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Analysis and Countermeasures of Common Problems in
Document Management in Universities

GUO Hui

(General Affairs Department, Qingdao Ocean Shipping Mariners College, Qingdao266404, China)

Abstract: How to achieve an orderly administrative office file management system, and promote the

coordination and communication between departments and schools, to overcome the work communication, file

loopholes in management problems such as not in time, and improve the quality of document management is

the core of the university office work. This paper summarizes the common problems of document management

in colleges and universities, analyzes the typical problems in current document management in colleges and

universities, and puts forward corresponding solutions.
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