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1. MOSICHIOBAJIBHA 3AINIUCKA BCTYIIHOI'O ®AXOBOI'O
BUITPOBYBAHHS (CITIBBECIJIN)

[Iporpama BCTYMHOTO IiCHUTy JUIsi BCTyIly Ha HaBYaHHS 3a CTYIICHEM
«bakamaBp» (HampsM MIATOTOBKM  «JloKymMeHTO3HaBCTBO Ta iH(popmaliiiHa
JISJIBHICTB») Ha 0a3l OCBITHbO-KBaJi(iKamiitHOTO piBHA «MOJOAIIMN CIemiaicT)
(HaOyTOro 3a CHOPITHCHUMH CIEHIATBPHOCTIMHU) OXOIUIIOE TEOPETHUYHHUIN MaTepiai 3
JUCLUUIUTIH JUTOBOJICBKOTO IMKJIY: OCHOBH JIJOBOJCTBA, CTUJICTUKA J1JOBOTO
MOBJICHHSI 1 peJaryBaHHs CIy>KOOBUX JOKYMEHTIB, OCHOBH KOMITIOTEPHUX MEPEX,
oprasizaifiiiHa TexHika, KoM toTepHa rpadika. OCHOBHI 3HaHHS, BMIHHS 1 HABUYKU
13 3a3sHaueHUX JUCHUIUIIH € HeOOXITHMMH O0a30BUMH KOMIICTEHIISIMUA IS
MPOJIOBXKEHHSI HaBUaHHSA I 3M00yTTs cTymeHs «bakaiaBp» 3a CKOPOYCHHUM
TEPMIHOM.

Bcerynne BumpoOyBaHHsS NpoBOAWTHCS Yy (opMmi ycHOI cmiBOeciam, 13
MOMEPETHHOI0  MIJTOTOBKOIO OMOPHOTO KOHCIEKTY BIAMOBIIl; OUIETH MICTATH
TEOPETUYHI 3aMUTAHHS 1 IPAKTUYHI 3aBJaHHS.

Takox nporpamoro mependayeHo NEPEeBIPUTH MPAKTUYHI BMIHHS 1 HABHYKH
MalOyTHIX CTYACHTIB WIOJI0 BUKOPUCTAaHHS HAABHUX TEOPETUYHUX 3HAHb Yy
NPUKIIAIHIN npodeciiiHiii TIsUIbHOCTI, a caMe B OQOPMIICHHI OCHOBHUX PI13HOBU/IIB
JIOKYMEHTIB 1 y 3aCTOCYBaHHI TPH IbOMY KOMII IOTEPHOI TEXHIKH, MEPEKEBUX
TEXHOJIOT1#, BIAMIOBIIHOTO MPOTPAMHOTO 3a0€3MEeUEHHS.

[Iporpama ¢axoBoro BurnpoOyBaHHS MOKJIMKaHA MEPEBIPUTH PiBEHb (PaxoBOi
KOMITETEHTHOCTI MalOyTHHOTO JTOKYMEHTO3HABIIS, 110 BIJIMOBIJIa€ HOTO OCBITHBO-
KBamQikaliitHii XxapakTepucTulll. Bona cipusie BUSBIEHHIO piBHS (DyHIaMEHTaIbHOI
Ta cnenianbHoi miaroroBku ¢axieis OKP «Monoammii cnemianicty, BiAMOBIIHOCTI
HAaOyTMX HHUM  KOMIETCHI[IH  BUMOraM JO  BCTyIMHHMKAa Ha  Hampsm
«JlokyMeHTO3HAaBCTBO Ta iH(MOpMalliifiHa AISJIBHICTE» 1 MOXJIMBOCTSAM HaBYaHHS 3a
CKOPOYEHUM TEPMIHOM.

2. KPUTEPII ONIHIOBAHHS 3HAHBb ABITYPICHTA HA
BCTYITHOMY ®AXOBOMY BHUIIPOBYBAHHI (TUIBKH  JJISA
TPOMAJISTH YKPATHM)

Xapaxkmepucmuka gionogioeii adimypicuma
3a wkanorw
. Busznauenna HA NUMAaHHA HA NUMAHHA
YHigepcumemy . .
meopemuyHo20 3micny NPAKMUYHO20 3MicHLY

100-123 Husvkun |AGiTypieHT He yeBimommoe  |OOCAT BUKOHAHUX

oanu 3MICTy MUTaHHS OiIeTy, ToMy |3aBaadb < 50%. ¥V
MOro BIAMOBIAbL HE Mac a0iTypi€eHTa BIJICYTHE

0e3nocepeTHbOro CUCTEMHE OaueHHs




BITHOILIEHHS JI0
IIOCTABJIEHOI'O ITUTAHHSL.
HasiBHa moBHa BiJICYTHICTH
YMIHHSI MipKyBaTH.

JOKYMEHTAI[IHHUX Ta
1HpopMaIiitHuX
MIPOIIECIB.

