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L a m p i ra n  I I   A c u a n  K l a s i f ik a s i  D o k u m e n  d a n  C a t a t a n  P e n e r a p a n  T a ta  K e l o la  T I K  

L a m p i ra n  I I I  T a ta  C a ra  I n v e n t a r is a s i  D a t a / I n fo rm a s i  
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A .   D e s k r i p s i :  

 

 P e d o m a n  P e n g e l o la a n  A s e t  I n fo rm a s i d is u s u n  d e n g a n  t u j u a n  u n t u k  m e l i n d u n g i  d a n  m e n c e g a h  a s e t  i n f o rm a s i 

d a r i  a k s e s  d a n  p e n y a la h g u n a a n  o le h  p i h a k  y a n g  t i d a k  b e rw e n a n g ,  s e r t a  m e m a n d u  p e m il i k  a s e t  i n f o rm a s i 

a g a r  d a p a t  m e n a n g a n i  d a n  m e l i n d u n g i  a s e t  i n f o rm a s i  s e s u a i  k l a s i f ik a s i n y a .  

 

 P e d o m a n  i n i  b e r l a k u  u n t u k  s e lu r u h  p e g a w a i ,  m it r a ,  d a n  p i h a k  k e t ig a  la i n n y a  y a n g  m e n g a k s e s  i n f o rm a s i ,  

s i s t e m , a p l i k a s i , d a n  j a r i n g a n  k o m u n ik a s i  d a ta  D J P .  P e d o m a n  P e n g e l o la a n  A s e t  I n f o rm a s i  y a n g  m e r u p a k a n  

b a g i a n  d a r i  K e b i ja k a n  P e n g e l o l a a n  K e a m a n a n  I n fo rm a s i  m e n g a t u r  a r e a  b e r ik u t  i n i :  

 1 .   I n v e n t a r is a s i  a s e t  i n fo rm a s i;  

 2 .   P e m b e r ia n  l a b e l  a s e t  i n fo rm a s i;  d a n  

 3 .   P e n g e n d a l i a n  a s e t  i n f o rm a s i .  

 

B .   D a s a r  H u k u m  d a n  A c u a n :  

 

 1 .   P e r a t u r a n  M e n te r i  K e u a n g a n  N o m o r P M K - 2 9 / P M K .0 6 / 2 0 1 0  t e n ta n g  P e n g g o l o n g a n  d a n  K o d e f i k a s i  

B a r a n g  M i l ik  N e g a ra ;  

 2 .   I S O / I E C  2 7 0 0 1 :  2 0 0 5 :  A n n e x  A .  7 .2 .2  –  I n f o rm a t io n  L a b e l li n g  a n d  H a n d l i n g . 

 

C .   D o k u m e n  T e r k a i t :  

 

 1 .   P e d o m a n  P e n g e n d a l i a n  D o k u m e n  d a n  C a t a t a n  P e n e r a p a n  T a t a  K e lo la  T e k n o lo g i  I n f o rm a s i  d a n  

K o m u n ik a s i  ( T I K ) ,  

 2 .   P e d o m a n  P e n g e lo l a a n  A s e t  d a n  K o n f i g u r a s i  L a y a n a n  T e k n o l o g i  I n f o rm a s i  d a n  K o m u n ik a s i .  

 

D .   R u a n g  L in g k u p :  

 

 R u a n g  l i n g k u p  p e n g a t u ra n  d a la m  P e d o m a n  P e n g e lo l a a n  A s e t  I n fo rm a s i  m e l i p u t i  a s e t  i n f o rm a s i  b e r i k u t  i n i:  

 1 .   P e r a n g k a t  k e ra s ;  

 2 .   P e r a n g k a t  l u n a k ;  

 3 .   D a t a  a t a u  I n f o rm a s i  y a n g  m e r u p a k a n  k e l u a r a n  d a r i  fa s i li t a s  p e n g o l a h  i n fo rm a s i  ;  d a n  

 4 .   D o k u m e n  d a n  c a ta t a n  p e n e ra p a n  t a t a  k e lo l a  T I K .  

 

E .   P e d o m a n :  

 

 1 .   K e t e n t u a n  U m u m  

  1 .1 .   S e t ia p  P e m i l ik  A s e t  I n f o rm a s i  d i u n i t  k e r j a  D J P  b e r t a n g g u n g  j a w a b  u n t u k  m e l a k u k a n  

p e n g e l o la a n  a s e t  i n f o rm a s i;  

  1 .2 . P e n g e l o la a n  A s e t  In f o rm a s i  s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  1 .1  m e l i p u t i  k e g ia t a n :  

    1 .2 .1 .I n v e n t a r is a s i  a s e t  i n fo rm a s i;  

    1 .2 .2 .P e m b e r ia n  l a b e l  a s e t  i n fo rm a s i;  d a n  

    1 .2 .3 .P e n g e n d a l i a n  a s e t  i n f o rm a s i;  

   1 .3 .K e g ia t a n  i n v e n ta r is a s i  a s e t  i n fo rm a s i  s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  1 . 2 .1  

d i d o k u m e n t a s ik a n  k e  d a l a m  D a f t a r  I n v e n t a r is  A s e t  I n f o rm a s i  y a n g  d im a k s u d k a n  u n t u k  

m e n e l u s u r i  k e b e ra d a a n  s e t i a p  a s e t  i n f o rm a s i;  

  1 .4 .   P e m b e r ia n  l a b e l  a s e t  i n fo rm a s i  s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  1 . 2 .2  d il a k u k a n  d e n g a n  c a ra  

m e m b e r i k a n  t a n d a  t e r t e n t u  p a d a  a s e t  i n fo rm a s i  d e n g a n  t u ju a n  u n t u k  m e m b e r ik a n  t a n d a  

p e n g e n a l  a t a s  a s e t  in f o rm a s i  t e rs e b u t .  

  1 .5 .   P e n g e n d a l i a n  a s e t  i n f o rm a s i s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  1 .2 .3  d i la k u k a n  d e n g a n  c a ra  

m e n e ra p k a n  b a ta s a n  d a l a m  p e n g g u n a a n  a s e t  i n f o rm a s i  b e r d a s a rk a n  k e te n t u a n  y a n g  b e r l a k u .  

 

 2 .   P e n g e l o la a n  A s e t  I n f o rm a s i  y a n g  B e ru p a  P e r a n g k a t  K e r a s  T I K  

   2 .1 .  I n v e n t a r is a s i  P e ra n g k a t  K e ra s  T I K  

   2 .1 .1 . D a l a m  s e t i a p  k e g i a t a n  p e n g a d a a n / p e m b e l ia n  p e ra n g k a t  k e ra s  T IK ,  p i h a k  k e t i g a  p e n y e d i a  

b a r a n g  h a r u s  m e m b e r ik a n  d a f t a r  p e ra n g k a t  k e r a s  h a s i l  p e n g a d a a n  k e p a d a  U n i t  K e r j a  

y a n g  m e n e r im a  p e ra n g k a t  T I K ;  

   2 .1 .2 . A d m in is t r a t o r  a p l ik a s i  p e n g e lo l a a n  a k t iv a  m e m a s u k k a n  d a ft a r  p e r a n g k a t  k e r a s  h a s i l 

p e n g a d a a n  s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  2 .1 .1  k e  d a la m  C o n fi g u r a t i o n  

M a n a g e m e n t  D a t a b a s e  ( C M D B )  u n t u k  m e n g h a s i l k a n  D a f t a r  I n v e n t a r i s  P e r a n g k a t  K e ra s  

T I K ;  

   2 .1 .3 . D a f t a r  I n v e n t a r i s  P e r a n g k a t  K e r a s  T I K  s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  2 .1 .2  b e r is i 

i n f o rm a s i  m e n g e n a i  n a m a  p i h a k  k e t i g a  p e n y e d ia  b a r a n g ,  n o m o r  k o n t r a k  p e n g a d a a n , 

t a n g g a l  k o n t r a k  p e n g a d a a n ,  t a n g g a l  a w a l  g a r a n s i ,  t a n g g a l  a k h i r  g a ra n s i ,  h a r g a  

p e r o le h a n ,  s e r i a l  n u m b e r ,  j e n is  p e ra n g k a t ,  m e r e k ,  m o d e l ,  p h y s i c a l  a d d re s s ,  m e m o r y , 

d i s k  s i z e ,  o p e ra t i n g  s y s t e m ,  d a n  s o ft w a r e  y a n g  t e la h  t e r i n s t a l l d a la m  p e ra n g k a t  k e ra s  

T I K  y a n g  d i p e r o le h  d a r i  k e g ia t a n  p e n g a d a a n / p e m b e l i a n ;  

   2 .1 .4 . S e te l a h  m e n e r im a  p e ra n g k a t  k e r a s  h a s i l  p e n g a d a a n ,  B a g i a n  U m u m  p a d a  K a n w i l  D J P  a t a u  

P P D D P ,  S u b b a g  U m u m  p a d a  K P P ,  d a n  S u b b a g  T a t a  U s a h a  p a d a  K P D J P  m e l e n g k a p i  d a t a  

p e r a n g k a t  k e ra s  T I K  s e b a g a i  b e r ik u t :  

   a .  N o m o r  re g is t ra s i  B a ra n g  M i l ik  N e g a r a ;  

   b .  S t a t u s / k o n d is i  p e r a n g k a t ;  

   c .  N I P  P e g a w a i  y a n g  m e n j a d i  p e n a n g g u n g  j a w a b  p e ra n g k a t  k e r a s  T I K ;  

   d .  K o d e  lo k a s i  f is i k  a s e t  y a i t u  k o d e  E s e lo n  I I ,  E s e l o n  I I I ,  d a n  E s e l o n  I V ;  

   e .  F u n g s i  p e r a n g k a t  k e r a s  T IK ;  

   f .   N o m o r  B e r it a  A c a r a  S e ra h  T e r im a  ( B A S T )  P e r a n g k a t  K e r a s  T I K ;  

   g .  T a n g g a l  B e r i t a  A c a ra  S e ra h  T e r im a  ( B A S T )  P e r a n g k a t  K e r a s  T IK ; p a d a  D a f t a r  

I n v e n t a r is  P e r a n g k a t  K e r a s  T IK  m e la l u i  A p l ik a s i  P e n g e l o la a n  A k t i v a  y a n g  t e rs e d i a ;  

   2 .1 .5 . D a l a m  h a l  t e r ja d i  p e r u b a h a n  k o n d is i  p e r a n g k a t  k e ra s  T I K ,  B a g i a n  U m u m  p a d a  K a n w i l  D J P  

a t a u  P P D D P , S u b b a g  U m u m  p a d a  K P P ,  d a n  S u b b a g  T a ta  U s a h a  p a d a  K P D J P  m e l a k u k a n  

p e m u ta k h i r a n  d a ta  p a d a  D a f t a r  I n v e n ta r is  P e r a n g k a t  K e r a s  T I K ;  
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   2 .1 .6 . P e n g a t u ra n  le b i h  l a n j u t  m e n g e n a i k e g ia t a n  i n v e n t a r is a s i p e ra n g k a t  k e ra s  T I K  d a n  f o rm a t  

D a f t a r  I n v e n t a r is  P e r a n g k a t  K e ra s  T I K  m e n g a c u  k e p a d a  P e d o m a n  P e n g e l o la a n  A s e t  d a n  

K o n f i g u r a s i  L a y a n a n  T e k n o l o g i  I n fo rm a s i  d a n  K o m u n ik a s i  D J P .  

 

  2 .2 .   P e m b e r ia n  L a b e l  P e ra n g k a t  K e ra s  T I K  

   2 .2 .1 . B a g ia n  P e r l e n g k a p a n  p a d a  K a n t o r  P u s a t  D J P ,  B a g i a n  U m u m  p a d a  K a n w i l  D J P  a t a u  

P P D D P ,  d a n  S u b b a g  U m u m  p a d a  K P P  b e r t a n g g u n g  ja w a b  m e m b e r i k a n  l a b e l  t e r h a d a p  

p e r a n g k a t  k e ra s  b e r d a s a r k a n  D a ft a r  I n v e n ta r i s  P e ra n g k a t  K e ra s  T I K ;  

   2 .2 .2 . P e la b e la n  p e r a n g k a t  k e r a s  T IK  d i  l i n g k u n g a n  K a n t o r  P u s a t  D J P  d i la k u k a n  o le h  B a g i a n  

P e r le n g k a p a n  d e n g a n  m e l i b a t k a n  S u b b a g  T a ta  U s a h a  p a d a  s e t ia p  D i r e k to r a t  d a n  

K a s u b b a g  y a n g  d i t u n j u k  p a d a  B a g i a n ;  

   2 .2 .3 . L a b e l a s e t  i n f o rm a s i y a n g  b e r u p a  p e ra n g k a t  k e ra s  T I K  b e r is i n o m o r  re g is t r a s i/ i d e n t i f ik a s i 

a s e t  y a n g  t e l a h  d i re k a m  k e  d a la m  D a f t a r  I n v e n ta r i s  P e ra n g k a t  K e ra s  T I K ;  

   2 .2 .4 . P e n e n t u a n  n o m o r  re g is t r a s i/ i d e n t i f ik a s i  a s e t  d a n  f o rm a t  la b e l  y a n g  d i g u n a k a n  m e n g a c u  

p a d a  P e ra t u ra n  M e n t e r i  K e u a n g a n  N o m o r  2 9 / P M K .0 6 / 2 0 1 0  t e n t a n g  P e n g g o lo n g a n  d a n  

K o d e f ik a s i  B a ra n g  M i l ik  N e g a r a ;  

   2 .2 .5 . L a b e l  u n t u k  a s e t  i n fo rm a s i  y a n g  b e r u p a  p e ra n g k a t  k e ra s  T I K  d i le k a t k a n  p a d a  p e r a n g k a t  

t e rs e b u t  d i  t e m p a t  y a n g  m u d a h  t e r l i h a t ;  

   2 .2 .6 . P e m b e r ia n  l a b e l  t e r h a d a p  p e ra n g k a t  k e r a s  h a s i l  p e n g a d a a n  b a r u  d i la k u k a n  o l e h  u n i t  

k e r ja  y a n g  m e n e r im a  b a r a n g  p a d a  s a a t  p e n e r im a a n  b a ra n g ;  

   2 .2 .7 . P e m b e r ia n  l a b e l  t e r h a d a p  p e r a n g k a t  k e ra s  y a n g  t e la h  d i g u n a k a n  o le h  u n it  k e r j a  

d i l a k u k a n  a p a b i la  b e r d a s a rk a n  v e r i f ik a s i  la p a n g a n  d it e m u k a n  b a h w a  s e b a g i a n  b e s a r  

p e r a n g k a t  k e ra s  T I K  t i d a k  d i b e r i k a n  l a b e l  a t a u  l a b e l  y a n g  a d a  t e l a h  r u s a k ;  

   2 .2 .8 . T a ta  C a r a  P e la b e l a n  a t a s  P e ra n g k a t  K e ra s  T I K  S e te l a h  P e n g g u n a a n  o l e h  U n i t  K e r j a  d ia t u r  

d a l a m  L a m p i r a n  V I I  P e d o m a n  i n i .  

  2 .3 .   P e n g e n d a l i a n  P e ra n g k a t  K e ra s  T I K  

   2 .3 .1 . P e n g g u n a  A s e t  I n fo rm a s i  t i d a k  d i p e r k e n a n k a n  m e m b a w a  p e ra n g k a t  k e r a s  T I K  k e  l u a r  

l o k a s i  D J P ,  k e c u a l i  d a l a m  k o n d i s i  b e r ik u t :  

    a .   P e g a w a i  t e l a h  m e n d a p a t k a n  p e r s e t u j u a n  u n t u k  m e l a k u k a n  k e g i a t a n  t e le w o rk i n g  

d a r i  p e j a b a t  t e rk a it  ;  

    b .   P e g a w a i  m e n d a p a tk a n  p e r i n t a h  u n t u k  b e r t u g a s  d i  l u a r  l o k a s i  D J P  d im a n a  

p e l a k s a n a a n  t u g a s  t e rs e b u t  m e m b u t u h k a n  p e ra n g k a t  k e r a s  T I K ;  

    c .   P e r a n g k a t  k e r a s  T IK  p e r l u  m e n d a p a t k a n  p e m e l i h a ra a n  a t a u  p e r b a i k a n  d i  l u a r  

l o k a s i  D J P .  

   2 .3 .2 . P e g a w a i  y a n g  m e m i l ik i  k e b u t u h a n  u n t u k  m e m b a w a  a ta u  m e n g g u n a k a n  p e r a n g k a t  k e ra s  

T I K  d i  l u a r  l o k a s i  D J P  m e n g a j u k a n  p e rm o h o n a n  iz i n  k e p a d a  P e m i l ik  A s e t  I n fo rm a s i  a t a u  

p e j a b a t  y a n g  d i t u n j u k  m e n g e lo l a  b a r a n g  m i li k  n e g a ra  p a d a  u n i t  k e r j a  D J P  u n t u k  

m e m b a w a  p e r a n g k a t  k e r a s  T IK  k e  l u a r  l o k a s i D J P  d e n g a n  fo rm u l i r  y a n g  d ia t u r  p a d a  

L a m p i ra n  I X  P e d o m a n  i n i ;  

   2 .3 .3 . P e g a w a i  y a n g  m e n d a p a t k a n  p e rs e t u j u a n  u n t u k  m e n g g u n a k a n  p e ra n g k a t  k e ra s  T I K  d i 

l u a r  l o k a s i  D J P  b e r t a n g g u n g  j a w a b  u n t u k  m e n ja g a  a s e t  i n f o rm a s i  y a n g  d i g u n a k a n ;  

   2 .3 .4 . P e g a w a i  y a n g  m e n g g u n a k a n  p e r a n g k a t  k e r a s  T IK  d i l u a r  l o k a s i D J P  h a r u s  

m e n g e m b a l i k a n  p e r a n g k a t  k e r a s  t e rs e b u t  k e  l o k a s i D J P  s e s u a i  d e n g a n  b a t a s  w a k t u  y a n g  

t e la h  d i t e n t u k a n ;  

   2 .3 .5 . P e m i li k  A s e t  I n f o rm a s i  a t a u  p e ja b a t  y a n g  d it u n j u k  u n t u k  m e n g e lo l a  b a r a n g  m i l ik  n e g a r a  

p a d a  u n i t  k e r ja  D J P  b e r t a n g g u n g  j a w a b  u n t u k  m e n g a w a s i  k e p a t u h a n  p e n g e m b a l ia n  a s e t  

y a n g  d i s e t u j u i  u n t u k  d i b a w a  k e  l u a r  l o k a s i  D J P ;  

   2 .3 .6 . P e g a w a i  h a r u s  s e g e r a  m e l a p o rk a n  k e p a d a  P e m i l ik  A s e t  I n fo rm a s i  a t a u  p e ja b a t  y a n g  

d i t u n j u k  u n t u k  m e n g e lo l a  b a r a n g  m i l ik  n e g a r a  p a d a  u n i t  k e r ja  D J P  a p a b i la  t e r ja d i 

k e h i la n g a n  a t a u  p e n c u r ia n  t e rk a i t  a s e t  i n f o rm a s i  y a n g  d i g u n a k a n  d i  l u a r  lo k a s i  D J P  p a l i n g  

l a m b a t  s a tu  h a r i  b e r ik u t n y a  s e t e l a h  k e ja d ia n  t e r s e b u t .  

