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Abstract

The current condition of the COVID-19 pandemic has made government offices implement
work from home this has resulted in a large number of official archives, , especially the letter
of responsibility (SPJ) for official travel and the letters that come in every day make the
archives pile up and also the archives that do not fit to accommodate the archives, the
implementation of activities that are hampered because the disposition letter of the leadership
has not been dropped and the use of Simaya's correspondence application by The leadership
of the DPRD and the DPRD Secretariat who have not been integrated into accelerating the
disposition of program implementation policies. This makes SKPD leaders need a strategy to
reduce the archives that keep coming and integrate programs and activities. One of the
strategies is to digitize archives.

This study uses a qualitative method by conducting interviews with related actors, namely
archivist functional officers and structural officials as well as secondary data staff.

The results of the study show that innovation and archive management, one of which is
archive digitization, can reduce the place to accommodate archives, work faster in data access,
and can support improving the performance of the Probolinggo City DPRD.
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Introduction

Many archives that accumulate need to be managed archives so that archives as
agency assets are managed effectively and efficiently based on related information. Many
archives exist and enter the database, so information is increasingly difficult to monitor.
Information management plays a role in arranging information to be recorded and recorded
into reports that facilitate the information needed. One source of data is archived. Archives
are evidence and records of activities or all activities ranging from service activities at the
counter for technical service SKPD or Public Service Malls. Archives can be processed
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manually or electronically into information that can be used as a basis for decision-making by
agency leaders.

Management or archive management encountered obstacles in the agency, one of
which was the activities of the SKDP Leader attending ceremonial events and official trips for
the DPRD leadership, both the Secretary of the Council and the DPRD Leader, making the
policy of disposition of letters hampered and stopped at the leadership desk, many letters and
activities which cannot be directly implemented by staff.

The role of archives as a "memory center" source of information and as a tool "as an
indispensable tool in every organization in the context of activities" planning, analyzing,
developing, formulating policies, decision making, reporting, accountability, assessment, and
control as appropriate. (Mas, 2014)

Archives play a very important role in the process of presenting information for
leaders to make decisions and formulate policies. To be able to produce fast and credible
information, systems and work procedures are needed in archive management. Also the
process of digitizing archives, namely the process of converting media/information that is
printed, written, and/or drawn into digital form or format.(Digitaslisasi Arsip Statis, 2020)
While the purpose of digitizing archives is so that archives or recorded information can be
accessed through computer systems (online, offline, anytime and anywhere); One of today's
archive preservation strategies is to keep abreast of technological developments and so that
archives can be maintained and maintained in local repositories or cloud storage.

The role of archives is very important in presenting information for organizations in
making decisions for leaders, so archives need to be managed by procedures agreed upon by
the organizational team in achieving the vision and mission. For this reason, good records
management is needed so that the presentation of transparent and credible data can be
accounted for. Archival management or archive management needs to be managed
specifically so that archives can be maintained properly. By following the times and
technology, archives are managed with information technology or digitization so that it does
not need a place that takes up a large space.

Fast and credible information in archive management is the digital application of
letters, namely Si Maya, which has been implemented within the Probolinggo City

Government. At the DPRD Probolinggo Simaya, it was only implemented by the leadership
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of the DPRD Secretariat but at the DPRD leadership level there was still no manual, only
through letters and disposition decisions waiting for the leadership's policy, in the end, many
activities were waiting.

The problem with archives in the Probolinggo City DPRD is the number of archives
that enter into archive management/management tasks, the implementation of activities that
are hampered because of the leadership disposition letter that has not come down due to the
DPRD leadership busy carrying out routine tasks and the use of Simaya correspondence
applications by the DPRD leadership and DPRD Secretariat who have not integrated into
accelerating the disposition of letters into the DPRD leadership strategy in improving DPRD
performance.

Formulation of the problem
Existing problems based on the description above can be put forward research questions as
follows:
* What is the strategy of the DPRD leadership in managing records to improve organizational
performance?
1. Research Objectives
By the formulation of the problem above, the objectives of this study are:
* Review and analyze records management in improving performance to achieve
organizational goals
2. Research Benefits.

