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ABSTRACT 

Background. Letter writing in Indonesian is an important part of 

written communication, both in the context of official letters and 

everyday communication. However, there are still frequent errors in its 

use, especially in terms of the use of capital letters, spelling, and 

punctuation. These errors were also found in official letters issued by 

government agencies in Donorojo Village, Mertoyudan District, 

Magelang Regency. Based on these problems, the UNS MBKM grant 

team conducted outreach to Donorojo village government officials 

regarding the management of letter writing as an effort to enforce Law 

No. 24 of 2009, emphasized PP No. 57 of 2014, and Minister of 

Education and Culture Regulation No. 42 of 2018. 

Purpose. The purpose of this activity is to increase understanding of 

the use of EYD in government staff correspondence products in 

Donorojo village. 

Method. The method used is socialization and mentoring using 

presentation materials and interactive games. This activity is divided 

into three stages, namely preparation, implementation, and evaluation. 

The preparatory phase involved needs analysis, participatory 

approaches, and the development of socialization materials. The 

socialization was carried out by providing material and understanding 

about PUEBI. The evaluation stage is carried out through games 

involving standard and non-standard words. 

Results. The result of this activity is an increase in understanding of 

the use of Enhanced Spelling (EYD) in government staff 

correspondence products in Donorojo village.  

Conclusion. Governance of correspondence in government agencies is 

regulated in the law, in particular, Article 33 paragraph 1 which reads 

"Indonesian must be used in official communication in government 

and private work environments". 
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INTRODUCTION 

Indonesian is the language used in writing letters. 

The use of Indonesia is also not only for writing letter but 
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also for daily communication activities (Rizqina dkk., 2023). The written text must also be 

understandable by the reader. In addition, several other things that need to be considered in writing 

activities are the use of capital letters and punctuation marks, as well as the spelling used, namely 

enhanced spelling (EYD) (Sibagariang dkk., 2022) Writing can be defined as an activity of 

conveying messages by using written language as its media tool "expressing his opinion about 

writing, namely activities that require complex abilities" (Saputri & Irma, 2023). The ability to 

write is complementary pair with reading because both are sources of cognitive development 

(Andani & Dewi Anggraini, 2023). The written language in a paper must be clear, straightforward, 

and communicative so that readers can easily understand its contents (Pujiastuti dkk., 2022).  

This enhanced spelling consists of four chapters, namely (1) the use of letters, (2) the writing 

of words, (3) the use of punctuation marks, and (4) the writing of absorption elements. Furthermore, 

spelling is a graphical convention, an agreement among community members who use a language to 

write down their language in the form of phoneme and letter symbols, but also regulates how to 

write words and write sentences along with punctuation marks (Syahputra & Alvindi, 2022). The 

elements of an effective sentence are seven characteristics that mark an effective sentence 

(Meidiana dkk., 2022). The seven characteristics are equivalence of structure, parallelism of form, 

firmness of meaning, frugality in words, accuracy of reasoning, coherence of ideas, and logic of 

language. 

In writing a letter, we still find errors in writing words. Some of these errors include writing 

capital letters in the middle of a sentence, writing mistakes that are not by Enhanced Spelling 

(EYD), or using incorrect punctuation (Auliani dkk., 2023; Mustafiyanti dkk., 2023). In writing 

government agency letters, of course, there is no error in writing. In government agencies, letters 

are important things that become one of the administrative processes. The existence of a 

government agency letter is also used as a means of conveying information indirectly. There are 

three possible causes for someone to make a mistake in speaking, namely: (1) being influenced by 

the language he mastered earlier, (2) the language user's lack of understanding of the language he 

uses, (3) language teaching that is not precise or perfect (SAADI, 2022). Standard words are words 

that are spoken or written by someone according to standard rules and standard language guidelines 

(Syukriady & Pada, 2022). 

Writing a letter is generally a way to convey information logically and systematically. The 

language used in writing the letter must also be logical, save words, not have ambiguous meanings, 

be careful in choosing words, and be polite and attractive. In the Indonesian language, both 

regarding words, spelling, word forms, and sentences, besides that, the language of letters must be 

effective (Wibowo dkk., 2020). Spelling is the rule for how to describe sounds (words, sentences, 

and so on) in written form (letters) and the use of punctuation marks (Regina & Anshori, 2022). 

