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

P E R A T U R A N B U P A T I B A T A N G 
N O M O R 6 2 T A H U N 2 0 1 4 

T E N T A N G 

P E D O M 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 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 T A 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 e f i s i e n s i 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 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 t a n g , p e r l u p e n y e r a g a m 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 t a n g ; 

b . b a h w a P e r a t u r a n B u p a t i N o m o r 2 6 T a h u n 2 0 0 6 t e n t a n g 
P e d o m 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 t a n g t i d a k s e s u a i l a g i d e n g a n k e t e n t u a n 
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 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 , 
s e h i n g g a p e r l u d i g a n t i ; 

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 
d a l a m h u r u f a d a n h u r u f b , p e r l u 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 P e d o m 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 t a n g ; 

M e n g i n g a t : 1 . P a s a l 1 8 a y a t ( 6 ) U n d a n g - U n d a n g D a s a r 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 4 5 ; 

2 . 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 3 5 7 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 ) ; 
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3 . P e r a t u r a j i 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 ) ; 

4 . 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 ) ; 

5 . P e r a t u r a n P e m e r i n t a h N o m o r 2 1 T a h u n 1 9 8 8 t e n t a n g 
P e r u b a h a n B a t a s W i l a y a h K o t a m a d y a D a e r a h T i n g k a t 11 
P e k a l o n g a n , K a b u p a t e n D a e r a h T i n g k a t I I P e k a l o n g a n d a n 
K a b u p a t e n D a e r a h T i n g k a t I I B a t a n g ( 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 8 8 N o m o r 4 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 3 3 8 1 ) ; 

6 . P e r a t u r a n P e m e r i n t a h N o m o r 3 8 T a h u n 2 0 0 7 t e n t a n g 
P e m b a g i a n U r u s a n A n t a r a P e m e r i n t a h , P e m e r i n t a h a n 
D a e r a h P r o v i n s i d a n P e m e r i n t a h a n K a b u p a t e n / K o t 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 7 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 
4 7 3 7 ) ; 

7 . 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 1 T a h u n 2 0 0 7 t e n t a n g 
O r g a n i s a s i 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 0 7 N o m o r 8 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 4 7 4 1 ) ; 

8 . 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 ; 

9 . 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 1 T a h u n 2 0 1 4 
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 ; 

1 0 . 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 t a n g N o m o r 2 T a h u n 2 0 0 8 
t e n t a n g P e m b e n t u k a n S u s u n a n O r g a n i s a s i d a n T a t a K e r j a 
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 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 t a n g ( 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 t a n g T a h u n 2 0 0 8 N o m o r 2 S e r i D N o m o r 1) 
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 D a e r a h 
K a b u p a t e n B a t a n g N o m o r 2 3 T a h u n 2 0 1 1 t e n t a n g 
P e r u b a h a n A t a s P e r a t u r a n D a e r a h n o m o r 2 t e n t a n g 
P e m b e n t u k a n S u s u n a n O r g a n i s a s i d a n T a t a K e r j a 
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 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 t a n g ( 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 t a n g T a h u n 2 0 1 1 N o m o r 2 3 ) ; 

1 1 . 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 t a n g N o m o r 3 T a h u n 2 0 0 8 
t e n t a n g P e m b e n t u k a n S u s u n a n O r g a n i s a s i d a n T a t a K e r j a 
D i n a s D a e r a h K a b u p a t e n B a t a n g ( 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 t a n g T a h u n 2 0 0 8 N o m o r 3 S e r i D N o m o r 2 ) 
s e b a g a i m a n a t e l a h b e b e r a p a k a l i d i u b a h t e r a k h i r d e n g a 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 t a n g N o m o r 9 T a h u n 2 0 1 3 
t e n t a n g P e r u b a h a n K e d u a A t a s 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 t a n g N o m o r 3 T a h u n 2 0 0 8 t e n t a n g P e m b e n t u k a n 
S u s u n a n O r g a n i s a s i d a n T a t a K e r j a D i n a s D a e r a h 
K a b u p a t e n B a t a n g ( 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 t a n g 
T a h u n 2 0 1 3 N o m o r 9 ) ; 
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1 2 . 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 t a n g N o m o r 4 T a h u n 2 0 0 8 
t e n t a n g P e m b e n t u k a n S u s u n a n O r g a n i s a s i d a n T a t a K e r j a 
L e m b a g a T e k n i s D a e r a h d a n S a t u a n P o l i s i P a m o n g P r a j a 
K a b u p a t e n B a t a n g ( L e m b a r a n D a e r a h T a h u n 2 0 0 8 N o m o r 4 
S e r i D N o m o r 3 ) s e b a g a i m a n a t e l a h b e b e r a p a k a l i d i u b a h 
t e r a k h i r d e n g a 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 t a n g N o m o r 
1 0 T a h u n 2 0 1 3 t e n t a n g P e r u b a h a n K e d u a A t a s P e r a t u r a n 
D a e r a h N o m o r 4 T a h u n 2 0 0 8 t e n t a n g P e m b e n t u k a n 
S u s u n a n O r g a n i s a s i d a n T a t a K e r j a L e m b a g a T e k n i s D a e r a h 
d a n S a t u a n P o l i s i P a m o n g P r a j a K a b u p a t e n B a t a n g 
( L e m b a r a n D a e r a h T a h u n 2 0 1 3 N o m o r 1 0 ) ; 

1 3 . 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 t a n g N o m o r 5 T a h u n 2 0 0 8 
t e n t a n g P e m b e n t u k a n S u s u n a n O r g a n i s a s i d a n T a t a K e r j a 
K e c a m a t a n d a n K e l u r a h a n K a b u p a t e n B a t a n g ( L e m b a r a n 
D a e r a h T a h u n 2 0 0 8 N o m o r 5 S e r i D N o m o r 4 ) 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 D a e r a h K a b u p a t e n B a t a n g 
N o m o r 2 6 t a h u n 2 0 1 1 t e n t a n g P e r u b a h a n A t a s P e r a t u r a n 
D a e r a h N o m o r 5 T a h u n 2 0 0 8 t e n t a n g P e m b e n t u k a n 
S u s u n a n O r g a n i s a s i d a n T a t a K e r j a K e c a m a t a n d a n 
K e l u r a h a n K a b u p a t e n B a t a n g ( L e m b a r a n D a e r a h T a h u n 
2 0 1 1 N o m o r 2 6 ) ; 

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 P E D O M 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 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 : 

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

2 . P e m e r i n t a h a n d a e r a h a d a l a h p e n y e l e n g g a r a a n u r u s a n p e m e r i n t a h a n o l e h 
p e m e r i n t a h d a e r a h d a n 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 m e n u r u t a s a s 
o t o n o m i d a n t u g a s p e m b a n t u a n d e n g a n p r i n s i p o t o n o m i s e l u a s - I u a s n y a 
d a l a m s i s t e m d a n p r i n s i p n e g a r a k e s a t u a n R e p u b l i k I n d o n e s i 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 U n d a n g U n d a n g D a s a r 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 4 5 . 

3 . 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 d a e r a h . 