The benefits of this research are as follows:
a. This research is expected to contribute ideas on archive management for the development
of public administration and improving organizational performance
b. This research is expected to add academic insight and horizons of thought as well as

valuable experience for researchers.

Methods

The method used in this research is descriptive qualitative/quasi-qualitative. (Bungin,
2017).The qualitative descriptive method is a research method that aims to make a systematic,
factual, and accurate description of a social phenomenon or natural phenomenon. Data that

is in the form of words and not a series of numbers is obtained in various ways, namely
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observation, interviews, document digests, or in other ways that are usually processed first
before they are ready to be used, but the qualitative analysis still uses words, which are
usually compiled into text that is expanded. (Moleong, 2006)(Miles, 1992: 15-16). The study of
primary data through data collection techniques with in-depth interviews (In-depth
Interviews) and secondary data studies through data collection at the secretariat of the DPRD
Probolinggo City.

The data analysis technique used in this research is descriptive research as proposed
by Sugiyono (2003) where the aim is to analyze the data by describing or describing the data
that has been collected as it is without using the analysis that is usually put forward based on
statistical analysis techniques (Rachman, 2018)

The phenomenon to be studied is the problem of archive management in improving
the performance of the Probolinggo City DPRD. The phenomena of filing problems at the

DPRD secretariat will be described in a systematic, factual, and accurate manner.

Result and Discussion
The number of archives in the DPRD Secretariat during 2020 and 2021 is 3867 letters
and from 2021 to August 2021 as many as 2565 with information on security classifications
and closed archive access with details as shown in Table 1 below:
Table 1.

Number of incoming letters

No Tahun Jumlah Surat Ket. Klasifikasi
Keamanan dan Akses Arsip

1 2020 3867 Tertutup

2 2021 (s/d agustus) 2565 Tertutup

Source: Probolinggo City DPRD Secretariat 2021
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Table 2.

Contents of Active Files of the Probolinggo City DPRD Secretariat 2020

DAFTAR ISI BERKAS - ARSIP AKTIF
SEKRETARIAT DPRD KOTA PROBOLINGGO

Instansi : Sekretariat DPRD Kota Probolinggo

No No No Kode Klasifikasi Uraian / Informasi Arsip Tanggal Jumlah
Berkas Item
Arsip
000/

diterima tanggal 05-Jun-20
1 1 000 Surat Masuk tentang Pemberitahuan tentang kembalian santri dan santri baru dari 05-Jun-20 1 Asli
Pondok Pesantren Assulthon ditujukan kepada Ketua DPRD Nomor : 026/PP-
ASIVI2020 Tanggal 02-Jun-20 diterima tanggal 05-Jun-20
2 Surat Masuk tentang Laporan Informasi dari Kelurahan Pakistaji ditujukan kepada Ketua DPRD Nomor : 000 Tanggal 27-Jul-20 diterima tanggal 27-Jul-20
2 2 000 Surat Masuk tentang Laporan Informasi dari Kelurahan Pakistaji ditujukan kepada 27-Ju-20 1 Asli
Ketua DPRD Nomor : 000 Tanggal 27-Jul-20 diterima tanggal 27-Jul-20
3 Surat Keluar tentang Penayangan Vidio ditujukan kepada Bappeda Litbang Nomor : 005/1385/425.050/2020

3 3 005/ Surat Keluar tentang Penayangan Vidio ditujukan kepada Bappeda Litbang Nomor 31 Agustus 2020 1 Asli
005/1385/425.050/2020

Ket. Klasifikasi
Keamanan dan
Akses Arsip

1 Surat Masuk tentang Pemberitahuan tentang kembalian santri dan santri baru dari Pondok Pesantren Assulthon ditujukan kepada Ketua DPRD Nomor : 026/PP-AS/V/2020 Tanggal 02-Jun-20

Tertutup

Tertutup

Tertutup

Lokasi
Simpan

Source: Probolinggo City DPRD Secretariat 2021

In the archive format at the Probolinggo City DPRD Secretariat in 2020, the archive

arrangement is still not standardized(Dev & Patgiri, 2015), Table 2 contains no, no file, no

archive item, these three numbers into one should be arranged just one number consisting of

file number and archive item number. classification code, description/archive information,

date, number, description of security classification, and access to archives as well as the

location where they are stored are not stored. The number of archives in 2020 is said to be 3867

while in 2021 there is no letter-number so you have to manually calculate the number of letters

in 2021.Table 1 Number of incoming letters.

