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3AT'AJIBHI NTOJIOKEHHSA

[Iporpamy (haxoBOro BCTYHMHOTO BHUMNPOOYBaHHS CKIJIAJEHO BIAMOBIIHO [0
TaIy3eBOT0 CTAaHIAPTY BHUIIOI OCBITH YKpaiHW «3aco0M IiarHOCTUKH SIKOCTI BHIIOi
OCBITH OaKaaBpay.

daxoBe BCTyMHE BUIPOOYBAaHHS MPOBOJSATH HA MiJCTaBl OI[IHIOBaHHS PIBHS
npodeciiiHuX 3HaHb, YMIHb 1 HaBUYOK BHUIYCKHUKIB, mependadennx ['CBO MOHY
«OcBiTHbO-KBaNI(PpiKalliifHa  XapakTepucTuka  OakalaBpa», 3  BUKOPHUCTAHHIM
3arajbHOJIEPKABHUX METO/IB KOMIUIEKCHOI JIIarHOCTHKU (CKJIaJJaHHSI KOMIUJIEKCHOTO
KBaTi(DiKaLIHOTO JIEPKABHOT'O €K3aMEHY 1 HalMcaHHs KBamidikalliifHoi 0akalaBpChbKOi
poboTH).

Metoto (axoBoro BCTYNHOrO BHUIPOOYBaHHS € TMepeBipka ¥ OILIIHIOBAHHS
TEOPETHUYHOI Ta MPAKTUYHOI MIATOTOBKHU OakajiaBpa, BCTAHOBJICHHS PIBHS MOTO 3HAHb 3
OCHOBHUX (PaxoBUX HNMCIUIUIIH, iXHBOI BIJAMOBIAHOCTI BHUMOTaM CTaHAAPTY SIKOCTI
OCBITH, TMOJOXXEHHSIM IpPO CTYNEHEBY OCBITY, HAaBYAJIbHUM IUIAaHAM 1 MpOorpaMam
MIITOTOBKU (paxiBIIiB.

[TpodeciitHa kommeTeHIIis (axiBIs 31 CTyNeHeM OakaiaBpa MoJisirae B peai3arii
crnemlagbHuX  (QYHKUIA, TMOB’SA3aHUX 13  PO3POOJICHHSM Ta  BIPOBAIKCHHIM
TEXHOJIOT1YHUX MPOIIECIB JIOKYMEHTYBaHHS, OpraHi3aiieio iHGopMaIiiHo1 JisIbHOCTI;
pO3B’sI3aHHI  CTEPEOTUITIHUX 3aBAaHb 13 JIOKYMEHTO3HAaBCTBAa U 1H(OpMaIiiHOT
TISUTBHOCTI; YXBaJICHHS OTIEPATUBHUX PIIICHb Y MEXKaX CBOET KOMIETEHIII1.

daxoBe BUNPOOYBAHHS BpPAXOBYE pPIBEHb C(HOPMOBAHOCTI Yy BHUITYCKHHMKA 31
CTyneHeM OakaiaBpa:

—  CTIAKOrO CBITOIUISIY, TMPABWIBHOTO CHPUUHATTS Cy4YacHUX MpoOieM
PO3BUTKY CYCHIJIBCTBA, JTIOACHKOTO OYTTS, TyXOBHOI KyJIbTYPH;

—  aKTUBHOI JXUTTEBOI Ta TPOMAJITHCHKOI MO3UIIIT;

—  3JaTHOCTI 0 €EeKTUBHOI KOMYHIKaIIi{HOT B3a€EMO/II1;

—  TParHeHHA JI0 3aCBOE€HHS HOBHUX 3HAHB 1 CAMOBIOCKOHAJICHHS.

daxoBe BCTynmHe BuUmpoOyBaHHs 31 creuianbHOCcTi 029  «IHbopmariiina,
010;ioTeyHa Ta apxiBHA ChOpaBay NPOBOAUTH (HaxoBa e€K3aMEHalliiiHa KoMicis,
3aTBepI)KeHa Haka3oM pekrtopa HamionansHoro yHiBepcuteTy  «IlonraBcbka
nomrtexHika imeHi IOpis Konpapartioka». Cknan (axoBoi ex3ameHaIiiHOT KoMmicii
BU3HAYCHO 3 YpaxyBaHHSIM crenu(iku creriaabHocTi. Y poOOTi KoMicii OepyTh ydacTh
MIPOBIAHI BUKJIAJa4i 3 AUCIUILIIH, III0 BXOSATH J0 CKIIATy €K3aMEHY.

daxoBe BcTymHe BHUIIPOOYBaHHS MPOXOAUTh y MpuMminieHHi HarionamsHOTO
yHiBepcutety «llonTaBcbka momrtexHika iMeHi FOpis Konapartiokay 1 TpuBae mpoTsIroMm
OJIHI€1 acTPOHOMIUHOT TouHU (60 XBHIINH).



2. ETAIIN TA 3MICT ®AXOBOI'O BCTYIIHOI'O BUITPOBYBAHHA

BerymnHe BunpoOyBaHHSI Ma€ Ha METi IEPEBIPKY 3aCBOEHHS TEOPETUUYHUX 3HAHB Y
rajiysi JOKYMEHTO3HAaBCTBA Ta HABUYOK POOOTH 3 JOKyMEHTaMU W JOKYMEHTHOIO
iH(opMalli€ro, yMIHHS 3aCTOCOBYBaTH HaOyTl 3HAHHS, METOJU 1 METOJMKH HayKOBHX
JIOCJIIIKEHD.

[TpoBeneHHst (axoBOro BCTYMHOTO BHUIIPOOYBaHHS IPYHTYEThCS Ha TaKHX
MPUHITUTIAX

— JIOTpUMaHHS BUMOI CEKPETHOCTI IiJl Yac BUKOPUCTAaHHSA 4YMU 30epiraHHs
MarepiaiaiB BCTy[THUX BUIIPOOYBaHb;

— 3a0es3neyeHHs1 1H(OPMAIIHOI Ta MCUXOJOTIYHOI MIATOTOBKH CTYAEHTIB 10
(haxoBOTO BCTYIMHOTO BUIPOOYBaHHS;

— yHiikamiss METOJMKM ¥ yMOB TPOBEIEHHS (PaXxOBOrO  BCTYIHOIO
BUINIPOOYBAHHS;

—  3B’SI30K BHYTPIIIHBOTO KOHTPOJIIO BUIIY 3 FaJIly3€BOI0 CUCTEMOIO aTecTallii Ta
JieH3yBaHHs (axiBIIiB.

