MIHICTEPCTBO OCBITU | HAYKW YKPATHU
HALIOHANTbHNIA YHIBEPCUTET «MO/NITABCbKA MONITEXHIKA
IMEHI FOPIA KOHAOPATHOKA»

MOPOOAXEHO SATBEPAXYIO
[ekaH rymaHiTapHoro NPUManbHOT KOMiciT,
K.Mef.H., LOUEHT HauioHanbHOro yHiBepcuTeTty
noniTexHika
KoHpgpaToKa»,
AHHa Bonogumnp OHNWEHKO
24 6epesHs 2021 p. i?.

MPOI'PAMA
®AXOBOI0 BCTYMHOIO BUMPOBYBAHHS

3i cneuiansHocTi 029 «IHGopmaliitHa, 6i6nioTeyHa Ta apXiBHa cnpaBa»
ranysi sHaHb 02 «KynbTypa i MUCTELTBOY»,
APYruiA (MaricTepCcbKunil) piBeHb BULLOT OCBITU

Mporpamy 3aTBepA)XeHO Ha 3acigaHHi BUEHOT pagu
rymaHiTapHOro gpakynbTeTy
MpoTokon Ne 17 Bif 24 6epesHs 2021 p.

MONTABA 2021



1. 3ATAJIbHI NMOJ1I0>KEHHA

Mporpama (axoBoro BCTYMHOro BUNPOOYBaHHA CKnafgeHa BiANOBIAHO [0
rasly3eBoro crtaHfapTy BMLL,OT OCBITM YKpaiHM «3acobu [iarHOCTUKM SKOCTI BULLLOT
OCBITK 6aKanaBpa».

daxoBe BCTynHe BUNPOOYBaHHA MPOBOAATbL Ha MiAcTaBi OWIHKOBaHHA PIiBHSA
npogecinHNX 3HaHb, YMiHb i HaBMYOK BUNYCKHWKiB, nepefbavyeHnx NCBO MOHY
«OCBITHbO-KBasipikauiiHa  XapakTepucTuka  6akanaBpa», 3  BUKOPUCTAHHAM
3arafsibHofep>aBHUX METOAIB KOMMEKCHOT AlarHOCTUKWU (CKnafjaHHSA KOMMJIEKCHOro
KBanighikaliiHOro [Aep>XXaBHOr0 eK3aMeHYy i 3axMCTy KBanidikalinHoT G6akanaBpCbKOi
po6oTn).

MeTolO (PaxoBOro BCTYMHOro BUMPOOYBaHHA € nepeBipKka W OLiHIOBaHHSA
TEOPETUYHOT Ta NPaKTUYHOT NiAroToBKM 6akanaBpa, BCTAHOB/IEHHS PiBHA MOr0 3HaHb 3
OCHOBHUX (axoBuX AUCUMMNAIH, TXHbOT BiAMOBIAHOCTI BMMOram CcTaHAapTy AKOCTI
OCBITW, MNONOXEHHAM TMpPO CTYMNeHeBy OCBITY, HaBya/ibHUM MJaHam i nporpamam
MNigroToBKM (PaxiBLiB.

MpodeciiiHa KoMNeTeHLWia daxiBua 3i cTyneHeM 6akanaBpa nonsarae B peanisauii
cneuianbHUX  (MYHKLWiA, MOB’A3aHUX 3  PO3PO6GNEHHAM Ta  BMPOBA[KEHHAM
TEXHONOTIYHUX NPOLeCciB AOKYMEHTYBaHHSA, opraHizalieto iHhopMauiinHOT AiSNbHOCTI;
PO3B’A3aHHI CTEPeOTUNMHUX 3aBAaHb i3 [OOKYMEHTO3HaBCTBa W iH(oOpMaLiiiHOT
AIANBHOCTI; YXBaNeHHA OnepaTUBHUX PilLeHb Y MeXXax CBOET KOMMeTeHLiT.

daxoBe BMNPOOYBAHHA BPaxoBYE pPiBEHb CHOPMOBAHOCTI Yy BWUMNYCKHUKA 3i
CTyneHem 6akanaspa:

- CTiiKOro cBiTOrNA4Y, MPaBUIbHOTO CAPUMHATTA Ccy4yacHUX npobrem
PO3BUTKY CYCNi/IbCTBa, NOACBKOT0 BYyTTH, AYXOBHOT KY/IbTYPU;

- aKTUBHOT XUTTEBOT Ta rPOMaAsHCbLKOT MO3ULIT;

- 30aTHOCTI A0 e()eKTUBHOT KOMYHiKaLiiHOT B3aEMOLIT;

- NMparHeHHs [0 3aCBOEHHA HOBUX 3HaHb | CAMOBAOCKOHAa/IEHHS.

daxoBe BCTynHe BunpobysaHHA 3i crneuianbHocTi 029 «IH(opMmauiiiHa,
bibnioTeyHa Ta apxiBHa cnpaBa» MPOBOAUTbL (PaxoBa eK3aMeHauiiHa KoMicis,
3aTBepA)KeHa HakasoM pekTopa HauioHanbHOro YyHiBepcutety «llontaBcbka
nonitexHika imeHi HOpia KoHpgpaTioka». Cknag (axoBoi ek3aMeHauillHOT KOMicil
BM3HAYeHO 3 ypaxyBaHHAM creyndiku cneyianbHOCTI. Y pob6oTi KOMicii 6epyTb yyacTb
MPOBIAHI BMKNagadi 3 AUCLUNJIIH, WO BXOAATb A0 CKIady eK3aMeHy.

daxoBe BCTYyMHe BUMNPOOYBaHHA MNPOXOAUTbH Yy MpuMiweHHI HauioHanbHOro
YHiBepcuteTy «llontaBcbka nonitexHika imeHi KOpia KoHapaToKa» i TpUBae NpoTsarom
OAHIET aCTPOHOMIYHOT roguHn (60 XBUINH).

2. ETAMN TA 3SMICT ®AXOBOI'O BCTYTHOI O BUTTPOBYBAHHHA

BcTynHe BUNpo6YyBaHHA Mae Ha MeTi NepeBipKY 3aCBOEHHS TEOPETUYHUX 3HAHb Y
ranysi [OKyMEHTO3HaBCTBA Ta HAaBMYOK POGOTM 3 AOKYMEHTaMW i [AOKYMEHTHOI



iHhopmaLie, YMIHHA 3acTOCOBYBaTW HabyTi 3HAHHSA, MeTOAM | METOAMKWU HayKOBUX
AOCNIAXKEHb.

