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ABSTRAK 

 

PT Tuwuh Wutuh Asuh (TWA) belum memiliki Jadwal Retensi Arsip (JRA) 

sebagai pedoman pengelolaan arsip keuangan dan arsip akademik, sementara 

pemahaman pegawai mengenai retensi arsip masih terbatas. Seluruh arsip 

sebelumnya disamaratakan aktif selama lima tahun dan pemisahan aktif serta 

inaktif lebih banyak mengikuti lokasi penyimpanan, sehingga pegawai belum 

mempunyai dasar yang sama untuk menentukan masa simpan dan nasib akhir arsip. 

Penelitian ini bertujuan menghasilkan JRA yang disesuaikan dengan jenis arsip, 

nilai guna, masa simpan aktif, masa simpan inaktif, dan nasib akhir, serta 

menghasilkan booklet pendukung untuk membantu pegawai memahami 

penggunaan JRA. Metode yang digunakan ialah kualitatif dengan pendekatan 

Research and Development (R&D) melalui identifikasi kebutuhan, inventarisasi, 

penyusunan rancangan, validasi, perbaikan, penerapan terbatas, dan evaluasi. Data 

dikumpulkan melalui observasi, wawancara, studi dokumen, dan studi pustaka 

dengan melibatkan direktur, pengelola arsip keuangan, dan pengelola arsip 

akademik. Inventarisasi menghasilkan 501 entri, terdiri atas 202 entri keuangan dan 

299 entri akademik. Rancangan awal berisi 37 keputusan retensi dan berkembang 

menjadi 42 keputusan pada produk akhir, yaitu 14 seri atau subseri keuangan dan 

28 seri atau subseri akademik. Hariyadi, S.Kom., Arsiparis Ahli Pertama pada 

Sekretariat Daerah Kabupaten Purwakarta, menilai lima aspek produk pada 

kategori sangat baik serta memberikan catatan mengenai padanan sumber dan 

konfirmasi kebutuhan pengguna. Penerapan terbatas menunjukkan bahwa pegawai 

mulai dapat membaca jenis arsip, masa simpan aktif, masa simpan inaktif, dan nasib 

akhir melalui JRA dan booklet. Kegiatan tersebut menghasilkan Daftar Arsip 

Inaktif sebanyak empat entri dengan jumlah lima bundel dan Daftar Usul Musnah 

sebanyak satu entri berupa satu lembar formulir registrasi mahasiswa yang tidak 

terpakai. Pemusnahan fisik maupun digital tidak dilakukan. Produk JRA 

menyediakan pedoman retensi yang sebelumnya belum tersedia, sedangkan booklet 

membantu membangun pemahaman awal pegawai mengenai retensi arsip. 

Kata kunci: Jadwal Retensi Arsip, arsip keuangan, arsip akademik, nilai guna 

arsip, Research and Development. 
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ABSTRACT 

 

PT Tuwuh Wutuh Asuh (TWA) did not have a Records Retention Schedule to guide 

the management of its financial and academic records, while employees' 

understanding of records retention remained limited. All records had previously 

been uniformly treated as active for five years, and active and inactive status was 

determined mainly by storage location, leaving employees without a shared basis 

for determining retention periods and final disposition. This study aimed to produce 

a Records Retention Schedule tailored to record type, value, active retention, 

inactive retention, and final disposition, as well as a supporting booklet to help 

employees understand how to use the schedule. A qualitative Research and 

Development approach was applied through needs identification, inventory, initial 

product design, validation, improvement, limited implementation, and evaluation. 