124-149 | 3aooeinvnuii |Binnosini Ha nutanHs Oinety |OOCAT BUKOHAHHUX
oanie HOCSITh (hparMeHTapHHMA 3aBJIaHb y Mexkax S50-
XapakTep, XapakTepu3yrThes |75%. AGITypieHT
BIITBOPCHHSAM 3HaHb Ha PiBHI |[TOTaHO BOJIOJIIE
3amnam'siTOByBaHHSI. baxoBumu
AOITYpIEHT TTOBEPXOBO KOMIIETEHIIISIMHU.
BOJIOJII€ YMIHHSIM MIpKYBaTH,
MOro BIAMOBIII
CYMPOBOIKYIOTHCS
JIPYTOPSTHUMU
MIPKYBaHHSIMH, SIK1 IHKOJIU HE
MaloTh 0e3MocepeHBOTO
BIJIHOIIICHHSI JIO 3MICTY
3amUTaHHS.
150-174 | JJlocmammuin |Y BiANOBIISX HA MUTAHHS OOcsT MpaBUIIBEHO
oanie O11eTy TONyCKAOThCS IesIKI  |BUKOHAHUX 3aBIaHb
HETOYHOCTI 400 TOMMWJIKU >75%. Pe3ynbTar
HEMPUHITUTIOBOTO XapaKTepy. |BUKOHAHHS 3aBJaHb
AOGITypi€HT TEMOHCTPYE MICTUTh OKpEMi
PO3YMIHHSI HABUAJIBHOTO HETOYHOCTI 1 HE3HAYHI
MaTepianry Ha piBHI aHali3y  |[OMMJIKH.
BiactuBocTeil. [TomiTHe
parHeHHs aliTypi€eHTa
JIOT1YHO PO3MIPKOBYBATHU MPU
BIIMOBIII HA MUTAHHS OlIeTa.
175-200 Bucoxun |AGiTypi€eHT 1a€ MOBHY i OOcsT MpaBUIIBHO
oanie PO3TOPHYTY BIAMOBiAL HA BUKOHAHUX 3aBJaHb

nurtanHs Oinery. Moro
BIJIMOBI1 CBITYATh MPO
PO3YMIHHS HaBYAJIbHOTO
MaTepiay Ha piBHI aHaJi3y
3aKOHOMIpHOCTEH,
XapaKTEePU3yIOThCS
JIOT1YHICTIO 1 IIOCJIIIOBHICTIO
CYII’KE€Hb, 0€3 BKIIOYEHHS

=100%. Koxne
BHUKOHAHE 3aBJaHHS
CYHpPOBOJIKYETHCA
IPYHTOBHUM
MTOSICHEHHSIM.




BUIAJIKOBUX 1 BUIMIAJAHHS
ICTOTHHUX 3 HUX.

OmiHioBaHHA pIiBHS 3HaHb aOITYpIEHTIB MPOBOJUTHCS KOXXKHUM 13 UJICHIB
peaIMEeTHOI KOMICii OKpeMo, BIAMOBIIHO 10 KPUTEPIiB OLIIHIOBAHHS. 3arajlbHUN Oan
OLIIHIOBaHHS PIBHS 3HaHb a0iTypi€HTa BUBOJAUTHCS 3a pe3ylbTaTaMHU OOTOBOPEHHS
YIeHaMH KoMicii OCOOHMCTHUX OIIHOK BiAmoBinel aOiTypieHTiB. bamu (ouiHkM)
BCTYITHOTO (haXxOBOTO BUIIPOOYBAaHHS BHUT'OJIOUIYIOTHCS TOJIOBOIO MPEIMETHOI KOMICii
yCiM a0ITypi€HTaM, XTO MPHUIMaB y4acTh Y BUIPOOYBaHHI IMIC/IsI 3aKiHYEHHS 1CTIUTY.

3. KPUTEPII OLIIHIOBAHHS CIHIBBECIJIU

daxoBa KOMICIS aHaII3y€e Pe3yabTaTU CIIBOECIAM METOAOM €KCIEPTHOI OL[IHKU
1 KOJeriaJibHO MpUMae PIlICHHS: PO «PEKOMEHAOBAHO JI0 3apaxyBaHHs» a00 «HE
PEKOMEH/I0BAHO J0 3apaxyBaHHs», 3 ypaxXyBaHHSIM cMiBOECIIU 3 MOBHU (YKpaiHCBKOI,
POCIICHKOI).

4. 3MICT MMPOI'PAMUA ®AXOBOI'O BUITPOBYBAHHSA
(CIHIBBECIAN)

4.1. 1. OcHoBHI TOHATTA nUIOBOAcTBa. Hamionaneauit cranpapt JCTY
2732:2004 «/linoBojcTBO ¥ apxiBHA crpaBa. TepMiHM Ta BU3HAYEHHS TOHSITHY.
JCTY ISO 5127:2007 «Iadopmaiiis Ta mokymeHTaiis. CIOBHUK.

