MIHICTEPCTBO OCBITU I HAVKU YKPATHU
TABPIMCbKUI HALIIOHAJIbHUM YHIBEPCUTET
IMEHI B. I. BEPHA JICBKOI'O

HapyanpHO-HAYKOBUH IHCTUTYT MYHILMIIATHHOrO YIPaBNiHHA Ta MICHKOTO
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' 3ATBEPJIKYIO

ITPOT'PAMA
P®AXOBOIo BCTYIIHOI'O BUITPOBYBAHHS

IUIsL BCTYIy Ha HaBYaHHs 3a OCBITHIM cTyneHeM «Marictp»

Ha ocHoBl HPK6 ta HPK7
OCBITHS ITporpama «J/lokyMeHTO3HABCTBO Ta iHdopmaniiiHa JiAIbHICTb»
CreliaIbHICTh 029 «Indopmauiiina, 6i6;1ioTevHa Ta apXiBHA cipaBa»
rajay3b 3HaHb 02 KyabTypa i MHCTEITBO
YXBAJIEHO:

Ha 3acifanHi Kadeapu KoM IOTEpHUX Ta
iH(hOpMaITITHIX TEXHOJOTIH
[Tporokon Ne 13 Big&2+» kBiTHs 2023 p.

3aB. kadenpu ‘/@ Omnexcanap I'YUJIA

Kuis — 2023



IIporpama ¢axoBoro BCTYNHOr0 BUIPOOYBAHHSI JJis BCTYNy Ha HaBUaHHA 3a
ocBiTHIM cryneHem «Marictp» Ha ocHoBl HPK6 Tta HPK7, ocBiTHS mnporpama
«JlokyMeHTO3HaBCTBO Ta 1H(pOpMaIliiiHa JISUTBHICTEY, CIEHIAIbHICTD 029
«IH(opmariitna, 010mioTeyHa Ta apxiBHa crpasa», rainysb 3HaHb 02 «KynbTypa 1

mucrenTBo». K.: THY imeni B.1. Bepnancekoro, 2023. 31 c.

Vxknamaui:
HOnis JAHBKEBUY — x.dun.H, A01IEHT, JOIIEHT Kadeapu KOMIT IOTEPHUX Ta

1H(hOpMaLIIHHUX TEXHOJIOT1H

PosrnsimyTto Ta 3arBepmkeHo Ha 3aciganHi Buenoi Pamu  Taspiiickkoro
HalloHaIbHOrO yHiBepcuTeTy iMeH1 B.1. Bepnancekoro, nmpotokos Ne 13 Big «28»

kBiTHS 2023 (Haka3 Ne53-ox Bix «28» kBiTHs 2023)

© THY imeni B. 1. Bepnaacbkoro, 2023
© JlanpkeBuu 1O.B., 2023



3MICT

G-V w01 19 TR 1(00) (037 1S) : 1 S
II. OpranizamifHO-METOAMYHI PEKOMEHIAITIT. ...\t tuteenteenteenteneeeiieenneeanneennn
II1. Tlepenik muTaHb 3 OKPEMUX TUCHUILIIH Ta CIIUCOK JIITEPATypH JJIs

MIJTOTOBKHU JIO BCTYTTHUX BUTIPOOYBAHD. ...t uteenuenttentiiieeeateenneeenneeenneannens

IV. IntepHer-pecypcu mporpamu 3 iArOTOBKU O BCTYITHUX BUNPOOYBAHb ............

31



I. 3arajabHi noJoKeHH

[Iporpama BcTynmHHMX BUIIPOOYBaHb JUIsl BCTYIy Ha HAaBUaHHS 3a CTYIIEHEM
«Marictp» 3a cnemianpHicTIO 029 «IHdopmariiina, 0i0gi0TeYHa Ta apxiBHA
cnpaBa» (OCBITHS mporpama «JloKkyMeHTO3HaBCTBO Ta 1H(OpMaLiliHa AiSUIBHICTE )
€ 3ac000M TEPEBIPKH SIKOCT1 TEOPETUUHOI 1 TPAKTUYHOI MATOTOBKU a0iTypPI€HTIB.

BerynHi  BUNpoOyBaHHST MPOBOASTHCA 3 METOK BU3HAYEHHS PIBHIB
c(hOopMOBaHOCTI 3HaHb a0ITyPIEHTIB 11010 TEHE3UCY, €BOJIIOIIIT Ta Cy4aCHOTO CTaHy
HayKH IPO JOKYMEHT; TEOPETHUKO-METOIOJIOTIYHUX 3aca/l HayKd PO JOKYMEHT B
CUCTEM1 YNPaBIIHHSA JOKYMEHTHO-1H(GOpMAI[IHHUMU KOMYHIKallisIMU, CTaH
PO3BUTKY CY4YaCHMX KOHIEMIiH JOKyMeHTO3HaBcTBa. [Iporpama mo3Bosisie
CHUCTEMAaTHU3yBaTH TEOPETUYHI 3HAHHS alITypieHTIB 3 Teopii Ta icTopii
JIOKYMEHTO3HABCTBa Ta 1H(OpPMAaIiHOT MISJILHOCTI, @ TaKOXX HaJa€ MOXJIMBICTD
BU3HAYUTH PIBEHb MPAKTUYHOTO 3aCTOCYBAHHS OCHOBHHMX HAIpsIMiB MpoQeciitHol
TSITBHOCTI — JIIJIOBOJTHOT, KaAPOBOi, OpraHi3alliifHoi, apXiBHO1, peepeHTCHKO1.

Jlo mporpamu BCTyNMHUX BUIPOOYBaHb BKIIOUEHI MUTAHHS 3 JUCIUIUTIH 11O
bopMyrOTh (paxoBi KOMIIETEHTHOCTI OakaiaBpiB, a came: «J[OKyMEHTO3HaBCTBOY,
«JlimoBoacTBo», «JIIHTBICTMYHI OCHOBHM JOKYMEHTO3HAaBCTBa», «EJeKkTpoHHU
JIOKYMEHTO00Ir», « AHAIITUKO-CUHTETUYHA 00poOka iHdopmartii». Lle q1o3BonuTH
MEPEBIPUTU CTAaH MIATOTOBKM MAaHOYTHIX MAaricTpiB, BHUSBUTH IXHE BMIHHA
CaMOCTIHHO TIONMOBHIOBATU CBOI 3HAHHSA, OPIEHTYBATHUCh Yy IIBUJKOMY IOTOII
HayKOBO1 1Hpopmarrii 3 yIIpaBIiHHS JIOKyMEHTHO-1H(pOpMAIITHUMU
KOMYHIKAI[IIMH, BMITH Ha IPaKTULl iX BUKOPUCTOBYBATH Ta IMOKA3aTH BHUCOKY
npodeciiiHy MAroTOBICHICTh 0 3100y TTs CTyrneHs «Marictpy.

I1. OpranizaniiHO-MeTOAUYHI peKOMeHaauil

KomrmiekcHe BcTymHe BUTIPOOYBaHHS TMPOBOAMTHCS 3 METOK BHSIBICHHS
BCTYITHMKIB, SKI JIOCSATJIM BIAMOBIIHOTO MpO(deciiHOTO piBHA Ta OTpUMAIU
HEOOX1HI 3HAaHHA IS MOAAIBIIOrO BAOCKOHAJEHHS MpodeciiHol MiSIBHOCTI B
rajxy3i JOKyMEHTO3HaBCTBa Ta iH()OpMaIiitHOT AiS7IbHOCTI.

[1ix yac BUDpoOyBaHHS a0ITYPIEHT NOBUHEH 3HATH:

® XapaKTEPUCTUKH JOKYMEHTA SIK CHCTEMHOTO 00'e€KTa;

® METOJH 1 CIOCOOU IOKYMEHTYBaHHS,

® CHCTEMHU JOKYMEHTHUX KOMYHIKAIIH;

® BIJJOMOCTI MPO AUIOBI JOKYMEHTH: KiacU(DiKaIlilo JOKYMEHTIB, iX BUAM 3a
Kiacu(ikaifHUMKU ~ O3HAKaMHu, (QOPMYJIsip JOKYMEHTa, PEKBI3UTH, OCHOBHI
npaBuia 0(hOPMIICHHS TOKYMEHTIB Ta BUMOTH JI0 TEKCTY;

® CydYacHi JIOCATHEHHS y Tany3i JIIHTBICTUKU TEKCTY;

® 0COOJMMBOCTI PO3BUTKY JOKYMEHTHOI JIIHTBICTUKH;

® MOBHOCTWJIICTHYHI KaTeropii 3B’SI3HOCTI, IIIICHOCTI, JMCKPETHOCTI
(4eHyBaHHs), IHPOPMATUBHOCTI, KOHTUHYYMY B TEKCTaX JOKYMEHTIB;




® JIIHTBICTUYHI HOPMH TEKCTIB CIy>XOOBHUX JOKYMEHTIB (JI€KCHKO-
CTWIIICTHYHI, opQorpadiuHi, MOP(}OIOTiyH1, CHHTAKCUYHI);

e KpuTepii BU3HAUEHHS HEOOX1AHOCTI BIPOBAKEHHS CUCTEM €JIEKTPOHHOTO
JOKYMEHTOOOITY B OpraHi3anii;

¢ (DyHKIIIOHAIBHI MOKJITUBOCTI CUCTEM E€JIEKTPOHHOTO JIOKYMEHTOOOITY;

e BceOIYHMI aHAJI3 3MICTOBUX 1 (POPMATBHUX XapPAKTEPUCTUK MEPBUHHOTO
JOKYMEHTa (IOKYMEHTIB) AJisi 0€3M0CepeHHLOTO BKIFOUEHHS B MPOLIEC aHATITHKO-
CUHTETUYHOI 00pOOKHU (OCTATOUHUI aHali3);

® 110 MOXJIMBOCTI MIOBHE BUSBIICHHS IEPBUHHUX JIOKYMEHTIB, MPOPUILHUX 3
iHopMaIiiHUM 3amUTOM CrokuBada (iH(popMalliifHa po3BijKa, TMOMEpPeaHIH
aHaJli3 JIOKyMEHTIB).

ITi yac BunIpoOyBaHHs a0ITYPIEHT MOBUHEH Y MITH:

® 3aCTOCOBYBaTH palllOHaJIbHI MPUHOMM TOILIYKY, 300py, NpUiMaHHS Ta
BUKOPHUCTAHHS JJOKYMEHTHOI iHQOpMaIlii;

® BHUKOPHCTOBYBATH JEpXaBHI CTaHAAPTH, 1HIII HOPMATUBHI Ta METOJUYHI
JOKYMEHTH I JOKYMEHTAI[IITHOTO 3a0e3MeueHHs YIIPaBIiHHS;

® CTBOPIOBATH JIOKyMEHTH, PelaryBaTh TEKCTH JOKYMEHTIB, BIATBOPIOBATU
iXx Ha OmaHkax; J00upaTM Ta BHUKOPUCTOBYBAaTH Yy JUIOBUX JIOKYMEHTax
Haly>KMBaHIII TUTIOBI MOBH1 3BOPOTH 1 KIIIIIIE;

® JOTPUMYBATHUCS JIIHIBICTHYHUX HOPM TEKCTIB CIY>XKOOBUX JIOKYMEHTIB
(JIekcuKO-CTUIIICTHYHI, opdorpadiuHi, MOpHOIOTIYHI, CHHTAKCUYHI);

® BUSBJISITH aBTOPCHKY IHTEHINIO CIIy’KOOBHUX JOKYMEHTIB, OIIIHIOBATH iX
PEe3yJIbTaTUBHICTh 1 KOMYHIKATUBHY €()EKTHUBHICTb;

® MOJICNIOBATH TEKCTH EJIEeKTPOHHUX JOKYMEHTIB Ta 3IHCHIOBATH iX
JIHTBICTUYHUN aHaI3;

e (opmymroBatu T BIIPOBAJIKEHHSI CUCTEM €JIEKTPOHHOTO
JTOKyMEHTOO00ITY;

® BHU3HAYATH MOTpeOu opraHizailii y BIPOBAKEHHI CUCTEM €JIEKTPOHHOIO
JTIOKYMEHTOO0O0ITY;

® 3/1HCHIOBATH aHAII3 JTJOKYMEHTOOOITY MiANPHUEMCTBA;

e BUKOHYBaTH 0i0miorpadiyHuil momyk 1 Biadip icHyrouux iH(opMaIiiHmux
JOKYMEHTIB, 10 BIJMOBIIAIOThH 3aIIUTYy CIOKHBAYa.