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

9 . U n i t p e l a k s a n a t e k n i s s e l a n j u t n y a d i s i n g k a 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 0 . 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 . 

1 1 . 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 2 . 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 3 . 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 S K P D . 

1 4 . 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 a n j a b a t a n a t a u n a m a 
S K 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 5 . 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 a n j a b a t a n 
a t a u n a m a S K 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 6 . 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 . 

1 7 . 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£iri p e j a b a t 
k e p a d a p e j a b a t a t a u p e j a b a t d i b a w a h n y a . 

1 8 . 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 . 

1 9 . 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 j i 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 0 . P e r a t u r a n d a e r a h a d a l 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 
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 k e p a l a d a e r a h 
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 . 

2 1 . P e r a t u r a n B u p a t i a d a l 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 
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 . 

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

2 3 . K e p u t u s a n B u p a t i a d a l 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 
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 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 final. 

2 4 . K e p u t u s a n k e p a l a S K P D a d a l 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 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 e t a p a n , i n d i v i d u a l , k o n k r i t d a n 
f i n a l . 
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2 5 . I n s t r u k s i B u p a t i a d a l a h n a s k a h d i n a s y a n g b e r i s i k a n 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 . 

2 6 . S u r a t e d a r a n a d a l a h 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 d i a n g g a p 
p e n t i n g d a n m e n d e s a k . 

2 7 . S u r a t b i a s a a d a l a h 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 . 

2 8 . S u r a t k e t e r a n g a n a d a l a h 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 e i 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 . 

2 9 . S u r a t p e r i n t a h a d a l a h 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 a n t e r t e n t u . 

3 0 . S u r a t i z i n a d a l a h 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 . 

3 1 . S u r a t p e r j a n j i a n a d a l a h 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 a m a 
a n t a r a d u a b e l a h 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 t i n d a k a n a t a u 
p e r b u a t a n h u k u m y a n g t e l a h d i s e p a k a t i b e r s a m a . 

3 2 . S u r a t p e r i n t a h t u g a s a d a l a h 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 . 

3 3 . 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 a d a l a h 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 . 

3 4 . S u r a t k u a s a a d a l a h 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 . 

3 5 . S u r a t u n d a n g a n a d a l a h 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 y a n g 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 . 

3 6 . 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 a d a l a h 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 . 

3 7 . S u r a t p a n g g i l a n a d a l a h 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 . 

3 8 . N o t a d i n a s a d a l a h 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 . 

3 9 . 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 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 e i 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 . 

4 0 . L e m b a r d i s p o s i s i a d a l a h 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 . 
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4 1 . T e l a a h a n s t a f a d a l a h 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 s e c a r a 
s i s t e m a t i s . 

4 2 . P e n g u m u m a n a d a l a h 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 . 

4 3 . L a p o r a n a d a l a h 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 . 

4 4 . R e k o m e n d a s i a d a l a h 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 . 

4 5 . S u r a t p e n g a n t a r a d a l a h 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 . 

4 6 . T e l e g r a m a d a l a h 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 y a n g 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 . 

4 7 . L e m b a r a n d a e r a h 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 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 . 

4 8 . B e r i t a d a e r a h 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 g u n d a n g k a n p e r a t u r a n 
k e p a l a d a e r a h . 

4 9 . B e r i t a a c a r a a d a l a h 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 . 

5 0 . N o t u l e n a d a l a h 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 . 

5 1 . M e m o a d a l a h 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 . 

5 2 . D a f t a r h a d i r a d a l a h n a s k a h d i n a s d a r i p e j a b a t 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 . 

5 3 . P i a g a m a d a l a h 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 . 

5 4 . 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 a d a l a h 
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 . 

5 5 . S e r t i f i k 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 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 . 

5 6 . P e r u b a h a n a d a l a h m e r 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 . 

5 7 . 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 . 

5 8 . 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 . 
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B A B I I 
T A T A N A S K A H D I N 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 h 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 h 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 , y a i t u 
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 h a r u s 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 , y a i t u 
t a t a n a s k a h d i n a s d i s e l e n g g a r a k a n d a l a u n 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 d a l a m P a s a l 2 
h u r u f e , y a i t u t a t a n a s k a h d i n a s d i s e l e n g g a r a k a n 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 , y a i t u 
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 h a r u s 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 . 

P a s a l 4 

P r i n s i p - 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 t e r d i r i a t a s ; 
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 fisik 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 d a n 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 h a r u s l e n g k a p d a n e f e k t i f . 
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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 d i l a k s a n a k a n s e b a g a i b e r i k u t : 
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 ; 
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 . w a m a d a n k u a l i t a s k e r t a s . 

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 , 
d i l a k u k a n m e l a l u i : 
a . I n s t a n s i 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 u n i t 
p e n g e i o l a ; 

2 . u n i t p e n g e i 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 y a n g 

b e r h a k . 
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 . 

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 n y a d a n 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 
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 ; 

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 s a l 9 

T i n g k a t 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 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 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 y a n g b e r d a m p a k k e p a d a k e r u g i a n n e g a r 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 k e 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 . 
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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 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 , 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 m a k s i m u m 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 s a l 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 , 
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 7 0 g r a m ; 
b . 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 ; 

c . p e n y e d i a a n 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 a t a u l o g o 
d a e r a h b e r w a r n a d i c e t a k d i a t a s k e r t a s 7 0 g r a m ; 

d . 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 ) ; 

e . 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 

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 p i d a t o a d a l a h A 5 ( 1 6 5 x 2 1 5 m m ) . 

P a s a l 1 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 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 , 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 s a l 1 3 

W a m a d a n k u a l i t a s k e r 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 6 h u r u f g , 
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 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 
( 1 ) 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 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 k a b u p a t e n , 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 a n 
d . k e p u t u s a n b u p a t i . 

( 2 ) T e k n i k p e n y 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 ) m e n g a c u p a d a 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 . 
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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 . s u r a t e d a r a n ; 
c . s u r a t b i a s a ; 
d . s u r a t k e t e r a n g a n ; 
e . s u r a t p e r i n t a h ; 
f . s u r a t i z i n ; 
g . s u r a t p e r j a n j i a n ; 
h . s u r a t p e r i n t a h t u g a s ; 
i . 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 ; 

j . s u r a t k u a s a ; 
k . s u r a t u n d a n g a n ; 
1. 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 ; 
m . s u r a t p a n g g i l a n ; 
n . n o t a d i n a s ; 
o . 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 ; 
p . l e m b a r d i s p o s i s i ; 
q . t e l a a h a n s t a f ; 
r . p e n g u m u m a n ; 
s . l a p o r a n ; 
t . r e k o m e n d a s i ; 
u . s u r a t p e n g a n t a r ; 
V . t e l e g r a m ; 
w . l e m b a r a n d a e r a h ; 
X . b e r i t a d a e r a h ; 
y . b e r i t a a c a r a ; 
z . n o t u l e n ; 
a a . m e m o ; 
a b . d a f t a r h a d i r ; 
a c . p i a g a m ; 
a d . s e r t i f i k a t ; d a n 
a e . S T T P P . 

