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This research aims to review and analyze the vital role of document and records management in
enhancing the efficiency and quality of administrative work within modern organizations. The
research employs a descriptive-analytical approach to trace the relationship between traditional
and electronic practices in information storage and processing, and the extent to which this impacts
decision-making speed, transparency, and organizational memory preservation. The abstract also
seeks to highlight the importance of digital transformation in archiving as a fundamental pillar for

reducing time and resource waste and securing sensitive data from loss or damage.

The research findings indicate that implementing integrated electronic document and records
management systems contributes directly and effectively to improving the quality of
administrative outputs by facilitating accurate and rapid access to information and reducing human
errors resulting from paper-based processes. In light of these findings, the research recommends
that organizations adopt comprehensive strategies that include upgrading their technological
infrastructure, developing clear policies for managing the document lifecycle, and focusing on
continuous training for staff to enable them to effectively utilize modern archiving systems, which

will positively impact overall organizational performance.
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