
BUPATI BANDUNG 
PROVINSI JAWA BARAT 

P E R A T U R A N B U P A T I B A N D U N G 

N O M O R 7 4 T A H U N 2 0 1 7 
T E N T A N G 

T A T A N A S K A H D I N A S 
D I L I N G K U N G A N P E M E R I N T A H D A E R A H K A B U P A T E N B A N D U N G 

D E N G A N R A H M A T T U H A N Y A N G M A H A E S A 

B U P A T I B A N D U N G , 
M e n i m b a n g : a . b a h w a d a l a m r a n g k a t e r t i b , e f i s i e n d a n e f e k t i f i t a s 

a d m i n i s t r a s i p e n y e l e n g g a r a a n P e m e r i n t a h a n D a e r a h , t e l a h 
d i t e t a p k a n P e r a t u r a n B u p a t i B a n d u n g N o m o r 5 4 T a h u n 
2 0 1 4 t e n t a n g T a t a N a s k a h D i n a s d i L i n g k u n g a n 
P e m e r i n t a h D a e r a h K a b u p a t e n B a n d u n g ; 

b . b a h w a d a l a m r a n g k a m e n i n d a k l a n j u t i k e t e n t u a n 
p e r u n d a n g - u n d a n g a n , p e r l u d i l a k u k a n p e n y e s u a i a n 
t e h a d a p P e r a t u r a n B u p a t i B a n d u n g N o m o r 5 4 T a h u n 2 0 1 4 
s e b a g a i m a n a d i m a k s u d p a d a p e r t i m b a n g a n h u r u f a ; 

c . b a h w a b e r d a s a r k a n p e r t i m b a n g a n s e b a g a i m a n a d i m a k s u d 
p a d a h u r u f a d a n h u r u f b , p e r l u d i t e t a p k a n P e r a t u r a n 
B u p a t i B a n d u n g t e n t a n g T a t a N a s k a h D i n a s d i L i n g k u n g a n 
P e m e r i n t a h D a e r a h K a b u p a t e n B a n d u n g ; 

M e n g i n g a t : 1 . U n d a n g - u n d a n g N o m o r 1 4 T a h u n 1 9 5 0 t e n t a n g 
P e m e r i n t a h a n D a e r a h K a b u p a t e n d a l a m L i n g k u n g a n 
P r o v i n s i J a w a B a r a t ( B e r i t a N e g a r a R e p u b l i k I n d o n e s i a 
T a h u n 1 9 5 0 ) s e b a g a i m a n a t e l a h d i u b a h d e n g a n U n d a n g -
U n d a n g N o m o r 4 T a h u n 1 9 6 8 t e n t a n g P e m b e n t u k a n 
K a b u p a t e n P u r w a k a r t a d a n K a b u p a t e n S u b a n g d e n g a n 
m e n g u b a h U n d a n g - U n d a n g N o m o r 1 4 T a h u n 1 9 5 0 t e n t a n g 
P e m b e n t u k a n D a e r a h - D a e r a h K a b u p a t e n D a l a m 
L i n g k u n g a n P r o v i n s i J a w a B a r a t ( L e m b a r a n N e g a r a 
R e p u b l i k I n d o n e s i a T a h u n 1 9 6 8 N o m o r 3 1 , T a m b a h a n 
L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a N o m o r 2 8 5 1 ) ; 

2 . U n d a n g - U n d a n g N o m o r 1 T a h u n 2 0 0 4 , t e n t a n g 
P e r b e n d a h a r a a n N e g a r a ( L e m b a r a n N e g a r a R e p u b l i k 
I n d o n e s i a T a h u n 2 0 0 4 N o m o r 5 , T a m b a h a n L e m b a r a n 
N e g a r a R e p u b l i k I n d o n e s i a N o m o r 4 3 5 5 ) ; 

3 . U n d a n g - U n d a n g N o m o r 1 1 T a h u n 2 0 0 8 t e n t a n g I n f o r m a s i 
d a n T r a n s a k s i E l e k t r o n i k ( L e m b a r a n N e g a r a R e p u b l i k 
I n d o n e s i a T a h u n 2 0 0 8 N o m o r 5 8 , T a m b a h a n L e m b a r a n 
N e g a r a R e p u b l i k I n d o n e s i a N o m o r 4 8 4 3 ) ; 

4 . U n d a n g - U n d a n g N o m o r 2 4 T a h u n 2 0 0 9 t e n t a n g B e n d e r a , 
B a h a s a d a n L a m b a n g N e g a r a s e r t a L a g u K e b a n g s a a n 
( L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a T a h u n 2 0 0 9 N o m o r 
1 0 9 , T a m b a h a n L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a 
N o m o r 5 0 3 5 ) ; 
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5 . U n d a n g - U n d a n g N o m o r 3 8 T a h u n 2 0 0 9 t e n t a n g P o s 
( L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a T a h u n 2 0 0 9 N o m o r 
1 4 6 , T a m b a h a n L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a 
N o m o r 5 0 6 5 ) ; 

6 . U n d a n g - U n d a n g N o m o r 4 3 T a h u n 2 0 0 9 t e n t a n g K e a r s i p a n 
( L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a T a h u n 2 0 0 9 N o m o r 
1 5 2 , T a m b a h a n L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a 
N o m o r 5 0 7 1 ) ; 

7 . U n d a n g - U n d a n g N o m o r 1 2 T a h u n 2 0 1 1 t e n t a n g 
P e m b e n t u k a n P e r a t u r a n P e r u n d a n g - U n d a n g a n ( L e m b a r a n 
N e g a r a R e p u b l i k I n d o n e s i a T a h u n 2 0 1 1 N o m o r 8 2 , 
T a m b a h a n L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a N o m o r 
5 2 3 4 ) ; 

8 . U n d a n g - U n d a n g N o m o r 2 3 T a h u n 2 0 1 4 t e n t a n g 
P e m e r i n t a h a n D a e r a h ( L e m b a r a n N e g a r a R e p u b l i k 
I n d o n e s i a T a h u n 2 0 1 4 N o m o r 2 4 4 , T a m b a h a n L e m b a r a n 
N e g a r a R e p u b l i k I n d o n e s i a N o m o r 5 5 8 7 ) s e b a g a i m a n a 
t e l a h d i u b a h d e n g a n P e r a t u r a n P e m e r i n t a h P e n g g a n t i 
U n d a n g - U n d a n g N o m o r 2 T a h u n 2 0 1 4 t e n t a n g P e r u b a h a n 
a t a s U n d a n g - U n d a n g N o m o r 2 3 T a h u n 2 0 1 4 t e n t a n g 
P e m e r i n t a h a n D a e r a h ( L e m b a r a n N e g a r a R e p u b l i k 
I n d o n e s i a T a h u n 2 0 1 4 N o m o r 2 4 6 , T a m b a h a n L e m b a r a n 
N e g a r a R e p u b l i k I n d o n e s i a N o m o r 5 5 8 9 ) ; 

9 . P e r a t u r a n P e m e r i n t a h N o m o r 6 6 T a h u n 1 9 5 1 t e n t a n g 
L a m b a n g N e g a r a ( L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a 
T a h u n 1 9 5 1 N o m o r 1 1 1 , T a m b a h a n L e m b a r a n N e g a r a 
R e p u b l i k I n d o n e s i a N o m o r 1 7 6 ) ; 

1 0 . P e r a t u r a n P e m e r i n t a h N o m o r 4 3 T a h u n 1 9 5 8 t e n t a n g 
P e n g g u n a a n L a m b a n g N e g a r a ( L e m b a r a n N e g a r a R e p u b l i k 
I n d o n e s i a T a h u n 1 9 5 8 N o m o r 1 9 7 1 , T a m b a h a n L e m b a r a n 
N e g a r a R e p u b l i k I n d o n e s i a N o m o r 1 6 3 6 ) ; 

1 1 . P e r a t u r a n P e m e r i n t a h N o m o r 5 8 T a h u n 2 0 0 5 , t e n t a n g 
P e n g e l o l a a n K e u a n g a n D a e r a h ( L e m b a r a n N e g a r a R e p u b l i k 
I n d o n e s i a T a h u n 2 0 0 5 N o m o r 1 4 0 , T a m b a h a n L e m b a r a n N e g a r a 
R e p u b l i k I n d o n e s i a N o m o r 4 5 7 0 ) ; 

1 2 . P e r a t u r a n P e m e r i n t a h N o m o r 1 8 T a h u n 2 0 1 6 t e n t a n g P e r a n g k a t 
D a e r a h ( L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a T a h u n 2 0 1 6 
N o m o r 1 1 4 , T a m b a h a n L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a 
N o m o r 5 8 8 7 

1 3 . P e r a t u r a n P r e s i d e n N o m o r 8 7 T a h u n 2 0 1 4 t e n t a n g 
P e r a t u r a n P e l a k s a n a a n U n d a n g - U n d a n g N o m o r 1 2 T a h u n 
2 0 1 1 t e n t a n g P e m b e n t u k a n P e r a t u r a n P e r u n d a n g -
U n d a n g a n ( L e m b a r a n N e g a r a R e p u b l i k I n d o n e s i a T a h u n 
2 0 1 4 N o m o r 1 9 9 ) ; 

1 4 . P e r a t u r a n M e n t e r i D a l a m N e g e r i N o m o r 5 4 T a h u n 2 0 0 9 
t e n t a n g T a t a N a s k a h D i n a s d i L i n g k u n g a n P e m e r i n t a h 
D a e r a h ; 

1 5 . P e r a t u r a n M e n t e r i D a l a m N e g e r i N o m o r 7 8 T a h u n 2 0 1 2 
t e n t a n g T a t a K e a r s i p a n d i l i n g k u n g a n K e m e n t r i a n D a l a m 
N e g e r i d a n P e m e r i n t a h D a e r a h ( B e r i t a N e g a r a R e p u b l i k 
I n d o n e s i a T a h u n 2 0 1 2 N o m o r 1 2 8 2 ) ; 

1 6 . P e r a t u r a n M e n t e r i D a l a m N e g e r i R e p u b l i k I n d o n e s i a N o m o r 
8 0 T a h u n 2 0 1 5 t e n t a n g P e m b e n t u k a n P r o d u k H u k u m 
D a e r a h ( B e r i t a N e g a r a R e p u b l i k I n d o n e s i a T a h u n 2 0 1 5 
N o m o r 2 0 3 6 ) ; 
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1 7 . P e r a t u r a n D a e r a h K a b u p a t e n B a n d u n g N o m o r 5 T a h u n 
2 0 1 6 , t e n t a n g P e m b e n t u k a n P r o d u k H u k u m D a e r a h 
( L e m b a r a n D a e r a h K a b u p a t e n B a n d u n g T a h u n 2 0 1 6 
N o m o r 5 ) ; 

1 8 . P e r a t u r a n D a e r a h K a b u p a t e n B a n d u n g N o m o r 1 2 T a h u n 2 0 1 6 , 
t e n t a n g P e m b e n t u k a n d a n S u s u n a n P e r a n g k a t D a e r a h 
( L e m b a r a n D a e r a h K a b u p a t e n B a n d u n g T a h u n 2 0 1 6 N o m o r 1 2 ) ; 

M E M U T U S K A N : 

M e n e t a p k a n : P E R A T U R A N B U P A T I T E N T A N G T A T A N A S K A H D I N A S D I 
L I N G K U N G A N P E M E R I N T A H D A E R A H K A B U P A T E N B A N D U N G . 

B A B I 
K E T E N T U A N U M U M 

P a s a l 1 
D a l a m P e r a t u r a n B u p a t i i n i , y a n g d i m a k s u d d e n g a n : 

1 . D a e r a h a d a l a h D a e r a h K a b u p a t e n B a n d u n g 

2 . P e m e r i n t a h D a e r a h a d a l a h B u p a t i d a n P e r a n g k a t D a e r a h 
s e b a g a i u n s u r p e n y e l e n g g a r a p e m e r i n t a h a n K a b u p a t e n 
B a n d u n g . 

3 . B u p a t i a d a l a h B u p a t i B a n d u n g . 

4 . D e w a n P e r w a k i l a n R a k y a t D a e r a h y a n g s e l a n j u t n y a 
d i s i n g k a t D P R D a d a l a h D e w a n P e r w a k i l a n R a k y a t D a e r a h 
K a b u p a t e n B a n d u n g . 

5 . W a k i l B u p a t i a d a l a h W a k i l B u p a t i B a n d u n g . 

6 . S e k r e t a r i s D a e r a h a d a l a h S e k r e t a r i s D a e r a h B a n d u n g . 

7 . P e r a n g k a t D a e r a h a d a l a h u n s u r p e m b a n t u B u p a t i d a l a m 
p e n y e l e n g g a r a a n P e m e r i n t a h a n D a e r a h y a n g t e r d i r i d a r i 
S e k r e t a r i a t D a e r a h , S e k r e t a r i a t D P R D , D i n a s D a e r a h , 
I n s p e k t o r a t , B a d a n P e r e n c a n a a n P e m b a n g u n a n D a e r a h , 
L e m b a g a T e k n i s D a e r a h , S a t u a n P o l i s i P a m o n g P r a j a , 
R u m a h S a k i t D a e r a h , d a n L e m b a g a L a i n . 

8 . P e r a n g k a t D a e r a h y a n g s e l a n j u t n y a d i s i n g k a t P D a d a l a h 
P e r a n g k a t D a e r a h d i l i n g k u n g a n P e m e r i n t a h D a e r a h 
K a b u p a t e n B a n d u n g . 

9 . S t a f A h l i a d a l a h S t a f A h l i B u p a t i B a n d u n g . 

1 0 . A s i s t e n S e k r e t a r i s D a e r a h y a n g s e l a n j u t n y a d i s e b u t A s i s t e n 
a d a l a h A s i s t e n S e k r e t a r i s D a e r a h K a b u p a t e n B a n d u n g . 

1 1 . A s i s t e n P e m e r i n t a h a d a l a h A s i s t e n P e m e r i n t a h a n S e k r e t a r i s 
D a e r a h K a b u p a t e n B a n d u n g . 

1 2 . U n i t P e l a k s a n a T e k n i s y a n g s e l a n j u t n y a d i s e b u t U P T a d a l a h 
u n s u r p e l a k s a n a t e k n i s o p e r a s i o n a l D i n a s a t a u B a d a n 
u n t u k m e l a k s a n a k a n s e b a g i a n u r u s a n D i n a s a t a u B a d a n . 

1 3 . T a t a N a s k a h D i n a s a d a l a h p e n g e l o l a a n i n f o r m a s i t e r t u l i s 
y a n g m e l i p u t i p e n g a t u r a n j e n i s , f o r m a t , p e n y i a p a n , 
p e n g a m a n a n , p e n g a b s a h a n , d i s t r i b u s i , d a n p e n y i m p a n a n 
n a s k a h d i n a s s e r t a m e d i a y a n g d i g u n a k a n d a l a m 
k o m u n i k a s i k e d i n a s a n . 
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1 4 . N a s k a h D i n a s a d a l a h i n f o r m a s i t e r t u l i s s e b a g a i a l a t 
k o m u n i k a s i k e d i n a s a n y a n g d i b u a t d a n / a t a u d i k e l u a r k a n 
o l e h p e j a b a t y a n g b e r w e n a n g d i l i n g k u n g a n P e m e r i n t a h 
D a e r a h . 

1 5 . F o r m a t a d a l a h n a s k a h d i n a s y a n g m e n g g a m b a r k a n t a t a 
l e t a k d a n r e d a k s i o n a l s e r t a p e n g g u n a a n l a m b a n g / l o g o d a n 
c a p d i n a s . 

1 6 . S t e m p e l / c a p d i n a s a d a l a h t a n d a i d e n t i t a s d a r i s u a t u j a b a t a n 
a t a u O P D . 

1 7 . K o p N a s k a h D i n a s a d a l a h k o p s u r a t y a n g m e n u n j u k k a n 
j a b a t a n a t a u n a m a O P D t e r t e n t u y a n g d i t e m p a t k a n d i 
b a g i a n a t a s k e r t a s . 

1 8 . K o p S a m p u l N a s k a h D i n a s a d a l a h k o p s u r a t y a n g 
m e n u n j u k k a n j a b a t a n a t a u n a m a O P D t e r t e n t u y a n g 
d i t e m p a t k a n d i b a g i a n a t a s s a m p u l n a s k a h . 

1 9 . K e w e n a n g a n a d a l a h k e k u a s a a n y a n g m e l e k a t p a d a s u a t u 
j a b a t a n . 

2 0 . D e l e g a s i a d a l a h p e l i m p a h a n w e w e n a n g d a n t a n g g u n g j a w a b 
d a r i p e j a b a t k e p a d a p e j a b a t l a i n d a n / a t a u p e j a b a t d i 
b a w a h n y a d a n / a t a u b e r d a s a r k a n p e r a t u r a n p e r u n d a n g -
u n d a n g a n . 

2 1 . M a n d a t a d a l a h p e l i m p a h a n w e w e n a n g y a n g d i b e r i k a n o l e h 
a t a s a n k e p a d a b a w a h a n u n t u k m e l a k u k a n s u a t u t u g a s 
t e r t e n t u a t a s n a m a y a n g m e m b e r i m a n d a t . 

2 2 . P e n a n d a t a n g a n a n N a s k a h D i n a s a d a l a h h a k , k e w a j i b a n , d a n 
t a n g g u n g j a w a b y a n g a d a p a d a s e o r a n g p e j a b a t u n t u k 
m e n a n d a t a n g a n i n a s k a h d i n a s s e s u a i d e n g a n t u g a s d a n 
k e w e n a n g a n p a d a j a b a t a n n y a . 

2 3 . P e r u b a h a n a d a l a h m e n g u b a h a t a u m e n y i s i p k a n s u a t u 
n a s k a h d i n a s . 

2 4 . P e n c a b u t a n a d a l a h s u a t u p e r n y a t a a n t i d a k b e r l a k u n y a 
s u a t u n a s k a h d i n a s s e j a k d i t e t a p k a n p e n c a b u t a n t e r s e b u t . 

2 5 . P e m b a t a l a n a d a l a h p e r n y a t a a n b a h w a s u a t u n a s k a h d i n a s 
d i a n g g a p t i d a k p e r n a h d i k e l u a r k a n . 

B A B I I 
T A T A N A S K A H D I N A S 

B a g i a n K e s a t u 
A s a s 

P a s a l 2 
A s a s t a t a n a s k a h d i n a s t e r d i r i a t a s : 

a . a s a s e f i s i e n d a n e f e k t i f ; 

b . a s a s p e m b a k u a n ; 

c . a s a s a k u n t a b i l i t a s ; 

d . a s a s k e t e r k a i t a n ; 

e . a s a s k e c e p a t a n d a n k e t e p a t a n ; d a n 

f . a s a s k e a m a n a n . 



P a s a l 3 

( 1 ) A s a s e f i s i e n d a n e f e k t i f s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 
2 h u r u f a , d i l a k u k a n m e l a l u i p e n y e d e r h a n a a n d a l a m 
p e n u l i s a n , p e n g g u n a a n r u a n g a t a u l e m b a r n a s k a h d i n a s , 
s p e s i f i k a s i i n f o r m a s i , s e r t a d a l a m p e n g g u n a a n b a h a s a 
I n d o n e s i a y a n g b a i k , b e n a r , d a n l u g a s . 

( 2 ) A s a s p e m b a k u a n s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 2 
h u r u f b , d i l a k u k a n m e l a l u i t a t a c a r a d a n b e n t u k y a n g t e l a h 
d i b a k u k a n . 

( 3 ) A s a s a k u n t a b i l i t a s s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 2 
h u r u f c , d i l a k u k a n m e l a l u i p e n y e l e n g g a r a a n t a t a n a s k a h 
d i n a s y a n g d a p a t d i p e r t a n g g u n g j a w a b k a n d a r i s e g i i s i , 
f o r m a t , p r o s e d u r , k e w e n a n g a n , k e a b s a h a n , d a n 
d o k u m e n t a s i . 

( 4 ) A s a s k e t e r k a i t a n s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 2 
h u r u f d , d i l a k u k a n m e l a l u i p e n y e l e n g g a r a a n t a t a n a s k a h 
d i n a s d a l a m s a t u k e s a t u a n s i s t e m . 

( 5 ) A s a s k e c e p a t a n d a n k e t e p a t a n s e b a g a i m a n a d i m a k s u d p a d a 
P a s a l 2 h u r u f e , d i l a k u k a n m e l a l u i p e n y e l e n g g a r a a n t a t a 
n a s k a h d i n a s s e c a r a t e p a t w a k t u d a n t e p a t s a s a r a n . 

( 6 ) A s a s k e a m a n a n s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 2 h u r u f 
f , d i l a k u k a n m e l a l u i p e n y e l e n g g a r a a n t a t a n a s k a h d i n a s 
y a n g a m a n s e c a r a f i s i k d a n s u b s t a n s i . 

B a g i a n K e d u a 

P r i n s i p 

P a s a l 4 

P r i n s i p p e n y e l e n g g a r a a n n a s k a h d i n a s , m e l i p u t i : 

a . k e t e l i t i a n ; 

b . k e j e l a s a n ; 

c . s i n g k a t d a n p a d a t ; d a n 

d . l o g i s d a n m e y a k i n k a n . 

P a s a l 5 

( 1 ) P r i n s i p k e t e l i t i a n s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 4 
h u r u f a , d i s e l e n g g a r a k a n s e c a r a t e l i t i d a n c e r m a t d a r i 
b e n t u k , s u s u n a n p e n g e t i k a n , i s i , s t r u k t u r , k a i d a h b a h a s a , 
d a n p e n e r a p a n k a i d a h e j a a n d i d a l a m p e n g e t i k a n . 

( 2 ) P r i n s i p k e j e l a s a n s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 4 
h u r u f b , d i s e l e n g g a r a k a n d e n g a n m e m p e r h a t i k a n k e j e l a s a n 
a s p e k f i s i k d a n m a t e r i d e n g a n m e n g u t a m a k a n m e t o d e y a n g 
c e p a t d a n t e p a t . 

( 3 ) P r i n s i p s i n g k a t d a n p a d a t s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 4 h u r u f c , d i s e l e n g g a r a k a n d e n g a n m e n g g u n a k a n 
b a h a s a I n d o n e s i a y a n g b a i k d a n b e n a r . 

( 4 ) P r i n s i p l o g i s d a n m e y a k i n k a n s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 4 h u r u f d , d i s e l e n g g a r a k a n s e c a r a r u n t u t , l o g i s , d a n 
m e y a k i n k a n , s e r t a s t r u k t u r k a l i m a t y a n g l e n g k a p d a n e f e k t i f . 
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B a g i a n K e t i g a 
P e n y e l e n g g a r a a n N a s k a h D i n a s 

P a r a g r a f 1 
U m u m 
P a s a l 6 

P e n y e l e n g g a r a a n n a s k a h d i n a s , m e l i p u t i : 

a . p e n g e l o l a a n s u r a t m a s u k ; 

b . p e n g e l o l a a n s u r a t k e l u a r ; 

c . t i n g k a t k e a m a n a n n a s k a h d i n a s ; 

d . k e c e p a t a n p r o s e s ; 

e . p e n g g u n a a n k e r t a s s u r a t ; 

f . p e n g e t i k a n s a r a n a a d m i n i s t r a s i d a n k o m u n i k a s i 
p e r k a n t o r a n ; d a n 

g . p e n e t a p a n w a r n a d a n k u a l i t a s k e r t a s . 

P a r a g r a f 2 
P e n g e l o l a a n S u r a t M a s u k 

P a s a l 7 

P e n g e l o l a a n s u r a t m a s u k s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 6 
h u r u f a , a d a l a h s e b a g a i b e r i k u t : 

a . P D p e n e r i m a m e n i n d a k l a n j u t i s u r a t y a n g d i t e r i m a m e l a l u i 
t a h a p a n : 

1 . d i a g e n d a d a n d i k l a s i f i k a s i s e s u a i s i f a t s u r a t s e r t a 
d i d i s t r i b u s i k a n k e p a d a u n i t p e n g e l o l a ; 

2 . u n i t p e n g e l o l a m e n i n d a k l a n j u t i s e s u a i d e n g a n k l a s i f i k a s i 
s u r a t d a n a r a h a n p i m p i n a n ; d a n 

3 . s u r a t m a s u k d i a r s i p k a n p a d a u n i t t a t a u s a h a . 

b . c o p y s u r a t j a w a b a n y a n g m e m p u n y a i t e m b u s a n d i s a m p a i k a n 
k e p a d a i n s t a n s i t e r k a i t ; d a n 

c . a l u r s u r a t - m e n y u r a t d i s e l e n g g a r a k a n m e l a l u i m e k a n i s m e d a r i 
t i n g k a t p i m p i n a n t e r t i n g g i h i n g g a k e p e j a b a t s t r u k t u r a l 
t e r e n d a h y a n g b e r w e n a n g , s e s u a i k e t e n t u a n p e r a t u r a n 
p e r u n d a n g - u n d a n g a n . 

P a r a g r a f 3 

P e n g e l o l a a n S u r a t K e l u a r 
P a s a l 8 

P e n g e l o l a a n s u r a t k e l u a r s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 6 
h u r u f b , d i l a k u k a n m e l a l u i t a h a p a n : 

a . k o n s e p s u r a t k e l u a r d i p a r a f s e c a r a b e r j e n j a n g d a n 
t e r k o o r d i n a s i s e s u a i t u g a s d a n k e w e n a n g a n s e r t a 
d i a g e n d a k a n o l e h m a s i n g - m a s i n g u n i t t a t a u s a h a d a l a m 
r a n g k a p e n g e n d a l i a n ; 

b . s u r a t k e l u a r y a n g t e l a h d i t a n d a t a n g a n i o l e h p e j a b a t y a n g 
b e r w e n a n g d i b e r i n o m o r , t a n g g a l , d a n s t e m p e l o l e h u n i t t a t a 
u s a h a p a d a m a s i n g - m a s i n g P D ; 
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c . s u r a t k e l u a r s e b a g a i m a n a d i m a k s u d p a d a h u r u f b w a j i b 
s e g e r a d i k i r i m ; d a n 

d . s u r a t k e l u a r d i a r s i p k a n p a d a u n i t t a t a u s a h a . 

P a r a g r a f 4 
T i n g k a t K e a m a n a n N a s k a h D i n a s 

P a s a l 9 
T i n g k a t k e a m a n a n n a s k a h d i n a s s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 6 h u r u f c , d i l a k u k a n d e n g a n m e n c a n t u m k a n k o d e p a d a 
s a m p u l n a s k a h d i n a s , d e n g a n k e t e n t u a n s e b a g a i b e r i k u t : 

a . s u r a t s a n g a t r a h a s i a d i s i n g k a t S R , m e r u p a k a n s u r a t y a n g 
m a t e r i d a n s i f a t n y a m e m i l i k i t i n g k a t k e a m a n a n y a n g t i n g g i , 
e r a t h u b u n g a n n y a d e n g a n r a h a s i a n e g a r a , k e a m a n a n , d a n 
k e s e l a m a t a n n e g a r a ; 

b . s u r a t r a h a s i a d i s i n g k a t R , m e r u p a k a n s u r a t y a n g m a t e r i d a n 
s i f a t n y a m e m i l i k i t i n g k a t k e a m a n a n t i n g g i d a n b e r d a m p a k 
p a d a k e r u g i a n n e g a r a s e r t a d i s i n t e g r a s i b a n g s a ; 

c . s u r a t p e n t i n g d i s i n g k a t P , m e r u p a k a n s u r a t y a n g t i n g k a t 
k e a m a n a n i s i s u r a t p e r l u m e n d a p a t p e r h a t i a n p e n e r i m a 
s u r a t ; 

d . s u r a t k o n f i d e n s i a l d i s i n g k a t K , m e r u p a k a n s u r a t y a n g m a t e r i 
d a n s i f a t n y a m e m i l i k i t i n g k a t k e a m a n a n s e d a n g y a n g 
b e r d a m p a k p a d a t e r h a m b a t n y a j a l a n n y a p e m e r i n t a h a n d a n 
p e m b a n g u n a n ; d a n 

e . s u r a t b i a s a d i s i n g k a t B , m e r u p a k a n s u r a t y a n g m a t e r i d a n 
s i f a t n y a b i a s a n a m u n t i d a k d a p a t d i s a m p a i k a n k e p a d a y a n g 
t i d a k b e r h a k . 

