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IIporpama ¢axoBoro icnuty 3i cnemiajabHocti B 13 «bibJioreuna, indopmauniiina ta
apxiBHa cnpasa ([lokyMeHTO3HaBCTBO Ta iH(opmamiiiHa IisSVIBHICTBH)» 1Js1 BCTYNHHMKIB Ha
HABYAHHA I 3100yTTSl CTymeHs OakajaBpa Ha ocHoBi crymenss HPKS5, HPK6, HPK 7 /
I'. B. Cinkosa, K. B. babenko, M. C. Kocrenko. Pisue : PAI'Y, 2025. 12 c.

Po3poOHukmu:
CinkoBa I'. B. jomeHT, KaHIuAaT NeJaroriyHUX HayK Kadenpu JOKyMEHTaIbHUX
KOMYHIKaIii ta Mmenepkmenty PJTY;
Babenko K. B. crapmmii Bukiagay kadenpu TOKYMEHTAJIbHMX KOMYHIKAIlii Ta
MeHemkmenTy PATY;
Koctrenko M. C. crapmuii BHKIagauy Kadeapu MAOKYMEHTAIbHUX KOMYHIKaliii Ta
MeHemxkmenty PATY.

Penenzent: XwmxHsakoBa H. O., 1oueHT, KaHIUAAT EKOHOMIYHHMX HayK Kadenpu
JTOKyMEHTAJIbHUX KOMYHIKaIlli Ta MEHEDKMEHTY.

[Tporpama ¢axoBoro icnuty 3i cneuianbHocTi B 13 «bibmioreuna, indopmariiiina Ta apxiBHa
cinpaBa (JlokyMeHTO3HaBCTBO Ta iHOpMaIliiiHa iSTIBHICTH)» JUIsl BCTYIMHUKIB HAa HaBYAaHHS IS
3100yTTs cryneHs OakanaBpa Ha ocHOBI ctyneHs HPKS, HPK6, HPK ckmanena y BiamoBigHOCTI 3
HaBYaJbHUM IIJIJAHOM CIICIIIBHOCTI W HOPMATUBHOKO JIOKYMEHTaIi€r0 MiHicTepcTBa OCBITH 1
Hayku Ykpainu. [Iporpama BH3Ha4ya€ 3MICT OCHOBHHX OCBITHIX KOMIIETEHTHOCTEH, KpuTepii
OI[IHIOBaHHS 3HaHb BCTYITHUKIB Ta PEKOMEHYE JDKepea i iHhopMaritHuil pecypc JUisl iArOTOBKH
710 BCTYITHOT'O BUIIPOOYBaHHS

PosrnsnyTo Ha 3acimaHHi kKadeapu JTOKYMEHTAIbHUX KOMYHIKAIlii Ta MEHEIKMEHTY
(mpotokon Ne 3 Bix 18 6epesnus 2025 p.).

© PiBHEHCHKHUH Jep)KaBHUHM TyMaHITapHUN yHiBepcuTeT, 2025 p.
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OcCHOBM TOKyMEHTO3HaBCTBa

CyTHICTb MOHATTS «JOKYMEHT

JIOKyMEHT sIK cucTeMa

CyTHICTb MOHATTS «MaTepiajibHa CKJIa/10Ba TOKYMEHTa»

BHyTpimHs CTpyKTypa JOKYMEHTa

Bunanus sik BUI JOKyMEHTa

HayxoBe BUIaHHS SIK BUJI TEKCTOBOTO BHJIAHHS

CyTHICTb KHUTHU SIK OCHOBHOT'O BUY BUJAHHS

IToHATTS PO HOPMATUBHUM TOKYMEHT

[ToHATTS PO MEepiOANYHE 1 MPOJAOBKYBAaHE BHIAHHS
biGmiorpadiunuit onuc JOKyMeHTiB, Horo (yHKIii, BUMOTH O HbOT'O
Meroauka ckinaganHs 610morpadgigHOro Onucy

AHOTYBaHHS JJOKYMEHTIB SIK ITPOIIEC MAaKPOAHAJITHYHOTO 3TOPTaHHs iHpOpMarii
[HbopmariiiHO-TONTYKOBI MOBU: OCHOBHI XapaKTEPUCTUKU Ta BUIIU
J11710BOJICTBO

Bumoru 10 TekcTy MiIOBUX TOKYMEHTIB

Bumoru 10 oopMITtoBaHHS AUIOBUX TOKYMEHTIB

Buau ninmoBux TOKyMEHTIB: CKIadaHHsS Ta opopMIIeHHS

Opranizarist poOOTH 3 TOKyMEHTaMHU B YCTaHOBI

[TpaxTruHi 3aBIaHHS

PIi OLIIHIOBAHHS BCTYIIHUKIB

CIIMCOK PEKOMEHJIOBAHOI JIITEPATYPH
THOOPMAIIMHUN PECYPC
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INOACHIOBAJIBHA 3AIIMCKA

[Tporpama ¢axoBoro icnuty 3i crienianbHOcTi B 13 «bibmioreuna, iHdopmarriiiHa Ta apxiBHa
crpaBa (/lokyMeHTO3HABCTBO Ta iH(opMaliiiHa AiISUTBHICTB)» JUIsl BCTYIHUKIB Ha HAaBYAHHS IS
3100yTTs crymeHs OakamaBpa Ha ocHoBi HPKS, HPK6, HPK 7 ckmameHo Ha OCHOBI OCBITHBOT
nporpamMm CTymeHs «(daxoBoro mosonmioro ©OakajaBpa» Ta OCBITHBOI MpOrpaMH CTYMEHS
«OakayaBpay.

