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1. 3AT'AJIBHI HOJIOKEHHSA

[Iporpama ¢axoBOoro BCTYMHOTO BHUNPOOYBaHHS CKJIaJ€HA BIAMOBIAHO [0
raJly3eBOr0 CTaHJAPTY BHUIOI OCBITH YKpaiHu «3aco0M JIarHOCTHUKH SIKOCTI BHIIOi
OCBITH OaKajaBpay.

daxoBe BCTyIHE BI/IHp06yBaHH$I NPOBOJIATE HA MiZICTaBl OLIIHIOBAaHHS PiBHS
npodeciiHuX 3HaHb, YMIHb 1 HaBMYOK BUIYCKHHKIB, mependauenux ['CBO MOHY
«OcBiTHbO-KBaNi(iKalliiiHa  XapakTepucTuka  OakamaBpa», 3  BHUKOPUCTaHHSIM
3arajbHO/IEPKABHUX METO/AIB KOMIUIEKCHOI J1arHOCTUKM (CKJIAJIEHHS KOMIUIEKCHOTO
KBaT1(hiKaLIMHOTO AEP>)KABHOTO €K3aMEHY ).

Metorw ($axoBOro BCTYMHOTO BHUMOPOOYBaHHS € TIEpPeBIpKa U OI[IHIOBAHHS
TEOPETUYHO1 Ta MPAKTUYHOI MiIFOTOBKU OakasiaBpa, BCTAHOBJICHHS PIBHS WOT0O 3HaHb 3
OCHOBHUX (PaxoBUX MHMCIUILIIH, iXHBbOI BIJAMOBIIHOCTI BHUMOTaM CTaHAAPTYy SIKOCTI
OCBITH, TMOJIOKEHHSM IMpPO CTYNEHEBY OCBITY, HaBYaJIbHUM IUIaHaM 1 Mporpamam
MiTOTOBKH (haxXiBIIiB.

[Tpodeciiina komnereHwisa ¢axiBi 31 CTyleHeM OakanaBpa Mojsrae B peanizarii
cnemiasibHUX  (YHKIINA, TMOB’SI3aHUX 3  pPO3POOJICHHAM Ta  BIPOBAHKCHHSM
TEXHOJIOTIYHUX MPOLECIB JOKYMEHTYBaHHS, OpraHizauieio iHhopMaiiHoi AiSUIBHOCTI;
pPO3B’sI3aHHI CTEPEOTUIIHUX 3aBJaHb 3 JIOKyMEHTO3HaBCTBa I iH(opmamiiHol
JISUTBHOCTI; YXBAJICHHS ONEPAaTUBHUX PIIICHb Y MEKaX CBO€1 KOMIETEHII]].

daxoBe BHUMPOOYBaHHS BpPaxoOBy€ piBEHb CGHOPMOBAHOCTI Yy BHUITYCKHUKA 31
CTyleHeM OakanaBpa:

—  CTIMKOro CBITOIVISIAY, TMPABWIBHOIO CHPUUHATTA Cy4YacHHUX HpoOsieM
PO3BUTKY CYCHIJIBCTBA, JIIOACHKOTr0 OYTTA, JyXOBHOI KYJIbTYPH;

—  aKTUBHOI JXUTTEBOI Ta TPOMAJISTHCHKOI MO3UITIT;

—  3JaTHOCTI 0 €(EeKTUBHOI KOMYHIKAIIiTHOT B3aEMOIIT;

—  TIparHeHHs J10 3aCBOEHHS HOBUX 3HAHb 1 CAMOBOCKOHAJICHHS.

daxoBe BcTymHe BunpoOyBaHHs 31 cnemiaabHOCcTi 029  «lHpOpMAaIIiiiHa,
0i0mioTeyHa Ta apxiBHAa CIOpaBa» MPOBOAWTH (axoBa eK3aMEHaIlliHa KOMIicis,
3aTBEp/DKEHAa  Haka3oM  pekTtopa [lonTaBCcbKOro — HAIIOHATBHOTO  TEXHIYHOTO
yuiBepcurery imeni lOpis Kownapatioka. Ckmag (axoBoi ek3aMeHaliiHoi KoMmicii
BHU3HAUEHO 3 YpaxXyBaHHAM Cllelu(}iKH CHEIianbHOCTL. Y poOoTi KOMICii OepyTh y4acTh
MPOBIAHI BUKJIAa4i 3 AUCIUILTIH, III0 BXOASATH 10 CKJIATy €K3aMEeHY.

daxoBe BcTymHE BUIPOOYBaHHS NPOXOAUTH y NpumimieHHi [lonTtaBcbkoro
HalllOHAJILHOTO TeXHIYHOTO YHiBepcuTeTy iMeH1 FOpist Konaparioka 1 TpuBae mpoTsarom
OJIHI€T aCTPOHOMIYHOT roauHu (60 XBUIIUH).

2. ETAIIA TA 3MICT ®AXOBOI'O BCTYIIHOI'O BUITPOBYBAHHSA

Berynne BunpoOyBaHHS Ma€e Ha METI NEPEBIPKY 3aCBOEHHS TEOPETUYHUX 3HAHB Y
rajgy3i JOKYMEHTO3HAaBCTBA Ta HABUYOK POOOTH 3 JTOKyMEHTaMH U JOKYMEHTHOIO
iH(pOpMalli€r0, YMIHHS 3aCTOCOBYBATH HAOYTl 3HAHHS, METOAM 1 METOJAMKH HAYKOBUX
JIOCIIIKEHb.



[IpoBenenHss (axoBoro BCTYNMHOTO BHNPOOYBaHHS TIPYHTYETbCA Ha TaKUX
PUHIIATIAX

— JIOTpUMaHHS BUMOT CEKPETHOCTI IIiJI 4Yac BUKOPUCTAHHS YU 30€piraHHs
MatepialiiB BCTYITHUX BUIPOOYBaHb;

— 3a0e3mneyeHHs 1H(POPMAIIIHHOI Ta TCUXOJOTTYHOI MIATOTOBKH CTYJEHTIB J10
($haxoBOTO BCTYIMHOTO BUNIPOOYBaHHS;

— yHidikamiss METOJWKH ¥W yMOB TMPOBEICHHS (PaxoBOro BCTYIMHOTO
BUIIPOOYBaHHS;

—  3B’SI30K BHYTPIIIHBOTO KOHTPOJIIO BUIIY 3 FAJIy3€BOI0 CUCTEMOIO aTecTallii Ta
JieH3yBaHHs (axiBIIiB.

