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DOCUMENT REVISION HISTORY 
FRM/FEM/ESP/06/01-00; date 01/09/2016 

 
  

Date Revision Note Reason for Revision 

14 Juni 2024 
Change of name from 
ESP to EP 

The original name of the study 
program was Economic 
Development (Ekonomi 
Pembangunan). However, over 
time, a normalized form, 
Economic and Development 
Studies (Ekonomi Studi 
Pembangunan), was used. The 
name Economic Development 
Study Program was reinstated 
based on Rector’s Decree No. 
367/IT3/PP/2018. 

14 Juni 2024 
Change of POB number 
from POB/FEM/EP/06 
to POB/FEM/EP/03 

POB No. 01 (Student Admission), 
No. 03 (Academic Advising), and 
No. 05 (Study Plan Preparation) 
are no longer applicable. 
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1. Purpose 
To serve as a guideline for implementing lecture and practicum activities in the 
Department of Economics, Faculty of Economics and Management (FEM), IPB 
University. 

2.  Scope 
This procedure covers the implementation of lecture and practicum activities. 

3.  Definitions 
3.1. Lecture refers to teaching and learning activities conducted face-to-face in 

class between lecturers and students according to the established schedule. 
3.2. Practicum refers to teaching and learning activities involving lecturers 

(possibly assisted by teaching assistants) and students, emphasizing 
psychomotor aspects (skills) in the form of practice or exercises. 

3.3. Each course consists of 16 sessions, comprising 14 face-to-face meetings, 
one Mid-Semester Examination (UTS), and one Final-Semester Examination 
(UAS). 

3.4. Syllabus is a course document that outlines learning outcomes, learning 
plans, student assignments, and assessment designs throughout one 
semester. 

3.5. Lecturer is a professional educator and scholar whose main duties are to 
transform, develop, and disseminate knowledge, technology, and art 
through education, research, and community service. 

3.6. Teaching Assistant is a person assigned to assist the lecturer in practicum 
activities based on their educational background and expertise. 

3.7. Student is a participant of lectures and practicums who is officially registered 
and has completed the Study Plan Card (KRS). 

3.8. Academic Administration Staff is a member of the educational 
administration staff responsible for handling academic service 
administration. 

3.9. Duty Officer is a staff member of the Department of Economics responsible 
for preparing teaching aids for lectures and practicums. 
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4.  References 
4.1. Undergraduate Program Handbook, 2015 Edition. 
4.2. IPB University Standard Operating Procedure (SOP) Book, 2nd Edition, 2015. 

5.  General Provisions 
5.1. Lecture attendance is mandatory for every student, with a minimum 

attendance of 80% of total class meetings as a requirement to sit for the 
Final Examination (UAS). 

5.2. Practicum attendance is mandatory for every student, with full (100%) 
attendance required to be eligible for the Final Examination (UAS). 

5.3. Students must comply with all applicable rules and general regulations 
during both lectures and practicums. 

5.4. In the case of absence, the student must report or notify the lecturer and 
the Education Committee within a maximum of three (3) days from the 
lecture date, attaching a relevant certificate or letter explaining the reason 
for absence. 

6.  Procedures 

6.1.  Detailed Procedures 
6.1.1. Lecturers and assistants prepare lecture and practicum materials. 
6.1.2. Duty officers prepare teaching aids for lectures and practicums—such as 

LCD projectors, laptops, and wireless devices—shortly before class 
begins, and bring the attendance list, lecture contract, and minutes 
prepared by the academic administration staff. 

6.1.3. Lecturers and assistants deliver lecture and practicum materials in 
accordance with the course syllabus and complete the lecture minutes. 

6.1.4. Students attend lectures and fill out the lecture and practicum 
attendance lists. Lecturers complete the lecture contract and minutes. 

6.1.5. Duty officers return the teaching aids, lecture contracts, minutes, and 
attendance lists to the Academic Secretariat of the Department of 
Economics. 

6.1.6. The academic administration staff validates and inputs the minutes and 
attendance lists into the academic records system. 
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6.2.  Flowchart of Procedures

 

7.  List of Important Documents 
7.1. Lecture Contract 
7.2. Minutes 
7.3. Attendance List 
7.4. Lecture and Practicum Schedule 

 

POB Pelaksanaan Kuliah dan Praktikum

Dosen/Asisten 

Praktikum

Staf Administrasi 

Akademik
Petugas PiketMahasiswa

Mulai

Menyiapkan materi 

kuliah/ praktikum
Kontrak kuliah

Proses kuliah/ 

praktikum

Mengisi dokumen 

kuliah dan 

praktikum

Daftar hadir

Berita acara

Menyiapkan alat 

bantu untuk kuliah 

dan praktikum 

Mengembalika alat 

bantu Dan 

dokumen kuliah 

dan praktikum ke 

sekret akademik

Selesai

Daftar hadir

Berita acara

Kontrak kuliah

Memvalidasi dan 

menginput berita 

acara dan daftar 
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8.  Attachment 
Course Syllabus 
Lecture Contract 
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Minutes of Lectures and Practicums 

 

   MINUTES OF LECTURE / PRACTICUM IMPLEMENTATION 

   DEPARTMENT OF ECONOMICS 

   ODD SEMESTER, ACADEMIC YEAR 2016–2017 
 

Course Title / Course Code / Parallel :  
Room :  
Day, Time  
Lecturer 

: 
: 