3MicT mporpamMu 00’€lHYe Marepial OCHOBHUX HaBUAIbHHUX ITUCHMIUIIH TpodeciiHol
MITOTOBKK SIK HA TEOPETUYHOMY, Tak U mpakthuuyHoMmy piBHI («/imoBomcTtBo», «OCHOBH
JIOKYMEHTO3HABCTBAY).

ITporpama ckiafa€eTbes 3 MOSCHIOBAIBHOI 3alMCKH, B SIKIM PO3KPHUBAIOTHCS METa BCTYIHOTO
BUINIPOOYBaHHS, BUMOTU IO PIBHS HiATOTOBIIEHOCTI BCTYIHHUKA, MOPSIOK MPOBEAEHHS (haXxOBOTO
ICTIUTY, TIOPSZIOK OIIIHIOBAHHS BIATOBIACH BCTYMHHUKIB, HOPMHU 4acy, BiABEJCHI JIsl TPOXOKCHHS
(axoBOro icruTy; 3MICTy TeM Ta NUTaHb (PaxOBOro iCIUTY; KPUTEPIiB OIIHIOBAHHS BiANOBiAEH
BCTYITHUKIB. TakoXk HaJaeThCs CIIMCOK PEKOMEH0BAHOI JIITEPATypH Ta eIEKTPOHHUM pecypc.

Merta (axoBOTO iICIIUTY MOJSATAE B MEPEBipIl (paxoBUX 3HAHb Ta YMiHb BCTYITHHKIB B MEXax
OCBITHBO-TIpOQECiifHOT mporpamu GakanaBpa, HEOOXITHUX JJIs YCHIIIHOI MPAaKTUYHOI JIISUIBHOCTI B
iHdopmartiiiHiin chepi.

Bumoru 10 miAroroBJaeHOCTI BCTYITHUKA:
BceTynHUK OBHHEH BOJIOIITH KOMITETEHTHOCTSIMH.
- 3JaTHICTIO 0 a0CTPAaKTHOT'O MUCIICHHS, aHaJIi3y Ta CHHTE3Y;
— 3JIaTHICTIO 3aCTOCOBYBATH 3HAHHS Y MPAKTUYHUX CUTYAIIisX;
- 3HaAHHAM Ta PO3YyMIHHSM MPEAMETHOI 001acTi Ta mpodeciiHOi TiATLHOCTI;
- 3JaTHICTIO CTBOPIOBAaTH YiTKYy, CTHUCIY Ta TOYHY YIPAaBIIHCbKY JOKYyMEHTAIiI0
BIJIMOBITHO JI0 YNHHUX CTAH/IAPTIB;
- 3HAHHSAM HOPMATHUBHO-TIPABOBHX AaKTiB, MOJOXEHb Ta IHCTPYKIINA IMOJO BEICHHS
JIIJIOBOJICTBA HA MMIIMPUEMCTBI;
— BOJIOAIHHSM OCHOBHUMH IOJIOKCHHIMHU JISPKaBHOI CHCTEMH J1IIOBOJICTBA;
— 3HAHHSAM Ta PO3YMIHHSM 3acaj HayKU PO JOKYMEHT;
—  BOJIOJIHHSIM METOJUKH aHATITUKO-CUHTETUYHOI IIepepoOKH iH(popMartii.

Ilopsiiok npoBeieHHsI BCTYMMHOT0 BUNPOOYBaHHSI.

@®axoBUi ICOUT MPOBOAMUTHCS 3TiAHO 3 PO3KIANAOM, CKIAJACHUM MPUAMAIBHOIO KOMICIEIO
PiBHEHCHKOTO IEpKAaBHOTO TYMaHITAPHOTO YHIBEPCUTETY.

Jlonyck BCTYMHMKIB 10 (paXxOBOrO ICIUTY 3IIHCHIOETBCS 33 YMOBM HAsSBHOCTI apKylia
pe3yabTaTiB BCTYITHUX BUMPOOYBAaHb Ta IOKYMEHTA, 1110 3acBiadye 0co0y (macmopr).

daxoBuil ICIUT MPOBOAMTHCSA B YCHIM (opmi, mo mependayae HagaHHS BIANOBIICH Ha
MUTAaHHS €K3aMEHaIlIWHUX OiNeTiB. BCTyMHHUK OTpUMYy€ TUTBKH OJUH KOMIUIEKT €K3aMeHaI[iiHUX
3aBJaHb, 3aMiHa 3aBJaHb HE HO3BOJIETHCA. Ex3aMeHaliliHi OUIETH CKJIAJalOThCA BiANOBIAHO 0
JaHOi TpOorpaMu, JAPYKYIOThCS Ha CHEIIaTbHUX OJlaHKaX 3a BCTAHOBICHUM 3Pa3KoOM Ta
3aTBEPKYIOTBCSI  TOJIOBOIO TPHHUMabHOI KoMicii PiBHEHCBHKOTO JIep)KaBHOTO TyMaHITapHOTO
YHIBEpCHUTETY.

