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[ Abstract] With the development of economy and reforms of various systems, the number of
files in institutions is increasing, in this case, if the file management still adopts the old method,
it will cause low efficiency of file management. Therefore, in the coming of the information

age, in view of the problems existing in the file management of enterprises and institutions, it is

necessary to adopt a higher scientific level of file management to manage files.
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[Abstract] China's development outline of national education pointed out: "the
development of occupation education is an important way to promote economic development,
promote employment, improve people's livelihood, and to solve the problems of agriculture,
rural areas and farmers, is the key to ease the contradiction between labor supply and demand,
it must be placed in a more prominent position", it provides a good policy environment for the

development of China's "13th Five-Year" of higher vocational education. Higher vocational

education has ushered in unprecedented opportunity for development.
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