Data were collected through observation, interviews, document review, and 

literature review involving the director, the financial records manager, and the 

academic records manager. The inventory identified 501 entries, comprising 202 

financial entries and 299 academic entries. The initial design contained 37 

retention decisions and developed into a final product of 42 decisions, consisting 

of 14 financial series or subseries and 28 academic series or subseries. Hariyadi, 

S.Kom., a First-Level Expert Archivist at the Regional Secretariat of Purwakarta 

Regency, assessed the five product aspects as very good and provided notes on 

reference matching and confirmation of user needs. Limited implementation 

showed that employees began to interpret record types, active retention, inactive 

retention, and final disposition through the schedule and booklet. The activity 

produced an Inactive Records List containing four entries and five bundles and a 

Records Disposal Proposal List containing one unused student registration form. 

No physical or digital destruction was carried out. The Records Retention Schedule 

provides the retention guidance that was previously unavailable, while the booklet 

supports employees' initial understanding of records retention. 

Keywords: Records Retention Schedule, financial records, academic records, 

records appraisal, Research and Development.  



 

xi 

 

DAFTAR ISI 

 

 

HALAMAN PERNYATAAN ORISINALITAS .................................................... ii 

HALAMAN PERSETUJUAN ............................................................................... iii 

HALAMAN PENGESAHAN ................................................................................ iv 

HALAMAN MOTO DAN PERSEMBAHAN ....................................................... v 

KATA PENGANTAR ........................................................................................... vi 

UCAPAN TERIMA KASIH ................................................................................. vii 

ABSTRAK ............................................................................................................. ix 

ABSTRACT ............................................................................................................ x 

DAFTAR ISI .......................................................................................................... xi 

DAFTAR SINGKATAN ...................................................................................... xv 

DAFTAR GAMBAR ........................................................................................... xvi 

DAFTAR TABEL ............................................................................................... xvii 

DAFTAR LAMPIRAN ...................................................................................... xviii 

BAB I PENDAHULUAN ....................................................................................... 1 

1.1 Latar Belakang ........................................................................................ 1 

1.2 Rumusan Masalah ................................................................................... 8 

1.3 Tujuan ..................................................................................................... 9 

1.4 Manfaat ................................................................................................... 9 

1.4.1 Manfaat Teoritis ..................................................................................... 9 

1.4.2 Manfaat Praktis .................................................................................... 10 

1.5 Luaran ................................................................................................... 10 

BAB II TINJAUAN PUSTAKA ........................................................................... 11 

2.1 Penelitian Terdahulu ............................................................................. 11 

2.2 Landasan Teori ...................................................................................... 17 

2.2.1 Arsip Dinamis ...................................................................................... 17 

2.2.2 Nilai Guna Arsip .................................................................................. 19 

2.2.3 Penyusutan Arsip ................................................................................. 22 

2.2.4 Jadwal Retensi Arsip ............................................................................ 24 



 

xii 

 

