Analysis Of Handling Incoming Letters To The Simple Electronic Agenda
Book System Of Pt. Angkasa Pura |

Raihan Tsany! , Marsofiyati? , Destria Kurnianti®

!Digital Office Administration Study Program, Universitas Negeri Jakarta, Indonesia
2Department of Office Administration Education, Universitas Negeri Jakarta, Indonesia

3Department of Digital Office Administration, Universitas Negeri Jakarta, Indonesia

Abstract

This research was conducted at PT Angkasa Pura | with the aim of knowing the handling of
incoming letters in a simple electronic agenda book system.

Data for this research was obtained through several methods, namely observation, interviews and
documentation. The analysis of this research was prepared using descriptive analysis methods to
provide a comprehensive picture of the handling of incoming mail. The descriptive method is
used to describe what exists in a systematic, factual and accurate manner regarding the facts
being investigated. Therefore, it is hoped that this research can provide in-depth insight into the
effectiveness and efficiency of handling incoming letters in a simple electronic agenda book
system at PT Angkasa Pura I.
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I. Introduction

Mail management activities are often seen as easy and simple activities to the point that
some people take this activity lightly. Many organizations have not implemented good and
correct mail management. Managing letters is considered an easy and trivial thing that can be
done by every employee, so there is no need for special knowledge and skills to carry it out.
Organizations or offices must carry out mail management activities every day. Good letter
management will provide positive benefits for the organization, and vice versa, letters that are
not managed well will have a negative impact on the organization, and can even cause fatal
losses. The position and function of a letter is very important for an organization because an
organization without a letter is an organization that cannot run according to its vision and
mission. Organizations with quite a lot of correspondence traffic and with the best possible
management are measuring tools or parameters that the organization has high activity, but
without having or storing correspondence, the organization is administratively considered an

ineffective organization Kisma & Yohanis (2024).

Managing incoming and outgoing letters is an activity that makes work easier in an
agency or organization. Incoming letters are all types of letters received by the agency or
received from other parties. Meanwhile, an outgoing letter is a letter issued by an agency. An
agency has a lot of incoming and outgoing letters, with so many incoming and outgoing letters it
requires mail management so that all incoming and outgoing letters can be organized and can be

used if needed. Mail management is different in each agency.

The handling of incoming letters at PT. Angkasa Pura | previously still used an agenda
book system where every time there was an incoming letter, it had to be recorded in the agenda
book according to each unit. Currently developing information technology plays an important
role in the process of moving information from one place to another which no longer takes a long
time. Oral and written interactions can now occur without having to meet two or more parties

directly to carry out communication.

Il. Literature Review
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1. Definition of Letter

Correspondence is an activity to establish continuous contact between one party and
another Susilowati & Umami (2022). Letters have the meaning of being a means of
communication for conveying information which has the elements of being the sender and
recipient of the letter. The sender of the letter certainly has a purpose in making the letter
sent to the recipient of the letter. Letters have various types and types according to the needs

of the sender for the recipient.

Incoming letters are all letters received by a company or organization originating
from other parties, whether individuals or companies/issued by a company or organization to
be given to other parties, both individuals and companies/organizations Susilowati &
Umami (2022).

One of the communications used by offices is letters. Communication by letter is
known as correspondence. Communication via letters in offices is carried out individually or
by institutions, and internally and externally. Internal letters such as meeting invitations to
employees or employees. External letters such as orders for goods or services by consumers
or customers MUSRIYANTI (2021).

2. Letter Function

Barthos (2007: 36) in Sawitri & Irhandayaningsih (2019) states that letters have
several important functions in various government and private agencies, letters also have a
basic function that cannot possibly be abandoned or ignored, namely as a representative of
the sender/researcher, material evidence, guidance in making further decisions, a tool for
measuring organizational activities, and a means of shortening distances.

Soedjito & Solchan (2004) in Susilo et al., (2020) stated that the function of letters in
everyday life is very important to convey the intent and purpose of information. The
following are the functions of letters, namely 1) Letters as a tool or means of written
communication; 2) Letters as written evidence; 3) Letters as historical evidence; 4) Letters
as a reminder tool; 5) Letter as an ambassador for the organization; 6) Letter as a work
guide.

