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CHAPTER 1​

INTRODUCTION 

1.1 Background 

The Internship Program (PKL) aims to provide students of the English for 

Business and Professional Communication (BISPRO) Study Program with 

practical experience in a professional work environment. In addition, this program 

serves as an opportunity for students to apply the knowledge and skills they have 

acquired during five semesters of study. Through the internship, BISPRO students 

can gain a direct understanding of workplace practices and apply their knowledge 

of written communication and translation in a real professional setting. 

As a BISPRO student, the author completed the internship at the Ministry of 

Communication and Digital Affairs, particularly within a unit responsible for 

coordinating international cooperation. As a ministry that emphasizes 

communication, information delivery is an essential part of its daily activities. In 

the workplace, information is communicated between internal units and external 

parties through official forms of communication, such as letters and internal 

memoranda. Letters serve not only as a means of conveying information but also 

as official documents that reflect message clarity, appropriate language use, and 

compliance with established administrative writing standards. 

In the context of international cooperation, information conveyed through letters 

from foreign institutions often requires translation to ensure that the intended 

message can be accurately understood by relevant internal parties (Indonesia). 

Therefore, letter translation plays an important role in supporting effective 

institutional communication. This process requires not only language proficiency 

but also an understanding of appropriate word choice and communication 

conventions commonly used in government institutions and professional work 

environments. Such understanding is necessary to ensure that messages are 

delivered clearly and accurately. 

1 
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Based on this background, this report discusses the translation techniques used in 

translating letters as a means of information delivery. In addition, the report 

examines the purposes behind the selection of these techniques to help readers 

understand their role in maintaining accuracy in information delivery through 

letters. By applying appropriate translation techniques, messages contained in 

source-language letters can be conveyed accurately to the recipients without 

causing misunderstanding. 

1.2 Scope of Activities 

The internship was conducted at the Ministry of Communication and Digital 

Affairs, specifically within the International Affairs Centre (PUSKI). PUSKI is 

responsible for coordinating and facilitating international institutional relations at 

the bilateral, regional, and multilateral levels. The organizational structure of 

PUSKI accommodates various functions, one of which is the Economic, 

Information, and Postal Cooperation Team. This team focuses on international 

collaboration in the fields of communication, digital transformation, and postal 

services. During the internship, the author was actively involved in handling 

official letter for both internal and external purposes, attending and preparing 

meeting minutes, as well as collecting and processing information for data-related 

needs. A significant part of these activities involved correspondence, which 

required the author to understand letters received from foreign parties in order to 

translate and communicate their contents accurately to internal personnel. This 

was essential to ensure that information was delivered clearly and without 

misunderstanding. Through these activities, the author gained valuable insight 

into the dynamics of a professional work environment and strengthened the 

knowledge and skills acquired during academic studies through their direct 

application in the internship setting. 

1.3 Time and Place 

The following are the time and place of the internship program: 
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Address  :  Kementerian Komunikasi dan Digital RI, Jl. Medan 

Merdeka Barat No.9, RT.2/RW.3, Gambir, Kecamatan 

Gambir, Kota Jakarta Pusat, Daerah Khusus Ibukota 

Jakarta 10110. 

Period :  19 February 2026 - 12 June 2026 

Duration :  4 Months 

 

1.4 Objectives and Benefits 

1.4.1 Objectives: 

The objectives of this report are as follows: 

1.​ To describe the work experience gained during the internship at the 

Ministry of Communication and Digital Affairs. 

2.​ To explain the role of letter translation in supporting information delivery 

and ensuring that information can be understood accurately. 

3.​ To analyze the translation techniques used in letter translation based on the 

theory proposed by Molina and Albir (2002).  

1.4.2 Benefits 

The benefits of this report are as follows: 

1.​ To systematically document and present the activities carried out during 

the internship. 

2.​ To provide the author with a deeper understanding of the broader functions 

of letters in institutional communication. 

3.​ To enhance the author's understanding of the role of translation techniques 

in official communication within a professional work environment. 

 



 

CHAPTER IV​

CONCLUSION 

 

4.1 Conclusion 

Based on the internship experience at the Ministry of Communication and Digital 

Affairs, the author gained valuable experience in professional work environment 

as well as various opportunities for personal and professional development. In 

addition, the knowledge and skills acquired during academic studies were further 

enhanced through their direct application during the internship. 

