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Abstract: The article discusses issues surrounding the introduction of
new forms of documents and the organization of document circulation in
Ukraine during the Soviet period, revises the organization of office work and
presents a selection of valuable documents. The authors also explore the
organizational and scientific activities in the field of management, stipulated
in regulatory enactments, and describe the creation of a network of public
organizations, institutes and laboratories that dealt with issues of scientific
organization of labor and reference activities. In the article, an analysis of the
organization of office work and archival management through the evolution
of regulatory framework is presented, highlighting the most important
stages of the organization of documentation in the USSR. It is noted that,
by the end of the 1980s, a holistic system of documentation support, which
met at that time the requirements of Soviet business broadcasting and the
standards of compiling official documents, had been formed.
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Introduction

Documentation is the process of creating a document which is provided by
the public authorities responsible for the organization of office work and
standardization of documents. This process has changed from the historical
perspective, but has retained its continuity. Today, there are difficulties with
the dissemination of documentation that would correspond to the digital age
in Ukraine for a number of reasons (lack of modern regulatory framework,
qualified specialists, literature, funds, renewal of staff, loss of culture in working
with documents). Ciritical consideration of the field of office work, the dynamics
of its problems and ways to solve it in the historical perspective is an important
condition for further development. That is why the purpose of the article is to
identify and consider the main stages of the organization of documentation in
Soviet Ukraine.

The state of documentation research in the Soviet times can be mainly regarded
as a consideration of certain issues within the planned centralized issues, mainly
by archivists. A lack of relevant research has been observed in other countries,
too. Thus, the well-known researcher of document-based information processes
David O. Stephens noted that when he first became interested in international
documentation in the late 1980s, he found no available high-quality literature
on this topic (Stephens, 2001).

Studies into Soviet Ukrainian documentation as an organic part of the sciences
of documentation communication began to actively develop at the turn of
the century. In the works of V. V. Bezdrabko, S. G. Kuleshova, 1. O. Petrova,
Y. I. Palekha, and V. T. Savitskyi, these issues are analyzed within the history
of documentation science or in office work manuals. The studies by Zagoretska
(2005), Salynikova (2013, pp. 153-158), Sokur (2015), Selychenkova (2004),
and others are devoted to certain aspects of the present problem. An analysis
of their scientific achievements suggests that the history of the organization
of documentation has not yet formed into a clear system of knowledge and
requires some rethinking, refinement of estimates, including periodization. Thus,
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I. N. Kuznetsov distinguishes between two stages in the evolution of Soviet office
work—1917-1973: introduction of the Unified State System of Office Work,
and 1973-1991: devising of the foundation of modern office work on the basis
of new information technologies (Kuznetsov, 2015, pp. 28-33). L. A. Doronina
writes about three periods: the restructuring system of organization in office
work during the 1920s—1930s; the almost complete lack of development in the
1940s and 1950s; and creation of a significant legal framework, norms and rules
of record keeping in the 1960s and 1990s (Doronina, 2018). Some authors
omit the period of the 1940s—1950s. We consider it appropriate to distinguish
between five periods, understanding that any periodization of social processes is
conditional; some of them intersect or go beyond a particular stage. Stages are
distinguished on the basis of dominant events that have influenced the social
process, helping to structure the available historical material. The authors of
the article suggest the following periodization—Stage I: the 1920s; Stage II: the
1930s; Stage III: 1940-1950; Stage IV: 1960-1973; and Stage V: 1973 — the
1980s.

In various stages of history, the sphere of documentation has been established
by public administration bodies with different goals and priorities. Under the
conditions related to the revival of the Ukrainian statehood (1917-1920), among
the priority tasks were the translation of office procedures into the state language,
creation of own effective system of office work for establishing communication
between the center and the regions, preservation of documentation fund, etc.
The Bolshevik coup aimed at radically breaking the old state apparatus and
involving the working masses in it, which significantly changed the concept of
management and the system of office work.

