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Abstract

This paper combined with modern information technology, the standardization of document file management and information security
mechanism for in-depth analysis and research. First of all, the paper studies the current situation of the document file management,
and then puts forward the standardized measures for the document file management, including the establishment of a complete
file management system, the formulation of file management rules and regulations. Then, based on the characteristics of modern
information technology, the mechanism puts forward the information security, such as data encryption, access control, backup storage
and so on. Research shows that the effective combination of the above two can improve the efficiency of archives management, but
also can effectively prevent the occurrence of information security risks. The results of this study can provide reference for relevant
policy makers and file managers, help to promote the standardization of document and file management, and ensure the effective
safety of information.
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