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MNepeamosa

OCoOMUBICTIO BUKOPHCTaHHS MEPCOHATY Ha IIiIPUEMCTBI
€ HEOOX1HICTh BEJIEHHS KaJPOBOTO J1JIOBOJICTBA.

PobGoty, moB’s3aHy 3 OOCIYroBYBaHHSM  IIPOLECIB
OPUAHATTS, PO3CTAHOBKM, NEPEMIlICHHS Ta 3BUIbHEHHS
MpPaLiBHUKIB 3aJIe)KHO BiJ PO3MIPIB MIiANPHEMCTBA MOXYTb
BUKOHYBAaTH OCOOHMCTO IUPEKTOP, MEHEIKEp 3 IEpCOHaIy,
BIJUILT KaJIpiB ab0 ciry:k0a mepcoHaly ImiIpHeEMCTBA.

baxanHs gocsartm  MakCHMMalbHOI  €(pEeKTUBHOCTI Y
BUKOPHUCTaHHI ~ NEPCOHANTY  3aKOHOMIPHO  MiIITOBXYE
MpAIiBHUKIB CIYy:KOM MEpCOHay 10 BHUKOHAHHS TOpYyY 3
TPAJUIIMHAMHU 3aBJIaHHSMHU KaJpOBOTO JIIJIOBOJCTBA SIKICHO
HOBUX OYHKIiH. Y 1pOMy 3B’S3Ky HE OCTaHHIO pOJb
BIZIIrparoTh 3acO0M opraxizamii 00iry ocooucTux, 0coboBuX Ta
OOJIKOBUX JOKYMEHTIB Ha MIJIPUEMCTBI, OpraHizaiiiiHa
TeXHiKa.

CyyacHe KaJpoBe MAIJIOBOJCTBO TepeOyBae IIiJl BIUIMBOM
PO3BUTKY CHCTEM YIPABIIHHA JOKYMEHTaMH, IO BHCYBA€
BUMOTH /10 (axiBI 3 KaJpOBOI0O JAUIOBOACTBA 00 3HAHHSA
OCHOB  1X  pO3pOOKM,  HAJAro/KeHHs,  eKCIUTyaTarii,
BITHOBJIEHHS TA 1H.



Tema 1. Opraxizauis KAApPOBOro AIAOBOACTBA B
CY4OCHMX YMOBAX

[Inan
1.1. OcHOBHI MOHATTS KaAPOBOTO JIIJIOBOJCTBA.
1.2. HopmaTuBHO-TIpaBOBEe  3a0€3MEYEeHHS  OpraHi3aiii
KaJpOBOT0O J1JIOBOJCTBA.

1.1. Illepconan mnpexacraBise co0OI0 OCOOOBUH  IITAT
NpPaliBHUKIB  MIANPUEMCTBA,  BKJIIOYAIOYM  IPALIOIOYUX
BJIACHUKIB Ta CIIBBJIACHUKIB, TPYAOBI BITHOCHHH SKHX 3
MiAIpUeMCTBOM 3adiKCOBaHI y TPYIOBOMY JOroBopi abo
KOHTpakTi. Moro misybHICTH CIPIMOBAHA HA JOCATHEHHS
KIHLEBUX IIOKa3HUKIB TOCIOAApIOBaHHA. TepMiH IepcoHal
HaifuacTime BUKOPUCTOBYETHCS Ha PiBHI MiANPHEMCTBA.

ITopy4d 3 HOHATTSAM INEPCOHAT BUKOPUCTOBYIOTH IOHSTTS
nkanpu”. ICHYIOTB Taki nioxoou 00 6u3Ha4eHHs CYMHOCMI
nousmmsi ,,kaopu”’.

1) BucokokBaiti(hikoBaHi TPAIiBHUKK MiJANPHEMCTBA 3
ITMOOKUM 3HAHHSM CBO€I CIIPaBH Ta JOCBIAOM poOOTH;

2) GKOHOMIYHE HACCNICHHsS 3 T[EBHUM pIBHEM OCBIiTH
(cepenus 3arasnpHa, podeciiiHo-TeXHiYHa, BHIIA) Ta JOCBIIOM
pobotu abo 6e3 HUX, Kl MPONOHYIOTh CBOIO poOOUy CHIIy Ha
PHHKY Tparli i MOXXyTb OyTH 3aiTy4yeHl Ha BUPOOHUIITBO.

Jlinoeoocmeo — 1€ MIAIBHICTh, IO OXOIUIIOE ITHUTAHHSI
JIOKYMEHTYBaHHSI Ta Opradizaiii poOOTH 3 JOKyMEHTaMHu B
MPOIIEC] YNPaBIIHCHKOT iSIBHOCTI.

3rinHo 13 3akoHom Ykpainu L Ilpo iH(popmalio”,
00KyMeHm — 11€ TiepeidaueHa MarepiajgbHa hopma oJIepKaHHs,
30epiraHHs, BUKOPUCTAHHA 1 MOMIMPEHHS 1H(OpMaIli HUIIXOM
¢ikcanii ii Ha mamepi, KiHO-, Bimeo-, ¢QoTorutiBui abo Ha
1HIIIOMY HOCI€BI.

B Vkpaini odiniiHo NpuiHATI TpU 3HAUYEHHS JOKYMEHTa,
3adikcoBaHi B psal aepxkaBHUX ctanaapTiB (JICTY):
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1) 3anucana inghopmayis, sKka MOXKE PpO3IIAAATUCT 5K
OJIMHHMIIA i Yac 3MIHCHEHHS 1HGOPMAIIHOT AISUTBHOCTI.

2) mamepianvuuti 06’ckm 3 iHOOPMAIIIE, 3aKPIIICHOO
CTBOPEHUM JIIOJMHOIO CIocoOoM Juis ii mepepadi B yaci Ta
MPOCTOPI.

3) mamepianvruuii 06’ckm, 1O MICTUTh B 3aKPIIUIEHOMY
BUTIISAAL 1H(OpMaITito, 0hOpMIIEHUI BCTAHOBIICHUM MOPSIKOM 1
TakWi, [0 Mae BIANOBIAHO JO JIIOYOr0 3aKOHOJABCTBA
MIPaBOBE 3HAUCHHS.

Jlnsi KaZpoBOTO JiJIOBOJICTBA B JIAHOMY pa3i HAHOUIBII
OPUAHSATHAM € OCTaHHE BH3HAYEHHS, JI€ JOKYMEHT
pO3yMi€TbCS SIK MaTepialbHU OO0’€KT, SKUHA MICTHTh Yy
3aikcoBaHOMY  BUTISAI  iHpOpMamio, ohOpMIICHHH Y
3aBEJICHOMY MOpsAKY M Mae BIJIOBIZHO JO YHMHHOIO
3aKOHOJIaBCTBA IOPUINYHY CHITY.

Ha3BaHni y BU3Ha4YeHHI O3HAaKM JIOKyMEHTa Iepen0adaroTh:
HasBHICTh 1H(OpMAIIii, CMHCIIOBOTO 3MICTY; CTaOUIbHY PEUOBY
(marepianbHy) ¢opmy, 1m0 3abe3nedye  JIOBrOTpHUBAJC
BUKOPUCTaHHA Ta 30epiraHHs JIOKyMEHTIB; (yHKI[iOHAIbHE
NpU3HAYeHHs JUIs Tepenadi iHopmauii B IpocTopi Ta yaci,
TOOTO JUIsi BUKOPHCTAaHHS B COIIAJIbHUX KOMYHIKAIlIMHUX
KaHaJax.

['onoBHOIO CKIIAIOBOIO JTOKYMEHTA BUCTYIAE iHghopmayis,
TOOTO pI3HOMAHITHI JaHi, BiJOMOCTI, TOBiIOMJICHHS, 3HAHHS,
MpU3HAYEHl JJI Iepefadl y mpoueci KoMmyHikauii. 30kpema,
JOKYMEHT MOXE CIY)KUTH MUCbMOBUM JIOKa30M, TaKOX €
JOKEPETOM PI3HOMaHITHUX BIJIOMOCTEH JTOB1JIKOBOT'O
xapaktepy. [IoBHOTY iH(opMarlii xapakTepusye ii 00cAr, sKui
Mae OyTH JOCTaTHIM JJIsl NPUMHATTA pilieHHs. Jl0CTOBIpHICTD
iHpopMallii BU3HAYAETHCA PIBHEM BIAMOBIAHOCTI i1 710 3MicCTy
00’eKTUBHOrO cTaHy pedeid. I[Hdopmamiss mae Oyrtu
OIepaTUBHOIO, 100 32 yac ii nmepenadi if 0OpoOKU cTaH peueit
He 3MiHuBCcA. JlokyMeHTyBaHHS 1HQoOpMaLii 3A1HMCHIOETHCS
3TiTHO 3 BIANOBIIHMMHU 3aKOHAMH W TOCTaHOBAMHU OpraHiB
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JepXKaBHOI ~ BJIaaW, SKUMH  BU3HAYA€ThCS  OpraHizamis
JJIOBOJICTBA 1 CTaHIAPTH3AIlIs JOKYMEHTIB.

3a nepeunnicmio GuHUKHeHHA TOKYMEHTH MOAUISIOTH Ha:

— NepeuHHi OOKyMeHm — TOKYMEHTH, IO MICTATh BUXIAHY
(nepBuHHYy) iHQOpMaIit0 (3aKoHM YKpaiHH, EKOHOMIYHI
TpPaKTaTH);

— MOPUHHI OOKYMeHmU — TOKYMEHTH, M0 MICTATh y co0l
pe3ynbTat AQHATITUKO-CUHTETUYHOTO abo 1HIIOTO
nepepoOseHHsT OJHOTrO, ab0 KIUTBKOX MEPBUHHHUX JOKYMEHTIB
(TpymoBuii KOJEKC, HaBYATIbHA JIITEPATypa).

HaykoBa aucuurutina, o BUBYAa€ CTPYKTYPY 1 BIaCTUBOCTI
JOKYMEHTalbHOi 1HopMallii, po3BUTOK (opmM, omepailii,
METOJI, ONTHUMI3aIlil0 POOOTH 3 JOKYMEHTaMH, HAa3UBAETHCS
OOKYMeHmManiCmuKoro.

KokxHOMY [OKyMEHTY TpUTaMaHHa II€BHA KUIBKICTh
aTpuOyTiB, cepell IKUX:

—dopmynsip — 3pa3ok, Mojelb 1o0ynoBu (popmu
JOKYMEHTa, IO BCTAHOBJIOE Tally3b WOr0 BHKOPUCTAHHS,
dopmar (A4, AS), posmipu OeperiB (IoiiB), BHMOTH O
moOy/IoBH KOHCTPYKTHBHOI CITKM (Ta0nMill) Ta OCHOBHI
PEKBI3UTH;

— JIOBKMHA PEKBI3UTY — II€ KUIbKICTh TpadiuHUX 3HAKIB Ta
MpoO1TIB, sIKa HEOOX1/IHA JIJIS 3aIIUCY PEKBIZUTY Ha IOKYMEHTI,

—poOoua oA JOKYMEHTa — I IJiouia yHi(iKOBaHOi
dopmu un OiaHKa JOKYMEHTA, MpPU3HAYEHA IS 3alOBHEHHS
OCHOBHUX PEKBI3UTIB;

—Oepern JOKyMEHTa — TII¢ IUIONI, WpU3HAYEH] s
3aKpIIUIEHHS JOKYMEHTa B TEXHIYHUX 3aco0ax 30epiraHus, a
TaKOX JJIs HAHECEHHS CIeIiaJIbHIX TTO3HAYOK Ta 300pakeHb;

— OnaHK OQIIIIfHOrO TOKyMEHTa — 1€ CTaHJapTHUM apKyIll
nanepy 3 BIATBOPEHOIO Ha HbOMY MOCTIHHOIO 1H(OpMAaIi€r0
JOKYMEHTa Ta MiCIIeM, BiJIBEIEHUM Ul 3MiHHOI iH(opMarlii.

1.2. OCHOBHOIO ~ HOpPMATHBHOIO  0a3010  KaJIpOBOTO
IIJIOBOJICTBA €:



1) 3akoHu YkpaiHu:

—,,IIpo indopmariir’;

—,,1Ipo moBu”.

2) MIOCTaHOBH:

— BPY ,.Ilpo nepxaHwuii repd Ykpainu”,

— KMV ,Ilpo 3aTBep/KEHHS MNpaBWUi HaJAaHHSA MOCIYT
momroBoro  3B’s3ky”, ,IIpo  3aTBep/pKeHHS  TPUMIPHOL
THCTPYKIIii 3 IIJIOBOJICTBA”.

Icnye ,,€n1uHa nepkaBHA CUCTEMa JUTOBOJICTBA”, HA OCHOBI
K01 MpUiIMaeTbesa JepXKaBHUM KiIacH(iKaTOp YHMPaBIiHCHKOL
nokymeHnrtanii  —  HamionampHuit  crammapr — YKpaiHu
., YHI(piKoBaHa cucrTema opraHizaiiiHo-po3nops 90l
iHpopmarii, BuMOr# 10 0hOpMIICHHS JOKYMEHTIB”.

Tema 2. Buam AOKYMEHTIB TA IX XAPAKTEPUCTUKC

IInan
2.1. Oprani3ariifHi JOKYMEHTH.
2.2. Po3nopsiiyi TOKYMEHTH.
2.3. loBigkoBo-iH(pOpMAIIiHI TOKYMEHTH.

21.Y cBoi gisutbHOCTI  Oyap-siIK€  MIAIPUEMCTBO
BUKOPHUCTOBYE TPU TPYIHU JOKYMEHTIB!

— oprasizariiiiai (ycTaHoBumit JIOTOBIp, CTaTyT
HiANPUEMCTBA, KOJIEKTUBHUI J0TOBIp, MPUBHIIA BHYTPIIIHOTO
TPYAOBOTO  PO3MOPSIKY, TIOJIOKEHHS TIPO  CTPYKTYpHHIA
HiAPO3/LJ, IHCTPYKIIis);

— posmnopsindi (Haka3, po3MopsKeHHS, BKa3iBKH);

— IOBiOKOBO-iHpoOpMaIliiiHi  (akT, JJOBigKa, JOMOBiJHA
3amucKa, MOsICHIOBAJIbHA 3aITUCKa, 3BIT).

Cepen opeanizayitinux 0OKyMeHmie BUTISIIOTH:

1. Vemanoesuuii 0ocosip — 1MBUIBHO-TIPAaBOBUM JOKYMEHT,
SKHUM 3aCHOBHMKHM IOPHJIMYHO 3aKpIIUIIOIOTH CBIM  Hamip
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CTBOPHTH HiAMPUEMCTBO 3 IEBHOIO Ha3BOIO.

2. Cmamym nionpuemcmeéa — JOKaJIbHUM TPABOBUM aKT
HiANPHUEMCTBA, IO PEryJIo€ TMOpsAd 3 HOPMaMH YHWHHOTO
3aKOHOJaBCTBA IIPAaBOBY OCHOBY HOI'O A1SIBHOCTI.

3. [lonoocenna — TpaBOBUH aKT, L0 BHU3HAYAE TOPSIOK
YTBOPEHHS, TpaBa, OOOB’S3KM 1 oOpraHizamito poOoTH
HiANPUEMCTBA, MOTO CTPYKTYPHUX MiJIPO3JUTB, a TaKOX
pEryJoe KOHKPETHI HapsSMH TisUTbHOCTI.

4. Konekmugnuii 00208ip — NOKYMEHT, TOJIOKEHHS SKOTO
CIPSIMOBAaHI Ha 3axXHUCT COLIAJbHO-€KOHOMIYHUX IIpaB Ta
iHTepeciB TpAIiBHUKIB 1 BIACHHUKIB TIANPHUEMCTBA Ta
BCTAHOBIIIOIOTH 1X 000B’SA3KH 1 BIAIIOBIAIILHICTS.

5. Ilpasuna eHympiwnb020 mMpyo06020 pO3NOPAOKY —
BHYTPIIIHBO HOPMAaTUBHUN JIOKYMEHT MiJIPUEMCTBA, LIO
nepenbavae oprasizamiro Horo poOOTH, BHYTPIOO €KTHHIA
peXuM TIpalli, B3aEMHI OOOB’S3KH TPAIIBHUKIB, IOPSJIOK
HaNpaBJICHHS MPAIliBHUKIB Y BIAPSAIKEHHS, BIITYCTOK Ta iH.

6. [lonoocenns npo cmpykmypHuii niopo3oin — IOKyMEHT, B
SAKOMY BiTOOpa)Xa€TbCs BHYTPILIHS CTPYKTypa MiAPO3ILTY,
BCTaHOBJIOETBCS HOro poib 1 MiClle B OpraHizamiiiHii
CTPYKTYp1 HIANPUEMCTBA.

6. [ncmpykyis — NpaBOBUM TOKYMEHT, SIKUM BH3HAYaIOThCS
MpaBa, IO pPETYJIIOI0Th OpraHi3alliiiHi, HayKOBO-TE€XHIUHI,
TEXHOJNOTiYHI, (iHAaHCOBI Ta 1HII AaCMeKTH MJiSUIBHOCTI
M1JIPUEMCTBA.

2.2. Posnopsoui  0okymenmu  TPEACTaBIAIOTH  CO0OI0
JOKYMEHTH, M0 MICTATh 1H(OpMalil0 Mpo BIANOBIIHI
PO3MOPSKEHHST  YIPABIIHCBKOrO  opraHy (JIiHIMHHX Ta
(bYHKI[IOHATBHUX KEPIBHUKIB).

J1o po3nopsAuNX JOKYMEHTIB BIHOCSTh:

1. Haxa3z — HOpMaTUBHUHN TOKYMEHT, KM BUJA€ KEPIBHUK
HiANPUEMCTBA ISl  BHPIIIEHHS OCHOBHMX 3aBJaHb, IO
MOCTAaBJIEH] TIEpe]] MANPHEMCTBOM.

2. Bra3ziéxku — HOPMaTUBHO-PO3MOPSAYUIN TOKYMEHT, SIKUH
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TOTYIOTh MIHICTpH, KEpIBHUKA 00 €IHAaHb TiANPHUEMCTB,
MEepeBaXHO  iH(OOPMAIIITHO-METOIMYHOTO  XapakTepy, MI0
MOB’s3aHUHN 13 BHKOHAHHSIM HaKa3iB, 1HCTPYKLIA Ta IHIINX
aKTIB BUIUX OPTaHIB yIPaBJIiHHA.

3. Po3nopsooicents — PO3NMOPSIYNA JTOKYMEHT IOCaTI0BOL
oco0u, JIep)KaBHOTO OpraHy, MiANPHEMCTBA, BUIAHUI B MeXax
iXHBOT KOMITETEHIIi1, IO MA€ OCOOJIUBY FOPHINYHY CHITY IIOJ0
migeraux (IpamiBHUKIB, TPOMAJsSH) Ta OpraHisamii, sSKuM
aJIpeCcoBaHO II€ PO3MOPSHKEHHS.

2.3. Jlogioxoeo-inhopmayitini  0oKymeHmu  BKIIOYAIOTh
iHpopMamio mpo (GaKTHYHHUIA CTaH CHpaB, SIKUH OepeThCs 10
yBaru 1 SKUi MOXe OYTH OCHOBOI JUISl TPUHHSTTA
YIPaBITiHCHKUX PIIICHb.

Po3pi3HAIOTH HACTYINHI BUIU JIOBIAKOBO-1H(OpMALIHHUX
JIOKYMEHTIB:

1. Axm — MOKyMEHT MpaBOBOi YUHHOCTI, CKJIQJICHUN OHIEI0
abo KinmpkoMa oco0amu, WO MIATBEPIKYe  Oynb-sKi
BCTaHOBJICHI (pakTh abo Mmoii.

2. Jlogioka — NOKYMEHT, IO MICTHTh ONMUC THX a00 1HIINX
o 4 axTiB.

3.36im — @OKyMEHT, B SKOMY B TIIHCBMOBIi Qopmi
MO/IA€THCS TIOB1IOMJICHHS ITPO BUKOHAHHS TIEBHOT POOOTH.

Tema 3. KOAPOBO AOKYMEHTALILS

[Inan
3.1. Oprasnizariiiai, po3nopsyi Ta JIOBIJTKOBO-
1H(popMalliliH1 KaJpOBl JOKYMEHTH.
3.2. Ocobucrti, 0c000BI Ta OOTIKOBI TOKYMEHTH.

3.1. JIoOKyMEHTH, IO PeryJolTh MUTAaHHS (OPMYBaHHS
po3MoaiLTy, 0OMiHY 1 BUKOPHUCTAHHS TIEPCOHAITY MiIITPUEMCTBA,
HAJIEeKUTH 10 KAOPOBOi OOKYMeHmMAayii.
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KangpoBa gokymeHTamiss MICTUTh  iH(pOpMAIiO PO
0COOOBMI  CKJIaJ TMpaliBHUKIB MIANPUEMCTBA: HaWM 1
MpU3HAYCHHS Ha TOcaau, npodeciiiHe HaBYaHHS, OLIHIOBAHHS
MepPCOHAITY, aT€CTAIlil0 MPaIliBHUKIB, HaJJAHHS BIAIYCTOK TOIIIO.

KampoBa nokyMmeHTallis € IMEHHOIO, BOHAa CTOCYETHCS
KOHKPETHHX IPaIliBHUKIB.

3a ¢ynxyismu kaoposi 0oKymermu MOAUISIOTH Ha:

— Opeaunizayitini Kaoposi 0oKyMermu — HaJeKaTh 3arajibHi
JOKYMEHTH, IO pPEerJIaMeHTYIOTh Oprasizamito pobotu 3
nepcoHanoM cyO’ekta rocnojaptoBaHHs. Jlo HUX MOXHa
BITHECTH: KOJICKTUBHUH JOTOBIp, MpaBWjia BHYTPIIIHBOTO
TPYJOBOTO PO3MOPSAKY, MOJIOKEHHS MpO BIIIUT KaapiB Ta
MIPOXO/DKEHHS aTecTallil, Mpo KOHKYPCHUH B1AOIp, IHCTPYKIIH 3
JIIOBO/ICTBA, TIOCAI0B1 IHCTPYKIIT;

— PO3NOPAOYI KAOPo8i OOKyMeHmu — BiTHOCSITh: HAKa3! PO
3apaxyBaHHsS Ha  MOCaAy, TEpeMilleHHs, 3BUIbHEHHS
NpaliBHUKIB, 3a0XOYCHHS Ta JUCIHIUIIHAPHI CTSATHEHHS,
MIPOXOJKEHHSI aTecTallil, 3apaxyBaHHS KaJIpiB 0 Pe3epBY;

— 008i0K080-IHhOpMayitini  KAOpoB8i ~ OOKYMeHmu,  3a
JONIOMOTOI0  SIKMX  TepelaloTh  MOTOYHY  iH(OpMaILio
(momoBiIHI Ta CIY»)OOB1 3aIUCKH), CKJIAIal0Th CIIUCKH, 3BITH,
3BEJICHHS.

3.2. 3a cnocobom eunurkHenHs Kaoposi OOKyMenmu MOXKHA
PO3ALINUTH Ha OCOOUCTI, 0COOOBI Ta OOIIKOBI:

1. Ocobucmi Ookymenmu — BITHOCSTHCA JTOKYMEHTH, IO
HaJIe)KaTh OCOOMCTO MpAaLiBHUKY; BOHM MICTATH iH(pOpMalliio,
Ky MpaliBHUK NOBLIOMIISIE IIPO ceOe Mij yac NMPUNUHATTS Ha
po06OTY, a TAKOXK MIPU MEPEMIIIECHHI.

Tunosumu 0OKyMeHmamu, wo HaIexcams 00 0COOUCMUX €:

— TPpyJ0Ba KHUXKKA;

— MacmopT;

— BIHICHKOBIM KBUTOK;

— CBIJIOIITBO TIPO OCBITY, TUTIIIOM;

— IUTIJIOM TIPO HAYKOBHIA CTYIIiHb.
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3 1muX JOKYMEHTIB Yy BIAAUTy KaapiB B OpHUTiHATI
3aJIMIIAETBCS JIMIIEC TPYAOBAa KHIDKKA. 3a BCiMa IHIIUMH
JTOKYMEHTaMH poOJsAThCA 1 MmoaarThest Komii. /lo ocobucmux
OOKYMEHMIB MAKOIC HANEHCAMD.

— IIOCBITYEHHS,;

— MePeIyCTKa;

— TIOCBITYCHHSI TIPO BiJIPS/IKEHHS;

— ceptudikar npo miaBUIICHHS KBamiQikarii.

2. Oco606i 0okymenmu — JOKYMEHTH, K1 IPAIIBHUK TOTYE
BJIACHOPYY: 3asiBa MPO MPUHOM Ha PoOOTY, MPO 3BIIBHEHHS 3
mocajiy, abo MepeBeIeHHs; 0COOOBHIA JINCTOK 3 OOJIIKY KajpiB;
aBToOiorpadis, a TAKOXK JTOKYMEHTH PO HATOPOHKEHHS.

3. Obnixosi Ookymenmu — CKIQJAOTh JOKYMEHTH, IO
HAaKOMUYYIOTh 1H(OpMalilo [po MEepBUHHY peecTpario i
HACTYITHE OHOBJICHHS BiJIOMOCTEH MpO CKJIAJ 1 MepeMilieHHs
npaiiBHUKIB. Cepell HUX BUAUISIOTh:

— nepeunHi — CIIy’)KaTh JUIS HAKOMHWYEeHHs iHQopmamii 1o
KOXHil 0c001 (0co00Ba XapaKTepUCTHUKA, TOKYMEHTH 0COO0BOI
CIIpaBH, KapTKa CIIEI[iaIiCTa);

— noxiOHi — KHUXKKOBI (popMHU peecTparlii 00TIKOBUX AAHUX,
B AKUX (pOpMyeThCs 3BeleHa 1HpopMalis Mpo MIANPUEMCTBO
(mwTaTHa TMOCazOBa KHUTA, KHUTA OOJIKY 3apaxoBaHUX M0
KaJIpOBOT'O PE3EpPBY, KHUTA OOJIIKY TPYIOBUX KHIKOK).

Tema 4. ATectauis NePCOHAAY NIANPUEMCTBA

[Tnan
4.1. [ToHsATTS Ta 3aBJAaHHS aTeCTaIlll IEPCOHATY.
4.2. Ilpouenypa arectanii nepcoHamy.
4.3. Cxiian arecTamiftHOT KOMICII.
4.4. Kputepii olliHIOBaHHS MTPALliBHUKIB.