[Tix gac axoBOTO ICUTY BCTYIMHHUK Ma€ MPABO 3BEPHYTHUCS J0 €K3aMEHATOPIB 3 MPOXaHHIM
00 YTOYHEHHS YMOB 3aBJaHb. HaTOMICTh BCTYMHUKY HE JO3BOJISETHCS KOPUCTYBATHCS
CTOpOHHIMH JpKepenamu  iHdopmalli (€JIEeKTPOHHUMH, JPYKOBAaHHUMH, PYKONHMCHUMH) Ta
MOPYILIYBAaTH MPOLEAYPY NPOXOHKEHHS (PaxoBOrO ICHHUTy, M0 MOXKE OYTH NPUYMHOIO IS
B1JICTOPOHEHHS BCTYITHUKA BiJI BCTYITHHX BUIPOOYBaHb.

JUiist TICbMOBOTO 3aIMCy BiJNOBI/IEH HAa eK3aMeHalliifHI 3aBlaHHs BUKOPUCTOBYIOTHCS apKyIIli
yCHOT BIAMOBIAI BiAMOBiAHOTO 3pa3ka. Ilicisi BHECEHHS BCTYMHHKOM BIIMOBIII O 3a3HAYEHOTO
apKylly BIiH CTaBUTh MiJ HEK CBid WiANKC, [0 MiATBEPIKYEThCS MiIMUCAMU TOJOBHU Ta
ek3aMeHaTopaMu GaxoBoi aTecTamiifHoi KOMicii.

Iopsinok oniHIOBAHHSI BiANOBiAel BCTYNHUKIB.



Or1iHIOBaHHS BIJIOBI/II BCTYIHUKIB Ha BCTYITHOMY BHMPOOYBaHHI 31HCHIOETHCS UYICHAMH
(axoBoi aTecTaliiiHOi KOMicii, MPU3HAYEHOT 3TiJJHO 3 HAKa30M PEKTOpa.
OI11iHKY BIZIMTOBI/I KOYKHOTO BCTYIMTHUKA BU3Ha4Yal0ThCs 3a 200-0ampHOI0 MIKAJIOH0.



SMICT BCTYIIHOI'O BUITPOBYBAHHA
«OCHOBHU JOKYMEHTO3HABCTBA»

CyTHICTD NOHATTHA «IOKYMEHT»

CyTHICTb IOHATTS «JIOKyMeHT». Moro 6arato3saunicts. JJBoeHHA IPUPOIA TOKYMEHTA.

OcobnuBocTi iH(popMallii sIK OCHOBHOI CKJIaI0BO1 JOKyMeHTa. HejokyMeHTHa Ta TOKyMEHTHa
iHdopmartis. Hociit iHbopMmalii sk MaTepiaibHH 00’ €KT, CIeliaibHO MPU3HAYCHUH JJIs 3aIucy,
30epexeHHs Ta nepeaadi iHpopmarii. Oco0IMBOCTI MaTepiaibHOI KOHCTPYKLIi HOCIiB iH(popManii,
110 3a0€31MeuyroTh iX (YHKIIOHYBAaHHS B COLIAILHUX JOKYMEHTAIBHIX KOMYHIKAITisIX.

JloKyMeHT ik cucremMa

XapaKkTepuCcTUKa JOKYMEHTA SIK CUCTEMHOTO 00’€KTa. ATpUOYTHUBHICTh, (YHKIIOHAJIBHICTD 1
CTPYKTYPHICTh TJOKyMEHTA SIK TOJIOBHI HOT'O BJIACTHBOCTI.

HasBHICTH CMHCIIOBOTO CEMaHTHYHOTO 3MICTY, CTa0lnbHa peuoBa Gopma, MPU3HAUEHICTD IS
BUKOPHUCTAHHS B KOMYHIKAI[IHHUX KaHalaX, 3aBEPIICHICTh TMOBIAOMJICHHS SK BIIMIHHI O3HAKH
JTOKYMEHTA.

[TomidyHkioHaNBHICTh  JOKyMeHTA. [osoBHa (yHKIsS gokymeHTa. [Hdopmarriiina,
KOMYHIKaTUBHA Ta KyMyJATHBHA (QyHKUIi K 3araibHi QyHKIii mokymenTa. CremianbHi QyHKIIi
JOKYMEHTA.

CyTHICTH IOHATTH «MaTepiajibHA CKJIA0BA JOKYMEHTAa»

MarepianpHa CKJIaZioBa JOKyMEHTa SIK WOro (i3udHa CYTHICTb, IO BKIIOYA€E MaTepiajibHy
OCHOBY JIOKyMeHTa, ¢hopMy HOCis iH(popmartii, crocid T0KyMEHTYBaHHS.

MarepianpHa ocHOBa JokyMmeHTa. [IpuponHi Ta mTy4Hi JOKyMeHTH. IlarmepoBi JOKyMEHTH.
CyyacHi BUMOTH JI0 MaTepialbHOI OCHOBU JJOKyMEHTA.

dopwma Hocis iHhopmalii. ApKyIieBi, KOJEKCOBI, KAPTKOBI, CTPIUKOBI, TUCKOBI, KOMOIHOBaH1
JTOKYMEHTH.

BHyTpilIHSI CTPYKTYpa 10KYMEHTA

3aranbHa XapaKTepUCTHKA CTPYKTYpH IOKyMeHTa. EneMeHTapHi Ta CKiIaaHl JOKyMEHTH.
MOHOJOKYMEHTH Ta MOJIiJOKyMEHTH.

[ToHATTS PO BHYTPILIHIO CTPYKTYPY HOKyMEHTAa. BHYTpimHsS CTpyKTypa JOKYMEHTa Ha
MIPUKJIAli KHIYKKOBOTO BUIAHHS.

