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Abstract

This research aims to highlight the pivotal role of the document typist in
standardizing official correspondence within municipal institutions by establishing
uniform standards for the form, content, and language used in administrative
communications. In this context, the document typist acts as a specialized technical
body responsible for reviewing the linguistic and stylistic formulation of
correspondence and ensuring its compliance with administrative regulations and
instructions. This contributes to reducing inconsistencies and fragmentation in
communication methods between departments and enhances the clarity and
effectiveness of messages. The importance of this role lies in its being a cornerstone
for achieving documentary discipline and ensuring the consistency of the

institution's administrative identity.

Through an analysis of practical field experience, the research demonstrates that
adhering to the document typist's role in the preparation of official correspondence
leads to improved quality of internal and external communication and enhances the
institution's credibility with its target audience. This role also contributes to reducing
procedural errors, expediting the circulation of correspondence, and achieving
consistency among various administrative activities. Therefore, the research
concludes that activating the role of the document printer is not merely a formal
procedure, but a strategic administrative mechanism that enhances institutional
harmony and supports the transition towards an organized and transparent digital

work environment.
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