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ABSTRACT 

Filing is one of the key elements that contribute to improving the efficiency of administrative 

work in municipalities and public institutions. This research aims to study the impact of filing 

on enhancing administrative organization, reducing errors, and increasing the speed of response 

in processing administrative transactions. The research addresses the traditional and modern 

methods of filing documents and how this affects the workflow within municipalities, with a 

focus on the importance of digital transformation in improving administrative performance. 

The research also addresses the importance of organizing documents and files, whether 

electronic or paper-based, to ensure easy access to information, reduce the time spent on 

searches, and enhance transparency and accountability within municipalities. The research also 

highlights the significant role of documenting and preserving data in supporting decision-

making, improving communication between different departments, as well as complying with 

legal requirements regarding the preservation of documents. 

The objectives of the research are to explore filing methods in municipalities and their impact 

on the efficiency of administrative and service performance, with some recommendations to 

develop filing systems in line with the latest technologies in document management. The 

research concludes that the use of modern digital systems in filing and documentation enhances 

the effectiveness of municipal work and achieves a remarkable development in public 

administration. 
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