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Short Mastering the concept of correspondence, function and purpose of correspondence, types of letters, parts of letters, letter forms, basic principles and
Course techniques for making letters through class meeting activities, presentations, observations in order to compose various types of letters to be presented in
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Understand and
master the
concept, function
and purpose of
correspondence,
as well as types of
letters

1.Explain the
concept,
function and
purpose of
correspondence,
as well as types
of letters

2.Identify the
purpose and
types of letters

Criteria:

1.Scores used:

2.4: correct
description

3.3: the
description is
generally
correct, there is
one aspect
where the
explanation is
incorrect

4.2: the
description is
generally
correct, there is
more than one
aspect where
the explanation

Explanation Questions and
answers Discussion of the
2 X 50 Assignment

0%

is incorrect
5.1: the
description is
wrong
Understand and 1.Understand the | Criteria: Explanation Questions and 0%
gqg{%’gfggg t%aerts of parts of a letter 1.S'cores u§ed: answers )
form of a letter and the form of 2.4:Errorsin DiscussionAssignment
a letter parts and writing | 2 X 50
2.Analyze letters methods have
based on their been found,
parts and corrections are
shapes correct and
complete
3.3: Errors in
parts and writing
methods have
been found, the
correction is
correct, but
incomplete
4.2: Errors in
parts and writing
methods have
been found, but
the corrections
are inaccurate
and incomplete
5.1: Errors in
parts and writing
methods have
been found, but
the correction is
incorrect and
incomplete.
Understand and 1.Understand the | Criteria: ExplanationQuestions and 0%
master the basic basic principles |  1.Number 1 has a | answersDiscussionAssignment
gachn%ues of and techniques maximum score |2 X 50
writing letters. of writing letters. of 30
2.Write letters 2.Number 2 has a
according to maximum score
good and correct of 70
principles and
techniques
Understand and 1.Understanding | Criteria: Discussion and Assignment 0%
sté%tgﬁdcggfé% letter language l.S-cores used: 2X50
Indonesian in includes: EYD, 2.4: Form and
writing letters diction, effective language errors
sentences, and have been
paragraph found,
development corrections are
2.Able to use correct and
good and correct complete
Indonesian 3.3: Form and
when writing language errors
letters have been
found, the

correction is
correct, but
incomplete

4.2: Form and
language errors
have been
found, but the
corrections are
inaccurate and
incomplete

5.1: Form and
language errors
have been
found, but the
correction is
incorrect and
incomplete.




5 Understand 1.Explain the Criteria: Scientific Approach 0%
restevarons characteristies | TRt ON (own | 2%
types of letters. and parts of a thoughts) Suitability
service Notification of the type, content
Letter, and purpose of the
Amoncement | {1 L0 s
Lgtter, and of the partéJ of the
Circular Letter letter Neatness
2.Make
Notification
Letters,
Announcement
Letters and
Circular Letters
in good and
correct language
6 Understand 1.Explain the Criteria: B Scientific Approach 0%
reste e characterisics | R0 ReTiEN own |2 X
types of letters. and parts of the | 4,5,5nts) Suitability
service Application of the type, content
Letter and and purpose of the
Invitation Letter Iuestzzedr é?)g?ulg?eeness
2.Makg . of the partg of the
application letter Neatness
letters and
invitation letters
in good and
correct language
7 Understand 1.Explain the Criteria: o Scientific Approach 0%
restearous characteristics | TRt ON (0 | 2%
types of letters. and parts of a thoughts) Suitability
service Certificate and of the type, content
Statement Letter | and purpose of the
2 Make letter Language
certificates and gf?ﬁe%%ﬂglgﬁﬂgss
statements in letter Neatness
good and correct
language
8 uTsS 0%
2 X 50
9 Unders:and g 1.Explain the Crite;']ia: th 0%
concepts and can characteristics Authenticity (t e 2 X 50 Process Skills
types of efers, and parts of the | {eugSPRTE DR, | Approach
service Cover Letter and |  of the type, content
Minutes and purpose of the
2.Create a Cover Il?stgedr (L:?)?r?ulg?gness
Le_tter an_d of the partg of the
Minutes in good |  |etter Neatness
and correct
language
10 gonr?ceer;{gjaﬂd can 1.Explain the Czteﬁia: icity (th .
A characteristics uthenticity (t e 2 X 50 Process Skills
types of efers, andparis ofa | geug SRR, | Approach
service Permit Letter of the type, content
and and purpose of the
Dispensation letter Language
Letter used Completeness
. of the parts of the
2.Make Permit letter Neatness
and
Dispensation
Letters in good
and correct
language
11 Understand 1.Explain the Criteria: B Scientific Approach 0%
restevaous characteristies | LRt oY Cown | 2%
types of letters. and parts of a thoughts) Suitability
service Job Application of the type, content
Letter and and purpose of the
Curriculum Vitae | letter Language
V) used Completeness
of the parts of the
2.Make a Job letter Neatness
Application
Letter and
Curriculum Vitae
(CV) in good
and correct
language
12 Understand 1.Explain the Criteria: 0%
concepts and be characteristics Authenticity (the | 2 X 50 Process Skills