4.1. Amecmayia nepconany — 1e CcHOCI0O BHU3HAYECHHS
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CIIPOMOXKHOCTI ~ TpAIiBHUKIB ~ €()EeKTUBHO  BHKOHYBATH
MOKJa/ieHI Ha HUX OOOB’S3KM Ha OCHOBI CHIBCTaBJICHHSA
HasBHUX TpodeciiHUX KOMIETEHIIH (3HaHHS, JIOCBIJ,
HaBWYKH, BMIHHS) CITIBPOOITHUKIB Ta BUMOT pOOOYHX MICIIb.

ArTecrarlis mepcoHairy BUKOHYE TaKi hyHKyii

— 00’€KTHBHE OIIIHIOBAHHS MISUTBHOCTI IPAIIBHUKIB IIO0
BHUKOHAHHS HUMH CBOIX II0CaZOBHUX 000B’SI3KIB;

— BCTAHOBJIEHHS BIIIOBINAJIBHOCTI npodeciiHux
KOMIIETEHIIi} epcoHay 3aiHATHM MOCaaaM;

— rauo1ie BUBYCHHS IEPCOHANTY;

— BKJTIOUCHHS TICPCOHAITY JI0 PE3EPBY HA 3aMIIICHHS BUIIUX
nocaf,

— MOJTIMIICHHS OpraHi3amii 100po0yTy Ha MiIPUEMCTBI;

— YKOMIUICKTYBaHHS CTPYKTYPHHUX HiIpO3aLTIB
MiANMPUEMCTBA KBTI (PiKOBaHOIO POOOYOIO CHIIOIO.

4.2. Pobora 3  opramizamii  aTtecrauii = mepcoHanmy
MIPOBOJIUTHCS Y MPU NOCIO0BHI emanu.

— MIATOTOBKA JI0 MPOBEICHHS aTecTallii mepcoHanty;

— IPOBEJICHHS aTeCTaIlil IIePCOHAIY;

— IPUUAHATTS PillleHb 3a pe3yIbTaTaMy aTecTallii.

Ha cmaoii niocomosku 0o nposedennsi amecmayii
nepcoHany PeamizyloThCs pAd  3aXOfiB, CIPSIMOBAaHHX Ha
3a0e3neyeHHs arecTalii HeoOX1THUMHU pecypcaMu.

ATecTallisi TOYMHAETHCS 3 BHJAAHHA MiJIPUEMCTBOM
Haxa3zy, B IKOMY BU3HAYAIOThCS:

— CTPOKH MPOBEACHHSI aTecTallil mepcoHany;

— TIOCa/IM MPaIiBHUKIB, IO MIATAI0Th aT€CTallii;

— rpadiku MPOBEACHHS aTecTallii nepcoHany;

— 3aBJIaHHS K€PIBHUKIB Ha aTeCTAaIllIo;

— CKJIaJl aTecTaliiHol KOMicil.

DOpMy€ETBCS  CIMHUCOK  MPAIiBHUKIB, SKI  MISITAIOTh
aTecTallii, HeoOXiHI TOKyMEHTH Ha HUX. Y pajii HeOOXiIHOCTI
TOTYIOTHCSI METOAMYHI MaTepiaju.

ATecTarlist IPOBOAUTHLCS He yacmiule, Hide 00UH pa3 Ha pik,
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i He pidwe, Hidc 00uH pa3z Ha n’smb pokig. CHiBpOOITHUKIB
00’ €IHYIOTh Y TPYIH, SIKI IPOXOATH aT€CTAaIlI0 Y BUTBHUHN Bif
pobotu wyac 3rimHo rpadiky arectamii. Cnucok ocib, sKi
MIJUISATAIOTh aTecTallii CKIaJaeThCs B MIIPO3/iIi, BKIOYAIOUN
armapar yrnpaBJliHHS.

Bio amecmauii 36inbnsaiomvcs:

— NMpaliBHUKH, SKi MTPOMNpAIOBAIA Ha TIOCali MEHIIe
OJITHOTO POKY;

—Monoai  ¢daxiBmi Ta KBamidikoBaHi POOITHUKM TMiCIIA
3aKiHYEHHS HaBYaJIbHUX 3aKJIaIB;

— BariTHI XKIHKH 1 KIHKH, 1[0 MAIOTh JIITEH JIO0 OJTHOTO POKY.

4.3. [lo amecmauitinoi komicii max uu inaxKuie 6xo0mn:

— T'0JIOBA aTeCTALIHOT KOMICIT;

— YJIeHHW aTeCTalliiHOI KOMIicCii;

— CeKpeTap arecTariiHoi KoMicii.

I'onmoBoro arecramiitHOi KOMicii NMPU3HAYAETHCS KEPIBHHUK
MIIPUEMCTBA YW OJIWH 3 WOro 3acTymHWKiB. UiieHn Ta
CeKpeTap arecTaliiHoi KOMicili MpHU3HAYAIOThCS 3 4YHCIla
KEpIBHUKIB i PO3ILTIB Ta BHUCOKOKBaTi(hiKOBaHUX
MpaliBHUKIB TiAnpueMcTB. [lo aTecramiifHOi KoMicii Takoxk
BXOJIATh TMPEJCTABHUKU TI'POMAJCHKUX OprasiB, NpodeciiHol
CHUIKY MiAPUEMCTBA.

3acioanns amecmayitinoi komicii TPOBOJUTHCSA B T1 JIHI Ta
TOAMHH, 110 nepeadayeni rpadikoM arecTauii 3 npamiBHUKaMU
3TIHO CIHCKY Oci0, mo miansaraoTh atectaiii. Cekperap
aTecTaliiHOT KOMICii Beie TPOTOKOI 3acCiJaHHS.

ATecraliifHa KOMICIS pO3IJISIa€ TMOJaHl HAa aTEeCTOBAHUX
JOKYMEHTH (aTecTallifHuil JUCT, BiATYK-XapaKTepUCTHUKY,
aTeCTaIlIMHUN JTUCT 3 TIOTNIEPEIHBO1 aTecTaIllii).

Y Xoni OIiHIOBaHHS POOOTH TMpAaIliBHUKA Oepymvbcsi 00
yeaau.

— CBO€YACHICTh, MIOBHOTA 1 SIKICTh BUKOHAHHS MPAI[iBHUKOM
ocagoBHX 000B’SI3KiB;

— 0CcOOMCTUI BHECOK TMpalliBHUKA Yy peai3alilo IUIaHiB
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poOOTH MigPO3ILTY;

— y4acTh IMpaIliBHUKA y TPOMAJICbKil pOOOTI.

3a pe3ynpTaTamMu OI[iHIOBaHHS y GOpMi arecTallii mMoocyms
Oymu nputiHAmi maxi piuleHHs.

— TpaIlliBHUK BIAMOBIIA€E 3aiiMaHiil mocai;

— IpaliBHUK BIAMOBiZae 3aiiMaHi Mocaal 3a YMOBHU
MIJBUIICHHS KBaii(ikamii 1 TOBTOPHOTO IMPOXOJKCHHS
aTecTarllii yepes pik;

— TIpaliBHUK HE BIMOBIAA€ 3aliMaHil OCa/I.

Marepianu atecTariii mcis ii 3aBepIICHHS TEPEIar0ThCs
KEepIBHUKY Ui  TPUAHATTA  pimeHHa. [lpu  yvomy
8DAXOBYIOMbCA!

— BUCHOBKH Ta MPOTIO3HIIii, BUKJIAJICH] y BIATYKY KEpiBHHKA
I ITPUEMCTBA;

— MisUTbHICTH TIPAIliBHHUKA,;

— oriHKa Mpo¢eCiiHUX KOMIIETEHIIIH MpaIliBHUKA;

— JIyMKa aTeCTalliiHOT KOMICIT;

— MOPIBHSAHHSA JaHUX aTecTallii 3 MaTepiajaMu MONepeaHbOT
arecTarir;

— IyMKa camoro MpailiBHUKA.

Pesynbratn  atectarii  oOroBOprOIOTBCS Ha  300pax
TPYIOBOTO KOJEKTHUBY. 3a pe3yabTaTaMH aTecTailii BiIia
KaJIpiB 3aHOCHTH PE3yJIbTAaTH B 0COOOBY CITPaBY.

4.4. OuiHroBaHHS MpPAaIiBHUKIB MOYKHA MTPOBECTHU 32 TAKUMU
0JI0KaMU KPUTEPIiB:

1. Ilpogpeciiina komnemenmuicmo:

— piBEHb CIIELIAIbHOI OCBITH;

— IOCBiJ poOOTH Ha JaHiit mocai;

— I0CB1a poOOTH 3a Paxom;

— PO3BHUTOK 3arajbHUX 1 CHEIialbHUX 3HAHb y CHUCTEMI
i IBUIIICHHST KBaJTi(iKartii;

—cTak poOOTH B oprasizamii, skuil BinoOpa’kae 3HaHHS
MpaliBHUKOM  KOHKPETHHMX  OCOOJMBOCTE Ta  yMOB
BUPOOHMIITBA.
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2. [inosi sixocmi.

— 3JIaTHICTb YiTKO OpraHi3yBaTH 1 IJIAHYBaTH CBOIO POOOTY;

— YCBIJIOMJICHHS BiJIIIOBIIaJIbHOCTI 32 BUKOHYBaHY POOOTY;

— COIIAJIBHICTh Y BUKOHAHHI POOOTH;

— 3/1aTHICTh BUPINIYBATH HOBI MUTAHHS;

— Ipare31aTHICTh;

— 3JJaTHICTh HAJAro/KyBaTH KOHTAKTH 3 JTFObMH.

3. Tpyoosuii eHecok:

— KIJIBKICTB 1 SIKICTh BUKOHAHHSI IJIAHOBHX 1 IMO3AIJIAHOBHUX
pooir;

— IOTPUMAaHHS TEPMiHIB BUKOHAHHS POOIT;

— HasIBHICTh Y pOOOTI €JIEeMEHTIB HOBU3HU 1 TBOPYOCTI;

— CKJIQJIHICTh MPOCKTOBAHUX TEXHOJOTIYHHX IPOIECiB a0bo
KOHCTPYKTOPCHKUX PO3POOOK;

—Macmrtabn 1 CKIamHICTh  (QYHKIIH, J1eIeroBaHuX
MpaIiBHUKOBI.

Bin6ip Thx abo iHIIKX KPUTEPIiiB aTeCTyBaHHS MPaIliBHUKIB
3aJICKUTH BiJl METO/Y ITOKJIaIECHOTO B OCHOBY aTeCTallii.

Tema 5. BUTOTOBAEHHS AOKYMEHTIB 30 AOMOMOTIOLO
NEePCOHAABHOIO T MAQHLLIETHOIO KOMM'tOTEPA

IIman
5.1. BuroToBneHHs 10KyMeHTIB 3a gornomororo [1K.
5.2. BurotoBneHHs JIOKYMEHTIB 3a JIOTIOMOT OO0

TUIAHILIETHOTO KOMIT FOTEepa.
5.3. OdopmiteHHS TOKYMEHTA.

5.1. B kampoBoMy AUIOBOACTBI cepell OCHOBHUX HampsMiB
3actocyBanHs [1K BUAIIAIOTS:

1) BUTOTOBJICHHSI KaJPOBUX JOKYMEHTIB;

2) 3a0e3neyeHHsT KOMYHIKallii B CEpeiuHl IMiapo3aiTy
(Bimmimy KaapiB) Ta HWOrO B3a€EMO3B’SI3KY 3 IHIIUMH
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MiPO3IIIaMH Ta MOCAJA0BUMHU OCOOAMH MiAMPUEMCTBA Yepe3
CTBOPEHHS JIOKQJIbHOI Mepexi, ad0 NpUEAHAHHS 1O HAasBHOI
rI100ampHOT Mepexi, A 3a0e3MeYeHHs] JOKyMEHTO00ITy, a0o
oTiepaTUBHOI mepeaadi iHdopmarii;

3) 3a0e3neUYeHHsT KOHTPOJIIO 33 XOJIOM OMpAIfOBaHHS Ta
pEeECTpAIiE€r0 JOKYMEHTIB;

4) 3a0e3neucHHs 30€piraHHs JOKYMEHTIB.

i manpsmu BukopuctanHs [IK moBHicTIO 30iraroThcs 3
HanpsMaMHi BUKOPUCTaHHS TUIAHIIETIB.

His 3a0e3neueHHs HiATOTOBKH, OIPALIIOBAHHA,
nepenaBanHs, 30epiraHHs JOKyMeHTIB 3a momomororo I1K
BUKOPUCTOBYIOTb HACTYIIHE npozpamHe 3a0e3neuenHs.

— onepayiiiny cucmemy — 0a30By Mporpamy Jjisi KepyBaHHs
IIK (OC). Hampuxman, Windows Vista, Windows XP,
Windows 7, Mac OS;

— mexcmosuii pedakmop — TporpaMmy, HEOOXiAHY st
crBopenHs pokymentiB (MS Word, Open Office, Note Pad);

— epagiunuii peoakmop (Coral Draw, Adobe Photoshop,
Paint) — BHKOPHCTOBYIOTH ISl €CTETHYHOTO BiTOOpa)KCHHS
iHpopMarii, SKy MiJICHIIOI0Th XapaKTepHi JiHii, KOJIbOpOBa
najiTpa, HETUMOBUN HIPUET, IO JO3BOJISE ACOLIIOBATH TaKy
iHpopMalil0 3 CTPYKTYpHHUMM MiApO3AUIaMH abo THUIIOM
BUKOHYBaHOI poOOTH TOILIO;

— iHwi Kopucui ymunimu — JJS KOHBEPTYBaHHsS pPi3HUX
BuziB nokymenTis (Fine Reader, PDF Converter).

5.2. Cepen HaOUIBII TOMYNAPHUX JIE€BAWCIB, SKi JUIS
0araTbOX JIIOJIEH CIIOBHA 3aMIHSIIOTh B poOOT1 HaBiTh HOYTOYKH
Ta HETOYKH, OCTaHHIMH poKaMH (IrypyroTh caMe IJIaHIIETHI
KOMIT IOTEPH.

BupoOHMKM TUTaHIIETHUX KOMII FOTEPIB OPIEHTYIOTHCS Ha
HaWIIMpIIy IUIOBY ayAMTOPIO, BIATAK BKIAJAIOTh Yy CBIH
IPOAYKT MAaKCUMaJIbHY KUIBKICTh IHCTPYMEHTIB, 10, Ha iX
IYMKY, CTAaHYTh Y Haroji B po0oTi, OCBITI Ta MOOYTI.

SIKmo  mornsHyTM Ha Il TPU  OCHOBHI  cdepu
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KUTTEAISIIBHOCTI  JIIOAMHU, TO CTAa€ OYEBUAHUM Te, IO
HaWOIIbIIE Yy KUTTI BOHA MOTPeOye BUIOBHII Ta CIIOCOOIB X
3a0e3neueH s, 1 HaMeHIe — Croco0iB MepeHeceHHsT poOoUnX
IHCTPYMEHTIB Ha yJIt00JIeH1 JEBalCH.

Peanizanis riaHmieTiB AiTAM, MOJIOJI 1 JIIOASIM CEPEIHBOTO
BIKy JUII poO3Bar NPUHOCHTh  KOJOCAIbHI  NMPUOYTKH
BUpOOHMKAaM. Xo0uYa CUTYyallis 3 BUPOOHHMIITBOM IUIAHIIETHUX
KOMIT FOTEPIB IS Y4HIB, CTY/ACHTIB, BUUTENIB Ta BHKJA/JadiB
BUTJISA€ MEHII ONTHMICTHYHO.

HaiiGinpmn  BiJOMOIO Hapas3i KOMIAHIEW Yy CBITI, IO
CTeliaNi3yeTbCsi HAa BHPOOHUIITBI MaKCUMAalbHO 3PYYHHX Y
eKcnnyaTauu 1 JI0CTaTHbO (DYHKIIOHAJIBHUX IUIAHIIETHUX
komm’torepiB, € Apple Inc. Bimomi ocobu B codepi
IHHOBAIIITHUX TEXHOJIOTIH CTBEpP/KYIOTh, IO MaHmeTu Apple
MPU3HAYCHI TOJIOBHUM YHHOM JJISl pO3Bar. ,,J{0omomMorta groasam
,,BOMBAaTH” 3a JOIOMOIrOI0 IUIaHIIETa 4Yac — JOCUThb IPOCTO.
JIomoMorTH iM MpaloBaTH Ha IUTAHOIETI — JENo CKIaaHime”
(®. oy, Biune-mpesuneHt Microsoft mo 3B’s3kam 3
I'POMAJICBKICTIO).

Ha nboMy ckmagHo mpamroBatu yepe3 Te, mo B iPad
BIJICYTHS TIOBHOIIIHHA KJaBlaTypa, HeMae Tpekmnaaa, usb-
MOPTiB, MIJCTaBKU 1 KapT MaMm’siTi, 1 BiH HE J03BOJIE
BIJIKpMBATHU Ha €KpaHi JeKiJIbKa IpOorpaM 0JJHOYACHO.

[Taker mporpamMHux mnponyktiB iWork, skuil BkiIrodae B
cebe TekcroBuil (Pages) 1 Tabnuunuii (Numbers) penakropu Ta
nporpamy g pobotu 3 mpeseHtauisimMu (Keynote), He
BUpilIye MpoOieM, 3 sSKUMU BiacHUkH 1Pad 3imToBXyroThes
gepe3 BIJICYTHICTh KJIaBiaTypu 1 6araToBIKOHHOTO pexxumy. [lo
TOTO X, i TPOTPAMH 3ATAIIAOTHCS TUTATHAMH.

[Ipo meBHy HampaBleHICTh IUIAHIIETIB Ha pPOOOTY 3
o(IiCHUM NaKeTOM MpOorpaM MOXKE CBIJUUTH JOCHUTh MAaJHi
00’eM BHyTpimHbOI mam’sati (mo 256 I16). lle winkom
NPUEMIIMBO Ui THUX KOPHUCTYBadiB, $KI 30MparOThCs
CTBOPIOBaTH [JOKYMEHTH 1 TMpe3eHTalliiiHi MaTepiand Ha
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wiaameTax (ix Gi3ngyHo Manuii 00’€M TepNUMUN HABITH IS
IJIAHIIETIB 3 MIHIMWIBHUMHU  [apaMeTpamu),  OJHAK
KaractpopiyuHO  Maio A JroAed, sAki xoTimm O
BUKOPHUCTOBYBATH IUIAHILET AJIs 30epiraHHs MyJIbTHUMEAIMHUX
¢aiinis.

Binkupgaroun Bci ynepepkeHl BUCIOBIIOBAHHS KPUTHKIB
100 MOXJIMBOCTI BUKOPUCTAHHS IUIAHIIETHUX KOMII IOTEPIB
JUIsl POOOTH (CTBOPEHHS JTOKYMEHTIB, €JICKTPOHHHUX TaOJIHIIb,
Mpe3eHTaIliif), BapTO BCE K BIA3HAYWTH, IO I[UIAHIIETH
ChOTOJIHI HAJI3BUYANHO MOTY)KHI HE TUIbKHU IS 3a0€3MEYCHHS
CTaOUIBHOTO 0OCITYrOBYBaHHS BIACHOT OIEPAIifHOI CHCTEMH, a
W 171 BUKOHAHHS THUMOBUX O(iCHUX (PYHKIIIH.

Tomy, Ge3cyMHIBHO, 3 4acOM IUTAHIIETH 3MOXYTh CTaTH
MOBHOLIIHHUMU TOBapaMHU-3aMiHHUKAMU Cy4JacHUX
MEPCOHATBHUX KOMII'FOTEPiB, TaK CaMO SIK OCTaHHI KOJIHCh
BUOOpPIOBANIM MPABO HA ICHYBaHHS Y >KOPCTKiIM KOHKYpEHLIi 3
OUTBII MOTY)KHUMH CTAaI[iOHAPHUMHU KOMIT IOTEpaMH, a TaKOX
3MIHUTH YSIBICHHS PO 3ac00U POOOTH.

5.3. OdopmiteHHs OYIb-SIKOTO JTOKyMEHTa — 1I€ CYKYITHICTb
MOCTIIOBHUX TNPUHOMIB HpPUBEIEHHS HOro 10 MNOTpiOHOro
Burisiay. Otmxe, Bce BHUNIE SK Tpeda TUIBKK TOJI, KOJH
JOTPUMYBATHUCS Ii€T TOCTITOBHOCTI.

Haiironosnime, mo mnoTtpiOHO mam’sTaTH, 1€ Te, M0 €
napaMeTpH, sKi 3MIHIOIOTh TONEpPEeAHI aBTOPChKI KOPEKTHBH.
BoHn y aBTOMaTM4HOMY TIOpPSIAKY BCTaHOBJIIOIOTH TakKi
napamMeTpH, sK a03alHUN BIACTYIN, MUKPSAAKOBHHA IHTEpBaa Y
TEKCTI 1 B rpaiuHux o00’ekTax (TaOiMISIX Ta PHUCYHKaXx),
po3mip mpudTy, IHTEpBaJbHI BIICTYNH, MHOJSA JOKYMEHTY,
3arajbHE PO3MIIIEHHS TEKCTYy Ha Horo cropiHkax Ta iH. Tomy
Oyze noriyHo novyatu ¢popmMaTyBaHHsS pOOOTH caMe 3 HHX.

Ulpugm, nonsa, abzay, mixcpsaokosuii inmepsar, ,,8ucsadue
cmpoxu”’. Haiinepiue, 1110 noTpioHO 3poOUTH, BIAKPUBLIH (aiin
3 TOTOBUM JOKYMETOM, 1€ MpUOpaTH ,,BUCAYUE CTPOKHU Yy
JOKyMeHTi. MoBa e Mmpo MycCTi MICI BHM3Y CTOPIHOK, IIO
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YTBOPIOIOTBCS ~ 4Y€pe3 IMparHeHHS TEKCTOBOTO peJaKkTopa
30eperTy IUTCHICTh a03ally TEKCTy y TOMY MiCIl, J€ BiH
BMIII[Y€THCSI TOBHICTIO, TOOTO HAa HACTYITHINA CTOPIHIIL.

Jns mikBigamii  Takux ,,CTPOK® TOTPIOHO BHKOHATH
HactynHi komauau: I[IpaBka — Beigenuts Bce — Dopmar —
A63an — [TonoxeHue Ha CTpaHUIE — 3HATHU TaJKy 3 MapameTpy
,,3anpeT Bucsuux cTpok” — OK. SIkmio y Tomy nianoroBy BikHI
TaJIKK CTOSITH 1 Ha 1HIIMX MapaMeTpax, X TaK0XX BapTO 3HSTH.

Ulpugpm. B noxymeHTax HO3BOJICHO BUKOPUCTAHHS €IUMHOI
rapaitypy — Times New Roman. He no3Boseni xomHi
MiAKPECIICHHS, BUIUICHHS )KUPHUM a00 KypCHUB.

B ninomy mpudt y Tekcti Mae 6yt noganuii 14 poamipom.
VY Tabnauukax 1 pUCyHKax BiH NMOBHHEH OyTu momaHuii 12-m
KETeJIeM.

MiXpsaAKOBUH  IHTEpBal y  JOKYMEHTI  CTaHOBHTH
1,5 (,,moayropueiid”).  Jlast  TabaMume 1 PUCYHKIB  —
1,0 (,,omuHapHBIN").

Bei aGzanm  y  moTpiOHUX — MICISIX  IMPOCTAaBISIFOTHCS
aBTOMAaTMyHO 3 mapametpom 1 cm. He nortpibHO
,,HaKJaIyBaTu HEOOXiIHY BiJcTaHb MPOoOLIOM ab0 HATHUCKATU
Tab. Jlng nporo y Tomy x ,,A03ari” € omiis ,,liepBasi CTpoka”,
1e BU Maete BUOpatH ,,OTcTyn” 1 BBECTU HOro 3HaUY€HHs PiBHE
I cm.

ITons abo Geperu nokymeHTy. Tak, BUMOraMH BCTaHOBIIEH1
TaKi MoJist: JIiBe, HUXKHE/BEPXHE — 110 2 €M, MpaBe — 1 cM.

Biocmynu nicna mabauvok i pucynkie. Y BHUMOTrax [0
opopMIIeHHS TOKYMEHTa 3a3HA4€HO, M0 IMICHsA TaOJIHYOK 1
pUCYHKIB Mae OyTtu Biactynm 6 nt. [nsg mporo mnorpiOHO:
MOCTAaBUTU KypCOp Ha MOYATOK ab3aily, 1o Wae oapaszy Micis
Tabnaumi (pUCyHKa), KJIAHYTH MPaBOI0 KJIABIIIC0 MHUIII,
BHOpaTu omirito ,,A63a1” i B o ,,MIHTepBa) — mepen” 3amicTh
Hyns BapykyBatu 6. Hatucuytu OK. IloTpiOHO mam’staTH, 110
SIKIIIO TICTST MPOPOOJICHOTO BUIIE, HANPHUKIIA, BUPI3aTH TOU
a03arl, mo Mo micas Tabaumi (pUCyHKa) 1 BCTAaBUTH MOTO B
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1HIIIE MicIle, TO iHTEpBall 6 NT TAKOXX MEPEHECEThCS Pa3oM 3
HUM.

Tupe. Tupe B INOKyMEHTI Kpalle 3a BCE€ CTaBUTH BPYUYHY
yepe3 KoMOiHamiro kimaBim npaBuit ctrl 1 ,,—" Ha 1udpoBii
knaBiarypi. Llel po3mip ans tupe Oyzae Takum sik Tpeda. Tupe
CTaBUThCS:

1)y pedeHHi, Je pO3KPUBAETHCS CYTHICTh TEpMiHA
(Hampukiaz, ,,YIpaBiiHHS — L€ NPOLEC BIUIMBY Kepyrodol
JaHKM Ha KepoBany'.). Ilpumuomy 3 000X OOKiB THpE
000B’s3K0BO MalOTh OyTH MpoOiIH;

2) mix uuppamu (Hampukman, 6-7, 50-60%, 2012-
2014 poku Tomio). [lpuuomy Tyt mpodinu mo Gokam Bif THpe
HE CTaBJIATHCS;

3) y Tabnuiii, g€ BiACYTHI JaHi, HEOOXiIHI JJIsl 3alIOBHEHHS
KOMIpKH, 10 € aJICKBATHUM TaK 3BaHOMY ,,lIPOYEPKY”’, @ TAKOXK
y SIKOCTI MIHYCOBOTO 3HAQYEHHS PI3HULI MDK 4YHCIAMU Yy
BIIXWJICHHI 3BITHOTO POKY Bix 0a3oBoro (Hampukiaa, —4). B
IpyroMy BUNAQJKy MDK 3HaKoM THpe 1 nudporo mpodin He
CTaBHUTHCS.

