........................... 22 

Figure 3.11 Guidance and Material Management Data Files ............................ 23 

Figure 3.12 Raw Data to be Presented .............................................................. 23 

Figure 3.13 New Format Showing Hit/Miss Results and Remarks .................. 23 

 

 

 
 



  

 

 

1 

CHAPTER I 

INTRODUCTION 

1.1 Background 

Industrial Internship, also known as Practical Work Experience (PKL), is one of the 

mandatory courses in the English for Business and Professional Communication 

(BISPRO) Study Program at Politeknik Negeri Jakarta (PNJ). This program is 

designed to provide students with practical work experience by allowing them to 

apply the knowledge and skills acquired during their academic studies in a 

professional working environment. According to the PNJ Industrial Internship 

Guidelines, the internship program aims to support experiential learning and 

enhance students’ competencies in accordance with industry requirements. 

The rapid development of modern industries requires human resources who possess 

not only academic knowledge but also professional communication skills, business 

administration competencies, work coordination abilities, data analysis capabilities, 

and problem-solving skills. In today’s workplace, effective coordination among 

departments and proper information management play a crucial role in supporting 

the smooth operation of business processes. According to Kurniawan, Saraswati, 

and Ongkopratama (2025), the effectiveness of operational planning and control 

activities is highly influenced by data integration and coordination among 

organizational functions. Furthermore, Purwanto (2007) states that business 

communication plays a vital role in facilitating information exchange and 

collaboration among departments to achieve organizational objectives. Therefore, 

the Industrial Internship Program serves as an important opportunity for students to 

gain direct exposure to industrial work systems while developing professional 

competencies that are relevant to the demands of the modern workplace. 
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The internship was conducted at PT Abbott Indonesia within the Purchasing and 

Production Planning and Inventory Control (PPIC) Division. This division plays a 

vital role in supporting the company’s operational activities through procurement, 

production planning, and inventory control processes to ensure that production 

activities are carried out effectively and efficiently. In performing these functions, 

the division requires strong administrative accuracy, cross-departmental 

coordination, and structured data management. 

During the internship period, several challenges were identified, particularly in 

managing purchase order documents from manufacturing partners as well as local 

and international suppliers. The large volume of documents required systematic 

filing and sorting processes to ensure efficient document management and retrieval. 

In addition, the preparation of forecast movement reports for products and raw 

materials demanded a high level of accuracy, as these reports are closely related to 

long-term production planning and inventory management. Ineffective 

administration and data management may negatively affect work coordination and 

the overall efficiency of the company’s operations. 

Based on these conditions, the internship activities focused on providing 

administrative support to the Purchasing and PPIC Division through document 

filing, purchase order sorting, interdepartmental coordination, and the preparation 

of forecast movement reports for products and raw materials. These activities were 

carried out to support administrative effectiveness and contribute to the smooth 

implementation of production planning and inventory control processes within the 

company. 

Through this internship program, the author gained practical experience and a 

deeper understanding of purchasing administration systems, production planning 

processes, and inventory control practices in a professional industrial environment. 

In addition to serving as an application of the knowledge acquired during academic 

studies, this report is also prepared as a form of academic accountability for the 

completion of the internship program at PT Abbott Indonesia. 
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1.2 Scope of Activities 

During the internship period at PT Abbott Indonesia, the author was assigned to the 

Purchasing and Production Planning and Inventory Control (PPIC) Division. The 

internship activities primarily focused on production planning administration, 

inventory control, and the preparation of forecast movement reports for products 

and raw materials. The tasks performed during the internship included:Melakukan 

pengarsipan dokumen perusahaan secara sistematis untuk mendukung administrasi 

Purchasing dan PPIC. 

1. Participated in induction sessions conducted by various departments to gain 

an understanding of the company’s workflow, operational processes, and 

interdepartmental coordination related to production planning and inventory 

control. 

2. Performed the sorting and organization of purchase order (PO) documents 

from manufacturing partners as well as local and international suppliers as 

part of purchasing administration activities. 

3. Assisted in the preparation of production planning documents to support the 

smooth execution of the company’s production operations. 

4. Coordinated and communicated with relevant departments regarding 

production requirements, raw material availability, and inventory control 

activities. 

5. Membantu penyusunan forecast movement produk dan bahan baku hingga 

dua tahun ke depan sebagai dasar perencanaan produksi dan pengendalian 

inventori perusahaan.  