[lepenik mnuTaHb JUIs MTIATOTOBKM [0 ICIUTYy 0a3yeTbCs Ha HaBYAIbHOMY
MaTepiani (yHIAaMEHTaNIbHUX 1 CHEIlaJIbHUX AWCUUIUIIH, 10 BHBYAIU CTYIACHTH 3a
nepuuM (0akanaBpChbKUM) pIBHEM BHIIO1 OCBITH.

daxoBe BCTymHE BUMPOOYBaHHS MPOBOAATH y (hOPMi TECTOBOI MEPEBIPKH 3HAHD.
TecToBa nepeBipka 3HaHb OXOIUTIOE TaKl TUCIUILIIHU:

® JIOKyMEHTO3HaBCTBO;

JIJIOBOJCTBO;

JHTBICTUYHI OCHOBH JJOKYMEHTO3HABCTBA,;
3axuCT iH(popMmaIi;

KOMIT FOTEPHI MEPEXKI.

3. BUMOI'M 10 TECTOBUX 3ABJIAHb
TectoBi 3aBmaHHS TOBHHHI OyTH 3akputoi (OpMH, MaTh YOTUPU BapiaHTH
BIJIMOBIACH, Cepe/l IKUX JIMIIEe OJHA — MPaBUJIbHA.
KigbKiCTh TeCTOBHMX 3aBJaHb 3 BIJAMOBIIHOI JMCHUMIIJIIHM BHU3HAYaIOTh 3aJIEKHO
B1JI KUTBKOCTI BIIBEAEHNX I'OJWH Ha Ii BUBYEHHS. 3arajbHa KUIBKICTh TECTOBHUX 3aBIaHb
noBUHHA OyTH HE MeHIe Hixk 40.

4. TIPOLUEAYPA IMPOBEJEHHS ®AXOBOI'O BCTYIIHOI'O
BUITPOBYBAHHSI
[Iporsirom onHi€l acTPOHOMIYHOI TOJWHU  TPOBOJATH TECTYBAaHHA 3
BUKOPHUCTAHHSAM CTaHAApPTHUX O1JIECTIB.
KoxHuii CTyIeHT BHOCHTH JI0 OJIaHKA JIJIs BIIMTOBIIEH CBOi PEKBI3ZUTH W YIIPOIOBXK
60 XBWJIMH BIAIIOBIIAa€ HA TECTOBI 3aBIaHHS.

5. KPUTEPIi OLIIHIOBAHHS ®AXOBOI'O BCTYITHOI'O
BUITPOBOBYBAHHSA

Berynne ¢axoBe BUnmpoOOBYyBaHHS OLIIHIOIOTH 3a OanbHOO mKanoro (Bix 100 mo
200). BeTynmHUK JOMYCKAETHCS IO y4acTi B KOHKYPCHOMY BiOOp1 JJIsl 3apaxyBaHHS Ha
HaBYaHHS, SKIIO Pe3yJabTaT (JaxOBOTO0 BCTYITHOTO BUIIPOOYBAHHS CTAHOBUTH HE MEHIIIC
HiK 150 GaniB. IIpaBuIbHO BUKOHAHE OJHE TECTOBE 3aBJaHHS OIIIHIOIOTH y 2,5 Oayu.
MakcuMalnibHa KUTBKICTh OalliB, SIKY MOKe HaOpaTu aOiTypi€HT, BUKOHABIIM TECTOBI
3aBjaHHs, cTaHOBUTH 200 GaniB (Tab.1).



[lepeBipKy TECTOBUX 3aBJaHb 3A1MCHIOIOTH 32 KIIOYEM.

Kumekicte  |Kutekicts %
MpaBUJIbHKX |OaJTiB MPaBUJIBHUX
BIIIIOB1JIEN BIIIIOBIIEN
1 102,5 2.5
2 105 5

3 107,5 7.5
4 110 10

5 112,5 12,5
0 115 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

Tabnuus 1
Kinekicte  |Kimbkicts  |%
NpaBWJIbHUX |0asiB PaBUJILHUX
BIIIIOBIIEN BIIITOB1IEN
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
DPAXOBE BUITPOBYBAHHA

JOKYMEHTO3HABCTBO

,ZonymeHmoa‘Haecmeo JAK HayKa

o [loHATTS PO TOKYMEHTO3HABCTBO K HAYKOBY JUCITUTLIIHY.
e OCHOBHI eTamy pPO3BUTKY JOKyMeHTO3HaBcTBa. Buecok Ilomst Otie B
PO3BUTOK HAYKH PO JOKYMEHT.
e OOG’ekT 1 mpeaMeT AOKYMEHTO3HaBcTBa. CTpyKTypa JIOKYMEHTO3HABCTBA.

Konrmemnmui

JOKYMCHTO3HAaBCTBa B

CydacHi yKpalHChKil HayIi

(C. Kynemios,

H. Kymnapenko, M. Cnoboasnuk, I'. [lIBenioBa-Bosaka, H. 3iHoB’eBa, B. be3apabko).
e 3arajbHe

AOKYMCHTO3HABCTBA

Ta
3

crieriajibHe

IHIITUMHA

HayKaMu

JOKYMEHTO3HABCTBO.
(inpopmaTHKOIO,

B3aemo3B’s130K
apX1BO3HABCTBOM,

KHUTO3HABCTBOM, MY3€€3HABCTBOM, 010,TI0TEKO3HABCTBOM, J1IOBOJICTBOM).



Honammsa «0oKymenm» y 00KymMeHmo3Haecmei

e EBouronist NOHATTS «I0KYMEHT». JIOKYMEHT Ik MUCEMHE CBITUEHHS.

e JIOKYMEHT sIK OIIIITHUIT aKT.

e JIOKyMEHT K «HOCIH Oy/Ib-siKOi colliaibHO1 1H(OpMaIlil Ta MaTepiantizoBaHa
ram’sTh Jroacteay (I1. Otre).

e JlokyMeHT sk MaTepialbHUN 00’ €KT 13 3aKpIICHOIO 1H(POpPMAITIETO.

e (CyyacHI TIIyMau€HHS MOHATTA «IOKYMEHT.

