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Abstract

In this study, the researcher talks about the method of arranging files manually in
government institutions, where a good employee needs to organize files in the
government institution, and organizing files is a sign of employee cleanliness,
which is one of the main factors that enhance the employee's ability to focus and
get work done. The process of organizing files is one of the most difficult tasks
for employees, and they follow the process first, so that it does not become a
tedious process for them. There are many different methods in order to reach a
suitable arrangement for files at work. It is important to get rid of papers,
documents and files that are not important. In the government institution, it is
considered redundant, as well as getting rid of damaged things that have become
invalid, and keeping every paper in its file and all papers related to each other
without distancing them from each other, and avoiding randomness in the
arrangement and not putting a file in its place and it is possible Placing
identification labels in places inside the government institution so that they are a
guide for the employee to access the file or paper that you need and for the sake
of speed and scrutiny. Ensure that the government institution is clean, in good
condition and in good order for easy access to the paper or file, and organize the
drawer inside The offices in the government institution should be well removed
and any obstacles that may cause a crisis in the search for the required paper
and try to set a specific arrangement for the files known to the employee for ease

and speed of access.
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