 

 3 .   P e n g e l o la a n  A s e t  I n f o rm a s i  y a n g  B e ru p a  P e r a n g k a t  L u n a k  T I K  

  3 .1 .   I n v e n t a r is a s i  P e ra n g k a t  L u n a k  T I K  

   3 .1 .1 . D a l a m  s e t ia p  p e n g e m b a n g a n / p e m b e l ia n  p e r a n g k a t  l u n a k  T IK  o le h  K a n t o r  P u s a t  D J P , 

S e k s i  P e m a n ta u a n  K o n f ig u r a s i  d a n  K a p a s i t a s ,  D i re k t o ra t  T e k n o l o g i  I n f o rm a s i  P e r p a j a k a n  

( T I P ) ,  b e rt a n g g u n g  ja w a b  m e la k u k a n  p e n c a ta t a n  p e ra n g k a t  lu n a k  T I K  k e  d a la m  D a ft a r  

I n v e n t a r is  P e r a n g k a t  L u n a k  T I K ;  

    3 .1 .2 .D a l a m  h a l  t e r ja d i  p e r u b a h a n  k o n d i s i  p e r a n g k a t  l u n a k  T I K ,  S e k s i  P e m a n t a u a n  

K o n f i g u r a s i  d a n  K a p a s i t a s  m e la k u k a n  p e m u ta k h i r a n  D a ft a r  I n v e n ta r is  P e ra n g k a t  L u n a k  

T I K ;  

    3 .1 .3 .D a l a m  h a l  p e n g a d a a n  p e ra n g k a t  l u n a k  d i la k u k a n  o l e h  s e la i n  K P D J P  m a k a  

m a s i n g - m a s i n g  u n i t  k e r ja  y a n g  b e rs a n g k u t a n ,  b e r t a n g g u n g  ja w a b  m e la k u k a n  p e n c a t a t a n  

p e r a n g k a t  l u n a k  T I K  k e  d a l a m  d a ft a r  I n v e n t a r is  P e ra n g k a t  L u n a k  T I K ;  

    3 .1 .4 .D a f t a r  I n v e n t a r is  P e r a n g k a t  L u n a k  T I K  s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  3 .1 .1  

b e r i s i  i n f o rm a s i  m e n g e n a i  n o m o r  r e g is t ra s i/ i d e n t i f ik a s i  p e r a n g k a t  l u n a k ,  j e n is  p e r a n g k a t  

l u n a k ,  m e r e k  p e r a n g k a t  l u n a k ,  m o d e l  p e r a n g k a t  l u n a k ,  v e r s i  p e ra n g k a t  l u n a k ,  n o m o r 

d o k u m e n / s e r t i f ik a t ,  p ro d u c t  k e y , j u m la h  l is e n s i , l is e n s i  y a n g  t e r i n s t a l l ,  n o m o r k o n t ra k , 

t a n g g a l  k o n t r a k ,  t a n g g a l a w a l  l is e n s i ,  t a n g g a l  a k h i r  l is e n s i ,  d a n  n a m a  p ih a k  k e t ig a  

p e n y e d ia  b a ra n g / j a s a ;  

    3 .1 .5 .P e n g a t u ra n  l e b i h  l a n j u t  m e n g e n a i  k e g i a t a n  p e n c a ta t a n  p e ra n g k a t  l u n a k  d a n  f o rm a t  

D a f t a r  I n v e n t a r is  P e ra n g k a t  L u n a k  m e n g a c u  k e p a d a  P e d o m a n  P e n g e l o l a a n  A s e t  d a n  

K o n f i g u r a s i  L a y a n a n  T e k n o l o g i  I n fo rm a s i  d a n  K o m u n ik a s i  D J P .  

    

   3 .2 .   P e m b e r ia n  L a b e l  P e ra n g k a t  L u n a k  T I K  

    3 .2 .1 .D a l a m  h a l  p e n g a d a a n  p e r a n g k a t  l u n a k  d i la k u k a n  o le h  K P D J P ,  m a k a  S e k s i  

P e n y u s u n a n  P ro s e d u r  O p e ra s io n a l ,  D i re k t o ra t  T T K I  m e m b e r ik a n  la b e l  a t a s  p e r a n g k a t  

l u n a k  T I K  b e r d a s a rk a n  D a f t a r  I n v e n t a r i s  P e r a n g k a t  L u n a k  T I K  s e t e l a h  m e n e r im a  

d o k u m e n  l is e n s i  d a n  p e r a n g k a t  l u n a k  a s l i ;  

    3 .2 .2 .D a l a m  h a l  p e n g a d a a n  p e r a n g k a t  l u n a k  d i la k u k a n  o le h  s e la i n  K P D J P ,  m a k a  u n it  
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k e r ja  y a n g  b e r s a n g k u ta n  m e m b e r i k a n  l a b e l  t e r h a d a p  p e ra n g k a t  l u n a k  T I K ;  

    3 .2 .3 .L a b e l  p e r a n g k a t  l u n a k  T I K  b e r i s i  n o m o r  r e g is t ra s i / id e n t i f i k a s i  a s e t  y a n g  t e la h  

d i r e k a m  k e  d a la m  D a f t a r  I n v e n ta r i s  P e ra n g k a t  L u n a k ;  

    3 .2 .4 .P e n e n t u a n  n o m o r  r e g i s t r a s i / i d e n t i f ik a s i  a s e t  d a n  f o rm a t  l a b e l  y a n g  d i g u n a k a n  

m e n g a c u  p a d a  P e r a tu r a n  M e n te r i  K e u a n g a n  N o m o r  2 9 / P M K . 0 6 / 2 0 1 0  t e n ta n g  

P e n g g o l o n g a n  d a n  K o d e f ik a s i  B a r a n g  M i l ik  N e g a ra ;  

    3 .2 .5 .L a b e l  u n t u k  a s e t  i n fo rm a s i  y a n g  b e r u p a  p e ra n g k a t  l u n a k  d i le k a t k a n  p a d a  m e d ia / C D  

p e r a n g k a t  l u n a k  a s l i .  

    

   3 .3 .   P e n g e n d a l i a n  P e ra n g k a t  L u n a k  T I K  

    3 .3 .1 .D a l a m  m e n ja l a n k a n  t u g a s  d a n  f u n g s i n y a ,  P e g a w a i  D J P  h a r u s  m e n g g u n a k a n  

p e r a n g k a t  l u n a k  m i l i k  D J P  a t a u  y a n g  l i s e n s i n y a  d im il i k i  o le h  D J P ;  

    3 .3 .2 .P e g a w a i  D J P  d i l a ra n g  m e n g i n s t a l l  p e r a n g k a t  l u n a k  m i l ik  D J P  k e  d a la m  p e ra n g k a t  

k e ra s  T I K  m i l ik  p r i b a d i;  

    3 .3 .3 .P e g a w a i  D J P  d i la r a n g  m e la k u k a n  i n s t a l a s i  p e ra n g k a t  l u n a k  i l e g a l  d a n  p e ra n g k a t  

l u n a k  y a n g  t i d a k  b e rk a it a n  d e n g a n  p e k e r j a a n  s e p e rt i  a p l i k a s i  p e rm a i n a n ,  j e ja r i n g  s o s i a l , 

h a c k i n g ,  d a n  l a i n - la i n ,  k e  d a l a m  p e ra n g k a t  k e r a s  m i l ik  D J P ;  

    3 .3 .4 .U n t u k  m e n g h i n d a r i  p e n g g u n a a n  p e r a n g k a t  l u n a k  y a n g  d i la r a n g  s e b a g a im a n a  

d i s e b u tk a n  p a d a  a n g k a  3 .3 . 3 , m a k a  d a l a m  m e l a k u k a n  i n s t a la s i  d a n  p e n g h a p u s a n  

p e r a n g k a t  l u n a k  p a d a  p e r a n g k a t  k e r a s  m i l ik  D J P , s e t ia p  P e g a w a i D J P  h a r u s  m e m a t u h i 

k e t e n t u a n  y a n g  d i a t u r  d a l a m  P e d o m a n  P e n g e l o la a n  H a k  a t a s  K e k a y a a n  I n t e l e k t u a l 

( H A K I)  P e ra n g k a t  L u n a k .  

 

 4 .   P e n g e l o la a n  A s e t  I n f o rm a s i  y a n g  B e ru p a  D a t a  a t a u  I n fo rm a s i  

  4 .1 .   I n v e n t a r is a s i  D a ta  a t a u  I n fo rm a s i  :  

   4 .1 .1 . D a l a m  h a l  p e n g e m b a n g a n  a p li k a s i d i l a k u k a n  s e c a r a  t e r p u s a t  o l e h  D i r e k to r a t  T T K I , 

S u b d i r e k to r a t  P e n g e m b a n g a n  A p l i k a s i b e r t a n g g u n g  j a w a b  u n t u k  m e m b u a t  D a ft a r  D a t a  

a t a u  I n fo rm a s i  y a n g  d i h a s i lk a n  a t a u  m e r u p a k a n  k e l u a r a n  d a r i  a p l ik a s i  y a n g  

d i k e m b a n g k a n ,  y a n g  f o rm a tn y a  s e b a g a im a n a  d i a t u r  d a l a m  L a m p i ra n  V  P e d o m a n  i n i;  

   4 .1 .2 . D e v e l o p e r  E U C  d i  s e t i a p  u n i t  k e r j a  D J P  b e rt a n g g u n g  j a w a b  u n t u k  m e m b u a t  D a ft a r  D a t a  

a t a u  I n fo rm a s i  y a n g  d i h a s i lk a n  a t a u  m e r u p a k a n  k e l u a r a n  d a r i  a p l ik a s i  y a n g  

d i k e m b a n g k a n ,  y a n g  f o rm a tn y a  s e b a g a im a n a  d i a t u r  d a l a m  L a m p i ra n  V  P e d o m a n  i n i;  

   4 .1 .3 . B e r d a s a r k a n  D a f t a r  D a ta  a t a u  I n f o rm a s i  y a n g  d i b u a t ,  S u b d i re k t o ra t  P e n g e m b a n g a n  

A p l i k a s i  d a n  D e v e l o p e r  E U C  m e n e ta p k a n  k la s i f i k a s i  d a t a  a t a u  i n f o rm a s i  p a d a  d a ft a r  

t e rs e b u t  m e n u r u t  t i n g k a t  s e n s i t i f i t a s n y a  d e n g a n  m e n g a c u  k e p a d a  L a m p i ra n  I  P e d o m a n  

i n i ;  

   4 .1 .4 . D a f t a r  D a ta  a t a u  I n fo rm a s i  s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  4 . 1 .3  d ik i r im k a n  k e p a d a  

S e k s i P e m a n t a u a n  K o n f i g u ra s i d a n  K a p a s i t a s ,  D i r e k t o r a t  T I P ,  u n t u k  d i g a b u n g k a n  d a la m  

D a f t a r  I n v e n ta r i s  D a ta  a t a u  I n f o rm a s i;  

   4 .1 .5 . D a f t a r  I n v e n ta r i s  D a ta  a t a u  I n f o rm a s i  s e b a g a im a n a  d im a k s u d  p a d a  a n g k a  4 . 1 .4  p a l i n g  

s e d ik it  m e m u a t  i n fo rm a s i  m e n g e n a i  n o m o r  i d e n t i f ik a s i  d a t a  a t a u  i n fo rm a s i ,  n a m a  d a t a  

a t a u  i n f o rm a s i ,  d e s k r i p s i  d a t a  a t a u  i n f o rm a s i  y a n g  m e n je la s k a n  s e c a r a  s i n g k a t  m u a t a n  

d a r i  d a t a  a t a u  i n f o rm a s i  t e r s e b u t ,  n a m a  a p l ik a s i  y a n g  m e n g h a s i lk a n  d a ta  a t a u  i n fo rm a s i 

t e rs e b u t ,  d a n  n a m a  p e m i l ik  d a ta  a t a u  i n fo rm a s i . F o rm a t  D a f t a r  I n v e n ta r i s  D a t a  a t a u  

I n f o rm a s i  d ia t u r  d a l a m  L a m p i r a n  X  P e d o m a n  i n i;  

   4 .1 .6 . T a ta  C a ra  I n v e n t a r is a s i  D a t a  a t a u  I n f o rm a s i  d ia t u r  d a l a m  L a m p i r a n  I I I  P e d o m a n  i n i;  

 

  4 .2 .   P e m b e r ia n  L a b e l  D a ta  a t a u  I n fo rm a s i  

   4 .2 .1 . D a t a  a t a u  i n f o rm a s i  y a n g  m e r u p a k a n  k e l u a r a n  d a r i a p l i k a s i  m i li k  D J P  d ib e r ik a n  l a b e l 

s e s u a i  d e n g a n  k l a s i f ik a s i n y a ;  

   4 .2 .2 . L a b e l  h a n y a  d i b e r i k a n  p a d a  d a t a  a t a u  i n f o rm a s i  d e n g a n  k la s i f ik a s i  “ s a n g a t  r a h a s ia ” , 

“ r a h a s ia ” ,  d a n  “ t e r b a ta s ” ,  s e d a n g k a n  d a t a  a t a u  i n f o rm a s i  d e n g a n  k l a s i f ik a s i  “ p u b l ik ”  t i d a k  

d i b e r ik a n  la b e l ;  

   4 .2 .3 . D a t a  a t a u  i n f o rm a s i  d i b e r i k a n  la b e l  s e c a r a  o t o m a t i s  o l e h  a p l ik a s i  y a n g  m e n g h a s i lk a n  d a t a  

a t a u  i n f o rm a s i  t e rs e b u t ;  

   4 .2 .4 . L a b e l u n t u k  d a t a  a t a u  i n f o rm a s i  d i le t a k k a n  p a d a  b a g i a n  b a w a h / fo o t e r  d a r i d a t a  a t a u  

i n f o rm a s i  t e rs e b u t ;  

   4 .2 .5 . L a b e l d a t a  a t a u  i n f o rm a s i  h a r u s  d a p a t  t e r c e t a k  k e t i k a  d a ta  a t a u  i n fo rm a s i  t e rs e b u t  

d i c e t a k . 

 

  4 .3 . P e n g e n d a l i a n  D a ta  a t a u  I n fo rm a s i 

   4 .3 .1 . P e n g i r im a n  D a ta  a t a u  I n fo rm a s i  a n ta r  U n it  K e r j a  D J P   

    D a l a m  p e n g i r im a n  d a ta  a t a u  i n f o rm a s i a n t a r  U n i t  K e r ja  D J P  b e r l a k u  k e te n t u a n  b e r ik u t  

i n i :  

    a .   P e n g i r im a n  d a ta  a t a u  i n f o rm a s i  d e n g a n  k l a s i f ik a s i  “ s a n g a t  ra h a s ia ”  a t a u  “ r a h a s ia ”  

d a l a m  b e n t u k  n o n - e le k t r o n ik / f i s i k  h a r u s  d i l a k u k a n  o l e h  P e g a w a i  D J P  s e c a r a  

l a n g s u n g  b e r d a s a r k a n  s u ra t  t u g a s  d a r i  P im p i n a n  U n i t  K e r j a  D J P ,  k e c u a l i  d a l a m  

k o n d is i  b e r ik u t  i n i:  

 

      i .   P e n g i r im a n  s e c a r a  l a n g s u n g  o le h  P e g a w a i  D J P  t i d a k  m e m u n g k i n k a n  

k a re n a  l o k a s i  y a n g  d i t u j u  s u l i t  u n t u k  d i j a n g k a u ,  a t a u  u n t u k  m e n j a n g k a u  

l o k a s i  t e rs e b u t  d ip e r l u k a n  b i a y a  y a n g  b e s a r ;  

      i i .   T i d a k  a d a  s a ra n a  t r a n s p o rt a s i  u m u m  y a n g  d a p a t  d i g u n a k a n  o l e h  P e g a w a i 

D J P  u n t u k  m e n ja n g k a u  lo k a s i  t u j u a n  p e n g i r im a n  d a t a / i n f o rm a s i  t e r s e b u t .  

 

     b .   D a l a m  h a l d a t a  a t a u  i n f o rm a s i  d e n g a n  k l a s i f ik a s i  “ s a n g a t  r a h a s ia ”  a t a u  

“ r a h a s ia ”  d a l a m  b e n t u k  n o n - e l e k t ro n i k  t i d a k  d a p a t  d i k i r im k a n  l a n g s u n g  o l e h  

P e g a w a i  D J P ,  m a k a  p e n g i r im a n n y a  d i la k u k a n  m e la l u i  p o s  a t a u  m e n g g u n a k a n  j a s a  

p i h a k  k e t i g a  d e n g a n  s u a t u  p e r j a n j i a n  k e r ja  s a m a ;  

     c .   P e n g i r im a n  d a t a  a t a u  in f o rm a s i d e n g a n  k la s i f i k a s i  “ t e rb a ta s ”  d a la m  b e n t u k  
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n o n - e l e k t ro n i k  d i l a k u k a n  m e la l u i  p o s  a t a u  j a s a  p e n g i r im a n ;  

     d .   P e n g i r im a n  d a ta  a t a u  i n f o rm a s i  d e n g a n  k la s i fi k a s i  “ s a n g a t  r a h a s ia ” , 

“ r a h a s ia ” ,  d a n  “ t e r b a t a s ”  d a l a m  b e n t u k  n o n - e le k t r o n i k  h a r u s  d i la k u k a n  d e n g a n  

m e m p e r h a t i k a n  h a l - h a l  b e r i k u t  i n i:  

 

      i .   D a t a  a t a u  i n fo rm a s i  d i b e r ik a n  la b e l  s e s u a i  d e n g a n  k la s i f i k a s i n y a ;  

      i i .   D a t a  a t a u  i n fo rm a s i  d i t e m p a tk a n  d a la m  k e m a s a n  y a n g  b e r u p a  a m p lo p  

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

 

     e .   P e n g i r im a n  d a ta  a t a u  i n f o rm a s i  d e n g a n  k la s i f i k a s i  “ s a n g a t  r a h a s ia ”  d a n  

“ r a h a s ia ”  s e c a r a  e l e k t ro n i k  h a r u s  d i l a k u k a n  d e n g a n  m e m p e r h a t ik a n  h a l - h a l 

b e r i k u t :  

 

      i .   P e n g i r im a n  d i l a k u k a n  o l e h  p e g a w a i  y a n g  d i t u n j u k  o l e h  p im p i n a n  u n it  

k e r ja  u n t u k  s e c a r a  k h u s u s  m e n a n g a n i  t u g a s  p e n g i r im a n  d a t a / i n f o rm a s i  

p a d a  u n i t  k e r ja  t e r s e b u t ;  

      i i .   M e n e ra p k a n  e n k r i p s i  d e n g a n  m e n g a c u  k e p a d a  P e d o m a n  E n k r i p s i  d a n  K e y  

M a n a g e m e n t ;  

      i i i .  M e n g g u n a k a n  s u r a t  p e n g a n t a r  d a r i p im p i n a n  u n i t  k e r j a  s e b a g a i  P e m i l ik  

A s e t  I n f o rm a s i ;  

      i v .  P e n g i r im a n  d i la k u k a n  m e l a l u i  m e d ia  a t a u  s a l u ra n  y a n g  a m a n , s e p e r t i 

r e m o v a b l e  m e d ia ,  e m a i l  p a j a k ,  S e c u r e  F i le  T r a n s fe r  P ro t o c o l ,  a t a u  s a l u ra n  

a m a n  la i n n y a ;  

      v .  D a l a m  h a l  d a t a / i n f o rm a s i  t e l a h  d i t e r im a ,  U n i t  k e r j a  p e n e r im a  

d a ta / i n fo rm a s i b e rk e w a ji b a n  u n t u k  m e n y a m p a ik a n  s a la h  s a t u  s t a t u s  

p e n e r im a a n  d a t a / i n f o rm a s i  b e r i k u t  i n i:  

 

       a )  D it e r im a  d e n g a n  l e n g k a p   

       D a t a / i n fo rm a s i  e l e k t ro n ik  y a n g  d ik i r im k a n  t e l a h  d i t e r im a  s e l u r u h n y a  

s e c a ra  l e n g k a p ,  s e h i n g g a  p ro s e s  p e n g i r im a n  d i n y a ta k a n  s e le s a i .  

       b )  D it e r im a  t i d a k  le n g k a p   

       D a t a / i n fo rm a s i  e le k t r o n ik  y a n g  d i k i r im k a n  t i d a k  s e l u r u h n y a  b e r h a s i l 

d i t e r im a ,  s e h i n g g a  d a t a / i n f o rm a s i  y a n g  g a g a l  d it e r im a  h a r u s  d i k i r im  

u l a n g  a g a r  p e n g i r im a n  d a p a t  d i n y a t a k a n  s e l e s a i .  

 

     f .   P e g a w a i  D J P  y a n g  m e n ja d i  p e n e r im a  d a t a  a t a u  i n f o rm a s i  b e r t a n g g u n g  

j a w a b  u n t u k  m e l i n d u n g i  d a ta  a t a u  i n f o rm a s i  t e r s e b u t  d e n g a n  m e n g a c u  k e p a d a  

K e b i ja k a n  P e n g e l o la a n  K e a m a n a n  I n f o rm a s i  D J P .  

 

    4 .3 .2 . P e n g i r im a n  D a ta  a t a u  I n fo rm a s i  K e p a d a  P i h a k  K e t i g a   

     P a d a  s a a t  P e n g g u n a  A s e t  I n fo rm a s i  m e la k u k a n  p e n g i r im a n  a s e t  i n fo rm a s i  y a n g  

b e r u p a  d a t a  a t a u  i n f o rm a s i  k e p a d a  p i h a k  k e t i g a  b e r l a k u  k e t e n t u a n  s e b a g a i  b e r i k u t :  

 

     a .   P e n g i r im a n  d a ta  a t a u  i n f o rm a s i  d e n g a n  k la s i f i k a s i  “ s a n g a t  r a h a s ia ”  d a n  

“ r a h a s ia ”  k e p a d a  m i t r a  a t a u  p i h a k  k e t i g a  l a i n n y a , h a n y a  d a p a t  d i l a k u k a n  a p a b i l a  

m e m e n u h i  k e t e n t u a n  s e b a g a i  b e r i k u t :  

 

      i .  D is e t u j u i  o l e h  p im p i n a n  u n i t  k e r j a  D J P / P e m i l ik  A s e t  I n f o rm a s i ;  

      i i .   M e r u p a k a n  b a g ia n  d a r i  k o n t ra k  a t a u  p e r j a n j i a n  k e r ja  s a m a  l a i n n y a  

a n t a ra  D J P  d e n g a n  p i h a k  k e t i g a  t e rs e b u t ;  d a n  

      i i i .  P i h a k  k e t i g a  t e la h  m e n a n d a t a n g a n i  P e r s e t u j u a n  K e w a j ib a n  M e n ja g a  

R a h a s i a  ( N o n  D is c l o s u r e  A g r e e m e n t / N D A ) . 

