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ABSTRAK

Penelitian ini bertujuan untuk menganalisis proses pemindahan arsip inaktif dari unit kerja
ke Unit Dokumen di PT Kereta Api Indonesia (Persero) Daerah Operasional 2 Bandung.
Metode penelitian ini menggunakan studi kasus dengan pendekatan kualitatif, melalui
wawancara, observasi partisipatif, dan studi dokumen. Hasil penelitian menunjukkan
bahwa proses pemindahan arsip inaktif telah dilaksanakan melalui tahapan penyeleksian,
pemberkasan, penyusunan daftar arsip, pengepakan, pengajuan pemindahan, verifikasi,
berita acara pemindahan, hingga penataan di record center. Namun, penerapan klasifikasi
dan Jadwal Retensi Arsip (JRA) pada unit kerja belum konsisten sehingga Unit Dokumen
masih melakukan pemeriksaan dan pengolahan kembali. Kendala lainnya meliputi
keterbatasan sumber daya manusia, sarana prasarana, serta kondisi fisik arsip yang belum
selalu siap diterima. Upaya yang dilakukan meliputi pemberian arahan, pelatihan kearsipan,
serta penguatan supervisi. Secara keseluruhan, pemindahan arsip inaktif telah berjalan,
tetapi masih diperlukan penguatan penerapan klasifikasi dan JRA sejak di unit kerja agar
proses pemindahan lebih efektif.

Kata kunci: Arsip Inaktif, Pemindahan Arsip Inaktif, Unit Dokumen, PT Kereta Api

Indonesia (Persero).
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ABSTRACT

This study analyzes the process transfer of inactive records from work units to the Records
Center Unit at PT Kereta Api Indonesia (Persero), Operational Region 2 Bandung. The
research employed a qualitative approach using a study method through interviews,
participant observation, and document analysis. The findings show that the transfer of
inactive records is carried out through several stages, including selection, filling,
compilation of a records list, packing, submission of a transfer request, verification,
preparation of a transfer report, and arrangement of records in the records center.
However, the implementation of classification and the Records Retention Schedule at the
work-unit level has not been consistent, requiring the Records Unit to conduct further
verification and reprocessing. Other challenges include limited human resources,
inadequate infrastructure, and the physical condition of the records, which are not always
ready for transfer. Measures taken include providing guidance, delivering records
management training, and strengthening supervision. Overall, the transfer of inactive
records is underway, but there is still a need to strengthen the implementation of
classification and the Records Management System at the work unit level to ensure a more
effective transfer process.

Keywords: Inactive Records, Transfer of Records, Archival Unit, PT Kereta Api Indonesia
(Persero).
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