Jlokymenm ak cucmema

e JlokyMeHT sik cucteMHui 00’ekT. [HpopmarliiiHa i1 MaTepiajabHa MiACUCTEMU
JOKYMEHTA.

e EnemeHTH SIK CKIIATHUKH M1ICUCTEM.

e BiactuBocti Ta o03HakM JgokyMeHTa. @OYHKIII JOKYMEHTa: 3arajbHi
(inopMmariiitHa, KOMyHIKaTHMBHA, Mi3HAaBajbHA), CHEllabHI (peryJsaTUBHA, IPaBOBa,
KyJIbTypHa, MEMOpiaibHa, ICUXOJIOTIYHO-PEKpealliifHa, CTaTUCTUYHA TOIIIO).

e [adopmaniitnuii 1 MaTepiaJIbHUN CKIAQAHUKH TOKYMEHTA.

Cmpykmypa 0oKymenma

e BuyTpiuHs Ta 30BHILIHSA CTPYKTYpa JOKYMEHTA.

o CrpykTypa TeKcTy. PekBI3UTH JOKyMEHTa SIK CYKYIHICTb OOOB’SI3KOBHUX
CTaHJAAPTHHUX JAHUX PO JOKYMEHT.

e PekBi3uTu K 3aci0 HagaHHS JOKYMEHTY IOpHUAWYHOI cui. DyHKIII
PEKBI3UTIB.

e [Hdopmariis (TekcT) 1 MeTaiHpopmariis (iHpopMmallis PO TEKCT, PEKBIZUTH).

e BuxigHi Ta BUIYCKHI JIaHi, IXHS CTPYKTypa i PyHKIIIOHAJIbHE MPU3HAYCHHS.

e EneMenTu 30BHIIIHBOI (opMu (OOKITATUMHKA, CYHNEpOOKIaguHKA, MEPEerIiT,
dop3ail, KHHKKOBUHN OJIOK, KOPIHEIb, KHUKKOBUH QYTIIsIp).

Memoou ma cnocodu 00OKymeHnmyeanus

o KoayBanHs noKyMeHTHOI iH(dopMalii. Bumoru g0 cucremu koayBanHs. Buau
KOJyBaHHs: andaBiTHUM, 1UdpoBHM, andaBiTHO-IMGPOBUMA, pelbe@HUN, MATPUUHUMN.
KomM0OiHOBaH1 BUI# KOIB.

e Moga sk Hociil iHpopmarrii. 3HakoBuil MeToy Qikcarii iHGopMmarii. 3HaK K
oauHUIl 1Hpopmarlii. MoBHI Ta HEMOBHI 3Haku. EMOJIeMHI1 i pedoBi 3HAKH.

e [cTopuuHI TUIIU HChMA: BY3JI0BE, MAIIOHKOBE, MIKTOrpadiune, imeorpadivue,
iepormigiune, poHETHUHE.

e Cmocobu  3acobm (ikcarii iHbopmarllli: pydyHuid, MexaHIYHUN, (POTO- Ta
MarHiTHHH 3anucu iHdopmMmaiiii.

Knacugpikayia ookymenmie

e OcoOnuBocTti Kiacudikamii JTOKyMEHTIB. YMOBH Kiacu]ikailii JTOKyMEHTIB
(HasiBHICTb ~ KpUTEpPilO, B3AEMOBHKIIOUYECHHS, BHYEpIHICTh Kiacudikamii). Meta
KkJacugikaiii TOKyMEHTIB.

e Knacudikaiiss Jo0KyMeHTIB 3a 1HGOPMAIIMHUM CKJIQTHUKOM: 3MICTOM, PIBHEM
y3arajJbHeHHS 1H(oOpMaIlli, XapakTepoM 3HAKOBHX 3aco0iB dikcamii i1H(popMmaiii,



KaHaJIOM COPUMHATTA 1H(GOpMaIllli, CTyIEeHEM PO3MOBCIOIKEHHS 1HGopMallii, crrocobom
JOKYMEHTYBaHHSI.

o Knacudikaiiss JOKyMEHTIB 32 MaTepialbHUM CKJIQJHUKOM: MaTepiajgoM HOCIS
1H(opMallii, MaTepiaaTbHO KOHCTPYKIIIEHO.

o Knacudikaiiis TOKyMEHTIB 32 00OCTaBUHAMH (YHKI[IOHYBAaHHS B 30BHIIIHHOMY
CEPENOBHUIIll: PETYJIAPHICTIO BUXONY, TOCHIIOBHICTIO TIOSBU B  30BHIIIHHOMY
CEPEOBHII, MICIIEM MTOXOHKEHHS Ta MOITUPEHHS.

e Knacudikaiisi JOKyMEHTIB 3a MPU3HAYEHHSM: IIIJTbOBUM 1 YU TAI[bKUM.

Couianvona 00KyMeHmMHO-KOMYHIKAUIHA cUcCmema

e [JloHATTS KOMYHIKalitHOTO Tpolecy. THMM KOMYHIKAIii: JBOCTOPOHHS,
IpyIoBa, Crelliagi3oBaHa, MacoBa.

e [lpoctopoBuii 1 4acoBuil Oap’epw, CHOcOOM IXHBOIO  TOJOJIAHHS.
Komynikanitauii akt. [ligcuctemu TOKyMeHTHOT KOMYHIKAIIIi.

e JlokyMeHTHa JIsJIbHICTh: JIOKYMEHTYBaHHS, OOpOOJIeHHs, TMOIIMPEHHS,
30epexxeHHs 1 yrrmizaiis. « KUTTeBUM UKD TOKYMEHTA.

e JloKyMEHTHI IOTOKH, MAaCHBH, PECYPCH.

e JlokyMmeHTHi ¢poHau: 610d10TeUHM, 1H)OpMALIITHNN, apXIBHUN, MY3eHHUM.