2. JIokyMeHT sk OCHOBHUHM HOCIi# 1H(hopMarlii, 3adikcoBaHOT HA MaTePiaIbLHOMY
Hocli. [TIOHATTS  «ympaBIIHCHKUU  JOKYMEHT», «OPTaHi3alliiHO-PO3NOPS UM
JIOKYMEHT», «CITy’KO0BHIl TOKyMeHT». CUCTEMH IOKYMEHTIB.

3. ETanu cTaHOBJIEHHS Ta PO3BUTKY JIIJIOBOJICTBA.

4. Vuidikaris Ta cTaHaapTU3allis CIyKOOBUX JOKYMEHTIB: 3HaY€HHSI, BAMOTH
710 TOOYT0BY YHI()IKOBAaHUX TOKYMEHTIB.

5. Bumorun a0 odopMieHHS AOKYMEHTIB 3a JOMOMOIOI0 JAPYKYBaJIbHUX
3aco0iB. CxemH po3TallyBaHHS OCHOBHUX KOMIIOHEHTIB i 1HGOpMAIWHUX,
PO3MOPSTUNX, OpTraHi3aIliiHUX TOKYMEHTIB.

6. AnpecyBaHHs ClIy>)kOOBUX JOKYMEHTIB. Tunu agpecyBaHb.

7. 3a0e3nedeHHs IOPUIWYHOI YUHHOCTI JIOKYMEHTIB. 3aTBEpIKEHHS Ta
3aCBIJYEHHS JIOKYMEHTIB. BHYyTpIlllHE Ta 30BHIIIHE MOTOJKEHHS MPOEKTY
JTIOKYMEHTA.

8. CnyxOoBe nucrtyBanHs. Knacudikamis cayx60Bux nuctiB. Bumoru o
Opraizarlii TeKCTy CIIy>kOOBUX JTUCTIB.

9. 3uaTTa Komii 3 AOKyMeHTIB. PisHOBHau Komiid. OcoOauBocTi odopmiieHHS
Ta 3aCBIIYEHHS.



10. Bumoru no tekcry tenerpaM. CyTHICTb MOHSATTS «TelerpadHuil CTHIIb «.
CTpyKTypHO-JIOT14HI 0COOJIMBOCTI TEIETpaMm.

11. JlokymMeHTyBaHHs pO3MOPS YOl JISIIBHOCTI yCTaHOB. Buiy Ta npusHaueHHs
pO3MOPSAAUMX JOKYMEHTIB. 3arajibHa XxapakTrepucThka. OCHOBHI HOpPMAaTHBHI
JIOKYMEHTH, 1110 PErJIaMEHTYIOTh MPOLIECH A1IOBOJICTBA B YCTAHOBI.

12. Hakasu 3 mutaHb OCHOBHOI AisNIBHOCTI Ta 0COOOBOTO CKJiaay. Bumoru mo
ckianaHHs Ta odopmieHHs. Butar 13 Hakazy. [IpaBuna oQopmieHHS Ta HaJaHHS
IOPUIUIHOT YUHHOCTI.

13. Hamionaneauii cranmapt JCTY 4163-2003. «VHidikoBaHa cucrema
OpraHi3allifHO-pO3MopsAa40i  JOoKyMeHTamii. Bumorm 10  odopmiroBaHHS
JIOKYMEHTIBY.

14. BusHaueHHs CTpOKIB 30epiraHHd JOKYMEHTIB. MeTOIuKa CTBOpPEHHS
IHAUBITYAJIbHUX, TPUMIPHUX Ta TUIIOBUX NEPEIIKIB JOKYMEHTIB. 3HAUEHHS Ta POJb
«Ilepeniky TUIIOBUX JOKYMEHTIB, 1110 YTBOPIOIOTHCA B AISUIBHOCTI OPTaHiB JAEPKABHOI
BJIAJM Ta MICUEBOIO CaMOBPSIyBaHHS, IHIIMX YCTAHOB, OpraHizaliil 1 miAIpHEMCTB,
13 3a3HAYEHHSAM TEPMIHIB 30€piraHHs JOKYMEHTIB « JIJIi BCTAHOBJICHHS TEPMIiHIB
30epiraHHs JOKYMEHTIB.

15. Burar 13 npotokony. @opmyssap-3pa3zok. OcobiuBocTi opopMIIEHHS Ta
3aCBIJYECHHS.

16. Ciiy:x00B1 aktu. Ckiag peKBI3UTIB Ta 0COOJIMBOCTI O()OPMIIEHHS TEKCTOBOT
YaCTUHU CIIY’KOOBHX aKTiB.

17. CtpykTypu3zaliii TEKCTy Ta CKJIaJl PEKBI3UTIB JIOMOBIIHUX Ta CIY>KOOBUX
3anucok. BapiaHTu MOTHBAIlT HEBUKOHAHHS Y1 HEHAJIE)KHOTO BUKOHAHHS MIOCAJJOBUX
00O0B’SI3KIB YU PEKUMY POOOTH B MOSCHIOBATHLHUX 3aMMCKAaX.