MpoBefeHHA (axoBOro BCTYMHOro BUMNPOOYBaHHA TPYHTYETbCA Ha TaKUX
NpUHUMNax:

- [OTPUMAHHA BUMOTI CEKPeTHOCTi nif 4ac BUKOPUCTAHHA 4u 36epiraHHs
maTepianis BCTYMHMUX BUNPOOYBaHb;

- 3abe3neyeHHs iH(QOPMaLiAHOT Ta NCUXONONiYHOT MIArOTOBKW CTYAEHTIB [0
(haxoBOro BCTYMHOro BUMNPOOyBaHHS;

- YHi(pikayis MeToagMKM A YMOB MpoOBeAeHHA  (haxoBOro  BCTYMHOrO
BMUMPOOYBaHHS;

- 3B’30K BHYTPILWHLOr0 KOHTPO/IO BULIY 3 rasly3eBO0 CUCTEMOK aTecTauil Ta
NiyeH3yBaHHA (axiBLiB.

Mepenik nuTaHb A1 MIArOTOBKM [0 icnuTy 6a3yeTbCA Ha HaBYalbHOMY
martepiani pyHgaMeHTanbHUX 1 chneyianbHUX AUCUWMNMIH, WO BMBYaNW CTYAEHTU 3a
nepwnm (bakanaBpCbKNUM) piBHEM BULLLOT OCBITMW.

daxoBe BCTYyMHe BUNPOOYyBaHHA NPOBOAATL ¥ (hOPMi TECTOBOT MepeBipKN 3HaHb.
TecToBa nepesipka 3HaHb OXOMNJIKOE TaKi AUCUUNIHN:

* [OKYMEHTO3HaBCTBO;

e [LiNOBOACTBO;

*  NIHIBICTUYHI OCHOBM AOKYMEHTO3HABCTBA,

*  3aXUCT IHopMaLiT;

*  KOMMN’HOTEpPHI Mepexi.

3. BUMOI' 4O TECTOBUX 3ABAAHb

TecToBi 3aBAaHHA TMOBUHHI OYyTWM 3aKpUTOi (OpMMK, MaTM YOTUPU BapiaHTK
BifMOBiAeN, cepen AKNX NULle OfHa - MpaBusbHa.

KifnbKicTb TeCTOBUX 3aBAaHb 3 BIAMOBIAHOT AUCLUNMAIHM BU3HAYalOTb 3aJIEXKHO
Bif KiNbKOCTI BiBeAeHUX rOAUH Ha i1 BMBUYEHHSA. 3arasbHa KifbKiCTb TeCTOBMX 3aBfaHb
NMOBMHHA 6YTN He MeHLe HixX 40.

4. MPOLUEALYPA NMPOBEAEHHA ®AXOBOIO BCTYTIHOIO
BUMNMPOBYBAHHA

MpoTArom  OAHIET  aCTPOHOMIYHOT  TFOAMHM  MPOBOAATH  TeCTYBaHHA 3
BMKOPUCTaHHAM CTaHfapTHMX GineTiB.

KOXXHWIA CTyleHT BHOCUTb A0 6n1aHKa Ans Bi4NOBif4ei CBOT peKBI3UTU 1 YNPOL0BX
60 XBUNMH BIANOBIJAE HA TECTOBI 3aBAaHHA.



5. KPUTEPIT O IHKOBAHHA ®AXOBOIO BCTYMNHOIO
BUMNMPOBOBYBAHHHA

daxoBe BCTYNnHe BUNPO6OBYBaHHS OLiHIOKOTL 3a 6anbHO WkKanot (Big 100 go
200). BCTynHMK JonycKaeTbCca A0 y4vacTi B KOHKYPCHOMY Bif6opi A4na 3apaxyBaHHS Ha
HaBYaHHA, AKLWO0 pe3y/bTaT (PaxoBOro BCTYMHOro BUNPOOYBaHHA CTaHOBUTbL HE MeHLUe
Hi>XX 125 6aniB. NpaBMIbHO BUKOHAHE OfHe TeCTOBe 3aBfaHHA OUiIHIOWTb Yy 2,5 6anu.
MakcuManbHa KifbKicTb 6aniB, AKy MOXe Habpatu abiTypieHT, BMKOHAaBLUW TECTOBI
3aBAaHHA, ctaHoBUTL 200 6anis (Tabn.l).

MepeBipKy TeCTOBMX 3aBfAaHb 34INCHIOOTb 3a K/OYEM.

Tabnunug 1
Kinbkicte  Kinbkictb % Kinbkicte  KinbkicTb %
npaBuUIbHUX Ganis NpaBUNbHUX npaBUIbHUX 6anis NPaBUIbHUX
BignoBigew BiAnoBiaen BiAnoBiaen BiAnoBigen
1 102,5 2,5 21 152,5 52,5
2 105 5 22 155 55
3 107,5 7,5 23 157,5 57,5
4 110 10 24 160 60
5 112,5 12,5 25 162,5 62,5
§) 115 15 26 165 65
7 1175 17,5 27 167,5 67,5
8 120 20 28 170 70
9 122,5 22,5 29 172,5 72,5
10 125 25 30 175 75
11 127,5 27,5 31 177,5 17,5
12 130 30 32 180 80
13 132,5 32,5 33 182,5 82,5
14 135 35 34 185 85
15 137,5 37,5 35 187,5 87,5
16 140 40 36 190 90
17 1425 42,5 37 192,5 92,5
18 145 45 38 195 95
19 1475 47,5 39 197,5 97,5
20 150 50 40 200 100



6. MPOIrPAMHI NMMTAHHA, BUHECEHI HA BCTYTIHE
®AXOBE BNTIPOBYBAHHHA

OJOKYMEHTO3HABCTBO
JOKYMEHTO03HaBCTBO AK HayKa

« [MOHATTA NPO AOKYMEHTO3HABCTBO AK HaYyKOBY AUCLMUMIHY.

