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ABSTRACT

The internship was conducted at Hotel Novotel Gajah Mada in Finance and
Accounting Department. During the internship, the main task was made purchase
order, journalizing payment transactions within the system, made giro for payment,
fill out the proof of bank deposit, made a list of names of suppliers who will take on
current accounts and create a letter / form to be filled by the supplier regarding
unpaid-invoices, exchange invoices that are routinely performed, filing documents
every end of the month, enter any number of debit or credit card transactions into
Microsoft Excel, understand the payment process of recognition within the system
either for debit or credit card, enter any credit card commission payments that have
been recognized into Microsoft Excel, made a report to purchase the stamp, made
a statement about the letter of credit outstanding account balance, performed a
physical check and made Account Receivable Internal Control.

During the internship, most of tasks can be executed properly. There were
some difficulties such as incomplete supporting documents, the nominal amount on
the invoice provided by the supplier different with the nominal amount on system,
there was a transaction that has not been settled at the EDC, number of different
cards on the sales draft bill with that posted by the Front Officer, there is a
transaction that has not been posted by the Front Officer, error posting by Front
Officer and at the time physical checks, there are machines that do not have
numbers EDC TID. These difficulties can be solved by contacting the supplier to
complete the report receiving supporting documents, contact the receiving party
and also cost control related to the difference in price or quantity on the Purchase
Order when the goods are received, contacting Front Officer relating to errors
made by the Front Officer and wrote the terminal number indicated on the EDC
report.

Keyword: purchase order, journalizing transactions, payment process, filing
documents, recognition, credit or debit card, physical check.

Pelaksanaan accounting service..., Henny Handyni, FB UMN, 2017



KATA PENGANTAR

Puji syukur kepada Tuhan Yang Maha Esa karena atas berkat dan rahmat-Nya
penulis dapat menyelesaikan penyusunan laporan kerja magang dengan judul
“Pelaksanaan Accounting Service pada Hotel Novotel Gajah Mada” ini dengan baik
hingga batas waktu yang telah ditentukan. Tujuan dari penyusunan laporan kerja
magang ini adalah sebagai bentuk pertanggungjawaban atas praktik kerja magang
yang telah dilakukan oleh penulis, serta sebagai salah satu syarat memperoleh gelar

Sarjana Ekonomi (S.E.) di Universitas Multimedia Nusantara.

Penulis menyadari bahwa penyusunan laporan kerja magang ini tidak
lepas dari bantuan bimbingan dan pengarahan yang dilakukan oleh berbagai pihak.

Oleh karena itu, penulis mengucapkan terima kasih kepada:

1. Tuhan Yang Maha Esa atas berkat dan rahmat-Nya yang begitu besar
sehingga penulis dapat menyelesaikan laporan kerja magang ini.

2. Orang Tua dan keluarga yang selalu memberikan dukungan baik secara
moral maupun materi sehingga penulis dapat menyelesaikan laporan kerja
magang ini.

3." lbu Dra. Ratnawati Kurnia, Ak., M.Si., CPA., CA. selaku Ketua Program
Studi Akuntansi Universitas Multimedia Nusantara yang telah mendukung
sejak awal pengajuan kerja magang hingga akhir penyusunan laporan kerja

magang.
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Ibu Febryanti Simon, S.E., M.B.A. selaku Dosen Pembimbing yang telah
membantu proses penyusunan laporan kerja magang ini serta memberi
bimbingan, saran dan motivasi bagi penulis.

Bapak Christiaan F. Jones selaku General Manager, Bapak Andre
Kawulusan selaku Financial Controller dan Bapak Khaeruddin selaku
Chief Accountant, yang telah memberi kesempatan kepada penulis untuk
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