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Abstract: This paper takes the archival work of a municipal examination institute as an example, and
discusses how to improve the quality and efficiency of archival work by focusing on the target
requirements of "four good" and "two services". The article emphasizes the important position of
archives in the examination institute, which plays an important role in ensuring the fairness of the
examination, safeguarding the rights and interests of candidates and serving the society. However, there
are some problems in the current archival work of the examination institute, such as incomplete
collection of archives, unscientific classification, improper storage and insufficient utilization. In view of
these problems, this paper puts forward specific countermeasures, including strengthening the work of
archives collection, sorting, storage and utilization, as well as strengthening the positioning of service
functions and strengthening team building. Through these measures, the quality and efficiency of the
archives of the examination institute can be improved, and the educational examination and social
development can be better served.
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