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xiii RINGKASAN  
Penggunaan Pelindo E-Office (PEO) Untuk Pengelolaan Surat Masuk di 
Divisi SDM dan Umum PT Pelabuhan Indonesia (Persero) Sub-Regional 
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xiv ABSTRACT  
Using Pelindo E-Office (PEO) for Incoming Mail Management in the Human 
Resources and General Division of PT Pelabuhan Indonesia (Persero) Sub-
Regional Jawa; Anisa Dyah Ayu Pramesti; 4105019032; 2022; Widya Mandala Surabaya Catholic University   The Final Project Report was created to find out about using Pelindo E-Office (PEO) in the process of managing incoming mail in the HR and General Division of PT Pelabuhan Indonesia (Persero) Sub-Regional Jawa. This Final Project report describes the management of incoming mail, both physical and electronic, and flowchart of incoming mail management. Archive storage carried out in the HR and General Divisions uses dynamic archives. In storing mail folders, PT Pelabuhan Indonesia (Persero) Sub-Regional Jawa uses a chronological system based on the year the letter was managed. Administrative activities carried out at PT Pelabuhan Indonesia (Persero) Sub-Regional Java in the process of managing incoming mail have been implemented digitally using the Pelindo E-Office (PEO). The use of Pelindo E-Office (PEO) is very helpful in managing letters, especially in the process of recording, storing letters, and retrieving the required documents.  Keywords: incoming letter, incoming letter management, Pelindo E-Office  
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