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ABSTRACT

In the information age, along with the development of information technology, a
large number of electronic files generate, which makes the file management object and
environment changes, compared with the times of paper records. How to strengthen the
management of electronic files has become a problem to research and solve.
Meanwhile, in the information society, the information, material and energy resource
together, are called three main resources in modern human society. Because
information has the characteristic of sharing, it must be fully open to realize its value
maximization. In our country, 80% of the social information resources belong to
government departments, so how to strengthen the hands of electronic files by using
and promote the government information publicity, becomes the other problem to be
solved. Electronic records center is born to satisfy the electronic file management and
government information publicity at the same time. It has become a basic idea to
strengthen the scientific management and the effective utilization of electronic files by
establishing electronic records center. In this context, the United States, Australia,
Korea and China's Jiangsu, Anhui, Shanghai all have established the electronic records
center. And then, there are some problems occurs, such as how to construct electronic
records center, which respects the electronic records center construction includes, and
which content in every respect. It must be solved when doing the electronic records
center research.

This paper researches the electronic records center construction through four
chapters of the content. In Chapter 2, it summarizes the main theories of electronic
records center construction, involving the records lifecycle theory, characteristics of
electronic records and the thinking of modular design, to below of concrete research
made theoretical foil. In Chapter 3, firstly, it introduces the project of the electronic

records center’s system jurisdiction from three aspects, institution attribute, institution
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ownership and management system. And then, according to the need of electronic
records center’s internal division, it studies its organizational structure. In Chapter 4, in
accordance with the preceding chapter’s research results, it concludes the electronic
records center’s main business process. At last in Chapter 5, from four aspects,
requirement analysis, modular design, technical route and security strategy, this paper
presents a concrete plan of the electronic records center’s information management
system.

This paper brings new ideas mainly from two aspects. First of all, it makes the
electronic records center jurisdiction clear, that the electronic records center should be
a government agency, constructed in government archives, and leaded state electronic
files management department. Meanwhile, according to the electronic records center’s
function realization and internal division requirements, the study concludes electronic
records center’s internal organizational structure and main function department of
business process. Secondly, according to research results of the electronic records
center’s different functions and business processes, it provides a clear, specific, and
valuable plan to construct an electronic records center information management

system.
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