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RINGKASAN 
 

Proses Penyimpanan Arsip Manual di Food and Beverage Department Vasa 

Hotel Surabaya; Kiana Rara Ayumi L; 4105021007; 2024; Universitas Katolik 

Widya Mandala Surabaya.  

 

Laporan Tugas Akhir ini bertujuan untuk menyelidiki proses penyimpanan arsip 

manual di Food and Beverage Department Vasa Hotel Surabaya serta jenis sistem 

penyimpanan arsip yang sedang digunakan. Dalam laporan ini akan dijabarkan 

tentang kondisi proses penyimpanan arsip manual di Food and Beverage 

Department Vasa Hotel Surabaya saat ini. Pengamatan dan studi pustaka dilakukan 

untuk menyusun laporan ini. Informasi yang digunakan diperoleh dari berbagai 

sumber seperti buku, jurnal, dan internet. Sistem penyimpanan arsip manual yang 

efisien harus mempertimbangkan kebutuhan akses dan keamanan dokumen untuk 

menghindari kebingungan dan keterlambatan dalam pencarian arsip. Selama 

melakukan kegiatan PKL di hotel tersebut, penulis menemukan bahwa proses 

penyimpanan arsip manual adalah sebagai berikut pertama melakukan pemeriksaan 

dokumen, lalu menyortir dokumen dan yang terakhir menyimpan dokumen. 

Selanjutnya, ditemukan dua rekomendasi bagi departmen, yaitu mencatat informasi 

gift voucher dan pelatihan bagi staf tentang pentingnya pengarsipan. 

Kesimpulannya, sistem penyimpanan arsip manual yang baik akan memberikan 

manfaat bagi departmen dan karyawan. Diharapkan laporan ini dapat menjadi 

panduan bagi Food and Beverage Department Vasa Hotel Surabaya dalam 

meningkatkan efisiensi proses penyimpanan arsip manual mereka. 

 

Kata Kunci: Arsip, Manajemen Kearsipan, Proses Penyimpanan.
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ABSTRACT 

 

Manual Archive Storage Process at The Food and Beverage Department Vasa 

Hotel Surabaya. Kiana Rara Ayumi L, 4105021007. Widya Mandala Surabaya 

Catholic University. 2024. 

 

This Final Project Report aims to investigate the manual archive storage process at 

the Food and Beverage Department of Vasa Hotel Surabaya, as well as the types of 

archive storage systems currently in use. The report will outline the current 

condition of the manual archive storage process at the Food and Beverage 

Department of Vasa Hotel Surabaya. Observations and literature reviews were 

conducted to compile this report. Information used was obtained from various 

sources such as books, journals, and the internet. An efficient manual archive 

storage system should consider document access needs and security to avoid 

confusion and delays in archive retrieval. During the internship at the hotel, the 

author found that the manual archive storage process involved document inspection, 

sorting, and storage. Furthermore, two recommendations were made for the 

department, namely writing information about gift voucher’s bearer and training 

staff on the importance of archiving. In conclusion, a good manual archive storage 

system will benefit both the department and its employees. It is hoped that this 

report can serve as a guide for the Food and Beverage Department of Vasa Hotel 

Surabaya in improving the efficiency of their manual archive storage process. 

 

Keywords: Archives, Records Management, Storage Process. 