 

     b .   P e n g i r im a n  d a ta  a t a u  i n f o rm a s i  d e n g a n  k l a s i f ik a s i  “ s a n g a t  ra h a s i a ”  a t a u  

“ r a h a s ia ”  d a l a m  b e n t u k  n o n - e l e k t ro n i k  d i l a k u k a n  l a n g s u n g  o l e h  p e g a w a i  D J P .  

D a l a m  h a l  p e n g i r im a n  l a n g s u n g  t i d a k  m e m u n g k i n k a n  m a k a  p e n g i r im a n  d a p a t  

d i l a k u k a n  m e l a l u i  p o s  a t a u  ja s a  p i h a k  k e t i g a  b e rd a s a rk a n  p e r ja n j i a n  k e r j a  s a m a ;  

     c .   P e n g i r im a n  d a ta  a t a u  i n fo rm a s i  d e n g a n  k la s i fi k a s i  “ t e r b a t a s ”  d i l a k u k a n  

m e l a l u i  p o s  a t a u  j a s a  p e n g i r im a n ;  

     d .  P e n g i r im a n  d a ta  a t a u  i n f o rm a s i  d e n g a n  k la s i fi k a s i  “ s a n g a t  r a h a s ia ” , 

“ r a h a s ia ” ,  d a n  “ t e r b a t a s ”  d a l a m  b e n t u k  n o n - e le k t r o n i k  h a r u s  d i la k u k a n  d e n g a n  

m e m p e r h a t i k a n  h a l - h a l  b e r i k u t  i n i:  

 

      i .   D a t a  a t a u  i n fo rm a s i  d i b e r ik a n  la b e l  s e s u a i  d e n g a n  k la s i f i k a s i n y a ;  

      i i .   D a t a  a t a u  i n fo rm a s i  d i t e m p a tk a n  d a la m  k e m a s a n  y a n g  b e r u p a  a m p lo p  

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

 

     e .   D a l a m  h a l d a t a  a t a u  i n f o rm a s i  d e n g a n  k l a s i f ik a s i  “ s a n g a t  r a h a s ia ”  a t a u  

“ r a h a s ia ”  d i k i r im k a n  s e c a r a  e le k t r o n ik ,  m a k a  p e n g i r im a n  d a t a  a t a u  i n f o rm a s i 

t e rs e b u t  h a r u s  d i la k u k a n  d e n g a n  m e m p e r h a t ik a n  h a l - h a l  b e r i k u t :  

      i .   P e n g i r im a n  d i l a k u k a n  o l e h  p e g a w a i  y a n g  d i t u n j u k  o l e h  p im p i n a n  u n it  

k e r ja  u n t u k  s e c a r a  k h u s u s  m e n a n g a n i  t u g a s  p e n g i r im a n  d a t a / i n f o rm a s i  

p a d a  u n i t  k e r ja  t e r s e b u t ;  

      i i .   M e n e ra p k a n  e n k r i p s i  d e n g a n  m e n g a c u  k e p a d a  P e d o m a n  E n k r i p s i  d a n  K e y  

M a n a g e m e n t ;  

      i i i .  M e n g g u n a k a n  s u r a t  p e n g a n t a r  d a r i p im p i n a n  u n i t  k e r j a  s e b a g a i  P e m i l ik  

A s e t  I n f o rm a s i ;  

      i v .  P e n g i r im a n  d i la k u k a n  m e l a l u i  m e d ia  a t a u  s a l u ra n  y a n g  a m a n , s e p e r t i 

r e m o v a b l e  m e d ia ,  e m a i l  p a j a k ,  S e c u r e  F i le  T r a n s fe r  P ro t o c o l ,  a t a u  s a l u ra n  

a m a n  la i n n y a ;  
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      v .  D a l a m  h a l  d a t a / i n fo rm a s i  t e l a h  d i t e r im a ,  P i h a k  k e t ig a  a t a u  m it r a  

p e n e r im a  d a t a / i n f o rm a s i  b e r k e w a j i b a n  u n t u k  m e n y a m p a ik a n  s a la h  s a t u  

s t a t u s  p e n e r im a a n  d a ta / i n f o rm a s i b e r ik u t  i n i :  

 

       a )  D it e r im a  d e n g a n  l e n g k a p   

       D a t a / i n fo rm a s i  e l e k t r o n ik  y a n g  d ik i r im k a n  t e l a h  d i t e r im a  s e l u r u h n y a  

s e c a ra  l e n g k a p ,  s e h i n g g a  p ro s e s  p e n g i r im a n  d i n y a ta k a n  s e le s a i .  

       b )  D it e r im a  t i d a k  le n g k a p   

       D a t a / i n fo rm a s i  e le k t r o n ik  y a n g  d i k i r im k a n  t i d a k  s e l u r u h n y a  b e r h a s i l 

d i t e r im a ,  s e h i n g g a  d a t a / i n f o rm a s i  y a n g  g a g a l  d it e r im a  h a r u s  d i k i r im  

u l a n g  a g a r  p e n g i r im a n  d a p a t  d i n y a t a k a n  s e l e s a i .  

 

     f .   P i h a k  k e t i g a  a t a u  m i t r a  p e n e r im a  d a ta  a t a u  in f o rm a s i d e n g a n  k l a s i f ik a s i 

“ s a n g a t  r a h a s ia ” ,  “ r a h a s ia ” ,  d a n  “ t e r b a ta s ”  b e r t a n g g u n g  ja w a b  u n t u k  m e l i n d u n g i 

k e a m a n a n  i n fo rm a s i  s e s u a i  K e b i j a k a n  K e a m a n a n  I n f o rm a s i  D J P ;  

     g .   P e m i li k  i n f o rm a s i m e n e ra p k a n  m e k a n is m e  p e m b a ta s a n  ja n g k a  w a k t u  

p e n g g u n a a n  d a ta / i n fo rm a s i  y a n g  d i k i r im k a n  k e p a d a  P i h a k  k e t i g a ,  s e h i n g g a  

d a ta / i n fo rm a s i  y a n g  d ik i r im k a n  h a n y a  d a p a t  d ia k s e s  s e s u a i  j a n g k a  w a k t u  y a n g  

d i b e r ik a n . 

     h .   P i h a k  k e t i g a  a t a u  m it r a  p e n e r im a  d a t a / i n f o rm a s i  b e r t a n g g u n g  j a w a b  u n t u k  

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

p e r s e t u ju a n  p e n g i r im a n  d a ta  t e l a h  h a b is ,  d a n  m e n y a m p a i k a n  p e r n y a ta a n  

p e m u s n a h a n  d a t a / i n f o rm a s i  m i l ik  D J P .  

 

    4 .3 .3 . P e n y im p a n a n  D a ta  a t a u  I n fo rm a s i 

     K e t e n t u a n  d a l a m  p e n y im p a n a n  d a ta  a t a u  i n fo rm a s i s e s u a i  d e n g a n  k la s i f ik a s i n y a  

a d a la h  s e b a g a i b e r ik u t :  

 

     a .   D a t a  a t a u  I n f o rm a s i  d e n g a n  K l a s i f ik a s i  S a n g a t  R a h a s i a  a t a u  R a h a s i a  

      i .   D a t a  a t a u  I n f o rm a s i  D a l a m  B e n t u k  E l e k t r o n i k  

      P e n g g u n a  A s e t  I n f o rm a s i  b e r t a n g g u n g  ja w a b  u n t u k  m e n y im p a n  d a t a  a t a u  

i n f o rm a s i  y a n g  b e r b e n t u k  e l e k t ro n i k  d e n g a n  k l a s i f ik a s i  “ s a n g a t  r a h a s i a ”  

a t a u  “ r a h a s i a ”  d i  d a l a m  s e r v e r  a t a u  p e rs o n a l  c o m p u te r ,  s e r t a  m e l i n d u n g in y a  

d e n g a n  e n k r i p s i  y a n g  m e n g a c u  k e p a d a  P e d o m a n  E n k r i p s i  d a n  K e y  

M a n a g e m e n t ;  

      i i .   D a t a  a t a u  I n f o rm a s i  D a l a m  B e n t u k  N o n - E le k t r o n ik  

      P e n g g u n a  A s e t  I n f o rm a s i  b e r t a n g g u n g  ja w a b  u n t u k  m e n y im p a n  d a t a  a t a u  

i n f o rm a s i  y a n g  b e r b e n t u k  n o n - e l e k t r o n ik  d e n g a n  k la s i f i k a s i  “ s a n g a t  r a h a s i a ”  

a t a u  “ r a h a s ia ”  d i  l o k a s i  y a n g  s a n g a t  a m a n / le m a r i  y a n g  t e rk u n c i  y a n g  h a n y a  

d a p a t  d i a k s e s  o le h  P e m i l ik  A s e t  I n fo rm a s i  a t a u  P e n g g u n a  A s e t  I n f o rm a s i  

y a n g  d i t u n j u k . 

 

     b .   D a t a  a t a u  I n f o rm a s i  d e n g a n  K l a s i f ik a s i  T e r b a t a s  

      S e t ia p  p e g a w a i  D J P  d il a r a n g  m e n y e b a r k a n  d a t a  a t a u  i n fo rm a s i  b a ik  y a n g  

b e r b e n t u k  e l e k t r o n ik  m a u p u n  n o n - e l e k t ro n ik  d e n g a n  k la s i f ik a s i  t e r b a ta s  k e p a d a  

p i h a k  l a i n  d i  l u a r  D J P  y a n g  t i d a k  b e r h a k .  

 

 5 .   P e n g e l o la a n  A s e t  I n f o rm a s i  y a n g  B e ru p a  D o k u m e n  d a n  C a t a t a n  P e n e r a p a n  T a t a  K e l o l a  T I K  

   5 .1 .   I n v e n t a r is a s i  D o k u m e n  d a n  C a t a t a n  P e n e r a p a n  T a ta  K e l o la  T I K  

    5 .1 .1 . S e t ia p  d o k u m e n  d a n  c a t a t a n  p e n e ra p a n  t a t a  k e lo l a  T I K  y a n g  d i b u a t  o le h  s e t i a p  

U n i t  K e r j a  D J P  h a r u s  d ik l a s i f ik a s ik a n  d a n  d ic a t a t  k e  d a l a m  D a ft a r  I n v e n t a r is  D o k u m e n  

d a n  C a t a t a n  P e n e r a p a n  T a ta  K e l o la  T I K ;  

    5 .1 .2 . K l a s i f i k a s i  d o k u m e n  t a t a  k e l o la  T I K  d a n  c a t a t a n  p e n e r a p a n  t a t a  k e l o la  T I K  d ia t u r  

d a l a m  L a m p i r a n  I I  P e d o m a n  i n i ;  

    5 .1 .3 . D a f t a r  I n v e n t a r is  D o k u m e n  d a n  C a ta t a n  P e n e r a p a n  T a t a  K e lo l a  T I K  s e b a g a im a n a  

d im a k s u d  p a d a  a n g k a  5 . 1 .1  p a l i n g  s e d ik it  m e m u a t  i n fo rm a s i  m e n g e n a i  n o m o r  d o k u m e n , 

n a m a  d o k u m e n ,  v e rs i  d o k u m e n ,  k l a s i f ik a s i  d o k u m e n ,  d a n  p e m i l ik  d o k u m e n ;  

    5 .1 .4 .  S e k s i  P e n y u s u n a n  P r o s e d u r  O p e r a s i o n a l  ( P P O ) ,  D i r e k to r a t  T T K I ,  b e r t a n g g u n g  

j a w a b  m e l a k u k a n  k l a s i f ik a s i  s e r t a  p e n c a t a t a n  d o k u m e n  d a n  c a ta t a n  p e n e r a p a n  t a t a  

k e lo l a  T I K  p a d a  K a n to r  P u s a t  D J P ;  

    5 .1 .5 .  K la s i fi k a s i s e r t a  p e n c a t a t a n  a t a s  c a t a t a n  p e n e r a p a n  t a t a  k e l o la  T IK  p a d a  s e t ia p  

u n i t  k e r j a  D J P  d i l a k u k a n  o l e h  P e n g e n d a l i  C a ta t a n  P e n e ra p a n  T a t a  K e l o l a  T IK ;  

    5 .1 .6 .  T a ta  C a r a  I n v e n t a r is a s i  A s e t  I n f o rm a s i  y a n g  b e r u p a  d o k u m e n  d a n  c a t a t a n  

p e n e ra p a n  t a t a  k e l o la  T I K  d i a t u r  d a la m  L a m p i ra n  I V  P e d o m a n  i n i .  

 

   5 .2 .   P e m b e r ia n  L a b e l  D o k u m e n  d a n  C a t a t a n  P e n e r a p a n  T a ta  K e l o la  T I K  

    5 .2 .1 .  S e k s i  P e n y u s u n a n  P ro s e d u r  O p e r a s i o n a l  d a n  P e n g e n d a l i  C a ta t a n  P e n e ra p a n  T a t a  

K e l o la  T I K  b e r t a n g g u n g  j a w a b  u n t u k  m e m b e r ik a n  la b e l  a t a s  d o k u m e n  d a n  c a t a t a n  

p e n e ra p a n  t a t a  k e l o la  T I K  p a d a  m a s i n g - m a s i n g  u n i t  k e r ja  D J P ;  

    5 .2 .2 .  L a b e l  d o k u m e n  d a n  c a t a t a n  p e n e ra p a n  t a t a  k e l o la  T I K  d i t e r a p k a n  p a d a  d o k u m e n  

d a n  c a ta t a n  p e n e ra p a n  T I K  b a i k  y a n g  b e r b e n tu k  e l e k t ro n ik  m a u p u n  n o n - e le k t r o n ik ;  

    5 .2 .3 . L a b e l d o k u m e n  d a n  c a ta t a n  p e n e ra p a n  T I K  h a n y a  d i b e r ik a n  p a d a  d o k u m e n  d a n  

c a t a t a n  d e n g a n  k la s i f i k a s i  “ s a n g a t  r a h a s ia ” ,  “ r a h a s i a ” ,  d a n  “ t e r b a t a s ” ,  s e d a n g k a n  

d o k u m e n  d a n  c a ta t a n  d e n g a n  k la s i f ik a s i  “ p u b l ik ”  t i d a k  p e r l u  d i b e r ik a n  l a b e l;  

    5 .2 .4 . M e t o d e  p e m b e r i a n  l a b e l  p a d a  d o k u m e n  d a n  c a ta t a n  p e n e r a p a n  t a t a  k e lo l a  T I K  

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

 

     a .   D o k u m e n  d a n  c a ta t a n  d a l a m  b e n t u k  n o n - e le k t r o n ik  d i b e r ik a n  la b e l  b e r u p a  

c a p / s t e m p e l  s e s u a i  d e n g a n  k la s i f i k a s i n y a ;  

     b .   D o k u m e n  d a n  c a t a t a n  d a la m  b e n t u k  e l e k t ro n i k  d i b e r i k a n  le b e l  p a d a  fo o t e r  
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d o k u m e n  a ta u  c a t a t a n  t e r s e b u t  s e s u a i  d e n g a n  k la s i f ik a s i n y a .  

 

   5 .3 .   P e n g e n d a l i a n  D o k u m e n  d a n  C a ta t a n  P e n e ra p a n  T a t a  K e l o la  T I K  

    5 .3 .1 . K e te n t u a n  m e n g e n a i  p e r u b a h a n ,  p e n g h a p u s a n ,  i d e n t i f ik a s i ,  p e n y im p a n a n ,  d a n  

d i s t r ib u s i D o k u m e n  T a ta  K e l o l a  T I K  m e n g a c u  p a d a  P e d o m a n  P e n g e n d a l ia n  D o k u m e n  d a n  

C a ta t a n  P e n e ra p a n  T a ta  K e l o la  T I K ;  

    5 .3 .2 . K e te n t u a n  m e n g e n a i  i d e n t i fi k a s i ,  p e n y im p a n a n ,  p e m in ja m a n ,  p e n g e m b a l ia n ,  

j a n g k a  w a k t u  p e n y im p a n a n ,  d a n  p e m u s n a h a n  s u a t u  C a ta t a n  P e n e r a p a n  T a t a  K e l o la  T I K  

m e n g a c u  p a d a  P e d o m a n  P e n g e n d a l i a n  D o k u m e n  d a n  C a t a t a n  P e n e ra p a n  T a ta  K e l o la  T I K .  

 

F .   D a f t a r  I s t i l a h :  

 

 1 .   A s e t  I n f o rm a s i  a d a la h  s e g a l a  s e s u a t u  y a n g  m e m p u n y a i  n i la i  b a g i  D J P ;  

 2 .   P e m il i k  A s e t  I n fo rm a s i a d a l a h  p im p i n a n  u n i t  k e r ja  D J P  d i  m a n a  d a ta  a t a u  i n fo rm a s i p e r p a ja k a n  

d i b u a t ,  a t a u  p i h a k  y a n g  s e c a ra  h u k u m  d i t u n j u k  s e b a g a i  p e n a n g g u n g  j a w a b  a s e t  i n f o rm a s i  a t a u  p r o s e s  

k e r ja  d i  D J P ;  

 3 .   P e n g g u n a  A s e t  I n f o rm a s i a d a la h  p e g a w a i D J P  a t a u  p i h a k  k e t i g a  y a n g  m e n g g u n a k a n  f a s i l it a s  

p e n g o la h a n  i n f o rm a s i  m i l ik  D J P ;  

 4 .   P e n g e n d a l i  C a t a t a n  P e n e r a p a n  T a t a  K e l o la  T I K  a d a l a h  p i h a k  y a n g  b e r t a n g g u n g  ja w a b  u n t u k  

m e n g e l o la ,  m e n y im p a n  a r s ip ,  d a n  m e n a ta u s a h a k a n  C a t a t a n  P e n e r a p a n  T a t a  K e lo l a  T IK .  P e n g e n d a l i  

C a ta t a n  P e n e ra p a n  T a ta  K e l o la  T I K  a d a l a h :  

 

   a .   S e k s i  P e n y u s u n a n  P r o s e d u r  O p e r a s io n a l  ( P P O ) ,  D i re k t o ra t  T T K I  u n t u k  p e n e r a p a n  t a t a  

k e lo l a  T I K  d i  K a n to r  P u s a t  D i r e k t o r a t  J e n d e r a l  P a ja k ;  

   b .   S e k s i  P e n y im p a n a n  d a n  P e m in j a m a n  D o k u m e n ,  P u s a t  P e n g o l a h a n  D a t a  d a n  D o k u m e n  

P e r p a j a k a n  ( P P D D P )  u n t u k  p e n e r a p a n  t a t a  k e l o l a  T IK  d i  P P D D P ;  

   c .   S e k s i D u k u n g a n  T e k n is  K o m p u te r  u n t u k  p e n e r a p a n  t a t a  k e lo l a  T I K  d i K a n t o r  W i l a y a h ;  

d a n  

   d .   S e k s i  P e n g o l a h a n  D a t a  d a n  I n f o rm a s i  u n t u k  p e n e r a p a n  t a t a  k e lo l a  T I K  d i  K a n t o r  

P e la y a n a n  P a ja k .  

