ANALISIS PROSEDUR PENERIMAAN SURAT MASUK PADA
POLICY OWNER SERVICES — OPERATION AND SERVICES
DIVISION PT BHINNEKA LIFE INDONESIA

ANNA TASYA MIRANDA
8143163474

Karya Ilmiah ini disusun untuk memenuhi salah satu persyaratan mendapatkan

Gelar Ahli Madya (D3) pada Fakultas Ekonomi Universitas Negeri Jakarta

PROGRAM STUDI DIII ADMINISTRASI PERKANTORAN
FAKULTAS EKONOMI

UNVERSITAS NEGERI JAKARTA

2019



ANALYSIS OF ADMISSION POLICY OWNER SERVICES -
OPERATION AND SERVICES DIVISION OF PT BHINNEKA
LIFE INDONESIA

ANNA TASYA MIRANDA
8143163474

This Scientific Paper is Structured To Comply One Of Requirement For
Obtain Associate Degree at the Faculty of Economics, Jakarta State

University

STUDY PROGRAM OF OFFICE ADMINISTRATION
DIPLOMA

FACULTY OF ECONOMICS

JAKARTA STATE UNIVERSITY

2019



ABSTRAK

Anna Tasya Miranda. 2016. 8143163474. Analisis Prosedur Penerimaan Surat
Masuk Pada Policy Owner Services-Operation And Services Division PT
Bhinneka Life Indonesia. Program Studi D3 Administrasi Perkantoran. Fakultas
Ekonomi. Universitas Negeri Jakarta.

Karya Ilmiah ini bertujuan untuk mengetahui tentang prosedur
penerimaan surat masuk yang terdapat pada PT Bhinneka Life Indonesia. Metode
yang digunakan dalam penelitian ini adalah analisis deskriptif dengan metode
pengumpulan data melalui studi pustaka dan observasi.

Dari hasil penulisan dapat diketahui bahwa prosedur penerimaan surat
masuk pada Policy Owner Services-Operation Services Division di PT Bhinneka
Life Indonesia tidak sesuai dengan prosedur penerimaan surat masuk,
permasalahan tersebut dilihat dari adanya penumpukan surat dan penyimpanan
surat yang tidak sesuai.

Kata Kunci: Prosedur Penerimaan Surat



ABSTRACT

Anna Tasya Miranda. 2016. 8143163474. Analisis Prosedur Penerimaan Surat
Masuk Pada Policy Owner Services-Operation And Services Division PT
Bhinneka Life Indonesia. Program Studi D3 Administrasi Perkantoran. Fakultas

Ekonomi. Universitas Negeri Jakarta.

This scientific paper aims to find out about the procedure for receiving
incoming letters found at PT Bhinneka Life Indonesia. The method used in this
study is descriptive analysis with methods of collecting data through literature and
observation.

From the results of the writing, it can be seen that the procedure for
receiving incoming letters in the Policy Owner Services-Operation Services
Division at PT Bhinneka Life Indonesia is not in accordance with the procedure
for handling the letter, the problem is seen from the presence of mailing and
improper storage of letters.

Keywords: Procedure for Receiving Letters
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