Technically spelling is the rules of writing in a language that relate to writing letters, writing words, 

writing absorption elements, and using punctuation. As is well known, there are many versions of 

letters sent or written by government agencies, especially at the sub-district level. However, when 

observed in more depth, there are many errors contained in official letters issued by government 

officials, especially in the Village District of Donorojo, Mertoyudan District, Magelang Regency, 

Central Java Province (Mulyasari dkk., 2023; Wanti dkk., 2023). Therefore, UNS Indonesian 

Language and Literature Education students wanted to conduct socialization with Donorojo village 

government officials to be able to write standard official letters and comply with Indonesian 

language rules. 

The MBKM Grant Program from students of the UNS Indonesian Language and Literature 

Education Study Program is in the form of assistance to improve mail management to enforce Law 
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No. 24 of 2009, emphasized PP No. 57 of 2014 and Minister of Education and Culture Regulation 

No. 42 of 2018 in Donorojo Village, Mertoyudan District, Magelang Regency, Central Java 

Province. There are still many letter products found in Donorojo village that are not by Indonesian 

language rules (Al Maarif dkk., 2023; Noer dkk., 2023). For this reason, this activity aims to make 

government officials understand more about the rules of language in writing letters and can make 

letters properly and correctly by with Indonesian rules. The targets of this activity were government 

officials from all sub-districts in Donorojo Village, Mertoyudan District, Magelang Regency. 

Targeted training 

 

RESEARCH METHODOLOGY 

for government officials who are directly related to letter management. The method used in 

this mentoring activity is the provision of training to government officials related to mail 

management.  This activity was carried out using the socialization or counseling method by 

providing information about the enhanced use of the Indonesian language to village officials and the 

community in Donorojo village, district. Magelang. The implementation of this activity is divided 

into three stages, namely the preparation stage, the implementation stage, and the evaluation stage. 

The preparatory phase starts from April to May by doing several things, namely: (1) Conducting a 

needs analysis through field observations and surveys.  

Observation activities are data collection or research problems that involve the community to 

understand the level of awareness (Ranal dkk., 2023; Utami dkk., 2023). These problems are related 

to knowledge and challenges that exist in society regarding the use of enhanced Indonesian. (2) 

Carrying out a participatory approach involving groups and individuals to plan the implementation 

of socialization by holding meetings with stakeholders to obtain input, thoughts, and support. In a 

participatory approach, researchers observe what people do, listen to what they say, and participate 

in their activities (Fadiyah dkk., 2023; Hermansyah dkk., 2023). (3) Development of socialization 

materials adapted to the needs of the target group. The material is packaged in PowerPoint media 

which contains the meaning, history, and benefits of PUEBI, and its application in correspondence, 

and is accompanied by games to increase the socialization participants' understanding of the 

improved use of Indonesian. (4) Preparation of modules addressed to village officials as reference 

materials and guidelines in making letters.  

The implementation of socialization activities was carried out on May 13, 2023, with the 

participants of the socialization being village officials and the community. In practice, students 

present socialization materials that have been prepared beforehand. Then the last activity is an 

evaluation by providing games about standard and non-standard words to see the community's 

understanding of the enhanced use of Indonesian, the media games used are flipcharts containing 

two colors to determine the answer choices (Fiqih dkk., 2023; Pamuji & Limei, 2023). These games 

are also useful for adding vocabulary that is rarely known by the public and for reducing mistakes 

in using vocabulary in everyday life. 

 

RESULTS AND DISCUSSION 

The main achievement of the 2023 UNS MBKM Grant Program is increasing understanding 

of the use of EYD in government staff correspondence products in Donorojo village. The output of 

this activity is the development of modules or teaching materials regarding writing materials (letter 

management) which will be used to improve the competence of government officials in producing 

written products that are by the use of good and correct Indonesian (Azizah dkk., 2022; Nicholas 

dkk., 2023). The 2023 UNS MBKM Grant Program has been carried out through an initial survey, 
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preparation of materials, socialization, and mentoring which can be explained as follows. 

