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Background: This study develops an electronic archival storage model for the Business 
Administration Department of Politeknik Negeri Medan to overcome issues of 
unsystematic filing, slow retrieval, limited digital adoption, and the absence of 
standardized procedures. 
Method: Using a ten-stage Research and Development (R&D) design, data were 
collected through observations and structured interviews with departmental leaders, 
staff, lecturers, and students. Thematic qualitative analysis guided the design of a four-
cabinet archival system integrated with cloud-based digital processes. 
Results: The study identifies four key issues: the diversity of physical and electronic 
archives, inconsistent classification and indexing, limited digital infrastructure and 
training, and both advantages and challenges of digital management. Although 
digitalization improves retrieval efficiency, physical archives remain dominant and gaps 
persist in cybersecurity, metadata standards, and organizational readiness. The proposed 
model enables document retrieval in less than one minute and supports more systematic 
and secure archival practices. 
Conclusion: This research offers a holistic, context-specific archival model that 
integrates digital transformation, cloud storage, and data governance extending beyond 
conventional filing systems and providing a scalable framework for broader institutional 
use. 
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INTRODUCTION 

Information and data are essential in the activities of companies, organizations, and government 
institutions. Information and data related to organizational activities are stored as evidence of actions 
that have been carried out (Eroğlu & Çakmak, 2020). This is referred to as archiving. Archives play an 
important role in providing complete information and data to support the smooth operation of an 
institution (Mandulangi et al., 2024). Archives constitute a vital source of information that serves as 
authentic evidence in the administrative processes of an organization (Jamiliyati, 2025). In the context 
of educational institutions particularly the Business Administration Department at Politeknik Negeri 
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Medan archives hold a strategic role in supporting academic, financial, human resource, and 
administrative services for students and lecturers. Proper archival management reflects the institution’s 
efficiency, accountability, and professionalism (Bernadetha et al., 2025). 

Stored archives assist in daily operational activities and facilitate the provision of quality services 
(Faizah et al., 2025). This supports service that is fast, accurate, and reliable. To achieve effective archival 
storage, an appropriate filing system must be implemented by every institution (Ergüzen & Ünver, 2018). 
Each organization or unit within an organization may select the filing system that best meets its needs 
(Hoyle, 2017). Commonly applied archival systems include alphabetical, chronological, geographical, 
subject-based, and numerical systems (Liman, 2024). The Business Administration Department of 
Politeknik Negeri Medan is one of the academic departments within the institution. In its daily 
operations, the department conducts numerous activities related to the teaching and learning process 
involving students, lecturers, administrative staff, and operating under the guidance and responsibility 
of the department head, secretary, and the coordinators of the Business Administration, Business 
Management, and MICE study programs. One of the essential activities is the management of archives. 
Archives must be stored properly, be easy to retrieve when needed, and must not be misplaced or lost 
(Moss & Gollins, 2017). However, based on preliminary observations, the archival management and 
storage practices in the Business Administration Department still face several challenges. Important 
documents such as correspondence, academic records, and activity reports are not yet stored 
systematically. Most of the archives remain in physical form without clear classification or indexing 
systems, making retrieval difficult when needed. Furthermore, limited storage space, minimal use of 
information technology, and the absence of standard operating procedures (SOPs) for archival storage 
hinder the effectiveness of archival management. 

Based on interviews with the Head of the Business Administration Department, the following 
information was obtained: (1) Archives are not neatly organized; (2) Retrieving archives takes 
considerable time; (3) Filing codes are not yet used in storing letters. Based on interviews with students 
of the Business Administration Department, the following information was obtained: (1) Attendance 
sheets are not always available on time; (2) Not all course syllabi (RPS) are available for all classes in the 
attendance folders. Based on the conducted observations, retrieving requested documents often takes a 
long time. Archives cannot be immediately located when needed. The archival storage system in the 
Business Administration Department is still suboptimal. Archival storage procedures are not consistently 
implemented. When archives are not stored properly and systematically, administrative processes are 
disrupted due to the time required to find documents (Bernadetha et al., 2025). This can also affect 
departmental operations and impact decision-making processes, as crucial documents cannot be 
retrieved promptly (Abusweilem & Abualous, 2019). 

In today's digital era, the need for a modern, efficient, and integrated archival storage system has 

become increasingly urgent (Szekely, 2017). The digitization of archives and the adoption of technology‐
based storage models not only simplify data retrieval and security but also support the principles of a 
“paperless office” and improve work efficiency (Retnosari et al., 2024). Therefore, it is necessary to 
develop an archival storage model that aligns with the needs and characteristics of the Business 
Administration Department at Politeknik Negeri Medan, considering technical aspects, human 
resources, and infrastructure. Based on the aforementioned issues, this study aims to explore and 
formulate an innovative archival storage framework. Unlike previous studies that predominantly focus 
on conventional filing practices, this research introduces a more holistic perspective by integrating digital 
transformation, cloud-based archiving, and data governance principles into a unified model. The study’s 
novelty lies in its emphasis on developing a context-specific yet scalable system that aligns with modern 
archival standards particularly in terms of accessibility, data security, document authenticity, and long-
term sustainability.  

