
Dosen.  :  Yanti Rosalinah 

Matakuliah  :  (595) ENGLISH BUSINESS CORRESPONDENCE II   

SKS  :  3 

Kelas  :  21.4A.12 

Jumlah Mahasiswa  :  12 

 

Pertemuan Ruangan Tanggal Bahan Kajian 

Berita Acara 

Pengajaran Kehadiran 

01 en1-g1 17 Maret 

2023 

Making a complaint letter 1 

How to make the complaint 

letter 2 The supports of 

complain letter 

complaint letter Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:21:40 

Keluar: 

15:41:49 

02 en1-g1 24 Maret 

2023 

Making an adjustment letter 1 

Vocabulary 2 Phrase to 

remember 3 making an 

adjustment letter 

an adjustment 

letter 

Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:21:19 

Keluar: 

15:41:41 

03 en1-g1 31 Maret 

2023 

CREDIT 1 vocabulary 2 

phrase to remember making 

credit letter 

credit letter 

asking for credit 

Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:25:18 

Keluar: 

15:47:09 

04 en1-g1 14 April 

2023 

Collection procedure 1 

Vocabulary 2 phrases to 

remember do the collection 

procedure 

the collection 

procedure 

Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:26:41 

Keluar: 

15:46:14 

05 en1-g1 5 Mei 2023 Bank home and payment 1 

Meaning of banking 2 Home 

payment 

banking home 

and payment 

Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:30:03 

Keluar: 

15:54:18 

06 en1-g1 9 Mei 2023 

(kp) 

Insurance 1 the insurance 

contract 2 claims 

insurance Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:26:32 



Pertemuan Ruangan Tanggal Bahan Kajian 

Berita Acara 

Pengajaran Kehadiran 

Keluar: 

15:44:44 

07 en1-g1 12 Mei 

2023 

REVIEW routine reports Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:31:09 

Keluar: 

15:49:53 

08 en1-g1 19 Mei 

2023 

(UTS) (UTS) Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:26:41 

Keluar: 

15:46:14 

09 en1-g1 26 Mei 

2023 

ROUTINE REPORT 1 

Procedure report make routine 

report 

the interoffice 

memorandum 

Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:25:33 

Keluar: 

15:41:03 

10 en1-g1 2 Juni 2023 THE INTEROFFICE 

MEMORANDUM 1 

Memorandum office 

quotation letter Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:27:11 

Keluar: 

15:51:00 

11 en1-g1 9 Juni 2023 INFORMAL REPORTS -

INTEROFFICE MEMOS 1 

Informat report interoffice 

memos 

document for 

shipping 

Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:21:21 

Keluar: 

15:41:36 

12 en1-g1 16 Juni 

2023 

Quotation Letter review Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:21:46 

Keluar: 

15:44:52 



Pertemuan Ruangan Tanggal Bahan Kajian 

Berita Acara 

Pengajaran Kehadiran 

13 en1-g1 23 Juni 

2023 

Documents For Shipping  Document for 

shipping 

Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:22:20 

Keluar: 

15:45:00 

14 en1-g1 (kp) 28 Juni 

2023  

Documents For Shipping  Document for 

shipping 

Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:23:20 

Keluar: 

15:42:30 

15 en1-g1 7 Juli 2023 Review Meeting 9 - 14 Review Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:25:10 

Keluar: 

15:50:01 

16 en1-g1 14 Juli 

2023 

(UAS) (UAS) Tepat Waktu 

Jadwal: 

13:20-15:50 

Masuk: 

13:27:11 

Keluar: 

15:51:00 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Presensi Mahasiswa 

 

Nim Nama 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 Jumlah 

21200213 bebi caesar 

nurhabibah 

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

21210046 vanesia natalin siregar 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210063 laela hana kaurnia 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210076 fadilah shara 

oktaviani 

1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210080 cahya andhika 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210084 auliyana nurpiqhiyah 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210091 khoirun nisa salsabila 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210108 dewi lestari 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210109 azizah sukmawati 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210172 hikmah                  

21210178 farah dwi safitri 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

21210207 octaviani manurung 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 16 

 

# Pertemuan 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 

     Jumlah hadir 11 11 11 11 11 11 11 11 11 11 11 11 11 11 11 11 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Nilai Mahasiswa 

 

No. NIM Nama Nilai 

UTS 

Nilai 

UAS 

Nilai 

Absen 

Nilai 

Tugas 

Total Grade 

1 21200213 BEBI CAESAR 

NURHABIBAH 

0 0 0 0 0 E 

2 21210046 VANESIA NATALIN 

SIREGAR 

98 100 100 100 100 A 

3 21210063 LAELA HANA KAURNIA 98 100 100 100 100 A 

4 21210076 FADILAH SHARA 

OKTAVIANI 

80 97 100 100 94 A 

5 21210080 CAHYA ANDHIKA 80 85 100 100 91 A 

6 21210084 AULIYANA 

NURPIQHIYAH 

90 90 100 100 95 A 

7 21210091 KHOIRUN NISA 

SALSABILA 

85 98 100 100 96 A 

8 21210108 DEWI LESTARI 95 86 100 100 95 A 

9 21210109 AZIZAH SUKMAWATI 95 86 100 100 95 A 

10 21210172 HIKMAH 95 92 100 100 96 A 

11 21210178 FARAH DWI SAFITRI 90 98 100 100 97 A 

12 21210207 OCTAVIANI 

MANURUNG 

100 100 100 100 100 A 

 


