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A document ts an origmal or a copy or o handwritten document or a letter, record, reg

document that printed or published in any other way, Document management mm'm
and mamtainng unnecessary documents and preserve important document to ¢on
management system forusape.

Sehool is an institution which handles lot of documents, Therefore two school libraries w
fior this study i erder to gatherinformution. The research was conducted with the objectives
the manner in which efficient current document management is taken and to explaining
super school library. Through proper document management, it will be easy to perfor
work and can handle the administrative matters efficiently and effectively.

This study has been conducted to identify factors which would support the management
in school offices in Sri Lanka. Data for this study was gathered by interviews and field,
method. The principals, office workers and the librarians were interviewed.

Findings reveled that the document management in offices is notinasatisfactory level.
W store documents, no proper subject naming methods was used. Less number of resoure
such as, cupboards, racks, file covers ete. ... .are some of the main problems. Using pro

suit hasic formulas of document management in school offices and organizing shart
to update the knowledge of document officers and mstallation of super documentation
super documents in schools in each provinee in Sri Lanka will help to minimize the ab
problems.

Final conclusion 1s that using a proper document management system in the school of ceawi

function the office properly and to perform daily routine work efficiently.
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