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ﬁblebto understand 1.Explain the Criteria: Scientific 0%
the basic concepts If you answer h
t of Y approac
of correspondence concep correctly you get a 3 X 50
corres'pondence score of 100
2.Explain the
meaning of the | Form of Assessment
letter :
3.Explain the role | Participatory Activities
of letters
Able to understand 1.Identify the Criteria: Scientific 0%
grammar in characteristics Assessment sheet 1 | approach
correspondence - is used to assess the | pDiscover
of written very
grammar of letters. learning
language The assessment 3X 50
2.Understand the contained in
use of grammar | Assessment Sheet 1
in is carried out during
the Mid-Term
correspondence | Examination (UTS).
Assessment Sheet
1. Consists of 5
essay questions.
Weight of Questions
No. 1- 5 20
Able to understand 1.Explain the Criteria: Practice 0%
the completeness types of letter 1. | Assessment sheet | 3 X 50
paper lis used to
Z'sz';"g‘fthae ., |assess students’
gi’fes pap mastery of
3.Explain the knowledge about
types of cover | types of letter
letters paper, paper size,
4-EXP'a'”ft|he letter covers,
types ofletter | atter folds
folds
2.| The assessment
contained in
Assessment
Sheet 1 is carried
out during the
Mid-Semester
Examination
(UTS).
3.| Assessment
Sheet 1. Consists
of 5 essay
guestions.
4.| Weight of
Questions No. 1-
520
Able to identify 1.explain the Criteria: Scientific 0%
parts and shapes of parts of the Assessment sheet 1 | approach
letters letter is used to assess Inquiry
. students‘ mastery of learning
2.explain the knowledge about 3X 50

function of parts

of the letter
3.explain the

forms of letters

parts, function of
parts, and forms of
letters. The
assessment
contained in

Assessment Sheet 1
is carried out during

the Mid-Semester

Examination (UTS).

Assessment Sheet
1. Consists of 5
description

guestions. Weight of

Questions No. 1- 5
20




5 Abclje to understand 1.Understand the | Criteria: Scientific 0%
and compose ; Assessment sheet 1 | approach3
personal letters mheanlng frm.d is used to assess Xpé)o
(application letter characteristics | gy qents* mastery of ortfolio
form) of a personal knowledge regarding | P

letter the function of
2.Understand the | application letters,

: preparation of
function of a attachment letters,
cover letter attachments to

3.Drafting a cover | application letters.
letter The assessment

i contained in

4.Ider|1't|fyt. Assessment Sheet 1

application is carried out during

letter the Mid-Semester

attachments Examination (UTS).
Assessment Sheet
1. Consists of 5
description
questions. Weight of
Questions No. 1- 5
20

6 Abclje to undersftfar]dl 1.understand the | Criteria: Scientific 0%
and prepare officia ; iginali approach3
letters (form of meaning of %.gnglnallty ngl,)o
assignment letters official letters -Sentence rfoli
and power of 2.explain the effectiveness portfolio
attorney) types of official 3.Suitability of

letters material to
3.understand and purpose
compose 4 Theoretical
assignment accuracy of the
letters concept
4 .understand and 5.Clarity of material
prepare a 6.Material
Power of completeness
Attorney 7 .Correctness of
writing
8.Neatness of the
letter

7 Abclje to undersftf.j;tr)dI 1.understand the | Criteria: Scientific 0%
and prepare officia ; iginali approach3
letters in the form meaning of the 1:Originality xp!?o
of decision letters decision letter 2.Sentence ;

2.understand the effectiveness portfolio
parts of the 3.Suitability of
decision letter material to
3.draw up a purpose
decision letter 4. Theoretical
accuracy of the
concept
5.Clarity of material
6.Material
completeness
7 .Correctness of
writing
8.Neatness of the
letter
8 UTS 0%
3 X50

9 Able to understand 1. Understand the | Criteria: Scientific 0%
and prepare meaning of a Assessment Sheet 1 | approach
Commercial Letters [ Commercial Letter is used to assess Discovery

2. Understand the students' mastery of | jearning

Function and knowledge regarding 3X50

Purpose of a the meaning,

Commercial Letter function and

3. Explain the characteristics of

Types of commercial letters.

Commercial Letters | The assessment

4. Explain the contained in

important things Assessment Sheet 1

that must be is carried out during

considered when the Mid-Semester

making a Examination (UTS).

commercial letter 5. | Assessment Sheet

Understand the 1. Consists of 5

characteristics of a | descriptive

Commercial Letter questions. Weight of
Question No. 1- 5 20

10 Able to understand | 1. Understand the | Criteria: Scientific 0%
and prepare a meaning of a If you answer approach
Business Letter business correctly you get a 3 X 50
(introduction letter introduction letter 2.| score of 100 Portfolio

form)

Understand the
things you need to
pay attention to in
an introduction
letter 3. Analyze
examples of
introduction letters
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Able to understand
and prepare a
Commercial Letter
(form of Request
for Quotation
Letter)

1. Understand the
meaning of a letter
requesting a quote
2. Understanding
the things that need
to be considered in
a letter requesting
a quote 3.
Analyzing an
example of a letter
requesting a quote

Criteria:
maximum value 100

Scientific
approach
3 X50
Portfolio

0%

12

Able to understand
and prepare a
Commercial Letter
(form of Offer
Letter)

1. Understand the
meaning of an offer
letter. 2.
Understand the
things you need to
pay attention to in
an offer letter. 3.
Analyze a sample
offer letter

Criteria:
maximum value 100

Scientific
approach
3 X 50
Portfolio

0%

13

Able to understand
and prepare
Commercial Letters
(form of Order
Letters and replies
to order receipts)

1. Understand the
meaning of a letter
of order 2.
Understand the
things that need to
be considered in a
letter of order 3.
Analyze an
example of a letter
of order 4.
Understand the
meaning of a reply
letter accepting an
order 5.
Understand the
things that need to
be paid attention to
in a letter of reply to
accept an order 6.
Analyze an
example of a letter
of reply to accept
an order

Criteria:
maximum value 100

Scientific
approach
3 X 50
Portfolio

0%

14

Able to understand
and prepare
commercial letters
(order delivery
letter form)

1.Understand the
meaning of
order delivery
letter

2.Understand the
things that need
to be
considered in
order delivery
letters

3.Analyze an
example of an
order delivery
letter

Criteria:
the maximum value
is 100

Scientific
approach
3 X 50
Portfolio

0%

15

Able to understand
and prepare
commercial letters
(form of Payment
Bill)

1.Understand the
meaning of
Payment Bill

2.Understand the
things that need
to be paid
attention to in
the Payment
Bill

3.Analyze an
example of a
Payment Bill

Criteria:
maximum value 100

Scientific
approach
3 X50
Portfolio

0%

16

UAS

essay
3 X50

0%

Evaluation Percentage Rec

ap: Case Study

No | Evaluation | Percentage

0%

Notes
1.

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
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10.
11.
12.

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 abilities in the process and student learning outcomes are specific and measurable statements
that identify the abilities 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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