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Abstract

Archives management of public institutions is a professional and important work. In order to
make the archives serve the routine work better, it is necessary to strengthen the archives man-
agement. This paper analyzes the key points of archives management from the aspects of archiv-
ing system, pre-filing system, archives statistics, archives storage and archives utilization. It is
hoped this analysis of the key points would promote the archives management, protection and
utilization so that the archives will play a greater role in routine work.
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