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MOTTO 

 
“Setiap orang punya mimpi. lakukan yang terbaik dan percaya diri. Jangan berhenti 

bermimpi, dan tunjukkan pada dunia apa yang kamu punya. ingat semua butuh 
proses. Mulailah dengan doa, ikhtiar dan tawakal.” 

 
“Jika Memulai karena Allah, Jangan menyerah karena manusia” 
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RINGKASAN 

 Pendaftaran ujian skripsi merupakan bagian penting dari pelayanan 
administrasi akademik yang menuntut kejelasan prosedur dan konsistensi pelayanan, 
namun di Fakultas Ekonomi Universitas Tribhuwana Tunggadewi proses tersebut 
belum didukung oleh Standar Operasional Prosedur (SOP) tertulis sebagai pedoman 
resmi, sehingga penelitian ini bertujuan untuk menganalisis prosedur pendaftaran ujian 
skripsi yang berjalan sekaligus menyusun rancangan SOP pendaftaran ujian skripsi. 
Penelitian ini menggunakan pendekatan kualitatif deskriptif dengan teknik 
pengumpulan data melalui wawancara, observasi, dan dokumentasi. Analisis data 
dilakukan secara kualitatif melalui tahapan reduksi data, penyajian data, dan penarikan 
kesimpulan untuk menggambarkan kondisi pelayanan administrasi pendaftaran ujian 
skripsi. Fokus penelitian mengacu pada tujuh indikator SOP, yaitu efisiensi, 
konsistensi, minimalisasi kesalahan, penyelesaian masalah, perlindungan tenaga kerja, 
peta kerja, dan batas pertahanan. Hasil penelitian menunjukkan bahwa ketiadaan SOP 
tertulis menyebabkan proses pendaftaran ujian skripsi belum berjalan secara optimal, 
ditandai dengan kurangnya efisiensi, ketidakkonsistenan informasi, serta potensi 
kesalahan administrasi. Berdasarkan temuan tersebut, penelitian ini menghasilkan 
rancangan SOP pendaftaran ujian skripsi sebagai usulan konseptual yang diharapkan 
dapat menjadi acuan dalam penyusunan SOP tertulis guna meningkatkan kualitas 
pelayanan administrasi akademik. 

Kata Kunci: Standar Operasional Prosedur, Pendaftaran Ujian Skripsi, Pelayanan 
Administrasi Akademik 
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DESIGN OF STANDARD OPERATING PROCEDURES (SOP) FOR 
UNDERGRADUATE THESIS EXAMINATION REGISTRATION AT THE 
FACULTY OF ECONOMICS, UNIVERSITY OF TRIBHUWANA 
TUNGGADEWI 
 
Advisor : Roro Merry Chornelia W., S.,Pd., M.AP 
Co-Advisor : Ronny Ersya Novianto Putra, S.E,M.A. 

 

SUMMARY 

 Registration for the undergraduate thesis examination constitutes a critical 
component of academic administrative services, requiring procedural clarity and 
service consistency. However, at the Faculty of Economics, University of Tribhuwana 
Tunggadewi, this process has not yet been supported by a written Standard Operating 
Procedure (SOP) as an official guideline. Therefore, this study aims to analyze the 
existing procedures for undergraduate thesis examination registration while 
simultaneously developing a proposed SOP framework for the registration process. 
This study employs a descriptive qualitative approach, with data collected through 
interviews, observations, and documentation. Data analysis was conducted 
qualitatively through the stages of data reduction, data presentation, and conclusion 
drawing to depict the condition of administrative services related to undergraduate 
thesis examination registration. The research focus refers to seven SOP indicators, 
namely efficiency, consistency, error minimization, problem resolution, workforce 
protection, workflow mapping, and control boundaries. The findings indicate that the 
absence of a written SOP has resulted in suboptimal implementation of the 
undergraduate thesis examination registration process, as evidenced by low efficiency, 
inconsistent information dissemination, and the potential for administrative errors. 
Based on these findings, this study produces a proposed SOP design for undergraduate 
thesis examination registration as a conceptual recommendation, which is expected to 
serve as a reference for the development of a formal written SOP to enhance the quality 
of academic administrative services. 

Keywords: Standard Operating Procedure, Undergraduate Thesis Examination 
Registration, Academic Administrative Services 
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