TutynabH1 eeMeHTH KHUTU: TUTYJIbHUM apKyIll, aBaHTUTYJI, IIMYITUTYJI, KOJIOHTUTYII.

KumxkkoBuii TekcT. OCHOBHHMI Ta JOBIJKOBO-IOIOMIXKHUN TEKCT. J[0BIIKOBO-IOMOMIXHHUM
TeKCT (amapar BHUJaHHS) SK CHUCTEMa OpI€HTAIli 4YuTadya B CTPYKTYypl Ta 3MICTI BHJAHHSI.
[TepenMoBa, BCTymHA CTATTS, MICISIMOBA, JOJATKH, TPUMITKH, KOMEHTapi, JOMOMIKHI MOKaXYHUKH,
3MicCT (OIJIaB), BUIaBHUYA aHOTallis (pedepart), BUX1IHI BiJOMOCTI.

KuamxkoBi imocTparrii.

PekBizutu qoKyMeHTa.

BunanHs ik BUJ J0OKYMEHTa

[TonsarTs npo BunanHs. O3HaKM BUJaHb: HAsBHICTh TUPaXy, NANepoBUN MaTepiaibHUI HOCIH,
cnernudika MarepianbHOT KOHCTPYKIIii, opopMieHHs 1 moirpadiyHOTO BUKOHAHHS.

L{inboBe mMpU3HAYSHHS, 00CAT, CKJIaJ, OCHOBHOTO TEKCTY, CTPYKTYypa, MepioJUYHICTh, 3HAKOBA
npupoja indopmarrii K mpoBiIHI KiIacudikaiiitHi 03HaKH BUIAHb.

BunineHHs 3a 03HAaKOIO IIILOBOTO MPU3HAYEHHS TaKWX TUIIIB BUIaHb, SIK OQilliiiHe, HAYKOBE,
HAyKOBO-TIOMYJISIpHE, HAyKOBO-BUPOOHHMYE, BUPOOHHUO-TIPAKTUYHE, HOpPMATHUBHE BUPOOHHUO-
NpakTU4YHE, BUPOOHUYO-TIPAKTHYHE BUJAHHA JJIs1 aMaTopiB, HaBYaJbHE, CYCHUIbHO-TIOJITHYHE,
JTOBIJIKOBE, BUJIAHHS JIJIsl OpraHizaiii J03BILISL, peKIIaMHe, JTITepaTypPHO-XY10KHE BUAAHHS.

Po3nonin BumaHp 3a 03HAKOIO CTPYKTYPH BHJAHHS Ha Cepilo, OAHOTOMHE Ta 0araTroTOMHe
BHJIaHHSI, 310paHHS TBOPIB, BUOpPaHi TBOPH.



HaykoBe BuaHHs IK B/ TEKCTOBOT0 BUIAHHSA

Uwuranbke Ta [MiIH0BE MPU3HAYCHHS HAYKOBUX BHUIaHb. /udepeHmiamis HAyKOBUX BHJIaHb 32
XapakTepoM iH(opMaIlii Ha HAyKOBO-IOCTIAHI Ta JpKepesno3HaBdi. OCHOBHI PI3HOBHUIIM HayKOBO-
JOCHITHUX BUAaHb — MoHorpadii, 30ipHUKM HAyKOBHX Ipallb, Te3W JONOBiAeH HAyKOBOi
KOH(epeHIlii, Marepiany KoH(EpeHIlii, MpenpuHTH, aBTopedepaTH aucepTariid. BigmiHHOCTI B
[UTbOBOMY ¥ 4YMTAIlbKOMY IMpPHU3HAYEHHI Ta XapakTepi iHpoOpmalii MK HayKOBHM Ta HayKOBO-
MOITYJIIPHAM BUIAHHSIM.

CyTHICTb KHUT'H SIK OCHOBHOI'O BUy BHJIAHHS

BusHaueHHsS TOHATTS «KHHTray, Horo OaraTo3HauHicTh. KHHTra sIK NpOBIAHHIA €JIEMEHT
TPAIUIIIAHOT CUCTEMHU JOKYMEHTAIBPHUX KOMYHIKAITIH.

CyTHICTh KHHUTH SIK CYCIUIBHOTO SIBUIIA. BTiIEHHS B KHU31 €JHOCTI TyXOBHOI Ta MaTepiajabHOi
KyJbTypH, comianbHOi 1H(oOpMalii Ta MaTepiaiIbHO-KOHCTPYKTHUBHOI ¢Gopmu. Poiab KHUTH SIK
IHCTpYMEHTY Mi3HaHHS, 3ac00y COIIaIbHO-€KOHOMIYHOTO, HAyKOBO-TEXHIYHOTO Ta KYJBTYpHOT'O
nporpecy. Kuura sk TOBap, 00’€KT 30€peKEeHHS, PO3MOBCIO/DKEHHS, Tporaranau. Kpurepii
CYCIITBHOI IHHOCT1 KHUTH.

IloHATTS NPO HOPMATHUBHUI JOKYMEHT

CytHicTh TepMiHy «cTapmapTuzamisiy. OO’ekT 1 ramy3p cTaHgapTu3aiii. MixHapoHa,
MDKJIEpkaBHA, HAI[IOHAJIbHA CUCTEMH CTaHIapTU3allii.