Heghiz. Ha Burnsan aedic — HallkopoTIIa pucka, ska TUIbKH
OyBae y TekcToBoMYy penaktopi. CTaBUTBbCS BIH MIXK
KOMOIHOBaHMMHU  CJIOBaMH (Hampukiad,  YKpaiHChKO-
pociiicbKuil, HOpMAaTUBHO-TIPABOBI, IIICTb-CIM). 3BUYaiiHO, O€3
poO1TiB IO CTOPOHAM.

3agkau OaraTo HapikaHb Ha BHKOPUCTaHHS 3HAaKy
anoctpoda. IlpaBwibHuil amoctpod Mae BHUIIIAL ,,KOMH,
NPUMIAHATOT  HAJA  IHIOUMHU  JliTepaMd. 3HAWTH  3HaK
MPAaBUIBHOTO amoCTpOdy MOKHA y TMEPENiKy €JIeMEHTIB TYT:
BceraBka — CumBon. Jlias 3py4HOTO KOPUCTYBaHHS IIHM
CHUMBOJIOM MO>KHA HACTPOITH KOMOIHAIIIIO KIIABilll JJII BCTaBKU
anocTpoda, CKOPUCTABIIMCh Y JIaJIOTOBOMY BIKHI BKJIQJIKH
,CHUMBOJ’ KHONKOIO ,coderaHue kmnaBuml..”. [lo peui, y
TEKCTOBOMY  pENaKkTopi Takuil amoctpod Mae Ha3By
,»OIMHapHas 3aKpbIBAIOIIAs KaBbIUKa ™.
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Jlanku. Y po0GOTi Nanku MaTh OYTH CKpi3b OAHAKOBOTO
tuny. byab-skoro, 3a BUKJIIOUEHHAM X10a-110 MPSIMUX JIAIOK.
Haii0inpi onTUMambHUM BHIOM JIAMOK ISl JTOKYMEHTIB €
,,JIBOMHAs HWDKHSAS OTKpBIBAlOIIascsa” 1 ,,IBOWHAS BEPXHSIA
3aKkphIBatolasics ckoba”. Jleski penakTopu Ha3MBAIOTh TAKHUN
THI JIATIOK ,,yKpaiHChbKUMHK™. POCIHCBKiI JIallKu MarOTh TaKWW
BUTTISA — «3pa3ok». [IpoOis MK mepIvMu JIankaMH i CIIOBOM
Ta CIOBOM 1 JpYyrUMH JlallkaMM He CTaBUTbcA. T100To
«3pa3oK» — MPaBWIBHO, « 3pa30K » — He mpaBwibHO. [licis
3aKpUBaHHS JIAMOK OJIpa3y CTaBUTh KpPaIlKa.

Cnucku. CHuckiB B JIOKyMEHTI 0arato, TOMY Ba)IJIMBO
oJpa3y iX MpaBWIbHO O(OPMUTH, LI00 HE MeperpyKOBYBATH
BEJIMKY KiTBKICTh 31IICOBAaHUX CTOPIHOK.

IcHye KinbKa BUIIB CITUCKIB:

a) THpEe 3 HEPO3PUBHUM MPOOLIOM Ha MOYATKYy, a B KIHII
Kparika 3 KOMOIo (;)), HaIlpuKJIaI;

,,JlepcoHa miAnprueMCcTBA MOAUISIOTH HAa TaKi KaTeropii:

— pOOITHHKH;

— CIIELaIICTH;

— CITy>K0O0BIIi;

— KE€pIBHUKHU;

0) NOpsIIKOBUIT HOMEp 3 KPAaIlKOK Ha MOYaTKy 1 Kpamka B
KIHII1), HAapUKJIaAd:

,»,PO3PI3HAIOTH TaKi 'PYIH MEPCOHATY:

1. [Tepconas MpOMHCIIOBO-BUPOOHHYOT TPYIIH.

2. YrpaBiiHCbKUHN nepcoHan”;

B) MOPSIKOBUI HOMEp 3 KPYIJIOI TYXKOK Ha IMOYATKY i
Kparka 3 KOMOIO B KiHII1), HAPUKIIA/:

»Kiacudikarop npodeciii BKIrOYae Taki po3auiy mpodeciii:

1) mpariBHUKH HAWITPOCTIMINX MPOQeECii;

2) kBasTi(hikoBaHi pOOITHUKH 3 IHCTPYMEHTOM;

3) poOITHUKHM, WO 3alHATI MOHTaXEM, PEMOHTOM Ta
00cCIIyroByBaHHsIM 00OJaJIHaHHS 1 yCTaTKyBaHHS

r) nopsiikoBa OykBa angasiTy 1 Kpyria Ay)KKa Ha MOYaTky,
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Kparka 3 KOMOIO B KiHII1), HAIIPUKIIA/I:

,»3ap00iTHA TTaTa BUKOHYE Taki QyHKIIIT:

a) peryJowyuy;

0) comianapHy Ta iH.”.

VY BUNAAKY CKIQJHUX CIHCKIB IIi BHOM MOXYTh OYyTH
CKOMOIHOBaHI1, HAITPUKJIA:

,,PO3PI3HAIOTH TaKi IPyNH NEPCOHATY:

1. Ilepconan npOMHUCIOBO-BUPOOHUUOT TPYIIH:

— OCHOBHI pOOITHUKH;

— JIOTIOMI>KHI pOOITHHKH .

Bionowenns/gioxunennss oanux y maoauysx, po3mipHicmo
O0aHux y mabauysx, 0OnyCmumi YMOBHI CKOPOUEHHSI 8 MeKCmi
Hayko8oi pobomu. Y KOXHIA €KOHOMIUHIN, aHANITUYHIA YU
CTaTUCTUYHINM Ta0nuIll MatoTh OyTH JAaHi MOKAa3HUKIB HE MEHIIIE
HIXK 3a TPH NOPIBHIOBAHI MEPioH.

SIkuio mepeciiiyeTbcsi MeTa MOKa3aTh BIJHOCHUUM MPHUPICT
MOKa3HMKIB, IHIIMMH CIIOBaMH, 3 sCyBaTH, HACKUIBKU
BIJICOTKIB JIaH1 3BITHOTO MEPi0y MEPEBUILYIOTh AaH1 6a30BOr0O
a00 HaBIIaKW HOMY MOCTYIAIOTHCS, MOTPIOHO TOBOPUTH CaMe
npo ,,BIAXWJICHHS POKIB”. Y 1bOMY BHUIAAKY alTOPUTM
pO3paxyHKy  BIJHOCHOTO  BIIXWICHHS  Oyne  TakuM:
2014/2012*100-100. A migmuc CTOBMI Ma€ OyTH TaKHM:
,Bimxwmmenus 2014 p. o 2012 p.”.

VY iHmIOMYy BUMNAJKY (BIAHOIIEHHS NaHHUX) PO3PAXOBYIOThH
BIJIHOCHE 3pOCTaHHS MOKA3HUKIB 1 PO3PAXOBYIOTh BIAXUJICHHS
tak: 2014/2012*100. ITigmuc crormus Oyme takum: ,,2014 p.
10 2012 p.” (ToOTO COBO ,,BITHOMICHHS’ HE JPYKYETHCS).

[luTtoma  Bara TOKa3HHWKIB 1O  KOXHOMY  pOIIi
PO3paxOBYEThCS HE 3aBXKAW 1 TUIBKA TaM, € II€ MOXKIIUBO.
S0, HaAMpPUKIIAJ, Y CTOBMIl MOKA3HUKIB € OJIUH 3arajibHUM 1
1HII, $KI WOro YTBOPIOIOTH (HaceIeHHSI=HITH+MOJIO0]b+
JOpOCTie  HACENICHHSAHIIEHCIOHEpH), MOKHA  pO3paxyBaTH
MATOMY Bary JiTe, MOJIOdi, JOPOCIOTO HaceJIeHHs 1
MIEHCIOHEPIB y 3araibHiil KiTbKOCTI HaceneHHs. [lutoma Bara
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BUMIPIOETBCSL Y BIJCOTKaX. SIKIIO HACEJNEHHS 3arajioM piBHE
100%, TO BCi CKJIaIOBI, SIKI MOTO YTBOPIOIOTH (JITH, MOJO/b,
Jopocii i mercionepu) y cymi Maroth nasatu 100%.

PisHuI® MK IIMTOMOK Barorw KOXKHOIO 13 IIOKa3HHUKIB
3BiTHOTO (2014 p.) 1 6a30oBoro (2012 p.) mepiony Ha3UBAETHCS
giOxXuneHHAM nynkmie cmpykmypu. IIyHKTH CTpPYKTypH He
MalOTh OJWHUIL BUMIpYy. Y TOSCHEHHI €KOHOMIYHOTO 3MiCTy
[[bOTO TTOKa3HUKA Y BUCHOBKAX IicCJIg TaOJIUILIl BAPTO TOBOPUTH,
110 ,,3a JTOCIIPKYBaHUH MepioJ] YacTKa JOPOCIHX Y CTPYKTYpi
HaceneHHs1 30iumbmmnacs Ha 2,4 nmyHkTH . OTXe, MOXHa
BiJI3HAYUTH, 10, SKIIO y TAOIHII € MOXKIMBICTh PO3PaXyBaTH
MUTOMY Bary IOKa3HUKIB Yy 3arajbHiil CyMi, TO MOTPiOHO
pO3paxoByBaTH 1 BIOXWJICHHA MYHKTIB CTpykTypu. Cyma
3HaY€Hb BIJIXWIEHb IyHKTIB CTPYKTYpH Yy BiANOBIAHOMY
CTOBIIIi Ma€ JIOPIBHIOBATH HYIIIO.

Jlani y Tabnuili MOBMHHI MaTH OJHAKOBY KUIBKICTh 3HaKiB
ITiCIA KOMH. AJle HE IUIS BCIX ITOKA3HHUKIB, a JIUIIE IS THX, AKI
MO>KHA BUMIPATH Y OJIHAKOBUX OJUHUISAX BUMIpy. Toni K Juis
3MINIAHUX  TIOKa3HWKIB Take TMPaBHJIO HE  KOpEKTHE.
Hanpuknan, skmo y ofgHiit Tabnuii € qaHi Mpo YMCENbHICTh
MpaliBHUKIB  MIANPUEMCTBA, iX  3apoOiTHY  Iwiaty 1
MPOAYKTUBHICTH Tpalli, TO JBa OCTaHHIX MOKAa3HUKU
000B’SI3KOBO MMOBMHHI MaTH OJHAKOBY KUIBKICTh 3HAKIB IMiCIIs
KOMH, a YHCETbHICTh MEPCOHATY MOJAETHCS y IUIUX YHCIaX
(SIK110, 3BMYAHO, MOBAa HE iJie NMpPO BEIHUKY YHCENbHICTh
JOJIEH, 110 MO’KHA BUMIPIOBATH y TUC. OCI0).

B 1okymMeHTI JOBOAWTBCS YacTO POOUTH CKOPOUEHHS Y
cl06ax, HATIPUKIAJ Yy OJAWHULAX BHUMIpPIOBaHHS. Y 3B S3KY 3
UM PEKOMEHIyEMO JTIOTPUMYBATHCS TAKHX HOPM CKOPOYCHbB:

— TPOIIOBI MOKA3HUKU: THC. TPH., MITH. TPH.;

— neMorpadivHi MOKa3HUKU: THC. 010, MJIH. 0ci0;

— CTaTUCTUYHI MoKa3Huku: XX cT., 20-Ti pp.

KpiMm Toro, wac Big wyacy [uisl 3HMXKEHHS YacTOTH
MMOBTOPIOBAHOCTI OJIHAKOBUX CIIiB HeoOXiaHO
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BUKOPUCTOBYBaTH abpeBiatypu. Abpesiamypa — 1€ 1O CYTi
MepIri JITepyd CIIB  BIiIOMOTO CJIOBOCIIOJIYYEHHS, Ha3BHU
opraHizamii, 3araJlbHOBXXMBAaHOTO  TEPMIHYy  TOWIO,  SIK
Hanpuknan, K3nll VYkpainm, MOII, MOH Vkpainu Ta iH.
[IpaBunbHE 3acTocyBaHHS abpeBiaTypu y TEKCTi poboTu
HACTYIIHE:

1) npu mepuriii mosiBi Ha3BW, sKa Hagail Oyae 3aMiHEHa Ha
aOpeBiaTypy, BOHAa TMHUIIETECS MAKCHUMAJIBHO  IOBHOIO,
Hanpukian, Koaekc 3akoHiB mpo mpaio YKpainu,

2) mami micis IBOr0 y KPYIIUX AYKKax 3a3HAYa€ThCS
abpeBiaTypa, sika Oyle BXXHMBATHUCSA 3aMICTh TAaKOTO JIOBIOTO
BUpa3y, TOOTO 3 ypaxyBaHHs 1. 1 3a3HauaeThcsi Tak: Kopjekc
3aKOHIB Tpo mpamto Ykpainu (nami — K3nll Ykpainn);

3) Bci HacTymHi MmomiOHI BHpa3u y pobOoTi ax [0 i
3aKiHUEHHsS TOTPIOHO TOJaBaTH caMe€ 3a  JIOTIOMOTOIO
3a3HaveHoi Bullle abpesiatypu, T00TO ,,K3nll Ykpainu™.

Tema 6. CAyX0Q NepCOHAAY NIANPUEMCTBA, i
30CHYBQAHHS, 30BAQHHS | POAb HO MIAMPUEMCTBI

[Tnan
6.1. CyTHIiCTB Ta pOJIb KaJpOBOi CIIY>KOH Ha T ATPUEMCTBI.
6.2. Oprani3aiiis rpaili NepcoHaIy KaJpoBOi CIyKOH.

6.1. Cnyorcoa 3 nepconany (cayxba 3  ympaBIiHHS
MEPCOHAJIOM, CIIy)K0a 3 YIpPaBIiHHS JIOJCBKUMH peCypcami,
BIIJIIT KaJpiB) TMPEACTaBIsE COOOI CTPYKTYPHHM MiAPO3.ILT
HiANPUEMCTBA, TiSUIBHICTH SIKOTO TOB’si3aHa 3 0OCIYroBYBaH-
HSM BUKOPHCTaHHS [MEpPCOHANy Ha MIANPUEMCTBI (00K
MpaLiBHUKIB, 0()OPMIIEHHS HaiiMy Ta 3BUJIbHEHHS INPalliBHUKIB,
MepeMileHHsl MPAiBHUKIB Ta BHUPILIEHHS IHIIMX KaJpOBUX
MUTaHBb).

B 3anexxHoCTi BiAg pO3MIpIB MIANPHEMCTBA PO3PI3HIIOTH
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KUIbKa OpraHi3amiifHuX CTPYKTYp CIYKOM TepcoHaTy, IO
HaBeJIeHO y Ta0mui 1.
Tabmuns 1
Cnyoicoa nepconany 3a poamipamu niONpUEMCmMed
3a po3MipoM TiAPUEMCTBA

.. TTocagoBa ocoba DyHKIIT BIIIIT
Cnyx0a 3 Biggin fI0Ra O i YHKIUL BUIALTY
. a0o Bimin KaJ[piB BUKOHYE
MEPCOHATY KaJpiB )
KajpiB JIUPEKTOP

3nauenns cuyscou nepconany 0nisi NIONPUEMCMEA TIOJSTAE Y
HACTYITHOMY:

— omeparuBHa 3MiHa iH(opMalii TpPo KaapPOBHH CKIIAJ
mignpueMcTBa (BiK, CTaTh, JOCBIA, KBaTi(iKalis, po3psim) s
3a0e3nedyeHHsT eEeKTUBHOI OpraHizailii 1 MPOBEJACHHS TaKUX
3ax0JiB, K IUTAHYBaHHS TPYIOBOI Kap’epu, mudepeHtiaris
3apo0OITHOT IJIATH.

— JIOTPUMAaHHS YHHHOTO TPYJOBOI'O 3aKOHO/JABCTBA, HE
BpaxyBaHHSl TOJOXEHb SIKOTO  MOXE MPHU3BECTH [0
BUHUKHCHHS ~ HE3aIUIAHOBAaHWX  BUTpAT  MiANPUEMCTBA,
OB’ I3aHUX 3 BUILIATOO MITpadiB.

KanpoBa cimyxba MiANPUEMCTBA  BUKOHYE  HACMYNHI
3A80aHH.

1. Tpagumiitni:

— MIATOTOBKA 0COOOBUX JOKYMEHTIB;

— BE/ICHHS KapTKU OOJIIKY MpaIliBHUKIB;

— BHECEHHSI 3aMHCIB JI0 TPYIOBOI KHIKKH;

— dopmyBaHHs ~ Tpadiky  HIOPIYHUX  OOOB’SA3KOBHX
BIJIMTYCTOK;

— MOHITOPHHT TPYJIOBOTO 3aKOHOJIaBCTBA;

— o(hopmIieHHS AEKPETHUX BIAMYCTOK.

2. CyuacHi ¢yHKIil

— KaJpOBUI ayTCOPCHUHT;

— KaJpoBUH ayTcTaQiHT;

— KaJpOBii JTI3UHT;

— KaJIpOBUI KOHCAJITHUHT

— MapKETUHT TePCOHATY;
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— KaJpOBUH KOYUYHHT;

— KaJIpOBUH ay/IuT.

6.2. Opranizariisi mpaii B KaJpoBUX CIIy)k0ax mependadae
BUPIIICHHS TaKUX 3a7au:

—v4iTKa oOprasizamiiiHa moOymoBa poOOTH Ta BHOIp
HaWOLIBII palioHaabHOT GOpMH POOOTH 3 TOKYMEHTAMU;

— NpaBWIBHUN  po3aAll  QYHKOIH  MDK ~ OKpEMHMH
BUKOHABISIMM Ta MiJpO3JiJIaMH, 3aCTOCYBaHHS IEPEIOBOrO
JIOCB1]ly BEICHHS J1JIOBOJICTBA;

— BU3HAYCHHS KPUTEPIiB OI[IHIOBAHHS MTPAIliBHUKIB;

— MiIBUIICHHS KBami(ikamii Ta KyabTypH IpalliBHUKIB;

— paimioHaJIbHa OpraHizaiis poOOYHMX MICIb, ITOBHOIIIHHE
pecypcHe 3abe3neueHHsT pOOOYNX MICIIb.

PoGoye npumilieHHs KaIpoBOi CIYKOM 3a XapakTepoM
POOIT MOIUISIOTE HA TaKi 30HU:

— YnpasiiHHsa — 30Ha HAYallbHUKA BIJUIUTY KaJIpiB;

— poboma 3 eidsidysauamu — 30HA, 1O OO0 €AHYE 30HU
poboUoro MicIs IHCTIEKTOpa 3 MepCOHANy Ta BiJBiyBaua,

— poboma 3 0OKymeHmamu — 30Ha OUTBIIIOCTI TpaIliBHUKIB
BIJUILTY KaJIPiB;

— O4iKy8aHHa — 30HA TPUHOMY 1 OTpPUMaHHS NEPBUHHOI
iHpopMaii mpo miaAnpueMCTBO;

— 30epieants OOKyMeHmie — apXiB, KAPTOTEKH 3 0COOOBUMU
JOKYMEHTaMU MpalliBHUKIB.

Tema 7. 3BITHICTb, LLLO CKAQAQETHCS MNP ALLIBHUKOMM
KOAPOBMX CAYXXO

IIman
7.1. CratucTiYHA 3BITHICTS.
7.2. 3BITHICTB, IIIO MOAAETHCS B CITYXKO0Y 3aHHATOCTI.

7.1. Cepen craructuuHux GOpM 31 CTATHCTHKHU TIpalli, 1110
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3aMOBHIOIOTHCS MPALliBHUKAMU KaJAPOBOI CIY)KOM 1 IOJAIOTHCS
OpraHy Jep>KaBHOI CTaTHCTUKH 3a MICLEM 3HaXOJ[KEHHS,
MO’KHA BUJIUTATH:

—,,36im 3 mnpayi” (dpopma Nel-TIB) — Taka dopma
MOJIAETHCS pa3 Ha MICsAIb (KBapTal, MiBPIUYs); CKJIAIAEThCS 3
pO3ILTiB, IO CTOCYIOTHhCS (OHAY OIUIATH TIparli, 30Kpema
OKpeMHX KaTeropiil mpaliBHUKiB, PO3MOALTY IMpAaliBHUKIB 3a
po3MipoM  3apoOiTHHUX  IIaT, pyxy poOodoi  cuiw,
3a00proBaHOCTI Tepe/] MpaIiBHUKAMH 3 BHILIATH 3apIliaTH,

—,,36im npo euxopucmarHs pobouoco uacy’ (popma Ne3-
[1B) — Bkio4yae nmaHi Mpo KUIBKICTh TOAWMH, BiIIPAalbOBAHUX
BCiMa IpaIliBHUKaMH, KUTbKICTh HEBIAIPAIlbOBAHOTO PoOOYOTro
gacy, 30Kpema y po3pi3i mnpuuuH (MIOpiduHi 000B’S3KOBI
BIJIMNYCTKH, BIAMYCTKA 3 JO3BOJY aaMiHICTpalii, mosBa Ha
po0OTi y HETBEpE30MY CTaHi);

—,,36im npo Kinbkicmv npayieHuxis, ix AKICHUl CK1ad ma
npogeciine nasuanusn’ (popma Ne6-I1B) — Britouae posmiau
1010 YUCEJILHOCTI MpalliBHUKIB CTAHOM Ha KiHEllb POKY Ta Ja€
iX SKICHY XapaKTePUCTUKY 32 TAKUMH HAIPSMaMHU:

— Tpalls B yMOBax HETMOBHOTO poO0OYOro JHS;

— PO3MO/ILT MPAIIBHUKIB 32 BIKOBUMH 1HTEpBAJIAMH;

— 32 piBHEM OCBITH;

— KIJIbKICTb IIPALliBHUKIB, SIKI OTPUMYIOTH IEHCII,

— YHCENbHICTb KIHOK, SIKI 3HAXOATHCS Y BIIMYCTIIL.

KpiMm Toro, B paHy ¢opMy BHOCATbCA JaHI II0JI0
npodeciiHOT MiATOTOBKH Ta MiABHUILEHHS KBali(ikallii Kaapis;

—,,36im npo cmawn ymo8 npayi, niiveu ma KoOMneHcayii 3a
pobomy i3 wxionueumu ymoeamu npayi” (popma Nel-IIB
(yMOBHU mpalil)) — HOJAETHCS 3 MEPIOJUYHICTD pa3 Ha J1Ba POKH,
MICTHTb JaHi, 10 XapaKTepPU3yIOTh CTaH YMOB Ipalli (KiJIbKICTh
MpaIiBHUKIB 3alHATHX B YyMOBax, IO HE BIJIMOBIIAIOTh
CaHITapHO-TIT€EHIYHUM HOpMaM, MUIBIM Ta KOMIIEHcallil 3a
po0OTYy 13 MIKJIMBUMH yMOBaMHU TIpalll Ta 3a OCOOIMBHUI
XapakTtep mpari).
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7.2. KagpoBi ciy>xOM TiANPHEMCTB MOXYTh I10/IaBaTH
MICIICBUM CIIY’)k0aM 3aifHSATOCTI J1aHi MPO KUIBKICTh BIIBHUX
poOOYMX MiCIIb HA MiAIPUEMCTBI (BakaHCii).

Pazom 3 TuM, Taka pexomeHAaIlis CIyKOM 3alHATOCTI HE
3aBXKIU IO3UTHUBHO CIIPUMUMAETHCS POOOTOABIISIMY, a SIK 10 U
BUKOHYETbCS HHUMHU, TO HE B MOBHI Mipi. Ha 3akoHomaBuomy
piBHI mignpueMcTBa HE 3000B’s3aHI IMOAaBaTH JaHi MpPO
KUIBKICTh BakaHCi. A Ti, XTO iX IOJa€, 4acTO IMOKa3ylTh
Takuil 00cAr nmoTped y Kaapax, o i B MomepeHi mepioau.

Kpim Toro, momani BakaHCii MOXXYTh HE OyTH PO3IOALICHI
3a mpodecisMu abo HaWMEHYBaHHSAMH pOOIT, a MPOCTO
B1J100pakaloTh 3araibHy MOTpeOy MiANpUEMCTBA Y Kajapax. Sk
0aynMMo, OKpIM HECHUCTEMHOTO MiAXomy a0 (opMyBaHHS
MOJIaHHS BaKaHCI B CIy»OM 3aiHATOCTI, MIAIPUEMCTBA TAKOX
MPOSIBJISIIOTh CBOIO HE3aiHTEPECOBAHICTh B IIbOMY. XOo4a came
3a KUIBKICTIO TOJAaHUX BaKaHCIH Odeparcasa ¢hopmye obcseu
PeGiOHaNbHO20 mMa  3A2ANbHOOEPIHCABHO20  3AMOGNIEHb  HA
nid2omoeKy Kaopieé B CUCTEMI TPAIUIIHHOT OCBITH.

Takox BapTO 3a3HAYMTH, IO 3aHAATO MAJIO YBard
HNPUIUIEHO 000amKosii nompebi niONpUEMCME )y Kaopax.
OcTtaHHS € BaXJIMBOIO JUISA 3AIMCHEHHS CEpPeIHBOCTPOKOBUX
MIPOTHO31B NMOTPEOU perioHy Ta eKOHOMIKM B LIIOMY Y KaJapax.
A 1€ € HEeOOXI1THOI0O YMOBOIO TOOYZOBH TOJIITHKH 3aiHSATOCTI
HACEJICHHS Ta COI[iaIbHO-€KOHOMIYHOTO PO3BUTKY PETIOHY Ta
VYkpainu B MailOyTHbOMY.

Tema 8. OpraHi3aLLis AINOBOACTBA 3 BUKOPUCTAHHAM
KOMM'IOTEPHUX MEPEX TA CYHOACHMX CNOoCobiB
30XMCTY IHAOOPMALLIT

IInan
8.1. BukopucTaHnHd KOMIT IOTEpHUX TEXHOJIOTIH Ha eTami
JTOKYMEHTYBaHHSI.
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8.2. BukopuctanHd  KOMI'IOTEPHHMX  TEXHOJOTH  IpH
oprasizariii JOKyMeHTOO0O0Iry.

