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Abstract

This study aims to analyze the role of file organization and preservation in improving
administrative efficiency in municipalities. Organizing and preserving files are
essential factors that ensure easy access to information, enhance transparency,
and improve decision—-making processes. Municipalities face various challenges in
this regard, such as the absence of digital systems, lack of training, and the
absence of unified policies for document preservation, which negatively impact
administrative performance and service efficiency. The study highlights the
importance of transitioning to digital systems and adopting best practices in file
organization and management. By providing recommendations that include
developing digital archiving systems, enhancing training programs, and improving
archiving mechanisms, the study contributes to enhancing the overall performance

of municipalities and strengthening trust between citizens and local administrations.
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