 

 5 .   D e v e lo p e r  E n d  U s e r  C o m p u t in g  y a n g  s e l a n j u t n y a  d i s e b u t  d e n g a n  D e v e lo p e r E U C  a d a la h  p e g a w a i  

D J P  y a n g  m e n d a p a tk a n  p e rs e t u j u a n  u n t u k  m e la k u k a n  p e n g e m b a n g a n  a p l i k a s i  s e c a r a  e n d  u s e r  

c o m p u t i n g ;  

 6 .   P ih a k  k e t ig a  a d a la h  p i h a k  p e n y e d i a  b a r a n g / ja s a  y a n g  m e n ja d i  m it r a  D J P ,  k e m e n te r i a n / i n s t a n s i  la i n  

t e rk a it ,  d a n  p ih a k  k e t ig a  la i n n y a ;  

 7 .   L a y a n a n  T I K  U t a m a  a d a la h  k e s a t u a n  p ro s e s  d a n  s is t e m  y a n g  t e r d i r i d a r i  p e r a n g k a t  k e ra s ,  p e ra n g k a t  

l u n a k ,  s a ra n a  k o m u n i k a s i ,  fa s i l i t a s ,  u t i l i t a s ,  d o k u m e n ,  d a ta ,  d a n  p e g a w a i  t e r k a i t  T IK ,  y a n g  

d i s e l e n g g a r a k a n  d a n  d i k e l o l a  s e c a ra  t e r p u s a t  d i  D a t a  C e n t e r  u n t u k  m e n d u k u n g  p ro s e s  b i s n i s  i n t i  D J P ;  

 8 .   P e ra n g k a t  K e ra s  T I K  a d a l a h  s e l u r u h  k o m p o n e n  f is i k  y a n g  m e n y u s u n  s u a t u  s is t e m  k o m p u te r ;  

 9 .   P e ra n g k a t  L u n a k  T I K  a d a la h  p r o g r a m  y a n g  b e r is i  k u m p u la n  p e r i n t a h  y a n g  d i j a la n k a n  o l e h  m e s i n  

d a l a m  r a n g k a  m e m ro s e s  d a t a  a t a u  m e m e c a h k a n  m a s a la h ;  

 1 0 .   S e r v e r  a d a l a h  s u a t u  p e ra n g k a t  a t a u  r a n g k a ia n  k o m p u te r  y a n g  s a l i n g  m e n g h u b u n g k a n  k o m p u te r  a t a u  

p e r a la t a n  e le k t r o n i k  la i n n y a  d a l a m  j a r i n g a n ;  

 1 1 .   E n d - u s e r  C o m p u t in g  ( E U C )  a d a l a h  s u a t u  p e n g e m b a n g a n  s is t e m  b e r b a s is  k o m p u te r  o le h  p e n g g u n a  

( U s e r) ;  

 1 2 .   D o k u m e n  T a t a  K e l o l a  T I K  a d a l a h  s e lu r u h  k e b i j a k a n ,  p e d o m a n ,  p r o s e d u r ,  f o rm u l i r ,  i n s t r u k s i  k e r ja ,  

a t a u  k e te n t u a n  l a i n n y a  y a n g  d i g u n a k a n  d a l a m  p e l a k s a n a a n  t a t a  k e l o l a  T IK ;  

 1 3 .   C a t a t a n  P e n e r a p a n  T a t a  K e l o la  T I K  a d a l a h  d o k u m e n  y a n g  m e n u n j u k k a n  h a s i l a t a u  b u k t i  

p e n e ra p a n / p e l a k s a n a a n  t a t a  k e lo l a  T I K .  C o n t o h :  D o k u m e n  S o f t w a r e  R e q u i re m e n t  S p e c i f ic a t i o n  ( S R S ) ,  

L a p o ra n  G a n g g u a n  L a y a n a n  T I K ,  L a p o ra n  H a s i l  A u d i t  I n t e r n a l  T a ta  K e l o la  T I K ,  d a n  s e b a g a in y a ;  

 1 4 .   N o n  D is c l o s u r e  A g re e m e n t  ( N D A )  a d a l a h  p e r j a n j i a n  d i  a n t a ra  d u a  p i h a k  a t a u  l e b ih  u n t u k  t id a k  

m e n y i n g k a p  k e ra h a s i a a n  i n fo rm a s i  t e r t e n t u  k e p a d a  p i h a k - p i h a k  y a n g  t id a k  b e r h a k ;  

 1 5 .   C o n f i g u ra t io n  M a n a g e m e n t  D a t a b a s e  ( C M D B )  a d a l a h  lo g ic a l  d a t a  r e p o s i t o ry  y a n g  m e n y im p a n  

i n f o rm a s i  m e n g e n a i  a s e t  T I K ,  h u b u n g a n  a n t a r  a s e t  T I K ,  d a n  s e l u r u h  i n fo rm a s i  y a n g  d i p e r l u k a n  s e r t a  

m e n u n ja n g  d a l a m  p ro s e s  p e n g e lo l a a n  s e l u r u h  L a y a n a n  T I K ;  

 1 6 .   E n k r i p s i  a d a l a h  s u a t u  p ro s e s  u n t u k  m e n g a m a n k a n  i n f o rm a s i  d e n g a n  c a ra  m e n g u b a h n y a  m e n j a d i  

t i d a k  t e r b a c a  d e n g a n  m e n g g u n a k a n  a l g o r itm a  t e rt e n t u ;  

 1 7 .   L o k a s i  D J P  a d a l a h  g e d u n g / k a n t o r  D J P  t e m p a t  a s e t  i n f o rm a s i m i l ik  D J P  d ia l o k a s ik a n ;  

 1 8 .   E l e c t ro n i c  M a i l  a t a u  e - m a i l  a d a la h  f a s i l i t a s  s u r a t  m e n y u ra t  m e l a l u i  j a l u r  k o m u n ik a s i  e le k t r o n ik  b a ik  

I n t e r n e t  m a u p u n  I n t r a n e t .  S e t i a p  p e n g g u n a  y a n g  m e m i l ik i  a la m a t  e m a i l  d a p a t  s a l i n g  b e rk i r im  s u r a t  

l a y a k n y a  m e n g g u n a k a n  k e r t a s  m e la l u i  k a n to r  p o s ;  

 1 9 .   S e c u re  F i l e  T r a n s f e r  P r o t o c o l  a d a la h  p r o t o k o l  ja r i n g a n  y a n g  d i g u n a k a n  u n t u k  p e r t u k a r a n  d a t a  a t a u  

i n f o rm a s i  m e la l u i j a r i n g a n  i n t r a n e t  a t a u  i n t e r n e t  y a n g  t e la h  m e n e r a p k a n  e n k r i p s i u n t u k  m e l i n d u n g i  

k e a m a n a n n y a . 
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 L A M P I R A N  I  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

K L A S I F I K A S I  D A T A  A T A U  I N F O R M A S I  M E N U R U T  T I N G K A T  S E N S I T I V I T A S  

 

P  U  B  L  I  K  

K e t e r a n g a n  

A s e t  i n fo rm a s i  y a n g  s e c a r a  s e n g a ja  d is e d ia k a n  o l e h  D J P  u n t u k  d a p a t  d i k e t a h u i  m a s y a ra k a t  u m u m  

C o n t o h  

B r o s u r ,  s i t u s  p u b li k  D J P ,  d a n  s i a ra n  p e rs  ( p r e s s  r e le a s e )  

D a m p a k  R is i k o  y a n g  M u n g k i n  T e r j a d i  

G a n g g u a n  r i n g a n  

A p a b i la  h i la n g / r u s a k / d is e b a r k a n  t id a k  a k a n  m e n g g a n g g u  p r iv a s i  a t a u  k e a m a n a n  o r g a n i s a s i ,  p e g a w a i ,  w a j ib  p a ja k , 

a t a u  p i h a k  k e t i g a .  

T  E  R  B  A  T  A  S  

K e t e r a n g a n  

A s e t  i n f o rm a s i  y a n g  t e la h  t e r d is t r i b u s i  s e c a ra  l u a s  d i  l i n g k u n g a n  i n t e r n a l  D J P  y a n g  p e n y e b a r a n n y a  s e c a r a  i n t e r n a l 

t i d a k  l a g i  m e m e r l u k a n  iz i n  d a r i  P e m i l ik  A s e t  I n f o rm a s i  d a n  r i s i k o  p e n y e b a ra n n y a  o le h  p i h a k  y a n g  t i d a k  b e r w e n a n g  

t i d a k  m e n im b u lk a n  k e r u g i a n  y a n g  b e r a rt i .  I n f o rm a s i  i n i  d a p a t  d i b e r i k a n  k e p a d a  p i h a k  k e t i g a  o l e h  p e m i li k n y a  

u n t u k  k e p e n t i n g a n  d i n a s  m e l a l u i  p r o s e d u r  s e r a h  t e r im a  re s m i  

C o n t o h  

k e b ij a k a n  D J P ,  p a n d u a n  k e r j a ,  t a t a  c a ra  k e r j a ,  i n s t r u k s i  k e r ja ,  m e m o / p u b l ik a s i  i n t e r n a l ,  i n f o rm a s i  y a n g  d is e d i a k a n  

p a d a  in t r a n e t ,  d a n  d a ta  o p e r a s i o n a l  I T  la i n n y a .  

D a m p a k  y a n g  m u n g k in  t e r j a d i  

G a n g g u a n  k i n e r j a  

R  A  H  A  S  I  A  

K e t e r a n g a n  

A s e t  i n fo rm a s i  y a n g  s a n g a t  p e k a  d a n  b e r i s ik o  t i n g g i .  P i h a k  k e t i g a  d a p a t  m e n g a k s e s  i n f o rm a s i  i n i  s e c a r a  t e r b a ta s  

k a re n a  k e w a j ib a n  d a n  k e b u tu h a n  D J P  m e l a l u i  s e r a h  t e r im a  r e s m i  d e n g a n  s y a ra t  p i h a k  k e t i g a  d a n  p e g a w a i  p i h a k  

k e t i g a  m e n a n d a t a n g a n i  K e s e p a k a ta n  K e w a j i b a n  M e n ja g a  R a h a s ia / N o n - D is c l o s u r e  A g r e e m e n t . 

C o n t o h  

I P  a d d re s s ,  p a s s w o r d  k o m p u te r ,  b a h a n /  m a te r i  p e la t ih a n ,  r e n c a n a  a n g g a ra n / p e n g a d a a n ,  d a t a  g a j i  d a n  p e n i la i a n  

k i n e r ja  p e g a w a i ,  s e rt a  d a ta  k e s e h a ta n  p r i b a d i  p e g a w a i  y a n g  s e c a ra  l e g a l  h a r u s  d i l i n d u n g i  

D a m p a k  y a n g  m u n g k in  t e r j a d i  

G a n g g u a n  k e l a n c a ra n  k e g ia t a n  D J P  

M e n g g a n g g u  c i t ra  d a n  re p u ta s i  D J P  

H i l a n g n y a  p r i v a s i  i n d iv i d u  

S  A  N  G  A  T    R  A  H  A  S  I  A  

K e t e r a n g a n  

A s e t  i n f o rm a s i  y a n g  b e r s i fa t  s t r a t e g is  b a g i  D J P  d a n  b e r i s i k o  s a n g a t  t i n g g i  y a n g  p e m b o c o r a n  a t a u  a k s e s  t a n p a  i z i n  

t e r h a d a p n y a  b i s a  m e n y e b a b k a n  k o n s e k u e n s i  h u k u m .  I n f o rm a s i  i n i  h a n y a  b is a  d i a k s e s  s e c a r a  s a n g a t  t e r b a ta s  o l e h  

p i h a k  k e t i g a  d a n  h a n y a  b is a  d i g u n a k a n  u n t u k  k e p e n t i n g a n  a t a u  k a r e n a  k e w a j i b a n  d a n  k e b u t u h a n  D J P ,  d e n g a n  

s y a r a t  p i h a k  k e t i g a  d a n  p e g a w a i  p i h a k  k e t i g a  m e n a n d a ta n g a n i  K e s e p a k a ta n  K e w a j i b a n  M e n ja g a  

R a h a s i a / N o n - D i s c l o s u re  A g re e m e n t  ( N D A )  

C o n t o h  

D a t a  W a j i b  P a j a k  

D a m p a k  y a n g  m u n g k in  t e r j a d i  

K o n s e k u e n s i  h u k u m  

R e s ik o  t i n g g i  a p a b i la  d i u b a h / r u s a k / h i l a n g  

M e r u s a k  c it r a  &  r e p u t a s i  D J P  

H i l a n g n y a  k e p e rc a y a a n  m a s y a r a k a t  
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 L A M P I R A N  I I  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

D a f t a r  K la s i f i k a s i  D o k u m e n  d a n  C a t a t a n  P e n e ra p a n  T a t a  K e lo l a  T I K  

 

N o . J e n i s  D o k u m e n / C a t a t a n  K la s i f i k a s i 

1  D o k u m e n  T a t a  K e l o la  T I K   

 a .   K e b i ja k a n   T e r b a t a s  

 b .   P e d o m a n   T e r b a t a s  

 c .   F o rm u l i r   T e r b a t a s  

 d .   I n s t r u k s i  K e r ja   T e r b a t a s  

 e .   L a i n n y a   T e r b a t a s  

2  D o k u m e n t a s i  k o n t r a k   R a h a s i a  

3  D o k u m e n  P e n g e l o la a n  P r o y e k  T I K   

 a .   P e re n c a n a a n  p r o y e k   R a h a s i a  

 b .   L a p o ra n  k e m a j u a n  p r o y e k   R a h a s i a  

 c .   L a p o ra n  r e v ie w  q u a l i t y  a s s u r a n c e   R a h a s i a  

 d .   L a i n n y a   R a h a s i a  

4  D o k u m e n  S o lu s i  I T   

 a .   L a p o ra n  H a s i l  A u d it ,  o b s e rv a s i ,  e v a l u a s i ,  p e m a n t a u a n ,  d a n  a n a li s is  T I K   T e r b a t a s  

 b .   L a p o ra n  K e g i a t a n  d a n  B e r i t a  A c a ra   T e r b a t a s  

 c .   K a ta l o g  L a y a n a n  T I K   T e r b a t a s  

 d .   D a t a / L a p o ra n  M o n it o r i n g  K i n e r j a  T IK  T e r b a t a s  

 e .   P e rm in t a a n ,  U s u la n ,  d a n  R e n c a n a  P e n g e m b a n g a n  T IK   T e r b a t a s  

 f .   L a p o ra n  G a n g g u a n   T e r b a t a s  

 g .   L a i n n y a   T e r b a t a s  

5  D o k u m e n t a s i  P e n g e m b a n g a n  P e r a n g k a t  K e r a s  &  P e ra n g k a t  L u n a k   

 a .   R i n g k a s a n  k e b u t u h a n  p e n g g u n a  ( u s e r  r e q u i r e m e n t  s p e c i fi c a t io n )   R a h a s i a  

 b .   S p e s i f ik a s i  p e r a n c a n g a n  s i s t e m  

 -   S o f tw a re  R e q u i r e m e n t  S p e c i f ic a t i o n  

 -   S p e s i f ik a s i  T e k n is  S o f tw a re / H a r d w a re  

 

 

R a h a s i a  

 c .   L a p o ra n  k e m a j u a n  k e g i a t a n  R a h a s i a  

 d .   D o k u m e n  k e g ia t a n  p e n g u j ia n   R a h a s i a  

 e .   D o k u m e n  k e g ia t a n  im p l e m e n ta s i   T e r b a t a s  

 f .   P e t u n j u k  p e n g g u n a a n  ( u s e r  m a n u a l )   T e r b a t a s  

 g .   P e t u n j u k  t r o u b le s h o o t i n g   T e r b a t a s  

 h .   D o k u m e n  s o u rc e  c o d e  /  s e t t i n g  h a r d w a r e   R a h a s i a  

 i .   L a i n n y a   T e r b a t a s  

6  A u d it  L o g  T e r b a t a s  
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 L A M P I R A N  I I I  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

P r o s e d u r  I n v e n t a r i s a s i  D a t a / I n fo rm a s i  y a n g  M e ru p a k a n  K e lu a r a n  d a r i  

F a s i l it a s  P e n g o l a h  I n f o rm a s i  

 

 

A .   D e s k r i p s i :  

 

 P r o s e d u r  o p e r a s io n a l  i n i  m e n g u r a ik a n  p r o s e s  p e m b e n t u k a n  d a f t a r  i n v e n t a r is  d a r i  a s e t  i n f o rm a s i  y a n g  b e r u p a  

d a ta / i n fo rm a s i  y a n g  m e r u p a k a n  k e l u a r a n  d a r i  fa s i l i t a s  p e n g o l a h  i n f o rm a s i .  

 

B .   D a s a r  H u k u m :  

 

 -  

 

C .   S u r a t  E d a ra n  T e r k a i t :  

 

 -  

 

D .   P ih a k  y a n g  T e rk a it :  

 

 1 .   U n i t  K e r ja  D J P  y a n g  m e l a k u k a n  p e n g e m b a n g a n  a p l ik a s i  ( e n d  u s e r  c o m p u t i n g ) ;  

 2 .   S u b d i r e k to r a t  P e n g e m b a n g a n  A p l ik a s i ,  D i r e k to r a t  T T K I;  

 3 .   K e p a l a  S u b d i t  P e m a n t a u a n  K o n f ig u r a s i  d a n  K a p a s i t a s ,  D i re k t o ra t  T IP ;  

 4 .   K e p a l a  S e k s i  P e m a n t a u a n  K o n f ig u r a s i  d a n  K a p a s i t a s ;  

 5 .   P e la k s a n a  S e k s i  P e m a n ta u a n  K o n f i g u ra s i  d a n  K a p a s it a s .  

 

E .   F o rm u l i r  y a n g  D i g u n a k a n :  

 

 -  

 

F .   D o k u m e n  y a n g  D i h a s i l k a n :  

 

 D a f t a r  I n v e n ta r i s  D a ta / I n f o rm a s i  y a n g  d i h a s i lk a n  o le h  F a s i l it a s  P e n g o la h  I n f o rm a s i  

 

G .   P r o s e d u r  K e r ja :  

 

 1 .   P r o s e d u r  i n i  d im u la i  d a r i  d u a  p ro s e s  b e r ik u t :  

   a .  U n i t  K e r ja  D J P  y a n g  m e l a k u k a n  p e n g e m b a n g a n  a p li k a s i ( e n d  u s e r  c o m p u t i n g )  m e m b u a t  

d a f t a r  d a t a / i n f o rm a s i  y a n g  d i h a s i lk a n  o le h  s e t i a p  a p l ik a s i  y a n g  d ik e m b a n g k a n ,  k e m u d ia n  

m e n g i r im k a n  d a ft a r  t e rs e b u t  k e p a d a  K e p a l a  S u b d it  P e m a n t a u a n  S i s t e m  d a n  I n f r a s t r u k t u r , 

D i re k t o ra t  T IP ;  

   b .  S u b d i t  P e n g e m b a n g a n  A p l i k a s i ,  D i re k t o ra t  T T K I  m e m b u a t  d a f t a r  d a ta / i n fo rm a s i  y a n g  

d i h a s i l k a n  d a r i  s e t ia p  a p l ik a s i y a n g  d i k e m b a n g k a n ,  k e m u d ia n  m e n g i r im k a n  d a f t a r  t e rs e b u t  

k e p a d a  K e p a la  S u b d it  P e m a n ta u a n  S i s t e m  d a n  I n f ra s t r u k t u r ,  D i r e k to r a t  T IP .  

 

 2 .   K e p a l a  S u b d it  P e m a n ta u a n  S is t e m  d a n  I n f r a s t r u k t u r ,  D i re k t o r a t  T I P  m e n e r im a  p e n y a m p a ia n  D a f t a r  

D a t a / I n fo rm a s i  y a n g  D i h a s i lk a n  o l e h  A p l ik a s i ,  k e m u d i a n  m e n d i s p o s i s ik a n  k e p a d a  K e p a l a  S e k s i  

P e m a n ta u a n  K o n f i g u ra s i  d a n  K a p a s it a s ;  

  3 .   K e p a l a  S e k s i  P e m a n t a u a n  K o n f i g u ra s i  d a n  K a p a s it a s  m e n u g a s k a n  P e l a k s a n a  u n t u k  

m e n g g a b u n g k a n  D a f t a r  I n f o rm a s i  y a n g  D i h a s i l k a n  o le h  A p l i k a s i  k e  D a ft a r  I n v e n t a r i s  I n fo rm a s i;  

  4 .   P e la k s a n a  S e k s i  P e m a n ta u a n  K o n f i g u r a s i d a n  K a p s it a s  m e n g g a b u n g k a n  D a f t a r  I n fo rm a s i y a n g  

D i h a s il k a n  o le h  A p l i k a s i;  

  5 .   P r o s e s  i n v e n ta r is a s i  i n f o rm a s i  y a n g  d i h a s i lk a n  o l e h  a p l ik a s i  s e le s a i .  

 

J a n g k a  W a k t u  P e n y e le s a ia n  :  

2 0  h a r i  k e r j a  s e m e n j a k  A p l ik a s i/ S is t e m  I n fo rm a s i  m u la i  d io p e r a s i k a n .  
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H .  B a g a n  A l u r :  
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 L A M P I R A N  I V  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

T a t a  C a ra  I n v e n t a r i s a s i  D o k u m e n  T a t a  K e lo l a  T I K  d a n  C a t a t a n  P e n e ra p a n  T a t a  K e l o la  T I K  

 

 

A .   D e s k r i p s i :  

 

 P r o s e d u r o p e r a s i o n a l  i n i  m e n g u ra i k a n  ra n g k a ia n  p ro s e s  d a l a m  k e g ia t a n  i n v e n ta r i s a s i d o k u m e n  d a n  c a ta t a n  

p e n e ra p a n  t a t a  k e l o la  T I K  d i  l i n g k u n g a n  D J P .  