[lepenik nuTaHb Uig TIATOTOBKM 10 ICOUTY Oa3yeTbCs Ha HaBYAIBHOMY
Marepiani (yHAAMEHTAIbHUX 1 CHEUIAIbHUX JUCIUIUTIH, 110 BUBYAIU CTYACHTH 3a
nepimM (0akanaBpChbKUM) piIBHEM BHUIIO1 OCBITH.

daxoBe BCTyIHE BUIIPOOYBaHHS MPOBOASTH Y (POpMI TECTOBOI NEPEBIPKU 3HAHD,
sIKa OXOILTIOE TaKl JUCIIUILIIHU:

® JIOKyMEHTO3HaBCTBO;

JIJIOBOJCTBO;

JIHTBICTUYHI OCHOBH JJOKYMEHTO3HABCTBA;
3axuCT 1HpopMaIlii;

KOMIT FOTEPHI MEPEXKI.

3. BUMOI'M 10 TECTOBUX 3ABJIAHb

TecToBi 3aBgaHHS MOBMHHI OYyTH 3aKpuUTOi (OPMHU, MATH YOTUPH BapiaHTH
BIIMOBIICH, 3-TIOMIK SIKHX JIMIIIE OJ{HA — MPaBUJIbHA.

KiIpKicTh TECTOBUX 3aBAaHb 3 BIAMOBIAHOI AWCLUMINIIHA BHU3HAYAIOTH 3aJI€KHO
B1JI KUIBKOCTI BIIBEAECHUX IOAWH Ha 11 BUBUEHHS. 3arajbHa KUJIBKICTh TECTOBUX 3aBIaHb
MOBUMHHA OyTU He MeH1Ie Hixk 40.

4. ITPOLIEAYPA IMPOBEJEHHA ®AXOBOI'O BCTYIIHOI'O
BUITPOBYBAHHA

[IpoTsiroM  oOnHIET aCTPOHOMIYHOI TOAWHH  MPOBOJATH  TECTyBaHHSI 3
BUKOPHUCTAHHAM CTaHAAPTHHUX O1JIETIB.

KoxHuii cTyieHT BHOCUTH 710 OJIaHKa JIJIs BIIMOBIIEH CBOI PEKBI3UTH M YIIPOIOBK
60 XBWJIMH BIAMOBITa€ HA TECTOBI 3aB/IaHHS.



5. KPUTEPII OHIHIOBAHHSI ®AXOBOI'O BCTYITHOI'O
BUITPOBOBYBAHHA

daxoBe BCTYITHE BUIIPOOOBYBAHHS OLIHIOIOTH 3a OanbHOIO 1IKanoro (Big 100 mo
200). BerynmHUK T0MYCKAEThCS A0 y4acTl B KOHKYPCHOMY BIJI0OP1 JJIsl 3apaxyBaHHS Ha
HaBYaHHS, SKIO Pe3yJbTaT ()axoBOro BCTYMMHOTO BUIIPOOYBAHHS CTAaHOBHUTH HE MEHIIIC
HiX 125 6aniB. [IpaBuiabHO BUKOHAHE OFHE TECTOBE 3aBJAaHHA OLIHIOIOTH y 2,5 Oanu.
MaxkcuManbHa KUTBKICTH OamiB, Ky MOXe HaOpaTu aliTypi€HT, BUKOHABIIH TECTOBI

3aBJaHHsA, ctaHoBUTH 200 O6amiB (Tadm.1).

[lepeBipKy TECTOBUX 3aBAaHb 3A1MCHIOIOTH 32 KIIFOUEM.

Kumpkicte  |Kuibpkicts |%
paBUJIHLHUX |OaTiB MPaBUJIBHUX
BIJIIIOBIAEH BIJIITOBIAEH
1 102,5 2.5
2 105 5

3 107,5 7.5
4 110 10

5 112,5 12,5
§ 115 15

7 117,5 17,5
8 120 20

9 122,5 22.5
10 125 25
11 127,5 27,5
12 130 30
13 132,5 32,5
14 135 35
15 137,5 37,5
16 140 40
17 142,5 42.5
18 145 45
19 147,5 47.5
20 150 50

Taonuus 1
Kinpkicte  |Kumbkicts  |%
MpaBUJIbLHUX |0aTiB MPaBUJIBHUX
BIJIITOBIAEH BIJIIIOBIAEH
21 152,5 52,5
22 155 55
23 157,5 57,5
24 160 60
25 162,5 62,5
26 165 65
27 167,5 67,5
28 170 70
29 172,5 72,5
30 175 75
31 177,5 77,5
32 180 80
33 182,5 82,5
34 185 85
35 187,5 87,5
36 190 90
37 192,5 92,5
38 195 95
39 197,5 97,5
40 200 100




6. IPOI'PAMHI IIUTAHHS, BUHECEHI HA BCTYIIHE
D®AXOBE BUITPOBYBAHHA

JOKYMEHTO3HABCTBO

JloKymenmo3naecmeo AK Hayka

o [loHATTS PO TOKYMEHTO3HABCTBO K HAYKOBY TUCITUTLIIHY.

e OCHOBHI eTanmM pO3BUTKY JOKyMeHTO3HaBcTBa. Buecok Iloms Otie B
PO3BUTOK HAyKH PO JOKYMEHT.

e OO’exT 1 mpeAMET JIOKyMEHTO3HaBcTBa. CTpyKTypa JTOKyMEHTO3HABCTBA.
KoHueniii A0KyMEeHTO3HaBCTBa B cydacHi ykpaincekii Haymi (C. Kynemios,
H. Kymmapenko, M. Cnoboasinuk, I'. 11IBenioBa-Boaka, H. 3iHoB’eBa, B. be3npadko).

e 3arajpHe Ta crerjajibHe JIOKYMEHTO3HABCTBO. B3aeMmo3B’ 130K
JOKYMEHTO3HaBCTBA 3 IHIIMMH HaykaMu (IHQOpPMATHUKOI, apXiBO3HABCTBOM,
KHUTO3HABCTBOM, MY3€€3HABCTBOM, 010J110T€KO3HABCTBOM, J1JIOBOJICTBOM).