* OCHOBHI eTanu poO3BUTKY [OOKyMeHTO3HaBcTBa. BHecok [lona Otne B
PO3BUTOK HayKMN MPO LOKYMEHT.

e OO6’eKT | npeameT J[OKYMeHTO3HaBcTBa. CTpyKTypa [AOKYMEHTO3HaBCTBaA.
KoHuenuii [JOKYMeHTO3HaBCTBAa B Cyd4acHiil ykpaiHcbKih Hayuyi (C. Kynewos,
H. KywHapeHko, M. CnobogaHuk, I'. LLIBeyoBa-Bogka, H. 3iHoB’eBa, B- be3gpabko).

o 3arasbHe Ta cneuianbHe AOKYMEHTO3HABCTBO. B3aem03B’a30K
AOKYMEHTO3HaBCTBa 3 IHWWMW  Haykamn  (iHpoOpmMaTMKOK, apXiBO3HaBCTBOM,
KHWIO3HAaBCTBOM, My3€€3HaBCTBOM, 6i6/1i0OTEKO3HABCTBOM, AiN0OBOACTBOM).

MOHATTA «I0KYMEHT»Y JOKYMEHTO03HaBCTBI

- EBONOUIA NOHATTA «A0KYMEHT». [lOKYMEHT SIK MUCEMHE CBiJYEHHS.

e JIOKYMEHT K O(iLiHMIA aKT.

e [lOKYMEHT K «HOCili 6yAb-gKOi couianbHOT iHpopMauil Ta MaTepianizoBaHa
nam’aTte nogcrtea» (M. Otne).

e JIOKYMEHT K MaTepia/ibHUI 06°eKT i3 3aKPinieHOo0 iHpopMaLicto.

e CyyacHi TIyMayYeHHS NOHATTSA «LOKYMEHT».

JOKYMEHT AK cucrTema

« JlOKYMEHT SiK CUCTEMHUI 06’ekT. IHhopMaLiiiHa M maTepianbHa NigCcUCTEMU
LOKYMEHTa.

* EnemeHTU AK cCKNagHMKN NiACUCTEM.

* BpnactmBocTi Ta 03HakKM [OKyMeHTa. @DYHKUIT [AOKYMeHTa: 3arasbHi
(iHthopmauiiHa, KOMYHiKaTMBHa, MNi3HaBa/bHa), cneuianbHi (perynaTtvBHa, NpaBoBa,
Ky/nbTypHa, MemMopiasibHa, MCUXO0N0riyHo-peKpeayiiHa, CTaTUCTUYHA TOLO).

e IH(opMaLinHMiA | maTepianbHUIN CKNAAHUKN LOKYMEHTA.

CTpyKTypa AOKYyMeHTa

* BHyTpIWHA Ta 30BHIWHA CTPYKTYpa LOKYMEHTA.

o CTpyKTypa TeKCTy. PekBi3UTW [OKYMeHTa SK CYKYMHICTb 060B’A3KOBUX
CTaHAAPTHUX JaHUX NP0 LOKYMEHT.

e PekBi3uTM HK 3aci6 HajgaHHSA [LOKYMEHTY HpPUAUYHOT cunn. PyHKUIT
PEKBI3UTIB.

* |H(opmayis (TekcT) i MeTaiHpopMmayis (iHpopmaLis NPo TEKCT, PEKBI3NTK).

e BwuxigHi Ta BUNYCKHI AaHi, IXHA CTPYKTypa il PYHKLiOHaNbHe MPU3HaYeHHS.

 EnemeHTM 30BHIWHLOT opmn (0bKNagMHKa, cynepobkKnaguHka, Mepennir,
(hop3al, KHMXXKOBWNIA 610K, KOPiHELb, KHMXXKOBUI (hyTNsp).



MeToaun Ta cnocobu JOKYMeHTYBaHHSA

» KopayBaHHS 4OKYMeHTHOT iH(opmauii. Bumoru fo cuctemmn KogysaHHA. Buam
KoAyBaHHA: andaBiTHMA, UNDPOBUIA, andaBiTHO-LNHDPOBUA, PENbEQNHUA, MaTPUUYHUNA.
Komb6iHOBaHI BUAM KOA4iB.

 MoBa fiK HOCi/ iH(popMauii. 3HakoBMIA MeToA hikcauil iHhopmauii. 3HaK K
oanHMUS iHpopMauil. MOBHI Ta HEMOBHI 3HaKW. EM6NEMHI 1 peyoBi 3HaKMW.

e [cTOpUYHI TUNKN NUCbMa: BY3/10BE, Ma/ItOHKOBE, MiKTOrpagiyHe, igeorpadivHe,
ieporniivyHe, POHETUYHE.

e« Cnocobun i 3acobu dikcauil iHopmauil: PyYHUIA, MeXaHiYHMIA, (OTO- Ta
MarHiTHUI 3anucu iHpopmawii.

Knacuikauis JOKYMEHTIB

e Oco6nmBOCTI Knacu@ikauil AOKYMEHTIB. YMOBM Knacuikayii AOKYMEHTIB
(HaABHICTbL  KpWUTepito, B3AEMOBUK/OUYEHHS, BUYepnHICTb Knacudgikayii). Merta
Knacudikauii LOKYMEHTIB.

e Knacugikayia 4OKyMeHTIB 3a iHhOpMaLiiHUM CKNagHUKOM: 3MIiCTOM, pPiBHEM
y3arafibHeHHa [H(opMaLil, XapakTepoM 3HaKOBMUX 3aco6iB dikcayii IHopmauil,
KaHa/sioM CNPUAHATTA iH(opmMaLil, CTyneHeM po3noBCOAKEHHA iHpopMmaLii, cnocobom
LOKYMEHTYBAHHA.

e Knacugikauia JOKYMeHTIB 3a MaTepia/lbHUM CKNagHWKOM: MaTtepiasioM HoOcCis
IHhopMaLii, maTtepianibHOK KOHCTPYKLUIELD.

* Knacugikayisa JOKYMeHTIB 3a 06CTaBUHAMWU (PYHKLIOHYBAHHS B 30BHILLHbOMY
CepefloBULLI:  PerynapHicTio  BUXOAY, TMOCNIAOBHICTIO TMOSBM B  30BHILWHbOMY
cepefoBuLi, MiCLLEM MOXOAXKEHHSA Ta NOLINPEHHS.

o Knacugikauifa OKYMEHTIB 3a MPMU3HAYEHHAM: LibOBUM i YMTaALbKNM.

