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ABSTRACT

The purpose of this service is to provide understanding and improve the
abilities of Pernek Village officials in composing correspondence and
activity proposals. This is done because so far errors are still often found in
preparing letters and making activity proposals. However, because it was
demanded by the duties and responsibilities of the service in Pernek Village,

these mistakes were considered normal. Therefore, we, from the Sumbawa KEYWORDS
University of Technology, collaborated with the Pernek Village government Capacity Strengthening;
to provide training as contained in the theme of this service activity, namely Writing Correspondence;

Strengthening the Capacity of Village Officials Through Administrative Proposal
Training and Correspondence in Pernek Village, Moyo Hulu District. The

methods of implementation in this service are lectures, discussions,

questions and answers, group and individual assignments. The results of the
implementation of this activity, namely, the formation of village staff who

have the ability to compose correspondence without having to rely on

copying and pasting existing letters. In addition, Pernek Village staff can be
independent in compiling activity proposals, budget proposals, and other

proposals, which are usually carried out by other people outside of Pernek

Village staff.

This is an open-access article under the CC-BY-SA license

1. Introduction

Mastery and understanding of administration, especially writing letters and proposals in the village
office environment, is very important for village officials to understand, who deal with correspondence
and activity proposals at the village, sub-district, district and provincial levels every day. Strengthening
regarding administration, especially correspondence and proposals, is the most important understanding
when the village office apparatus will make letters and proposals. So proper training is needed to find
out where mistakes are often made when they write official letters and activity proposals. As is well
known, village office institutions are institutions that are directly related to the problems of the village
community and its surroundings. Even though today, we live in an age of advanced technology. Many
examples of letters and proposals can be downloaded via the internet. However, it still needs
improvement both in terms of the form of letter writing and in terms of language rules. These problems
often arise in agencies, especially village offices, due to a lack of understanding regarding how to write
letters, such as spelling errors and writing the format of the agency's letter.

Atrticles about academic writing that have been researched by previous researchers are needed for
this community service. An online intervention to help students increase their level of integration of
argumentative synthesis was researched by Luna [1]. Writing a doctoral thesis is differently researched
by Weatherall [2]. Creating another space for European education: Summer Schools in European
Education Studies as a laboratory for European education research was researched by Landri [3].
Fostering Academic Writing Skills of EFL Pre-service Teachers Through Reflective Learning was
researched by Meza [4]. Integrating genre with ethnography as a methodology in understanding 1.2
writing instruction in Chinese universities was researched by Zhang [5]. Evaluation and Promotion of
Argumentative Reasoning Among College Students: The Case of Academic Writing was researched by
Rapanta [6]. Sexual violence during research: How the uncertainty of fieldwork and the right to take
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risks collide with bureaucracy and academic expectations was investigated by Schneider [7]. Fostering
Academic Writing Skills of Pre-service EFL Teachers Through Reflective Learning was researched by
Rosyada [8].

The validation of metacognitive academic writing strategies and their predictive effects on academic
writing performance in foreign language contexts was investigated by Teng [9]. The design of e-learning
and online tutoring as learning support for academic writing was researched by Iwasaki [10]. Written
Cortrective Feedback Strategy Used by University English Lecturers: Teacher Cognitive Perspective was
researched by Wei [11]. Production of articles in the health sciences with the help of key lexical
collections: a corpus-driven study researched by Bocorny [12]. Traditional versus authentic assessment
in higher education was studied by Net [13]. Children from the Marginalized Roman Community at the
School Gates: The Dissolution of Majority Discourse and Minority Voices is researched by Luksik [14].
Peculiar academic writing practices: Epidemic writing in Turkish postgraduate education researched by
Toprak [15]. Reflective Interviewing—Increasing Social Impact through Research was researched by
Nardon [16].

Doctoral writing workshop: A pre-registered randomized controlled trial studied by Sarnecka [17].
Publication or Population Disappearance: The Challenge of Regional Publication in Public Health was
studied by Binns [18]. Meta-discourse markers in book reviews published in ISI and non-ISI applied
linguistics journals were investigated by Soleimani [19]. Investigation of the Effect of Rater Training on
Rater Differential Functions in Assessing the Academic Writing Skills of Higher Education Students
was researched by SATA [20]. Avoiding plagiarism using Mendeley in Indonesian higher education
settings was researched by Patak [21]. Essay on a blank page: The Process of Legal Academic Writing
and Its Background — What We Can Learn from Literature was researched by Bedé [22]. Reframing
dissertations on art: visual research abstracts as an alternative, innovative and creative approach to
fashion research. studied by Ryan [23]. Sethiy Shelukhin's theory of Celtic-Ukrainian-Rus origin was
investigated by Turchyn [24].

Why, When, Who, What, How, and Where For Trainees Writing Literature Review Articles was
reseatched by Koons [25]. ESL Students' Petceptions of the Use of Web-Concording and Language
Reference Resources in Academic Writing was researched by Shakib [26]. Collective meaning-making in
collegial conversations: teacher educator conversations about students' academic writing was researched
by Ofte [27]. Promoting critical thinking and voicing students through the circ technique in academic
writing courses was researched by Susilo, Mufanti [28]. Promotion of Academic Integrity and
Prevention of Plagiarism in the Hey Ugc Regulations 2018 — Implications for Researchers was
researched by Ingle [29]. Developing an analytical model appropriate to student-doctoral education for
assessing performance was investigated by Ward [30]. Discourse synthesis: Textual transformation in
writing from sources researched by Nelson [31]. Face-to-face and virtual academic writing tutorials:
what can we learn about their didactic strategies? studied by Nufiez Cortes [32]. Assessment &
Evaluation in Higher Education The formative impact of peer feedback on academic writing of college
students : a Meta-Analysis investigated by Huisman [33]. The use of Edmodo in academic writing
education was researched by ALTUNKAYA [34].

