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GUBERNUR KEPULAUAN RIAU, 

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

b . b a h w a P e r a t u r a n G u h e r t f u r N o m o r 8 T a h u n 2 0 1 0 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 
P r o v i n s i K e p u l a u a n R i a u s e b a g a i m a n a a d a b e b e r a p a 
a t u r a n y a n g p e r l u d i s e s u a i k a n d e n g a n k e a d a a n s a a t i n 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 , p e r l u m e n e t a p k a n P e r a t u r a n G u b e r n u r 
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 G u b e m u r K e p u l a u a n 
R i a u N o m o r 8 T a h u n 2 0 1 0 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 P r o v i n s i K e p u l a u a n R i a u ; 

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

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

3 . U n d a n g - U n d a n g N o m o r 1 2 T a h u n 2 0 1 1 t e n t a n g 
P e m b e n t u k k a n P e r a t u r a n P e r u n d a n g - u n d a n g a n 



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

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

6 . K e p u t u s a n P r e s i d e n N o m o r 6 0 / P T a h u n 2 0 1 6 t e n t a n g 
P e n g e s a h a n P e m b e r h e n t i a n W a k i l G u b e r n u r K e p u l a u a n 
R i a u M a s a J a b a t a n T a h u n 2 0 1 6 - 2 0 2 1 d a n P e n g e s a h a n 
P e n g a n g k a t a n G u b e r n u r K e p u l a u a n R i a u S i s a M a s a 
J a b a t a n T a h u n 2 0 1 6 - 2 0 2 1 ; 

7 . 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 ; 

8 . P e r a t u r a n K e p a l a A r s i p N a s i o n a l R e p u b l i k I n d o n e s i a 
N o m o r 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 ; 

9 . P e r a t u r a n D a e r a h N o m o r 1 T a h u n 2 0 0 5 t e n t a n g L a m b a n g 
d a n M o t t o D a e r a h P r o v i n s i K e p u l a u a n R i a u 
( L e m b a r a n D a e r a h P r o v i n s i K e p u l a u a n R i a u T a h u n 2 0 0 5 
N o m o r 1 s e r i E ) ; 

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

1 1 . P e r a t u r a n G u b e r n u r K e p u l a u a n R i a u N o m o r 6 0 T a h u n 
2 0 1 6 t e n t a n g K e d u d u k a n , S u s u n a n O r g a n i s a s i , T u g a s 
d a n F u n g s i s e r t a T a t a K e r j a P e r a n g k a t D a e r a h ( B e r i t a 
r - v i _ T T 1 : rr 1 n: T * _ l n / - v i / r A T I T / I * . 



MEMUTUSKAN: 

Menetapkan : PERATURAN GUBERNUR TENTANG PERUBAHAN ATAS 
PERATURAN GUBERNUR KEPULAUAN RIAU NOMOR 8 
TAHUN 2010 TENTANG TATA NASKAH DINAS DI 
LINGKUNGAN PEMERINTAH PROVINSI KEPULAUAN RIAU. 

P A S A L I 

B e b e r a p a k e t e n t u a n d a l a m P e r a t u r a n G u b e r n u r K e p u l a u a n R i a u N o m o r 8 
t a h u n 2 0 1 0 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 P r o v i n s i 
K e p u l a u a n R i a u ( B e r i t a D a e r a h P r o v i n s i K e p u l a u a n R i a u T a h u n 2 0 1 0 N o m o r 2 8 ) , 
d i u b a h s e b a g a i b e r i k u t : 

1 . K e t e n t u a n P a s a l 1 d i u b a h s e h i n g g a P a s a l 1 b e r b u n y i s e b a g a i b e r i k u t : 

P a s a l 1 

D a l a m P e r a t u r a n G u b e r n u r 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 P r o v i n s i K e p u l a u a n R i a u . 
2 . K e p a l a D a e r a h d a l a h G u b e r n u r K e p u l a u a n R i a u . 
3 . W a k i l K e p a l a D a e r a h a d a l a h W a k i l G u b e r n u r K e p u l a u a n R i a u . 
4 . 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 P r o v i n s i K e p u l a u a n R i a u . 

5 . 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 n D P R D 
d a l a m 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 y a n g m e n j a d i k e w e n a n g a n 
d a e r a h . 

6 . 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 e b u t U P T a d a l a h u n s u r p e l a k s a n a 
t e k n i s o p e r a s i o n a l d i n a s a t a u b a d a n u n t u k m e l a k s a n a k a n s e b a g i a n 
u r u s a n d i n a s a t a u b a d a n d i l i n g k u n g a n p e m e r i n t a h p r o v i n s i K e p u l a u a n 
R i a u . 