3acanvna xapaxmepucmuka ma Kiacugikauisa eudans

e CHiBBIIHOUIEHHSI TIOHATh «JIOKYMEHT» 1 «BUJAHHA». BuUJaHHSA $K BUA
JIOKyMEHTA. 3arajibHi i crienudiuHi 03HaAKU BUIaHb.

e Kpurepii knacudikaiiii BuaaHb: MiJIbOBE Ta YUTAI[bKE NMPU3HAYEHHS, XapaKTeP
iH(opMallii, CTpykTypa, MaTepiajibHa KOHCTPYKIIis, OOCHT.

Buou mexkcmoeux euoans

e 3arajnbHa XapaKTepUCTHKA OPIMIIHHUX BUIAHb.

e Bupanns opraHiB Jep)KaBHOI BiaAd ¥ MICLIEBOTO CaMOBPSAYBAaHHS.
Konctutytis Ykpainu. 36ipauk 3akoHiB. OQiiiiH1 JOKYMEHTH.

e 3arajibHa XapaKTEPUCTHKA HAYKOBUX 1 HAYKOBO-TIOMYJIAPHUX BUIAHb.

e Marepianu HaykoBoi koH(pepeniii. Te3u gomoBifgeil HayKOBOi KOH(epeHIIii.
301pHUK HAYKOBHX Mpallb.

e HaykoBo-monynspHi BUAaHHSA: MoOHOrpadis, HapUCHU, CHIIUKIIOMEIis.
BupoOHuui BugaHHs.

e 3arajibHa XapakTEPUCTHKA HABYAIbHUX BHJAHb: MIJPYYHUK, HaBYAIbHHU
MOCIOHHUK, XpeCcTOMaTisl, MPaKTUKYM, HaB4aJlbHa Ta poOoYa mporpamu.

e 3arasbHa XapaKTePUCTHKA JOBIIKOBHX BHJIaHb: CHITUKJIOMEisl, TOBITHUK,
CJIOBHUK (TJIyMauHU, TEPMIHOJIOTIUHUH, OpporpadiuHuii, IBOMOBHUI, PO3MOBHHK).

e 3arajgpHa XapakTepucThka I1HGOpMAIIMHMX 1 pEeKIaMHUX  BHJIaHb.
Kiacudikariist 616miorpadiyHux BU1aHb.

e biGmiorpadiuni cBimueHHs Ta 616aiorpadiuyHUiA 3amucC.

e PedepatuBHi BHUIAHHS: XypHal, €KcIpec-iH(opmallis, OIJISII0BE BHIAHHS.
Pexamui BugaHHs.

e 3arajbHa XapaKTEPUCTHKA JIITEPaTypHO-XyAO0XKHIX BUJaHb. [IoBHE 310paHHs
TBOpiB. BuOpaHi TBopu. AHTOJIOTIS. AJTbMaHax.



Knucza ak éuo euoannsa

o [TlonsaTts «kHura». CydacHa KHUTA SIK 3aci0 COLIAIbHOT KOMYHIKAITi.

e (CraHOBJIEHHA Ta PO3BUTOK KHUTH. OCHOBHI €Tanu 1CTOpii yKpaiHChKO1 KHUTH.

e KHura six pizHOBuA NOoKymeHTa. CTpykTypa KHUTH. BHyTpimHiI W 30BHILIHI
€JIEMEHTH KHUTH.

e Jl0oB1IKOBO-JIONMOMDKHUI 1 HayKOBO-AOBiAKOBUM amapar. Illmax kuurum mo
yyTaya.

Ilamenmmni ma nopmamugHni OOKymeHmu

e [laTeHTHHI TOKYMEHT.

e HopmartuBHHI TOKYMEHT.

e [IpomucioBuii Katajior i IperUCKypaHT.

Ilepioouuni ma npooosi cyeani 6udanns

e [loHATTA Npo nepioAnyYHEe Ta IPOJOBKYBaHE BUAAHHS.

e Oco6mmBocTi razeru. XXypHai.

e IlponomxxyBane BujanHs (30ipHUK, yacomnuc). bronerens. Kanenaap.

Kapmoczpaghiuni euoanns

e 3arajgpHa XapaKTepHCTHKA KapTorpadiyHUX BUJIaHb: KapTorpadiyHi 3HAKH,

KapTa, aTiiac, riooyc.
My3uuni 0okymenmu
o Kiracudikarist My3U4HUX JOKyMEHTIB. PO3BHTOK My3UYHOTO JIPYKY.
e PekBi3uTH Cy4yacHOTO MY3UYHOT'O JIOKYMEHTA.
Bozpagpiuni suoanna

e 3araJibHa XapakTEepHUCTHKA 130rpadiuHMX BUJAHb: IUJIAKaT, XYIOXKHS
PEeNpOAYKIIis, €CTaMIl, JIUCTIBKA, ATbOOM.

o [Ipukmagna rpadika.

Ayoioeizyanvni 00Kymenmu

e [cTOpis BUHUKHEHHS ¥ PO3BUTOK ayIioBi3yalibHUX JTOKYMeHTIB. Knacudikarris
ay110BI3yalIbHUX IOKYMEHTIB.

o [JloHsaTTss mnpo KIHOAOKYMEHTH, iXHI ocobmuBocti. KiHodiapmu, IiXHS
CTPYKTYpa Ta PEKBI3UTH.

e Jliaginbmu: xapakTepHi O3HAKHU, PI3HOBU/IU, CTPYKTYpPa, PEKBI3UTH.

e Bineodinbmu, ixHi 0COOIMBOCTI, PI3HOBU/IY.

e Jliamo3uTuB sIK pi3HOBHUJ (OTOJOKYMEHTA: XapaKTEepHI O3HAKU, PI3HOBHU/IH,
CTPYKTypa Ta pekBi3uTu. KoMIIeKkT a1arno3uTuBiB.

e @DOHOJOKYMEHT, HOTO PI3HOBUIH.

