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ABSTRAK

Aulia Fizka Agsatha , 41183527180005. Analisa Penerapan Manajemen
Kearsipan Pada Mall Bekasi Cyber Park. Program Manajemen Administrasi
Diploma 3 (tiga) , Fakultas FISIP, Univaersitas Islam “45” Bekasi. Pembimbing
Ratna Emaliah, S.Sos., MSi.. Penelitian ini bertujuan untuk mengetahui :
Mendeskrispsikan Bagaimana Manajemen Kearsipan pada Mall Bekasi Cyber
Park dan mendeskripsikan hambatan yang di hadapi dalam Manajemen Kearsipan
Pada Mall Bekasi Cyber Park. Metode penelitian yang penulis gunakan adalah:
Observasi, Wawancara, Studi pustaka. Manajemen Kearsipan meliputi
pencatatan, pengendalian dan pendistribusian, penyimpanan, pemeliharaan,
pengawasan, pemindahan dan pemusnahan. Hambatan yang di hadapi : Di setiap
kegiatan Mall Bekasi Cyber Park ini saling terintegrasi satu sama lain: Rapat,
laporan kegiatan departemen / bagian berkaitan dengan Administrasi Penyewa
berupa surat menyurat, Berita Acara serah terima, form keluhan, dan lain - lain.
Di setiap proses kegiatan telah sesuai dengan flow chart / alur yang telah di
rancang oleh Tim Manajemen Gedung. pada Mall Bekasi Cyber Park Penyusun.
menyimpulkan Bahwa di Mall Bekasi Cyber Park, Manajemen Kearsipan telah
sesuai dengan konsep manajemen kearsipan yang baik. Hal ini dibuktikan dengan
kegiatan manajemen kearsipan dalam bidang pengelolaan meliputi kegiatan
penciptaan hingga kegiatan pemusnahan arsip melalui fungsi-fungsi manajemen
(perencanaan, pengorganisasian, pelaksanaan dan pengawasan). Langkah pertama
kegiatan perencanaan, yaitu melakukan kegiatan sesuai flow chart / alur yang
ditetapkan Management Gedung. Langkah berikutnya pelaksanaan, yaitu
kegiatan pengorganisasian arsip, memenuhi perlengkapan arsip, melaksanakan
prosedur kearsipan. Langkah terakhir adalah pengawasan yang dilakukan oleh
pihak intern (Pengelola)

Kata Kunci : pengelolaan, kearsipan, penyimpanan dan pengendalian




ABSTRACT

Aulia Fizka Aqgsatha, 41183527180005. Archives Management at the
Bekasi Cyber Park Mall. Diploma 3 (three) Administrative Management
Program, Faculty of Social and Political Sciences, Islamic University “45”
Bekasi. Advisor Ratna Emaliah, S.Sos., MSi.. This study aims to determine: To
describe how archive management is at the Bekasi Cyber Park Mall and to
describe the obstacles faced in archive management at the Bekasi Cyber Park
Mall. The research method that the author uses are: Observation, Interview,
Literature Study. Records Management includes: recording, controlling and
distributing, storing, maintaining, monitoring, moving and destroying. Obstacles
encountered: Every activity at the Bekasi Cyber Park Mall is integrated with each
other: Staffing: meetings, departmental/departmental activity reports related to
Tenant Administration in the form of correspondence, Minutes of handover,
complaint forms, and others . Each activity process has been in accordance with
the flow chart / flow that has been designed by the Building Management Team. at
Mall Bekasi Cyber Park compose. It was concluded that at Mall Bekasi Cyber
Park, Archives Management was in accordance with the concept of good archive
management. This is evidenced by archive management activities in the field of
management including creation activities to archive destruction activities through
management functions (planning, organizing, implementing and supervising). The
first step is planning activities, namely carrying out activities according to the
flow chart / flow set by the Building Management. The next step is the
implementation, namely the activities of organizing archives, fulfilling archive
equipment, carrying out archival procedures. The last step is supervision carried
out by internal parties (managers).

Keywords: management, archives, storage and control
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