 

B .   D a s a r  H u k u m :  

 

 P e r a t u r a n  D i re k t u r  J e n d e ra l  P a ja k  N o m o r  P E R - 4 1 / P J . / 2 0 1 0  t e n ta n g  K e b i j a k a n  P e n g e l o la a n  K e a m a n a n  

I n f o rm a s i 

 

C .   S u r a t  E d a ra n  T e r k a i t :  

 

 -  

 

D .   P ih a k  y a n g  T e rk a it :  

 

 1 .   D i re k t o ra t  T ra n s fo rm a s i  T e k n o lo g i  K o m u n ik a s i  d a n  I n f o rm a s i  ( T T K I)  

   a .  K e p a l a  S u b d i r e k to r a t  P e n g e m b a n g a n  A p l ik a s i ;  

   b .  K e p a l a  S e k s i  P e n y u s u n a n  P r o s e d u r  O p e ra s io n a l;  

   c .  P e la k s a n a  S e k s i  P e n y u s u n a n  P r o s e d u r  O p e r a s io n a l .  

 

  2 .   P u s a t  P e n g o l a h a n  D a t a  d a n  D o k u m e n  P e r p a j a k a n  ( P P D D P )  

   a .  K e p a l a  B id a n g  P e n e r im a a n  d a n  P e n y im p a n a n  D o k u m e n  ;  

   b .  K e p a l a  S e k s i  P e n y im p a n a n  d a n  P e m in j a m a n  D o k u m e n  ( P P D ) ;  

   c .  P e la k s a n a  S e k s i  P e n y im p a n a n  d a n  P e m in j a m a n  D o k u m e n  ( P P D ) .  

 

  3 .   K a n to r  W i l a y a h  ( K a n w i l)  

   a .  K e p a l a  B id a n g  D u k u n g a n  T e k n i s  d a n  K o n s u lt a s i;  

   b .  K e p a l a  S e k s i  D u k u n g a n  T e k n is  K o m p u t e r  ( D u k t e k k o m ) ;  

   c .  P e la k s a n a  S e k s i  D u k te k k o m . 

 

  4 .   K a n to r  P e l a y a n a n  P a j a k  ( K P P )  

   a .  K e p a l a  K P P ;  

   b .  K e p a l a  S e k s i  P e n g o la h a n  D a ta  d a n  I n f o rm a s i  ( P D I ) ;  

   c .  P e la k s a n a  S e k s i  P D I . 

 

E .   F o rm u l i r  y a n g  D i g u n a k a n :  

 

 -  

 

F .   D o k u m e n  y a n g  D i h a s i l k a n :  

 

 B e r i t a  A c a ra  I n v e n ta r is a s i  D o k u m e n  

 

G .   P r o s e d u r  K e r ja :  

 

 1 .   I n v e n t a r is a s i  D o k u m e n  T a ta  K e l o la  T I K  d a n  C a ta t a n  P e n e ra p a n  T a t a  K e l o la  T I K  d i  K a n t o r  P u s a t  D J P .  

   a .  K e p a l a  S u b d it  P e n g e m b a n g a n  A p l ik a s i ,  D i re k t o ra t  T T K I  m e n u g a s k a n  K e p a l a  S e k s i 

P e n y u s u n a n  P ro s e d u r  O p e r a s i o n a l  u n t u k  m e l a k u k a n  i n v e n t a r is a s i  d o k u m e n  t a t a  k e l o la  T I K  d a n  

c a t a t a n  p e n e ra p a n  t a t a  k e l o la  T I K ;  

   b .  K e p a l a  S e k s i  P e n y u s u n a n  P ro s e d u r  O p e ra s io n a l  ( P P O )  m e n u g a s k a n  P e la k s a n a  u n t u k  

m e m u la i  p e la k s a n a a n  k e g i a t a n  i n v e n t a r is a s i  d o k u m e n  t a t a  k e lo l a  T IK  d a n  c a t a t a n  p e n e r a p a n  

T I K ;  

   c .  P e la k s a n a  S e k s i P P O  m e la k u k a n  k e g ia t a n  i n v e n t a r is a s i  d o k u m e n  t a t a  k e l o la  T IK  d a n  c a t a t a n  

p e n e ra p a n  p e n g e lo l a a n  T I K ;  

   d .  P e la k s a n a  S e k s i  P P O  m e re k a m  h a s il  i n v e n ta r is a s i  k e  d a la m  a p l ik a s i  p e n d u k u n g  i n v e n t a r is a s i 

d o k u m e n ;  

   e .  P e la k s a n a  S e k s i  P e n y u s u n a n  P r o s e d u r  O p e r a s i o n a l  m e m b u a t  B e r i t a  A c a r a  I n v e n ta r i s a s i  

D o k u m e n  T a t a  K e l o la  T I K  d a n  C a ta t a n  P e n e ra p a n  T a ta  K e lo l a  T IK  d e n g a n  m e la m p i rk a n  L a p o ra n  

H a s i l  I n v e n t a r is a s i  D o k u m e n ;  

   f .  K e p a l a  S e k s i  P P O  m e m e r i k s a  B e r it a  A c a r a  d a n  L a m p i ra n n y a  k e m u d i a n  m e m b u b u h k a n  p a ra f ;  

   g .  K e p a l a  S u b  D i r e k to r a t  P e n g e m b a n g a n  A p li k a s i m e m e r ik s a  B e r i t a  A c a ra  d a n  L a m p i ra n n y a  

k e m u d i a n  m e m b u b u h k a n  t a n d a  t a n g a n ;  

   h .  P e la k s a n a  S e k s i  P P O  m e n g a rs i p k a n  B e r it a  A c a r a  I n v e n ta r i s a s i  D o k u m e n  d a n  la m p i ra n n y a .  

  

 2 .   I n v e n t a r is a s i  C a ta t a n  P e n e r a p a n  T a ta  K e lo l a  T I K  d i  P u s a t  P e n g o l a h a n  D a ta  d a n  D o k u m e n  P e r p a ja k a n  

( P P D D P ) . 

   a .  K e p a l a  B i d a n g  P e n e r im a a n  d a n  P e n y im p a n a n  D o k u m e n  m e n u g a s k a n  K e p a la  S e k s i 

P e n y im p a n a n  d a n  P e m in ja m a n  D o k u m e n  ( P P D )  u n t u k  m e l a k u k a n  i n v e n ta r i s a s i  c a t a t a n  

p e n e ra p a n  t a t a  k e l o la  T I K ;  

   b .  K e p a l a  S e k s i  P e n y im p a n a n  d a n  P e m in j a m a n  D o k u m e n  ( P P D )  m e n u g a s k a n  P e l a k s a n a  u n t u k  

m e m u la i  p e l a k s a n a a n  k e g ia t a n  i n v e n t a r is a s i  c a t a t a n  p e n e r a p a n  t a t a  k e l o la  T I K ;  
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   c .  P e la k s a n a  S e k s i  P P D  m e la k u k a n  k e g i a t a n  i n v e n ta r i s a s i  c a t a t a n  p e n e r a p a n  p e n g e l o la a n  T I K ;  

   d .  P e la k s a n a  S e k s i  P P D  m e re k a m  h a s i l  i n v e n t a r is a s i  c a t a t a n  p e n e ra p a n  t a t a  k e l o la  T I K  k e  

d a l a m  a p l ik a s i  p e n d u k u n g  i n v e n t a r i s a s i  d o k u m e n ;  

   e .  P e la k s a n a  S e k s i P P D  m e m b u a t  B e r it a  A c a r a  I n v e n ta r is a s i  C a ta t a n  P e n e r a p a n  t a t a  K e l o la  T I K  

d e n g a n  m e la m p i rk a n  L a p o r a n  H a s i l  I n v e n t a r is a s i  C a ta t a n  P e n e ra p a n  t a t a  K e lo l a  T I K ;  

   f .  K e p a l a  S e k s i  P P D  m e m e r ik s a  B e r i t a  A c a ra  d a n  L a m p i ra n n y a  k e m u d i a n  m e m b u b u h k a n  p a r a f;  

   g .  K e p a l a  B i d a n g  P e n e r im a a n  d a n  P e n y im p a n a n  D o k u m e n  m e m e r i k s a  B e r i t a  A c a ra  d a n  

L a m p i ra n n y a  k e m u d i a n  m e m b u b u h k a n  t a n d a  t a n g a n ;  

   h .  P e la k s a n a  P P D  m e n g a r s i p k a n  B e r i t a  A c a r a  I n v e n t a r is a s i  C a t a t a n  P e n e ra p a n  T a ta  K e lo l a  T I K  

d a n  l a m p i r a n n y a .  

 

 3 .   I n v e n t a r is a s i  D o k u m e n  T a ta  K e l o la  T I K  d a n  C a ta t a n  P e n e ra p a n  T a t a  K e l o la  T I K  d i  K a n t o r  W il a y a h  D J P .  

   a .  K e p a l a  B id a n g  D u k u n g a n  T e k n i s  d a n  K o n s u lt a s i  m e n u g a s k a n  K e p a la  S e k s i  D u k u n g a n  T e k n is  

K o m p u te r  ( D u k t e k k o m )  u n t u k  m e l a k u k a n  i n v e n t a r i s a s i  c a t a t a n  p e n e r a p a n  t a t a  k e l o l a  T IK ;  

   b .  K e p a l a  S e k s i  D u k u n g a n  T e k n is  K o m p u te r  ( D u k te k k o m )  m e n u g a s k a n  P e la k s a n a  u n t u k  

m e m u la i  p e l a k s a n a a n  k e g ia t a n  i n v e n t a r is a s i  c a t a t a n  p e n e r a p a n  t a t a  k e l o la  T I K ;  

   c .  P e la k s a n a  S e k s i  D u k te k k o m  m e la k u k a n  k e g i a t a n  i n v e n t a r is a s i  c a t a t a n  p e n e r a p a n  

p e n g e l o la a n  T I K ;  

   d .  P e la k s a n a  S e k s i  D u k te k k o m  m e r e k a m  h a s i l i n v e n t a r is a s i k e  d a l a m  a p l ik a s i  p e n d u k u n g  

i n v e n t a r is a s i  d o k u m e n ;  

   e .  P e la k s a n a  S e k s i  D u k te k k o m  m e m b u a t  B e r i t a  A c a ra  I n v e n ta r is a s i  C a t a t a n  P e n e r a p a n  T I K  

d e n g a n  m e la m p i rk a n  L a p o r a n  H a s i l  I n v e n t a r is a s i  D o k u m e n  t e rs e b u t ;  

   f .  K e p a l a  S e k s i  D u k t e k k o m  m e m e r ik s a  B e r it a  A c a ra  d a n  L a m p i r a n n y a  k e m u d i a n  m e m b u b u h k a n  

p a r a f;  

   g .  K e p a l a  B i d a n g  D u k u n g a n  T e k n is  d a n  K o n s u l t a s i  m e m e r ik s a  B e r it a  A c a r a  d a n  L a m p i ra n n y a  

k e m u d i a n  m e m b u b u h k a n  t a n d a  t a n g a n ;  

   h .  P e la k s a n a  S e k s i  D u k t e k k o m  m e n g a rs i p k a n  B e r i t a  A c a ra  I n v e n t a r i s a s i  C a ta t a n  P e n e r a p a n  T I K  

d a n  l a m p i r a n n y a .  

  4 .   I n v e n t a r is a s i D o k u m e n  T a ta  K e lo l a  T I K  d a n  C a t a t a n  P e n e ra p a n  T a ta  K e lo l a  T I K  d i K a n t o r  

P e la y a n a n  P a ja k  ( K P P ) .  

   a .  K e p a l a  K a n to r  m e n u g a s k a n  K e p a la  S e k s i P e n g o la h a n  D a t a  d a n  In f o rm a s i ( P D I )  u n t u k  

m e l a k u k a n  i n v e n ta r i s a s i  c a t a t a n  p e n e r a p a n  t a t a  k e lo l a  T I K ;  

   b .  K e p a l a  S e k s i  P e n g o la h a n  D a ta  d a n  I n fo rm a s i  ( P D I)  m e n u g a s k a n  P e la k s a n a  u n t u k  m e m u l a i 

p e l a k s a n a a n  k e g i a t a n  i n v e n t a r is a s i  c a t a t a n  p e n e r a p a n  t a t a  k e l o l a  T IK ;  

   c .  P e la k s a n a  S e k s i  P D I  m e l a k u k a n  k e g i a t a n  i n v e n t a r is a s i  c a t a t a n  p e n e r a p a n  p e n g e lo l a a n  T I K ;  

   d .  P e la k s a n a  S e k s i  P D I  m e re k a m  h a s il  i n v e n ta r i s a s i  c a t a t a n  p e n e r a p a n  t a t a  k e l o l a  T IK  k e  d a la m  

a p l ik a s i  p e n d u k u n g  i n v e n ta r is a s i  d o k u m e n ;  

   e .  P e la k s a n a  S e k s i  P D I  m e m b u a t  B e r it a  A c a r a  I n v e n t a r is a s i  C a t a t a n  P e n e ra p a n  T I K  d e n g a n  

m e l a m p i r k a n  L a p o ra n  H a s i l  I n v e n ta r i s a s i  C a t a t a n  P e n e r a p a n  T a ta  K e l o la  T I K ;  

   f .  K e p a l a  S e k s i  P D I  m e m e r i k s a  B e r it a  A c a r a  d a n  L a m p i r a n n y a  k e m u d ia n  m e m b u b u h k a n  p a ra f ;  

   g .  K e p a l a  K a n t o r  m e m e r ik s a  B e r it a  A c a ra  d a n  L a m p i ra n n y a  k e m u d ia n  m e m b u b u h k a n  t a n d a  

t a n g a n ;  

   h .  P e la k s a n a  S e k s i  P D I  m e n g a rs i p k a n  B e r i t a  A c a r a  I n v e n ta r is a s i  C a t a t a n  P e n e ra p a n  T a ta  K e lo l a  

T I K  d a n  la m p i ra n n y a . 

 

J a n g k a  W a k t u  P e n y e le s a ia n  :  

 

5  h a r i  k e r ja  s e m e n j a k  S u ra t  T u g a s  K e g ia t a n  I n v e n ta r i s a s i  D o k u m e n  T a ta  K e l o la  T I K  d a n  C a ta t a n  P e n e ra p a n  T a ta  

K e l o la  T I K  d i t a n d a t a n g a n i .  
 

 

 

 



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  1 7  i n f o @ p e r a t u r a n p a j a k . c o m   

H .   B a g a n  A lu r :  



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  1 8  i n f o @ p e r a t u r a n p a j a k . c o m   

 

 



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  1 9  i n f o @ p e r a t u r a n p a j a k . c o m   

 



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  2 0  i n f o @ p e r a t u r a n p a j a k . c o m   

 



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  2 1  i n f o @ p e r a t u r a n p a j a k . c o m   

 L A M P I R A N  V  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

D a f t a r  D a t a / I n fo rm a s i  y a n g  D ih a s i lk a n  d a r i  F a s il i t a s  P e n g o la h  I n f o rm a s i  

p a d a  . . . . . . . . . . . . . . . . . . . ( 1 ) . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

N o  N a m a  

D a t a / I n fo rm a s i   

D e s k r i p s i  K la s if i k a s i  F o rm a t  N a m a  A p l i k a s i 

1  2  3  4  5  6  

. . ( 2 ) . .  . . . . . . . . ( 3 ) . . . . . . . . .  . . . . . . . . . . . . . ( 4 ) . . . . . . . . . . . . .  . . . . . . ( 5 ) . . . . . . .  . . . . ( 6 ) . . . .  . . . . . . . . . . ( 7 ) . . . . . . . . . . .  

      

      

      

      

      

      

      

      

      

 

 

 

   . . . . . . . . . ( 8 ) . . . . . . . . ,  . . . . . . . . . . . . . . . ( 9 ) . . . . . . . . . . . . . . . . .  

   . . . . . . . . . . . . . . . . . . . . . . . . ( 1 0 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

 

 

   ( . . . . . . . . . . . . . . . . . . . . . . . ( 1 1 ) . . . . . . . . . . . . . . . . . . . . . . . )  

   N I P  . . . . . . . . . . . . . . . . . ( 1 2 ) . . . . . . . . . . . . . . . . . . . . . . . .  



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  2 2  i n f o @ p e r a t u r a n p a j a k . c o m   

P e t u n ju k  P e n g i s i a n  D a ft a r  D a t a / I n f o rm a s i  y a n g  D ih a s il k a n  d a r i   

F a s i l it a s  P e n g o l a h  I n f o rm a s i  

 

 

( 1 )   D i is i  d e n g a n  n a m a  u n i t  k e r j a  y a n g  m e n g e m b a n g k a n  a p l ik a s i ,  u n t u k  a p l i k a s i  y a n g  d i k e m b a n g k a n  o l e h  K a n to r  

P u s a t  d i is i  d e n g a n  S u b d i re k t o ra t  P e n g e m b a n g a n  A p l ik a s i ,  D i r e k to r a t  T T K I ,  s e d a n g k a n  u n t u k  a p l i k a s i  y a n g  

d i k e m b a n g k a n  o le h  u n it  k e r j a  D J P  d a la m  r a n g k a  e n d  u s e r  c o m p u t i n g  d i is i  d e n g a n  n a m a  u n it  k e r j a  t e rk a i t ;  

( 2 )   D i is i  d e n g a n  n o m o r  u r u t ;  

( 3 )   D i is i  d e n g a n  n a m a  d a t a / i n fo rm a s i;  

( 4 )   D i is i  d e n g a n  d e s k r i p s i  s i n g k a t  m e n g e n a i  is i  d a r i  d a t a / i n fo rm a s i  t e rs e b u t ;  

( 5 )   D i is i  d e n g a n  k la s i f i k a s i  d a r i  d a t a / i n f o rm a s i  y a i t u  s a n g a t  ra h a s ia ,  r a h a s ia ,  a t a u  t e r b a ta s ;  

( 6 )   D i is i  d e n g a n  f o rm a t  d a ta / i n fo rm a s i  y a i t u  t e x t ,  d o c u m e n t ,  s p re a d  s h e e t ,  p o r t a b le  d o c u m e n t  fo rm a t  ( p d f ) ,  a t a u  

h a s i l  p r i n t  o u t ;  

( 7 )   D i is i  d e n g a n  n a m a  a p l i k a s i  y a n g  m e n g h a s i lk a n  d a t a / i n f o rm a s i  t e r s e b u t ;  

( 8 )   D i is i  d e n g a n  t e m p a t  p e m b u a ta n  d a ft a r  i n i;  

( 9 )   D i is i  d e n g a n  t a n g g a l  p e n a n d a t a n g a n a n  d a ft a r  i n i ;  

( 1 0 )   D i is i  d e n g a n  j a b a ta n  d a r i  p im p i n a n  u n it  k e r j a  D J P  y a n g  m e n a n d a ta n g a n i  d a ft a r  i n i ;  

( 1 1 )   D i is i  d e n g a n  n a m a  p im p i n a n  u n it  k e r ja  D J P  y a n g  m e n a n d a t a n g a n i  d a f t a r  i n i ;  

( 1 2 )   D i is i  d e n g a n  N I P  d a r i  p im p i n a n  u n i t  k e r j a  D J P  y a n g  m e n a n d a ta n g a n i  d a ft a r  i n i .  



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  2 3  i n f o @ p e r a t u r a n p a j a k . c o m   

 L A M P I R A N  V I  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

B E R I T A  A C A R A  

I N V E N T A R I S A S I  D O K U M E N  D A N  C A T A T A N  P E N E R A P A N  T A T A  K E L O L A  T I K  

N o m o r:  B A -  . . . . . . . / . . . . . . . . . / . . . . . . . . . .  

 

 

 P a d a  h a r i  . . . . ( 1 ) . . . .  t a n g g a l  . . ( 2 )  . .  b u la n  . . . . . . . . .  ( 3 )  . . . . . . . . .  t a h u n  . . . . . ( 4 )  . . . . . . ,  k a m i  t e l a h  m e la k u k a n  

k e g ia t a n  i n v e n t a r is a s i d o k u m e n  p a d a  u n i t  k e r ja  . . . . . . ( 5 )  . . . . . . . . ,  d e n g a n  h a s i l s e b a g a im a n a  t e r t u a n g  d a l a m  L a p o r a n  

H a s i l  I n v e n ta r i s a s i  D o k u m e n / C a ta ta n  y a n g  t e r l a m p i r  b e rs a m a  B e r i t a  A c a r a  i n i .  R e k a p it u l a s i  h a s i l  i n v e n t a r is a s i 

d o k u m e n / c a ta t a n  p e n e r a p a n  t a t a  k e lo l a  T I K  u n t u k  s e t i a p  j e n is n y a  a d a la h  s e b a g a i  b e r ik u t :  

 

J e n i s  

D o k u m e n / C a t a t a n  

U r a ia n  J u m la h  

D o k u m e n / C a t a t a n  

  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

( 6 )  ( 7 )  . . . . . . . . . . . . . . . ( 8 ) . . . . . . . . . . .  