Bcerynne BunpoOyBanHs nependadae nepeBipKy 3HaHb, YMiHb Ta HABUYOK 3
JBOX OJIOKIB IUCIHUIUIIH, IIISTXOM BUKOHAHHSI TECTOBUX 3aB/aHb:

1. BioK JOKYMEHTO3HABUMX JUCIIUILIIH
= JIOKyMEHTO3HABCTBO.
= J[1I0BOACTBO.
* JIiHrBICTMYHI OCHOBU JJOKYMEHTO3HABCTBA.
2. biok iHGopMalIiHUX AUCITUILIIH
* ENeKTpOHHMIA TOKYMEHTOOOIT.
* AHQJIITUKO-CHHTETHYHA 00poOKa iHpopmariii.




Ex3amenaniiiauii Oi1eT MICTUTh 2 TEOPETHYHUX MHUTAHHS (KOXKHE 3 SKHX
omiHtoeThes B 50 OamiB) Ta 25 TecToBUX 3aBIaHb (OJlHE TECTOBE 3aBJIAHHS
OIIHIOETHCS B 4 Oain), sIK1 OXOIUTIOIOTH BCl AUCIUILIIHU, 1110 BUHECEH1 HAa BCTYIIHE
BUIIPOOYBAHHS.

Ha BukoHanHs TecTy BiBeneHo 120 XBHIMH.

OwuiHKa 3a BCTyIHE BUIPOOYBaHHSI BUCTaBIA€ThCA 32 200-0aJIbHOIO IIKAJOKO.
30kpema, anropuTM olliHioBaHH Mae Gopmy: 50 + 50 +25* 4 = 200 6auis.

VY 3aragpHOMY TMIJICYMKY OIIIHKY «BIAMIHHO» OJEpPXKYy€ alITypi€HT, SKUI
otpumye Big 180 mo 200 GanmiB; «mobpe» - Big 140 mo 179 Oani; «3ad0BITBHO -
Big 100 mo 139 6aniB, Ti, XTO OTpuMaB OIiHKY Hikuy 3a 100 6aniB - oTpumye
OIIIHKY «HE3aJ0BLIHHOY.

[Ipy 11bOMY BHKOPHCTOBYIOTHCS HACTYIIHI KpUTEpli OLIHIOBAaHHSA 3HAHb
BCTYIIHHKIB 32 CTyneHeM «Marictpy:

Kpurepii oniHIOBAHHA 3HAHb

PiBHi
HaBYaJIbHUX Kpurtepii o1riHIOBaHHS HaBYaJbHUX JTOCSITHEHb
JOCSITHEHB
ITouyaTtkoBuit AOITypi€EHT HE BOJOJIl€ OCHOBHMUMHU 3HAHHSIMHU €K3aMEHAIiHUX
o 100 GaniB JMCLIMILIIH, HE 3Ha€ (D)aKTHIHOTO MaTepialy.
AOiTypieHT  BUSIBISE Jy>Ke clabKe BOJOJIHHSI OCHOBHUMHU
3HAHHAMM €K3aMEHalIMHUX JTUCHUIUIIH, HE 3Ha€ (HaKTHYHOTO
Mmatepiany. He Bonoji€ NOHATTEBO-TEPMIHOJIOTIYHUM anapaToM
OCHOBHHUX NMPo(eciitHO-OpIEHTOBAHUX JUCIMILIIH
AOGITypi€eHT BUABIIAE CiIabKe BOJOJIHHSA OCHOBHHMH 3HAHHIMH 3
CK3aMeHaII THIX JIACITUTLIIH, HE BOJIOJIIE MTOHSITTEBO-
TEPMIHOJIOTIYHUM anapaToOM OCHOBHHUX MPOQeciiiHO-0pi€HTOBAHUX
MUCLMIUTIH. 3MICT JUCHUIUIIHA HE 3aCBOCHUM.
Cepenniii AOITypi€EHT BHSBIISIE HEIOCTaTHI 3HAHHA 3 TEOPETHYHOIO Ta

100-139 GaniB | MpakTUYHOTO Marepiainy, CJIa0KO OPIEHTYETHCA B OCOOIMBOCTSIX
kiacu(ikamii JOKYMEHTIB PI3HMX THIIB Ta BHUAIB. Mae meski
3HAHHS Ta NPAKTUYHI HABUYKU POOOTH 3 IOKYMEHTAMHU.

AOITypi€HT BUABISE€ HENOCTAaTHI 3HAHHS 3 TEOPETUYHOTO Ta
NPAaKTUYHOTO Marepiaiy, Cl1a0KO OpPIEHTYETHCS B OCOOIHMBOCTSIX
Kkiacu(dikamii JOKYMEHTIB pI3HUX THUIIB Ta BUAIB. Mae naeski
3HAHHA Ta MPAKTUYHI HABUYKH POOOTHU 3 IOKYMEHTAMU Ta CepeiHi
npodeciiini  gani. BiamoBinp Ha 3amMTaHHA — HEIOCTaTHBO
00TpyHTOBaHa.

AOITypi€eHT BUSBISIE HENOCTaTHI 3HAHHSA 3 TEOPETUYHOIO Ta
NPAaKTUYHOTO Marepiany, AOMYCKae HETOYHOCTI y BUKOHAaHHI
NPaKTUYHUX 3aBJaHb. Mae nocepenHi npogeciiiii HaBUYKHU 1070
CTBOPEHHSI CIY>KOOBHUX JOKYMEHTIB, [ESIKYy CXWIBHICTb [0
npodeciiiHoro crinkyBaHHs. BinmoBine HemoBHa. BincyTHiid




JIOTTYHUM 3B'I30K MiXK JACAKUMU IOJIOKEHHIMUA.

JlocrarHii
140-179 6aniB

AOITypi€eHT BOJIOZI€ MPAKTUYHUMU HABUYKAMH, A€ JOMYCKae
HETOYHOCTI B TEOPETUYHHMX 3HAHHAX Ta BHKOHAHHI TMPaKTUYHUX
3aBAaHb. Mae mpodeciiiHi gani Ans ckiagaHHsS Ta 0GOpMIICHHS
CY>K00BHUX JIOKYMEHTIB. 3aCTOCOBYE palllOHAJIbHI NIPUHOMHU.

AOITypieHT BOJIO/l€ NPAKTUYHHUMHM HaBUYKaMHU CKJIAJaHHSA Ta
ohOpMIICHHS CITYKOOBHUX JTOKYMEHTIB, ajie JOIyCKa€ HETOYHOCTI B
TEOPETHUYHUX 3HAHHAX. Mae npodeciiiHi JaHi BEJACHHS A1IOBOIHUX
npoueciB. BusBisge METOAMYHICTh, 3aCTOCOBYE palllOHAJIbHI
IIPUHOMU .

AOGiTypieHT mo0pe BONOJI€ TPAKTHUYHUMHU HABUUKAMH, aje
JIOTyCKa€e HETOYHOCTI B TEOPETHMYHHUX 3HaHHIX. Mae mpodeciiini
JMaHl JUId CKJIaJaHHA Ta O(OPMIICHHA CIy>KOOBUX JIOKYMEHTIB.
BusBisie MeToIu4HICTD, B IOCTaTHIN Mipi 3aCTOCOBY€E palliOHAJIbHI
npuiiomu. BigmoBigp TOBHA, ayie JoriyHE OOTPYHTYBaHHS
HETOCIIiTOBHE.

Bucoxunit
180-200 baniB

AOGITypi€HT  BOJIO/I€E OCHOBHUMHU TEOPETUYHHMHU 3HAHHSIMU Ta
MPaKTUYHUMH HAaBUYKaMHM CKJIaJIaHHSA Ta OPOPMIICHHS CITyKOOBHX
JOKYMEHTIB, Ma€ JOCTaTHI TmpodeciiiHi maHi Ui BeICHHS
TIJTOBOAHUX IIpoIeciB. BusBIsiE METONUYHICT, JOCTaTHHO BMIJIO
3aCTOCOBYE palllOHAJIbHI TPUHOMHU JTOKYMEHTOOOITY.

AOITYpi€HT  BOJIO/IIE OCHOBHUMHU TEOPETUYHHMHU 3HAHHSMHU Ta
NPAaKTUYHUMU HaBUYKAMH CKIIAJaHHA Ta O(OPMIIEHHS CITyKOOBHX
NOKYMEHTIB, Ma€ JOCTaTHI NpoQeciiiHi JaHl JUid BEACHHS
JJTOBOJIHUX TPOIIECiB. BUABIAE METOAMYHY TOCKOHANICTh, BMILJIO
3aCTOCOBYE palllOHAIbHI MPUHOMH OIPAIFOBAHHA JTOKYMEHTHOL
iHbopMaIlii.

AOGiTypieHT OnHCKy4Ye BOJOJI€ TEOPETUYHMMHU 3HAHHSMHU Ta
NPAaKTUYHUMU HaBUYKAMH CKIIAJaHHA Ta O()OPMIIEHHS CITy:KOOBUX
JOKYMEHTIB, Mae mpodeciiiHi AaHl A BEACHHS 1JIOBOJHHUX
nporieciB. BusiBiisie MeTOIMYHY JOCKOHANICTh, BMIJIO 3aCTOCOBYE
palioHaJIbHI TPUHAOMHU OTPAIOBaHHS JOKYMEHTHO1 1HGopMariii.
Bianosins moBHa, JOri4HO OOIPYHTOBAHA, IPABUILHO BUKOPUCTAHI
HAayKOB1 TCPMIHH.

daxoBe BCTyMmHE BUIPOOYBaHHS MOXKE BIIOYBATHCS 3 BUKOPUCTAHHSIM
JUCTAHIIIMHUX TEXHOJIOTIH HaB4YaHHSA BiAnoBigHO A0 IlpaBun mnpuiiomy a0
TaBpiiicekoro HamioHaIBHOTO YHiBepcuTeTy iMeHi B.1. Bepnancekoro y 2023 p.

Berymae BunpoOyBaHHS IPOBOIUTHCS BHKITIOYHO YKPAiHCHKOT MOBOIO.
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I1I. Ilepesik NMTAHb TA CHUCOK JiTEePaTypH 3 OKPEeMHUX M CUMILIIH 1JIA
NMiZITOTOBKH 10 BCTYIIHUX BUNPOOYBaHb

1. lokyMeHTO3HABCTBO

CyTHICTb TOHATTS “AOKYMEHT  Ta TE€HE3UC W PO3BUTOK MOHATTS
“IOKYMEHT.

JIOKyMEHT $IK cucTeMa. XapaKTepUCTHUKAa JIOKyMEHTa SIK CHCTEMHOTO
00’€eKTa.

BnactuBocTi, 03HaKHM TOKyMEHTA.

OyHKIIT TOKyMeHTa

[ndopmariitHa ckiagoBa TOKyMEHTA.

MarepianpHa ((pizuyHa) CKIa0Ba JOKyMEHTA.

CtpykTypa 1OKyMEHTA.

PexBi3uTH TOKyMEHTA.

MeTtou Ta cmocoOu TOKyMEHTYBaHHS.

KonyBanus iHpopmartii.

3nakoBui MeTo dikcari iHdopmarii.

[Tonsarta npo 3Haku. Kiacudikaris 3HakiB. 3HaKU MTUCEMHOCTI.

JIOKyMEHT SIK 3HaKOBa CUCTEMA.