P a r a g r a f 5 
K e c e p a t a n P r o s e s 

P a s a l 1 0 

K e c e p a t a n p r o s e s s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 6 h u r u f 
d , d i l a k u k a n m e l a l u i p e n c a n t u m a n k o d e p a d a n a s k a h d i n a s , 
d e n g a n k e t e n t u a n s e b a g a i b e r i k u t : 

a . a m a t s e g e r a / k i l a t , d e n g a n b a t a s w a k t u 2 4 j a m s e t e l a h s u r a t 
d i t e r i m a ; 

b . s e g e r a , d e n g a n b a t a s w a k t u 2 x 2 4 j a m s e t e l a h s u r a t 
d i t e r i m a ; 

c . p e n t i n g , d e n g a n b a t a s w a k t u 3 x 2 4 j a m s e t e l a h s u r a t 
d i t e r i m a ; d a n 

d . b i a s a , d e n g a n b a t a s w a k t u p a l i n g l a m a 5 h a r i k e r j a s e t e l a h 
s u r a t d i t e r i m a . 

P a r a g r a f 6 
P e n g g u n a a n K e r t a s S u r a t 

P a s a l 1 1 
( 1 ) P e n g g u n a a n k e r t a s s u r a t s e b a g a i m a n a d i m a k s u d d a l a m 

P a s a l 6 h u r u f e , d i l a k u k a n d e n g a n k e t e n t u a n s e b a g a i 
b e r i k u t : 
a . k e r t a s y a n g d i g u n a k a n u n t u k n a s k a h d i n a s a d a l a h H V S 

8 0 g r a m ; 
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b . u n t u k p r o d u k h u k u m y a n g b e r b e n t u k P e r a t u r a n D a e r a h , 
P e r a t u r a n , d a n K e p u t u s a n , m e n g g u n a k a n k e r t a s b e b a s 
a s a m ( P H 7 , 0 ) b e b a s l i g n i n ; 

c . n a s k a h d i n a s y a n g d i t a n d a t a n g a n i K e p a l a P D h a r u s 
m e m i l i k i k a d a r k e a s a m a n r e n d a h ( P H 7 , 0 - 8 , 5 ) d a n b e b a s 
l i g n i n ; 

d . p e n g g u n a a n k e r t a s H V S d i a t a s 8 0 g r a m a t a u j e n i s l a i n , 
h a n y a t e r b a t a s u n t u k j e n i s n a s k a h d i n a s y a n g 
m e m p u n y a i n i l a i k e a s a m a n t e r t e n t u d a n n i l a i k e g u n a a n 
d a l a m w a k t u l a m a ; 

e . p e n y e d i a a n k e r t a s s u r a t b e r l a m b a n g n e g a r a b e r w a r n a 
k u n i n g e m a s d i c e t a k d a n l o g o D a e r a h b e r w a r n a d i a t a s 
k e r t a s 8 0 g r a m ; 

f . u k u r a n k e r t a s y a n g d i g u n a k a n u n t u k s u r a t m e n y u r a t 
a d a l a h F o l i o / F 4 ( 2 1 5 x 3 3 0 m m ) ; 

g . u k u r a n k e r t a s y a n g d i g u n a k a n u n t u k m a k a l a h , p a p e r , 
d a n l a p o r a n a d a l a h A 4 ( 2 1 0 x 2 9 7 m m ) ; d a n 

h . u k u r a n k e r t a s y a n g d i g u n a k a n u n t u k n a s k a h p i d a t o 
a d a l a h A 5 ( 1 6 5 x 2 1 5 m m ) . 

( 2 ) D a l a m h a l t e r t e n t u , u k u r a n k e r t a s y a n g d i g u n a k a n u n t u k 
n a s k a h p i d a t o d a p a t m e n g g u n a k a n f o l i o / F 4 ( 2 1 5 x 3 3 0 m m ) 
a t a u A 4 ( 2 1 0 x 2 9 7 m m ) . 

P a r a g r a f 7 
P e n g e t i k a n S a r a n a A d m i n i s t r a s i d a n K o m u n i k a s i P e r k a n t o r a n 

P a s a l 1 2 

( 1 ) P e n g e t i k a n s a r a n a a d m i n i s t r a s i d a n k o m u n i k a s i 
p e r k a n t o r a n s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 6 h u r u f f , 
d i l a k u k a n d e n g a n m e n g g u n a k a n j e n i s h u r u f bookman old 
style h u r u f 1 2 , s p a s i 1 a t a u 1 , 5 s e s u a i k e b u t u h a n ; 

( 2 ) P e n g e t i k a n s a r a n a a d m i n i s t r a s i d a n k o m u n i k a s i 
p e r k a n t o r a n s e l a i n y a n g d i m a k s u d p a s a l 6 h u r u f f , 
d i l a k u k a n d e n g a n k e t e n t u a n s e b a g a i b e r i k u t : 
a . p e n g g u n a a n j e n i s h u r u f p i c a ; 

b . a r i a l 1 2 a t a u d i s e s u a i k a n d e n g a n k e b u t u h a n ; d a n 

c . s p a s i 1 a t a u 1 , 5 s e s u a i k e b u t u h a n . 

P a r a g r a f 8 
P e n e t a p a n W a r n a d a n K u a l i t a s K e r t a s 

P a s a l 1 3 
W a r n a d a n k u a l i t a s k e r t a s u n t u k n a s k a h d i n a s l a i n n y a , 
m e n g g u n a k a n k e r t a s b e r w a r n a p u t i h d e n g a n k u a l i t a s t e r b a i k . 

B A B I I I 
N A S K A H D I N A S 
B a g i a n K e s a t u 

B e n t u k d a n S u s u n a n 
P a s a l 1 4 

B e n t u k d a n s u s u n a n p r o d u k h u k u m d i l i n g k u n g a n P e m e r i n t a h 
D a e r a h , t e r d i r i a t a s : 
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a . P e r a t u r a n D a e r a h , y a i t u p r o d u k h u k u m y a n g b e r s i f a t 
p e n g a t u r a n , d i t e t a p k a n o l e h B u p a t i s e t e l a h m e n d a p a t 
p e r s e t u j u a n b e r s a m a D e w a n P e r w a k i l a n R a k y a t D a e r a h 
u n t u k m e n g a t u r u r u s a n o t o n o m i D a e r a h d a n t u g a s 
p e m b a n t u a n ; 

b . P e r a t u r a n B u p a t i , y a i t u p r o d u k h u k u m y a n g b e r s i f a t 
p e n g a t u r a n y a n g d i t e t a p k a n o l e h B u p a t i ; 

c . P e r a t u r a n B e r s a m a B u p a t i , a d a l a h p r o d u k h u k u m y a n g 
b e r s i f a t p e n g a t u r a n y a n g d i t e t a p k a n o l e h 2 ( d u a ) a t a u l e b i h 
B u p a t i ; 

d . P e r a t u r a n D P R D a d a l a h p e r a t u r a n y a n g d i t e t a p k a n o l e h 
P i m p i n a n D P R D ; 

e . K e p u t u s a n B u p a t i , y a i t u p r o d u k h u k u m d a l a m b e n t u k y a n g 
b e r s i f a t p e n e t a p a n k o n k r i t , i n d i v i d u a l , d a n f i n a l ; 

f . K e p u t u s a n D P R D , y a i t u p r o d u k h u k u m d a l a m b e n t u k y a n g 
b e r s i f a t p e n e t a p a n u n t u k m e n e t a p k a n h a s i l r a p a t p a r i p u r n a 
D P R D ; 

g . K e p u t u s a n P i m p i n a n D P R D , y a i t u p r o d u k h u k u m d a l a m 
b e n t u k p e n e t a p a n u n t u k m e n e t a p k a n h a s i l r a p a t p i m p i n a n 
D P R D ; d a n 

h . K e p u t u s a n B a d a n K e h o r m a t a n D P R D , y a i t u p r o d u k h u k u m 
d a l a m r a n g k a p e n j a t u h a n s a n k s i k e p a d a a n g g o t a D P R D . 

P a s a l 1 5 

B e n t u k d a n s u s u n a n n a s k a h d i n a s s u r a t d i l i n g k u n g a n 
P e m e r i n t a h D a e r a h , t e r d i r i a t a s : 
a . I n s t r u k s i B u p a t i , y a i t u n a s k a h d i n a s y a n g b e r i s i p e r i n t a h 

d a r i B u p a t i k e p a d a b a w a h a n u n t u k m e l a k s a n a k a n t u g a s -
t u g a s p e m e r i n t a h a n ; 

b . K e s e p a k a t a n B e r s a m a , y a i t u n a s k a h d i n a s y a n g b e r i s i 
k e s e p a k a t a n y a n g b e r s i f a t u m u m a n t a r a d u a p i h a k a t a u 
l e b i h u n t u k m e l a k s a n a k a n p e r b u a t a n h u k u m d a n 
d i s e p a k a t i b e r s a m a ; 

c . P e r j a n j i a n K e r j a s a m a , y a i t u n a s k a h d i n a s y a n g b e r i s i 
k e s e p a k a t a n , b e r s i f a t o p e r a s i o n a l a n t a r a d u a p i h a k a t a u 
l e b i h u n t u k m e l a k s a n a k a n p e r i k a t a n d a n d i s e p a k a t i 
b e r s a m a ; 

d . S u r a t E d a r a n , y a i t u n a s k a h d i n a s y a n g b e r i s i 
p e m b e r i t a h u a n , p e n j e l a s a n , d a n / a t a u p e t u n j u k c a r a 
m e l a k s a n a k a n h a l t e r t e n t u y a n g p e n t i n g d a n m e n d e s a k ; 

e . S u r a t B i a s a , y a i t u n a s k a h d i n a s y a n g b e r i s i p e m b e r i t a h u a n , 
p e r t a n y a a n , p e r m i n t a a n j a w a b a n a t a u s a r a n , d a n 
s e b a g a i n y a ; 

f . S u r a t K e t e r a n g a n , y a i t u n a s k a h d i n a s y a n g b e r i s i 
p e r n y a t a a n t e r t u l i s d a r i p e j a b a t s e b a g a i t a n d a b u k t i u n t u k 
m e n e r a n g k a n a t a u m e n j e l a s k a n k e b e n a r a n s e s u a t u h a l ; 

g . S u r a t P e r i n t a h T u g a s , y a i t u n a s k a h d i n a s d a r i a t a s a n y a n g 
d i t u j u k a n k e p a d a b a w a h a n y a n g b e r i s i p e r i n t a h u n t u k 
m e l a k s a n a k a n p e k e r j a a n s e s u a i d e n g a n t u g a s d a n 
f u n g s i n y a ; 

h . S u r a t P e r i n t a h , y a i t u n a s k a h d i n a s d a r i a t a s a n y a n g 
d i t u j u k a n k e p a d a b a w a h a n y a n g b e r i s i p e r i n t a h u n t u k 
m e l a k s a n a k a n p e k e r j a a n t e r t e n t u ; 
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i . S u r a t I z i n , y a i t u n a s k a h d i n a s y a n g b e r i s i p e r s e t u j u a n 
t e r h a d a p s u a t u p e r m o h o n a n y a n g d i k e l u a r k a n o l e h p e j a b a t 
y a n g b e r w e n a n g ; 

j . S u r a t P e r i n t a h P e r j a l a n a n D i n a s , y a i t u n a s k a h d i n a s d a r i 
p e j a b a t y a n g b e r w e n a n g k e p a d a b a w a h a n a t a u p e j a b a t 
t e r t e n t u u n t u k m e l a k s a n a k a n p e r j a l a n a n d i n a s ; 

k . S u r a t K u a s a , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g 
b e r w e n a n g k e p a d a b a w a h a n b e r i s i p e m b e r i a n w e w e n a n g 
d e n g a n a t a s n a m a n y a u n t u k m e l a k u k a n s u a t u t i n d a k a n 
t e r t e n t u d a l a m r a n g k a k e d i n a s a n ; 

1. S u r a t U n d a n g a n , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g 
b e r w e n a n g b e r i s i u n d a n g a n k e p a d a p e j a b a t / p e g a w a i 
t e r s e b u t p a d a a l a m a t t u j u a n u n t u k m e n g h a d i r i s u a t u a c a r a 
k e d i n a s a n ; 

m . S u r a t K e t e r a n g a n M e l a k s a n a k a n T u g a s , y a i t u n a s k a h d i n a s 
d a r i p e j a b a t y a n g b e r w e n a n g b e r i s i p e r n y a t a a n b a h w a 
s e o r a n g p e g a w a i t e l a h m e n j a l a n k a n t u g a s ; 

n . S u r a t P a n g g i l a n , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g 
b e r w e n a n g b e r i s i p a n g g i l a n k e p a d a s e o r a n g p e g a w a i u n t u k 
m e n g h a d a p ; 

o . N o t a D i n a s , y a i t u n a s k a h d i n a s y a n g b e r s i f a t i n t e r n a l , b e r i s i 
k o m u n i k a s i k e d i n a s a n a n t a r p e j a b a t a t a u d a r i a t a s a n 
k e p a d a b a w a h a n , d a n d a r i b a w a h a n k e p a d a a t a s a n ; 

p . N o t a D i n a s p e n g a j u a n k o n s e p N a s k a h D i n a s a d a l a h n a s k a h 
d i n a s u n t u k m e n y a m p a i k a n k o n s e p n a s k a h d i n a s k e p a d a 
a t a s a n ; 

q . L e m b a r D i s p o s i s i , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g 
b e r w e n a n g b e r i s i p e t u n j u k t e r t u l i s k e p a d a b a w a h a n ; 

r . T e l a a h a n S t a f , y a i t u n a s k a h d i n a s d a r i b a w a h a n k e p a d a 
a t a s a n , a n t a r a l a i n b e r i s i a n a l i s i s p e r t i m b a n g a n , p e n d a p a t , 
d a n s a r a n - s a r a n y a n g d i t u l i s s e c a r a s i s t e m a t i s ; 

s . P e n g u m u m a n , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g 
b e r w e n a n g b e r i s i p e m b e r i t a h u a n y a n g b e r s i f a t u m u m ; 

t . L a p o r a n , y a i t u n a s k a h d i n a s d a r i b a w a h a n k e p a d a a t a s a n 
y a n g b e r i s i i n f o r m a s i d a n p e r t a n g g u n g j a w a b a n t e n t a n g 
p e l a k s a n a a n t u g a s k e d i n a s a n ; 

u . R e k o m e n d a s i , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g 
b e r w e n a n g b e r i s i k e t e r a n g a n a t a u c a t a t a n t e n t a n g s e s u a t u 
h a l y a n g d a p a t d i j a d i k a n b a h a n p e r t i m b a n g a n k e d i n a s a n ; 

v . S u r a t P e n g a n t a r , y a i t u n a s k a h d i n a s b e r i s i j e n i s d a n j u m l a h 
b a r a n g y a n g b e r f u n g s i s e b a g a i t a n d a t e r i m a ; 

w . R a d i o g r a m , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g 
b e r w e n a n g b e r i s i h a l t e r t e n t u d i k i r i m m e l a l u i 
t e l e k o m u n i k a s i e l e k t r o n i k ; 

x . L e m b a r a n D a e r a h , y a i t u n a s k a h d i n a s u n t u k 
m e n g u n d a n g k a n P e r a t u r a n D a e r a h ; 

y . B e r i t a D a e r a h , y a i t u n a s k a h d i n a s u n t u k m e n g u n d a n g k a n 
P e r a t u r a n B u p a t i d a n P e r a t u r a n D P R D ; 

z . B e r i t a A c a r a , y a i t u n a s k a h d i n a s y a n g b e r i s i k e t e r a n g a n a t a s 
s e s u a t u h a l y a n g d i t a n d a t a n g a n i o l e h p a r a p i h a k ; 

a a . N o t u l e n , y a i t u n a s k a h d i n a s y a n g m e m u a t c a t a t a n p r o s e s 
s i d a n g a t a u r a p a t ; 
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b b . M e m o , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g b e r w e n a n g 
b e r i s i c a t a t a n t e r t e n t u ; 

c c . D a f t a r H a d i r , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g 
b e r w e n a n g y a n g b e r i s i k e t e r a n g a n a t a s k e h a d i r a n 
s e s e o r a n g ; 

d d . P i a g a m , y a i t u n a s k a h d i n a s d a r i p e j a b a t y a n g b e r w e n a n g , 
b e r i s i p e n g h a r g a a n a t a s p r e s t a s i y a n g t e l a h d i c a p a i a t a u 
k e t e l a d a n a n y a n g t e l a h d i w u j u d k a n ; 

e e . S e r t i f i k a t , y a i t u n a s k a h d i n a s y a n g m e r u p a k a n t a n d a b u k t i 
s e s e o r a n g t e l a h m e n g i k u t i k e g i a t a n t e r t e n t u ; d a n 

f f . S u r a t T a n d a T a m a t P e n d i d i k a n d a n P e l a t i h a n d i s i n g k a t 
S T T P P , y a i t u n a s k a h d i n a s y a n g m e r u p a k a n t a n d a b u k t i 
s e s e o r a n g t e l a h l u l u s p e n d i d i k a n d a n p e l a t i h a n t e r t e n t u . 

P a s a l 1 6 
F o r m a t / b e n t u k p r o d u k h u k u m d a n n a s k a h d i n a s s e b a g a i m a n a 
d i m a k s u d p a d a P a s a l 1 4 d a n P a s a l 1 5 t e r c a n t u m d a l a m 
L a m p i r a n , s e b a g a i b a g i a n y a n g t i d a k t e r p i s a h k a n d a r i P e r a t u r a n 
B u p a t i i n i . 

B a g i a n K e d u a 
P r o s e s P e n e t a p a n 

P a s a l 1 7 

( 1 ) P r o s e s p e n e t a p a n p r o d u k h u k u m P e r a t u r a n D a e r a h , 
P e r a t u r a n B u p a t i , d a n K e p u t u s a n B u p a t i y a n g d i t a n d a t a n g a n i 
o l e h B u p a t i , K e p u t u s a n B u p a t i y a n g d i t a n d a t a n g a n i o l e h 
W a k i l B u p a t i d a n S e k r e t a r i s D a e r a h a t a s n a m a B u p a t i 
s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 1 4 h u r u f a , h u r u f b , 
h u r u f c , d a n h u r u f e , s e r t a n a s k a h d i n a s s u r a t d a l a m b e n t u k 
L e m b a r a n D a e r a h d a n B e r i t a D a e r a h s e b a g a i m a n a d i m a k s u d 
d a l a m P a s a l 1 5 h u r u f x d a n h u r u f y , d i f a s i l i t a s i o l e h B a g i a n 
H u k u m . 

( 2 ) P r o s e s p e n e t a p a n n a s k a h d i n a s s u r a t b e r u p a K e s e p a k a t a n 
B e r s a m a d a n a t a u P e r j a n j i a n K e r j a s a m a d e n g a n s e b u t a n l a i n 
s e b a g a i m a n a d i m a k s u d P a s a l 1 5 h u r u f b d a n h u r u f c y a n g 
d i t a n d a t a n g a n i o l e h B u p a t i , W a k i l B u p a t i , S e k r e t a r i s D a e r a h , 
d a n K e p a l a P D , d i f a s i l i t a s i o l e h B a g i a n A d m i n i s t r a s i 
P e m e r i n t a h a n . 

( 3 ) N a s k a h D i n a s p r o d u k h u k u m y a n g a k a n d i t a n d a t a n g a n i o l e h 
B u p a t i , W a k i l B u p a t i , d a n S e k r e t a r i s D a e r a h a t a s n a m a 
B u p a t i , d i a j u k a n d e n g a n n o t a d i n a s d a r i A s i s t e n 
P e m e r i n t a h a n . 

P a s a l 1 8 

( 1 ) P e n e t a p a n p r o d u k h u k u m P e r a t u r a n B u p a t i d a n K e p u t u s a n 
B u p a t i y a n g d i t a n d a t a n g a n i o l e h B u p a t i , p r o d u k h u k u m 
K e p u t u s a n B u p a t i y a n g d i t a n d a t a n g a n i o l e h W a k i l B u p a t i d a n 
S e k r e t a r i s D a e r a h a t a s n a m a B u p a t i s e b a g a i m a n a d i m a k s u d 
d a l a m P a s a l 1 7 a y a t ( 1 ) s e r t a P e r j a n j i a n K e r j a s a m a d a n 
K e s e p a k a t a n B e r s a m a a t a u d e n g a n s e b u t a n l a i n s e b a g a i m a n a 
d i m a k s u d d a l a m P a s a l 1 7 a y a t ( 2 ) y a n g d i p r a k a r s a i o l e h 
P D / B a g i a n , d i p r o s e s m e l a l u i p e n g a j u a n d a r i K e p a l a 
P D / K e p a l a B a g i a n P e m r a k a r s a k e p a d a S e k r e t a r i s D a e r a h . 
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( 2 ) S e k r e t a r i s D a e r a h m e n d i s p o s i s i k a n u s u l p e n e t a p a n p r o d u k 
h u k u m d a n / a t a u P e r j a n j i a n K e r j a s a m a d a n K e s e p a k a t a n 
B e r s a m a a t a u d e n g a n s e b u t a n l a i n s e b a g a i m a n a d i m a k s u d 
d a l a m P a s a l 1 7 a y a t ( 1 ) d a n a y a t ( 2 ) , d e n g a n k e t e n t u a n : 
a . p e n e t a p a n P e r a t u r a n d a n K e p u t u s a n d i d i s p o s i s i k a n 

k e p a d a K e p a l a B a g i a n H u k u m ; d a n 
b . p e n e t a p a n P e r j a n j i a n K e r j a s a m a d a n K e s e p a k a t a n B e r s a m a 

a t a u d e n g a n s e b u t a n l a i n d i d i s p o s i s i k a n k e p a d a K e p a l a 
B a g i a n A d m i n i s t r a s i P e m e r i n t a h a n . 

( 3 ) B a g i a n H u k u m d a n B a g i a n A d m i n i s t r a s i P e m e r i n t a h a n 
m e n g k a j i d a n m e n g h a r m o n i s a s i p r o d u k h u k u m d a n 
k e s e p a k a t a n b e r s a m a d a n p e r j a n j i a n k e r j a s a m a d e n g a n 
s e b u t a n l a i n s e b a g a i m a n a d i m a k s u d a y a t ( 1 ) d a n a y a t ( 2 ) 
s e s u a i t u g a s d a n k e w e n a n g a n n y a . 

P a s a l 1 9 

K e p a l a P D / K e p a l a B a g i a n P e m r a k a r s a b e r t a n g g u n g j a w a b a t a s 
s u b s t a n s i p r o d u k h u k u m y a n g d i a j u k a n s e b a g a i m a n a d i m a k s u d 
d a l a m P a s a l 1 7 d a n P a s a l 1 8 . 

B A B I V 

P E N G G U N A A N D A N K E W E N A N G A N 
A T A S N A M A D A N U N T U K B E L I A U , P E L A K S A N A T U G A S , 

P E L A K S A N A H A R I A N , D A N P E N J A B A T 

B a g i a n K e s a t u 
P e n g g u n a a n A t a s N a m a d a n U n t u k B e l i a u 

P a s a l 2 0 

( 1 ) A t a s n a m a d i s i n g k a t a . n m e r u p a k a n j e n i s p e l i m p a h a n 
w e w e n a n g d a l a m h u b u n g a n i n t e r n a l a n t a r a a t a s a n k e p a d a 
p e j a b a t 1 ( s a t u ) t i n g k a t d i b a w a h n y a . 

( 2 ) U n t u k b e l i a u d i s i n g k a t u . b m e r u p a k a n j e n i s p e l i m p a h a n 
w e w e n a n g d a l a m h u b u n g a n i n t e r n a l a n t a r a a t a s a n k e p a d a 
p e j a b a t 2 ( d u a ) t i n g k a t d i b a w a h n y a . 

( 3 ) T a n g g u n g j a w a b p e n g g u n a a n a . n d a n u . b s e b a g a i m a n a 
d i m a k s u d p a d a a y a t ( 1 ) d a n a y a t ( 2 ) t e t a p b e r a d a p a d a 
p e j a b a t y a n g m e l i m p a h k a n w e w e n a n g , d e n g a n k e t e n t u a n 
p e j a b a t y a n g m e n e r i m a p e l i m p a h a n w e w e n a n g h a r u s 
m e m p e r t a n g g u n g j a w a b k a n k e p a d a p e j a b a t y a n g 
m e l i m p a h k a n w e w e n a n g . 

B a g i a n K e d u a 
K e w e n a n g a n 

P a r a g r a f 1 
P e l a k s a n a T u g a s 

P a s a l 2 1 

( 1 ) P e l a k s a n a t u g a s ( P i t . ) d i g u n a k a n a p a b i l a p e j a b a t y a n g 
b e r w e n a n g m e n a n d a t a n g a n i n a s k a h d i n a s b e l u m 
d i t e t a p k a n k a r e n a m e n u n g g u k e t e n t u a n b i d a n g 
k e p e g a w a i a n l e b i h l a n j u t . 
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( 2 ) P i t . s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 1 ) b e r s i f a t s e m e n t a r a , 
s a m p a i d e n g a n p e j a b a t y a n g d e f i n i t i f d i t e t a p k a n d e n g a n 
m a s a j a b a t a n p a l i n g l a m a 1 ( s a t u ) t a h u n t e r h i t u n g s e j a k 
K e p u t u s a n P i t . D i t e t a p k a n . 

( 3 ) P i t . b e r t a n g g u n g j a w a b a t a s n a s k a h d i n a s y a n g 
d i k e l u a r k a n n y a . 

P a r a g r a f 2 
P e l a k s a n a T u g a s H a r i a n 

P a s a l 2 2 

( 1 ) P e l a k s a n a t u g a s h a r i a n ( P l h . ) m e r u p a k a n p e j a b a t s e m e n t a r a 
p a d a j a b a t a n t e r t e n t u y a n g m e n d a p a t p e l i m p a h a n w e w e n a n g 
p e n a n d a t a n g a n a n n a s k a h d i n a s , k a r e n a p e j a b a t d e f i n i t i f 
b e r h a l a n g a n s e m e n t a r a . 

( 2 ) P l h . s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 1 ) d i t e t a p k a n o l e h 
B u p a t i a t a u K e p a l a P D a t a s n a m a B u p a t i d a n b e r l a k u p a l i n g 
l a m a 3 ( t i g a ) b u l a n . 

( 3 ) P l h . m e m p e r t a n g g u n g j a w a b k a n n a s k a h d i n a s y a n g 
d i k e l u a r k a n n y a k e p a d a p e j a b a t d e f i n i t i f . 

P a r a g r a f 3 
P e n j a b a t 
P a s a l 2 3 

( 1 ) P e n j a b a t d i s i n g k a t P j . m e r u p a k a n p e j a b a t s e m e n t a r a u n t u k 
j a b a t a n B u p a t i . 

( 2 ) P j . m e l a k s a n a k a n t u g a s p e m e r i n t a h a n s a m p a i d e n g a n 
d i l a n t i k n y a p e j a b a t d e f i n i t i f , s e s u a i k e t e n t u a n p e r a t u r a n 
p e r u n d a n g - u n d a n g a n . 

B A B V 
P A R A F , P E N U L I S A N N A M A , P E N A N D A T A N G A N A N , 

D A N P E N G G U N A A N T I N T A 
B a g i a n K e s a t u 

P a r a f 
P a s a l 2 4 

( 1 ) S e t i a p n a s k a h d i n a s s e b e l u m d i t a n d a t a n g a n i , t e r l e b i h 
d a h u l u d i l a k u k a n p e m a r a f a n . 

( 2 ) P a r a f s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 1 ) d i l a k u k a n o l e h 
p e j a b a t t e r k a i t s e c a r a h o r i z o n t a l d a n v e r t i k a l . 

( 3 ) K h u s u s u n t u k p r o d u k h u k u m , s e b e l u m d i t a n d a t a n g a n i 
t e r l e b i h d a h u l u d i p a r a f p a d a s e t i a p l e m b a r o l e h K e p a l a P D 
a t a u K e p a l a B a g i a n p e m r a k a r s a . 

( 4 ) P a r a f s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 1 ) , a y a t ( 2 ) , d a n 
a y a t ( 3 ) m e r u p a k a n t a n d a t a n g a n s i n g k a t s e b a g a i b e n t u k 
p e r t a n g g u n g j a w a b a n a t a s m a t e r i m u a t a n , s u b s t a n s i , r e d a k s i , 
d a n p e n g e t i k a n n a s k a h d i n a s . 
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( 5 ) P a r a f s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 4 ) m e l i p u t i : 

a . p a r a f h i e r a r k h i ; d a n / a t a u 

b . p a r a f k o o r d i n a s i . 

