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Abstract

This paper, through a detailed analysis of the current situation and existing problems of document and archive management in public
institutions, reveals the non-standardized status of document and archive management at the emergence stage. On this basis, in
accordance with the relevant theories of document and archive management at home and abroad, a standardized system for document
and archive management suitable for public institutions in China at the current stage has been constructed. This system includes
several major aspects such as the organization, preservation, use and follow-up management of archives in public institutions.
The results show that the implementation of this standardized management system by public institutions can not only enhance the
administrative efficiency of public institutions, but also promote the standardization and legalization process of public institutions,
providing important theoretical support and practical guidelines for further improving the document and archive management of
public institutions in China.
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