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ABSTRAK

PT Tuwuh Wutuh Asuh (PT TWA) merupakan perusahaan jasa konsultan pendidikan yang
belum menerapkan kode klasifikasi arsip dalam pengelolaan arsip fisik maupun digitalnya.
Arsip hanya dikelompokkan secara sederhana berdasarkan jenis dokumen tanpa pedoman
tertulis, sementara pegawai yang mengelola arsip tidak memiliki latar belakang pendidikan
kearsipan. Kondisi ini menyebabkan pengelolaan arsip belum sistematis serta berpotensi
menimbulkan kesulitan temu kembali arsip seiring bertambahnya volume arsip. Penelitian
ini bertujuan menyusun Buku Pedoman Kode Klasifikasi Arsip sebagai acuan resmi
pengelolaan arsip di PT TWA. Penelitian menggunakan metode dengan tiga tahapan, yaitu
pra produksi, produksi, dan pasca produksi. Pengumpulan data dilakukan melalui
observasi, wawancara, dan dokumentasi, kemudian dianalisis menggunakan teknik analisis
deskriptif kualitatif untuk mengidentifikasi kesenjangan antara kondisi nyata dan kondisi
ideal pengelolaan arsip. Hasil penelitian menunjukkan bahwa kesenjangan utama terletak
pada ketiadaan pedoman tertulis dan kode klasifikasi berbasis fungsi organisasi.
Berdasarkan temuan tersebut, disusun kode klasifikasi arsip berbasis empat fungsi utama
perusahaan, yaitu Akademik, Keuangan, Hukum, dan Kepegawaian, yang kemudian
dituangkan dalam Buku Pedoman Kode Klasifikasi Arsip. Produk telah melalui proses
verifikasi pengguna dan arsiparis, dinyatakan sesuai dengan kebutuhan perusahaan, serta
telah diserahterimakan dan disosialisasikan kepada PT TWA.

Kata kunci: Arsip, Arsip Dinamis, Kode Klasifikasi Arsip, Buku Pedoman, Arsip
Akademik
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ABSTRACT

PT Tuwuh Wutuh Asuh (PT TWA) is an educational consulting firm that has not yet
implemented an archival classification code in the management of its physical or digital
records. Records are grouped only in a simple manner based on document type, without
written guidelines, while the employees managing the records lack a background in
archival science. This situation results in unsystematic records management and may lead
to difficulties in retrieving records as the volume of records increases. This study aims to
develop a Records Classification Code Manual to serve as the official guideline for records
management at PT TWA. The research employs a three-phase methodology: pre-
production, production, and post-production. Data collection was conducted through
observation, interviews, and documentation, and the data were analyzed using qualitative
descriptive analysis techniques to identify gaps between the actual and ideal conditions of
records management. The results of the study indicate that the main gaps lie in the absence
of written guidelines and a classification code based on organizational functions. Based on
these findings, an archival classification code was developed based on the company’s four
main functions Academic, Financial, Legal, and Human Resources which was then
compiled into the Archival Classification Code Manual. The product has undergone a
verification process by users and archivists, has been deemed suitable for the company’s
needs, and has been officially handed over and disseminated to PT TWA.

Keywords: Archives, Dynamic Archives, Archival Classification Code, Manual, Academic
Archives
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