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Abstract

The process of preparing official documents in government departments requires
continuous improvements to ensure efficiency and accuracy in dealing with
official information, and developing an integrated model is an essential step to
achieve this. This model includes enhancing coordination between different
departments, adopting digital technologies such as automation and electronic
document management systems, in addition to setting clear standards for
requirements and reviews. The model must also focus on training employees
and developing their skills in dealing with modern technologies and
understanding legal and regulatory frameworks. By implementing this model, it
is possible to achieve acceleration in the workflow, reduce errors, and ensure
the confidentiality and integrity of information, which contributes to enhancing

transparency and efficiency in the performance of government departments.
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