P a s a l 1 6 

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 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 
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 y a n g m e r u p a k a n b a g i a n t 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 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 , 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 

P a s a l 1 7 

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

P a s a l 1 8 

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

( 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 ) d i a n g k a t d e n g a n k e p u t u s a n 
k e p a l a S K P D a t a u k e p u t u s a n 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 1 ( s a t u ) 
t a h u n . 

( 3 ) 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 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 l a k u k a n n y a . 

P a s a l 1 9 

( 1 ) P e l a k s a n a t u g a s h a r i a n y a n g d i s i n g k a t 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 a n g k a t d e n g a n k e p u t u s a n 
k e p a l a S K P D a t a u k e p u t u s a n 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 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 m p e r t a n g g u n g j a w a b k a n 
p e l a k s a n a a n a t a s n a s k a h d i n a s y a n g d i l a k u 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 s a l 2 0 
( 1 ) P e n j a b a t y a n g 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 e n j a b a t s e b a g a i m a n a p a d a a y a t ( 1 ) 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 p e l a n t i k a n p e j a b a t d e f i n i t i f . 

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

B a g i a n K e s a t u 
P a r a f 

P a s a l 2 1 

( 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 p a r a f . 
( 2 ) 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 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 . 
( 3 ) 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 a n a y a t ( 2 ) 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 . 
( 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 ) d a n a y a t ( 2 ) 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 . 
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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 i ; d a n 
b . p a r a f k o o r d i n a s i . 

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

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 2 

( 1 ) P e n u l i s a n n a m a b u p a t i d a n w a k i l b u p a t i 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 ; 

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 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 p e j a b a t s e l a i n y a n g 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 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 

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 n a s k a h d i n a s 

P a s a l 2 3 

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

J - s u r a t u n d a n g a n ; 
k . 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 ; 
1. s u r a t p a n g g i l a n ; 
m . n o t a d i n a s ; 
n . l e m b a r d i s p o s i s i ; 
0 . 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 . t e l e g r a m ; 
s . b e r i t a a c a r a ; 
t . m e m o ; 
u . p i a g a m ; 
V . s e r t i f i k a t ; d a n 
w . S ' l T P P . 
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P a s a l 2 4 
( 1 ) B u p a t i m e n d e l e g a s i k a n p e n a n d a t a n g a n a n p e r i z i n a n d i b i d a n g p e l a y a n a n 

y a n g b e r s i f a t l i n t a s s e k t o r k e p a d a S K P D y a n g m e m b i d a n g i p e l a y a n a n 
p e r i z i n a n t e r p a d u . 

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

P a s a l 2 5 

( 1 ) 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 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 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 . 

( 2 ) 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 ; 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 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 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 ; 
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 . t e l e 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 . 

P a s a l 2 6 

( 1 ) 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 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 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 ; 
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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 ; 
0 . 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 . s u r a t p e n g a n t a r ; 
t . l e m b a r a n d a e r a h ; 
u . b e r i t a d a e r a h ; 
V . b e r i t a a c a r a ; 
w . n o t u l e n ; 
X . m e m o ; 
y - d a f t a r h a d i r ; d a n 
z . s e r t i f i k a t . 

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 y a n g 
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 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 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 j a n j i a n ; 
7 . s u r a t p e r i n t a h t u g a s ; 
8 . s u r a t u n d a n g a n ; 
9 . 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 ; 
1 0 . s u r a t p a n g g i l a n ; 
1 1 . n o t a d i n a s ; 
1 2 . p e n g u m u m a n ; 
1 3 . t e l e g r a m ; 
1 4 . b e r i t a a c a r a ; 
1 5 . p i a g a m ; 
1 6 . s e r t i f i k a t ; d a n 
1 7 . S T T P P . 

P a s a l 2 7 
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 
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 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 . 



1 5 

( 2 ) 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 
b e n t u k d a n s u s u n a n 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 1 5 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 p e r i n t a h p e r j a l a n a n d i n a s ; 
f . s u r a t u n d a n g a n ; 
g- s u r a t p a n g g i l a n ; 
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 a p o r a n ; 
k . s u r a t p e n g a n t a r ; d a n 
1. d a f t a r h a d i r . 

P a s a l 2 8 
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 
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 t e r d i r i a t a s : 
a . 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 ; 
b . t e l a a h a n s t a f ; d a n 
c . l a p o r a n . 

P a s a l 2 9 

( 1 ) K e p a l a S K 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 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 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 a c a r a ; 
t . m e m o ; 
u . d a f t a r h a d i r ; d a n 
V . s e r t i f i k a t . 

( 2 ) K e p a l a S K 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 y a n g 
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 



1 6 

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 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 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 . 

K e p a l a S K P D y a n g m e n a n g a n i p e n d i d i k a n d a n p e l a t i h a n 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 
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 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 u n d a n g a n ; 
c . p e n g u m u m a n ; 
d . l a p o r a n ; 
e . t e l e g r a m ; 
f. p i a g a m ; 
g . s e r t i f i k a t ; d a n 
h . S T T P P . 

P a s a l 3 0 

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 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 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 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 a c a r a ; 
t . m e m o ; d a n 
u . d a f t a r h a d i r . 

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



1 7 

P a s a l 3 1 
( 1 ) K e p a l a U P T D i n a s / 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 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 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 ; 
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 . 

( 2 ) K e p a l a U P T D i n a s / B a d a n a t a s n a m a k e p a l a d i n a s / 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 
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 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 . n o t a d i n a s ; d a n 
e . d a f t a r h a d i r . 

P a s a l 3 2 

( 1 ) S e k r e t a r i s 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 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 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 k u a s a ; 
e . s u r a t u n d a n g a n ; 
f . n o t a d i n a s ; 
g- 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 ; 
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 . m e m o ; d a n 
1. d a f t a r h a d i r . 

( 2 ) S e k r e t a r i s a t a s n a m a k e p a l a S K 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 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 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 . n o t a d i n a s ; d a n 
e . d a f t a r h a d i r . 



1 8 

P a s a l 3 3 
( 1 ) 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 

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 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 ; 
0 . 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 a c a r a ; 
t . m e m o ; d a n 
u . d a f t a r h a d i r . 

( 2 ) 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 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 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 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 a n 
d . s u r a t u n d a n g a n . 

P a s a l 3 4 

( 1 ) K e p a l a b a g i 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 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 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 . n o t a d i n a s ; 
c . 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 . l e m b a r d i s p o s i s i ; 
e . t e l a a h a n s t a f ; 
f . l a p o r a n ; d a n 
g . d a f t a r h a d i r . 

( 2 ) S e k r e t a r i s , k e p a l a b a g i a n , 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 S K 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 
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 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 . n o t a d i n a s ; d a n 
e . d a f t a r h a d i r . 



1 9 

P a s a l 3 5 
( 1 ) 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 

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 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 ; 
0 . 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 . 

( 2 ) 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 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 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 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 a n 
d . s u r a t u n d a n g a n . 

P a s a l 3 6 

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 , 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 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 
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 . t e l a a h a n s t a f ; d a n 
d . l a p o r a n . 