On January 6, 1919, Ukraine became known as the Ukrainian Socialist Soviet
Republic (Ukrainian SSR). Legal registration of Soviet statehood took place on
March 14, 1919, when the IIT All-Ukrainian Congress of Soviets of Workers’,
Peasants’ and Red Army Deputies adopted the first Constitution of Ukrainian
SSR (Konstytuciy i konstytuciyni akty..., 2011, pp. 56—61). The last stage of losing
independence for Ukraine ended in 1922, when the First Congress of Soviets
approved a declaration on the formation of the USSR and a union treaty.
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The beginnings of the formation of documentation
science in Ukraine

The first stage in the evolution of Ukrainian documentation in the Soviet era is
related to the 1920s. However, the first legislative act in the Ukrainian SSR on
record keeping was the decree of the Council of People’s Commissars (CPC). It
established the state ownership of archival documents and the administrator to
the documentation heritage—the People’s Commissariat of the Ukrainian SSR
as the Archival Section of the All-Ukrainian Committee for the Protection of Art
and Antiquities. The task of the People’s Commissariat was to study the theory
and practice of record keeping and archiving (Kurylo, 2014, pp. 19-20). On
the territory of the Ukrainian SSR and other republics, a single form of business
document with mandatory details was enforced. It was established by the
resolution of the Council of People’s Commissars of the Russian Soviet Federative
Socialist Republic (RSESR) from 2 March 1918, ‘About the configuration of
forms for state institutions’ (‘Sobranie uzakoneniy...’, 1942, p. 401), in which
much attention was paid to the rationalization and simplification of office
work. Thus, Ukrainian office work was translated into the norms of the Russian
Federation.

In July 1919, relevant commissions were established in connection with the
reorganization of the Archival Section into the Main Archival Department of
the People’s Commissariat of the Ukrainian SSR in the provincial departments
of public education. The commissions were tasked to oversee the organization
of office work and selection of valuable documentation. From March 1920,
the work of provincial commissions was organized under the leadership of the
Special All-Ukrainian Archival Commission, which had broad powers. The
first legislative act on the nationalization and centralization of archival affairs
was adopted on April 20, 1920 by the CPC of the Ukrainian SSR ‘Provisional
Regulations on Archival Affairs’. New tasks were assigned to the Main Archive
Directorate under the Council of Ministers of the USSR (Glavarkhiv of the
USSR) to control the conduct of current records in institutions in accordance
with the Code of Laws on Public Education of the Ukrainian SSR, adopted
on 25 October 1922 (Kodeks zakoniv..., 1922). Thus, the party-administrative
control in office work gradually gained strength.

During creating the Soviet state apparatus, attention was paid to accelerating
the processes of document treatment and processing of cases, reducing
correspondence (through using telegraph, telephone), combating bureaucracy,
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and austerity (including consumables). Low-grade yellow paper, sometimes
wrapping or cigarette paper, was used, and the ink was diluted. For several
decades, these documents rapidly deteriorated, crumbled, faded ink, and lost text
in the archives. Despite certain regulatory, organizational and methodological
measures, the documentation process remained unsatisfactory. Replacement
of the old bureaucracy with unskilled personnel of workers and soldiers and
sabotage led to a decline in the level of documentation management. This
caused an objective need to streamline the processes of “Soviet writing” through
the dissemination of theoretical and practical knowledge of office work using
achievements elsewhere in the world.

At that time, manuals began to be published. Here it is worth referring to the
work ‘Decimal system in administrative proceedings’ (1921) by O. E Evtikhiev.
This system was initiated by P. Otle and the International Bibliographic Institute
and used in some institutions in Belgium, Holland, and Spain. The preface,
on behalf of the Commission for the Review of Institutions of the Ukrainian
SSR, announced its intention to publish a review of administrative records in
the leading European countries, the Code of Rules on Administrative Records,
adopted by the World Congress of Administrative Sciences in Brussels (1910).
It illustrates the efforts of the practical implementation related to advanced
European scientific developments in Ukraine.

