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LAMPIRAN 
 

Lampiran 1: Workflow Unit kerja Account A 
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Lampiran 2: SOP Account A 
 

Standard Operating Procedure 
Inventory Global 

 
Work currently comes into the allotments@flightcentre.com G-mail account and will continue to come into that mailbox. All incoming email will sit in the Inbox until the Metis TLs distribute these emails to each team member at Metis based on region (Asia,South Pac, UK/Eur, Africa, USA, carribean).  Each team member will have 2 labels – ‘NAME’ and ‘Done’ folder under their NAME.  Emails/Folders to be actioned by Metis 

1. Car Closeout: (Folder Name: Car Closeout) All car email will automatically be filtered to the Car Closeout folder within the G-mail account.  2. Rejection: (Folder Name: Rejection) All rejections emails will come to the rejection folder. These emails are identified with a booking number on the subject line. E.g. Rejection IH/12345D  3. Extra Allotment: (Folder Name: Extra allotment) All emails relating to Extra allotment will automatically be filtered to the extra allotment folder.  4. Action key: (Folder Name: Action key)  All emails relating to release day back will automatically be filtered to the acton key folder   5.  VIP: (Folder Name: VIP) 
     All emails from supplier that need to be actioned within 

48 hours will 
 be  filter to VIP folder 
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DISTRIBUTION Emails  Team Leaders need to distribute emails to team member’s individual folders daily, starting from Urgent Supplier Stopsell emails (VIP).  This includes ‘ESCALATION’  Determine if junk – move to junk mail folder  Determine if email needs to be   During the day, distribute remaining emails evenly to team members individual folders.    Should one team complete their work, it will be required for the team to assist the other team member  
ACTIONING OF EMAIL  Team member begins to action work from the emails distributed into their individual folder – ‘NAME’, starting from Urgent Supplier Stopsell emails.   When team member as completed their email, they need reply back to Suppliers, and the label must be moved to their individual ‘NAME/Done folder’. The email will remain in the done folder until purged.  Record # of emails, products and date ranges in daily points log (tracker).    All questions from TM must be escalated to the Team Leaders  first by flagging (starring) the email as pending and keep in their individual folder until the team member is instructed to move it to another folder or advised what action to take.  
NOT COMPLETED ITEMS  It is anticipated that all emails received that day from ATI will be actioned.  In the event that not all the emails were completed, the TLs needs to move the emails from the individual ‘NAME’ folder back to the inbox and flag them with a RED star (priority) to be actioned first thing in the morning.  The following day the Team Leaders will once again distribute these emails to each team member.          Should there be a big backlog of stopsells not done, Sydney can discuss 

with ATI on how to manage the workload by either assisting from the 
oldest date outstanding or take on another day’s work to minimize the 
backlog. 
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Lampiran 3: Error Tracker 
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Lampiran 4: Productivity Tracker 
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Lampiran 5: Kertas wawancara internal auditor dengan staff account B 
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Lampiran 6: Key Performance Indicator 
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Lampiran 7: Surat Keterangan Penelitian 
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Lampiran 8: Hasil Pengecekan Turnitin 
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Lampiran 9: Daftar Riwayat Hidup 
 

DAFTAR RIWAYAT HIDUP 
 
A. BIODATA DIRI 
      1. Nama   : Ridwan Muharam 
      2. Tempat, tanggal lahir : Jakarta, 29 Oktober 1981 
      3. Jenis Kelamin  : Laki-laki 
      4. Alamat   : Jl. Albaidho 1 no. 58. Jakarta Timur 
      5. No. handphone  : 08176000197 
      6. Status   : Sudah Menikah 
      7. Agama   : Islam 
      8. Kewarganegaraan : Indonesia 
      9. Email   : read1muharam@gmail.com 
 
B. RIWAYAT PENDIDIKAN 
      1. 1987-1993  : SDN 04 Kebon Sirih, Jakarta Pusat 
      2. 1993-1996  : SMPN 18 Menteng, Jakarta Pusat 
      3. 1996-1999  : SKMN 16 Matraman, Jakarta Pusat 
 
 
 
 
      Jakarta, 10 Agustus 2022 
 
 
 
      Ridwan Muharam 
      NPM.203403436093 


