
 

INTERNSHIP REPORT 
 

ADMINISTRATIVE PROCEDURES OF THE DIRECTORATE OF 

REFORESTATION AND SEEDING AT THE MINISTRY OF 

FORESTRY 

 

 

 

 

 

 

Muhammad Dhafi Ragana Yudha 

2308411085 

 

 

ENGLISH FOR BUSINESS AND PROFESSIONAL 

COMMUNICATION 

DEPARTMENT OF BUSINESS ADMINISTRATION 

POLITEKNIK NEGERI JAKARTA 

DEPOK 

2026 



STATEMENT OF APPROVAL 
 

      STATEMENT OF APPROVAL 

 

 

 

 
 

 

 

 

 

ii 



 

PREFACE 

 

praise and thanks to God Almighty, for through His blessings and grace, the 

author has been able to complete this Field Work Report. This Field Work 

Practice report was written to fulfill one of the requirements for obtaining a 

Bachelor of Applied Science degree. The author realizes that, without the help 

and guidance of various parties, from the lecture period through to the preparation 

of this Field Work Practice report, it would have been very difficult for the author 

to complete this Field Work Practice report. Therefore, the author would like to 

express gratitude to: 

a. Farizka Humolungo, S.Pd., M.A., as Coordinator of the English for Business 

and Professional Communication Program; 

b. Eky Erlanda Edel, S.Pd., M.Pd., as the academic advisor who has devoted her 

time, energy, and thought to guiding and directing the author in the preparation of 

this Field Work Report; 

c. Syarif Hidayatulloh, S.M., as the field supervisor at the Directorate of 

Afforestation and Forest Tree Nurseries in the Ministry of Forestry, who has 

greatly assisted the author in obtaining the necessary data and information during 

the implementation of the Field Work Practice; 

d. The Directorate of Afforestation and Forest Tree Nurseries in the Ministry of 

Forestry, which has provided the author with the opportunity to carry out the Field 

Work Practice program for four months; 

e. The author’s parents and family, who provided both moral and material support 

throughout the Field Work Practice and the preparation of this report; 

In closing, the author hopes that the Almighty God will reward all those who have 

helped. May this Field Work Practice report contribute to the advancement of 

knowledge. 

Depok, June 12, 2026 

 

 

Muhammad Dhafi Ragana Yudha 

 

 

iii 



 

COVER ................................................................................................................ i 

STATEMENT OF APPROVAL ........................................................................ ii 

PREFACE ......................................................................................................... iii 

TABLE OF CONTENTS .................................................................................. iv 

LIST OF FIGURES ........................................................................................... v 

LIST OF TABLES ............................................................................................ vi 

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

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

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

1.3 Time and Place of Activities ..................................................................... 4 

1.4 Tujuan dan Manfaat .................................................................................. 4 

CHAPTER II ..................................................................................................... 6 

2.1 Archive Management ................................................................................ 6 

2.2 Files.......................................................................................................... 8 

2.3 Editing .................................................................................................... 12 

2.4 Administration ........................................................................................ 14 

CHAPTER III ............................................................................................ 18 

3.1 Internship Work Unit .............................................................................. 18 

3.2 Description of the Internship ................................................................... 19 

3.3 Description of Work Processes During the Internship .............................. 21 

3.3.1 Archive Management ..................................................................... 22 

3.3.2 Files ............................................................................................... 25 

3.3.3 Digital Asset Inventory Management ............................................. 26 

3.3.4 Editing ........................................................................................... 28 

3.4 Identification of Challenges Encountered ................................................ 29 

3.4.1 Challenges in Performing Assigned Task ....................................... 30 

3.4.2 Solutions to Overcome the Challenges ........................................... 30 

CHAPTER IV ............................................................................................ 32 

4.1 Conclusion .............................................................................................. 32 

4.2 Saran ...................................................................................................... 33 

REFERENCES ............................................................................................. 35 

ATTACHMENTS ........................................................................................ 37 

 

 

 

 

iv 



 

 

 

