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Abstract

The incoming and outgoing function of the files plays a vital role in enhancing the
efficiency and effectiveness of the Shared Services Council by organizing the flow
of information and documents between the various departments, which contributes
to improving the speed and accuracy of completing transactions. It ensures that
incoming correspondence is recorded and classified according to its importance,
with it being directed to the relevant parties effectively, which reduces the loss of
documents or delayed responses. It also works to document outgoing transactions,
which facilitates tracking decisions and actions taken. Thus, this function contributes
to achieving effective administrative governance, ensuring transparency, and
enhancing coordination between departments, which leads to improving the
Council’s performance and achieving its objectives in providing services with high

efficiency.
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