Heonyonixkoeani 0oKxymenmu

o [lonsarts «HeomyONMiKOBaHW  JOKYMEHT». 3arajJibHa XapaKTepUCTHUKA
OCHOBHHMX BHJIIB HEOMYOJIKOBAaHMX MOKYMEHTIB: JHUCEpTAIlii Ha 3700yTTS HAyKOBOTO
CTYIEHs KaHauaara (IOKTopa) HayK, aBTopedepaT aucepTailii, 1IeMOHOBAaHUN PYKOIIUC,
NPEeNpUHT, HAYKOBUHN NIEpEKIa TOIO.



JloKymenm AK yacmuna KyabmypHo-iCmopu4uHoi cnaoujunu

e JIOKYMEHT SIK YaCTHHA KyJIbTYPHO-ICTOPUYHOI CaIIIIUHU.

o [lonsarras mpo apredakTHUl  TOKyMeHT, Horo o3Haku. Kpurepii
apTeakTHOCTI.

e XapakTepucCTUKa IIHHUX, PIIKICHUX Ta YHIKaJIbHUX JOKYMEHTIB.

Jlokymenmu na nogimuix nHociax iHgpopmauyii

e [lonsaTTs npo MikporpadgiuyHuil TOKYMEHT, Horo o3Haku. Buau 1 knacudikariis
MIKpOQOpM.

o [lepdoposannii nokyment. [lepdokapTtu, nepdoctpiuku, iXHi 0COOTMBOCTI.

e MarHiTHUH NOKYMEHT: BHUIM, O3HAKW, (QyHKIII, cTpykTypa. Kmacudikaris
MarHiTHUX JOKYMEHTIB. llepcrekTuBM BUKOPHUCTAHHS MArHITHUX JOKYMEHTIB Yy
JOKYMEHTHO-KOMYHIKAIIHHI} A1SUTBHOCTI.

e JIOHATTS PO ONTUYHUN JOKYMEHT, HOr0 3arajibHa XapaKTepUCTUKa, TIepeBaru
i1 0OMeXEeHICTh Y BUKOPUCTaHHI. Buu onTHYHUX TOKYMEHTIB, IXH1 O3HAKH.

o [lonarra «romorpadis», «rojmorpagiunuii aoKymMeHT». OCHOBHI eTanu
PO3BUTKY rosiorpamu. Buam ronorpadiyHUX TOKYMEHTIB, 1XHI O3HAKW, NepeBaru i
O0OMEXEHICTh y 3aCTOCYBaHHI.

AIOBOACTBO
Icmopia pozeumky 0inoeoocmea

e IcTopis po3BuUTKY mnHceMHOCTI. BuHukHeHHs autoBoacTBa. CKiamaHHs
JIOKYMEHTIB 3a 4aciB KuiBcbkoi Pyci.

e (CyuyacHe Jiep>KaBHE peryJloBaHHs A1IOBOJCTBA B Y KpaiHi.

e Opranizaiist IUTOBOJICTBA Ta HOTO OCOOTUBOCTI.

Jlokymenm sk 3aci6 peanizauyii pynxuyiit ynpasiaincokoi oianvnocmi

o [lonsarrs npo nokymeHT. CTpykTypa AOKYMEHTa. JIOKYMEHT SK CKIJIaJIHUK
JIOKYMEHTHOI KOMYHIKaIlii.

e [lonsaTTs npo auioBuit fokymeHT. Kiacudikariis 10KyMeHTIB.

e Bumorm 10 odopmuenHs  gokymenta. [lpuHmunu Ta  mpaBuia
JTOKyMEHTYBaHHSI.

e Crangmaptuzaiis ¥ yHidikaiis yHopaBIIHCHBKUX JIOKYMEHTIB. YHi(iKoBaHi
CUCTEMHU YTIPABIIHCHKUX IOKYMEHTIB.

Hopmamueno-memoouuna oaza 0inoeoocmaea

e 3aKkoHO/aBYa, HOPMATUBHO-MPaBoBa 0a3a AISUILHOCTI CUCTEMH JI1JIOBOJICTBA Ta
cy0’€KTIB IJIOBOJICTBA B YKpaiHi.

e HopMmaTuBHO-TIpaBOBI aKTH, AEpXKaBHI CTAaHAAPTU B raiy3i JIUIOBOJACTBA M
apxiBHOI CTIPaBH.

Ilpasuna opopmnennsn ynpasinincekux 00OKymMeHmie

o [loHATTS MpO PEKBI3UTH CIYKOOBUX JOKYMEHTIB. PEKBI3UTH JOKYMEHTIB
3T1JIHO 3 IEP’KABHUM CTaHJIaPTOM.

e Cxian, 3MICT 1 BHMOTH [JI0 pO3TallyBaHHS pEKBI3UTIB (AaTyBaHHS,
aZpecyBaHHs, 1HAEKCAIlls, TOTOKEHHS, 3aCBIAYCHHS, PE3OJIOMis, BIAMITKH TIPO
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MPOXO/KEHHSI Ta BUKOHAHHA JOKYMEHTIB, 0(OpMIIEHHS KoIii, 0popMIIEHHS T0AaTKIB
10 nokymeHnTa). [IpoctaBieHHs MO3HAYOK HAa JOKYMEHTaX.

e bnank ciy:k00BOT0O JOKYMEHTA, MPOEKTYBaHHs 0JaHKIB JOKYMEHTIB.

e BuMoru 10 AOKYMEHTIB, 110 X BUTOTOBJISIOTH 32 JOTIOMOTOIO JAPYKYBAJIbHUX
3aco0iB. OdopmiroBaHHS CIIy>)kKOOBHX JTOKYMEHTIB 3a JOMOMOTOI OOYHCITIOBAILHOT
TEeXHIKH.

Dopmyesannsa cnpae i 30epicanna 0OKymeHnmie

e HowmeHkmarypa chpaB SK CXeéMa pO3MOJUTy Ta TPYIMyBaHHA BHUKOHAHHUX
nokyMeHTiB. CKiIagaHHS HOMEHKJIATYpH CIIpaB, 1i BUAM. 3BEICHa HOMEHKJIATypa CIIPaB.

e [IpaBumia hopMyBaHHS CTIpaB.

e TumuacoBe 30epiraHHs JOKYMEHTIB Y CTPYKTYPHHUX I1IpO3iIax.