CouianbHa JOKYMeHTHO-KOMYHiKauiiHa cucTema

« [MoHATTA KOMYHiKaUilAHOro npouecy. TunM KOMYHiKaLiil: [BOCTOPOHHS,
rpynosa, cneuianizoBaHa, MacoBa.

e [lpocTopoBuiA i yacoBuih bGap’epu, cnocobm TXHbOro  MNOAONAHHS.
KomyHikauiiHui akT. TligcucteMmn JOKYMEHTHOT KOMYHiKauil.

* JlOKYMeHTHa [iANbHICTb: [AOKYMEHTYBaHHA, 00p0o6/ieHHs, MOLWWPEHHS,
30epexXeHHa 1 yTunisauia. «>KMTTEBUIA LUNKN» AOKYMEHTA.

* JIOKYMEHTHIi NOTOKKN, Macusu, pecypcu.

e Jl1OKYMEHTHI (hoHaW: 6i6nioTeYHUiA, iIHpopMaLinHNIA, apXiBHUIA, MY3eNHNA.

3arasibHa XxapakTepucTuka Ta Knacugikayisa sugaHb

« CniBBIHOWEHHA TMOHATbL «LOKYMEHT» | «BUAAHHA». BupgaHHa 9K Bug
AOKYMeHTa. 3aranbHi i cneundiyHi o3Haky BUaHb.

* Kputepii knacuikayii BuaHb: LiJibOBE Ta YATaLbKe NMPU3HaYeHHs, XapakTep
IHhopMaLil, CTPYKTypa, MaTepianibHa KOHCTPYKL s, ob6car.

Buan TeKCcTOoBUX BUAaHb

« 3arafbHa XapakTepucTuka oilLinHNX BUAaHb.

 BupgaHHA opraHiB [ep>xaBHOT Bfagun W MicLeBOro camoBpsfyBaHHS.
KoHcTuTyuia YKpaiHu. 36ipHUK 3aKoHIB. OiliiHi JOKYMEHTHN.



» 3arasibHa XapakTepucTuMKa HayKOBMX | HAYKOBO-MONYNAPHNUX BUAAHb.

e Martepiann HayKoBOT KOH(hepeHUii. Te3n gonoBige HayKOBOT KOH(epeHLUii.
36ipHUK HAyKOBMX npaLb.

* HaykoBo-nonynapHi  BMAAHHA:  MOHOrpadid, Hapucu, eHuuKioneais.
B1po6HMYi BULAHHS.

o 3arasbHa XapakKTepucTMKa HaBYa/libHUX BUAAHb: MiAPYYHWUK, HaBYaNbHWUNI
MOCiOHUK, XpecToMarTis, NPakKTUKyM, HaBYasibHa Ta poboya nporpamu.

e 3arasbHa XapakTepucTmka [OBIAKOBUX BWUAAHb: €eHUUKNOMNeAisd, [AOBIAHWK,
CNOBHUK (TNYMayYHUA, TEPMIHONMOTIYHMIA, opdorpadiyHmin, ABOMOBHUIA, PO3MOBHMUK).

e 3aranbHa XapakKTepucTuka iH(opmayinHuX | peknaMHUX  BUAaHb.
Knacugikayis 6i6niorpa®@ivyHnx BuaaHb.

e bib6niorpagiyHi ceigueHHs Ta 6i6niorpaivuHnin 3anuc.

* PedepatvBHI BMAaHHA: XXypHan, ekcnpec-iHpopmayid, ornsgoBe BUAAHHSA.
PeknamHi BUAaHHS.

* 3arasibHa xapakTepucTuka NiTepaTypHO-XYA0XHIX BuAaHb. [MoBHe 3i6paHHA
TBOPiB. BnbpaHi TBOpu. AHTONOTIA. ANbMaHax.

KHura gk Buna BuaHHs

« ToHATTA «KHUTra». CyyacHa KHura sk 3acib coyiasibHOT KOMYHiKau,ii.

» CTaHOB/IEHHA Ta PO3BUTOK KHUTN. OCHOBHI eTanu ICTOPIi YKPaiHCbKOT KHUTU.

e KHura gk pisHoBupg AokymeHTa. CTpyKTypa KHUIW. BHYTPILWHI 1 30BHIiLWHI
eNEeMEHTUN KHUTMW.

e Jl0BigKOBO-AOMOMIDKHMIA | HayKOBO-AOBIiAKOBWIA anapat. LUASxX KHUrm o
ymTava.

MaTeHTHI Ta HOpMaTWBHI AOKYMEHTN

« T[laTEHTHWI JOKYMEHT.

* HopmaTtMBHUIA LOKYMEHT.

o [MpomucnoBWiA KaTtanor i NPencKypaHT.

[MNepiognyHi Ta NpoAoB>KyBaHi BUAAHHSA

* [loHATTA Npo nepiognyHe Ta NPOAOBXYBaHE BUAAHHS.

* Ocob6nuBocTi rasetun. XXypHar.

» [lpoposXyBaHe BUAaHHA (36ipHUK, Yaconuc). broneteHb. KaneHgap.

KapTorpadivHi BugaHHs

e 3aranbHa xapakTepucTukKa KapTtorpagivyHux BuAaHb: KapTorpadgiyHi 3HaKw,

KapTa, aTnac, rnobyc.
My3U4YHI JOKYMEHTN
* Knacugikayis My3snyHUX OKYMEHTIB. PO3BUTOK MY3UYHOTO APYKY.
* PekBi3UTU Cy4yacHOro My3M4HOro JOKyMeHTa.
I30rpadpiyuHi BUAaHHA

- 3arasibHa xapakTepucTuka i3orpagiyHuMx BuAaHb: Naakar, XyLOXHSA
penpoaykuisa, ectamn, NUCTiBKa, aibboMm.

* T[lpuknagHa rpagika.



