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Abstract

Classifying documents and files using file stamps Is an essential element that
contributes to improving the efficiency and effectiveness of administrative work
within institutions, including municipalities. Accurately classifying documents
facilitates quick and organized access to information, which reduces the time
wasted searching for documents and increases the effectiveness of decision—
making. Using file stamps helps identify the type, content, date, and approval of
the document, which enhances proper documentation and credibility. It also
contributes to maintaining the security and protection of data by preventing
tampering or loss, as well as facilitating legal and administrative procedures
related to documents. Through accurate classification, it becomes possible to
track documents and Information within the system, which contributes to

achieving compliance with legal and regulatory standards.
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