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Abstract
store data and information and retrieve them at the right time. The importance of documents in the
administrative, legal, scientific and financial fields cannot be hidden, as they are a primary source for
historians and researchers in their research and studies. Based on the importance of documents and
their role in serving society, countries have established national institutions concerned with collecting,
storing, organizing and maintaining documents, and providing protection for them through laws and
legislation. The importance of the study lies in focusing on the role of management in official
institutions and bodies, which is to preserve documents in a correct and organized manner based on
knowledge and scientific studies. The study also aims to shed light on the duties and tasks that the
administration must perform with regard to documents according to the Document Preservation Law
and its instructions. This study aims to raise awareness among state employees and individuals about
the importance of documents and the information contained therein and how to deal with them, by
increasing documentary awareness and respecting them as an important source of proving rights. The
study also aims to understand the methods and systems used in the process of preserving documents
and to identify their advantages and disadvantages. We reached a set of results, the most important of
which was that the study revealed that Iraqi law follows a single approach in regulating the handling
of documents, but these legislations differ in their names. It was found that the term "document law" is
the most accurate compared to other terms such as archives and archives. The study showed that
documents have different characteristics and features, such as impartiality, reliability and accuracy,
and that they only reflect correct information, and are characterized by the material and moral aspect,
and are characterized by flexibility, accuracy and clarity.
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