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ABSTRAK 

Penelitian ini membahas pembangunan Sistem Manajemen Kearsipan Surat Masuk 

dan Surat Keluar pada Sub Bagian Umum dan Kepegawaian Inspektorat Provinsi 

Sumatera Selatan. Latar belakang penelitian berangkat dari permasalahan 

pengelolaan arsip secara manual yang sering menimbulkan kendala, seperti 

lamanya pencarian dokumen, risiko kehilangan arsip, serta rendahnya efisiensi 

kerja. Untuk mengatasi hal tersebut, penelitian ini merancang dan 

mengimplementasikan sistem berbasis web yang mampu mengelola surat masuk 

dan keluar secara terstruktur, transparan, dan efisien. 

Metode penelitian menggunakan pendekatan waterfall yang mencakup tahapan 

analisis kebutuhan, perancangan sistem dengan UML, implementasi menggunakan 

PHP, MySQL, HTML, CSS, dan JavaScript, serta pengujian. Hasil penelitian 

berupa aplikasi manajemen kearsipan yang dilengkapi dengan fitur login, 

pengelolaan data pengguna, unit kerja, jenis, sifat, klasifikasi, serta pengelolaan 

surat masuk dan surat keluar. Selain itu, sistem menyediakan menu verifikasi surat 

serta laporan digital yang mempermudah proses administrasi. 

Hasil uji coba menunjukkan bahwa sistem yang dibangun mampu meningkatkan 

efektivitas pengarsipan di lingkungan Inspektorat Provinsi Sumatera Selatan, 

khususnya Sub Bagian Umum dan Kepegawaian. Sistem ini mempermudah 

pencatatan, pencarian, serta pelaporan data arsip, sehingga diharapkan dapat 

mendukung kinerja instansi dalam mewujudkan tata kelola pemerintahan yang 

transparan dan akuntabel. 

Kata Kunci: Sistem Informasi, Manajemen Arsip, Surat Masuk, Surat Keluar, 

Waterfall.  
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ABSTRACT 

This research discusses the development of an Incoming and Outgoing Mail 

Archiving Management System at the General Affairs and Personnel Subdivision of 

the Inspectorate of South Sumatra Province. The background of this study arises 

from the problems of manual archive management, which often causes difficulties 

such as time-consuming document searches, risk of data loss, and decreased work 

efficiency. To overcome these issues, this research designed and implemented a 

web-based system capable of managing incoming and outgoing mail in a 

structured, transparent, and efficient manner. 

The research applied the waterfall method, which includes requirement analysis, 

system design using UML, implementation with PHP, MySQL, HTML, CSS, and 

JavaScript, and testing. The result is an archiving management application 

equipped with features such as login, user management, work units, categories, 

attributes, classifications, as well as management of incoming and outgoing mail. 

In addition, the system provides verification menus and digital reports that simplify 

the administrative process. 

The testing results show that the developed system can improve the effectiveness of 

archiving within the Inspectorate of South Sumatra Province, particularly in the 

General Affairs and Personnel Subdivision. The system facilitates recording, 

searching, and reporting of archival data, and is expected to support the 

institution’s performance in achieving transparent and accountable governance. 

Keywords: Information System, Archive Management, Incoming Mail, Outgoing 

Mail, Waterfall. 
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