FIGURE LIST 

Figure 3.1 Organizational Structure of the Directorate of Reforestation and Seeding..19 

Figure 3.2: Archiving flowchart… ............................................................................. 22 

Figure 3.3: Document Filing Flowchart… .................................................................. 25 

Figure 3.4: Digital Asset Inventory management flowchart… ................................... 26 

Figure 3.3: Editing Flowchart… ................................................................................ 28 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

v 



 

TABLE LIST 

Table 3.1 Table of Internship Activity Descriptions… ............................................ 21 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

vi 



 

CHAPTER I 

 
INTRODUCTION 

 

1.1 Background 

 

An internship is an important learning activity for university students as it provides direct 

experience in understanding the professional work environment while developing both 

academic competencies and practical skills in a balanced manner. Through an internship, 

students can engage in a real workplace environment while learning about the systems 

and procedures implemented within an institution. The implementation of this activity is 

also supported by the Regulation of the Minister of Education and Culture Number 3 of 

2020, which grants students the opportunity to gain learning experiences outside their 

study program, including internship activities. In practice, the administrative activities 

conducted during the internship refer to Article 213 of the Regulation of the Minister of 

Forestry Number 1 of 2024, which states that the Administrative Subdivision is 

responsible for administration, records management, and data management. Based on 

these provisions, administrative activities play a significant role in supporting the smooth 

operation of an institution, particularly through the management of physical and digital 

archives to ensure that data are well organized, easily accessible, and systematically 

maintained in accordance with established procedures. 

During its implementation, the internship enables students to learn various administrative 

activities carried out in the workplace, such as office administration systems, records 

management, report preparation, and the application of professional ethics and standards 

within an institution. Through these experiences, students are expected to gain an 

understanding of how work processes are conducted systematically and professionally. 

Therefore, the internship serves not only as a practical learning opportunity but also as 

preparation for students to enter the professional workforce. 

The author completed the internship at the Directorate of Reforestation and Seeding, 

Ministry of Forestry, with the objective of gaining practical experience in administrative 

and operational activities within a government institution. During the internship period, 

the author was involved in various activities, including the management of physical and 
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digital archives, the preparation and editing of activity reports, and document scanning to 

facilitate access to information. The selection of this internship placement was based on 

the consideration that the Directorate regularly produces a wide range of administrative 

documents that require systematic and structured management. 

These activities are also relevant to the competencies developed in the English for 

Business and Professional Communication (BISPRO) Study Program, particularly in 

document preparation, proofreading, editing, and the use of formal language in 

professional settings. Accordingly, this internship provided an opportunity for the author 

to apply the academic skills acquired during coursework to real workplace practices. 

In carrying out administrative activities, several issues may arise, including errors in 

spelling, grammar, report structure, and inconsistencies in document formatting. 

Furthermore, unsystematic document archiving may hinder the retrieval and distribution 

of necessary documents. Such issues can negatively affect work efficiency and the quality 

of administrative processes if not properly addressed. 

Therefore, the application of professional communication skills acquired through the 

English for Business and Professional Communication Study Program, such as 

proofreading, business document preparation, and information management, can serve as 

effective solutions for supporting more efficient and structured administrative activities. 

Through the implementation of these skills, documents can be organized more 

systematically, accessed more easily, and aligned with applicable administrative 

standards. 

In addition, the internship also contributes to the development of various complementary 

skills required in the workplace, including time management, attention to detail, and 

teamwork. Through activities such as schedule management, attendance recording, and 

interdepartmental coordination, students gain firsthand experience in performing 

administrative functions professionally. 

In conclusion, the internship not only provides students with valuable work experience 

but also serves as a means of enhancing the quality of administrative and reporting 

processes within an institution. Through this experience, students are expected to develop 

applicable professional communication competencies and achieve greater readiness to 

enter the workforce in the future. 
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1.2 Scope of Activities 

 

The scope of the internship activities at the Directorate of Reforestation and Seeding, 

Ministry of Forestry, focused on strengthening administrative functions, standardizing 

reporting practices, and optimizing archive management. During this period, the author 

actively participated in various administrative processes aimed at supporting operational 

effectiveness and ensuring the accuracy of institutional documentation. 

