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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.
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