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PREFACE 

 

All praise is due to Allah SWT for the mercy and blessings bestowed, which have 

made it possible to complete this internship report at Auto 2000 Kramat Jati on 

time. The author realizes that the completion of this report would not have been 

possible without the support and guidance of various parties. Therefore, the author 

would like to express sincere gratitude to: 

 

1.​ Ms. Farizka Humolungo, S.Pd., M.A., as the Coordinator of the English for 

Business and Professional Communication (BISPRO) Study Program.    

2.​ Mrs. Rizki Hardiyanti, M.Hum., as the Advisory Lecturer who has provided 

time, energy, and thoughts to give direction and guidance to the author during 

the process of compiling this Internship report.    

3.​ Mrs. Marini, as the Company Advisor at Auto 2000 Kramat Jati for all the 

knowledge, guidance, and valuable experience in the industrial world.    

4.​ Beloved family and friends, who have constantly provided moral support, 

prayers, and motivation during the process of compiling this report. 

 

The author realizes that this report is still far from perfection. Finally, the author 

hopes this report can provide benefits for BISPRO students and other parties who 

read it. 

 

 

Jakarta, 2 March 2026 

 

 

Sarah Talitha Azhar 

2308411079 
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CHAPTER I 

INTRODUCTION 

 

1.1 Background 

Internships play an important role in transforming theoretical knowledge gained in 

college into practical skills in the working world. Through direct experience in the 

industry, the author is not only required to understand operational workflows but 

also to build mental readiness and professionalism in facing field dynamics. The 

internship activity becomes an effective means for the author to hone competence 

and work readiness through the process of adaptation to organizational culture, as 

well as the real application of various technical skills. 

 

Such work readiness becomes the main foundation for the author to carry out 

administrative responsibilities within a corporate scope that demands high 

efficiency. In the context of a professional communication study program, mastery 

of information governance and business administration is an important element that 

guarantees the operational continuity of an agency. This capability is highly relevant 

to the English for Business and Professional Communication (BISPRO) discipline, 

where meticulousness in managing formal documents becomes a representation of 

professional and credible written communication (Priansa and Garnida, 2017). 

 

The author carried out an internship program at Auto 2000 Kramat Jati, which is 

one of the business units of PT Astra International Tbk, which had strict standard 

operating procedures (SOP). This internship location was chosen to enable the 

author to explore administrative management in the automotive industry, which has 

a high daily transaction volume. The internship program at this company aligns 

with the career development goals of professional students, where the author was 

entrusted to handle the flow of sales documents that are the core of the dealer's 

business activities. 
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The main focus of the author during the internship period was the physical and 

digital administrative management of vehicle sales documents. The author's daily 

tasks included processing and organizing vital files such as Delivery Orders (DO), 

Vehicle Order Letters (SPK), Vehicle Registration Certificates (STNK), sales 

invoices, and various other types of documents. This activity also involved a 

document digitalization process through scanning Delivery Order (DO) files to be 

systematically uploaded into the company's Google Drive as digital archives. The 

series of document management process is a verification process to ensure that 

every vehicle unit released has met valid administrative requirements. Accuracy in 

managing and matching these documents, both in physical and digital formats, 

highly determines the speed as well as the quality of the company's service to 

customers. 

 

During the time of the internship, the author realized that there were challenges in 

maintaining information accuracy due to the high volume of documents, which 

risked causing communication hurdles in the operational process. As a solution, the 

author applied business administration and written communication competencies 

learned in the BISPRO study program to systematically validate and archive 

documents, both in physical and digital forms. This is what underlies the 

importance of an analysis towards sales document governance, in order to ensure 

the creation of an efficient and accurate workflow in the Auto 2000 Kramat Jati 

environment. 

 

1.2 Scope of Activities 

The Internship was carried out at Auto 2000 Kramat Jati with a main focus on sales 

administration management. The author played an active role in managing the flow 

of operational documents to support the smoothness of business processes at the 

automotive dealer. This scope includes monitoring files from the initial ordering 

stage to the final stage of vehicle administration according to the company's 

standard operating procedures. 
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Technically, the author handled the verification of various legal documents such as 

Delivery Orders (DO), Vehicle Order Letters (SPK), Vehicle Registration 

Certificates (STNK), and other related operational documents. This was done to 

guarantee data accuracy and facilitate document retrieval if needed in daily 

operational processes. 

 

Besides handling physical files, the author was also responsible for digital 

administration management through the company's internal system. This scope 

involved processing customer satisfaction data on the New Toyota iCare system, 

verifying Customer Consent, cleaning data using Excel, and archiving Delivery 

Order (DO) documents into the company's Google Drive. This activity aims to 

ensure the validity of information within the system to support sustainable customer 

service quality. 

 

1.3 Period and Place of Internship Location 

1.3.1 Internship Period 

The internship activity was carried out for three months, starting from February 2 to 

April 30, 2026. The entire series of activities was conducted using a Work From 

Office (WFO) system with a work schedule every Monday to Friday, starting from 

08:00 to 16:00 WIB. 