( 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 , 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 , 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 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 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 . n o t a d i n a s ; d a n 
c . d a f t a r h a d i r . 



2 0 

B a g i a n K e e m p a t 
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 E l e k t r o n i k 

P a s a l 3 7 

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 e l e k t r o n i k d i l a k s a n a k a n s e s u a i 
d e n g a n 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 g i a n K e l i m a 
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 

P a s a l 3 8 

( 1 ) K e t e n t u a n m e n g e n a i 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 a t u r d a l a m p e r a t u r a n b u p a t i . 

( 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 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 . 

B a g i a n K e e n a m 
P e n g g u n a a n T i n t a u n t u k N a s k a h D i n a s 

P a s a l 3 9 

( 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 . 
( 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 . 
( 3 ) T i n t a y a n g d i p e r g u n a k a n u n t u k k e p e r l u a n k e a m a n a n n a s k a h d i n a s 

b e r w a r n a m e r a h . 

B A B V 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 0 
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 d a e r a h 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 1 

( 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 0 h u r u f a , s t e m p e l 
j a b a t a n b u p a t i . 

( 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 . 

P a s a l 4 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 4 0 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 S K P D d a n a t a u l e m b a g a l a i n ; 
b . s t e m p e l S K P D 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 . 



2 1 

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 4 3 

S t e m p e l j a b a t a n b u p a t i , 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 0 b e r b e n t u k l i n g k a r a n . 

P a s a l 4 4 

U k u r a n s t e m p e l j a b a t 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 0 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 ; 
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 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 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 4 5 

( 1 ) U k u r a n s t e m p e l S K P D 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 4 2 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 p e r g u n a k a n u n t u k 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 , 

P a s a l 4 6 

( 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 4 2 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 , n a m a S K 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 4 2 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 , n a m a S K P D d a n n a m a U P T y a n g b e r s a n g k u t a n . 

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 4 7 

( 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 0 h u r u f a , B u p a t i d a n W a k i l B u p a t i . 
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( 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 0 h u r u f b , K e p a l a S K P D , K e p a l a 
l e m b a g a l a i n n y a , 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 4 8 

( 1 ) P e r a n g k a t d a e r a h 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 0 h u r u f b m e l i p u t i : 
a . s e k r e t a r i a t d a e r a h ; 
b . s e k r e t a r i a t D P R D ; 
c . d i n a s d a e r a h ; 
d . l e m b a g a t e k n i s d a e r a h ; 
e . k e c a m a t a n ; 
f . k e l u r a h a n ; d a n 
g . l e m b a g a l a i n n y a . 

P a s a l 4 9 

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 0 
( 1 ) 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 . 

( 2 ) 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 
S K P D . 

( 3 ) 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 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 ) b e r t a n g g u n g j a w a b a t a s p e n g g u n a a n s t e m p e l . 

( 4 ) P e n u n j u 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 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 ( 3 ) 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 k e p a l a S K 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 1 

( 1 ) 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 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 , m e n g g u n a k a n k o d e . 

( 2 ) K e t e n t u a n l e b i h l a n j u t m e n g e n a i s t a n d a r i s a s i k o d e p e n g a m a n a n 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 p a d a a y a t ( 1 ) d i a t u r t e r s e n d i r i o l e h b u p a t i . 
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B A B V 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 5 2 

J e n i s 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 d a e r a h 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 . 

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 5 3 

( 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 5 2 h u r u f 
a , u n t u k b u p a t i d a n w a k i l b u p a t i 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 dan 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 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 . 

( 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 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 . 

( 3 ) K o p n a s k a h d i n a s k e c a m a t 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 , 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 , 

( 4 ) K o p n a s k a h d i n a s k e l u r a h 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 s i t e , e - m a i l d a n k o d e p o s . 

P a r a g r a f K e t i g a 
P e n g g u n a a n 

P a s a l 5 4 
( 1 ) K o p 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 5 3 a y a t ( 1 ) , 

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 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 3 a y a t ( 2 ) d a n 
a y a t ( 3 ) , 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 p a l a 
S K P D y a n g b e r s a n g k u t a n , l e m b a g a l a i n n y a a t a u p e j a b a t l a i n y a n g 
d i t u n j u k . 

( 3 ) K o p 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 5 3 a y a t ( 3 ) , 
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 c a m a t y a n g 
b e r s a n g k u t a n a t a u p e j a b a t l a i n y a n g d i t u n j u k . 
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( 4 ) K o p 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 5 3 a y a t ( 4 ) , 
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 l u r a h y a n g 
b e r s a n g k u t a n a t a u p e j a b a t l a i n y a n g d i t u n j u k . 

P a s a l 5 5 

K o p 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 5 3 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 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 b u p a t i . 

B A B V I I I 
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 5 6 

J e n i s s a m p u l 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 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 . 

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 7 

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 5 6 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 5 8 

( 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 5 6 m e l i p u t i : 
a . s a m p u l k a n t o n g 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 f o l i o / 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 m 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 

P a s a l 5 6 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 P a s a l 5 6 h u m f b . 

P a s a l 5 9 

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

( 3 ) S a m p u l U P T 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 , n a m a S K P D d a n U P T 
y a n g b e r s a n g k u t a n d a n a l a m a t , n o m o r t e l e p o n , f a k s i m i l e , e - m a i l , w e b s i t e 
d a n k o d e p o s d i b a g i a n t e n g a h a t a s . 
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B A B I 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 0 
J e n i s p a p a n n a m 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 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 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 , I s i 

P a s a l 6 1 

P a p a n n a m 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 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 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 2 

U k u r a n p a p a n n a m 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 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 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 6 3 

( 1 ) P a p a n n a m 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 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 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 , k o d e p o s , a l a m a t e - m a i l r e s m i d a n w e b s i t e ( b i l a a d a ) . 

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

( 3 ) J e n i s b a h a n d a s a r , w a r n a , b e s a r h u r u f p a p a n n a m a k a n t o r b u p a t i , 
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 p a d a a y a t ( 1 ) d a n a y a t ( 2 ) d i a t u r 
o l e h b u p a t 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 6 4 

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 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 . 

P a s a l 6 5 

B a g i b e b e r a p a k a n t o r , S K 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 S K P D . 

B A B X 

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 6 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 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 . 
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( 2 ) 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 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 , m e n g e l u a r k a n 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 
P E L A P O R A N 

K E T E N T U A N P E N U T U P 

P a s a l 6 7 

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 t a n g 
N o m o r 2 6 T a h u n 2 0 0 6 t e n t a n g P e d o m 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 t a n g ( B e r i t a D a e r a h T a h u n 2 0 0 6 N o m o r 1 5 S e r i E ) , 
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 6 8 

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 t a n g . 

 

 

D i u n d a n g k a n d i B a t a n g 
p a d a t a n g g a l
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L A M P I R A N 
P E R A T U R A N B U P A T I B A T A N G 
N O M O R 6 2 T A H U N 2 0 1 4 
T E N T A N G P E D O M 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 T A N G 

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 , P E N E M P A T A N a . n , u . b , u . p , P i t , P l h 
D A N P j , P A R A F , P E N A N D A T A N G A N A N , 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 , 

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

A . 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 . 

