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SOP - Sural T u j a i 

No Keglatan 

Pelaksana Mutu Baku KeteranBin 

No Keglatan 
Unit Kerla/Pemohon 

Operator SInde/Staf 
Persuratan 

Rektor 
Wakil Rektor 

Bidang Umum dan 
Keuangan 

Kepala Biro Umum 
dan Keuangan 

Staf Kepegawaian 
StafPPK/Baglan 

Anggaran 
Kelengkapan Wektu Output 

1 U n i t K e r j a / P e m o h o n m e n c e t a k s u r a t 

u n d a n g a n a t a u m e n g a j u k a n p e r m o h o n a n 

s u r a t t u g a s y a n g d i t u j u k a n r e k t o r k e b a g i a n 

o p e r a t o r s i n d e / s t a f p e r s u r a t a n 

( ) 
Surat Undangan/Surat 
P e r m o h o n a n Surat Tugas 

5 Meni t Surat Undangan/Surat 
Pe rmohonan Su ra t Tugas 

2 m e n e r i m a s u r a t u n d a n g a n / s u r a t 

p e r m o h o n a n s u r a t t u g a s d a n m e n c a t a t 

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

m e m b e r i k a n l e m b a r d i s o o s i s i k e m u d i a n 

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

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Su ra t Tugas 

2 m e n e r i m a s u r a t u n d a n g a n / s u r a t 

p e r m o h o n a n s u r a t t u g a s d a n m e n c a t a t 

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

m e m b e r i k a n l e m b a r d i s o o s i s i k e m u d i a n 

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

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Su ra t Tugas 

2 m e n e r i m a s u r a t u n d a n g a n / s u r a t 

p e r m o h o n a n s u r a t t u g a s d a n m e n c a t a t 

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

m e m b e r i k a n l e m b a r d i s o o s i s i k e m u d i a n 

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

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Su ra t Tugas 

3 m e n e r i m a d i s p o s i s i s u r a t , m e n c a t a t d i s u r a t 

m a s u k d a n m e m b e r i k a n d i s p o s i s i s u r a t k e 

r e k t o r 

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

3 m e n e r i m a d i s p o s i s i s u r a t , m e n c a t a t d i s u r a t 

m a s u k d a n m e m b e r i k a n d i s p o s i s i s u r a t k e 

r e k t o r 

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

3 m e n e r i m a d i s p o s i s i s u r a t , m e n c a t a t d i s u r a t 

m a s u k d a n m e m b e r i k a n d i s p o s i s i s u r a t k e 

r e k t o r 

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

4 R e k t o r m e m b e r i k a n d i s p o s i s i k e p a d a 

p e j a b a t / s t a f y a n g k o m p e t e n d a i a m 

b i d a n g n y a s e s u a i d e n g a n s u r a t u n d a n g a n , 

k e m u d i a n s u r a t d i s p o s i s i t e r s e b u t d i b e r i k a n 

k e w a k i l r e k t o r b i d a n g u m u m d a n 

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

Surat Undangan/Surat 
Pe rmohonan Surat Tugas dan 
l embar disposis i 

Sura t Undangan/Sura t 
Pe rmohonan Surat Tugas 

4 R e k t o r m e m b e r i k a n d i s p o s i s i k e p a d a 

p e j a b a t / s t a f y a n g k o m p e t e n d a i a m 

b i d a n g n y a s e s u a i d e n g a n s u r a t u n d a n g a n , 

k e m u d i a n s u r a t d i s p o s i s i t e r s e b u t d i b e r i k a n 

k e w a k i l r e k t o r b i d a n g u m u m d a n 

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

Surat Undangan/Surat 
Pe rmohonan Surat Tugas dan 
l embar disposis i 

Sura t Undangan/Sura t 
Pe rmohonan Surat Tugas 

S W a k i l R e k t o r B i d a n g U m u m d a n K e u a n g a n 

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

U m u m d a n K e u a n g a n a g a r d i t e r b i t k a n 

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

k e s e k r e t a r i s p i m p i n a n 

Sura t Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposis i 

Sura t Undangan/Sura t 
Pe rmohonan S u n t Tugas 

S W a k i l R e k t o r B i d a n g U m u m d a n K e u a n g a n 

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

U m u m d a n K e u a n g a n a g a r d i t e r b i t k a n 