18. HoBinku. Turmm noBimok. JIoBiIKM 3 NHUTaHb OCHOBHOI JISJIBHOCTI Ta 3
ocoboBoro ckiaay. Ocob6auBocTi 0hOopMIICHHS Ta MOOYI0OBH TEKCTOBOI YaCTHHM.

19. Ilpu3HaueHHs oOpraHi3aliiHUX JOKYMEHTIB B OpraHi3amlii CHUCTEMH 1
MPOLIECIB YIPaBIiHHA. 3arajJbHUN OTJISA] JOKYMEHTIB 3 OpraHi3allii CUCTEM 1 MpOLECiB
ynpasmiHHs. Ctatyt. [lonoxenns. [nctpykuii. [lpaBua.

20. CratyT mignpueMctBa. THUIOBI Ta 1HAMBIAYyalbHI CTAaTyTH. 3abe3MeueHHs
IOPUANYHOI YMHHOCTI JOKyMeHTa. PopMyisip-3pa3ok cTaryTy. BHeceHHs 3MiH Ta
JIOTIOBHEHB /10 cTaTyTy. CyTHICTh MOHATTSI «yCTAHOBYI JOKYMEHTH «.

21. IlonoxkeHHs SIK HOPMATUBHMUN JOKYMEHT, IO PETJIAMEHTYE isUIbHICTh
JEp’KaBHUX OPTraHiB, 1X CTPYKTYpPHUX Mipo3AutiB. Pi3HOBUIM nonoxeHb. Tunose ta
iHAMBiAyanbHe TONMOKEHHsA. (CXema THIOBOTO TIOJIOKEHHS TMPO CTPYKTYpPHHA
1IPO3ILI.

22. Inctpykuii SIK JOKYMEHT, LIO DPETYJI0€ OKpeMi CTOPOHHU AisUTBHOCTI 1
CTOCYHKIB ycTaHOB. I[locazoBi 1HCTpyKiii mpainiBHUKIB. CTPYKTypHI €JIE€MEHTH.
Po3pob6nennsa nocagoBux iHCTpyKIid. KBamidikamiiiHi XxapakTepuCTUKU MPaIliBHUKIB



ciy:x0 minoBojacTBa. BpaxyBannsa cneuniku mianpuemctsa. [IpuHIMNmM ckiagaHHs
MOCAJI0OBUX 1HCTPYKIIii.

23. Imctpykuii 3 minoBojacTBa. Po3poOiieHHs IHCTPYKIi 3 JAUIOBOJICTBA.
3aranpHa XapakTepuCTHKa THUMOBOI I1HCTPYKII 3 [IJOBOJCTBA Y IEHTPAIbHHUX
OpraHax BHUKOHaBYOi Biaau, Pami miHicTpiB ABToHOMHOI PecmyOmiku Kpuwm,
MICIIEBUX OpraHax BHUKOHABYOi Biamu (3atBepukeHoi [locranoBoro KMYVY Bim 30
mucronana 2011 p. Ne 1242).

24. IlpaBuia sk oprafi3alliiHUIl JTOKYMEHT, II0 PErJIAMEHTY€ BH3HAUCHUU
nopsIOK Ji# Toio. [IpaBuiia BHYTPIIIHBOTO TPYIOBOTO PO3MOPSIKY.

25. Cyx0a I17I0BOJICTBA B CTPYKTYpi oprasizaiii. @akTopu, sKi BU3HAYAIOTh
KUIbKICHUHM CKJIaJ] CIIy>kO Jij0BoJIcTBA. Pi3HOBUAM CITy>X0 J17I0BOJICTBA.

26. CyTHICTP HOHATTS «PEECTPYBAHHS JOKYMEHTIB», «IHJIEKCYBaHHS
NOKyMEHTIB. «OCHOBHI IpaBWjia peecTpyBaHHsA. Buam peectpauiiiHux ¢Gopm, cKiaj
00O0B'A3KOBUX PEKBI3UTIB y peecTpaliiiHux Gopmax. ABTOMaTU30BAHE PEECTPYBAHHS
JIOKYMEHTIB.

27. OcHoBHI etanu 00OpoOIeHHsT TOKyMeHTIB. [lopsmok oOpoOiIeHHsT BXITHUX
nokyMeHTIB. [Topsiiok 0Opo6IieHHs Ta HaJICUIaHHS BUXITHUX JJOKYMEHTIB.

28. OCHOBHI MPUHIMUIK cHUcTeMaTh3alii JOoKyMeHTIB. CyTHICTh MOHSTTS
«HOMEHKJIaTypa crpaB». [lopsaok ckiamaHHS HOMEHKJIATypH CIpPaB yCTAHOBH, il
MOTOJ[PKEHHSI. 3Be/IcHa HOMEHKJIATypa CIIpaB Ta MPUHIIUIIH 1i TOO0YI0BH.

