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RINGKASAN 

 
Pengelolaan Arsip Elektronik Surat Keluar di Sekretariat Kongregasi Misi 

Provinsi Indonesia; Patricia Yuniar Novianto; 2022; Universitas Katolik Widya 

Mandala Surabaya 

 

Laporan Tugas Akhir ini dibuat untuk mengetahui bagaimana pengelolaan arsip 

elektronik surat keluar khususnya surat keputusan di Sekretariat Kongregasi Misi 

Provinsi Indonesia. Laporan Tugas Akhir ini berisi pembahasan mengenai 

pengelolaan arsip elektronik mulai dari pembuatan dan penyimpanan, 

pendistribusian dan penggunaan, pemeliharaan, serta penindaklanjutan. Ada pula 

pembahasan mengenai kendala dalam pengelolaan arsip elektronik di Sekretariat 

Kongregasi Misi Provinsi Indonesia. Pembahasan tersebut merupakan hasil dari 

pengamatan penulis saat melakukan Praktik Kerja Lapangan di Sekretariat 

Kongregasi Misi Provinsi Indonesia selama tiga bulan. Pembuatan arsip elektronik 

surat keputusan di Kongregasi Misi Provinsi Indonesia umumnya menggunakan 

Microsoft Word, penyimpanannya menggunakan sistem subjek berdasarkan 

masalah yang umum terjadi. Pendistribusian arsip elektronik menggunakan E-mail 

dan WhatsApp. Untuk pemeliharaannya, arsip elektronik surat keputusan selalu 

dicadangkan ke dalam hard disk eksternal rutin seminggu sekali. Hingga sekarang 

belum ada kegiatan pemusnahan untuk menindaklanjuti arsip elektronik surat 

keputusan di Sekretariat Kongregasi Misi Provinsi Indonesia. Kendala yang 

dihadapi institusi dalam mengelola arsip elektronik tersebut yakni tidak adanya 

daftar klasifikasi arsip elektronik dan orang yang khusus menangani pengelolaan 

arsip elektronik. Penulis menyarankan ada baiknya jika dibuat daftar klasifikasi 

arsip elektronik dan ada orang khusus yang dapat menangani pengelolaan arsip 

elektronik termasuk surat keputusan di Sekretariat Kongregasi Misi Provinsi 

Indonesia. 

 

Kata kunci:  Pengelolaan Arsip Elektronik, Surat Keputusan, Kongregasi Misi 

Provinsi Indonesia
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ABSTRACT 

 

Electronic Archive Management of Outgoing Letter at Secretariat of 

Congregation of the Mission Indonesian Province; Patricia Yuniar Novianto; 

2022; Widya Mandala Surabaya Catholic University 

 

This Final Project Report is made to find out how to manage electronic archives, 

especially decision letters at Secretariat of Congregation of the Mission Indonesian 

Province. This Final Project Report contains a discussion on the management of 

electronic archives starting from the creation and storage, distribution and use, 

maintenance, and disposition. There was also a discussion about the obstacles in 

managing electronic records at Secretariat of Congregation of the Mission 

Indonesian Province. The discussion is the result of the author's observations when 

conducting Field Work Practices at Secretariat of Congregation of the Mission 

Indonesian Province for three months. Making electronic archives at Secretariat of 

Congregation of the Mission Indonesian Province generally use Microsoft Word 

and they are stored using a subject system based on common problems. Distribution 

of electronic archives using E-mail and WhatsApp. For its maintenance, the 

electronic archive of decision letters is always backed up to the external hard disk 

regularly once a week. Until now there has been no removal activity to disposition 

on the electronic archive of decision letters at Secretariat of Congregation of the 

Mission Indonesian Province. The obstacle experienced by institutions in managing 

electronic archives of decision letters is that there is no absence of a classification 

list for electronic records and a person who specifically handles the management of 

electronic archives. The author suggests that a list of classifications of electronic 

archives should be made and it is better if there is a special person who can handle 

the management of electronic archives including decision letters at Secretariat of 

Congregation of the Mission Indonesian Province. 

 

Keywords: Electronic Archive Management, Decision Letter, Congregation of the 

Mission