8.1. JlIokyMeHTYBaHHsI YIPABIIHCHKOI JISUIBHOCTI OXOTUTIOE
BCI TIPOIIECH, IO BiTHOCATHCS 10 3amucy ((pikcarii) Ha pi3HUX
HOCIAX Ta O(OPMIEHHA 3a BCTaHOBJICHMMHU IIpaBUJIAMU
iHpopmaii, HeOOXiAHOT st 3MIHCHEHHS YIPaBIIHCHKUX Iii.
JIOKyMEHTYBaHHSl ~ 3JIHCHIOETBCS  HPUPOIAHOID  MOBOIO
(PyKOIIUCHI, MAIIMHONHMCHI JOKyMEHTH, Y TOMY YHCIi
Tenerpamu, TeneoHOrpamH), a TaKOXK IITYYHOO 3
BUKOPHUCTaHHAM HOBUX HOCIiB ((pyieni-kapTH, AUCKETH, IUCKH
ta 1H.). Cklag ymnpaBIiHCHKUX JOKYMEHTIB BHU3HAYAETHCS
KOMIeTeHIiero 1 QyHKIiAME  opraHizamii, MOPSAKOM
BHPIIICHHS IMHTaHb, OOCATOM 1 XapaKTepOM B3a€MO3B’SI3KIB 3
IHIIMMU OpTaHi3allisIMH 1 3aKPIIUTIOETHCS B Ta0EIi JOKYMEHTIB.
€IHICTh MpPaBUJI TOKYMEHTYBAHHS YNPABIIHCHKUX NI Ha BCIX
piBHSX  ympaBmiHHSA ~ 3a0€3MeYyeThCs  3aCTOCYBAHHSIM
Jlep>kaBHOI CUCTEMH JTOKYMEHTALIHOTO 3a0e31e4eHHsl.

PosrisiHeMO ~ KOMIT'IOTEpPHI  TEXHOJIOTIT  MiATOTOBKH
TEKCTOBUX JOKYMEHTIB. OOpoOKa TEKCTIB SIK HalpsiM pO3BUTKY
TEXHIKM BUHMK Ha MouyaTKy XX CT. 3 nOA6010 MexauiuHoi
opykapcvkoi mawiunky. bBinblie MIBCTOMITTA JIpyKapchbka
MalllMHKa 3aJMIIANIACs €IUHUM 3arallbHOJOCTYITHUM 3aCO00M
OTpPUMaHHS JPyKapChbKOro TeKCTy Ha mnanepi. IcHyroui B qaHuit
9ac CHCTEMH IIJIrOTOBKH TEKCTOBHX JIOKYMEHTIB 3HAYHO
BIAPI3HAIOTBCA ~ OAMH  BiJl OJHOTO  XapaKTepPUCTUKaMH,
MOJIMBOCTSIMA BBEICHHS 1 penaryBaHHS TEKCTy, HOro
(dbopmaryBaHHsI 1 BUBEJCHHS Ha JPYK.

Bulip KOHKpPETHOrO MPOrpaMHOT0 MPOAYKTY AJii 0OpoOKU
TEKCTy € BEIbMHU BIINOBITaJLHUM MOMEHTOM. Pi3HOMaHITHI
CUCTEMHM IMIATOTOBKM TEKCTIB  JIO3BOJISIIOTH  €(DEKTHBHO
BUKOPHUCTOBYBAaTH KOMII'IOTep TUM (haxiBIIsIM, Ki MOB’s3aHi 3
iHQOpMaLIHHUMU  TEXHOJOTIIMU.  PI3HOMaHITTS  MNakKeTiB
IporpaM J03BOJISIE€ 3YMUHUTHUCS Ha TOMY, SKMH 3a0e3nedyuThb
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MaKCHUMaJIbHE 3a/I0BOJICHHS MOTPeO MiArOTOBKU JOKYMEHTIB B
yMOBax SKHalKpamoro BUKOPUCTOBYBAHHSA OOMEXYHOUOro
YMHHUKA, OCOOJIMBO MPH MiJATOTOBII TEKCTIB BEIUKHUX 00’ €MIB.

HaiiBaxnuBimoro  uid  HPaKTUYHOIO  KOpHCTyBaua
XapaKTEePUCTHKOI0 TMPOTpaMU LBOTO KJacy MOXKHA BBaXKaTu
chepy mnpodeciiHOi iSTBHOCTI, JJIA SKOI MPOrpaMHHMA
NPOAYKT 3pYyYHHI y 3acTOCyBaHHI. I[HCTpyMeHTasbHI 3aco0u
HIATOTOBKU TEKCTOBMX JIOKYMEHTIB BHUKOPHUCTOBYIOTBHCS IS
HAa0Opy TEKCTiB, MOKYMEHTIB PIi3HOTO CTYMCHSI CKJIQJHOCTI,
HayKOBUX cTarTed, KHUr Touo. OOMEeXyr4YMM YHHHUKOM
Moyke OyTh KBamidikallis KopucTyBaya.

JUis  CTBOpeHHS ¥  oOlpalloBaHHA JOKYMEHTIB  3a
nonomororo 1K mpusHaueHi criemnianbHi IporpaMu — TEKCTOBI
penakTopu. IcCHYIOTH pi3HI CiMEHCTBa TEKCTOBHX PENAKTOPIB.
Haii61i1b1m 9acTo 3aCTOCOBYIOTHCS:

— omoknot (Note Pad);

—Word Pad;

— Microsoft Word nakera odicaux nporpam MS Office;

— Adobe Acrobat;

— BUIbHO-TIOLIMPIOBaH1 nakeTH, Hanpukiag Open Office.

BiiMIHHOCTI MK HUMH MOJSATalOTh y (DYHKLIOHAIBHUX
MOXIJIMBOCTSIX, TNpu3HaueHHi, wmiHi. Kpim  TekcroBux
penaKTopiB, ICHYIOTH CHEIliajdbHI MPOTPaMH, IO JO03BOJISIIOTH
guTatu (6€3 MOXKIIMBOCTI peJjaryBaHHs) TEKCTOBI JJOKYMEHTH.

Jns CTBOPEHHS JTIOKYMEHTIB Ha  BITYM3HSHUX
HiANPUEMCTBAX HaOLIbII YACTO BUKOPUCTOBYETHCSI TEKCTOBUN
penaktop Microsoft Word.

Po3rnsiHeMO OCHOBHI eTanmu poOOTH 3 JOKYMEHTOM Y
naHomy penakrtopi. Ilpum 3amycky pemakropa aBTOMaTHYHO
cTBoproeTbest  daitn ,,Jlokyment 17. [lnsg BIOKpPUTTS BXKe
ICHYIOUOTO (ailiy HeoOX1HO 3/A1MCHUTH Taki oneparii: daiin —
Binkpuru.

Jlnst  BCTaHOBJIGHHS — MapaMeTpiB  JOKyMeHTa  (Tojs
CTOPIHKH, PO3Mip Hamnepy, Opi€HTAallisl CTOPIHKU Ta 1H.) MOXKHA
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ckopucratucs ¢ynkiiero ,,Daiin — [Mapamerpu cropinku”. s
HyMmeparii  CTOPIHOK  HEOOXiJHO  BHUKOHATH  KOMaHIHU
,BcraBka — Homepa cTopiHOK”. BBeIeHHS TEKCTy MOXe
3/IACHIOBATHUCA B OJHOMY 3 HACTYITHUX PEKHUMIB: BCTaBKH ab0
3aMinu. [Ipu BBeZIGHHI HOBOTO TEKCTY B PEKHMIi BCTaBKH TEKCT
B JIOKYMEHTI 3MIIIYEThCS BIPABO BiJ TOYKH BBEICHHS. Y
pEeXHUMI 3aMiHH TIOTIEPEIHINA TEKCT BHAAISIETHCS 1 3aMIHIOETHCS
HOBUM. Jlyid mepeMuKaHHS MK LUMH JIBOMa pPEXKUMaMU
BUKOPUCTOBYEThCS KiaBima Ins. Busnauwtu, skuii pexum
BUKOPUCTOBYETbCS B JIaHUH MOMEHT, MOXKHa 3a CTaHOM
inmukaropa 3AM y psaaky crany MS Word BHU3Y ekpaHna.
Skmo iHAMKATOp BiOOpakaeThCs YOPHUM KOJIBOPOM, TO
BBIMKHEHO PEXHM 3aMiHH, SKIO CipuM — BCTaBKH. [loaBIHUM
KJIAI[aHHSAM J1BO1 KJIaBillli MHIII HAa [[bOMY 1HAMKATOP1 TAKOXK
MOJKHA MEPEKII0YaTH PEKUMHU.

OmHuM 13 HaWBaXIMBIIMX O0’€KTIB i Yac poOOTH 3
TEKCTOM € a03al. 3 HUM IOB’SA3YIOThCA HapaMeTpu HOro
dbopMatyBaHHs: WIPUQT, BIACTYIH, IHTEpBAIN, BUPIBHIOBAHHS 1
T. 1. Jns toro, mo® mowyatm HOBHMH ab3al, MpH BBEICHHI
TekcTy noTpiOHO HatucHyTH Enter. [[ns mepexony Ha HOBHIA
PAIOK y MexXax ab3ally BUKOPUCTOBYETbCS KOMOIHALIIS KIIaBIII
Shift+Enter. KomiroBanHs BUKOHY€ETBCS 32 TOMIOMOT010 Oydepa
oOMiHy. Jlns Toro, mo6 CKomitoBaTH SKU-HEOYIb (parMeHT,
NoTpiOHO CHOYATKy IOMICTUTH Horo B Oydep, a mHoTIM
BCcTaBUTU 3 Oydepa B nokymeHT. [[is komitoBaHHS B Oydep
MO’KHa CKOpHUCTaTucsi komasjorw ,IlpaBka — KomitoBatu”, a
JUIs  TIepeMIllleHHs BUAUIEHHd B Oydep — KOMaHJIOIO
,Bupizarn”. BcraBka BMicTy Oy(epa peanizyeTbcsi KOMaHIO0
»lIpaBka — BcraButu™.

MS Word no3Bojsie KOpUCTYBady BiJAMIHUTH OIEpalito
BHECCHHS 3MiH Yy JOKyMeHT. J[Jii I[bOTO BHKOPHCTOBYETHCS
koMaHga ,,IIpaBka — CkacyBaTu BBeJeHHsA a00 KOMOiHaIlis
kimapim  Alt+Backspace. st  BigMiHM  JaHOi  KOMaHIU
3aCTOCOBYEThCS KOMaHna ,,llpaBka — IloBroputH BBEneHHS
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abo kmaBima F4. MS Word wMae mmMpokuil cHekTp
MOXJIMBOCTEH 110710 (hopmMaTyBaHHS TEKCTy. Bci aii, moB’s3aHi
3 (opmaryBaHHSM, 3HAXOAATHCS B MeHIO ,,Dopmar”.

JIlpyKyBaHHSI BCHOTO JIOKyMEHTa MOXKE 3IMCHIOBATHCS 3a
JOTIOMOTOI0 KHOTNKM HAa CTaHAapTHIM maHenmi abo 3a
nonomororo komOinamii CM+P. Jlnga 3amans mnapamerpiB
JIpyKyBaHHS JIOKYMEHTa 1 MapaMmeTpiB JIpYKyBaHHs NPHHTEPA
HEOOX1IHO BUKOHATH KomaHpay ,,Pain — Jlpyk”. 30epiranus
JOKYMEHTa MOXKIIUBO TIiJ TUM >K€ IM’sIM, IiJl SIKHM BiH OYB
BIIKPUTHIA.

Pozrnsinemo KOMIT FOTEpHI TEXHOJIOT11 MOILIYKY
OoKyMeHTanbHOi  iHGopmanii. Ilinb  JTOKyMEHTaIbHOTO
MOIIYKY — 3HAXO/PKCHHS 1 BHJa4a BIIMOBIIHUX 3aIllUTy
KOpHCTyBauya JOKYMEHTIB a0o ix omwuciB. JlOKyMeHTH, IO

BiJIIIOBIIAIOTh 3aMnuTy KOpHCTyBaya, Ha3UBAIOThCS
pETIeBaHTHUMH. [lonsTTs  ,,JOKyMEeHT” B paMKax
iHpOpMaLiHHUX TEXHOJIOT1H TPAKTYETHCS ACHIO IUpIIE, HIK B
TpaauLiiHOMY JIOKYMEHTO3HABCTBI. Biamosigao o
Oxcopracbkoro cioBHHUKA ,,JJOKYMEHT — 1€ TEKCT abo

300pakeHHs, 110 Mae iHpopMalliiiHe 3HaueHHS .

Tpaguuiiino i1H(OpMaLIHHO-TIONIYKOBI CUCTEMH (Jayil —
IIIC) 3acTOCOBYIOTBCS Al TEMAaTUYHOTO MOLIYKY HayKOBO-
TEXHIYHOT 1HQopMalii B KpynHuUX O010110TeKax, HayKOBO-
TEeXHIYHMX IIEHTpax, apxiBaX, MaTeHTHUX Oibmiorekax. B
JTAHUW 4Yac y 3B’SI3Ky 13 3pOCTaHHSAM 00’ €My JOKYMEHTaJIbHOT
iHpopmanii, HeoOXigHOI JUIi yXBaJeHHSA e(QEKTUBHOIO
YOPaBIIHCBKOTO  PIMIEHHS, 1 MOXJIMBOCTAMH, HOBUMHU
KOMIT'IOTEPHUMH TEXHOJIOTisIMHU, aBTomatuzoBaHi IIIC cramm
LIMPOKO BUKOPUCTOBYBATHUCSA B PI3HUX c(hepax eKOHOMIKH.

[MpuknanamMu JOKyMeHTanbHOI iH(oOpMmamii, I sKOT
e(peKTHBHE aBTOMAaTHU30BaHE 30epiraHHs 1 MOIIYK, MOXYTb
CIy’)KUTH: 3aKOHH, YXBaJIi, KOMEHTapi 10 HOPMaTUBHUX aKTIB,
TEKCTU KOHTPAKTIB, JUCTYBaHHS 3 KIIE€HTaMH 1 MapTHEpamH,
MIPOEKTH, CTEHOTpaMM MEepPeroBOpiB, HAKA3H, PO3MOPSIKEHHS,
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JUCTH, 3BITH, IJIAHW, OPOTPaMHU, 3aMUCH CYJOBHX CIIPaB,
HayKOBI CTaTTi, JOKJIaJHW, KOHCTIICKTH, pedepaTH, MepioardHi i
creniaibHl JPYKapchKi BUAAHHS, KaTanord (ipMm, peKiIaMHi
BHJIaHHs, JOBIAHUMKM Ta 1H. [lpm aBTOMaTu3amii MOMIYKY
JOKYMEHTaIbHOI iH(popMalii HaWBaXJIMBIMIMMU € 3ajadi
dbopmamizartii 3mMicTy AOKyMeHTa 1 3anuTy. [lpu pimeHHi 1ux
3a]1a4 MOXYTh BUKOPHUCTOBYBATHUCS Pi3HI MiAXOIH.

[lepmmit miaxia moJjsrae B TOMy, IO 3MICT JTOKYMEHTa, a
TaKOX HOTr0 XapaKTepUCTUKH (J1aTa BUJIAHHS JOKYMEHTa, aBTOP
TOIO.) BIIOOPaXKAOTHCSA B CTPYKTYPOBaHY 1H(GOpMAIIito, IO €,
HaANpUKJIad, 3allMcoM pelsiiiiHoro (aiimy abo psmok B
€JIEKTPOHHIN Tabnuimi. B 1poMy BHUMagky MOIIyK JOKYMEHTa
3BOJIUTHCS JIO TIOMIYKY CTPYKTYPOBaHOI iH(oOpMarlii 3acodamu
CVYB/] abo TabmuuHOTO TIpOLIecopa.

Jpyruii miaxix monsrae B TOMY, IO HOUIYK BiJOyBa€ThCS
M0 BCHOMY TEKCTy MOKyMEHTa abo MO HOro MOIIyKOBOMY
obpasy. Ilpu mpoMy sIK 3amUT YacTilie 3a BCE BHCTYMAKOTh
OKpeMi KITFOUOBI cjI0Ba ab0 iX JIOT14HI KOMOIHAITii.

EdexTHBHICTh JTOKYMEHTAJIILHOTO TOLIYKY OIIHIOIOTH Ha
OCHOB1 MOKa3HMKIB IMOBHOTH 1 TouHOcTi. [loBHOTa moumryky
BH3HAYAETHCS K BITHOIICHHS YKCIIa BUAAHUX Y BIAMOBIIb Ha
3allUT peNIeBaHTHUX JOKYMEHTIB JO YHMCJIa BCIX PEIEeBaHTHHUX
JOKYMEHTIB, 110 € B MOIIYKOBOMY MacuBl. TOYHICTh MOLIYKY
BU3HAYA€THCS SIK BITHOLICHHS YHCIIa PEJIeBAaHTHUX JOKYMEHTIB
y BHMJa4l [0 3araJlbHOr0 4YHCla BHUJAHUX JIOKYMEHTIB.
ABTOMAaTH30BaHUN JTOKYMEHTAJIbHUM TOUIYK MOXe OyTH
OpraHi30BaHMM Ha OCHOBI PI3HMX TEXHOJOTIH: MOIIYKY 3a
00pa3oM JJOKYMEHTa, MOIIYKY 3a IOBHUM TE€KCTOM JIOKYMEHTa,
MOIITYKY TOKYMEHTIB 32 TiMepTeKCTOBUMH TTOCHIIAHHIMH.

TexHosOrisi MOBHOTEKCTOBOIO IMOIIYKY € HEB1JI'€MHOIO
CKJIa/IOBOIO TaKUX CYYaCHHUX 1 MEPCHEKTUBHUX 1H(POpMAIiHHUX
TEXHOJIOTiM, SIK: CHCTEMH  YOpPaBIiHHSA  JIOKyMEHTaMHU
(Document management system, DMS), TexHonorii rpynooi
poOOTH HaJ TOKyMEHTaMu (groupware), TeXHOJIOTI] MOIIyKy B
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Internet/intranet. Ha TexHozorii rimepTekcTy 0Oa3yerbes
HaiBigomimmuii cepsic Internet ~World Wide Web (www).

[Ipu pimeHHi pi3HUX €KOHOMIYHMX, (DIHAHCOBUX M I1HIIMX
3a/1a4 B YIPABIIHCHKIN AISUTBHOCTI TOBOAUTHCS MIPEACTABIISATH 1
00pobsaTH iHopMarito B TabauuHiil popmi y BUTIISIAL Pi3HOTO
poxy Tabmunb, OnaHKiB BigoMmocTed, ¢GOpM, CIHCKIB.
CrtBopeHHst 1 00poOka TaOJIMYHMX JOKYMEHTIB Ha OCHOBI
BHKOPHCTOBYBAaHHsS ~ 3ac00iB  OOYMCIIOBAJIBHOI  TEXHIKH,
CIIOYaTKy  pealli3oByBajHCs  JBOMa  CIIOCOOaMH:  JiaHi
pO3MIIIyIOThC B Tabiauii Ha rmamepi, a iXx 00poOka
MIPOBOJIUTHCS 32 JIOTIOMOTOI0 EJEKTPOHHOTO KaJbKYyJIATOPA,
nani posmimryroteess B mam’ati I[IK, a mgms ix oOpoOku
CTBOPIOETHCS 1 BUKOPHCTOBYETHCS IpOTrpaMa Ha OJHIA 3 MOB
MporpaMyBaHHSI.

[Nepmmii crioci® xopommwii THM, IO BiH PO3paxOBaHUM Ha
PSAIOBOTO KOpUCTyBaya, 3pY4YHHi, JETKO MEpeBIpsS€ThCS, aje
PO3paxyHKH BUKOHYIOTBbCS HE yXe MBHUIKO. Jpyruii croci6 y
Oararo pasiB IIBHJIIE, aJie € CBI HEIOJIK — BiH HE MIAXOIUTh
JUIS  HEMIJITOTOBJICHOTO KOPHCTyBada, BHUMarae poOoTH
kBaJtiikoBaHoro nporpamicra. CaMm 3aMOBHHUK O€3110CEpEeTHBO
HE BUKOHYBAaTHME PO3pOOKY 1 BIIUTAJIKy TAKUX ITPOTPAM.

3aco0oM pilIeHHs 1€l cymepedyHocTi MpU MpPOBEAEHHI
pO3paxyHKIB HajJ JaHUMH, TMPEJICTABICHUMU B TaOIUYHIN
bopmi, 3 IBUIIMCS MAKEeTU NMPUKIATHUX Mporpam uis poboTH 3
€JIEKTPOHHUMM TaOJIMLSAMHU, TaK 3BaHI TaOJWYHI MPOLIECOPH,
SK1 B MPOCTiH 1 MpUpoHiil hopMi cromydaroTh epeBaru 0060x
Ccroco0iB 1 3aBAJKU CBOIM MPOCTOTI 1 YHIBEPCaIbHOCTI
OTPUMAJIH HIMPOKE PO3IOBCIOIKEHHS.

Opranizanis  MATOTOBKM  TaOIMYHUX  JIOKYMEHTIB
3aCHOBaHAa Ha JIBOX OCHOBHHMX  Kareropisix: ¢opma
MIpe/ICTAaBJICHHS JaHUX HA €KpaHI MOHITOpa y BUIJISAAI TaOuiuIli
NPAKTUYHO HEOOMEXKEHOro po3Mipy (BlacHe eleKTpOHHa
Tabnuug K 00’ekT 00poOKH); mporpama (abo MakeT mporpam)
Ui 0OpOOKHM TakWX JaHUX (BIacHE TAaOJIWYHHI MpoIecop sK
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IHCTpYMEHT 00pOOKN).

Cyuacni mabnuuni npoyecopu maromv 0yxce WUPOKY
@yHKYIOHATLHY | 00NOMIdICHY (hyHKYi0, THO 3a0e3edye 3pydHy
1 epekTHBHY poOOTY KOpHUCTyBaya, MepepaxyeMo OCHOBHI Taki
MOJKITUBOCTI, 3arajibHi JIJIsl BCIX CUCTEM IIHOTO KJIACy:

— konmexcmua niokaska (Help) — BuKIHKaeTbes 3
KOHTEKCTHOTO MEHIO a00 HATUCHEHHSM BIAMOBITHOI KHOIKH B
nmikTorpagiyHOMY MEHIO;

— 008i0K06a cucmema, WO OpraHizoBaHa Yy BUIJISAII
TIIEePTEKCTY 1 J03BOJISIE JIETKO 1 IMIBUAKO 3IHCHIOBATH IOIIYK
noTpiobHOT Temu;

— bacamosapianmHuicmes GUKOHAHHS onepayii — MPaKTUIHO
BCl omepartii MOXyTh OyTH BUKOHAHI OJHUM 3 TPHOX-YOTHPHOX
croco6iB, KOPUCTYBa4Y BUOHpAE HAMZPYUHIILINI;

— koumexcmue mento (Shortcut menu) — po3Bepraerhbest 1Mo
KJIAIIAaHHIO TIpaBOi KHOIKKM MHUIII Ha 00’ €KTi. ﬁneTLCﬂ,
HaNpUKJIaa, Mpo Micle TaOmuIl, /¢ B JaHUH MOMEHT XOde
npamroBaTd KopuctyBau. DyHkuii oOpoOKu, 1m0 HAMOLIBII
9acTO BUKOPUCTOBYIOTHCS, TOCTYIHI B AaHIN cuTyalii, 310paHi
B KOHTEKCTHOMY MEHIO;

— nikmoepagiune MeHr0 — KOMaHJIaM, 110 HAWOLIBII 4acTo
BUKOPHUCTOBYIOTbCS, BIJNOBIIAIOTh MIKTOTPaMH, pO3TAIlOBaHI
17 pSAKOM MeHIo. BOHM yTBOPIOIOTH MIKTOrpadiuHe MEHIO.
VYHacHiIOK KJallaHHS MHIIEI0 HA TMIKTOrpami BUKOHYETHCS
MOB’s13aHa 3 Heto KoMaHa. [likTorpadiuHi MEHIO MOXYTh OyTH
CKJIaJIeH1 1HIUBIAYyaIbHO;

— poboui epynu abo poboui mexu (Workbook) — nokymentu
MOXKHa 00’€lHyBaTH B poOOul TEKH, TaK IO BOHH MOXYTb
PO3MIISIIATUCS K OJHE IIIJIe, SKIIO MAETHCS MPO KOMiIOBAHHS,
3aBaHTa)KE€HH, 3MiHy abo iHII npoueaypu. B HMxHIN yacTuHI
€JIEKTPOHHOI TaONHIIl pO3TanioBaHUN an(aBITHUA MOKAKIYUK
(perictp), mo 3abe3meuye OOCTYH JO pOOOYMX JIHCTIB.
KopucryBau moxe 3amaBaTé Ha3By JIMCTaM B Tell (3aMiCTh
an(aBiTHOTO TMOKaXYMKa), [0 pOOUTH HAOYHHUM BMICT
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perictpa, a 3HAUYUTH TMOJIETIIYE TMOMIYK 1 Tepexia Bif
JOKYMEHTA /10 IOKYMEHTY;

—3acobu 0 ogopmaenus i moougikayii exkpawy i
mabOauyi — 30BHINIHIA BUTIAL poOOYOro BiKHA W 1HIIHX
€JIEMEHTIB EKpPaHHOTO iHTepdeiicy Moxe OyTH BH3HAYCHHU
BIIMOBIZIHO 70 BHMOT KOPHCTyBada, IO pPOOHUTH poOOTY
MaKCUMAaJIbHO 3pYYHOIO.

3 mepexoJoM  IUIOBOACTBA HA  KOMIT IOT€PH30BaHI
TEXHOJIOTi1 BCTa€ MUTAHHS PO BIOPAIKYBAHHS 1 OpraHi3allio
30epiraHHs JIOKYMEHTIB, CTBOPEHUX B EJCKTPOHHIN (dopmi.
[Ipote, sikmIo TexHOJOTIs 30epiraHHs TPAAULIHHUX TarlepOBUX
JOKYMEHTIB BKe J00pe BiampalboBaHa, TO OpraHizaiis
30epiraHHs €JICKTPOHHUX JTOKYMEHTIB B JIJIOBOJACTBI YacTo
3MIACHIOEThCA  cTuxidHO.  HeBperynboBane — 30epiraHHs
BUKIIMKAE 3HAYHI BUTPAaTH dYacy Ha IMOMYK NOTPiOHUX
JIOKYMEHTIB, HEP1JIKUI BUITAIKU iX BTPATH.

JIOKyMEHTH B €JIEKTPOHHOMY  BHIJIAAI  MOXYTb
CTBOPIOBATHUCS CIIBpOOITHMKAMHM OpraHi3allii Ha KOMIT I0Tepax,
OyTH OTPUMAaHHMMH TIO EJEKTPOHHINM MOIITi, y BUTIAAL (akcy
yepe3 ¢akc-moneM. KpiM Toro, chorojiHi Bce OINbIIE YHCIO
Oprasizaiiii NepeBOAUTh B €JIEKTPOHHY (opmy (LIIIXOM
CKaHyBaHHs) 1 JOKYMEHTH, L0 MOCTymaoTh y (ipmy B
TpaauliiHoMy nanepoBoMy BUrsAl. Lle me Oiabin 3aroctproe
npoOyiieMy BIOPSAKOBAHOTO 30epiraHHS 1 3a0e3MedYeHHs
30epekeHHs JOKYMEHTIB B €JIEKTPOHHIN GopMmi.

