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PREFACE
All praise and gratitude to God Almighty, for it is by grace and blessings that the
author can complete the Report of Internship, which was carried out at the Ministry
of Communications and Digital Affairs. The writing of this Report of Internship is
part of the requirements to obtain the Applied Bachelor’s degree at Politeknik
Negeri Jakarta. The author realizes that without the help and guidance of many
parties, it would have been challenge to complete this Report of Internship.
Therefore, the author would like to express gratitude to:

1. Dra., Ina Sukaesih, Dipl.TESOL., M.M., M.Hum as the Coordinator of the
English for Business and Professional Communication (BISPRO) Study
Program and as an academic supervisor to guide the author in the
preparation of this Report of Internship.

2. Ichwan Makmur Nasution as the Head of the Center of International Affairs
(PUSKI) of the Secretariat General of the Ministry of Communications and
Digital Affairs has given the opportunity for the author to participate in the
internship period at the company.

3. Iswarayuda Bayu Agutama, M.Eng as the Head of the Bilateral Institutional
Team, the Center of International Affairs and is a mentor or industrial
supervisor.

4. All staff and employees of the Bilateral Institutional Team, the Center of
International Affairs have provided a lot of assistance and knowledge during
the internship.

5. The author's parents, family and friends have provided material assistance,
prayers, and motivation for the author.

Finally, the author hopes that God Almighty will be pleased to repay all the
kindness of all those who have helped. Hopefully, this Report of Internship will
bring benefits to the development of knowledge.

Depok, 24 May 2025

Zahwa Nur Hikmah
2208411024
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CHAPTER I

INTRODUCTION

1.1 Background
Internship is an academic activity that aims to provide students with real
work experience in the industrial world or government institutions. Through
this internship, students can apply the knowledge they have acquired during
their academic studies to the industrial environment. This practice is
necessary to align higher education with the needs of the industry, offering
students a tangible perspective of the professional world. Intership is also a
graduation requirement for students at Politeknik Negeri Jakarta, where at
the end of the program, students are required to prepare a report on the
activities carried out during the internship and submit it for academic
purposes.

As a sixth-semester student of the English for Business and Professional
Communication Study Program (BISPRO), the author recognizes the
importance of English proficiency not only for verbal communication but
also in translating official documents, writing formal correspondence, and
cross-cultural interactions. Therefore, the practice implements language
skills, business communication, and an understanding of legal and
diplomatic documents in a real work environment. The author had the
opportunity to undertake practice at the Bilateral Institutional Team under
the Center for International Affairs. This unit has a strategic role in
preparing technical policies in substance analysis, advocacy, and
governance of international institutional relations. The choice of this
institution was based on its alignment with studies focus on international
business communication and the need to understand the practice of English
for Business and Professional Communication within a government context.

During the internship period, the author was allowed to engage in various
diplomatic and administrative activities. The main tasks included drafting
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and revising international cooperation documents with partner countries.
The author also contributed to the process of translating official documents,
making official notes and letters, and preparing materials for ministerial
meetings. A particularly valuable experience was the author’s participation
in weekly meetings regularly held by the Center for International Affairs.
Involvement in these activities provided a deep understanding of technical
diplomacy, the structure of international legal texts, and government
bureaucracy standards.

Through this practice program, the author gained a practical understanding
of the importance of mastering the technical aspects of professional tasks,
workplace culture, and ethical conduct in a governmental environment.
This experience has served as a significant foundation in preparing for a
professional career, particularly in international communication and
diplomacy.

1.2 Scope of Activities
During the internship at the Ministry of Communications and Digital
Affairs, the Center of International Affairs, the author was involved in
bilateral and multilateral cooperation activities. The scope of activities
carried out includes:

1. Drafting, revising, and translating Memorandum of Understanding
(MoU) between Indonesia and various partner countries.

2. Preparing and drafting administrative documents, such as Office
Memos to request input and feedback from Work Units and Office
Letters for coordination with the Ministry of Foreign Affairs.

3. Preparing speech materials or bilateral meeting materials for the
minister with various countries; and

4. Taking minutes of meetings related to various discussions.



3
Politeknik Negeri Jakarta

1.3 Time and Place of Implementation
The time and place of implementation of internship carried out by the author
are as follows:
Address : Jl. Medan Merdeka Barat No.9 2, RT.2/RW.3,

Gambir, Kecamatan Gambir, Kota Jakarta Pusat,
Daerah Khusus, Ibukota Jakarta 10110

Date of Time : 20 January – 9 May 2025
Allocation of Time : 4 Months

1.4 Objectives and Benefits
1.4.1 Objectives

The objectives of this internship are as follows:
1. To understand the process of drafting and revising international
cooperation documents, such as Memorandum of Understanding
(MoU) between countries.

2. To develop skills in translating official documents from English
to Indonesian.

3. To enhance abilities in preparing administrative documents such
as official notes (Nota Dinas) and official letters (Surat Dinas)
within a government institution;

4. To gain experience in preparing materials for ministerial
meetings and in taking minutes of meetings.

1.4.2 Benefits
The expected benefits from the implementation of this internship
are as follows:
1. Benefits for the Author
1. To gain practical experience in international cooperation in
communications and digital affairs, enriching the
understanding of the dynamics of bilateral and multilateral
relations within the government environment.

