
 

ix 

DAFTAR ISI 

Halaman 

ABSTRAK .............................................................................................................. v 

ABSTRACT ............................................................................................................. vi 

KATA PENGANTAR .......................................................................................... vii 

DAFTAR ISI .......................................................................................................... ix 

DAFTAR TABEL ................................................................................................. xii 

DAFTAR GAMBAR ........................................................................................... xiii 

DAFTAR LAMPIRAN ......................................................................................... xv 

BAB I PENDAHULUAN .................................................................................. 1 

1.1 Latar Belakang Masalah ................................................................... 1 

1.2 Rumusan Masalah ............................................................................ 2 

1.3 Batasan Masalah ............................................................................... 2 

1.4 Tujuan ............................................................................................... 3 

1.5 Sistematika Penulisan ....................................................................... 3 

BAB II GAMBARAN UMUM PERUSAHAAN ............................................... 5 

2.2 Gambaran Umum Badan Arsip dan Perpustakaan Kota 

Surabaya ........................................................................................... 5 

2.2.1 Sejarah Badan Arsip dan Perpustakaan Kota Surabaya .......... 5 

2.2.2 Visi dan Misi ........................................................................... 6 

2.2.3 Struktur Organisasi Perusahaan .............................................. 8 

2.2.4 Logo Badan Arsip dan Perpustakaan Kota Surabaya ........... 12 

2.3 Gambaran Umum Bagian Tata Usaha Badan Arsip dan 

Perpustakaan Kota Surabaya .......................................................... 13 

2.3.1 Tugas dan Tanggung Jawab Bagian Tata Usaha Badan 

Arsip dan Perpustakaan Kota Surabaya ................................ 13 



 

x 

2.3.2 Struktur Organisasi Bagian Tata Usaha Badan Arsip 

dan Perpustakaan Kota Surabaya .......................................... 14 

2.3.3 Lokasi, Tempat dan Pelaksanaan Proyek Akhir ................... 15 

BAB III LANDASAN TEORI ........................................................................... 16 

3.1 Pengelolaan..................................................................................... 16 

3.1.1 Pengertian Pengelolaan ......................................................... 16 

3.1.2 Unsur - Unsur Pengelolaan ................................................... 16 

3.2 Informasi......................................................................................... 18 

3.2.1 Pengertian Informasi ............................................................. 18 

3.2.2 Jenis - Jenis Informasi ........................................................... 19 

3.2.3 Ciri - Ciri Informasi .............................................................. 21 

3.2.4 Fungsi Informasi ................................................................... 21 

3.3 Surat ................................................................................................ 21 

3.3.1 Pengertian Surat .................................................................... 21 

3.3.2 Pengelolaan Surat Masuk ...................................................... 22 

3.3.3 Pengelolaan Surat Keluar ...................................................... 23 

3.3.4 Sarana Pengurus Surat .......................................................... 24 

3.4 Kearsipan ........................................................................................ 27 

3.4.1 Pengertian Kearsipan ............................................................ 27 

3.4.2 Jenis - Jenis Kearsipan .......................................................... 27 

3.4.3 Langkah - Langkah Penyimpanan Arsip ............................... 29 

3.4.4 Pengorganisasian Arsip ......................................................... 32 

3.4.5 Sistem Pengindeksan Arsip ................................................... 35 

BAB IV DESKRIPSI PEKERJAAN .................................................................. 39 

4.1 Metode Pelaksanaan ....................................................................... 39 

4.2 Metode Penulisan ........................................................................... 39 



 

xi 

4.3 Pengelolaan Informasi dengan e-Surat pada Bagian Tata 

Usaha Badan Arsip dan Perpustakaan Kota Surabaya ................... 40 

4.3.1 Pengelolaan Surat Masuk ...................................................... 41 

4.3.2 Pengelolaan Surat Keluar ...................................................... 50 

4.3.3 Menangani Telepon............................................................... 55 

4.3.4 Mengoperasikan Mesin Printer ............................................ 59 

4.3.5 Mengoperasikan Mesin Fotocopy ......................................... 59 

4.3.6 Mengoperasikan Mesin Scanner ........................................... 60 

4.3.7 Melakukan sebagai Operator dan Photography .................... 61 

BAB V PENUTUP ............................................................................................ 65 

5.1 Kesimpulan ..................................................................................... 65 

5.2 Saran ............................................................................................... 65 

DAFTAR PUSTAKA ........................................................................................... 67 

 