B a g i a n K e d u a 
P e n u l i s a n N a m a 

P a s a l 2 5 

( 1 ) P e n u l i s a n n a m a B u p a t i , W a k i l B u p a t i d a n K e p a l a P D p a d a 
n a s k a h d i n a s ; 

a . D a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m t i d a k 
m e n g g u n a k a n g e l a r ; 

b . D a l a m b e n t u k d a n s u s u n a n s u r a t m e n g g u n a k a n g e l a r . 
( 2 ) P e n u l i s a n n a m a K e p a l a P D p a d a n a s k a h d i n a s ; 

a . D a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m t i d a k 
m e n g g u n a k a n g e l a r ; 

b . D a l a m b e n t u k d a n s u s u n a n s u r a t m e n g g u n a k a n g e l a r , 
N o m o r I n d u k P e g a w a i d a n P a n g k a t . 

( 3 ) P e n u l i s a n n a m a S e k r e t a r i s D a e r a h p a d a p e n g u n d a n g a n 
p r o d u k h u k u m P e r a t u r a n D a e r a h , P e r a t u r a n B u p a t i , 
P e r a t u r a n B e r s a m a B u p a t i , P e r a t u r a n D P R D , s e r t a n a s k a h 
d i n a s L e m b a r a n D a e r a h d a n B e r i t a D a e r a h t i d a k 
m e n g g u n a k a n g e l a r . 

B a g i a n K e t i g a 
P e n a n d a t a n g a n a n 

P a r a g r a f 1 
P a s a l 2 6 

( 1 ) B u p a t i m e n a n d a t a n g a n i p r o d u k h u k u m , t e r d i r i a t a s : 

a . P e r a t u r a n D a e r a h ; 

b . P e r a t u r a n B u p a t i ; 

c . P e r a t u r a n B e r s a m a B u p a t i ; 

d . K e p u t u s a n B u p a t i . 

( 2 ) B u p a t i m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n 
s u s u n a n s u r a t , t e r d i r i a t a s : 
a . I n s t r u k s i ; 
b . K e s e p a k a t a n B e r s a m a a t a u d e n g a n s e b u t a n l a i n ; 
c . P e r j a n j i a n K e r j a s a m a ; 
d . s u r a t e d a r a n ; 
e . s u r a t b i a s a ; 

f . s u r a t k e t e r a n g a n ; 

g . s u r a t p e r i n t a h ; 

h . s u r a t i z i n ; 

i . s u r a t p e r i n t a h t u g a s ; 

j . S u r a t P e r i n t a h P e r j a l a n a n D i n a s ; 
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k . s u r a t k u a s a ; 

1. s u r a t u n d a n g a n ; 

m . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

n . s u r a t p a n g g i l a n ; 

o . n o t a d i n a s ; 

p . n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s 

q . l e m b a r d i s p o s i s i ; 

r . T e l a a h a n S t a f f 

s . p e n g u m u m a n ; 

t . l a p o r a n ; 

u . r e k o m e n d a s i ; 

v . S u r a t P e n g a n t a r 

w . r a d i o g r a m ; 

x . L e m b a r a n D a e r a h 

y . B e r i t a D a e r a h 

z . b e r i t a a c a r a ; 

a a . N o t u l e n 

b b . m e m o ; 

c c . D a f t a r H a d i r 

d d . p i a g a m ; 

e e . s e r t i f i k a t ; d a n 

f f . S T T P P . 

P a s a l 2 7 

( 1 ) P e n a n d a t a n g a n a n p r o d u k h u k u m D a e r a h d a l a m b e n t u k 
p e n g a t u r a n b e r u p a P e r a t u r a n D a e r a h , P e r a t u r a n B u p a t i , d a n 
P e r a t u r a n B e r s a m a B u p a t i d i l a k u k a n o l e h B u p a t i . 

( 2 ) D a l a m h a l B u p a t i b e r h a l a n g a n s e m e n t a r a a t a u b e r h a l a n g a n 
t e t a p , p e n a n d a t a n g a n a n d i l a k u k a n o l e h p e l a k s a n a t u g a s , 
p e l a k s a n a h a r i a n , a t a u p e n j a b a t B u p a t i . 

P a r a g r a f 2 
W a k i l B u p a t i 

P a s a l 2 8 

( 1 ) W a k i l B u p a t i a t a s n a m a B u p a t i m e n a n d a t a n g a n i n a s k a h 
d i n a s , m e l i p u t i : 
a . d a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m K e p u t u s a n 

B u p a t i ; d a n 
b . d a l a m b e n t u k d a n s u s u n a n s u r a t , t e r d i r i a t a s : 

1 . s u r a t e d a r a n ; 

2 . s u r a t b i a s a ; 

3 . s u r a t k e t e r a n g a n ; 

4 . s u r a t p e r i n t a h ; 

5 . s u r a t i z i n ; 
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6 . s u r a t p e r i n t a h t u g a s ; 

7 . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

8 . n o t a d i n a s ; 

9 . l e m b a r d i s p o s i s i ; 

1 0 . p e n g u m u m a n ; 

1 1 . r a d i o g r a m ; 

1 2 . b e r i t a a c a r a ; 

1 3 . p i a g a m ; d a n 

1 4 . s e r t i f i k a t . 

( 2 ) W a k i l B u p a t i b e r d a s a r k a n s u r a t k u a s a B u p a t i a t a u 
p e n d e l e g a s i a n w e w e n a n g d a r i B u p a t i , b e r t i n d a k u n t u k d a n 
a t a s n a m a P e m e r i n t a h D a e r a h , m e n a n d a t a n g a n i n a s k a h 
d i n a s s u r a t b e r u p a K e s e p a k a t a n B e r s a m a d a n / a t a u 
P e r j a n j i a n K e r j a s a m a a t a u d e n g a n s e b u t a n l a i n , s e s u a i 
k e t e n t u a n p e r a t u r a n p e r u n d a n g - u n d a n g a n . 

( 3 ) W a k i l B u p a t i m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k 
d a n s u s u n a n s u r a t , t e r d i r i a t a s : 

a . s u r a t b i a s a ; 

b . s u r a t k e t e r a n g a n ; 

c . s u r a t p e r i n t a h ; 

d . s u r a t i z i n ; 

e . s u r a t p e r i n t a h t u g a s ; 

f . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

g . n o t a d i n a s ; 

h . l e m b a r d i s p o s i s i ; 

i . t e l a a h a n s t a f ; 

j . l a p o r a n ; 

k . r e k o m e n d a s i ; d a n 

1. m e m o . 

P a r a g r a f 3 
S e k r e t a r i s D a e r a h 

P a s a l 2 9 

( 1 ) S e k r e t a r i s D a e r a h a t a s n a m a B u p a t i m e n a n d a t a n g a n i 
n a s k a h d i n a s , m e l i p u t i : 

a . d a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m b e r u p a 
K e p u t u s a n B u p a t i ; d a n 

b . d a l a m b e n t u k d a n s u s u n a n s u r a t , t e r d i r i a t a s : 

1 . s u r a t e d a r a n ; 

2 . s u r a t b i a s a ; 

3 . s u r a t k e t e r a n g a n ; 

4 . s u r a t p e r i n t a h ; 

5 . s u r a t i z i n ; 

6 . s u r a t p e r i n t a h t u g a s 



• 

17 

7 . s u r a t u n d a n g a n ; 

8 . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

9 . s u r a t p a n g g i l a n ; 

1 0 . n o t a d i n a s ; 

1 1 . p e n g u m u m a n ; 

1 2 . l a p o r a n ; 

1 3 . s u r a t p e n g a n t a r ; 

1 4 . r a d i o g r a m ; 

1 5 . b e r i t a a c a r a ; 

1 6 . p i a g a m ; 

1 7 . s e r t i f i k a t ; d a n 

1 8 . S T T P P . 

( 2 ) S e k r e t a r i s D a e r a h b e r d a s a r k a n s u r a t k u a s a / s u r a t k u a s a 
k h u s u s B u p a t i a t a u p e n d e l e g a s i a n w e w e n a n g d a r i B u p a t i , 
b e r t i n d a k u n t u k d a n a t a s n a m a P e m e r i n t a h D a e r a h , 
m e n a n d a t a n g a n i n a s k a h d i n a s s u r a t b e r u p a K e s e p a k a t a n 
B e r s a m a d a n / a t a u P e r j a n j i a n K e r j a s a m a a t a u d e n g a n 
s e b u t a n l a i n , s e s u a i k e t e n t u a n p e r a t u r a n p e r u n d a n g -
u n d a n g a n . 

( 3 ) S e k r e t a r i s D a e r a h m e n a n d a t a n g a n i n a s k a h d i n a s t e r d i r i 
a t a s : 
a . s u r a t b i a s a ; 
b . s u r a t k e t e r a n g a n ; 
c . s u r a t p e r i n t a h ; 
d . s u r a t i z i n ; 
e . s u r a t p e r i n t a h t u g a s ; 
f . s u r a t p e r i n t a h p e r j a l a n a n d i n a s ; 
g . s u r a t k u a s a ; 
h . s u r a t u n d a n g a n ; 
i . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 
j . s u r a t p a n g g i l a n ; 
k . n o t a d i n a s ; 
1. n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s ; 
m . l e m b a r d i s p o s i s i ; 
n . t e l a a h a n s t a f ; 
o . p e n g u m u m a n ; 
p . l a p o r a n ; 
q . r e k o m e n d a s i ; 
r . s u r a t p e n g a n t a r ; 
s . l e m b a r a n D a e r a h ; 
t . b e r i t a D a e r a h ; 
u . b e r i t a a c a r a ; 
v . n o t u l e n ; 
w . m e m o ; 
x . d a f t a r h a d i r ; d a n 
y . s e r t i f i k a t . 
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P a r a g r a f 4 
A s i s t e n 

P a s a l 3 0 

( 1 ) A s i s t e n a t a s n a m a S e k r e t a r i s D a e r a h m e n a n d a t a n g a n i 
n a s k a h d i n a s d a l a m b e n t u k d a n s u s u n a n s u r a t , t e r d i r i a t a s : 

a . s u r a t b i a s a ; 

b . s u r a t k e t e r a n g a n ; 

c . s u r a t p e r i n t a h ; 

d . s u r a t p e r i n t a h t u g a s ; 

e . s u r a t u n d a n g a n ; 

f . s u r a t p a n g g i l a n ; 

g . r a d i o g r a m ; 

h . n o t a d i n a s ; 
i . l a p o r a n ; 
j . s u r a t p e n g a n t a r ; d a n 
k . d a f t a r h a d i r . 

( 2 ) A s i s t e n m e m a r a f n a s k a h d i n a s s e b a g a i m a n a d i m a k s u d p a d a 
a y a t ( 1 ) h u r u f c d a n h u r u f d u n t u k K e p a l a P D y a n g 
m e l a k s a n a k a n p e r j a l a n a n d i n a s s e s u a i d e n g a n l i n g k u p 
k o o r d i n a s i m a s i n g - m a s i n g A s i s t e n . 

( 3 ) A s i s t e n m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n 
s u s u n a n s u r a t , t e r d i r i a t a s : 

a . n o t a d i n a s ; 

b . n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s ; 

c . l e m b a r d i s p o s i s i ; 

d . t e l a a h a n s t a f ; 

e . l a p o r a n ; 

f . s u r a t p e n g a n t a r ; 

g . n o t u l e n ; d a n 

h . m e m o . 
I*] 

P a r a g r a f 5 
S t a f A h l i 
P a s a l 3 1 

S t a f A h l i m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n 
s u s u n a n s u r a t , t e r d i r i a t a s : 

a . n o t a d i n a s ; 

b . t e l a a h a n s t a f ; d a n 

c . l a p o r a n . 
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P a r a g r a f 6 
K e p a l a P D 

P a s a l 3 2 

( 1 ) K e p a l a P D a t a s n a m a B u p a t i m e n a n d a t a n g a n i n a s k a h 
d i n a s , m e l i p u t i : 

a . d a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m b e r u p a 
K e p u t u s a n B u p a t i ; d a n 

b . d a l a m b e n t u k d a n s u s u n a n s u r a t , t e r d i r i a t a s : 

1 . s u r a t b i a s a ; 

2 . s u r a t k e t e r a n g a n ; 

3 . s u r a t p e r i n t a h ; 

4 . s u r a t p e r i n t a h t u g a s ; 

5 . s u r a t u n d a n g a n ; 

6 . s u r a t p e n g a n t a r ; d a n 

7 . s e r t i f i k a t . 

( 2 ) K e p a l a P D b e r d a s a r k a n s u r a t k u a s a B u p a t i a t a u 
p e n d e l e g a s i a n w e w e n a n g d a r i B u p a t i , b e r t i n d a k u n t u k d a n 
a t a s n a m a P e m e r i n t a h D a e r a h , m e n a n d a t a n g a n i n a s k a h 
d i n a s s u r a t b e r u p a K e s e p a k a t a n B e r s a m a d a n / a t a u 
P e r j a n j i a n K e r j a s a m a a t a u d e n g a n s e b u t a n l a i n , s e s u a i 
k e t e n t u a n p e r a t u r a n p e r u n d a n g - u n d a n g a n . 

( 3 ) K e p a l a P D m e n a n d a t a n g a n i n a s k a h d i n a s : 

a . s u r a t b i a s a ; 

b . s u r a t k e t e r a n g a n ; 

c . s u r a t p e r i n t a h ; 

d . s u r a t i z i n ; 

e . s u r a t p e r i n t a h t u g a s 

f . s u r a t p e r i n t a h p e r j a l a n a n d i n a s ; 

g- s u r a t k u a s a ; 

h . s u r a t u n d a n g a n ; 

i . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

j - s u r a t p a n g g i l a n ; 

k . n o t a d i n a s ; 

1. l e m b a r d i s p o s i s i ; 

m . t e l a a h a n s t a f ; 

n . n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s ; 

o . p e n g u m u m a n ; 

P - l a p o r a n ; 

q . r e k o m e n d a s i ; 

r . b e r i t a a c a r a ; 

s . m e m o ; 

t . s u r a t p e n g a n t a r ; 
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u . d a f t a r h a d i r ; d a n 

t . s e r t i f i k a t . 

P a s a l 3 3 

K e p a l a B a d a n K e p e g a w a i a n , P e n d i d i k a n d a n P e l a t i h a n D a e r a h 
s e l a k u K e p a l a P D a t a s n a m a B u p a t i m e n a n d a t a n g a n i n a s k a h 
d i n a s d a l a m b e n t u k d a n s u s u n a n s u r a t , t e r d i r i a t a s : 

a . r a d i o g r a m ; 

b . p i a g a m ; 

c . s e r t i f i k a t ; d a n 

d . S T T P P . 

P a s a l 3 4 

( 1 ) S e k r e t a r i s D P R D a t a s n a m a B u p a t i m e n a n d a t a n g a n i n a s k a h 
d i n a s m e l i p u t i : 
a . d a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m b e r u p a 

K e p u t u s a n B u p a t i ; d a n 
b . d a l a m b e n t u k d a n s u s u n a n s u r a t , t e r d i r i a t a s : 

1 . s u r a t b i a s a ; 
2 . s u r a t k e t e r a n g a n ; 
3 . s u r a t p e r i n t a h ; 
4 . s u r a t u n d a n g a n ; d a n 
5 . s e r t i f i k a t . 

( 2 ) S e k r e t a r i s D P R D b e r d a s a r k a n s u r a t k u a s a B u p a t i a t a u 
p e n d e l e g a s i a n w e w e n a n g d a r i B u p a t i , b e r t i n d a k u n t u k d a n 
a t a s n a m a P e m e r i n t a h D a e r a h , m e n a n d a t a n g a n i n a s k a h 
d i n a s s u r a t b e r u p a K e s e p a k a t a n B e r s a m a d a n / a t a u 
P e r j a n j i a n K e r j a s a m a a t a u d e n g a n s e b u t a n l a i n , s e s u a i 
k e t e n t u a n p e r a t u r a n p e r u n d a n g - u n d a n g a n . 

( 3 ) S e k r e t a r i s D P R D m e n a n d a t a n g a n i n a s k a h d i n a s : 
a . s u r a t b i a s a ; 
b . s u r a t k e t e r a n g a n ; 
c . s u r a t p e r i n t a h ; 
d . s u r a t i z i n ; 
e . s u r a t p e r i n t a h t u g a s ; 
f . s u r a t p e r i n t a h p e r j a l a n a n d i n a s ; 

g - s u r a t k u a s a ; 
h . s u r a t u n d a n g a n ; 
i . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

j - s u r a t p a n g g i l a n ; 
k . n o t a d i n a s ; 
1. l e m b a r d i s p o s i s i ; 
m . t e l a a h a n s t a f ; 
n . p e n g u m u m a n ; 
o . l a p o r a n ; 

P - r e k o m e n d a s i ; 

q . b e r i t a a c a r a ; 
r . m e m o ; d a n 
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s . d a f t a r h a d i r . 

P a r a g r a f 9 

S e k r e t a r i s , K e p a l a B a g i a n T a t a U s a h a , K e p a l a B i d a n g , 
d a n W a k i l D i r e k t u r 

P a s a l 3 5 

( 1 ) S e k r e t a r i s , K e p a l a B a g i a n T a t a U s a h a , d a n W a k i l D i r e k t u r 
a t a s n a m a K e p a l a P D m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m 
b e n t u k d a n s u s u n a n s u r a t , t e r d i r i a t a s : 
a . s u r a t b i a s a ; 

b . s u r a t k e t e r a n g a n ; 

c . s u r a t p e r i n t a h ; 

d . s u r a t u n d a n g a n ; 

e . s u r a t p e r i n t a h t u g a s 

f . n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s 

g . n o t a d i n a s ; 

h . l a p o r a n ; 

i . d a f t a r h a d i r ; d a n 

( 2 ) S e k r e t a r i s , K e p a l a B a g i a n T a t a U s a h a , d a n W a k i l D i r e k t u r 
m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n s u s u n a n 
s u r a t , t e r d i r i a t a s : 

a . s u r a t b i a s a ; 
b . s u r a t k e t e r a n g a n ; 
c . s u r a t p e r i n t a h ; 
d . s u r a t p e r i t a h t u g a s ; 
e . s u r a t k u a s a ; 
f . s u r a t u n d a n g a n ; 
g . s u r a t p e r i n t a h P e r j a l a n a n D i n a s ; 
h . n o t a d i n a s ; 
i . n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s ; 
j . l e m b a r d i s p o s i s i ; 
k . t e l a a h a n s t a f ; 
1. l a p o r a n ; 
m . n o t u l e n ; 
n . m e m o ; d a n 
o . d a f t a r h a d i r . 
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P a r a g r a f 1 0 
K e p a l a B a g i a n d i l i n g k u n g a n S e k r e t a r i a t D P R D d a n K e p a l a 

B i d a n g 
P a s a l 3 6 

( 1 ) K e p a l a B a g i a n d i l i n g k u n g a n S e k r e t a r i a t D P R D , K e p a l a 
B i d a n g a t a s n a m a K e p a l a P D m e n a n d a t a n g a n i n a s k a h d i n a s 
d a l a m b e n t u k d a n s u s u n a n s u r a t , t e r d i r i d a r i : 
a . s u r a t b i a s a ; 
b . s u r a t k e t e r a n g a n ; 
c . s u r a t p e r i n t a h ; 
d . s u r a t p e r i n t a h t u g a s ; 
e . s u r a t i z i n ; 
f . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 
g . s u r a t p a n g g i l a n ; d a n 
h . d a f t a r h a d i r . 

( 2 ) K e p a l a B a g i a n d a n K e p a l a B i d a n g m e n a n d a t a n g a n i n a s k a h 
d i n a s d a l a m b e n t u k d a n s u s u n a n s u r a t , t e r d i r i d a r i : 
a . n o t a d i n a s ; 
b . n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s ; 
c . l e m b a r d i s p o s i s i ; 
d . t e l a a h a n s t a f ; 
e . l a p o r a n ; d a n 
f . d a f t a r h a d i r . 

P a r a g r a f 1 1 
c a m a t 

P a s a l 3 7 

( 1 ) C a m a t a t a s n a m a b u p a t i m e n a n d a t a n g a n i n a s k a h d i n a s 
m e l i p u t i : 
a . d a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m b e r u p a 

K e p u t u s a n B u p a t i ; d a n 
b . d a l a m b e n t u k d a n s u s u n a n s u r a t : 

1 . s u r a t b i a s a ; 

2 . s u r a t k e t e r a n g a n ; 

3 . s u r a t p e r i n t a h ; 

4 . s u r a t p e r i n t a h t u g a s ; d a n 

5 . s u r a t u n d a n g a n . 
( 2 ) C a m a t m e n a n d a t a n g a n i n a s k a h d a l a m b e n t u k d a n s u s u n a n 

s u r a t , t e r d i r i a t a s : 

a . s u r a t b i a s a ; 

b . s u r a t k e t e r a n g a n ; 

c . s u r a t p e r i n t a h ; 

d . s u r a t i z i n ; 

e . s u r a t p e r i n t a h t u g a s ; 

f. s u r a t p e r i n t a h p e r j a l a n a n d i n a s ; 

g . s u r a t k u a s a ; 
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h . s u r a t u n d a n g a n ; 

i . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

j . s u r a t p a n g g i l a n ; 

k . n o t a d i n a s ; 

1. n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s ; 

m . l e m b a r d i s p o s i s i ; 

n . t e l a a h a n s t a f ; 

o . p e n g u m u m a n ; 

p . l a p o r a n ; 

q . r e k o m e n d a s i ; 

r . b e r i t a a c a r a ; 

s . m e m o ; d a n 

t . d a f t a r h a d i r . 
( 3 ) c a m a t b e r d a s a r k a n s u r a t k u a s a / s u r a t k u a s a k h u s u s B u p a t i 

a t a u p e n d e l e g a s i a n w e w e n a n g d a r i B u p a t i , b e r t i n d a k u n t u k 
d a n a t a s n a m a P e m e r i n t a h D a e r a h , m e n a n d a t a n g a n i n a s k a h 
d i n a s s u r a t b e r u p a K e s e p a k a t a n B e r s a m a d a n / a t a u 
P e r j a n j i a n K e r j a s a m a a t a u d e n g a n s e b u t a n l a i n , s e s u a i 
k e t e n t u a n p e r a t u r a n p e r u n d a n g - u n d a n g a n 

P a r a g r a f 1 2 

K e p a l a S u b b a g i a n , K e p a l a S u b b i d a n g , d a n K e p a l a S e k s i 
P a s a l 3 8 

( 1 ) K e p a l a S u b b a g i a n , K e p a l a S u b b i d a n g , d a n K e p a l a S e k s i a t a s 
n a m a S e k r e t a r i s , K e p a l a B a g i a n , d a n K e p a l a B i d a n g 
m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n s u s u n a n 
s u r a t , t e r d i r i a t a s : 

a . s u r a t p e r i n t a h ; 

b . s u r a t p e r i n t a h t u g a s 

c . n o t a d i n a s ; d a n 

d . d a f t a r h a d i r . 

( 2 ) K e p a l a S u b b a g i a n , K e p a l a S u b b i d a n g , d a n K e p a l a S e k s i 
m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n s u s u n a n 
s u r a t , t e r d i r i a t a s : 

a . n o t a d i n a s ; 

b . t e l a a h a n s t a f ; 

c . n o t u l e n ; d a n 

d . l a p o r a n . 
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P a r a g r a f 1 3 

L u r a h 
P a s a l 3 9 

( 1 ) L u r a h a t a s n a m a c a m a t m e n a n d a t a n g a n i n a s k a h d i n a s 
m e l i p u t i : 

a . s u r a t b i a s a ; 

b . s u r a t k e t e r a n g a n ; 

c . s u r a t p e r i n t a h ; d a n 

d . s u r a t u n d a n g a n . 

( 2 ) L u r a h m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n 
s u s u n a n s u r a t , t e r d i r i a t a s : 

a . s u r a t b i a s a ; 

b . s u r a t k e t e r a n g a n ; 

c . s u r a t p e r i n t a h ; 

d . s u r a t i z i n ; 

e . s u r a t p e r j a n j i a n ; 

f . s u r a t p e r i n t a h t u g a s ; 

g - s u r a t p e r i n t a h p e r j a l a n a n d i n a s ; 

h . s u r a t k u a s a ; 

i . s u r a t u n d a n g a n ; 

j - s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

k . s u r a t p a n g g i l a n ; 

1. n o t a d i n a s ; 

m . n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s ; 

n . l e m b a r d i s p o s i s i ; 
o . t e l a a h a n s t a f ; 

P - p e n g u m u m a n ; 

q - l a p o r a n ; 

r . r e k o m e n d a s i ; 

s . b e r i t a d a e r a h ; 

t . b e r i t a a c a r a ; 

u . m e m o ; d a n 

V . d a f t a r h a d i r . 

P a r a g r a f 1 4 

K e p a l a U P T 
P a s a l 4 0 

( 1 ) K e p a l a U P T p a d a P e r a n g k a t D a e r a h a t a s n a m a k e p a l a P e r a n g k a t 
D a e r a h d a p a t m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n 
s u s u n a n s u r a t , t e r d i r i a t a s : 

a . s u r a t b i a s a ; 
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b . s u r a t k e t e r a n g a n ; 

c . s u r a t p e r i n t a h ; 

d . n o t a d i n a s ; d a n 

e . d a f t a r h a d i r . 
( 2 ) K e p a l a U P T p a d a d i n a s d a n K e p a l a U P T p a d a b a d a n 

m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m b e n t u k d a n s u s u n a n 
s u r a t , t e r d i r i a t a s : 

a . s u r a t b i a s a ; 

b . s u r a t p e r i n t a h ; 

c. s u r a t p e r j a n j i a n ; 

d . s u r a t p e r i n t a h t u g a s ; 

e . s u r a t p e r i n t a h p e r j a l a n a n d i n a s ; 
1 1 J 7 

f. s u r a t k u a s a ; 

g . s u r a t u n d a n g a n ; 

h . s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s ; 

i . s u r a t p a n g g i l a n ; 

j - n o t a d i n a s ; 

k . n o t a p e n g a j u a n k o n s e p n a s k a h d i n a s ; 

1. l e m b a r d i s p o s i s i ; 

m t e l a a h a n s t a f ; 

n . p e n g u m u m a n ; 

o . l a p o r a n ; 

P - r e k o m e n d a s i ; 

q- b e r i t a a c a r a ; 

r . m e m o ; d a n 

s . d a f t a r h a d i r . 

P a s a l 4 1 

J a b a t a n f u n g s i o n a l m e n a n d a t a n g a n i n a s k a h d i n a s d a l a m 
b e n t u k d a n s u s u n a n s u r a t , t e r d i r i a t a s : 

a . n o t a d i n a s ; 

b . t e l a a h a n s t a f ; d a n 

c . l a p o r a n . 

B a g i a n K e e m p a t 

P e n d e l e g a s i a n P e n a n d a t a n g a n a n 

P a s a l 4 2 

( 1 ) P e n d e l e g a s i a n p e n a n d a t a n g a n a n n a s k a h d i n a s d i t e t a p k a n 
d e n g a n K e p u t u s a n B u p a t i . 
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( 2 ) P e l a k s a n a a n p e n d e l e g a s i a n p e n a n d a t a n g a n a n n a s k a h d i n a s 
s u r a t b e r u p a K e s e p a k a t a n B e r s a m a / P e r j a n j i a n K e r j a s a m a 
a t a u d e n g a n s e b u t a n l a i n , d i t u a n g k a n d a l a m b e n t u k s u r a t 
k u a s a / s u r a t k u a s a k h u s u s . 

B a g i a n K e l i m a 

P e n g g u n a a n T i n t a 

P a s a l 4 3 

( 1 ) T i n t a y a n g d i g u n a k a n u n t u k n a s k a h d i n a s b e r w a r n a h i t a m 
d e n g a n k u a l i t a s S t a n d a r N a s i o n a l I n d o n e s i a ( S N I ) . 

( 2 ) T i n t a y a n g d i g u n a k a n u n t u k p e n a n d a t a n g a n a n d a n p a r a f 
n a s k a h d i n a s b e r w a r n a b i r u t u a . 

B A B V I 
P E N O M O R A N , P E N G U N D A N G A N , D A N A U T E N T I F I K A S I 

P R O D U K H U K U M 
P a r a g r a f 1 

N a s k a h D i n a s P r o d u k H u k u m 

P a s a l 4 4 

( 1 ) P e n o m o r a n p r o d u k h u k u m s e r t a n a s k a h d i n a s s u r a t b e r b e n t u k 
L e m b a r a n D a e r a h d a n B e r i t a D a e r a h d i l a k u k a n o l e h B a g i a n 
H u k u m S e t d a . 

