BUKU CATATAN

PERMOHONAN INFORMASI
(Tracking Book for Information Request)
	Nama/name 
	:
	………………………………………………...

	
	
	

	Lembaga/organisation 
	:
	………………………………………………...

	
	
	

	Alamat/address 
	:
	………………………………………………...

	
	
	

	Telp 
	:
	………………………………………………...


	PERMINTAAN KE/Request No
	:
	………………………………….

	
	
	

	NOMOR PENDAFTARAN
	:
	………………………………….

	(Registration No)
	
	

	1. 
	INFORMASI APA YANG DIMINTA? Information request

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	

	
	APA ALASAN PERMINTAAN:

	
	Reasons to request the information
………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	

	2. 
	BAGAIMANA PERMINTAAN DILAKUKAN?

How the Information is requested

	
	( lisan/
   Oral                    
	( surat/formulir/form
	( email
	( fax

	
	

	
	Tanggal dikirim/date
	:
	………………………………….

	
	

	
	Dikirim kepada
	:
	………………………………….

	
	Information is submitted to

	
	Diterima oleh
	:
	………………………………….

	
	Received by

	
	Siapa PPID-nya
	:
	………………………………….

	
	Who is the FOI Officer

	
	Tanggal harus direspon
	:
	………………………………….

	
	Date should be responded:

	
	Upaya yang dilakukan
	:
	………………………………….

	
	Efforts being done by requester

	3. 
	APAKAH MENDAPAT TANGGAPAN? (Y/T)

	
	Do you get any respond? (Y/N)

	
	Tanggal terima tanggapan
	:
	………………………………….

	
	Date of the respond

	
	APA TANGGAPANNYA?

	
	What is the respond?

………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	

	
	Biaya yang dikenakan
	:
	Rp. ……………………………..

	
	Charge

	4. 
	APAKAH MENGAJUKAN KEBERATAN? (Y/T)

	
	Do you file for internal appeal? (Y/N)

	
	( lisan

   
	( surat/formulir
	( email
	( fax

	
	

	
	Tanggal dikirim
	:
	………………………………….

	
	Date submitted

	
	Dikirim kepada
	:
	………………………………….

	
	Submitted to

	
	Kantor
	:
	………………………………….

	
	Office

	
	Tanggal harus direspon
	:
	………………………………….

	
	Date should be responded

	
	ALASAN MENGAJUKAN KEBERATAN:

	
	· Tidak ditanggapi; No respond

	
	· Tidak ditanggapi sebagaimana diminta; The respond is not as it was requested 

	
	· Tidak dipenuhi; The request is not fulfilled

	
	· Pengenaan biaya yang tidak wajar; unreasonable costs

	
	Berapa rupiah/how much
	:

	……………………………….

	
	Berapa lembar/pages 
	:
	………………………………….

	
	
	
	

	
	· Penyampaian informasi melebihi waktu yang diatur undang-undang; Information delivery exceed the time limit determined by the Act

	
	Berapa lama
	:
	………………………………….

	
	(How long)
	
	

	
	· Ditolak karena alasan informasi dikecualikan; The request is rejected based on exemption

	
	Dasar pengecualian: 

	
	The reason for exemptions

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	……………………………………………………...

	
	

	5. 
	APAKAH MENDAPATKAN TANGGAPAN ATAS KEBERATAN? (Y/T) Do you get respond for the internal appeal? (Y/N)

	
	

	
	Tanggal terima tanggapan/Date of the respond 
	:
	………………………….

	
	

	
	APA ISI TANGGAPAN ATAS KEBERATAN?

	
	What is the respond for your internal appeal?

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	………………………………………………………..

	
	

	6. 
	TERHADAP TANGGAPAN, APAKAH MENGAJUKAN SENGKETA KE KOMISI INFORMASI? (Y/T) Correspond to the respond of the internal appeal, are you decide to file information dispute to the Information commission? (Y/N)

	
	

	
	Ke Komisi Informasi mana?
	:
	………………………………….

	
	Which Comission of Information?
	
