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ABSTRAK 

 
Tata kelola administrasi persuratan pada Sekolah Pascasarjana Universitas 

Diponegoro sebagian besar masih dijalankan melalui prosedur konvensional. 
Pemohon diwajibkan menyerahkan berkas fisik secara langsung ke lokasi 
kampus, sementara pihak staf administrasi (agendaris) melakukan pencatatan 
rekapitulasi menggunakan perangkat lunak spreadsheet (Microsoft Excel). 
Metode manual ini dinilai kurang efisien karena memicu penumpukan 
dokumen, berisiko tinggi terhadap duplikasi data (human error), serta 
memperlambat proses temu kembali (retrieval) arsip lama. Penelitian ini 
bertujuan untuk merancang dan mengimplementasikan inovasi sistem 
pelayanan surat masuk dan surat keluar berbasis web yang terintegrasi, guna 
meningkatkan efisiensi serta transparansi layanan administrasi. Pengembangan 
sistem yang diberi nama SIPASCA (Sistem Persuratan Mahasiswa 
Pascasarjana) ini menggunakan kerangka kerja Laravel, bahasa pemrograman 
PHP, serta sistem manajemen basis data MySQL. Metode pengkaryaan 
mencakup tahap pra-produksi (observasi lapangan dan analisis kebutuhan), 
produksi (perancangan antarmuka dan pengkodean sistem), hingga pasca-
produksi (sosialisasi dan pengujian fungsionalitas black-box). Hasil pengujian 
menunjukkan bahwa website SIPASCA berhasil mentransformasi alur birokrasi 
manual menjadi sistem digital mandiri (self-service) yang paperless. Sistem ini 
memfasilitasi pengajuan dokumen daring bagi pemohon, menyediakan fitur 
pelacakan (tracking) status secara real-time, mengotomatisasi pencatatan buku 
agenda digital bagi staf agendaris, serta menjamin keamanan dan kecepatan 
temu kembali arsip secara terpusat. 

 
Kata Kunci: Sistem Persuratan, Surat Masuk dan Surat Keluar, Tata Kelola 

Administrasi, Pelayanan Persuratan. 
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ABSTRACT 

 
 

The correspondence administration management at the Postgraduate 
School of Diponegoro University is mostly still carried out through 
conventional procedures. Applicants are required to submit physical documents 
directly to the campus, while the administrative staff records the data using 
spreadsheet software (Microsoft Excel). This manual method is considered 
inefficient as it leads to document accumulation, poses a high risk of data 
duplication (human error), and slows down the retrieval process of old 
archives. This research aims to design and implement an integrated web-based 
incoming and outgoing mail service system to improve the efficiency and 
transparency of administrative services. The development of this system, named 
SIPASCA (Postgraduate Student Correspondence System), utilizes the Laravel 
framework, PHP programming language, and MySQL database management 
system. The project method involves the pre-production stage (field observation 
and requirements analysis), production (interface design and system coding), 
and post-production (socialization and black-box functionality testing). The 
testing results indicate that the SIPASCA website has successfully transformed 
the manual bureaucratic workflow into a paperless, self-service digital system. 
The system facilitates online document submission for applicants, provides a 
real-time status tracking feature, automates digital agenda book recording for 
administrative staff, and guarantees the security and speed of centralized 
archive retrieval. 

 
Keywords: Correspondence System, Incoming and Outgoing Mail, 
Administration Management, Correspondence Services. 
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