Cnoco6u ta 3aco0u 3anucy iHpopmarii.

[TonsATTa npo knacudikaiii JOKYMEHTIB.

Bunosa Ta TumoioriyHa kimacudikaliis 10KyMeHTa.

Knacudikariis 3a iHpopMaiiftHoO CKIaJ0BOIO TOKYMEHTA.

Knacudikariisi JOKyMEHTIB 32 3MICTOM.

Krnacudikarist TokyMeHTIB 3a piBHEM y3arajibHEHHS 1H(GOpMaIii.
Knacudikariss JOKyMEHTIB 3a XapaKTepoM 3HAKOBUX 3aco0iB ikcarlii
iH(DOopMmarrii.

Knacudikariist 1oKyMeHTIB 32 BUMIPHICTIO 3amucy iHpopMariii.
Knacudikariist JOKyMeHTIB 3a XapaKTepoOM CIIPUMHSITTS 1HPopMalrii.
Krnacudikariist ToKyMeHTIB 3a KaHAJIOM COPUHHATTS 1HGOpMaIIi.
Knacudikariist JOKyMeHTIB 3a CTyNEHEM 1X PO3MOBCIOKEHOCTI.
Knacudikariist JOKyMeHTIB 3a CTOCOOOM JIOKYMEHTYBaHHS.

Knacudikaris 3a ¢piznaHoro (MaTepiaibHOI0) CKIaJ0BOIO JOKYMEHTA.
Kiacudikariist JOKyMeHTIB 32 MaTepiajioM Hocis iHdopmartii.

Knacudikamiss 3a wmaTepiaibHOIO KOHCTPYKIi€0o abo ¢opmi Hocis
1H(popmarii.

Knacudikarist 1okyMeHTIB 3a 0OCTaBUHAMHU iX ICHYBaHHS Y 30BHIIIHbOMY
cepeoBUIIIL.

Knacudikarist JOKyMeHTIB 3a pETYJISIPHICTIO BUXOY Y CBIT.

Krnacudikaiiisi JOKyMeHTIB 3a 4aCOM TOSIBU y 30BHIIITHEOMY CEPEIOBHIIII.
Knacudikartiist JOKyMeHTIB 3a MICIIEM TTOXOKEHHS.

Tumnonoriuna kiacudikailisi J0KyMEHTIB.

CyTHICTh TOKyMEHTHOT KOMYHIKAIii.

JIokyMEeHTHa KOMYHIKAIIlS SIK M1JICUCTeMa COIllalbHOT KOMYHIKaIIii.
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CriBBIAHOIIEHHS TOKyMEHTHOI Ta HETOKYMEHTHOT KOMYHIKAIIii.
JloKkyMeHTHa JisUTbHICTb.

[Iponec cTBOpEHHS JOKYMEHTA.

JloxymeHTHUIl QOHI.

[ToHsATTS 1TpO JOKYMEHTO3HAaBCTBO Ta OCHOBHI €Talmd  PO3BUTKY
JTOKYMEHTO3HABCTBA.

O0'exT 1 mpeaMeT, CTPYKTypa JOKYMEHTO3HABCTBA.

Bunanus sik BUI JOKyMEHTa

Kiacudikariist Ta TUIIONOT13a1lis BUIaHb.

3aranpHi Ta cnenu@iuHl 03HaKM Kiacudikailii BUAaHb.

Odimitine BUIaHHS Ta MOTO Ta HOTO 3arajibHa XapaKTepUCTHKA JIOBIIKOBOTO
BUJIAHHS.

HaykoBe BumaHHs Ta Oro 3arajibHa XapaKTepUCTUKA JIOBIJIKOBOTO BUIAHHS.
HaykoBo-monynsipHe BUJAHHA Ta MOro 3arajlbHa  XapakTEepUCTHKA
JIOBIJTKOBOT'O BHJIAHHS.

BupoOnuye BujgaHHsS Ta #oro 3arajibHa XapaKTEPHUCTHKA JOBIAKOBOTO
BUJAHHS.

HaByanbHe BumaHHS Ta MOro 3arajbHa XapaKTEPUCTHKA JIOBIAKOBOTO
BUJIAHHS.

CycninbHO-TIONITUYHE BUIAHHS Ta HOro 3arajJibHa XapaKTePUCTHKA
JIOB1IKOBOT'O BUJJAHHSI.

JIoBiIKOBE BHJAHHS Ta MWOro 3arajlbHa XapaKTEepUCTHUKa JIOBIAKOBOIO
BUIAHHS.

Ennukmonenuuni BUAaHHS Ta HOTo 3arajibHa XapakTEpUCTHKA JOBIAKOBOTO
BUJIAHHS.

CnoBHUKHM, MAOBITHWKM Ta iX 3arajJibHa XapaKTEpUCTUKA OBITKOBOTO
BUJIAHHS.

[HdopmariiiiHe BUAaHHS Ta WOro 3arajbHa XapaKTEPUCTHKA JIOBIJIKOBOTO
BUJIAHHS.

biGniorpadiune BugaHHS Ta HOTo 3arajibHa XapaKTEPHUCTHUKA JTOBIAKOBOTO
BUJIAHHS.

PedeparuBHe BuaaHHs Ta HoOro 3arajibHa XapaKTEPUCTHKA JTOBIAKOBOTO
BUJIAHHS.

OrnsimoBe BUJIAaHHA Ta MOro 3arajbHa XapaKTEPUCTUKA JOBIIKOBOTO
BUIAHHS.

Bunanus s BIAMOYMHKY Ta MOro 3arajbHa XapakTEPHUCTUKA JTOBIAKOBOTO
BUJIAHHS.

JlitTepaTypHO-Xy/IO’)KHE BHJaHHS Ta MOro 3arajbHa XapaKTePUCTHKA
JIOBIIKOBOT'O BUIAHHS.

3aranpHa XapaKTepUCTHKA KapTorpadiyHUX BUAHb.

Kapra. Atnac. ['no0yc.

3aranbHa XapaKTEPUCTHKA 130TpadiuHUX BUIAHb.

[TonsTTs “HeonmyOniKOBaHUM JOKYMEHT .

3BIT PO HAYKOBO-JOCIIAHY Ta JOCHIAHO-KOHCTPYKTOPCHKY POOOTY.
J1eroHOBaHMM PyKOIIMC.



66. Jlucepraris. ABropedepaT AucepTartii.

67. OrnsmoBo-aHATITUIHUN TOKYMEHT.

68. ITloHATTS PO AUTOBHUM JOKYMEHT.

69. Krnacudikaiis JUIOBUX JOKYMEHTIB.

70. Peksizutu Ta 0(hOpMIIEHHS J1JIOBOTO IOKYMEHTA.

71. Indbopmaiiiinuii 1UI0BUNA JOKYMEHT

72. JIOKYMEHT KOJIeriaJibHOTO OpraHa, Horo peKBI3UTH.

73. Posnopsiaunii TOKyMEHT.

74. OpranizauiiHuii JOKyMEHT.

75. TlowusatrTs apredakTy B JOKYMEHTO3HABCTBI.

76. 3aranpbHa XapakTepucTuka KiHo(hoTOPOHOJOKYMEHTA.

77. 3araipHa XapaKTepHUCTHUKA Mep(POpOBAHOTO TOKYMEHTA.

78. 3aranmpHa XapakTepHCTHUKa MIKpOTpadidyHOrO JOKYMEHTA.

79. 3aranabHa XapaKTepUCTUKA MAarHiTHOIO JOKYMEHTA.

80. 3aranpHa XapaKTEpPUCTUKA ONITUYHOTO JOKYMEHTA

81. 3aranpHa XapakTepUCTUKA TrOIOrpadiyHOrO TOKYMEHTA.

Cnucok peKoOMeHI0BaHOI JIiTepaTypu

OcHoBHA

1. be3npadbko B. B. K.I. MirdeB 1 CTaHOBIECHHS JOKYMEHTO3HABCTBA.
biomioTexo3naBcTBo. JlokyMeHTo3HaBCTBO. [HDopmonoris. 2008. Ne 1. C. 8
—21.

2. be3gpadko B. B. Ilons Otie 1 Hayka npo JTOKyMeHT. biOnioTeKo3HaBCTBO.
JoxymenTo3HaBcTBO. [HDopmororis. 2007. Ne 4. C.6 — 10.

3. be3apadko B.B. JlokyMeHTO3HAaBCTBO B YKpaiHi: IHCTHTYIIOHATI3aIlis Ta
CydacHHUi po3BUTOK: [MoHorpadis|; Kui. Hai. yH-T imM. T. [lleBuenka. K.:
UYersepta xBuis, 2009. 720 c.

4. Tany3eBuil craHmapT VYKpaiHu «JloOKyMeHTH 3 TamnepoOBUMU HOCISIMH.
[IpaBua 36epiranns HarionansHoro apxiBHOro GoHAy. TeXHIYHI BUMOTH.
ApxiBu Ykpainu. 2001. No 1-2.

5. JlokyMeHTO3HaBCTBO. biGmioTeko3HaBcTBO. [HopMaliiiHa AiSUIBHICTS:
npoOJieMH HAayKH, OCBITH, MpaKTUKU: Marepianu VI MixHap. HayK.-TIpakT.
koH(., KuiB, 19-21 tpas. 2009 p. lepx. akaa. KepiB. KaapiB KyJIbTypH 1
MuctenTB, I[H-T aepxk. ynp. Ta iHGopwm. aismibHOCTI; M. C. C1o60oasHUK
(ronoma peakon.). K., 2009. 320 c.

6. JdoxymenTo3HaBcTBO: CIOBHUK-IOBIIHUK TEPMIHIB 1 MOHATH: HaBu. mocio.
2-re Bun., crep. PekomennoBano MOH / ykn. IlIBenoBa-Boaka I''M. K.,
2012. 319 c., TB. maun., (ct. 16 mp.).

7. IBanoBa T. B., Ilinnyona JI. II. J[i10BOACTBO B OpraHax JAepXaBHOIO
yOpaBIIHHS Ta MICHEBOTO caMOBpsiayBaHHs: migpyunuk. K.: JuOGins,
2007.359 c.

8. IeanoBa T. B., Ilinmyona JI. II. MyHiuunaibHe OiJIOBOJACTBO: HAaBY.
IToci6ouuk. K.: JIn6ias, 2004. 312 c.

9. KynemoB C. I'. Jlokymenro3naBctBo: Ictopis. Teopernuni ocHoBu. K.,
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2000. 162 c.

10.Kynemos C. I'. 3aransHe TOKyMEHTO3HABCTBO: HaBY. M0ci0. YKpaepkapxis;
YHAIACU. K. : Bun. nim «KueBo-MorumsHs. akaa.», 2012. 123 c.

11.Kynemos C.I'. YnpaBiiHcbke TOKYMEHTO3HAaBCTBO TeKcT: HaBu. moci0. s
BUIl. HaBY. 3aki. KyiaeTypu 1 mucrenrB. K.: JAKKKiM, 2003. 58 c.
(epxaBHa akageMisi KEpIBHUX KaApiB KyJIbTYPH 1 MUCTELTB)

12 Kymnapenko H. M., Tpau 1O. B. CnemianbHe 10KyMEHTO3HABCTBO: HaBY.
noci0. s quctaHl. HaBuaHHs / HayK. pea. .M. llIsenoBa-Boaka. K.: Vu-T1
«Ykpaina», 2010. 280 c.

13 . Kymnapenko H. M., Vaano Ba B. K. HaykoBa 00poOka 1OKyMEHTIB:
nigpyunuk. K.: 3uanns, 2006. 331 c. (Cepis «Buma ocBita XXI cTOMITTS»).

14.Kymnapenko H. H. JlokymeHnToBeaenue: yued. st CTy/l. BY30B KYJbTYpBHI.
8-e u3n., crep. K.: 3uanns, 2008. 459 c.

15.Kymnapenko H. H. lokymenToBeaenue: YueOHuk. 4-¢ uz., ucnp. K.: O-Bo
“Suanna’’, KOO, 2003. 460 c.