3. Purpose of the Letter
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When writing, the purpose of the letter should be stated clearly so that it is easy for
the recipient of the letter to understand. If the purpose is not stated clearly, there is a
possibility that the recipient of the letter may experience errors in interpreting it. Therefore,
to avoid mistakes, clarity in goals is absolutely necessary. Usually, apart from being stated in
the body paragraph, the purpose of sending a letter is also stated in the letter where the
writing position is on the top left side or precisely below the letter number. Including the
purpose of sending the letter in this letter is very beneficial because it can make it easier for
the recipient of the letter to understand the intention of the sender of the letter Saputra et al.,
(2022). Meanwhile, according to Annisa in Kisma & Yohanis (2024), the purpose of a letter
is to convey information, establish communication, expedite the business carried out, carry

out field surveys, as a means of friendship and to apply for jobs.
4. Understanding Mail Management

Managing incoming mail has a very important role in office work, therefore it is
necessary to check letters before they are sent to superiors. Incoming letters are all official
letters received by a private or government agency. To facilitate supervision and control,
reception and management of incoming letters is centralized in the administration section or
leadership secretariat, therefore if you receive an incoming letter from an outside agency, the
first step that must be taken is to submit the incoming letter to the administration or
secretariat section Liana, (2022). Incoming and outgoing letters must be managed properly
and correctly, because letters are important documents for a company. The management of
incoming and outgoing letters certainly experiences differences, Ridho Muarief, Sintaria
Praptinasari (2022).

I11. Material and Method
3.1 Research Design

The research being carried out by researchers uses qualitative methods. Qualitative
methods are research that focuses on describing the nature or essence of the value of a particular
object or symptom. The emergence of qualitative methods was caused by a paradigm shift in

viewing reality/phenomena/symptoms.
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Qualitative research is a research method that aims to gain an understanding of reality
through an inductive thinking process. In this research, the researcher is involved in the situation
and setting of the phenomenon being studied. Researchers are expected to always focus on
reality or events in the context studied by Adlini et al. (2022).

3.2 Data Sources and Research Sample

Data sources are divided into two, The data source used in research is primary data.
Informants in this research are suitable participants or sources who are able to provide
information on the research topic being discussed by the researcher. In this research, researchers
conducted interviews with four informants who worked at PT Angkasa Pura I. Secondary data is
data obtained indirectly by researchers. The data used by researchers was obtained from the

Angkasa Pura | website, books and supporting journals that were appropriate to the research.

3.3 Data Collection Techniques

Data collection techniques refer to the methods or methods used by researchers to collect
data or information needed to conduct research. In obtaining the required research data,
researchers use a number of techniques to collect the required data. Data collection techniques

used by researchers include:
1. Interview

Interviews are the main data collection method in qualitative research. According to Saroso
(2017:47) in Yusra et al. (2021) interviews are one of the most widely used tools for collecting

qualitative research data.
2. Observation

Observation or observation is a data collection technique by making direct observations
in the field of the objects studied by Yoki Apriyanti (2019).

3. Documentation
Documentation includes searching for data about a thing or variable in the form of notes,
transcripts, books, newspapers, magazines, inscriptions, minutes, agendas, etc.

3.4 Data Analysis Techniques
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When conducting data analysis, researchers carried out several stages. These stages

include:
1. Data Collection

At this stage the researcher collects data or facts that will be used in the research. Data

collection was carried out in the stages of observation, interviews and documentation.
2. Data Reduction (Data Reduction)

At this stage, the amount of data obtained from the field is quite large, for this reason it is
necessary to record it carefully and in detail, as has been stated, the longer the researcher is in the
field, the more complex and complicated the amount of data will be. For this reason, data
analysis needs to be carried out immediately through data reduction. Reducing data means
summarizing, selecting the main things, focusing on the important things, looking for themes and

patterns. In this way, the reduced data provides a clearer picture.

3. Data Presentation (Data Display)

At this stage the researcher presents the data in the form of sentences that are arranged
logically, systematically and organized so that the data can be easily understood. The
presentation of data at this stage is made in the form of narrative text.