Therefore, translation played an important role in the completion of assigned 

tasks. Based on the analysis, the translation of these documents involved the 

application of several translation techniques, particularly borrowing, literal 

translation, adaptation, and established equivalent. These techniques were 

frequently employed because they were appropriate for translating official 

correspondence, which requires accuracy of meaning, clarity of information, and 

conformity with Indonesian language conventions. The application of these 

techniques contributed to the production of translations that were both accurate 

and easily understood by the target audience. 

In practice, the author encountered several challenges, including difficulties in 

finding appropriate equivalents for technical terms and adapting translations to the 

language conventions used within the institution. These challenges were 

addressed by consulting dictionaries, reviewing previously issued official 

documents, and seeking guidance from the mentor in order to identify the most 

appropriate equivalents and writing conventions. 

Furthermore, the author became increasingly aware of the importance of language 

proficiency, translation skills, and adaptability in a professional work 

environment. These competencies are essential for producing translations that are 

accurate, clear, and appropriate for their intended communicative purpose. 

20 
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Overall, this internship provided valuable experience that will support the author's 

preparation for entering the professional workforce. 

4.2 Suggestions 

Based on the experience gained during the internship, the author would like to 

offer the following suggestions: 

1)​ For the Ministry of Communication and Digital Affairs 

The Ministry of Communication and Digital Affairs is encouraged to provide a 

more structured orientation program for interns at the beginning of the internship 

period. Such orientation may include an introduction to the functions and 

responsibilities of the work unit, administrative procedures, and standards for 

drafting and managing official documents. This would help interns adapt more 

quickly and better understand their assigned tasks. 

 

2)​ For Politeknik Negeri Jakarta 

Politeknik Negeri Jakarta and the Study Program are encouraged to continue 

strengthening partnerships with government institutions and private organizations 

as internship partners. In addition, pre-internship preparation programs should be 

further enhanced, particularly in areas related to professional work ethics, office 

administration, and the practical application of translation competencies in the 

workplace. 

 

3)​ For Students  

Students intending to undertake an internship are advised to prepare themselves 

thoroughly, both in terms of academic knowledge and their ability to adapt to a 

professional work environment. Furthermore, students should continue to improve 

their language proficiency and translation skills, as these competencies can serve 

as valuable assets in completing tasks related to communication and official 

documentation. 
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Appendices V: Hasil Penerjemahan 

Bahasa Sumber (BSu) Bahasa Sasaran (BSa) 

Lao People’s Democratic Republic Republik Demokratis Rakyat Laos 

Peace Independence Democracy Unity 

Prosperity 

Perdamaian Kemerdekaan Demokrasi 

Persatuan Kesejahteraan 

Ministry of Technology and 

Communications  

Kementerian Teknologi dan 

Komunikasi 

Cabinet Office Kantor Kabinet 

No. 589 /CO.9 No. 589 /CO.9 

Vientiane, 25 March 2026 Vientiane, 25 Maret 2026 

To: ADGSOM and ATRC Leaders, Kepada yth.  

Para Pimpinan ADGSOM dan ATRC, 

Subject: Invitation to the 1st 

ADGSOM and ATRC Leaders’ 

Retreat 2026 (Virtual Format) 

Perihal: Undangan 1st ADGSOM dan 

ATRC Leaders’ Retreat 2026 (Format 

Virtual) 

Dear ADGSOM and ATRC Leaders, Dengan hormat, 

The Ministry of Technology and 

Communications of the Lao PDR is 

honoured to host the 1st ASEAN 

Digital Senior Officials’ Meeting 

(ADGSOM) and the ASEAN 

Telecommunication Regulators’ 

Council (ATRC) Leaders’ Retreat 

2026. 

Kementerian Teknologi dan 

Komunikasi Republik Demokratis 

Rakyat Laos (selanjutnya disebut 

sebagai “Laos”) mendapat kehormatan 

menjadi tuan rumah untuk 

menyelenggarakan 1st ASEAN 

Digital Senior Officials’ Meeting 

(ADGSOM) dan ASEAN 

Telecommunication Regulators’ 

Council (ATRC) Leaders’ Retreat 

2026. 