29. TeopetnuHi npoOIEeMU TEXHOJIOTI MepeJaBaHHs JOKYMEHTIB Ha MOCTIiHEe
30epiranHs. OnuCyBaHHS JOKYMEHTIB TMOCTIHHOIO Ta THMYAacOBOIO TEPMIHIB
30epiranHs. XapakKTepucThka TepMiHIB 30epiraHHs JokKyMeHTiB 3a  «llepemikom
TUIIOBUX JIOKYMEHTIB, 110 YTBOPIOIOTHCS B JISJILHOCTI OpPTaHiB JIEp’KaBHOI BIagu Ta
MICIIEBOTO CaMOBPSAYBaHHS, IHINIUX YCTAaHOB, OpraHizaimii, MiANPUEMCTB, 13
3a3HAYCHHSIM TEPMIiHIB 30epiraHHs JOKYMEHTIB «.

30. OcobnuBocTi poOOTH peakTopa, KopekTopa, cekpetaps (pedepeHTa) 3
JIJIOBOIO IOKYMEHTAITI€10.

31. PobGotra pemaryro4oro 3 KOMIIO3UIIE€D TekCcTy. OCHOBHI THIIH
KOMITO3UINIMHUX MIA0JIOHIB: TPUOJIOYHHM,  «IEepeBEepHyTa IMipamMizia», 1HTEPB’IO,
andaBiTHUN, JUIUIOMATHYHUA, Hakasy, pedepaTuBHHM, EHIUKIONEANYHUMN,
JTYCepTallinHUT.

32. OCHOBHI TUIIM TOMUJIOK Y JTIJOBUX JOKYMEHTaX Ta MPUMOMH iX yCYHEHHS.
[ndopmartiitni nomunku. MonaaneHi ¥ GpakTUYHI TOMHIJIKH. TeMopaibHi 1 JIOKaJbHI
nomMuiku. CemMioTHuHI NOMWIKHU. BinoOpaxxyBanbHl noMuiIku. Te3aypyCcHl MOMMIIKH.
CrnpuifHaTTeB1 Ta areHIiiHl noMwikd. KomitoBajabHI MOMMJIKKA (CIIOTBOPEHHS).
HopMaTuBHI TOMUIIKH.

33. Buau BumpaBlieHb Ta yMOBH iX 3actocyBaHHA. Kiacugikariss mMeToniB
BUIIpaBJICHHA. BunpaBrneHHs-BUYNTKa. BumnpaBneHHs-ckopoueHHs. Bumpasnenns-



nepepoOka. BumpapneHHs-o0poOka. DopmarizoBaHi (HETBOPYi) BHUIIPABIICHHS.
HedopmaiizoBani (TBopUi) BUIPABICHHS.

34, OCHOBHI XapaKTepUCTUKH  E€JIEKTPOHHOrO  JOKyMeHTa. [loHsTTs
€JIEKTPOHHOTO apXiBy, €JEeKTpoHHOro mianucy. [lpukiamum cucrem eneKTpOHHOTO
JIOKYMEHTOO0O0ITY.

35. BukopucTaHHS KOMII'IOTEpHUX Mepex Yy AuUToBojAcTBI. Opranizailis
nepenavi  iHpopmamii B KOMIT'IOTEPHHX  MEpEXax, MOTpiOHE MporpaMHe
3a0€e31e4eHHS.

36. JlokanbHi Mepexi SK CHCTEMa BHYTPIIIHbOOPTAHIZAMINHUX KOMYHIKAIIIH.
MeTonu 10CTyIy B JIOKQJIBHUX MEpexKax.

37. 3aranpHa xapakTepucTuka mepexi [arepner. [locimyru mepexi [HTepHeT.
[Iporokonu mepexi InTepuer. Anpecanis B [HTepHer.

38. OpranizamiiiHa TeXHIKa B JUJIOBOJACTBL: (PI3MYHI OCHOBHM 3acoOIB
OpPITEXHIKH, iX KiIacu]ikallisi, BAKOPUCTAHHS B 0OpOOLl JOKYMEHTIB.

39. Konuenuist aBToMatu3oBaHoro poooyoro Micis (APM). Cuctemu 00poOku
nanux Ha 0a31 koHmeniii APM. Osnaku APM. Knacudikamis tunoBux APM.
OCHOBHI TPUHIIMIHN KOHCTpYroBaHHS APM.

40. IadopmalliiHO-TIONTYKOBI CUCTEMH Ta iX BUKOPHUCTAHHS B JIJOBOJCTBI Ta
YIPABIIIHHI.

41. IlpuszHaueHHd TeKcTOBUX penakropiB. TexcroBuil pemakTtop Microsoft
Word: ocHOBHI (yHKITIOHAJIbHI MOYJIHBOCTI.

42. Texnonorii Be6 2.0: Bikinemis — BinbHa 0aratoMOBHa €HITUKIIONICTIS,
Google Earth — Google-manu, Flickr — on-naita-¢poroans6om, UcoZ — BebG XOCTIHT.

43. OcHoBu koMt 1otepHoi rpadiku. OcobnuBocti podoTu B mporpami Adobe
Photoshop. ®ynkmii mporpamu 1 mnpuiioMu penaryBaHHs 300paxxeHb. (OCHOBHI
IHCTPYMEHTH.

