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RINGKASAN

Prosedur Pengelolaan Surat Masuk dan Surat Keluar di SMAK Frateran;
Kristin  Febrianti; 4105018047; 2022; Universitas Katolik Widya Mandala
Surabaya.

Laporan tugas akhir ini dibuat untuk menggambarkan prosedur pengelolaan surat
masuk dan surat keluar di SMAK Frateran Surabaya. SMAK Frateran Surabaya
merupakan salah satu sekolah milik Yayasan Mardi Wiyata. Prosedur pengelolaan
surat masuk di SMAK Frateran Surabaya memiliki beberapa tahapan yaitu:
menerima surat, memilah surat, mendistribusikan surat, menerima disposisi,
mencatat pada buku agenda surat masuk, dan menyimpan surat. Sedangkan
prosedur surat keluar memiliki beberapa tahapan yaitu: menyiapkan konsep,
mengetik surat, meminta tanda tangan kepala sekolah, melipat surat, menyampul
surat, dan mengirimkan surat yang dilakukan oleh petugas atau kurir. Penulis
mengamati bahwa SMAK Frateran belum menerapkan aplikasi untuk pencatatan
dan penyimpanan surat. Penulis menyarankan agar Tata Usaha SMAK Frateran
Surabaya mulai mencoba untuk mencatat surat ke dalam fail buku agenda
menggunakan Microsoft Excel. Surat masuk dan surat keluar juga dapat mulai
dipindai dan disimpan ke dalam penyimpanan cloud agar dapat dihubungkan ke fail
buku agenda excel tersebut.

Kata kunci: Prosedur, Pengelolaan, Surat Masuk dan Surat Keluar
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ABSTRACT

Incoming and Outgoing Letters Management Procedures at SMAK Frateran;
Kristin Febrianti; 4105018047; 2022; Widya Mandala Surabaya Catholic
University.

This final paper's objective is to describe more about managing incoming and
outgoing letters at SMAK Frateran. SMAK Frateran Surabaya is one of the schools
owned by the Mardi Wiyata Foundation. The procedure for managing incoming
mail at SMAK Frateran Surabaya has several stages: receiving letters, sorting
letters, distributing letters, receiving dispositions, recording in the agenda book for
incoming letters, and storing letters. While the outgoing mail procedure has several
stages: preparing a concept, typing a letter, asking for the principal’s signature,
folding the letter, enveloping the letter, and sending the letter, which an officer or
courier carries out. The author observes that SMAK Frateran has not yet
implemented an application for recording and storing letters. The author suggests
that the Administration of SMAK Frateran Surabaya start trying to record letters
into the agenda book fail using Microsoft Excel. Incoming and outgoing mail can
also start to be scanned and saved into cloud storage so the document could be
linked to the excel agenda fail.

Keywords: Procedure, Management, Incoming and Outgoing Letters
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