   
 

Course Coordinator : 
Number of Students :  
Duty Officer               :  

Week Day / Date Topic Lecturer 
Start – End 

Time 
Lecture / 

Practicum Aids 

No. of 
Student

s 
Present 

Notes / 
Important 
Remarks 

Lecturer’s 
Signature 

Class 
Representat

ive’s 
Signature 

Duty 
Officer’s 

Signature 

1 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 
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Week Day / Date Topic Lecturer 
Start – End 

Time 
Lecture / 

Practicum Aids 

No. of 
Student

s 
Present 

Notes / 
Important 
Remarks 

Lecturer’s 
Signature 

Class 
Representat

ive’s 
Signature 

Duty 
Officer’s 

Signature 

2 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

3 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

4 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

5 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 
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Week Day / Date Topic Lecturer 
Start – End 

Time 
Lecture / 

Practicum Aids 

No. of 
Student

s 
Present 

Notes / 
Important 
Remarks 

Lecturer’s 
Signature 

Class 
Representat

ive’s 
Signature 

Duty 
Officer’s 

Signature 

6 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

7 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

MID-SEMESTER EXAMINATION (UTS) 

8 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 
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Week Day / Date Topic Lecturer 
Start – End 

Time 
Lecture / 

Practicum Aids 

No. of 
Student

s 
Present 

Notes / 
Important 
Remarks 

Lecturer’s 
Signature 

Class 
Representat

ive’s 
Signature 

Duty 
Officer’s 

Signature 

9 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

10 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

11 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

12 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 
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Week Day / Date Topic Lecturer 
Start – End 

Time 
Lecture / 

Practicum Aids 

No. of 
Student

s 
Present 

Notes / 
Important 
Remarks 

Lecturer’s 
Signature 

Class 
Representat

ive’s 
Signature 

Duty 
Officer’s 

Signature 

13 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

14 

    

INFOCUS/ NOTE 
BOOK/ 

WIRELESS/ 
SPIDOL 

     

FINAL SEMESTER EXAMINATION (UAS) 
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Attendance Lists 
 

IPB UNIVERSITY 

DIRECTORATE OF ACADEMIC ADMINISTRATION 
 

  

        

  

LECTURE / PRACTICUM ATTENDANCE LIST 

 

        

 

Academic Year 
 

   

 

: 2016/2017 
 

 

 

Semester 
 

: Odd 
 

 
  

Course Code 
 

     

: EKO415 
 

 

    

: Ekonomi Regulasi 
 

 

 

Course Name 
 

 

 

Parallel Class 
 

   

 

: 1 
 

 

Room 
 

   

: RK MKDU 
 

 

Day 
 

: Thursday 
 

 
 

Time 
 

     

 

: 8.00 - 10.30 
 

 

        

NO NAME NIM 1 2 3 4 

1 RAMADHANI ALPUTRI H14130002     

2 ABDULLAH FATHAN TAUFIK H14130004     

3 PUTRI ANDINI H14130007     

4 KUSUMA MAULISANTI H14130009     

5 AMELIA SAFRIDA H14130010     

6 DWI YONANDA SHAVIRA. SY H14130013     

7 ANNISHA LIBNA BINTANG 

SETIARDI 
H14130014     

8 ALFI NUR LAILIYAH H14130018     

9 RIZKA SUCI RAHMADHANI H14130019     

10 ELSI MARLITA H14130021     

11 MAUDYTIA RISMALASARI 

PRABOWO 
H14130022     

12 SITI ROHMAWATI H14130023     

13 NADYA SAHARA H14130024     

14 YANNI ERIA H14130026     

15 ANNISA H14130027     

16 NISRINA ROFIFAH H14130029     

17 TETI RAHMAWATI H14130032     
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18 WIDYA SUBANGKA H14130033     

19 ANZHILA RAHMA ARIFANA H14130040     

20 SYIFA RAHMADITA KUSWAN H14130041     

21 NOVA ARDIANSYAH H14130042     

22 SHAFIRA PUTRI REGULA H14130048     

23 REZA IMAM PRAKOSO H14130051     

24 FAKHRI RIZQULLAH H14130055     

25 IRMA ANUGRIANA H14130060     

26 ANUGERAH GUSTI AFRILIANTO H14130062     

27 PIRLI RAMDANI H14130065     

28 AGNES YULISA H14130067     

29 MAULIDATUZ ZAHROO H14130068     

30 AGENG HARTINI H14130069     

31 KHOLIFATIN ARTIKA H14130072     

32 ADHITYA KUSUMA ARDANA H14130074     

33 NURIN AMALIA H14130075     

34 MOCHAMMAD FAJAR H14130079     

35 MUHAMMAD FAJAR GUMILANG H14130080     

36 TETTA NURWINDA H14130081     

37 MUHAMMAD KEMAS MAULUDI H14130082     

38 GHUFRANI MUHARAMI H14130083     

39 BAGUS EKA PUTRA H14130084     

40 ANDINA NURAINI GINOGA H14130085     

41 NOVA RESTU SENIAMALA H14130086     

42 MOHAMMAD IRFAN HABIBI H14130087     

43 ATTIRA MASYITHA SEKAR 

KINANTY 
H14130088     

44 MAHARANI NURCAHYANI H14130092     

Dosen     
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Lecture and Practicum Schedule 
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