IHonammsa «0oKymenm» y 00KyMEeHmMO3HABCMEI
e EBostonist MOHATTS «I0KYMEHT». JIOKYMEHT SIK MTUCEMHE CBITUYCHHS.
e JlokymeHT sik O(ILIMHMI aKT.
e JIoKyMEHT sIK «HOCIA OyJb-sKOi coIllanbHOI 1H(OpMalli Ta MaTepiaii3oBaHa
ram’aTh moactay (I1. Otme).
o JlokyMeHT sik MaTepialbHUI 00’ €KT 13 3aKPITIIICHOIO 1H(OpPMAITIETO.
e CydacHi TIIyMa4deHHsI OHATTS «JOKYMEHT).

JloKkymenm ak cucmema

e JlokyMeHT ik cUCTeMHUHM 00’€eKT. [HpopmaliiiHa i1 MaTepialibHa MiACUCTEMH
JOKYMEHTA.

e EleMeHTH SIK CKIIQIHUKH MiICUCTEM.

e BiactuBocti Ta o03Haku JokyMeHTa. DyHKIIiI JAOKYMEHTa: 3arajibHi
(inpopmarriiina, KOMyHIKaTUBHA, MI3HABAJIbHA), CIELlalbHI (pEryJiiaTHBHA, MPABOBA,
KyJbTYypHa, MEMOpiaJIbHA, ICUXOJIOTIYHO-PEKpealliiiHa, CTaTUCTUYHA TOILIO).

e [Hdopmaniiinuii 1 MaTepiabHUIN CKIAAHUKU JOKYMEHTA.

Cmpykmypa 0oKymenma

e BayTpinHs Ta 30BHINIHSA CTPYKTYpa JOKYMEHTA.

e CtpykTypa TeKCTy. PEKBI3UTHM JOKyMEHTa SIK CYKYHHICTb OOOB’S3KOBHX
CTaHJAPTHUX JIAHUX TIPO JOKYMECHT.

e PekBi3uTu K 3aci0 HagaHHA JOKYMEHTY HOPUAMYHOI cuid. DyHKIIl
PEKBI3UTIB.

o [udopmaris (Tekct) 1 MmeTaiHpopmarlis (iHpopmarllist Ipo TEKCT, PEKBI3UTH).

e BuxiagHi Ta BUIYCKHI JIaHi, IXHS CTPYKTypa i PyHKIIIOHAJIbHE PU3HAYCHHS.



e EnemenTu 30BHIMHKOI (popMu (0OKIagMHKA, CynepoOKIaguHKa, MEperuiT,
(dhop3ail, KHWKKOBUH OJIOK, KOpiHEIb, KHUKKOBUH QyTIIsp).

Memoou ma cnocoou 00KymeHmy8anHs;

e KoayBanHsa 1oKyMeHTHOI iH(opmarlii. Bumoru o cucremu xomyBanHs. Bunu
KOAyBaHHA: andaBiTHUN, UGPOBHA, andaBiTHO-LIU(POBHU, penbedHM, MaTPUUHUH.
Kom0GiHoBaHI BUIM KOJIIB.

e Mosga sk Hociii iHbopmarii. 3HakoBUi Meto] (ikcarii iHdopmarii. 3HaK sIK
oauHMIl 1HpopMmarlii. MOBHI Ta HEMOBHI 3Haku. EMOJIeMHI ¥ pedoBi 3HAKH.

e [cTOoprYHI TUIIM NKCHbMA: BY3JIOBE, MAIIOHKOBE, MIKTOrpadiyHe, iaeorpadiyye,
lepormidiune, oHETUYHE.

e Cnocobu i 3acob0u (ikcamii 1H(poOpMalii: py4yHHl, MEXaHIYHUW, (POTO- Ta
MarHiTHUH 3anucu iHdopmMariii.

Knacudgixauyin ookymenmie

e OcoOmuBocTti kiacudikaiii JOKYMEHTIB. YMOBHU Kiacudikailii JOKyMEHTIB
(HasBHICTb ~KpUTEPIIO, B3AEMOBUKIIIOUEHHS, BHUYEpIHICTh Kiacudikaii). Merta
Kkiacudikarii JOKyMEHTIB.

e Kiacudikauiss 1okyMeHTIB 3a 1H(QOPMAIIHHUM CKIQJHUKOM: 3MICTOM, PIBHEM
y3arajJibHeHHs1 1HopMaIllli, XapakTepoM 3HAKOBHX 3aco0iB dikcaii i1H(opmailii,
KaHAJIOM COPUMHATTS 1H(POpMAIlii, CTyIEHEM PO3MOBCIOLKEHHS 1H(popMallii, crnocodom
JOKyMEHTYBaHHSI.

o Kiacudikaiiisi TOKyMeHTIB 3a MaTepiaIbHUM CKJIQJIHUKOM: MaTepiajioM HOCIs
iH(pOopMaIrii, MaTepialIbHOIO KOHCTPYKIIIEIO.

e Kiacudikaiiss JOKyMeHTIB 3a 00cTaBUHAMU (DYHKI[IOHYBAHHS B 30BHIIIHBOMY
CEepEelOBUII: PETYJISPHICTIO BHUXOJYy, IMOCTIJOBHICTIO TIOSBU B  30BHIIIHHOMY
CEpEeIOBHIIII, MICIIEM MTOXO/HKEHHS Ta TIOLITUPEHHS.

o Kiacudikairisi TOKyMEHTIB 3a TPU3HAYCHHSIM: IITLOBUM 1 YUTAI[BKUM.