7 . 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 . 

8 . 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 P r o v i n s i K e p u l a u a n R i a u . 

9 . 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 0 . 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 1 . 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 2 . 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 



1 4 . D e l e g a s i a d a l a h p e l i m p a h a n w e w e n a n g d a n t a n g g u n g j a w a b d a r i p e j a b a t 
k e p a d a p e j a b a t a t a u p e j a b a t d i b a w a h n y a . 

1 5 . 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 6 . P e n a n d a t a n g a n a n n a s k a h d i n a s a d a l a h h a k , k e w a j i b a n d a n 
t a n g g u n g j a w a b y a n g a d a p a d a s e o r a n g p e j a b a t u n t u k m e n a n d a t a n g a n i 
n a s k a h d i n a s s e s u a i d e n g a n t u g a s d a n k e w e n a n g a n p a d a j a b a t a n n y a . 

1 7 . 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 . 

1 8 . P e r a t u r a n g u b e r n u r 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 g u b e r n u r . 

1 9 . 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 0 . K e p u t u s a n g u b e r n u r 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 . 

2 1 . I n s t r u k s i g u b e r n u r 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 
g u b e r n u r 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 2 . 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 3 . 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 4 . 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 a n d a b u k t i u n t u k m e n e r a n g k a n a t a u m e n j e l a s k a n 
k e b e n a r a n s e s u a t u h a l . 

2 5 . 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 . 

2 6 . 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 . 

2 7 . 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 . 

2 8 . 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 . 

2 9 . 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 0 . 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 2 . 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 3 . 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 4 . 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 5 . 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 a m p a i k a n k o n s e p n a s k a h d i n a s k e p a d a a t a s a n . 

3 6 . 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 . 

3 7 . 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 . 

3 8 . 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 . 

3 9 . 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 0 . 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 1 . 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 2 . 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 3 . 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 4 . 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 5 . 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 . 

4 6 . 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 . 

4 7 . 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 . 

4 8 . 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 . 

4 9 . 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 0 . 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 1 . 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 



5 3 . 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 4 . 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 . 

K e t e n t u a n P a s a l 6 d i u b a h s e h i n g g a P a s a l 6 b e r b u n y i s e b a g a i b e r i k u t : 

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

j - p e n g a m a n a n n a s k a h d i n a s . 

K e t e n t u a n p a s a l 8 d i t a m b a h k a n h u r u f k d a n h u r u f 1, s e h i n g g a P a s a l 8 
b e r b u n y i s e b a g a i b e r i k u t : 

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

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

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

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



g . u n t u k m e m p e r c e p a t p r o s e s t i n d a k l a n j u t n a s k a h d i n a s d a p a t 
d i k i r i m k a n s e c a r a k h u s u s d e n g a n m e n a m b a h k a n t a n d a ' u . p ' ( u n t u k 
p e r h a t i a n ) d i i k u t i n a m a j a b a t a n y a n g m e n i n d a k l a n j u t i d i b a w a h n a m a 
j a b a t a n y a n g d i t u j u ; 

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

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

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

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

K e t e n t u a n P a s a l 1 2 d i u b a h s e h i n g g a P a s a l 1 2 b e r b u n y i s e b a g a i b e r i k u t : 

P a s a l 1 2 

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

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

d i b a w a h k o p , d a n a p a b i l a t a n p a k o p s e k u r a n g - k u r a n g n y a 2 c m 
d a r i t e p i a t a s k e r t a s ; 

b . r u a n g t e p i b a w a h , s e k u r a n g - k u r a n g n y a 2 , 5 c m d a r i t e p i b a w a h 
k e r t a s ; 

c . r u a n g t e p i k i r i : s e k u r a n g - k u r a n g n y a 3 c m d a r i t e p i k i r i k e r t a s ; d a n 

d . r u a n g t e p i k a n a n : s e k u r a n g - k u r a n g n y a 2 c m d a r i t e p i k a n a n 
k e r t a s . 