The creation of an effective office work system through the organization of
research centers in the republics to solve regional theoretical and practical
problems of documentation management activities was a factor in strengthening
Soviet power. At this stage, the dominance of scientific approaches in the
rationalization of management, scientific organization of labor (SOL), improving
documentation, and perfecting record keeping in the management apparatus can
be observed. Organizational and scientific activities in the field of management
were fixed in regulations and the creation of public organizations network,
institutes and laboratories that dealt with issues of SOL and reference activities.
In 1922, the All-Ukrainian Institute of Labor (AUIL) at the Southern Bureau of
the All-Ukrainian Central Executive Committee in Kharkiv was established to
solve topical problems concerning the organization of office work on the basis
of SOL. The activity range of the institute was wide: from conducting “field”
research in enterprises to providing scientific and practical advice. The institute
established extensive international relations and the results of its research were on
the level of the corresponding institutions in Western Europe (Salynikova, 2013,
p. 153). The issues of scientific research are clearly illustrated in the works of the
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institute’s staff and other documents stored in the Central State Archives of the
Highest Authorities and Administration of Ukraine.

In 1926, the State Institute of Management Engineering (SIME) began to
develop and implement new technologies in the field of office work. The SIME,
according to its statute, dealt with the problems of management techniques,
the creation of standard projects and methods of labor rationalization, and also
conducted consulting and promotional work. One of the important areas of
the institute’s work was the training of innovators’ movement (courses in labor
and economics, retraining of the technical staff) and the relevant scientific and
methodological support (Salynikova, 2013, p. 157).

Despite the fact that the issue of office work was not a priority at the institute,
its achievements remain significant—it was the document flow of institutions
and methods of its organization; paths of registration and rational ways related
to accounting documents; control of execution and storage of records. The
movement of the main document flows was studied using graphical methods,
and the best options were proposed. In the SIME’s project “The new system
of office work’, the general principles for the optimization of the institutions’
activity were laid out, among them the uniform organization of office work in
an institution; registration of documents in a simplified form; reference work
requiring less energy and time; control over the execution of documents on the
merits, etc. (Gosudarstvennyi institut..., 1934).

The SIME’s experience in the organization of office work was widely used by the
All-Ukrainian Institute of Labor. However, the problem of creating an effective
system of record keeping was not solved, which led to the reorganization of AUIL
on July 30, 1929 into the Institute for Management Rationalization (IMR) at
the People’s Commissariat of Workers’ and Peasants’ Inspection (PC WPI) of the
Ukrainian SSR. The institute had branches in Kyiv, Dnipropetrovsk, Odesa, and
Stalino, even though their staff was small. The IMR became the legal successor
of the AUIL. The regulation defined the institute as a research institution
that develops issues of rationalization of management in accordance with the
achievements of modern science and technology. The institute was to systematize
the rationalization experience, to develop norms for unification and standardization
of documentation (typologization of documents, accounting forms, uniform rules
of record keeping, etc.). Schools of innovators (advanced training) worked at the
IMR too. According to the resolution of the Secretariat of the Central Committee
and the Presidium of the Central Election Commission PC WPI in September
7, 1931, a higher education institution was organized at the IMR—the Higher
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School of Management Rationalization. Until the early 1930s, the IMR provided
solutions of problems related to the rational construction of the administrative

apparatus in Ukrainian SSR (Selychenkova, 2004, pp. 3—4).

The greatest achievement of that time was the development of ‘Rules for
the organization of the archival part of the records in state, professional and
cooperative institutions and enterprises’ (1928) (Osnovni tendenciyi..., 2020),
which provided recommendations for lists of cases in institutions and rules for
their destruction, as well as the SIME project “The general rules of documentation
and document circulation’ (1931), which provided for the introduction of a single
organization of office work for all union institutions (Salynikova, 2013, pp. 153—
158). The project summarized both the best practices and research of native and
foreign scientists. It was the first attempt to create a comprehensive regulatory
document that contained uniform rules of organization and technology of office
work. “The general rules’ were not approved, in connection with the liquidation
of the SIME in April 1932, the specialists of the institute were repressed.