Table 3.

Contents of Active Files of the Probolinggo City DPRD Secretariat 2021

DAFTAR IS| BERKAS - ARSIP AKTIF
SEMRETARIAT DPRD KOTA PROBOLINGGO

INSTANSI : Sekretariat DPRD Kota Probolinggo

Nomor
Item
No Mo Berkas Arsip Kode Klasifikasi Uraian | Informasi Arsip Tanggal
000 UMUM
00001 UMUM

0000101 UMUM

0000101.001 Pemotretan Kartu Tanda Pengenal CPNS dan PPPK

2021- | 00DOL01.001 2021-5M- 000 UMUM Surat Masuk tentang Pematretan Kartu Tanda Pengenal CPNS dan 26/01/2021
M- o118 PPPK dari Bagian Organisasi ditujukan kepada Sekwan Nomos:
0115 DDE.2/430/425.022/2021 Tanggal 2021-01-25 diterima tanggal 2021-
01-26
0000101.002 wan alamat baru FRUBF
2021- | 0ODDL01.002 2021-SM- | 000 UMUM Surat Masuk tentang Pemberitahuan bahwa pindah alamat dari 26/03/2021
M- 0553 FKUB KOTA PROBOLINGGO ditujukan kepada KETUA DPRD Nomar:
0553 12/B/FKUB/III2021 Tanggal 2021-04-17 diterima tanggal 2021-03-26

003 Hari Raya/Besar

00301 Hari Raya,/Besar
0030101 Hari RayaBesar

0030101 001 Pemasangan Umbul-umbul dan Kerja Bakti

Jumiah

1Asl

1Asl

Ket.
Klasifikasi
Keamanan
dan Akses Lokasi
Arsip simpan
Tertutup Filling
Eabinet
Tertutup Filling
Cahinet

Source: Probolinggo City DPRD Secretariat 2021

The Archive Administration Arrangement in 2021 is neat and by archival procedures

by filling in the table columns according to the fields as shown in Table 3 above.
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The administration of the DPRD secretariat regarding letter registration has used the
Si Maya application, but its use is still limited to registration of incoming letters, while
registration of outgoing letters is still manually using paper, this is due to the quantity of
incoming and outgoing letters that must be registered quickly so that it will be more effective
if it is carried out by 2 (two) people, namely 1 (one) person registering incoming mail using
the application and 1 (one) other person registering outgoing mail manually. However, over
time, the use of manual methods in registering outgoing mail was deemed less than optimal
when searching for outgoing mail. Apart from that, they also have difficulty when doing
Correspondence Archives. (Judge Ricky Patria, 2021)

Requests for archive registration services and information on activity schedules
outside of working hours and days, in the Simaya application, there is no registration/letter
numbering feature. From these problems, the Probolinggo City DPRD Secretariat needs an
application that can be used by more than 1 (one) person simultaneously and reduces human
error when numbering letters. The archive management application is very necessary for
carrying out archive management so that it remains

The schedule of the work plan of the leadership and members of the DPRD which is
dense with programs and activities according to Table 4 for a year shows that a reference
study plan needs to be carried out on a planned schedule and communicated with the local
government in carrying out activities according to the rules, especially the RAPERDA APBD
which already has regulations from the Ministry of Home Affairs. and the Ministry of Finance
regarding the fulfillment of the target for the completion of the APBD. The schedule of the
agenda plan may change due to refusing or budget reductions in the APBD changes for
handling the covid-19 pandemic.(Ridho, 2021)

The activities of the DPRD leadership and members, as well as the DPRD Secretariat,
affect the activities of implementing office administration, especially the disposition of
pending letters from the leadership.