2.2.5 Arsip Keuangan .................................................................................... 28 

2.2.6 Arsip Akademik ................................................................................... 30 

2.2.7 Hubungan Nilai Guna, JRA, dan Penyusutan Arsip ............................ 31 

BAB III METODE PENELITIAN........................................................................ 34 

3.1 Metode Penelitian........................................................................................ 34 

3.2 Lokasi dan Waktu Penelitian ...................................................................... 35 

3.3 Subjek Penelitian ......................................................................................... 36 

3.4 Tahapan Penelitian ...................................................................................... 36 

3.5 Teknik Pengumpulan Data .......................................................................... 39 

3.6 Teknik Analisis Data ................................................................................... 40 

3.7 Validasi Produk ........................................................................................... 41 

3.8 Kriteria Evaluasi Produk ............................................................................. 43 

3.9 Alat dan Bahan Penelitian ........................................................................... 43 

3.9.1 Alat Penelitian ...................................................................................... 43 

3.9.2 Bahan Penelitian................................................................................... 44 

3.10 Keabsahan Data ......................................................................................... 44 

BAB IV HASIL DAN PEMBAHASAN .............................................................. 46 

4.1 Gambaran Umum PT Tuwuh Wutuh Asuh ................................................. 46 

4.1.1 Profil PT Tuwuh Wutuh Asuh ............................................................. 46 

4.1.2 Visi dan Misi PT Tuwuh Wutuh Asuh ................................................. 47 

4.1.3 Struktur Organisasi PT Tuwuh Wutuh Asuh ....................................... 48 

4.1.4 Pembagian Tanggung Jawab Pengelolaan Arsip ................................. 49 

4.2 Kondisi Awal Pengelolaan Arsip di PT Tuwuh Wutuh Asuh .................... 50 

4.1 Kondisi Penyimpanan Arsip Fisik .......................................................... 50 

4.2 Kondisi Penyimpanan Arsip Digital ....................................................... 51 

4.3 Hasil Inventarisasi Arsip ......................................................................... 52 

4.4 Permasalahan Pengelolaan Arsip ............................................................ 53 

4.5 Analisis Kebutuhan Produk..................................................................... 54 

4.3 Penyusunan Jadwal Retensi Arsip PT Tuwuh Wutuh Asuh ....................... 57 

4.1 Dasar Penyusunan Jadwal Retensi Arsip ................................................ 57 

4.2 Pengelompokan Arsip Menjadi Seri ....................................................... 59 



 

xiii 

 

4.3 Pengelompokan Arsip Keuangan ............................................................ 60 

4.4 Pengelompokan Arsip Akademik ........................................................... 61 

4.5 Analisis Nilai Guna Arsip ....................................................................... 64 

4.6 Penentuan Masa Simpan dan Nasib Akhir .............................................. 65 

4.7 Penyusunan Rancangan Awal JRA ......................................................... 66 

4.4 Validasi dan Penyempurnaan Jadwal Retensi Arsip ................................... 66 

4.1 Pelaksanaan Validasi Ahli ...................................................................... 66 

4.2 Hasil Validasi Ahli .................................................................................. 68 

4.3 Tindak Lanjut Saran Ahli ........................................................................ 70 

4.4 Validasi Pengguna ................................................................................... 70 

4.5 Pemeriksaan Akhir dan Kesiapan Produk ............................................... 71 

4.6 Produk Akhir Jadwal Retensi Arsip ........................................................ 72 

4.5 Pembuatan Booklet Jadwal Retensi Arsip ................................................... 80 

4.5.1 Tujuan Pembuatan Booklet .................................................................. 80 

4.5.2 Perancangan Isi Booklet ....................................................................... 81 

4.5.3 Perancangan Tampilan Booklet ............................................................ 83 

4.5.4 Tata Cara Penggunaan JRA dalam Booklet ......................................... 86 

4.5.5 Batas Tahapan Penyusutan dalam Booklet ........................................... 87 

4.5.6 Produk Akhir Booklet ........................................................................... 89 

4.6 Penerapan Terbatas JRA dan Booklet ......................................................... 89 

4.6.1 Persiapan Penerapan Terbatas .............................................................. 89 

4.6.2 Penggunaan JRA untuk Pemilahan Arsip ............................................ 91 

4.6.3 Penggunaan Booklet sebagai Panduan ................................................. 93 

4.6.4 Penyusunan Daftar Usul Musnah ......................................................... 94 

4.6.5 Batas Penerapan Terbatas .................................................................... 96 

4.6.6 Evaluasi Penerapan .............................................................................. 96 

4.7 Ketercapaian Produk ................................................................................... 98 

4.7.1 Kesesuaian dengan Ketentuan ANRI ................................................... 98 

4.7.2 Kesesuaian dengan Arsip Aktual Perusahaan ...................................... 98 

4.7.3 Ketepatan Analisis Nilai Guna ............................................................. 99 

4.7.4 Kelayakan Produk Berdasarkan Validasi ............................................. 99 



 

xiv 

 