 

1. Archive Management 

The author assisted in archive management activities, including the handling of 

State-Owned Property (Barang Milik Negara/BMN) documents in both physical and 

digital formats. These activities involved document identification, classification based on 

specific coding systems, and the implementation of systematic filing procedures to ensure 

data security and facilitate information retrieval. 

2. Report Editing 

The author assisted in the report editing process by conducting proofreading activities on 

institutional documents. This task included identifying and correcting spelling, 

grammatical, and other inconsistencies to improve document accuracy, clarity, and 

compliance with established writing conventions. 

3. Document Filing 

The author assisted in document filing activities by grouping, organizing, and arranging 

various documents according to their type, category, and applicable regulations. This 

process was carried out to ensure that documents were stored systematically, could be 

easily retrieved when needed, and supported efficient archive and administrative 

management within the institution. 

4. Digital Asset Inventory Management 

The author assisted in the digital asset inventory process by recording and verifying 

information related to the institution’s assets. These activities included scanning QR 

codes, matching asset information with the database, and assigning asset information to 
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the appropriate locations within the system. This process aimed to ensure that digital 

asset data were accurately maintained, well organized, and easily accessible for asset 

management and monitoring purposes. 

 

1.3 Time and Place of Activities 

 

The time and place of the author’s internship are as follows: 

 

Internship Placement: Directorate of Reforestation and Seeding, Ministry of Forestry. 

Internship Period: January 19, 2026 – May 19, 2026. 

Work System: Conducted on-site (Work from Office/WFO). 

Working Days: Monday – Friday. 

Working Hours: 07:30 a.m. – 04:00 p.m. (WIB). 

Activity Location: Manggala Wanabakti Building. 

Address: Jl. Tarunajaya, RT.1/RW.3, Gelora, Tanah Abang District, Central Jakarta City, 

Special Capital Region of Jakarta, Indonesia. 

 

 

1.4 Objectives and Benefits 

 

The internship at the Directorate of Reforestation and Seeding, Ministry of Forestry, aims 

to provide practical work experience and enhance students' understanding of 

administrative systems and archive management. The internship also contributes to the 

development of skills, discipline, and professional attitudes as preparation for entering 

the workforce. 

 

The objectives of the internship are as follows: 

 

● To provide students with practical work experience at the Directorate of 

Reforestation and Seeding, Ministry of Forestry. 

● To enhance students' understanding of administrative systems, particularly in 

archive management and organization. 

● To prepare students to adapt to a professional work environment that cannot be 

fully experienced through academic coursework alone. 
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The benefits of the internship are as follows: 

 

● To provide practical experience in managing various types of archives. 

● To broaden students' knowledge, insights, and work experience, particularly in the 

field of agribusiness. 

● To develop students' skills, discipline, and professional attitudes in preparation for 

the workforce. 



 

CHAPTER IV 

CLOSING 

4.1 Conclusion 

 

 

Based on the implementation of the Internship Program (Praktik Kerja Lapangan/PKL) at 

the Directorate of Reforestation and Seeding, Ministry of Forestry, it can be concluded 

that the internship provided valuable work experience in understanding office 

administration practices within a government institution, particularly in archive 

management, document filing, digital asset inventory management, and document 

editing. 

During the internship, the author was involved in various administrative and operational 

activities, with a primary focus on the management of both physical and digital archives. 

These activities included archive numbering, document classification and filing, archive 

data entry using Microsoft Excel, and document archiving through the government 

records management system. In addition, the author gained experience in digital asset 

inventory activities through QR code scanning and asset data verification to support 

administrative orderliness and information management within the institution. 

