
 

 
 

SURAT KETERANGAN 

….JUDUL… 

Nomor  : ${nomor_naskah} 

 

Yang bertandatangan di bawah ini, 

Nama   : 

NIP   : 

Jabatan  : 

  

dengan ini menerangkan bahwa 

Nama   : 

NIP   : 

Pangkat/golongan  : 

Jabatan  : 

 

 
 .......................................................................................................................................
...................................................................................................................................................
............................................................................................................................                    
 
 ..............................................................................................................................
...................................................................................................................................................
..................................................................................................................................... 
 

 
       Tempat, ${tanggal_naskah} 

Pejabat Pembuat Keterangan 
        (Nama Jabatan)............., 
 
 
 

               ${ttd_pengirim} 
 
 
  

        ${nama_pengirim} 
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SURAT TUGAS 

Nomor : ${nomor_naskah} 

 
Menimbang  :  a. Bahwa ...; 
     b. Bahwa ...; 
     c. ..... dst 
 
Dasar  :  1. .....; 
     2. .....; 
     3. ..... dst 
 

Memberikan Tugas 
 
Kepada : 1. Nama : 
        NIP : 
        Jabatan : 
        Peran :  
    2. Nama : 
        NIP  : 
        Jabatan : 
        Peran :  
    3. Nama : 
        NIP  : 
        Jabatan : 
        Peran :  
     Dan seterusnya 
 
Untuk …………………………………………………………………………………. 
 
 

       Nama Tempat, ${tanggal_naskah} 
                (Nama Jabatan).................... 
 
 

       ${ttd_pengirim} 
 

          

     ${nama_pengirim} 
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NOTA DINAS 

NOMOR : ${nomor_naskah} 
 

Yth   :  
Dari  : ${jabatan_pengirim} 
Hal  : ${hal} 
Tanggal : ${tanggal_naskah} 
 
 .............................................................................................................................................
.........................................................................................................................................................
.........................................................................................................................................................
.........................................................................................................................................................
............... 
 .............................................................................................................................................
.........................................................................................................................................................
.........................................................................................................................................................
.........................................................................................................................................................
.............. 

 

 

 

 

              ${ttd_pengirim} 
 

   
       ${nama_pengirim} 
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SURAT PERNYATAAN TANGGUNG JAWAB MUTLAK (SPTJM) 

………………Judul………………. 

Nomor : ${nomor_naskah} 

 

Yang bertandatangan di bawah ini, 

Nama   : 

NIP   : 

Jabatan  : 

  

dengan ini menyatakan bahwa ……………………………………………………………………… 

...................................................................................................................................................

................................................................................                    
 
 ..............................................................................................................................
............................................................................................................................. ......................
..................................................................................................................................... 
 
Demikian Surat Pernyataan Tanggung Jawab Mutlak (SPTJM) ini dibuat dengan sebenar-
benarnya untuk dapat dipergunakan sebagaimana mestinya. 
 

 
      Tempat, ${tanggal_naskah} 
       (Nama Jabatan)............., 
 
 
 

              ${ttd_pengirim} 
 
 
  
       ${nama_pengirim} 
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Nomor  : ${nomor_naskah}          ${tanggal_naskah} 
Sifat  : ${sifat} 
Lampiran : .... 
Hal  : ${hal} 
 

Yth. ${jabatan_tujuan} 
${nama_tujuan} 
Di ……. 
 

 Dengan hormat, 
...................................................................................................................................................
............................Alinea.Pembuka.............................................................................................
.............................................................................................................................. 
 .......................................................................................................................................
.......................................Alinea.Isi..............................................................................................
.......................................................................................................................................... 
 .......................................................................................................................................
.......................................Alinea.Penutup....................................................................................
...................................................................................................................................................
. 
 

 

 

       (Nama Jabatan)......................... 
 

 

              ${ttd_pengirim} 
 

  
        ${nama_pengirim} 
 

       

 

 

Tembusan : 
1. ...... 
2. ...... 
3. ...... dst 
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