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Abstract

This paper discusses the optimization strategy of the government document management under the new situation, and puts forward
a series of improvement measures for the existing problems. Emphasize the importance of document management, and enhance
the awareness of leadership and staff by strengthening internal publicity and increasing the budget. Strengthen the collection and
management of documents and files, clarify the division of responsibilities to ensure the accuracy of document information, and use
modern technical means such as OA system to optimize the file sorting process. Accelerate the information process of document
and file management, promote the application of OA system and other information tools, build a perfect electronic file management
system, and ensure data security. Through these strategies, it aims to improve the overall level of government document management
and achieve efficient and transparent public services.
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