4. Drawing conclusions
Next, at this stage the researcher begins to draw research conclusions from the data
that has been collected in the field by comparing existing theories, so as to create answers to

the problems raised.

IV. Result

Procedures are a structured and documented series of steps or rules that must be followed
in carrying out an activity or achieving a certain goal. In general, procedures are used to organize
and ensure that tasks or activities can be carried out consistently, efficiently, and in accordance
with established standards or policies. Procedures often contain details such as steps to be taken,
timelines or priorities, individual or team responsibilities, and requirements or approvals
required. The purpose of procedures is to ensure consistency in the implementation of repetitive
tasks or activities, reduce errors or defects, and increase efficiency in the operations of an

organization or entity.

2643



Managing incoming mail has a very important role in office work, therefore it is
necessary to check letters before they are sent to superiors. Incoming letters are all official letters
received by a private or government agency. To facilitate supervision and control, reception and
management of incoming letters is centralized in the administration section or leadership
secretariat, therefore if you receive an incoming letter from an outside agency, the first step that
must be taken is to submit the incoming letter to the administration or secretariat section Liana,
(2022). Incoming and outgoing letters must be managed properly and correctly, because letters
are important documents for a company. The management of incoming and outgoing letters

certainly experiences differences, Ridho Muarief, Sintaria Praptinasari (2022).

Distribution is a process or activity to allocate or distribute something to parties who need
it. The term is often used in the context of distributing goods or resources, such as food,

medicine, or aid to areas or populations that need it.

In general, distribution involves planning, organizing, and implementing to ensure that
the goods or resources distributed reach the destination or recipient effectively and efficiently.
This is especially important in emergency or crisis situations where aid must be distributed
immediately to those in need. In an economic or business context, distribution also refers to the

flow of products from producers to consumers through appropriate distribution channels.

V. Conclusion, Implication, and Recommendation

1. Conclution

Based on the results of research that has been carried out regarding the Analysis of
Handling Incoming Letters in PT's Simple Electronic Agenda Book System. Angkasa Pura
I, then researchers can draw conclusions. The following are the conclusions of this research,
including:
1. Procedure for receiving incoming letters at PT. Angkasa Pura | is in accordance with the
standards that generally apply in offices, the facilities to support receiving incoming letters
are also very complete.
2. Incoming mail management system at PT. Angkasa Pura | still uses a simple electronic
agenda book system where employees still have to record incoming letters in the agenda
book and input letters into Microsoft Excel,

3. Distribution of incoming letters to PT. Angkasa Pura I is still done manually where
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employees still have to deliver to the rooms of the targeted units, this is not efficient
because it takes time, it is recommended to carry out letter distribution activities using a
website or application made specifically for letter distribution.
2. Implication

From the results of research related to the Analysis of Incoming Letter Handling PT's
Simple Electronic Agenda Book System. Angkasa Pura 1, researchers can provide
theoretical and practical implications, namely:
1. Theoretical Implications

Based on the results that researchers have obtained and collected in the previous
chapter, the theoretical effectiveness results that researchers can provide include:

The results of this research provide an overview of the incoming mail handling system,
namely that incoming mail handling can be done in a modern way, such as using an
application. This allows organizations to carry out mail distribution activities more

effectively.

2. Practical Implications

It is hoped that the results of this research can provide assistance to companies, with
practical applications including:

For companies, the research conducted provides an overview of the company or agency
related to handling incoming mail, thereby enabling the distribution process to be faster and
more efficient compared to manual distribution. This reduces the time required to distribute
mail, thereby increasing employee productivity and overall operational efficiency.

3. Recommendation
Based on the results of research conducted by researchers, there are several
recommendations for researchers who will conduct future research. Some of the
recommendations include:
1. It is recommended for future researchers who wish to conduct research to add
variables to obtain more accurate, significant and broader results related to the research
topic.

2. It is recommended for future researchers to better understand the topics and
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theories that will be raised for further research.

3. It is recommended for future researchers to determine more about the
informants who will be used as objects of information to assist researchers in obtaining
the desired data.
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