The results of this research are expected to generate broader institutional impact by providing an 
evidence-based model that can be adopted not only by the Business Administration Department but 
also by other academic and administrative units within Politeknik Negeri Medan. In the long term, the 
proposed model has the potential to strengthen organizational efficiency, support transparent decision-
making, and enhance the institution’s readiness for digital governance initiatives. 
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METHOD 

Type of Research 

This study employs a Research and Development (R&D) design, a type of research commonly 
used in business and education to develop business systems and educational administration in order to 
obtain real data from both fields. Such data can subsequently be used to produce, refine, and validate a 
product. Research and Development aims to focus on developing, expanding, and exploring a theory 
within a specific discipline. In this study, the researcher seeks to advance the field of business 
administration, particularly in the area of digital records management. The research uses the ten stages 
of R&D methodology, namely: 

1. identifying potential problems, 

2. data collection, 

3. product design, 

4. design validation, 

5. design revision, 

6. product testing, 

7. product revision, 

8. further product testing, 

9. final product revision, and 

10. analysis and reporting (Rachman et al., 2016) 

The electronic archival storage model planned as the output of this study can be illustrated as 
follows, all archives in the Business Administration Department are stored in four master cabinets: 

1.  Master Cabinet 1: storage for incoming and outgoing letters 

2.  Master Cabinet 2: storage for lecturer archives 

3.  Master Cabinet 3: storage for student archives 

4.  Master Cabinet 4: storage for departmental operational archives 

With the application of an electronic archival storage model, the issues identified in the research 
background can be effectively addressed. Archives will be stored systematically, and documents can be 
retrieved in less than one minute. The measurement and observation parameters used in this study 
include archival storage concepts such as the archival storage system and archival storage procedures. 
Through the implementation of the electronic archival storage model, documents can be located in 
under one minute. 

Research Subjects 

This study was conducted in the Business Administration Department of Politeknik Negeri Medan. 
Thus, the subjects of this research include the archival management system within the department, 
involving the Head of the Business Administration Department, administrative and archival staff, as well 
as lecturers and students as users of the department’s archival services. 

Research Design 

The research design was structured based on the stages and model of the R&D methodology. The 
research design can be illustrated in the following schematic diagram: 
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Figure 1. Research Design 

Data Collection Techniques 

1. Observation 

The researcher conducted observations of archival storage practices in the Business Administration 
Department of Politeknik Negeri Medan. 

2. Interviews 

The researcher collected data through structured interviews conducted directly with the Head of 
Department and administrative staff of the Business Administration Department regarding archival 
storage practices. 

In this study, interview techniques were applied to gather data from five respondents (informants) 
within the Business Administration Department. To facilitate objective data collection, the researcher 
conducted in-depth interviews based on predetermined indicators, as presented in the table below: 

Table 1. Operational Definitions 

Variable Indicators Informants 

Input (Archive Sources) 1. Physical and electronic documents Head of Department & 
Administrative Staff 

2. Hardware (computers, servers, scanners) Head of Department & 
Administrative Staff 

3. Human resources (archival personnel) Head of Department & 
Administrative Staff 

4. Archival policies and SOPs Head of Department & 
Administrative Staff 

Process (Digital Archive 
Management) 

1. Archival classification and indexing Administrative Staff 

2. Digitization and uploading to the system 

3. Storage in a DBMS 

4. Document management via EDMS 

5. Backup and synchronization through 
cloud storage 

Output 1. An efficient, secure, and accessible digital 
archival storage system 

Administrative Staff 
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2. Improved speed of archival retrieval 

3. Increased efficiency in space and 
workflow 

4. Implementation of paperless 
administration 

 

Data Analysis 

The data analysis technique used in this study is thematic qualitative analysis. Qualitative analysis 
is applied to analyze data by describing and presenting the collected data as they are. The qualitative data 
analysis process consists of three stages: 

1.  Data Reduction: the first stage involves reducing or simplifying the data to ensure relevance to the 
research needs and to facilitate information extraction. 

2.  Data Display: the reduced data may be presented in various forms, including diagrams, to enable 
clearer communication and interpretation. 

3.  Conclusion Drawing: the final stage involves drawing conclusions based on the organized and 
presented data. These conclusions form the key findings of the study and are included in the 
conclusion section of the research report. 