16.1Tanexa 0. 1. JlokymeHTyBaHHS B MiIIPUEMHUIBKIHN cepl: HaBY. MOCIOHUK.
K.: Jlipa-K, 2010. 524 c.

17.11anexa YO. 1. Kagpose ninoBojctBo: HaBy. ocioHuk. K.: Jlipa-K, 2009. 476
C.

18.ITanexa FO. 1. Opranizaiiisi 3araibHOTO AUIOBOJCTBA: HaBy. MociOHUK. K.:
Jlipa-K, 2009. 458 c.

19.1Tanexa, 1O. L., Jlemimn H. O. 3aranbHe noxkyMeHTO3HaBCTBO: HaBu. moci0.
K. : Jlipa-K, 2010. 393 c.

20.Cnobomssauk M. CrpykTypa Cy4acHOTO JOKYMEHTO3HaBCTBa. BicHUK
Kumxkosoi nanatu. 2003. Ne 4. C.18 — 21.

21.Cypmin 1O. I1. HaykoBi Tekctu: crienndika, TiATOTOBKA Ta MPE3EHTAIlIS :
HaBu.-Metoa. moci6. K.: HAHY, 2008. 184 c. (HamionanbHa axangemist
Jep>kaBHOTO yrmpapiinHg npu [Ipesunentosi Ykpainu, [HctutyT mipoOiem
JIEP>KaBHOTO YTIPABJIIHHS Ta MICIIEBOTO CAMOBPSITyBaHHS)

22.IlIBenoBa-Boaka I  Jlo  nuTaHHS  1po ICTOPII0O  PO3BUTKY
nokymeHTo3HaBcTBa. BicHuk Kumxkkooi manatu. 2008. Ne 7. C. 15 — 16.

23.1lIBemnoBa-Boaka I'. H. O6mas teopust nokymenTa u kauru: y4ued. [Tocooue.
K.: 3nanns; M.: Peibapu, 2009. 487 c.

24 11IsenoBa-Bonka I'. Onpenenenue oObekTa U MpeaMeTa TOKyMEHTOBEACHUS .
HTB. —2008. — Ne 4. — C. 30 — 43.

25.11IBenoBa-Bonka I'.M. JlokymeHTO3HaBCTBO: HaBu. nocid. K.: 3uanns, 2007.
398c.

JomarkoBa

1.

2.

Knacudikarop ymnpasmincekoi gokymentamii: HK 010-21. Yunuuii Big
19.04.2021 - K., 2021. 26 c.

JCTY 2392-94. [npopmariis Ta nokyMeHTauis. bazosi mousaTts. TepMminu Ta
Bu3HaueHHs. [Yunuuii Big 1995-01-01].K., 1994. (Hamionansuuit crangapT
VYkpainu)
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JACTY 2394-94. Indopmarnis ta gokymenTtaiis. KommnektyBanus QoHmy,
610miorpadiuamii omuc, aHami3 JHOKyMEHTIB. TepmiHu Ta BuszHadeHHs. K.,
1994. (HauionansHuii cTanaapt Y KpaiHu)

JACTY 2395-94. Tndopmariiss ta goxkymeHTtaiis. OOCTEXEHHS TOKYMEHTA,

BCTAHOBJICHHS MOro mpeaMera Ta BiAOIp TEPMIHIB Uil 1HACKCYBaHHS.

OcuoBHi BuMmoru. [Yunamit Big 1995-01-01]. K., 1994. (HamionambHUM

cTaHAapT YKpaiHu)

JNCTY 2628-94. Cucremu o6pobnenns indopmariiii. OOpOOIEHHS TEKCTY.

Tepmian Ta Bu3HaueHHs. [YunHuii Big 1995-01-07]. K., 1994.

(Hamionanphmii cranmapT YKpaidnu)

JNCTY 2732-2004. [JinoBoACTBO ¥ apxiBHA cripaBa. TepMiHH Ta BU3HAYEHHSI.

K., 2044. (HamionanpHu# cTaHaapT Y KpaiHM)

JNACTY 2737-94. 3anucyBaHHs 1 BiATBOpeHHs iHGopmarii. Tepminu Ta

Bu3HadyeHHs. [Yunnuii Big 1995-07-01]. K., 1994. (HamionansHuii cranaapt

Ykpainn)

JACTY 3017-95. Bupanns. OcHoBHI Buau. TepMiHHM Ta BH3HAYEHHS.

[Yunnwmii Big 1996-01-01]. K., 1995. (Hamionanbuuii crangapT YKkpainu)

JNCTY 3018-95. Bupnanus. Ilomirpadiune BuKOHaHHA. TepMiHU Ta

Bu3HadyeHHs. [YunHuii Big 1996-01-01]. K., 1995. (Hamionansuuit ctangapt

VYkpainu)

10. ACTY 3843-99. JlepxaBHa yHidikoBaHa cuctema JokyMeHTaiii. OCHOBHI

nonoxkenus. K., 2000.

11. ACTY 3844-99. JlepxkaBHa yHi(ikoBaHA cUCTEMa JOKyMeHTaIlii. @opmMyisip-

3pa3ok. Bumoru o no6yaosu. K., 2000. (HawionansHuii crangapt YKpainu)

12. ICTY 4163-2020. [epxaBHa YyHIiKOBaHAa CHCTeMa JOKYMEHTALIi.

VYHidikoBaHa cHCTeMa OpPTaHI3aIliiHO-PO3NOPSAAU0i JOKyMeHTallli. Bumorn

no odopmiatoBanHs jgokymeHTiB. K., 2020. (HamionanbHuiéi craHmapt

Ykpainn)

13. IIpo BJIOCKOHAJICHHS  1H(GOPMAIIMHO-aHATITUIHOTO  3a0€3MeUCHHS
[Ipesuaenta Ykpainu Ta opra”iB jaep:kaBHOi Biagu: Yka3 Ilpesmaenta
VYkpainu BIJ 14 JIVTHSA 2000 POKY Ne887. URL:
http://zakon2.rada.gov.ua/laws/show/887/2000

14.Ilpo eneKkTpoHHI JOKYMEHTH Ta EeJIEeKTPOHHUM JOKYMEHTOOOIr: 3aKoH
Ykpainu BiJl 22.05.2023 No 851-1V. URL.:
https://zakon.rada.gov.ua/laws/show/851-15

15.1Ipo iHdopmariro: 3akon Ykpainm Big 02.10.1992 Ne 2657-XII. URL:
https://zakon.rada.gov.ua/laws/show/2657-12#Text

16.Ilpo HaykoBo-TexHiIuHy iH(popMamio: 3akoH Ykpainu Bix 25.06.1993 Ne
3322-XII. URL: https://zakon.rada.gov.ua/laws/show/3322-12#Text

17.1Ipo Harmionaneuuii apxiBHUI (DOHJ 1 apXiBHI YCTaHOBHU: 3aKOH Y KpaiHU BiJ
24.12.1993 Ne 3814-XII. URL: https://zakon.rada.gov.ua/laws/show/3814-
12#Text
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2. 1iJ1I0BOJICTBO

. Poxp Ta micue nfokyMeHTanbHO1 1H(opMaIlli B yIpaBiIiHHI.

. JlokyMeHT, iioro BU3Ha4eHHs Ta Kjaacu(ikamnis JOKYMEHTIB.

3. OO00B'A3KH TOCAIOBUX OCIO I0/I0 OpraHi3allii Ta BeJIeHHs KOPECIOH ICHIIIT 1

JIJIOBOJICTBA.

OyHKIIT KepIBHUKA [T0JI0 OpPTaHi3allii AUIOBOJICTBA B YCTAHOBI.

DyHKIIT AUTOBOIHOT CTyKOH.

KepiBHuk maunoBoi cimyxOu opraxizamii, iloro QyHkiii Ta B3aemMomis 3

THIITUMU CITY»KOaMU 1 KepIBHUKAMU OpraHizarii.

7. TloromxeHHs: Bi3U, TpU(U MOTOKEHHS

8. 3acBiqUeHHS JOKYMEHTIB — TMIANUCYBaHHS, [OCTaBJIEHHS I[E€YaTKH,
3aTBEPKEHHS

9. OdopmieHHS NPOXOJKEHHS JOKYMEHTIB, PEKBI3UTH, IO CBII4YaTh IPO
HAJXO/DKEHHS,  KOHTPOJb  BHUKOHAaHHS, TIE€peHeceHHs  i1Hdopmarlii,
KOTIFOBaHHS

10.Pe3omortis sk popma ohopMiIeHHS YIIPaBIIHCHKOTO PIIIEHHS

11.TIpaBuina ckiialanHs TEKCTY JOKYMEHTIB

12.EneMeHTH TEKCTY: 3aroJIOBOK, TOJATKH, OPOpMIIEHHS Ta0IUIb

13.CTpyKTypa TEKCTIB Pi3HUX IOKYMEHTIB

14.Knacudikaris OpraHi3aiiiHO-pO3NoPSAAUOT JOKYMEHTaLi 3a
(YHKII10HATBHOIO 03HAKOIO

15.3HauenHs opraHizamiitHO-po3MOpsAU0l  JTOKYMEHTalllli B  YIPaBIiHCHKIN
TISUTBHOCTI

16./laliTe KOPOTKY XapakTEPUCTUKY TAaKUM JOKYMEHTaM SIK CTaTyTH, yCTaHOBY1
yTOoau

17.J1aiiTe KOPOTKY XapakKTEpUCTHUKY TAKUM JOKYMEHTAaM SIK MOJIOKEHHS IIPO
MIMPUEMCTBA Ta X MiAPO3AUIH

18./]aliTe KOpPOTKY XapakTEpUCTUKY TaKUM JOKYMEHTaM SK CTPyKTypa
NepCOHAITy, IITaTHA YMCEJIbHICTh Ta IITATHUI pO3KIiIa

19.laiiTe KOpPOTKY XapakTEepUCTUKYy TakuM JoKymMeHTam sk I[locamosi
THCTPYKLIi

20.maliTe KOPOTKY XapaKTEpUCTUKYy TakuM JoKymeHTam sk [IpaBunia
BHYTPIIIHHOTO TPYJIOBOTO PO3MOPSIAKY

21.JIokyMeHTyBaHHS AisUILHOCTI KOJIET1aIbHUX OPTaHiB

22.TloctaHoBY Ta PIlIEHHS KOJIETIATLHUX OPTaHIB

23.1IpoTokonu: TOKIaaHI Ta CKOpodeHi. BcTymHa Ta OCHOBHA YaCTUHU TEKCTIB
IIPOTOKOJTIB

24.]JlaiiTe KOPOTKY XapaKTEPUCTUKY TaKUM JOKYMEHTaM sIK Po3mopsuKeHHs,
Pimenns

25.Haka3u — ocHOBHa ¢opMa JOKYMEHTYBAHHS PO3MOPSIYOi TISILHOCTI Ha
nignpueMmctBax. [ligroroBka Haka3zi. Tunosuii popmyssp Hakazy.

26.KoHcTaryroda Ta po3nopsiiua 4YaCTUHU TEKCTIB HaKasiB, iX y3TOJKEHHS Ta
JIOBEJICHHS HaKa3iB 10 BUKOHABIIS.

