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Abstract: The construction industry is one of the pillar industries of China's economic development. The construction unit
plays a particularly important role in the construction project, and a series of written, image and other forms of data formed
by the construction unit in the construction process are extremely numerous and cumbersome. It needs a documenter with
strong professional knowledge and strong sense of responsibility to collect and sort out. The project documenter is responsible
for the whole project, Collect, sort out, save and file the data during the project construction, ensure the integrity of the data
during the construction, check whether the construction procedures exist, and also ensure whether the data preparation is in
line with the specifications. The non-standard data shall be fed back and rectified in time. There is a strict responsibility system
in the project, and the post differentiation is also very clear. At the same time, the status of construction documents and data
in the construction process is also very important, which is related to the smooth progress of construction process and project
acceptance, as well as the completion acceptance filing after completion acceptance. The filing and handover of construction
data is the last important procedure in the construction process, so as to ensure that there is a basis for inquiry in the future,
This paper analyzes how to collect and manage the construction documents of the construction unit, and puts forward some
personal views and experiences. I hope to discuss with my peers how to collect the construction documents and deal with the
problems that fail to provide good solutions in the work.
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