RESULT AND DISCUSSION 

The thematic analysis of interviews with the Head of Department, lecturers, and students reveals 
four major themes: (1) diversity and origin of archival sources, (2) archival processing and classification, 
(3) digital archiving infrastructure and human resources, and (4) effectiveness and challenges of digital 
archive management. The following is a word cloud and treemap based on interview results processed 
through Atlas.ti: 

 

Figure 1. Word Cloud 

 

Figure 2. Treemap 
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Diversity and Origin of Archival Sources 

Across informants, archival sources in the Department of Business Administration consist of both 
physical and electronic documents, covering academic, administrative, and cooperative activities. The 
Head of Department stated that archives include “written documents (letters) and digital documents,” 
while the lecturer emphasized a broader scope, including “correspondence, financial reports, student 
data, meeting minutes, and cooperation documents.” Students similarly noted the existence of “academic 
and non-academic archives... available in physical and electronic formats.” 

Sources of archives originate mainly from internal units, such as administrative offices, lecturers, 
and students, supplemented by external correspondence from industry partners and government 
agencies. This aligns with the lecturer’s clarification that archives come from “department activities, 
administrative units, and external institutions.” 

Archival Processing, Classification, and Documentation 

The department implements a structured process involving verification, indexing, coding, 
classification, and storage. The Head of Department explained that archive handling begins with 
“verifying archive completeness, followed by indexing… and sorting based on classification.” Incoming 
documents are recorded in both manual ledgers and digital systems.  

Classification systems exist but vary in clarity across informants. While the administrative officer 
claimed that “several classification systems exist,” the lecturer noted the use of activity-based categories, 
where “academic archives are stored separately from personnel archives.” Students also observed 
classification by producing unit and document type. Despite these systems, inconsistencies emerge, 
particularly in digital indexing, as administrative staff reported challenges such as “determining 
appropriate index titles,” underscoring the need for standardized metadata and taxonomy across units. 

Digital Infrastructure, Hardware, and Human Resources 

a.  Digital vs. Physical Storage 

The proportion of physical to electronic archives remains high. According to the Head of 
Department, the ratio stands at “three to one” in favor of physical documents, indicating slow digital 
transition. 

b.  Digital Storage and Security 

Cloud storage (Google Drive) serves as the primary repository, though it is managed manually with 
limited safeguards. Security relies mainly on “password protection,” and both parties acknowledged the 
absence of automatic backup systems or special protections for sensitive data. 

c.  Hardware Capacity 

Digitization relies on desktop computers and scanners; however, equipment is “not fully adequate” 
and scanners only support A4-sized documents. No dedicated servers or Electronic Document 
Management Systems (EDMS) are used. 

d.  Human Resources 

Personnel capacity is limited. Only one archival officer is formally responsible, and training is 
minimal. The administrative office admitted, “No training has been provided,” whereas the lecturer 
reported that only two staff members have received digital archiving training. Furthermore, task division 
remains unclear, indicating structural gaps in archival governance. 

Effectiveness and Challenges of Digital Archive Management 

a.  Efficiency and Retrieval 

Both administrative staff and lecturers find digital retrieval faster than physical search. Features 
such as “categories” and “keywords” help accelerate access, with the department acknowledging that 
digital records “sufficiently help in file retrieval.” 

b.  Persistence of Physical Records 

Certain physical archives remain indispensable, especially for audits and legally binding documents 
(e.g., exam score forms, meeting minutes). 
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c.  Limitations and Risks 

Major challenges include: 

• Technological limitations (inadequate scanners, no integration, limited server capacity) 

• Cybersecurity risks, including “hacking attempts, malware attacks” 

• Dependence on specific software/hardware 

• Long-term digital preservation risks, such as file format obsolescence 

• Manual habits and limited digital literacy 

d.  Paperless Administration 

Paperless implementation is partial “not yet optimal,” with lecturers estimating only “around 30%” 
adoption. Nonetheless, document distribution and work efficiency have improved, aligning with 
literature that highlights digitalization’s role in reducing administrative workload and conserving physical 
space. 

CONCLUSION 

This study concludes that the management of archival records in the Department of Business 
Administration reflects a transitional stage between traditional and digital archival practices. Although 
the department has begun adopting digital systems, physical documents remain dominant, and the 
digitalization process is constrained by infrastructural, technical, and human resource limitations. The 
findings indicate the absence of standardized metadata, uneven implementation of classification 
procedures, and limited technological capacity, all of which hinder full digital integration. 