able to create
various types of
letters. business

and parts of an
Offer Letter and
Order Letter
2.Make offer
letters and order
letters in good
and correct
language

result of one's own
thoughts) Suitability
of the type, content
and purpose of the
letter Language
used Completeness
of the parts of the
letter Neatness

Approach




13 Understand b 1.Explain the Criteria: Scientific Approach 0%
concepts and be characteristics Authenticity (the 2 X 50
able to create and parts of the result of one‘s own
various types of P thoughts) Suitability
letters. business Letter of of the type, content
Delivery and and purpose of the
Letter of letter Language
: used Completeness
2 Demand (plalm) of the parts of the
-Make Delivery letter Neatness
Letters and
Demand Letters
(claims) in good
and correct
language
14 Understand 1.Explain the Criteria: Scientific Approach 0%
concepts and be characteristics Authenticity (the 2 X50
able to write and parts of the result of one‘s own
various types of p thoughts) Suitability
letters. statute Decree and of the type, content
Letter of and purpose of the
Assignment Iettedr éangula?e
: i used Completeness
2.Write decision of the parts of the
letters and letter Neatness
assignment
letters in good
and correct
language
15 Understand 1.Explain the Criteria: 0%
concepts and be characteristics Authenticity (the 2 X 50 Process Skills
able to write and parts of an result of one's own | Approach
various types of p thoughts) Suitability
letters. statute Order and of the type, content
Instruction Letter | and purpose of the
2.Write Warrants Iettedr (L:angula?e
: used Completeness
and Inst_ructlon of the parts of the
Letters in good letter Neatness
and correct
language
16 UAS 0%
2 X 50

Evaluation Percentage Recap: Project Based Learning

[ No [ Evaluation [ Percentage

0%
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12.

Learning Outcomes of Study Program Graduates (PLO - Study Program) are the abilities possessed by each Study Program graduate
which are the internalization of attitudes, mastery of knowledge and skills according to the level of their study program obtained through the
learning process.

The PLO imposed on courses are several learning outcomes of study program graduates (CPL-Study Program) which are used for the
formation/development of a course consisting of aspects of attitude, general skills, special skills and knowledge.

Program Objectives (PO) are abilities that are specifically described from the PLO assigned to a course, and are specific to the study
material or learning materials for that course.

Subject Sub-PO (Sub-PO) is a capability that is specifically described from the PO that can be measured or observed and is the final ability
that is planned at each learning stage, and is specific to the learning material of the course.

Indicators for assessing ability in the process and student learning outcomes are specific and measurable statements that identify the ability
or performance of student learning outcomes accompanied by evidence.

Assessment Criteria are benchmarks used as a measure or measure of learning achievement in assessments based on predetermined
indicators. Assessment criteria are guidelines for assessors so that assessments are consistent and unbiased. Criteria can be quantitative or
qualitative.

Forms of assessment: test and non-test.

Forms of learning: Lecture, Response, Tutorial, Seminar or equivalent, Practicum, Studio Practice, Workshop Practice, Field Practice,
Research, Community Service and/or other equivalent forms of learning.

Learning Methods: Small Group Discussion, Role-Play & Simulation, Discovery Learning, Self-Directed Learning, Cooperative Learning,
Collaborative Learning, Contextual Learning, Project Based Learning, and other equivalent methods.

Learning materials are details or descriptions of study materials which can be presented in the form of several main points and sub-topics.
The assessment weight is the percentage of assessment of each sub-PO achievement whose size is proportional to the level of difficulty of
achieving that sub-PO, and the total is 100%.

TM=Face to face, PT=Structured assignments, BM=Independent study.
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