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Countermeasures and research on optimizing the document
and file management of geological prospecting units under
the background of informatization

Xiaohong Fu
Sichuan Coal Field 1 Yi Construction Investment Co., Ltd., Deyang, Sichuan, 618000, China

Abstract

In the context of informatization, The management of documents and files of geological prospecting units should constantly adapt
to the new situation, Innovative working methods, Promote the centralized management, filing and backup of documents and files,
Avoid document duplication and loss; Strengthen the integration of information technology and archival work, Streamlining the paper
files, Reduce the occupied space occupied and management cost of paper files, At the same time, it is convenient for file retrieval
and sharing; Improve the system and mechanism of archives management, Promote the scientific and institutionalized management
of documents and files; Strengthen information security management, Establish an information security management system, Ensure
network security, Prevention and control of archival information leakage, Boosting the quality and efficiency of document and file
management; Strengthen the construction of document and file management personnel, Improve the management level of document
files.
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