Gradually, documentation became more orderly in structure, content, and form.
Systems of special documentation were developed. The statistical authorities
were instructed to streamline the forms of periodic reporting and bookkeeping,
especially on planning, accounting and control. After the liquidation of the IMR
(in 1934), the scientific and methodological support of documentation was
transferred to the departmental level, which was handled by the archival service
under the auspices of the People’s Commissariat for Internal Affairs (NKVD) of
the USSR. The country began to feel the lack of standardized office work, which
complicated the functioning of a single management information space.

An important factor during this period was the policy of “Ukrainization” as a
factor in consolidating Soviet power through the using national factors in the
formation of the party-state apparatus. In 1925, the Ukrainian language was
officially introduced into office work, and all officials were to use the Ukrainian
language in government correspondence and publications. In 1927, Kaganovych
announced that all party records would also be kept in Ukrainian. However,
at the end of the famine of 1932, “Ukrainization” was officially condemned
as “Petliurist”. In January 1933, Secretary of the Central Committee of the
Communist Party Postyshev began the struggle against “Ukrainian bourgeois
nationalism”, in the course of which a number of scientific institutions were
liquidated. The almost ten-year period of “Ukrainization” was stopped. The
practice of “Russification” and the system of Soviet office work was restored in
state and public life.
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It should be mentioned that the policy of “Polonization” was also pursued in
Western Ukraine in the interwar years. Use of Ukrainian language in state
institutions was prohibited, all terms related to Ukrainian affiliation (Western
Ukraine, Ukrainian) were excluded. Mass personnel purges were carried out
in state and county institutions, all Ukrainian intelligentsia and students were
removed, and so on. In 1921, the League of Nations condemned the actions of
the Polish government and recognized Poland as the de facto military occupier
of Galicia. However, the repressive policy did not stop, which led to the
radicalization of Ukrainians’ protests.

Thus, during the first stage of the development of documentation in the 1920s,
significant measures were taken to unify and standardize the circulation of
documents. This was accompanied by the nationalization of the documents
and archival fund, the formation of normative-methodical and scientific base,
“Ukrainization”, Soviet personnel policy, the emergence of a special documentation
system: statistical, planning, accounting, personnel. Manuals, branch, normative
and methodological materials were published, including instructions on
record keeping, instructions, rules, and also research on standardization, and
unification of special documentation systems. Preparation of the ‘General rules
of documentation and document management’ can be considered a certain result
of this fruitful activity. The period of the 1920s can be considered as the most
favorable for the organization of research in the field of office work, but the work
was carried out somewhat chaotically and the regulatory framework and the
organization of office work in general were not fully settled.

Further development of documentation
science in the 1930s

The second stage in the development of documentation is the 1930s, although
researchers do not view it as separate, but consider it together with the processes
of the 1920s. Meanwhile, these periods differ significantly. If the 1920s went
down in history as a period of “Ukrainization”, the 1930s became an era of “great
upheaval” and terror, famine, and unification of all aspects of Ukrainian life.
Records were translated into Russian, the management initiative was blocked,
and all circulars received from above had to be blindly copied. The reorganization
of the local authorities (district executive committees) led to structural changes
in the organization of office processes.
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The Constitution of the USSR (1936) had a significant influence on the
organization of documentation. All norms with minor changes were transferred to
the Constitution of the Ukrainian SSR in 1937 (Kodeks zakoniv..., 1922, p. 81—
100). According to the Constitution, local councils and executive bodies were
given the right to issue orders, which, on the one hand, intensified office work in
the country, and on the other—led to increasing administrative documentation,
weakening executive discipline and expanding the administration. Most
directives and regulations did not contain clear instructions, but only duplicated
the directives of higher authorities. In order to overcome the crisis in office
work, the reorganization in the departments of regional committees, district
committees and the Central Committee of the CPSU was started, but this did
not bring significant changes (Stephens, 2001).