  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

 D e m ik i a n la h  B e r it a  A c a ra  i n i  d i b u a t  s e b a g a i  l a p o r a n  p e l a k s a n a a n  k e g ia t a n  i n v e n ta r i s a s i  d o k u m e n  p a d a  u n i t  

k e r ja  . . . . . . . ( 9 ) . . . . . . . .  A p a b i l a  d i t e m u k a n  k e s a l a h a n  d i  k e m u d i a n  h a r i  m a k a  a k a n  d i l a k u k a n  p e r b a ik a n  s e b a g a im a n a  

m e s t i n y a . 

 

 

 

   . . . . . . . .  ( 1 0 ) . . . . . . . . ,  . . . . . . . . . . ( 1 1 )  . . . . . . . . . . . .  

 

   M e n g e t a h u i ,  

P e la k s a n a  I n v e n t a r is a s i  D o k u m e n  ( 1 5 )  . . . . . . . . . . ( 1 2 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

1 .                                                  . . . . . . . . . . . ( 1 3 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  N I P .  . . . . ( 1 4 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

2 .                                                  

N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

3 .                                                   

N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  2 4  i n f o @ p e r a t u r a n p a j a k . c o m   

P e t u n ju k  P e n g i s i a n  F o rm a t  B e r it a  A c a r a  I n v e n t a r is a s i  D o k u m e n  d a n  C a t a t a n  P e n e r a p a n  

T a t a  K e l o la  T I K  

 

 

( 1 )   S u d a h  je l a s ;  

( 2 )   S u d a h  je l a s ;  

( 3 )   S u d a h  je l a s ;  

( 4 )   S u d a h  je l a s ;  

( 5 )   D i is i  d e n g a n  n a m a  U n i t  K e r j a  D J P ;  

( 6 )   D i is i  d e n g a n  j e n is  d o k u m e n  y a n g  m e n g a c u  p a d a  N a m in g  C o n v e n t i o n /  A t u r a n  P e n a m a a n  y a n g  b e r la k u  d i  D J P ;  

( 7 )   D i is i  d e n g a n  d e s k r i p s i  s i n g k a t  m e n g e n a i  s e t ia p  j e n i s  d o k u m e n ;  

( 8 )   D i is i  d e n g a n  j u m la h  d o k u m e n  y a n g  d i in v e n ta r i s a s i  u n t u k  s e t i a p  je n is  d o k u m e n ;  

( 9 )   S a m a  d e n g a n  n o m o r  ( 5 ) ;  

( 1 0 )   D i is i  d e n g a n  n a m a  k o ta  t e m p a t  p e n a n d a t a n g a n a n  B e r it a  A c a r a ;  

( 1 1 )   D i is i  d e n g a n  t a n g g a l ,  b u l a n ,  t a h u n ,  s a a t  p e n a n d a ta n g a n a n  B e r it a  A c a r a ;  

( 1 2 )   D i is i  d e n g a n  j a b a ta n  s t r u k t u r a l  d a r i  P im p i n a n  S a t u a n  K e r j a ;  

( 1 3 )   D i is i  d e n g a n  n a m a  P im p i n a n  S a t u a n  K e r ja ;  

( 1 4 )   D i is i  d e n g a n  N o m o r  I n d u k  P e g a w a i  P im p i n a n  S a t u a n  K e r ja ;  

( 1 5 )   D i is i  d e n g a n  n a m a  d a n  N IP  d a r i  p e g a w a i  y a n g  m a s u k  k e  d a la m  T im  I n v e n ta r i s a s i  D o k u m e n .  
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LAPORAN HASIL INVENTARISASI DOKUMEN DAN CATATAN PENERAPAN TATA KELOLA TIK 
 

 
No 
(1) 

 
Kode Dokumen/Catatan 

(2) 
 

Dokumen 

Jenis 
Dokumen/Catatan 

(3) 

Nama 
Dokumen/Catatan 

(4) 

Klasifikasi 
(5) 

 

 

Tahun (6) 
 
 

 

Lokasi 

Kode Rumah 
Berkas/Box 

(7) 

Kode Rak  
Penyimpanan 

(8) 
 

 
Keterangan 

(9) 

1 2 3 4 5 6 7 8 9 
         
         
         
         
         
         
         

 
 
 

 
    ........ (10)........, ..........(11) ............ 
 
    Pelaksana Inventarisasi Dokumen (12) 
 
 
    1.                                                     
    NIP.  ............................................. 
 
 
    2.                                                     
    NIP.  ............................................. 
 
 
    3.                                                     
    NIP.  ............................................. 



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  2 6  i n f o @ p e r a t u r a n p a j a k . c o m   

P e t u n ju k  P e n g i s i a n  F o rm a t  L a p o ra n  H a s il  I n v e n t a r is a s i  D o k u m e n /  C a t a t a n  P e n e r a p a n   

T a t a  K e l o la  T I K  

 

 

( 1 )   D i is i  d e n g a n  n o m o r  u r u t ;  

( 2 )   D i is i  d e n g a n  k o d e  d o k u m e n  b e r d a s a rk a n  a t u r a n  k o d e f ik a s i  y a n g  d i t e t a p k a n  p a d a  n a m in g  c o n v e n t i o n ;  

( 3 )   D i is i  d e n g a n  j e n is  d o k u m e n  b e r d a s a r k a n  p e n g g o lo n g a n  j e n is  d o k u m e n  p a d a  n a m in g  c o n v e n t i o n ;  

( 4 )   D i is i  d e n g a n  n a m a  d o k u m e n  y a n g  d i i n v e n ta r is a s i ;  

( 5 )   D i is i  d e n g a n  k l a s i f ik a s i  d o k u m e n  b e r d a s a r k a n  s e n s i t i f it a s n y a  s e b a g a im a n a  d i a t u r  d a la m  P e ra t u ra n  D i r e k tu r  

J e n d e r a l  P a j a k  N o m o r  P E R - 4 1 / P J . / 2 0 1 0  t e n t a n g  K e b i j a k a n  P e n g e lo l a a n  K e a m a n a n  In f o rm a s i;  

( 6 )   D i is i  d e n g a n  t a h u n  p e m b u a t a n  d o k u m e n  y a n g  d i i n v e n t a r is a s i;  

( 7 )   D i is i  d e n g a n  k o d e  r u m a h  b e r k a s /  b o x  y a n g  d i g u n a k a n  u n tu k  m e n y im p a n  d o k u m e n ;  

( 8 )   D i is i  d e n g a n  k o d e  ra k /  b i li k  le m a r i  y a n g  m e n j a d i  t e m p a t  p e le t a k a n  r u m a h  b e rk a s /  b o x  d o k u m e n ;  

( 9 )   D i is i  k e t e ra n g a n  a t a u  p e n j e l a s a n  y a n g  d i p e r l u k a n ;  

( 1 0 )   D i is i  d e n g a n  t e m p a t  p e n a n d a ta n g a n a n ;  

( 1 1 )   D i is i  d e n g a n  t a n g g a l  p e n a n d a t a n g a n a n ;  

( 1 2 )   D i is i  d e n g a n  n a m a  d a n  n o m o r  i n d u k  p e g a w a i  d a l a m  T im  I n v e n t a r i s a s i  D o k u m e n ;  

( 1 3 )   D i is i  d e n g a n  n a m a  u n i t  k e r j a  D J P .  
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 L A M P I R A N  V I I  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

T a t a  C a ra  P e m b e r ia n  L a b e l  A s e t  I n fo rm a s i  y a n g  B e ru p a  P e ra n g k a t  K e ra s  T I K  

 

 

A .   D e s k r i p s i :  

 

 P r o s e d u r  o p e r a s i  i n i m e n g u r a ik a n  p r o s e s  p e m b e r i a n  l a b e l  a s e t  i n f o rm a s i  y a n g  b e r u p a  p e r a n g k a t  k e r a s  T I K  

s e t e la h  p e n g g u n a a n ,  k e g i a t a n  i n i  d i la k u k a n  a p a b i la  b e r d a s a r k a n  h a s i l  v e r i f ik a s i  a s e t  T I K  d it e m u k a n  b a h w a  

s e b a g ia n  b e s a r  p e ra n g k a t  k e r a s  T I K  b e l u m  d i b e r i k a n  l a b e l  a t a u  l a b e l  y a n g  a d a  t e l a h  r u s a k .  

 

B .   D a s a r  H u k u m :  

 

 1 .   P e r a t u r a n  M e n te r i  K e u a n g a n  N o m o r  2 9 / P M K . 0 6 / 2 0 1 0  t e n ta n g  P e n g g o l o n g a n  d a n  K o d e f ik a s i  B a r a n g  

M i l ik  N e g a r a ;  

 2 .   P e r a t u r a n  D i r e k t u r  J e n d e r a l  P a ja k  N o m o r  4 1 / P J / 2 0 1 0  t e n ta n g  K e b i ja k a n  P e n g e l o l a a n  K e a m a n a n  

I n f o rm a s i  D i re k t o ra t  J e n d e r a l  P a j a k .  

 

C .   S u r a t  E d a ra n  T e r k a i t :  

 

 -  

 

D .   P ih a k  y a n g  T e rk a it :  

 

 1 .   K a n to r  P u s a t  D J P  

   a .  K e p a l a  B a g ia n  P e r l e n g k a p a n ;  

   b .  K e p a l a  S u b b a g i a n  I n v e n t a r is a s i ,  P e m e l i h a r a a n ,  d a n  P e n g h a p u s a n ;  

   c .  K e p a l a  S u b b a g ia n  T a t a  U s a h a  p a d a  s e t ia p  D i re k t o r a t  d a n  K a s u b b a g  y a n g  d i t u n j u k  s e b a g a i  

p e n g e l o la  p a d a  b a g i a n ;  

   d .  T im  P e l a b e la n  P e r a n g k a t  K e r a s  T I K .  

 

 2 .   P u s a t  P e n g o l a h a n  D a t a  d a n  D o k u m e n  P e r p a j a k a n  ( P P D D P )  

   a .  K e p a l a  B a g ia n  U m u m ;  

   b .  K e p a l a  S u b b a g i a n  T a ta  U s a h a  d a n  K e u a n g a n ;  

   c .  T im  P e l a b e la n  P e r a n g k a t  K e r a s  T I K .  

    

 3 .   K a n to r  W i l a y a h  D J P  ( K a n w i l) ;  

   a .  K e p a l a  B a g ia n  U m u m ;  

   b .  K e p a l a  S u b b a g i a n  T a ta  U s a h a  d a n  R u m a h  T a n g g a  ( T U R T ) ;  

   c .  T im  P e l a b e la n  P e r a n g k a t  K e r a s  T I K .  

 

  4 .   K a n to r  P e l a y a n a n  P a j a k  ( K P P )  

   a .  K e p a l a  K a n to r ;  

   b .  K e p a l a  S u b b a g i a n  U m u m ;  

   c .  T im  P e l a b e la n  P e r a n g k a t  K e r a s  T I K .  

 

E .   F o rm u l i r  y a n g  D i g u n a k a n :  

 

 -  

 

F .   D o k u m e n  y a n g  D i h a s i l k a n :  

 

 B e r i t a  A c a ra  P e l a b e la n  P e r a n g k a t  K e r a s  T I K  

 

G .   P r o s e d u r  K e r ja :  

 

 1 .   P e m b e r ia n  L a b e l  P e ra n g k a t  K e ra s  T I K  p a d a  K a n to r  P u s a t  D J P  

   a .  K e p a l a  B a g i a n  P e r le n g k a p a n  m e n u g a s k a n  k e p a d a  K e p a l a  S u b b a g ia n  I n v e n t a r is a s i , 

P e m e l i h a r a a n ,  d a n  P e n g h a p u s a n  u n t u k  m e n y u s u n  t im  p e m b e r ia n  la b e l  t e r h a d a p  a s e t  i n fo rm a s i 

y a n g  b e r u p a  p e r a n g k a t  k e r a s  T IK ;  

   b .  K e p a l a  S u b b a g ia n  I n v e n ta r i s a s i ,  P e m e l i h a ra a n ,  d a n  P e n g h a p u s a n  m e m b u a t  s u s u n a n  t im  

p e l a b e la n  p e r a n g k a t  k e r a s  T IK  d a n  m e n d e le g a s ik a n  k e p a d a  p e la k s a n a ;  

   c .  P e la k s a n a  S u b b a g i a n  I n v e n ta r i s a s i , P e m e li h a ra a n ,  d a n  P e n g h a p u s a n  m e m b u a t  k o n s e p  S u r a t  

T u g a s  u n t u k  k e g ia t a n  p e m b e r i a n  la b e l  p e ra n g k a t  k e r a s  T I K ;  

   d .  P e la k s a n a  S u b b a g i a n  I n v e n t a r is a s i ,  P e m e l i h a r a a n ,  d a n  P e n g h a p u s a n  m e m e r i k s a  d a n  

m e m a r a f  k o n s e p  S u r a t  T u g a s  P e la b e l a n  P e ra n g k a t  K e ra s  T I K ;  

   e .  K e p a l a  B a g i a n  P e r l e n g k a p a n  m e m e r ik s a  d a n  m e m a ra f  S u r a t  T u g a s  P e la b e la n  P e r a n g k a t  

K e r a s  T I K ;  

   f .  S e k r e t a r is  D i r e k to r a t  J e n d e ra l  P a j a k  m e m e r ik s a  d a n  m e n a n d a t a n g a n i  S u ra t  T u g a s  P e la b e l a n  

P e r a n g k a t  K e r a s  T IK ;  

   g .  K e p a l a  S u b b a g ia n  I n v e n t a r is a s i ,  P e m e l i h a ra a n ,  d a n  P e n g h a p u s a n  m e n u g a s k a n  P e la k s a n a  

u n t u k  m e n d is t r i b u s ik a n  S u r a t  T u g a s  P e l a b e la n  P e r a n g k a t  K e ra s  T I K  k e p a d a  K e p a l a  S u b b a g  T a ta  

U s a h a  d i  S e t ia p  U n i t  E s e lo n  I I  K P D J P  d a n  t im  p e la b e la n  p e r a n g k a t  k e ra s  T IK ;  

   h .  P e la k s a n a  m e n d is t r i b u s ik a n  S u r a t  T u g a s  P e la b e l a n  P e ra n g k a t  K e ra s  T I K  d a n  m e n g a rs i p k a n ;  

   i .  K e p a l a  S u b b a g ia n  I n v e n t a r is a s i , P e m e li h a ra a n ,  d a n  P e n g h a p u s a n  m e n g o o r d i n a s i k a n  k e g i a t a n  

p e l a b e la n  p e r a n g k a t  k e r a s  T IK  d i  K P D J P ;  

   j .  K e p a l a  S u b b a g  T a ta  U s a h a  d i  s e t ia p  U n it  E s e l o n  I I  K P D J P  m e n g o o rd i n a s ik a n  t im  p e la b e l a n  
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p e r a n g k a t  k e ra s  T I K ;  

   k .  A n g g o t a  t im  m e n g a k s e s  a p l ik a s i p e n d u k u n g  k e g ia t a n  p e m b e r i a n  l a b e l  p e ra n g k a t  k e r a s ,  

k e m u d i a n  m e m i l i h  k o d e  s a t u a n  k e r ja  K a n t o r  P u s a t  D J P  u n t u k  m e n a m p i lk a n  d a ft a r  a s e t  

i n f o rm a s i  p a d a  K a n t o r  P u s a t  D J P  y a n g  a k a n  d ib e r ik a n  l a b e l ;  

   l .  A n g g o t a  t im  m e n c e t a k  d a f t a r  p e r a n g k a t  k e ra s  y a n g  a k a n  d i b e r ik a n  l a b e l u n t u k  d i g u n a k a n  

s e b a g a i  k e r t a s  k e r j a  p e m b e r i a n  l a b e l;  

   m .  A n g g o t a  t im  m e n c e ta k  s t i k e r  l a b e l  y a n g  a k a n  d i t e m p e l k a n  p a d a  p e r a n g k a t  k e ra s  T I K ;  

   n .  A n g g o t a  t im  m e l a k u k a n  p e m b e r ia n  l a b e l  t e r h a d a p  p e r a n g k a t  k e ra s  T I K  b e r d a s a rk a n  d a ft a r  

y a n g  t e la h  d ic e t a k ;  

   o .  A n g g o t a  t im  m e m e r ik s a  k e m b a l i  k e s e s u a ia n  l a b e l  y a n g  d i b e r i k a n  p a d a  p e ra n g k a t  k e r a s  T I K  

d a n  m e m b e r i k a n  t a n d a  p a d a  d a ft a r  p e ra n g k a t  k e ra s  T I K  y a n g  d i g u n a k a n  s e b a g a i  k e r t a s  k e r ja ;  

   p .  A n g g o t a  t im  m e n g u p d a te  d a ft a r  p e ra n g k a t  k e ra s  T I K  m e l a lu i  a p l ik a s i  p e n d u k u n g  u n t u k  

m e m b e r i k a n  t a n d a  b a h w a  p e r a n g k a t  k e ra s  T I K  t e rs e b u t  t e l a h  d i b e r i k a n  l a b e l;  

   q .  A n g g o t a  t im  m e m b u a t  B e r it a  A c a ra  P e m b e r i a n  L a b e l  P e ra n g k a t  K e ra s  T I K  s e rt a  m e l a m p i rk a n  

R e k a p it u l a s i  H a s i l  P e la b e l a n  P e r a n g k a t  K e r a s  T I K  d a n  D a f t a r  P e ra n g k a t  K e ra s  T I K  y a n g  t e la h  

d i b e r ik a n  la b e l ;  

   r .  K e p a l a  S u b b a g i a n  T a ta  U s a h a  d i  s e t ia p  u n it  e s e l o n  I I  K P D J P  m e m e r ik s a  B e r it a  A c a r a  

P e la b e la n  P e ra n g k a t  K e r a s  T IK  s e r t a  l a m p i r a n n y a ;  

   s .  A p a b i la  a d a  m a s i h  t e r d a p a t  p e r a n g k a t  k e ra s  y a n g  b e l u m  d i b e r ik a n  l a b e l  m a k a  K e p a la  

S u b b a g ia n  T a ta  U s a h a  d i s e t ia p  u n it  e s e l o n  I I  K P D J P  m e n u g a s k a n  t im  u n t u k  m e m b e r ik a n  l a b e l 

t e r h a d a p  p e ra n g k a t  k e ra s  T I K ;  

   t .  A p a b i la  s e l u r u h  p e r a n g k a t  k e r a s  T IK  d a l a m  d a ft a r  t e l a h  l e n g k a p  d i l a b e l i m a k a  K e p a la  

S u b b a g ia n  T a t a  U s a h a  d i  s e t i a p  u n i t  e s e l o n  I I  K P D J P  m e m b e r ik a n  p a ra f  p a d a  B e r i t a  A c a ra  

P e la b e la n  P e ra n g k a t  K e ra s  T I K  d a n  m e n g i r im k a n n y a  k e  S u b b a g  I n v e n ta r i s a s i , P e m e li h a ra a n , 

d a n  P e n g h a p u s a n ,  B a g i a n  P e r le n g k a p a n  u n t u k  m e n d a p a t k a n  p e r s e t u j u a n ;  

   u .  P e la k s a n a  S u b b a g  I n v e n ta r i s a s i ,  P e m e l i h a r a a n ,  d a n  P e n g h a p u s a n  m e n g u m p u l k a n  d a n  

m e n g a d m in is t ra s ik a n  B e r i t a  A c a r a  P e la b e l a n  y a n g  d i t e r im a  d a r i  S u b b a g  T a t a  U s a h a  d i  s e t ia p  

u n i t  e s e lo n  I I  K P D J P ;  

   v .  K e p a l a  S u b b a g ia n  I n v e n t a r is a s i ,  P e m e l i h a ra a n ,  d a n  P e n g h a p u s a n  m e m e r ik s a  B e r i t a  A c a ra  

t e rs e b u t  d a n  m e n g a j u k a n n y a  k e p a d a  K e p a l a  B a g ia n  P e r le n g k a p a n  u n t u k  m e n d a p a t k a n  

p e r s e t u ju a n ;  

   w .  K e p a l a  B a g ia n  P e r l e n g k a p a n  m e m e r ik s a  B e r i t a  A c a ra  t e r s e b u t  d a n  m e n a n d a t a n g a n i n y a ;  

   x .  P e la k s a n a  S u b b a g i a n  I n v e n t a r is a s i ,  P e m e l i h a r a a n ,  d a n  P e n g h a p u s a n  m e n g a rs i p k a n  B e r i t a  

A c a ra  P e m b e r i a n  L a b e l  A s e t  I n f o rm a s i  b e s e r t a  l a m p i r a n n y a ;  

   y .  P r o s e s  p e m b e r ia n  la b e l  a s e t  i n f o rm a s i  s e l e s a i .  