Table 4.
Agenda for the Work Plan of Probolinggo City Leaders and Members of DPRD

No Programs and Activities Schedule planning
I Regional Representative Institution Capacity Building Program
1 Discussion of Draft Regional Regulations

1.1 Discussion of the Regional Budget Draft
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No Programs and Activities Schedule planning

LHP BPK RI; Accountability Report for the Implementation of the 7 times a year
2020 APBD; KUA and PPAS Amendments to the 2021 APBD;
Amendments to the 2020 APBD; KUA and PPAS 2022; 2022 FY
Budget.
1.2 Discussion of non-APBD Raperda 4 times a year
2020 Mayor's Accountability Statement Report; 2021 Non-APBD
Draft Regional Regulation
2 Regional House of Representatives Meeting For a year
Plenary Meeting; DPRD Leadership Meeting; Faction Meeting;
Consultation Meeting; Deliberative Body Meeting; Commission
Meetings; joint Commission meetings; budget board meetings;
meeting to determine regional regulations; honorary body meetings;
special committee meetings; hearings; meeting with public opinion
3 Reses Activities 3 times a year
4  Working Visits of Leaders and DPRD members in the Regions For a year
sudden inspection (sidak) in the city
5 Capacity Building for DPRD Leaders and Members
Reference Study/Consultation of DPRD Commission outside the
region
6  Adeksi Once a year
7 DPRD technical guidance (Bimtek); Addition once a year; Reference 3 times a year
Study of the Agency for the Establishment of Regional Regulations;
Honorary Agency Reference Study/Consultation; Study of
Reference/Consultation of the Budgetary Body and Study of
Reference/Consultation of the Muswarah Board..

Source: Probolinggo City DPRD Secretariat 2021
From the problems discussed above, several innovation strategies and archive
management at the Probolinggo City DPRD secretariat can be taken, namely:

1. It is necessary to plan the digitization of static archives so that archives can be maintained
and maintained in local repositories or cloud storage, long-term and high resolution plans
in storage and archive maintenance/preservation; maintain the security, safety & integrity
of the transferred archives(Diamond et al., 2003).

2. Implementing the standard operating procedure (SOP) for digitization: 1. Preparation (Pre-
Digitization) 2. Implementation/Process 3. Verification / QC 4. Making Minutes 5.
Authentication

3. Increasing the competence of Human Resources or archiving officers in archive
management through increasing knowledge, skills and motivation. Knowledge through
improving education, skill refers to the ability to do work through training and motivation
is encouragement and enthusiasm to do work through improving work culture.

4. Improvement of archival facilities and infrastructure through filing cabinets

104



Proceedings IAPA Annual Conference 2021: “Governance and Public Policy in The Society 5.0”

5. Increasing the archive budget every year
6. Create a Web-Based Archive Management/Management Application to support the main
tasks and functions of the Probolinggo City DPRD Secretariat by accelerating the process
of letter registration and filing of incoming and outgoing mail and integrated with existing
applications such as the Si Maya application.
7. Preparation of Leadership Policy in the form of a Decree on the management of archives
within the DPRD based on a management information system (SIM) as a legal umbrella so
that archive management can be managed and implemented according to the development

of information technology that supports the development of e-government Government.

Conclusion
From the results and discussion above, conclusions can be drawn:

1. Archives as memories and memories, material for consideration and decision making, as
legal support or evidence if needed and as historical references.

2. It is necessary to plan digitalization of static archives so that archives can be maintained
and maintained, long-term plans and high resolution in storage and maintenance /
preservation of archives; maintain security, safety & integrity of the transferred archives and
implement standard operating procedures in digitizing archives.

3. Increasing organizational resources through increasing human resource competencies,
increasing archival facilities and infrastructure and increasing archive budgets every year.
4. Create an Archives Management. Application that is integrated with other administrative

applications.

5. Drafting of the Decree of the Secretary of the DPRD regarding the Management of Archives

within the DPRD based on the Management Information System (SIM) as a legal umbrella

for the implementation of archive management.
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