Writing across contexts: The relationship between doctoral writing and writing in the workplace
outside of academia was investigated by Inouye [35]. Comparative Analysis of Reporting Verbs Used in
Literature Review Chapters of Chinese English Bachelot's and Master's Theses was investigated by Wen
[36]. What might be published in management and applied psychology? The experiment of manipulating
a reviewer's implicit expectations regarding hedging was investigated by Bajwa [37]. 'Having a great week
at #conference2018": Analysis of Interaction via Conference Tweets reseatched by Luzén [38]. Bringing
light to hidden genres: a peer-reviewed report researched by Mason [39]. Google English translation of
Indonesian lecturer academic writing: Preliminary study researched by Winiharti [40].

In this regard, lecturers from the Indonesian Literature study program at the Sumbawa University of
Technology are trying to carry out community service in one of the village offices, namely the Pernek
Village office. This was carried out in order to strengthen understanding of writing letters and proposals
for Pernek Village officials, Moyo Hulu District. Given the importance of writing letters and proposals
for village officials, they need to study carefully and thoroughly about writing letters and proposals. For
this reason, this activity aims to provide training on Strengthening the Capacity of Village Officials
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through Administration and Correspondence Training in Pernek Village, Moyo Hulu District. The
material presented is about correspondence and proposals.

2. Method

The method of implementation in this service includes,
1. Lectures

2. Discussion and question and answer

3. Group and individual assignments

4. Guided evaluation

In practice, this training activity uses the lecture method. The lecture method is a method of
delivering training material to participants. After the lecture was delivered the participants were given
the opportunity to ask the training presenter team about things they had not understood. After that the
training participants will be divided based on the material that has been given. Then to obtain good
results, the discussion participants will be evaluated as well as guided so that the results obtained will be
maximized.

3. Results and Discussion

At the implementation stage of the activity, participants were directed to take part in all a series of
activities, starting from the opening of the activity which was attended by the Head of Pernek Village,
Moyo Hulu Sub-District Head, and officials from the Sumbawa University of Technology shown in
Figure 1. The picture shows a joint photo of the Pernek Village Head and Moyo Hulu Sub-District
Head

Furthermore, after the opening was over, the participants followed the material, provided feedback
or asked questions, and the presenters provided direct guidance to the training participants, both in
groups and individually.

-

Fig. 1. Group photo of the Head of Pernek Village and Moyo Hulu Sub-District Head

As for the details of the implementation of activities in this training, we have arranged it into several
stages, namely:

Lectures, Discussions, and Questions and Answers

At this stage, together with the community service team, the Sumbawa University of Technology,
provided direct training to village officials, starting from government officials, planning staff, data entry
staff, general and administrative staff, finance staff, social welfare staff, and service providers. In the
implementation of this activity, two materials were provided, namely, the preparation of correspondence
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and the preparaton of proposals is shown in Figure 2. The figure shows that the material for
correspondence was delivered by Jumianti Diana, M.Pd, and Wiwik Surya Utami, M.Pd, The duration of
the time used is 45 minutes of theoretical presentation, and 25 minutes of questions and answers or
discussion. Apart from that, Hendra Gunawan, M.Pd, delivered the proposal preparation material with
the same duration of material and question and answer.

) ; J

Fig. 2. Presentation of the material for the preparation of correspondence and proposals

Group and Individual Assignments

In addition to providing theory and providing time for questions and answers, in this section
participants are also divided into two groups. The first group that will be directly guided in the
preparation of correspondence, and the two groups that will be assisted in the preparation of proposals
are shown in Figure 3. The figure shows that participants are given 45 minutes each on the first day, and
45 minutes on the second day . The tasks that have been carried out by the training participants will be
presented individually based on their respective agreed tasks. So that after the submission in the
presentation, the individual results will be combined so that they become a complete letter and proposal.
After the proposal is prepared in its entirety, each group will provide feedback. Furthermore, together
with the presenters, improvements are made.

Fig. 3. individual and group assignment group division sessions

4. Conclusion

The correspondence writing training activity conducted by a team of lecturers from the University of
Technology, Sumbawa to the Pernek Village office staff ran smoothly and can be said to be quite
successful. From this activity we plan to continue to monitor and provide guidance. In addition, the
program implemented this time will continue to be carried out if there are still misunderstandings,
confusion, and/or other matters related to administration, correspondence, and preparation of activity
or funding proposals in Pernek Village. Based on the results of community setvice activities carried out
for Pernek Village office employees that have been carried out, it can be concluded as follows. Increased
knowledge and skills of the staff/employees of the Pernek Village office regarding the preparation of
correspondence and proposals. In terms of service, it will help the village head a lot to facilitate
administrative processes, especially correspondence and proposals in the Pernek village environment..
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