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Managing current and intermediate documents: tools and methods
Hassiba Ben Bouali University - Chlef - as a model
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Abstract

This study aimed to identify the current reality of the document management system in the
administrative departments of Hassiba Ben Bouali University in Chlef. By taking note of the most
important tools and methods adopted in the organization of documents and files at the University and
its compliance with international standards and national legislation.

The study found an awareness among officials and decision makers of the importance of
document management, as well as a lack of knowledge among employees of the right practices and
national standards and legislation on the management of activity documents. We concluded by
presenting a number of suggestions and recommendations for organizing documents according to a
modern system based on standardized tools, standard practices and future visions.

Key words: activity document management, ongoing document management, intermediate
document management, Chlef University Archive.
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