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ABSTRAK 

 

Penulisan Tugas Akhir ini bertujuan untuk membahas: (1) pentingnya 

penyimpanan arsip di kantor, (2) sistem penyimpanan arsip  di kantor.  

 Pembahasan permasalahan pada Tugas Akhir ini dilakukan dengan 

metode Kualitatif, artinya penelitian bersifat deskriptif dan cenderung 

menggunakan analisis. Masalah yang dikaji dalam Tugas Akhir diambil 

berdasarkan kenyataan bahwa terdapat perusahaan yang masih belum 

menggunakan sistem penyimpanan arsip, sehingga terjadi lamanya waktu 

ambil arsip hingga hilangnya fisik arsip. Kajian pustaka dilakukan dengan 

cara membaca buku referensi atau informasi yang lengkap, yang 

berhubungan dengan permasalahan yang dibahas.  

 Hasil dari pembahasan dapat disimpukan bahwa: Penerapan 

penyimpanan arsip di kantor sangat penting, karena memiliki dua manfaat 

besar yaitu dapat menjaga fisik arsip dan memudahkan pencarian kembali 

ketika arsip dibutuhkan, Sistem penyimpanan arsip sistem kombinasi yaitu: 

sistem abjad dan sistem subjek 

 

Kata Kunci: Pentingnya, Sistem Penyimpanan 
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ABSTRACT 

 

The purpose of writing this Final Assignment is to discuss: (1) the 

importance of storing archives in the office, (2) the archive storage system in the 

office. 

The discussion of the problems in this Final Assignment is carried out 

using a Qualitative method, meaning that the research is descriptive and tends to 

use analysis. The problems studied in the Final Assignment are taken based on the 

fact that there are companies that still do not use an archive storage system, so that 

there is a long time to retrieve archives until the physical archives are lost. 

Literature review is carried out by reading reference books or complete 

information, which is related to the problems discussed. 

The results of the discussion can be concluded that:  The implementation 

of archive storage in the office is very important, because it has two major 

benefits, namely it can maintain the physical archives and make it easier to find 

them again when the archives are needed, the archive storage system is a 

combination system, namely: the alphabetical system and the subject system 

 

Keywords: Importance, Storage System 

 

 

 

 

 

 

 

 



 
 

x 
 

DAFTAR ISI 

Halaman 

HALAMAN JUDUL ............................................................................................ i 

HALAMAN PERSETUJUAN............................................................................ ii 

HALAMAN PERNYATAAN ORISINALITAS.............................................. iii 

HALAMAN PENGESAHAN PENGUJI ......................................................... iv 

MOTTO DAN PERSEMBAHAN ...................................................................... v 

KATA PENGANTAR ........................................................................................ vi 

UCAPAN TERIMA KASIH............................................................................. vii 

ABSTRAK .......................................................................................................... ix 

DAFTAR ISI ....................................................................................................... xi 

DAFTAR TABEL.............................................................................................. xv 

DAFTAR GAMBAR ........................................................................................ xvi 

DAFTAR LAMPIRAN ................................................................................... xvii 

BAB I  PENDAHULUAN ............................................................................... 1 

1.1  Latar Belakang ............................................................................... 1 

 

1.2  Rumusan Masalah ......................................................................... 3 

 

1.3  Ruang Lingkup Pembahasan ......................................................... 3 

 

 1.4  Tujuan dan Manfaat Penulisan ...................................................... 3 

  1.4.1 Tujuan Penelitian ................................................................. 3 

  1.4.2 Manfaat Penelitian ............................................................... 3 

 

 1.5 Metodelogi Penelitian .................................................................... 4 

  1.5.1 Ruang Lingkup Penelitian .................................................... 4 

  1.5.2 Jenis dan Sumber Data ......................................................... 4 

  1.5.3 Metode Pengumpulan Data .................................................. 5 

  1.5.4 Analis Data ........................................................................... 5 

    

BAB II  TINJAUAN PUSATAKA................................................................... 7 

 2.1  Arsip .............................................................................................. 7 

 