1 . 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 U P A T I B A T A N G 

P R O V I N S I J A W A T E N G A H 

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 T A 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 T A 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 a n s e t e r u s n y a ; 

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

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 T A N G 

d a n 

B U P A T I B A T A 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 

Peraturan Daerah). 
(judul 
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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 I 
( 1 ) 
( 2 ) 

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 s i h K a b u p a t e n 
B a 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 

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

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

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

P R O V I N S I J A W A T E N G A H 

P E R A T U R A N B U P A T I B A T A 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 T A 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 a n s e t e r u s n y a ; 

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

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 (judul Peraturan Bupati). 

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 
2 
3 . d a n s e t e r u s n y a . 

B A B I I 
(Judul Bab) 
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P a r a g r a f 1 
P a s a l .... 

(dan seterusnya) 

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 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 

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

P E R A T U R A N B E R S A M A B U P A T I B A T A N G 
D A N B U P A T I / W A L I K O T A 

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 
(Judul Peraturan Bersama) 

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 T A 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 a n s e t e r u s n y a ; 

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

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 T A 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 (Judul Peraturan 
Bersama). 

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 .. 

B A B ... 
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 (jika diperlukan) 
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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 t a 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 

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

(Nama Tanpa Gelar dan Pangkat) 

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 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 

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

(Nama Tanpa Gelar dan Pangkat) 

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 / K O T A 

N A M A 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 T A N G 
T A H U N N O M O R 
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 . . . . 
T A H U N N O M O R 
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P R O V I N S I J A W A T E N G A H 

K E P U T U S A N B U P A T I B A T A N G 

N O M O R : .../.../... 

T E N T A N G 
( J u d u l K e p u t u s a n B u p a t i ) 

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

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

M e n g i n g a t 1 . 
2 . 
3 . 

b a h w a 
b a h w a 
d a n s e t e r u s n y a ; 

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

M e m p e r h a t i k a n : 1 
2 
3 . d a n s e t e r u s n y a . . . . 

M E M U T U S K A N : 

M e n e t a p k a n : K E P U T U S A N B U P A T I T E N T A N G ( J u d u l K e p u t u s a n 
B u p a t i ) . 

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 
p a d a t a n g g a l 

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

(Nama Tanpa Gelar dan Pangkat) 
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P E M E R I N T A H K A B U P A T E N B A T A N G 

SEKRETARIAT DAERAH 
A l a m a t : J I . R . A . K a r t i n i N o . l B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p . ( 0 2 8 5 ) 3 9 1 5 7 1 , F a x . ( 0 2 8 5 ) 3 9 1 0 5 1 

E - M a i l : W e b s i t e : 

K E P U T U S A N B U P A T I B A T A N G 

N O M O R : ..../ /.... 

T E N T A N G 

B U P A T I B A T A 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 a n s e t e r u s n y a ; 

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

M E M U T U S K A N : 

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

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

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

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

I N S T R U K S I B U P A T I B A T A N G 

N O M O R : / 

T E N T A N G 

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

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

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 E D A R A N 
N O M O R 

T E N T A N G 

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

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

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 : d i -

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

N A M A 

J I . R A . K a r t i n i N o . I B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p . ( 0 2 8 5 ) 3 9 1 0 5 0 , F a x ( 0 2 8 5 ) 3 9 1 0 5 1 , 
E - m a i l : , W e b s i t e : w w w . b a t a n g k a b . g o . i d 
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B U P A T I B A T A N G 

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 t a 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 m i k i 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 

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

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

S U R A T P E R I N T A H 

N O M O R . 

N a m a (yang membenkan penntah) : 
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 

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

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

S U R A T I Z I N B U P A T I B A T A N G 

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 T A N G , 

N A M A 



4 1 

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

S U R A T P E R J A N J I A N 

N O M O R / /... 

T E N T A N G 

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 , b e r t e m p a t d i , 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 : 

P I H A K K E I 

P I H A K K E I I 

P a s a l 

( i s i 
p e r j a n j i a n ) 

P a s a l 

P e n u t u p 

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

P I H A K K E I I 

N A M A J E L A S 
P a n g k a t 
N I P 

M E T E R A I 

P I H A K K E I 

B U P A T I 

N A M A J E L A S 

S a k s i - s a k s i : 
1 (tandatangan) 
2 (tandatangan) 
S . d s t 
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N O T A K E S E P A K A T A N 
A N T A R A 

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

D A N 
P E M E R I N T A H 

R E P U B L I K 

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

s e b a g a i " P a r a P i h a k " . 

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

M e n g a k u i p e n t i n g n y a p r i n s i p k e s e t a r a a n d a n s a l i n g m e n g u n t u n g k a n 
M e n i j u k k e p a d a N o t a K e s e p a h a m a n a n t a r a P e m e r i n t a h P e m e r i n t a h 

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

t g l b i n . . . . t a h u n . 

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

T e l a h m e n c a p a i k e s e p a k a t a n s e b a g a i b e r i k u t : 

A R T I K E L 1 
T U J U A N D A N R U A N G L I N G K U P K E R J A S A M A 

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

1 

2 . 

A R T I K E L 2 
P E M B I A Y A A N 

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

A R T I K E L 3 
P E N G A T U R A N T E K N I S 

U n t u k m e m f a s i l i t a s i p e l a k s a n a a n d a r i N o t a k e s e p a k a t a n i n i , P a r a P i h a k d a p a t 
m e m b u a t p e n g a t u r a n p r o g r a m , p r o y e k a t a u r e n c a n a t i n d a k y a n g t e r c a k u p 
d a l a m k e s e l u r u h a n d a r i N o t a K e s e p a k a t a n i n i , y a n g m e l i p u t i b i d a n g - b i d a n g 
s e b a g a i m a n a t e r s e b u t d i d a l a m A r t i k e l 1 . 
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A R T I K E L 4 
K E L O M P O K K E R J A 

1 

2 . 

A R T I K E L 5 
P E N Y E L E S A I A N P E R S E L I S I H A N 

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

A R T I K E L 6 
P E R U B A H A N 

N o t a k e s e p a k a t a n i n i d a p a t d i u b a h a t a u d i p e r b a i k i . M a s i n g - m a s i n g p i h a k 
d a p a t m e m i n t a p e r b a i k a n a t a u p e r u b a h a n . S e g a l a b e n t u k p e r u b a h a n 
a t a u p u n p e r b a i k a n y a n g d i s e p a k a t i k e d u a b e l a h p i h a k h a r u s m e r u p a k a n 
b a g i a n i n t e g r a l d a r i N o t a K e s e p a k a t a n i n i . P e r b a i k a n a t a u p e r u b a h a n 
t e r s e b u t d i b e r l a k u k a n p a d a t a n g g a l y a n g t e l a h d i t e n t u k a n o l e h P a r a P i h a k . 

A R T I K E L 7 

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

1 

2 . 

3 . 