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

k e s e k r e t a r i s p i m p i n a n 

Sura t Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposis i 

Sura t Undangan/Sura t 
Pe rmohonan S u n t Tugas 

S W a k i l R e k t o r B i d a n g U m u m d a n K e u a n g a n 

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

U m u m d a n K e u a n g a n a g a r d i t e r b i t k a n 

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

k e s e k r e t a r i s p i m p i n a n 

Sura t Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposis i 

Sura t Undangan/Sura t 
Pe rmohonan S u n t Tugas 

e S e k r e t a r i s P i m p i n a n m e m b e r i k a n s u r a t 

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

d a n k e u a n g a n d a n b a g i a n p e r s u r a t a n b i r o 

u m u m o a n K e u a n g a n m e n c a i a i s u r a l 

m a s u k d a r i s e k r e t a r i s p i m p i n a n k e b i r o 

u m u m d a n k e u a n g a n 

Surat Undangan/Surat 
Pe rmohonan Su ra t Tugas d a n 
l embar disposis i 

Sura t Undangan/Sura t 
P e r m o h o n a n Surat Tugas 

e S e k r e t a r i s P i m p i n a n m e m b e r i k a n s u r a t 

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

d a n k e u a n g a n d a n b a g i a n p e r s u r a t a n b i r o 

u m u m o a n K e u a n g a n m e n c a i a i s u r a l 

m a s u k d a r i s e k r e t a r i s p i m p i n a n k e b i r o 

u m u m d a n k e u a n g a n 

Surat Undangan/Surat 
Pe rmohonan Su ra t Tugas d a n 
l embar disposis i 

Sura t Undangan/Sura t 
P e r m o h o n a n Surat Tugas 

e S e k r e t a r i s P i m p i n a n m e m b e r i k a n s u r a t 

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

d a n k e u a n g a n d a n b a g i a n p e r s u r a t a n b i r o 

u m u m o a n K e u a n g a n m e n c a i a i s u r a l 

m a s u k d a r i s e k r e t a r i s p i m p i n a n k e b i r o 

u m u m d a n k e u a n g a n 

1 

Surat Undangan/Surat 
Pe rmohonan Su ra t Tugas d a n 
l embar disposis i 

Sura t Undangan/Sura t 
P e r m o h o n a n Surat Tugas 

7 K e p a l a B i r o U m u m d a n K e u a n g a n 

m e n e r i m a d i s p o s i s i s u r a t d a n m e m e r i n t a h 

s t a f k e p e g a w a i a n a g a r m e n e r b i t k a n s u r a t 

t u g a s 

Surat Undangan/Sura t 
P e r m o h o n a n Su ra t Tugas d a n 
l embar disposis i 

Sura t Undangan/Sura t 
Pe rmohonan Surat Tugas 

7 K e p a l a B i r o U m u m d a n K e u a n g a n 

m e n e r i m a d i s p o s i s i s u r a t d a n m e m e r i n t a h 

s t a f k e p e g a w a i a n a g a r m e n e r b i t k a n s u r a t 

t u g a s — — 

Surat Undangan/Sura t 
P e r m o h o n a n Su ra t Tugas d a n 
l embar disposis i 

Sura t Undangan/Sura t 
Pe rmohonan Surat Tugas 

8 S t a f K e p e g a w a i a n m e n e r i m a d i s p o s i s i s u r a t 

d a r i K e p a l a B i r o U m u m d a n K e u a n g a n , i a i u 

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

Tidak 

> 
1 . 1 

1 

Surat Undangan/Sura t 
Pe rmohonan Surat Tugas d a n 
l embar disposis i 

Konsep Surat Tugas 

9 M e n g o r e k s i d a n m e m a r a f s u r a t t u g a s 

t e r s e b u t u n t u k k e m u d i a n d i b e r i k a n n o m o r 

s u r a t k e l u a r 

Ya O Surat Undangan/Sura t 
Pe rmohonan Su ra t Tugas dan 
l embar disposis i 

Su ra t Tugas 

10 M e m a s u k k a n k e r u a n g W a k i l R e k t o r B i d a n g 

U m u m d a n K e u a n g a n u n t u k 

d i t a n d a t a n q a n i 

Surat Tugas Surat 
Undangan/Surat P e r m o h o n a n 
Surat Tugas dan l embar 
disoosis i 

Sura t Tugas 10 M e m a s u k k a n k e r u a n g W a k i l R e k t o r B i d a n g 

U m u m d a n K e u a n g a n u n t u k 

d i t a n d a t a n q a n i 

Surat Tugas Surat 
Undangan/Surat P e r m o h o n a n 
Surat Tugas dan l embar 
disoosis i 

Sura t Tugas 



M e n d a t a n g a n i s u r a t t u g a s S u r a t T u g a s Surat 
Undangan/Surat Pe rmohonan 
Surat Tugas dan l embar 
disposis i 

S u r a t T u g a s 
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S O r - S u r i t T u g a i 