( 2 ) P e n o m o r a n p r o d u k h u k u m b e r u p a P e r a t u r a n D P R D , 
K e p u t u s a n D P R D , K e p u t u s a n P i m p i n a n D P R D , K e p u t u s a n 
B a d a n K e h o r m a t a n D P R D , d i l a k u k a n o l e h S e k r e t a r i a t D P R D . 

( 3 ) P e n o m o r a n n a s k a h d i n a s p r o d u k h u k u m b e r u p a K e p u t u s a n 
B u p a t i y a n g d i t a n d a t a n g a n i K e p a l a P D a t a s n a m a B u p a t i , 
d i l a k u k a n o l e h u n i t y a n g m e n a n g a n i t a t a u s a h a p a d a P D 
m a s i n g - m a s i n g m e n g g u n a k a n n o m o r , k o d e k l a s i f i k a s i , d a n 
s i n g k a t a n n o m e n k l a t u r P D , d e n g a n k e t e n t u a n t e r l e b i h d a h u l u 
b e r k o o r d i n a s i d e n g a n B a g i a n H u k u m 

( 4 ) P e n o m o r a n p r o d u k h u k u m d a l a m b e n t u k y a n g b e r s i f a t 
p e n g a t u r a n m e n g g u n a k a n n o m o r b u l a t . 

( 5 ) P e n o m o r a n p r o d u k h u k u m d a l a m b e n t u k y a n g b e r s i f a t 
p e n e t a p a n m e n g g u n a k a n n o m o r k o d e k l a s i f i k a s i s e s u a i 
s u b s t a n s i p r o d u k h u k u m . 

P a s a l 4 5 

( 1 ) P r o d u k h u k u m d a l a m b e n t u k P e r a t u r a n D a e r a h y a n g t e l a h 
d i t e t a p k a n d a n d i b e r i k a n n o m o r , w a j i b d i u n d a n g k a n d a l a m 
L e m b a r a n D a e r a h . 

( 2 ) P r o d u k h u k u m d a l a m b e n t u k P e r a t u r a n B u p a t i , P e r a t u r a n 
B e r s a m a B u p a t i , d a n P e r a t u r a n D P R D y a n g t e l a h d i t e t a p k a n 
d a n d i b e r i k a n n o m o r . w a j i b d i u n d a n g k a n d a l a m B e r i t a D a e r a h . 
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( 3 ) P e n g u n d a n g a n P e r a t u r a n D a e r a h , P e r a t u r a n B u p a t i , P e r a t u r a n 
B e r s a m a B u p a t i , d a n P e r a t u r a n D P R D d i l a k u k a n o l e h 
S e k r e t a r i s D a e r a h d e n g a n f a s i l i t a s i B a g i a n H u k u m . 

P a s a l 4 6 

( 1 ) P r o d u k h u k u m y a n g t e l a h d i t a n d a t a n g a n i d a n d i b e r i 
p e n o m o r a n s e l a n j u t n y a d i l a k u k a n a u t e n t i f i k a s i . 

( 2 ) A u t e n t i f i k a s i s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 1 ) d i l a k u k a n 
o l e h : 

a . K e p a l a B a g i a n H u k u m u n t u k P e r a t u r a n D a e r a h , P e r a t u r a n 
B u p a t i , P e r a t u r a n B e r s a m a B u p a t i , d a n K e p u t u s a n B u p a t i ; 
d a n 

b . S e k r e t a r i s D P R D u n t u k P e r a t u r a n D P R D , K e p u t u s a n D P R D , 
K e p u t u s a n P i m p i n a n D P R D , d a n K e p u t u s a n B a d a n 
K e h o r m a t a n . 

P a r a g r a f 2 

N a s k a h D i n a s S u r a t 
P a s a l 4 7 

( 1 ) P e n o m o r a n n a s k a h d i n a s s u r a t y a n g d i t a n d a t a n g a n i o l e h 
B u p a t i , W a k i l B u p a t i , S e k r e t a r i s D a e r a h d a n A s i s t e n d i l u a r 
n a s k a h d i n a s s u r a t b e r u p a L e m b a r a n D a e r a h d a n B e r i t a 
D a e r a h , d i l a k u k a n o l e h B a g i a n y a n g m e n a n g a n i t a t a u s a h a 
p a d a S e k r e t a r i a t D a e r a h , m e n g g u n a k a n n o m o r , k o d e k l a s i f i k a s i 
d a n n a m a P D / B a g i a n t e r k a i t s e s u a i s u b s t a n s i n a s k a h d i n a s 
s u r a t . 

( 2 ) P e n o m o r a n n a s k a h d i n a s K e s e p a k a t a n B e r s a m a / P e r j a n j i a n 
K e r j a s a m a a t a u s e b u t a n l a i n n y a , d i l a k u k a n o l e h B a g i a n 
A d m i n i s t r a s i P e m e r i n t a h a n p a d a S e k r e t a r i a t D a e r a h 
m e n g g u n a k a n n o m o r , k o d e k l a s i f i k a s i , d a n s i n g k a t a n 
n o m e n k l a t u r P D . 

( 3 ) P e n o m o r a n n a s k a h d i n a s K e s e p a k a t a n B e r s a m a / P e r j a n j i a n 
K e r j a s a m a a t a u s e b u t a n l a i n n y a y a n g d i t a n d a t a n g a n i o l e h 
k e p a l a P D b e r d a s a r k a n p e n d e l e g a s i a n , d i l a k u k a n o l e h u n i t 
y a n g m e n a n g a n i t a t a u s a h a p a d a P D m e n g g u n a k a n n o m o r , 
k o d e k l a s i f i k a s i , d a n s i n g k a t a n n o m e n k l a t u r P D , d e n g a n 
k e t e n t u a n t e r l e b i h d a h u l u b e r k o o r d i n a s i d e n g a n B a g i a n 
A d m i n i s t r a s i P e m e r i n t a h a n . 

( 4 ) P e n o m o r a n n a s k a h d i n a s s u r a t y a n g d i t a n d a t a n g a n i o l e h 
K e p a l a P D , d i l a k u k a n o l e h u n i t y a n g m e n a n g a n i t a t a u s a h a 
p a d a P D m a s i n g - m a s i n g m e n g g u n a k a n n o m o r , k o d e k l a s i f i k a s i , 
d a n n a m a b i d a n g P D t e r k a i t s e s u a i s u b s t a n s i n a s k a h d i n a s 
s u r a t . 
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B A B V I I 

S T E M P E L 

B a g i a n K e s a t u 

J e n i s 

P a s a l 4 8 

J e n i s s t e m p e l u n t u k n a s k a h d i n a s t e r d i r i a t a s : 

a . s t e m p e l j a b a t a n ; d a n 

b . s t e m p e l P e r a n g k a t D a e r a h . 

P a s a l 4 9 

( 1 ) S t e m p e l j a b a t a n s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 4 8 
h u r u f a , y a i t u s t e m p e l j a b a t a n B u p a t i d a n K e t u a D P R D . 

( 2 ) S t e m p e l j a b a t a n B u p a t i s e b a g a i m a n a d i m a k s u d p a d a a y a t 
( 1 ) b e r i s i n a m a j a b a t a n d a n m e n g g u n a k a n l a m b a n g n e g a r a 
d e n g a n p e m b a t a s t a n d a b i n t a n g . 

( 3 ) S t e m p e l j a b a t a n K e t u a D P R D s e b a g a i m a n a d i m a k s u d p a d a 
a y a t ( 1 ) b e r i s i n a m a j a b a t a n d a n m e n g g u n a k a n l a m b a n g 
d a e r a h d e n g a n p e m b a t a s t a n d a b i n t a n g . 

P a s a l 5 0 

S t e m p e l P e r a n g k a t D a e r a h s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 
4 8 h u r u f b , t e r d i r i a t a s : 

a . s t e m p e l P e r a n g k a t D a e r a h ; 

b . s t e m p e l P e r a n g k a t D a e r a h u n t u k k e p e r l u a n t e r t e n t u ; d a n 

c . s t e m p e l U P T . 

B a g i a n K e d u a 
B e n t u k , U k u r a n , d a n I s i 

P a s a l 5 1 

S t e m p e l j a b a t a n d a n s t e m p e l P e r a n g k a t D a e r a h s e b a g a i m a n a 
d i m a k s u d d a l a m P a s a l 4 8 b e r b e n t u k l i n g k a r a n . 

P a s a l 5 2 

U k u r a n s t e m p e l j a b a t a n d a n s t e m p e l P e r a n g k a t D a e r a h 
s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 5 1 , m e l i p u t i : 

a . u k u r a n g a r i s t e n g a h l i n g k a r a n l u a r s t e m p e l j a b a t a n d a n 
s t e m p e l P e r a n g k a t D a e r a h , a d a l a h 4 c m ; 
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b . u k u r a n g a r i s t e n g a h l i n g k a r a n t e n g a h s t e m p e l j a b a t a n d a n 
s t e m p e l P e r a n g k a t D a e r a h , a d a l a h 3 , 8 c m ; 

c . u k u r a n g a r i s t e n g a h l i n g k a r a n d a l a m s t e m p e l j a b a t a n d a n 
s t e m p e l P e r a n g k a t D a e r a h , a d a l a h 2 , 7 c m ; d a n 

d . j a r a k a n t a r a 2 ( d u a ) g a r i s y a n g t e r d a p a t d a l a m l i n g k a r a n 
d a l a m m a k s i m a l 1 c m . 

P a s a l 5 3 

( 1 ) U k u r a n s t e m p e l P e r a n g k a t D a e r a h u n t u k k e p e r l u a n t e r t e n t u 
s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 5 0 h u r u f b , m e l i p u t i : 

a . u k u r a n g a r i s t e n g a h l i n g k a r a n l u a r s t e m p e l j a b a t a n d a n 
s t e m p e l P e r a n g k a t D a e r a h , a d a l a h 1 , 8 c m ; 

b . u k u r a n g a r i s t e n g a h l i n g k a r a n t e n g a h s t e m p e l j a b a t a n 
d a n s t e m p e l P e r a n g k a t D a e r a h , a d a l a h 1 , 7 c m ; 

c . u k u r a n g a r i s t e n g a h l i n g k a r a n d a l a m s t e m p e l j a b a t a n 
d a n s t e m p e l P e r a n g k a t D a e r a h , a d a l a h 1 , 2 c m ; d a n 

d . j a r a k a n t a r a 2 ( d u a ) g a r i s y a n g t e r d a p a t d a l a m l i n g k a r a n 
d a l a m , m a k s i m a l 0 , 5 c m . 

( 2 ) S t e m p e l P e r a n g k a t D a e r a h u n t u k k e p e r l u a n t e r t e n t u 
s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 1 ) d i g u n a k a n u n t u k k a r t u 
p e g a w a i , t a n d a p e n g e n a l , a s u r a n s i k e s e h a t a n , d a n 
s e j e n i s n y a . 

P a s a l 5 4 

( 1 ) S t e m p e l j a b a t a n b e r i s i n a m a j a b a t a n d a n m e n g g u n a k a n 
l a m b a n g n e g a r a d e n g a n p e m b a t a s t a n d a b i n t a n g . 

( 2 ) S t e m p e l P e r a n g k a t D a e r a h s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 5 0 h u r u f a d a n h u r u f b , b e r i s i n a m a P e m e r i n t a h 
k a b u p a t e n B a n d u n g , n a m a P D y a n g b e r s a n g k u t a n . 

( 3 ) S t e m p e l U P T s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 5 0 h u r u f 
c , b e r i s i n a m a P e m e r i n t a h k a b u p a t e n B a n d u n g , P D , d a n U P T 
y a n g b e r s a n g k u t a n . 

P a s a l 5 5 

B e n t u k s t e m p e l s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 4 8 , P a s a l 
5 0 , P a s a l 5 1 , P a s a l 5 2 , P a s a l 5 3 , d a n P a s a l 5 4 t e r c a n t u m d a l a m 
L a m p i r a n , s e b a g a i b a g i a n y a n g t i d a k t e r p i s a h k a n d a r i 
P e r a t u r a n B u p a t i i n i . 



3 0 

B a g i a n K e t i g a 

P e n g g u n a a n 

P a s a l 5 6 

( 1 ) P e j a b a t y a n g b e r h a k m e n g g u n a k a n s t e m p e l j a b a t a n 
s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 4 8 h u r u f a , y a i t u 
B u p a t i , W a k i l B u p a t i , K e t u a D P R D , d a n W a k i l K e t u a D P R D . 

( 2 ) P e j a b a t y a n g b e r h a k m e n g g u n a k a n s t e m p e l P e r a n g k a t 
D a e r a h s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 4 8 h u r u f b , 
y a i t u K e p a l a P D , K e p a l a U P T , a t a u p e j a b a t y a n g d i b e r i 
w e w e n a n g . 

P a s a l 5 7 

S t e m p e l u n t u k n a s k a h d i n a s m e n g g u n a k a n t i n t a b e r w a r n a 
u n g u d a n d i b u b u h k a n p a d a b a g i a n k i r i t a n d a t a n g a n p e j a b a t 
y a n g m e n a n d a t a n g a n i n a s k a h d i n a s . 

B a g i a n K e e m p a t 

K e w e n a n g a n P e m e g a n g d a n P e n y i m p a n S t e m p e l 
P a s a l 5 8 

( 1 ) P e j a b a t y a n g b e r h a k m e n y i m p a n s t e m p e l j a b a t a n 
s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 4 8 h u r u f a , y a i t u 
P e j a b a t / P e t u g a s y a n g m e n g e l o l a T a t a U s a h a P i m p i n a n d i 
S e k r e t a r i a t D a e r a h d a n S e k r e t a r i a t D P R D . 

( 2 ) P e j a b a t y a n g b e r h a k m e n y i m p a n s t e m p e l P e r a n g k a t D a e r a h 
s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 4 8 h u r u f b , p e j a b a t 
y a n g m e n g e l o l a t a t a u s a h a p a d a P D . 

( 3 ) P e n y i m p a n a n S t e m p e l u n t u k U n i t K e r j a s e l a i n y a n g 
d i t e n t u k a n d a l a m a y a t ( 1 ) d a n a y a t ( 2 ) d i t e t a p k a n o l e h 
K e p a l a P D 

B a g i a n K e l i m a 
P e n g a m a n a n 

P a s a l 5 9 

U n t u k p e n g a m a n a n s t e m p e l n a s k a h d i n a s , d a p a t d i g u n a k a n 
k o d e k h u s u s y a n g d i b u a t d a n d i k e t a h u i o l e h p e t u g a s p e m e g a n g 
d a n p e n y i m p a n s t e m p e l d a n P i m p i n a n U n i t K e r j a y a n g 
m e m b i d a n g i t a t a u s a h a . 
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B A B V I I I 

K O P N A S K A H D I N A S 

B a g i a n K e s a t u 

J e n i s 

P a s a l 6 0 

J e n i s k o p n a s k a h d i n a s , t e r d i r i a t a s : 

a . k o p n a s k a h d i n a s j a b a t a n ; d a n 

b . k o p n a s k a h d i n a s P e r a n g k a t D a e r a h d a n U P T . 

B a g i a n K e d u a 

B e n t u k d a n I s i 

P a s a l 6 1 

( 1 ) K o p n a s k a h d i n a s j a b a t a n s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 6 0 h u r u f a m e n g g u n a k a n l a m b a n g , s e b a g a i b e r i k u t : 

a . l a m b a n g n e g a r a b e r w a r n a k u n i n g e m a s u k u r a n 2 , 7 c m x 
2 , 5 c m p o s i s i s i m e t r i s , d i b a w a h n y a b e r t u l i s k a n B U P A T I 
B A N D U N G d i b a w a h n y a b e r t u l i s k a n P R O V I N S I J A W A 
B A R A T d e n g a n j e n i s h u r u f Bookman Old style u k u r a n 
1 2 , d a n d i t e m p a t k a n d i b a g i a n t e n g a h a t a s u n t u k n a s k a h 
d i n a s d a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m ; 

b . l a m b a n g n e g a r a b e r w a r n a k u n i n g e m a s u k u r a n 2 , 7 c m x 
2 , 5 c m p o s i s i s i m e t r i s , d i b a w a h n y a b e r t u l i s k a n B U P A T I 
B A N D U N G d e n g a n j e n i s h u r u f a r i a l u k u r a n 1 2 d a n 
d i t e m p a t k a n d i b a g i a n t e n g a h a t a s s e r t a a l a m a t , n o m o r 
t e l e p o n , n o m o r f a k s i m i l i , w e b s i t e , e - m a i l , d a n k o d e p o s 
d i t e m p a t k a n d i b a g i a n t e n g a h b a w a h , u n t u k n a s k a h 
d i n a s d a l a m b e n t u k d a n s u s u n a n s u r a t , k e c u a l i n a s k a h 
d i n a s d a l a m b e n t u k p i a g a m , s e r t i f i k a t , d a n S T T P P ; 

c . l a m b a n g n e g a r a b e r w a r n a k u n i n g e m a s u k u r a n 2 , 7 c m x 
2 , 5 c m p o s i s i s i m e t r i s , d i b a w a h n y a b e r t u l i s k a n P I M P I N A N 
D P R D K A B U P A T E N B A N D U N G d i b a w a h n y a b e r t u l i s k a n 
P R O V I N S I J A W A B A R A T d e n g a n j e n i s h u r u f Bookman Old 
style u k u r a n 1 2 , d a n d i t e m p a t k a n d i b a g i a n t e n g a h a t a s 
u n t u k n a s k a h d i n a s d a l a m b e n t u k d a n s u s u n a n p r o d u k 
h u k u m b e r u p a P e r a t u r a n D P R D , K e p u t u s a n P i m p i n a n 
D P R D d a n K e p u t u s a n D P R D ; 

d . l a m b a n g n e g a r a b e r w a r n a k u n i n g e m a s u k u r a n 2 , 7 c m x 
2 , 5 c m p o s i s i s i m e t r i s b e r t u l i s k a n K E T U A B A D A N 
K E H O R M A T A N D P R D K A B U P A T E N B A N D U N G 
d i b a w a h n y a b e r t u l i s k a n P R O V I N S I J A W A B A R A T 
d i t e m p a t k a n d i b a g i a n t e n g a h j e n i s h u r u f Bookman Old 
style u k u r a n 1 2 , d a n d i t e m p a t k a n d i b a g i a n t e n g a h a t a s 
s e r t a a l a m a t , n o m o r d i t e m p a t k a n d i b a g i a n b a w a h u n t u k 
n a s k a h d i n a s d a l a m b e n t u k r o d u k h u k u m b e r u p a 
K e p u t u s a n K e t u a B a d a n K e h o r m a t a n D P R D . 
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( 2 ) K o p n a s k a h d i n a s P e r a n g k a t D a e r a h s e b a g a i m a n a d i m a k s u d 
d a l a m P a s a l 6 0 h u r u f b , m e m u a t n a m a P e m e r i n t a h D a e r a h , 
n a m a P D , a l a m a t , n o m o r t e l e p o n , n o m o r f a k s i m i l i , w e b s i t e , 
e - m a i l , n a m a t e m p a t , d a n k o d e p o s , m e n g g u n a k a n l a m b a n g 
d a e r a h b e r w a r n a d i t e m p a t k a n p a d a b a g i a n k i r i a t a s k e r t a s . 

B a g i a n K e t i g a 
P e n g g u n a a n 

P a s a l 6 2 

( 1 ) K o p n a s k a h d i n a s j a b a t a n s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 6 1 a y a t ( 1 ) h u r u f a d a n h u r u f b , d i g u n a k a n u n t u k 
n a s k a h d i n a s y a n g d i t a n d a t a n g a n i o l e h B u p a t i d a n W a k i l 
B u p a t i ; 

( 2 ) K o p n a s k a h d i n a s j a b a t a n s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 6 1 a y a t ( 1 ) h u r u f c , d i g u n a k a n u n t u k n a s k a h d i n a s 
y a n g d i t a n d a t a n g a n i o l e h K e t u a D P R D a t a u W a k i l K e t u a 
D P R D ; 

( 3 ) K o p n a s k a h d i n a s j a b a t a n s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 6 1 a y a t ( 1 ) h u r u f d , d i g u n a k a n u n t u k n a s k a h d i n a s 
p r o d u k h u k u m y a n g d i t a n d a t a n g a n i K e t u a B a d a n 
K e h o r m a t a n D P R D 

( 4 ) K o p n a s k a h d i n a s P e r a n g k a t D a e r a h s e b a g a i m a n a d i m a k s u d 
d a l a m P a s a l 6 1 a y a t ( 2 ) , d i g u n a k a n u n t u k n a s k a h d i n a s 
P e r a n g k a t D a e r a h d a n U P T y a n g d i t a n d a t a n g a n i o l e h S t a f 
A h l i , K e p a l a P D , d a n K e p a l a U P T . 

P a s a l 6 3 

F o r m a t / b e n t u k K o p n a s k a h d i n a s P e r a n g k a t D a e r a h 
s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 6 0 t e r c a n t u m d a l a m 
L a m p i r a n s e b a g a i b a g i a n y a n g t i d a k t e r p i s a h k a n d a r i P e r a t u r a n 
B u p a t i i n i . 

B A B I X 

S A M P U L N A S K A H D I N A S 

B a g i a n K e s a t u 

J e n i s 

P a s a l 6 4 

J e n i s s a m p u l n a s k a h d i n a s , t e r d i r i a t a s : 

a . s a m p u l n a s k a h d i n a s j a b a t a n ; d a n 

b . s a m p u l n a s k a h d i n a s P e r a n g k a t D a e r a h . 
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B a g i a n K e d u a 

B e n t u k , U k u r a n , d a n I s i 

P a s a l 6 5 

S a m p u l n a s k a h d i n a s j a b a t a n d a n s a m p u l n a s k a h d i n a s 
P e r a n g k a t D a e r a h s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 6 4 
b e r b e n t u k e m p a t p e r s e g i p a n j a n g . 

P a s a l 6 6 

( 1 ) U k u r a n s a m p u l n a s k a h d i n a s j a b a t a n d a n s a m p u l n a s k a h 
d i n a s P e r a n g k a t D a e r a h s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 
6 4 , m e l i p u t i : 

a . s a m p u l d e n g a n u k u r a n p a n j a n g 4 1 c m d a n l e b a r 3 0 c m ; 

b . s a m p u l m a p d e n g a n u k u r a n p a n j a n g 3 5 c m d a n l e b a r 2 5 
c m ; 

c . s a m p u l s e t e n g a h f o l i o d e n g a n u k u r a n p a n j a n g 2 8 c m d a n 
l e b a r 1 8 c m ; d a n 

d . s a m p u l s e p e r e m p a t f o l i o d e n g a n u k u r a n p a n j a n g 2 8 c m 
d a n l e b a r 1 4 c m . 

( 2 ) J e n i s k e r t a s s a m p u l n a s k a h d i n a s s e b a g a i m a n a d i m a k s u d 
p a d a a y a t ( 1 ) m e n g g u n a k a n k e r t a s c a s i n g d e n g a n w a r n a : 

a . p u t i h u n t u k s a m p u l n a s k a h d i n a s j a b a t a n s e b a g a i m a n a 
d i m a k s u d d a l a m P a s a l 6 4 h u r u f a ; d a n 

b . c o k l a t u n t u k s a m p u l n a s k a h d i n a s P e r a n g k a t D a e r a h 
s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 6 4 h u r u f b . 

( 3 ) D a l a m r a n g k a m e n g a n g k a t i d e n t i t a s d a n p o t e n s i d a e r a h 
S a m p u l N a s k a h D i n a s J a b a t a n d a n s a m p u l n a s k a h d i n a s 
P e r a n g k a t D a e r a h d a p a t m e n g g u n a k a n m o t i f k h a s 
k a b u p a t e n K a b u p a t e n B a n d u n g 

( 4 ) M o t i f k h a s k a b u p a t e n K a b u p a t e n B a n d u n g s e b a g a i m a n a 
d i t e t a p k a n d a l a m K e p u t u s a n B u p a t i . 

P a s a l 6 7 

( 1 ) S a m p u l n a s k a h d i n a s j a b a t a n m e n g g u n a k a n l a m b a n g n e g a r a 
b e r w a r n a k u n i n g e m a s d i c e t a k , m e m u a t n a m a j a b a t a n , 
a l a m a t , n o m o r t e l e p o n , n o m o r f a k s i m i l i , w e b s i t e , e - m a i l , 
n a m a t e m p a t , d a n k o d e p o s y a n g d i t e m p a t k a n d i b a g i a n 
t e n g a h a t a s . 

( 2 ) S a m p u l n a s k a h d i n a s P D m e m u a t n a m a P e m e r i n t a h D a e r a h , 
l a m b a n g D a e r a h d a n n a m a P D , a l a m a t , n o m o r t e l e p o n , 
n o m o r f a k s i m i l i , w e b s i t e , e - m a i l , n a m a t e m p a t , d a n k o d e p o s 
y a n g d i t e m p a t k a n d i b a g i a n t e n g a h a t a s . 
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( 3 ) S a m p u l n a s k a h d i n a s U P T m e m u a t n a m a P e m e r i n t a h 
D a e r a h , l a m b a n g D a e r a h d a n n a m a P D , n a m a U P T , a l a m a t , 
n o m o r t e l e p o n , n o m o r f a k s i m i l i , w e b s i t e , e - m a i l , n a m a 
t e m p a t , d a n k o d e p o s y a n g d i t e m p a t k a n d i b a g i a n t e n g a h 
a t a s . 

( 4 ) S a m p u l n a s k a h d i n a s j a b a t a n u n t u k n a s k a h d i n a s 
u n d a n g a n m e n g g u n a k a n l a m b a n g N e g a r a b e r w a r n a k u n i n g 
e m a s d i s e b e l a h k i r i s a m p u l . 

P a s a l 6 8 

F o r m a t / b e n t u k s a m p u l n a s k a h d i n a s s e b a g a i m a n a d i m a k s u d 
d a l a m P a s a l 6 4 t e r c a n t u m d a l a m L a m p i r a n s e b a g a i b a g i a n 
y a n g t i d a k t e r p i s a h k a n d a r i P e r a t u r a n B u p a t i i n i . 

B A B X 
P A P A N N A M A 

B a g i a n K e s a t u 
J e n i s 

P a s a l 6 9 

J e n i s p a p a n n a m a t e r d i r i a t a s : 

a . p a p a n n a m a k a n t o r B u p a t i ; d a n 

b . p a p a n n a m a k a n t o r P e r a n g k a t D a e r a h . 

B a g i a n K e d u a 

B e n t u k , U k u r a n , d a n I s i 

P a s a l 7 0 

( 1 ) P a p a n n a m a s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 6 9 
b e r b e n t u k e m p a t p e r s e g i p a n j a n g . 

( 2 ) U k u r a n p a p a n n a m a s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 1 ) 
d i s e s u a i k a n d e n g a n b e s a r b a n g u n a n . 

P a s a l 7 1 

( 1 ) P a p a n n a m a k a n t o r B u p a t i s e b a g a i m a n a d i m a k s u d d a l a m 
P a s a l 6 9 h u r u f a , m e m u a t l a m b a n g D a e r a h b e r w a r n a , 
t u l i s a n k a n t o r B u p a t i B a n d u n g , a l a m a t . n o m o r t e l e p o n , n a m a 
t e m p a t , d a n k o d e p o s . 

( 2 ) P a p a n n a m a k a n t o r P e r a n g k a t D a e r a h s e b a g a i m a n a 
d i m a k s u d d a l a m P a s a l 6 9 h u r u f b , m e m u a t l a m b a n g D a e r a h 
b e r w a r n a , t u l i s a n P e m e r i n t a h D a e r a h , n a m a O P D , a l a m a t , 
n o m o r t e l e p o n , n a m a t e m p a t , d a n k o d e p o s . 

( 3 ) P a p a n n a m a k a n t o r U P T D i n a s / B a d a n m e m u a t l a m b a n g 
D a e r a h b e r w a r n a , t u l i s a n P e m e r i n t a h D a e r a h , n a m a O P D , 
n a m a U P T D i n a s / B a d a n a l a m a t , n o m o r t e l e p o n , n a m a 
t e m p a t , d a n k o d e p o s . 
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( 4 ) P D b e r d a s a r k a n P e r i n t a h P e r a t u r a n p e r u n d a g - u n d a n g a n 
d a p a t m e n e m p a t k a n l o g o l a i n d e n g a n k e t e n t u a n 
d i t e m p a t k a n d i s e b e l a h k a n a n L a m b a n g D a e r a h ; 

( 5 ) P e n e m p a t a n l o g o l a i n s e b a g a i m a n a d i m a k s u d p a d a a y a t ( 4 ) . 
t i d a k l e b i h t i n g g i d a r i l a m b a n g d a e r a h . 