44. OcHoBu poOOTH y cepenoBuilli Tabiuunoro npouecopa MS Excel.

45. TexHomorig 1 0OCOOJMBOCTI TMEPEBEIACHHS PIZHUX BHUJIB JOKYMEHTIB B
eJIEKTPOHHY (opmy. Po3mizHaBaHHA TEKCTy Ta Ipadikv 3a JIONOMOrO MporpaMu
Fine Reader.

s ninbeosux kameeopiil 0cib, AKUM HAOAHO NPABO CKIAOAMU BCHMYNHI
sunpooysanus (ocobu, wo nompebdyroms 0coOIUBUX YMOB CKIAOAHHS BUNPOOYBAHD) 8
HIIY imeni M. I1. /[pacomanosa 3a piwenuam llputimanbHoi Komicii cmeopoomsbcsl
0C00IUBL YMOBU OJIs1 NPOXOONCEHHS BCIYNHUX BUNPOOYBAHD.



4. CTPYKTYPA BLIETY BCTYIHOI'O ®AXOBOI'O
BUITPOBYBAHHS (CHIBBECIIH)

HanionanbHuuii negaroriynuii ynisepcurer imeni M.IL./Iparomanosa
IHeTUTYT nepenmiAroTOBKM Ta MiABMINEHHS KBaJTidikamii
BcerynHe ¢paxoBe BUNIpOOyBaHHSA

Cmynins. «bakanaspy

T'anysb 3uans: 0201 Kynemypa

Hanpsm niocomosxu: 6.020105 «/[okymenmosnascmeo ma ingpopmayitina OisinbHicHby»
Ha 6a3i OKP: «Monoowuii cneyianicmy

1. JlIokyMeHT sk OCHOBHUI HOCI# 1H(popMallii, 3adiKkcoBaHOI HA MaTepiaJIbHOMY HOCII.
[ToHSATTS «ympaBIIHCBKUM JOKYMEHT», «OpraHizaliifHO-pO3MOpSIYuil JTOKYMEHT,
«cmyx00Buii ToOKyMeHT». CHUCTEeMH TOKYMEHTIB.

2. TexHoJoTist 1 0COOIMBOCTI TIEPEBEJACHHS PI3HUX BUIIB JOKYMEHTIB B €JICKTPOHHY
dbopmy. Po3mizHaBaHHs TEKCTY Ta rpadiku 3a fonomororo nporpamu Fine Reader.

3ameeporceno na zacioanni IHpuimansvnoi komicii HITY im. M. I1. /[pazomanosa
[Tporoxon Ne 8 Bix «25» 6epesns 2015p.

["onoBa ¢axoBoi koMicii B.M.Icaenko



5. CIMCOK BUKOPUCTAHUX KEPEJI

Hopmamueni 0oxymenmu

1. Tloctanosa KabGinety MinictpiB Ykpainu Big 30.11. 2012 Ne 1242 “IIpo
3aTBep/KEHHST THUMOBOI 1HCTPYKIi 3 JIJOBOJACTBA Y IIEHTPAJIbHUX OpraHax
BUKOHABYOi Biaau, Paml wmiHicTpiB ABTOHOMHOI PecnyOmiku Kpum, wicieBux
opraHax BUKOHABYO1 BIaJIN .

2. IlocranoBa KabGinetry MinictpiB Ykpainu Big 27.11.1998 Ne 1893 “IIpo
3aTBepKeHHS [HCTpyKIii Tpo MOpsAIOK OO0JiKy, 30epiraHHs 1 BUKOPUCTAHHS
JIOKYMEHTIB, CIpaB, BUJIaHb Ta IHIIUX MaTepiaibHUX HOCIIB 1HOpMaIlii, K1 MICTSTh
KoH(D1IeHIIHY 1H()OpMaIlito, IO € BIACHICTIO JIEp>KaBu .

3. TlocranoBa KabGinety MinictpiB Ykpainu Big 14.04.1997 Ne 348 * Ilpo
3aTBep/KEHHS [HCTPyKINi 3 JiJOBOJACTBAa 3a 3BEPHECHHSAMH TPOMAJSH B OpraHax
JEp’KaBHOI BJAJM 1 MICIIEBOTO CaMOBpPSAYBaHHS, OO'€AHAHHSAX TpPOMAJsH, Ha
NIJIPUEMCTBAX, B YCTAHOBAX, OpraHi3alisix He3aJeXHO Bia (opM BIacHOCTI, B
3aco0ax MacoBoi iHpopmarlii’.

4. TlocranoBa KabGinety Minictpie Ykpainu Bim 08.08.2007 Ne 1004 «IIpo
3arBep/KeHHsT [lopsiiky yTBOpeHHS Ta JISUIBHOCTI KOMICIi 3 TPOBEICHHS
EKCIIePTU3H LIIHHOCTI JOKYMEHTIBY.