Couianvna 00KyMeHmMHO-KOMYHIKAYillHa cucmema

o [lonarTs koMyHikamiiiHOoro mnpouecy. Tunu KOMyHIKaIiid: JBOCTOPOHHS,
rpynoBa, crelfiani3oBaHa, MacoBa.

e IlpoctopoBuii 1 wyacoBuid Oap’epu, CHocoOM iXHBOTO  MOJOJAHHS.
Komymnikamiitnuii akt. [ligcucreMu JOKyMEHTHOI KOMYHIKaIIii.

e JlokymMeHTHa MJiSUTHHICTH: JOKYMEHTYBaHHS, OOpOOJCHHS, TMOIIUPEHHS,
30epekeHHs 1 yTumizamis. « KuTTeBuil UKD TOKyMEHTA.

e JIOKyMEHTHi TOTOKH, MAaCHUBH, PECYPCH.

e JloxymenTHi poHau: 010ai0TeUHUH, 1HPOpMAIITHUN, apXiBHUM, MY3EHHUMN.



3acanvna xapaxmepucmuka ma Kiacugikauisa euoans
o CHiBBiIHOIICHHS TMOHATh «IOKYMEHT» 1 «BHJAaHHS». BumaHHi SK BHUJ
JTOKyMEHTa. 3arajibHi i crienrdiuHi 03HaAKU BUIAHb.
e Kpurepii knacudikaiiii BUaHb: HIJIbOBE Ta YUTALIbKE TPU3HAUCHHS, XapaKTep
iHbOopMallii, CTpyKTypa, MaTepiaibHa KOHCTPYKIIis, 00CHT.

Buou mexkcmoeux euoans

e 3arajibHa XapakTEePUCTHKA OPIIIAHUX BUJAHb.

e Bupanns opraHiB JAep)KaBHOiI BJIaJId ¥ MICIIEBOTO CaMOBPSAYyBaHHS.
Konctutymis Ykpainu. 36ipHuk 3akoHiB. OQiiiiiH1 JOKYyMEHTH.

e 3arajbHa XapaKTEPUCTHKA HAYKOBUX 1 HAYKOBO-TIOMYJISPHUAX BUIAHb.

e Marepianu HaykoBoi KoHpepeHiii. Te3u nomnoBifeil HAyKoBOi KOH(EpeHIIi.
30ipHUK HAYKOBHX Ipallb.

e HaykoBo-nomynsipHi  BuaaHHs: MoHoOrpadis, HapHUCH, CHIIUKIIOMNE/Iis.
Bupobnudi BumanHs.

e 3arajbHa XapaKTEPHCTHKAa HABYAIBHUX BHJIAHb: MIAPYYHHUK, HaBYATHHUM
MOCIOHMK, XpEeCTOMATIs, IPAKTUKYM, HaBYaJIbHA Ta poOoya MporpamMu.

e 3arajbHa XapaKTEPUCTHKA JOBIIKOBUX BHJIaHb: CHIUKIIONEis, JOBIIHUK,
CJIOBHHK (TJIyMa4HU, TEPMIHOIOTIYHUH, opdorpadiunuii, JBOMOBHUMN, PO3MOBHHUK).

e 3arajibHa  XapaKTePUCTHUKAa  1HPOPMALIMHMX 1 PEKIAMHHX  BHJIaHb.
Knacudikarist 6161iorpadiyHuX BUIaHb.

e bibmorpadiuni cBigueHHd Ta 610morpadiuHmii 3anuc.

o PedeparuBHi BUmaHHS: XypHaI, €KcIpec-iHGOpMallis, OTJISI0BE BHUIAHHS.
Pexiramui1 BUIaHHA.

e 3arajbHa XapaKTEPUCTHKA JIITEpaTypHO-XYAOXKHIX BUIaHb. [loBHE 310paHHS
TBOpiB. BubOpani TBopu. AHTONOTIS. ATbMaHaxX.

Knucza ak euo suoanns

o [Tlonsarrs «kaura». CydacHa KHUTA 5K 3aci0 COLIAIbHOI KOMYHIKAIIi.

e CraHOBJICHHS Ta PO3BUTOK KHUTH. OCHOBHI €Tan#u 1CTOPii YKPaiHChKOI KHHUTH.

e KHura six pizHOBuA JoKyMmMeHTa. CTpyKTypa KHUTH. BHyTpimiH1 ¥ 30BHILIHI
€JIEMEHTU KHUTH.

e Jl0B1AKOBO-IOMOMDKHUN 1 HAyKOBO-AOBiAKOBHMM amapar. lllnsx kHuru 1o
yyTaya.

Iamenmni ma nopmamueni 00OKymenmu

e [laTeHTHHMI TOKYMEHT.

e HopmartuBHHI TOKYMEHT.

e TIpomucioBuii Katajior i IperucKypaHT.

Iepioouuni ma npoooeiicysani 6uoanHs
e [lonsaTTs Npo nepioAryYHE Ta MPOJIOBKYBAHE BUJAHHS.
e OcoOnuBocTi razetu. KypHain.



e IlponomxxyBane BujaHHs (301pHUK, yacomnuc). bronerens. Kanenaap.

Kapmocpaghiuni euoanns
e 3arajbHa XapaKTEPUCTHKA KapTorpadiyHuUX BHAHb: KapTorpadidyHi 3HaKH,
KapTa, atiac, riolyc.

My3uuni 0oKymenmu
e Krnacudikaiiss My3udHHX TOKYMEHTIB. PO3BUTOK My3UYHOTO JPYKY.
e PekBi3uTH CyyacHOTO MY3UYHOTO IOKYMEHTA.

Bozpaghiuni suoanna
e 3araJibHa XapakTEepHCTHKA 130rpaiuyHUX BUJAHb: IUJIAKaT, XYJIOXKHS
pPENpOIYKIIs, €CTaMII, JUCTIBKA, ATbOOM.
o [lpuknagna rpadika.

