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Abstract – The purpose of the authors with this report is to 
present the main schemes for the organization of the 
documentation in training organizations from different levels and 
countries, their application in organization management of 
documents in training organizations in the field of higher 
education and to show the need from the use of contemporary 
information systems in organizing the movement of documents. 
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I. INTRODUCTION 
 

There are different systems for organization of 
documentation and for this reason each country selected for 
application this of them, which best meets its requirements for 
the efficient organization of documents. 

The purpose of the authors with this report is to present the 
main schemes for the organization of the documentation in 
training organizations from different levels and countries, their 
application in organization management of documents in 
training organizations in the field of higher education and to 
show the need from the use of contemporary information 
systems in organizing the movement of documents. 

For achieve the intended in the report purposes authors 
viewed and analyzed information for familiar to them systems 
for organization of documentation in training organizations to 
the Republic of Bulgaria and Republic of Serbia. 

II. EXHIBITION  
 

The organization and management of documents in an 
organization, by its nature, represents the management of their 
life cycle in the organization, starting from the moment of their 
creation, use and storage or destruction (Figure 1). 

 

 

 

Figure 1. Organization of documents 

The concept „management” means realization of control 
over the information at all levels from system for management 
of training organization. Regardless of the requirements for 
control over information in the system for management of the 
organization, if we want to have an effective system for 
managing documents, is necessary selected system can be 
adapt to the organizational structure of the training 
organization. 

Selected system must also, allow full control over the 
lifecycle of documents that are used in the organization and if 
necessary must have options to build a system with a different 
structure, that would be more appropriate for achieving the 
purposes of the training organization. 

Described in this report schemes for organization of 
documentation in a training organization and management of 
the basic units of its structure are used in: Technical University 
(TU) - Gabrovo, Republic of Bulgaria and the College of 
Electrical Engineering and Computer Science and Faculty of 
Mathematics – Belgrade, Republic of Serbia. Through the 
presentation of schemes for organization of the documentation 
in the three selected training organizations, the authors have 
tried to show that training organizations at different levels in 
the two countries, using almost the same system of 
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organization of the movement documents and between them 
has many common touch points. 

MOVEMENT OF DOCUMENTATION IN TECHNICAL 
UNIVERSITY - GABROVO 

Existing systems for organization of the documentation in 
the organizations in Republic of Bulgaria, the selected system 
for organization of the documentation in the training 
organizations and the basic documents that are used to 
document the activities of a training organization are described 
in the source [5]. By this reason in this report when are 
describing the scheme for organization of the documentation at 
the Technical University – Gabrovo, is viewed specifically 
organization to work with documents in the basic training unit - 
the Department and the interaction between the Department 
and district Registry. 

The classical organizational structure for administrative 
management of higher school in Bulgaria is: UNIVERSITY – 
FACULTY (including the different Departments) – 
SERVICING UNITS [2], which is used and in structuring of 
the system for the management of the Technical University - 
Gabrovo.  

All the higher schools in Republic of Bulgaria are 
individual juridical persons. A statute of juridical persons does 
not have Faculties, Departments and other servicing units. 

The movement of documents between different units of the 
hierarchical structure of the Technical University (TU) - 
Gabrovo, is organized by the central Registry. Through him is 
a carried connection between Management of TU, the service 
units, the basic units (Faculties, Departments) and external 
organizations. 

Depending on the type of documents which is 
transmitted/received the connections between different units 
are carried out in any of the following schemes: 

• Registry of the TU – Department and back; 

• Department - Dean of the Faculty - Registry of TU and 
back; 

• Registry - external organization and back. 

All documents received in the Registry are describing in the 
“Input Diary” by the employee in the Registry and on the first 
page of the document is place a stamp in which fits information 
for the incoming number of the document and the date of 
receipt of the document. 

All documents, which go out by TU, are describing in the 
“Outgoing Diary” by the employee in the Registry and on the 
first page of the document is place a stamp which fits 
information for the outgoing number of the document and the 
date of deduce of the document (the date of signing the 
document of the authorized for this persons). 

