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Abstract:

Many governmental institutions, including Zarga Municipality, heavily rely on paper documents
for managing installment transactions of construction license fees, which leads to multiple
organizational and administrative challenges. One of the most prominent issues is the difficulty
in storing promissory notes and checks, delayed retrieval when needed, and risks of loss or
damage. This study aims to diagnose the current paper-based document storage system in the
financial department of Zarga Municipality, analyze the associated challenges, and propose
digital solutions to enhance work efficiency and reduce reliance on paper. The research employs
a descriptive-analytical approach by examining current processes and analyzing data collected
from actual operations. The study concludes on the importance of transitioning to an integrated
electronic archiving system linked to a digital database that allows fast and secure access to

documents, recommending a phased plan to implement this system gradually.

Keywords: Digital archiving, Zarga Municipality, promissory notes, checks, digital

transformation, financial management.
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