D E N G A N D I S A K S I K A N O L E H , p i h a k - p i h a k b a w a h i n i , s e b a g a i m a n a t e l a h 
d i s a h k a n o l e h P e m e r i n t a h D a e r a h m a s i n g - m a s i n g , t e l a h m e n a n d a t a n g a n i 
N o t a K e s e p a k a t a n i n i . 

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

N A M A N A M A 



4 4 

C O N T O H 
F O R M A T M A P 



4 5 

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

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 : 

M E M E R I N T A H K A N : 

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 T A N G 

N A M A 



4 6 

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 

L e m b a r k e 
K o d e N o 
N o m o r 

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

1 P e n g g u n a A n g g a r a n 

2 N a m a / N I P p e g a w a i 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 

3 a . P a n g k a t d a n G o l o n g a n 
b . J a b a t a n / I n s t a n s i 
c . T i n g k a t B i a y a P e r j a l a n a n D i n a s 

a . 
b . 
c . 

4 M a k s u d P e r j a l a n a n D i n a s 

5 A l a t A n g k u t a n y a n g d i p e r g u n a k a n 

6 a . T e m p a t B e r a n g k a t 
b . T e m p a t T u j u a n 

a . 
b . 

7 a . L a m e i n y a P e r j a l a n a n D i n a s 
b . T a n g g a l b e r a n g k a t 
c . T a n g g a l h a r u s k e m b a l i / t i b a d i 

t e m p a t b a r u * 

a . 
b . 
c . 

8 P e n g i k u t : N a m a T a n g g a l l a h i r K e t e r a n g a n 
1 . 
2 . 
3 . 
4 . 
5 . 

9 P e m b e b a n a n A n g g a r a n 
a . I n s t a n s i 
b . A k u n 

a . 
b . 

1 0 K e t e r a n g a n L a i n - l a i n 

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

K E P A L A S K P D , 

L A M B A N G 
D A E R A H 

N A M A P E J A B A T 



4 7 

B e r a n g k a t d a r i : 
( T e m p a t k e d u d u k a n ) 
K e : 
P a d a t a n g g a l : 

P P T K , 

N I P . 
I I . T i b a d i 

P a d a t a n g g a l 
K e p a l a 

N I P . 

B e r a n g k a t d a r i : 
K e : 
P a d a t a n g g a l : 

K e p a l a 

(-
N I P . 

I I I . T i b a d i 
P a d a t a n g g a l 

K e p a l a 

B e r a n g k a t d a r i 
K e 
P a d a t a n g g a l 

K e p a l a 

N I P . N I P . 

I V . T i b a d i 
P a d a t a n g g a l 

K e p a l a 

B e r a n g k a t d a r i 
K e 
P a d a t a n g g a l 

K e p a l a 

N I P . N I P . 
V . T i b a d i 

P a d a t a n g g a l 
K e p a l a 

B e r a n g k a t d a r i : 
K e : 
P a d a t a n g g a l : 

K e p a l a 

N I P . N I P . 

V I . T i b a d i 
T e m p a t k e d u d u k a n 
P a d a t a n g g a l : 

P P T K , 

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

P P K , 
N I P . 

N I P . 
V I I . C a t a t a n L a i n - l a i n 
V I I I . P E R H A T I A N : 

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



4 8 

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

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 . 

{Tempat, Tanggal, Bulan dan Tahun) 

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 T A N G , 

N A M A 
P a n g k a t 
N I P . 

N A M A 



4 9 

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

(Tempat, Tanggal, Bulan dan Tahun) 

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 : U n d a n g a n d i -

H a r i 
T a n g g a l 
P u k u l 
T e m p a t 
A c a r a 

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

N A M A 

T e m b u s a n : 
3 
4 



5 0 

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

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 s u r a t p e m 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 , m a k 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 m g i a n 
t e r s e b u t . 

(Tempat, Tanggal, Bulan dan Tahun) 

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

N A M A 



5 1 

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

(Tempat, Tanggal, Bulan dan Tahun) 

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 . 

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

N A M A 



5 2 

L A M B A N G 
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 

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 

K E P A L A S K P D , 

N A M A P E J A B A T 
P a n g k a t 
N I P . 



5 3 

L A M B A N G 
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 

N o m o r 

(Tempat, Tanggal, Bulan dan Tahun) 

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 S K P D , 

T i n d a k l a n j u t s t a f N A M A P E J A B A T 
P a n g k a t 
N I P 

C a t a t a n : C o r e t y a n g t i d a k p e r l u . 



5 4 

L A M B A N G 
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 

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 . A g e n d a : 

N o . S u r a t : S i f a t : 
T g l . S u r a t : • S a n g a t s e g e r a C H S e g e r a [ 1 R a h a s i a 

P e r i h a l 

D i t e r u s k a n k e p a d a S d r . 

• 

• 
D a n s e t e r u s n y a n y a 

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 
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 • 

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 



5 5 

L A M B A N G 
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 

T E L A A H A N S T A F 

K e p a d a 
D a r i 
T a n g g a l 
N o m o r 
L a m p i r a n 
H a l 

I . P e r s o a l a n . 

I I . P r a a n g g a p a n 

I I I . F a k t a - F a k t a y a n g m e m p e n g a r u h i 

I V . A n a l i s i s 

V . K e s i m p u l a n 

V I . S a r a n 

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 



5 6 

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

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 . , 

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

N A M A 



5 7 

L A M B A N G 
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 

L A P O R A N 

T E N T A N G 

I . P e n d a h u l 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 

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 . 



5 8 

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

R E K O M E N D A S I , 
N O M O R 

a . 

b . 

(Tempat, Tanggal, Bulan dan Tahun) 

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

N A M A 



5 9 

L A M B A N G 
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 

{Tempat, Tanggal, Bulan dan Tahun) 

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 . 



6 0 

N o m o r t e l e p o n 

F O R M U L I R B E R I T A 

R e g i s t r a s i N o : 

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 

D A R I : 

U N T U K : 

T E M B U S A N : 

K L A S I F I K A S I : S E G E R A 

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 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 
N o . K o d e T e r i m a K i r i m L i n t a s O p e r a t o r 

P e n g i r i m 

N a m a : 

J a b a t a n : 

T a n d a t a n g a n : 



6 1 

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 T A N G 

N o m o r T a h u n S e r i .... N o m o r 

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 T A 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 a l a m l e m b a r a n d a e r a h 

N o m o r T a h u n 
S e r i 
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 T A N G , 

N A M A P E J A B A T 
P a n g k a t 
N I P . 



6 2 

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

N o m o r T a h u n S e r i .... N o m o r 

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

D A E R A H K A B U P A T E N B A T A 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 a l a m l e m b a r a n d a e r a h 

N o m o r T a h u n 
S e r i 
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 T A N G , 

N A M A P E J A B A T 
P a n g k a t 
N I P . 



6 3 

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

B E R I T A A C A R A 
N O M O R : 

P a d a h a r i i n i t a n g g a l 
k a m i 

m a s i n g - m a s i n g : 

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

2 
y a n g 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 

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

D i b u a t d i 

P i h a k K e d u a P i h a k P e r t a m a 

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

N A M A P E J A B A T N A M A 
P a n g k a t 
N I P . 