AyoiosizyanvHi 00Kymenmu

e IcTopis BUHUKHEHHS i1 PO3BUTOK aya10BI3yallbHUX JOKyMeHTIB. Kiacudikaris
aya10BI3yaJIbHUX JJOKYMEHTIB.

e [loHATTS mnpo KIHOJOKYMEHTH, iXHI ocoOiuBocTi. KiHodinbmu, ixHs
CTPYKTYpa Ta pEKBI3UTH.

o Jliadbinbmu: xapakTepHi O3HAKH, PI3HOBUJIU, CTPYKTYpPA, PEKBI3UTH.

e Bineodinbmu, ixHi 0COOIMBOCTI, PI3HOBU/IH.

e Jliamo3uTuB K PI3HOBUA (POTOJAOKYMEHTA: XapaKTEpHI O3HAKU, PI3HOBUIM,
CTPYKTypa Ta pekBi3uTu. KoMIieKkT 11ano3uTuBiB.

e DOHOIOKYMEHT, HOTO PI3HOBUJIH.

Heonyoaikoeani 0oKkymenmu
o [lonsarts «HeonmyONIKOBaHMM  JOKYMEHT». 3arajbHa  XapaKTepUCTHKa
OCHOBHHUX BHJIIB HEOIyOJIKOBaHUX JOKYMEHTIB: JUCEpTallisl Ha 3700yTTS HAyKOBOTO
CTyNeHs KaHauaaTa (I0KTopa) HayK, aBTopedepar AucepTallii, 1eMOHOBAaHUN PYKOIIHC,
IIPENPUHT, HAYKOBUN MEPEKIIA TOLLIO.

JloKymenm AK Yacmuna KyJabmypHo-icmopuyHoi CnaoujuHu
e JIOKYMEHT SIK YaCTHHA KYJIbTYPHO-ICTOPUYHOI CTIaIINHU.
o [lonarrs mpo apredakTHUl JTOKYMEHT, Horo os3Haku. Kputepii
apTeakTHOCTI.
e XapaKTepuCTHKa LIIHHUX, PIAKICHUX Ta YHIKAJIbHUX IOKYMEHTIB.

Jlokymenmu na nogimnix nHociax ingopmauii
o [lonsrTa mpo mMikporpadiuHuil TOKyMEHT, HOoro o3Haku. Bunu 1 knacudikarris
MiKpOQopM.
e Ilepdoposanuit nokymenrt. [lepdoxaptu, nepdocTpiuku, iXHi 0COOTUBOCTI.



e MarHiTHUH JOKYMEHT: BHJM, O3HaKu, (yHKIi, cTpykTypa. Kiacudikaris
Mar”HiTHUX JOKyMeHTIB. IlepcrieKTMBM BUKOPUCTaHHS MArHITHUX JIOKYMEHTIB Y
JTOKYMEHTHO-KOMYHIKaIIHIN TIsJIBHOCTI.

e [loHATTA PO ONTUYHUM JOKYMEHT, KO0 3arajibHa XapaKTepUCTHKA, IIEpEBaru
11 0OOMEXEHICTh Yy BUKOPUCTAaHHI. Buan onTHYHUX TOKYMEHTIB, iXHI O3HAKH.

o [lonsarrs «ronorpadis», «ronorpadiunuii gokymeHT». OCHOBHI eTamnu
pO3BUTKY rosiorpamu. Bumu ronorpadiyHuX JOKYMEHTIB, IXHI O3HAKH, MepeBarud u
0OMEKEHICTh Y 3aCTOCYBaHHI.

AJIOBOACTBO

Icmopia po3eumky 0inoeoocmea
e Icropis pO3BUTKY MNHCEMHOCTI. BuHMKHEHHs aAinoBojcTBa. CKIiIagaHHS
JIOKYMEHTIB 3a yaciB KuiBcbkoi Pyci.
e (CyyacHe Jep>KaBHE PETyJIIOBaHHS 1JIOBOJICTBA B Y KpaiHi.
e (Oprani3arliis JUIOBOJICTBA Ta HOTO 0OCOOJIUBOCTI.

Jlokymenm ak 3acio peanizauii oynkuiii ynpaeiincoKkoi oianbHocmi

e Jlonarrs mpo nokymeHT. CTpyKTypa AOKyMeHTa. J[OKYMEHT SK CKJIAIHUK
JOKYMEHTHOI KOMYHIKaIIIi.

e [lonsarTsa mpo ainoBuil nokyMeHT. Knacugikanis J1oKyMeHTIB.

e Bumorn 10 odopmieHHs  JgokymeHTta. [lpuHmmnu Ta  mpaBuia
JOKYMEHTYBaHHS.

o Cranmaptuzaimis ¥ yHi(QIKaIisg yHOpaBIiHCBKUX JTOKYMEHTIB. YHi(iKOBaHi
CUCTEMU yMPABIIIHCHKUX JTOKYMEHTIB.

Hopmamueno-memoouuna oaza 0inoeoocmaea
e 3akoHOJI1aB4Ya, HOpPMATUBHO-IIpaBOBa 0a3a AisJIbHOCTI CUCTEMH JI1JIOBOJICTBA Ta
cy0’€KTIB IJIOBOJICTBA B YKpaiHi.
e HopmaTuBHO-paBOBI akTH, JepKaBHI CTaHIAPTH B Trajiy3l IIJOBOJCTBA M
apXiBHOI CIIPaBH.

Ilpasuna opopmnennsa ynpasinincoKux 0OKymMeHmie

o [loHATTS MpO PEKBI3UTH CIY>KOOBUX JOKYMEHTIB. PEKBI3UTH JIOKYMEHTIB
3TiJTHO 3 ACP)KaBHUM CTaHJIAPTOM.

e Ckmaa, 3MICT 1 BHMOTH JO pO3TallyBaHHS pPEKBI3UTIB (JaTyBaHHS,
aZpecyBaHHS, I1HJIEKCAIlis, TOTO/HKCHHS, 3aCBIIYCHHS, PE3OJIONisl, BIAMITKA PO
MIPOXO/PKEHHS Ta BUKOHAHHS JOKYMEHTIB, ohOopMIIeHHs Korrii, 0)OpMIICHHS JOJaTKIiB
1o mokymenTa). [IpocTaBieHHs MO3HAYOK HA TOKYMEHTaX.

e briank ciyk00BOTO JOKYMEHTA, TPOCKTYBaHHS OJIaHKIB JOKYMEHTIB.
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e Bumoru 10 JOKYMEHTIB, 1110 iX BUTOTOBJISIIOTH 32 JIOMIOMOIOIO JIPYKYBaJbHUX
3aco0iB. OdopmilOBaHHS CIIyKOOBHX JIOKYMEHTIB 3a JOMOMOTOI OOYHCITIOBAIBLHOT
TEeXHIKH.