CtBopeHwmii ab0 OTprMaHuil TOKyMEHT HEOOXiHO 30eperTu
B nmam’sTi [IK — 3ammcaru y Burmsial aitny Ha KOPCTKOMY
nucky. [Topsnok B 30epiranHi ¢aityliB He MEHII BaKIMBHHA, HIK
MOPAJIOK B 30epiraHHi TpaJuLifHUX ManepoBUX JTOKYMEHTIB.
JIOKyMEHTH MOXYTh 30epiratucsi Ha KOPCTKOMY JIHCKY
Bamoro [1K, na gucky iumoro I1K, Ha cnieriansHO BUALIEHOMY
KoM toTepi (daiin-cepsepi), Ha 3MIHHUX HOCISIX.

[lepmr 3a Bce, HEOOXIAHO CTBOPUTH Ha >KOPCTKOMY IHCKY
TEKU (AMPEKTOPii), B SKI MOMIIATUMYTbCS poOOUi TOKYMEHTH.
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[Tpunuunu BiopsakyBanHs 30epiranss QainiB Ha IIK Gararo
B 4OMY HarajayloTh 3BHYaiiHe AUIOBOACTBO. Sk mameposi
JOKYMEHTH pPO3KJIQJAalOThCsS B COpaBH, Tak 1 (hainum
PO3KJIAJIAlOThCS 1O TeKaxX (IHOAI BUKOPHUCTOBYIOTHCS TEPMiHU
,karamor” abo ,jaupekrtopis’). KokHa Teka MoOXKe Maru
BKJI4/IEH1 B HET TEKH, 1110 y CBOIO YEPry TEK MOKYTh MaTH CBOL
BKJIQJICHI TEKHU. YTBOPIOETbCA OararopiBHEBa iepapxidHa
CTPYKTypa TeK. SIKI0 JOKYMEHTIB HebaraTo — 4acTillle 3a Bce
1€ O/IHA TeKa.

[Taker MS Office cTBOprOe TeKy 3 Ha3Bow ,,Moi
JTOKYMEHTH’, B SIKy momimae ctBopeHi Qaiimu. Sxmo Ha [IK
IPALIOIOTh JIeKIJIbKa YOJIOBIK, TO TEKU 3a3BHYail HA3UBAIOTh 3a
npi3BuIIeM — KopucrtyBada — . Jlokymentn — Tkauyka”,
»HokymenTn KymikoBcekoro”. IlpoTe mpu Benukiil KijgbKOCTI
JOKYMEHTIB 1 HEOOXigHOCTI 3abe3nedeHHs poOOTH 3 HHUMHU
JEKUIBKOX CHIBpOOITHUKIB IOTPiOHA OULIBII YiTKAa CHCTEMa
opraHizamii po3MillleHHS TOKYMEHTIB ((aiiiiB) B JIOKaIbHIN
Mepeki HaBiThb HeBeJMKOi opranizamii. HaknpocTtimmm
pIIICHHSIM, [0 HE BHUMAara€ CIeiaTbHOIO MPOrPAMHOTO
3a0e3neueHHs, € CTBOPEHHS CHUCTEeMH TeK (KaTaloriB), IO
MOK€ TPYHTYBaTUCS Ha HOMEHKJIATypl clpaB opradizamii. B
OCHOBI Kjacu@ikamii BUKOPHUCTOBYETbCS HOMIHAJbHA O3HAKa,
TOOTO yrpymyBaHHS TOKYMEHTIB 3a iX BUIAMHU.

Ha3Ba Texku NOBUMHHA MOYMHATHCS 3 BHJY JIOKYMEHTIB
(Haka3u, aKTH, 3BITH, MPOTOKOJH, JOMOBITHI 3aMMCKH TOIIO).
[ToTiM 3MICT JOKYMEHTIB YTOYHIOETHCS BIAOMOCTSIMH IIPO
aBTOPCTBO, THUTAHHSA, KOPECIOHIEHTa, TepioN, 3a SKUH
rpynyroTbcs AoKyMeHTH (daiinm), Tomo. Ha BiaMiHy Bix
TPAAUIIHHOTO  JUIOBOACTBA  TEPMIH  ,,JOKyMeHT  abo
,Marepian’ OMyCKaeThCs. YTPYIMyBaHHS MOKE MPOBOIUTUCS B
nexinbka piBaiB. Hanpuknan: 3:\lucryBanus\[ToctauaapbHUKH
MeTanokoHCTpykuii\3aBon  Birtszp\IM’ss  (daitmy, TOOTO
KOHKpeTHUI NokyMmeHT ,,IIpo BinBanTaxkeHHs TpyO~ 25.03.97
JIEKUTb B Telll ,,3aBoA BiTA3p”, gKa 3HAXOOWTHCA B TeIl
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,, ] |0OCTaqYaJIbHUKN METAJIOKOHCTPYKII~’, M0 3HaXOIUTHCS B
3arajbpHii Teul ,,JIuctyBanHs Ha JUCKY ,,3:”.

B Oinpm kpynmHHX ¢ipmax s 30epiraHHs JTOKYMEHTIB
BHJUIAETBCS CHemiabHUK KoMmm'totep (daiin-cepep), Ha
AKOMY KOXXHAH KOPUCTYBa4 MAa€ BIACHI PpO3AUIH  JUIS
30epiraHHs OCOOMCTHX JOKYMEHTIB 1 pO3ILIM THUIY, IO
CHUTBHO BUKOPHCTOBYIOTHCS: ,JluctyBanus 3 ¢ipmoro N,
,» TUTIOB1 yroau” TOMIO.

B HeBenukiit ¢ipmi 1 UX Ke IUICH T0CTaTHRO CTBOPUTH
JIEK1JIbKA KaTajoriB Ha OAHOMY a00 JEKUIBKOX KOMIT I0Tepax i
HA/IaTH iX JJIS CYMICHOTO JIOCTYITY 3 BUKOPHCTAHHSM 3ac00iB
Windows 95 (sKII0 BUKOPUCTOBYIOTHCS CTapi KOMIT IOTEPH 3
HEBEIIMKUM 00’€MOM ONEpaTWBHOI Mam’ATi — 3a JOTIOMOTOIO
Windows 3.11 s pobounx rpym). KMo HEOOXiTHO
3a0e3MeUnTH PO3IUICHHS TpaB JOCTYIy CHiBPOOITHUKIB [0
OKpeMHUX KartajoriB abo ¢aiiiniB, BUKOPUCTOBYeThCa Windows
NT Workstation 4.0.

30epiranHs (aiyiB MOTOYHOTO J1JIOBOJICTBA 3A1HCHIOETHCS
Ha xopctkomy nucky I1K. IIpu poboTi B Mepexi KopucTyBauy
MOXYTb OYTH JOCTYNHI JAWMCKH ab0 IUPEKTOpii Ha IHIIMX
KoMIT'foTepax. B 1boMy BHIIaIKy BOHH TaKOX MAaTUMYTh
MOPSAIKOBI OYKBEHI HOMEPH 1 3 HUMHU MO’KHA TMPAIIOBaTH 5K 3
MPUCTPOSIMH, PO3MIIIEHUMH Ha BJIacHOMY KoMl torepi. [lns
uporo Ha IIK, mo micTute HeoOXifHi pecypcu (daiinm 1 Texw,
YKOPCTK1 JUCKU 1 T.J.), BCTAHOBIIIOETHCS JO3BUI HA CyMICHUH
J0CTYNn A0 Toro abo iHmoro pecypcy. octynm Moxe Oyru
oOMexeHHl ab0 BUKOPUCTOBYBAHHSM MapoJI0 i MOBHOTO
JOCTYIy 1 AOCTYIMYy TUIBKU A 4UTaHHS, a00 OOMEXEHHSIM
JOCTYyNy TUIBKM JUId TE€BHUX KOpUCTyBauiB al0o Tpym
KopuctyBauiB. s OOMeXeHHS MAOCTYNy J0 TEKH MO)KHa
BBECTH TapOJIb — OKPEMO JUISI YATAHHS i OKPEMO ISl HaJaHHS
IpaB MOBHOTO JIOCTYIY J0 TE€KU. SIKIIO 70 JaHOI TEKU MOXKYTh
3BepTaTUCS BCl CHIBPOOITHUKK Oe3 OOMEXeHb, Mapojib He
BBOJIUTHCS.
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Jnst Ounbll e(heKTUBHOTO BHKOPHCTOBYBAaHHS MICIS Ha
»)opctkomy aucky 1K Moxke OyTu cTBOpeHUI JOTIYHUHN JTHCK,
10 BUKOPUCTOBYE CTUCHEHHSA (aitniB. Opranizaiis CyMiCHOTO
JOCTYIy [0 JIOTIYHOTO JHCKAa TPOBOJUTHCS aHAIOTIYHO
oprasizamii moctyny A0 Tek komm torepa. OcoOmmBo
e(eKTUBHE CTHUCHEHHS Trpadiunux ¢aimiB tuimy bmp, pcx, tif.
B npomy Bunaaxky eKoHOMis Micus (CTYHiHb CTHCHEHHS) MOXKe
nocsiratu 90% 1 Oinbine. HacTynmHuid eram — BCTaHOBJICHHS
JOCTYITY A0 TeK a00 JAUCKIB 3 IHIIOT0 KOMIT IOTEPA.

JIOKyMEHTH B IpOLIeCi CTBOPEHHS 1 peAaryBaHHs, YepHETKU
1 BapiaHTH TOBWUHHI 3HAXOAWTHCS JIMIIE B OCOOMCTIH TeIli
ciiBpoOiTHHKA. Bci JOKyMeHTH, M0 HaAIWIUIA B I1IJIOBOIHHIMA
00ir, MOBHMHHI 30epiraTucs B 3arajJbHUX MNankax, (CTBOPEHUX
BIJIMOBIAHO IO HOMEHKJIATYPHU CIPaB MiIpo3Ainy (opraHizaiii B
[[IJIOMY) Ha OCHOBI CTaH/IaPTHUX KJIACH(IKATOPIB.

OmHuUM 3 OCHOBHUX IIMTaHb € HAMIHHICTL 30epiraHHs
JOKYMEHTIB B eJIEKTpOHHiH ¢opmi. Pimenns mnpobiemu
30epekeHHs eNeKTPOHHHUX JOKYMEHTIB CKIaIa€ThCs 3:

— CTIHKOTO €JIEKTPOKUBIICHHS;

— Pe3epBHOTO KOMiIOBAHHS;

— QHTUBIPYCHOTO 3aXUCTY;

— npo(iTaKTUKKM 1  JIarHOCTMKM 3  BUKOPUCTAHHSAM
CHeIIaTbHUX YTUIIT (IOTTOMIKHUX MPOTpaM).

[lepma 3amaya, HaWOLIBII MPOCTO BHpilllyBaHA, — L€
3a0e3neueHHsl HaAlMHOro 06e3nepebifHOro eneKTPOKUBICHHS
IIK. /Ing uporo ciayxate NPUCTPOi, SKI TaK 1 HA3HUBAIOTbCA —
mxepeno 6esnepebiiinoro xusnenas ([AbX). [pyra 3agaua —
3a0e3MeueHHs]  pe3epBHOrO  KOMIIOBAaHHS  JOKYMEHTIB
oprasizamii, ¢ipmMu, BIIAUTY, MOIAPO3ALTY 1 KOHKPETHOIO
CHiBpOOITHUKA, — TOKJIMKaHA 3a0e3MeYUTH BiJIHOBJICHHS
BTpPau€HUX JIOKYMEHTIB.

ITin pe3epBHUM KOIIIOBAaHHSAM pPO3YMIETbCS CTBOPEHHS
KON JOKYMEHTIB Ha 3MIHHOMY 30BHILIIHBOMY HOCIi (AMCKETI,
MarHiTHif cTpiumi, Mar"iroontTuuHoMmy aucky, CD-ROM
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Tomo). HasBHICT, pe3epBHOI KOIii JJ03BOJSE BiTHOBUTH
JOKYMEHTH TIPY BUITAIKOBOMY iX BHIaeHHI abo monomiti T1TK.
SAxmo Bei 11K opranizaiii 3’€qHaHi B TOKAITBHY MEPEKY, TO
BUKOPHUCTOBYIOTh OJIMH-/IBa HAKOIUYYyBa4a BEJIMUKOI MICTKOCTI,
3MIACHIOIOYMX KOIIIOBAaHHS JAaHUX 31 BCIX KOMII IOTEPIiB
Mepexi. B HeBenmukux ¢ipMax KOIirOBaHHS 3 KOMIT IOTEpPIB, 110

CTOATH OKpEMO, MOXE 3/11ACHIOBATUCH LUIIXOM
BUKOPUCTOBYBaHHS 30BHILIHBOTO MIPUCTPOIO, 110
MIIKJIFOYAETHCA.

He wMmeHme BaxuinBa oprasizauis IpoLecy pe3epBHOIO
KonitoBaHHs. [Ipomenypa pe3epBHOrO KOIiOBaHHS HE 3aiiMae
Oarato uacy. AJje BaXJIMBO 3a0€3MeYUTH ii MPaBUIBHY
opranizainito i nepioguuHicTs. CriBpOOITHUKH 1HOAI HEXTYIOTh
pE3epBHUM KOIIIOBaHHAM, IIOKM HE TpAIUIIETbCS BTpaTa
BAJKIIMBUX JIOKYMEHTIB. Heo06xigHo po3’siICHIOBAaTH
MpamiBHUKAM, IO TUIBKKM pEryasipHe 30epexeHHs BCiX
CTBOPEHHUX 1 3MIHEHHMX NpPOTATOM JHS JIOKYMEHTIB Ha
30BHIIIHBOMY HOCIT TrapaHTye 30epeXeHHs BHUKOHAHOI HUMHU
poboTH.

[epionnynicTh KOTIIOBaHHS BCTaHOBIIIOETHCS 3
ypaxyBaHHSIM  00’€eMy  JOKYMEHTIB, CTBOPIOBAHHX B
opraizanii, iX BaXJIMBOCTI 1 HasABHOCTI MalepoBUX KOMii.
Oco0a, BiAmoBijaJlbHA 3a JUIOBOACTBO, 31 BCTAHOBJICHOIO
MEePiOIUYHICTIO pOOUTH a00 MOBHY KOMIIO TE€K, BUALICHUX IS
3arajJbHUX JIOKYMEHTIB, a00 KOMIIO€ TUIHKM HOBI 1 3MiHEHI
¢daitnu.  [lng  opranizamii KONIOBaHHS  BaXJIMBO, 11100
CHIBPOOITHUKM MOMIIIAIM CTBOPIOBaHI HUMHU JOKYMEHTH Y
BcTaHoBieHI Teku. lllomeHHe mpoBeneHHsS apxiBallil JaHUX
MOXe 3aiiMaTH BChOTO 5—15 XB. 1 TMOBHICTIO OKymae ceoe,
3abe3neuyroun 30epekeHHs iH(popMmartii.

Tperiii Hanpsim 3a0e3nedyeHHs 30epeKeHHs] TOKYMEHTIB B
eNIeKTPOHHIM  QopMi —  BHUKOPHCTAaHHS  CIHEIiaJbHOIO
MPOTPaMHOTO  3a0e3MeUeHHs, IO TapaHTye 3axWCT BiX
pYHHYBaHHS BipyCaMH.
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AHTHBIpYyCHI TporpaMu  3amo0irailoTb  MPOHUKHEHHIO
BipyciB Ha [IK opranizamii, BusBIsAt0Th iH(iKOBaHI (aitnn i
3MIWCHIOTh  ,JIIKYBaHHS ~ 3apaX€HOTO0  KOMIT I0Tepa.
Oco6mmBO HeOe3IeyHl BIpyCH B YMOBax JIOKAJIbHOI MEpexi,
KOJIM, TPOHMKHYBIIM HA OJUH KOMIT'IOTEp, BIpyC MOXe
Ypa3UTH BC1 KOMIT IOTEPH, 3’ €JHAHI B MEPEXKY.

Haiinpocrimmii crioci®é cKOpOTUTH HMOBIPHICTD 3apa)KeHHs
KOMIT'IOTEpa, MiJKIIOYEHOrO0 0 JIOKAJIbHOI MeEpexi —
BIJIKJTFOUYMTH JTUCKOBOJM OUIBIIOT YAaCTHUHH CIiBpPOOITHHUKIB.
[TapanenbHo Taka Mipa 3abesrneuye 1  3amoOiraHHs
HECAHKIIIOHOBAHOTO TpocoudyBaHHs iH(popMalii. B mpomy
BUMAAKy 3anmuc iHdopmaiii Ha JOUCKETH 1 BBEACHHA
iHpopmanii, oTpumMaHOi HA  JHUCKETaX, 3AIHCHIOETHCA
YIIOBHOBAXCHUMH CHiBPOOITHUKAMU, 000B’SI3KOBO
3MIACHIOIOYMMH TIOTIEPEIHIO TEePEBIPKY AMCKET HA HasBHICThH
BipyciB. llle oauH 1UIIOC BiJ TAKOTrO 3aX0Jy — CHIBPOOITHHKHU
HE BCTaHOBIIIOBaTUMYTh Ha CBOI KOMII FOTEPH IrPOBIi MPOrpamH,
K1 4acTO € HOCISIMH BIpYyCiB, a TaKOXX NPUBOASTH J0O BTpaT
pobodoro dacy. YerBepra 3amada — 3MIHCHEHHS J1arHOCTHKU
CTaHy KOMIT'IOT€pa 3 BHUKOPUCTAHHSAM IMporpam, ski
3aro0IiraroTh ,,3aBHCAHHIO” CHCTEMHU, 3a0€31evyIoTh
30epexeHHsl JaHuX y pasl ,,Kpaxy cucremu’ Tomo. Pobora
TaKWX JIOMIOMDKHUX MpOTpaM HampaBieHa Ha 30epeKeHHS
JaHUX HaBITh Yy pa3l 300iB B poOOTI MPOrpaMHOro
3a0e3neyeHHs .

Yacto 3601 B pobOOTi KOMI'IOTEpa TMOB’s3aHI 3
HeZopoOKaMH B IporpaMHOMy  3a0e3nedyeHHi abo 3
HEKOPEKTHOI0 B3a€MOJII€I0 BCTAHOBJIEHMX Ha KOMII IOTepi
rnporpam Mixk co6or0. [CHYIOTh THCSUI TTporpam, 0araro 3 sIKux
HaJar0Th Ti ab0 IHII JOJATKOBI MOXJIMBOCTI MO PoOOTI 3
TeKCTOM, rpadikoto, Internet, HanamryBanns 1K tomo. [Tpote
3arajibHi  NPUHIMIKM ~ pOOOTH MporpaM B CEepeIOBHILI
Windows — B3aemoisi mporpaM MiX COOOK 1 BHKOPHCTaHHS
3arajibHUX €JeMEHTIB (IPOrpaMHUX MOYINIB) — BHMAararoTh

43



TPUBAJOi TNPOLEAYPU BIAJAIKU TPOTpaMU 1 TEPEeBIpKH Ha
CYMICHICTh 3 IHIIMMH. A OCKUIbKM 3arajbHa TEHJICHIIIA,
MOB’s3aHa 3 KOHKYPEHIII€EI0 B PO3BUTKY IMPOTPaMHOTO
3a0e3neueHHs], — MBUAKUM BUITYCK HOBHMX IPOrpaM 1 MosiBa ix
HOBHMX BepCiii KOXHI JABa-TpU pPOKH, TO HE MOXXHA OyTH
YIIEBHEHUM, 1110 HOBA Iporpama 3aBX/Jy MpaloBaTUME 3 THMH,
110 BXX€ € HAa KOMIT I0TepI.

YuM MeHIIEe mporpaM BCTAaHOBJIEHO Ha KOMII'IOTEpl, THM
MEHIIa WMOBIPHICTh BHIIAJKOBHX 300iB 1 BiIIMOB B HOro
poboTi. SIKmo K Bce-TakKk HEOOXITHO BCTAHOBUTH HOBY
nporpamy, pPEKOMEHIYEThCSI BHKOPHCTOBYBAaTH  CIICIiaJIbHI
oporpaMM JUisl BIACTEKEHHS MPOLECY YCTAaHOBKM HOBOL
MporpamH iy pasi moTpedu — KOPEKTHOTO ii BUIaTCHHS.

B ninomy, 30epiraHHsi JOKYMEHTIB B €JIEKTPOHHIM (opmi
J03BOJISIE HE TUIBKM KapIWHAJIBHO TPUCKOPUTH TIOMIYK
HeoOximHOi iHdopMalii, ame W y pa3l BETUKUX 00’€MiB
JOKYMEHTO00Iry 3HaYHO CKOPOTHUTH BapTICTh 30epiraHHs 3a
PaxyHOK CKOPOYEHHS 3aliMaHMX JIOKyMEHTAMH IUIOILL.

Taxum YHHOM, PO3TIISIHYBIIN BUKOPUCTAHHS
KOMIT'IOTEPHUX TEXHOJIOT1HM Ha eTari JTOKyMEHTYBaHHs, MOXKHA
3poOUTH BHUCHOBOK, 110 €(QEKTUBHICTh JUJIOBOJACTBA SIK
CKJIQJIOBOT YACTHMHHM  YIPABIIHCHKOI  TiSUIBHOCTI  1CTOTHO
MIJBUIIYETHCS 3 MEPEXOJIOM Ha KOMII IOTEPHE OINPAIIOBAHHS
JI0BOT TOKYMEHTAIlii.

2.2.CyuacHi  TiANpPUEMCTBA, YCTAaHOBH,  Oprasizarii
MOBCIOJIHO  MEPeXoAsTh A0  Oe3nanmepoBHX  TEXHOJOTIH
ninoBojcTBa. [IpoTe mepenosi i€l HEPIAKO HATPAIUISAIOTH Ha
HENpUUHATTA 3 OOKy THUX, KOMY JIOBOJMTHCS IpalllOBaTU B
HOBUX yMoBax. Yacrto 1e noB’s3aHO 3 NOOOIOBAaHHAM HeE
CrpaBUTHCA 3 poOOTOI0 B HE3HAMOMIiH cucTeMi, HEPO3yMiHHAM
TOTO, IO CHCTEMA €JIEKTPOHHOTO AOKYMEHTO00Iry J03BOJUTH
CIPOCTUTH 1 MPUCKOPUTH MpolecH poOOTH 3 JOKYMEHTaMH.
HeoOxigHa meBHa ICHUXOJOrIYHA MIArOTOBKA CHIBPOOITHUKIB
0 pOOOTH B CHCTEMI EJIEeKTPOHHOI'O JJOKYMEHTOOOIry.
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Bbe3ymMOBHO, KIIOYOBY poJib B JIaHiil cuTyallii HOBUHHI TpaTu
KEpIBHUKHM OpTraHizaiii B IUIOMY 1 CIyXOH UJIOBOACTBA
30Kpema.

JIoKyMeHTOOOI — pyX JOKYMEHTIB B oOpraHizamii 3
MOMEHTY iX CTBOpiHHS a00 OTpPHUMaHHS JO 3aBEpPLICHHS
BHKOHaHHS a00 BijanpaBiieHHs. 3a0e3nedeHHsl JOKyMEHTaIlli,
Oyayyn  HAWBOKIMUBIIIOW  OOCIYyroBYHOUOK  (DYHKIIIEIO
yopaBiiHHSA, M1oTpedye mpoayMaHoi  opradizamii. Bin
ONEPAaTUBHOCTI OOpOOKM 1 pPyXy JOKYMEHTIB 3aJIe)KUTh
IMIBUJKICTh ~ OTpUMaHHA  iHoOpMalii, HeoOXigHoi 1S
BUpOOJIeHHs pimeHHs. Tomy pamioHanmbpHIM — opranizamii
JOKYMEHTOO0O0ITy, MBHIKOCTI 00poOKH 1 mepeaadi JOKYMEHTIB
TUTsl BUKOHAHHS 3aBXK/IM IPUAUISETHCS BEJIMKA yBara.

Sk mpaBWIIO, CHCTEMHU EJIEKTPOHHOIO JOKYMEHTOOOITy
peanmizyloTb Maibke OJHakoBi (QyHKHmii 3 aBTOMaTH3alii
TpaAUIIHHUX  JUTOBOJHUX  TIPOILECIiB 1  IependavyaroTh
napajenbHe (QYHKIIOHYBaHHS EJIEKTPOHHOTO 1 IarmepoBOro
IokyMeHTooOiry. [IpoTe BOHM yCHIIIHO MOXKYTh 3a0€3MEeYUTH
MTOBHOIIHHUAN EJICKTPOHHHUH JOKyMEHTOOOIT.

Y cucremi eIeKTPOHHOTO JOKYMEHTOOOIry OJUHHIICIO
30epiranHs € peectpauiiiHa kaptka (nam — PK) nokymenTa —
€JIEKTPOHHUM aHaJIOr TPaJuLiiiHOI peecTpaniifHO-KOHTPOJIbHOT
kapTkd. PK MicTUTh BHUYEpHmHiI BiIOMOCTI HpPO JOKYMEHT 1
30epiraeThcs B €1uHiN 0a3i ganux. basa gaHux 3a aHanoriero 3
ManepoBUM JOKYMEHTO00IrOM Ha3MBAEThCSI KAPTOTEKOI0, X04a
HOIATPUMYETbCS ~ BOHA  CYyYaCHOK  BHUCOKOIPOAYKTHUBHOIO
CHUCTEMOIO yIpaBIiHHS 0a3 JaHUX.

OyHKIIOHATbHI ~ MOXJIMBOCTI  CHCTEMH  HIATPUMYIOTbH
BeneHHss PK Ha BciXx eramax BUKOHaHHS JIOKYMEHTA,
BKJIIOYAIOUM HMOro peecTpaiiio, MiATOTOBKY PE30JIIOLii,
oQOpMIIEHHS 3BITIB BUKOHABLSMHU, CHUCAHHS JTOKyMEHTa 0
cnpaBu. [lincucrema ¢opMmyBaHHS CTaHAAPTHUX 3BITIB Ja€
MOJJIMBICTh ~ ONEPAaTHBHO  KOHTPOJIIOBAaTH  BUKOHAHHS
JTIOKYMEHTIB.

45



VYci JOKYMEHTH, IO HiJISAraloTh peecTparii, HOAUIIOTHCS
Ha KUIbKa TIPYI, KOXHA 3 SIKUX PEECTPYETHCS OKPEMO, TOOTO
Ma€ BiIMIHHI Big IHIMX Tpyn THpaBwia (HOpMyBaHHS
PEECTPAIITHOTO THACKCY 1 pi3HUI HAOIP PEKBI3HTIB.

