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Any organization in its business activities may face issues of inefficient handling of 
documents and the urgent need to build a knowledge base for all aspects of activity. The 
main problems in this case are the non-preservation of documents from loss and damage, 
duplication, lack of clear search, loss of knowledge accumulated by employees when 
they leave the organization. One of the foundations for the sustainable functioning 
of an enterprise is a transparent system of document flows and clear principles for 
handling all types of documentation. This article proposes a systematic approach to 
constructing information flows and documentation, classifying it for the construction 
and implementation of a knowledge base.
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