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ABSTRAK 

Laporan Akhir ini berjudul “Perbaikan Sistem Penyimpanan Arsip pada Dinas 

Tenaga Kerja Kota Palembang” bertujuan untuk mengetahui sistem penyimpanan 

arsip yang diterapkan pada Dinas Tenaga Kerja Kota Palembang serta 

memberikan upaya perbaikan terhadap permasalahan yang ditemukan. Metode 

penelitian yang digunakan adalah metode deskriptif dengan pendekatan kualitatif. 

Data diperoleh melalui observasi, wawancara, dokumentasi, dan studi 

kepustakaan. Hasil penelitian menunjukkan bahwa sistem penyimpanan arsip 

yang digunakan adalah sistem subjek secara manual, namun masih terdapat 

kendala berupa belum adanya klasifikasi arsip yang tertulis, kode klasifikasi yang 

jelas, serta penataan arsip yang belum optimal. Upaya perbaikan dilakukan 

melalui penyusunan klasifikasi arsip dan kode klasifikasi, pembuatan Guide, 

pemberian label pada map gantung, dan penataan ulang arsip. Hasil perbaikan 

menunjukkan bahwa arsip menjadi lebih teratur, mudah ditemukan kembali, dan 

mendukung kelancaran kegiatan administrasi di Dinas Tenaga Kerja Kota 

Palembang. 

Kata Kunci: Arsip, Sistem Penyimpanan Arsip, Sistem Subjek, Penemuan Kembali 

Arsip 
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ABSTRACT 

 

This final report is entitled “Improvement of the Archival Storage System at the 

Manpower Office of Palembang City” and aims to understand the archival 

storage system implemented at the Manpower Office of Palembang City as well as 

to provide improvements for the problems found. The research method used is a 

descriptive method with a qualitative approach. Data was obtained through 

observation, interviews, documentation, and literature study. The results of the 

study show that the archival storage system used is a manual subject system, but 

there are still obstacles in the form of the absence of written archive 

classification, clear classification codes, and suboptimal arrangement of archives. 

Improvement efforts were carried out through the preparation of archive 

classifications and classification codes, creation of a Guide, labeling of hanging 

Folders, and reorganization of archives. The results of the improvements showed 

that the archives became more organized, easier to retrieve, and supported the 

smooth running of administrative activities at the Palembang City Labor Office. 

 

Keywords: Archives, Archive Storage System, Subject System, Archive Retrieval



 

iii 
 

DAFTAR ISI 
 

Halaman 

 

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

HALAMAN PENGESAHAN .................................. Error! Bookmark not defined. 

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

MOTTO DAN PERSEMBAHAN ....................................................................... iv 

KATA PENGANTAR ........................................................................................... v 

UCAPAN TERIMA KASIH ............................................................................... vi 

ABSTRAK .......................................................................................................... viii 

DAFTAR ISI ......................................................................................................... iii 

DAFTAR GAMBAR ............................................................................................ vi 

DAFTAR TABEL ............................................................................................... vii 

DAFTAR LAMPIRAN ...................................................................................... viii 

BAB I PENDAHULUAN 

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

1.2 Rumusan Masalah ........................................................................................ 5 

1.3 Ruang Lingkup Penelitian ........................................................................... 6 

1.4 Tujuan dan Manfaat Penelitian ................................................................... 6 

1.4.1 Tujuan Penelitian ................................................................................ 6 

1.4.2 Manfaat Penelitian .............................................................................. 7 

BAB II  TINJAUAN PUSTAKA 

2.1 Pengertian Arsip ........................................................................................... 8 

2.2 Fungsi Arsip .................................................................................................. 8 

2.3 Jenis Arsip ..................................................................................................... 9 

2.4.1 Sistem Abjad...................................................................................... 11 

2.4.2 Sistem Geografis ............................................................................... 11 

2.4.3 Sitem Subjek ...................................................................................... 11 

2.4.4 Sistem Nomor .................................................................................... 13 

2.4.5 Sistem Kronologis ............................................................................. 13 

2.5 Penandaan atau Kode Arsip ...................................................................... 14 

2.6 Nilai Guna Arsip ......................................................................................... 15 

2.7 Retensi Arsip ............................................................................................... 16 

2.8  Penemuan Kembali Arsip ......................................................................... 17 

2.9 Alat Penyimpanan Arsip ............................................................................ 17 

 



 

iv 
 

BAB III METODOLOGI PENELITIAN 

3.1 Profil Perusahaan ........................................................................................ 20 

3.1.1Visi, Misi dan Tujuan Perusahaan ................................................... 20 

