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MOTO 

 

Life is like riding a bicycle. To keep your balance, you must keep moving.1 

 

The best way to predict your future is to create it.2 

 

 
1 Albert  Einstein 
2 Abraham Lincoin 
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RINGKASAN 

 

Prosedur Penyimpanan Arsip di Departemen Admin dan Keuangan PT 

Jatra Sejahtera; Lavenia Ratna Reggysta; 4105019026; 2022; Universitas 

Katolik Widya Mandala Surabaya. 

 

Laporan Tugas Akhir ini adalah hasil dari pengamatan mengenai prosedur 

penyimpanan arsip berbasis konvensional (kertas) dan elektronik di Departemen 

Admin dan Keuangan PT Jatra Sejahtera. Pengamatan ini didasari oleh rasa 

keingintahuan penulis mengenai bagaimana prosedur kearsipan yang dilakukan 

perusahaan sehingga dalam Laporan Tugas Akhir ini dapat ditemukan penjelasan 

tentang prosedur penyimpanan arsip di Departemen Admin dan Keuangan PT 

Jatra Sejahtera secara konvensional (kertas) dan elektronik. Referensi yang 

digunakan dalam penyusunan Laporan Tugas Akhir ini diperoleh dari jurnal, 

karya ilmiah, buku, dan internet. Setiap prosedur secara konvensional (kertas) 

maupun elektronik memiliki kelebihan dan kekurangan masing-masing. Pada 

prosedur kearsipan elektronik yang disimpan di server, tiap staf memiliki sistem 

kearsipan sendiri untuk menyimpan dokumennya. Dapat disimpulkan bahwa 

prosedur kearsipan di Departemen Admin dan Keuanngan PT Jatra Sejahtera 

memiliki kelebihan dan kekurangannya sendiri dalam membantu kegiatan 

perusahaan. Selama kegiatan PKL dalam pengamatan penulis terhadap prosedur 

penyimpanan kearsipan di perusahaan tersebut ditemukan beberapa saran yang 

dapat dijadikan bahan rekomendasi bagi perusahaan. Melalui Laporan Tugas 

Akhir yang sudah dibuat ini diharapkan dapat menjadi bahan pertimbangan bagi 

PT Jatra Sejahtera kedepannya. 

 

Kata Kunci: prosedur, sistem, peralatan, konvensional, elektronik  
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ABSTRACT 

 

Archives Storage Procedures at PT Jatra Sejahtera's Admin and Finance 

Department. Lavenia Ratna Reggysta, 4105019026, Widya Mandala Surabaya 

Catholic University, 2022. 

 

This Final Project Report is the result of observations regarding conventional 

(paper) and electronic based archive storage procedures in the Admin and 

Finance Department of PT Jatra Sejahtera. This observation is based on the 

author's curiosity about how the archiving procedure is carried out by the 

company so that in this Final Project Report an explanation of the archive 

storage procedure in the Admin and Finance Department of PT Jatra Sejahtera 

can be found conventionally (paper) and electronically. The references used in the 

preparation of this final report were obtained from journals, scientific papers, 

books, and the internet. Each conventional (paper) and electronic procedure has 

its own advantages and disadvantages. In the electronic filing procedure stored 

on the server, each staff member has their own filing system to store their 

documents. It can be concluded that the filing procedure in the Administration 

and Finance Department of PT Jatra Sejahtera has its own advantages and 

disadvantages in helping the company's activities. During the activities of street 

vendors in the author's observation of archive storage procedures at the company, 

several suggestions were found that could be used as recommendations for the 

company. Through this final project report, it is hoped that it can be considered 

for PT Jatra Sejahtera in the future. 

 

Keywords: procedure, system, equipment, conventional, electronic 

 