HopmatuBHUI NOKYMEHT SIK NMPOAYKT CTaHAapTH3alii. Buaym HOpMAaTUBHUX TOKYMEHTIB.
Cranmapt. TexHiudi ymoBu. Pernmamentyrodi mgoxkymeHTH. Buam crangaprtiB: MiKHApOIHUH,
MDKACpKaBHUHM, HallOHANbHWNA. BuIM cTaHmZapTiB 32 03HAKOI MacmTabiB PO3MOBCIOKCHHS:
Jep>KaBHUM CTaHAApT YKpaiHu, TaTy3eBUi CTaHAApT, CTAaHIAPT MiANpUEMCTBa. Buau cranmapTis 3a
cenn(ikol0 00’€KTa CTaHAAPTHU3Aalii: OCHOBOIOJOXKHI CTAaHAAPTH, CTAHAAPTH Ha MPOIYKIIIO,
CTaHJIapTH Ha MPOLECH, CTAaHAAPTH HAa METOAU KOHTPOIIIO.

ITousATTSI MpPO MepioguYHe i MPOIOBKYBAHE BUIAHHS

3araqbHa XapakTEpUCTHKA TMEPIOAMYHOTO 1 TPONOBXKYBAaHOrO BHMIaHHS. laszera —
HaWJIaBHIIIMKA PI3HOBH]I NEPIOUYHUX BUAAHb. BUaw razer 3a 4acoMm BWITYCKY: PaHKOBIi, BEUipHI,
IIOZICHHI Ta LIOMICAYHI. Buam raser 3a MicieM BHITyCKY: 3arajlbHOHAI[IOHAIbHI, PEriOHAJIbHI Ta
micuesi. [Ipodeciitna, mpodcminkoBa, mapTiiHAa Ta 1HIIT BUIM Ta3€T 32 YATAIIBKOIO aIpecoro.

Buay xypHaiiB 3a YMTAIBKOIO apecoro Ta (YHKIIIOHAIBHUM MpHU3HAYeHHAM. JKypHanu 1ist
¢daxiBmiB Ta XypHaIH s HedaxiBmiB. BiIMIHHOCTI MK CyCHIIBHO-TIOTITUYHUM, HAYKOBHM,
HAYKOBO-TIOMYJIAPHUM,  BUPOOHHUYO-TIPAKTUYHHUM, MOMYJSIPHUM, JITEPaTYypHO-XYJIOXKHIM 1
pedepaTHBHUM >KypHATaMH.

[TonarTs mpo mpoaomBxyBaHi BumaHHs. llponomxyBanuii 30ipHHMK. bromerens. Kanenpmap.
Excnpec-indopmartist sk BTOpHHHHH TOKYMEHT.

Bioaiorpadgiunuii onuc 10KyMeHTiB, HOro GyHKIIii, BAMOIrd 10 HHOT'0

[Tonarrts Ta mnpusHayeHHa OibmiorpadiuHoro onucy. biGmiorpadgiunuii ommc sk
Oi0miorpadiyHa XapaKTEepPUCTHKAa JOKYMEHTAa Ta ejeMeHT Oibmiorpadiunoro 3amucy. DyHKIii
6i0morpadiunoro onucy. Bumoru no 6i6niorpadiuyHoro onucy.

Metoauka ckiaaganns 0idaiorpadiunoro onucy

[TonsATTS mpo 3aranpHy 1 CHEHmiaJibHY METOIUKH CKJIaJdaHHs Oi0miorpadgidyHOro Omucy sk
CYKYIHICTb IPUHOMIB Ta IPaBHJI.

3aranpHi npaBujia ckiaagaHHs O6i6miorpadiunoro omucy. JIOKyMEHT SIK JPKEpENno CKIIagaHHs
6i0morpadgiunoro onucy.

Buau 6i6miorpadiuaoro ommcy 3anexHo Bif 00’€kTa 1 00CSTYy 3aCTOCYBaHHS €IEMCHTIB
6i0morpadgiunoro onucy.

Crpyktypa Oi0miorpadgigyHoro omnucy. 3arojioBok 0Oiobmiorpadiuaoro omnucy. 30HHM Ta
eneMeHTH Oi0miorpadiunoro omwucy: 0o0OB’A3KOBI Ta (pakynbTaTHUBHI, iXHA 1HOPMATHUBHICTH Ta
BUKOPHUCTAHHS B Pi3HUX MacuBax Oibmiorpadiunoi indopmaririi. 3aranpHi mpaBwiia iX HaBEJACHHS.
Moga ckiaganss 6i6miorpadiuHoro onucy. YMoBHI po3ainoBi 3Haku. CKOpOUEHHS CIIiB B MpOIECi
CKJIaaHHs 010miorpadiyHOTO OMHUCY.