CyuacHi 0inogi 0okymenmu: Kiacughikayisa ma npasuna ohopmienus

e XapaKTepucTHKa OpraHi3aliifHuX JOKYMEHTIB: TOJOXXEHHS, CTaTyT,
THCTPYKIiA, TpaBuia. Bumoru 10 iXHbOTO yKIIagaHHs i 0(hOpMIICHHS.

o Crenudika ykmagaHHs po3MopsaIInx JOKyMeHTiB. [IoHSITTS mpo mocTaHoBy, ii
CTPYKTYpy. YXBaJia sIK IPaBOBHUI aKT. 3arajbHi i YaCTKOBI pO3MOPSKCHHS.

e CTpyKTypa TEKCTy HaKazy, HOro BUIH, PEKBI3UTH.

e OcoOnuBocti o(opMIIEHHST IOBIAKOBO-IH)OpPMALIHUX TOKYMEHTIB (aKTH,
JOBIJIKH, CIIy>KOOB1 3alHCKH, OTOJIOIIECHHS). BUau Ta CTpykTypa TEKCTy CiIyKO0BUX
JIUCTIB.

e 3MICT 1 PEeKBI3UTH IUIaHy poOOTH, 3BiTY. Crnenudika ykiIagaHHSI CIIyXKOOBUX
tenedoHorpam Ta (axcia.

e OO6mik ocoboBoro ckiamy mignmpueMcTBa (opranizamii). [lopsimok BemeHHS
0COOOBHX CIIpaB.

e 3asBa, ii BUIU, PEKBI3UTH.

e Haxkasu 1mo/10 0coO0BOTO CKIIATYy.

e Bumoru 10 0opMIIeHHSI KOHTPAKTIB, TPYIOBUX YTOJ.

o [lopsmox BeaeHHA TPYIOOBHX KHIKOK  mpamiBHUKIB.  OcoOmMBOCTI
o(opMIIEHHS JOKYMEHTIB PO BIAPSIXKEHHS MPaLliBHUKIB.

e CkJialaHHs 0OCOOUCTHX TOKYMEHTIB.

e 3arajgpHa XapakTepHCTHKa 00JIIKOBO-(1HAHCOBOI JOKYMEHTAIIll: rapaHTIMHUI
JICT, 3asiBa-3000B’s13aHHS, 3asBKa, KBUTAHIIIsI, HAKJIA/THA.

e TocrogapchKO-AOTOBIpHI JOKYMEHTH, OCOOJUBOCTI iXHBOrO O(OPMIICHHS.
JloroBip moctadanHs. J[oroBip nmpo MaTepiayibHy BiAMOBIAATBHICTh. 3pa3Ku JOTOBOPIB 3
1HIITNX TTUTAHb.

JloKymenmyganus OianbHOCmi KONe2iaibHux opeanie

e IlimanyBaHHs poOOTH MICIIEBUX OpPTraHiB BJIAJIH.

e JlokyMeHTYBaHHsSI [JISJIBHOCTI  KOJIeTiaJIbHUX opraHiB. IlimrotoBka it
odopMIIEHHST TOKYMEHTIB JI0 3aCiJIaHb KOJEeT1albHUX OpTraHiB.

e [Ipu3HaueHHs Ta OCHOBHI CKJIAJHUKU MPOTOKONY. Pi3HOBHIM MPOTOKOMIB 3a
oOcsiroM (pikcoBaHoi iH(opmamii. Bumorn g0 odopmienns mnpotokory. CTpykTypa
TEKCTY BUTATY 3 IPOTOKOJY, HOTO PEKBI3UTH.
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Opzanizayisa ciayxcou 00KymeHmauiiino2o 3a0e3neuenns ynpaeiint

e Opranizamis J170BOACTBa B ycraHoBi. Opranizamiini GopmMu poOGOTH 3
JOKYMEHTaMHu.

e OcHoBHI 3aBHaHHsA Ta (QYHKIII ciayx6u aimoBoactBa. llltaTtHuit po3muc i
KUTbKICHHMM CKJIaJ] CITy>KOM I1JTIOBOJCTBA.

e VmpaBiiHHA CIyxk0010 JIJ0BOACTBA. BuMorm n0 KepiBHHKA CIIyKOU
JJIOBOJICTBA, HOoro (PyHKIT, MpaBa. YMOBH Ipalll MPaliBHUKIB CIIY>KOH J1JI0BOJICTBA.

Texnonoziuni npouyecu 3 00OKymMeHmauiiiHo2o0 3a0e3neuenns ynpasiinis

o [loHATTS «IOKYMEHTOOOIr», MOro poO3BUTOK, HOPMATUBHO-METOJUYHA
periamMeHTalis.

o [IpuiimanHs, onepeHIi PO3TISIA 1 PO3MOALT BXIIHUX JOKyMeHTIB. [Topsgok
OTIPAIFOBAHHS Ta HAJCUJIAHHS BUXITHUX JOKYMEHTIB.

e 3araibHi TOJIOKEHHS MpPO peecTparito AokyMeHTiB. [lopsgok peectpaiii
BXIHMX, BHXIJIHUX 1 BHYTpIIIHIX JOKyMeHTIB. PopMu peecTpailii JAOKYMEHTIB.
ABTOMAaTH30BaH1 CUCTEMU peecTpallii JOKYMEHTIB.

e Opranizaiis KOHTPOJIO BHUKOHAHHS JOKYMEHTIB. 3HaY€HHS, BUAM U (popMu
KOHTPOJIt0. THIIOBI CTPOKM BUKOHAHHS JIOKYMEHTIB. ABTOMAaTH30BaHa CHCTEMa
KOHTPOJIIO BUKOHAHHS JJOKYMEHTIB.

e [lopsnok KOHTPOJIIO 32 PO3TIISAAOM MUCHMOBUX W YCHHUX 3BEPHEHBb TPOMAISH.
Pobora 3 mpomo3uiisiMu, 3asiBaMu Ta ckapramu rpomMazisH. Ocobuctuil mpuiiom
IPOMAJIsH.

e Homenkiatrypa copaB sk cxema pO3MNOJIITYy Ta TpPyHyBaHHS BUKOHAHUX
JIOKYMeHTIB. Bunu HoMeHkiatypu crpaB. ['pynyBaHHS JIOKYMEHTIB Yy CIpaBy, iXHE
PO3MIIIICHHS.