P a s a l 7 3 

B e n t u k p a p a n n a m a s e b a g a i m a n a d i m a k s u d d a l a m P a s a l 7 0 
d a n P a s a l 7 1 t e r c a n t u m d a l a m L a m p i r a n s e b a g a i b a g i a n y a n g 
t i d a k t e r p i s a h a k a n d a r i P e r a t u r a n B u p a t i i n i . 

B a g i a n K e t i g a 

P e n e m p a t a n 

P a s a l 7 4 

P a p a n n a m a k a n t o r B u p a t i d a n p a p a n n a m a k a n t o r P e r a n g k a t 
D a e r a h s e r t a k a n t o r U P T d i t e m p a t k a n p a d a t e m p a t y a n g 
s t r a t e g i s , m u d a h d i l i h a t , d a n s e r a s i d e n g a n l e t a k s e r t a b e n t u k 
b a n g u n a n n y a . 

P a s a l 7 5 

B a g i k a n t o r P D y a n g b e r a d a d i b a w a h s a t u a t a p a t a u s a t u 
k o m p l e k , d i b u a t d a l a m s a t u p a p a n n a m a y a n g b e r t u l i s k a n 
s e m u a n a m a P D . 

B A B X I 
P E R U B A H A N D A N P E N C A B U T A N 

P a s a l 7 6 

( 1 ) P e r u b a h a n d a n p e n c a b u t a n n a s k a h d i n a s d a l a m b e n t u k d a n 
s u s u n a n p r o d u k h u k u m P e r a t u r a n D a e r a h , P e r a t u r a n 
B u p a t i , d a n K e p u t u s a n B u p a t i d i l a k u k a n d e n g a n b e n t u k 
d a n s u s u n a n n a s k a h d i n a s y a n g s e j e n i s . 

( 2 ) P e n a n d a t a n g a n a n p e r u b a h a n d a n p e n c a b u t a n n a s k a h d i n a s 
d a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m s e b a g a i m a n a 
d i m a k s u d p a d a a y a t ( 1 ) , d i l a k u k a n o l e h p e j a b a t y a n g 
m e n e t a p k a n n a s k a h d i n a s a t a u p e j a b a t d i a t a s n y a . 

B A B X I I 
P E M B I N A A N D A N P E N G A W A S A N 

P a s a l 7 7 

( 1 ) B u p a t i m e l a k u k a n p e m b i n a a n d a n p e n g a w a s a n a t a s 
p e n y e l e n g g a r a a n t a t a n a s k a h d i n a s d i l i n g k u n g a n P e r a n g k a t 
D a e r a h . 

( 2 ) P e n y e l e n g g a r a a n p e m b i n a a n p e n g a w a s a n a t a s 
p e n y e l e n g g a r a a n t a t a n a s k a h d i n a s d i L i n g k u n g a n P e r a n g k a t 
D a e r a h d i l a k u k a n o l e h K e p a l a P e r a n g k a t D a e r a h 



3 6 

B A B X I I I 
K E T E N T U A N L A I N - L A I N 

P a s a l 7 8 

( 1 ) U P T a t a u U n i t K e r j a d i L i n g k u n g a n P e r a n g k a t D a e r a h d a p a t 
m e n g e l u a r k a n N a s k a h D i n a s P r o d u k H u k u m b e r d a s a r k a n 
P e r i n t a h P e r a t u r a n P e r u n d a n g - u n d a n g a n y a n g b e r s i f a t 
k h u s u s d a n s p e s i f i k . 

( 2 ) D a l a m h a l t e r d a p a t n a s k a h d i n a s y a n g d i t e n t u k a n o l e h 
p e r a t u r a n p e r u n d a n g - u n d a n g a n d i t i n g k a t p u s a t , d a n t i d a k 
d i a t u r d a l a m P e r a t u r a n B u p a t i i n i , m a k a d i l a k s a n a k a n 
s e s u a i k e t e n t u a n p e r a t u r a n p e r u n d a n g - u n d a n g a n , d a n 
p e n o m o r a n n y a m e n g a c u p a d a k e t e n t u a n y a n g d i a t u r d a l a m 
P e r a t u r a n B u p a t i i n i . 

P a s a l 7 9 

( 1 ) P e n y e l e n g g a r a a n T a t a N a s k a h D i n a s d a p a t m e m a n f a a t k a n 
p e n g g u n a a n t e k n o l o g i i n f o r m a s i y a n g m e n c a n g k u p 
m e k a n i s m e p e n g e l o l a a n t a t a n a s k a h d i n a s d a n a s p e k 
p e n d u k u n g l a i n n y a . 

( 2 ) P e m a n f a a t a n T e k n o l o g i I n f o r m a s i d a l a m p e n y e l e n g g a r a a n 
T a t a N a s k a h D i n a s s e b a g a i m a n a d i m a k s u d p a d a A y a t ( 1 ) 
t e t a p m e n g g u n a k a n b e n t u k d a n m o d e l T a t a N a s k a h D i n a s 
S e b a g a i m a n a t e r c a n t u m d a l a m l a m p i r a n P e r a t u r a n B u p a t i 
i n i . 

( 3 ) I n f o r m a s i e l e k t r o n i k d a n / a t a u d o k u m e n e l e k t r o n i k d a n / 
a t a u h a s i l c e t a k n y a m e r u p a k a n a l a t b u k t i h u k u m y a n g s a h 
s e s u a i k e t e n t u a n p e r a t u r a n p e r u n d a n g - u n d a n g a n ; 

B A B X V 

K E T E N T U A N P E N U T U P 
P a s a l 7 9 

D e n g a n d i t e t a p k a n n y a P e r a t u r a n B u p a t i i n i , m a k a P e r a t u r a n 
B u p a t i B a n d u n g N o m o r 5 4 T a h u n 2 0 1 4 t e n t a n g T a t a N a s k a h 
D i n a s d i L i n g k u n g a n P e m e r i n t a h K a b u p a t e n B a n d u n g ( B e r i t a 
D a e r a h T a h u n 2 0 1 4 N o m o r 5 4 ) , d i c a b u t d a n d i n y a t a k a n t i d a k 
b e r l a k u . 

P a s a l 8 0 

P e r a t u r a n B u p a t i i n i m u l a i b e r l a k u p a d a t a n g g a l d i u n d a n g k a n . 
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A g a r s e t i a p o r a n g d a p a t m e n g e t a h u i n y a , m e m e r i n t a h k a n 
p e n g u n d a n g a n P e r a t u r a n B u p a t i i n i d e n g a n p e n e m p a t a n n y a 
d a l a m B e r i t a D a e r a h K a b u p a t e n B a n d u n g . 

D i u n d a n g k a n d i B a n d u n g 
p a d a t a n g g a l 1 2 D e s e m b e r 2 0 1 7 

D i t e t a p k a n d i B a n d u n g 
j d a t a n g g a l 1 2 D e s e m b e r 2 0 1 7 

D U N G , 

G M N A S E R 

j E K R E T A R I S D A E R A H 
{TEN B A N D U N G 

N A T A P R A W I R A 

B E R I T A D A E R A H K A B U P A T E N B A N D U N G T A H U N 2 0 1 7 N O M O R 7 4 



L A M P I R A N I : P E R A T U R A N B U P A T I B A N D U N G 
N O M O R : 7 4 T A H U N 2 0 1 7 
T A N G G A L : 1 2 D e s e m b e r 2 0 1 7 
T E N T A N G : T A T A N A S K A H D I 

L I N G K U N G A N P E M E R I N T A H 
K A B U P A T E N B A N D U N G 

A. Bentuk dan Susunan Naskah Dinas Produk Hukum, antara la in: 
1. Peraturan Daerah; 

BUPATI BANDUNG 
PROVINSI JAWA BARAT 

P E R A T U R A N D A E R A H K A B U P A T E N B A N D U N G 
N O M O R T A H U N 

T E N T A N G 

D E N G A N R A H M A T T U H A N Y A N G M A H A E S A 

B U P A T I B A N D U N G , 

M e n i m b a n g 

M e n g i n g a t 

a . b a h w a 
b . b a h w a 
c . D s t 

1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h . 
3 . P e r a t u r a n P r e s i d e n , 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

D e n g a n p e r s e t u j u a n b e r s a m a 

D E W A N P E R W A K I L A N R A K Y A T D A E R A H K A B U P A T E N B A N D U N G 

d a n 

B U P A T I B A N D U N G 

M E M U T U S K A N 

M e n e t a p k a n : P E R A T U R A N D A E R A H T E N T A N G 
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B A B I 
K E T E N T U A N U M U M 

P a s a l 1 

B A B I I 

( d a n s e t e r u s n y a ) 

P e r a t u r a n D a e r a h i n i m u l a i b e r l a k u p a d a t a n g g a l d i u n d a n g k a n . 

A g a r s e t i a p o r a n g m e n g e t a h u i n y a , m e m e r i n t a h k a n p e n g u n d a n g a n P e r a t u r a n 
D a e r a h i n i d e n g a n p e n e m p a t a n n y a d a l a m L e m b a r a n D a e r a h K a b u p a t e n 
B a n d u n g . 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

B U P A T I B A N D U N G , 

N A M A 

D i u n d a n g k a n d i S o r e a n g 
p a d a t a n g g a l 

S E K R E T A R I S D A E R A H K A B U P A T E N B A N D U N G 

T a n d a T a n g a n 

N A M A 
L E M B A R A N D A E R A H K A B U P A T E N B A N D U N G 
T A H U N N O M O R 

S a l i n a n s e s u a i d e n g a n a s l i n y a 

K E P A L A B A G I A N H U K U M 

T T D 

N A M A 
N I P 

N O R E G P E R A T U R A N D A E R A H K A B U P A T E N B A N D U N G P R O V I N S I J A W A 

B A R A T : 

3 9 



4 0 

Peraturan Bupati ; 

BUPATI BANDUNG 
PROVINSI JAWA BARAT 

P E R A T U R A N B U P A T I B A N D U N G 
N O M O R . . . . T A H U N 

T E N T A N G 

D E N G A N R A H M A T T U H A N Y A N G M A H A E S A 

B U P A T I B A N D U N G , 

b a h w a 
b a h w a 
D s t 

U n d a n g - U n d a n g 
P e r a t u r a n P e m e r i n t a h 
P e r a t u r a n P r e s i d e n 
P e r a t u r a n M e n t e r i 
D s t . 

M E M U T U S K A N : 

M e n e t a p k a n : P E R A T U R A N B U P A T I T E N T A N G 

B A B I 
K E T E N T U A N U M U M 

P a s a l 1 
D a l a m P e r a t u r a n B u p a t i i n i y a n g d i m a k s u d d e n g a n : 

B A B I I 
B a g i a n K e s a t u 

P a r a g r a f 1 
P a s a l . . . 

B A B . . . 
K E T E N T U A N P E R A L I H A N ( j i k a d i p e r l u k a n ) 

M e n i m b a n g : a . 
b . 
c . 

M e n g i n g a t : 1 . 
2 . 
3 . 
4 . 
5 . 

4 0 
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B A B . . . 
K E T E N T U A N P E N U T U P 

P e r a t u r a n B u p a t i i n i m u l a i b e r l a k u p a d a t a n g g a l d i u n d a n g k a n . 

A g a r s e t i a p o r a n g m e n g e t a h u i n y a , m e m e r i n t a h k a n p e n g u n d a n g a n P e r a t u r a n 
B u p a t i i n i d e n g a n p e n e m p a t a n n y a d a l a m B e r i t a D a e r a h K a b u p a t e n B a n d u n g . 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

B U P A T I B A N D U N G , 

N A M A 

D i u n d a n g k a n d i S o r e a n g 
p a d a t a n g g a l 

S E K R E T A R I S D A E R A H K A B U P A T E N B A N D U N G , 

N A M A 
B E R I T A D A E R A H K A B U P A T E N B A N D U N G 
T A H U N N O M O R 

S a l m a n s e s u a i d e n g a n h a s i l n y a 

K E P A L A B A G I A N H U K U M , 

N A M A 
N I P . 

4 1 



4 2 

3. Peraturan Bersama Bupati ; 

BUPATI 
BUPATI 
PROVINSI 

P E R A T U R A N B E R S A M A B U P A T I B A N D U N G 

D A N B U P A T I 

N O M O R T A H U N 

N O M O R T A H U N 

T E N T A N G 

D E N G A N R A H M A T T U H A N Y A N G M A H A E S A 
B U P A T I B A N D U N G D A N 

B U P A T I / W A L I K O T A , 

M e n i m b a n g : a . b a h w a 
b . b a h w a 
c . D s t 

M e n g i n g a t : 1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h . 
3 . P e r a t u r a n P r e s i d e n 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

M E M U T U S K A N : 

M e n e t a p k a n : P E R A T U R A N B E R S A M A B U P A T I B A N D U N G D A N 
B U P A T I / W A L I K O T A T E N T A N G 

B A B I 

K E T E N T U A N U M U M 

P a s a l 1 

D a l a m p e r a t u r a n b e r s a m a i n i y a n g d i m a k s u d d e n g a n : 

B A B I I 

B a g i a n P e r t a m a 

P a r a g r a f 1 

P a s a l 

4 2 



4 3 

( d a n s e t e r u s n y a ) 

K E T E N T U A N P E R A L I H A N ( J i k a d i p e r l u k a n ) 

B A B . . . 
K E T E N T U A N P E N U T U P 

P a s a l . . . . 

P e r a t u r a n B e r s a m a i n i m u l a i b e r l a k u p a d a t a n g g a l d i u n d a n g k a n . 

A g a r s e t i a p o r a n g m e n g e t a h u i n y a , m e m e r i n t a h k a n p e n g u n d a n g a n P e r a t u r a n 
B e r s a m a i n i d e n g a n p e n e m p a t a n n y a d a l a m b e r i t a d a e r a h K a b u p a t e n 
B a n d u n g d a n B e r i t a D a e r a h K a b u p a t e n / K o t a 

D i t e t a p k a n d i S o r e a n g 

p a d a t a n g g a l 

B U P A T I / W A L I K O T A B U P A T I B A N D U N G , 

N A M A N A M A 

P a d a t a n g g a l . 
D i u n d a n g k a n d i . 

SEKRETARIS DAERAH KABUPATEN 
BANDUNG, 

D i u n d a n g k a n d i . . . . 
P a d a t a n g g a l 

SEKRETARIS DAERAH 
KAB/KOTA..., 

NAMA NAMA 

BERITA DAERAH KABUPATEN BANDUNG TAHUN....NOMOR.. 
BERITA DAERAH KABUPATEN TAHUN....NOMOR.. 

S a l i n a n s e s u a i d e n g a n a s l i n y a 

K E P A L A B A G I A N H U K U M , 

T T D 

N A M A 
N I P 

4 3 
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Peraturan DPRD; 

PIMPINAN DPRD KABUPATEN BANDUNG 
PROVINSI JAWA BARAT 

P E R A T U R A N D P R D K A B U P A T E N K A B U P A T E N B A N D U N G 
N O M O R ... T A H U N ... 

T E N T A N G 

D E N G A N R A H M A T T U H A N Y A N G M A H A E S A 

P I M P I N A N D P R D K A B U P A T E N B A N D U N G , 

b a h w a 
b a h w a 
D s t 

U n d a n g - U n d a n g 
P e r a t u r a n P e m e r i n t a h 
P e r a t u r a n P r e s i d e n 
P e r a t u r a n M e n t e r i 
D s t . 

M E M U T U S K A N : 

M e n e t a p k a n : P E R A T U R A N D P R D T E N T A N G 

B A B I 
K E T E N T U A N U M U M 

P a s a l 1 

B A B I I 

P a s a l . . . 

B A B ... 
( d a n s e t e r u s n y a ) 

P a s a l . . . 

M e n i m b a n g : a . 
b . 
c . 

M e n g i n g a t : 1 . 
2 . 
3 . 
4 . 
5 . 

P e r a t u r a n D P R D i n i m u l a i b e r l a k u p a d a t a n g g a l d i u n d a n g k a n . 



4 5 

A g a r s e t i a p o r a n g m e n g e t a h u i n y a , m e m e r i n t a h k a n p e n g u n d a n g a n P e r a t u r a n 
D P R D i n i d e n g a n p e n e m p a t a n n y a d a l a m B e r i t a D a e r a h K a b u p a t e n B a n d u n g 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l . . . 

K E T U A D P R D ( A T A U W A K I L K E T U A D P R D ) 
K A B U P A T E N B A N D U N G , 

N A M A 

D i u n d a n g k a n d i . . . p a d a t a n g g a l ... 
S E K R E T A R I S D A E R A H K A B U P A T E N B A N D U N G , 

t a n d a t a n g a n 

N A M A 

B E R I T A D A E R A H K A B U P A T E N B A N D U N G T A H U N ... N O M O R ... 

S a l i n a n s e s u a i d e n g a n a s l i n y a 
S E K R E T A R I S D P R D 

K A B U P A T E N B A N D U N G , 

T T D 
N A M A 

N I P 

4 5 
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a. Keputusan Bupati; 

BUPATI BANDUNG 
PROVINSI JAWA BARAT 

K E P U T U S A N B U P A T I B A N D U N G 
N O M O R T A H U N 

T E N T A N G 

B U P A T I B A N D U N G , 

M e n i m b a n g : a . b a h w a . 
b . b a h w a . 
c . D s t 

M e n g i n g a t : 1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h . 
3 . P e r a t u r a n P r e s i d e n 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

M e m p e r h a t i k a n : 1 . ( J i k a d i p e r l u k a n ) 
2 . 
3 . 

M E M U T U S K A N : 

M e n e t a p k a n : 

K E S A T U : 
K E D U A : 
K E T I G A : 
K E E M P A T : 
K E L I M A : K e p u t u s a n B u p a t i i n i m u l a i b e r l a k u p a d a t a n g g a l 

d i t e t a p k a n 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

B U P A T I B A N D U N G , 

N A M A 

S a l i n a n s e s u a i d e n g a n a s l i n y a 

K E P A L A B A G I A N H U K U M , 

T T D 

N A M A 
N I P 



4 7 

b. Keputusan Bupati yang ditandatangani oleh Wakil Bupati ; 

BUPATI BANDUNG 
PROVINSI JAWA BARAT 

K E P U T U S A N B U P A T I B A N D U N G 
N O M O R T A H U N 

T E N T A N G 

M e n i m b a n g 

B U P A T I B A N D U N G , 

a . b a h w a 
b . b a h w a 
c . D s t 

M e n g i n g a t 1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h . 
3 . P e r a t u r a n P r e s i d e n 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

M e m p e r h a t i k a n 

M e n e t a p k a n 

K E S A T U 
K E D U A 
K E T I G A 
K E E M P A T 
K E L I M A 

1 . 
2 . 
3 . 

( J i k a d i p e r l u k a n ) 

M E M U T U S K A N 

K e p u t u s a n B u p a t i i n i m u l a i b e r l a k u p a d a t a n g g a l 
d i t e t a p k a n 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

a . n B U P A T I B A N D U N G 
W A K I L B U P A T I , 

N A M A 

S a l i n a n s e s u a i d e n g a n a s l i n y a 

K E P A L A B A G I A N H U K U M , 

T T D 

N A M A 
N I P 

4 7 
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c. Keputusan Bupati yang ditandatangani oleh Sekretar is Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
S E K R E T A R I A T D A E R A H 

JL Raya Soreang Km. 17 Telp. (022) 5891191-5891192-5891143-5891144 Fax (022) 5891183 
Soreang 40911 Kabupaten Bandung Provinsi Jawa Barat, E-mail: infb@bandungkab.go.id 

Website: www.bandungkab.go.id 

K E P U T U S A N B U P A T I B A N D U N G 
N O M O R T A H U N 

T E N T A N G 

M e n i m b a n g 

B U P A T I B A N D U N G , 

a . b a h w a 
b . b a h w a 
c . D s t 

M e n g i n g a t 1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h . 
3 . P e r a t u r a n P r e s i d e n 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

M e m p e r h a t i k a n 1 . 
2 . 
3 . 

( J i k a d i p e r l u k a n ) 

M E M U T U S K A N 

M e n e t a p k a n 

K E S A T U 
K E D U A 
K E T I G A 
K E E M P A T 
K E L I M A K e p u t u s a n B u p a t i i n i m u l a i b e r l a k u p a d a t a n g g a l 

d i t e t a p k a n 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

a . n B U P A T I B A N D U N G 
S E K R E T A R I S D A E R A H , 

N A M A 

4 8 
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S a l i n a n s e s u a i d e n g a n a s l i n y a 

K E P A L A B A G I A N H U K U M , 

T T D 

N A M A 
N I P 

TEMBUSAN: 
Y t h . 1 . B u p a t i B a n d u n g 

2 
3 . D s t . S e s u a i k a n d e n g a n k e b u t u h a n 
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d. Keputusan Bupati yang ditandatangani oleh Kepala Perangkat 
Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Lengkap Perangkat Daerah 

K E P U T U S A N B U P A T I B A N D U N G 
N O M O R T A H U N 

T E N T A N G 

B U P A T I B A N D U N G , 

M e n i m b a n g : a . b a h w a . 
b . b a h w a . 
c . D s t 

M e n g i n g a t 1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h . 
3 . P e r a t u r a n P r e s i d e n , 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

M e m p e r h a t i k a n 1 . ( J i k a d i p e r l u k a n ) 
2 . 
3 . 

M E M U T U S K A N : 

M e n e t a p k a n : 

K E S A T U : 
K E D U A : 
K E T I G A : 
K E E M P A T : 
K E L I M A : K e p u t u s a n B u p a t i i n i m u l a i b e r l a k u p a d a t a n g g a l 

d i t e t a p k a n 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

a . n B U P A T I B A N D U N G 
K E P A L A B A D A N / D I N A S / C A M A T . . . . , 

N A M A 

TEMBUSAN: 
Y t h . 1 . B u p a t i B a n d u n g 

2 
3 . D s t . S e s u a i k a n d e n g a n k e b u t u h a n 

5 0 
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Keputusan DPRD; 

PIMPINAN DPRD KABUPATEN BANDUNG 
PROVINSI JAWA BARAT 

K E P U T U S A N D P R D K A B U P A T E N B A N D U N G 
N O M O R . . . . T A H U N 

T E N T A N G 

P I M P I N A N D P R D K A B U P A T E N B A N D U N G , 

M e n i m b a n g a . b a h w a 
b . b a h w a 
c . D s t 

M e n g i n g a t : 1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h 
3 . P e r a t u r a n P r e s i d e n 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

M e m p e r h a t i k a n 1 . 
2 . 
3 . 

( J i k a d i p e r l u k a n ) 

M E M U T U S K A N 

M e n e t a p k a n 

K E S A T U 
K E D U A 
K E T I G A 
K E E M P A T 
K E L I M A K e p u t u s a n D P R D i n i m u l a i b e r l a k u p a d a t a n g g a l 

d i t e t a p k a n 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

K E T U A D P R D A T A U W A K I L K E T U A 
D P R D K A B U P A T E N B A N D U N G , 

N A M A L E N G K A P ( t a n p a g e l a r d a n 
p a n g k a t ) 

S a l i n a n s e s u a i d e n g a n a s l i n y a 

S E K R E T A R I S D P R D 
K A B U P A T E N B A N D U N G , 

T T D 

N A M A 
N I P 

51 
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7. Keputusan Pimpinan DPRD 

PIMPINAN DPRD KABUPATEN BANDUNG 
PROVINSI JAWA BARAT 

K E P U T U S A N P I M P I N A N D P R D K A B U P A T E N B A N D U N G 
N O M O R . . . . T A H U N 

T E N T A N G 

P I M P I N A N D P R D K A B U P A T E N B A N D U N G , 

M e n i m b a n g : a . b a h w a 
b . b a h w a 
c . D s t 

M e n g i n g a t : 1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h 
3 . P e r a t u r a n P r e s i d e n , 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

M e m p e r h a t i k a n 1 . 
2 . 
3 . 

( J i k a d i p e r l u k a n ) 

M E M U T U S K A N 

M e n e t a p k a n 

K E S A T U 
K E D U A 
K E T I G A 
K E E M P A T 
K E L I M A K e p u t u s a n P i m p i n a n D P R D i n i m u l a i b e r l a k u p a d a 

t a n g g a l d i t e t a p k a n 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

K E T U A D P R D A T A U W A K I L K E T U A 
D P R D K A B U P A T E N B A N D U N G , 

N A M A L E N G K A P ( t a n p a g e l a r d a n 
p a n g k a t ) 

S a l i n a n s e s u a i d e n g a n a s l i n y a 
S E K R E T A R I S D P R D 

K A B U P A T E N B A N D U N G , 

T T D 

N A M A 
N I P 

5 2 
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8. Keputusan Badan Kehormatan DPRD. 

V 

KETUA BADAN KEHORMATAN DPRD KABUPATEN BANDUNG 
PROVINSI JAWA BARAT 

K E P U T U S A N B A D A N K E H O R M A T A N D P R D K A B U P A T E N B A N D U N G 
N O M O R T A H U N 

T E N T A N G 

K E T U A B A D A N K E H O R M A T A N D P R D K A B U P A T E N B A N D U N G , 

M e n i m b a n g : a . b a h w a 
b . b a h w a 
c . D s t 

M e n g i n g a t 1 . U n d a n g - U n d a n g 
2 . P e r a t u r a n P e m e r i n t a h . 
3 . P e r a t u r a n P r e s i d e n 
4 . P e r a t u r a n M e n t e r i 
5 . D s t . 

M e m p e r h a t i k a n 

M e n e t a p k a n 

K E S A T U 
K E D U A 
K E T I G A 
K E E M P A T 
K E L I M A 

1 . 
2 . 
3 . 

( J i k a d i p e r l u k a n ) 

M E M U T U S K A N 

D i t e t a p k a n d i S o r e a n g 
p a d a t a n g g a l 

K E T U A B A D A N K E H O R M A T A N 
D P R D K A B U P A T E N B A N D U N G , 

S a l i n a n s e s u a i d e n g a n a s l i n y a 
S E K R E T A R I S D P R D 

K A B U P A T E N B A N D U N G , 

T T D 

N A M A 
N I P 

53 

N A M A L E N G K A P ( t a n p a g e l a r d a n 
p a n g k a t ) 
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B. Bentuk dan susunan Naskah Dinas biasa, antara la in: 
1. Instruks i ; 

:
 f V . t 

BUPATI BANDUNG 

INSTRUKSI BUPATI BANDUNG 

N O M O R 

T E N T A N G 

B U P A T I B A N D U N G , 

D a l a m r a n g k a 

D e n g a n i n i m e n g i n s t r u k s i k a n : 

K e p a d a : 1 

2 . 

3 . 

4 . 

U n t u k 

K E S A T U : 

K E D U A : 

K E T I G A : d a n s e t e r u s n y a 

I n s t r u k s i i n i m u l a i b e r l a k u p a d a t a n g g a l d i t e t a p k a n 

D i t e t a p k a n d i 
P a d a t a n g g a l 

B U P A T I B A N D U N G , 

N A M A 

J a l a n R a y a S o r e a n g K M . 1 7 T e l p ( 0 2 2 ) 5 8 9 1 1 9 1 - 5 8 9 1 1 4 3 - 5 8 9 1 1 4 4 F a x . 5 8 9 1 1 8 3 
S o r e a n g 4 0 9 1 1 P r o v i n s i J a w a B a r a t E - m a i l : i n f o @ b a n d u n g k a b . g o . i d W e b s i t e : 

w w w . b a n d u n g k a b . g o . i d 

5 4 
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Kesepakatan Bersama 

K E S E P A K A T A N B E R S A M A 

A N T A R A 

D E N G A N 

T E N T A N G 

( J U D U L K E S E P A K A T A N B E R S A M A ) 

N O M O R 

P a d a h a r i . t a n g g a l , b u l a n t a h u n , ( . . . . - - ) k a m i 
y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

I : 

S e l a n j u t n y a d i s e b u t P I H A K K E S A T U . 

I I : 

S e l a n j u t n y a d i s e b u t P I H A K K E D U A 

S e l a n j u t n y a P I H A K K E S A T U d a n P I H A K K E D U A s e c a r a b e r s a m a - s a m a d a l a m 
K e s e p a k a t a n B e r s a m a i n i d i s e b u t P A R A P I H A K . 

P A R A P I H A K t e r l e b i h d a h u l u m e n e r a n g k a n h a l - h a l s e b a g a i b e r i k u t ( R E C I T A L ) . 
1 . P R E M I S M A Y O R ( b e r i s i k a n h a l - h a l y a n g m e n j a d i d a s a r / p o k o k d i b u a t n y a 

K e s e p a k a t a n B e r s a m a ) ; 
2 . P R E M I S M I N O R ( b e r i s i k a n h a l - h a l l a i n n y a y a n g m e n d u k u n g d i b u a t n y a 

K e s e p a k a t a n B e r s a m a ) . 

