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ABSTRAK 

Penataan arsip inaktif di Records Center PT ASABRI (Persero) pada kondisi 

awal belum berjalan secara optimal dan seragam. Sebagian arsip belum tertata rapi, 

belum seluruhnya tercatat dalam Daftar Arsip Inaktif, serta masih terdapat boks 

yang belum memiliki label dan kode lokasi simpan secara lengkap. Kondisi tersebut 

menyebabkan proses temu balik arsip membutuhkan waktu sekitar 15 sampai 25 

menit. Tugas Akhir ini bertujuan menyusun Panduan Penataan Arsip Inaktif sebagai 

acuan teknis bagi petugas Records Center agar kegiatan penataan dapat 

dilaksanakan secara sistematis, konsisten, dan sesuai dengan ketentuan kearsipan 

perusahaan. Penelitian ini menggunakan jenis penelitian terapan dengan 

pendekatan kualitatif deskriptif. Pelaksanaan penyusunan produk dilakukan melalui 

tahap praproduksi, produksi, dan pascaproduksi. Data dikumpulkan melalui 

observasi, wawancara, studi pustaka, dan dokumentasi akan dianalisis melalui 

reduksi data, penyajian data, dan penarikan kesimpulan. Hasil penelitian berupa 

panduan yang memuat prosedur pemindahan, pemilahan, pengelompokan, 

pendeskripsian, penomoran, pelabelan, penyusunan daftar arsip, penempatan pada 

rak, pemeliharaan, serta layanan temu balik arsip. Uji coba produk panduan 

menggunakan sampel arsip inaktif PT ASABRI (Persero) Divisi Keuangan tahun 

2018 menunjukkan bahwa arsip dapat ditata dengan identitas lokasi simpan yang 

lebih jelas dan ditemukan kembali dalam waktu kurang dari 1 menit. Panduan ini 

dapat mendukung penataan arsip inaktif yang lebih tertib, seragam, efektif, dan 

berkelanjutan. 

 

Kata kunci: Arsip Inaktif, Penataan Arsip Inaktif, Records Center, Temu Balik 

Arsip. 
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ABSTRACT 

 

The arrangement of inactive records at the Records Center of  PT ASABRI 

(Persero) was initially not implemented optimally and uniformly. Some records were 

not properly arranged, not all records had been recorded in the Inactive Records List, 

and several storage boxes still lacked complete labels and storage location codes. 

These conditions resulted in the records retrieval process requiring approximately 15 

to 25 minutes. This final project aims to develop an Inactive Records Arrangement 

Guideline as a technical reference for Records Center officers to ensure that records 

arrangement activities are carried out systematically, consistently, and in accordance 

with the company’s archival management regulations. This study employed an applied 

research method with a descriptive qualitative approach. The development of the 

product was conducted through three stages: pre-production, production, and post-

production. Data were collected through observation, interviews, literature studies, and 

documentation, and were analyzed through data reduction, data presentation, and 

conclusion drawing. The result of this study is a guideline containing procedures for 

records transfer, sorting, classification, description, numbering, labeling, preparation 

of records lists, shelf arrangement, maintenance, and records retrieval services. The 

product testing of the guideline using a sample of inactive records from the Finance 

Division of  PT ASABRI (Persero) in 2018 demonstrated that records could be 

arranged with clearer storage location identification and retrieved in less than one 

minute. This guideline supports a more orderly, uniform, effective, and sustainable 

management of inactive records. 

 

Keywords: Inactive Records, Records Arrangement, Records Center, Records Retrieval. 
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