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ABSTRAK

Laporan magang ini bertujuan untuk mengetahui mutu pelayanan pengarsipan
dokumen di PT Megayasa Teknologi Indonesia serta kendala yang dihadapi
selama prosesnya. Metode yang digunakan meliputi observasi, wawancara,
dokumentasi, studi pustaka, dan praktik kerja langsung selama dua bulan di
Divisi Proposal. Hasilnya menunjukkan bahwa pengarsipan dokumen fisik
dilakukan secara sistematis, namun masih ditemukan kendala seperti belum
adanya SOP tertulis, keterlambatan pengarsipan, dan kurangnya sistem digital
terintegrasi. Selain itu, gangguan teknis seperti perangkat kerja yang lambat
turut mempengaruhi efektivitas pelayanan. Meskipun begitu, pengarsipan
secara manual telah berjalan cukup baik dan rapi. Diperlukan peningkatan
kualitas melalui penyusunan SOP pengarsipan dan penerapan sistem arsip
digital agar pelayanan menjadi lebih cepat, efisien, dan tertata.

Kata kunci: Pengarsipan Dokumen, Mutu Pelayanan, SOP, Digital.
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ABSTRACT

This internship report aims to identify the quality of document archiving services
at PT Megayasa Teknologi Indonesia and the obstacles encountered during the
process. The methods used include observation, interviews, documentation,
literature study, and direct field practice over two months in the Proposal Division.
The results show that physical document archiving is carried out systematically;
however, there are still challenges such as the absence of written Standard
Operating Procedures (SOP), delays in archiving, and a lack of integrated digital
systems. In addition, technical issues such as slow-performing equipment also
affect service effectiveness. Nevertheless, manual archiving has been implemented
quite well and neatly. Improvements are needed through the development of written
SOPs and the implementation of a digital archiving system to ensure faster, more
efficient, and organized services.

Keywords: Document Archiving, Service Quality, SOP, Digital.
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