27.Ciy»)00BI1 JIUCTH, X BUIU Ta OCOOIMBOCTI BKJIAJaHHSI

[\

AN
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28.Crneundika CKIaJaHHs JTUCTIB-NPOXaHb, 3alUTIi, TUPEKTUBHUX, PEKIAMHHUX,
KOMEpIIHHUX  (MpeTeH31MHuX), TapaHTIMHUX,  CYNPOBOHKYBAIbHUX,
1H(opMaLIHHUX

29.JIuctu MixxHapoaHOTrO 3paska. dakcu

30.Tenerpamu, Tenekcu, TeaedoHorpamMu

31.JoBiaKku, JOpYyYECHHS

32.Cayx00Bi1 3alMCKH: IOMOBIIHI Ta MOSCHIOBAIBHI

33.AKTH, X BUJIH, CKIIA]] Ta MOPSIOK OPOPMIICHHS

34.3micT Ta knacudikaiisi JOKyMEHTIB 3 0COOOBOTO CKJIaay

35.lokymeHTaIlis, sika CyrmpoBOIKY€E MMPUHOM Ha pOOOTY

36.JloxymeHTaIlis, sika CylpoBOJIXKY€ 3BIJIbHEHHS 3 pOOOTH

37.JlokymeHTallis, sika CyIpoBOKY€ MEPEBEICHHS Ha 1HIIY Tocaay (IUISHKY)

38.JlokyMeHTH 3 KOHTPaKTHOI CUCTEMHU HaliMaHHS MPaIliBHUKIB

39.BusHaueHHs TPyI0BOTO KOHTPaKTy. Po3aiiu, 0 € CKIIaJOBUMU KOHTPAKTY

40.Haka3u 3 0co00BOTo CKjIaay Ta iX 0COOJIUBOCTI

41.XapakTepHucTuKa, il OCHOBHUHN 3MICT Ta MOPSIOK OPOPMIICHHS

4?2 PexoMeHariiHl JIUCTU

43. TpynoBi KHUKKH

44.0co60B1 KapTKH, 0COOOB1 CIIPaBU

45.CkitaianHs 0COOMCTHX JTOKYMEHTIB: 3asBH, pe3toMe, aBTooiorpadii

46.CritajlaHHd TakKMX JOKYMEHTIB K PO3MUCKH, 0COOUCTI TOPYUEHHS

47.Cxiaianss Ta 0pOpMIIEHHS JOTOBOPIB MOCTaBKU

48.Cxianants Ta 0oOpMIIEHHS TOTOBOPIB MiAPSTY

49.JloroBip mpo MaiiHOBY BiJIMOBIAAIBHICTh Y B3a€EMOBIIHOCHHAX MIIPHUEMCTB
Ta TIEPCOHAITY

50./lokyMeHTyBaHHSI TOCIOJAPCHKO-MPETEH3IMHOT TISTTBHOCTI; KOMEPIIiitH1
aKTH, IPETEH31H1 JTUCTHU, TPOTOKOJIU PO301KHOCTEN JO JOTOBOPIB

51.06m1K0BO-(piHAHCOBI JOKYMEHTHU

52.0¢dopmiieHHs BIIKPUTTS paXyHKy y OaHKy, 3aBH-3000B'13aHHS

53.JIoKyMeHTyBaHHS 30BHIITHBOEKOHOMIUHOI JISUIBHOCTI: JIOKYMEHTH TIO
oprasizaiii 30BHIIIHPOEKOHOMIYHHMX 3B'SI3KiB, JOKYMEHTH IO CTBOPEHHIO
CHUTBHUX MiAMPUEMCTB

54.3asBu rpoMajisiH 3 TUTaHb COLIAILHOTO 3aXUCTy Ta 3a0e3MeUeHHS

55.11o30BHi 3as1BU y pailoHHI (MICBKI1) CyIH

Cnucok pekoMeHI0BaHOiI JiTepaTypu
OcHoBHA

1. Agep'ssHoBa €., Axanos C., banisa C. Kaapose nutoBoactso: Koncymnpraitii,
BIJIMIOBI/I1, IEPBUHHI JOKYMEHTH, HOpMaTuBHa 0a3a. J1.: bananc-Kiy0, 2005.

2. I'mymuk C. B., dusk O. B., llesuyk C. B. Cyuachi ainosi nanepu: Haguy.
noci6. K.: A. C. K., 2002.

3. T'onosanp C. M. 3arambHe JOUTOBOJACTBO Ta BEACHHSA JOKYMEHTIB, IO
MICTATh KOH(pimeHmiiiHy iHdopmarito 3 rtpudom "lns cmyxOoBOro
kopuctyBanHs": HaBu.-meton. noci6. K.: Bun-so HAY, 2003.
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4. Jlinenko A. H. Cyuacne nimoBoactro. K.: JIu6ias, 2010. 480 c.
. Hinenxo A. H. Cyuacne minoBojactBo: Hapu. moci6. 4-te Bua. K.: JIubinp,
2004.

6. ACTY 4163-2020. [epxaBHa yHI(IKOBaHAa cHCTEMa JOKyMEHTAIlli.
VYHidikoBaHa cUCTeMa OpraHizalliifHO-pO3MOpAI40i JOKyMeHTarlli. Bumoru
10 oopmiiroBaHHs AokyMeHTiB. Yunnwii Big 2021-09-01. K., 2021.

7. XKyxoscweka B. M. [inoBoactso: [Ipaktukym. K.: Bua-so KHEY, 2004.

8. 3rypcekuit O. AxtyanbHo mpo nokymeHTooOir. K.: Kuuru st Oi3Hecy.
2008. 96 c.

9. 3y6enko JI. T'., Hemo B. [I., Uympuna M. O. [luioBi mamepu B Me-
nemkMenTi. K.: TOB "YBIIK"; "ExcO6", 2003.

10.IsanoBa T. B., Iligmyona JI. II., IlaBmrox B. B., Jlemeuenko A. II.
JIi710BOZICTBO B OpraHax MICIIEBOTO CaMOBPSITyBaHHS: MOHOTpadist / 3a per.
B.M. Bakynenka, M.K. Opunaroro. K. : HAJTY, 2009. 164 ¢

11.JacTpyKI1ig 3 AUIOBOJCTBA 31 3BEPHEHHSIMU TPOMAJISIH B OpraHax Jep>KaBHOI
BJIaJM Ta MICIIEBOIO CaMOBpsIyBaHHSA, OO'€IHAHHSIX TPOMaJIsSH, Ha
MIJNPUEMCTBAX, B yCTAHOBaX, OpraHizallisax HE3IeKHO BiT ¢opm
BJIACHOCTI, y 3aco0ax macoBoi 1H(opMailii: 3aTB. MmocraHoBoro KaOiHeTy
MiHicTpiB Ykpainu BIJl 14 KBIT. 1997 p. URL.:
https://zakon.rada.gov.ua/laws/show/348-97-11 (31 3minamu Big 28.02.2020)

12.KaBropeBa ., Ky3nenos B. JlokyMeHTOOOIT: opraHizaiisi Ta BEACHHS. 7-Me
BU/., iepepo0i. 1 gonoB. X.: dakrop, 2006.

13.Ko3zopiz B. II., Jlanumpka H. I. 3aramene 1 xagpoBe autoBoacTBo. K.:
MAVTI, 2002.

14.Ky3pMenko M. CyuacHe aAUIOBOACTBO B YkpaiHi. [lpaktuuni mnopaiu:
npaktuunuit nocionuk. K.: Ilentp HaBuansHOi diTeparypu, 2019. 260 c.

15.Jlomaunnceka I. M., JlockytoBa C. A. ChemianpHe IiI0BOJACTBO: Hapuy.
noci0. /i qucTaHIifHoro HaBuaHHs / 3a Hayk. pen. T. I'. Topbauenko. K.:
Yu-1 "Ykpaina", 2006.

16.MatBeeBa B., Ky3nenor B. KanpoBa nokymenTaris. 5-te BUI., ne-pepo0.
nonoB. X.: @akrtop, 2005.

17.1Tamamap JI. M., KamaBers I'. M. MoBa ainosux mamnepis: [Ipakt. moci6. K.:
JIn611ap, 2000.

18.ITanexa FO. Ympasninceke nokymentyBaHHs: HaBu. moci6.: ¥V 2 4. — Y. 1.
Benenns 3aranpHo1 JOKyMeHTarlii (31 3pa3kaMy CydyacHHUX JIUTOBHUX TarepiB).
3-te BUA., 1onoB. K.: Bua-so €Bpor. yH-1y, 2003.

19.1Tanexa FO. Ynpasninceke nokymeHTyBaHHsA: HaBu. moci6.: ¥V 2 u. — Y. 2.
Opranizaiiisa KaJpoBOTo JIJI0OBOACTBA. 3-T€ BU., nomnoB. K.: Bua-so €spor.
yH-TYy, 2003.

20.ITamytuncekuii €. K. JlimoBoactBo kaapoBoi ciayx6u. K.: Bun-so KHT,
2004.

21.1Toru6a JI. I'., I'pubiuenxo T. O., baran M. I1. Cxiaganss qu10BUX Namepis:
[Ipaktuxym. K.: JIubiae, 2002.

22.Ilorpe6na JI. JI1I0BOACTBO, SIKMM BOHO TMIOBUHHO OyTH. 2-T€ BHI., BUTP. X.:
daxkrop, 2007.
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23.Ilopsamok poOOTH 3 EIEKTPOHHUMH JOKYMEHTaMH Y IIJOBOJCTBI Ta iX
MIJTOTOBKY JI0 TIepeJaBaHHsI Ha apXiBHE 30epiraHHs: 3aTB. Haka3oM M-—Ba
FOCTULIL VYkpainu BIJl 11.11.2014 Ne 1886/5. URL:
http://zakon2.rada.gov.ua/laws/show/z1421—-14/page

24 .TlpaBunia opranizailii JUJIOBOJCTBA Ta apXIBHOTO 30€piraHHs JOKYMEHTIB Y
JIep)KaBHUX  OpraHax, OpraHax MICIIEBOTO  CaMOBpPSIyBaHHS, Ha
MIJMPUEMCTBAX, B YCTAaHOBAX 1 OpraHi3allisx: 3aTB. Haka3oM M—Ba rOCTHIIIT
Ykpainu BIJT 18.06.2015 No 1000/5. URL:
http://zakon4.rada.gov.ua/laws/show/z0736—15

25.1Ipo enextpoHHi noBipui mocayru: 3akoH Ykpainu Big 05.10.2017 Ne 2155-
VIII. URL: https://zakon.rada.gov.ua/laws/show/2155-19

26.IIpo eneKkTpoHHI JOKYMEHTH Ta €JIEeKTPOHHUN JTOKYyMEHTO0OIr: 3akoH
VYkpainu Bin 22.05.2003 Ne 851-1V. Bimomocti Bepxosnoi Pangu Ykpainu.
2003. N 36. Cr. 275. URL: http://zakon2.rada.gov.ua/laws/show/851—-15

27.1Ipo 3arBepmkeHHs IlojokeHHs PO yMOBM 30epiraHHs JOKYMEHTIB
HarmionansHoro apxiBHoro (oumy: Haka3 MiHicTepcTBa 1OCTUIlT YKpaiHu
B1x 02.03.2015 Ne 296/5. URL: http://zakon4.rada.gov.ua/laws/show/z0250—
15

28.Cnoboasutok H. FO. JlimoBoncTBO Ta ympaBiiHCbKa JoKyMeHTauis: Hasu.
rioci0. Binauns: Bua-so BHTY, 2004.

29.TunoBa 1HCTPYKIISI 3 JOKYMEHTYBaHHsS YIpPaBIIHCBbKOI iHpopMalii B
eJIeKTPOHHIM (opMI Ta OpraHizailii poOOTH 3 €ICKTPOHHUMHU JTOKYMEHTaMHU B
JTIJTOBOJACTBI,  €ICKTPOHHOTO  MDKBIZIOMYOTO  OOMIHY:  3aTBEpJIKEHO
noctaHoBoto KabGinery MinictpiB Ykpainu Big 17 ciuns 2018 p. Ne 55.
URL.: https://zakon.rada.gov.ua/laws/show/55-2018-18

30.Xomenko M. @., I'pabap O. /1. ITociGuuk 3 xinosoxactea. K.: T'enesa, 2003.

31.MIeBuyk C. B. Ykpaincbke auiose moBieHHs: [ligpyunuk. K.: Jlitepa JIT/,
2002.
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2005.
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ykpainceka moBa. K.: 3nanns; KOO, 2000.