The registration of incoming/outgoing documents in a 
central Registry is an activity that provides an accurate 
statement for status of all official correspondence – with 
external organizations and internal for the organization units, 

opportunities for references for her movement and control on 
the deadlines for implementation of assigned tasks. 

Educational activity in the Technical University – Gabrovo 
and different Faculties from its structure, the administrative is 
organized in Departments, which carried out training and 
scientific research in one or more scientific fields. The 
administrative management of the Department is carried out by 
Head of Department. 

In the information exchange, carried out between the three 
levels of management (University - Faculty - Department), 
actively participate the Head of the Department and the 
employee of the position “Organized learning activity”. For the 
purposes of this report, employee of the position “Organized 
learning activity” will be called “Secretary”. 

A connection which is performed with higher-level organs 
of the University and the Faculty are written - through relevant 
authorized offices or oral - through the Head of Department. 

Activities by the administrative services of the Department 
are directly related to the activities of the employee of the 
position “Secretary”, as its basic functions and responsibilities 
are following: 

• Receives, describes and after the relevant resolution of 
the Head of Department, shall notify the collective of 
the department or designated person, for received 
correspondence; 

• Perform technical functions in the interaction between 
the Department, the Faculty and University units, 
organs and officials persons, in organizing and 
planning the learning process; 

• Perform technical functions for printing, reproduction 
and archiving of the documentation relating to overall 
activity of the Department. 

In the Department are receive different in content and form 
documents, who are processed from Secretary, in accordance to 
requirements recorded in Ordinance for document turnover of 
the Technical University – Gabrovo [3]. 

Any document, intended for the Department, is receipt by 
the Secretary in the central Registry. Employee of the Registry 
recorded in a special “Deliveries book” every document and 
Secretary after signing in her, receives the documents, who are 
intended for the Department [3]. When receipt in the 
Department, all received from Registry documents (except 
personal letters) are recorded: 

1. In the “Input Diary” of the Department, such as over 
the first page of the document is place the inscription 
which contains incoming number of the document and 
the date of receipt of the document in the Department. 

2. The documents, that have resolution from higher-level 
organs for designated member of the Department are 
recorded additionally and in the “Deliveries book” of 
the Department, and then are transferred against the 
signature of the designated recipient. 

After the Secretary processed the received in the 
Department documents, those of them who are without prior 
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designated a contractor shall be transmitted to the Head of the 
Department. Depending on the type of document, if necessary, 
he placed a resolution on the document with the purpose of 
determining contractor of the tasks arising from the document. 

Depending on the resolution placed on the document are 
possible three variants of action later: 

• Document for information and archive. After getting 
acquainted of all members of the Department with the 
received information, this type of documents remain in 
storage in the archive of the Department and are 
displayed if necessary. 

• Document for implementation by members of the 
Department. If the document is intended for part of 
members of the Department he reproduced or be sent 
an email to members of the Department, for which is 
intended, for to have it, and the original is transmitted 
to the basic contractor. In the “Input Diary” of the 
Department is recorded whose is a given the original. 
If the document is for all members of the Department, 
he is placed in a folder with information “for all” to get 
acquainted with him the members of the Department 
and sent an email to all members of the Department. 
After that original document is kept by the Secretary. 
The requested information is collect from him in the 
designated in the document term. 

• Document for implementation from the Head of the 
Department. The document stays available to the Head 
of the Department. 

In the first two cases, arising from the resolution which has 
placed over the designated document, the movement of 
document is monitored by the Secretary until the moment of 
implementation of taken management decision. When the 
document stays available to the Head of the Department his 
implementation is not monitored by the Secretary. 

The terms for transmitting the required from the department 
information are monitored by the Secretary and when are reach 
a end term, he reminds of the relevant responsible persons, that 
it is necessary to transmit the requested from them information. 

Sample scheme for the movement of input information and 
received in response to the implementation of relevant 
document, output information is displayed in Figure 2. 

