
 

viii 
 

DAFTAR ISI 

 

 

KATA PENGANTAR ................................................................................................ vi 

DAFTAR ISI ............................................................................................................. viii 

DAFTAR BAGAN ....................................................................................................... x 

DAFTAR FLOWCHART ......................................................................................... xi 

DAFTAR GAMBAR ................................................................................................. xii 

DAFTAR TABEL .................................................................................................... xiii 

INTISARI ................................................................................................................. xiv 

ABSTRACT ............................................................................................................... xv 

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

A. Latar Belakang dan Permasalahan ................................................................ 1 

B. Keaslian ............................................................................................................. 7 

C. Tujuan dan Manfaat Tugas Akhir ................................................................. 8 

D.  Sistematika Penulisan ...................................................................................... 9 

BAB II TINJAUAN PUSTAKA DAN METODE PENGUMPULAN DATA ..... 12 

A. Tinjauan Pustaka ........................................................................................... 12 

1. Arsip Dinamis Inaktif ................................................................................... 12 

2. Records Center ............................................................................................. 13 

3. Perencanaan .................................................................................................. 15 

B. Metode Pengumpulan Data ........................................................................... 17 

1. Observasi ...................................................................................................... 17 

2. Wawancara ................................................................................................... 18 

3. Studi Pustaka ................................................................................................ 19 

BAB III PEMBAHASAN ......................................................................................... 20 

A. Gambaran Umum .......................................................................................... 20 

Perencanaan Records Center di Kantor Pengawasan dan Pelayanan Bea dan Cukai Tipe Madya Cukai
Kudus,
Jawa Tengah
MARLITA MELATI S, Rina Rakhmawati, S.Hum., M.P.A.
Universitas Gadjah Mada, 2020 | Diunduh dari http://etd.repository.ugm.ac.id/



 

ix 
 

1. Profil Singkat ................................................................................................ 20 

2. Struktur Organisasi, Tugas Pokok dan Fungsi ............................................. 22 

3. Pengorganisasian Kearsipan ......................................................................... 26 

B. Pengelolaan Kearsipan .................................................................................. 28 

1. Jenis, Kondisi, Volume Arsip ....................................................................... 28 

2. Sistem Pengelolaan Arsip ................................................................................ 31 

C. Pengelolaan Arsip Dinamis Inaktif .............................................................. 36 

1. Pengolahan Arsip Dinamis Inaktif ............................................................... 36 

2. Layanan Peminjaman Arsip Dinamis Inaktif ............................................... 39 

D. Perencanaan Records Center ........................................................................ 40 

1. Analisis Kondisi ........................................................................................... 40 

2. Tahapan Perencanaan ................................................................................... 44 

E. Kendala ........................................................................................................... 59 

BAB IV PENUTUP ................................................................................................... 61 

DAFTAR PUSTAKA ................................................................................................ 63 

LAMPIRAN ............................................................................................................... 66 

Lampiran I ................................................................................................................... 66 

Lampiran II.................................................................................................................. 67 

Lampiran III ................................................................................................................ 67 

Lampiran IV ................................................................................................................ 68 

 

 

 

 

 

Perencanaan Records Center di Kantor Pengawasan dan Pelayanan Bea dan Cukai Tipe Madya Cukai
Kudus,
Jawa Tengah
MARLITA MELATI S, Rina Rakhmawati, S.Hum., M.P.A.
Universitas Gadjah Mada, 2020 | Diunduh dari http://etd.repository.ugm.ac.id/



 

x 
 

DAFTAR BAGAN 

Bagan 1. Struktur Organisasi KPPBC TMC Kudus ................................................... 23 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Perencanaan Records Center di Kantor Pengawasan dan Pelayanan Bea dan Cukai Tipe Madya Cukai
Kudus,
Jawa Tengah
MARLITA MELATI S, Rina Rakhmawati, S.Hum., M.P.A.
Universitas Gadjah Mada, 2020 | Diunduh dari http://etd.repository.ugm.ac.id/



 

xi 
 

DAFTAR FLOWCHART 

Flowchart 1. Prosedur Pemusnahan Arsip di KPPBC TMC Kudus ........................... 34 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Perencanaan Records Center di Kantor Pengawasan dan Pelayanan Bea dan Cukai Tipe Madya Cukai
Kudus,
Jawa Tengah
MARLITA MELATI S, Rina Rakhmawati, S.Hum., M.P.A.
Universitas Gadjah Mada, 2020 | Diunduh dari http://etd.repository.ugm.ac.id/



 

xii 
 

DAFTAR GAMBAR 

Gambar 1. Arsip dinamis inaktif yang disimpan di KPPBC TMC Kudus ................. 30 

Gambar 2. Arsip yang sudah dipindah kedalam boks arsip ........................................ 32 

Gambar 3. Proses pemindahan arsip yang akan dimusnahkan ke dalam truk ............ 35 

Gambar 4. Sambutan Kepala Kantor saat upacara ...................................................... 35 

Gambar 5. Simbolisasi pemusnahan arsip .................................................................. 35 

Gambar 6. Proses penurunan arsip dari truk oleh pihak ketiga .................................. 36 

Gambar 7. Peleburan arsip oleh pihak ketiga.............................................................. 36 

Gambar 8. Arsip yang telah dilebur oleh pihak ketiga................................................ 36 

Gambar 9. Laptop yang digunakan untuk menginput arsip ........................................ 40 

Gambar 10. Komputer yang digunakan untuk menginput arsip ................................. 41 

Gambar 11. Kotak P3K di ruang kerja ........................................................................ 41 

Gambar 12. AC yang ada di Ruang Kerja................................................................... 41 

Gambar 13. Denah records center di KPPBC TMC Kudus saat ini ........................... 42 

Gambar 14. Gambar records center KPPBC TMC Kudus tampak depan .................. 45 

Gambar 15. Gambar ruang penyimpanan arsip........................................................... 45 

Gambar 16. Layout Perencanaan Ruang Penyimpanan Arsip .................................... 50 

Gambar 17. Layout Perencanaan Ruang Kerja ........................................................... 52 

Gambar 18. Layout records center baru ...................................................................... 66 

 

 

 

 

 

Perencanaan Records Center di Kantor Pengawasan dan Pelayanan Bea dan Cukai Tipe Madya Cukai
Kudus,
Jawa Tengah
MARLITA MELATI S, Rina Rakhmawati, S.Hum., M.P.A.
Universitas Gadjah Mada, 2020 | Diunduh dari http://etd.repository.ugm.ac.id/



 

xiii 
 

DAFTAR TABEL 

Tabel 1. Tabel pada buku peminjaman arsipg ............................................................ 58 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Perencanaan Records Center di Kantor Pengawasan dan Pelayanan Bea dan Cukai Tipe Madya Cukai
Kudus,
Jawa Tengah
MARLITA MELATI S, Rina Rakhmawati, S.Hum., M.P.A.
Universitas Gadjah Mada, 2020 | Diunduh dari http://etd.repository.ugm.ac.id/


