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ABSTRAK

Dinas Energi dan Sumber Daya Mineral Provinsi Jawa Tengah sebagai salah satu
Satuan Kerja Perangkat Daerah berkewajiban melaksanakan pengelolaan arsip vital
sesuai Peraturan Gubernur Jawa Tengah Nomor 17 Tahun 2022. Namun, kegiatan
identifikasi arsip vital belum optimal karena penetapan arsip vital tidak didasarkan
pada analisis fungsi organisasi sehingga jenis arsip vital belum ditentukan secara
jelas. Selain itu, belum tersedia daftar arsip vital yang terstandar, dan masih
ditemukan arsip vital yang tercampur dengan arsip inaktif sehingga menimbulkan
potensi masalah dalam perlindungan, penyimpanan, dan temu kembali arsip.
Penelitian ini bertujuan memberikan solusi berupa Petunjuk Teknis (Juknis)
Identifikasi Arsip Vital sebagai pedoman pelaksanaan identifikasi arsip vital di
Dinas Energi dan Sumber Daya Mineral Provinsi Jawa Tengah yang didasari oleh
Peraturan Gubernur Jawa Tengah Nomor 17 Tahun 2022 . Metode yang digunakan
meliputi studi pustaka, observasi, wawancara, dan analisis SWOT dengan tahapan
pra-produksi, produksi, dan pasca-produksi. Hasil penelitian berupa dokumen
juknis yang memuat langkah-langkah sistematis mulai dari penentuan hingga
penyusunan daftar arsip vital. Produk ini diharapkan dapat menjadi pendamping
peraturan yang ada untuk dapat meningkatkan efektivitas, efisiensi, serta

perlindungan arsip vital agar tetap terjaga dan termanfaatkan secara optimal.

Kata kunci: arsip vital, identifikasi arsip vital, petunjuk teknis, kearsipan.
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ABSTRACT

The Department of Energy and Mineral Resources of Central Java Province, as a
Regional Work Unit, is obligated to manage vital records in accordance with
Central Java Governor Regulation Number 17 of 2022. However, the
implementation of vital records identification has not been optimal, as the
determination of vital records is not based on organizational function analysis,
resulting in the absence of clear classification. In addition, there is no standardized
vital records list, and vital records are still found mixed with inactive records,
which can lead to issues in protection, storage, and retrieval. This research aims to
develop a Technical Guideline for Vital Records Identification as a reference for
implementing vital records identification at the Department of Energy and Mineral
Resources of Central Java Province. The methods used include literature review,
observation, interviews, and SWOT analysis through pre-production, production,
and post-production stages. The result of this research is a technical guideline
document containing systematic steps, starting from the determination of vital
records to the preparation of a vital records list. This product is expected to
improve the effectiveness, efficiency, and protection of vital records so they remain
preserved and optimally utilized. The preparation of this guideline is based on
Central Java Governor Regulation Number 17 of 2022 and is intended as a
supporting instrument for its implementation to ensure a more directed, consistent,

and needs-based application in the field.

Keywords: vital records, identification of vital records, technical guidelines,

records management.
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