Sk  mpaBWIO, MIATPUMYIOTBCA TpU  0a30Bi  Tpymnu
JOKYMEHTIB, IO IMiIJIATal0Th PEECTPALIii:

— BXIJIHI;

— BUXIJHI (BHYTpIIIHI);

— 3BEPHEHHS TPOMa/IsH.

I'pyna ,,BxigHi” mpusHadeHa misg peectparii ciayk00BOi
KOPECHOH/ICHIIIi, 110 HAIXOAUTh A0 ycTaHoBU. [ pyna ,,Buximni
(BHYTpilIHI)”  MpU3Ha4YeHa s peecTpamii  BUXITHOI
KOPECHOH/ICHIIIi Ta BHYTPIIIHIX JOKYMEHTIB YCTaHOBH. [ pyma
,»3BEPHEHHS TIpOMaJsiH’ — JUIsl peecTpauii BXIJTHUX JIMCTIB
TPOMAJISIH.

KoxHy 3 miarpym, y cBO 4epry, MO>KHa pO3MOJIIUTH Ha
Oimpmr ApiOHI miarpymu. Hampuxman, rpymny ,,Buxigni” moxHa
PO3AUINTH Ha MIArpynu ,,BuxigHi moxkymentu” i ,,BHyTpimHi
JIOKYMEHTH’, a miarpyny ,BHYTpilmHI JOKyMEHTH’ — Ha
niarpynu ,,Hakasu”, ,,Poznopsmxenss’, ,,3assu’, ,,JlonoBigHi
3anmucku’ Tomo. Y rpyi ,,Haka3zu” BuOKpemMiItowTh ,,Hakasu 3
OCHOBHO1 mistmeHOCTI”, ,Haka3u 3 ocoboBoro ckmany”,
,Haka3u 3 aIMIHICTPaTUBHO-TOCIOJAPChKUX MUTaHb .

[Topsimok po3noniiny Ha NIATPYIH BU3HAYAETHCS MPaBUIIaMHU
JOKYMEHTOO0ITY Ta moTpedaMu  JIOBIIKOBO-aHAJITUYHOT
pobotu, a ckmag miaArpyn 1 nOpaBwia  (GOpMyBaHHS
peecTpaliiHuX  HOMEpIB  30epiraloTbCsi B CHCTEMHOMY
JOBITHUKY TPYNHM JOKYMEHTIB. 3aJeXHO BiJl TOro, N0 SIKOi
0a30BOi Ipynu HaNEXUTh J0KyMeHT, PK micTuth pi3Huil Habip
pexBi3uTiB. CKiaJ PEeKBI3UTIB KOXKHOI 13 TPyl JOKYMEHTIB
TAaKO)XK BHU3HAYAETHCS UYUHHUMH HOPMATHBHO-TIPABOBUMHU
aKTaMH 3 J1JIOBOJICTBA.

Peectpytoun BXIOHUII JOKYMEHT, TMpAIIBHUK CIyXOH
JiIoBOACTBAa 3amoBHIOE ekpaHHy ¢opmy PK. Cucrema
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aBTOMATHYHO BiJMOBIIHO 10 MPUHHATHX B YCTAHOBI MpaBHII
dbopmye peecTpamiiHUii HOMEp JOKYMEHTa, a TpaIliBHUK
CIIy>)KOM JIIOBOACTBAa BBOJIUTH BCI HEOOXIZHI BIAOMOCTI PO
JIOKYMEHT, Y TOMY YMCJIi KOPOTKY aHOTAIIi0, 1 32 HE0OX1THOCT1
NpUEAHYE CKaHOBaHWMU (OakaHO — pO3Mi3HAHHWH 3aco00M
ONTUYHOTO PO3Mi3HABAHHS) €IEKTPOHHUN 00pa3 JOKyMEHTA.

SKmo TOTIK BXIAHMX JOKYMEHTIB JOCUTH BEJIHMKHUH, TO
MpaIiBHUK CIYy)XOW JIUIOBOACTBA Iepefae JOKYMEHT [0
CHeIiaJli30BaHOl NUTLHUIIl CKaHyBaHHA. TaM JOKyMeHT Oyje
CKaHOBaHO 3a JIOMIOMOTOK TEXHIYHHUX 3ac00iB IMOTOKOBOIO
CKaHyBaHHS, 1 Horo 00pa3 aBTOMAaTUYHO MPUETHAETHCS JI0 BKE
BBeaecHoi PK.

CucremMn eIEKTPOHHOTO JOKYMEHTOOOIry aBTOMAaTHYHO
nepeajgpecye peecTpaliiiHy KapTKy I0ocaloBidi o0coli, sKy
BH3HAYMB MPALiBHUK CIYOU nioBojacTBa. Jl0 KapTKU MOXKHA
,IPUKpIMUTH”  Oyab-iKy KUIbKICTh (aitniB. Hampuknan,
(bakcuminbHEe 300paKeHHS MMANePOBOT0 TOKYMEHTA, TEKCTOBHIA
¢aiin, aynio- abo Bizeomarepiai.

CucremMa eIeKTPOHHOTO JOKYMEHTOOOITY J1a€ MOYJIHBICTH
CcTBOptoBaTH 1 30epiraTu 1mabioHH JoKyMeHTiB. Komu
HEOOXITHO Y3TOJWUTH IOKYMEHT, KapTKy MpPOEKTY JOKyMEHTa
HaMpaBIAIOTh 32 BU3HAYCHUM MapuIpyToM (TOCTiAOBHUM abo
napajellbHUM) TI0CaJIOBUM 0co0aM, siKi TOBHHHI 3aBi3yBaTH
JOKYMEHT. ABTOpP MPOEKTY AOKYMEHTa MOXE MPOCTEXKHUTH XiJ
Woro Bi3yBaHHa Ta mianucaHHsA. [locamoBi ocoOu, SKUM
JIOKYMEHT HAlpaBJeHO Ha Bi3yBaHHS, MOXYTb BUCIOBUTU CBOI
3ayBaKeHHs. 3a HEOOXIAHOCTI (akT BI3yBaHHS/MIAMUCAHHS
3aCBIIYY€THCS  TMEPCOHANBHUM  €IEKTPOHHUM  IU(POBUM
mianicoM  (MOXKHa ~ TakoX  3aCTOCOBYBaTH  CHUCTEMY
mudpyBaHHs).

[ligroToBrieHUH TOBHICTIO B  €JIEKTPOHHOMY BHIJISAIL
JOKYMEHT HEOOX1HO 3apeecTpyBaTH B CUCTEMI €JIEKTPOHHOIO
JIOKYMEHTOO0ITYy. 3IIHCHIOETHCS 1€ B TOPSIKY, CXOXKOMY 3
peecTpariiero  OyJb-SIKOTO 1HIIOTO TAarnepoBOro JIOKYMEHTA.
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Cuctema, SK TMpaBWIO, pPO3MEXKOBYE TaKOX  IIpaBa
KOPHUCTYBauiB Ha BUKOHAHHS NMEBHUX (YHKIIH 3 ONMpaIOBAHHS
JOKYMEHTa — pEeCTpallis, penaryBaHHs, 3aTBEpIKEHHS,
Y3rOJUKEHHSI, CIHCAHHS JOKYMEHTa [0 CIpaBH, 3HATTI 3
KOHTPOJIIO TOIIO BIiJIOBIHO 10 MOBHOBAXXEHb KOPHCTYBAYiB.
CmiBpoOITHUK  MOX€  BUKOHYBaTH  pi3HI  GyHKIII B
CTPYKTYpPHOMY MiJpO3AiJi, Jie BiH Mpailioe, i B MPOEKT, B
sSKOMYy BiH Oepe ydacth. I[licist y3romkeHHS Ta MiAIMUCaHHS
(3aTBEp/KEHHSI) MPOEKT BUXIIHOTO JOKYMEHTa aBTOMATUYHO
PEECTPYETHCS B CUCTEMI E€JIEKTPOHHOTO JOKYMEHTOOOITY fK
BUXITHHA  JIOKyMEHT. SIKm0  JOKyMeHT  mepeadadae
BIJIMPaBJICHHS 30BHIIIHIM aJipecaTaM, 3iHCHIOETHCS KOHTPOJIb
BiJIIIPABJICHHS MAIEPOBUX MTPUMIPHHKIB.

3a HEOOX1JHOCTI BUX1IHUAN JIOKYMEHT MOYHa
onmyOiKyBaTH B €JNEKTPOHHOMY BHIVIAJII Ha 3arajbHO-
JIOCTYMHOMY mopTtaii ycraHoBu. [licnms peectpaiiii BHXiTHOTO
JIOKYMEHTa, MOTO eNeKTpoHHa Komisi Ta pekBizutd PK (xTO
mianucaB, KOMY JOKYMEHT HAaJICIaHO) MOXYTh OyTu
BIJNIPaBJICHI  yCTAaHOBI-aJpecary E€JIEKTPOHHOI  IOMITOIO.
TakuM YMHOM, CKOPOYYETHCS Yac MPOXO/PKEHHS JIOKyMEHTa, 1
CHIBpOOITHUKMA  YCTAaHOBHU-3JpecaTa MalTh  MOXKIIUBICTh
O3HAMOMMTHUCS 31 3MICTOM JIOKyMEHTa 3aJOBIO J0 JOCTaBKU
ManepoBOro NPUMIPHHUKA.

Onnak  pobota 3 BUXIZHMMH a00  BHYTPIIIHIMH
JOKYMEHTaMU He oOMexyeTbcsl ix poscunkoro. Ilicns
JIOBEZICHHSI 3MICTY JIOKyMEHTa 0 BiJoMa IOCaJOBHUX OCI0,
ycTaHOB a00 TpOMaasH JOKYMEHT CIUCYEThCS 0 CIIPAaBH
BIJITIOBITHO /IO HOMEHKJIATYpH 1 NMEPeMIIlyeThCsl (KOMIIOETHCS)
B apXiB.

[ToTouHuil KOHTPOJIH BUKOHAHHS PE3OJIIOLIH 3/IHCHIOETHCS
3a 3amucamu y manii ,,Ha kouTpomni” aBTopa pesomtorii. PK
nepeOyBaloTh y Iiil manii 3 MOMEHTY BUHECEHHSI KOHTPOJIbHOT
pe3omonii 10 3aTBEPKCHHS aBTOPOM  PE3OJIIOIii  3BITY
BIIMOB1JaJIbHOr0 BUKOHABIISL.

48



3aranpHUIl KOHTPOJIb BUKOHAHHS PE3OIIONIH 31HICHIOETHCS
3a gomomoror ¢yHkii ,JIlomyk” nusixom Bimdopy PK 3a
pi3HUMH pekBizuTamu peszomoniid. [Ipu npomy Binbip Moxke
IIPOBOJIUTHCS:

— JUTSL KOKHOT KQpTOTEKH 1 ISl BCIX KapTOTEK BiJpasy;

—3a MeBHUH mepiof 4dacy peectparlii PK abo nHakmageHHs
PE30ITFOTII;

— 32 aBTOpaMHM 1 BUKOHABIISIMU PE30JIIOLIIH;

—3a PEe3ONIONisAMHU, MO0 TepeOyBarOTh HA KOHTpOi, abo
3HATUMH 3 KOHTPOJIIO;

—3a PEe30JIONISIMH, M0 iX BUKOHAHO y CTPOK, abo 3
MOPYUIEHHSAM CTPOKY. Tako)X KOHTPOJIb BUKOHAHHS MOXHA
3IMCHIOBATH 32 JIOIIOMOT'OIO 3BITIB, IO OJICPKYIOTHCS ITiJT Yac
po6oTH 31 3BITHUMH (OpMaMU CHCTEMH aBTOMATH30BaHOTO
JOKYMEHTOOO0ITYy.

KOHTpONIbHI CTPOKM BUKOHAHHS JOKYMEHTA, BU3HAYECHI B
PEe30JII0I1i1, aBTOMATUYHO TOBOASTHCS 10 BUKOHABIIIB y BUTIISI
HaragayBaHb 1 (IKCYIOThCS Y cUcTeMi. Y cHucTeMi, K MpaBHIIO,
nependadeHo aBTOMATHYHY PEECTPAIlI0 BCIX 3MiH, BHECEHUX
1o PK. 3 miero MeToro U1 KO’KHOI KapTKHU BEIEThCsSI IPOTOKOJI
3MIH OCHOBHOro Ta jojatkoBoro po3aumB PK, a rakox
MIPOTOKOJIM 3MiH PE30JIIOLiil. Y MpOTOKOII peecTpyeThes Aarta i
yac, XapakTep BUKOHaHMX i 1 Mpi3BHILE KOPUCTYBaya.

Cucrtema €IeKTPOHHOTO JOKYMEHTOO0Iry Ja€ MOXKIUBICTbH
IIBUIKO OJIEPXKATH BIAIMOBIAI HA MUTAHHS: Y KOTO, /I, Ha SKii
cTajgii BHUKOHaHHSI THiepeOyBae JIOKyMEHT. Y  Tmpolieci
(YHKIIOHYBaHHST ~ CHUCTEMH B  HIA  HarpoMaJXyeTbcs
iHpopmaniiiHa Ga3za  JOoKyMeHTIB  ycraHoBH. Cucrema
3a0e3mnedye MOIIYyK JOKYMEHTIB y Il 0a3l 3a CIOJy4eHHSIM
Oynp-skux pekBizuTiB PK, a Takox mOmyk 3a TEKCTOM
TOKYMEHTA.

CucteMu €JIEKTPOHHOTO JIOKYMEHTOOOIT'Y OpraHi3oBYIOThH
BCI TIPOIECH JKUTTEBOTO IMKIY JIOKyMEHTa, BKIIOYAIOYH
pobOTy  Hax  MpOEKTaMH,  Y3TO/DKEHHS,  CTBEpPPKEHHS
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(mignucaHHs), BUKOHAHHSA, BiANpaBKa B ,,.cripaBy”’ abo apXiB.
Kpim Toro, 111 cuctemu 3a0e3neuyroTh HEOOX1IHUN CepBIC IS
30epiranHs, TMONIYKy 1 CHCTEeMaTH3alii  eJIeKTPOHHUX
JTOKYMEHTIB, a TAKOX PO3IUICHHS IpaB JOCTYILY 10 HUX.

3pocTaHHs KUIBKOCTI BIIPOBAPKEHUX CUCTEM €JIEKTPOHHOTO
JIOKYMEHTOOOITY CIOCTEpPIraeThCs K B KOMEPIIWHHUX, TaK 1 B
JepKaBHUX OpraHizamisx. BXuBaHI CHUCTEeMH E€IEKTPOHHOTO
JIOKYMEHTOOOITY JIOCTaTHBRO PI3HOMaHITHI 1 MOOyJOBaHI Ha
pi3HuX migxoxax. PO3BUTOK €NEKTPOHHOTO IOKYMEHTOO0Iry
criouaTky OynayBaBcs Ha JOTPUMAaHHI BHMOTH  3aXHCTY
iHpopmanii — 30epekeHH] BiJ CIIOTBOPEHb, BTPAT 1 IO MEBHOI
MipH BiJl 03HaOMJICHHS 3 HEIO CTOPOHHIX 0Ci0.

Sk 3arpo3u Oe3neku eNeKTPOHHOT iH(OopMaIllii BUCTYIIAOTh:
BHYTpIILIHI CKJIaA0Bi1 (IepcoHan opraHizauii HiANpUEMCTBA);
30BHIIIHI  (Xakepw, ,,KOMII'FOTepHI BIpycH’), a TaKoxX
O0COOIMBOCTI ~ CepelioBHINA  mepenadi  JaHux  (MOXKIIMBE
CIIOTBOPEHHS  ab0  mepexoruieHHs  iHpopmamii  mpu
BUKOPHCTOBYBAaHHI BIIKDHTHUX KaHAJiB 3B’S3Ky, Y T. 4. 4epe3
Iarepuer) 1, KpiM TOro, MOXIUBI 300i ycCTaTKyBaHHS
(mporpam). /[Ing BupileHHs MnpoOsieM HaAIHHOTO 3aXUCTY
iHpopMaLlli B CHCTEMax eJIEeKTPOHHOIO JIOKyMEHTOOOITY
BUKOPHUCTOBYETHCS LIIJIMH PsJI MPOrpaMHO-aapaTHUX CHCTEM 1
3ac001B, TAKHX SIK:

— CUCTeMM 3axXUCTy iH(popMarllii BiJ] HECaHKIIOHOBAHOTO
AOCTYILY,

— CUCTeMHM 3aXMCTy BiJl aTak 13 30BHIIIHIX MEpeX, y T. Y.
yepes [HTepHer;

—3acobu  kpuntorpagiyHOro 3axucty iHpopmarii —
eIEeKTpOHHUM  1udpoBuil miagnuc 1 mudpyBaHHs (3
BUKOPUCTaHHSAM QJITOPUTMIB 3 CUMETPUYHUM i
HECHUMETPUYHUMH KITFOYaMH );

— 3ac00M 3axHCTy BiJ ,,KOMIT IOTEpHHUX BipycCiB” Ta iH.

Ili cucremu 1 3acobu poO3pOOIAIOTHCS CIEIiaTi30BaHUMHI
KOMIIaHIIMHU, MPOAYKLIs SIKUX CEPTH(IKYETHCS BiAMOBITHUMU
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Jep>KaBHUMHU OpraHaMHy, i B TOTOBOMY BHIJIAI BOYZOBYIOTHCS
B CHCTEMHU EJIEKTPOHHOTO JOKyMeHTooOiry. Kpim Toro, Bci
iHpopMaliiiHi CHCTeMH JepKaBHUX OpraHi3amiil HiaisraioTb
000B’s13k0BiIi ceptudikarii. [Ipu 00poOIi B e€IECKTPOHHUX
cucreMax KOH(INEHIIMHUX TOKYMEHTIB BUMOTH JI0 3aXHUCTY
iHdopmarii Oararo pasiB 3pocraroTh. HamiliHuiA 3axucT
iHpopmanii B cHUCTeMax EJIEKTPOHHOTO JIOKYMEHTOOOITY
JOCATAETHCSI KOMIUIEKCHUM 3aCTOCYBAHHSIM $IK IIPOrPaMHO-
amapaTHUX CcUCTeM 1 3aco0iB, Tak 1 peasizami€ero
opraHizariifHuX 3aX0/IiB.

Y  Oyap-fikoMy  BUIAAKY, BHOUparO4d  CHCTEMY
€JICKTPOHHOTO JIOKYMEHTOO00ITY 1 JIOIIOBHIOKOYH 1l
OpOorpaMHMMH 1  amapaTHUMH  3acobamMu  uis  00iry
KOH(DIIEHIIITHIX JTOKYMEHTIB HEOOXITHO YITKO MPEICTABIATU
MOKJIUBOCTI I[i€] CHUCTEeMH 3 TMOTJISAY 3aXHCTy BiJ 3arpo3
(pu3ukiB) 6e3mexu iHGopMaIlii 1 He HEXTYBaTH TPAAULIMHUMU
3aX0JIaMU PEKUMY 1 KOHTPOJTIO.

Takum YHHOM, PO3TIISHYBILN BUKOPHUCTAHHSA
KOMIT' FOTEPHHUX TEXHOJIOTIH MpU OpraHizamii JOKyMEHT00OIry
MOXKHa 3a3HAYUTH, IO CYYacHI CUCTEMHU EJIEKTPOHHOTO
JOKYMEHTOOOITY YCHINIHO BUPIIIYIOTH 3ajadl aBTOMaTH3aIlil
ainoBoacTtBa. [lpy 1bOMY BOHM BKJIIOYAalOTh HE IPOCTO
JOJATKH, TPU3HAYCHI JUIS TIEPeKIIaly MmarnepoBUX JOKYMEHTIB B
CIEKTPOHHUM BUTISAL, a4 € TIOBHOI[IHHUM 1HCTPYMEHTOM
YIPaBIiHHS.

Tema 9. OPraHi3aLiMHA TEXHIKA: CKAQAOBI, 3HAYEHHS
AAS AINOBOACTBA

[Inan
9.1. OpranizamiifHa TexHIKa SK eQEKTUBHHHA  3aci0
CKOpPOYEHHS TPYIOBHUX 3aTPAT YIPABIIHCHKOTO MEPCOHATY.
9.2.3aco0u opraHizamiiHOI TEXHIKM: XapaKTePUCTHKA
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CKJIaZOBHUX.

9.1. Jlo OprTexHikKd y HIMPOKOMY CEHCI MOKHA BiJIHECTH
Oynp-siKi MpuUiagu, TMPUCTPOi, TEXHIYHI IHCTPYMEHTH 1
MPUCTOCYBAaHHS, MAIIMHUA, MEOIl TOMO, TOYHUHAIYH 3
KaHIEISIPCHKUX TMPUJIAAIB 1 3aKIHYYIOUYH OOYHCIIOBATBHUMU
MalIMHAMH 1 CHCTEMaMH.

YV 6invw 8y3pkomy cenci TiJl OPTTEXHIKOIO PO3YMIIOTh JIUIIIE
TEXHIYHI 3acO0M, IO BHUKOPHUCTOBYIOTHCS Yy KaapoOBOMY
JJIOBOJCTBI I CTBOPEHHS 1H(POPMAIIMHUX MarnepoOBUX
JOKYMEHTIB, iX KONIIOBaHHS, PO3MHOXCHHS, OOpOOKH,
30epiraHHs, TpPaHCIOPTYBAaHHs, 1 3acO0M aaMiHICTPATUBHO-
YIIPaBITiHCHKOT 3B’ SI3KY.

3 yozo nouunaemuvcs 6yOv-aKuti OizHec, i @enuKul, i MATUL?
3 woeo nouunaromvcs opeauizayia i OisnbHiCMb OYOb-AKOI
Qipmu, i eupobHuuoi, i Komepyitinorw? 3 Odinosux nanepig!
besniu pisnux 0ocoeopis, mwpuduynux nanepis, CiyiHcOO8UX
iHcmpyKyiu, oyxearmepcoKux ONAHKI8, PEeKIAMHUX NPOCNeKmi8
i agiw, mexuiunux 3a60amb | MexHiuHOI OOKyMenmayii, He
Kasicydu dice npo sizumkax, emuxemrax i m.0. Mope nanepig
piznoco npusnauenns. Came nanepis.

Xoua ides bGesnanepogoco 0in0800CMEA HAPOOULACS BHCe
pokie 20 momy i 3axonuna ymu 6Oazamvox ¢haxisyie 3
iHhopmamuxu, Oinogutl c8im wge U Cb020OHI HACUYEHOI came
nanepoeoi’ inghopmayiero. Onumysanns dbacamvox gipm CILIIA
6 1994 p. noxazano, wo 6 40% 3 nux 95% ecici Odinogoi
inpopmayii 36epicacmoca 6 naneposomy 6u2naoi, 6 55% —
naneposa ingopmayis cmanosums 50-95% i nuwe 5% ecix
00CmedceHUx KOMNAHitl 3moeau nepesecmu nouao 50%
iHopmayii 6 enexkmponnul popmam. Y yinomy 6 yux ¢ghipmax
92% ingopmayii 30epicacmvcsi Ha nanepi, 5% — Ha
mikpoginomax, 2% — na maenimmuiti cmpiuyi i 1% — na ouckax.
Ilpu yvomy, 3a oyinxow excnepmis, cniepoOIMHUKU OLNOBUX
Qipm empauaroms 0o 15% Ookymenmayii i eumpauaroms 00
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30% pobouoeo uacy Ha nowyku nompiono2o 0OKymMenma.

9.2. JTo ocHOBHUX 3aco0iB OpraHizamiiHOi TEXHIKH, IO
BUKOPHUCTOBYETHCS Y KaAPOBOMY J1IIOBOJCTBI BiTHOCATH:

1. 3acobu B8UCOMOBJICHHS, 30epieanHs ma
MPAHCNOPMYBAHHS OOKYMEHMIB.

Hpykapcbki MamuHkH. Lledl HemomaBHO Iie He3aMiHHUI
BHJI KOHTOPCHKOTO OOyiagHaHHs Bce OuUThin BUTiCHSETHCS [1K,
ocHamieHUMH npuHTepamu. OJOHAaK BOHHM 1€ IIMPOKO
3aCTOCOBYIOTBCS /ISl BATOTOBJICHHS JJOKYMEHTIB Yepe3 iCTOTHO
MEHIIIOI0 BapTOCTi B mopiBHsAHHI 3 [IK.

JlpykapchKi MallMHKA TIOBUHHI 3a0e3leuyBaTH: BHCOKY
MPOAYKTUBHICTh Tpalli MPU MiHIMAIbHUX BUTPATax; BUCOKY
AKICTB JIPYKY; TPOCTOTY YIIPABIIHHS; MaKCUMaJIbHA KiJIbKICTh
OJIHOYACHO OJICPKYBAHUX KOMiil; HAIIHHICTH POOOTH.

Mexaniuni  Opykapcoki MmauwiyHku HAROUTBIT TIPOCTI 1
JIeIIeBi, aje 1 HallO1IbII He3py4Hi B pOOOTi.

Enexmpuuni  Opykapcoki  mawiunKu  BUMAararoThb  Bij
IpYKapKd MiHIMaIbHUX 3yCHJIb NpPH HATUCKaHHI KJIaBill,
3a0e3neuyroTh B TOW K€ 4ac BEIHMKY KUIBKICTh Komid (1o 12)
CTOMIIIOBaHICTh JApPYKapKH Ha EJIeKTPUUYHIA JpyKapCchKid
MallMHIl 3HWXKYETbCA, a MPOAYKTUBHICTh IIpall 3HAYHO
301TBIITYETHCA.

Enexmponni  opykapcoki  mawiunku, BOJOMIIOYM BCiMa
JOCTOTHCTBAMH €NIEKTPUYHHUX, MAlOTh 1€ ¥ mam ATh, IO
Habnmxkae iX 3a eEeKTUBHICTIO 10 OpraHi3aliiHUX aBTOMATiB.
[TaM’ITh €NEeKTPOHHUX APYKAPCHKUX MAIIUHOK MOXKE OYTH SIK
BHYTpILIHS (€JIEKTpPOHHA, MarHiTHa), TaK 1 30BHILIHS (MarHiTHI
KapTKH, CTPIYKM, JUCKeTH). Y Wil mnam’ari 30epiraerbces
pi3HOMaHITHa 1HQOpMAIlisS: CTaHIApPTHI TEKCTU-LIa0JIOHH,
azpecy, pOpMaTHi TOKyMEHTH.