e Howmenkmatypa cmpaB CTPYKTYpPHOTO MiIpO3auTy. 3BeJA€Ha HOMEHKIATypa
cipaB oprasizaiii. [IpaBuna hoopmyBaHHS CIpaB.

e Mera ¥ OCHOBHI €TamM MIATOTYBaHHS JOKYMEHTIB 10 30epiraHHs 1
BUKOPHUCTaHHA. TuMuacoBe 30epiraHHs JOKYMEHTIB Yy CTPYKTYPHUX IIiIpo3iiiax
opranizaitii. [ligroryBaHHs JOKYMEHTIB /10 30€piraHHs Ta BUKOPUCTAHHS.

e ExcrnepTHe OLiHIOBaHHS I[IHHOCTI JOKYMEHTIB.

e OdopmmtoBannsa crpas. Cki1aJaHHS OMKCIB CIIPaB Y A1IOBOJICTBI OpraHi3alli.

e [IlepemaBaHHs cripaB 0 apxiBy oprasizaiii. 30epexeHHs OJIaHKIB, NEYaTOK 1
HITAMIIIB.

Hogi ingpopmauyiitni mexnonozii 6 00KymMeHmayilitHux npoyecax

o Komm’rorepusaliisi 10KyMeHTo0O0Iry. OcoOiIMBOCTI poOOTH 3 €JIEKTPOHHUMHU
JOKyMEHTaMHu.

e [loOynoBa enekTpoHHOI KaHLemsIpii. CTBOPEHHS €EKTPOHHOTO apXiBY.

JIHI'BICTUYHI OCHOBU JOKYMEHTO3HABCTBA
Teopemuko-memo0ono2iuni 3acadu po3eumKy 0OKyMeHmMHOT TiH28ICIMUKU
e JlokyMeHTHa JIIHTBICTHKA SIK TEOPETHUKO-TIPUKIIAIHA JUCIIUILTIHA.
e [cTOpHYHI BUTOKH TOKYMEHTHOI JIIHTBICTUKH.
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e Micie TOKYMEHTHOI JIIHTBICTUKHM B CUCTEM1 MOBO3HABYMX HAYK.
Memoou ninceicmuuno2o 00Cai0HCeHHA mMeKCmy 00KyMeHma
e TpaawuiiitHi i HOBI HAPSIMU JIIHTBICTHYHUX JTOCTIKCHb.
e Onucosuii MeTof. CTPYKTYpHUI METO/I.
e MaremMaTruuHi Ta KOMIT IOT€PHI METOJIU 1 MPUMOMH aHAII3y TEKCTY.
Texcm ak 00’ekm 00cnidiicenn
e [loTpakTyBaHHS TEKCTY y HayKOBil jiTepaTypi. O3HaKU TEKCTY.
e Texkct i1 nuckypc. Kommnosutis (CTpykTypa) TEKCTy CIy>KO0BUX JOKYMEHTIB.
Knacudikariist TEKCTIB y JOKYMEHTHIH JIHTBICTHIII.
Kamezopii mexcmy
3aranpHe MOHSATTS MPO KaTeropii TEKCTY.
Kareropii 38 13HOCTI ¥ LILTICHOCTI.
Kareropist AMCKpETHOCTI.
Kareropii iHhOpMaTUBHOCTI Ta KOHTUHYYMY.
Jlinzeicmuyni Hopmu mexcmie 0OKymMeHmie

e Opdoeniuni # opdorpadiyHi HOPMHU TEKCTIB JOKyMEHTIB. I[lopyiieHHs
paBUJI YKPATHCHKOI JITepaTypHOi BUMOBH.

e 3acoOuM MWIO3BYYHOCTI YKpaiHCbKOi MOBU. HopmMu HaromomryBaHHSI CIIiB
Cy4acHO1 yKpaiHCBHKOI JIITepaTypHOi MOBH.

e Opdorpadiuai HOpMH TEKCTIB JOKYMEHTIB. Y KUBAHHS BEJIUKOI JIITEPH.

o [IpaBuna ckopoueHb Yy TeKkcTax JAOKyMeHTiB. Ilo3naueHHs uudpoBoi
iH(opMallii B JTOKyMEHTaXx.

e JlekCH4HI HOPMHU TEKCTiB JOKYMEHTIB. [IOHATTSA mpo TEpMiH Ta METAMOBY.

e JlekcukorpadiuHuil aClIeKT METAMOBH.

e CnocoOu TBOpEHHS © OCOOJNMBOCTI BUKOPUCTAaHHS JOKYMEHTO3HABUOI
TEPMIHOJIOT1.

e Mopdosoriuai HOpPMH TEKCTIB JOKYMEHTIB. Y)KMBaHHS IMCHHHKA Ta
OpPUKMETHUKA B OQIIINAHO-AIOBOMY MOBJIEHHI. HopMu BXMBaHHS YHCIIBHHUKA B
npodeciiitHoMy MOBJEHHI. BiKMBaHHS B NUIOBOMY MOBJIEHHI JI€CIIOBa, 3aiiMEHHUKA,
TIENPUKMETHUKA, J1EMPUCITIBHUKA.

e (Ciy)xO0B1 YaCTUHU MOBH Ta IXHE Y)KMBAHHS B IOKYMEHTaX.

e CHUHTaKCUYHI HOPMH TEKCTIB JOKyMEHTiB. OCHOBHI BUMOTH 10 CHUHTAKCUCY
J1710BOTO MOBJICHHS. CUHTaKCUYHI CTPYKTYPH B JINTIOBOMY MOBJICHHI.

e [lynkTyaliiiHi HOpMHU AUTIOBUX TaIepiB.

