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Abstract

Archives management of institutions is an important part of archives work in our country. In order to improve the efficiency of
archives management, this paper has carried out detailed research and observation through consulting a large number of documents
and materials. Then, according to the present situation of archives management in public institutions, this paper puts forward some
strategies to improve the efficiency of archives management. First of all, the use of electronic form to manage the archives, which
can improve the speed of file search, save a lot of warehouse space, but also conducive to the safe storage and remote transmission of
files. Secondly, strengthen the professional training of archives management personnel to improve their archives management level
and service quality. Finally, establish and improve the standardized archives management system, standardize the collection, sorting,
preservation, utilization of archives and other work processes, so as to improve management efficiency.
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