HanpykoBana iHgopMaliisi TakoX MOXKE 3aluCyBaTHCS Y
nam’sITh 17151 TOJJANTBIIIOTO aHami3y 1 Bukopuctanus. [Ipuposno,
BU00YTY 3 mam’sTi iHopmalliro MOXkKHa 0e3MocepeIHb0 MpU
JpyIi penaryBaTu: 3MIHIOBaTH aJIpecH, Mpi3BUINA Ta OyIb-sAKi
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iHIII (parMeHTH TEeKCTiB. EJIEKTpOHHI APYKapChKi MaIIWHKA
MOXYTh MaTH JUCIJIEH [Js HONEpeJHbOI0 BHUBEJICHHS Ha
eKpaH 1 peraryBaHHsS JPyKOBaHOI iH(opmalii; MOXYTb OyTH
HNIAKIIOYEH] J0 KOMII'IoTepa JJisi  BBEJICHHS-BUBEICHHS
HeoOXigHOi  iHopMmamii Ta pemaryBaHHS  TEKCTIB  3a
JIOIIOMOT 00 O1JIbIII JOCKOHAIMX KOMII FOTEPHHUX PEAAKTOPIB.

Opranizamiiini  aBromaTtu. Lle arperoBaHuii KOMILIEKC
€JIEKTPOMEXAHIYHUX 1 €JIEKTPOHHUX NPHUCTPOIB, NMPU3HAUYEHUX
UL aBTOMaTH3amii Mpolecy CKIAJaHHs, pelaryBaHHS Ta
BUTOTOBJICHHSI ~ TEKCTOBUX 1  TaOJIMYHMX  JTOKYMEHTIB.
OpraBromMartyd BKIIOYAIOTh B ce0e MIBHIKOAIIOUI JPYKyHOUi
IPUCTPOI, 3amaM’sITOBYIOYl MPHUCTPOI, MIKpONpoLecopu abo
1HIII IPUCTPOT KepyBaHHs, TUCIUIET Ta iH.

OyHKIIOHATBHI MOIIMBOCTI OpPraBTOMATIB LIUPIIi, HIK Y
CIICKTPOHHHUX  JPYKAPCHKUX  MAIIMHOK: BEIMKI  00csTH
ornepatuBHOi mam’ati (mo 1000 cTopiHOK TeKcTy); Oinmblna
30BHIIIHA 1AM siTh; OIBII 3py4HE peAaryBaHHsS, IO
HaOJIMKAETHCA 0 MOXKIIMBOCTEH KOMIT FOTEPHUX PEAAKTOPIB.

JuktodonHa TexHika. Bapro ocoOmmBO Bim3HAUUTH
JOUUIBHICT  3aCTOCYBaHHS  JUKTO()OHHOT  TEXHIKM  SIK
MIPOMDKHOI JIaHKK peecTpauii 1H@OpMalii Npu CTBOPEHHI
MAIIMHOMUCHUX JOKyMeHTiB. CTaTUCTMKa TMoOKa3ye, 10
BUTpaTH TMpall Ha CKJIAaJaHHSA JOKyMEHTa 3 HPOMIKHHUM
JTUKTYBAaHHSM TEKCTY Ha JIUKTO(POH 1 HACTYHHHM JPYKOM 3
IUKTOQPOHa B 2-3 pa3ud MeHIIl, HDK MpUd PYKOMHCHIN
HiATOTOBILI Ta MOJANBIIOMY APyl 3 uyepHeTKu. [Ipu Bemukux
o0csrax peryasipHUX MaIIMHOMUCHUX pOOIT B oOpraHizamisx
JOL1TBHO CTBOPIOBATH TUKTO(POHHOMAIINHOMUCHE OI0PO.

TpancopTyBaHHsT ~ JOKYMEHTIB MK  CIy)XKOOBUMH
NPUMILICHHSMH OpraHizamii abo 10 IHIIOI Ooprasizamii Moxxe
3MIACHIOBaTHCA 3a JOMOMOrOK Bi3KiB, KOHBEEpIB, JI(TIB,
ITHEBMOIIOIITH Ta iH.

Bi3ku — e yHiBepcaslbHUIA, aje He 3aBXIU 3py4yHUM 3aci0
TPAaHCIOPTYBaHHA. B yMoBax peryispHOro mnepeMilieHHs
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BEIIMKUX OOCSTIB JOKYMEHTAIlil, KHHUT, >KypHaJiB TOIIO
BUKOPUCTOBYIOTHCSI aBTOMAaTH30BaHI TPAHCIOPTHI 3aco0u:
KOHBeepH, JipTH, mNHeBMomomTa. Yacrime 3a I1HIWX
BHUKOPHUCTOBYIOTBCSI TPOCOBI 1 CTPIYKOBI KOHBEEPH.

[IpocTopoBi CTpPIYKOBI KOHBEEPHU 3MaTHI 3IHCHIOBATH
MepPEMIIIEHHS IOKYMEHTIB 3 YCiX HaNpsIMKiB B TOPHU30HTAIbHII
1 TOXHWIIH IJIOIIMHI, 3 AaBTOMATUYHUM BUKOHAHHSM CKJIAJIHOTO
Mapuipyty. Tak camo, sIK 1 B TPOCOBUX, Yy CTPIYKOBUX
KOHBEEPIB ICHYIOTh 1Ba pi3HOBHIU opranizarii
TPAHCIOPTYBaHHS: JOKYMEHT 0€3 BUKOPHCTAHHS JIOJIaTKOBUX
KOHTEHHEpIB  3aKpIIUIIOEThCS Ha  CTpiumi  (HampuKIiai,
Mar"iToM); JOKYMEHT TOMIIIA€TbCS B  TPAHCIOPTHHIA
KOHTEWHep: KaceTy, KOpoOKy, Teky 1 T.xa. JliprTosi
TpaHcnoprepu (abo TiAMOMHUKHM) 3aCTOCOBYIOTHCSA IS
BEPTUKAIBHOTO MEPEMIIICHHS JOKYMEHTIB. 3a TIPUHIIAIIOM Jii
BOHU MOXYThb OyTH AMCKpETHI 1 Oe3nepepBHi. Skimio midtu
MaloTh Oe3nepepBHE TEpeMINICHHS, TOAI Ha iX IuiaTdopmax
BUKOPUCTOBYIOTHCSI MPOTpaMOBaHi MPHUCTPOI aBTOMATHYHOTO
BHUBAaHTKEHHSI 1 3aXOIUICHHS BAaHTAXY.

[TueBMaTHyHA nomra  3abe3mnedye HepeMilIeHHs
JIOKYMEHTIB 10 ITHEBMOTPYOOIPOBOTY 3 BEJIMKOIO IIBUIKICTIO 1
Ha BeJuKi BiacraHi. [IHeBMomomira 3a0e3neuye mnepenady
BaHTaXIB Yy  pI3HUX  HampsMKax 3  aBTOMAaTUYHOIO
MapuIpyTU3ali€l0 3a 3aJaHoO0 IPOrpamMor0; ITHEBMOIIOLITA
,»AEPOTIOPTH”’, HAMPUKIIAJ, Mae 18 moaudikarriii.

2. 3acobu 0bpobKu 00KyMeHmIs.

AnpecyBanbHI MalllMHU IIHPOKO BUKOPHUCTOBYIOTHCS IS
BJIPYKOBYBaHHS B JOKyMEHTH JIOKQTbHUX (PpParMEHTIB TEKCTIB,
HalyacTille CTaHJApTHUX: aJpec KIIEHTIB, 3aroJIoBKIB
paxyHKiB, 3asB, IOB1IOMJICHb, TUTATIXKHUX TOKYMEHTIB.

AnpecyBanbHa MallliHA KOIIIOE Ha JIOKyMEHTH a0o Ha
€TUKETKA M TOHANbIIOi HaKIeHKH (QparMeHT TeKCTY,
oOpaHMii 3 BEIMKOI KUIBKOCTI TEKCTIB, IO 30epiratoThcsi abo B
nam’aTi MamuHu, a0o y BHIVIAAl JApyKoBaHUX (opMm B
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KapTOTelll IITEMIIETiB-MIA0JIOHIB, YacTO BCTaBICHHUX JUIS
3pYYHOCTI PYYHOrO BHOOPY B PI3HOKOJHOPOBI CTaHJIApPTHI
paMKH.

MapkyBanbHi MammHA (PpaHKyBaIbHI MallMHU) 3aMiCTh
MapoK Ha KOHBEpPTax JPYKYIOTh IIOIITOBI INTaMIu i3
3a3HAYEHHSM JIaTU MOIITOBOTO BIAIPABICHHS T4 CyMH OILIATH.
[Ipu npykyBaHHI Ha JYWIBHUKY (pPaHKYyBaJbHUX MAaIIUH
HAaKOMUYYIOTHCS CYMH IUIaTeXiB, LI0 MiAJIATAIOTh CILUIATI.
Takuii MOMITOBUI MITAMIT MOXKE MICTUTH KOPOTKE PEKJIIAMHE

HltemnensHi mpucTpoi  (HyMepaTtopu) CIyXaTb s
IpYKyBaHHS  Ha  JIOKYMEHTaXx  KOPOTKUX  HHU(PPOBUX
MOB1IOMJICHB: HOMEPIB, 1HIEKCIB, IaTH 1 T. II.

JlamiHatopy — MAaIIMHU MAJI 3aXUCTy JOKYMEHTIB BiJ
BOJIOTH, MWy, Macjia Ta BiJ Hembanoro 30epiraHHs MOUISIXOM
HAHECEHHS HA MOBEPXHIO JOKYMEHTa 3aXHUCHOTO MOKPHUTTS.
JIOKyMEHT BCTaBIIIETHCS B MAIIMHY, J€ BIiH MIANAETHCA
TepMo0OpoOLli, B pe3yibTaTi sIKOI HA JOKYMEHT HAHOCHUTHCA 3
JIBOX CTOPIH 3aXMCHa IUTIBKa, a00 Ha TOBEPXHIO TOKYMEHTa
MPOCTO TPUKIICIOETHCS JHUMKa Mpo3opa IuiiBka. JlaminyBatu
JOIUTPHO IIIHHI Tafepu, OTOJIONIEHHS, OOKIaJMHKHA KHHT 1
3BITiB, MEHIO 1 0arato iHIKUX JOKYMEHTIB.

danbIroBaIbHI MAITUHY — MIPUCTPOI I BUKOHAHHS Pi3HUX
BUIIB (anblfoBaHHs (3TMHAHHS) TManepy 3a 3aJaHuM
(dhopmaToM 1 aKypaTHOTO HOTO CKIIaJaHHSI.

BpomurypyBanbHi MamiHu — MPUCTPOT JJIsI aBTOMATHYHOTO
GdanploBaHHA 1 CKpIIUIGHHA Opomryp 3a  J0HOMOIORO
METaJIeBUX CKPIMOK.

JlucronigOopoyHi MamMHHU (KOJIATOpU) — aBTOMATH JUIS
n00ipku (COpPTYBaHHs) BIJJIPYKOBAaHMX JIMCTIB B OJIOKH,
HATPUKJIAA, U1 TOAAJbIIOTO0 BUTOTOBJICHHS KHHT, OpOIIyp
tomo. Kommekc amapaTypu [T03BOJsiE€ MIiAOMpaTH THPaXi
OyIp-KOTO O0CATY 1 MpPU IBOMY aBTOMATHYHO OOpOOIATH
roToBi OJIOKM 1 OTpUMYBaTH Ha BHXOJAI TOTOBY [0
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BUKOPUCTaHHA MigiOpaHy, c¢aiblboBaHy 1 CKpIIUIEHY
MPOIYKIIIFO.

JIucroyknagouHi MamMHA — BiOpamiiiHi MamuHU, M0
BUPIBHIOIOTH [TAYKH [1AIEpYy.

[TaukoB’s13a/IbHI  MAIIMHKU CIIY)KaTh JUIsI OOB’SI3KM MAYOK
ImaraToM abo CTPIYKoIo.

[TamiTypHi MamIMHU BUKOHYIOTH: CKpIIUIEHHS  OJOKY
namnepiB  IUIACTMacoBUMHM  a00 METaJeBUMHU  HIPYKUHAMH,
TUTACTUKOBUMH TUIACTHHAMM; NEpeIUIeTeHHS OJIOKY Mamepy 3a
JIOIIOMOT'0F0 TEPMOOOKIIAIMHOK KJIEHOBUM CIIOCOOOM.

Pizaku mpusHaueHi Ui pi3aHHS PYJIOHHOTO abo0 iHIIOTO
manepy Ha JIMCTH CHOXHUBYMX QopmaTiB 1 oOpi3aHHS
(BHpiBHIOBAaHHS ) KpaiB TOTOBUX KHUT i Opomryp.

MamuHy 11 3HUIIEHHS CEKPETHUX 1 KOH(IACHITIHHUX
JOKYMEHTIB NIISXOM iX HaWApiOHIIIOro po3pi3aHHsA Ta
MIKpOIOApiOHEHHS 3a0e3nedYeHi aBTOMATHYHHUM IPUBOAOM 1
KOHTEWHEpaMu ISl 3HMIIYBAaHUX IOKYMEHTIB 1 BIAXOHIB Yy
BUIJISIII TANIEPOBOTO MUy a00 OpukeTiB. Bunu 3HUIIyBaviB:

— oicHi (1O3T0BXKHSA pi3Ka);

— MIPOMUCIIOBI (TIepexpecHa pi3ka);

— CeKpeTHI (pi3Ka B NanepoBUM MHJI);

— crietiayibHl (MOAPIOHIOIOTH MHamip pa3oM 3 MeTaleBUM
KpIIJICHHSIM, YNAKOBYIOTh BIAXOAM Yy BOJOI Ianeposi
OpuKeTH).

3. 3acobu xonirearnts OOKyMeHmis.

Omnepanii KomitoBaHHSI 1 PO3MHOXKEHHS JIOKYMEHTIB
(crareil, OroJOIIeHb, PEKIAMHHUX MPOCHEKTIB Ta 1H.) IyXKe
MOILIMPEH] B II0BOMY Oi3Hec! Ta IHIIKMX O0JIACTsIX TPYAOBOI Ta
rpOMaJChKOi  JismbHOCTI. Jlms  1iedt  komitoBaHHS 1
PO3MHOXXEHHSI JTOKYMEHTIB BHUKOPHUCTOBYIOTbCSA CIIELiajbHi
TeXHI4HI 3aco0u. JIHS OTpUMaHHS HEBEIHMKOi KIJIBKOCTI KOMii
(mo 25 ex3.) JOUITBPHO KOPHUCTYBATHCS 3ac00aMU KOTMIIOBAaHHS
noKyMeHTalii (pernporpadii), mpu BEIUKOMY THPaXXKyBaHHI
(Oimpmie 25 ex3.) — 3aco0aMM PO3MHOXKEHHS JIOKYMEHTIB
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(onepaTtuBHOI 2060 Manoi momirpadii).

Enexrporpadiune KOITIFOBaHHSI. Enexrporpadiune
(emextpodororpadiune, kceporpadidHe) KOMIIOBaHHI € B
JAHWUW Yac HAWMOUIBII IOIMIMPEHUM CIIOCOOOM KOTIiFOBaHHSI.
ITonag 70% cBiTOBOrO mHapKy KOIMIIOBAJIBHOTO OOJIaHAHHS
CKJIQaloTh  eJeKkTporpadiuHi  KOIMIIOBaJIbHI  amapaTtv, 3a
JIOIIOMOT'OI0 SIKHX BHUTOTOBIISIEThCS MmoHan 50% BceixX KOImii,
0JIepKyBaHUX Y CBITI.

EnexTporpadiyne KomiroBaHHS BKIIIOYae B cebe HACTYIHI
MpoLEeaypH:

— CBITJIOGKCIIO3MIIiSI — TPOEKTYBaHHS JOKYMEHTa Ha
MOBEPXHIO (DOTOHAMIBIIPOBITHUKOBOI'O IMMOKPUTTS OapabaHa abo
IUTACTUHM, 10 BUKJIHMKA€ CTIKaHHSA 3apsiay 3 OCBITJIIEHUX
JOUISSHOK ~ HaMiBIIPOBIIHUKOBOTO TOKPUTTA 1 (opMyBaHHA
HEBUIMMOTO €JIEKTPOCTATHYHOTO 300paKeHHS JOKYMEHTA;

—OposiB 300pakeHHS — TIEPETBOPEHHS MPUXOBAHOTO
€IIEKTPOCTATUYHOTO 300paKEHHS Yy BHIMNME B IPOILECi
HanumanHg (apOyBaJIbHOTO MOPOLIKY (TOHEpa) Ha 3apsKeHi
JUJISTHKH,

—JIpyK — TmepeHeceHHd (apOyBaJbHOIO TMOPOUIKY 3
O6apabaHa abo MIaCTHHU Ha Hamip abo 1HITY OCHOBY KOIIii;

— 3aKpIMJICHHS — pO34MHEHHs (hapOyBaJIbHOIO MOPOIIKY Ha
KOIIii B Mapax aIeToHy.

Tepmorpadiune xomiroBaHHA. lle HalOLIbII ONEpaTUBHUIMA
crioci0 KOMIIOBaHHS, L0 JI03BOJISIE OTPUMYBATH KOMIKO Ha
CreniaJbHOMY JIOCUTh JIOpPOrOMY TE€PMOpPEAKTUBHOMY IMamepi
abo Ha 3BMYAHOMY Marmepi, aje 4epe3 TEPMOKOIIIOBAIbHUM
namip.

®ororpadiyne komitoBaHHs. lleit cmoci® KomiroBaHHS
HaiinaBHimmi. Bin 3a0e3neuye HallBUILY SIKICTh, aje BHUMarae
JOPOTUX BUTpPaTHUX MarepiajiB 1 TPUBAJIOro MpPOLECY
(excrio3uiis, MPOsIJICHHS, POMUBAHHS, CYLIIHHS) OTPUMAaHHS
komii.  Po3moBcropkeHUM  pi3HOBUAOM  (oTorpadiuHOro
KOMIIOBaHHS €  MIKpO(OTOKOIIIOBaHHS, 3acHOBaHE Ha
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MiKpo(iTbMyBaHHI TOKYMEHTIB.

EnexrponHo-rpadiune komitoBaHHs. BoHO 3acHOBaHe Ha
ONTUYHOMY 3YUTYBaHHI JIOKYMEHTIB (poTomioau
NIEPETBOPIOIOTh MIPOEKTOBAHE HAa HUX 300pa)KCHHs JOKYMEHTa
B CIEKTPUYHI CHUTHaIM) 1 EJIEKTPOICKPOBi peecTpamii
iHdopmarii Ha cnerianpbHUN Hocii komii. Komii HalgacTimie
OTPUMYIOTh Ha €JEeKTPO(OTOIUTIHII 1 Ha TEPMOPEAKTUBHOMY
narnepi. Kormii Ha enekTpodOoTOIUIiHI CIYTYIOTh OCHOBOIO JIsI
[10/1aJIBIIOTO TUPaKyBaHHS JOKYMEHTIB 3acobamu
TpadapeTHoro apyKy.

4. 3acobu onepamuernoi noniepaii.

OneparuBHa monirpadist 3a0e3mneuye MBUAKE OTPUMAHHS
AKiCHOT moJirpadiuHoi NPOMYyKIii B 3HAYHUX THUpPaXKax B
yMOBax 3BUYaiiHOi ycTaHOBH, odicy. OnepaTuBHY noirpagito
MOJKHA BIIHECTH IO HAWOLIBII iCTOTHHX JIOCATHEHb IOYATKY
XXI cT., OCKiNbKY BOHA € HAWMOTYTHIIIUM 3aC000M BIUIMBY Ha
CYCHUIBCTBO: 1€ HAWBAXIIMBIIIMA IHCTPYMEHT PpEKJIaMH,
IponaraHiy, BaXJUBUH (aKkTOp pPO3BUTKY HalllOHAIBHOL
KYJIbTYpH Ta OCBITH.

Icnye 6bacamo pisHux cnocobie Opyky 6 noniepagii:
BUCOKUH,  TnMOOKMH,  TpadapeTHuii, rekrorpadiuHui,
o(cernuii Ta iH. Bucokuii i rmmboKuit ApyK — HalJOCKOHAITIIII
CTIOCOOM JIPYKY JUISi MAaCOBOTO THUPaXyBaHHS KHHT, OpoIIyp; B
HUX BHUKOPHUCTOBYIOTbCS 00 €MHI JpyKoBaHi (popMH, OIMyKIi
IpU BHCOKOMY Jpyll 1 mnornubieHi npu raumbokomy. B
oIepaTuBHIN moirpadii 3acTOCOBYIOThCS, K MPABUIIO, MIOCKI
IpyKOBaH1 popMu.

T'extorpadiunmii npyk. Moro mpueImmm 3acHOBaHMIl Ha
BUI'OTOBJIEHHI JIPYKOBaHOI ()OpMU 3 BEIMKUM 3amacoM (apou,
0 TIOCTYHOBO PpO3YMHSETHCS CIHUPTOM 1 BUTPAYAETHCS,
MePEHOCIYHNCH Ha KOTIi.

JlpykoBaHa ¢opMa BHUIOTOBISETbCA Ha KPEWJOBaHOMY
marmepi IUITXOM TEPEeHECeHHsT Ha Hel 3a  JIOTIOMOTOH0
CHeLiabHOTO  KOMIIOBAJBHOTO  Mamepy  J3epKajbHOrO
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300pakeHHs JAOKyMEHTa. J[pyK BHKOHYe€ThCS Ha rextorpadi
LUIAXOM  3BOJIOKEHHsSI Manepy CIOUPTOM 1 KOHTaKTHOIO
MEPEHECEHHsT TOHKOro mapy ¢apOu 3 apykoBaHOi GopMHU Ha
el marmip. 3 ofHI€eT ApykoBaHoi popMu MoxkHa oTpumatu 100—
200 BigOUTKIB.

I'ekrorpadiunuil Apyk 3acCTOCOBYETbCS IPH HEBEITUKOMY
tupaxyBaHHi  25-250 ex3. IlepeBarm 1€l mewarku:
MOJKJIMBICTh KOJILOPOBOI'O JPYKY, HU3bKa BapTICTh BUTPATHUX
MaTepialiB, HeJOIIKUA: HU3bKa SKICTh KOIN Ta iX BUIBITAHHS 3
4aCcOM.

I'ekrorpadiunuii ApyK 3acTOCOBYETBCSA [UIS JICHIEBOTO
HIBUJIKOTO TUPAXKYBaHHS MaTepiaiiB HEBUCOKOI SKOCTI.

Odcernuit npyk. B ocHOBi odceTHOro IpyKy JEKHUTH
IPUHIUI HE3MILTYBAaHOCTI Macia 1 BoAU. J[pyKk BUKOHYETbCA 3
IUIOCKOI TTOBEPXHi, 00pOoOJIeHOT TAKUM YHMHOM, MO0 IUISTHKH,
SK1 BIAMOBIAIOTh 300paXKEHHIO, SIKE HAHOCUTHCSA, YTPUMYBAJIU
¢dapOy Ha MaclsHId OCHOBI 1 BIIIMNTOBXYBAJIA BOAY, a IHIIA
MOBEPXHS yTPUMYBaJia BOJy 1 BiAITOBXYyBaa (hapoy.

[lepeBaru: BHCOKa SKICTb IPYKY; MOXIIUBICTH BEJIHUKOTO
tupaxyBaHHs — 5000 BinOutkiB 3 MetaneBoi gopmu i 400—
1500 3 mamepoBoi; IPOCTOTa peaaryBaHHs ApyKoBaHOI (hopmu
(creniaibHOIO  O()CETHOIO TYMKOIO a0  3HEXKUPIOIOYUM
3ac000M); MOXJIMBICTb IMOBTOPHOTO BUKOPUCTaHHA (10 5—
7 pa3iB) MIacTUHU 3 (HOJIBIU; MOKIMBICT KOJIBOPOBOIO APYKY.
Hepnomniku: ckinaaHiCTh BUTOTOBJIEHHS ApPyKOBaHOI (opMu Ta
IpoIieCy KOIiIOBAHHS; BUCOKA BapTIiCTh 00J1aAHAaHHS.

Tpadapernnit npyk. J[pykoBana ¢dopma — Tpadaper,
BUTOTOBJISIETbCS Ha apKyIll BOCKOBOI'O, >KEJIaTHHOBOTO a0o
KOJIOTHOTO Tarnepy ado Ha IUTIBII NIISTXOM MPOOWBaHHS B Hil
MIKPOOTBOPIB Ha CHELialbHUX IPYKApChKUX MAalIMHKax abo
METOJIOM eJIEeKTPOHHO-TpadiuHoro komnitoBanHd. [Ipouec apyky
nojisirae B NPOJABIIOBaHHI (apbu uepe3 Tpadaper Ha
portaropax. IlepeBaru: xopomia SKiCTb APYKY; TUPAKyBaHHS —
400-1500 BinOUTKIB 3 ofHi€l (hOpMU; MPOCTOTA BUTOTOBICHHS
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npykoBaHux (opm. Hemoniku: HEMOXIMBICTh pelaryBaHHS
IpykoBaHUX (opM; HEOOXITHICTh KiUIBKOX TpadaperiB mpu
0araToKOJIPHOMY JIPYIIi.

5. 3acobu aominicmpamuero-ynpasiiHcbKoi 36 3K).

VY cucremax ajMiHICTPaTHBHOTO YIpaBIiHHS iH(OpMAIis
NepeaaeTbCsl K IIIIXOM  IEPEeHECeHHs  (IepeBe3eHH:)
iHpopMaLiiHUX JOKYMEHTIB Kyp epoM (abo MOIITO0), TaK 1 3
BUKOPDUCTaHHAM  CHCTEM  aBTOMAaTU30BaHOI  Iepenadl
iHpopMarii Mo KaHamax 3B’ 3KY.

Pyune Ta MexaHIuHE NEpEeBE3CHHsS JOKYMEHTIB — JyXe
MOIIMPEHUH crocid mepemaui iHpopmarii B ycraHoBax. Llei
crocid mpu MiHIMQJIBHUX KaIiTaIbHUX BHUTpPATax IOBHICTIO
3a0e3mneuye JTOCTOBIPHICTH mepenadi iHdopmarii, monepegHbo
3a(iKCOBaHOI HA  JIOKYMEHTax Ta IPOKOHTPOJIbOBAHOL
Oe3mocepeslHbO B IMyHKTax i1 peectpamii. OnepaTHBHICTH
(WIBUAKICTB) Tepenayi Oyke HHM3bKa 1 MOXXE 3aJ0BOJBHUTH
JMIIe TyXe HEeBHOArauBOoro KopuctyBava. [[ns omepatuBHOL
nepeaayi iHdopmarrii BUKOPHCTOBYIOTh CUCTEMU
aBTOMaTH30BaHOi  mepemadi  iHdopMmamii —  cUCTeMH
aJIMIHICTPAaTUBHO-YIIPABIIHCHKOI 3B SA3KY.