AyaiosisyasnibHi LOKYMEHTMU
« lcTopisa BUHUKHEHHSA 1 PO3BUTOK ayAioBidyanbHUX AOKYMeHTIB. Knacudikauis
ayaioBi3yaflbHUX OOKYMEHTIB.
e [oHATTA nNpo KIHOAOKYMEHTM, TXHI o0co6nmeocTi. KiHODINbMK, TXHSA
CTPYKTYypa Ta pPeKBi3nTMu.
o [iainbMn: xapakTepHi 03HaKu, PiSHOBUAW, CTPYKTYpPa, PEKBISUTH.
* Bigeoinbmun, TXHi 0C06INBOCTI, Pi3HOBUAN.
e [liano3nTue fAK Pi3HOBUA (POTOAOKYMEHTA: XapaKTepHIi O03HaKu, Pi3HOBUAM,
CTPYKTYypa Ta pekBi3ntn. KomnnekT fiano3nTuBis.
e ®OHOLOKYMEHT, MOro pi3HOBMAM.
HeonybnikoBaHi JOKYMEHT U
« TMOHATTA  «HeonyONikOoBaHUW  LOKYMeHT». 3arajlbHa XapakKTepucTuka
OCHOBHWUX BUAIB Heony6/ikoBaHUX [LOKYMEHTIB: AucepTayis Ha 3400yTTA HayKOBOro
CTyneHa KaHaupata (4OKTopa) Hayk, aBTopedepar aguceprauii, 4eMOHOBaHUIA pyKonuc,
MPenpuHT, HAYKOBUWIA Nepekag TOLLO.

[JOKYMEHT AK YaCTUHA KyNbTYPHO-ICTOPUYHOT CnafLnHm

o [ OKYMEHT AK YaCTUHa KY/IbTYPHO-ICTOPUYHOT CNAALLNHN.

e [loHATTA nNpo  apTedakTHWA  JOKYMEHT, WOro  o3Haku. Kputepii
apTed)akTHOCTI.

o XapaKTepucTmka LiHHUX, pigKICHUX Ta YHIKaNbHUX AOKYMEHTIB.

JOKYMEHT W Ha HOBITHIX HOCISAX IH(popmauii

« TToOHATTSA Npo MikporpaivyHnii JOKYMEHT, NOro o3Hakn. Buawn i knacuikayis
MiKpohopMm.

e [epdopoBaHuin JOKYMeHT. MepokapTu, nephoCcTPiuKn, IXHi 0CO6IMBOCTI.

* MarHiTHMA [JOKYMEHT: BWAW, O3HaKW, (QYHKUIT, CTpyKTypa. Knacudikauis
MarHiTHUX [OKYMeHTIiB. [lepCcrneKTUBM BUKOPWUCTAHHA MarHiTHUX [OKYMEHTIB Y
NOKYMEHTHO-KOMYHIiKaLinHiA AiSNbHOCTI.

e T[TOHATTA NPO ONTUYHWUIA LOKYMEHT, NOr0 3arajibHa XapakTepucTuka, nepesaru
N 0OMEXEHICTb Y BUKOPUCTaHHI. Buanm onTUYHMUX AOKYMEHTIB, TXHI 03HaKMW.

e [MoHATTS «ronorpais», «ronorpadivyHnii - OOKyMeHT». OCHOBHI eTanu
PO3BMTKY ronorpamu. Bugu ronorpadiyHnUX AOKYMEHTIB, TXHi 03HaKu, nepesarn i
0OMEXEHICTb Yy 3aCTOCYBaHHI.

4110BO4CTBO
IcTOpiA pO3BNTKY AiN0BOACTBA
e IcTOopia pO3BUTKY MUCEMHOCTI. BWHMKHeHHA pinoBofcTBa. CKnagaHHA
LOKYMEHTIB 3a YaciB KniscbKoi Pyci.
» CyyacHe fep>kaBHe peryntoBaHHA Ai/IOBOACTBA B YKpaiHi.
e OpraHisauis ginoBoAcTea Ta Moro ocob6MBOCTI.
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JOoKYyMeHT §K 3aci6peanizauii QyHKLiAynpasniHCbKOT AiSIbHOCTI

« TMoOHATTA Npo [OKYyMeHT. CTpyKTypa [LOKYMeHTa. [OKYMEHT K CKNagHUK
LOKYMEHTHOT KOMYHIiKauiT.

o T[TOHATTSA Npo AiNoBUI AOKYMeHT. Knacudikayisa LOKYMEHTIB.

e Bumorm pgo odopmieHHAa  AokKyMeHTa.  [puHumnu  Ta  npasuna
LOKYMEHTYBaHHS.

e CraHpapTusauia W yHiikauia ynpaBniHCbKMX [AOKYMEHTIB. YHIi(DiKoBaHi
CUCTEMMW YMPaBAiHCbKUX JOKYMEHTIB.

HopmaTwnBHO-MeTOANYHA 6a3a AiNnoBoACTBa

e 3akKoHOfaB4Ya, HOPMATUBHO-MpaBoBa 6a3a AiANbHOCTI CUCTEMU [iN0OBOACTBA Ta
cy6’eKTiB AiNI0BOACTBA B YKpaiHi.

 HopmaTMBHO-NpaBOBi akTW, fAepXaBHi cTaHAapTW B ranysi finosojcrea i
apxiBHOT cnpasu.

MpaBmna oopMIeHHS ynpaBniHCbKUX JOKYMEHTIB

« TloHATTA NpO pPekBi3UTU CNYyXO0BUX [OKYMEHTIB. PeKBI3UTU [OKYMEHTIB
3riiHO 3 lep>XaBHUM CTaH[apTOM.

« Cknaf, 3MIiCT | BMMOIM [0 poO3TallyBaHHA pPeKBi3UTIB (gatyBaHHA,
ajpecyBaHHA, IHAeKcalifa, NOrog)KeHHsA, 3acBigyeHHsA, pe3ontouisa, BIAMITKM Npo
NMPOXOAKEHHA Ta BUKOHAHHA [OKYMEHTIB, opopM/eHHS Konil, o)opMIeHHA A0AAaTKiB
[0 fLOKyMeHTa). MMpocTaBneHHA NO3HAYOK Ha AOKYMEHTaX.

* bnaHK cny>X60B0Oro JOKyMeHTa, NPOEKTYBaHHA 61aHKIB JOKYMEHTIB.