	

	
	Kapan sengketa diajukan
	:
	………………………………….

	
	When it is filed?
	
	

	
	Apa tuntutan sengketa (What is your demand?)
	:
	· Informasi yang dimohon adalah informasi terbuka; The requested information is an open information
· Badan Publik salah karena tidak menanggapi permohonan informasi, sehingga harus menanggapi permohonan informasi; Public Body did a mistake as it did not respond the information request.  It has to respond the (my) information request;
· Badan Publik salah karena tidak menanggapi permohonan sebagaimana yang dimohon, sehingga harus menanggapi permohonan sebagaimana yang dimohon; Public Body did a mistake as it did not respond the request as it was requested, so that it has to respond the request as it was requested;
· Badan Publik salah karena tidak memenuhi permohonan informasi, sehingga harus memenuhi permohonan informasi; Public Body did a mistake as it did not fulfill the information request, so that it has to fullfill it.

	
	
	
	

	
	Dokumen yang dilampirkan/

Attached document
	:
	· Surat permohonan informasi;information request
· Tanda terima surat permohonan informasi; Receipt of information request
· Surat pemberitahuan tertulis Badan Publik; Written notification/respond from the Public Body
· Surat penolakan tertulis Badan Publik; Written notificaton/letter  of refusal  from the Public Body 
· Surat keberatan kepada atasan PPID; Internal appeal letter submitted to the superior’s of the FOI officer
· Tanda terima surat keberatan; Receipt of the internal appeal letter request
· Surat tanggapan atasan PPID atas keberatan; Written respond from the superior of the FOI officer related to the internal appeal
· Salinan KTP; Copy of identity
· Salinan Anggaran Dasar; Copy of the organisation’s charter 

	
	
	
	

	
	Kapan permohonan diregistrasi
	:
	………………………………….

	
	When the request is registered
	
	

	
	Nomor registrasi
	:
	………………………………….

	
	Registration No
	
	

	7. 
	BAGAIMANA CARA KOMISI INFORMASI MENYELESAIKAN SENGKETA? (MEDIASI / AJUDIKASI) How the Information settle the information dispute? (Mediation/Ajudication?)

	
	Jika Mediasi/Mediation
	
	

	
	Kapan mediasi dilakukan/When the mediation is held
	:
	1. ………………………………
2. ………………………………

3. ………………………………
4. ………………………………

5. ………………………………

	
	
	
	

	
	Apakah mediasi menghasilkan kesepakatan?  (Y/T) Is the mediation result an agreement? (Y/N)

	
	
	
	

	
	Jika Ya. If Yes
	
	

	
	Apa hasil kesepakatannya/the result:

………………………………………………………..
………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

	
	
	
	

	
	Jika Tidak. If Not
	
	

	
	Apakah menempuh upaya ajudikasi? (Y/T), Decide to go for the ajudication? (Y/N)

	
	Jika Ya. If Yes
	
	

	
	Kapan ajudiaksi dilakukan/When the adjudication is conducted
	:
	1. ………………………………
Apa agendanya? What is the agenda?
………………………………
………………………………
………………………………
2. ………………………………
Apa agendanya? What is the agenda?
………………………………
………………………………
………………………………


	
	

	8. 
	APA ISI PUTUSAN AJUDIKASI KOMISI INFORMASI? What is the content of the Commission Information’s decision for the ajudication?

	
	………………………………………………………..
………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

	
	

	9. 
	APAKAH PUTUSAN DILAKSANAKAN? (Y/T) Is the decision being executed? (Y/N)

	
	

	
	Jika tidak, apa alasannya? If not, what are the reasons 
………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..

………………………………………………………..
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	Apabila Anda menemukan buku ini, mohon kembalikan ke: (If you find this book please return to):

	

	Nama
	:
	…………………………………………..

	

	Lembaga
	:
	…………………………………………..

	

	Alamat
	:
	…………………………………………..

	……………………………………………………………

	……………………………………………………………

	……………………………………………………………

	Buku Catatan Permohonan Informasi ini
merupakan hasil kerjasama:
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