M e n g e t a h u i / M e n g e s a h k a n 

N A M A P E J A B A T 
P a n g k a t 
N I P . 



6 4 

L A M B A N G 
D A E R A H 

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 

N O T U L E N 

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 . d a n s e t e r u s n y a 
3 . P e n u t u p . 

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 . d a n s e t e r u s n y a . 

K e g i a t a n s i d a n g / r a p a t : 1 
2 . d a n s e t e r u s n y a . 

1 . K a t a 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 

P I M P I N A N S I D A N G / R A P A T 
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 . 



6 5 

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

M E M O 

D a r i : 

K e p a d a : 

I S I 

(Tempat, Tanggal, Bulan dan Tahun) 

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

T a n d a T a n g a n a t a u P a r a f 



6 6 

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

D A F T A R H A D I R P E R T E M U A N R A P A T 

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 

N O . N A M A J A B A T A N / 
P A N G K A T 

T A N D A 
T A N G A N 

K E T 

1 . 
2 . 
3 . 

d a n 
s e t e r u s 

n y a . 

(Tempat, Tanggal, Bulan dan Tahun) 

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 . 



6 7 

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

D A F T A R H A D I R 

B U L A N 
M I N G G U 

N 
O . 

N A M A P A N G K A T / 
G O L 

T A N G G A L K E T N 
O . 

N A M A P A N G K A T / 
G O L P S P S P S P S 

K E T 

1 2 3 4 5 6 7 8 9 1 0 1 1 1 2 

K l 

S I 

S P A L A S U B 
B A G I A N / 
S K R E T A R I S 

(Tempat, Tanggal, Bulan dan Tahun) 

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 . 



6 8 

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

P I A G A M P E N G H A R G A A N 
N o m o r 

B U P A T I B A T A 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 / N R P 

J a b a t a n 

I n s t a n s i 

(Tempat, Tanggal, Bulan dan Tahun) 

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

N A M A J E L A S 



6 9 

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

S E R T I F I K A T 

D i b e r i k a n k e p a d a : 

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 n y a d a l a m 
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 

(Tempat, Tanggal, B u l a n dan Tahun) 

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

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

N o m o r : / / D D N 

B u p a t i / W a l i k o t a 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 / N R P : 0 0 0 0 0 0 0 0 0 / 0 0 0 0 
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 t a 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 t a 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 

(Tempat, Tanggal, Bulan dan Tahun) 

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

N A M A 
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B a g i a n B e l a k a n g S T T P P 
A G E N D A P E M B E L A J A R A N 

T E M A 
U m u m : ( d i t e n t u k a n B a d a n D i k l a t D e p d a g r i ) 

K h u s u s : ( d i t e n t u k a n o l e h p e n y e l e n g g a r a d e n g a n m e n g a c u p a d a t e m a u m u m d a n i s s u e a c t u a l s e t e m p a t ) 

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

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

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

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 

N o m o r : / / D D N 

B u p a t i / W a l i k o t a 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 : 

P a s f o t o 
4 x 6 

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 / N R 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 

0 0 0 0 0 0 0 0 0 / 0 0 0 0 

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 t a 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 / K o t a 
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 

(Tempat, Tanggal, Bulan dan Tahun) 

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

N A M A P E J A B A T 



7 3 

B a g i a n B e l a k a n g S T T P P 
A G E N D A P E M B E L A J A R A N 

T E M A 
U m u m : { d i t e n t u k a n B a d a n D i k l a t D e p d a g r i ) 

K h u s u s : ( d i t e n t u k a n o l e h p e n y e l e n g g a r a d e n g a n m e n g a c u p a d a t e m a u m u m d a n i s s u e a c t u a l s e t e m p a t ) 

(Tempat, Tanggal, Bulan dan Tahun) 

K E P A L A B I D A N G D I K L A T 

N A M A P E J A B A T 
P A N G K A T 
N I P . 
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B . P E N E M P A T A N a . n , u . b , u . p , P i t , P l h D A N P J 

1 . P e n g g u n a a n " a . n . " : 

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

N A M A P E J A B A T 
P a n g k a t 
N I P 

a . n . C A M A T B A T A N G 
S E K R E T A R I S C A M A T , 

a . n . L U R A H K A U M A N 
S E K R E T A R I S L U R A H , 

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 . 

2 . P e n g g u n a a n " u . b . " : 

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

u . b . 
A S I S T E N A D M I N I S T R A S I , 

N A M A P E J A B A T 
P a n g k a t 
N I P . 

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

u . b . 
K E P A L A B A G I A N U M U M , 

N A M A P E J A B A T 
P a n g k a t 
N I P . 
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3 . P e n g g u n a a n " P i t " : 

P i t . B U P A T I B A T A N G 
W A K I L B U P A T I , 

N A M A P E J A B A T 

4 . P e n g g u n a a n " P l h " : 

P l h . B U P A T I B A T A N G 
W A K I L B U P A T I , 

N A M A P E J A B A T 

5 . P e n g g u n a a n " P j " : 

P j . B U P A T I B A T A N G 

N A M A P E J A B A T 

C . P A R A F D A N P E N U L I S A N N A M A . 

1 . P e m b u b u h a n P a r a f H i e r a r k h i s . 
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 g u b e r n u r , b u p a t i / w a l i k o t a , 

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

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 . 
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2 . P e m b u b u h a n p a r a f k o o r d i n a s i . 

a . 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 i r o / 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 . 

b . 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 . 

c . 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 p a r a f h i e r a r k h i s d a l a m b e n t u k s e a r a h j a r u m j a m : 

(2) B U P A T I B A T A N G (3) 

(1) N A M A 

C o n t o h p a r a f h i e r a r k h i s d a l a m b e n t u k m a t r i k : 

P A R A F H I E R A R K H I S 
S e k r e t a r i s D a e r a h 
A s i s t e n . . . . 
B a g i a n . . . . 

C o n t o h p a r a f k o o r d i n a s i : 
d i l i n g k u n g a n k a b u p a t e n 

P A R A F K O O R D I N A S I 
B a g i a n . . . . 
B a g i a n . . . . 
B a g i a n . . . . 
d s t . 

P A R A F K O O R D I N A S I 
D i n a s . . . . 
B a d a n . . . . 
K a n t o r . . . . 
d s t . 

P A R A F K O O R D I N A S I 
S e k r e t a r i s D a e r a h 
A s i s t e n . . . 
K a B a g i a n H u k u m 
K a D i n a s / B a d a n / K a n t o r / B a g i a n . . . . 
S e k r e t a r i s 
P e n g e t i k 
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3 . P e n u l i s a n n a m 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 . 

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

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

D . 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 . 

Y a n g m e n g g u n a k a n l a m b a n g . 

4 c m 

L a m b a n g N e g a r a / D a e r a h 

Y a n g t i d a k m e n g g u n a k a n l a m b a n g 

r c m 2 , 7 c m 3 , 8 c m 4 c m 

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 S K P D . 

a . c o n t o h s t e m p e l j a b a t a n . 

b . s t e m p e l 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 . 
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s t e m p e l 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 . 

