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ABSTRAK

Penyusunan Standard Operating Procedure (SOP) Penataan Arsip Inaktif Dinas
Kependudukan dan Pencatatan Sipil Kabupaten Banyumas bertujuan untuk
memberikan panduan yang jelas bagi petugas pengelola arsip dalam menata arsip
inaktif sehingga Peraturan Bupati Banyumas Nomor 33 Tahun 2023 tentang
Pedoman Pemeliharaan Arsip Dinamis di Lingkungan Pemerintah Kabupaten
Banyumas dapat diimplementasikan dengan sebaik-baiknya. Data yang
dikumpulkan sehubungan dengan penyusunan SOP tersebut diperoleh melalui
metode studi pustaka, observasi, dan wawancara. Data dianalisis dengan
menggunakan metode pengkajian terhadap Strenghts, Weakness, Opportunities dan
Threaths (SWOT). Hasil analisis menunjukkan bahwa permasalahan utama dalam
penataan arsip di dinas tersebut adalah sebagian arsip inaktif yang sudah ditata
secara fisik masih bercampur dengan non-arsip dan terdapat duplikasi yang
berlebihan. Permasalahan ini disebabkan oleh sarana penyimpanan arsip dan
jumlah petugas pengelola arsip yang belum memadai. Berdasarkan uji coba
terhadap SOP tersebut maka diketahui bahwa pegawai dapat mengikuti tahapan
demi tahapan penataan arsip inaktif secara tepat sesuai dengan uraian SOP sehingga
terwujud penataan arsip yang sesuai dengan Peraturan Bupati Banyumas Nomor 33
Tahun 2023 tentang Pedoman Pemeliharaan Arsip Dinamis di Lingkungan
Pemerintah Kabupaten Banyumas.

Kata Kunci: Standard Operating Procedure (SOP), Penataan Arsip Inaktif,
Dinas Kependudukan dan Pencatatan Sipil Kabupaten Banyumas.
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ABSTRACT

The preparation of the Standard Operating Procedure (SOP) for Arranging Inactive
Archives for the Population and Civil Registration Service of Banyumas Regency
aims to provide clear guidance for archive management officers in arranging
inactive archives so that Banyumas Regent Regulation Number 33 of 2023
concerning Guidelines for Maintaining Dynamic Archives in the Banyumas
Regency Government Environment can be implemented. implemented as well as
possible. The data collected in connection with the preparation of the SOP was
obtained through literature study, observation and interview methods. Data were
analyzed using the Strengths, Weaknesses, Opportunities and Threats (SWOT)
assessment method. The results of the analysis show that the main problem in
organizing archives at the service is that some of the inactive archives that have
been physically arranged are still mixed with non-archives and there is excessive
duplication. This problem is caused by inadequate archive storage facilities and the
number of archive management officers. Based on trials of the SOP, it is known that
employees can follow step by step the arrangement of inactive archives precisely in
accordance with the description of the SOP so that the arrangement of archives is
realized in accordance with Banyumas Regent Regulation Number 33 of 2023
concerning Guidelines for Maintaining Dynamic Archives in the Banyumas
Regency Government Environment.

Keywords: Standard Operating Procedures (SOP), Inactive Archive
Arrangement, Banyumas Regency Population and Civil Registration Service.
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