 

 

 

 

 

 

 

 

The scheme is modified by source [1] 
Figure 2. Scheme for movement of input/output information 

The output information from the Department to other units 
of the University consists from educational and scientific 
documentation and administrative documents from different 
character. After the final preparation of the output document 
and its signature by the Head of Department he is describing in 
the "Outgoing Diary” of the Department, such as on the first 
page of the document is recorded the outgoing number of the 
document and the date of deduce of the document from the 
Department. 

The variants for the movement of the output information 
from the Department depending on the exercised control over 
her are displayed schematically in Figure 3. 

 

 

 

 

 

 

Source [4] 
Figure 3. Movement of information depending on the control over her 

The scheme for the movement of the output information 
from the Department depending on the exercised control over 
her, displayed in Figure 3, from long time has been the subject 
of study from co-author of the report. The scheme is displayed 
again with purpose achievement the set in the report purposes. 

At the Technical University – Gabrovo, exists information 
system that supports educational activities of the teachers from 
the Departments, but it has no functional possibilities for 
organizing the movement of documentation in the Department 
and between different units from organizational structure of the 
University's. 

Using of an information system for organization movement 
of documentation and electronic exchange of information not 
cancel the rules for work and storage of documents in paper 
form, which are adopted in the training organization. All 
registered in the system documents will be stored on paper 
form and in electronic form at observing with the relevant 
technical requirements for storage. 

Based on the considered to above schemes for organizing 
the movement of the documents between different units in the 
structure of TU – Gabrovo, can be made the following 
conclusions: 

1. The existing system for organizing movement of the 
documents between different units is very bureaucratic 
and slows reaching of the information to the final 
recipients because it the input/output documents are 
receive/transmit in the Registry at the end of the 
workday. 

2. The input information in Departments is obtained only 
in paper form and for to be disseminated to all 
consumers in the short terms, is necessary to be 
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converted to an electronic type from the Secretary of 
the Department. 

3. The necessary is the development and implementation 
of information system (or modules to existing system) 
for processing to the input/output information to/from 
the Department and for electronic exchange of 
documents between different users. This will result in 
facilitate the interaction between the different units and 
will help to improve the quality of information that is 
used. 

MOVEMENT OF DOCUMENTATION IN COLLEGE 
AND FACULTY IN THE  REPUBLIC OF SERBIA 

 
The organizational structure for administrative management 

of the College in the Republic of Serbia is: DIRECTOR OF 
COLLEGE - SECRETARY OF THE COLLEGE [7] and on 
Faculty: FACULTY - DEPARTMENTS (including the 
Institutes, Centers and Laboratories) - SERVICING UNITS 
[6]. 

All activities in the College is organized and managed by 
the Director and the Secretary of the College. 

Secretary of the College manage the work of all units 
related with the servicing of the teaching staff, administrative 
personnel and students. 

Educational activity in the College is organized by 
specialties. The administrative management of the different 
specialties is carried out by Head of specialty, which is 
supported by the Secretary. 

The received in College correspondence is accepted by an 
employee in the office of the Director, which is responsible for 
receiving and sending of the correspondence. The regular 
correspondence which is received are opens from the 
authorized for this activity employee, the confidential 
correspondence are opens from the Director of the College [7]. 

The received documents be recorded in the Diary, such as 
of the first page of each accepted document is placed an input 
stamp, in the top right corner, in which are records the date of 
acceptance and an incoming number of the document. 

The transmission of documents between different 
administrative units in the College is carried out through a 
common “Deliveries book” for all units. 

The documents, which must be sent, archived or to provide 
of another unit, be returned to the office of the Director through 
“Deliveries book”. Of the document, which is back, is written 
way to send (by regular mail, recommend with return receipt) 
or that the document should be sent to another unit. 

At the end of the year Diary is closed with an official note 
under the last number with conclusion how many documents 
are registered in this year. 

The correspondence between the Director of the College, 
external organizations and head of the different specialties, are 
implemented through the office of the Director and Secretaries 
of the different specialties. 

Secretaries of the different specialties to the College receive 
documents for the specialty from the employee in the office of 
the Director through "Deliveries book" and through it send 
outside by the College or provide documents in other units of 
the structure at the College. The Secretaries transmit the 
received for the specialty documents of the Head of specialty 
and of the teachers which carried out teaching activity at 
courses which is included in the educational plan of the 
specialty. 