 Bumoru fo LOKYMEHTIB, WO TX BUTOTOBAAOTL 3a 4ONOMOro ApYyKYyBaSbHUX
3aco6iB. O(OpMOBAHHA CNY>XO0BMX [LOKYMEHTIB 3a [LOMOMOrow 064MCNOBaNbHOI
TEXHIKN.

dopMyBaHHSA cnpas i 36epiraHHA LJOKYMEHTIB

* HomeHknatypa cnpaB fK Cxema po3nofiny Ta rpynyBaHHA BUKOHAHUX
[OKYMeHTiB. CKnafiaHHA HOMeHKNaTtypwu cnpas, i1 Buau. 3BefjeHa HOMeHKNaTypa cnpas.

* [lpaBuna popMyBaHHS Cnpas.

* Twumuyacose 36epiraHHA JOKYMEHTIB Y CTPYKTYPHUX Nigpo3ginax.

CyyacHi fifnoBi JOKYMEHTW: Knacugikauia Ta npasuna opopmieHHA

« XapakTepucTtuka opraHizayiiHMX  AOKYMEHTIB:  MOJIOXKEHHHA,  CTaTyT,
IHCTPYKUis, NnpaBuia. Bumorun fo IXHbOro yknagaHHA i opopMIEHHS.

* Cneuudika yknafaHHsa po3nopagunx AOKYMeHTIB. [TOHATTA Npo NOoCTaHoBY, il
CTPYKTYPY. Y XBana K npaBoBuUi akT. 3arabHi i1 YaCTKOBI PO3NOPSALIKEHHS.

o CTpyKTypa TeKCTy Haka3sy, Noro Buamn, pekBisnTu.

e Ocob6nmBoCTi OMOPMNEHHSA [OBiAKOBO-iHPOpPMaLiMHUX [LOKYMEHTIB (akTw,
[OBIAKW, CNy>X60BI 3anMnCKW, OronoweHHsa). Buam ta CTPyKTypa TEKCTY CAy>X60BUX
NNCTIB.

e 3MICT i pekBi3UTM nnaHy pob6oTun, 3BiTY. Cneundika yknagaHHa cny>K60BUX
TeneoHorpam Ta (pakcis.
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e 0OO6nik ocoboBoro cknagy nignpuemctBa (opraHisayir). Mopsagok BeAeHHS
ocoboBuUX cnpas.

* 3adBa, Ti BUAN, PEKBIZNTHN.

* Hakasu wopao ocob0BOro ckiagy.

* Bumoru go opopmMieHHA KOHTPaKTIB, TPYA0BUX Yroa,.

o [lopsfoK  BeAeHHA  TPYLOBUX  KHMXKOK  nmpauiBHMKiB.  Oco6nmMBOCTI
0(DOPM/IEHHS LOKYMEHTIB NPO BiAPALXKEHHA npaL,iBHUKIB.

e CkKnafaHHA 0CO6UCTUX LOKYMEHTIB.

e 3aranbHa XapakTepucTuka 061iKoBo-(hiHaHCOBOT AOKYMeHTaUil: rapaHTinHWIA
NINCT, 3asBa-30060B’A3aHHA, 3as9BKa, KBMTaHLif, HaKnagHa.

* [ocnofapcbKO-4OrOBIPHI JOKYMEHTU, 0COB/MBOCTI IXHLOr0 OMOPMIIEHHS.
[orosip noctavyaHHs. [lorosip nNpo MaTepianbHy BignoBiAanbHICTb. 3pa3kn AOroBopiB 3
IHW WX NUTaHb.

JOKYyMeHTYBaHHA AiANbHOCTI KoMeriasibHMX opraHis
* [lnaHyBaHHA po60OTW MiCLEBMX OpPraHiB BNagm.
o [JlOKyMeHTYBaHHA  [LiSNbHOCTI  KoneriafibHMX  opraHis. [ligrotoBka M
0(hOpM/IEHHS AOKYMEHTIB A0 3aciflaHb KonerianbHUX OpraHie.
e [lpu3HayeHHA Ta OCHOBHI CKNagHWKK NpPOTOKONy. Pi3HOBMAM MPOTOKONIB 3a
obcArom gikcoBaHoOT iH(opMmauil. Bumorn no odgopmneHHsa npoTokony. CTpyKTypa
TEKCTY BUTArY 3 MPOTOKONY, NOr0 PekBi3nTH.,

OpraHizauist cny>k6u JoKyMeHTauiinHoro 3abe3neyeHHs ynpasniHHSA
- OpraHizauig fginosogctea B YycTaHoBi. OpraHizayiinHi Gopmn poboTn 3
AOKYMeHTaMu.
* OCHOBHI 3aBfaHHA Ta (YHKUIT cnyxéu pginosoactea. LUTaTHMIA po3nuc i
KiIbKiCHUIA cKnapg cny>6u AinoBoAcCTBa.
e YnpaBniHHA cnyx6o0w AainosoActea. Bumorm oo KepiBHUKA  CNyX6u
AiNnoBOACTBA, MOro (hyHKLIT, NpaBa. Y MOBK npaui npayiBHUKIB cnyx6u ainoBoacTsa.

TexXHONOrivHI NpoLecK 3 OKYMeHTauiinHoro 3abe3neyeHHs ynpas/iHHA

o TlOHATTA  «AOKYMeHTO00Oir», 1Oro po3BWUTOK, HOPMaTWBHO-MeTOAMYHA
pernameHTauis.

e [MpuitmaHHSA, nonepefHiin po3rnsag i po3nofin BXigHUX AOKYMeHTIB. opsanok
onpautoBaHHA Ta HaaCUNaHHA BUXIAHUX JOKYMEHTIB.

e 3aranbHi MNOJIOXKEHHA TMPO peecTpauito AOKyMeHTIB. [lopafok peecTpauii
BXIAHMX, BUXIOHWX 1 BHYTPIWHIX AOKYMeHTiB. dopmu peecTpauil [LOKYMEHTIB.
ABTOMAaTN30BaHI CUCTEMW peecTpaLii LOKYMEHTIB.

e OpraHizauid KOHTPONK BWKOHAHHA [LOKYMEHTIB. 3HauyeHHA, BUAW K opmu
KOHTpPOM. TwunoBi CTPOKM BUKOHaHHA [OKYMEHTIB. ABTOMaTM30BaHa CUCTeMa
KOHTPO/0 BUKOHAHHA LOKYMEHTIB.
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o [lopsAfOK KOHTPO/IO 3a PO3rnsagoM NUCbMOBUX M YCHUX 3BEPHEHb FPOMAfSsH.
Po6oTa 3 nponosuuiamu, 3asBamum Ta cKapramum rpomagaH. Ocobuctmin npuinom
rpoMagsH.

