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PREFACE 

Praise and gratitude we pray to the presence of Allah SWT because of His 

mercy and grace the author was able to complete his internship and was able to 

complete the writing of a report entitled "Internship Report" to get the title of 

Associate Expert (Madya Expert) Degree at the Faculty of Language and Culture, 

Darma Persada University. The author wrote this report after completing an 

internship program for one month at the Islamic Information Section, Zakat and 

Waqf, the Office of the Ministry of Religion of the Republic of Indonesia, Bekasi 

City. 

On this occasion the author would like to thank all those who have supported 

the author to carry out this internship, especially to: 

1. Allah SWT. Alhamdulillahirobbilalamin, sholawat and greetings to the 

Prophet Suritauladani Muhammad SAW. 

2. The whole family, especially my parents: Sobirin and Rui Riantari Rahdian, 

who have given their blessing, guidance and support that made me strong 

so that I can achieve my goals. 

3. For Adist Vieri Alamsyah, as my fiancé who has given me enthusiasm and 

contributed a lot during my field work practices and made field work 

practice reports until I reached the graduation stage. 

4. Mr. Dr. Tri Mardjoko, S.E., M.A. Chancellor of Darma Persada University. 

5. Mrs. Dr. Diah Madubrangti, S.S., M.Si. As Chair of the Faculty of Letters, 

Darma Persada University. 
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6. Mrs. Alia Afiyati, SS, M.Pd as the Head of the English Study Program as 

well as the Academic Advisor who I respect and love because she has done 

a lot for the D3 students of the English Department. 

7. Mrs. Karina Adinda Sulaeman, SS, MA as the Supervisor of the Internship 

Report which the author respects for always guiding the author well by 

always providing advice and also giving positive encouragement to the 

author to complete the internship report. 

8. All lectures at D3 English Faculty of Letters, Darma Persada University, 

thank you for your kindness, support, and always giving me very useful 

knowledge. 

9. Mr. H. Shobirin as the Head of the Bekasi City Ministry of Religion Office 

who has given me the opportunity to do an internship at the Bekasi City 

Ministry of Religion Office. 

10. Mr. H. Abdul Syukur as the Head of Administration of the Bekasi City 

Ministry of Religion who always guides me during my internship. 

11. All staff and employees of the Bekasi City Ministry of Religion for their 

help and guidance in implementing the internship, and always providing me 

with new experiences and knowledge. 

12. And all those who have helped me in completing this internship report 

which I cannot explain one by one. 

 



 

v 

 

I also realize that the writing of this paper is still far from being perfect. Therefore, 

criticism and suggestions from readers are needed. Hopefully this Job Training 

Report can be useful for readers as a reference. 

Bekasi, June 16th, 2022 

 

 

 

Mutiara Putri Jasmin 

  



 

vi 

 

TABLE OF CONTENTS 

 
APPROVAL PAGE I ............................................................................................. i 

APPROVAL PAGE II .......................................................................................... ii 

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

TABLE OF CONTENTS ..................................................................................... vi 

LIST OF PICTURES ........................................................................................... ix 

LIST OF ATTACHMENT ................................................................................... x 

CHAPTER 1 ........................................................................................................ 11 

INTRODUCTION ............................................................................................... 11 

1.1 Backgorund of the Internship ............................................................. 11 

1.2 Intenship Objectives ............................................................................. 13 

1.3 The Purpose of the implementation of the Internship ...................... 14 

1.4 Internship Advantages ......................................................................... 14 

1.5 Internship Uses ..................................................................................... 15 

1.6 Internship Procedure ........................................................................... 16 

1.7 Place and Time of Internship .............................................................. 17 

1.8 Writing Organization ........................................................................... 19 

CHAPTER 2 ........................................................................................................ 21 

GENERAL REVIEW ......................................................................................... 21 



 

vii 

 

2.1 History of the Office of the Ministry of Religious Affairs of Bekasi 

City  ................................................................................................................ 21 

2.1 Vision and Mission of the Office of the Ministry of Religious Affairs 

of Bekasi City ................................................................................................... 23 

2.2 Logo of the Ministry of Religious Affairs of the Republic of Indonesia 

  ................................................................................................................ 24 

2.3 Organizational Structure of the Office of the Ministry of Religious 

Affairs of Bekasi City ...................................................................................... 26 

2.4 Duties and Fuctions of the Ministry of Religions Affairs of the 

Republic of Indonesia ..................................................................................... 27 

2.5 General Activities of the Ministry of Religious Affairs of the Republic 

of Indonesia ...................................................................................................... 28 

CHAPTER 3 ........................................................................................................ 31 

INTERNSHIP ACTIVITIES ............................................................................. 31 

3.1 Field of Work ........................................................................................ 31 

3.2 Internship Instructor ........................................................................... 33 

3.3 Work Implementation Schedule ......................................................... 33 

3.4 Description of Activities during Internship ....................................... 35 

3.5 Results of the Implementation of Internship Activities .................... 46 

3.6 Daily Report during Internship .......................................................... 47 

CHAPTER 4 ........................................................................................................ 63 



 

viii 

 

PARTICULAR POINTS .................................................................................... 63 

4.1 Obstacles ................................................................................................ 63 

4.2 How to overcome the Obstacles........................................................... 63 

4.3 How to Solve the Obstacles .................................................................. 64 

CHAPTER 5 ........................................................................................................ 65 

CLOSING ............................................................................................................ 65 

5.1 Conclusion ............................................................................................. 65 

REFERENCES .................................................................................................... 67 

ATTACHMENT .................................................................................................. 69 

 

 

  



 

ix 

 

LIST OF PICTURES 

Figure 1. 1 Maps the Ministry of Religion Affairs of Bekasi CIty ....................... 18 

 

Figure 2. 1 Logo  ..................................................................................................  24 

Figure 2. 2 The organizational structure ............................................................... 26 

 

Figure 3. 1 With Instructor and The Staffs ........................................................... 33 

Figure 3. 2 Schedule Internship ............................................................................ 35 

Figure 3. 3 The Guests .......................................................................................... 36 

Figure 3. 4 The file ................................................................................................ 37 

Figure 3. 5 Example of File Excel ........................................................................ 38 

Figure 3. 6 The Documents ................................................................................... 40 

Figure 3. 7 Letter of Statement ............................................................................. 41 

Figure 3. 8 Format Travel Result Reports ............................................................. 42 

Figure 3. 9 Assignment Letter ............................................................................... 43 

Figure 3. 10 Handwriting Incoming Mail ............................................................. 44 

Figure 3. 11 Taklim Assembly Charter ................................................................. 45 

Figure 3. 12 Revision Application Letter .............................................................. 46 

 

 

  

file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106045954
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106045983
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106045985
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106045995
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106045997
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106045998
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106045999
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106046001
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106046002
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106046004
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106046005
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106046006


 

x 

 

LIST OF ATTACHMENT 

Attachment 1. 1 Internship Cover Letter............................................................... 69 

Attachment 1. 2 Internship Reply Letter ............................................................... 70 

Attachment 1. 3 Internship Statement Letter ........................................................ 71 

Attachment 1. 4 Certificate Internship .................................................................. 72 

Attachment 1. 5 Value during Internship .............................................................. 72 

 

  

file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106046107
file:///C:/Users/adist/Documents/SEMESTER%205/TA,%20Internship%20Report/punya%20muti%20fix/THE%20INTERNSHIP%20REPORT%20Mutiara.docx%23_Toc106046108

