Zhytomyr Ivan Franko State University Journal. Pedagogical Sciences. Vol. 1 (112)

Bicrux 2KumomupcoKozo 0epiagHoz0 YHigepcumemy imeHi Isara dpanka.
ITeoazoeiuni Hayku. Bun. 1 (112)

Zhytomyr Ivan Franko State University Journal.
Pedagogical Sciences. Vol. 1 (112)

BicHUK 2KHTOMUPCHKOTO AeP3KaBHOTO
yHiBepcuTeTy iMeHi IBana Ppanka.
ITemaroriuyni Hayku. Bum. 1 (112)

ISSN (Print): 2663-6387
ISSN (Online): 2664-0155

UDC 37.091.113:373]:004.01
DOI 10.35433/pedagogy.1(112).2023.177-189

THEORETICAL OVERVIEW OF THE IMPLEMENTATION OF ELECTRONIC
DOCUMENT MANAGEMENT IN INSTITUTIONS OF GENERAL SECONDARY
EDUCATION

D. S. Makhnevich*

The article, based on the analysis of psychological and pedagogical literature, reflects the experience
of implementing electronic document management in institutions of general secondary education. It is
shown that the state of electronic document management in educational institutions is unsatisfactory
and is at a low level of implementation.

The global spread of information technologies and the development of information relations have
made it possible to use technological and telecommunication resources and the Internet in the workplace
and in the field of health care. Such a situation requires constant development, improvement and
updating of the regulatory and legal framework of Ukraine and the creation of specialized norms and
rules in this sphere Verkhovna Rada of Ukraine adopted the Law of Ukraine "On electronic devices.
Documents and electronic document flow, electronic digital signature, telecommunications, mandatory
copy of documents, National informatization program, communication system with state secrets,
protection of information in the information and communication system, etc. The Law of Ukraine "On
Electronic Documents and Electronic Document Management" establishes the basic organizational and
legal principles of electronic document management and the use of electronic documents. Accordingly,
the Law gives the following definitions of electronic documents: e-document - a document in which
information is recorded in the form of electronic data and the main details of the document, including
electronic digital signature. The legal validity of an electronic document (e-document) cannot be denied
solely on the grounds that it is in electronic form. However, there are certain legal restrictions on the use
of electronic documents as originals. In particular, the original certificate of the right to inheritance cannot
be produced in electronic form; the document can only be produced as a copy in accordance with the
law, until a centralized place is created to store the original electronic document. Electronic document
management in institutions of general secondary education is an element of a high-tech, promising
approach that can significantly increase the efficiency of the institution.
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TEOPETHYHHH Or'Asi[l BIIPOBAIXXEHHSI EAEKTPOHHOI'O
JOKYMEHTOOBIT'Y B 3AKAAZIAX 3ATAABHOI CEPEIHBOI OCBITH

. C. MaxHeBHY

Y cmammi Ha ocHO8i aHANI3Y NCUXO0J02UHOI, nedazo2iuHoi simepamypu 8i0obpaxeHo 00c8i0
8NPOBAOIKEHHSL e/LeKMPOHHO020 O0KYMeHmMoobizy 8 3aKknadax 3a2anbHoi cepedHboi ocgimu. ITokazaro,
wWo cmaH eneKmpoHH020 O00KYymeHmoobizy 8 3awknadax ocgimu He3adosUnbHUll 1| nepebysae Ha
HU3bKOMY PIBHI BNPOBAOIKEHHSL.

I'nobanvHe nowuUpeHHs THPOPMAUITHUX MEeXHON02 ma pPo38UMOK HGOPMAUITHUX SI0HOCUH
3pOOUNU  MOKAUBUM BUKOPUCMAHHS MEXHOAOIMHUX | MeneKoMYyHIKaUlliHuX pecypcie ma
Inmepremy Ha pobouomy micyi ma y cgepi oxoporu 30opoe's.. Taka cumyauis eumazae nocmitiHozo
pO38UMKY, B0OCKOHANEHHSL MO OHOBNEHHS. HOpMAMUBHO-npaegoeoi 6asu YkKpaiHu ma cmeopeHHs
cneyianisoeaHux Hopm i npasun Yy uiii cgpepi. Bepxosera Pada Ykpainu npulinsna 3axoH Ykpainu
"TIpo enekmpoHHi npucmpoi’. /JokymeHmu ma eneKmpoHHUL O00KYmeHmoobie, enexmpoHHUl
yugposuili nionuc, meneKomyHikauii, o0608's3K08uUll nNpumipHukK OJ0okymeHnmis, Hauyionanvry
npozpamy iHgopmamusauii, cucmemy 38'513KYy 3 O0EpIKASHOI MAEMHUUED, 3axucm iHgopmauii &
IHPOPMAYIUHO-KOMYHIKAYIUHIT cucmemi ma iH. 3axkoH Ykpainu "[Ipo enekmpoHHi JoKymeHmu ma
eneKmpoHHUlLL 0oKYymeHmoobi2" 8CmaHO8/MI0E OCHOBHI OpP2aHI3auiliHi ma npaeosi 3acadu
eneKmpoHHO20 00KYMeHMOoobizy ma 8UKOPUCMAHHSL eleKMPOHHUX 00KYmeHmig. BionogioHo, 3aKoH
0ae maki 8U3HAUEHHS. e/leKMPOHHUX 00KYMeHMI8: O0KYMeHmM — OOKYMeHM, HPOopMAayis 8 SAIKoMYy
3agikcogaHa Yy euznsiol eneKmpoHHUX OOHUX MA OCHOBHUX peKeisumig8 OOKYMEeHMA, SKAI0UAUU
eneKmpoHHUll yugposull nionuc. FOpuduuHa cuna eneKkmpoHH020 O00KYMeHma He Mmoxe bymu
3anepeueHa Auwle HA mill nidcmasi, wWo 6iH mae eneKmpoHHy @Gopmy. OOHAK iCHYOMb NesHi
3aK0H00a8Ul OOMEIKEeHHSL UL0O0 BUKOPUCMAHHSL eIeKMPOHHUX 00KYMEHMIB 1K OpuiHanie. 3oKkpema,
OpURIHAL C8IO0UMEBA NPO NPABO HA CNAOWUHY He MoxKe bymu euzomosieHUll 8 eNeKMpPOHHIU ¢hopmi;
dokymeHm wmorke Oymu eu20moeseHuil Jauule sk Konisi 8i0nogioHo 00 3aKOoHYy, O0oku He byode
CMeOopeHO UeHmpanizoeaHe Micuye O0ast 30epi2aHHsi OpUIHANY eNeKMPOHHO020 OOKYMeHMA.
EnexmpoHHuil O0okymeHmoobiz Yy 3awxnadax 3az2anibHoi cepedHboi ocgimu €  eleMeHmom
B8UCOKOMEXHOJI02IUH020, NePCNeKmu8Ho20 nioxoldy, KUl moxKe 3HAUHO nidsuwumu eheKkmusHiCmo
pobomu ycmarosu.

Knrouoei cnoea: aomiHicmpauyiss 3aknady, O0L10800CMeE0, eneKmpoHHUU 00KYymeHmoobie,
eNeKmpoOHHL OOKYMeEHMU, 3aK1A0 302a/lbHOL cepedHbOoi oceimu, ONMuUMI3AYist.