No Kegfatan 

Pe l akuna Mutu Baku 

No Kegfatan 
Unit K<r|a/P<molion 

Operator SIndc/Staf 
Persuratan 

Sekretaris Pfmplnan Rektor 
Waki l Rektor 

Btdang Umum dan 
Keuangan 

Kepala B i ro Umum 
dan Keuangan 

StafPPK/Baglan 
A n ^ a r a n 

Kelengkapan Waktu Output 

1 U n i t K e r j a / P e m o h o n m e n c e t a k s u r a t 

u n d a n g a n a t a u m e n g a j u k a n p e r m o h o n a n 

s u r a t t u g a s y a n g d i t u j u k a n r e k t o r k e b a g i a n 

o p e r a t o r s i n d e / s t a f p e r s u r a t a n 

( ) 
Surat Undangan/Surat 
Pe rmohonan Su ra t Tugas 

5 MenI t Surat Undangan/Surat 
Pe rmohonan Su ra t Tugas 

2 m e n e r i m a s u r a t u n d a n g a n / s u r a t 

p e r m o h o n a n s u r a t t u g a s d a n m e n c a t a t 

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

m e m b e r i k a n l e m b a r d i s p o s i s i k e m u d i a n 

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

Surat Undangan/Sura t 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

2 m e n e r i m a s u r a t u n d a n g a n / s u r a t 

p e r m o h o n a n s u r a t t u g a s d a n m e n c a t a t 

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

m e m b e r i k a n l e m b a r d i s p o s i s i k e m u d i a n 

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

Surat Undangan/Sura t 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

2 m e n e r i m a s u r a t u n d a n g a n / s u r a t 

p e r m o h o n a n s u r a t t u g a s d a n m e n c a t a t 

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

m e m b e r i k a n l e m b a r d i s p o s i s i k e m u d i a n 

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

Surat Undangan/Sura t 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

3 m e n e r i m a d i s p o s i s i s u r a t , m e n c a t a t d i s u r a t 

m a s u k d a n m e m b e r i k a n d i s p o s i s i s u r a t k e 

r e k t o r 

Surat Undangan/Sura t 
P e r m o h o n a n Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

3 m e n e r i m a d i s p o s i s i s u r a t , m e n c a t a t d i s u r a t 

m a s u k d a n m e m b e r i k a n d i s p o s i s i s u r a t k e 

r e k t o r 

Surat Undangan/Sura t 
P e r m o h o n a n Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

3 m e n e r i m a d i s p o s i s i s u r a t , m e n c a t a t d i s u r a t 

m a s u k d a n m e m b e r i k a n d i s p o s i s i s u r a t k e 

r e k t o r 
1 ^ 1 

Surat Undangan/Sura t 
P e r m o h o n a n Surat Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

4 R e k t o r m e m b e r i k a n d i s p o s i s i k e p a d a 

p e j a b a t / s t a f y a n g k o m p e t e n d a i a m 

b i d a n g n y a s e s u a i d e n g a n s u r a t u n d a n g a n , 

k e m u d i a n s u r a t d i s p o s i s i t e r s e b u t d i b e r i k a n 

K e W d K i l r e t c i o r u i u d n y u r n u r n o a n 

k e u a n a a n a g a r d i s p o s i s i I e b i h I a n j u t 

Surat Undangan/Sura t 
Pe rmohonan Surat T u g a s d a n 
l embar disposis i 

Su ra t Undangan/Surat 
Pe rmohonan Surat Tugas 

4 R e k t o r m e m b e r i k a n d i s p o s i s i k e p a d a 

p e j a b a t / s t a f y a n g k o m p e t e n d a i a m 

b i d a n g n y a s e s u a i d e n g a n s u r a t u n d a n g a n , 

k e m u d i a n s u r a t d i s p o s i s i t e r s e b u t d i b e r i k a n 

K e W d K i l r e t c i o r u i u d n y u r n u r n o a n 

k e u a n a a n a g a r d i s p o s i s i I e b i h I a n j u t 

Surat Undangan/Sura t 
Pe rmohonan Surat T u g a s d a n 
l embar disposis i 

Su ra t Undangan/Surat 
Pe rmohonan Surat Tugas 

5 W a k i l R e k t o r B i d a n g U m u m d a n K e u a n g a n 

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

U m u m d a n K e u a n g a n a g a r d i t e r b i t k a n 

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

k e s e k r e t a r i s p i m p i n a n 

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Sura t Undangan/Surat 
Pe rmohonan Surat Tugas 

5 W a k i l R e k t o r B i d a n g U m u m d a n K e u a n g a n 

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

U m u m d a n K e u a n g a n a g a r d i t e r b i t k a n 

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

k e s e k r e t a r i s p i m p i n a n 

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Sura t Undangan/Surat 
Pe rmohonan Surat Tugas 

