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Abstract

Organizing and documenting official files is a cornerstone of ensuring smooth
administrative work and effective procedures within municipalities. This research
aims to analyze the relationship between the degree of adherence to modern file
documentation and classification methods and the efficiency of institutional
performance in municipalities, focusing on reducing wasted time, improving

information accuracy, and enhancing transparency and accountability.

The results showed that municipalities that adopt organized digital systems for
documenting files achieve higher levels of efficiency in completing transactions and
experience fewer administrative errors compared to those that rely on traditional
paper-based or poorly organized archiving. The research indicates the need to invest
in document management systems, train administrative staff, and adopt unified

standards for documenting official records to enhance municipal performance.
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