In 1938, the archival institutions of the republics were subordinated to the
NKVD, which increased the secrecy of documentation. The main documents
were the protocol, directive letter and circular. Minutes from the meetings of
the bureau or secretariat of the party committee were marked “top secret.” The
actual merging of the party and state apparatuses gave rise to a ban on copying
extracts and references to the minutes of the party committee. Strict control
by party bodies led to the rewriting of their decisions, which provoked a lot of
homogeneous documents that completely duplicated the All-Union counterparts.

A significant reduction in documentation research during this period does not
mean that it stopped. Theoretical and applied activities continued in some large
departments, where branch, normative and methodical materials were published:
instructions on record keeping, directives, rules, etc. Research was conducted on
standardization and unification of special documentation systems (accounting,
personnel), rationalization of work with applications, complaints and letters of
workers. However, the basic normative document on the settlement of office
work was not created. There were separate instructions, directives, methodical
directions, and individual manuals, the informative part of which was often not
coordinated with one another.

The accumulation of documentation problems required a solution. In 1941, the
First Intersectoral Meeting on Office Equipment convened to consider urgent
issues: the creation of a coordination center on office work and regulatory
framework, unification of office work, training and retraining, opening of the
All-Union Research Institute to develop a set of problems in document science,
etc. (Sokur, 2015). The implementation of the issues was disrupted by the war.
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Thus, during the 1930s, a rigid administrative-command system of government
was established, which finally destroyed the research centers engaged in the
organization of office work. However, the system of Soviet citizens’ registration was
developed. During the reorganization, all office work and archival institutions in
the USSR were completely unified and deprived of national specificity. Attempts
to settle certain components of record-keeping processes were sporadic. No basic
normative document has been created. Scientific developments of the 1920s
and 1930s in the field of office work were not used in practice, as they were
incompatible with the command-administrative system.

Functioning specifics of office work in the 1940-1950s

In the works of researchers, this period is sometimes not distinguished at all, or is
characterized as a time of almost complete absence of developments in the field
of office work (Doronina, 2018). However, this is not entirely true.

In the 1940s, the methodological guidance and control over the organization
of office work was centralized to the Main Archival Department (Glavarkhiv),
the purpose of which was to fully replenish the archives with appropriate
sets of documentation. Therefore, the work was carried out mainly on the
standardization and unification of special document systems (organizational and
administrative, accounting, personnel).

With the beginning of the war, the evacuation of the documentary part of
office work from the Ukrainian SSR to the eastern regions of the USSR became
a priority task. Secret funds, which were important for the NKVD, defense
capabilities, especially valuable documents, and scientific reference apparatus,
were subject to immediate export. During 1941-1943, the main office was
located in Zlatoust. Often the operational tasks in the evacuation were the
processing of documents to identify counter-revolutionary elements. Scientific
and methodological research slowed down, but did not stop. In order to establish
current record keeping and timely transfer of cases for storage in February 1943,
‘Temporary instructions on record keeping, the procedure for registration,
storage and archiving of completed cases in Soviet enterprises and institutions’
was issued. That same year, the Glavarkhiv made another attempt to create
uniform rules for working with official documents. A draft ‘Instructions for the
production of the documentary part and protection of documented materials
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in contemporary records of institutions, organizations and enterprises of the
USSR’ was developed. It recognized the necessity of uniform requirements for
documents and attempted to unify them (Sokur, 2015). However, the project was
not approved. The same year, the first list of standard management documents
was issued, which established the terms of their storage. This list became the basis
for the examination of documents’ value in office work.

In occupied Ukraine at the end of 1942, the National Administration of Archives,
Libraries and Museums under the Reich Commissar of Ukraine was established.
It took control of Ukrainian archival institutions and office processes on the
German model, and the next year the mass export of valuable documents to
Nazi Germany began.