3.1.2 Struktur Organisasi dan Pembagian Tugas .................................... 20 

3.1.3 Aktivitas dan Objek Perusahaan Terkait dengan Topik .............. 24 

3.2 Metode Laporan Akhir ............................................................................... 25 

3.2.1 Pendekatan Penelitian ....................................................................... 25 

3.2.2 Jenis dan Sumber Data ..................................................................... 27 

3.2.3 Teknik Pengumpulan Data .............................................................. 28 

3.3.3 Pengolahan Data................................................................................ 28 

BAB IV  HASIL DAN PEMBAHASAN 

4.1 Sistem Penyimpanan Arsip Yang Digunakan Pada Dinas Tenaga Kerja   

Kota Palembang .................................................................................. 30 

4.2 Upaya Perbaikan Penyimpanan Arsip ................................................ 31 

4.2.1 Penyusunan Klasifikasi Arsip dan Pemberian Kode Klasifikasi 32 

Arsip ............................................................................................................. 32 

4.2.2 Pembuatan Guide (Petunjuk/Pemisah Arsip) ................................ 33 

4.2.3 Penyusunan dan Pemberian Label pada Map Gantung ................ 36 

4.3 Hasil Uji Coba Penemuan Kembali Arsip .......................................... 38 

4.3.1 Hasil Uji Coba Sebelum Perbaikan ................................................ 38 

4.3.2 Hasil Uji Coba Setelah Perbaikan ................................................... 39 

BAB V KESIMPULAN DAN SARAN 

5.1 Kesimpulan ......................................................................................... 42 

5.2 Saran ............................................................................................................. 42 

DAFTAR PUSTAKA .......................................................................................... 44 

LAMPIRAN LAMPIRAN 



 

vi 
 

DAFTAR GAMBAR 

 

Halaman 

 

Gambar 3.1 Struktur Organisasi Dinas Tenaga Kerja Kota Palaembang .............20 

Gambar 3.2 Sistem      Penyimpanan      Arsip      Pada      Dinas     Tenaga    Kerja  

       Kota Palembang..................................................................................24 

Gambar 4.1 Buku  Agenda  Surat  Masuk  dan Surat  Keluar Dinas  Tenaga  Kerja 

        Kota Palembang.................................................................................30 

Gambar 4.2 Daftar Klasifikasi dan Kode Klasifikasi............................................ 33 

Gambar 4.3 Contoh Guide .................................................................................... 34 

Gambar 4.4 Arsip yang Sudah Diberi Guide ........................................................ 34 

Gambar 4.5 Map Gantung Sebelum diberi Kode Arsip dan Guide ...................... 35 

Gambar 4.6 Map Gantung Setelah diberi Kode Arsip dan Guide ........................ 36 

Gambar 4.7 Uji Coba Penemuan Kembali Arsip Setelah Perbaikan .................... 40 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

file:///D:/LA%20Ell/Proposal%20Bab%201,2,3%20double%20ellllllll%20(NEW)-4.docx%23_Toc232734590
file:///D:/LA%20Ell/Proposal%20Bab%201,2,3%20double%20ellllllll%20(NEW)-4.docx%23_Toc232734591
file:///D:/LA%20Ell/Proposal%20Bab%201,2,3%20double%20ellllllll%20(NEW)-4.docx%23_Toc232734592
file:///D:/LA%20Ell/Proposal%20Bab%201,2,3%20double%20ellllllll%20(NEW)-4.docx%23_Toc232734593
file:///D:/LA%20Ell/Proposal%20Bab%201,2,3%20double%20ellllllll%20(NEW)-4.docx%23_Toc232734594
file:///D:/LA%20Ell/Proposal%20Bab%201,2,3%20double%20ellllllll%20(NEW)-4.docx%23_Toc232734595


 

vii 
 

 DAFTAR TABEL 

 

  Halaman 

 

Tabel 4.1 Hasil Uji Coba Arsip Sebelum Perbaikan ............................................. 38 

Tabel 4.2 Hasil Uji Coba Arsip Setelah Perbaikan ............................................... 40 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

viii 
 

DAFTAR LAMPIRAN 

 

1. Surat Permohonan Izin Pengambilan Data 

2. Surat Pengantar Izin Pengambilan Data 

3. Surat Balasan Izin Pengambilan Data 

4. Lembar Kesepakatan Bimbingan I 

5. Lembar Kesepakatan Bimbingan II 

6. Lembar Bimbingan I 

7. Lembar Bimbingan II 

8. Lembar Rekomendasi Ujian Laporan Akhir 

9. Lembar Revisi Laporan Akhir 

10. Lembar Pelaksanaan Revisi Laporan Akhir 

11. Formulir Wawancara  

12. Dokumentasi 

 

 

 

 