Through these activities, the author gained valuable hands-on experience in 

purchasing administration, production planning, and inventory control within a 

professional industrial environment. 
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1.3 Internship Period and Location 

The internship program was conducted at PT Abbott Indonesia, a company 

operating in the healthcare and nutrition industry. During the internship period, the 

author was assigned to the Purchasing and Production Planning and Inventory 

Control (PPIC) Division and was involved in various activities related to 

forecasting administration and inventory control. The details of the internship 

period and location are presented below: 

1.   Student Name                         : Afdivan Fatah Artandif 

2.  Student   Identification                  : 2308411063 

3.  Study Program                            : Bahasa Inggris untuk Komunikasi Bisnis dan 

Profesional  

4.  Company Name       : PT Abbott Indonesia 

5.  Industrial Supervisor  : Ade Suryani  

6.  Report Title                            : Forecasting Administration and Inventory 

Control Activities in the Purchasing and 

PPIC Division of PT Abbott Indonesia 

7. Internship Period                             : February 2026 – May 2026 

8. Company Address                           : Jalan Raya Jakarta–Bogor KM. 37 

Cimanggis, Sukamaju, Cilodong District, 

Depok City, West Java 16415, Indonesia 
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1.4 Objectives and Benefits 

1.4.1 Objectives 

The internship program at PT Abbott Indonesia within the Purchasing and 

Production Planning and Inventory Control (PPIC) Division was conducted to 

provide students with practical work experience in understanding the company's 

operational systems, particularly in purchasing administration, production 

planning, forecasting, and inventory control. In addition, the internship program 

was expected to help students develop professional communication and business 

administration skills through the following objectives: 

1. To apply business communication and office administration knowledge in 

industrial operational activities, particularly within the Purchasing and 

PPIC Division. 

2. To understand the operational processes of the Purchasing and PPIC 

Division in procurement activities, production planning, inventory 

control, and the preparation of forecast movement reports for 

products and raw material. 

3. To develop document administration skills, including purchase 

order filing and sorting, inventory data management, and forecast 

data preparation to support the company's long-term planning 

activities. 

4. To enhance professional communication skills, cross-departmental 

coordination, and attention to detail in supporting the company's 

operational activities. 
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1.4.2 Benefits 

Through the internship program, students are expected to gain benefits from both 

academic and professional perspectives. The program also serves as an opportunity 

to understand the implementation of Purchasing and PPIC systems through the 

following activities: 

1. Gaining practical work experience in a multinational company 

through direct involvement in Purchasing and PPIC activities. 

2. Improving skills in purchasing administration, document 

management, and forecast movement data processing for products 

and raw materials. 

3. Understanding production planning and inventory control processes 

that support the smooth operation of the company.. 

4. Developing professionalism, responsibility, work discipline, and 

teamwork skills within an industrial environment.

 



 
 

 

CHAPTER IV 

CONCLUSION 

4.1 Conclusion 

The internship program conducted at PT Abbott Indonesia within the Purchasing 

and Production Planning and Inventory Control (PPIC) Division provided valuable 

practical experience in understanding the company’s operational processes, 

particularly in purchasing administration, production planning, forecasting, and 

inventory control.. 

Throughout the internship period, the author was involved in various activities, 

including filing and sorting Purchase Order documents from local and international 

suppliers, assisting in production planning preparation, coordinating with related 

departments, and supporting the preparation of forecast movement reports for 

products and raw materials to support the company’s long-term planning activities. 

Through these activities, the author gained a deeper understanding of the 

importance of accurate data management, systematic document control, and 

effective interdepartmental coordination in supporting production processes and 

inventory management. 

The internship program also provided an opportunity to apply the knowledge of 

business communication and office administration acquired during academic 

studies. Furthermore, the author’s skills in Microsoft Excel, data processing, 

professional communication, teamwork, and attention to detail were significantly 

enhanced throughout the internship experience. 

Overall, the internship at PT Abbott Indonesia provided valuable knowledge and 

practical experience regarding professional industrial work systems, particularly in 

forecasting, production planning, and inventory control processes, which play an 

essential role in maintaining the effectiveness of the company’s operations. 

 



 
 

 

4.2 Recomendations 

Based on the experience gained during the internship program, several 

recommendations can be proposed for the relevant parties: 

1. For PT Abbott Indonesia 

The company is encouraged to continue maintaining its guidance and mentoring 

system for interns to ensure that the learning process within the workplace remains 

effective and beneficial. In addition, further digitalization of administrative 

document management could improve the efficiency of document filing, storage, 

and retrieval processes. 

2. For the Study Program 

The study program is encouraged to further strengthen learning activities related to 

data processing, office applications, business communication, and business 

administration so that students can be better prepared before entering the 

professional workforce. 

3. For Future Students 

Students who plan to undertake an internship are encouraged to develop their 

administrative skills, Microsoft Excel proficiency, professional communication 

abilities, and adaptability to workplace environments. In addition, discipline, 

responsibility, and attention to detail should be continuously improved to support 

the successful completion of internship activities. 
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