Soviet record keeping was resumed in liberated Ukraine. There was an
intensification of clerical processes and increasing attention to them from
the state. In 1944, the ‘Instruction on the production of documentary part
and protection of documentary materials of current office work in ministries
and other institutions, organizations and enterprises of the Ukrainian SSR’
was approved. They prescribed organizational forms of office work, stages of
document circulation and the main types of documents. Some institutions had

to develop their own instructions on record keeping and lists of documents
(Sokur, 2015).

In the republican institutions more and more attention was paid to the
organization of office work, the formation of cases according to the nomenclature
coordination with the archival institutions. In 1944, the Department of Archival
Studies was opened at the Kyiv State University. It trained specialists in the
field of archiving and record keeping. There was awareness at the state level
that a properly organized current record-keeping process is the key to successful
management. It intensified the legal and methodological support for the activities
of authorities at all levels. On January 17, 1948, the Resolution of the Council
of Ministers (CM) of the USSR ‘On streamlining office work in village councils
of workers’ deputies’ was adopted. According to it the following documents:
‘Instruction on record keeping in the Village Councils of Workers’ Deputies
of the Ukrainian SSR’ (July 5, 1949) and ‘On approval of the Instruction on
record keeping in the executive committees of the district Soviets of Workers’
Deputies of the Ukrainian SSR* (October 20, 1950) were issued. According
these documents, Ukrainian was determined as the language of office work
institutions (Sokur, 2015).
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It should be mentioned that the main focus during this period was on improving
the administrative activities of Soviet institutions (as Khrushchev’s struggle
for power was taking place). Thus, the resolution of the Central Committee
of the CPSU of January 25, 1954 ‘On serious shortcomings in the work of
the party and state apparatus’ pointed to harmful bureaucratic practices,
when the main attention of the personnel was focused at drafting numerous
directives, resolutions, certificates, letters and reports. As a result, national and
departmental statistical reporting was reduced almost three times, periodical
accounting of enterprises—two times, and collective farms—five times ([storiya

deloproizvodstva ..., 1974, p. 124).

This way, despite the difficult years after the war, the period of 1940-1950s on
a national scale was marked by the implementation of numerous arrangements
to increase the level of office work in public institutions, attempts to rationalize
and unify it. A number of acts were issued on the procedure for documenting
management activities and in the field of special (sectoral) systems. Archival
organizations were given extensive authority in the organization of office work.
The leadership of the republic began to pay more attention to the improvement
of office work, which gave positive practical results.

Intensification of documentary activity in the 1960s-1973

The fourth period of the development of documentation —from the 1960s to
1973—is associated with the “explosion of documentary activity in the society”
and the rapid development of information science, which contributed to a new
view towards documentation. It became to be considered as the only information
system that promotes the achievement of management goals. In 1960, the All-
Union Meeting on Labor Mechanization of Engineering and Technical Workers
and Employees and Administrative Staff was held in Moscow. Its decisions
largely coincided with the recommendations of the 1941 meeting: the urgency of
creating a specialized institute to develop unified state system of record keeping
(USSRK), and the necessity for research in the field of SOL. A characteristic
feature of the 1960s was the strengthening of responsibility for the organization
of office work in enterprises and organizations by archival institutions. They
were responsible for the regulatory and scientific-methodological support of
this activity. According to the Regulations (1961), the Archival Department
of the Ukrainian SSR was given the right to control the documentary part of
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office work in enterprises and institutions. Comprehensive inspections were
introduced into practice; ministries and departments were assisted in compiling
the nomenclature of cases, meetings, and consultations. Courses on office work
were organized for representatives of district executive committees, village
councils, and collective farms. According to the CM Resolution of Ukrainian
SSR ‘On measures to improve archival affairs’, issued on September 27, 1963,
the archives of the republic were tasked with organizing the training of employees
for office services, which were implemented on permanent three-month courses
at Kyiv State University.

