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Implementation of Physical and Environmental Controls for Hollywood Organic Co-op EDMS
	Implementation of EDMS provides a more effective management because of automatic monitoring of the implementation, transparency throughout the organization at all levels. It supports the quality system in line according to international norms while providing an efficient storage, management and access to information and knowledge. An effective Hollywood Organic Co-op EDMS will ensure enhanced personnel flexibility through greater formalization of each employee and the possibility of storing the entire history of its activities has been done.  The logging of the activity of the enterprise in general and optimization of business processes and automation of their implementation and monitoring mechanism will be perfected following a successful EDMS implementation (Mahmoo & Okumus, 2017). Most importantly, implementation will result in the exclusion or maximum reduction of paper documents circulation in the Hollywood Organic Co-op. 
Likely Problems and Solutions in EDMS Implementation
 	During EDMS implementation phase there are often such common problems: 
1. Staff's conservatism, low level of education, unwillingness to train and re-train. Top management staff's fear of own activity transparency, which occurs after the introduction of electronic document management systems. 
2. Management factor- unwillingness to work directly with computer, to view and edit documents.
3. Permanent structural changes in the organization, weak of formalization of business processes. Necessity for a providing legal force of documents.  
4. Necessity to communicate with the external "paper" world, especially when it refers to parallel structures in associated organizations or agencies with which there is a constant work.
	To overcome the common problems of Hollywood Organic Co-op EDMS implementation the implementation team shall: 
1. Make the transition to electronic document management system gradual. For example, at first implement only electronic mail. 
2. Find supporters-enthusiasts who will help "catch-up" employees to learn a new paperless technology at the stage of preparatory work. 
3. Explain the benefits of the implementation to managers of any type and make them staunch supporters of electronic document management system introduction.
4. Paper documents from the outside world should get into the internal electronic document management system, for that purpose in EDMS it's necessary to receive their electronic variants. 
5. Use the existing instruments to create new ones. If it is expected that the work will be carried out continuously, it is best to provide the server and text recognition and workplace installed recognition. In this case, the user will have the opportunity to convert images to text documents with necessary options, and save them in the necessary format himself. 
6. The electronic archive will be filled by paper documents scanning. 
7. Create a common means of documents storage in directories and prohibit storing documents on PC's local disks.
The Lifecycle of the Document
	Any document, regardless of its structure or content will go through a number of stages, which are generally named document lifecycle. All documents will pass through five stages of the lifecycle:
1) Documents are created; 
2) They are reviewed and corrected; 
3) Formally or informally approved; 
4) Distributed or published for a wider audience; 
5) They fulfill their main purpose and get to the archive; 
	If necessary, the documents are retrieved from the archive, and then archived again. In record-keeping groups of documents will be distinguished as incoming, outgoing, internal, organizational and regulatory. Such division, as a rule, remains when working in the electronic document management system. At the stage of creating it requires the most time consuming part of the work by entering the information about the document in the electronic document management system (Park et al, 2010). This work will consist of two parts:
1) Entering the details of the document;
2) Entering the document image. 
	To save time in EDMS there will be a service as a document creation according to the pattern. Pattern is a kind of blank document, where one can include all of the repetitive elements. Patterns can be of two types:
· Blank in the form of a file from one of the Office applications. Pattern opens in the home application, and further work is going on there; 
· The text which can be viewed directly in the registration and control document record. 
	The first variant of patterns is more convenient to apply when an organization uses a mixed type of electronic document management: some document processing operations performed in EDMS and a part in live with the use of document paper copies. The second variant is more convenient when working with documents completely goes to the jurisdiction of EDMS. For example, the order for personnel pattern is easier to do in a WORD file, as it will be printed for long term storage (Downing, 2006). The second type of pattern may be used for domestic orders and directions as well.
Tools and Implementation Environment 
[bookmark: _GoBack]	There are different standards for electronic document management systems. In the USA the main standard is the DoD, in the European Union – MoReq. Compared with practical DoD, MoReq designed in a more formal, scientific style and from a greater number of topics. The most significant drawbacks is the fact that there is no certification program MoReq, and while the line it is not mandatory. Workflow software is, as a rule, the application architecture client - server or using the WEB - technology and XML. In any case, the system includes: DBMS server; WEB – server. The file server is usually in different systems implementation is different, but generally, you need software to interact with the data warehouse (Burtylev et al, 2013). Client side will see that the required tasks that should provide any electronic document management system will work directly with a registration card, execution control, input and output of documents and search for them in the secure network connection.
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