Introduction of the issue. Electronic IIocTaHoBKa mnpobaemH. EsekrpoHHU

document circulation in Ukraine is gaining
special importance today. The launch of
the "Electronic Ukraine" program on April
18, 2002 was the most important step in
this direction. The program provides for the
creation of effective information exchange
mechanisms between officials of all levels,
the introduction of electronic document

management and information security
measures [5]. There is no need for manual
duplication of documents, and the

movement of paper documents within the
organization can be tracked. Labor costs
for office personnel are significantly
reduced due to control over the transfer
and receipt of confidential information.
Automated management of document flow
at all stages of document flow significantly
improves the quality of staff work and
makes document preparation time more

JOKYMEHTOO0Iir B YKpaiHi croromHi HabyBae
ocoOAMBOIO  3HaueHHd. HalBaskauBinnm
KPOKOM Yy IbOMYy HAaIIPIMKYy CTaB 3allyCK
nporpamu "EaekTpoHHa Ykpaina' 18 kBiTHS
2002 POKy. IMporpama nependbavae
CTBOpPEHHS e(QeKTHBHUX MEXaHi3MiB OOMiHYy
iHpopMarliero MiK II0CaIOBHUMHU 0OCOOaMH
BCiX piBHIB, BIIPOBaIKEHHS EAEKTPOHHOTO
JOKYMEHTOO0Iry Ta 3axomiB iHdopmaiiiiHoi
besnieku [5]. Bimmamae motpeba B pydHOMY
OyOAIOBaHHI NOKYMEHTIB, a PyX MHaIllepOBHX
OOKYMEHTIB BCEpeaMHi opradizaiiii MozKHa
BIZICTE2KUTH. 3HAYHO CKOPOYYIOThECS BUTPATH
Ha OIAaTy Ipaili odpiCHOro IIepcoHaAy 3a

pPaxyHOK KOHTPOAIO 3a Ilepefadero Ta
OTpPUMaHHAM KOHQIieHIiMHOI iH(opMartii.
ABTOMAaTH30BaHE YIIpaBAiHHS

IIPOXO/KEHHAM JOKYMEHTIB Ha BCiX erarax
JOKYMEHTOOOITy 3HAYHO MiABHIIYE HAKICTb
pO6OTH mepcoHAAy Ta POOUTH Yac MiATOTOBKH
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predictable and manageable. The
introduction of electronic document flow in
institutions of general secondary education
is one of the priority directions for the
development of innovative and new
technologies that provide effective
management and control over document
flow and allow to achieve the speed of
document execution and time savings. The
use of ICT (including cloud technologies)
for the organization of document
management is rapidly developing in the
field of modern education, because the
modern world would not be possible
without the use of computer technology.

The joint use of electronic document
management systems and information
repositories facilitates the systematization
and consolidation of information to
facilitate analysis and reporting. Hidden
patterns can be found in large data sets,
and more effective decisions and actions
can be taken based on appropriate
techniques for extracting information from
the data. All this is possible only in
management systems based on electronic
document flow. Paperless information
technologies facilitate processes such as
knowledge management processes. It
provides an automated and centralized
exchange of information and forms the
basis for decisions that receive only the
necessary information from all available
sources.

Current state of the issue. The
development of electronic document
management in educational and all other
institutions is considered in the works of
I. Balagura, O. Baryshnikova,

S. Dobrovska, H. Aseev, M. Velichkevich,
D. Meshkov, S. Kyrylenko, L. Kostenko,
V. Petrov, I. Verbovsky, I. Novitska,
L. Vrochynska, L. Lysyuk, S. Didkivska

and others [10-16].

According to D. Meshkov, electronic
document management has its own life cycles
and development stages in various
enterprises ah, institutions and organizations.
Electronic = document management  is
considered to be modern software for
automating office management processes that
have prospects for development.

H. Aseev and H. Balasanyan described
the procedures performed during the

JOKYMEHTIB  OiABII  IIPOTHO30BAaHUM i
KEpOBaHUM. BIpoBa/KeHHSI €AEKTPOHHOIO
JOKYMEHTOOOIry y  3aKAagaax  3araAbHOL
CEPENHBOI OCBITHM € OOHUM i3 IIPIOPUTETHUX
HalIpsIMiB ~ PO3BUTKY  iHHOBAaIliMHUX Ta
HOBITHIX TEXHOAOTH, $Ki 3a0e3Me4YyoTh
e(peKTUBHE VIIPaBAIHHS Ta KOHTPOAL 3a
JOKYMEHTOOOIrOoM 1 [I03BOASIFOTH JOOCSTTHU
HIBUAKOCTI BUKOHAHHSI OOKYMEHTIB Ta
ekoHoMii yacy. Bukopucranuga IKT (y Tomy
YHUCAI XMapHHUX TEXHOAOTIH) [asd opraHizartii
JMOKYMEHTOOOII'Y CTPIMKO pPO3BUBAETLCH Y
cdpepi cydacHOI OCBITH, aKe CydacHHUM CBIT
OyB OM HEMOXAUBUH 06e3 BHKOPUCTAHHS
004YHMCAIOBAABHOI TEXHIKH.

CrriabHe BUKOPHUCTAHHS CHUCTEM
€AEKTPOHHOI'O JOKYMEHTOO00Iry Ta
iHpopmaritnux CXOBHIIL TIOAETIIIY €
CHCTeMaTH3Aallilo Ta KOHCOAIZAITiI0

iHpopMmarlii [Ad TIOAETIIEHHS aHaaily Ta
3BITHOCTi. ¥ BEAUKHX MacHBax JaHUX MOXKHa
3HaUTU IIPHUXOBaHI 3aKOHOMIPHOCTI, a TaKO0XK
OIPUHAHATH OiAbII ePeKTHBHI pillleHHs Ta Mii
Ha OCHOBIi BiAIOBiAHUX METOMIB BUAYYEHHS
iHdopmariii 3 ganmux. Bce 11e MOXKAMBO AHIIIE
B CHCTEMax YIIpPaBAiHHA, 3aCHOBaHHX Ha
€AEKTPOHHOMY JOKyMeHTo0biry. Besmnaneposi
iHpopMallitiHi TEXHOAOTIi ITOAETHUIyIOTh TakKi
IIPOIIECH, aK IIpoLeCcH yIIpaBAIHHA
3HAHHIMH. Bona 3abesrieuye
aBTOMATH30BaHUU i IIeHTpasizoBaHUl 0OMiH
inpopmariiecto Ta QOpPMyE OCHOBY [OAd
pillleHb, $Ki OTPUMYIOTH AHIIIE HEOOXiTHYy
iHopMallito 3 yCiX JOCTYIIHUX IKEPEA.

AnHaais OCTaHHIX  JOCAiZKEHBb i
nmyOAiRaIii. PoszBuTok €AEKTPOHHOI'O
JOKYMEHTOOOIr'y B OCBiTHIX Ta BCiX IHIIHX
yCTaHOBax  pPO3TASNaeTbcd B poborax
I. Baaarypu, O. BapuiHikoBoi,
C. HobpoBcekoi, I'. AceeBa, M. BeanukeBuya,
L. MemikoBa, C. Kupuaenko, A. KocreHko,
B. IlerpoBa, I. BepboBcrkoro, I. HoBilbkoi,
A. BpouuHcekoi, A. Auctok, C. [inkiBCchKoi Ta
in. [10-16].

Ha pgymky [. MemkoBa, eAeKTPOHHUM
JOKYMEHTOOOII Ma€e CBOi JKHUTTEBI ITUKAU Ta
eTanu CTaHOBAEHHS B pi3HUX
HiATTPHEMCTBAX, yCTaHOBaxX Ta OpraHizallisx.
EAeKTPOHHUM HOKYMEHTOOOIrOM BBAzKaE€THCSI
cydacHe TIIporpaMHe 3a0e3ledyeHHd  [AS
aBpToMaTH3allii IIPOILEeCciB MIiAOBOACTBA, SKi
MaloTh [IEPCIIEKTUBH PO3BUTKY.

I'. AceeB Ta
oxapakTepu3yBasl

I'. Baaacangau
IIPOLIEAYPH, 1110
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processing of official documents. For each
procedure, a set of parameters is defined in
the parameter description file. The
parameters contained in the description
form the content of the file record element.
Records are identified by procedure
number, etc.

M. Velichkevich wrote a monograph
"Electronic document management, trends
and prospects", in which he highlighted the
main requirements and priorities for the
electronic document management system.
The basic principles of building and
functioning of integrated organizations are
formulated. Electronic document
management systems and obstacles that
arise during their implementation are
analyzed.

V. Polinovsky in the article
"Implementation of an electronic document
flow system in a scientific organization"
characterized the specifics of the
introduction of electronic document flow
into the management processes of
institutions. All the factors that should
affect the choice of the appropriate system
for an academic institution, the goals and
objectives of the implementation of the
electronic document management system
are determined, and the requirements for
the system are defined and classified on
this basis.