AHOTYBaHHS IOKYMEHTIB SIK NIPOLeC MAKPOAHAJITHYHOI0 3rOpTaHHs iHGopmauii
[ToHATTS PO aHOTAIiIO: 11 CYTHICTH 1 SKICHI XapaKTePUCTHKH. AHOTALlis K 3MICTOBA MOJIEINb
JOKYMEHTHOTO JDKEpelia, BIAMIHHOIO O3HAKOI SKOI BHCTymae OOOB’S3KOBa HAsBHICTh
6i0morpagiuHoro omnucy mepliojkepena. AHOTallis sSK pe3yJbTaT aHANITUKO-CUHTETUYHOI
nepepoOku  iHdopmarii (BTOPUHHHUN JOKYMEHT), IO BMIIIye€ KOPOTKY Yy3arajJbHIOITY
XapaKkTePUCTHKY MEPBUHHOTO JOKYMEHTa, WOr0 YAaCTUHU YU TPYHH JOKYMEHTIB 3 TMOTJISIY
MIPU3HAYCHHS, 3MICTY Ta IHIIUX OCOOJMBOCTEH.
BrnactuBocTi aHoTauii: mMomae ceMaHTUYHY iH(GOpMAII0 3 TEPBHHHOTO JOKYMEHTa Yy
3TOPHYTOMY, y3araJIbHCHOMY BHTJISA[II; CYNPOBOKYE Oi0miorpadgidyHuil OMUC TMepIIoKepena 1 €
pe3yabTaToOM nepepoOKu iHpopmallii 3 HbOro.
Tunu anoTarliit Ta X 3arajgpHa XapaKTEPUCTHKA:
e B 3aJEKHOCTI BiJl QYHKIIIOHATHHOTO MPU3HAYCHHS: JJOBIIKOBI Ta pEKOMEHIAIiiiHi;
e B 3AJEKHOCTI BiJ1 00CATY aHOTAIlii (BiJ TTMOMHU 3TOPTAHHS: PO3IIUPEH] Ta pedepaTuBHi);
e B 3AJIEKHOCTI BiJl CTYIIEHIO MeXaHi3alii: (hpopMai3oBaHi, aBBTOMAaTHYHI.

OcHoBHI (PyHKIIIT aHOTAIII1 IK BTOPUHHOTO JJOKYMEHTA: CUTHAJIbHA, TTOITYKOBA, OI[IHOYHA.

IndopmaniifHO-MONIYKOBI MOBM: OCHOBHI XapaKTePUCTHUKH Ta BUIAH

Iadopmartiitno-nonrykosi MoBu (IIIM) sik OCHOBHHI €J€MEHT JIOT1KO-CEMaHTHYHOTO arnapary
iHdopmariiHo-omykoBux cucreMm. llonsrrs mnpo II[IM sk cremiamizoBaHl INTYyYHI MOBH,
NpU3HAYeHl Juid mepeaadi 3Mmicty 1 GopManbHHX O3HAK JOKYMEHTIB, a TaKOX 1HpopMaumiiHuX
3aMUTIB MONIYKY MOTPIOHUX JOKYMEHTIB.

Crpykrypa IIIM. Ilonsattss mpo abeTky (cucreMmy rpadiuHUX 3HAKiB I 3alucy CIiB 1
BHpPAa3iB), JIGKCUKY (CYKYITHICTh CIIB, SIKHMH KOPHUCTYETHCS MOBA), TpaMaTHKy (3acoOu, MpaBuia,
SKHUMH KOPUCTYIOTHCS 17t 10Oy 10BH 1 moeqHaHHs ciiB) ITTM.

OcnoBHi xapaktepuctuku I[IM. OnHO3HAYHICTH; 37ATHICTH BigoOpakaTH 3 HEOOX1THOIO
MOBHOTOIO TA TOYHICTIO CMUCIIOBHI 3MICT JOKYMEHTIB Ta 3alXTiB BU3HAYEHOT MPeAMETHOI 00JacTi;
BiAKpHTICTH ITIM sk 3a0e3ne4eHHs] MOKIIMBOCTI KOPUTYBATH MOBY.

Bumu IIIM. IIIM «knacudikariitnoro Tumy. [IpenmernsoBani, kmacudikamiiiai  ta
neckpunrtopsi [ITM.

«AIJIOBOACTBO»

Bumorn 10 TekcTy ai1I0BUX JOKYMEHTIB

Ctunie mitoBUX JOKyMeHTIB. OCHOBHI BUMOTH /IO BHKJIAAy TEKCTYy OOKymMeHTa. JloriuHa
CTPYKTypa TEKCTY JOKYMEHTA: BCTYII, OCHOBHA YaCTHHA, BUCHOBKH, 3aBepIIaabHa yactuHa. [lomin
TEKCTYy Ha CTPYKTYpHI eJeMeHTH (PO3AiTH, MiAPO3/IIu, MyHKTH, MIAMYyHKTH) Ta OCOOJUBOCTI iX
oopmienns. Hymepariisi CTpyKTypHUX €IE€MEHTIB.

Bumoru 10 ogpopmiiroBaHHS AiJIOBHX IOKYMEHTIB

@®opmar Ta po3Mip mamepy MPU3HAYEHOTO JUIS CKJIaJaHHS UIOBUX JOKyMeHTiB. [lons B
JOKyMEHTaX: X po3Mipu Ta npuzHadyeHHs. OQopMIIEHHS CTOPIHOK AUIOBOTO JOKyMeHTa. [ToHATTS
po hopmysp-3pazok cay:KO0BOro JOKyMeHTa. PekBizutu ciyx60Boro gokymeHTta. O00B’sI3KOBi
PEKBI3UTH JOKYMEHTa Ta BUMOTH JI0 iX 0()OPMIJICHHSI: Ha3Ba YCTAaHOBH (OpraHizallii, manprueMcTBa)
— aBTOpa JOKYMEHTA; Ha3Ba BUY JIOKyMEHTA; 1aTa JOKYMEHTA; PEECTPAIifHIA 1HAEKC TOKYMEHTA,
3aroJIOBOK /10 TEKCTY JOKYMEHTA; TEKCT JOKYMEHTa; MiIHC.