3. ACTY 2732-2004. J1i10BOACTBO i apxiBHA cripaBa. TepMiHU Ta BU3HAUCHHS
noHATh. Ynunauit B 01.07.2005. / po3po6. C. Kynemos [Ta iH.]. Odiu. Bua.
K.: HepxcnoxuBcranmapt Ykpainu, 2005. IV, 32 c. (Ham. crangapr
VYkpainm).

4. ICTY 3844-99. JlepxaBHa yHipiKOBaHA CHCTeMa JIOKyMEHTAIIil.
dopmynsip-3pazok. Bumoru mo nodyaosu. K., 2000. § c.

5. 30ipHUK TUMOBUX JOTOBOPIB (3 MOXJIUBICTIO KomitoBaHHs) / 3a pen. O. A.
Kpusenko. K.: Bua-so KHT, 2002.

6. 30ipHuk THOBUX noroBopiB: KymiBms-mpogax. Mina. Hananus mocmyr.
Kpenuthi BigHocuHu. 3actraBa. CrpaxyBanHs. IlepeBesenns. Tumnosi
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crarytd. Tpynosi yroau. Pekmama ta iHdopmariis / ABT.-ymopsan.: M. L
I'eitko, M. M. JIsgenpkuii. K.: A. C. K., 2002.

7. Jlyuko M. P. dinaHcoBuil OOJIK: MEPBUHHA JIOKyMEHTalld Ta OOJIKOBa
peectparis: Hapu. noci6. K.: 3nanns, 2005.

8. Jlaneunkuit M. M., XaBpontok M. . Tunosi goroBopu, KOHTPaKTH, CTATyTH.
K.: ATtaka, 2005.

9. Mawmpak A. B. Ykpaincbke T0KyMeHTyBaHHA: MOBa 1 ctuiib. K.: [{enTp HaBuy.
miT., 2004.

10.Miuypin €. O. TexHika CKIaJaHHS JOTOBOPIB: HAyKOBO-NPAKTUYHUUN
nocionuk. Cepis «IIpaktuka i 3akon». Xapkis: FOpcsir, 2011. 536 c.

11.Hixigopos I'. K., Hikipopos C. C. [linnpueMHUIITBO Ta MPABOBUIN 3aXUCT
KomepiiitHoi Taemuuii. K., 2001.

12.IToruba JI. I'. IlpakTukym 3 ykpaincbkoro aimoBoro moieHHs. K..DAJIA,
JTH, 2002.

13.1Tpo HepxaBuuii repd Ykpainu: IloctanoBa BepxoBHoi Pamu Ykpainwu.
Binomocti BepxoBuoi Pagu Ykpainu. 1992. Ne 40. Ct. 592.

14.1Tlpo nepxaBHy TaeMHMIIO: 3akoH YkpaiHu. K.: IH-T 3akoHOmaBcTBa
Bepxosnoi Pagu Ykpainu, 1997. T. 7. C. 38-50.

15.1Ipo 3arBepmxenHs IlpaBun HagaHHS TOCIYTr TOIITOBOTO  3B'SI3KY:
[TocTanosa KaGinery MinictpiB Ykpainu: Bix 17 ceprast 2002 p. No 1155 (i3
3MiH. 1 IONOB., BHECEHUMU NocTaHoBamMHu Kabinety MiHicTpiB YKpainu Bij
10.01.2020).

16.Poina O. M. 30ipHuKk mo30BHUX 3asB: mpaktudyauil nmocionuk. K. : KHT,
2011. 204 c.

3. JIIHrBiCTHYHiI OCHOBH IOKYMEHTO3HABCTBA

IcTopist po3BUTKY MOBH JIOKYMEHTIB.

Cucrema yKpaiHChKOI MOBH.

[ToHATTS IPO HOPMH YKPATHCBHKOI JIiTepaTypHOi MOBU. Buau HOpM.
Jliteparypua HopMa. CypiKHK SIK IOPYIIEHHS HOPMHU.

KynpTypa MOBuU: cucTema Ta CKJIa/I0BI.

BokxuBaHHS 1HIIIOMOBHUX CITIB y JAUIOBHX Iarepax.

Tepminonoriuna Ta npodeciiftHa JeKCHKa Cy4yacHOi yKpaiHCbKOT MOBH.
Uy>k0MOBHI ClIOBa B 0(IIIHHO-T1IOBOMY CTHJII.

®pazeosiorizMu, 0COOIMBOCTI IX BUKOPUCTAHHSA B JIIJIOBOMY MOBJICHHI.
V3romkeHHs.

. KepyBanns. CxiiaiHi BUNIaIKU KEpyBaHHSI.

[Ipunaranss.

. Bunm peuens.

IIpocrte peueHHs.

. IloBHE 11 HEMOBHE PEYEHHHI.

Po3aiioBl 3HaKM B YCKJIQAHEHOMY TMIPOCTOMY peYeHHI (BIJIOKpEMJICHE
O3HAYECHHS).
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17.

18.

19.

20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.

52.
53.

Po3ninoBi 3HaKM B yCKIQAHCHOMY TIPOCTOMY peYeHHi (BiOKpeMIIeHa
o0cTaBUHA).

Po3auioBl 3Haku B YCKIAJHEHOMY TIPOCTOMY pEYEHHI (BiJOKpEMIIEHa
MPUKIIAJIKA).

Po3nioBi 3HaKM B YCKIQJHEHOMY IPOCTOMY pEYEHH1 (BIAOKPEMIICHHI
JI0JIaTOK).

Peuenns 31 BCTaBHUMHU CJIOBAaMU 1 PEUCHHSIMU: PO3ILIIOBI 3HAKHU.

Peuenns 31 BCTaBJIEHUMU CIIOBAaMU 1 pEYEHHSAMHU: PO3ILIOBI 3HAKH.

PeuenHs 31 3BepTaHHSAMHU, CIIOBAMU-PEUCHHSIMU: PO3JILIIOBI 3HAKH.

Po3ninoBi 3HaKK B IpOCTOMY peUYeHH1 3 OTHOPIAHUMH YJICHAMHU.

3amiHa PSMOT MOBH HETIPSIMOIO.

Po3a1510B1 3HaKK y CKIIQIHOMIIPSTHOMY PEUCHHI.

Po3ninoBi 3HaKW Y CKIIaTHOCYPSTHOMY PEUYCHHI.

Po3a1510B1 3HaKK y CKIIaIHOMY O€3CIIOTyYHUKOBOMY PEUCHHI.

CkiaziHa CHHTaKCU4YHa KOHCTPYKIIS: XapaKTePUCTHKA.

3aranbHa XapaKTEPUCTHKA TEKCTY, HOTO OJMHMUII, 3B’ 13K MK HUMH.

Tumnu TekcTiB 3a CIIOCOOOM BUKIIATY.

bynosa Tekcry. PybOpukaris, Han dpa3oBa €aHICTh, a03all: CITIBBIIHECEHICTh
M1XK HUMH.

Kpurepii o1iHK# TEKCTIB.

JloriyHa nmociiI0BHICTh JOKYMEHTIB 1 JaHIFOTOBUH 3B'SI30K.

Tekct 1 AUCKypC.

OyHKIIIT JOKyMEHTIB, KIacuikailis T0KyMEHTIB.

[ToHSATTS PO PEKBI3UTH, IXHSI XapaKTEPUCTHKA.

OcHoBHI npaBuia 0QPOpPMIIEHHS JOKYMEHTIB.

dopmysip, 6iaHK, Tpadaper JOKyMeHTa.

TekcT sik OCHOBHMU PEKBI3UT TOKYMEHTA.

OCHOBHI €JIEMEHTH TEKCTY: 3arajibHa XapaKTePUCTHKA.

Py6puka 1 3aroioBok.

[Tepenik.

Odopmiienns nar, aapec.

Odopmienns Bi3, pe3omonis. CKopouyBaHHS Ta aOpeBiallis.

OpuHuii BUMipy ¥ Gpi3MYHUX BEITUYMH.

Bunocku, mocuiaaHHs.

[luTaTn ¥ mocuiaHHS.

Tabmuis sk crocid yckiIagHEeHHs TEKCTOBOTO MaTepiaiy.

[TpumiTkw.

KomenTapi.

Tepminu Ta iX Miclie B JIJIOBOMY MOBJIEHHI. TEPMIHOJIOTIYHA JIEKCUKA
Cy4acCHOI YKpaiHCbKOI MOBH.

OcCHOBH1 BUMOTH JI0 TEKCTIB JUIOBUX TANepiB.

[IpaBuna odopMieHHS OKpeMHX JOKYMEHTIB, iXHI PEKBI3UTH Ta OCHOBHI
BUMOTH JI0 yKJIajgaHHs: (Ha BuUOIp) 3asBa; aBroOlorpadis; pe3roMme;
MOSICHIOBAJIbHA 3aITMCKa; JOTOBIHA 3aMMCKa; MPOTOKOJ; BUTST 3 TPOTOKOIY;
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3BIT; IUTaH; OTOJIOIICHHS; MTOBiJIKA; TelerpaMa; JOPYYCHHs; PO3MHCKA; aKT;
pedepar; pereHsis; BiATyK TOIIO.

54. 3anuc uudpoBoro Marepiany (CKiIaaHl, APOOOBI YUCTIBHUKUA, HOMEPHU

TenedoHIB TOIIO) B JIJIOBOMY MOBJICHHI.
55. TI'pamaruyHi 0COOIMBOCTI IMEHHUKIB B O(IIIIHHO-11JIOBOMY MOBJICHHI.
56. I'pamarnyHi 0COOIMBOCTI MPUKMETHUKIB B OPILIHHO-AIOBOMY MOBJIEHHI.
57. T'pamatudHi 0COOIMBOCTI YUCITIBHUKIB B O(IIIIHHO-IIJIOBOMY MOBJICHHI.
58. I'pamarnyHi 0COOIHUBOCTI 1€CTIB B O(IIIHHO-IJIOBOMY MOBJICHHI.
59. CuHTaKcH4H1 0COOIMUBOCTI A1IJIOBUX MAIEPIB.
60. Oco06aMBOCTI B)KUBAHHS CHHTAaKCUYHUX KOHCTPYKLIN B AUTOBOMY MOBJICHHI.
61. HammcanHs ckinagHUX CIIB pa3oM, OKpeMo, depe3 acdic.

Cnucok pekoMeH10BaHOiI JiTepaTypu

OcHoBHa

1. be3npabko B. B. TepMinocucTeMu JOKYMEHTO3HABCTBA: HOpMaTHUBHA Oas3a.
Bica. Kamxkk. manatu. 2005. Ne 9. C. 23-25.

2. bypkiecbka JI.  1O., ID’sthmuko b. II. JIiHrBICTMYHI  OCHOBH
JOKYMEHTO3HAaBCTBa: pobodya mporpamMa IUCHUILIIHU. IBaHO-DpaHKIBCHK,
2009. 10 c.
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Kwuis, 2007. 208 c.
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@O Cmisak T. K., 2006. C. 304-311.
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2003. 167c.
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1
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XXI, 2006. C. 100-114.

12.Mamtok 3., CrankeBuu H. Ykpaincbka MoBa mpodeCiiHOTO CIITKyBaHHS.

K.: Kapagemna, 2008. C. 96—-102.

19
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LIL. FOmyka. K.: 3nanns, 2008. 351 c.
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9. VHiBepcalbHUI JOBITHUK 3 IIJIOBUX marnepiB Ta nioBoi etuku. K.: Jlosipa,
2003. 23c.
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2004. 350c.