In 2015, S.Lytvynova, O. Spirin,
M. Shishkina, and Yu. Nosenko created a
monograph "Modeling and integration of
services of a cloud-oriented educational
environment", which considered a number

of theoretical issues related to the
conceptualization of key definitions,
modeling of the structure of the

environment , key features, principles and
requirements for the creation and
integration of services in a cloud-oriented
educational environment in secondary and
higher educational institutions. and
institutions of postgraduate education. The
monograph is based on the use of Microsoft

Office 365 services, Google services,
educational software and Web 2.0
technologies (interactive posters, blogging
technology, quest technology, etc.) to

implement educational interaction between
teachers and students.

BUKOHVIOTBCA Il  Yac  OIIpallfoBaHHS
o THIX JOKYMEHTIB. PAVN: | KO>KHO1
IIpolleAypPU BHU3HAYEHO Habip ImapamerpiB y
datiai omucy mnapamerpiB. [lapamerpu, 110

MicTaTBCH B OIHCi, (POPMyIOTH  3MiCT
eAreMeHTa 3armcy datiny. Bamucu
imeHTHQIKYIOTBCH HOMEPOM IpoLeaypu
TOLIIO.

M. BeanukeBud HamucaB MoHorpadito
"EA€KTPOHHUE OOKYMEHTOOOIT, TeHAEHII Ta
epCHeKTUBU', yV SKii BHCBITAUB OCHOBHI

BUMOTHU 0 CHUCTEMU €AEKTPOHHOTO
JOKYMEHTOO00Iry Ta IIPiIOPHUTETH.
CdopMyasoBaHO OCHOBHI IIPUHIIUIIN
noOymoBU Ta (PYHKIIIOHYBaHHS iHTETPOBAHUX
opraHizartii. [TpoanasizoBaHO CUCTEMHU
€AEKTPOHHOI'O JOKYMEHTOO00Iry Ta
IIEPEIIKOaY, ¢Ki BHHHUKAIOTL IIi dYac ixX
BIIPOBA/>KE€HHSI.

B. [ToAiHOBCBKUT y cTarTTi
"BpoBazK€eHHA CHCTEMHU €AEKTPOHHOTO
MOKyMEHT000iry B HayKoBili opranizarii"
oxapakTepUu3yBaB crierudiky
BIIPOBAI3KE€HHS €AEKTPOHHOTIO

JOKYMEHTOO00Iry B YHIPaBAIHCBKI IIPOLIECH
3akAaaiB. BusHaueHo Bci dakTopu, 4gKi
MaloTh BIIAMBATH Ha BHOIp BiamosigHOl
CUCTEMH A aKaJAeMidHOi yCTaHOBH, IliAl Ta
3aBIaHHS BIIPOBAI3KEHHS CHUCTEMHU
€AEKTPOHHOTO [OKYyMEHTOOOIry, a TaKOXK
BH3HAYEHO Ta KAACHU(PIKOBAHO BHUMOTH [0
CUCTEeMH Ha Iili OCHOBI.

C. AurBuHoBa, O. Cmipin, M. lllmnkina Ta
I0. Hocenko y 2015 ©poui CcTBOpHAU
MoHorpadito "MopaearoBaHHa # iHTerpallis
CEPBICIB XMapo OPi€EHTOBAHOIO HABYAABHOTO
cepenmoBHUIIA", y AKili OYAO PO3TASHYTO HHU3KY
TEOPETUYHUX  IINTaHb, IIOB'S3aHUX 3
KOHIIETITYaAi3aIli€l0 KAIOYOBUX BHU3HAYEHD,
MOJEAIOBAaHHAM CTPYKTYPH  CEPENOBHIIA,
KAIOYOBHUX OCOOAMBOCTEM, IIPHHIIUIIB Ta
BUMOT [0 CTBOPEHHS Ta IHTerpallii cepBiciB y
XMapo Opi€eHTOBaHE HaBYaAbHE CEpPeNOBHIIIE
B CEpeHIX Ta BUIIMX HaBYAABHHUX 3aKAQIaX.
Ta  3aRAaax — IICAGOUIIAOMHOI  OCBITH.
Monorpaciss 06a3yeTbCsi Ha BHKOPHCTAHHI
cepsiciB Microsoft Office 365, cepBgiciB
Google, IPOTrPaMHOTO 3abe3reyeHHS
HaBYaABHOIO IIPH3HAYEHHS Ta TEXHOAOTIH
Beb6 2.0 (iHTepaKTHBHI IIAaKaTH, TEXHOAOTIS
BeleHHsI OAOTIB, TEXHOAOTId KBECTIiB TOIIIO)
A peaaizallii HaBYaAbHOI B3aeEMOil Mik
BUKAQIa4aMHU Ta CTYAEHTaMH.
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I. Verbovskyi in the article "Technology
of implementation of the informatization
model of educational process planning
management in a higher education
institution" analyzed the available
resources and real possibilities of the
higher education institution, which will
help to organize the training of highly
qualified specialists. A curriculum template
was developed and described using the
capabilities of Microsoft Excel [14].

Aim of research is to carry out a
theoretical overview of the implementation
of electronic document management in

institutions of general secondary
education.
Results and discussion. The digital

transformation of education management
and educational processes in general is
ongoing. Electronic document management
is now not only a requirement of the time,
but also a legal norm. In accordance with
the Order of the Ministry of Education and
Science of Ukraine dated August 8, 2022
No. 707 "On the approval of the Procedure
for maintaining business documentation in
electronic form in institutions of general
secondary education", registered with the
Ministry of Justice of Ukraine on
September 9, 2022 under No. 1029/3836,
all institutions of general of secondary
education are obliged to organize electronic
document circulation and approve an order
on keeping business documentation in
electronic form.

Common features that guarantee the
high efficiency of electronic document
management systems are openness within
certain limits, close integration with
application software, specificity of storage
and use, specificity of document routing,
delimitation of access, tracking and
accounting. Provision of new versions of
documents, use of a wide range of
visualization tools, analytical and synthetic
processing, support of client applications
[3: 165]. Electronic document management
systems are built on a modular, modular
basis, and their API is open. This allows
adding new functionality to the system or
improving existing ones. Organizations
have the opportunity to order individual
modules from private companies that
provide additional functionality.

I. BepboBcbkuit  y crarti "TexHoaorig
BIIPOBaI2KCHHA MOIeAl indopmaTu3zarii
yIIpaBAiHHS IIAQHYBaHHSIM OCBITHBOTO
mpolecy |y 3akaadi BUINOI  OCBiTH"
IIpoaHaAizyBaB HasBHI PECypCH Ta peasbHi
MOJKAMBOCTI 3aKaagy BUIIOI OCBiTH, dKi
JIOTIOMOXKYTh SAKiCHO OpraHiszyBaTH
HiATOTOBKY BHCOKOKBaAi(hikoBaHUX
CIIelliaAicTiB. Po3pobaeHO Ta  omMcaHO

1abAOH HaBYAABHOIO IIAAHY 3a JIOIIOMOTOIO
MozkAnBocTeit Microsoft Excel [14].

MeTa: 3OiiICHUTH TEOPETHYHUN OTAST
BIIPOBAI?KEHHSI €AEKTPOHHOIO
JOKYMEHTOOOIr'y B  3aKAaax  3araAbHOL
CepenHBOi OCBITH.

