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Abstract

With the rapid development of information technology, the management of documents and files is encountering many difficulties,
and innovative strategies are regarded as the key factor in the transformation and growth of archives units. In order to promote
the intelligent process of file management, we need to solve the problem thoughtfully and find a solution. At present, there are the
following problems in the document and file management, such as the management system can not keep up with the development
requirements of The Times, the legal consciousness of archives management is relatively weak, and the level of archives management
personnel is not high. To this end, the following guidelines are put forward: To leverage the support of the system and vigorously
promote the electronic reform of document archives, in order to enhance management effectiveness and convenience; To improve
management methods and ensure standardized processing of documents and archives, thereby increasing their authenticity and
reliability. Through the above measures, we aim to ensure the long-term development and progress of document and archive
management in the context of information technology.
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