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Abstract :

With the rapid development of information technology and the advent of the digital age, electronic
records have gradually become an indispensable component of the field of records management. They
not only enhance the efficiency of information storage and retrieval but also facilitate the long—term
preservation and rapid access to historical records. The widespread adoption of electronic records
has made records management more flexible and efficient, while also imposing new skill requirements
on records management professionals to address the challenges posed by digital transformation.
The primary objective of this paper is to conduct an in—depth exploration of the methods for collecting
and organising electronic archives, and to provide a detailed analysis of the key considerations that
should be addressed during this process, thereby ensuring the integrity and long—term accessibility of

electronic archives.
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