( 3 ) N o m o r h a l a m a n n a s k a h d i n a s 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 u l i s d e n g a n 
m e n g g u n a k a n n o m o r u r u t a n g k a A r a b d a n d i c a n t u m k a n s e c a r a s i m e t r i s 
d i t e n g a h a t a s d e n g a n m e m b u b u h k a n t a n d a h u b u n g (-) s e b e l u m d a n 
s e t e l a h n o m o r , k e c u a l i h a l a m a n p e r t a m a n a s k a h d i n a s y a n g 
m e n g g u n a k a n k o p n a s k a h d i n a s t i d a k p e r l u m e n c a n t u m k a n n o m o r 



( 4 ) T e m b u s a n s u r a t d i c a n t u m k a n d i s e b e l a h k i r i b a w a h . 

( 5 ) J i k a n a s k a h d i n a s m e m i l i k i l a m p i r a n , s e b e l a h k a n a n a t a s l a m p i r a n 
d i t u l i s L a m p i r a n n a s k a h d i n a s , n o m o r n a s k a h d i n a s d a n t a n g g a l 
n a s k a h d i n a s . 

D i a n t a r a p a s a l 1 3 d a n p a s a l 1 4 d i s i s i p k a n 3 p a s a l y a k n i p a s a l 1 3 A , p a s a l 
1 3 B d a n p a s a l 1 3 C 

P a s a l 1 3 A 

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

d a r i t u l i s a n N o m o r , n o m o r n a s k a h ( n o m o r u r u t d a l a m s a t u t a h u n 
t a k w i m ) , t u l i s a n T a h u n d e n g a n h u r u f k a p i t a l , d a n t a h u n t e r b i t ; 

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

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

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

P a s a l 1 3 B 

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

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

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

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

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

P a s a l 1 3 C 

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

a . s a n g a t r a h a s i a a d a l a h n a s k a h d i n a s y a n g a p a b i l a f i s i k d a n 



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

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

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

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

H a k a k s e s n a s k a h d i n a s , t e r d i r i d a r i : 
a . n a s k a h d i n a s b e r k l a s i f i k a s i s a n g a t r a h a s i a , r a h a s i a , d a n t e r b a t a s 

h a k a k s e s d i b e r i k a n k e p a d a p i m p i n a n t e r t i n g g i l e m b a g a d a n y a n g 
s e t i n g k a t d i b a w a h n y a a p a b i l a s u d a h d i b e r i k a n i z i n , p e n g a w a s 
i n t e r n a l / e k s t e r n a l d a n p e n e g a k h u k u m ; d a n 

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

P e r l a k u a n T e r h a d a p N a s k a h D i n a s B e r d a s a r k a n K l a s i f i k a s i K e a m a n a n 
d a n A k s e s 
a . P e m b e r i a n K o d e D e r a j a t K l a s i f i k a s i K e a m a n a n d a n A k s e s 

P e r l a k u a n n a s k a h d i n a s b e r d a s a r k a n k l a s i f i k a s i k e a m a n a n d a n 
a k s e s , d i b e r i k a n k o d e d e r a j a t p e n g a m a n a n d i a m p l o p d a n d i 
s e b e l a h k i r i a t a s n a s k a h d i n a s s e r t a p e n g g u n a a n a m p l o p r a n g k a p 
d u a u n t u k n a s k a h d i n a s y a n g s a n g a t r a h a s i a d a n r a h a s i a . U n t u k 
k o d e d e r a j a t k l a s i f i k a s i : 
1 . n a s k a h d i n a s S a n g a t R a h a s i a d i b e r i k a n k o d e ' S R ' d e n g a n 

m e n g g u n a k a n t i n t a w a r n a m e r a h d i a m p l o p d a l a m ; 
2 . n a s k a h d i n a s R a h a s i a d i b e r i k a n k o d e ' R ' d e n g a n 

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

m e n g g u n a k a n t i n t a h i t a m ; d a n 
4 . n a s k a h d i n a s B i a s a / T e r b u k a d i b e r i k a n k o d e ' B ' d e n g a n 

m e n g g u n a k a n t i n t a h i t a m . 

b . P e m b e r i a n N o m o r S e r i P e n g a m a n d a n Security Printing 

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



k e a u t e n t i k a n d a n k e t e r p e r c a y a a n n a s k a h d i n a s . Security printing 
m e n g g u n a k a n m e t o d e - m e t o d e t e k n i s s e b a g a i b e r i k u t : 

1 . K e r t a s k h u s u s 

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

2 . Watermarks 

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

3 . Emboss 

Embos a d a l a h t u l i s a n a t a u c e t a k a n t i m b u l . 

c . P e m b u a t a n d a n P e n g a w a s a n N a s k a h D i n a s y a n g B e r s i f a t R a h a s i a 

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

P e m b u a t a n n o m o r s e r i p e n g a m a n d i k o o r d i n a s i k a n d e n g a n U n i t 
K e a r s i p a n . 

