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RINGKASAN 

 

Tata Cara Penyimpanan Arsip Manual di Divisi Marketing CV Bima Reksa; 

Ghania Sahira Aqilah Wansan; 4105020010; 2023; Universitas Katolik Widya 

Mandala Surabaya 

 

Laporan Tugas Akhir ini adalah hasil dari pengamatan tata cara penyimpanan arsip 

manual di divisi Marketing CV Bima Reksa. Laporan ini didasari oleh rasa keingin 

tahuan penulis mengenai bagaimana tata cara penyimpanan arsip manual yang 

dilakukan perusahaan tempat penulis magang, yaitu di divisi marketing CV Bima 

Reksa. Referensi yang digunakan dalam penyusunan Laporan Tugas Akhir ini 

diperoleh dari jurnal, karya ilmiah, buku, dan internet. Setelah melakukan 

pengamatan selama tiga bulan, dapat disimpulkan bahwa CV Bima Reksa 

menggunakan sistem kearsipan tanggal. Ditambah lagi, CV Bima Reksa juga 

menjalankan prosedur kearsipan manual dengan langkah-langkah sebagai berikut: 

tahap pemeriksaan, pemberian kode, penyortiran, dan penyimpanan. Selama 

kegiatan magang dalam pengamatan penulis terhadap tata cara penyimpanan arsip 

manual di CV Bima Reksa ditemukan saran yang dapat dijadikan bahan 

rekomendasi bagi perusahaan yaitu menggunakan Prosedur Operasional Baku 

(POB). Laporan Tugas Akhir ini diharapkan menjadi bahan pertimbangan proses 

kearsipan bagi CV Bima Reksa khususnya di divisi marketing. 

 

Kata kunci: arsip, penyimpanan, manual 
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ABSTRACT 

 

Manual Archive Storage Procedures in the Marketing Division of CV Bima 

Reksa. Ghania Sahira Aqilah Wansan. 4105020010. Widya Mandala Surabaya 

Catholic University. 2023. 

 

This Final Project Report is the result of observing the procedure of manual filing 

in the Marketing division of CV Bima Reksa. This report is based on the authors 

curiosity regarding the procedure for storing manual archives carried out by the 

company where the author interns, namely in the marketing division of CV Bima 

Reksa. The references used in the preparation of this Final Project Report were 

obtained from journals, scientific papers, books and the internet. After observing 

for three months, it can be concluded that CV Bima Reksa uses a date filing system. 

In addition, CV Bima Reksa also carries out manual filing procedures with the 

following steps: inspection, coding, sorting, and storage stages. During the 

internship, the author observed the procedure for storing manual archives at CV 

Bima Reksa. There were also suggestions that could be used as recommendation 

material for the company, namely creating Standard Operational Procedures (SOP). 

It is hoped that this Final Project Report will become material for consideration in 

the filing process for CV Bima Reksa, especially in the marketing division. 
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