5. Haka3 MinicrepctBa toctumii Ykpainu Big 12.04.2012 Ne 578/5 “IIpo
3atBepmkeHHs [lepenniky THIOBUX JOKYMEHTIB, III0 CTBOPIOIOTHCS ITiJT Yac AISIIBHOCTI
JEep’)KaBHUX OpTraHiB Ta OpPraHiB MICIIEBOTO CAMOBPSIYBAaHHS, IHIIUX YCTaHOB,
MIIPUEMCTB Ta OpTaHi3allii, 13 3a3Ha4YeHHSIM CTPOKIB 30€piraHHs JOKYMEHTIB .

6. JIK 010-98 Jlep:xaBHuii kinacudikatop ynpaBIiHChKOT qokymeHTali. — K.:
Hepxcrangapt Ykpainu, 1999. — 50 c.

7. JlepxaBHa yHipikoBaHa cucTeMa AOKyMmeHTalii. OCHOBHI MOJIOXKEHHS:
JCTY 3843-99. Yun. Bix 01.07.2000. - K.: lepxkcrangapt Ykpaiau, 2000. — 8 c.

8. JlimoBoacTBO ¥ apxiBHa cmpaBa. Tepminu Ta Bu3HaueHHs moHAThH: J[CTY
2732-94. - K.: lepkcrangapt Ykpaiau, 1994. — 33 c.

9. JlinoBoacTBo U apxiBHa crnpaBa. TepmiHu Ta Bu3HaueHHs NOHATH: [JCTY
2732:2004. — Ha 3aminy JCTY 2732-94.- UYun.Bin 01.07.2005.— K.
HepxcnoxuBcrangapt Ykpaian, 2005. — 32 c.

10. [epxaBHa yHi(ikoBaHa cuctema AoKyMeHTalii. OCHOBHI IOJIOKEHHS:
JICTY 3844-99. Yun. Bix 01.07.2000. - K.: epxcrangapt Ykpainu, 2000. — 8 c.

11. Indpopmamis  Tta  gokymeHTaris.  KepyBaHHA — JOKyMEHTaIliWHUMU
nporiecamu:  JICTY  4423-1:2005.- Yun. Big 01.04.2007.— Y. 1. OcHoBHI
nojoxxeHHs. - K.: JlepxkcnoxkuBcrangapt Ykpainu, 2007. — 28 c.

12. Inpopmaniss ta  gokymeHTaumis.  KepyBaHHS — JOKyMEHTaI[lWHUMU
nporecamu: JCTY 4423-2:2005.- Yun. Big 01.04.2007. — Y. 2. HacrtanoBu. - K.:
HepxcnoxuBcrangapt Y kpainu, 2007. — 28 c.

13. HamionanbHuii ctangapT Ykpainu «/lepkaBHa yHidiKOBaHa CcHCTEMaA
JTOKyMeHTalli. YHiikoBaHa CHCTEMa OpraHi3aliiHO-pO3MOPSAIIOl JTOKYMEHTAIl].
Bumorun no odopmmtoBanHs gokymeHtiB». — JCTY 4163-2003, 3arBepmxeHuit



Haka3oM JlepaBHOTO KOMITETYy YKpaiHM 3 MHUTaHh TEXHIYHOTO PETYJIOBAHHS Ta
cnokuBuoi momTuky B 7 KBiTHA 2003 p. Ne 55 1 yunnoro 3 1 Bepecus 2003 p.
(naka3 Big 5 mumasg 2003 p. Ne 118).

ba3zosa nimepamypa

1. bmommuceka B.A. CyuacHe minoBenenHs: Hapu. mociOHuk. - IBaHo-
®pankiBcbK: [HCTUTYT MeHeKMEHTY Ta ekoHomiku, 2000. -270 c.

2. Topmienko. K.JI. JlimoBoacTBO B poOOTI cekperaps. [IpakTHaHMil MOCIOHUK.
- K.: KHT, 2006. - 280 c.

3. Hinenko A.H. Cyuacue ainoBoactso. — K.: JIubins, 2008. — 388 c.

4, MeroaudHi peKOMEHJAIli IIOJA0 CKIATaHHS BIIOMYHX (TaTy3eBUX)
NEPEeITiKIB JOKYMEHTIB 13 3a3HAUYEHHAM TEPMIHIB iXHbOro 30epiranHs / I'onoBapxiB
Yxpainu npu Kabineri MinictpiB Ykpaiau. Y AHAIAC/. — K., 1997 — 18 c.

5. MeroauuHi pekoMeHnaiii 3 po3poOKH Ta 3aCTOCYBAHHS MPUMIPHUX Ta
TUTIOBUX HOMEHKIaTyp crnpaB / [onoBapxiB VYkpainu mnpu Kabineti MiHicTpiB
Vkpainu. YAHAIACIH. — K., 1997 — 18 c.

6. IlpaBuna poOOTHM apXiBHUX MIAPO3AUTIB OpraHiB JEp:KaBHOI BIAJIH,
MICIIEBOTO CaMOBpSIyBaHHA, MIAMPUEMCTB, YCTaHOB 1 opraizaimiil [I3 3MiHamu,
BHeceHnMH 3Ti1HO 3 Hakazom [lepskaBHoro komitety apxiBiB N 87 Big 05.06.2007] /
JKAY.-K., 2001.-112c.