Jlexcuxko-cmunicmuyni HOpMuU 0OKYMEeHmMHOi 1iH26ICMUKU

e HaykoBuii Ta oiriiHO-A110BUM CTUI1 y TpodeciiHOMY CIIJIKYBaHHI.

e JIiIHrBOCTWJIICTMKA JIJOBOTO JIMCTYBaHHS. 3arajbHl BHUMOTH JO TEKCTY
ciyk00Boro jucTa. CTHIIICTUYHI 0COOIMBOCTI CITY>KOOBUX JIUCTIB. ETHKET Ciy’KO0BOTO
JUCTYBaHHS.
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Peoazysanna mekcmogux eieKmpoHHUX OOKYMeHmie
e [loHATTS mpo penaryBaHHS €JEKTPOHHUX JTIOKYMEHTIB. MeToau, METOAMKH 1
npoueaypa peaaryBants. OcoOIMBOCTI pearyBaHHs MepeKIIaIiB.

3AXHUCT ITHOOPMAILII
Honammsa ingpopmauiiinoi 6e3nexu ma ii micye ¢ cucmemi
HauioHaIbHOT Oe3neKu

e Bunu ta mxepena norpo3 iHpopMaritHoi Oe3neKH.

e (CucreMa HOPMaTUBHO-TIPABOBUX aKTIB, IO PETrJIaMEHTYIOTh 3a0€3MeUeHHs
1H(popMarliitHOT Oe3MeKH.

e Bumu indopmarnii. OCHOBHI TOHSATTA 3axuCTy 1H(popMalii: 00’€KTH,
cy0’extn, kananu Butoky, HC/I, pini noctymy(CI 1 COII).

e [lportunpaBHa nisanpHICTH B 1H(MOpMamiiiHii chepi. KapHo-nponecyanbHa
XapaKTePUCTHKA KOMIT FOTEPHUX 3JI0UHHIB.

e (OcHOBHI 3aBJaHHSI OpraHi3aliiiHOl cucTeMu 3abe3reueHHs 1HpOopMaIliiHOT
oesneku. Jlep>kaBHa mojiiTuka 3ade3neueHHs iHGopmMaliiHoi 6e3neku. CTpykTypa i
3aBJIaHHS CIIYKO0U 1H(PopMaIliitHOT Oe3MeKHy.

e Monens bemna-Jlamagynu sk ocHoBa mMOOYAOBH CHUCTEM MAaHIATHOTO
po3MexyBaHHS J0cTyITy. OCHOBHI MOJIOKEHHS MOJIEII.

e OcHoBHa Teopema Oe3meku. Buau Ta mkepena morpo3 iH(opmaliiHoi
Oe3MeKku: TUCKpeliiHa i MaHaTHA MOTITHKA O€3IeKH.

Opzanizauia 3axucmy ingpopmauii 6 onepayiiinux cucmemax. Cmanoapmmui

3acoou 3axucmy onepayiinux cucmem Windows

e BHyTpimHi MeXaHI3MH PO3MEXYBaHHS JOCTyHy (Mapkepu IOCTymy Ta
JECKPUIITOPU 3aXUCTY), IXHS CTPYKTypa, MpU3HAUCHHS.

e VYyacTb MapKepiB JAOCTYIy ¥ JECKPUNTOPIB 3aXUCTy B MPOLETYPl OJEp>KaHHS
CyO’€KTIB IOCTYITY 0 00’ €KTIB OTMIEPAIIITHIX CHCTEM.

e MexaHi3MHu ayJuTy Ta MPOTOKOJIOBAHHS B omnepaiiitnux cucremax Windows,
KJIACH PEECTPOBAHUX TMO1M, KEPYBaHHS ayIUTOM.

e Aynut goctymy a0 00’ekTiB 1 peectpy. KypHanu ayauTy, mpaBuiia 3BepTaHHS
3 KypHAJIaMH ayauTy.

o [IpaBa daitnoBoi cucremu NTFS, npusznaueHHs Ta KepyBaHHsS TpaBaMHu.
BusHaueHnHs YMHHUX TpaB, MEpeBipKa MpaB MiJ Yac 3BEpTaHHS 10 00’€kTa (ailiioBoi
CUCTEMH.

e (OOJKOB1 3amucH KOPHUCTyBauiB 1 Tpymn. 30epexeHHs i1HQopmarii mpo
00JIIKOBI 3aITMCH HA TBEPJIOMY JHUCKY.

e Kiracnuna ataka 31 CKUJIaHHSA U TIA00PY MapoJIsi KOPUCTyBayva.

e (CnocoOu 3aXUCTy CUCTEMH, iXHsI peani3allis, MeToAu 30epekeHHs iHpopmarrii
mpo AUCKOBI OJ0ku, o Hanexath (ainosi B FAT, Ext2, NTFS. 3acobu 3a6e3neuenns
HAJIMHOCTI Ta BUCOKOI IPOAYKTUBHOCTI (haitIOBOT CUCTEMH.

e Illudposana ¢aitnoBa cucrema EFS. Anropurmu mudpyBaHHsS 1 reHeparii
KJTIOYIB.
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Crioco6u 36epexxeHHs KIIFo4oBoi inpopMauii. PisHuis B aii arpulOyTa wupyBaHHs Als
daitmy # karanory, aredtd BimHoBnenHs EFS. Oprawnisauis CHijapHOro I0CTymy 0
3amupoBaHoro Gaiiy.

KOMIT'IOTEPHI MEPEJKI TA KOMYHIKALIII
Mepeosicni pecypcu ma ixXHe cniibHe 6UKOPUCMAHHA
e 3arasbHi BimoMocTi mpo koMt oTepHi Mepexi. Kimacudikamis mepex.
e MepexeBi pecypcH Ta IXHE CIiJIbHE BUKOPUCTaHHS.
e TlousaTTs Tomomorii Gi3MYHMX i JIOTIYHUX 3B’SI3KIB y MEPEXKi.
06’conanna mepesic: npunyunu opzanizayii Internet. Ilyonikayia 0anux 6
Internet ma Intranet. HTML
e CranmaptHa TexHosoris Ethernet.
e BucokomBuakicHi jokansHi Mepexi. IlyOmikaumis manux B Internet Ta
Intranet.
e OsHaifoMlleHHs 3 porpaMami AJisi cTBOpeHHs caitis. HTML.

Po3poOHUK — 1I.i.H., JOLIEHT, 3aBiAyBay
KadeIpH yKpaiHO3HaBCTBa,

KYJIBTYpHY Ta JOKYMEHTO3HABCTBa I. . Ilepenepiit