Buxraan OCHOBHOTO MaTepiaay.
[MudpoBa  Tpanchopmaliis YIIpaBAiHHS
OCBITOI0O Ta OCBITHIX IIPOLIECIB 3arasom
TpuBa€c. EAeKTpoOHHUH NOKYMEHTOOOIr Terep
€ He AMIIIE BUMOTIOIO 4acy, a ¥ 3aKOHOAAaBY0IO0

HOPMOIO. BinmosigHo pito} Haxkazy
MiuicrepcTBa OCBiTH 1 HayKu YKpainu Big 08
CEPIIHS 2022 POKy Ne 707 "TIpo

3aTBepKeHHA llopgnKy BeaeHHd OiA0BOI
JOKyMEHTAallii B €eAeKTPOHHIi dopmi y
3aKAalaxX 3araabHoOi cepeaHBOI  OCBiTH',
3apeecTpoBaHOr0 B MiHIiCTEpPCTBI FOCTHILIL
Ykpainm 9 BepecHa 2022 poky 3a
No 1029/3836, yci 3akaamu  3arasbHOL
cepeaHBOI OCBiITH 3000B'S3aHi OpraHidyBaTH
€AEKTPOHHUI [TOKYMEHTOODIr Ta 3aTBEPAUTH
HakKas3 IIpO BEOEHHS iAOBOI JOKyMEHTAallil B
€AEKTPOHHIN dopMi.

3araabHUMH pHUCaMH, 110 TapaHTYIOTh
BHUCOKY €(PEeKTHBHICTbH CHUCTEM €AEKTPOHHOIO
JOKYMEHTOOOIIy, € BIOKPHUTICTP y II€BHHX
MeXkaxX, TiCHa iHTerpallis 3 IIPUKAaQIHUM
IIporpaMHUM 3abe3reyeHHIM, CIIeIu(idHICTh
36epiraHHs Ta BUKOPHCTaHHS,
crrerpigHICTE MapLIPyTH3allil JOKYMEHTIB,
pO3MeEKyBaHHS [OCTYIly, BIICTE2KEHHA Ta
06Aiky. HazmanHg HOBHX Bepcili TOKYMEHTIB,
BUKOPHUCTAHHS IIIHPOKOTO CIEKTPY 3acobiB
Bidyaaizariii, aHaAITHKO-CHHTETHUYIHOI
00pOOKYM, MHiATPUMKA KAIEHTCHKHX OAATKIB
[3: 163]. CucreMmu €AEKTPOHHOTIO
JOKYMEHTOO00ITy OymayloThbCsl 3a MOIYABHUM
npuHiuioM, a ix APl e sBigkputuMm. lle
[03BOASIE  [Ofl@aBaTH [0 CHUCTEMH HOBI
PYHKILIOHAABHI MOZKAWBOCTI abo
BJOCKOHAaAIOBATH iCHyTO4i. Opranizariii
MalmTh MOXKAUBICTL 3aMOBASITH  OKPEMi
MOIYAL y IIPUBaTHUX KOMIIaHIH, gKi HAOAIOTh
J00aTKOBUH (DYHKITIOHAA.
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The main tasks of the electronic
document management system include the
organization of information based on the
following principles in order to ensure its
electronic storage and reliable work with it.
This requires the implementation of
demarcation of wuser access rights to
electronic documents using authorizations
and other additional conditions.
Information security is ensured by
separation of rights and protection against
unauthorized access, protection against
failures and the possibility of data recovery.
Common to all systems is the separation of
user rights. There are three levels of the
electronic document management system:
the server level (access to the system and
its functions), the folder level as an element
of the platform, and the level of performed
functions [8].

Each EDS must support at least the
following set of standard access rights to
objects (elements) of the system: full
control over the object, editing rights,
versioning rights, reading rights, full rights
Absence of access rights to objects In the
electronic system document flow, each
document is assigned to a user or a group
of users with full or partial access rights to
this document. The best system option is
one that allows both automatic and
manual assignment of access rights to
users. Today, the separation of user rights
together with the use of an electronic
digital signature provides comprehensive
control over the security of edocuments
Also, in paper documents with many pages,
signatures are placed only on the last page,
while in electronic versions, signatures are
placed on all pages and related documents
at the same time. Another advantage of
electronic document management systems
is that new versions of documents can be
automatically tracked and saved.

The introduction of electronic document
management is primarily aimed at
improving the management of educational
institutions, ensuring the efficiency,
reliability and integrity of information used
in educational activities, providing the
possibility of regulating educational
processes and monitoring learning results
using distance learning technologies, as
well as optimizing the processes of office

Io OCHOBHHX 3aBIaHb CHCTEMHU
E€AEKTPOHHOIO JOKYMEHTOOOITy HAaAEXKUTH
opraxisariis inopmarrii Ha OCHOBI
HaCTYyIIHUX IIPUHITUIIIB 3 METOIO

3abe3rieyeHHd il 30epiraHHA B €ACKTPOHHOMY
BUTAGAl Ta HagifiHOI poboTu 3 Hero. lle
BUMAarae peaaizaiiii po3MexXyBaHHSI IIpaB
[OCTYIly KOPHCTYBadiB [0 EAEKTPOHHUX
JOKYMEHTIB 3a [OIIOMOIOI0 aBTOpH3allil Ta
IHIIMX OOHATKOBHX YMOB. I[H(QopMarliiina
Oe3rieka 3a0e3medyeThbCsd  PO3MEKyBaHHIM
IpaB 1 3axXMCTOM BiJ] HECAHKI[IOHOBAHOTO
JOCTYITy, 3aXHUCTOM Bif 300iB i MOKAHBICTIO
BigHOBAeHHd pgaHmxX. CIIABHUM [Ad BCIX

CHCTEM € PO3MeEKyBaHHS IpaB
KOpUCTYBa4diB. BUaiagioTh TpU piBHI CUCTEMH
€AEKTPOHHOIO JOKYMEHTOO00ITy: piBeHBb

cepBepa (moctyn mo cucreMH Ta ii (pyHKILiH),
piBEHb MAIIKKU SIK €AeMeHTa MAaT(OpPMU Ta
piBeHb BUKOHYBaHUX (PYHKIIiH [8].

Koxen EIIl mnoBHUHEH miaTpUMyBaTHU
IIOHa¥MEHILIE HaCTYIIHUN Habip
CTaHOAPTHUX IIpaB MOOCTYIly MO0 OO'€KTiB
(eaeMeHTIB) CHCTEMH: IOBHUM KOHTPOAL Ha
00'ekTOM, IIpaBa Ha peAaryBaHHs, IIpaBa Ha
BEpCiloBaHHd, IIpaBa Ha YUTAHHS, IIOBHI

mpaBa. BiacyTHicTe mDpaB  OOCTYIy [0
06'eKTiB. B cucreMi €AEKTPOHHOTO
JOKYMEHTOO00Iry KOXKEH JOKYMEHT

3aKPIMIAIOETHCS 32 KOPUCTYBadeM abo I'PyIIOr0
KOPHUCTYBa4diB 3 IOBHHUMH ab00 YaCTKOBHUMH
opaBaMH [OCTYIly [0 IIbOTO [JOKYMEHTA.
Hatikpamum BapiaHTOM CHCTEMH € TOH, IO
[03BOASIE SK aBTOMaTH4He, TaK 1 py4He
IIPU3HAYEHHS [IpaB [OCTYILy KOPHCTyBa4daM.
CroromHi po3MesKyBaHHS IIpaB KOPUCTyBadiB

paszoM 3 BHUKOPHCTAHHAM EAEKTPOHHOIO
P POBOTO OiaITcy 3a0e3meyye
KOMIIAEKCHUM  KOHTPOAL 32  0Oe3IeKoro
nokymeHTiB. KpiMm Toro, B IalepoBHX

JOKYMEHTaX, III0 MAaloTb 0araro CTOPIHOK,
IMOIONCHU CTaBAATHCI AMIIIE Ha OCTaHHIiH
CTOPIHIIl, TOAlI SIK B EAEKTPOHHHX BEPCIsSIX
OiAITUCH CTaBASITBCS Ha BCiX CTOpiHKax i
MIOB'SI3aHUX 3 HHUMHU OOKyMEHTaX OJHOYAaCHO.
[ITe oxHier0 IIEPEBATrO0 CUCTEM EAEKTPOHHOTO

JOKYMEHTOO0Iry € Te, IO HOBI Bepcii
JOKYMEHTIB MOZKHa aBTOMAaTHUYHO
BiZIcTeXKyBaTH Ta 306epiraTu.

