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ABSTRAK

Laporan praktik kerja lapangan ini bertujuan untuk mengetahui prosedur kearsipan
file atau dokumen di Badan Kesatuan Bangsa dan Politik Kota Bekasi terutama
dokumen keuangan, seperti Surat Pertanggungjawaban (SPJ), Surat Perintah
Membayar (SPM) dan Surat Perintah Pencairan Dana (SP2D). Hasil temuan
tersebut selama praktik kerja lapangan/magang terdapat ketidaksesuaian terhadap
perujukan pada Keputusan Wali Kota (Kepwal) Nomor 045/Kep.550.A-
Bapusipda/X11/2016 tentang Penetapan Jadwal Retensi Arsip Substantif dan Fasilitatif
Keuangan dan Kepegawaian Pemerintah Kota Bekasi dan Peraturan Wali Kota
(Perwal) Nomor 66 Tahun 2023 tentang Kode Klasifikasi Arsip Di Lingkungan
Pemerintah Daerah Kota Bekasi, yang dimana file atau dokumen tersebut tidak tertata
dan tersusun rapih didalam filling cabinet, dan bahkan bertumpuk diluar filling cabinet.
Dalam hal ini pegawai yang terdapat di Badan Kesatuan Bangsa dan Politik Kota Bekasi
terutama pada pegawai Aparatur Sipil Negara (ASN) Staf Keuangan dan Staf Kearsipan
kesulitan untuk mencari dokumen tersebut. Hal ini perlu diselesaikan dalam perapihan
kearsipan dokumen keuangan di Badan Kesatuan Bangsa dan Politik Kota Bekasi agar
tertata dan tersusun dengan rapih juga dapat mudah dibaca Kode Indeks serta dapat
mengetahui kapan dokumen tersebut Retensi.

Kata Kunci: Prosedur, Kearsipan dan Dokumen.
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ABSTRACT

This field work practice report research aims to know the procedures for archiving
files or documents in the United Nations and Political Agency of Bekasi especially
financial documents, such as Statement of Liability (SPJ), Payment Order (SPM)
and Fund Liquidation Order. (SP2D). The findings during the practice of field
work/internship were inconsistent with the reference to the Decision of the Mayor
of the City (Kepwal) No. 045/Kep.550.A-Bapusipda/XI1/2016 concerning the
establishment of a timetable for the retention of substantive and facilitative
financial archives and the administration of the Municipality of Bekasi and the
Regulation of the mayor of the Town (Regulator) Number 66 Year 2023 on the Code
for the Classification of Archives in the Environment of the Regional Government
of Bekasi, where such files or documents are not organized and organized smoothly
within the filling cabinet, and are even stacked outside the cabinet filling. In this
case, the officials of the Union of Nations and Political Authority of the City of
Bekasi, especially the civil apparatus of the State (ASN), the financial staff and the
archival staff, have difficulty finding the documents. This needs to be solved in the
archives of financial documents in the Union of Nations and Political Bodies of the
City of Bekasi so that they are organized and organized smoothly and easily
readable Index Codes and can know when the documents are Retention.

Keywords: Procedures, Archives and Documents.
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