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The Head of the Diwan in the municipalities is considered one of the main
officials in the management of official documents and record keeping, as he is
responsible for organizing and directing all operations related to documenting
internal and external government documents and correspondence. He supervises
the development of policies and procedures for storing documents in a way that
ensures easy access and safety, as well as maintaining the confidentiality of
information and protecting it from loss or damage. The Head of the Diwan
enhances the efficiency of the municipality's administrative system by following up
on the process of classifying and arranging documents, and works to ensure the
application of legal and technical standards in record keeping. He also
cooperates with the various departments to ensure that all documents related to
administrative decisions, contracts, complaints, and reports are stored in an
organized and secure manner, which contributes to improving the speed of
completing transactions and facilitating administrative procedures in the

municipality.
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