7. IlpumipHi HopMH 4Yacy (BUpOOITKY) Ha OCHOBHI BHIM POOIT B apXiBHUX
MIApO3/1JIax OpraHiB JAEp>KaBHOI BJIaJH, MICIEBOIO CAMOBPSyBaHHS, MiANPUEMCTB,
yctaHoB 1 opranizaniii / IKAY. YAHIIACIH. — K., 2001. — 66 c.

8. IlpumipHi HOpMHu yacy (BHpOOITKy) Ha OCHOBHI Buam pobit / JIKAY.
YIHIIACH. — K., 2008. — 66 c.

9. Metomnuni pexomeHpaarii 1momgo 3actocyBaHHs JICTY 4163-2003
»JepXkaBHa yHiI(pIKOBaHAa CHCTEMa OpPraHi3aliiHO-PO3MOPSAIIOI JTOKYMEHTAIII].
Bumoru 1o opopmiroBanns gokymentis”. — K.: YHIIAC/I, 2004. — 62 c.

JlonomizkHa JiTepaTtypa

1. 306ipHukK yHI(IKOBaHUX dbopm OpraHi3aIiitHO-pO3MOPSTINX
nokymeHTiB /[lepxkkomapxiB  Ykpainu: YHJIACH: VYxman.: O. M. 3aropenbka,
JI. B. Ky3nenosa, C. I'. Kynemos. — K., 2006. — 73 c.

2. 23. Apxisictuka: Tepminonoriuauii cnoBHuk / I'AY npu KM Vkpainu.
YIHAIACH; Ast.-ynopsia. K. €. HoBoxarcekuii (kep. aBT. Koj.) Ta iH. - K., 1998. -
106 c.

3. Kysuemoa T. Jlemonpou3BoJACTBO (IOKYMEHTAJIBHOE OOECICUeHUE
ynpasienus). 3-e uzg. — M.: Uaren-Cunres, 2002. — 384 c.

4. KupcanoBa M. Kypc JIEJIONPOU3BOJICTBA: JIOKYMEHTAILIMOHHOE
obecrieueHue ynpasieHus. (4-e uza.) — M.: Uudpa, 2002. — 296 c.

5. Amnapeea B.M. [enonpousBoactBo. — M.: AO «busnec-mikona «urten-
Cunresy, 1994. — 192 c.

6. Hinenko A.H. Cyuacue ainoBonctso. — K.: JIu6ias, 2008. — 388 c.

7. IleBuyk C.B. Ykpainceke ainoBe mMoBieHHs. - K.: Buma mkomna, 1997. —
271 c.


http://www.nau.kiev.ua/nau10/ukr/doc.php?code=z0693-07
http://www.archives.gov.ua/Publicat/Manuals/dictionary.php

8. TomoBau A.C. O6pa3ubl oopmieHust 10KyMeHTOB. i nmpeanpustuii u
rpaxnaaH. — Jloneuk: Crankep, 1996. — 320 c.

9. 3yb6enko JI. inosi nanepu B menemxmenTti. — K.: Exc 06, 2002. — 272 c.

10. 3yoxoB M.I'. MoBa ainoBux mamnepiB. — K.: «®omnipy», «Maiinany», 2002. —
288 c.

11. Tlpenmpusitue: cTpaTerus, CTpyKTypa, MOJ0KEeHHs 00 OTAeNax U ciyxoax,
nopkHocTHBIe uHCTpyKumK / KA. Bonkosa, N.II1. Jlexxkuna, ®.K. Kazakosa, 1. A.
CepreeBa. — M.: OAO «M3narenbctBo «9koHOMUKa»y, HOPMA, 1997. — 526 c.

12. TlaBnoBa I.B. JlimoBomctBo: OmnopHMIA  KOHCIIEKT  JICKIIH. —
Huinponerpocrk: HMeTAY, 2005. — 46 c.

13. 3pa3ku nUT0BUX ManepiB (MUAAKTUYHUN MaTepiayl Ta METOIAUYHI BKa31BKH
3 JIJIOBOTO YKPaiHCHKOTO MOBJEHHS) JJisl CTYJEHTIB YCIX CHElIaIbHOCTEH. / YKII.:
H.I'.I'opnuuuu, H.B. Jleonona, JI.T. ®inatona. - JlninponerpoBchk: HMeTAY, 1998.
- 65c.

14. Tenmep P. Kak oBnaneTb MCKyCCTBOM JeioBoro muchMa: 250 mucem u
3anucoK B nomoib MeHemkepy: Ilep. ¢ anrn. — M.: Aynut, FOHUTH, 1994. — 192 c.

15. JlenoBas mepenucka ¢ 3apy0ekHbIM mapTHepoM. COCT. B O0II. pesl. KaH]I.
ekoH. Hayk A.B. [InotHukoBa. — K.: MII «Mupay, 1992. — 128c.