4.7.5 Keterbacaan Produk bagi Pegawai ....................................................... 99 

4.7.6 Perubahan Awal dalam Pengelolaan Arsip ........................................ 100 

BAB V PENUTUP .............................................................................................. 102 

5.1 Simpulan ............................................................................................. 102 

5.2 Keterbatasan ........................................................................................ 103 

5.3 Saran .................................................................................................... 104 

5.3.1 Bagi Pengelola Arsip di PT Tuwuh Wutuh Asuh .............................. 104 

DAFTAR PUSTAKA ......................................................................................... 106 

LAMPIRAN ........................................................................................................ 109 

 

 

 

 

  



 

xv 

 

DAFTAR SINGKATAN 

 

ANRI : Arsip Nasional Republik Indonesia 

JRA : Jadwal Retensi Arsip 

R&D : Research and Development 

TWA : Tuwuh Wutuh Asuh 

 

 

  



 

xvi 

 

DAFTAR GAMBAR 

 

Gambar 4.1 Gedung PT Tuwuh Wutuh Asuh ....................................................... 46 

Gambar 4.2 Lembar Validasi Ahli Kearsipan ....................................................... 68 

Gambar 4. 3 Sampul dan Kata Pengantar Booklet JRA........................................ 82 

Gambar 4. 4 Daftar Isi dan Latar Belakang Booklet ............................................. 83 

Gambar 4.5 Halaman Pengertian serta Fungsi dan Tujuan JRA ........................... 85 

Gambar 4.6 Contoh Penerapan dan Unsur JRA dalam Booklet ........................... 86 

Gambar 4.7 Tahapan Penyusutan dan Penutup Booklet ....................................... 88 

Gambar 4.8 Penyerahan Dokumen JRA dan Booklet kepada Pengelola Arsip 

Akademik .............................................................................................................. 90 

Gambar 4.9 Penyerahan Dokumen JRA dan Booklet kepada Pengelola Arsip 

Keuangan............................................................................................................... 91 

Gambar 4.10 Sosialisasi Penggunaan JRA untuk Pemilahan Arsip Akademik .... 92 

Gambar 4. 11 Sosialisasi Penggunaan JRA untuk Pemilahan Arsip Keuangan ... 93 

Gambar 4.12 Sosialisasi Struktur Tabel, Retensi, dan Nasib Akhir Arsip ........... 94 

 

 

  



 

xvii 

 

DAFTAR TABEL 

 

 

Tabel 3. 1 Aspek Validasi Produk ........................................................................ 42 

Tabel 3.2 Kriteria Evaluasi Produk ....................................................................... 43 

Tabel 4.1 Pembagian Tanggung Jawab Pengelolaan Arsip .................................. 49 

Tabel 4. 2 Ringkasan Data Inventaris Arsip ......................................................... 53 

Tabel 4.3 Fungsi Acuan Penyusunan JRA ............................................................ 58 

Tabel 4.4 Pemetaan Arsip Keuangan ke dalam JRA ............................................ 61 

Tabel 4.5 Pemetaan Arsip Akademik ke dalam JRA ............................................ 63 

Tabel 4.6 Hasil Validasi Ahli ................................................................................ 69 

Tabel 4.7 Produk Jadwal Retensi Arsip PT Tuwuh Wutuh Asuh ......................... 72 

Tabel 4.8 Daftar Usul Musnah Hasil Penerapan Terbatas .................................... 95 

Tabel 4.9 Keterlaksanaan Tahapan Penyusutan .................................................... 96 

Tabel 4.10 Ketercapaian Kriteria Evaluasi Produk ............................................. 100 

 

 

  



 

xviii 

 

DAFTAR LAMPIRAN 

 

Lampiran 1 Surat Izin Penelitian......................................................................... 109 

Lampiran 2 Sertifikat Tes Bahasa Inggris (SEU) ............................................... 110 

Lampiran 3 Sertifikat Hak Kekayaan Intelektual................................................ 111 

Lampiran 4 Hasil Turnitin ................................................................................... 112 

Lampiran 5 Surat Keterangan Bebas Plagiasi ..................................................... 113 

 

 