CykymHicTh ycCiX 3aco0iB, IO CIyXaTh I Tepeaadi
iHpopMalii Ha3uBarTh cucTeMoro nepenadi iHpopmarii (CIII).
VY ckmani crpyktypu CIII MoxHaA BUIITUTH: KaHAJI mepenadi
(xaHan 3B’s3Ky), epenaBay iHdopMariii, mpuiiMay iHpopMmariii.

[lepenaBau CIry>kUTh /7Sl TIEPETBOPEHHS TOB1TIOMIICHHS, 10
HAJIXOIUTh BiJA aOOHEHTa, B CUTHAJ, IO MNEPEAAETHCS II0
KaHaIy 3B’3Ky; NpuUiiMad — JJIsi 3BOPOTHOTO TEPETBOPEHHS
CUTHAJTy B MTOB1IOMJICHHS, SIK€ HA/IXOJUTh ADOHEHTY.

Kananu 3B’s3ky € cninpHOIO jJaHkoro Oyab-skoi CIIL 3a
(b13MYHOIO TPUPOIOI0 KAHATH 3B’ SI3KY MOJIUISIOTHCS Ha!

— MeXaHIYHI —  BHUKOPHUCTOBYIOTbCS  JUIsl  Iepeaadi
MaTepialbHUX HOCIiB iH(opMarlii;

— aKyCTHYHI — TIepe/IaloTh 3BYKOBHI CUTHAIT,

— ONTHYHI — MIepe/1aloTh CBITIOBUIA CUTHAI;
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— JIeKTPUYHI — NEPEJAIOTh EICKTPUUHUIN CUTHAIL.

3a ¢opMmor momaHHsA TepeAaHoi iHdopMalii KaHaIu
3B’A3Ky TMOAUISAIOTHCS Ha aHajoroBi 1 jguckperHi. [lo
aHAJIOTOBUM KaHaJaM IepelacTbes iHopMarlisi, mpeacTaBieHa
B Oe3nepepBHii Gopmi, TOOTO y BUTIIAAL O€3MEPEPBHOTO PALY
3Ha4YeHb Oyab-sK0i (izuyHOoi BenmmuuHH. [lo AMCKpeTHUM
KaHajaM TepelaeThCcs iHpOopMaIllis, MPeACTaBlIeHa y BUIJISI
JTUCKPETHUX (IMPPOBUX, IMITYIbCHUX) CUTHAJIIB Ti€l 4d 1HIIOT
(b13UYHOT TPUPOH.

Komn’tomepui  3acobu  36’s3xy. Ilo  pi3HOMaHITHUM
iH(pOopMaiiiHO-00YHCITIOBATEHUM Mepexam MO’KHA
BIJIMIPaBIATH (1 OTPUMYBATH) MOBIJOMIICHHS B HalBiAAaIeHIIIi
MyHKTH, OOMIHIOBAaTHCS JaHUMH 1 MporpamMaMu 3 COTHSIMH 1
TUCAYaMH a0OHEHTIB, OTPUMYBAaTU OyAb-Ky JOBIJKOBY
iH(pOpMaIifO 3 CUCTEM ONEPATUBHUX MOCIYT.

Tema 10. Cuctema ynpaBAIHHA AOKYMEHTAMM

[Tnan
10.1. Tpomec pO3poOKHU CUCTEMU YIpaBIIHHS
JOKYMEHTaMH.
10.2. MOJIHMBOCTI CUCTEMH YIPABIiHHS JOKYMEHTaMHU.

10.1. ITixmpuemMcTBa MWIOAHS MAIOTh CIpaBy 3 OE3IiY4r0
JOKYMEHTIB, 1 IIi JOKYMEHTH CTalOTh MHOro TOJOBHHUMH
iHopmamiinumu  pecypcamu.  [IpobGnema  edexTuBHOTO
yIpaBJIiHHA TaKMMU JIOKyMEHTaMH 1 3a0e3nedyeHHs iX
JOCTYITHOCTI 1 JIETKOCTI JM00yBaHHS CTajJla TOJIOBHUM
3aBJAaHHSIM JUIl MEHeJDKepiB y iX poOOoTi 100 MOKpPAIIEHHS
3/11iCHEHHS orepalliil Ta GyHKIIOHYBaHHS OpraHi3alii.

CyuacHa cucTema yNpaBiiHHA JOKYMEHTaMHU CYMIIIA€ y
co01 30epiraHHs, KaTeropu3auio i BUAOOYBaHHS JOKYMEHTIB,
BelMMKOOpMaTHUX  Tabiaumb, rpadikiB 1  JOKYMEHTIB-
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300pakeHb  (CKAHOBAHMX)  CIIGKTPOHHHMH  CIIOCOOaMH.
KoxHOMY JOKYMEHTYy NPHUCBOIOETHCS 3alHMC HA KIITANT
1HIEKCHOT KapTKH, B SIKil MICTHUTbCA Taka iHopmamis, K
B1JIOMOCTI IIPO aBTOpa, OMKC JIOKYMEHTA, AaTa CTBOPEHHSI 1 THII
J0JaTKy, 110 BUKOPUCTOBYETHCS JUIS IILOTO JOKYMEHTY. Taki
JOKYMEHTH B OCHOBHOMY CTBOPIOIOTHCS Ui 30epiraHHs Ha
MEHIII JOPOTHX IUTIBKOBUX a00 ONTHYHUX JUCKaX, 3 SKHX BOHU
MOXXYTb OyTH 34MTaHi 32 HEOOX1THOCTI B MalilOyTHHOMY.

CyuacHi  €NEKTPOHHI JOKYMEHTH MOXYTh  MICTUTH
MyJIbTUMEAINHY 1H(DOpMaIlito, BKIIOYarOYn Tpadiku, aymio- i
BIJICOKIINM, 1 HA3MBAKOTHCI CKIAOHUMU OOKYyMeHmamu. 3a
JIOTIOMOTOI0  CHCT€M VYIpaBIiHHSA JOKyMEHTamu, (i3uuHi
JOKYMEHTH MO)KHa BiJICKaHyBaTH, iHJIEKCyBaTu i 30epiraTé B
KOMIT'I0Tepax Juisl 3a0e3MeyeHHs] O HUX IIBHAKOTO JIOCTYITY.
O0pa3u Ta apxiBoBaHi JOKYMEHTH MOKHA BHJOOYTH 3a KiJbKa
cekyH/l. Po3mi3HaBaHHS ONTHUYHOTO TUIY 3aCTOCOBYETHCS JJIsI
,9UTaHHA  JOKYMEHTIB 1 i TIepeTBOPEHHS iX Ha
KOMIT IOTEpHI TEeKCTOBI ¢aitnu. 30epeskeHnil JOKYMEHT MOXKHA
OyOIFOBaTH HEOOMEKEHY KUIBKICTh pa3iB. Takoxk, 4acTHHH
JOKYMEHTY MOKHA BUPI3aTH 1 BCTABJIATH B 1HIII JOKYMEHTH.

[Ipouiec po3poOKM CUCTEMH YHPaBIIHHA JOKYMEHTaMH
nepeadayae:

1) iniyiayito — po3poOKy IUTaHYy TMPOEKTy Ta ILIaHY
MIPOrPaMHOTro 3a0€3MeYeHHS;

2) Oemanvhutl  ananiz O PO3POOKU  NPOSPAMHOO
3a6e3neyeHHs — BU3SHAUCHHSA JETaTbHUX BUMOT JO CUCTEMH Ta
MIPOEKTYBaHHS 3arajbHOr0 JM3allHy Ta JAWU3ailHy MIJICUCTEM,
onuc  iHTepdeiciB  iHTerpamii  CHUCTEMH  YIpaBIiHHSA
JOKYMEHTaMH 3 THIIUMHU CUCTEMaMH IiAMPUEMCTBA, po3poOKa
JOKYMEHTIB BUMOT JI0 TECTYBaHHS CUCTEMHU;

3) gizuunuti  Ouzaiun — poOOTH 3  MPOCKTYBAaHHS
MIPOrpamMHOTro 3a0e3neueHHs Ta Horo KOMIOHEHTIB — PO3POOKY
Mozen Ta GI3UYHOro Au3aiiHy 0a3u IaHux, omuc iHTepdency
KOPHCTYBaya, a TAKO>X CTBOPEHHS IOBHOT'O MPOTPaMHOTO KOJY
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CHCTEMH, B T.4Y. CTBOPEHHS NpPOrpaMHUX iHTepdeiiciB Ta
MPOIIeAYP M1 iHTerparii;

4) inmeeposany cucmemy — OCTaHHIH eTam MpPOLECY
pO3pOOKM  mporpamMHOro  3a0e3Me4eHHs —  CTBOPEHHS
IHCTpYKLIA mporpamicra Ta 3 IHCTANALIl NPOrpaMHOTO
3a0€e31edYeHHS, @ TAKOX MPOBEACHHS HEO(DIIHOTO TECTYBaHHS
MIPOrPaMHOTO 3a0e3neueHHs CHCTEMU yIIpaBIIiHHS
JIOKYMEHTaMH Ta TECTYBaHHS iHTEpQEHCIB IHTETpaIlii;

5) docniony excniyamayito — NATOTOBKY Ta BIPOBAIKEHHS
B perioHax, oOpaHMX IJIs JOCHIAHOI eKcIuTyararlii, 30Kpema,
MPOBE/ICHHSI TECTYBAaHHS Ta EKCIUTyaTaliiHUX BUIPOOYBaHb
II0JI0 BUSABICHHS MOXJIMBHX HEIONIKIB Ta iX YCYHEHHs, a
TaKO’XK HAaBYAHHS BUKJIANAviB, SKi Hajmami OyayTh MPOBOIUTH
HaBYaHHS KOPUCTYBAayiB;

6) pozeopmanns cucmemu Ha Micysx ma OCMAMOYHE
NpUtiMaHHs cucmemu — TIPOBEIEHHS POOIT 31 CTBOPEHHS
cepenopuia (YHKIIOHYBaHHS IPOTPAMHOTO 3a0e3IeUYCHHS,
MyCKOHANArO/KYBAIbHUX pOOIT Ta MNPUHHATTS CHUCTEMH
VIIpaBITiHHS JOKYMEHTaMH B €KCIUTyaTallilo.

Cuctema ynpaBiiHHS JOKYMEHTaMH CTa€ CYTTEBOIO 3
BUKOPHUCTaHHSM MEPEKEBHUMH KOPHCTYBaYaMH IIi€1 TEXHOJIOTII.
Cuctema ympaBiiHHS JIOKyMEHTaMH MOX€E  JIOTIOMOITH
MIJIPUEMCTBY B HACTYITHOMY:

— YOPaBJIATH JOKYMEHTaMH, IO PO3MOBCIOKYIOTCS 1
30epiraloThcsl y CXOBUIIAX M0 BCbOMY IMIIPUEMCTBY;

— HaJlaBaTu TOCIIYTu 30epiraHHs, BiJCTEXKEHHS, KOHTPOIIIO
BepCiii, IHIeKCYBaHHS 1 MOUTYKY JOKYMEHTIB;

— YIIPaBJIATHU MEepPeBipKaMH JOKYMEHTIB Ta ,,ayAUTOPCHKUMU
po3criiagyBaHHIMU JUISt B1/ICT€KEHHS MOIEPETHHOTO
MICIIe3HaXOJKEHHS JIOKYMEHTA,

— BIAKPUBATH JOCTYN J0 OyAb-SIKOTO JOKYMEHTY SIK
BCEpEeIMHI, TaK 1 M03a MiIPHUEMCTBOM,

— MOJIETTITYBATH JIOCTYI 1O OyIb-sIKOTO TOKYMEHTY Yepes
KOMIT I0TEpHI Mepexi ypsany Ta [HrepHer;
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— 3/11CHIOBAaTH 3amuc OOpa3iB JOKYMEHTIB Ta OOpOOKY
opm;

— 3a0e3mevyyBaTH TEXHOJIOTIi JAIIOBOACTBA 1 MPOrpaMHOTO
3a0e3nedyeHHss I poOoYMX  Tpym Ui 3AIMCHEHHS
00’€THYIOYOTO YIPaBIiHHS JOKYMEHTaMH, III0 OPIEHTOBaHE Ha
oreparrii.

TakuMm YHHOM, NIANPHUEMCTBA MOXYTh, 32 JOIOMOTOIO
CHCTEM YIPaBIIHHA JOKYMEHTAMHU, YNPABIATU EICKTPOHHUM
HIISIXOM BCiMa THIIaMHU JOKYMEHTIB YIIPOJIOBXK BCHOTO MeEpioy
iX icHyBaHHS 1 He3anexxHO Bix (opmarty. Ilpomec BkiItouae B
cebe MpuiioM 1 BUPOOHUITBO TANEPOBUX, CIEKTPOHHUX a00
(hakCUMIUTFHUX TOKYMEHTIB, a TAKOK BIJICTEKEHHS, apXiBallilo 1
MomyK JOKyMeHTiB. Taka cucrema Mae 00 €IHyBaTu
yIPaBIiHHSA JOKYMEHTaMH, CTBOPEHHS 00pa3iB JOKYMEHTIB 1
MOTOYHUX POOOYMX TpOIECiii B enquHy cuctemy. Hampukian,
HarnepoBUil JTOKYMEHT MO)KHA BIJICKaHYBAaTH 1 MpPHETHATU O
€JIEKTPOHHOI TOMITH, 00pa3y YM TEKCTOBOTO JIOKYMEHTY.
[Hmmmu cnoBamu, Taka cucreMa Mae OyTH 00’€HaHa B MaKeT 1
oOyagHaHa poOOYMM CTOJIOM i CKaHepaMu po0ouoi rpymu s
KOHBEpTallii ManepoBUX AOKYMEHTIB y uupposi ¢aiinm, ski
MOTIM MOXHa OyAe penaryBaTH, 30epiraTtd, mepenaBaTH 1
BUZI00yBaTH 0araTopa3oBO Pi3HUMHU KOPUCTYBAauaMHU B MEpExi
M1 ITPUEMCTBA.

CTBOpeHHsI CcHCTEMHM YIOpaBIiHHA JIOKyMEHTaMH Ta
aBTOMAaTHU3aIll1 O13HeC-TIpoIIeCiB YIPaBIIHCHKOTO
JOKYMEHTO00Iry —TpuBeA€ JI0 HACTYIHUX MO3UTUBHHUX
pe3yJIbTaTIB:

1. ABromaru3zanis  yHpaBJIiHCBKOTO  JOKYMEHTOOOITY,
3MEHIICHHS Yacy Y3TO/DKEHHS Ta 3aTBEpIKEHHs JOKYMEHTIB,
aBTOMAaTH3allisi KOHTPOJIIO MiATOTOBKH IOKYMEHTIB.

2. 3MeHIIIeHHsT Yacy Ha MOmyK Ta 0oO0poOKy iHdopmarrii,
MiHiMi3allisl pU3UKY, OB’ A3aHOTO 13 BTPATOIO iHPOpMALLii.

3. [TigBUIICHHS] BAKOHABYOT TUCIIUTUTIHK HA T ATPUEMCTRI.

4. 3MeHIIeHHs HaBaHTA)XEHHS Ha MEPCOHAN 3a PaxyHOK
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ONTHUMI3aIlil i aBTOMaTH3aIlii Oi3HEC-TIPOIICCIB.

5. [limBumieHHS MMBUAKOCTI 3IIHCHEHHS oOmepaiii 3a
pPaxyHOK 3MEHILECHHS PyTUHHHUX ONepartiii.

10.2. Cucmemu  ynpaeninHs  KOHMEHMOM  MOJICYMb
BUKOHY8AMU 6CI Yi 3A80aHHSA MA NPONOHYIOMb HACMYNHE.

1. CoiBmpans 1y 4yac CTBOpeHHS KOHTeHTy. lle, sk
NpaBUJIO, BKpail HeoOXimHa (yHKIIS, OCKIIBKH MPOTITOM
CHUIBHOTO 3 KHMOCH YIOPAaBIiHHSA 3MICTOM CTBOPIOETHCS
npoctip g xaocy. KopucHo wmaru cucremy, ska 0
Joromarasa i CrpolryBaiia el nporec HUIIXoM 3aTBepHKCHHS
KOPEKTHOT'O BHECEHHS 3MiH 1 MOTEPEPKEHHS PO 3MIHY 3MICTY.

2. [Ipocte ympaBmiHHS BepcisiMH. YTPaBIiHHS PI3SHUMU
BepcisiMu (aiiiIiB, BiJl CTBOPEHHS /O OIYOJiKyBaHHA, 3 yciMa
HEOOX1THUMH 3MiHAaMH, BHECEHUMH ITiJ1 Yac poOOTH, MOXKE, Ha
NepUIviA MorJysi, OyTH CKIAQJHUM mporecoM. Maroun HafiiiHe
mporpaMHe  3a0e3MEYeHHs, 3HIKYETbCA  PHU3UK  MOSBU
HETPaBWIBHUX BepCii (haitmiB.

3. JlocTynn 10 BaXXJIMBOTO 3MiCTy. XOpolla cucTeMa Jis
KepyBaHHS BMICTOM Hajgae ¢ipMi JOCTYN IO HABa)KIMBIIIOTO
3MicTy B Oyab-sikuit yac. lle Moke miaBUIINTH €()EeKTUBHICTD
BTy a00 BCi€l opraHizarii, siKii 11€ He0OX1IHO.

4. I'apanToBaHe HaJaHHA MeBHOI ayaieHuii. Cuctema Oyne
rapaHTyBaTH, 1110 BIAMOBIAHA 1H()OPMALIisl MICTUTBCS Y TAKOMY
MiCIli, e TIEBHA ayAI€HIIisI MOXXe OTPUMATH JIOCTYI JO Hei B
Oy/Ib-IKUI MOMEHT.

5. besneka cekperHoi iHgopmanii. Cucrema KepyBaHHS
MO)KE€ TrapaHTyBaTH JOCTYHHICTh 1H(popmalii oOMeXeHOMY
kony ooxed. Ile o3Hawae, MmO CeKpeTHAa BHYTPIIHA
iHpopMmaris He Oyae JocTynHa MMpokuM MacaM. Cucrema
yIPaBIiHHSA TAaKOX HANACTh IHCTPYMEHTH ISl BiJICTEKEHHS
OyIb-sIKUX MiJI03PUINX JIIH.

6. BilmoBigHICTh KJIACOBUM CTaHAPTaM.

Bin BmpoBampkeHHS CHUCTEMH YIPABIIHHS JOKYMEHTaMHU
OYIKY€THCS HACTYITHE!

66



—3MEHIICHHS BTpPAaTH dYacy Ha TMOIIyK HOTpiOHOro
JOKYMEHTa, Ha Y3TOJDKEHHS 1 3aTBEpPKCHHS JIOKYMEHTIB,
3ano0iranHs BTpaTH iH(opMarii;

— 3MEHIIICHHS] HABaHTA)XCHHS Ha MPAIIBHUKIB 32 paxyHOK
aBTOMAaTHYHOTO ()OPMYBAHHS 3BITiB;

— 3MCHIIICHHS (PIHAHCOBUX BWTpPAT Ha TMamip, APYKyoui
3aco0u, Miclisl 30epiranHs ManepoBuX JOKYMEHTIB;

— MIJBUINEHHS  MPO30pOCTI  mpoleciB  pobotn 3
JOKYMEHTaMH 1 3a0€3MeueHHs] KOHTPOIIIO 32 1X BUKOHAHHSAM;

— MOXXJIUBICTh ~ ONTHMI3aIii  ONEpamiiHuX  MPOIECIB
MOAATKOBO1 CITYkKOH;

— MOKpalleHHs]  SKOCTi  OOCIYroBYBaHHS  IUIATHHKIB
MOJIATKIB, 3a0€3MeUeHHs] OIepaTuBHOI peakiii Ha 3BEPHEHHS
TpOMaJIsH;

—3a0e3rmevyeHHss OiIbII BHCOKOTO piBHSA Oe3meku Ta
KOH}iAeHIIIHHOCTI iHDOopMarTii.

67



BrKOpUCTAHI aAXXepeaa

1. Aep’siHoBa €. Yce mpo KaapoBe AUTOBOJCTBO: METO.
nocionuk /€. ABep’ssHoBa, O. AHToHOBa, B. babak,
B. Bacunenxko, O. I'onokrionoBa. — JI.: bamanc-Kiy6, 2009. —
128 c.

2. bopoBcbkmit  B.H., Ilpagyn B.II., [py3ia P.B.
JlinoBojacTBO B OaHKIBChKMX ycTaHoBax: Hapu. mociOH. / 3a
3ar. pea. k.e.H., mpod. boposcekoro B.H. — Kuis: Llentp
HaBuajabHOI JiTeparypu, 2006. — 224 c.

3. Bapnamosa JI.H. ®opMaTsl 37€KTPOHHBIX TOKYMEHTOB,
UCIONIb3YeMble B YOpPaBIGHUU  JOKyMEHTalued  /
JL.H. BapnamoBa // HenompousBoactBo. — 2009. — Ne3. —
C. 27-31.

4. T'amxena C.I. Iadopmaruka. bazoBuwit Kkypc ams
kopuctyBauiB: HaB4. nociOHuk / C.I. Tamxena, LII. Tamxena //
KipoBorpaacekuii nepx. nmegaroriyauii yH-T iM. Bonogumupa
Bunnnuenka. — Kipoorpaa: Asanrapn, 2008. — 220 c.

5. anrox B.M., Kymakosceka JI.I1. Kagpose niioBocTBO:
Hagu. noci6nuk — K.: Kapagsena, 2006. — 240 c.

6. lemonpou3BoncTBo  (OpraHu3amuss ¥ TEXHOJOTUH
JOKYMEHTAI[MOHHOTO 00OeCreyeHns yNpaBieHus): YUEHUK JUIs
By30B / T.B. Ky3neuosa, JI.B. Cankuna, T.A. bsikoBa u np.;
[Tox pen. mpod. T.B. Ky3zuenosoii. — M.: KOHUTU — TAHA,
2003. - 359 c.

7. Kocrornon K. OcHoBu 1H(popMaTHKN Ta
KOMIT't0TepHOT TexHiku: [ligpydHUK sl CTyA. €KOH. crell. /
K.J. Kocrormon,  A.Il. 3nocuacteeB, A.B. Kaminiuenko. —
ITonTasa, 2001. — 122 c.

8. Kymmapenko H.H. JlokymeHTOBeneHne: Y4UeOHHK s
CTYJ. BY30B KYJIBTYpHBL. — 7-€ u3[., crep. — K.: 3uanns, 2006. —
459 c.

9. Manogees C.C. O npuMeHEeHUH dIIEKTPOHHOH ITUPPOBOI
MTOATIHCH B AJIEKTPOHHOM JIOKYMEHTOO000pOTE /

68



C.C. Manodees // IenonpousoactBo. — 2009. — Ne2. — C. 38—
43.

10. Hekpaxa A.B. Opranuzamus KOH(pUICHINATBHOTO
JeJIONPOU3BOACTBA W 3amMTa  uHpopmauuu:  ydeOHOe
mocoobme / A.B. Hekpaxa, I'.A. IleBmoBa. — M.:
Axanemuueckuit mpoekt, 2007. — 224 c.

11. OcHOBBI WH(GOPMATHKH W BBIYHCIUTEIHHONM TEXHHUKH:
VYueb.-meTon. mocobue / Opmec. Ham. ropua.  akan. /
C.JI. EmenbsiHoB (00mI. pen.). — O.: KOpuauuna mitepatypa,
2004. — 360 c.

12. MaBmox JI.B. CnpaBoYHHMK 10 JeJIONPOU3BOACTRY,
apXMBHOMY Jlelly W OCHOBaM pa0oTbl Ha KommbioTepe /
JI.B. ITaBmtok. — CII06.: W3parensckuit  Toproseii Jom
Llepaa”, 1999. — 304 c.

13. [Tmenko A.B. Jlenomnpon3BoACTBO: JOKYMEHTAIIHOHHOE
obecnieueHue paboTel oduca: Yuebd. mocodue Ansi CTYIACHTOB
YUPESKACHUN CpeaHero mnpodeccrnoHaIbHOro o0pa3oBaHUsS /
A.B. ITmenko. — M.: Maiicrepcto, 2002. — 176 c.

14. Pyntox B. BBenmenue eJIeKTPOHHOTO JIOKYMEHTO-
obopora: onbIT I'epmanuu / B. Pyatok // JloBigHUK cekpeTaps
ta oic-menemkepa. — 2008. — Ne6. — C. 31-35.

15. CenbuenkoBa I'. ABTOMaTH30BaHi CUCTEMHU YIPABIiHHS
nokymeHtamu. Ha mio 3Bepratm yBary mnpu Bubopi? /
I'. CenbuenxoBa // JIoBIAHUK cekpeTaps Ta odic-MeHemKepa. —
2008. — Ne8. — C. 26-31.

16. CenbuenkoBa I'. ABTOMaTH30BaH1 CUCTEMHU YIPABIiHHS
NoKyMeHTaMHu. @DyHKIIIOHAJbHI MOXJIMBOCTI CHUCTEM, IO
3a0e31euyIoTh €JIEKTPOHHUN JIOKYMEHTOO0IT /
I'. Cenbuenxona // JIoBiIHUK cekpeTaps Ta odic-MeHemKepa. —
2008. — Ne9. — C. 38-43.

17. Tirenko JILA. JlU1oBOACTBO 3  BHUKOPHCTAHHSAM
KoMIT'toTepHOi  TexHiku:  HaBu.-metoa.  mociOHMK — /
JI. A. Titenxko. — K.: KHEY, 2006. — 192 c.

69



HoBYOABHE BUAQHHS

B.O. Tkavyk

KAAPOBE AINAOBOACTBO

KoHCHEeKT AEKLLIM

Penakrop Trauyk B.O.

Kowmn’torepHuit Habip
Ta BepCTKa Txauyx B.O.,
Kynixoscvxuii B.B.

Higm. mo mpyky 18.11.2014. ®opmat 60x84 1/16. Iarmip. odceer.
lapritypa Times. YM. Apyk. apk. 2,2.
Tupax 50 np.

Bunasenp i BUTOTOBIIOBAY
IIT XopoBcekuit A.M.
Byn. KuiBcbka, 51, M. dKutomup, Ykpaina, 10030
Tei.: pob. (0412) 37-20-70, mo6.: (067) 740-80-29
e-mail: andrespartak@meta.ua; web-caiit: http://www.p-p.zhytomir.info

70