3anpoBazKeHHS €AEKTPOHHOTO

JOKYMEHTOO00Iry HacaMmIlepes CIIpssMOBaHe Ha
B/IOCKOHAA€HHSI ~ VIIPaBAIHHA  3aKAaaMU
OCBiTH, 3abe3rieyeHHA OIIEPaATUBHOCTI,
JIOCTOBIPHOCTi Ta IjiaicHOCTI iHdopMariii, 1110
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management in educational institutions.

Automation of such processes also
provides education management bodies
with timely and up-to-date information on
the activities of educational institutions,
which  allows effective  management
decisions to be made. All institutions of
general secondary education should
introduce electronic class journals. The
electronic class journal is a separate
electronic document that records the
results of the work of the educational
institution, in particular the success,
attendance and implementation of the
student's study plans, as a function of a
separate electronic educational information
system or the software and technical
complex "Automated information complex
of education management'. Can be
implemented as a module.

Educational institutions must develop
their own work plans, determine their form
and content. Display of current work and
visualization of current issues are part of
the institution's internal policy. Thus, the
educational program and charter of an
educational institution, as a single set of
educational components for achieving
certain learning outcomes, are the main
documents of a school — a legal entity of
public or private law, the main activity of
which is education.

Class journals, records of attendance
and completion of lessons, records of
optional and group classes, records of
occupational health and safety briefings
should be kept in electronic form. In
addition, personal files of students,
personal files of teachers, orders of the
director of human resources, the annual
plan of the school, the schedule of classes
and the record books of students can also
be kept in electronic form. At the same
time, documents that must be kept for
more than 70 years cannot be stored in
electronic format.

In addition, the data collected in the
educational information  system = for
electronic management of business
documentation of educational institutions
are transferred to the central database of
the software and technical complex
"Automated information complex  of
education management" and processed to

BUKOPUCTOBYETHCSL B OCBITHIM MisIABHOCTI,
HaJaHHS MOXKAMBOCTI PETYAIOBAHHS OCBITHIX
IIPOILIECIiB Ta  MOHITOPHHIY  pPE3yABTaTiB
HaBYaHHS 3 BHKOPUCTAHHAM TEXHOAOTIH
JOUCTaHITifHOTO HaB4YaHHSI, a TaKOXK
OINTHMIi3allifo  IIPOLECiB  MOiAOBOACTBA B
3aKAa1axX OCBITH.

ABTOMAaTH3allisl TaKHX IIPOIECIB TaKOXK
3abe3rieyye oOpraHu yIpaBAiHHS  OCBITOIO
CBOEYACHOIO Ta AaKTYaABHOIO iH(OpMAIli€lo
IIPO HiSIABHICTD 3aKAa/iB OCBITH, II10 JO3BOALE
npu¥iMaTu ecpekTUBHI YIIPaBAIHCBKI
pilteHHd. YCi 3aKAaQM 3arasbHOi cepemaHboi
OCBITM MaroTh 3allpOBaAHUTH EAEKTPOHHI
KAACHI JKypHaAu. EAeKTpOHHHNU KAaCHHH
XypHaa — L€ OKpeMHH EACKTPOHHUU
JOKYMEHT, SIKHH (PIKCye pe3yAbTaTH poOOTHU
3aKAaly  OCBITH, 30KpEMa  VCIIIIHICTE,
BiABIMyBaHHS Ta BHKOHAHHS HaBYaAbHUX
IAQHIB  y4YHIB, gK (QYHKIIG OKpeMoi
€AEKTPOHHOI OCBITHBOI iHopMartifiHOi
CHUCTEMH abo IIPOTrPaMHO-TEXHIYHOIO
KOMIIAEKCY "ABTOMAaTU30BaHUMN
inopmaritnuit KOMIIA€KC  YIIpaBAiHHS
ocBiToo". Mozxke OyTu peasizoBaHa SK
MO/IYAB.

3akaamy OCBITM TOBHUHHI  po3po0AITU
BAQCHI TIIA@HH poOOTH, BH3HAYaTH IXHIO
dopmy Ta 3micT. BimobpaxkeHHsT MTOTOYHOI
poboTH Ta Bi3yaaizallid akKTyaAbHUX ITUTAHb €
YACTHWHOIO BHYTPIIIIHBOI IIOAITHMKHM 3aKAaLy.
Takum 4HMHOM, OCBITHA IIporpama Ta CTaTyT
3aKAQy OCBITH, K €QUHHNU Habip OCBITHIX
KOMIIOHEHTIB  [IAd  [OCATHEHHHd  II€BHUX
pe3yAbTaTiB  HaBYaHHA, €  OCHOBHUMHU
JOKYMEHTAMH IIKOAW — IOPHUAMYHOI O0CO0U
IIyOAIYHOTO YU IIPHUBATHOIO IIpaBa, OCHOBHUM
BHIOM OiSIABHOCTI SIKOI € OCBiTA.

B eaexTpoHHOMYy BHIAgAi CAi, BECTH
KAACHI KypHaAM, 3alluCH PO BiABiIAyBaHHS
TA BiQITpaIfOoBaHHS YPOKIB, 3arucu
daKyAbTATUBHUX Ta TYPTKOBUX 3aHHATh,
3alIliCHU IHCTPyKTaXKiB 3 OXOPOHM IIpalli Ta
Oeslmekyu  KUTTEMIFIABHOCTI. Kpim  Toro,
0CO0OBi crmpaBM y4HIB, OCOOOBi CcIpaBH
BUNTEAIB, HaKa3W [OUPEKTopa 3 KaJpis,
piuHMI IIAaH IIKOAW, PO3KAQL 3aHATh 1
3aAiKOBI KHUXKKU yYHIB TAKOXK MOXHAa BECTU
B EAGKTPOHHOMY BUIAgni. Y ToH XKe dac,
JOKYMEHTH, sIKi TIOBHUHHI 30epiratucda IoHang
70 pokiB, He MOXyTb 30epiraTucad B
€AEKTPOHHOMY (POpMaTi.

Kpim Toro, pmami, 3i0paHi B OCBiTHIHi
inopMmartiiHiii cucreMi A €AEKTPOHHOIO
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fill out statistical reports, it is also possible
to digitize communication processes,
informing, surveying, surveying, collecting
operational data and optimizing operational
processes in the field of education at the
level of preschool, general secondary,
extracurricular, professional and technical
education, as well as at the local and
regional levels.

Based on the data analysis, it was
established that the implementation of
electronic document management in

modern educational institutions is at the
initial level and is low. This shows that the
administrations of educational institutions
need to be ready for the introduction of
innovations, because priorities in activities
are changing. The implementation of the
electronic document management system
will allow solving a number of important
issues, namely, transferring information
from important paper documents to digital
resources. However, this process requires
time and resources.

Taking into account the specifics of the
activities of most educational institutions,
their office management is carried out
without a regulatory and legal basis, first of
all, without approved Instructions on office
management. This means that in such
schools, orders and orders are still
executed, responses to letters from
governing bodies are formulated exclusively
in paper form and are not always kept after
signing and transmission, etc. The state of
electronic document circulation in this
regard is disappointing.

When coordinating electronic documents
with other structural wunits of the
organization, the ability to annotate
(comment) them can be very useful, as
various questions and suggestions for
changing the text may arise. Users
deprived of the right to change the text of
the document often use this opportunity.
This is due to the fact that it is
inconvenient to leave the workplace for a
long time in order to go to the appropriate
department and make minor corrections [4:
200].

In modern conditions, many users of
electronic documents of the electronic
document management system work on
personal computers with  Windows

BEIEHHSI [iA0OBOI MOOKyMEHTAllil 3aKAaiB
OCBITH, NEpPeNaroThCd 0 LEeHTpasbHOI 0asu
JaHUX IIPOTPaAMHO-TEXHIYHOTO KOMIIAEKCY
"ABTOMAaTHU30BaHUHN inpopmariinuit
KOMIIAEKC YIIpaBAiHHS OCBITOI0" Ta
00 POOASTIOTECH S 3alI0BHEHHS
CTaATHUCTHYHOI 3BITHOCTI, TAKOXK 3’SIBASIETHCS
MOZKAWBICTh ol poByBaTH IIpolecH
KOMyHiKallii, iHdopMyBaHHH, O0OCTEKEeHHs,
OIIUTYBaHHH, 300py ONEPATHBHUX NAHUX Ta
orrTuMi3alii oneparifHUX IporeciB y cdepi
OCBITM Ha PiBHI [OIIKIABHOI, 3araAbHOi
CepeaHEbOi, II03aIlIKIABHOI, rpodpeciiiHo-
TEXHIYHOI OCBITH, a TaKOX Ha MICII€EBOMY Ta
perioHaAbHOMY PiBHHX.

Ha ocHOBi aHaaily gaHNX BCTAHOBAEHO,
110 y Cy4aCHUX 3aKAagax OCBITH
BIIPOBa>KEHHS €AEKTPOHHOTI'O
JOKYMEHTOO00iry nmepeOyBae Ha ITOYATKOBOMY
piBHi Ta € HU3BKUM. lle cBiguUTE IIpPO TE, IO
amMiHiCTpalliaM 3aKAamiB OCBITH MHOTPiIOHO
OyTH TOTOBUMHU o BIIPOBA>KEHHS
iHHOBAIl}, azKe 3MIiHIOIOTHCS MIPIOPUTETH Y
IIISIABHOCTI. BopoBamxennas CHCTEMHU
€AEKTPOHHOIO MOOKYMEHTOOOIIy [I03BOAUTH
BUPIIIUNTU P BaKAWBHUX [IUTaHb, a CaMe,
nepeHecTH  iHQopmMmallio 3  BasKAHUBHX
IariepoBHX JOKYMEHTIB Ha 1M POBi pECYPCH.
OmHak 1e#i mporec norpelye 3arpar 4dacy i
pecypciB.

3Bakaroyu Ha CHerudiky OisIABHOCTI
GiabmocTi  3akAamiB @ oCBiTH, |y  HHUX
[IAOBOJICTBO 3[TIHACHIOETHCA 0€3 HOPMATHBHO-
IIpaBOBOi 6a3y, HacaMIlepe, 6e3
3aTBepKEHUX [HCTPYKILiY 3 minoBoacTaa. Lle
TOBOPHUTH IIPO T€, III0 B TaKMX IIKOAAX M0CI
BUKOHYIOTbCSI ~ HakKas3{, PO3IOPSIKEHHH,
¢OPMYAIOIOTBCH BiIIOBII HA AUCTH KEPIBHUX
OpraHiB BHKAIOYHO Y IanepoBiit cdopmi i He
3aBXKOU 30epiraroTbCs ITiICAS ITiAITHCYBaHHS
Ta nepemadi Tomo. CTaH EAEKTPOHHOIO
JOKYMEHTOO0Iry y 3B’\3Ky i3 IUM €
HEBTIIITHUM.

[Ipy y3roKeHHi eAeKTPOHHUX JOKYMEHTIB
3 IHOIUMHU CTPYKTYPHHMH MHiipo3giaamMu
opranizamii my:kKe KOPHCHOIO MOXKe OyTu
MOXKAMBICTB IX aHOTYBaHHS (KOMEHTYBaHHH),
OCKIABKM MOXKYTh BHHHKATH Pi3HOMAaHITHI

3amuTaHHS Ta MIPOIIO3UINi IoA0 3MiHU
Tekcty. KopucrtyBaui, mno30aBaeHi mpaBa
3MiHIOBaTH  TEKCT  OOKYMEHTa,  d4acTo
KOPUCTYIOTBCSI ~ IIi€f0  MoXKauBicTIO. lle

IIOB'A3aHO 3 THUM, IO HE3PYYHO HAIOBIO
3aAUIIIATH POOOYE MiCIle OAS TOTO, 11100 3aiTH
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operating systems. Similarly, all modern
electronic document management systems
allow you to work with documents using
standard software for viewing web pages.

It is worth noting that electronic
document circulation in the conditions of
martial law can become a vital necessity,
because on the basis of electronic
applications, those seeking education who
lived in the occupied territories or in the
territories, where hostilities are taking
place, will be able to easily transfer to
another institution to continue obtaining
general secondary education.

Conventionally, in domestic practice, it
is possible to single out the following stages
of document flow from manager to manager
and further "down" to a specific manager.
This allows each manager to control the
activities of his subordinates, but long and
formal chains significantly reduce the
effectiveness of management. Therefore,
when creating a document flow, it is
recommended to create a rational route for
the passage of documents for persons
involved in such purposes, managers sign
documents, make decisions about the
route. control documents, analyze
summaries and take measures to improve
executive discipline. Secretariat — controls
the receipt, registration, distribution and
modification of documents, receives
information about the executor, issues
reminders and summaries and leaves the
management of documents. On the part of
the executor - receipt of executed
documents, formation of original
documents, signing and transfer to the
executor to the secretariat, receipt of
management information, reporting on the
status of execution of documents [6: 77].
The document flow schedule is developed
by the head of the administrative service
with the participation of the head of the
relevant structural unit. The document
flow scheme is approved by the head of the
office or institution. In general, the scheme
should include different categories of
documents (incoming, outgoing, internal;
orders, letters, orders and complaints
related to the main activity and personnel).
A separate circular scheme is created for
each group of documents [13].

Today, only 10% (approximately) of PPE

y BiONOBiDHUM BiagiA i BHECTHM He3HaA4YHI
paBKH [4].

Y cygacHHX ymMoBax 6araTo KOpHCTyBadiB
€AEKTPOHHUX JOOKYMEHTIB CHCTEMHU
€AEKTPOHHOT'O JOKYMEHTOOOITy IIPalIlfOl0Th Ha
II€PCOHAABHUX KOMII'FOTepax 3
oneparlifiHIMu cUCTEMaMU Windows.
AnanoridHo, BCi Ccy4acHi CUCTEMHU
€AEKTPOHHOIO MOKYMEHTOOOITY M03BOASIIOTH
IpaioBaTl 3 AOKYMEHTAaMU 3a JAOIIOMOIOIO
CTAaHIAPTHOIO IIPOTPAMHOIO 3a0e3IedYeHHs
JIASL TIEPETASITY BeO-CTOPIHOK.

Bapro 3azHauuTH, 10 EACKTPOHHUHI
JOKYMEHTOOOII B yMOBaxX BOEHHOIO CTaHY
MOXKE CTaTH XHUTTEBOI HEOOXIIHICTIO, arKe
Ha OCHOBi E€AEKTPOHHUX 3asgBOK 3n00yBadi
OCBiTH, HKi IIPOXKHBaAM Ha OKYIIOBaHUX
TEPUTOPIsAX, a0 Ha TEPUTOPISX, A€ BEAYTHCI
OotioBi Ail, 3MOXKYThH A€TKO IIEPEeHTH B iHIIHUH
3aKAQ A9 TPOAOBXKEHHS  3100yTTd
3araabHOI cepeHBOI OCBITH.

YMOBHO y BITUM3HSIHIM [IPaKTHIIl MOXKHAa
BHOKPEMHTH TaKi eTanu JOKYMEHTOOOITy Bix
KepiBHUKa [0 KepiBHUKa i gaai "BHU3" 10
KOHKPETHOIOo MeHemxkepa. lLle mo3Boasie
KOXKHOMY KEPIBHUKY KOHTPOAIOBaTH
JUSIABHICTE CBOIX IIiZJAETAMX, aAe OB Ta
dopMarbHi AQHIIOXKKH 3HA4YHO 3HIKYIOTH
edpekTUBHICTE  ympaBaiHHg. Tomy  1ipu
CTBOPEHHi [JOKYMEHTOODITY PEKOMEHIYEThCS
CTBOPIOBaTH paltioHaAbHUH MapLIpyT
IIPOXO/KEHHST  JOKYMEHTIB  masg  ocib,
3aQiTHUX Yy TaKUX I[iAdX KEepiBHUKU —
HiAIHCYIOTh JOKYMEHTH, npuliMarTb
pillIEHHSI IIIOA0 MAapUIPyTy. KOHTPOAIOIOTH
OOKYMEHTH, aHaAi3yloTb 3BEOeHHS  Ta
BXKUBAIOTh  3axXOMdiB  [Ad  IIOKpAIleHHH
BUKOHAaBCBKOiI aucounainu. CekperapiaT —
KOHTPOAIOE OTpPHUMAaHH4, peectpariito,
po3nomia Ta MomuiKallilo JIOKyMEHTIB,
oTpuMye iH(QoOpMaIil0 IIPO BHUKOHABI,
BUIa€ HaraJyBaHHS Ta 3BEIEHHS i 3aAWIIac

yIIpaBAIHHSA JOKYMEHTaMH. 3 60Ky
BUKOHaBIId — OTPUMaHHS  BHKOHAHUX
[OKYMEHTIB, dopMyBaHHA BUXITHUX
OOKYMEHTIB, IIOHCcaHHS Ta Ilepegada
BUKOHABIIIO [0 CeKpeTrapiaTy, OTpHUMaHHS

yIIpaBAiHCBKOI iHQopMallii, 3BiTyBaHHA IIPO
CTaH BHWKOHAHHA [OKyMeHTIiB [0]. ['padik
JOKYMEHTOO0ITY PO3pPOOAIETHCS KEPiBHUKOM

amMiHICTpaTUBHOI  CAyKOM  3a  ydYacTio
KepiBHUKA BiAIIOBiTHOTO CTPYKTYPHOIO
TiTPO3IiAY. 3aTBepmKye cxeMy
JOKYMEHTOO00Iry KEPIBHUK CAy>KOU
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in Ukraine are actively implementing
electronic document management. 25% of
institutions have implemented only

electronic diaries and magazines, but still
print them, or keep a paper one in parallel.
In our opinion, the implementation of
electronic document circulation in the
school provides significant advantages,
such as the possibility of including
multimedia data in a document, in addition
to text, the use of pre-prepared forms,
faster transmission of information to
several addresses, saving paper, more
compact archives and faster search and
retrieval information

The main changes in the use of
electronic document management in
schools are: a more convenient, fast and
economical paperless transition to the
document management of legally important
documents; improvement of procedures for
preparation, submission or delivery,
accounting and storage of documents;
integrity and  confidentiality; saving
resources due to the use of operational
electronic archives; fast receipt and review
of electronic documents; significantly
shortened procedures for signing contracts
and preparing financial statements; fast

and reliable exchange of electronic
documents; the ability to quickly and easily
access and manage information.

Implementation of the electronic document
management system is one of the ways to
improve  document management in
educational institutions.

In order to modernize the system of
electronic document circulation in
institutions of general secondary
education, it is important to understand
that schools themselves must develop their
own work plans, determine their form and
content. Reflection of existing work and
visualization of current issues are part of
the institution's internal policy. So, the
educational program of an educational
institution is a single set of educational
components for achieving certain goals.
and the charter is the main document of an
educational institution, which is a legal
entity under public or private law, the main
type of activity of which is the provision of
educational services. The autonomy of the
educational institution, its independence

miroBoaCcTBa ab0 YCTAHOBH. 3arasoMm cxema
Ma€e BKAIOYATH Pi3HI KaTeropii MOKyMeHTIB
(BximHI, BUXiAHi, BHYTPIIITIHI; HAKA3U, AWUCTH,
PO3MOPSIKEHHST Ta CKaprH, III0 CTOCYIOTHCS
OCHOBHOI MiSIABHOCTi Ta OCOOOBOTO CKAQY).
Jlasi KOXKHOI TPy JOKYMEHTIB CTBOPIOETHCH
oKpeMa LIUpKyAdpHa cxema [13].

CrorogHi autre 10% (nmpubanzno) 33CO o
Ykpaini aKTUBHO BIIPOBAIXKYIOTh
€AEKTPOHHUI MOKyMeHTooOir. 25% 3akaamiB
BIIPOBaJIMAU AMIIIE EAEKTPOHHI IOAEHHHUKH
Ta XypHaAH, are BCe K PO3OPYKOBYIOTH iX,
abo mapaseAabHO BenyTh ItanepoBuii. Ha moro
YMKY, BIIPOBAIXKEHHSI €AEKTPOHHOTIO
JOKYMEHTOOOITy B IIIKOAlI mependadae 3Ha4YHI
mepeBary, Taki, SSK MOXKAWUBICTb BMIIIIEHHS B
JOKYMEHT, KpiM TEKCTy, MYABTHMEIIHHNX
JaHUX, BUKOPUCTAHHS 3a3aAeTiib
migroroBAeHUX oOpM, MIBHALIA IIepeaada
iHopmamii Ha KiABKa azpec, €KOHOMisd
nariepy, OIiABIII KOMIIAKTHI apxiBu Ta
HIIBUAIINH MIOIIYK i OTpUMaHHS iHdopMartii.

OCHOBHUMH 3MiHaMH y BHKOPHCTaHHI
€AEKTPOHHOI'O [JOKYMEHTOODII'y B IIKOAAX €:
OiABIII 3pyYHUH, IIBHUAKWH Ta €KOHOMIYHHH
Oe3narepoBUil mepexim [0 AOKyMEeHTOOobiry

FOPHUIUIHO BasKAUBHUX JOKYMEHTIB;
VOOCKOHAA€HHS  IIPOIleAypP  IIiATOTOBKH,
nomaHHsa abo  [OOCTaBKH, O00AIKy  Ta
30epiraHHs  OOKYMEHTIB; IlAicHiCTR Ta
KOH(iAeHIiHICTD; €KOHOMif pecypciB
3aBASIKW  BHUKOPHCTAHHIO  OIIEPATUBHUX

€AEKTPOHHUX apXiBiB; IIBUAKE OTPHMAaHHS
Ta IIEPETAd]] €eAEKTPOHHUX [JOKYMEHTIB;
3HAYHO CKOPOYEHi IIpoulenypu HifIucaHHs
JOTOBOPIB  Ta  HiAroToBKH  (piHAHCOBOI
3BITHOCTI; MIBUAKWHA Ta HaMIHHUK 00MiH
€AEKTPOHHUMH [OKyMEHTaMH; MOZKAUBICTb
IIBUIKOIO Ta AETKOTO JOCTYILy 10 iHdopMartii
Ta  yHOpaBAiHHA  Helo.  BrpoBamkeHHS
CHCTEMH €AEKTPOHHOTO JIOKYMEHTOODIry — 1ie
OVH i3 croco0iB YIOCKOHAAEHHS
JOKYMEHTOO0II'y B HaBYaAbHUX 3aKAaaX.
106 MOJIEPHI3yBaTH cucremy
€AEKTPOHHOIO [OKyMEHTOODIry B 3araagax
3araabHOi  CepemHBOi  OCBITH, BasKAHBO
po3yMiTH, III0 IIIKOAM caMi IIOBHUHHI
PO3pPO0AITH BAAQCHI TIAQHU poboTy,
BU3Ha4YaTH ixHIO popMy Ta 3MmicT. Pedaekcia
icHy1040i poOOTH Ta Bi3yaaizallid aKTyaAbHUX
OUTaHb € YaCTHWHOKI BHYTPIIIHBOI ITOAITUKH
3aKAay. Otxe, OCBITHS Imporpama
HaBYaABHOIO 3aKAa[y — 1€ €OuHUE Halip
OCBITHIX KOMIIOHEHTIB A9 [JOCATHEHHS
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and responsibility for decision-making in
academic, personnel and financial matters
reduces or makes impossible bureaucratic
representation in school life.

In our opinion, such tools as electronic
diaries and journals, which can be kept
without duplication on paper, can help to
simplify the document flow in schools.
Unfortunately, only a few schools have this
practice so far, so it is important that this
opportunity is advertised and agreed with
the education sector. Schools must manage
these documents online.

It will be appropriate to gradually
introduce full electronic =~ document
circulation, first in schools, and in the long
term - in electronic document circulation
between  schools and other state
institutions. Simplifying the instructions
for keeping records reduces the costs of
collecting, processing and transmitting
information due to the optimization and
minimization of information flows and the
use of the latest technologies to automate
these processes. All this will affect the
efficiency of work in the preparation of
documents in  secondary  education
institutions, since the only tool for
searching and analyzing data is the school-
wide information space.

Conclusions and research
perspectives. From the above, we can see
that to date, very little attention is paid to
the topic of the introduction of electronic
document management in institutions of
general secondary education. Thus, the
modernization of education management
has such advantages as automation of
many processes, debureaucratization of
education management, centralization of

databases and saving of budgetary
expenses on paper. Implementation of
electronic school documentation is an

effective solution for maximum involvement
of all participants in the educational
process. The main requirements for
document processing are the avoidance of
duplication and, most importantly, the
provision of fast document processing with
minimal time and simple means. The main
components of document flow are:
incoming document flow, weekends and
holidays-yesterday's = documents, their
preliminary review, registration,

IeBHUX IliAel, a CcTaTryT € OCHOBHHUM
JOKYMEHTOM 3aKA3Jy OCBIiTH, SKHHA €
IOPUOUYHOI0  0Co0oI0  IybaiyHOrO  abo
IIPUBATHOTO IIpaBa, OCHOBHUM BHIOM

[iSIABHOCTi IKOTO € HaJaHHS OCBITHIiX ITOCAYT.
ABTOHOMIS 3aKAaLy OCBiTH, Horo
HE3aAE€XKHICTD i BiANIOBIIAABHICTE 3a
IPUHHATTSI piiieHb B aKaIeMidHUX,
KaIpoBHUX i (piHAHCOBUX ITUTAHHSIX 3MEHIIIYE
abo YHEMOZKAUBAIOE OIOpOKpaTHIHE
IPEACTaBHUILITBO B IIIKiABHOMY KWTTi.

Ha Mor0 IyMKy, CIIpOCTHUTH JOKYMEHTOOOIT ¥
IIKOAAX MOXKYTh JOIIOMOITH TaKi iHCTPyMEHTH,
dK EAEKTPOHHI IIOAEHHUKH Ta KypHaAH, SKi
MOKHa BecTd 0e3 ayOaroBaHHS Ha marepi. Ha
3KaAb, [IOKH ITI0 AMIIIE KiABKA IITKIA MAIOTh TaKy
IIPaKTUKY, TOMYy BasKAUBO, 11100 1151 MOXKAUBICTD
Oyaa mpopeKAaMoOBaHA Ta Y3IO/DKeHa 3
OCBITHIM cekTopoM. Illkoan HOBHHHI KepyBaTH
LIMMH JOKYMEHTAMH OHAAMH.

JoriabHIM Oyzme TIOCTYTIOBE
3aIIPOBaIXKEHHSI IIOBHOTO €AEKTPOHHOI'O
JOKYMEHTOODIly, CIOYaTKy B IIIKOAAX, a B
JIOBI'OCTPOKOBI1 TIEPCIIEKTUBI - B
€AEKTPOHHOMY MOOKYMEHTOOOITy MiK IITKOAAMH
Ta IHIDMMH  [OEpP:KaBHHMH  YCTaHOBaMHM.
CrpoltleHHsT  IHCTPYKIiEi 1IOO0  BEAEHHI
[inoBoacTBa  3MEHIIyE BHUTpaTH Ha 30ip,
00poOKy Ta Iepenady iHgopMarllii 3a paxyHOK
orrTHMi3allii Ta MiHiMi3alli moToKiB iHopMartii
Ta BHUKOPHUCTAHHS HOBITHIX TEXHOAOTIH A
aBTOMAaTH3allii IMX TIIpolleciB. Bce 11e B
3aKAQIaX CEPENHBOI OCBITH BIIAMBATHME Ha
€(PeKTUBHICTb opart Ipu IIiITOTOBIIL
JOKYMEHTIB, OCKIABKU €IUHHM iHCTPYMEHTOM
oA TOHIyKy Ta  aHaaily  JaHuxX €
3araAbHOIIKIABHUH iH(popMAaliiHIH IIPOCTIp.

BHCHOBKH 3 [OaHOIO MOOCAimxkeHHs i
IEePCNEKTHBH IOAAABIIHX pO3BiZok. 3
BUIIIEBUKAAIEHOTO Oauumo, 110 Ha
CLOTOOHIITHIA [eHb TeMi BIIPOBaKEHHS
€AEKTPOHHOIO JIOKyMEHTOODIry B 3aKAaaax
3araAbHOI CEpeaHBOI OCBITH IIPUOIASETHCS
oy:Ke Maao yBaru. TakumM  4YHUHOM,
MOZIEpHi3allisl YIIPaBAIHHSI OCBITOIO0 Ma€ Taxi

epeBard, gK aBTOMaTH3allid OaraTbox
oporieciB, aebIopoOKpaTH3allisd  YIPaBAIHHS
OCBiTOIO, IIeHTpaaisallis 06a3 maHux Ta

eKOHOMis OIOKEeTHHUX BUTpaT Ha Iamip.
BrpoBakeHHS €AEKTPOHHOI HIKIABHOT
JOKyMeHTAallii € e(peKTUBHUM PillIEeHHSIM [OAS
MaKCHUMAaABHOIO 3aAy4Y€HHSI BCiX Y4YaCHUKIB
OCBITHBROTO IIporiecy. OCHOBHMMU BUMOraMHu
10 JOKYMEHTOO00ITy € YHUKHEHHSI
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administrative review, information and
reference work. To ensure the effective use
of information in the decision-making
process and to provide experts with all
information on a certain topic, departments
must have a smart search system.

The use of electronic document
management in schools has a number of
advantages. The transition will make it
possible to increase the efficiency of the
procedures for creating, sending and
delivering documents, counting and saving
documents, their integrity and
confidentiality, saving money due to the
effective use of electronic archiving, as well
as the ability to quickly search and review
electronic documents. So, in summary, we
conclude that all this will have a significant
impact on the overall improvement of
school management documentation.

OyOAIOBaHHS i, HAUTOAOBHIIIE, 3a0€3eYeHHS
IIBUAKOIO JOKYMEHTOODITY 3 MiHiMaAbHHUMH
BUTpaTaMH dYacy 1 IIPOCTHMH 3acobaMHU.
OCHOBHUMHU CKAQZIOBUMH NOKYMEHTOODIrY €:
BXiIHUH JOKYMEHTOO00IT BUXigHI Ta
BHYTPIIIHI ~ [OKyMEHTH, IX HOIepenHii
po3rAdn, peecTpallisl, aaMiHiCTpaTHBHHHI
posrasan, iHdgopMmalitHo-AoBiAKOBa podoTa.
as 3abe3rieyeHHA e(peKTUBHOTO
BUKOPHUCTAHHS iH(popmalii B  mporieci
OPpUHHATTS pillleHb Ta HaJaHHS EKCIIepTaM
Bciei indopmartii 3 1eBHOI TeMH, BigoMCTBa
IIOBHUHHI MaTH PO3yMHY IIOIIYKOBY CUCTEMY.
Bukopucranua €AEKTPOHHOTO
JOKYMEHTOO0Iry B IIIKOAAX Ma€ HHU3KY

nepeBar. [Ilepexim [mO3BOAWUTH MHiABUIIUTHU
e(peKTUBHICTH IpoLeayp CTBOpPEHH4,
HaJCUAAHHSA Ta [OCTaBKU JIOKYMEHTIB,

migpaxyHKy Ta 30epesKeHHsI MOKYyMEHTIB, iX
IiAICHICTE Ta KOH(IAEHIIIMHICTE, €KOHOMIIO

KOIITIiB 3aBIAKHU e(peKTUBHOMY
BUKOPHUCTAHHIO E€AEKTPOHHOIO apXiByBaHHS,
a TaKOX MOXKAWBICTH IIBHKOIO IIOLIYKY Ta
IIEPETAIY E€AEKTPOHHUX NOKYMEHTIB. OTXKe,
IIiACYMOBYIO4H, POOHMMO BHCHOBOK, III0 BCE
Ile MaTHMe€ 3Ha4yHHH BIIAMB Ha 3arasbHe
MIOKpAIleHHS JOKYMEHTAIlifHOTO
3abe3rieyeHHS YIIPAaBAIHHS IITKOAOIO.
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