Dopmyeannsa cnpag i 30epicants 0OKymMeHmie

e Howmenkmatypa cmpaB $K CXeéMa pO3MOAULYy Ta TPYMyBaHHA BHUKOHAHHUX
nokyMeHTiB. CKllaJjaHHsI HOMEHKJIATYpH CIIpaB, il BUAU. 3Be/leHa HOMEHKIIATypa CIpas.

o [IpaBuna hopmyBaHHS CHIpaB.

e TumuacoBe 306epiranHs JOKYMEHTIB Y CTPYKTYPHUX MiAPO3a1IaX.

CyuacHi 0inoei 0oKymenmu: Kiacugikauia ma npasuna ogpopmieHnsa

e XapaKTepucCTHKa OpraHi3allifHMX JOKYMEHTIB:  TOJIOKEHHs,  CTaTyT,
THCTPYKIIisl, TpaBwia. Bumoru 10 iXHbOro yKiaagaanas it ohopMIIeHHS.

e Crnenudika yKIaJaHHs po3NOPSAYUX JOKYMEHTIB. [IoHATTS Mpo mocTaHoBy, ii
CTPYKTYpYy. YXBajia K IpaBOBUM aKkT. 3arajibHi i 4aCTKOB1 pO3MOPSI>KEHHS.

e CTpyKTypa TEKCTy Haka3zy, oro BUIH, PEKBI3UTH.

e Ocob6muBocTi 0pOpMIIEHHS JOBIAKOBO-IHGOPMAIIMHUX JOKYMEHTIB (aKTH,
JOBIJIKU, CITYy>KOOBI 3allMCKH, OTOJIOIIEHHS). Buau Ta CTpyKTypa TEKCTY CIIyx)OOBHX
JIUCTIB.

e 3MICT 1 peKBI3UTU IUIaHY poOoTH, 3BiTY. Crienudika yKiagaHHs CIy>KOOBUX
tenedoHorpam Ta (axcis.

e OOmik ocoboBoro ckiamay mianpueMctBa (opranizamii). [lopsimok BeneHHS
0COOOBUX CITPaB.

e 3asBa, ii BUJM, PEKBI3UTH.

e Haxkasu 110,10 0cOO0BOTO CKIIATYy.

e Bumoru 10 odopmIiieHHSI KOHTPAKTIB, TPYAOBUX yTOJ.

o [lopsmok BedeHHS  TPYAOBUX  KHIDKOK — TpariBHUKIB.  OcoOIMBOCTI
o(OopMIIEHHS JJOKYMEHTIB TIPO BIIPSHKEHHS MPAIliBHUKIB.

e CkJ1alaHHsl 0COOUCTHUX TJOKYMEHTIB.

e 3arajibHa XapakTEepUCTHKa OO0JIKOBO-(PIHAHCOBOI JOKYMEHTAIIil: TapaHTIHHUIMA
JINCT, 3asBa-3000B’sI3aHHS, 3asBKa, KBUTAHIIIS, HAKJIaHAa.

e [ocrogapchKO-IOTOBIPHI JTOKYMEHTH, OCOOJUBOCTI iXHBOTO OGOPMICHHS.
JloroBip moctauanHs. /[oroBip nmpo maTepiajibHy BiAMOBIIAIbHICTh. 3pa3Ku JOTOBOPIB 3
IHIITAX TTUTaHb.

JloKymenmyg@anua OianbHOCMI KONeZiaibHUX Opeanie
e [InanyBaHHs poOOTH MICIEBHUX OpraHiB BIAIH.
o JlokymMeHTYBaHHS JISUTBHOCTI  KoOJIeTianbHUX opraniB. [ligroroBka i
o(opMIIEHHS JOKYMEHTIB JI0 3acCijaHb KOJIeT1aJTbHUX OPTaHiB.
e [Ipu3HaueHHs Ta OCHOBHI CKJIAJHUKU MPOTOKOIY. Pi3HOBHIM MPOTOKOMIB 3a
oOcsiroM (pikcoBanoi iHpopmanii. Bumorun no odopmiienns mporokony. CTpyKTypa
TEKCTY BUTATY 3 IPOTOKOJY, HOTO PEKBI3UTH.
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Opzanizayia cayxncou 00KymeHmauiiiHo20 3a0e3neueHns ynpaeiini
e Opranizauiss AUIOBOACTBA B YycTaHoBi. OpraHizaiiiiai gopmu poboTu 3
JTOKYMEHTaMHU.
e OcHoBHI 3aBnaHHs Ta (QYHKII ciayxOu aimoBoactBa. llltatHuit posmuc i
KUTBKICHUH CKJIAJ] CITyKOH JTIJIOBOJICTBA.
e VYrmpaBuiHHSA CIy>K0010 JAUIOBOACTBA. BHMOru 110 KepiBHHUKA CIIyXKOH
JJIOBOJICTBA, HoTo (DyHKII, MpaBa. YMOBH Ipalll MpaliBHUKIB CIy>XKOH J11JIOBOJICTBA.

Texnonoziuni npoyecu 3 00OKyMeHmMauyiiiHo20 3a0e3neueHHs ynpaeiiHHs;

e [loHATTA <«JIOKyMEHTOOOIr», MOro pO3BUTOK, HOPMAaTUBHO-METOAMYHA
periamMeHTalis.

e [lpuiimMaHHs, monepeaHId PoO3IIIs] 1 po3MOALT BXITHUX TOKyMeHTIB. [lopsaok
OTIPAITIOBAHHS Ta HAJICUJIAHHS BUX1JHUX JOKYMEHTIB.

e 3arajbHi MOJIOKEHHS NpPO peecTpaliro JokyMmeHTiB. [lopsnok peecrtparii
BXIJTHUX, BHUXIIHMUX 1 BHYTpPIIIHIX JO0KyMeHTiB. Dopmu peecTpaiii JOKYMEHTIB.
ABTOMaTH30BaH1 CHCTEMH PEECTpallii JOKYMEHTIB.