In 1966, the All-Russian Research Institute of Documentation and Archival
Affairs (ARRIDAA) was established on the basis of the Central Research
Laboratory of the USSR State Archives to perform tasks related to improving the
level of record keeping and development of the USSRK (VINIIDAD.. ., 2020). It
was brought about by the interest of the government to solve problems through
economic reforms in the country. The result of the institute’s activity was the
inclusion of documentation science as a discipline into the nomenclature of
scientific specialties in 1970. It was the beginning of the training of qualified
clerks. Further attempts to improve the regulatory and scientific-methodological
framework of office work in the USSR were associated with the development and
implementation of USSRK. Its main provisions were a scientifically organized set
of rules, regulations and recommendations for the organization of office processes,
the functioning structure of office services, economics and organization of the
office staff work, mechanization of office work, etc.

The main developer of the USSRK was the ARRIDAA, but a wide range of
departments and organizations were involved in this work, as well as national
institutions, in particular, Ukrainian ones. Thus, the Glavarkhiv of the USSR
obliged the Archival Department of the Ukrainian SSR to take measures for the
formation of managing staff and archival institutions with qualified specialists in
the field of documentation science, to consider the possibility of creating special
units, creative groups for research and developing unification of organizational
and administrative documentation, involving scientific institutions, ministries
and departments of the republic to perform these tasks. The Chief Archivist
of the USSR regularly sent to the Archives Department of the republic for
consideration draft documents prepared by specialists of the USSR Chief
Archives and the ARRIDAA staff (including materials provided by the Archives
Department of Ukrainian SSR), with a request to present their comments and
suggestions. In 1971, the Archives Department of the Ukrainian SSR, on behalf
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of the Department of Affairs of the Republic of Ukraine, conducted a study of
the USSRK project and prepared a meaningful review with comments for the
ARRIDAA.

In 1973, a resolution of the State Committee for Science and Technology under
the CM of the USSR was approved by the USSRK, who recommended it to
ministries and departments for use. The USSRK led to large-scale development
and further implementation of unified documentation systems, a unified system
of classification and coding of technical and economic information, in particular
in terms of their using in automated control systems (ACS). At the same time, a
series of all-Union standards were prepared and approved. Thus, in the process
of compiling and processing documents according to the USSRK should have
complied with the provisions of GOST 6.38-72 “The system of organizational
and administrative documentation. Basic provisions.” (GOST 6.38-72..., 1972).
The form of the document and placement of details had to correspond to GOST
6.39-72 “The system of organizational and administrative documentation.

Sample form.” (GOST 6.39-72..., 1972).

In the 1960s, the Ukrainian branch of the Research Institute of Planning and
Standards under the USSR State Planning Committee operated in Kyiv. It was a
scientific institution where the study of office work organization was no longer
carried out on the basis of archival principles, but based mainly on managerial,
economic aspects. Some assistance in the development and explanation of
normative and scientific-methodical support of the organization of office
work, generalization of experience, control over the state of office work, and
introduction of its progressive forms was given by 7he Scientific and Information
Bulletin of the Archival Department of the Ukrainian SSR. It has been published
since 1965 under the title Archives of Ukraine, with meaningful articles in the
section ‘Record keeping’.

Thus, the development of documentation since the 1960s is associated with the
transfer of authority to archival institutions for organizing and controlling record
keeping, and participation in regulatory and scientific-methodological support.
Adoption of the USSRK has led to large-scale development and implementation
of unified documentation systems, a single system of classification and coding
of information, in particular in terms of their use in automated control systems.
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Information science and office work in 1973-the 1980s

