Tema 5 Ocnoeu enekmponnozo ookymenmoooicy 10 knac

Ypoxk 44 (5) Tema: Odopmienns 0idniorpadgiyanx cnuckis Ta nokaxxyukis. IIpaBuiaa ta
BUMOTH O0(popMiIeHHs MUCHbMOBOI poboT. CTaHaapTH Ta YHi(iKoBaHi cMcTeMH TOKYMeHTalil

Mera:

Haguanvua: cHOPMyBaTU MOHATTA MIAOIOHY, (GOopMyIsIp-3pa3ka AOKYMEHTY, PO3IISHYTH IpaBHia
o(opMIIeHHS CTOPIHKH, PEKBI3UTH JOKYMEHTY;

Po36uganbHa: pO3BUBATHU JIOTIYHE MUCIICHHS, IaM’ATh; ()OPMYBaTH BMIHHS y3arajabHIOBATH;

6uX06Ha: BUXOBYyBaTu iH(QoOpMaIiifiHy KylIbTYpy, (GOpMyBaHHS OEpeXIMBOTO CTaBICHHS [0
oOaHaHHS KOMIT IOTEPHOTO KaOiHEeTy, BUXOBaHHS YMIHHSI IIPALIOBaTy B rpyIi; (OPMYBaHHS O3UTHUBHOIO
CTaBJICHHS /IO HABYaHHS.

Tun ypoky: KomGinoBanwuii.

OO0JagHAHHS Ta HAOYHICTB: JIOIIKA, KOMIT FOTEPH 3 MIAKIIOYCHHSIM 10 Mepexi [HTepHeT, po31aTkoBi
KapTKH, HaBYaJIbHA MTPE3EHTALlis.

IIporpamue 3a6e3nmeuenHs: Opaysep, odicHI Iporpamu.

Xin ypoky
I. Opramnizauiiinnii eran
['oToBHICTH 70 ypoKy yuHiB. HanamroByemocs Ha O3UTHB.
IHcTpyKTaXK i3 TeXHiKM Oe3neKn

[epmn HiXK po3MoYaTH MpaLiOBaTH B KaOiHETi iHPOPMATHKH JaBaliTe HaraJaeMo MpaBuia MOBEAIHKH

B KaOiHeT1
I'pa «Tak» 4m «HI»

KokeH y4eHb Mae JBi KapTKH: OJJHY YEPBOHOTO KOJBOPY, 1HIIY — 3€JICHOTO. YUUTEIh YATAE 0 Yep3i
TBEP/UKEHHS, SIKIIO TBEP/KEHHS MpaBHJIbHE — NOTPIOHO MiJHATH YEPBOHY KapTKy, SIKIIO K HE NPAaBUIbHE —
TO MOTPIOHO MiTHSATH 3€ICHY KapTKYy.

I1. AkTyaJji3anisi OIOPHUX 3HAHb

CrBoputH Kapty 3HaHb «IIpaBuia cTBopeHHs (HopMyIIsAp-3pazKar
I11. Tema ypoky
Ilpasuna nocunane ma opopmnennsn éioniozpaghiunozo onucy oxicepen

VY HaykoBilf cTaTTi 00OB’S3KOBO MalOTh OyTH MOCHJIAHHA Ha JDKEpesa Ta CIHMCOK BUKOPUCTAHHX
JOKEPE TCIsl BUCHOBKIB TEKCTY.

[TocunanHs B TEKCTI CTaTTI MOAaBaTH TUIBKM Yy KBaJpaTHUX AyXKKax, Hanpukiax [1], [1; 6], ne
mudpu 1 1 6 BiANOBIZAIOTH MOPAIKOBOMY HOMepy mpari abo jxepena y CHUCKy BUKOPHCTAHUX JDKEpEd.
ko nocwianHs Ha Jkepena miapsia 3 1 mo 6, