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World experience shows that successful development of commerce
depends on the competence of experts and is a result of common efforts
of science, business and state due to documentation provision of com-
mercial activities. Under modern conditions we can see a rather low level
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of corporative relationships, that is why documentation culture as an
element of corporative culture is an important non-material resource of
organization able to influence the effectiveness of Ukrainian commerce
activities.

Scientifically substantiated theoretic methodological aspects of
sectoral scientific discipline of documentationwere outlined in re-
search works of Ukrainian experts in documentation: S. G. Kuleshov,
M. S. Slobodianyk, L. Y. Filipova, V. V. Bezdrabko, Yu. I. Palekha and oth-
ers. Works by V. V. Zaitsev, E. A. Kapitonov, V. A. Kozlova, A. A. Fedorova
and others deals with corporate culture research.

The aim of the article is to analyse documentation culture as an ele-
ment of corporate culture and give recommendations for its improvement
in commercial activities.

The term “documentation culture” was defined together with
the terms “culture of work with documents” (N. I. Goncharova), “cul-
ture of record keeping” (Yu. I. Palekha), “culture of documentation”
(L. L. Skibitska), etc., but the term “documentation culture” itself was
not chosen as an object of scientific analysis from the position of sectoral
and common scientific discipline of documentation.

The essence of corporative and documentation cultures is based upon
the term "culture”. The dictionary defines the word “culture (lat. cul-
tura — processing) as a socially progressive, creative activity of mankind
in all spheres of existence and consciousness”.

Here is a commonly used definition of these terms. “Corporate cul-
ture is the system of general values and conceptions, socially progressive
formal and informal rules and norms of activity, customs and traditions
shared by organization members who manage personnel behavior and
structures of organizations, systems of management, process of work
which facilitates the organizations uniting as a single whole under condi-
tions of private property, market relations, etc. As a system of symbols,
corporative mechanisms, motivators, examples of actions, ways of think-
ing, it determines general direction and ranked character of corporative
relationships of all participants of corporation-community’s activity.”

It is necessary to pay attention to interrelation of documentation and
corporative cultures because documentation culture is an element of cor-
porative culture. According to V. V. Zaitsev, “Documentation culture is
a particular element of corporate culture. It is the system of formal and
informal rules and norms of activities, mechanisms, motivators, exam-
ples of actions and ways of thinking, accepted by an organization in its
work with information irrespective of its kind and form of presentation.
Considering the document as an integral evidential informational object,
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documentation culture becomes a synonym of organization’s attitude to

information”.

V. V. Zaitsev states that documentation culture of organization is
an element of general corporate culture, concerning all aspects of work,
management and attitude to documentation in an enterprise.

V. A. Kozlov modifies the notion “documentation culture”. He sug-
gests to interpret it as a system of the most general and stable values,
conceptions, purposes, principles and behavior rules shared by the orga-
nization contributing to an effective adaptation of organization to the
environment, setting up stable and favorable external relations serving as
an effective mechanism of internal processes integration.

Thus, documentation culture is defined as an element of corporative
culture and attitude of organization to information.

Proper management of corporative culture potential has good
chances to turn it into competitive advantage of commercial organiza-
tions, strengthen their positions in the market.

Besides, the notion of corporate culture has the following aspects:

— it allows to understand the processes of intercultural communication
taking place between representatives of different subcultures and
professional groups in an enterprise;

— it allows to identify the influence of new technologies on the orga-
nization, effectively organize the processes of staff training, develop-
ment and changes.

The following issue are connected with the formation of corporative
culture:

— forming the organization as a community of people and their inter-
individual relationships;

— increasing interest in and motivation for an effective work by de-
veloping different forms of employees “cooperation” in the manage-
ment and production processes;

— giving to production subunits relative local independence;

— emergence of the new type organization a team sharing the behavior
code of its members;

— improving the activity potential of employees and their social mo-
bility, thus securing market success;

— forming corporate commercial identity for recognizing, creating a
stable, controlled corporate image of the branch, its personnel, work-
ing operations and production brand in people’s consciousness.
Therefore, corporative culture is an inner “atmosphere” of organiza-

tion, which creates and controls the forms of employee’s behavior, be-

comes a means of identification and organization as a whole, i. e. it is or-
ganization’s image.



144 ISSN 2410-5333 BicHuk X[AK. Bunyck 47. 2015

Thus, the working space, the “living environment” of an employee is
determined by corporative culture of organization; it develops the work-
ing style characteristic of the organization as a whole. It is necessary to
emphasize the mutual influence of corporative culture, its users and the
system of organization’s documentation management.

Documentation culture is a continuation of corporative culture, the
criterion of success of organization as an informational system.

It can be concluded that documentation culture is a complex of in-
terrelated steps, methods and means for working with documents, which
secures the creation and further functioning of modern document — in-
formation technologies and a rational construction of record keeping ser-
vices to conduct documentation management.

| Corporative culture |—>| Documentation culture |<—| Information culture |

l  / 4 Y

Culture of . Culture of organization
ggétf,ffe?,‘; organization Itr;fgr:r:n Oallgon and management
creation of work with cul turegy of record keeping
documents service

Fig. 1. Elements of documentation culture [7].

In fig. 1 we can see the system of interconnection of documentation
culture elements which include: culture of documents creation, culture
of document organization, information technology culture, culture of or-
ganization and record keeping department management, corporative and
informational cultures.

The main elements of documentation culture are:

- culture of documents creation;

— culture of organization the work with documents;

— information technology culture;

— culture of organization and record keeping department manage-
ment.

Documentation culture is a complex of knowledge and skills for time-
ly and perfect creating and designing of management documents.

The culture of work with documents in an organization is a complex
of effective means, forms and methods of doing work connected with pro-
cessing and movement of documents, and taking them to archives.
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The integral system of documentation movement management is a
universal indicator of the culture level in document circulation. Creation
and implementation of electronic chancery and archives facilitate the
culture of document circulation in a commercial enterprise.

The following element of documentation culture is information tech-
nology culture which is supposed to use innovation technologies and
means of organizational techniques for creating, searching, receiving,
registering, storing I'T products.

The culture of organization and management of records keeping ex-
plains the idea that documentation at an enterprise is in constant circula-
tion that is why there is a efficient system of performing all the consecu-
tive operations with documentation.

The functioning of documentation culture depends on many factors:
— level of general cultural development of the country which deter-

mines the culture construction of definite management system and

its subjects;

— condition of legislative regulation of document provision;

— development level of a certain management object including its com-
petitiveness, ability to influence the general system of management;

— system of adaptation to environment and processes of inner integra-
tion;

— legal and cultural order in the organization, level of informatization,
general, national and branch norms, standards and concrete schemes
of document movement which secure the programmed level of its
management;

— programs of estimating of personnel work efficiency through the re-
cord keeping culture, performing management communications and
system of management decisions relating to the technology of docu-
mentation creation (fig. 2).

Among the ways of record keeping improvement in commercial en-
terprises, it is necessary to pay attention to the following elements: logo
“face of an enterprise”, its image carrying an encoded documentary infor-
mation about the kind and professional sphere of activity; print, forms,
envelopes, business cards, clothes, accessories, i. e. the style united by
functioning of the enterprise brand-book, allowing consumers identify
commercial enterprise and its production.
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Fig. 2. Factors of influence upon documentation culture [7].
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The following way is increasing the culture level of work with docu-
ments organization. Take, for instance, Microsoft Outlook — e-mail client,
organizer with functions of a calendar, journal, making notes and contact
manager. Besides, it makes it possible to trace the work with Microsoft
Office documents with the aim of creating a working day journal.

Unfortunately the majority of commercial sector employees cannot
use this program, they don’t use its potentials, which is why they should
increase their level of computer literacy.

The employees should be able to professionally build and design
branch documentation, less time spent on document design will contrib-
ute to introducing unified document forms, which will characterize their
culture of documents creation.

The universal factors of documents circulation culture are the fol-
lowing: creating integral system of documentation flow management, in-
creasing the level of documents circulation culture. They will contribute
to the creation and introduction of electronic offices and archives.

Conclusions. Documentation culture is defined as an element of
corporative culture and determined by the organization’s attitude to
information. It depends on the quality and efficiency of working with
documents, good organization of document searching, storing, and per-
fect work of record keeping service, i. e. on all elements of documentation
provision system of commercial activity.

Documentation culture of commercial enterprises needs improve-
ment, namely increasing computer literacy of employees, high level of
work with documents, wide use of logos, corporate style as elements of
brand-book of commercial enterprises, etc.

Further research can deal with developing a concept of sectoral
documentation culture, which could serve as a basis for creating docu-
ment and information innovations, the ways of solving problems in com-
mercial activities, etc.
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