B e r d a s a r k a n h a l - h a l t e r s e b u u t d i a t a s , s e s u a i d e n g a n k e d u d u k a n d a n k e w e n a n g a n 
m a s i n g - m a s i n g , P A R A P I H A K s e t u j u s e p a k a t u n t u k m e n g a d a k a n K e s e p a k a t a n 
B e r s a m a 
b e r a d a s a r k a n k e t e n t u a n d a n s y a r a t - s y a r a t s e b a g a i b e r i k u t : 

P a s a l 1 

M A K S U D D A N T U J U A N 

B e r i s i k a n M a k s u d d a n t u j u a n K e s e p a k a t a n B e r s a m a . 

P a s a l 2 

R U A N G L I N G K U P 

R u a n g l i n g k u p K e s e p a k a t a n B e r s a m a i n i , m e l i p u t i : 

a ; 
b ; d a n 
c 

5 5 
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P a s a l 3 

P E L A K S A N A A N 

( A P A D A N S I A P A B E R B U A T A P A ) 

( 1 ) 

( 2 ) 

( 3 ) 

P a s a l 4 

J A N G K A W A K T U 

P a s a l 5 
K O R E S P O N D E N S I 

T u j u a n 
A l a m a t 
F a k s i m i l i 
T e l e p o n 
E - M a i l 

T u j u a n 
A l a m a t 
F a k s i m i l i 
T e l e p o n 
E - M a i l 

P a s a l 6 
L A I N L L A I N 

( 1 ) 

( 2 ) 
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P a s a l 7 
P E N U T U P 

D e m i k i a n K e s e p a k a t a n B e r s a m a i n i d i b u a t d a n d i t a n d a t a n g a n i o l e h P A R A 
P I H A K d i p a d a h a r i , t a n g g a l , b u l a n d a n t a h u n t e r s e b u t d i a t a s d a l a m 
r a n g k a p ( ) b e r m e t e r a i c u k u p , m a s i n g - m a s i n g m e m p u n y a i k e k u a t a n 
h u k u m y a n g s a m a . 

P I H A K K E D U A , P I H A K K E S A T U , 

Meterai 
Rp. 6000,-

C a t a t a n : 

P e m b u b u h a n m e t e r a i d i l a k u k a n 1 ( s a t u ) e k s e m p l a r d i l e t a k k a n p a d a P I H A K K E S A T U , 

d a n 1 ( s a t u ) e k s e m p l a r l a i n n y a d i b u b u h k a n p a d a P I H A K K E D U A . L e m b a r k e t i g a y a n g 

b e r i s i p e m a r a f a n , m e r u p a k a n d o k u m e n y a n g d i s i m p a n o l e h B a g i a n A d m i n i s t r a s i 

P e m e r i n t a h a n S e k r e t a r i a t D a e r a h K a b u p a t e n B a n d u n g . 

5 7 
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Perjanjian Kerjasama 

P E R J A N I I A N K E R J A S A M A 

A N T A R A 

D E N G A N 

T E N T A N G 

( J U D U L P E R J A N J I A N K E R J A S A M A ) 

N O M O R 

P a d a h a r i . t a n g g a l b u l a n , t a h u n ( . . . . - - ) k a m i 
y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

I : 

S e l a n j u t n y a d i s e b u t P I H A K K E S A T U . 

S e l a n j u t n y a d i s e b u t P I H A K K E D U A 

S e l a n j u t n y a P I H A K K E S A T U d a n P I H A K K E D U A s e c a r a b e r s a m a - s a m a d a l a m 
P e r j a n j i a n K e r j a s a m a i n i d i s e b u t P A R A P I H A K . 

P A R A P I H A K t e r l e b i h d a h u l u m e n e r a n g k a n h a l - h a l s e b a g a i b e r i k u t ( R E C I T A L ) . 
3 . P R E M I S M A Y O R ( b e r i s i k a n h a l - h a l y a n g m e n j a d i d a s a r / p o k o k d i b u a t n y a 

P e r j a n j i a n K e r j a s a m a ) ; 
4 . P R E M I S M I N O R ( b e r i s i k a n h a l - h a l l a i n n y a y a n g m e n d u k u n g d i b u a t n y a P e r j a n j i a n 

K e r j a s a m a ) . 

B e r d a s a r k a n h a l - h a l t e r s e b u u t d i a t a s , s e s u a i d e n g a n k e d u d u k a n d a n k e w e n a n g a n 
m a s i n g - m a s i n g , P A R A P I H A K s e t u j u s e p a k a t u n t u k m e n g a d a k a n P e r j a n j i a n 
K e r j a s a m a 
b e r d a s a r k a n k e t e n t u a n d a n s y a r a t - s y a r a t s e b a g a i b e r i k u t : 

P a s a l 1 

( K L A U S U L A I N T E R P R E A T A S I / D E F I N I S I ) 

J i k a d i p a n d a n g p e r l u 

D a l a m P e r j a n j i a n K e r j a s a m a i n i y a n g d i m a k s u d d e n g a n : 
a a d a l a h 

b a d a l a h 

c a d a l a h 

d a d a l a h 

5 8 
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P a s a l 2 

M A K S U D D A N T U J U A N 

B e r i s i k a n m a k s u d d a n t u j u a n P e r j a n j i a n K e r j a s a m a 

P a s a l 3 

O B J E K K E R J A S A M A 

B e r i s i k a n o b j e k P e r j a n j i a n K e r j a s a m a 

P a s a l 4 

R U A N G L I N G K U P R u a n g l i n g k u p P e r j a n j i a n K e r j a s a m a i n i , m e l i p u t i : 

a ; 
b ; d a n 

P a s a l 5 
P E L A K S A N A A N 

A P A D A N S I A P A B E R B U A T A P A ) 

( 1 ) 

( 2 ) 

( 3 ) 

P a s a l 6 

( K L A U S U L A T R A N S A K S I ) 

H A K D A N K E W A J I B A N P I H A K K E S A T U 

( 1 ) P I H A K K E S A T U m e m p u n y a i h a k : 

a 

b 

c 

( 2 ) P I H A K K E S A T U m e m p u n y a i k e w a j i b a n : 

a 

b 

c 

P a s a l 7 

( K L A U S U L A T R A N S A K S I ) 

H A K D A N K E W A J I B A N P I H A K K E D U A 

( 1 ) P I H A K K E D U A m e m p u n y a i h a k : 
a 
b 
c 

( 2 ) P I H A K K E D U A m e m p u n y a i k e w a j i b a n : 
a 
b 
c 

5 9 
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P a s a l 8 

J A N G K A W A K T U 

P a s a l 9 
( K L A U S U L A S P E S I F I K ) 

L A R A N G A N / K E K H U S U S A N / P E N G E C U A L I A N 

( D 

( 2 ) 

P a s a l 1 0 

S O M A S I D A N S A N K S I 

( B E R I S I K A N S O M A S I / T E G U R A N D A N S A N K S I A P A B I L A P A R A P I H A K 

C I D E R A J A N J I / W A N P R E S T A TIE) 

( 1 ) 

( 2 ) 

P a s a l 1 1 

B E R A K H I R N Y A P E R J A N J I A N K E R J A S A M A 

P a s a l 1 2 

FORCE MAJEURE 



6 1 

P a s a l 1 3 

P E N Y E L E S A I A N P E R S E L I S I H A N 

P a s a l 1 4 
K O R E S P O N D E N S l 

T u j u a n 
A l a m a t 
F a k s i m i l i 
T e l e p o n 
E - M a i l 

T u j u a n 
A l a m a t 
F a k s i m i l i 
T e l e p o n 
E - M a i l 

P a s a l 1 5 

B E A M E T E R A I , P A J A K - P A J A K D A N B I A Y A L A I N - L A I N 

P a s a l 1 6 
L A I N - L A I N 

( D 

( 2 ) 
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P a s a l 7 
P E N U T U P 

D e m i k i a n P e r j a n j i a n K e r j a s a m a i n i d i b u a t d a n d i t a n d a t a n g a n i o l e h P A R A P I H A K 
d i p a d a h a h , t a n g g a l , b u l a n d a n t a h u n t e r s e b u t d i a t a s d a l a m r a n g k a p 

( ) b e r m e t e r a i c u k u p , m a s i n g - m a s i n g m e m p u n y a i k e k u a t a n h u k u m 
y a n g s a m a . 

P I H A K K E D U A , P I H A K K E S A T U , 

Meterai 
Rp. 6000,-

C a t a t a n : 

P e m b u b u h a n m e t e r a i d i l a k u k a n 1 ( s a t u ) e k s e m p l a r d i l e t a k k a n p a d a P I H A K K E S A T U , 

d a n 1 ( s a t u ) e k s e m p l a r l a i n n y a d i b u b u h k a n p a d a P I H A K K E D U A . L e m b a r k e t i g a y a n g 

b e r i s i p e m a r a f a n , m e r u p a k a n d o k u m e n y a n g d i s i m p a n o l e h B a g i a n A d m i n i s t r a s i 

P e m e r i n t a h a n S e k r e t a r i a t D a e r a h K a b u p a t e n B a n d u n g . 
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4.a Surat Edaran; 

BUPATI BANDUNG 

Tempat, Tanggal, Bulan dan Tahun 

Kepada 

Yth. 

di 
Tempat 

S U R A T E D A R A N 
NOMOR 

T E N T A N G 

Alinea/Paragraf. 

Alinea/Paragraf. 

BUPATI BANDUNG, 

NAMA 

J a l a n R a y a S o r e a n g K M . 1 7 T e l p ( 0 2 2 ) 5 8 9 1 1 9 1 - 5 8 9 1 1 4 3 - 5 8 9 1 1 4 4 F a x . 5 8 9 1 1 8 3 
S o r e a n g 4 0 9 1 1 P r o v i n s i J a w a B a r a t E - m a i l : i n f o @ b a n d u n g k a b . g o . i d W e b s i t e : 

w w w . b a n d u n g k a b . g o . i d 

6 3 

mailto:info@bandungkab.go.id
http://www.bandungkab.go.id


6 4 

4.b Surat Edaran yang ditandatangani Wakil Bupati ; 

A — » i 

y 

BUPATI BANDUNG 

Tempat, Tanggal, Bulan dan Tahun 

Kepada 

Yth. 

di 
Tempat 

S U R A T E D A R A N 
NOMOR 

T E N T A N G 

Alinea/Paragraf. 

Alinea/Paragraf. 

a.n BUPATI BANDUNG 
WAKIL BUPATI 

NAMA 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 
3 . D s t s e s u a i k e b u t u h a n 

J a l a n R a y a S o r e a n g K M . 1 7 T e l p ( 0 2 2 ) 5 8 9 1 1 9 1 - 5 8 9 1 1 4 3 - 5 8 9 1 1 4 4 F a x . 5 8 9 1 1 8 3 
S o r e a n g 4 0 9 1 1 P r o v i n s i J a w a B a r a t E - m a i l : i n f o @ b a n d u n g k a b . g o . i d W e b s i t e : 

w w w . b a n d u n g k a b . g o . i d 

6 4 

mailto:info@bandungkab.go.id
http://www.bandungkab.go.id
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4.c Surat edaran yang ditandatangani oleh Sekretar is Daerah atas nama 
Bupati 

PEMERINTAH KABUPATEN BANDUNG 
S E K R E T A R I A T D A E R A H 

Jl. Raya Soreang Km. 17 Telp. (022) 5891191-5891192-5891143-5891144 Fax (022) 5891183 
Soreang 40911 Kabupaten Bandung Provinsi Jawa Barat, E-mail: info@bandungkab.go.id 

Website: www.bandunQkab.Qo.id 

T e m p a t , T a n g g a l , B u l a n d a n T a h u n 

K e p a d a 

Y t h . 

d i 
T e m p a t 

S U R A T E D A R A N 
N O M O R 

T E N T A N G 

A l i n e a / P a r a g r a f . 

A l i n e a / P a r a g r a f 

a.n BUPATI BANDUNG 
S E K R E T A R I S DAERAH 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 
3 . D s t s e s u a i k e b u t u h a n 

65 
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4.d Surat edaran yang ditandatangani oleh Kepala Perangkat Daerah 
atas nama Bupati 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Jl. Raya Soreang Km. 17 Telp. (022) 5891191-5891192-5891143-5891144 Fax (022) 5891183 
Soreang 40911 Kabupaten Bandung Provinsi Jawa Barat, E-mail: info@bandungkab.go.id 

Website: www.bandungkab.go.id 

T e m p a t , T a n g g a l , B u l a n d a n T a h u n 

K e p a d a 

Y t h . 

d i 
T e m p a t 

S U R A T E D A R A N 
N O M O R 

T E N T A N G 

A l i n e a / P a r a g r a f . 

A l i n e a / P a r a g r a f 

a.n BUPATI BANDUNG 
KEPALA BADAN/ DINAS/ CAMAT 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 . S e k r e t a r i s D a e r a h 
3 . D s t s e s u a i k e b u t u h a n 

6 6 

mailto:info@bandungkab.go.id
http://www.bandungkab.go.id
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5. a. Surat biasa yang ditandatangani bupati; 

N o m o r 
S i f a t 
L a m p i r a n 
H a l 

BUPATI BANDUNG 

T e m p a t , B u l a n T a h u n 

K e p a d a 

Y t h . ( D a f t a r T e r l a m p i r ) 

d i 
TEMPAT 

BUPATI BANDUNG, 

NAMA 

J a l a n R a y a S o r e a n g K M . 1 7 T e l p ( 0 2 2 ) 5 8 9 1 1 9 1 - 5 8 9 1 1 4 3 - 5 8 9 1 1 4 4 F a x . 5 8 9 1 1 8 3 
S o r e a n g 4 0 9 1 1 P r o v i n s i J a w a B a r a t E - m a i l : i n f o @ b a n d u n g k a b . g o . i d W e b s i t e : 

w w w . b a n d u n g k a b . g o . i d 

6 7 

mailto:info@bandungkab.go.id
http://www.bandungkab.go.id
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b. Surat biasa yang ditandatangani waki l bupati; 

BUPATI BANDUNG 

T e m p a t , B u l a n T a h u n 

K e p a d a 
N o m o r 
S i f a t Y t h . ( D a f t a r T e r l a m p i r ) 
L a m p i r a n 
H a l 

d i 
TEMPAT 

WAKIL BUPATI BANDUNG, 

NAMA 

J a l a n R a y a S o r e a n g K M . 1 7 T e l p ( 0 2 2 ) 5 8 9 1 1 9 1 - 5 8 9 1 1 4 3 - 5 8 9 1 1 4 4 F a x . 5 8 9 1 1 8 3 
S o r e a n g 4 0 9 1 1 P r o v i n s i J a w a B a r a t E - m a i l : i n f o @ b a n d u n g k a b . g o . i d W e b s i t e : 

w w w . b a n d u n g k a b . g o . i d 

6 8 

mailto:info@bandungkab.go.id
http://www.bandungkab.go.id
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Surat Biasa yang ditandatangani oleh Wakil Bupati atas nama 
Bupati Bandung 

N o m o r 
S i f a t 
L a m p i r a n 
H a l 

4-

BUPATI BANDUNG 

T e m p a t , B u l a n T a h u n 

K e p a d a 

Y t h . ( D a f t a r T e r l a m p i r ) 

d i 
TEMPAT 

a.n BUPATI BANDUNG 
WAKIL BUPATI, 

NAMA 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 
3 . D s t s e s u a i k e b u t u h a n 

J a l a n R a y a S o r e a n g K M . 1 7 T e l p ( 0 2 2 ) 5 8 9 1 1 9 1 - 5 8 9 1 1 4 3 - 5 8 9 1 1 4 4 F a x . 5 8 9 1 1 8 3 
S o r e a n g 4 0 9 1 1 P r o v i n s i J a w a B a r a t E = m a i l : i n f o @ b a n d u n g k a b . g o . i d W e b s i t e : 

w w w . b a n d u n g k a b . g o . i d 
69 
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d. Surat Biasa yang ditandatangani oleh Sekretar is Daerah atas nama 
Bupati Bandung 

PEMERINTAH KABUPATEN BANDUNG 
S E K R E T A R I A T D A E R A H 

JL Raya Soreang Km. 17 Telp. (022) 5891191-5891192-5891143-5891144 Fax (022) 5891183 
Soreang 40911 Kabupaten Bandung Provinsi Jawa Barat, E-mail: info@bandungkab.go.id 

Website: www.bandungkab.go.id 

T e m p a t , B u l a n T a h u n 

K e p a d a 
N o m o r 
S i f a t Y t h . ( D a f t a r T e r l a m p i r ) 
L a m p i r a n 
H a l 

d i 
TEMPAT 

a.n BUPATI BANDUNG 
S E K R E T A R I S DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 
3 . D s t s e s u a i k e b u t u h a n 

7 0 

mailto:info@bandungkab.go.id
http://www.bandungkab.go.id
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e. Surat Biasa yang ditandatangani oleh Kepala Perangkat Daerah 
atas nama Bupati Bandung 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

N o m o r 
S i f a t 
L a m p i r a n 
H a l 

T e m p a t , B u l a n T a h u n 

K e p a d a 

Y t h . ( D a f t a r T e r l a m p i r ) 

d i 
TEMPAT 

a.n BUPATI BANDUNG 
KEPALA PERANGKAT DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 
3 . D s t s e s u a i k e b u t u h a n 

7 1 



7 2 

f. Surat Biasa yang ditandatangani oleh As isten untuk beliau Bupati 
Bandung 

PEMERINTAH KABUPATEN BANDUNG 
S E K R E T A R I A T D A E R A H 

Jl. Raya Soreang Km. 17 Telp. (022) 5891191-5891192-5891143-5891144 Fax (022) 5891183 
Soreang 40911 Kabupaten Bandung Provinsi Jawa Barat, E-mail: infb@bandungkab.go.id 

Website: www.bandungkab.go.id 

T e m p a t , B u l a n T a h u n 

K e p a d a 
N o m o r 
S i f a t Y t h . ( D a f t a r T e r l a m p i r ) 
L a m p i r a n 
H a l 

d i 
TEMPAT 

a.n BUPATI BANDUNG 
S E K R E T A R I S DAERAH 

u.b 
ASISTEN ADMINISTRASI, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 . S e k r e t a r i s D a e r a h 
3 . D s t 

7 2 

mailto:infb@bandungkab.go.id
http://www.bandungkab.go.id
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g. Surat Biasa yang ditandatangani oleh As isten atas nama 
Sekretar is Daerah 

PEMERINTAH KABUPATEN BANDUNG 
S E K R E T A R I A T D A E R A H 

JL Raya Soreang Km. 17 Telp. (022) 5891191-5891192-5891143-5891144 Fax (022) 5891183 
Soreang 40911 Kabupaten Bandung Provinsi Jawa Barat, E-mail: info@bandungkab.go id 

Website: www.bandungkab.go.id 

N o m o r 
S i f a t 
L a m p i r a n 
H a l 

T e m p a t , B u l a n T a h u n 

K e p a d a 

Y t h . ( D a f t a r T e r l a m p i r ) 

d i 
TEMPAT 

a.n S E K R E T A R I S DAERAH 
ASISTEN ADMINISTRASI, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . S e k r e t a r i s D a e r a h 
2 . d s t 

7 3 

mailto:info@bandungkab.go
http://www.bandungkab.go.id
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6.a Surat keterangan yang ditandatangani bupati; 

BUPATI BANDUNG 

S U R A T K E T E R A N G A N 
N O M O R 

Y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

a . N a m a 

b . J a b a t a n B u p a t i B a n d u n g 

d e n g a n i n i m e n e r a n g k a n b a h w a 

a . N a m a / N I P 

b . P a n g k a t / G o l o n g a n 

c . J a b a t a n 

M a k s u d 

D e n g a n S u r a t K e t e r a n g a n i n i d i b u a t u n t u k d i p e r g u n a k a n s e p e r l u n y a 

T e m p a t , T a n g g a l , B u l a n d a n T a h u n 

BUPATI BANDUNG, 

NAMA 

7 4 



75 

b Surat keterangan yang ditandatangani Kepala Perangkat Daerah 
atas nama bupati; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

S U R A T K E T E R A N G A N 
N O M O R 

Y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

a . N a m a 

b . J a b a t a n S e k r e t a r i s D a e r a h / 
D i n a s . . / C a m a t . . . . 

K e p a l a B a d a n . . . / K e p a l a 

d e n g a n i n i m e n e r a n g k a n b a h w a 

a . N a m a / N I P 

b . P a n g k a t / G o l o n g a n 

c . J a b a t a n 

M a k s u d 

r r T r r f f f t i f r t t f t t t r t f t i t t f t f t r t r f f t t t t t r t t t t m t m t t t r i t T t T f t f r f f t t t f t r t r t t T m t t r t t T T t t t t t t t 

D e n g a n S u r a t K e t e r a n g a n i n i d i b u a t u n t u k d i p e r g u n a k a n s e p e r l u n y a 

T e m p a t , T a n g g a l , B u l a n d a n T a h u n 

a.n BUPATI BANDUNG 
KEPALA PERANGKAT DAERAH 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 . d s t 

75 



7 6 

c Surat keterangan yang ditandatangani Kepala Perangkat Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

S U R A T K E T E R A N G A N 
N O M O R 

Y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

a . N a m a : 

b . J a b a t a n : S e k r e t a r i s D a e r a h / K e p a l a B a d a n . . . / K e p a l a 
D i n a s . . / C a m a t . . . . 

d e n g a n i n i m e n e r a n g k a n b a h w a 
a N a m a / N I P * ">»»»»»»""»"»»" j» '»""»" ,»»»»"" r"»»» '» '?c"»c"* , ?»""» '»c"* ,»»»"» ,» ,»»» , ,»** , ,»"»» ,» ,» 

b . P a n g k a t / G o l o n g a n 

c . J a b a t a n : 

D e n g a n S u r a t K e t e r a n g a n i n i d i b u a t u n t u k d i p e r g u n a k a n s e p e r l u n y a 

T e m p a t , T a n g g a l , B u l a n d a n T a h u n 

KEPALA PERANGKAT DAERAH 

NAMA 

7 6 
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a. Surat perintah tugas yang ditandatangani oleh B u p a t i ; 

BUPATI BANDUNG 

S U R A T P E R I N T A H T U G A S 
N O M O R 

D a s a r 

MEMERINTAHKAN: 

K e p a d a : 1 . N a m a 
P a n g k a t / G o l 
N I P 
J a b a t a n 

2 . N a m a 
P a n g k a t / G o l 
N I P 
J a b a t a n 

U n t u k : 1 . 
2 . 
3 . 

D i t e t a p k a n d i 
P a d a t a n g g a l 

B U P A T I B A N D U N G , 

N A M A 



7 8 

b. Surat perintah tugas yang ditandatangani oleh Kepala Perangkat 
Daerah atas nama Bupati ; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

D a s a r 

S U R A T P E R I N T A H T U G A S 
N O M O R 

MEMERINTAHKAN: 

K e p a d a 

U n t u k 

1 . N a m a 
P a n g k a t / G o l 
N I P 
J a b a t a n 

2 . N a m a 
P a n g k a t / G o l 
N I P 
J a b a t a n 

1 . 
2 . 
3 . 

• D-

t 

•a-
• p . 
k 

•a 
• a -

D 
d i t e t a p k a n d i . 
P a d a t a n g g a l 

a.n BUPATI BANDUNG 
K E P A L A PERANGKAT DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 . D s t 

7 8 
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c . Surat perintah tugas yang ditandatangani oleh Kepala Perangkat 
Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah. No Telepon, No Fax, Alamat Email dan Website 

S U R A T P E R I N T A H T U G A S 
N O M O R 

D a s a r 

MEMERINTAHKAN: 

K e p a d a : 1 . N a m a 
P a n g k a t / G o l 
N I P . . . . D . 
J a b a t a n 

t 
2 . N a m a 

P a n g k a t / G o l : . . . . { . . 
N I P . . . a 
J a b a t a n . . . . p 

k 
U n t u k : 1 a 

3 
D 
d i t e t a p k a n d i 
P a d a t a n g g a l 

KEPALA PERANGKAT DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . S e s u a i k e b u t u h a n 
2 . D s t 

7 9 
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8. a. Surat perintah yang ditandatangani bupati; 

BUPATI BANDUNG 

S U R A T P E R I N T A H 
N O M O R 

N a m a 
J a b a t a n 

M E M E R I N T A H K A N 

K e p a d a 

a . N a m a 
b . J a b a t a n 

U n t u k 

D i t e t a p k a n d i 
P a d a t a n g g a l 

BUPATI BANDUNG, 

NAMA 

8 0 



8 1 

b. Surat perintah yang ditandatangani Kepala Perangkat Daerah 
atas nama Bupati ; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

S U R A T P E R I N T A H 
N O M O R 

K e p a l a B a d a n / O i n a s / C a m a t 

M E M E R I N T A H K A N 

D i t e t a p k a n d i 
P a d a t a n g g a l 

a.n BUPATI BANDUNG 
KEPALA PERANGKAT DAERAH...., 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 . d s t 

N a m a 
J a b a t a n 

K e p a d a 

a . N a m a 
b . J a b a t a n 

U n t u k 

8 1 



8 2 

9. a. Surat i z in yang ditandatangani oleh bupati; 

B U P A T I BANDUNG 

S U R A T I Z I N 
N O M O R 

T E N T A N G 

D a s a r : a . 

b . 

M E M B E R I I Z I N 

K e p a d a 

N a m a : 

J a b a t a n : 
A l a m a t : 

U n t u k : 

D i t e t a p k a n d i 
P a d a t a n g g a l 

B U P A T I B A N D U N G , 

N A M A 

8 2 



8 3 

b. Surat i z in yang ditandatangani oleh Kepala Perangkat Daerah atas 
nama Bupati ; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

S U R A T I Z I N 
N O M O R 

T E N T A N G 

D a s a r : a . 

b. 

M E M B E R I I Z I N 

K e p a d a 

N a m a : 

J a b a t a n : 
A l a m a t : 
U n t u k : 

D i t e t a p k a n d i 
P a d a t a n g g a l 

a.n BUPATI BANDUNG 
KEPALA PERANGKAT DAERAH 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 . d s t 

8 3 



8 4 

c. Surat i z in yang ditandatangani oleh Kepala Perangkat Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

S U R A T I Z I N 
N O M O R 

T E N T A N G 

D a s a r : a . 

b . 

M E M B E R I I Z I N 

K e p a d a 

N a m a : 

J a b a t a n : 

A l a m a t : 

U n t u k : 

D i t e t a p k a n d i 
P a d a t a n g g a l 

KEPALA PERANGKAT DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . S e s u a i k e p e r l u a n 
2 . d s t 

8 4 
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10. Surat perintah perjalanan dinas; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

JL Raya Soreang Km. 17 Telp. (022) 5891191-5891192-5891143-5891144 Fax (022) 5891183 Soreang 
40911 Kabupaten Bandung Provinsi Jawa Barat, E-mail: info@bandungkab.go.id 

Website: www.bandungkab.go.id 

SURAT PERINTAH PERJALANAN DINAS 
(S P P D) 

1, Penguna Anggaran/Kuasa Pengguna A n g g a r a n 

- Nama, NIP Pegawai yang melaksanakan 
Perjalanan Dinas 

3. a. Pangkat dan Golongan 

b. Jabatan, Instansi 

c. Tingkat Biaya Perjalanan Dinas 

4 . Maksud Perjalanan Dinas 

5. Aiat angkut yang dipergunakan 

6. a. Tempat berangkat 

b. Tempat tujuan 

7. a. Lama Perjalanan Dinas 

b. Tanggal berangkat 

c. Tanggal hams kembali/Tiba di tempat bam 

8. Pengikut: Nama NIP/ Tanggal Lahir Keterangan 

1. 

2. 

3. 

4 . 

9. Pembebanan Anggaran 

a. Instansi 

b. Akun 

10. Keterangan Iain-Iain 

Dikeluarkan di 
pada tanggal 

Kepala Bagian/ Bidang/ 
Selaku 

Kuasa Pengguna Anggaran 

Nama 
Pangkat 

NIP 
85 

mailto:info@bandungkab.go.id
http://www.bandungkab.go.id
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Berangkat dari 

(tempat kedudukan) 

Ke 

Pada tanggal 

Soreang 

Kuasa Pengguna Anggaran 

NAMA 
Pangkat 

NIP 

I. Tiba di 

Pada tanggal 

Kepala 

Berangkat Dari 

Ke 

Pada Tanggal 

Kepala 

Berangkat Dari 

Ke 

Pada Tanggal 

Kepala 

Berangkat Dari 

Ke 

Pada Tanggal 

Kepala 

IV. Tiba di 

(Tempat Kedudukan) 

Kepala 

Telah diperiksa, dengan keterangan bahwa perjalanan 
tersebut diatas benar dilakukan atas perintahnya dan 
semata-mata untuk kepentingan jabatan dalam waktu yang 
sesingkat-singkatnya. 

