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Prihatmawan, Henricus Radya Jati. Kemampuan Menulis Surat Dinas 

Permohonan dan Surat Tugas Mahasiswa Universitas Sanata Dharma 

Dalam Mata Kuliah Korespondensi Tahun Akademik 2022/2023. Skripsi 

strata (S1). Program Studi Pendidikan Bahasa dan Sastra Indonesia, jurusan 

Bahasa dan Seni, Fakultas Keguruan dan Ilmu Pendidikan, Universitas 

Sanata Dharma Yogyakarta.  

 

Penelitian ini bertujuan untuk mengetahui kemampuan menulis surat dinas 

permohonan dan surat tugas mahasiswa Universitas Sanata Dharma dalam Mata 

Kuliah Korespondensi tahun akademik 2022/2023.  

Penelitian ini masuk dalam kategori penelitian kuantitatif. Populasi pada 

penilitian ini berjumlah 62 surat dinas permohonan dan 60 surat tugas. Penelitian 

ini menggunakan instrumen tes untuk mengetahui tingkat kemampuan menulis 

surat dinas permohonan dan surat tugas. Data hasil penelitian ini berasal dari 

menghitung rata – rata atau mean,simpangan baku, dan data tersebut dikonversikan 

ke dalam skala lima, setelah itu memaparkan aspek kesalahan dari surat dinas 

permohonan dan surat tugas mahasiswa Universitas Sanata Dharma dalam mata 

kuliah Korespondensi tahun akademik 2022/2023  

Penelitian ini mendapatkan dua hasil yaitu pertama, kemampuan menulis 

surat dinas permohonan mempunyai kategori sedang dengan nilai rata – rata 86,4 

dan nilai dari simpangan baku 8,01. Surat tugas mempunyai kategori sedang dengan 

nilai rata – rata 80,5 dan nilai simpangan baku 7,32. Kedua, aspek – aspek kesalahan 

yang ditemukan pada kemampuan menulis surat dinas permohonan dan surat tugas 

yaitu : 1) ketepatan isi surat, 2) kelengkapan unsur surat, 3)kepantasan format surat, 

4) ketepatan penulisan kata, 5) ketepatan kalimat, 6) ejaan dan tanda baca.  
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ABSTRACT 

Prihatmawan, Henricus Radya Jati. Ability to Write Official Application Letters and 

Assignment Letters for Sanata Dharma University Students in 

Correspondence Courses for the 2022/2023 Academic Year. Strata thesis 

(S1). Indonesian Language and Literature Education Study Program, 

Department of Language and Arts, Faculty of Teacher Training and 

Education, Sanata Dharma University Yogyakarta.  

 

This research aims to determine the ability to write application letters and 

assignment letters for Sanata Dharma University students in the Correspondence 

Course for the 2022/2023 academic year.  

This research is included in the quantitative descriptive research category. 

The population in this research amounted to 62 application letters and 60 

assignment letters. This research uses a test instrument to determine the level of 

ability to write official application letters and assignment letters. The data from this 

research comes from calculating the average or mean, standard deviation, and the 

data is converted into a scale of five, after which it explains the error aspects of the 

application letter and assignment letter for Sanata Dharma University students in 

the Correspondence course for the 2022/2023 academic year  

This research obtained two results, namely first, the ability to write 

application letters was in the medium category with an average value of 86.4 and 

a standard deviation value of 8.01. The assignment letter has a medium category 

with an average value of 80.5 and a standard deviation value of 7.32. Second, 

aspects of errors found in the ability to write official letters of application and 

assignment letters, namely: 1) accuracy of the content of the letter, 2) completeness 

of the elements of the letter, 3) appropriateness of the format of the letter, 4) 

accuracy of writing words, 5) accuracy of sentences, 6) spelling and punctuation.  
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