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ABSTRACT

The purpose of this final report was to determine how the maintenance of office
machines in supporting the activities of employees at PT Sriwijaya Indah Lestari.
The method of data used interviews and library research related to office
management. The data had been collected by primary data and secondary data
that analyze by using qualitatif method. Based on the analysis by the author
shows that the lack of routine maintenance on the office machine PT Sriwijaya
Indah Lestari and found that the machines was not in good condition, so it can
make the activities is inefficient condition, so the author suggest to PT Sriwijaya
Indah Lestari to make maintenance schedule, a work order for maintenance, note
card for maintenance, and the maintenance report, maintenance is not only repairs
but rather the prevention also.

Keywords: maintenance, office machine
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