4. EjleKTpOHHMI TOKYMEHTO00Ir

JIOKyMEHTOOOIT y cuUcTeM1 yIpaBIiHHS
KnacudikariitHi o3HaKu JOKyMEHTIB
3arangpHa CTPYKTypa JOKYMEHTALIMHOTrO 3a0€3MeueHHsl YIIPaBIiHHS
Cy0’€eKTH JOKYMEHTAIIITHOTO 3a0€3MeUeHHs] YIIPaBIiHHS
Buau noxymenTooOiry
Ornepaiiii, iIKi BUKOHYIOTh 13 BXITHUMHU JJOKYMEHTAMHU
OCHOBHI TIpOLEAYPH OIpAILIOBAaHHS BHUXITHUX JOKYMEHTIB
Onepariii mpu CTBOPEHHI BHyTpimHiX JIOKYMEHTIB
. Etanu noxyMeHTo00Iry B Oprasizaiii

10 [IpuHuunm oprasizauii JOKyMEHTOOOIry

11.JlokyMeHTalnbHI NOTOKH y CHCTEMI yIIPaBIIHHS

12.0OpranizainiifHa CTPyKTypa JOKYMEHTAIITHOTO 3a0e3MedeHHs YIpaBIiHHS

13.Ciiyx0a nIOKyMEHTalUIMHOTO 3a0€3MEeUeHHs] YIpaBiIlHHA Ta Ii OCHOBHI
3aBJIaHHS

14.®yuKuii ciry)0u T0KyMEHTAIIMHOTO 3a0e3NeYeHHs YITPaBIiHHS

15.Cknag opranizamiiiHOi  CTPYKTypH  CIYXOM  JOKYMEHTAILIIHOIO
3a0e3MeueHH sl YIIPaBIiHHA 3aJIeXKHO BiJ 00CATY JOKYMEHTOO0Iry

16.DyHKII1T OCHOBHUX MIIPO3AUTIB CIYKOM JTOKYMEHTAIIMHOTO 3a0e3neueHHs
yIpaBITIHHS

17.HopmatuBu misi po3paxyHKy HEOOXITHOI YHCEIBHOCTI CIIBPOOITHHKIB
CITY>KOM IOKYMEHTAIIHHOTO 3a0€3MeUCHHS YIIPABITIHHSI.

18 Kputepii st BU3HAUeHHS MOTpeOM OpraHizamii y BIPOBaKEHHI
€JIEKTPOHHOTO JOKYMEHTOO0Iry

19.ETanu po3BUTKY KOHIEMIi €JIEKTPOHHOTO Odicy

20.0cHoBHI (yHKILI e1eKTpOHHOTO Odicy

21.0cHoBHI BHUAM 1IHPOpPMaLIHHUX OOMIHIB Y OpraHi3ailii

22.Indopmarriiina Moenb opraHizarii

23 Kpurtepii s BH3HAU€HHS MOTpeOM oOpraHizamii y BIPOBAIKEHHI
€JIEKTPOHHOTO JIOKYMEHTOO0ITY

24 IlapameTpu, IO OMKUCYIOTh JOKYMEHTOOOIT B OpraHizauii Ta ii CTpyKTypHHUX
1pO3a1Iax.

25 .EneKTpoHHMI JOKYMEHT: MOHSTTS Ta BU3HAYEHHS, O3HAKU

26.DOyHKIIIT eIEKTPOHHOTO JIOKYMEHTA y CUCTEM1 YTPaBJIIHHSA

27.BuMoru A0 €lIeKTPOHHOI'O JOKYMEHTa

28.KuTTeBUI IIUKIT €1EKTPOHHOTO JOKYMEHTA

29.IlpaBoBuii cTaTyc €IEKTPOHHOTO TIOKYMEHTA

WX R W=

21



30.EnexTpoHHMiA TOKyMEHTOOOIT: TOHITTS Ta BU3HAYEHHS

31.0neprkaHHS €IEKTPOHHUX JOKYMEHTIB

32.BignpaBieHHs Ta nepeiaBaHHs €JIEKTPOHHUX JOKYMEHTIB

33.30epiraHHs €JI1eKTPOHHUX JOKYMEHTIB

34 . TunoBuii NOPsAIOK BIPOBAHKEHHS €IEKTPOHHOTO JOKYMEHTOOOITY.

35.Bu3HadyeHHs €1EeKTPOHHOIO MIINUCY

36.EnexkTpoHHmii miamuc

37.3acib eneKTpOHHOTO MiAMUCY

38.BiakpuThii ko

39.0cobucTuii Kiro4

40.ITpu3HaveHHS €EKTPOHHOTO MiAMUCY

41.0OCHOBHU TEXHOJIOT11 €IEKTPOHHOTO MIMNCY

42 .HaknagaHHs €€KTPOHHOTO MiMUCY

43.IlepeBipka eJIEKTPOHHOTO MIMUACY

44 MO>XJTUBICTD MIPOOKH BIAKPUTOTO KITFOYA

45.Ceptrdikar BIAKPAUTOTO KITFOYA

46.Tepmin aii cepTudikara Kiroda

477 1lenTp cepTudikaliii KJIr4iB.

48.Cranii aBToMaTH3alli JOKYMEHTOOOITy

49.ITanepoBuii JOKYMEHTOOOIT

50.ITanepoBuii TOKyMEHTOOOIT 3 BUKOpUCTaHHSIM aBTOHOMHUX [TK

51.3Mimanuii JOKYMEHTOO00Ir

52.be3nanepoBuii JTOKyMEHTOO0IT

53.I1porpamui 3aco0u aBTOMaTH3aLlli JOKYyMEHTOOOITY

54.Buau pimieHs i aBTOMaTu3allii JOKyMEHTOo00Iry

55.I1oHATTS cUCTEMU €EKTPOHHOTO IOKYMEHTOO0Iry

56.I1puHnunu opraizaiiii poOOTH CUCTEM €JIEKTPOHHOIO JOKYMEHTOOO0ITY

57.®OyHKIIT CUCTEM €IEKTPOHHOTO JOKYMEHTOO0Iry

58 Knacudikatiist cHCTEM €EeKTPOHHOTO JOKyMEHTOO0ITY

59.0pranizauiss  30epiraHHsi JOKYMEHTIB B  CHUCTEMax €JIEKTPOHHOTO
JOKYMEHTOOOITY

60.ITporpamue 3abe3nedeHHs rpynoBoi poooTu

61.InTerpoBana cuctema eJIeKTPOHHOTO JJOKYMEHTOOOITY

62.IlepeBaru eneKTPOHHOTO JOKYMEHTOO0ITY

63.Texuomorig Worklfow Tta 11 cki1azosi

64.Buiu cucteM eneKTpOHHOTO JTOKyMEHTOOOITY

65.0cHOBHI (GyHKIIOHAJIBH1 BJIACTUBOCTI CUCTEM EJIEKTPOHHOTO
JIOKYyMEHTOO00ITY

66.EnexTpoHHMIT apXiB K CKJIa/J10Ba CUCTEMH E€1EKTPOHHOTO JOKYMEHTOOOITY

67.CyuacHi CUCTEMH €JIEKTPOHHOTO IOKYMEHTOOOITY.

68.CBITOBUI PUHOK CHCTEM €JIEKTPOHHOTO JOKYMEHTOO00ITy

69.CuctemMu eJIeKTPOHHOTO JOKYMEHTO000iry Ha puHkKy kpain CH/I

70.CuctemMu eJIeKTPOHHOTO JOKYMEHTOO00Iry Ha pUHKY Y KpaiHu

71.0Opranizaliifdi, €KOHOMIYHI Ta TEXHIYHI MpoOIeMu 3 peainizaiii MPOeKTiB
BIIPOBAPKEHHS €JIEKTPOHHOT'0 IOKYMEHTOO00Iry

22



72.3axomu 3  €(PEKTUBHOTO  BIOPOBA/DKEHHS  CHUCTEM  EJICKTPOHHOTO
JIOKyMEHTOO00ITY

73.ETanu npoeKTy BIPOBAI)KEHHSI CUCTEMH €JIEKTPOHHOTO JTOKYMEHTOO00Iry

74.AHani3 TOKyMEHTOOOITY HiJIPUEMCTBA SIK OCHOBA aBTOMAaTH3aIll1

75.Etanu ananizy Ta ontuMiszalli JOKyMEHTOOOITY MiIPUEMCTBA

76.IlinroroBunii eran. AHami3 CTPyKTypH JOKYMEHTOOOITy Ha MiANPUEMCTBI

77.0nTrMizaris B3aeMOIi1 1IPO3/I1TIB 3T1IHO HasIBHOI MoJIeIl
JIOKyMEHTOOOITY Ha i IpUEMCTBI

78.Kpurepii OI[iHIOBaHHSI CUCTEMU €JIEKTPOHHOTO JOKYMEHTOOOITY

79.Etanu nepexoy 10 €MeKTPOHHOTO JOKYMEHTOOOITY B OpTaHi3aIlisax

80.JlemokpaTu3artisi 1ep>KaBHOTO YIIPABIIHHS B 1H(QOPMAIITHOMY CYCIIbCTBI

81.EnexTpoHHa 1eMoKparist

82.Indopmaru3zariist oprasiB aepxaBHOI Biaau. 3aBAaHHs iHGopMaTH3aIlil

83.IndopMariitHO-TEXHOJOTTUHUN MPOCTIP JEP>KABHOTO YyIPaBIIIHHS

84 .BHyTpimHIA Ta 30BHINHIA KOHTYp  1HGOPMAIIMHO-TEXHOJOTTYHOTO
MIPOCTOPY OPTraHiB JAEp>KaBHOI BIIagu Ta YMPaBIIHHS

85.Moperni elneKTpOHHOTO ypsiTyBaHHS

86.IlapameTpu 119 OLIHKA TOTOBHOCTI JO BIPOBAKEHHS €JICKTPOHHOTO
ypsayBaHHS

87.0cobnuBocTi OpraHiB JIEP>KaBHOTO yIpaBIiHHA SIK 00’ €KTIB
1H(popmaTHh3anii.

88.JlepxaBHa noiThKa 1H(opMaLiiHO1 Oe3neKn

89.HopmaruBHO-1paBoBa 0a3a 3 muTaHb 1H(OpMAIIHHOT OE3MEeKH Ta 3aXUCTY
1H(popmaii

90.KareropiiiHo-nOHATIMHMI anapar 3 NHUTaHb 1H(OpMaIliiiHOI Oe3meku Ta
3axucty 1Hdopmarii

91.0cHOBHI MNpPUHUMIK Ta 3aJadl 3axUCTy I1HQOpMalli B €JIEKTPOHHOMY
ypsiyBaHHI

92 IlpioputeTHi HampsiMH 3a0e3MeueHHs 3aXUCTy 1H(opMaIlii B €1eKTPOHHOMY
ypsiIyBaHHI

93.Cucrema oprasiB Biajau, 10 BIAMOBIAAIOTH 3a 1H(OpMaIiiiHy Oe3meky Ta
3axucT 1H(opmarii

94.®yukiii Ta 3aBIaHHA CUCTEMH 3axXUCTy 1HopMmallli B €IEKTPOHHOMY
ypsiiyBaHHi, i OCHOBHHX Cy0’€KTIB

95.TexHomnorii 3axucty iHpopmariii

96.HamionanpHa cucteMa KOH(IACHIIMHOTO 3B’S3KYy: NMPHU3HAYEHHS, OCHOBHI
3aBJlaHHS, CTaH BIIPOBAKEHHS

97.EnextpoHHe ypsayBaHHS B YMOBaX Kpu3, HAJA3BUYAWHUX CHUTYaIllH,
0COOJIUBOTO TIEPioay

98.ocBin 3abe3neueHHs i1H(opmariiiiHoi Oe3neku kpaiHn €C B ymoBax
BIIPOBAPKEHHS HOBITHIX 1H(GOPMAIIHUX TEXHOJIOT1N
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4. KopropatuBHa cHCTeMa YOpPaBIiHHSA JOKYMEHTaMu 1 Oi3Hec-mpolecamu
PayDox. (Penakiis 2.5.2). Paybot LLC, 2007.

5. Hecrepenko A.B. OcHoOBHI 3acaau 3a0e3neyeHHs 1HPOpMAaIifHOI B3aeMOALT
ABTOMATU30BAHUX 1H(POPMALIMHO-AaHATITUYHUX CHCTEM OpraHiB Jep KaBHOL
Biaau. [ndopmarusaiist Ta HOBI TexHoJoT11, Ne3, 2005.