* HomeHknatypa cnpaB fK CxXxema po3nofiny Ta rpynyBaHHA BUMKOHAHUX
LOKYMEHTIB. Buan HOMeHKnaTtypu cnpas. [pynyBaHHA [LOKYMEHTIB Yy CnpaBy, TXHE
PO3MiLLLEHHS.

 HoMeHKnatypa cnpae CTPYKTYpPHOro nigposginy. 3BefeHa HOMeHKnatypa
crnpas opraHisayii. Mpasuna popmyBaHHA cnpas.

e MeTa 1 OCHOBHiI eTanu nNIAroTyBaHHs [OKYMEHTIB [0 306epiraHHA i
BMKOPUCTaHHA. TumuyacoBe 306epiraHHsA [OKYMEHTIB Yy CTPYKTYPHUX Migpo3sginax
opranisayii. MigrotyBaHHA JOKYMEHTIB 40 36epiraHHA Ta BUKOPUCTaHHSA.

* EkcnepTHe OUiHOBAHHSA LIHHOCTI LOKYMEHTIB.

* OdopmntoBaHHA cnpas. CknagaHHA OnNuciB cnpas Yy AiNIOBOACTBI opraHisauyii.

» [lepepaBaHHA cnpaB A0 apXiBYy opraHisauil. 36epexxeHHA 6naHKiB, MeyaTok i
LTamnis.

Hogi iH(hopMaLinHi TexHOoOoriT B JOKYMeHTaLlinHMX npoLuecax
* Komn’toTepusauisa AoKyMeHT006iry. Oco6nmBoCTi po60Tu 3 eNeKTPOHHUMMU
LOKYMEHTAMMW.
e [lobypnoBa eNeKTPOHHOT KaHUensapii. CTBOPEHHSA eNeKTPOHHOro apxisy.

NNIHBICTNYHI OCHOBU JOKYMEHTO3HABCTBA
Teope TUKO-MeTOAO/MOrNYHI 3acagm Po3BUTKY AOKYMEH THOINIHIBICTUKN
« [JOKyMeHTHa NiHrBICTMKA K TEOPETUKO-NPUKNALHA AUCLUNIHA.
* ICTOPUYHI BUTOKM JOKYMEHTHOT NIHIBICTUKMN.
* Micue JOKYMEHTHOT NIHIBICTUKN B CUCTEMI MOBO3HaBYMX HayK.

MeToAun NIHrBICTUYHOIO AOCNIAXKEHHA TEeKCTY AOKYMEHTa
e TpaauyinHi 1 HOBI HaNPSAMW NIHIBICTUYHUX LOCIAXKEHD.
e Onucosuint metof. CTPYKTYPHUIA MeTOL,.
e MartemaTnyHi Ta KOMMN'KOTEPHI MeTOAM | MPUIAOMK aHani3y TEKCTY.

TeKCT AK 06°eKT [OCNIA>KEHHS
- [loTpakTyBaHHS TEKCTY Y HayKoBil nitepaTtypi. O3HaKu TeKCTY.
o TekcT i guckypc. Komnosnyia (CTpyKTypa) TEKCTY CNy>XO0BMUX LOKYMEHTIB.
e Knacudikayisi TEKCTIB Y JOKYMEHTHIN NiHIBICTULI.

KaTeropii TekcTy
o 3arasibHe NOHATTA NMPO KaTeropii TEKCTY.
e Karteropil 3B’A3HOCTI 1 LiNiCHOCTI.
» Karteropisi AUCKPETHOCTI.
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» Karteropil iIHOPMaTUBHOCTI Ta KOHTUHYYMY.

JTIHTBICTMYHI HOPMKN TEKCTIB JOKYMEHTIB

« OpooeniyHi n opgorpadiyHi HOPMKU TeKCTiB [LOKYMeHTIB. [lopyLueHHA
npaBu/ YKpaiHCbKOT NiTepaTypHOT BUMOBU.

e 3acobn MWNO3BYYHOCTI YKpaiHCbKOT MOBW. HOpMMW HaronowyBaHHS ChiB
Cy4acHOT YKpaiHCbKOT iTepatypHOi MOBU.

* OpdorpadiyHi HOpMK TEKCTIB JOKYMEHTIB. Y>KUBAHHA BENUKOT NiTEPMW.

* [lpaBMna CKOpOYeHb Yy TeKkcTaX [OKYMeHTiB. [103HayeHHA UMPpPOBOT
IHpopMmaLii B JOKYMeHTax.

e JleKCMYHI HOPMW TEKCTIB AOKYMEHTIB. MOHATTA NPO TepMiH Ta MeTamoBY.

» JlekcukorpagiyHuUin acnekT MeTaMmoBU.

e Cnocobn TBOpeHHA A 0C06AMBOCTI BUKOPUCTAHHA [OKYMEHTO3HaBYOl
TepMIHONOTIT.

e Mop®onoriyHi HOPMW TEKCTIB [OKYMEHTIB. Y>XMBaHHA IMeHHMKa Ta
MPUKMETHUKA B OQiuiAiHO-A4iN0OBOMY MOBNEHHI. HOpMM BXMWBaHHS 4YWUCNiBHUKA B
npogecinHoMy MOB/IeHHI. B)XuBaHHA B [ifIOBOMY MOBJIEHHI AiecnioBa, 3allMeHHUKA,
AIENPUKMETHUKA, AIENPUCTIBHUKA.

o CnyX60Bi YaCTMHN MOBM Ta IXHE Y)KMBAHHA B JOKYMEHTaX.

* CWHTAKCUYHI HOPMW TEKCTIB AOKYMeHTIB. OCHOBHI BMMOIM [0 CUHTAKCUCY
Ai10BOr0 MOBNEHHA. CUHTAKCUYHI CTPYKTYPU B LINOBOMY MOBJIEHHI.

e TTyHKTyauilHi HOpMK AiNOBMX Nanepis.

