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Strengthening Official Document Reminders and Improving Administrative
Efficiency Help to the Development of State-owned Enterprises

Beijing Gas Group  Liu Xiaofei

Abstract: The efficiency of state-owned enterprises is restricted to many aspects; one of the most
important is administrative efficiency. Official document management is the causal work of
executive office, and the efficiency of official document processing is the major factor of the
administrative efficiency of state-owned enterprises. Official document reminders could be very
useful to accelerate the processing of documents management. Therefore, using performance
assessment method may add security to the efficiency improvement of official document
processing, and also do good to enterprises development. In this article, BGC executive office
set up a certain performance assessment to the management of official document, which
played the guiding role in reality. After that, the inner mechanism of performance assessment
is analyzed in detail, especially from three aspects, including the evaluation and measurement
of performance results, the surgery of performance decomposition, and the feedback of
bidirectional communication. All these are to illustrate the process of performance assessment
and its effects, which is used as a tool of management. At last, the improvement is also put
forward.
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