Buam 1ijioBUX JOKYMEHTIB: CKJIaJaHHs Ta 0pOpMJIeHHS

3asBa sIK JOKYMEHT, 1110 MICTUTh O(ILiHNI BUKJIA/] IIEBHOTO POXaHHS y MHCbMOBIH (opMmi.
ABtoGiorpadiss SIK JOKYMEHT, B SKOMY 0co0a TOJla€ OMUC CBOTO JKUTTSA. XapaKTEPUCTHKA SIK
JOKYMEHT, B SIKOMY JA€ThCS OLIIHKA JIJIOBUX Ta MOPAJbHHUX SKOCTEH 0cOOH. Pe3toMe sk TOKyMEHT,
y SIKOMY MOJAIOThCsI KOPOTKI BiIOMOCTI MPO HAaBYAHHS, TPYIOBY MISUIBHICTH Ta podeciitHi ycmixu
il mocsrHEeHHsS ocobOH, sika ioro ckinanae. JlopyueHHs (IOBIPEHICTh) SK MUCHMOBE YITOBHOBAXECHHS
Ha 31IMCHEHHS TIEBHUX Aii Bi iMeH1 (i3nyHOoi a00 I0pUANYHOI 0coOH, 10 BHIajia JOBIPEHICTb.

JloBinka K CIy>KOOBHI JOKYMEHT, II0 MICTHTh OMKC Ta MIATBEPIKEHHS THUX UM IHIIUX
(dakTiB 1 MOAiH, MOB’A3aHUX 3 MISTIBHICTIO OKPEMHUX 0Ci0, 0OCTaBMHAMU HiSUTBHOCTI YCTaHOB.



JlomoBiiHA Ta TOSCHIOBaJIbHA 3alUCKH SIK BHYTPIIIHI CIY>KO00BI JokymMeHTH. [lman poGotu sk
JOKYMEHT, 1110 BCTAHOBJIIOE MEpesIiKk HaMiueHuX poOiT (3axoiB). CxiiagaHHs Ta OPOPMIICHHS 3BITY.

Cnyx00B1 JUCTH SK 3aci® IIJJOBOTO CIUJIKYBaHHS MIDK OpraHizamisiMd ¥ TpUBAaTHUMH
ocobamu. Bunu cimy:x00Bux nuctiB. Bumoru 10 TekcriB cimyx60Bux nuctis. [IpaBuna odopmieHHs
CITY’KOOBHX JIUCTIB.

EnexTpoHHEe MOBIJOMIIEHHS SK JOKYMEHT, IO NEpPENacThCs EJICKTPOHHOI MOLITOI IO
cucteMi 3B’s13ky Mixk EOM, skuii oTpuMyIoTh y BUTJISAI BieorpaMu Ha eKpaHi MOHITOpa abo y
BUTJIS1 HaZPyKOBaHOI HA MPUHTEPI KOIIii Ha mamnepi.

Opranizauis po6oTH 3 JOKYMEeHTAMHU B YCTAHOBI

[Tomepenuiii posrnan JOOKyMeHTIB. Peecrtpartisi J0oKyMeHTiB. BUKOHAaHHS JTOKYMEHTIB.
[Topsimok HamcWIaHHS BUXIIHMX JOKYMEHTIB. 30epiraHHs JOKYMEHTIB B ycTtaHoBi. [loHATTS mpo
HOMEHKJIATYpY CIIPaB B yCTAHOBI.

«IIPAKTUYHI 3ABJIAHHS»

=

Harmmcaru 3asBy ipo NpuiHATTS Ha poOOTY.

Hanwucatu 3asBy npo 3BUTBHEHHS 3 poO0TH

3. IligroryBaTtu BHYTPIIIHIO JOTOBIAHY 3aMKCKy, B SIKIH TMOBIAOMIISETHCA TPO (aKT
3aIi3HeHHS Ha POOOTY.

4, Hamucatu TOSICHIOBAJIbHY 3alUCKYy, B SIKIM TOSCHIOETHCS TMPUYMHA 3alli3HCHHS Ha

pobory.

CK1acTH TEKCT JIMCTA-TIPOTIO3UITIT 1010 YYacTi y 3aXO0/Il.

[TigroryBaTu MTMCT-BiANOBIAb PO 3rOAY B3SATH Y4aCTh Y 3aXO0/I.

CkJtacTu TEKCT JIUCTa-HaraJyBaHHs Ipo MoraiieHHs 3a00proBaHoOCTI.

CkJacTy TEKCT JHMCTa-NPOXaHHA PO HaJJaHHA HEOOX1HOI iHpopmaii.

CkJ1acTu TEKCT CYIpPOBITHOTO JIUCTA.

10 CkJacTy TEKCT peKJIaMalliifHOTO JTUCTa 111010 HEIKICHOTO TOBapy.

11. HanmucaTu TeKCT 0COOMCTOT IOBIIKH, 110 MIATBEPKY€E (aKT HABUAHHS.

12. Cknactu XapakTepUCTHKY Ha BUITYCKHHMKA LIKOJIH.

13. HantucaTtu aBToGiorpadito.

14. Cknactu pe3romMe Ha 3aMillleHHs] BAKAHTHOI OCAAH J1I0BOJA.

15. HantucaTu po3nucKy Ipo OTPUMAHHS MaTepialIbHUX IIHHOCTEH.

no
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Kpurepii oniHlOBaHHS BCTYIIHUKIB

3arajibHi KpuTepii OUiHIOBAHHSA

PiBenb npodeciiiHoi KOMIETEHTHOCTI BCTYITHUKIB OI[IHIOETHCS 32 200-0a1bHOI0 IIKAJIOKO.