J1eKCMKO-CTUNICTUYHI HOPMU LOKYMEHTHOINIHIBICTUKM
* HaykoBuit Ta 0QiLiAHO-AINOBUIA CTUNI Y NPOMECIAHOMY CMINKYBaHHI.
e JIIHrBOCTUAICTUKA [INOBOr0 /IMCTYBaHHA. 3arafbHi BMMOrM [0 TeEKCTY
cnyx60B0oro nucta. CTUNICTUYHI 0COBNMBOCTI CNY>XXO60BUX NUCTIB. ETUKET cnyx60B0ro
NNCTYBaHHS.

PepnaryBaHHS TeKCTOBUX €1eKTPOHHUX JOKYMEHTIB
« [loHATTA Npo pefaryBaHHA €NeKTPOHHUX AOKYMeEHTIB. MeToAun, MeTOANKK |
npoueaypa pegarysaHHsa. Oco6nMBOCTI pefaryBaHHs rnepeknagis.

SAXUNCT IHOOPMALLIT
MoHAT TA IHPopMaLinHOT 6e3nekn Ta TiMicuye B CUCTEeMI
HaLuioHaNbHOT 6e3neKkun
 Bwuan Ta gpxepena norpos iHpopMauiiHOT 6e3neKu.
e Cuctema HOpMaTMBHO-NPABOBMX akKTiB, L0 pernaMeHTyOTb 3abe3neyeHHA
iH(hopMaLinHOT 6e3neku.
e Buanm iHpopmauii. OCHOBHI NOHATTA 3aXUCTy iH(opMauil: 006’eKTH,
cy6’ekTu, KaHanu sButoky, HCA, pisHi goctyny(Cl i COMN).
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e [MpoTunpaBHa AiANbHICTbL B iH(OpMaUiiHi chepi. KapHo-npouecyanbHa
XapaKTepucTMKa KOMM’ IO TEPHUX 3/104MHIB.

* OCHOBHI 3aBfaHHA opraHi3auiiHoT cuctemun 3abesneyeHHs iHpopmalinHOT
6esnekn. [lep>XaBHa NoniTuKa 3abesneyeHHs iHopMaliinHoT 6e3nekn. CTpyKTypa W
3aBfaHHA CNy>X6mn iHhopmauinHoT 6e3neku.

e Mogenb benna-flanagynu £k OCHoBa No6byfoBM CUCTEM MaHAATHOIO
po3MeXxyBaHHA goctyny. OCHOBHI NOJIOXKEHHSA MOAEN.

 OcHoBHa Teopema 6esnekn. Buam Ta mxepena norpos iHpopmauinHoT
6e3nekn: AnMcKpeyiiHa h MaH4aTHa NoMiTUKa 6e3neKu.

OpraHi3zauis 3axucTy iHdopmaLii B onepayiiHux cucTemax. CTaHgapTHi
3ac06M 3aX1CTYy onepauinHmnx cucTem LLIn6ow

 BHyTpiWHI MexaHI3MM po3MexyBaHHA f[ocTyny (mapkepu Agoctyny Ta
JECKPUMNTOPU 3aXUCTY), TXHA CTPYKTYpPa, NpU3HaYeHHS.

* YyacTb MapKepiB LOCTYyny W AeCKPUNTOPIB 3aXUCTy B NpoLeaypi ofep>KaHHA
cy6’eKTiB OCTYNYy A0 06’€KTiB onepayintHUX CUCTEM.

« MexaHi3Mu ayanuTy Ta NPOTOKONIOBAHHA B onepauiiiHux cuctemax \Winclo\ys,
Knacu peecTpoBaHUX NOAIN, KepyBaHHA ayAuToM.

 AyauT fgocTyny A0 06’eKTiB i peecTpy. XXypHanu ayauTy, npaBuna 3sepTaHHA
3 )KypHanamu aygury.

 [lpaBa ¢painnoBoi cuctemn PITP8, npu3HayeHHA Ta KepyBaHHA MpaBaMMu.
Bu3HavyeHHA YMHHUX NpaB, MepesBipka npas Mig vac 3BepTaHHA A0 06’ekTa (DannoBoi
CUCTEMM.

e OO6nikoBi 3anucy KopuctysadiB i rpyn. 36epexeHHA iHopmayii npo
006/1iKOBI 3anuCK Ha TBEPAOMY AMUCKY.

* KnacnyHa ataka 3i ckufaHHa 1 nigbopy napons KopucTysaya.

e Cnocobun 3axncTy cUCTeMU, TXHA peanizayisa, MetToan 36epexxeHHsA iHpopmayil
Npo AMCKOBI 6/M10KWM, WO HanexaTb (ainnoBi B BAT, EXi2, TUITP8. 3aco6un 3a6e3rneyeHHs
HafiNHOCTI Ta BUCOKOT NPOAYKTUBHOCTI (paiifioBoT CUCTEMMN.

* LWunpposaHa arnosa cuctema EP8. Anroputmu wndgpysaHHsa i reHepauii
K/HOYIB.
Cnocobun 36epexXeHHs KN4oBoT iHhopMauil. PisHnua B i atpnbyTa WndpyBaHHA Ans
(haintny W KaTanory, areHTW BigHoBneHHs EP8. OpraHisauis cninbHOro gocrtyny Ao
3alwmnpposaHoro ainy.

KOMIMTKOTEPHI MEPEXXI TA KOMYHIKALIT
Mepe>KHipecypcu Ta IXHE ChiflbHe BUKOPUCTaHHSA
e 3arajbHi BifOMOCTI NpPo KOMM’ OTEpPHI Mepexi. Knacugikayia mepex.
* Mepexesi pecypcu Ta IXHE CNiNbHe BUKOPUCTaHHS.
e [1oHATTA TONOAOTIT PI3UYHNX | NOTIYHMUX 3B A3KIB Y Mepexi.
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O6’egHaHHA Mepe>K: NpuHUMnK opraHizauiilniernei. MNy6nikauia gaHux B
Iniernei Ta Iniranei. HTMb
» CraHpapTHa TexHonoria EiberTei.
* BucokowBNAKICHI nokanbHi Mepexi. [Tlybnikauia paHux B Iniernei Ta
Iniranei.
e O3HailoOMNEHHSA 3 NporpamaMmn ans CTBOPeHHs canTtis. HTMb.

P0o3po6HUKK - A.i.H., npodecop, 3aBigyBay
Kajenpu ykpaiHO3HaBCTBa,
KYNbTYypWn Ta OKYMEHTO3HaBCTBa IpnHa MEPEZEPIN