The meetings aim to follow up on the 

outcomes of the 6th ASEAN Digital 

Ministers’ Meeting (ADGMIN), 

Pertemuan ini bertujuan untuk 

menindaklanjuti hasil-hasil 6th 

ASEAN Digital Ministers’ Meeting 

 



30 

review the progress of ongoing 

initiatives, and consider priorities for 

the 2027 work cycle, as well as 

address key policy matters requiring 

guidance at the senior officials’ level. 

(ADGMIN), meninjau program yang 

sedang berjalan, dan menetapkan 

prioritas untuk siklus kerja tahun 

2027, sekaligus membahas mengenai 

kebijakan strategis yang memerlukan 

arahan pada pejabat tingkat senior. 

We would like to inform you of an 

evolving situation in the Lao PDR, 

where recent disruptions in petroleum 

supply have affected domestic 

logistics. In light of the uncertainty, 

and to ensure continuity of our work, 

we propose to convene the meetings in 

a virtual format on 21–22 April 2026. 

Kami ingin menyampaikan bahwa 

perkembangan situasi di Laos, saat ini 

mengalami gangguan pasokan bahan 

bakar minyak sehingga aktivitas 

logistik dalam negeri terdampak. 

Mempertimbangkan kondisi tersebut, 

untuk memastikan pekerjaan tetap 

berjalan, kami mengusulkan agar 

pertemuan pada tanggal 21 – 22 April 

2026 diselenggarakan secara virtual. 

To accommodate time zone 

differences, sessions will be held from 

08:00–11:00 and 13:00–16:00 

(GMT+7). In view of the limited 

duration, we propose to streamline the 

agenda by focusing on key ADGSOM 

priorities, including the consultation 

with UNESCO, in line with the 

mandate from ADGSOM. Other 

activities, such as the ASEAN 

Working Group on Anti-Online Scam 

(WGAS) and the Cloud Computing 

Workshop, may be convened 

separately at a mutually convenient 

Dalam rangka menyesuaikan 

perbedaan zona waktu antarnegara, 

sesi pertemuan akan dilaksanakan 

pukul 08:00–11:00 dan 13:00–16:00 

WIB. Sehubungan dengan 

keterbatasan durasi, agenda akan 

difokuskan pada prioritas utama 

ADGSOM, termasuk konsultasi 

dengan UNESCO sesuai mandat yang 

ditetapkan. Adapun aktivitas seperti, 

ASEAN Working Group on 

Anti-Online Scam (WGAS) dan Cloud 

Computing Workshop, dapat 

diselenggarakan secara terpisah pada 
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time. Engagement with the Digital 

Cooperation Organization (DCO) 

could be considered at the upcoming 

Joint Working Group (JWG) Meeting 

in Indonesia, subject to the agreement 

of ADGSOM. 

waktu yang disepakati. Keterlibatan 

Digital Cooperation Organization 

(DCO) dapat dipertimbangan dalam 

Rapat Joint Working Group (JWG) 

yang diselenggarakan di Indonesia, 

sejalan dengan kesepakatan 

ADGSOM. 

The ASEAN Secretariat will facilitate 

the virtual platform (up to 100 

participants). We would appreciate it if 

you could kindly provide the email 

addresses of your nominated 

participants for coordination purposes. 

Sekretariat ASEAN akan 

menyediakan virtual platform dengan 

kapasitas 100 peserta. Kami mohon 

untuk ketersediaan Bapak/Ibu untuk 

menyampaikan email para peserta 

yang akan berpartisipasi untuk 

koordinasi lebih lanjut. 

We look forward to your kind support 

and active participation. 

Dengan demikian, kami 

mengharapkan dukungan dan 

partisipasi aktif Bapak/Ibu. 

Please accept, Dear ADGSOM and 

ATRC Leaders, the assurances of our 

highest consideration. 

Atas perhatian dan kerja samanya, 

kami mengucapkan terima kasih.  

Yours sincerely, Hormat kami, 

ADGSOM Leader of Lao PDR Pimpinan ADGSOM Laos 

Ministry of Technology and 

Communications Lao PDR 

Kementerian Teknologi dan 

Komunikasi Republik Demokratis 

Rakyat Laos 
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