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

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

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

1 , 8 c m 

C o n t o h s t e m p e l u n t u k K T P d e n g a n s k a l a 4 : 1 . 
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E . B E N T U K , U K U R A N D A N I S I K O P N A S K A H D I N A S . 

1 . 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 . 

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 e n g a n h u r u f a r i a l 1 4 . 

b . 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 . 

2 . B e n t u k d a n i s i k o p n a s k a h d i n a s s e p e r t i p a d a c o n t o h b e r i k u t : 

C o n t o h 1 : K o p n a s k a h d i n a s b u p a t i . 

BUPATI BATANG 

J I . R A . K a r t i n i N o . 1 B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p . ( 0 2 8 5 ) 3 9 1 0 5 0 , F a x ( 0 2 8 5 ) 3 9 1 0 5 1 , 
E - m a i l : , W e b s i t e : w w w . b a t a n g k a b . g o . i d 

C o n t o h 2 : 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 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 

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

SEKRETARIAT DEWAN PERWAKILAN RAKYAT DAERAH 
A l a m a t : J l . J e n d . S u d i r m a n N o . .. B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p . ( 0 2 8 5 ) F a x . ( 0 2 8 5 ) 

E - M a i l : , W e b s i t e : 

C o n t o h 3 : 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 

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

SEKRETARIAT DAERAH 
A l a m a t : J l . R A . K a r t i n i N o . 1 B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p . ( 0 2 8 5 ) 3 9 1 5 7 1 , F a x . ( 0 2 8 5 ) 3 9 1 0 5 1 

E - M a i l ; , W e b s i t e : 

C o n t o h 4 : K o p n a s k a h d i n a s 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 . 

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

BADAN PERENCANAAN PEMBANGUNAN DAERAH 
A l a m a t : J l . R A . K a r t i n i N o . 1 B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p . ( 0 2 8 5 ) , F a x . ( 0 2 8 5 ) 

E - M a i l : W e b s i t e : 
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B A T A N G 

C o n t o h 5 : K o p n a s k a h d i n a s k e c a m a t a n d a n k e l u r a h a n . 

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

KECAMATAN BAWANG 
A l a m a t : J l N o B a t a n g (kodepos) lawa Tengah Telp F a x . 

E - M a i l : , W e b s i t e : 

P E M E R I N T A H K A B U P A T E N B A T A N G 
KECAMATAN BATANG 

KELURAHAN KAUMAN 
A l a m a t : J I N o . . . . B a t a n g (kodepos) J a w a T e n g a h T e l p , F a x . 

E - M a i l : , W e b s i t e : 

F . B E N T U K , U K U R A N D A N I S I S A M P U L N A S K A H D I N A S . 

U K U R A N H U R U F 

P e r b a n d i n g a n h u r u f p a d a s a m p u l 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 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 a d a l a h 
3 : 4 

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 e n g a n h u r u f a r i a l 1 4 . 
b . 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 s a m p u l n a s k a h d i n a s b u p a t i . 

( g a r u d a k u n i n g e m a s ) 
B U P A T I B A T A N G 

J l . R A . K a r t i n i N o . 1 B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p . ( 0 2 8 5 ) 3 9 1 0 5 0 , F a x . ( 0 2 8 5 ) 3 9 1 0 5 1 

E - M a i l : W e b s i t e : 

K e p a d a 
N o m o r : / /... Y t h . S d r 

S t e m p e l d i -

K o d e P o s 
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C o n t o h 2 : K o p s a m p u l 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 d a n s e k r e t a r i a t 
D P R D 

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

SEKRETARIAT DAERAH 
A l a m a t : J l . R A . K a r t i n i N o . 1 B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p . ( 0 2 8 5 ) 3 9 1 5 7 1 , F a x . ( 0 2 8 5 ) 3 9 1 0 5 1 

E - M a i l : , W e b s i t e ; 

K e p a d a 
N o m o r : / /... Y t h . S d r 

S t e m p e l d i -

k o d e P o s 

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

S E K R E T A R I A T 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 

J l . J e n d . S u d i r m a n N o . .. B a t a n g 5 1 2 1 5 J a w a T e n g a h T e l p , F a x 
E - M a i l : , W e b s i t e : 

K e p a d a 
N o m o r : / /... Y t h . S d r 

S t e m p e l d i -

k o d e P o s 

C o n t o h 3 : K o p s a m p u l n a s k a h d i n a s 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 A T A N G 
P E M E R I N T A H K A B U P A T E N B A T A N G 

DINAS KESEHATAN 
J l N o . B a t a n g (kode pos) J a w a T e n g a h T e l p , F a x . 

E - M a i l : W e b s i t e : 

K e p a d a 
N o m o r : / /... Y t h . S d r 

S t e m p e l d i -
k o d e P o s 
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C o n t o h 4 : K o p s a m p u l n a s k a h d i n a s k e c a m a t a n , k e l u r a h a n d a n d e s a . 

J l . 

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

KECAMATAN LIMPUNG 
... N o . ... B a t a n g (kode pos) J a w a T e n g a h T e l p F a x . 

E - M a i l : , W e b s i t e : 

N o m o r : / /... 

S t e m p e l 

K e p a d a 
Y t h . S d r . ... 

d i -

k o d e P o s 

B A T A N G 

J I . 

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

KECAMATAN BATANG 
KELURAHAN SAMBONG 

N o B a t a n g (kode pos) J a w a T e n g a h T e l p , F a x . 
E - M a i l : , W e b s i t e : 

K e p a d a 
N o m o r : / /... Y t h . S d r 

S t e m p e l d i -
k o d e P o s 

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

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 s i h 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 b e r b e n t u k s e g i e m p a t , 

C o n t o h : 
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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 p r o v i n s i a t a u 
k a b u p a t e n / k o t a . 

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 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 . 

3 . B A H A N . 

1 . B a h a n 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 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 . 

2 . 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 . 

C o n t o h 1 : P a p a n n a m a K a n t o r B u p a t i 

K A N T O R B U P A T I B A T A N G 

J a l a n R A . K a r t i n i N o . 1 B a t a n g 51215 
Telepon (0285) 391050 
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C o n t o h 2 : 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 . 

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

J a l a n ( k o d e p o s ) T e l e p o n 

C o n t o h 3 : P a p a n n a m a K e c a m a t a n 

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

J a l a n ( k o d e p o s ) 

T e l e p o n 

C o n t o h 4 : P a p a n n a m a K e l u r a h a n / D e s a 

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

K E L U R A H A N K A R A N G A S E M U T A R A 

J a l a n ( k o d e p o s ) 

T e l e p o n 

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

K E C A M A T A N K A N D E M A N 
D E S A T E G A L S A R I 

J a l a n ( k o d e p o s ) 

T e l e p o n 
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C o n t o h 5 . P a p a n n a m a y a n g t e r l e t a k s a t u a t a p / s a t u k o m p l e k . 

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

1 . K A N T O R 
1 . B A D A N 
2 . D I N A S 

J a l a n B a t a n g ( k o d e p o s ) 
T e l e p o n 

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

Y O Y O K R I Y O S U D I B Y O 

LENOVO PC
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