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ABSTRACT

The purpose of this research is to study the document management process in a
machinery maintenance department with the aim of improving the work method to achieve
maximum efficiency. During the study and analysis of the problems, it was found issues were
occurring within the document management process of the machinery maintenance department,
particularly with people who were accustomed to delivering documents and had to wait for
approval of the document, resulting the delays in operations and product deliveries to the
customers.

Based on the existing problems, the researcher, therefore, improved the document
management process to make it faster and more convenient to use by applying methods to
reduce waste with ECRS principles, analyzing the Activity Process Flow Chart, and applying the
cloud system to improve the document management process.

The results obtained from document management process improvements were able
to reduce the steps from the original 15 steps to only 10 steps, reduced by 5 steps, representing
33.33 percent. Additionally, the average total working time before improvement was 133.26
minutes, representing 38.31 percent.
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