e Opranizaniss KOHTPOJIO BHUKOHAHHS JOKYMEHTIB. 3HAY€HHS, BUAM i (opmu
KOHTPOJTIO. THUMOBI CTPOKM BHUKOHAHHA JOKYMEHTIB. ABTOMAaTH30BaHa CHCTEMa
KOHTPOJIIO BUKOHAHHS TOKyMEHTIB.

e [lopsnok KOHTPOJIIO 3a PO3TISLAOM MUCHMOBHUX M YCHUX 3BEPHEHb IPOMAJISH.
PoGora 3 mnpomo3uilisiMu, 3asBaMH Ta ckapramu rpoMansH. OcoOuCTHil TpuiioM
rpOMaJisiH.

e Howmenknarypa cmpaB SK cCXeéMa pO3MNOAULYy Ta TpPyNyBaHHS BUKOHAHHUX
JOKYMEHTIB. Buau HOMeHkiaTypu crpaB. ['pymyBaHHS JOKYMEHTIB y CHpaBy, iXHE
PO3MIILEHHS.

e Howmenkmatypa cmpaB CTPYKTYpPHOTO MigpO3[idy. 3BeACHa HOMEHKIATypa
cipas opraxizauii. [IpaBuna ¢opmyBaHHS CpaB.

e Mera ¥ OCHOBHI €TanmM TiJTOTYBaHHA JOKYMEHTIB 10 30epiranfs i
BUKOpPUCTaHHA. TumuacoBe 30epiraHHsi JOKYMEHTIB y CTPYKTYPHHMX MiJIpO3/iiax
opranizariii. [lifroTyBaHHs JOKyMEHTIB 10 30€piraHHs Ta BAUKOPUCTAHHS.

e EkcneprHe OIiHIOBaHHS IIHHOCTI IOKYMEHTIB.

e OdopmmtoBanns cipa. CkiIagaHHs ONMKCIB CHPAB Y AIOBOJCTBI OpraHi3arlii.

o [lepenaBanns crnpaB a0 apxiBy opranizaii. 30epekeHHsT OJIaHKIB, IMEYATOK 1
IITaMIIiB.

Hoei inghopmauinini mexnonocii 6 00KymMeHmauyiltHux npoyecax
o Komm’toTepusaliisi J10KyMeHTo00Iry. OcoOiIMBOCTI poOOTH 3 €JIEKTPOHHUMH
JTOKyMCHTaMH.
e [loOymoBa eneKkTpoHHOI KaHIesApii. CTBOPEHHS €JICKTPOHHOTO apXiBy.
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JIHI'BICTUYHI OCHOBHU JOKYMEHTO3HABCTBA

Teopemuko-memo0o0.102iuni 3acadu po3eumKy 00KyMeHmMHOI H1iH28ICMUKU
e JlokyMeHTHA JIIHTBICTHKA SIK TEOPETUKO-TIPUKIIA/IHA JUCIUILTIHA.
e [cTOpHYHI BUTOKH TOKYMEHTHOI JIIHTBICTUKH.
e Micre JOKyMEHTHOI JIIHTBICTUKHA B CUCTEM1 MOBO3HABYMX HaYK.

Memoou nineeicmuuno2o 00Cai0HCeHH MeKCmy 0OKyMeHma
e TpanumiiiHi ¥ HOBI HAMPSIMU JIHTBICTUYHUX JOCIIKCHb.
e OmnucoBuil MeTo. CTPYKTYpHHI METON.
e MareMaTuyH1 Ta KOMIT IOT€PHI METO/IU 1 IPUHOMH aHaII3y TEKCTY.

Texcm ak 00’°ekm 00cnioHceHHA
e [loTpakTyBaHHS TEKCTY y HayKOBiH jiTeparypi. O3HaKH TEKCTY.
e Tekct 1 quckypc. Komnosuuist (CTpyKTypa) TEKCTY CITy>KOOBHUX JTOKYMEHTIB.
e Kitacudikaiiist TEKCTIB y JOKYMEHTHIN JIIHTBICTHULII.

Kamezopii mexcmy
3aranbHe MOHSATTS PO KaTeropii TEKCTY.
Kareropii 38’43HOCTI i LIUTICHOCTI.

Kareropist IMCKpETHOCTI.
Kareropii iHhopMaTUBHOCTI Ta KOHTUHYYMY.

Jinzeéicmuyni Hopmu meKkcmie OOKyMeHmie

e Opdoeniyni i opdorpadiuHi HOPMH TEKCTIB AOKYMEHTIB. IlopyiieHHs
MpaBHII YKPATHCHKOT JTiTepaTypHOi BUMOBH.

e 3aco0u MUJIO3BYYHOCTI YKpaiHChkoi MOBM. Hopmu HarosouryBaHHsS CIIiB
Cy4YacCHO1 YKPaiHCBHKOI JITepaTypHOi MOBHU.

e Opdorpadiuai HOpMHU TEKCTIB TOKYMEHTIB. Y KUBaHHS BEJUKO] JIITEPH.

o [IpaBmia CKOpo4YeHb Yy TeKcTax JOKyMeHTIB. [lo3HaueHHs mHQPPOBOI
iH(popMaIii B JTOKyMEHTaxX.

e JlekcuuH1 HOPMH TEKCTIB JOKYMEHTIB. [IOHATTS PO TEPMIH Ta METAMOBY.

o JlexcukorpadiyHuil acrieKT METaAMOBH.

e CnocoOu TBOpeHHS ¥ OCOOJMBOCTI BHUKOPUCTAaHHS JIOKyMEHTO3HaBUOI
TEPMIHOJIOTI].

e Mopdosoriuai HOPMH TEKCTIB JIOKYMEHTIB. YJKMBaHHS IMEHHHUKA Ta
MPUKMETHUKA B OQILIHHO-I17I0BOMY MOBJIEHHI. Hopmu BXXUBaHHS YHUCIIBHUKA B
npodeciiiHoMy MOBJICHHI. BiKMBaHHSA B J1JIOBOMY MOBJICHHI J1€CJIOBa, 3aiMEHHHKA,
JEMPUKMETHHUKA, JIEMPUCITIBHUKA.

e (Cny>x00B1 YaCTUHH MOBU Ta TXHE YKUBAHHS B JOKYMEHTAaX.
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e CHUHTaKCUYHI HOPMH TEKCTIB JIOKyMeHTiB. OCHOBHI BHUMOTH 1O CHHTAKCUCY
J1710BOro MOBJIeHHsI. CUHTaKCUYHI CTPYKTYPH B ILIOBOMY MOBJICHHI.
e [lynkTyaniiiHi HOpMHU A1IOBUX TaIepiB.