( 4 ) K e t e n t u a n a y a t 3 a n g k a 2 h u r u f b d a n c d i s e b u t k a n 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 y a n g t i d a k t e r p i s a h k a n d a r i P e r a t u r a n G u b e r n u r i n i . 

K e t e n t u a n B A B X P a s a l 6 1 d i u b a h s e h i n g g a K e t e n t u a n B A B X P a s a l 6 1 
b e r b u n y i s e b a g a i b e r i k u t : 

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

P a s a l 6 1 

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

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

( 3 ) R a l a t y a n g b e r s i f a t k e k e l i r u a n s a l a h k e t i k d i l a k s a n a k a n o l e h 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 . 



P A S A L I I 
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L a m p i r a n : P e r a t u r a n G u b e r n u r K e p u l a u a n R i a u 
N o m o r : 
T a n g g a l : 

a . Watermarks 

b. Emboss 

A d a l a h t u l i s a n a t a u c e t a k a n t i m b u l . 

Emboss 

v 
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 DAN P E L A T I H AN 

N o m o r 2 1 1 / D F A / 3 6 / 2 0 1 7 
A r s i p N a s i o n a l R e p u b l i k I n d o n e s i a b e r d a s a r k a n P e r a t u r a n P e m e r i n t a h N o m o r 1 6 T a h u n 1 9 9 4 s e b a g a i m a n a l e l a h r h u b a h d e n g a n 
P e r a t u r a n P e m e n n t a h N o m o r 4 0 T a h u n 2 0 1 0 . P e i a l u r a n P e m e u n l a h N o m o r 1 0 1 T a h u n 2 0 0 0 P e r a t u r a n P e m e n n t a h N o m o r 2 8 
T a h u n 2 0 1 2 P e r a t u r a n M e n t e r i P e n d a y a g u n a a n A p a r a t u r N e g a r a N o m o r 1 3 T a h u n 2 0 1 6 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 
M e n t e r i P e n d a y a g u n a a n A p a r a t u r N e g a r a d a n R e f o r m a s i B n o k r a s i N o m o r 4 8 t a n u n 2 0 1 4 t e n t a n g J a b a t a n F u n g s . o n a i A r s r p a n s d a n 
A n g k a K r e d i t n y a d a n k e t e n t u a n - k e t e n t u a n p e l a k s a n a a n n y a m e n y a t a k a n b a h w a 

N a m a 
N I P 
T e m p a t T g l L a h i r 
P a n g k a t G o l R u a n g 
P e n d i d i k a n 
I n s t a n s i 

oiSl£lLAi.'M.ry AJ«A». L < 
' " m ™ K u a l i f i k a s i 

n dan P e l a t i h a n F u n g s i o n a l P e n g a n q k a i 
arakan o l e h B a d a n P e r p u s t a k a a n r i a l 
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BIRO ORGAM8ASIOAN KORPRI 

BIRO HUMAS, PR0TOKOL DAN PENGHUKJNG 

SEKRfMIMI OEWAM PERWAK&AN RAKYAT DAERAH 

DINAS KOMUNIKASI DAN INFORMATIKA 

• nuisc i 

n 
p D a e 

Syarifah Mudzalifah. S E . 
1 9 8 6 0 6 0 9 2 0 1 0 0 1 2 0 2 4 
T a n j u n g p m a n g , 9 J u n i 1 9 8 6 
P e n a l a M u d a T i n g k a t I l l l / b 
S I 
B a d a n P e n g e l o l a a n K e u a n g a n d a n k e k a y a a n D a e r a h 
P r o v i n s i K e p u l a u a n R i a u 

>£VS 
Baik Sekali 

t 
3 T i n g k a t Ahli dengan bobot 640 i a m p e n d i d i k a n d a n p e l a t i h a n 
a h P r o v i n s i K e p u l a u a n R i a u d a n t a n g g a l 2 1 S e p t e m b e r s a m p a i 

J a k a r t a 1 6 J a n u a n 2 0 1 7 
A R S t P N A S I O N A L R E P U B L I K I N D O N E S I A 

Sekre tar is Utama. 

D r s S u m r a h y a d i . MIMS 
N I P 1 9 6 1 1 0 0 9 1 9 8 7 0 3 1 0 0 1 

I/&UBERNUR4CEPULAUAN 

/ /l^tdlMku 