 
 

xi 
 

 Halaman  

 2.1.1 Definisi Arsip dan Kearsipan ............................................... 7 

 2.1.2 Jenis – Jenis Arsip ................................................................ 7 

 2.1.3 Peranan Arsip ....................................................................... 8 

 2.1.4 Fungsi Arsip ......................................................................... 9 

 2.1.5 Tujuan Arsip ...................................................................... 10 

 2.1.6 Kelebihan Arsip Manual .................................................... 11 

 2.1.7 Kekurangan Arsip Manual ................................................. 11 

 2.1.7 Syarat Arsip........................................................................ 11 

 2.1.7 Siklus Hidup Arsip ............................................................. 12 

2.2 Pengelolaan Arsip ........................................................................ 13 

 2.2.1 Definisi Prosedur Pengelolaan Arsip ................................. 13 

 2.2.2 Sistem Penyimpanan Arsip  ............................................... 15 

 2.2.3 Peralatan dan Perlengkapan Arsip ..................................... 17 

 2.2.4 Sistem Penataan Arsip ....................................................... 19 

 

BAB III GAMBARAN UMUM PERUSAHAAN ......................................... 20 

 3.1  Sejarah Balai Penyuluhan Pertanian Pangkalan Lampam ........... 20 

 

 3.2 Visi dan Misi BPP Pangkalan Lampam ...................................... 21 

  3.2.1 Visi BPP Pangkalan Lampam ............................................ 21 

3.2.2 Misi BPP Pangkalan Lampam ............................................ 21 

 3.3 Tugas dan Fungsi BPP Pangkalan Lampam ................................ 22 

  3.3.1 Tugas BPP .......................................................................... 22 

  3.3.2 Fungsi BPP ......................................................................... 22 

 3.4 Struktur Organisasi BPP Pangkalan Lampam ............................. 23 

  3.4.1 Struktur Organisasi ............................................................ 23 

  3.4.2 Rincian Pekerjaan .............................................................. 24 

3.5 Pelaksanaan Kearsipan pada BPP Pangkalan Lampam ............... 26 

BAB IV PEMBAHASAN ................................................................................ 28 

4.1  Sistem Penyimpanan Arsip pada BPP ......................................... 29 

 4.2  Prosedur Penyimpanan Arsip pada BPP ...................................... 30 

 4.3 Perbaikan Sistem Penyimpanan Arsip pada BPP ........................ 32 

 4.4 Prosedur Penemuan Kembali Arsip  ............................................ 36 

 4.5 Pentingnya Arsip  ........................................................................ 36 

BAB V KESIMPULAN DAN SARAN ......................................................... 39 



 
 

xii 
 

 Halaman 

 5.1  Kesimpulan .................................................................................. 39 

 

 5.2  Saran ............................................................................................ 39 

  

DAFTAR PUSTAKA 

 

LAMPIRAN 



 
 

xiii 
 

DAFTAR TABEL 

 

Halaman 

 

Tabel 1.1 Daftar Klasifikasi ............................................................................. 34 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

xiv 
 

DAFTAR GAMBAR 

 

Halaman 

 

Gambar 3.1 Struktur Organiasasi pada BPP Pangkalam Lampam ................. 24 

 

Gambar 3.5 Susunan Arsip pada BPP sebelum di Perbaiki ............................ 26 

 

Gambar 4.1 Buku Agenda Surat pada BPP Pangkalan Lampam .................... 30 

 

Gambar 4.2 Prosedur Penyimpanan Arsip ...................................................... 31 

 

Gambar 4.3 Sistem Penyimpan Arsip pada Map Ordner ................................ 35 

 

Gambar 4.4 Lemari Penyimpanan Arsip ......................................................... 35 

 

 



 
 

xv 
 

DAFTAR LAMPIRAN 

 

Lampiran 1   Surat Izin Pengambilan Data 

Lampiran 2   Surat Balasan Izin Pengambilan Data (Lembar Disposisi) 

Lampiran 3   Kartu Kunjungan Mahasiswa 

Lampiran 4   Lembar Kesepakatan Bimbingan Laporan Akhir Pembimbing I 

Lampiran 5   Lembar Kesepakatan Bimbingan Laporan Akhir Pembimbing II 

Lampiran 6   Lembar Konsultasi Laporan Akhir Pembimbing I 

Lampiran 7   Lembar Konsultasi Laporan Akhir Pembimbing II 

Lampiran 8   Lembar Rekomendasi Ujian Laporan Akhir 

Lampiran 9 Daftar Pertanyaan Wawancara 

 

 

 

 


