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Managing the official document lifecycle is a cornerstone of building transparent
and effective governance. This lifecycle encompasses sequential stages, from
creation and review to signing, distribution, and final archiving or secure destruction.
With the increasing volume of official correspondence in government institutions, it
has become essential to adopt integrated systems that ensure accurate tracking of
each document and maintain its integrity and confidentiality in accordance with legal

and regulatory standards.

This research aims to analyze the current state of official document lifecycle
management in government institutions, identify gaps in tracking and transparency,
and propose a model based on advanced digital technologies such as Document
Management Systems (DMS), electronic signatures, and audit trails. The research
concludes that the lack of integration between stages, weak oversight, and
insufficient training undermine the effectiveness of archiving and expose institutions
to legal and administrative risks. The proposed model offers a practical framework

for enhancing efficiency and accountability in official document management.
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