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RINGKASAN
Prosedur Operasional Standar Pengarsipan Surat Kontrak Kerja sama Di
Divisi Sales Marketing Widya Mandala Hall; Maria Angela Putri Banera;
4105021009; 2024; Universitas Katolik Widya Mandala Surabaya

Laporan Tugas Akhir ini dibuat dengan tujuan menyusun Prosedur Operasional
Standar (POS) pengarsipan yang berlaku di divisi sales marketing Widya
Mandala Hall. Laporan ini dilatarbelakangi oleh kebutuhan manajemen Widya
Mandala Hall akan Prosedur Operasional Standar pengarsipan surat kontrak
kerja sama bagi divisi sales marketing. Dalam laporan akan dijelaskan secara
rinci mengenai tujuan pembuatan POS pengarsipan, manfaat pembuatan POS
pengarsipan dan prosedur pengarsipan untuk surat kontrak kerja sama. Melalui
pengamatan langsung di lapangan selama kegiatan PKL di Widya Mandala Hall,
dapat diketahui bahwa manajemen Widya Mandala Hall masih belum
mempunyai standar baku untuk sistem pengarsipan. Pengamatan dan studi
pustaka dilakukan untuk mendapatkan informasi yang mendukung dalam
laporan tugas akhir ini. Informasi yang digunakan didapat melalui buku, jurnal
dan internet. Pembuatan POS ini sangat penting dilakukan untuk menjamin
efisiensi, konsistensi, dan akuntabilitas terhadap produktivitas pekerja dan
operasional manajemen Widya Mandala Hall. Dengan demikian, diharapkan
laporan ini dapat menjadi bahan rekomendasi bagi manajemen dalam
pengelolaan arsip di divisi sales marketing Widya Mandala Hall.

Kata kunci: Prosedur Operasional Standar (POS), Pengarsipan, Widya Mandala
Hall
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ABSTRACT
Standard Operating Procedure for Archiving Cooperation Contract
Letters in the Sales Marketing Division of Widya Mandala Hall; Maria
Angela Putri Banera; 4105021009; 2024; Widya Mandala Catholic University
Surabaya

This final report is created with the aim of developing a Standard Operating
Procedure (POS) for archiving in the sales marketing division of Widya
Mandala Hall. The background of this report is the need of Widya Mandala Hall
management to have an standard operating procedure for archiving cooperation
contract letters for the sales marketing division. The report will detail the
purpose of creating the archiving cooperation contract letters.

Through direct observation during the internship activities at Widya Mandala
Hall, it was found that the management of Widya Mandala Hall still does not
have a standard archiving system. Observation and literature studies were
conducted to gather supporting information for this final report. The
information used was obtained from books, journals, and the internet. The
development of this POS is crucial to ensure efficiency, and accountability in
workers and the operational management of Widya Mandala Hall. Therefore, it
is hoped that this report can serve as a recommendation for management in the
managing of archives in the sales marketing division of Widya Mandala Hall.

Keywords: Standard Operational Procedure (POS), Archiving, Widya Mandala
Hall
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