5 W a k i l R e k t o r B i d a n g U m u m d a n K e u a n g a n 

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

U m u m d a n K e u a n g a n a g a r d i t e r b i t k a n 

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

k e s e k r e t a r i s p i m p i n a n 

Surat Undangan/Surat 
Pe rmohonan Surat Tugas d a n 
l embar disposisi 

Sura t Undangan/Surat 
Pe rmohonan Surat Tugas 

e S e k r e t a r i s P i m p i n a n m e m b e r i k a n s u r a t 

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

d a n k e u a n g a n d a n b a g i a n p e r s u r a t a n b i r o 

u m u m d a n k e u a n a a n m e n c a t a t s u r a t 

m a s u k d a r i s e k r e t a r i s p i m p i n a n k e b i r o 

u m u m d a n k e u a n g a n 

Surat Undangan/Sura t 
Pe rmohonan Su ra t Tugas dan 
l embar disposisi 

Sura t Undangan/Sura t 
Pe rmohonan Surat Tugas 

e S e k r e t a r i s P i m p i n a n m e m b e r i k a n s u r a t 

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

d a n k e u a n g a n d a n b a g i a n p e r s u r a t a n b i r o 

u m u m d a n k e u a n a a n m e n c a t a t s u r a t 

m a s u k d a r i s e k r e t a r i s p i m p i n a n k e b i r o 

u m u m d a n k e u a n g a n 

Surat Undangan/Sura t 
Pe rmohonan Su ra t Tugas dan 
l embar disposisi 

Sura t Undangan/Sura t 
Pe rmohonan Surat Tugas 

e S e k r e t a r i s P i m p i n a n m e m b e r i k a n s u r a t 

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

d a n k e u a n g a n d a n b a g i a n p e r s u r a t a n b i r o 

u m u m d a n k e u a n a a n m e n c a t a t s u r a t 

m a s u k d a r i s e k r e t a r i s p i m p i n a n k e b i r o 

u m u m d a n k e u a n g a n 

Surat Undangan/Sura t 
Pe rmohonan Su ra t Tugas dan 
l embar disposisi 

Sura t Undangan/Sura t 
Pe rmohonan Surat Tugas 

7 K e p a l a B i r o U m u m d a n K e u a n g a n 

m e n e r i m a d i s p o s i s i s u r a t d a n m e m e r i n t a h 

s t a f k e p e g a w a i a n a g a r m e n e r b i t k a n s u r a t 

t u o a s 

Surat Undangan/Sura t 
Pe rmohonan Su ra t Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

7 K e p a l a B i r o U m u m d a n K e u a n g a n 

m e n e r i m a d i s p o s i s i s u r a t d a n m e m e r i n t a h 

s t a f k e p e g a w a i a n a g a r m e n e r b i t k a n s u r a t 

t u o a s 

Surat Undangan/Sura t 
Pe rmohonan Su ra t Tugas d a n 
l embar disposisi 

Su ra t Undangan/Surat 
P e r m o h o n a n Surat Tugas 

8 S t a f K e p e g a w a i a n m e n e r i m a d i s p o s i s i s u r a t 

d a r i K e p a l a B i r o U m u m d a n K e u a n g a n , i a i u 

m e m b u a t d a n m e n g e t i k k o n s e p s u r a t t u g a s 1 
Tidak 

I Surat Undangan/Sura t 
Pe rmohonan Su ra t Tugas d a n 
l embar disposis i 

Konsep Surat Tugas 

9 M e n g o r e k s i d a n m e m a r a f s u r a t t u g a s 

t e r s e b u t u n t u k k e m u d i a n d i b e r i k a n n o m o r 

s u r a t k e l u a r 

Ya O Surat Undangan/Sura t 
Pe rmohonan Surat Tugas dan 
l embar disposis i 

Sura t Tugas 9 M e n g o r e k s i d a n m e m a r a f s u r a t t u g a s 

t e r s e b u t u n t u k k e m u d i a n d i b e r i k a n n o m o r 

s u r a t k e l u a r 

Ya O Surat Undangan/Sura t 
Pe rmohonan Surat Tugas dan 
l embar disposis i 

Sura t Tugas 9 M e n g o r e k s i d a n m e m a r a f s u r a t t u g a s 

t e r s e b u t u n t u k k e m u d i a n d i b e r i k a n n o m o r 

s u r a t k e l u a r 

Ya O Surat Undangan/Sura t 
Pe rmohonan Surat Tugas dan 
l embar disposis i 

Sura t Tugas 

10 M e m a s u k k a n k e r u a n g W a k i l R e k t o r B i d a n g 

U m u m d a n K e u a n g a n u n t u k 

d i t a n d a t a n q a n i 

Surat Tugas Su ra t 
Undangan/Surat P e r m o h o n a n 
Surat Tugas dan l embar 
disposisi 

Sura t Tugas 



M e n d a t a n g a n i s u r a t t u g a s jSurat Tugas Surat 
jUndangan/Surat Pe rmohonan 
I Sura t Tugas dan l embar 
jdisposisi 

S u r a t T u g a s 