Kuasa Pengguna Anggaran, 

V. CATATAN LAIN-LAIN 

VI. PERHATIAN 

Pejabat yang berwenang menerbitkan SPPD, pegawai yang melakukan perjalanan dinas, para pejabat yang mengesahkan 
tanggal berangkat/tiba serta Bendaharawan bertanggung jawab berdasarkan peraturan-peraturan Keuangan Negara 
apabila Negara mendapat rugi akibat kesalahan, kealpaannya. 

8 6 
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a. Surat kuasa yang ditandatangani oleh Bupati ; 

BUPATI BANDUNG 

S U R A T K U A S A 
N o m o r 

Y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

a . N a m a 
b . J a b a t a n 

M E M B E R ! K U A S A 

K e p a d a 

a . N a m a 
b . J a b a t a n 
c . N I P 

U n t u k 

D e m i k i a n S u r a t K u a s a i n i d i b u a t u n t u k d a p a t d i p e r g u n a k a n s e b a g a i m a n a 
m e s t i n y a . 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

Y a n g d i b e r i k u a s a Y a n g m e m b e r i k u a s a 
N A M A J A B A T A N , B U P A T I B A N D U N G , 

N A M A N A M A 
P a n g k a t 
N I P . 

8 7 
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Surat kuasa yang ditandatangani oleh Kepala Perangkat Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

S U R A T K U A S A 
N o m o r 

Y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

a . N a m a 
b . J a b a t a n 

M E M B E R I K U A S A 

K e p a d a 

a . N a m a 
b . J a b a t a n 
c . N I P : 

U n t u k 

D e m i k i a n S u r a t K u a s a i n i d i b u a t u n t u k d a p a t d i p e r g u n a k a n s e b a g a i m a n a 
m e s t i n y a . 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

Y a n g d i b e r i k u a s a Y a n g m e m b e r i k u a s a 
N A M A J A B A T A N , K E P A L A P E R A N G K A T D A E R A H , 

N A M A 
P a n g k a t 
N I P . 

N A M A 
P a n g k a t 
N I P . 

8 8 
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a. Surat Undangan yang ditandatangani Bupati ; 

( . . & . 7 

N o m o r 
S i f a t 
L a m p i r a n 
H a ) 

W 

BUPATI BANDUNG 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

K e p a d a 

Y t h 

U n d a n g a n 
d i 

TEMPAT 

H a h 

T a n g g a l 

W a k t u 

T e m p a t 

A c a r a 

B U P A T I B A N D U N G , 

N A M A 

C a t a t a n 



9 0 

b. Surat Undangan yang ditandatangani Kepala Perangkat Daerah 
atas nama Bupati; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

N o m o r 
S i f a t 
L a m p i r a n 
H a l U n d a n g a n 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

K e p a d a 

Y t h 

d i 
TEMPAT 

H a r i 

T a n g g a l 

W a k t u 

T e m p a t 

A c a r a 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 . d s t 

a.n BUPATI BANDUNG 
K E P A L A PERANGKAT DAERAH 

NAMA 
Pangkat 

NIP 

C a t a t a n 

1 
2 

9 0 
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. Surat Undangan yang ditandatangani Kepala Perangkat Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

K e p a d a 
N o m o r 
S i f a t : Y t h 
L a m p i r a n 
H a l : U n d a n g a n 

d i 
TEMPAT 

H a r i 

T a n g g a l 

W a k t u 

T e m p a t 

A c a r a 

KEPALA PERANGKAT DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . S e s u a i k e p e r l u a n 
2 . d s t 

C a t a t a n 



9 2 

. a. Surat keterangan melaksanakan tugas yang ditandatangani 
Bupati; 

BUPATI BANDUNG 

S U R A T K E T E R A N G A N M E L A K S A N A K A N T U G A S 
N O M O R 

Y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

N a m a 
N I P : 
P a n g k a t / G o l o n g a n : 
J a b a t a n : 

D e n g a n i n i m e n e r a n g k a n d e n g a n s e s u n g g u h n y a b a h w a : 

N a m a 
N I P : 
P a n g k a t / G o l o n g a n 
J a b a t a n 

Y a n g d i a n g k a t b e r d a s a r k a n P e r a t u r a n N o m o r t e r h i t u n g 
t e l a h n y a t a m e n j a l a n k a n t u g a s s e b a g a i d i -

D e m i k i a n s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s i n i s a y a b u a t d e n g a n 
s e s u n g g u h n y a d e n g a n m e n g i n g a t s u m p a h j a b a t a n / p e g a w a i n e g e r i s i p i l d a n a p a b i l a d i 
k e m u d i a n h a r i i s i p e r n y a t a a n i n i t e r n y a t a t i d a k b e n a r y a n g b e r a k i b a t k e r u g i a n b a g i 
n e g a r a , s a y a b e r s e d i a m e n a n g g u n g k e r u g i a n t e r s e b u t . 

T e m p a t , T a n g g a l , B u l a n , T a h u n 

B U P A T I B A N D U N G 

N A M A 

9 2 



9 3 

b. Surat keterangan melaksanakan tugas yang ditandatangani 
Kepala Perangkat Daerah atas nama Bupati ; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

S U R A T K E T E R A N G A N M E L A K S A N A K A N T U G A S 
N O M O R 

Y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

N a m a : 
N I P : 
P a n g k a t / G o l o n g a n : 
J a b a t a n 

D e n g a n i n i m e n e r a n g k a n d e n g a n s e s u n g g u h n y a b a h w a : 

N a m a : 
N I P : 
P a n g k a t / G o l o n g a n : 
J a b a t a n : 

Y a n g d i a n g k a t b e r d a s a r k a n P e r a t u r a n N o m o r 
t e r h i t u n g t e l a h n y a t a m e n j a l a n k a n t u g a s s e b a g a i d i -

D e m i k i a n s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s i n i s a y a b u a t d e n g a n 
s e s u n g g u h n y a d e n g a n m e n g i n g a t s u m p a h j a b a t a n / p e g a w a i n e g e r i s i p i l d a n a p a b i l a 
d i k e m u d i a n h a r i i s i p e r n y a t a a n i n i t e r n y a t a t i d a k b e n a r y a n g b e r a k i b a t k e r u g i a n 
b a g i n e g a r a , s a y a b e r s e d i a m e n a n g g u n g k e r u g i a n t e r s e b u t . 

T e m p a t , T a n g g a l , B u l a n , T a h u n 

a.n BUPATI BANDUNG 
KEPALA PERANGKAT DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . B u p a t i B a n d u n g 
2 . d s t 

9 3 



95 

a. Surat panggilan yang ditandatangani bupati; 

A 1 

BUPATI BANDUNG 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 
K e p a d a 

N o m o r : Y t h 
S i f a t : 
L a m p i r a n : 
H a l : P a n g g i l a n d i -

D e n g a n i n i d i m i n t a k e d a t a n g a n S a u d a r a d i K a n t o r 
i 

p a d a : 

H a r i : 
T a n g g a l 
P u k u l : 
T e m p a t 
M e n g h a d a p K e p a d a 
A l a m a t : 
U n t u k : 

D e m i k i a n u n t u k d i l a k s a n a k a n d a n m e n j a d i p e r h a t i a n 
s e p e n u h n y a . 

B U P A T I B A N D U N G , 

N A M A 

9 5 
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c. Surat keterangan melaksanakan tugas yang ditandatangani 
Kepala Perangkat Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

S U R A T K E T E R A N G A N M E L A K S A N A K A N T U G A S 
N O M O R 

Y a n g b e r t a n d a t a n g a n d i b a w a h i n i : 

N a m a 
N I P : 
P a n g k a t / G o l o n g a n 
J a b a t a n : 

D e n g a n i n i m e n e r a n g k a n d e n g a n s e s u n g g u h n y a b a h w a : 

N a m a : 
N I P : 
P a n g k a t / G o l o n g a n 
J a b a t a n : 

Y a n g d i a n g k a t b e r d a s a r k a n P e r a t u r a n N o m o r 
t e r h i t u n g t e l a h n y a t a m e n j a l a n k a n t u g a s s e b a g a i d i -

D e m i k i a n s u r a t k e t e r a n g a n m e l a k s a n a k a n t u g a s i n i s a y a b u a t d e n g a n 
s e s u n g g u h n y a d e n g a n m e n g i n g a t s u m p a h j a b a t a n / p e g a w a i n e g e r i s i p i l d a n a p a b i i a 
d i k e m u d i a n h a r i i s i p e r n y a t a a n i n i t e r n y a t a t i d a k b e n a r y a n g b e r a k i b a t k e r u g i a n 
b a g i n e g a r a , s a y a b e r s e d i a m e n a n g g u n g k e r u g i a n t e r s e b u t . 

T e m p a t , T a n g g a l , B u l a n , T a h u n 

KEPALA PERANGKAT DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . S e s u a i k e p e r l u a n 
2 . d s t 

9 4 
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b. Surat panggilan yang ditandatangani Kepala Perangkat daerah; 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

Alamat Perangkat Daerah, No Telepon, No Fax, Alamat Email dan Website 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

K e p a d a 
N o m o r Y t h 
S i f a t : 
L a m p i r a n 
H a l P a n g g i l a n d i -

D e n g a n i n i d i m i n t a k e d a t a n g a n S a u d a r a d i K a n t o r 
» 

p a d a : 

H a r i 
T a n g g a l 
P u k u l 
T e m p a t 
M e n g h a d a p K e p a d a 
A l a m a t 
U n t u k 

D e m i k i a n u n t u k d i l a k s a n a k a n d a n m e n j a d i p e r h a t i a n 
s e p e n u h n y a . 

KEPALA PERANGKAT DAERAH, 

NAMA 
Pangkat 

NIP 

TEMBUSAN: 

Y t h . 1 . S e s u a i k e p e r l u a n 
2 . d s t 

9 6 
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15.a.Nota dinas antar Perangkat Daerah; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Lengkap Peranngkat Daerah 

N O T A - D I N A S 

K e p a d a 
D a r i 
T a n g g a l 
N o m o r 
S i f a t ; , , 
L a m p i r a n 
H a l 

KEPALA PERANGKAT DAERAH, 

NAMA PEJABAT 
Pangkat 
NIP. 
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b.Nota dinas internal Perangkat Daerah; 

NAMA P E R A N G K A T D A E R A H 

NAMA B A G I A N / B IDANG 

N O T A - D I N A S 

K e p a d a 
D a r i 
T a n g g a l 
N o m o r 
S i f a t 
L a m p i r a n 
H a l 

KEPALA BAGIAN/ BIDANG, 

NAMA PEJABAT 
Pangkat 
NIP. 

9 8 
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16. Nota pengajuan konsep naskah dinas; 

N o m o r 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Lengkap Perangkat Daerah 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

K e p a d a 

Y t h 

d i 

N O T A P E N G A J U A N K O N S E P N A S K A H D I N A S 

D i s a m p a i k a n d e n g a n H o r m a t 

T e n t a n g 

C a t a t a n 

L a m p i r a n 

U n t u k M o h o n P e r s e t u j u a n 

d a n T a n d a T a n g a n a t a s 

D I S P O S I S I P I M P I N A N K E P A L A P E R A N G K A T D A E R A H 

T i n d a k l a n j u t s t a f N A M A J A B A T A N 
P a n g k a t 
N I P . 

9 9 
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17. Lembar disposisi ; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Lengkap Perangkat Daerah 

L E M B A R D I S P O S I S I 

S u r a t d a r i D i t e r i m a T g l 

N o . S u r a t N o . A g e n d a 

T g l . S u r a t S i f a t 

• S a n g a t • S e g e r a • R a h a s i a 
s e g e r a 

D i t e r u s k a n k e p a d a S d r . : D e n g a n h o r m a t h a r a p : 

• • T a n g g a p a n d a n S a r a n 

• • P r o s e s l e b i h l a n j u t 

• K o o r d i n a s i / k o n f i r m a s i k a n 

D a n s e t e r u s n y a • 

C a t a t a n : 

N a m a J a b a t a n 
P a r a f d a n t a n g g a l 

N a m a P e j a b a t 

1 0 0 



1 0 1 

18. Telaahan staf; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Lengkap Perangkat Daerah 

T E L A A H A N S T A F 

Kepada 
Dari 
Tanggal 
Nomor 
Lampiran : 
Hal 

I. Persoalan. 

II. Praanggapan. 

III. Fakta - Fakta yang mempengaruhi 

IV. Analisis 

V. Kesimpulan 

VI. Saran 

NAMA JABATAN 

NAMA PEJABAT 
Pangkat 
NIP. 

1 0 1 



1 0 2 

19. Pengumuman; 

BUPATI BANDUNG 

P E N G U M U M A N 
N O M O R 

T E N T A N G 

D i t e t a p k a n d i 
P a d a t a n g g a l 

BUPATI BANDUNG 

NAMA 

102 



103 

20. a. Laporan; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Lengkap Perangkat Daerah 

L A P O R A N 

T E N T A N G 

I . P e n d a h u i u a n 

A . U m u m / l a t a r b e l a k a n g 

B . L a n d a s a n H u k u m 

C . M a k s u d d a n T u j u a n 

I I . K e g i a t a n y a n g d i l a k s a n a k a n 

I I I . H a s i l y a n g d i c a p a i 

I V . K e s i m p u l a n d a n S a r a n 

V . P e n u t u p 

D i b u a t d i 
P a d a t a n g g a l 

Nama Jabatan, 

NAMA PEJABAT 
Pangkat 
NIP 

103 
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b. Laporan internal Perangkat Daerah; 

NAMA PERANGKAT DAERAH 
NAMA BAGIAN/ BIDANG 

L A P O R A N 

T E N T A N G 

I . P e n d a h u i u a n 

A . U m u m / l a t a r b e l a k a n g 

B . L a n d a s a n H u k u m 

C . M a k s u d d a n T u j u a n 

I I . K e g i a t a n y a n g d i l a k s a n a k a n 

I I I . H a s i l y a n g d i c a p a i 

I V . K e s i m p u l a n d a n S a r a n 

V . P e n u t u p 

D i b u a t d i 
P a d a t a n g g a l . . . . 

Nama Jabatan, 

NAMA PEJABAT 
Pangkat 
NIP 
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2 1 . Rekomendasi ; 

BUPATI BANDUNG 

R E K O M E N D A S I 
N O M O R . 

a. 

b. 

c . D a n s e t e r u s n y a 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

BUPATI BANDUNG 

NAMA 

105 
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22 . Surat pengantar; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Lengkap Perangkat Daerah 

T e m p a t , T a n g g a l , B u l a n , d a n T a h u n 

K e p a d a 

Y t h 

d i 

S U R A T P E N G A N T A R 
N O M O R : 

N o . J e n i s y a n g d i k i r i m B a n y a k n y a K e t e r a n g a n 

D i t e r i m a t a n g g a l 

P e n e r i m a 
N a m a J a b a t a n , 

P e n g i r i m 
N a m a J a b a t a n , 

N a m a P e j a b a t 
P a n g k a t 
N I P . 

N a m a P e j a b a t 
P a n g k a t 
N I P . 

N o m o r t e l e p o n 

1 0 6 



1 0 7 

23 . Radiogram; 

F O R M U L I R B E R I T A 

Registrasi No: 

P A N G G I L A N J E N I S N O M O R D E R A J A T 

DARI 

U N T U K : 

T E M B U S A N : 

KLASIFIKASI : SEGERA 

N o m o r : 

. K M A 

T T K 

A A A T T K K M A 
T T K 

B B B T T K K M A 
T T K 

C C C T T K D A N S E T E R U S N Y A N Y A T T K H B S 

T a n g g a l w a k t u p e m b u a t a n 

W a k t u L a l u P a r a f 

P e n g i r i m No. Kode 
T e r i m a k i r i m a n L i n t a s O p e r a t o r 

N a m a : 

J a b a t a n : 

T a n d a t a n g a n : 

107 
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24. Lembaran daerah; 

L E M B A R A N D A E R A H 
K A B U P A T E N B A N D U N G 

N o m o r T a h u n 

P E R A T U R A N D A E R A H K A B U P A T E N B A N D U N G 
N o m o r : 

T E N T A N G 

d a n s e t e r u s n y a 

D i u n d a n g k a n d i S o r e a n g 
P a d a t a n g g a l 

S E K R E T A R I S D A E R A H K A B U P A T E N B A N D U N G , 

N A M A P E J A B A T 

L e m b a r a n D a e r a h K a b u p a t e n B a n d u n g 
T a h u n N o m o r 

25 . Berita daerah; 

B E R I T A D A E R A H K A B U P A T E N B A N D U N G 
N o m o r T a h u n 

P E R A T U R A N B U P A T I B A N D U N G 
N o m o r : 

T E N T A N G 

d a n s e t e r u s n y a 

D i u n d a n g k a n d i S o r e a n g 
P a d a t a n g g a l 

S E K R E T A R I S D A E R A H K A B U P A T E N B A N D U N G , 

N A M A P E J A B A T 

B e r i t a D a e r a h K a b u p a t e n B a n d u n g 
T a h u n N o m o r 
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26. Ber ita acara; 

BUPATI BANDUNG 

B E R I T A A C A R A 

N O M O R : 

Pada hari ini tanggal 
kami masing-masing : 

1 yang selanjutnya 

disebut Pihak Pertama (memuat Nama, NIP, Pangkat/Golongan, Jabatan dan Alamat) 

2 yang selanjutnya 

disebut Pihak Kedua 

Berita Acara ini dibuat dengan sesungguhnya dalam rangkap untuk 
dipergunakan sebagaimana mestinya. 

Dibuat di 

Pihak Kedua Pihak Pertama 
BUPATI BANDUNG 

NAMA PEJABAT NAMA 
Pangkat 
NIP 

Mengetahui/Mengesahkan 

NAMA P E J A B A T 
Pangkat 

NIP 

1 0 9 



1 1 0 

27. a. Notulen; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Lengkap Perangkat Daerah 

NOTULEN 

S i d a n g / R a p a t 

H a r i / T a n g g a l 

W a k t u P a n g g i l a n 

W a k t u S i d a n g / R a p a t 

A c a r a 1 

2 

3 . d s t 

P i m p i n a n S i d a n g / R a p a t 

K e t u a 

S e k r e t a r i s 

P e n c a t a t 

P e s e r t a S i d a n g / R a p a t 1 

: 2 

3 . d s t 

K e g i a t a n S i d a n g / R a p a t 

1 . P e m b u k a a n 

2 . P e m b a h a s a n 

3 . P e r a t u r a n 

PIMPINAN SIDANG/RAPAT 
NAMA JABATAN, 

NAMA PEJABAT 
Pangkat 

NIP. 

1 1 0 



I l l 

b. Notulen Internal Perangkat Daerah; 

NAMA PERANGKAT DAERAH 
NAMA BAGIAN/ BIDANG 

NOTULEN 

S i d a n g / R a p a t 

H a r i / T a n g g a l : 

W a k t u P a n g g i l a n 

W a k t u S i d a n g / R a p a t 

A c a r a : 1 

2 

3 . d s t 

P i m p i n a n S i d a n g / R a p a t 

K e t u a : 

S e k r e t a r i s 

P e n c a t a t 

P e s e r t a S i d a n g / R a p a t : 1 

: 2 

3 . d s t 

K e g i a t a n S i d a n g / R a p a t 

1 . P e m b u k a a n 

2 . P e m b a h a s a n 

3 . P e r a t u r a n 

PIMPINAN SIDANG/RAPAT 
NAMA JABATAN, 

NAMA PEJABAT 
Pangkat 

NIP. 

i l l 



28. Memo; 

1 1 2 

BUPATI BANDUNG 

D a r i 

K e p a d a 

M E M O 

I S I 

T e m p a t , T a n g g a l , B u l a n , T a h u n 

B U P A T I B A N D U N G , 

T a n d a t a n g a n a t a u P a r a f 

1 1 2 
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29 . Daftar hadir; 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

Alamat Lengkap Perangkat Daerah 

D A F T A R HADIR P E R T E M U A N R A P A T 

NO. NAMA JABATAN/PANGKAT TANDA 
TANGAN 

K E T 

1 . 
2 . 
3 . 
Dan 
seterusnya 

Tempat, Tanggal, Bulan, dan Tahun 

NAMA JABATAN, 

NAMA PEJABAT 
Pangkat 
NIP 

Hari 
Tanggal 
Waktu 
Tempat 
Acara 

113 
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30. Piagam; 

4 

BUPATI BANDUNG 

PIAGAM PENGHARGAAN 
N o m o r : 

B U P A T I B A N D U N G , d e n g a n i n i m e m b e r i k a n p e n g h a r g a a n k e p a d a : 
N a m a : 
T e m p a t / T a n g g a l L a h i r 
N I P : 
J a b a t a n : 
I n s t a n s i : 

T e m p a t , T a n g g a l , B u l a n d a n t a h u n 

B U P A T I B A N D U N G 

N A M A J E L A S 

3 1 . Sertif ikat; 

^ 2 y 

BUPATI BANDUNG 

S E R T I F I K A T 
Diberikan kepada: 

N a m a 

N I P 

I n s t a n s i 

S e b a g a i / A t a s p a r t i s i p a s i 
y a n g d i s e l e n g g a r a k a n o l e h . . 

D a r i t a n g g a l s . d b e r t e m p a t d i . 

T e m p a t , T a n g g a l , B u l a n d a n T a h u n 

BUPATI BANDUNG 

NAMA JELAS 

1 1 4 
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3 2 . Surat Tanda Tamat Pendidikan dan Pelatihan. 

BUPATI BANDUNG 

SURAT TANDA TAMAT PENDIDIKAN DAN PELATIHAN 
N o m o r : 

B u p a t i B a n d u n g , b e r d a s a r k a n P P N o m o r 1 0 1 T a h u n 2 0 0 0 , d a n K e p u t u s a n M e n t e r i D a l a m N e g e r i N o m o r 3 8 T a h u n 2 0 0 2 d a n K e t e n t u a n - K e t e n t u a n n y a 
m e n y a t a k a n b a h w a : 

N a m a 
T e m p a t / T a n g g a l l a h i r 
N I P 
P a n g k a t / G o l R u a n g 
J a b a t a n 
I n s t a n s i 

L U L U S 
K u a l i f i k a s i 

P a d a P e n d i d i k a n d a n P e l a t i h a n K a b u p a t e n B a n d u n g y a n g d i s e l e n g g a r a k a n o l e h B a d a n P e n d i d i k a n d a n P e l a t i h a n K a b u p a t e n B a n d u n g 
d i d a r i t a n g g a l s a m p a i d e n g a n y a n g m e l i p u t i 

T e m p a t , T a n g g a l , B u l a n d a n T a h u n 

a.n BUPATI BANDUNG 
KEPALA BADAN KEPEGAWAIAN, PENDIDIKAN DAN PELATIHAN 

NAMA LENGKAP 
NIP 

J 
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AGENDA PEMBELAJARAN 

(ditentukan Badan Diklat Kemendagri) 

(ditentukan oleh penyelenggara dengan mengacu pada tema umum dan isusue aktual setempat) 

Tempat, Tanggal, Bulan dan Tahun 

K E P A L A B A D A N K E P E G A W A I A N , PENDID IKAN DAN P E L A T I H A N 
D A E R A H 

NAMA L E N G K A P 
NIP 

1 1 6 
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PEMERINTAH KABUPATEN BANDUNG 
BADAN KEPEGAWAIAN PENDIDIKAN DAN PELATIHAN DAERAH 

J L R a y a S o r e a n g K m . 1 7 T e l p . ( 0 2 2 ) 5 8 9 1 1 9 1 - 5 8 9 1 1 9 2 - 5 8 9 1 1 4 3 - 5 8 9 1 1 4 4 S o r e a n g 4 0 9 1 I W e b s i t e : w w w . b k d -
b a n d u n g k a b . g o . i d 

SURAT TANDA TAMAT PENDIDIKAN DAN PELATIHAN 
N o m o r : 

B u p a t i B a n d u n g , b e r d a s a r k a n P P N o m o r 1 0 1 T a h u n 2 0 0 0 , d a n K e p u t u s a n M e n t e r i D a l a m N e g e r i N o m o r 3 8 T a h u n 2 0 0 2 d a n K e t e n t u a n - K e t e n t u a n n y a 
m e n y a t a k a n b a h w a : 

N a m a 
T e m p a t / T a n g g a l l a h i r 
N I P 
P a n g k a t / G o l R u a n g 
J a b a t a n 
I n s t a n s i 

L U L U S 
K u a l i f i k a s i 

P a d a P e n d i d i k a n d a n P e l a t i h a n K a b u p a t e n B a n d u n g y a n g d i s e l e n g g a r a k a n o l e h B a d a n P e n d i d i k a n d a n P e l a t i h a n K a b u p a t e n B a n d u n g 
d i d a r i t a n g g a l s a m p a i d e n g a n y a n g m e l i p u t i 

T e m p a t , T a n g g a l , B u l a n d a n T a h u n 

a.n BUPATI BANDUNG 
KEPALA BADAN KEPEGAWAIAN, PENDIDIKAN DAN PELATIHAN 

DAERAH 

NAMA LENGKAP 
NIP 

J 

http://www.bkd-


1 1 8 

Bagian Belakang STTPP 

AGENDA PEMBELAJARAN 

T E M A 
Umum (ditentukan Badan Diklat Kemendagri) 

Khusus (ditentukan oleh penyelenggara dengan mengacu pada tema umum dan isusue aktual setempat). 

Tempat, Tanggal, Bulan dan Tahun 

KEPALA BIDANG PENDIDIKAN DAN PELATIHAN 

NAMA LENGKAP 
NIP 

J 
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C. Penggunaan a.n, u.b, Pit, P lh dan Pj 

1. Atas nama (a.n) 

C o n t o h : 

a.n BUPATI BANDUNG 
S E K R E T A R I S DAERAH, 

a.n BUPATI BANDUNG 
K E P A L A BADAN...., 

(Nama Lengkap) 
Pangkat 

NIP 

a.n CAMAT 
S E K R E T A R I S KECAMATAN, 

(Nama Lengkap) 
Pangkat 

NIP 

2. Untuk Bel iau (u.b) 

C o n t o h : 

a.n BUPATI BANDUNG 
S E K R E T A R I S DAERAH 

u.b 
A S I S T E N ADMINISTRASI , 

(Nama Lengkap) 
Pangkat 

NIP 

3 . Pelaksana Tugas (Pit.) 

C o n t o h : 

Pit. BUPATI BANDUNG 
WAKIL BUPATI , 

(Nama Lengkap) 
Pangkat 

NIP 

a.n LURAH 
S E K R E T A R I S K E LURAH AN, 

(Nama Lengkap) 
Pangkat 

NIP 

a.n K E P A L A DINAS... 
S E K R E A R I S 

u.b 
K E P A L A BIDANG , 

(Nama Lengkap) 
Pangkat 

NIP 

Pit. CAMAT 
S E K R E T A R I S CAMAT 

NAMA LENGKAP NAMA LENGKAP 
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4. Pelaksana Harian (Plh.) 