 

1.3.2 Internship Location 

The internship activity was carried out at the Auto 2000 Toyota branch office in 

Kramat Jati, which is located at: 

Company Nam Auto 2000 Toyota Kramat Jati – PT Astra International Tbk 

Address Jl. Raya Bogor Km. 21 Kramat Jati Jakarta Timur, DK
Jakarta, Indonesia 13830 

Website https://auto2000.co.id/dealer-toyota/jakarta-timur/auto2000k
amatjati  
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1.4 Objectives and Benefits 

1.4.1 Objectives  

The objectives of the internship activity are as follows: 

1.​ To apply the business communication and office administration knowledge 

learned in the BISPRO study program to a real-world scope in the automotive 

industry. 

2.​ To understand the vehicle administration cycle comprehensively, starting from 

the ordering process (SPK), invoice issuance, and the handover of legal 

documents (STNK/BPKB), along with the vehicle unit to the customer. 

3.​ To apply the company's standard operating procedures (SOP) in verifying the 

data validity of sales documents to minimize operational errors. 

4.​ To develop operational coordination and document management capabilities in 

a corporate environment that has a high and dynamic work volume. 

 

1.4.2 Benefits 

The benefits of the internship activity are as follows:  

1.​ To excel in document management techniques and the operation of digital 

administration systems used in the automotive industry standards 

professionally. 

2.​ To hone the level of meticulousness and responsibility in handling various legal 

files, as well as customers' personal data that has legal value for the company. 

3.​ To gain real work experience regarding professional work culture, discipline, 

and time management in a corporate environment. 

4.​ To align business administration competencies with real field practices to 

prepare oneself to face challenges in the working world.  
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CHAPTER IV 

CLOSING 

 

4.1. Conclusion 

The internship at Auto 2000 Kramat Jati provided valuable insight into the 

implementation of office administration in supporting the company's operational 

activities, particularly those related to document management and vehicle sales data 

processing. Throughout the internship, the author was involved in various 

administrative tasks, including document filing, digital records management, data 

verification, customer data entry, and data processing through the company's 

internal systems. 

 

The experience demonstrated that effective document and data management plays a 

crucial role in ensuring the efficiency of daily operations. Accuracy in document 

verification, record keeping, and data processing is essential to maintain 

information reliability and prevent administrative errors that could potentially 

disrupt business processes. 

 

Furthermore, the internship reinforced the practical application of theoretical 

concepts learned during academic studies, particularly in the areas of office 

administration, records management, corporate documentation, and document 

management. The integration of these concepts into workplace practices contributes 

to systematic and well-organized information management that supports the 

company's operational requirements. 

 

In addition to enhancing the author's understanding of administrative functions in a 

professional environment, the internship facilitated the development of 

competencies in office administration, particularly in document management, 

records management, data verification, and the use of digital administrative 

systems. Through direct involvement in day-to-day operations, the author 

strengthened attention to detail, data management skills, and familiarity with 
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organizational procedures. Thus, the internship served as a valuable opportunity to 

bridge academic knowledge with professional practice while fostering skills 

relevant to future career development. 

 

4.2 Suggestions 

Based on the internship experience, Auto 2000 Kramat Jati has established an 

administrative system that effectively supports its operational activities. 

Nevertheless, the company could further enhance its digital document management 

practices to reduce reliance on physical documentation in certain administrative 

processes. Expanding the use of digital records would improve storage efficiency, 

facilitate faster document retrieval, and minimize the risk of document loss or 

physical deterioration. 

 

In addition, providing a structured orientation at the beginning of the internship, 

including an overview of workflows, document classifications, and the operation of 

internal systems, would help interns better understand their responsibilities and 

adapt more quickly to the working environment. Such an approach would enable 

interns to perform their duties more confidently and effectively from the outset. 

 

For future interns, adequate preparation in office administration, document 

management, and data processing is highly recommended before commencing the 

internship. Equally important are the development of accuracy, discipline, 

adaptability, and effective communication skills. Being proactive in seeking 

clarification and engaging with supervisors or colleagues can significantly enhance 

understanding of workplace procedures and contribute to a more meaningful and 

productive internship experience.  
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Appendix 4. General Company Overview 

 

Auto 2000 is an official Toyota dealer network in Indonesia under the auspices of 

PT Astra International Tbk. This company originated from Astra Motor Sales, 

which was established in 1975 and operates in the fields of sales, maintenance, 

repair, and the provision of Toyota vehicle spare parts. In 1989, Astra Motor Sales 

officially changed its name to Auto 2000, with management fully under PT Astra 

International Tbk. Along with technological developments, Auto 2000 continues to 

innovate through digital service transformations to provide convenience to 

customers in accessing vehicle sales services, spare parts, accessories, up to 

after-sales services. 

 

Auto 2000 has a vision to become the best and most reliable Toyota dealer in 

Indonesia through world-class processes, with a mission to help customers enjoy 

their mobility. In realizing this vision and mission, the company strives to deliver 

high-quality services through integrated operational management and the utilization 

of technology to support customer needs. Various work units within the company 

coordinate with one another so that every business process can run effectively and 

efficiently. 

 

The organizational structure of Auto 2000 Kramat Jati consists of several sections 

that have their respective functions and responsibilities, such as sales, service 

maintenance, spare parts, and administration. The administration department plays a 

role in supporting the smoothness of company operations through document 

management, archiving, data verification, as well as information processing related 

to the vehicle sales process. During the internship implementation, the author was 

placed in the administration department, thus being directly involved in the 

management of documents and operational data, as well as gaining an 

understanding regarding of the application of office administration in a professional 

work environment. 
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