The State University of Belgrade [8] is consists from 31 
faculties, organized into 4 groups: Social and Humanities 
Sciences, Faculty of Medical Sciences, Faculty of Natural 
Sciences and Mathematics, Faculty of Technical Sciences and 
Technology. The University has integrative function, such as 
their purposes are primarily related to development of criteria 
for standardizations and for providing quality of the training. 
All faculties and scientific institutes from the University 
structure are individual juridical persons. Statute of juridical 
persons does not have Centers, Departments and other 
supporting units. 

The organizational structure of each Faculty consists from 
Departments (including Institutes, Centers and Laboratories) 
and Administrative-professional, technical and support 
personnel. 

The activity in the Faculty is organized and managed by 
Dean, Deputy Dean and Secretary of the Faculty. 

Educational activity in the Faculty the administrative is 
organized in Departments, which carried out training and 
scientific research in one or more scientific fields. The 
administrative management of the Department is carried out by 
Head of Department and Secretary of the Department. 
Secretary of the Department processed received input 
documents and after that transmitted to the Registry of the 
Faculty outgoing from the Department information. 

In the structure of each Faculty, such as and in considered 
of the report Mathematical Faculty, has a unit Registry, as a 
separate organizational unit, which implement activities on the 
organization and work with documents of the Faculty and the 
Departments. 

In “Rules of the office and archive activities” [6] of the 
Mathematics Faculty - Belgrade, in detail are written the basic 
activities for organizing of work with documents in the 
Registry and ways for realization of contacts with the other 
units of the Faculty. In the rules are written and the basic 
categories documents which must be kept in the Registry and 
the terms for their storage. 

Considered by the authors rules of various Faculties [6], 
[9], [10], as and the described above activities for organizing 
the movement of documents between different units in the 
College [7], show that the activities, which carried out for 
administrative servicing of different departments and 
specialties in these training organizations, are the same. From 
the rules, also that is seen that the Faculties not use information 
systems for management movement of documents between 
different units and electronic exchange of information between 
the different users. 
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Based on the considered to above schemes for organizing 
the movement of the documents between different units in the 
structure of the College of Electrical Engineering and 
Computer Science and Faculty of Mathematics – Belgrade, can 
be made the following conclusions: 

1. Because in the College teaching and administrative 
personnel is small in number, the organization of the 
movement of documents between different units is a 
simple. For this reason, the movement of documents is 
carried out more quickly and more efficiently. 

2. The organization of the movement of documents 
between different units from the structure of the 
College and Faculty is the same. 

3. In the College exists a very old “Rules for organization 
of the movement of documents”, which in this moment 
are not used. All Faculties from the structure of the 
Belgrade University have very well developed rules for 
organizing the movement of documents between 
different units from their organizational structure. 

4. In College and the Faculty does not exist information 
system for document exchange. The exchange of 
documents between different units is carried in a 
classical way - through documents in paper form. 

CONCLUSION 
Based on the considered to the report schemes for 

organizing the movement of the documents in three 
organizations, can be made the following conclusions: 

1. In both countries is used one and the same system for 
organizing the movement of documents - a mixed 
system of Registry - in which exist a central Registry 
and specially designated specialists in basic structural 
units. 

2. The organizational structure of considered training 
organizations is almost identical and therefore the 
organization for the movement of documents between 
different units is the same. 

3. Exchanges of documents in training organizations and 
in the two countries are carried out only in a classical 
way - through documents in paper form, which is 
expensive and obsolete technology.  However, all users 
of information prefer to use the documents in paper 
form when analyzing the data and making decisions. 

4. For the training organizations from the different levels 
and in the two countries, is necessary to be developed 
and implemented information system for processing to 
the input/output information and for electronic 
exchange of documents between different users. 

5. The use of the information system for management the 
movement of documents will result to the following 
benefits: 1) reduction the use of documents in paper 
form; 2) facilitate the interaction between the different 
units; 3) providing of possibilities for the disseminating 
the information to all users in the shortest terms. 
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