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ABSTRAK 

 

 Pesatnya perkembangan teknologi informasi mendorong perusahaan untuk 

melakukan transformasi digital, termasuk dalam pengelolaan dokumen dan 

kontrak. Salah satu bentuk penerapannya adalah digitalisasi arsip dan sistem 

informasi pengelolaan dokumen.  

 Program magang dilaksanakan di PT Bank Negara Indonesia (Persero) 

Tbk, pada Divisi Procurement & Fixed Assets (PFA), dengan fokus pada 

pengelolaan kontrak pengadaan barang dan jasa. Aktivitas yang dilakukan 

mencakup penyusunan memo, validasi dokumen, pencatatan arsip, serta 

proses disposisi internal dan eksternal.  

 Selama pelaksanaan magang, ditemukan beberapa tantangan, seperti 

adaptasi terhadap alur kerja administrasi, keterbatasan akses sistem inti, dan 

pengelolaan dokumen yang sebagian masih dilakukan secara manual. Sebagai 

bentuk solusi, dikembangkan prototype sistem arsip digital menggunakan 

Figma yang mensimulasikan penerapan sistem informasi untuk mendukung 

pengelolaan dokumen secara efisien. Pengalaman ini memberikan gambaran 

nyata mengenai proses bisnis pengadaan dan pemanfaatan sistem informasi 

dalam mendukung efisiensi operasional di lingkungan kerja. 

 

Kata kunci: Digitalisasi Dokumen, Pengelolaan kontrak, Procurement, 

Sistem Informasi 
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IMPLEMENTATION OF INFORMATION SYSTEMS IN 

CONTRACT MANAGEMENT AT BNI PROCUREMENT & 

FIXED ASSETS 

(Shyfa Ariesta Rustian) 

 

ABSTRACT (English) 

 

 The rapid development of information technology has driven companies to 

undergo digital transformation, including in the management of documents 

and contracts. One implementation of this transformation is document 

digitization and the use of information systems for document management. 

 The internship program was conducted at PT Bank Negara Indonesia 

(Persero) Tbk, within the Procurement & Fixed Assets (PFA) Division, 

focusing on contract management for goods and services procurement. 

Activities carried out included drafting memos, validating documents, 

archiving, and handling both internal and external document disposition 

processes.  

 Throughout the internship, several challenges were encountered, such as 

adapting to administrative workflows, limited access to core systems, and the 

presence of manual document processes. As a solution, a prototype of a 

digital archive system was developed using Figma to simulate the application 

of an information system in supporting efficient document management. This 

experience provided practical insights into procurement business processes 

and the role of information systems in enhancing operational efficiency in the 

workplace. 

 

Keywords: Contract Management, Document Digitization, Information 

Systems, Procurement 
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