C o n t o h : 

Plh. BUPATI BANDUNG 
WAKIL BUPATI 

NAMA LENGKAP 

5. Penjabat (Pj.) 

C o n t o h 

Pj. BUPATI BANDUNG 
WAKIL BUPATI 

NAMA LENGKAP 

D . P a r a f d a n P e n u l i s a n N a m a 

S e t i a p n a s k a h d i n a s s e b e l u m d i t a n d a t a n g a n i t e r l e b i h d a h u l u 

d i p a r a f . P a r a f m e r u p a k a n t a n d a t a n g a n s i n g k a t s e b a g a i b e n t u k 

p e r t a n g g u n g j a w a b a n a t a s m u a t a n m a t e r i , s u b s t a n s i , r e d a k s i d a n 

p e n g e t i k a n N a s k a h D i n a s . P a r a f t e r d i r i a t a s : 

1 . P a r a f H i e r a r k i ; d a n 

a ) n a s k a h d i n a s s e b e l u m d i t a n d a t a n g a n i o l e h B u p a t i , W a k i l 

B u p a t i , S e k r e t a r i s D a e r a h , A s i s t e n , S e k r e t a r i s D P R D , K e p a l a 

P e r a n g k a t D a e r a h h a r u s d i p a r a f t e r l e b i h d a h u l u o l e h m a k s i m a l 

3 ( t i g a ) o r a n g p e j a b a t s e c a r a b e r j e n j a n g u n t u k b e r t a n g g u n g 

j a w a b t e r h a d a p s u b s t a n s i , r e d a k s i d a n p e n u l i s a n n a s k a h d i n a s 

t e r s e b u t s e s u a i d e n g a n t u g a s p o k o k d a n f u n g s i n y a , 

p e n e m p a t a n p a r a f t e r s e b u t p a d a " lembar te rakhi r " n a s k a h 

d i n a s s e s u a i a r a h j a r u m j a m d i m u l a i d a r i s e b e l a h k i r i n a m a 

p e j a b a t y a n g a k a n m e n a n d a t a n g a n i . 

b ) n a s k a h d i n a s y a n g k o n s e p n y a d i b u a t o l e h p e j a b a t y a n g a k a n 

m e n a n d a t a n g a n i n a s k a h d i n a s t e r s e b u t t i d a k m e m e r l u k a n 

p a r a f . 

c ) p a r a f u n t u k s u r a t p e r i n t a h p e r j a l a n a n d i n a s , d i b u b u h k a n 

p a d a l e m b a r p e r t a m a . 

d ) u n t u k k e a m a n a n i s i n a s k a h d i n a s y a n g j u m l a b n y a l e b i h d a r i 

s a t u h a l a m a n , s e b e l u m n a s k a h d i n a s t e r s e b u t d i t a n d a t a n g a n i 

o l e h p e j a b a t y a n g b e r w e n a n g m a k a h a r u s d i b u b u h k a n p a r a f 

p e j a b a t p e n g o l a h p a d a s u d u t k a n a n b a w a h s e t i a p h a l a m a n . 
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e ) n a s k a h d i n a s d a l a m b e n t u k d a n s u s u n a n p r o d u k 

h u k u m / s u r a t y a n g l e b i h d a r i s a t u l e m b a r , s e t i a p l e m b a r n y a d i 

p a r a f p a d a p o j o k k i r i k e r t a s b a g i a n b a w a h . 

f ) n a s k a h d i n a s d a l a m b e n t u k d a n s u s u n a n s u r a t y a n g 

m e m p u n y a i l a m p i r a n , p a d a l e m b a r l a m p i r a n d i p o j o k s e b e l a h 

k a n a n a t a s d i t u l i s l a m p i r a n : s u r a t , n o m o r d a n t a n g g a l s e r t a 

p a d a b a g i a n a k h i r s e b e l a h k a n a n b a w a h d i t a n d a t a n g a n i o l e h 

p e j a b a t y a n g b e r w e n a n g . 

g ) P a r a f h e r a r k i d a p a t d i b u a t d a l a m b e n t u k m a t r i k b e r u p a 

s t e m p e l p e r s e g i e m p a t 

S C o n t o h p e m b u b u h a n p a r a f h e r a r k i 

( A s i s t e n . . . . ) BUPATI BANDUNG ( S e k d a ) 

( K e p a l a B a g i a n . . . ) NAMA LENGKAP 

( A s i s t e n . . . . ) BUPATI BANDUNG ( S e k d a ) 

( K e p a l a P D ) NAMA LENGKAP 

( K a b i d . . . ) K E P A L A D I N A S . . . ( S e k r e t a r i s ) 

( K a s i . . . . ) NAMA LENGKAP 

S C o n t o h p e m b u b u h a n p a r a f b e n t u k m a t r i k 

P A R A F H I E R A R K I 

S e k d a 

A s i s t e n 

K e p a l a D i n a s 
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P a r a f K o o r d i n a s i 

N a s k a h D i n a s d a l a m b e n t u k d a n s u s u n a n p r o d u k h u k u m 

y a n g m a t e r i n y a m e n y a n g k u t k e p e n t i n g a n u n i t l a i n s e b e l u m 

d i t a n d a t a n g a n i o l e h p e j a b a t y a n g b e r w e n a n g h a r u s d i p a r a f 

t e r l e b i h d a h u l u o l e h u n i t p e n g o l a h , u n i t l a i n y a n g t e r k a i t d a n 

b a g i a n h u k u m p a d a s e t i a p l e m b a r n a s k a h . N a s k a h D i n a s d a l a m 

b e n t u k d a n s u s u n a n s u r a t y a n g m a t e r i n y a m e n y a n g k u t 

k e p e n t i n g a n u n i t l a i n s e b e l u m d i t a n d a t a n g a n i o l e h p e j a b a t y a n g 

b e r w e n a n g h a r u s d i p a r a f t e r l e b i h d a h u l u o l e h u n i t p e n g o l a h , u n i t 

l a i n y a n g t e r k a i t p a d a l e m b a r t e r a k h i r n a s k a h . P a r a f K o o r d i n a s i 

d i b u a t d a l a m b e n t u k s t e m p e l p e r s e g i e m p a t 

C o n t o h : 

PARAF KOORDINASI 
Bagian 
Bagian 

Bagian 
dst 

PARAF KOORDINASI 

Dinas 
Badan 

dst 

E . B e n t u k d a n U k u r a n L a m b a g N e g a r a d a n L a m b a n g d a e r a h 
1 . L a m b a n g N e g a r a 

/ 

2 , 5 c m 

2 . L a m b a n g K a b u p a t e n 

E F S H W M X E K n M I W U 

2 , 5 c m 

2 , 7 c m 

3 c m 

F . B e n t u k , U k u r a n d a n I s i S t e m p e l 

S t e m p e l d i g u n a k a n d a l a m t a t a n a s k a h d i n a s s e b a g a i t a n d a 

p e n g e n a l a t a u i d e n t i f i k a s i y a n g b e r s i f a t t e t a p d a n r e s m i . U n t u k 
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m e m p e r o l e h k e s e r a g a m a n d a l a m p e n y e l e n g g a r a a n t a t a n a s k a h d i n a s 

d i L i n g k u n g a n P e m e r i n t a h K a b u p a t e n B a n d u n g , p e r l u d i t e n t u k a n 

p e n g g u n a a n S t e m p e l D i n a s . 

J e n i s s t e m p e l u n t u k n a s k a h d i n a s d i l i n g k u n g a n p e m e r i n t a h 

K a b u p a t e n B a n d u n g t e r d i r i a t a s : 

1 . S t e m p e l j a b a t a n , y a i t u S t e m p e l J a b a t a n B u p a t i 

P e j a b a t y a n g b e r h a k m e n g g u n a k a n S t e m p e l J a b a t a n B u p a t i 

a d a l a h B u p a t i d a n W a k i l B u p a t i . K e w e n a n g a n p e m e g a n g d a n 

p e n y i m p a n s t e m p e l j a b a t a n u n t u k n a s k a h d i n a s d i l a k u k a n o l e h 

u n i t y a n g m e m b i d a n g i u r u s a n k e t a t a u s a h a a n p a d a s e k r e t a r i a t 

d a e r a h . S t e m p e l J a b a t a n B u p a t i b e r i s i n a m a j a b a t a n d a n 

m e n g g u n a k a n l a m b a n g n e g a r a d e n g a n p e m b a t a s t a n d a b i n t a n g . 

A d a p u n b e n t u k d a n s p e s i f i k a s i s t e m p e l J a b a t a n B u p a t i 

a d a l a h s e b a g a i b e r i k u t : 

a ) S t e m p e l J a b a t a n b e r b e n t u k b u n d a r , t e r d i r i d a r i t i g a l i n g k a r a n 

d e n g a n u k u r a n d i a m e t e r L i n g k a r a n P e r t a m a ( R l ) = 2 , 7 C m , 

L i n g k a r a n k e d u a ( R 2 ) = 3 , 8 , d a n L i n g k a r a n k e t i g a ( R 3 ) = 4 C m . 

J a r a k a n t a r a 2 ( d u a ) g a r i s y a n g t e r d a p a t d a l a m l i n g k a r a n 

d a l a m m a k s i m a l 1 c m ; 

b ) L i n g k a r a n P e r t a m a a d a l a h l i n g k a r a n p a l i n g d a l a m b e r i s i 

L a m b a n g N e g a r a , D i a n t a r a G a r i s P e r t a m a d a n K e d u a , d i 

b a g i a n a t a s t e r c a n t u m T u l i s a n " B U P A T I " , S e d a n g k a n d i b a g i a n 

b a w a h t e r c a n t u m t u l i s a n " B A N D U N G " d i a n t a r a k e d u a t u l i s a n 

t e r s e b u t d i b e r i t a n d a b i n t a n g s e g i l i m a ; 

c ) T i n t a s t e m p e l b e r w a r n a u n g u . 

C o n t o h : 

2,7 Cm 3,8 Cm 4 Cm 
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2 . S t e m p e l P e r a n g k a t D a e r a h , y a i t u S t e m p e l y a n g d i p e r u n t u k a n b a g i 

P e r a n g k a t D a e r a h , U n i t K e r j a P e l a y a n a n P u b l i k d a n L e m b a g a 

l a i n n y a y a n g d i b e r i k a n k e w e n a n g a n y a n g b e r a d a d i L i n g k u n g a n 

P e m e r i n t a h D a e r a h K a b u p a t e n B a n d u n g . K e w e n a n g a n p e m e g a n g 

d a n p e n y i m p a n s t e m p e l p e r a n g k a t d a e r a h d i l a k u k a n o l e h u n i t 

y a n g m e m b i d a n g i u r u s a n k e t a t a u s a h a a n p a d a s e t i a p P D . 

A d a p u n b e n t u k d a n s p e s i f i k a s i S t e m p e l P e r a n g k a t D a e r a h 

a d a l a h s e b a g a i b e r i k u t : 

a ) S t e m p e l P e r a n g k a t D a e r a h b e r b e n t u k b u n d a r , t e r d i r i d a r i t i g a 

l i n g k a r a n d e n g a n u k u r a n d i a m e t e r L i n g k a r a n P e r t a m a ( R l ) = 

2 , 7 C m , L i n g k a r a n k e d u a ( R 2 ) = 3 , 8 C m , d a n L i n g k a r a n k e t i g a 

( R 3 ) = 4 C m . J a r a k a n t a r a 2 ( d u a ) g a r i s y a n g t e r d a p a t d a l a m 

l i n g k a r a n d a l a m m a k s i m a l 1 c m ; 

b ) L i n g k a r a n P e r t a m a a d a l a h l i n g k a r a n p a l i n g , d i a n t a r a G a r i s 

P e r t a m a d a n K e d u a , d i b a g i a n a t a s t e r c a n t u m T u l i s a n 

" P E M E R I N T A H K A B U P A T E N " , S e d a n g k a n d i b a g i a n b a w a h 

t e r c a n t u m t u l i s a n " B A N D U N G " d i a n t a r a k e d u a t u l i s a n 

t e r s e b u t d i b e r i t a n d a b i n t a n g s e g i l i m a . D i b a g i a n t e n g a h 

d i t u l i s n a m a P D / U n i t k e r j a a t a u l e m b a g a l a i n n y a d e n g a n 

m e n g g u n a k a n h u r u f k a p i t a l . 

c ) T i n t a S t e m p e l b e r w a r n a u n g u . 

C o n t o h : 

Stempel Setda 

3 , 8 C m 4 C m 

Stempel Dinas/ Badan 
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Stempel Kecamatan 

2 , 7 C m 3 , 8 C m 4 C m 

Stempel Kelurahan 

2 , 7 C m 3 , 8 C m 4 C m 

Stempel UPT 

S e l a i n P e n g g u n a a n s t e m p e l d e n g a n u k u r a n s e b a g a i m a n a 

d i m a k s u d d i a t a s , S t e m p e l P e r a n g k a t D a e r a h d i m u n g k i n k a n 

m e n g g u n a k a n u k u r a n k h u s u s u n t u k k e p e r l u a n k a r t u t a n d a 

p e n d u d u k , k a r t u p e g a w a i , t a n d a p e n g e n a l , a s u r a n s i k e s e h a t a n d a n 

s e j e n i s n y a . A d a p u n U k u r a n n y a s e b a g a i b e r i k u t : 

a . S t e m p e l P e r a n g k a t D a e r a h b e r b e n t u k b u n d a r , t e r d i r i d a r i t i g a 

l i n g k a r a n d e n g a n u k u r a n d i a m e t e r L i n g k a r a n P e r t a m a ( R l ) = 1 , 2 

C m , L i n g k a r a n k e d u a ( R 2 ) = l , 7 C m d a n L i n g k a r a n k e t i g a 

( R 3 ) = l , 8 C m . J a r a k a n t a r a 2 ( d u a ) g a r i s y a n g t e r d a p a t d a l a m 

l i n g k a r a n d a l a m m a k s i m a l 0 , 5 c m ; 
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b . L i n g k a r a n P e r t a m a a d a l a h l i n g k a r a n p a l i n g d a l a m , d i a n t a r a G a r i s 

P e r t a m a d a n K e d u a , d i b a g i a n a t a s t e r c a n t u m T u l i s a n 

" P E M E R I N T A H K A B U P A T E N " , S e d a n g k a n d i b a g i a n b a w a h 

t e r c a n t u m t u l i s a n " B A N D U N G " d i a n t a r a k e d u a t u l i s a n t e r s e b u t 

d i b e r i t a n d a b i n t a n g s e g i l i m a . D i b a g i a n t e n g a h d i t u l i s n a m a P D / 

U n i t k e r j a a t a u l e m b a g a l a i n n y a d e n g a n m e n g g u n a k a n h u r u f 

k a p i t a l 

c . T i n t a S t e m p e l b e r w a r n a u n g u . 

Contoh Stempel 

1 
,2 Cl 

D a l a m r a n g k a m e m p e r t e g a s p e n g e n d a l i a n d a n p e n g a w a s a n , 

K e p a l a P D m e n e t a p k a n P e j a b a t p e m e g a n g d a n p e n y i m p a n S t e m p e l 

d e n g a n K e p u t u s a n K e p a l a P D . 

D a l a m r a n g k a p e n g a m a n a n p e n g g u n a a n S t e m p e l , d i g u n a k a n 

k o d e d e n g a n k e t e n t u a n y a n g d i a t u r t e r s e n d i r i . 

G . B e n t u k , U k u r a n d a n I s i K o p S u r a t 

K o p N a s k a h D i n a s d i L i n g k u n g a n P e m e r i n t a h K a b u p a t e n 

B a n d u n g t e r d i r i d a r i : 

1 . K o p N a s k a h D i n a s J a b a t a n . 

K o p N a s k a h D i n a s J a b a t a n d i g u n a k a n u n t u k N a s k a h D i n a s 

y a n g d i t a n d a t a n g a n i o l e h B u p a t i / W a k i l B u p a t i . K o p N a s k a h 

D i n a s J a b a t a n m e n g g u n a k a n : 

a ) l a m b a n g n e g a r a b e r w a r n a k u n i n g e m a s d a n d i t e m p a t k a n 

d i b a g i a n t e n g a h a t a s u n t u k n a s k a h d i n a s d a l a m b e n t u k d a n 

s u s u n a n p r o d u k h u k u m d e n g a n t i d a k m e n g g u n a k a n a l a m a t 

n o m o r t e l e p o n , n o m o r f a k s i m i l e , w e b s i t e , e - m a i l d a n k o d e 

p o s ; 

0,5 Cm 
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b ) l a m b a n g n e g a r a b e r w a r n a k u n i n g e m a s d a n d i t e m p a t k a n d i 

b a g i a n t e n g a h a t a s s e r t a a l a m a t n o m o r t e l e p o n , n o m o r 

f a k s i m i l e , w e b s i t e , e - m a i l d a n k o d e p o s d i t e m p a t k a n d i b a g i a n 

t e n g a h b a w a h u n t u k n a s k a h d i n a s d a l a m b e n t u k d a n 

s u s u n a n s u r a t . 

Contoh 1 : Kop naskah dinas Bupati Bandung 

Jalan Raya Soreang KM. 17 Telp (022) 5891191-5891143-5891144 Fax. 5891183 Soreang 
40911 Provinsi J a w a Barat E-mail: info@bandungkab.go.id Website: www.bandungkab.go.id 

2 . K o p N a s k a h D i n a s P e r a n g k a t D a e r a h 

K o p N a s k a h D i n a s P e r a n g k a t D a e r a h d i g u n a k a n o l e h P D d i 
L i n g k u n g a n P e m e r i n t a h K a b u p a t e n B a n d u n g . K o p n a s k a h d i n a s 
p e r a n g k a t d a e r a h k a b u p a t e n m e m u a t s e b u t a n p e m e r i n t a h 
k a b u p a t e n , n a m a s a t u a n k e r j a p e r a n g k a t d a e r a h , a l a m a t , n o m o r 
t e l e p o n , n o m o r f a k s i m i l e , w e b i t e , e - m a i l d a n k o d e p o s . K h u s u s u n t u k 
K o p N a s k a h D i n a s B a g i K e l u r a b a n , m e m u a t s e b u t a n p e m e r i n t a h 
k a b u p a t e n , n a m a k e c a m a t a n , k e l u r a h a n , a l a m a t , n o m o r t e l e p o n , 
n o m o r f a k s i m i l e , w e b i t e , e - m a i l d a n k o d e p o s . 
P e r b a n d i n g a n h u r u f p a d a k o p n a s k a h d i n a s a n t a r a t u l i s a n n a m a 
p e m e r i n t a h d a e r a h d a n n a m a s a t u a n k e r j a p e r a n g k a t d a e r a h a d a l a h 
3 : 4 . T u l i s a n n a m a p e m e r i n t a h d a e r a h d e n g a n h u r u f a r i a l 1 4 
s e d a n g k a n t u l i s a n n a m a s a t u a n k e r j a p e r a n g k a t d a e r a h d e n g a n 
h u r u f a r i a l 1 8 

C o n t o h 1 : K o p n a s k a h d i n a s S e k r e t a r i a t D a e r a h K a b u p a t e n 
B a n d u n g 

BUPATI BANDUNG 

Jl. Raya Soreang Km. 17 Telp.(022) 0000000-0000000-0000000 
Fax (022) 0000000 Soreang 40911 Kabupaten Bandung Provinsi Jawa Barat 

Website: www.bandungkab.go.id 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

mailto:info@bandungkab.go.id
http://www.bandungkab.go.id
http://www.bandungkab.go.id
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C o n t o h 3 : K o p n a s k a h d i n a s U P T . 

PEMERINTAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

NAMA UPT 
_ J l . R a y a S o r e a n g K m . 1 7 T e l p . ( 0 2 2 ) 0 0 0 0 0 0 0 

H C T - w m m w i J l i F a x ( 0 2 2 ) 0 0 0 0 0 0 0 S o r e a n g 4 0 9 1 1 K a b u p a t e n B a n d u n g P r o v i n s i J a w a 
Bara tWebs i te : www.bandungkab .go . id 

H. Bentuk, Ukuran dan I s i Sampul Naskah Dinas. 
1 . S a m p u l N a s k a h D i n a s J a b a t a n 

B U P A T I B A N D U N G 

J a l a n R a y a S o r e a n g K M . 1 7 T e l p ( 0 2 2 ) 5 8 9 1 1 9 1 - 5 8 9 1 1 4 3 - 5 8 9 1 1 4 4 F a x . 5 8 9 1 1 8 3 S o r e a n g 4 0 9 1 1 
P r o v i n s i J a w a B a r a t E - m a i l : i n f o @ b a n d u n g k a b . g o . i d W e b s i t e : w w w . b a n d u n g k a b . g o . i d 

K e p a d a 

N o m o r Y t h 

S t e m p e l d i 

K o d e P o s 

2 . S a m p u l N a s k a h D i n a s P D 

PEMERINTAH DAERAH KABUPATEN BANDUNG 
NAMA PERANGKAT DAERAH 

J a l a n N o m o r T e l e p o n : 
F a k s i m i l : W e b s i t e : e - m a i l : 

N a m a t e m p a t - K o d e p o s 

K e p a d a 

N o m o r Y t h 

S t e m p e l d i 

K o d e P o s 

http://www.bandungkab.go.id
mailto:info@bandungkab.go.id
http://www.bandungkab.go.id
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3 . C o n t o h S a m p u l M a p U k u r a n f o l i o 

PEMERINTAH KABUPATEN BANDUNG 
N A M A P E R A N G K A T D A E R A H 

J a l a n N o m o r T e l e p o n : 
F a k s i m i l : W e b s i t e : e - m a i l : 

N a m a t e m p a t - K o d e p o s 
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I . Bentuk, Ukuran dan I s i Papan Nama 

J e n i s P a p a n N a m a K a n t o r D i n a s d i L i n g k u n g a n P e m e r i n t a h 

K a b u p a t e n B a n d u n g , t e r d i r i a t a s : 

1 . P a p a n N a m a K a n t o r B u p a t i . 

P a p a n N a m a K a n t o r B u p a t i b e r b e n t u k p e r s e g i p a n j a n g 

d e n g a n u k u r a n d i s e s u a i k a n d e n g a n b e s a r b a n g u n a n . P a p a n n a m a 

K a n t o r B u p a t i b e r i s i t u l i s a n k a n t o r b u p a t i , a l a m a t , n o m o r t e l e p o n 

d a n k o d e p o s . 

2 . P a p a n N a m a K a n t o r P e r a n g k a t D a e r a h 

P a p a n N a m a K a n t o r P e r a n g k a t D a e r a h b e r b e n t u k p e r s e g i 

p a n j a n g d e n g a n u k u r a n d i s e s u a i k a n d e n g a n b e s a r b a n g u n a n . 

P a p a n n a m a K a n t o r P e r a n g k a t D a e r a h b e r i s i t u l i s a n k a n t o r 

P e r a n g k a t D a e r a h , a l a m a t , n o m o r t e l e p o n d a n k o d e p o s . A d a p u n 

n o m e n k l a t u r p e n a m a a n P D b e r p e d o m a n k e p a d a K e t e n t u a n y a n g 

m e n g a t u r P e m b e n t u k a n k e l e m b a g a a n . 

P a p a n N a m a K a n t o r P D s e b a g a i m a n a d i m a k s u d d i a t a s 

d i t e m p a t k a n p a d a t e m p a t y a n g s t r a t e g i s , m u d a h d i l i h a t d a n s e r a s i 

d e n g a n l e t a k d a n b e n t u k b a n g u n a n n y a . B a g i b e b e r a p a k a n t o r P D 

y a n g b e r a d a d i b a w a h s a t u a t a p a t a u s a t u k o m p l e k , d i b u a t d a l a m 

s a t u p a p a n n a m a y a n g b e r t u l i s k a n s e m u a n a m a P D . 

B e n t u k d a n s p e s i f i k a s i P a p a n N a m a K a n t o r P D d i L i n g k u n g a n 

P e m e r i n t a h K a b u p a t e n B a n d u n g a d a l a h S e b a g a i B e r i k u t : 

1 . B E N T U K . 
P a p a n n a m a s a t u a n k e r j a p e r a n g k a t d a e r a h b e r b e n t u k p e r s e g i 

p a n j a n g . 

C o n t o h : 
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Z 7 1 

A 
V 

2 . U K U R A N . 

P e r b a n d i n g a n u k u r a n h u r u f 3 : 4 . 

a . u k u r a n h u r u f « 3 « u n t u k t u l i s a n P E M E R I N T A H K A B U P A T E N 

B A N D U N G . 

b . u k u r a n h u r u f " 4 * u n t u k t u l i s a n n a m a P E R A N G K A T 

D A E R A H / U N I T K E R J A . 

3 . B A H A N 

a . B a h a n p a p a n n a m a P D d i s e s u a i k a n d e n g a n k e b u t u h a n 

d a e r a h , m i s a l n y a d a r i b a h a n k a y u , b e t o n , s e n g / p l a t d a n l a i n 

s e b a g a i n y a . 

b . B a h a n h u r u f p a p a n n a m a d i a t u r s e s u a i k e b u t u h a n , d a p a t 

m e n g g u n a k a n c a t a t a u d a r i b a h a n l a i n s e p e r t i s e n g / p l a t a t a u 

s e m e n d a n l a i n s e b a g a i n y a . 

Contoh 1 : Papan nama Kantor Bupati 

K A N T O R 
B U P A T I B A N D U N G 

Jin. Raya Soreang Km. 17 Soreang 40911 Jawa Barat 
Telp. (022)5891191, 5891143, 5891144 

Fax. (022)5891183 
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Contoh 2 : Papan nama Satuan Kerja Perangkat Daerah. 

P E M E R I N T A H K A B U P A T E N B A N D U N G 
D I N A S K E S E H A T A N 

Jin. Raya Soreang Km. 17 Soreang 40911 Jawa Barat 
Telp. (022) 0000000,0000000,0000000 Fax. (022) 0000000 

Contoh 3 : Papan nama UPT 

P E M E R I N T A H K A B U P A T E N B A N D U N G 
N A M A P E R A N G K A T D A E R A H 

N A M A U P T 

Jin. Raya Soreang Km. 17 Soreang 40911 Jawa Barat 
Telp. (022) 0000000,0000000,0000000 Fax. (022) 0000000 

J . S i n g k a t a n N o m e n k l a t u r d a n P e n g k o d e a n N a s k a h D i n a s P e r a n g k a t 
D a e r a h d i L i n g k u n g a n P e m e r i n t a h K a b u p a t e n B a n d u n g 

NO PERANGKAT DAERAH SINGKATAN 

1 SEKRETARIAT DAERAH 
A s i s t e n P e m e r i n t a h a n A s s P e m 
B a g i a n K e t e n t r a m a n d a n k e t e r t i b a n u m u m , 
K e p e n d u d u k a n d a n T e n a g a K e r j a T r a n t i b 
B a g i a n P e m b e r d a y a a n P e m b 
B a g i a n A d m i n i s t r a s i P e m e r i n t a h a n A d p e m 
B a g i a n H u k u m H u k 
A s i s t e n P e r e k o n o m i a n d a n K e s e j a h t e r a a n A s s E k j a h 
B a g i a n I n f r a s t r u k t u r I n f r a 
B a g i a n P e r e k o n o m i a n P e r e k 
B a g i a n K e s e j a h t e r a a n S o s i a l K e s o s 
B a g i a n B a r a n g d a n J a s a B a r j a s 
A s i s t e n A d m i n i s t r a s i A s s A d m n 
B a g i a n U m u m U r n 
B a g i a n K o m u n i k a s i d a n I n f o r m a t i k a K o m i n f o 
B a g i a n P r o g r a m P r o g 
B a g i a n O r g a n i s a s i O r g 
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2 SEKRETARIAT DPRD S e t w a n 
3 D i n a s P e n d i d i k a n D i s d i k 
4 D i n a s P a r i w i s a t a d a n K e b u d a y a a n D i s p a r b u d 
5 D i n a s K e p e m u d a a n d a n O l a h R a g a D i s p o r a 
6 D i n a s K e s e h a t a n D i n k e s 
7 D i n a s S o s i a l D i n s o s 
8 D i n a s K e p e n d u d u k a n d a n P e n c a t a t a n S i p i l D i s d u k c a s i p 
9 D i n a s T e n a g a K e r j a D i s n a k e r 
1 0 D i n a s P e r h u b u n g a n D i s h u b 
1 1 D i n a s P e k e r j a a n U m u m d a n P e n a t a a n R u a n g D P U P R 
1 2 D i n a s P e r u m a h a n R a k y a t , K a w a s a n 

P e r m u k i m a n d a n P e r t a n a h a n D i s D e r k i m t a n 
J—s lO m~S V> A 1X1111 LMXA 

1 3 D i n a s P e r i n d u s t r i a n d a n P e r d a g a n g a n 

D i s p e r i n 
1 A D i n a s K o p e r a s i , U s a h a K e c i l d a n M e n e n g a h 

D i s k o p u k m 
1 5 D i n a s P e r t a n i a n 

D i s t a n 
1 6 D i n a s K e b a k a r a n 

D i s l r a T 
i — y l o I V c i1 1 7 D i n a s P e m b e r d a y a a n M a s y a r a k a t d a n D e s a D P M D 

1 8 D i n a s P e n g e n d a l i a n P e n d u d u k a n , K B , 
P e m b e r d a y a a n P e r e m p u a n d a n P e r l i n d u n g a n 
A n a k . 

D P 2 K B P 3 A 
1 9 D i n a s L i n g k u n g a n H i d u p D L H 
2 0 D i n a s K o m u n i k a s i , I n f o r m a t i k a d a n S t a t i s t i k D i s k o m i n f o 

1—* lOlkwlllll A JL \*J 

2 1 D i n a s P e r p u s t a k a a n d a n K e a r s i p a n D i s o u s i n 
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