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Q.
LAPORAN.

1. Pengertian.

Laporan adalah alat pemberitahuan atau pertanggungjawaban dari pejabat bawahan kepada atasan atau dari suatu tim kerja yang disusun secara lengkap, sistimatis dan kronologis.

2. Susunan.

Laporan terdiri atas  :

a. Kepala Laporan;

b. Isi Laporan;

c. Sistematika Laporan;

d. Bagian Akhir laporan;

e. Lampiran jika dianggap perlu.

Ad. a. Kepala laporan terdiri atas  nama /judul laporan ;

Ad. b. Isi laporan  dirumuskan dalam bentuk uraian  ;

Ad. c. Sistimatika Laporan terdiri atas   :

1) Pendahuluan; memuat penjelasan umum, maksud dan tujuan, ruang lingkup dan sistimatika laporan;

2) Materi laporan; memuat tentang kegiatan yang dilaporkan, hasil pelaksanaan kegiatan, hambatan-hambatan yang dihadapi dan lain-lain;

3) Kesimpulan dan saran; memuat rangkaian pelaksanaan tugas dan saran-saran sebagai bahan pertimbangan.

Ad. d. Bagian akhir laporan terdiri atas  :

1) Nama tempat;

2) Tanggal, bulan dan Tahun;

3) Nama Jabatan pembuat laporan;

4) Tanda tangan pejabat;

5) Nama, Pangkat dan NIP;

6) Stempel instansi.

3. Penandatanganan 

Laporan ditandatangani oleh :

a. Menteri Dalam Negeri;

b. Pejabat Eselon I ;

c. Pejabat Eselon II;

d. Pejabat Eselon III;

e. Pejabat Eselon IV;

f. Pejabat Fungsional.

4. 
Bentuk/Model Naskah Dinas Laporan, sebagaimana   tertera pada halaman berikut ini.
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MENTERI DALAM NEGERI

REPUBLIK INDONESIA

                  L A P O R A N

XXXXXXXXXXXXXXXXXXXXXXXXXXX

I. PENDAHULUAN.

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

II. ISI LAPORAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

 
 
   Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

III.    KESIMPULAN SARAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

IV.   PENUTUP.

 Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

                        xxxxxxxxxxx

        .






             Xxxxxxx, Xxxxxxxx 20xx










   MENTERI DALAM NEGERI
                                                                                                                      

    NAMA JELAS


 

DEPARTEMEN DALAM NEGERI

REPUBLIK INDONESIA

L A P O R A N

XXXXXXXXXXXXXXXXXXXXXXXXXXX

I. PENDAHULUAN.

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

II. ISI LAPORAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

III. 
KESIMPULAN SARAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

IV. 
PENUTUP.

 Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

                        xxxxxxxxxxx

        .

            Xxxxxxx, Xxxxxxxx 20xx










   NAMA JABATAN ESELON I
                                                                                                                      

                            





              NAMA JELAS











   PANGKAT











   NIP.

D E P A R T E M E N  D A L A M  N E G E R I 

R E P U B L I K  I N D O N E S I A

NAMA KOMPONEN

Alamat seperti : Jalan Medan Merdeka Utara Nomor 7- Jakarta 10110

L A P O R A N

XXXXXXXXXXXXXXXXXXXXXXXXXXX

I.  PENDAHULUAN.







    Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

II.   ISI LAPORAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

III. KESIMPULAN SARAN

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

     xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

   IV.  PENUTUP.

      Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

      xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

        

        .








     Xxxxxxx, Xxxxxxxx 20xx








    a.n.
NAMA JABATAN ESELON I









NAMA JABATAN ESELON II

                                                                                      NAMA JELAS










Pangkat










NIP

D E P A R T E M E N   D A L A M  N E G E R I 

R E P U B L I K  I N D O N E S I A

NAMA KOMPONEN

Alamat seperti : Jalan Medan Merdeka Utara Nomor 7- Jakarta 10110

L A P O R A N

XXXXXXXXXXXXXXXXXXXXXXXXXXX

I.  PENDAHULUAN.

          xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

II.  ISI LAPORAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

   III.  KESIMPULAN SARAN

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

     xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

         IV.  PENUTUP.

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

     xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

         

        .








     Xxxxxxx, Xxxxxxxx 20xx








     NAMA JABATAN ESELON II

                                                                                 NAMA JELAS









      Pangkat









      NIP

D E P A R T E M E N   D A L A M   N E G E R I 

R E P U B L I K  I N D O N E S I A

NAMA KOMPONEN

Alamat seperti : Jalan Medan Merdeka Utara Nomor 7- Jakarta 10110

L A P O R A N

XXXXXXXXXXXXXXXXXXXXXXXXXXX

I.  PENDAHULUAN.

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

II.  ISI LAPORAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

         III.  KESIMPULAN SARAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

        IV.  PENUTUP.

    Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

    xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx








     Xxxxxxx, Xxxxxxxx 20xx








    a.n. NAMA JABATAN ESELON II

     







 N AMA JABATAN ESELON III

                                                                                      NAMA JELAS










Pangkat










NIP

D E P A R T E M E N   D A L A M   N E G E R I 

R E P U B L I K  I N D O N E S I A

NAMA KOMPONEN

Alamat seperti : Jalan Medan Merdeka Utara Nomor 7- Jakarta 10110

L A P O R A N

XXXXXXXXXXXXXXXXXXXXXXXXXXX

I.  PENDAHULUAN.

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

II.  ISI LAPORAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

         III.  KESIMPULAN SARAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

        IV.  PENUTUP.

    Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

    xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx








     Xxxxxxx, Xxxxxxxx 20xx








    NAMA JABATAN ESELON III

                                                                                      NAMA JELAS










Pangkat










NIP

D E P A R T E M E N   D A L A M   N E G E R I 

R E P U B L I K  I N D O N E S I A

NAMA KOMPONEN

Alamat seperti : Jalan Medan Merdeka Utara Nomor 7- Jakarta 10110

L A P O R A N

XXXXXXXXXXXXXXXXXXXXXXXXXXX

I.  PENDAHULUAN.

 Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

         II.   ISI LAPORAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

     Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

         III.   KESIMPULAN SARAN

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

  IV.   PENUTUP.

         Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

         xxxxxxxxxxxxxxxxxxxxxxxxxx

         

        .








     Xxxxxxx, Xxxxxxxx 20xx








    a.n.
NAMA JABATAN ESELON III









NAMA JABATAN ESELON IV

                                                                                      NAMA JELAS










Pangkat










NIP.

Lambang Negara Kuning Emas





Lambang Negara Hitam
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