 

  2 .   P e m b e r ia n  L a b e l  P e ra n g k a t  K e r a s  T IK  p a d a  P u s a t  P e n g o l a h a n  d a n  D o k u m e n  P e r p a ja k a n  

( P P D D P )  

   a .  K e p a l a  B a g ia n  U m u m  m e n u g a s k a n  k e p a d a  K e p a la  S u b b a g i a n  T a t a  U s a h a  d a n  K e u a n g a n  

u n t u k  m e la k u k a n  p e m b e r ia n  l a b e l  t e r h a d a p  a s e t  i n f o rm a s i  y a n g  b e r u p a  p e ra n g k a t  k e r a s  T I K ;  

   b .  S u b b a g ia n  T a ta  U s a h a  d a n  K e u a n g a n  m e m b e n t u k  t im  k e r ja  p e m b e r ia n  l a b e l  p e r a n g k a t  k e r a s  

T I K  d a n  m e m b u a t  k o n s e p  S u ra t  T u g a s  u n t u k  k e g ia t a n  p e m b e r i a n  la b e l  a s e t  i n f o rm a s i ;  

   c .  K e p a l a  B a g ia n  U m u m  m e m e r ik s a  d a n  m e n a n d a ta n g a n i  S u ra t  T u g a s  k e g ia t a n  p e m b e r ia n  la b e l  

p e r a n g k a t  k e ra s  T I K ;  

   d .  K e p a l a  S u b b a g i a n  T a ta  U s a h a  d a n  K e u a n g a n  m e n u g a s k a n  T im  P e la b e l a n  P e r a n g k a t  K e r a s  

T I K  u n t u k  m e m u l a i  k e g i a t a n  p e m b e r ia n  l a b e l  p e r a n g k a t  k e ra s  T I K ;  

   e .  A n g g o t a  t im  m e n g a k s e s  a p l i k a s i  p e n d u k u n g  k e g ia t a n  p e m b e r ia n  l a b e l  p e ra n g k a t  k e r a s  T I K ,  

k e m u d i a n  m e m i l i h  k o d e  s a t u a n  k e r j a  K a n to r  P u s a t  P e n g o la h a n  D a t a  d a n  D o k u m e n  P e r p a ja k a n  

u n t u k  m e n a m p i l k a n  d a ft a r  p e r a n g k a t  k e r a s  T I K  p a d a  P u s a t  P e n g o la h a n  D a ta  d a n  D o k u m e n  

P e r p a j a k a n  y a n g  a k a n  d i b e r i k a n  l a b e l;  

   f .  A n g g o t a  t im  m e n c e ta k  d a f t a r  p e ra n g k a t  k e ra s  T I K  y a n g  a k a n  d i b e r i k a n  l a b e l  u n t u k  

d i g u n a k a n  s e b a g a i  k e r t a s  k e r j a  p e m b e r ia n  l a b e l  ;  

   g .  A n g g o t a  t im  m e n c e ta k  s t i k e r  l a b e l  y a n g  a k a n  d i t e m p e l k a n  p a d a  p e r a n g k a t  k e ra s  T I K ;  

   h .  A n g g o t a  t im  m e l a k u k a n  p e m b e r ia n  l a b e l  t e r h a d a p  p e r a n g k a t  k e ra s  T I K  b e r d a s a rk a n  d a ft a r  

y a n g  t e la h  d ic e t a k ;  

   i .  A n g g o t a  t im  m e m e r ik s a  k e m b a l i k e s e s u a ia n  la b e l  y a n g  d i b e r i k a n  p a d a  p e r a n g k a t  k e ra s  T I K  

d a n  m e n a n d a i  d a f t a r  p e ra n g k a t  k e r a s  T I K ;  

   j .  A n g g o t a  t im  m e n g u p d a te  d a f t a r  p e r a n g k a t  k e ra s  T I K  m e la l u i  a p l ik a s i  p e n d u k u n g  u n t u k  

m e m b e r i k a n  t a n d a  b a h w a  p e r a n g k a t  k e ra s  t e r s e b u t  t e la h  d i b e r ik a n  la b e l ;  

   k .  A n g g o t a  t im  m e m b u a t  B e r it a  A c a ra  P e m b e r i a n  L a b e l  P e r a g n k a t  K e r a s  T I K  s e r t a  m e l a m p i r k a n  

R e k a p it u l a s i  H a s i l  P e la b e l a n  P e r a n g k a t  K e r a s  T I K  d a n  D a f t a r  P e ra g n k a t  K e ra s  T I K  y a n g  t e la h  

d i b e r ik a n  la b e l ;  

   l .  K e p a l a  S u b b a g ia n  T a ta  U s a h a  d a n  K e u a n g a n  m e m e r i k s a  B e r it a  A c a ra  t e r s e b u t  d a n  

m e m b e r i k a n  p a r a f;  

   m .  K e p a l a  B a g ia n  U m u m  m e m e r ik s a  B e r it a  A c a r a  t e rs e b u t  d a n  m e n a n d a t a n g a n i n y a ;  

   n .  K e p a l a  S u b b a g i a n  T a t a  U s a h a  d a n  K e u a n g a n  m e n g a rs i p k a n  B e r it a  A c a ra  P e m b e r i a n  L a b e l 

P e r a n g k a t  K e r a s  T IK  b e s e r t a  l a m p i r a n n y a ;  

   o .  P r o s e s  p e m b e r ia n  la b e l  p e ra n g k a t  k e r a s  T I K  s e l e s a i .  

 

  3 .   P e m b e r ia n  L a b e l  P e ra n g k a t  K e ra s  T I K  p a d a  K a n to r  W i l a y a h  D J P  

   a .  K e p a l a  B a g i a n  U m u m  m e n u g a s k a n  k e p a d a  K e p a l a  S u b b a g i a n  T a ta  U s a h a  d a n  R u m a h  T a n g g a  

u n t u k  m e la k u k a n  p e m b e r ia n  l a b e l  t e r h a d a p  a s e t  i n f o rm a s i  y a n g  b e r u p a  p e ra n g k a t  k e r a s  T I K ;  

   b .  K e p a l a  S u b b a g i a n  T a ta  U s a h a  d a n  R u m a h  T a n g g a  m e m b e n t u k  t im  k e r j a  p e m b e r ia n  l a b e l 

p e r a n g k a t  k e r a s  T I K  d a n  m e m b u a t  k o n s e p  S u r a t  T u g a s  u n t u k  k e g i a t a n  p e m b e r i a n  l a b e l 

p e r a n g k a t  k e ra s  T I K ;  

   c .  K e p a l a  B a g ia n  U m u m  m e m e r ik s a  d a n  m e n a n d a ta n g a n i  S u ra t  T u g a s  k e g ia t a n  p e m b e r ia n  la b e l  

p e r a n g k a t  k e ra s  T I K ;  

   d .  K e p a l a  S u b b a g ia n  T a ta  U s a h a  d a n  R u m a h  T a n g g a  m e n u g a s k a n  T im  P e la b e l a n  P e r a n g k a t  

K e r a s  T I K  u n t u k  m e m u l a i  k e g i a t a n  p e m b e r ia n  l a b e l  t e r h a d a p  p e ra n g k a t  k e r a s  T I K ;  

   e .  A n g g o t a  t im  m e n g a k s e s  a p l i k a s i  p e n d u k u n g  k e g ia t a n  p e m b e r ia n  l a b e l  p e ra n g k a t  k e r a s  T I K ,  
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k e m u d i a n  m e m i l i h  k o d e  s a t u a n  k e r ja  u n t u k  m e n a m p i lk a n  d a f t a r  p e r a n g k a t  k e ra s  T I K  p a d a  

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

   f .  A n g g o t a  t im  m e n c e ta k  d a f t a r  p e ra n g k a t  k e ra s  T I K  y a n g  a k a n  d i b e r i k a n  l a b e l  u n t u k  

d i g u n a k a n  s e b a g a i  k e r t a s  k e r j a  p e m b e r ia n  l a b e l  ;  

   g .  A n g g o t a  t im  m e n c e ta k  s t i k e r  l a b e l  y a n g  a k a n  d i t e m p e l k a n  p a d a  p e r a n g k a t  k e ra s  T I K ;  

   h .  A n g g o t a  t im  m e l a k u k a n  p e m b e r ia n  l a b e l  t e r h a d a p  p e r a n g k a t  k e ra s  T I K  b e r d a s a rk a n  d a ft a r  

y a n g  t e la h  d ic e t a k ;  

   i .  A n g g o t a  t im  m e m e r ik s a  k e m b a l i k e s e s u a ia n  la b e l  y a n g  d i b e r i k a n  p a d a  p e r a n g k a t  k e ra s  T I K  

d a n  m e n a n d a i  d a f t a r  p e ra n g k a t  k e r a s  T I K ;  

   j .  A n g g o t a  t im  m e n g u p d a te  d a f t a r  p e r a n g k a t  k e ra s  T I K  m e la l u i  a p l ik a s i  p e n d u k u n g  u n t u k  

m e m b e r i k a n  t a n d a  b a h w a  p e r a n g k a t  k e ra s  t e r s e b u t  t e la h  d i b e r ik a n  la b e l ;  

   k .  A n g g o t a  t im  m e m b u a t  B e r it a  A c a ra  P e m b e r i a n  L a b e l  P e r a n g k a t  K e r a s  T I K  s e r t a  m e l a m p i r k a n  

R e k a p it u l a s i  H a s i l  P e la b e l a n  P e r a n g k a t  K e r a s  T I K  d a n  D a f t a r  P e ra n g k a t  K e ra s  T I K  y a n g  t e la h  

d i b e r ik a n  la b e l ;  

   l .  K e p a l a  S u b b a g ia n  T a ta  U s a h a  d a n  R u m a h  T a n g g a  m e m e r i k s a  B e r it a  A c a ra  t e r s e b u t  d a n  

m e m b e r i k a n  p a r a f;  

   m .  K e p a l a  B a g ia n  U m u m  m e m e r ik s a  B e r it a  A c a r a  t e rs e b u t  d a n  m e n a n d a t a n g a n i n y a ;  

   n .  K e p a l a  S u b b a g ia n  T a t a  U s a h a  d a n  R u m a h  T a n g g a  m e n g a r s ip k a n  B e r it a  A c a ra  P e m b e r i a n  

L a b e l  A s e t  In f o rm a s i  b e s e rt a  la m p i ra n n y a ;  

   o .  P r o s e s  p e m b e r ia n  la b e l  t e r h a d a p  p e r a n g k a t  k e r a s  T IK  s e l e s a i .  

 

 4 .   P e m b e r ia n  L a b e l  P e ra n g k a t  K e ra s  T I K  p a d a  K a n to r  P e l a y a n a n  P a ja k  ( K P P )  

   a .  K e p a l a  K a n t o r  m e n u g a s k a n  k e p a d a  K e p a la  S u b b a g i a n  U m u m  u n t u k  m e l a k u k a n  p e m b e r ia n  

l a b e l  a s e t  i n f o rm a s i  y a n g  b e r u p a  p e ra n g k a t  k e r a s  T I K ;  

   b .  K e p a l a  S u b b a g ia n  U m u m  m e m b e n t u k  t im  k e r j a  p e m b e r ia n  la b e l  p e r a n g k a t  k e r a s  T I K  d a n  

m e m b u a t  k o n s e p  S u r a t  T u g a s  u n t u k  k e g ia t a n  p e m b e r ia n  la b e l  p e ra n g k a t  k e r a s  T I K ;  

   c .  K e p a l a  K a n to r  m e m e r ik s a  d a n  m e n a n d a ta n g a n i  S u ra t  T u g a s  k e g ia t a n  p e m b e r i a n  la b e l  

p e r a n g k a t  k e ra s  T I K ;  

   d .  K e p a l a  S u b b a g ia n  U m u m  m e n u g a s k a n  T im  P e l a b e la n  P e ra n g k a t  K e r a s  T I K  u n t u k  m e m u l a i 

k e g ia t a n  p e l a b e la n  p e ra n g k a t  k e r a s  T I K ;  

   e .  A n g g o t a  t im  m e n g a k s e s  a p l i k a s i  p e n d u k u n g  k e g i a t a n  p e m b e r ia n  l a b e l ,  k e m u d i a n  m e m il i h  

k o d e  s a t u a n  k e r ja  u n t u k  m e n a m p i l k a n  d a f t a r  p e ra n g k a t  k e r a s  T I K  p a d a  s a t u a n  k e r ja  t e rs e b u t  

y a n g  a k a n  d i b e r ik a n  la b e l ;  

   f .  A n g g o t a  t im  m e n c e ta k  d a f t a r  p e ra n g k a t  k e ra s  T I K  y a n g  a k a n  d i b e r i k a n  l a b e l  u n t u k  

d i g u n a k a n  s e b a g a i  k e r t a s  k e r j a  p e m b e r ia n  l a b e l  ;  

   g .  A n g g o t a  t im  m e n c e ta k  s t i k e r  l a b e l  y a n g  a k a n  d i t e m p e l k a n  p a d a  p e r a n g k a t  k e ra s  T I K ;  

   h .  A n g g o t a  t im  m e l a k u k a n  p e m b e r ia n  l a b e l  t e r h a d a p  p e r a n g k a t  k e ra s  T I K  b e r d a s a rk a n  d a ft a r  

y a n g  t e la h  d ic e t a k ;  

   i .  A n g g o t a  t im  m e m e r ik s a  k e m b a l i k e s e s u a ia n  la b e l  y a n g  d i b e r i k a n  p a d a  p e r a n g k a t  k e ra s  T I K  

d a n  m e n a n d a i  d a f t a r  p e ra n g k a t  k e r a s  T I K ;  

   j .  A n g g o t a  t im  m e n g u p d a t e  d a f t a r  p e r a n g k a t  k e ra s  T I K  m e la l u i  a p l ik a s i  p e n d u k u n g  u n t u k  

m e m b e r i k a n  t a n d a  b a h w a  a s e t  t e rs e b u t  t e la h  d i b e r ik a n  la b e l ;  

   k .  A n g g o t a  t im  m e m b u a t  B e r it a  A c a ra  P e m b e r i a n  L a b e l  P e r a n g k a t  K e r a s  T I K  s e r t a  m e l a m p i r k a n  

R e k a p it u l a s i  H a s i l  P e la b e l a n  P e r a n g k a t  K e r a s  T I K  d a n  D a f t a r  P e ra n g k a t  K e ra s  T I K  y a n g  t e la h  

d i b e r ik a n  la b e l ;  

   l .  K e p a l a  S u b b a g i a n  U m u m  m e m e r ik s a  B e r i t a  A c a r a  t e rs e b u t  d a n  m e m b e r i k a n  p a r a f;  

   m .  K e p a l a  K a n to r  m e m e r ik s a  B e r i t a  A c a ra  t e r s e b u t  d a n  m e n a n d a t a n g a n i n y a ;  

   n .  K e p a l a  S u b b a g i a n  U m u m  m e n g a rs i p k a n  B e r it a  A c a ra  P e m b e r ia n  L a b e l P e r a n g k a t  K e ra s  T I K  

b e s e r t a  l a m p i r a n n y a ;  

   o .  P r o s e s  p e m b e r ia n  la b e l  t e r h a d a p  p e r a n g k a t  k e r a s  T IK  s e l e s a i .  

 

J a n g k a  W a k t u  P e n y e le s a ia n  :  

 

a .   U n t u k  K a n t o r  P u s a t  D J P  ja n g k a  w a k t u  p e n y e le s a i a n n y a  a d a l a h  1 0  h a r i  k e r ja  s e m e n j a k  S u ra t  T u g a s  

K e g ia t a n  P e l a b e l a n  A s e t  I n f o rm a s i  D i t a n d a t a n g a n i;  

b .   U n t u k  P P D D P ,  K a n w i l  D J P ,  d a n  K P P  j a n g k a  w a k t u  p e n y e le s a i a n  a d a la h  5  h a r i  k e r j a  s e m e n ja k  S u r a t  T u g a s  

K e g ia t a n  P e l a b e l a n  A s e t  I n f o rm a s i  D i t a n d a t a n g a n i .  
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H . B a g a n  A lu r  

 

 

 



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  3 1  i n f o @ p e r a t u r a n p a j a k . c o m   
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 L A M P I R A N  V I I I  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

 

B E R I T A  A C A R A  

P E L A B E L A N  P E R A N G K A T  K E R A S  T I K  

N o m o r:  B A -  . . . . . . . / . . . . . . . . . / . . . . . . . . . .  

 

 

 P a d a  h a r i  . . . . ( 1 ) . . . .  t a n g g a l  . . ( 2 )  . .  b u la n  . . . . . . . . .  ( 3 )  . . . . . . . . .  t a h u n  . . . . . ( 4 )  . . . . . . ,  k a m i  t e l a h  m e la k u k a n  

k e g ia t a n  p e la b e l a n  a s e t  i n fo rm a s i  y a n g  b e r u p a  P e r a n g k a t  K e ra s  T I K  p a d a  u n i t  k e r j a . . . . . . ( 5 )  . . . . . . . . ,  b e r d a s a rk a n  

d a f t a r  p e ra n g k a t  k e r a s  T I K  y a n g  m e n j a d i  o b je k  p e la b e l a n  s e b a g a im a n a  t e r la m p i r  b e r s a m a  B e r i t a  A c a r a  i n i .  

 

 D e m ik i a n la h  B e r i t a  A c a ra  i n i  d i b u a t  s e b a g a i  l a p o r a n  p e la k s a n a a n  k e g ia t a n  p e m b e r ia n  l a b e l  t e r h a d a p  

p e r a n g k a t  k e ra s  T I K  p a d a  u n it  k e r ja  . . . . . . . ( 6 ) . . . . . . . . ,  a p a b i l a  d i t e m u k a n  k e s a la h a n  d i  k e m u d i a n  h a r i  m a k a  a k a n  

d i l a k u k a n  p e rb a ik a n  s e b a g a im a n a  m e s t i n y a .  

 

 

 

   . . . . . . . . . .  ( 7 ) . . . . . . . . . ,  . . . . . . . . . . ( 8 )  . . . . . . . . . . . . . .  

 

   M e n g e t a h u i ,  

T im   P e la b e l a n  ( 1 2 )  . . . . . . . . . . . ( 9 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

1 .                                                  . . . . . . . . . . . ( 1 0 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  N I P .  . . . . ( 1 1 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

2 .                                                  

 N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

3 .                                                   

 N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
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P e t u n ju k  P e n g i s i a n  F o rm a t  B e r i t a  A c a r a  P e l a b e la n  P e ra n g k a t  K e ra s  T I K  

 

 

( 1 )   S u d a h  je l a s ;  

( 2 )   S u d a h  je l a s ;  

( 3 )   S u d a h  je l a s ;  

( 4 )   S u d a h  je l a s ;  

( 5 )   D i is i  d e n g a n  n a m a  u n i t  k e r j a /  K u a s a  P e n g g u n a  B a r a n g ;  

( 6 )   D i is i  d e n g a n  n a m a  u n i t  k e r j a  D J P ;  

( 7 )   D i is i  d e n g a n  t e m p a t  p e n a n d a ta n g a n a n ;  

( 8 )   D i is i  d e n g a n  t a n g g a l  p e n a n d a t a n g a n a n ;  

( 9 )   S a m a  d e n g a n  n o m o r  ( 5 ) ;  

( 1 0 )   D i is i  d e n g a n  n a m a  k o ta  t e m p a t  p e n a n d a t a n g a n a n  B e r it a  A c a r a ;  

( 1 1 )   D i is i  d e n g a n  t a n g g a l ,  b u l a n ,  t a h u n ,  s a a t  p e n a n d a ta n g a n a n  B e r it a  A c a r a ;  

( 1 2 )   D i is i  ja b a t a n  s t r u k t u ra l  d a r i  P im p i n a n  U n it  K e r j a  D J P / K u a s a  P e n g g u n a  B a ra n g ;  

( 1 3 )   D i is i  n a m a  P im p i n a n  U n i t  K e r ja  D J P / K u a s a  P e n g g u n a  B a r a n g ;  

( 1 4 )   D i is i  N o m o r  I n d u k  P e g a w a i  P im p i n a n  S a t u a n  K e r j a /  K u a s a  P e n g g u n a  B a ra n g ;  

( 1 5 )   D i is i  n a m a  d a n  N I P  d a r i  p e g a w a i  y a n g  m a s u k  k e  d a l a m  T im  P e la b e la n  I n f ra s t r u k t u r  T I K . 
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  F o rm  :  L a m p i ra n  I  B A - . . . / . . . 

    H a l a m a n :

 . . . . . . . . . . . d a r i . . . . . . . . . . .  