2. To improve English language skills, especially in diplomacy
and the translation of official intergovernmental documents.



4
Politeknik Negeri Jakarta

3. To develop administrative and documentation skills, such as
drafting official memos, official letters, and ministerial
meeting materials.

4. To understand coordination, communication, and management
processes of international cooperation documents within
government institutions.

2. Benefits for Politeknik Negeri Jakarta Students
1. To provide a real-world overview of the application of
business and professional communication knowledge in
diplomacy and international relations.

2. To offer a reference for other students who wish to undertake
intenship at government institutions, particularly at the
Ministry of Communications and Digital Affairs, and
introduce career prospects in the field of international
cooperation.

3. To create opportunities for collaboration between educational
institutions and government agencies.

3. Benefits for the Ministry of Communications and Digital
Affairs
1. To receive support from interns in managing international
cooperation documents, translation, and preparation of
meeting materials, thereby increasing the efficiency of the
bilateral institutional team’s work.

2. To gain new perspectives and fresh energy from students who
can contribute to administrative processes, documentation,
and implementing digital diplomacy activities.

3. To establish mutually beneficial cooperation with educational
institutions for human resource development, and contribute
to the education and training of future professionals in
communication and international relations.
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CHAPTER IV
CLOSING

4.1 Conclusion
Based on the results of internship that have been carried out for four months
at the International Institutional Center of the Ministry of Communications
and Digital Affairs, especially in the Bilateral Cooperation Negotiation for
ICT Market division, the author gained a lot of experience that supports the
development of academic and professional abilities in the field of
international business communication, especially in the field of international
cooperation document translation.

During the practice program, the author was directly involved in drafting,
translation, and revising international cooperation documents, such as
Memorandums of Understanding (MoU), Arrangements, and administrative
documents including Official Notes and Official Letters. The author also
actively documented bilateral meetings and prepared diplomatic materials
for the Minister. Through these activities, the author developed a deeper
understanding of bureaucratic processes, the importance of maintaining
consistency and accuracy in translating international cooperation texts, and
the challenges of adapting diplomatic and legal terms from the source
language to the target language.

Based on the analysis, the author found that the dominant translation ideology
applied was domestication, which required the translator to search for terms
and expressions commonly used in the target language. The most frequently
used techniques in translating international cooperation documents were
literal translation and established equivalent. This approach was taken to
maintain the sentence structure and consistent terminology between the
Source Language (SL) and the Target Language (TL), ensuring that the
meaning is conveyed and aligned with previously translated international
cooperation texts.
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4.2 Suggestion
During the author's internship, the author provided recommendations and
suggestions to the Ministry of Communication and Digital Affairs,
particularly to the Division of Bilateral Cooperation Negotiation for the ICT
Market at the Center for International Affairs. The author appreciates and
values the suggestions and constructive feedback the mentor gave throughout
the internship period. In the future, it is recommended that an official glossary
of legal and diplomatic terms be created in the process of translating
international cooperation documents. Additionally, there are editorial and
substantial differences between the draft MoU prepared by the Ministry of
Communications and Digital Affairs and the version provided by partner
countries. Therefore, it is suggested that coordination between divisions be
enhanced to discuss important structures and terms in the documents prior to
finalization by providing a template or style guide as an official for editorial
and substantial standards in international cooperation documents.
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Attachment 2. Company Overview

The Ministry of Communications and Digital Affairs is one of the state ministries
in the Republic of Indonesia responsible for administering government affairs in
the fields of communication and information. It is located at Jl. Medan Merdeka
Barat No. 9, Central Jakarta 10110. The establishment of the Ministry of
Communications and Digital Affairs is in accordance with Presidential Regulation
Number 140 of 2024 concerning the Organization of State Ministries.

As a strategic institution, the Ministry of Communications and Digital Affairs has
the main task of managing communication and digital transformation, which
includes the development of digital infrastructure, supervision of the digital space,
protection of personal data, as well as the management of public communication
and media. In carrying out its duties, one of the main focuses is to accelerate
national digital transformation. This involves building reliable technology
infrastructure, utilizing digital technology in the government sector, developing an
inclusive digital ecosystem, and enforcing regulations in the digital space to create
a safe and productive internet environment. Additionally, the Ministry of
Communications and Digital Affairs plays an important role in protecting the
personal data of Indonesian citizens, in line with the increasing complexities of the
digital era. Monitoring data breaches, overseeing activities in the digital space, and
educating the public are integral parts of the ministry’s duties.

The organizational structure of the Ministry of Communications and Digital Affairs
is presented as follows:
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Attachment 3. Other attachments (real work results, photos, or activity
documents)

Documentation of Internship Certificate
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Documentation of Internship Activities

English Version Translated Version

English Version Translated Version
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Official Notes Official Letters

Supplement of The Minister
Statement of The Minister
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Documentation of Internship Activities

The author is attending a weekly coordination meeting

The author is attending a briefing meeting with the mentor
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Attachment 4. Internship Mentoring Form