Buaineni Taki piBHI KOMIIETEHTHOCTI.

I piBeHb — moyaTKOBUIi. BcTynHUK BUSBIISE ICTOTHI TOMUJIKH 110 TAKMX MYHKTAX, SIK BUKJIA]
ICHYIOUMX SIBHIN Yd (PaKTIB B PO3TJISAYBAaHOMY MHUTAHHIO, BOJOMIHHS (DaxOBOI TEPMIHOJIOTIELD;
OOIpyHTYBaHHsS Ta apryMeHTallis BiAmoBimi. Mae wmicue HeBipHa mojaya TEPMiHIB YU TOHSTH,
HETIOBHMI BUKJIAJ MaTepially 3 yCiX MUTaHb BapiaHTy.

II piBenb — cepenHiii. BcTynmHMK BiOTBOpIOE 3HAUYHY YacTUHY TEOPETHYHOTO Marepiany;
BUSIBJISIE 3HAHHS 1 PO3YMIHHSI OCHOBHHX TIOJIOKCHB; BMI€ BUIIPABIISATA MOMUJIKH. BUsBIs€ 1CTOTHI
MOMMUJIKH Y BUKJIAJI ICHYIOUMX SBUII YM (PAKTIB IIOAO PO3IJISAYBAHOTO MHUTAHHS, HEBIPHY MOAAYY
TEPMiHIB YW TIOHSTh;, HEIOCTATHHO IMOBHHMM BHKIJAJ MaTepially JBOX MHUTaHb Outery. BcTymHmk
BOJIOJIi€ HABYAIILHUM MaTepiajioM Ha PiBHI BHIOMY 3a MOYaTKOBUH, 3HAYHY YaCTUHY BiITBOPIOE HA
pPEnpoyKTUBHOMY PiBHI.

III piBens — gocraTHiii. BcTynmHuK BUIBHO BOJIOJIE€ BMBYCHHM OOCSITOM Martepialy Ta
nposiisie mpodeciiiHi 3HaHHS Y CTaHAAPTHUX CHTYaIlisIX, CaMOCTIHO BHIIPABIISAE€ OIYIICHI
noMuiIKH. JlomyckaloTbesi He3HauyHI NMOMHJIKM 1 HETOYHOCTI MO BCiX MyHKTaX. Jlomyckaerbces
HasBHICTh OJIHI€] 1CTOTHOI MOMHUJIKM TO TaKUX MyHKTax, SK BUKIAJ sBUI] 4d (aKTiB, HEBIpHA
10/1a4a TEPMiHIB UM MMOHATH, HEMOBHUI BUKJIAJ MaTepially OJHOTO 3 MUTaHb BapiaHTy.

IV piBenb — BUCOKMii. BCcTynmHUK BMi€ CaMOCTIHO y3arajJbHIOBATH 3HAHHS, 3HAXOIUTh 1
orpanboBye HeoOXinHy iHQOpMallilo, BMi€ BHUKOPUCTOBYBaTH HaOyTi 3HAHHA 1 BMIHHA,
MEPEKOHIMBO apTyMEHTY€E BIATOBIAI, BOJIOAIE TEPMIHOJIOTIEI0, CAMOCTIMHO PO3KPHBAE BIIACHY
IYMKY IIOJI0 CYTHOCTI TUTAHHSI.

Taoauus BixnmoBixHOCTI
PiBHIB KOMIIeTEHTHOCTI 3HaYeHHAM 200-0aJIbHOI IIKAJIU OUiHIOBAHHA BilNOBi/ell BCTYNHUKIB
mijx yac paxoBoro icnury

) . [xana HarionansHa
PiBeHb KOMIIETEHTHOCTI . .
OLIIHIOBAaHHS | NIKaJa OI[IHIOBaHHS
IHoyaTkoBuii
BiJIMTOBi1 BCTYITHHKA HEBipHI, q)parMegTapﬂl, 0-99 Hesa0BibH0
JEMOHCTPYIOTh HEPO3yMIHHSI MPOTPaMHOIO Marepialy B
IJIOMY
Cepenniii
BIJNOBIZIi BCTYITHUKA BU3HAYAIOTHCS PO3YMIHHSAM OKPEMHUX
aCTeKTiB  TMTaHh  TPOTPAMHOTO  Martepiamy,  ane 100-149 3a710BIIBHO
XapaKTepPU3yEThCSl TOBEPXOBICTIO Ta (parMEeHTApPHICTIO,
Mpyd  I[bOMY  JIOMYCKAIOThCS  OKpeMi  HETOYHOCTI Y
BHCJIOBJICHHI TYMKH
JocraThiii
BIJIMOBiZI BCTYNMHUWKA BHU3HAYAIOTHCS NPABHIBHUM 1
MMMOOKMM  PO3YMIHHSIM  CYTI TIMTaHHS  MPOTPAMHOTO 150-179 Hobpe
Marepially, aje TpU IbOMY JIOIYCKAIOThCS OKpeMi
HETOYHOCTI HEMTPUHIIUIIOBOT'O XapaKTepy
Bucoxmuii
BIJMOBI/Ii BCTYITHUKA BU3HAYAIOTHCS TIIMOOKUM PO3YMIHHIM 180-200 BinminHO
CYTi MUTaHHS TPOTPAMHOTO MaTepiay
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