Jlexcuxko-cmunicmuyni HOpMU 0OKYMEHMHOT JIIH26ICMUKU
e HayxkoBuii Ta oiriiHO-A110BUM CTHII Yy TpodeciiHOMY CIIJIKYBaHHI.
e JIiIHTBOCTWJIICTMKA JIJOBOTO JIMCTYBaHHS. 3arajibHI BHUMOTH JO TEKCTYy
ciy>k00Boro yucTta. CTHIIICTHYHI 0COOJMBOCTI Cy>k00BUX JIUCTIB. ETHKET CITyKO0BOTO
JUCTYBaHHSI.

Peoazyeanna mexkcmoeux eaeKmpoHHUX 00OKyMeHmie
o [loHATTS TIpO pemaryBaHHS €ICKTPOHHUX TOKYMEHTIB. MeEToIH, METOIHUKH i
npouenypa pegaryBants. OcoOIMBOCTI pearyBaHHs MEPEKIIaliB.

3AXUCT IH®OOPMAIIIL

Honamms ingpopmauiiinoi 6e3nexku ma it micye 6 cucmemi
HauioHanvHol Oe3nexku

e Buau ta mxepena norpo3 iHGopmaniiHoi Oe3NeKH.

e (CucremMa HOPMaTUBHO-IIPABOBUX aKTIB, IO PETJIaMEHTYIOTh 3a0€3MeUeHHs
1H(popMaIiiHOT O€3NEKH.

e Buau indopmamii. OCHOBHI MOHATTA 3axucTy iHpoOpMaIli: 00’ €KTH,
cy0’extu, kananu Butoky, HC/I, pieui goctymy(CI 1 COII).

e [lpoTunpaBHa AisIBHICTH B 1H(POpMaliiiHiil cdepi. KapHo-nponecyaibHa
XapaKTEpPUCTHKA KOMIT IOTEPHUX 3JI0YUHIB.

e (OCHOBHI 3aBAaHHs OpraHi3aliiHOl cucTeMH 3a0e3neYeHHs 1HPOopMaLIHOT
oesneku. [lepkaBHa mosiTika 3a0e3neyueHHs 1HpopMmauiiHoi 6e3neku. CTpyKTypa i
3aBAAaHHS CIIyKOH 1HPOPMaLIIHOI Oe3MeKu.

e Mogenp bemna-Jlanagynu sk OocHOBa MOOYIOBU CHUCTEM MAaHIATHOTO
po3MexxyBaHHs A0cTyy. OCHOBHI OJIOKEHHS MOJIENI.

e (OcHoBHa TeopeMa Oe3nexku. Buaum Ta mxepena morpo3 iHGopMaiiiHOi
Oe3MeKu: TUCKpeliiHa i MaHaTHA MOTITHKA O€3MeKH.

Opeanizauia 3axucmy ingopmauii 6 onepayiiinux cucmemax. Cmanoapmmni
3acoou 3axucmy onepauitnux cucmem Windows

e BHyTpimHi MexaHI3MH PO3MEXYBaHHS JOCTyNy (Mapkepu [OCTyIy Ta
JIECKPUTITOPHU 3aXUCTY ), IXHS CTPYKTYypa, IpU3HAYCHHS.

e VYwyacTh MapKepiB JOCTYIY W AECKPUITOPIB 3aXUCTy B MPOLEAYPl OJEPKAHHS
cy0’€KTIB IOCTYMy /10 00’ €KTIB OINEpaliiiHUX CUCTEM.

e MexaHi3Mu ayuTy Ta NPOTOKOJIOBAHHS B omnepaiiiinux cucremax Windows,
KJIACH PEECTPOBAHUX MOJ(1M, KEPYBaHHS ayJIUTOM.
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e Ayt goctyny A0 00 ekTiB 1 peecTpy. XKypHanu ayIuTy, NpaBuiia 3BEPTaHHsA
3 KypHaJIaMH ayIuTy.

e [IlpaBa daiinoBoi cucremu NTFS, mpusHaueHHsi Ta KepyBaHHS MpPaBaMH.
Bu3HaueHHs YMHHMX TPaB, TMEpeBipka MpaB Mia yac 3BepTaHHs 10 00 ekTa (haisioBoi
CHUCTEMH.

e QO0niKkoBI 3amucH KOpPMUCTyBadie i rpyn. 30epexeHHs iH(popmauii Mpo
00J11KOBI 3aIMMCH HA TBEPIOMY JIHCKY.

e KnacuuHa araka 31 CKMJIaHHS i ma00py nmaposist KOpUCTyBaya.

e CnocoOu 3aXMCTy CHCTEMH, iXHs peaizaiisi, METOAH 30€peKeHHs iHdopmarii
1npo AucKoBi 610K, 1m0 Hanexats daiinosi B FAT, Ext2, NTFS. 3acobu 3ade3neueHHs
HAIIHOCTI Ta BUCOKOI MPOAYKTUBHOCTI (haitioBOi CUCTEMH.

e [lludposana daiinoa cucrema EFS. Asroputmu wmdpysanhs | reHepariii
KJTFOY1B.

e Cnocobu 36epekenHs Kmouosoi iHdopmamii. Pisauua B mii arpudyra
wndpyBaHHs s (aiiny i Karanory, areHTH BiaHoBineHHs EFS. OpraHi3aiisi CrIbHOTO
nocTyny a0 3aumdposanoro gaiy.

Po3po6HuMK — /1.1.H., Tpodecop, 3aBiayBay /
kadeapy yKpaiHO3HABCTBA, .
KYJIbTYPH Ta JOKYMEHTO3HABCTBA

Ipuna [TEPEJIEPIM