 

 

 

R e k a p i t u la s i  H a s i l P e la b e la n  P e ra n g k a t  K e ra s  T I K  

 

    K o d e  S a t u a n  K e r ja  :  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

    N a m a  S a t u a n  K e r ja  :  . . . . . . . . . . . . . . . . .  ( 4 )  . . . . . . . . . . . . . . . . . . . . .  

 

K o d e  S u b  

K e l o m p o k  ( 1 )  

U r a ia n  

( 2 )  

J u m la h  A s e t  y a n g  

D i b e r ik a n  L a b e l  

3 .1 0 .0 1 .0 1 . 0 0 0  K o m p u te r  ja r i n g a n   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 .0 1 .0 2 . 0 0 0  P e rs o n a l  k o m p u t e r   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 .0 1 . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

3 .1 0 .0 1 .9 9 . 0 0 0  

 

K o m p u te r  u n it  l a i n n y a   

( 3 )  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 .0 2 .0 1 . 0 0 0  P e r a l a t a n  m a i n f r a m e   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 .0 2 .0 2 . 0 0 0  P e r a l a t a n  m in i  k o m p u te r   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 .0 2 .0 3 . 0 0 0  P e r a l a t a n  p e r s o n a l  k o m p u te r   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 .0 2 .0 4 . 0 0 0  P e r a l a t a n  ja r i n g a n   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 .0 2 . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 .0 2 .9 9 . 0 0 0  P e r a l a t a n  k o m p u te r  l a i n n y a   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 .1 0 . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

 

 

 

 

   . . . . . . . . . .  ( 5 ) . . . . . . . . . ,  . . . . . . . . . . ( 6 )  . . . . . . . . . . . . . .  

 

   T im  P e l a b e la n  ( 7 )  

 

 

    1 .                                                  

    N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

    2 .                                                  

    N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

    3 .                                                  

    N I P .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  3 7  i n f o @ p e r a t u r a n p a j a k . c o m   

P e t u n ju k  P e n g i s i a n  R e k a p it u l a s i  H a s i l  P e m b e r i a n  L a b e l  P e ra n g k a t  K e ra s  T I K  :  

 

 

( 1 )   D i is i  d e n g a n  k o d e  y a n g  m e n u n j u k a n  s u b k e l o m p o k  b a r a n g  b e r d a s a rk a n  k e te n t u a n  d a l a m  P e r a t u r a n  M e n t e r i 

K e u a n g a n  N o m o r  2 9 / P M K .0 6 / 2 0 1 0  t e n t a n g  P e n g g o lo n g a n  d a n  K o d e f i k a s i  B a ra n g  M i l ik  N e g a r a ;  

( 2 )   D i is i  d e n g a n  n a m a / u ra i a n  d a r i s u b - k e l o m p o k  b a ra n g  b e r d a s a rk a n  k e te n t u a n  d a l a m  P e r a t u r a n  M e n t e r i 

K e u a n g a n  N o m o r  2 9 / P M K .0 6 / 2 0 1 0  t e n t a n g  P e n g g o lo n g a n  d a n  K o d e f i k a s i  B a ra n g  M i l ik  N e g a r a ;  

( 3 )   D i is i  d e n g a n  j u m la h  p e ra n g k a t  k e r a s  y a n g  t e la h  d i b e r ik a n  la b e l  p a d a  k e g ia t a n  p e m b e r i a n  la b e l  i n i;  

( 4 )   D i is i  d e n g a n  k o d e  s a t u a n  k e r j a  d a n  n a m a  s a t u a n  k e r ja  s e s u a i  d e n g a n  k o d e  d a n  n a m a  s a t u a n  k e r j a  p a d a  

D IP A ;  

( 5 )   D i is i  d e n g a n  n a m a  k o ta  t e m p a t  p e n a n d a t a n g a n a n  R e k a p it u la s i  H a s i l  P e la b e l a n  A s e t  I n fo rm a s i;  

( 6 )   D i is i  d e n g a n  t a n g g a l  p e n a n d a t a n g a n a n  R e k a p i t u la s i  H a s i l  P e l a b e l a n  A s e t  I n fo rm a s i;  

( 7 )   D i is i  d e n g a n  N a m a  d a n  N IP  d a r i  P e g a w a i  y a n g  m a s u k  d a l a m  T im  P e la b e la n  A s e t  I n f o rm a s i .  



www.peraturanpajak.com     TaxBase 6.0 Document - Page : 38    info@peraturanpajak.com  

     Form:Lampiran II BA-..../....... 
     Halaman:...........dari.............. 

 
 

Daftar Aset Informasi yang Berupa Perangkat Keras TIK 
 
 

     Kode Satuan Kerja : 
     Nama Satuan Kerja : 
 

No Kode Barang Nama Barang Jenis/Kelompok Merek Versi Serial Number Status 
Pelabelan 

1        
2        
3        
4        
5        
6        
7        
8        
9        
10        
11        
12        
13        
14        
15        
16        
17        
18        
19        
20        

 



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  3 9  i n f o @ p e r a t u r a n p a j a k . c o m   

K e te r a n g a n  :  

 

1 .   D a f t a r  i n i  m e r u p a k a n  k e l u a ra n  d a r i  a p l ik a s i  p e n d u k u n g  p e la b e la n ;  

2 .   K o l o m  K o d e  S a t u a n  K e r ja  b e r i s i  k o d e  s a t u a n  k e r j a  s e s u a i  d e n g a n  D IP A ;  

3 .   K o l o m  N a m a  S a t u a n  K e r j a  b e r is i  n a m a  s a t u a n  k e r ja  s e s u a i  D I P A ;  

4 .   K o l o m  K o d e  B a r a n g  b e r is i  k o d e  B a r a n g  M i l ik  N e g a ra  s e s u a i  d e n g a n  P e r a t u r a n  M e n te r i  K e u a n g a n  N o m o r  

2 9 / P M K .0 6 / 2 0 1 0  t e n ta n g  P e n g g o l o n g a n  d a n  K o d e f ik a s i  B a r a n g  M i l ik  N e g a ra ;  

5 .   K o l o m  N a m a  B a r a n g  b e r is i  n a m a  b a r a n g  s e s u a i  d e n g a n  P e ra t u ra n  M e n t e r i  K e u a n g a n  N o m o r  2 9 / P M K .0 6 / 2 0 1 0  

t e n ta n g  P e n g g o lo n g a n  d a n  K o d e f ik a s i  B a ra n g  M i l ik  N e g a r a ;  

6 .   K o l o m  J e n is / k e l o m p o k  b e r is i  k e l o m p o k  b a ra n g  s e s u a i  d e n g a n  P e r a t u r a n  M e n te r i  K e u a n g a n  N o m o r  

2 9 / P M K .0 6 / 2 0 1 0  t e n ta n g  P e n g g o l o n g a n  d a n  K o d e f ik a s i  B a r a n g  M i l ik  N e g a ra ;  

7 .   K o l o m  M e re k  b e r is i  d a t a  m e re k  b a r a n g  b e rd a s a rk a n  h a s i l  k e g ia t a n  i n v e n ta r is a s i  p e r a n g k a t  k e r a s ;  

8 .   K o l o m  V e rs i  b e r i s i  d a t a  v e rs i  b a r a n g  b e r d a s a r k a n  h a s i l  k e g i a t a n  in v e n ta r i s a s i  p e ra n g k a t  k e r a s ;  

9 .   K o l o m  S e r ia l  N u m b e r  b e r is i  d a t a  n o m o r  s e r i  b a ra n g  b e r d a s a rk a n  h a s i l  k e g i a t a n  i n v e n t a r i s a s i p e ra n g k a t  

k e ra s ;  

1 0 .   K o l o m  S t a t u s  P e la b e la n  b e r is i  t a n d a  y a n g  m e n u n j u k a n  s t a t u s  p e l a b e la n  b a r a n g ,  s u d a h  d ib e r ik a n  la b e l  a t a u  

b e l u m ,  d a ta  i n i  a k a n  d i u p d a te  p a d a  s a a t  k e g i a t a n  p e m b e r i a n  l a b e l .  



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  4 0  i n f o @ p e r a t u r a n p a j a k . c o m   

 L A M P I R A N  I X  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

 

S u r a t  P e rm o h o n a n  M e m b a w a  P e ra n g k a t  K e ra s  T I K  k e  L u a r  K a n t o r  

 

 

A .   D a t a  P e m o h o n  

 

 N a m a   :   . . . . . . . . . . . . . . . . . . . . . . . ( 1 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 N o m o r  Id e n t i t a s   :   . . . . . . . . . . . . . . . . . . . . . . . ( 2 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 A l a m a t   :   . . . . . . . . . . . . . . . . . . . . . . . ( 3 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 N o m o r  T e le p o n   :   . . . . . . . . . . . . . . . . . . . . . . . ( 4 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

B .   P e rm o h o n a n  P e n g g u n a  A s e t  I n f o rm a s i  u n t u k  M e m b a w a  P e r a n g k a t  K e r a s  k e  L u a r  K a n t o r  

 

 S a y a  y a n g  b e r t a n d a  t a n g a n  d i  b a w a h  i n i  m e n g a j u k a n  p e rm o h o n a n  u n t u k  d i b e r ik a n  iz i n  m e m b a w a  p e ra n g k a t  

k e ra s  k e  l u a r  k a n t o r  d e n g a n  a la s a n  s e b a g a i  b e r ik u t :  

 

 T e le w o rk i n g  
 

 P e la k s a n a a n  t u g a s  d i  l u a r  lo k a s i  o r g a n i s a s i  D J P  
 

 P e m e l i h a r a a n  ( 5 )  
 

 P e r b a i k a n  
 

 A l a s a n  la i n ,  s e b u t k a n  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 P e n je l a s a n :  

 

 

 

   ( 6 )  

 

 

 

 

C .   D a t a  A s e t  I n f o rm a s i  y a n g  D i a ju k a n  u n t u k  D i b a w a  k e  L u a r  K a n t o r  a d a la h  s e b a g a i  b e r ik u t :  

 

N o  K o d e  B a ra n g  N a m a  A s e t  

I n f o rm a s i 

J e n is  A s e t  

I n f o rm a s i 

 K o d e  L o k a s i 

1  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  

2  . . . . . . . . . . ( 7 ) . . . . . . . . . . .  . . . . . . . . . . . . ( 8 ) . . . . . . . . .  . . . . . . . . . . . ( 9 ) . . . . . . . . . .  . . . . . . . . ( 1 0 ) . . . . . . . . . . .  

3  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  

4  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . .  

 

D .   T a n g g u n g  J a w a b  P e n g g u n a  A s e t  I n f o rm a s i  

 

 1 .   M e n g g u n a k a n  A s e t  t e r s e b u t  s e s u a i  d e n g a n  h a k  p e n g g u n a a n  y a n g  d i b e r ik a n ;  

 2 .   M e n j a g a  d a n  m e r a w a t  d e n g a n  b a i k  p e r a n g k a t  k e ra s  y a n g  d i b a w a  k e  l u a r  k a n to r ;  

 3 .   B e r t a n g g u n g  j a w a b  a p a b i la  t e r j a d i  k e r u s a k a n , k e h i la n g a n  p e ra n g k a t  k e r a s  a t a u  s p a re  p a r t  y a n g  t id a k  

d a l a m  m a s a  g a ra n s i;  

 4 .   M e m b a w a  k e m b a l i  p e r a n g k a t  k e r a s  k e  lo k a s i  k a n to r  s e s u a i  ja n g k a  w a k t u  y a n g  d i b e r ik a n .  

 

 

   . . . . . . . . . .  ( 1 1 )  . . . . . . . . . ,  . . . . . . . . .  ( 1 2 )  . . . . . . . . . .  

 

 

 

   (  . . . . . . . . . . . . . . . . . . . .  ( 1 3 )  . . . . . . . . . . . . . . . . . .  )  

   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 

E .   P e rs e t u ju a n  

 

 Y a n g  b e r t a n d a  t a n g a n  d i  b a w a h  i n i ,  

 

 N a m a   :   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 N I P   :   . . . . . . . . . . . . . . . . . . . . . . . . . . ( 1 4 ) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 J a b a ta n   :   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 S e t e l a h  m e m p e r t im b a n g k a n  a la s a n  y a n g  P e rm o h o n a n  d i  a t a s  m e m b e r ik a n  p e r s e t u j u a n  d e n g a n  k e t e n t u a n  

s e b a g a i  b e r ik u t :  

 

J u m l a h    :  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  ( 1 5 )  



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  4 1  i n f o @ p e r a t u r a n p a j a k . c o m   

J a n g k a  W a k t u   :   d a r i . . . . . . . . . . . . . . . . . . . . . . s a m p a i  d e n g a n . . . . . . . . . . . . . . . . .  ( 1 6 )  

 

    

 

 

   . . . . . . . . . .  ( 1 7 )  . . . . . . . . . ,  . . . . . . . . .  ( 1 8 )  . . . . . . . . . .  

   . . . . . . . .  ( 1 9 )  . . . . . . . ,  

 

 

 

   (  . . . . . . . . . . . . . . . . . . . .  ( 1 3 )  . . . . . . . . . . . . . . . . . .  )  

   N I P  . . . . . . . . . . . . . . . . .  ( 2 0 )  . . . . . . . . . . . . . . . . . . .  

 

 



w w w . p e r a t u r a n p a j a k . c o m   T a x B a s e  6 . 0  D o c u m e n t  -  P a g e  :  4 2  i n f o @ p e r a t u r a n p a j a k . c o m   

P e t u n ju k  P e n g i s i a n  S u ra t  P e rm o h o n a n  M e m b a w a  P e ra n g k a t  K e ra s  T I K  k e  L u a r  K a n t o r  

 

 

( 1 )   D i is i  d e n g a n  n a m a  p e n g g u n a  a s e t  i n f o r m a s i  y a n g  m e n g a j u k a n  p e rm o h o n a n  i z i n  m e m b a w a  p e ra n g k a t  

p e r a n g k a t  k e ra s  k e  l u a r  k a n t o r  u n t u k  t u j u a n  t e rt e n t u ;  

( 2 )   D i is i  d e n g a n  n o m o r  i d e n t it a s  p e m o h o n ,  u n t u k  p e g a w a i  d a p a t  b e r u p a  N I P ,  s e d a n g k a n  u n t u k  p i h a k  k e t i g a  

d a p a t  b e r u p a  n o m o r  K T P  a t a u  n o m o r  i d e n t it a s  l a i n n y a  y a n g  s a h ;  

( 3 )   D i is i  d e n g a n  a la m a t  le n g k a p  p e m o h o n ;  

( 4 )   D i is i  d e n g a n  n o m o r  t e l e p o n  y a n g  d a p a t  d i h u b u n g i;  

( 5 )   P i l i h  s a la h  s a t u  a l a s a n  y a n g  m e n d a s a r i  p e rm o h o n a n  iz i n  m e m b a w a  p e ra n g k a t  k e r a s  k e  l u a r  k a n t o r;  

( 6 )   D i is i d e n g a n  p e n je la s a n  t a m b a h a n  s e p e r t i a la m a t  l o k a s i  d i  l u a r  k a n t o r  y a n g  m e n ja d i  t e m p a t  p e n g g u n a a n  

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

p e r a n g k a t  k e ra s  k e  l u a r  k a n t o r ,  a t a u  in f o rm a s i  la i n  y a n g  d i p e r l u k a n  s e b a g a i  b a h a n  p e rt im b a n g a n ;  

( 7 )   D i is i  d e n g a n  k o d e  b a ra n g  d a r i  p e r a n g k a t  k e r a s  y a n g  a k a n  d ib a w a ,  k o d e  b a r a n g  d a p a t  d i l i h a t  p a d a  la b e l  y a n g  

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

( 8 )   D i is i  d e n g a n  n a m a  p e r a n g k a t  k e r a s  y a n g  a k a n  d ib a w a  k e  l u a r  k a n to r ;  

( 9 )   D i is i  d e n g a n  n a m a  s u b  k e lo m p o k  p e r a n g k a t  k e r a s  t e rs e b u t  b e rd a s a rk a n  a t u r a n  p e n g g o l o n g a n  d a n  k o d e f i k a s i 

b a r a n g  m i l ik  n e g a r a ,  m i s a l n y a  p e r s o n a l  k o m p u te r ,  k o m p u te r  ja r i n g a n ,  p e ra l a t a n  p e r s o n a l  k o m p u te r ,  d a n  

l a i n n y a ;  

( 1 0 )   D i is i  d e n g a n  k o d e  s a t u a n  k e r j a  y a n g  t e r t e r a  p a d a  l e b e l  p e r a n g k a t  k e ra s  t e rs e b u t ;  

( 1 1 )   D i is i  d e n g a n  k o ta  t e m p a t  p e n a n d a ta n g a n a n ;  

( 1 2 )   D i is i  d e n g a n  t a n g g a l ,  b u l a n ,  d a n  t a h u n  p e n a n d a ta n g a n a n ;  

( 1 3 )   D i is i  d e n g a n  n a m a  d a n  n o m o r  i d e n t i t a s  p e m o h o n ;  

( 1 4 )   D i is i  d e n g a n  n a m a ,  N IP ,  d a n  ja b a t a n  d a r i  p e ja b a t  y a n g  b e r w e n a n g  m e m b e r ik a n  p e rs e t u j u a n ;  

( 1 5 )   D i is i  d e n g a n  j u m la h  p e ra n g k a t  k e r a s  y a n g  d i i z i n k a n  d i b a w a  k e  l u a r  k a n t o r;  

( 1 6 )   D i is i  d e n g a n  ja n g k a  w a k t u  p e m b e r ia n  iz i n  d e n g a n  f o rm a t  “ d a r i  t a n g g a l  d d / m m / y y y y  s a m p a i  d e n g a n  t a n g g a l 

d d / m m / y y y y ” ;  

( 1 7 )   D i is i  d e n g a n  t e m p a t  p e n a n d a ta n g a n a n ;  

( 1 8 )   D i is i  d e n g a n  t a n g g a l ,  b u l a n ,  t a h u n  p e n a n d a t a n g a n a n ;  

( 1 9 )   D i is i  d e n g a n  j a b a ta n  d a r i  p e ja b a t  y a n g  m e m b e r ik a n  p e rs e t u j u a n ;  

( 2 0 )   D i is i  d e n g a n  n a m a  d a n  N IP  d a r i  p e ja b a t  y a n g  m e m b e r ik a n  p e r s e t u j u a n .  
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 L A M P I R A N  X  

 P e d o m a n  P e n g e lo l a a n  A s e t  

 I n f o rm a s i 

 

 

 

D a f t a r  I n v e n t a r i s  D a t a  a t a u  I n fo rm a s i  y a n g  M e ru p a k a n  K e lu a r a n  d a r i  F a s i li t a s  P e n g o la h  I n f o rm a s i D J P  

 

 

I d  N a m a  D a t a / I n f o rm a s i  D e s k r i p s i   K la s i f i k a s i F o rm a t  N a m a  

A p l ik a s i 

P e m il i k  A s e t  

I n f o rm a s i 

1  2  3  4  5  6  7  
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P e t u n ju k  P e n g i s i a n  D a ft a r  I n v e n t a r is  D a t a / I n f o rm a s i  y a n g  M e ru p a k a n  K e lu a ra n  d a r i  

F a s i l it a s  P e n g o l a h  I n f o rm a s i  D J P  

 

 

( 1 )   D i is i  d e n g a n  n o m o r  i d e n t i f ik a s i  y a n g  u n i k  u n t u k  s e t ia p  d a t a / i n fo rm a s i;  

( 2 )   D i is i  d e n g a n  n a m a  d a r i  d a t a / i n f o rm a s i  y a n g  d ii n v e n ta r i s a s i ;  

( 3 )   D i is i  d e n g a n  d e s k r i p s i  s i n g k a t  m e n g e n a i  d a ta / i n f o rm a s i  y a n g  d i i n v e n t a r is a s i;  

( 4 )   D i is i  d e n g a n  k la s i f i k a s i  d a r i  d a t a / i n f o rm a s i ,  y a i t u  s a n g a t  ra h a s ia ,  r a h a s ia ,  t e rb a t a s ,  a t a u  p u b li k ;  

( 5 )   D i is i  d e n g a n  f o rm a t  d a r i  d a t a / i n fo rm a s i  y a n g  d i i n v e n t a r is a s i ,  y a it u  t e x t ,  d o c u m e n t ,  im a g e ,  s p re a d  s h e e t ,  

p o r t a b l e  d o c u m e n t  f o rm a t ,  a t a u  h a s i l  p r i n t  o u t ;  

( 6 )   D i is i  d e n g a n  n a m a  a p l i k a s i  y a n g  m e n g h a s i lk a n  d a t a / i n f o rm a s i  t e r s e b u t ;  

( 7 )   D i is i  d e n g a n  n a m a  u n i t  k e r j a  D J P  y a n g  m e n g e m b a n g k a n  a p li k a s i  p e n g h a s i l  d a t a / i n f o rm a s i ;  

 