Based on the literature review discussed in Chapter II, archiving, filing, editing, and 

administrative activities play a significant role in supporting the effectiveness and 

efficiency of organizational operations. This is consistent with the practices carried out 

during the internship, where archiving and filing activities helped maintain the systematic 

availability of information, while proofreading and document editing activities 

contributed to improving document quality in terms of language accuracy, information 
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precision, and format consistency. Digital asset inventory activities also demonstrated the 

importance of accurate data management in supporting good administrative governance. 

Therefore, although most internship activities focused on administration and records 

management, the author was able to relate these experiences to the competencies learned 

in the English for Business and Professional Communication (BISPRO) Study Program, 

particularly in proofreading, document editing, information management, and the use of 

formal language in a professional work environment. This internship not only enhanced 

the author’s understanding of administrative systems within government institutions but 

also developed professional communication skills, attention to detail, discipline, and 

adaptability, which are essential for future career development. 

 

4.2 Recommendations 

 

1. For the Institution 

 

The Directorate of Reforestation and Seeding is encouraged to continue providing 

internship opportunities for students and to involve them in a wider range of activities 

that align with their academic backgrounds. In addition, improved coordination and the 

assignment of more structured tasks would help students gain a more comprehensive 

work experience and support the development of their professional competencies. 

2. For the Study Program 

 

The English for Business and Professional Communication (BISPRO) Study Program is 

expected to continue expanding its partnerships with relevant government and private 

institutions. Furthermore, training in office administration, digital records management, 



 

 

 

document editing, and the use of office applications should be continuously enhanced to 

better prepare students for workplace demands during their internships. 

 

 

 

3. For Student 

 

Student who will undertake internships are advised to prepare themselves thoroughly in 

terms of knowledge, skills, and professional attitudes. They should actively communicate 

with supervisors and institutional staff, demonstrate initiative in completing assigned 

tasks, and maintain discipline and responsibility throughout the internship period. By 

doing so, the internship can provide maximum learning benefits and support the 

development of competencies required in the professional workplace. 
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Kamis, 5 Maret 2026

Jumat, 6 Maret 2026

Melakukan scanning

dokumen dan inventaris aset

digital.

melakukan scan

dokumen-dokumen untuk

membantu staff

MINGGU 8

一

Hari/Tanggal Uraian Kegiatan Tanda Tangan

Senin. 9 Maret 2026 Penyelesaian penomoran

arsip keu

Selasa, 10 Maret 2026 Libur Lebaran

Rabu. 11 Maret 2026 Libur Lebaran

一

h
一

Kamis, 12 Maret 2026 Libur Lebaran

Jumat, 13 Maret 2026 Libur Lebaran

MINGGU 9

Hari/Tanggal Uraian Kegiatan Tanda Tangan
Senin, 16 Maret 2026 Libur Lebaran

Selasa. 17 Maret 2026 Libur Lebaran

Rabu, 18 Maret 2026 Libur Lebaran

Kamis, 19 Maret 2026 Libur Lebaran

Jumat, 20 Maret 2026 Libur Lebaran

Hari/Tanggal
Senin. 23 Maret 2026

MINGGU 10

Uraian Kegiatan Tanda Tangan
Libur Lebaran
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Selasa, 24 Maret 2026 Libur Lebaran

Rabu, 25 Maret 2026 Libur Lebaran

Kamis, 26 Maret 2026 Libur Lebaran

Jumat, 27 Maret 2026 Libur Lebaran

MINGGU 11

Hari/Tanggal

Senin, 30 Maret 2026

Selasa, 31 Maret 2026

Rabu, 1 April 2026

Kamis, 2 April 2026

Jumat, 3 April 2026

Uraian Kegiatan Tanda Tangan

Izin Sakit

Pengarsipan berkas keluar

Penglanjutan Pengarsipan
berkas keluar

Penomoran berkas arsip box

24-26

Libur Wafat Isa Almasih

y

一

y

MINGGU 12

Hari/Tanggal

Senin, 6 April 2026

Selesa, 7 April 2026

Uraian Kegiatan

Pendataan arsip dokumen di

excel (box 26)

Pendalaan arsip dukumen di !

excel (box 27) |

Tanda Tangan
POLITEKNIK
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