
PROCEDURE OF INTERNAL LETTER SERVICE  
 

 

 

 

  

STUDENTS fill the data on the form that has been 

downloaded and send to an email address: prodi-

mfk.farmasi@ugm.ac.id 

Furthermore, students confirm to the administration 

staff directly or telephone or WA 

ADMINISTRATION STAFF download forms 

and process to become correct  

The correct letter is printed on letterhead and the 

signature of the Head of study program is requested 

STUDENTS download the form at 

http://ugm.id/formsuratprodimfk 

(must use SSO UGM account) 

 

STUDENT CAN TAKE LETTERS at the secretariat 

office 

ADMINISTRATION STAFF provide letter 

numbers and archives. Next the staff informs 

the student that the letter has finished 

http://ugm.id/formsuratprodimfk


PROCEDURE OF EXTERNAL LETTER SERVICE  
 

STUDENTS download the form at 

http://ugm.id/formsuratprodimfk 

(must use SSO UGM account) 

 

STUDENTS fill the data on the form that has been 

downloaded and send to an email address: 

prodi-mfk.farmasi@ugm.ac.id 

Furthermore, students confirm to the 

administration staff directly or telephone or WA 

ADMINISTRATION STAFF download forms 

and process to become correct  

The correct is queued up to get 

The Signature of Head of Study program 

The letter already signed by the Head of 

Study Program is queued up to get 

DEAN SIGNATURE 

STUDENT CAN TAKE LETTERS at the secretariat 

office or ask for help via post / WA / email 

ADMINISTRATION OFFICERS scan the letter already 

signed by the Dean and ask for a letter number through 

an e-surat, give a letter number and stamp. 

http://ugm.id/formsuratprodimfk