1) Preliminary survey on mail management on 03 May 2023 

This survey activity in the village of Donorojo, Mertoyudan, Magelang is a preparatory 

stage to obtain initial data regarding the conditions of problems faced by the community, 

especially government staff in the use of EYD in correspondence products (Putri dkk., 2023; 

Vicky dkk., 2023). Then in this activity, the existing official letter products became material 

in the UNS MBKM Grant activities in the form of socialization and EYD assistance to 

improve letter management. 

2) Initial preparation of making materials 

The implementation of making the materials was obtained from Donorojo village official 

letter products. Next, an analysis of errors that often appear in the writing of Donorojo 

village official letters is carried out. The results of the analysis found many errors in the use 

of EYD, such as the use of the word "saia" instead of "me"; "thank you" should be "thank 

you"; “tuk” should be “for”; "father" should be "father"; and “here” should be “here”. 

 
Figure 1. Socialization material and mentoring for EYD improvements in the governance of 

Donorojo Village correspondence 

 

3) Information dissemination and assistance to the community regarding Enhanced Indonesian 

Spelling to improve letter management for village officials on 13 May 2023 

This socialization and assistance was carried out with the community and Donorojo village 

government staff by assisting to improve mail management to enforce Law No. 24 of 2009 

emphasized by PP No. 57 of 2014 and Minister of Education and Culture Regulation No. 42 

of 2018. Because there are still many letter products found in Donorojo village that are not 

by existing Indonesian language rules. 

 

In this activity, the public and government staff are given understanding and education 

through presentations of material that has been prepared beforehand. Socialization material in the 

form of EYD definitions, official letter structures, and standard and non-standard words. "EYD is 

an official guideline used by government and private agencies as well as the public in the proper 

and correct use of Indonesian (Holly dkk., 2023; Levan’s dkk., 2022). Starting from the rules for 

writing letters, and absorption elements, to punctuation which are all needed in writing official 

letters, such as job application letters, official letters, and so on. 

Furthermore, there is an evaluation in the form of games about standard and non-standard 

words to see the community's understanding of the enhanced use of Indonesian. Games activities 

are carried out as "rank one" using flipchart media. Flipchart is media modified from cardboard 

material with sides of two different colors. The following is procedure for first-ranking games, as 

follows. 

1) Socialization participants are given flipcharts that already have two colors. 

2) On the PowerPoint display, two words have red and blue colors.  
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3) Participants are asked to answer one standard word by holding up the color of the word. 

4) If the participant answers the question incorrectly, the committee will take the flipchart. 

 
Figure 2. Socialization and assistance for EYD improvements in the governance of Donorojo 

village correspondence 

 

Opinions from the community and local government staff with this socialization and 

mentoring activity helped the community's understanding of the importance of using EYD in 

correspondence management (Fathia dkk., 2022; Liam dkk., 2023; Saputra dkk., 2022). Especially 

the opinion of the public, namely feeling helped in writing a good and correct official letter by 

applicable regulations to minimize defects in writing the letter. 

 

CONCLUSION  

Governance of correspondence in government agencies is regulated in the law, in particular, 

Article 33 paragraph 1 which reads "Indonesian must be used in official communication in 

government and private work environments". Thus, it is clear that the standard variety of 

Indonesian must be used by government agencies in managing correspondence. However, 

awareness and attention to letters are needed in an informative manner because there are still many 

found in government, especially in Donorojo Village, which has misused EYD in its management. 

Starting from the structure of official letters to the use of standard and non-standard words, it is 

important to provide education to the public and government staff so that in preparing official 

letters, such as job application letters and official letters, they are by the applicable EYD. 

The socialization and mentoring activities received a positive response from the community 

and government staff of Donorojo village, Magelang, where they needed improvement regarding 

the correct and proper use of EYD in writing official letters. The main objective of this activity is to 

increase understanding of the use of EYD in the correspondence products of government staff in 

Donorojo village. In addition, there is the development of modules or teaching materials regarding 

writing materials (letter management) which will be used to improve the competence of government 

officials in producing written products that are by the use of good and correct Indonesian. 
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