S. AHaJNITHKO-CMHTEeTHYHA 00po0Ka iH(popMarii

CyTHICTb aHATITUKO-CUHTETUYHOI 00pOoOKH 1H(DOpMaIii.

[ToHATTS TPO CTPYKTYpPY Ta KOHCTPYKIIHHI OCOOMMBOCTI HaBYaJIbHUX,

HAyKOBHUX, JIOBIJIKOBHX BHJIaHb.

3. Ananiz 1 cuHrte3 iH(opMalii y CTPYKTypl IHTEIEKTYaTbHOI POOOTH 3
TEKCTaMU JTOKYMEHTIB.

4. AHaNITHKO-CHHTETHUYHA 00pOoOKa Ta 3ropTaHHs 1HPOpMaIlii: MOIOHICTh Ta

BIIMIHHICTh; TPU3HAYCHHS Ta QYHKIII.

Bunu aHanmiTHKO-cHHTETUIHOT 00pOoOKH iH(pOpMAITii.

6. 3aragbHi BHUMOTH, SKI TpEI SBISIOTBCA JIO YCIX BHJIB aHAJIITHUKO-
CUHTETUYHOI 00poOKH iHpopMarlii.

7. BTOpUHHI JTOKYMEHTH SIK PE€3yJbTaTH AHATITUKO-CUHTETUYHOI OOpOOKH
1H(dOopMaIrii.

8. CTpykTypa IOBIAKOBOIO amapara.

9. IlomykoBi 3aco0M TEPBUHHHUX JOKYMEHTIB: 3MICT, pyOpHKalis,
MOKKYUKHU.

10.Buau 1onmoMi>KHUX MOKaKIUKIB.

11.CyTHICTB TEKCTY, TEKCT SIK JKepeso iH(opmalii Ta 00 €KT 3ropTaHHS.

12.BnactuBoCTi  TEKCTy:  3B'SI3HICTh,  LUIBHICTh, CTPYKTYpOBAHICTb,
BapiaTUBHICTb, HAJIJIMIIKOBICTb.

13.@opManbHa CTPYKTypa TEKCTY

14.3micTOoBHA (CMHUCIIOBA) CTPYKTYypa TEKCTY

15.CmucnoBi oauHMIl TekcTy. Jloriudi 3B’s3ku y TekcTi. Buam chiB-
OpIEHTHPIB.

16.3B'130K hopManTbHOT Ta 3MICTOBHOI CTPYKTYP TEKCTY.

17.BukopucTanHsi BIAaCTMBOCTEM TEKCTY 3 METOI0 aHaJITUKO-CHUHTETUYHOL
nepepoOKH 1 3ropTaHHs iHpopMaIlii.

18.Mera Ta crmocoOu YuTaHHS.

19.Bunu untanHs: o3HalloMue, BUBYarO4e, pepepaTuBHE.

20.B3aemM03B's130k M€TH 1 BU1B YUTAHHS.

21.0OcHOBHI 1HTENEKTyallbHI1 OTepallii, siki BUKOHYIOTHCS y XOJ1 YWUTaHHS:
aHaJll3, CUHTE3, OPIBHAHHSA, KJIacu(iKalis, y3aralbHEHHs.

22.Crnoco0u 3anucy NpoYuTaHOIO: TIJIaH, BUMTMCKU (HOTATKM) U IIUTaTH, TE3H,
pedepaTu, pe3toMe, KOHCIIEKTH.

23.00MexeHICTh (hopMaTi30BaHUX METO/IIB aHATITUKO-CUHTETUYHOI 0OpOOKHU
JIOKYMEHTIB.

24.OCHOBHI CITIOCOOM IHTEIEKTYaTbHOI POOOTH 3 TEKCTOM.

25.JIoriyHi npuitoMy, K1 3a0€3MeYyI0Th PO3YMIHHS TEKCTY.

N =

hd
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26.I'padiuni npuitomMu, sSKi 3a0€3MeUyI0Th pO3yMIiHHS TEKCTY Ta MiJBUILYIOThH
OTJISIZIOBICTH Ta HAOYHICTH MPEICTaBIeHHS 1HhOpMaIlii.

277.Tunu HaBYaNbHOI JiTEpaTypH.

28.HoBe MOKOJIIHHS HaBUAIBHOI JITEpaTypu: ayIlOBI3yalbHI, €JIEKTPOHHI,
riNepTEeKCTOBI, MyJIbTUMEIIHHI JKepena iHdopmarii.

29.KoMno3uiiitHO-CMHCII0Ba CTPYKTYpa HAaBYAIBHOTO TEKCTYy Ta il BIUIMB Ha
PO3yMiHHSA 1 3aCBOEHHSI 3HaHb y MPOIIECi HAaBYaHHSI.

30.EneMeHTH HaBYaIbHOIO 3HaHHS Y CTPYKTYpP1 HaBUaJIbHUX TEKCTIB.

31.Cnocobu BUKIIaIaHHs BIIOMOCTEN y HABYATLHUX TEKCTaX.

32.Ponb AOBIJIKOBOTO amaparty siK 3ac00y Opi€HTYBaHHS y HaBUAJIbHIN KHU3L.

33.3aco0u caMOKOHTPOJIIO CTYJIEHTA 32 CAMOCTIHHOIO pOOOTOIO.

34.3MiCT Ta M€Ta HAyKOBUX IMOB1JIOMJICHb.

35.Po3MmaiTTs HayKOBHX JOKYMEHTIB Ta IX 3B’SI30K 3 €TallaMd HayKOBOTO
JTOCHIIKEHHS.

36.Pi3HOBUAM HAYKOBOI JTITEpATypH.

37.CtpykTypa Ta IpU3HAYCHHS JOBIAKOBOTO anapary HayKOBUX JJOKYMEHTIB.

38.0OCHOBHI PUCH CTHIIIO HAYKOBOTO BUKJIATY.

39.JIoriyHa Ta KOMIO3UIIHHA CTPYKTYypa TEKCTY HAYKOBOI'O JJOKYMEHTA.

40.Buau iHdopMmalii y TEKCTI HAQyKOBOT'O JOKYMEHTA.

41.JIoriKO-T1HIBICTUYHUX OCOOIMBOCTEH HayKOBUX TEKCTIB.

42.CyTHIicTh (Qopmanizallii, (popmMaai3oBaHOTO aHATI3y TEKCTY Ta (PakTopu,
110 00OYMOBITIOIOTh HEOOXIHICTh HOTO 3aCTOCYBaHHS.

43.7KopcTka cTpyKTypa SIK TUIIOBA BIACTUBICTh HAYKOBHUX Ta HAYKOBO-
TE€XHI4-HUX TEKCTIB.

44 . dopMalibH1 TEKCTOBI O3HAKH Ta iX BUIU.

45.®opmanizoBaHHi aHaI13 HAYKOBHUX JOKYMEHTIB.

46.00’exTH Ta 111 GOPMaIi30BaAHOrO 3ropTaHHs 1H(dOpMAaIIii.

47.Metonuka (opmMai3oBaHOTO aHaji3y HayKOBUX JOKYMEHTIB Ta cepa ix
3aCTOCYBaHHS.

48.CyTHICTh Ta nmpaBuia 6161ai0rpadivHOTO ONMKCY JOKYMEHTIB.

49.Bu3HaueHHs NOHATTA «010miorpadiyHe NOCUITaHHSD.

50.bi6miorpadiuni mOCWIaHHA B CTPYKTYpl HaBYAIbHUX Ta HAyKOBHUX
JIOKYMEHTIB.

51.bi6miorpadiuni mocuiIaHHA SK amapaT HAayKOBO-METPHUYHOTO aHali3y Ta
OIIIHKK TIpalli BYEHMX, JOCITIJIHHUKIB, 3aci0 I BHU3HAYEHHS PEUTHHTY
HAyKOBHX IIKLT Ta HAMPSMIB.

52.bi0niorpadiuHi mocuinaHHs sk 3acid MOmyKy iHGopMarlii.

53.Bunu 616miorpadigHOro iH1eKCyBaHHS.

54.AnoTanis AK pi3HOBUJ BTOPUHHUX JTOKYMEHTIB.

55.11pusnayuenHs Ta cdepa 3aCTOCYyBaHHS METOJUKHA AaHOTY BAaHHS.

56.TexHOm0TIS aHOTYBaHHS.

57.JloBiAKOBa aHOTalsA: NPU3HAYEHHS, CTPYKTypa, BHMOTH, OCOOJIMBOCTI
MOBH Ta CTHIIIO.

58.PekomMeHsoBaHa  aHOTAIlisA:  NPU3HAYCHHS,  CTPYKTypa,  BHUMOTH,
OCOOJIMBOCTI MOBH Ta CTHIIIO.
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59.Bumoru 10 oopMITCHHST aHOTAITiH.

60.Pedepar sik pi3HOBUA BTOPUHHUX JIOKYMEHTIB.

61.Metoau nepeTBopeHHs iHpopMalii npu pedepyBaHHi.

62.I1paBuna penaryBanHs Ta oopMIIeHHS pedepary.

63.CyTHICTb, TOHATTS Ta BUIU «OTJISAIIBY, «OTJIAIOBUX 1H(MOpMAIIiiD».

64.0co01MBOCTI CKIaAaHHS OMISAIB SIK MPOIYKTIB AHATITUKO-CUHTETUYHOI
00pOOKHM TOKYMEHTIB.

65.Bu3HayeHHs Ta OCHOBHI OCOOJIMBOCTI HAYKOBO-aHAIITUYHOTO OTJISIAY.

66.IIpaBuna opopMIIeHHS! HAYKOBO-aHATITUYHOTO OTJISITY.

67.CyTHICTb TTOHATTS «IUIaH» Ta 1X BUJIU.

68.TexHomoris CKIaJaHHA IUIaHy.

69.CyTHICTb MOHSTTS «KOHCIIEKT» Ta iX BUIU.

70.BusiBnenHs, cucremarm3aiis Ta y3araJbHCHHS HaWOUIbII  IIHHOL
iHpopMarii Sk HaWBaXJIMBIIII TEXHOJIOTIYHI omeparlii IMiAroTOBKH
KOHCIICKTY.

71.KypcoBa poboTa: CyTHICTb, 111, 3a7a41, BAMOTH.

72.lumuioMHa poGoTa (TPOEKT): TMpU3HAYCHHS, IIUTl, 3a7adi, 3arajbHi Ta
croeriajbHl BUMOTH 10 HUX.

73.Ckiian Ta XapaKTepUCTUKA HAWBaXJIMBIIIUX TEXHOJOTIYHUX MPOLECIB 1
omepaiiii MIATOTOBKM KypCcOBOI Ta  BHUITYyCKHOI  KBamidikariiHo1
(maumoMHOT) poOOTH.

74.Bumoru 10 0(popMIIEHHS KypCOBUX Ta TUIJIOMHHUX POOIT.

75.TlopsimoK 3aXUCTy KypCOBOI Ta TUTIIIOMHOT pOOOTH (TIPOEKTY ).

76.CTtangapT By3y Ha KypcoBI Ta JUIUIOMHI poOOTH (IIPOEKTH) SIK
HOpMAaTHBHA Ta TEXHOJIOTIYHA OCHOBA X BUKOHAHHSL.

77.Buctyn Ta JOMOBIAb SIK TUIIOBI BUIYU Ty OJIIYHOT TPOMOBH.

78.TexHonorisl MATOTOBKM JIOTIOBIAI Ta BUCTYMY N0 iX O3BYYEHHS Mepen
ay IUTOPIETO.

79.MynpTuUMeAiiHA IPEe3eHTallisl Y CKJIa/ll BUCTYITY Ta JOTOBIIL.

80.Biaryk sik pi3HOBHU/ aHATITUYHOTO BTOPUHHOTO TEKCTY .

81.0co61MBOCTI BIATYKIB y HABYAIBHIN Ta HAYKOBO-IOCTIAHIHN MISTBHOCTI.
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