The study also finds that digital archives significantly enhance retrieval efficiency and operational 
workflow, supporting the potential for broader paperless administration. However, persistent gaps such 
as inadequate equipment, weak cybersecurity safeguards, minimal training, and reliance on manual 
practices pose substantial risks for sustainable digital preservation. These challenges emphasize the need 
for comprehensive policy strengthening, capacity-building programs, and investment in integrated 
electronic document management systems. 

ACKNOWLEDGEMENT 

The author would like to thank the Politeknik Negeri Medan for the funding provided through 
Contract B/287/PL5/PT.01.05/2025 which comes from the 2025 POLMED DIPA funds. 

REFERENCES 

Abusweilem, M. A., & Abualous, S. (2019). The impact of knowledge management process and business 
intelligence on organizational performance. Management Science Letters, 2143–2156. 
https://doi.org/10.5267/j.msl.2019.6.020 

Bernadetha, M., Sauw, H. M., Engel, S. S., Maria, & Kelen, M. S. L. (2025). A study of the archival 
system: Enhancing archive management. Journal of Commerce, Management, and Tourism 
Studies, 4(1), 107–119. https://doi.org/10.58881/jcmts.v3i2 

Ergüzen, A., & Ünver, M. (2018). Developing a File System Structure to Solve Healthy Big Data Storage 
and Archiving Problems Using a Distributed File System. Applied Sciences, 8(6), 913. 
https://doi.org/10.3390/app8060913 

Eroğlu, Ş., & Çakmak, T. (2020). Information as an organizational asset: Assessment of a public 
organization’s capabilities in Turkey. Information Development, 36(1), 58–77. 
https://doi.org/10.1177/0266666918811004 

Faizah, N. A., Thohir, M., Salem, S., & Mardhiyah. (2025). Optimizing Digital Archive Management to 
Improve the Quality of Integrated Public Services. Kharisma: Jurnal Administrasi Dan Manajemen 
Pendidikan, 4(1), 31–43. https://doi.org/10.59373/kharisma.v4i1.64 

Hoyle, D. (2017). ISO 9000 Quality Systems Handbook-updated for the ISO 9001: 2015 standard: 
Increasing the Quality of an Organization’s Outputs. Routledge. 



| Volume 7, Issue 2, 2026 | Page 158-165 | | 165 

 

https://siducat.org/index.php/sembj 

Jamiliyati, N. U. A. (2025). Social and cultural relations are inherent in the life of the Semparu 
Community, Lombok. Priviet Social Sciences Journal, 5(11), 144–150. 
https://doi.org/10.55942/pssj.v5i11.759 

Liman, L. (2024). Organization and Storage of Staff Records in the Archive of Ahmadu Bello University, 
Zaria. Nigerian Libraries. https://doi.org/10.61955/XLDSYF 

Mandulangi, J., Mundung, D. E. W., Makinggung, J. P. T., & Tuwaidan, A. E. (2024). Enhancing 
Administrative Efficiency Through Archive Management at the Malalayang District Office, 
Manado City, Indonesia. International Journal of Business and Applied Economics, 3(6), 1131–
1140. https://doi.org/10.55927/ijbae.v3i6.11599 

Moss, M. S., & Gollins, T. J. (2017). Our Digital Legacy: An Archival Perspective. Journal of 
Contemporary Archival Studies, 4(3). 
http://elischolar.library.yale.edu/jcas/vol4/iss2/3?utm_source=elischolar.library.yale.edu%2Fjca
s%2Fvol4%2Fiss2%2F3&utm_medium=PDF&utm_campaign=PDFCoverPages 

Rachman, A., Yochanan, Samanlangi, A. I., & Purnomo, H. (2016). METODE PENELITIAN 
KUANTITATIF, KUALITATIF DAN R&D. Alfabeta, Bandung. 

Retnosari, R. D. A., Byantoro, G. A., Wijaya, R., Rahayuningsih, E. P., & Widyawati. (2024). Challenges 
for Archivists in the Digital Era: Service Transformation Traditional Archives Towards Paperless 
at State Higher Education Institution of Incorporated Legal Entity. In G. W. Pradana, D. F. 
Eprilianto, D. Perwitasari, R. Riyadi, Moh. Mudzakkir, & S. Megawati (Eds.), Proceedings of the 
4th International Conference on Social Sciences and Law (ICSSL 2024) (Vol. 877, pp. 702–712). 
Atlantis Press SARL. https://doi.org/10.2991/978-2-38476-303-0_66 

Szekely, I. (2017). Do Archives Have a Future in the Digital Age? Journal of Contemporary Archival 
Studies, 4(1). 
http://elischolar.library.yale.edu/jcas/vol4/iss2/1?utm_source=elischolar.library.yale.edu%2Fjca
s%2Fvol4%2Fiss2%2F1&utm_medium=PDF&utm_campaign=PDFCoverPages 

 


