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ABSTRAK

Komisi Pemilihan Umum (KPU) Provinsi Jawa Tengah sudah
melakukan kegiatan pengelolaan arsip inaktif, pengelolaan arsip yang dilakukan
meliputi penataan sampai dengan penyusutan arsip. Salah satu kegiatan
pengelolaan yang sudah dilakukan adalah penyusutan arsip khususnya pemindahan
arsip inaktif. Namun demikian, kegiatan pemindahan arsip inaktif belum
sepenuhnya memenuhi standar dari peraturan yang berlaku. Kajian ini bertujuan
untuk mengetahui langkah penyusunan Standar Operasional Prosedur (SOP)
Pemindahan Arsip Inaktif di KPU Provinsi Jawa Tengah. Luaran kajian ini berupa
Standar Operasional Prosedur (SOP) Pemindahan Arsip Inaktif. Data dari kajian ini
diperoleh dari kegiatan studi pustaka, observasi, dan wawancara. Metode analisis
data pada kajian ini menggunakan metode gap analisys. Hasil kajian ini berupa
Standar Operasional Prosedur (SOP) Pemindahan Arsip Inaktif di KPU Provinsi
Jawa Tengah, disertai dengan formulir daftar arsip yang dipindahkan, dan berita

acara pemindahan arsip.

Kata Kunci: Arsip Inaktif, Penyusutan Arsip, Pemindahan Arsip, Standar

Operasional Prosedur.
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ABSTRACT

The General Election Commission (KPU) of Central Java Province has
carried out inactive archive management activities, archive management carried
out includes structuring to archive depreciation. One of the management activities
that have been carried out is the depreciation of archives, especially the transfer of
inactive archives. However, the activity of moving inactive archives has not fully
met the standards of the applicable regulations. This study aims to determine the
steps for preparing Standard Operating Procedures (SOP) for the Transfer of
Inactive Archives at KPU, Central Java Province. The output of this study is in the
form of Standard Operating Procedures (SOP) for Transfer of Inactive Archives.
The data from this study were obtained from literature studies, observations, and
interviews. The data analysis method in this study uses the gap analysis method.
The results of this study are in the form of Standard Operating Procedures (SOP)
for Transfer of Inactive Archives at the KPU of Central Java Province,

accompanied by a list form for files being moved, and minutes of archive transfers.

Keywords: Inactive Archives, Shrinkage of Archives, Transfer of Archives,

Standard Operating Procedures.
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