In the period from 1973 to the end of the 1980s, the formation of modern office
work was performed on the basis of the using new information technologies. The
development of all-Union classifiers of technical and economic information—the
All-Russian Classifier of Management Documentation (OKUD), the All-Russian
Classifier of Enterprises and Organizations (OKPO), the All-Union Classifier
of National Economy Branches (OKONH) and the Unified Documentation
Systems (UDS)—was continued. Introduction of these documents has
significantly improved the design of documentation, simplified the procedure
for searching, accounting and storage of documents and documentation
information, and created a basis for automation of document management. The
implementation of the USSRK provisions, standards and classifiers has helped to
increase the level of record keeping, optimize the structure and manage staff. But
new technologies for working with documents (personal computers) were not
taken fully into account. This shortcoming was eliminated during the revision
of the USSRK and the publication in 1988 of its new edition—the State System
of Documentation Management (SSDM) (Gosudarstvennaya sistema. .., 1988).
Record keeping was given a new name—documentary support of management

(DSM).

Issues concerning the implementation of the latest developments in the field of
office work were assigned to the organizational and methodical committee on
office work of the republic, established in April 1985, which operated under
the Main Archival Department of the Ukrainian SSR. Meetings and seminars,
advanced training courses for managers and specialists of the republic in the
specialty ‘Record Keeping and Archival Affairs’ were held on the basis of the

committee.

In the 1980s, the normative and methodological basis for storing documents
in office work and archives was revised. In 1989, a ‘List of standard documents
formed in the activities of state committees, ministries, departments, agencies,
organizations and enterprises, indicating the retention period’” was published,
which also became a practical guide for each clerical service in organizing the
storage of documents. During this period, time standards were developed for
clerical operations. On the basis of the established formulas of labor costs, the
quantitative structure of employees of clerical service was calculated. At the end
of the 1980s, a holistic system of documentation management was devised,
which met the standards of drawing up official documents. Material, technical
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and organizational support of office work was improved, the normative and
scientific-methodological basis of the republic was formed, popular science
publications on organization and working with documents in the Ukrainian
SSR were introduced into practice, the training and retraining of personnel was
started, and relevant educational and reference literature began to be published.

Thus, from 1973 to the end of the 1980s, a significant legal framework was
developed in the field of record keeping, a system of documentation standards,
classifiers, and unified documentation systems were created. CM of the
Ukrainian SSR approved the Model Instruction on Record Keeping for Institutions
and Organizations of the Ukrainian SSR. In 1988, the State Management
Documentation System was established. At the same time, GOST introduced
the technology of centralized control over the composition of the created
documents through their inclusion in the tables of forms, approved by the head
of the organization, but its practical application did not become widespread at
the time. The long-term plan for 1976-1990 provided for the establishing a
branch of the All-Russian Research Institute of Documentation and Archival
Affairs in Kyiv.

Soviet Ukraine faced important tasks in the field of documentation: from carrying
out certain governmental measures concerning streamline documentation to
the introduction of the USSRK and office work based on new information
technologies. In the 1980s, negative trends in the organization of office work
in the Ukrainian SSR became noticeable—the lack of relevant research centers,
lagging behind the Western countries in the use of information technology,
training problems, the introduction of SSDM and others. At the same time,
the republic formed a holistic system of documentation management that met
the standards, improved its logistics and organizational support, formed its own
regulatory and scientific-methodological base; there was extensive training and
retraining, and educational literature was published. It became the basis for the
formation of documentation in independent Ukraine by means of using new
information technologies.
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Conclusion

To sum it all up, the organization of documentation in Soviet Ukraine, as
mentioned above, passed through five stages. The stages, on the one hand,
coincide with the periods of transformation of the USSR, but on the other hand,
they follow a certain logical course of development. Periodization of this activity
was influenced by both the change in types of power, the struggle within the
party-state apparatus, and the requirements of the scientific and technological
progress, the theoretical understanding of processes. Ukraine was influenced by
the policy of the central authority in the field of management and organization
of office work, but also in some way influenced the formation of this policy.
The Ukrainian SSR was an active participant in the introduction of scientific
methods and information technologies in the field of documentation and the
creation of a nationwide system of record keeping.
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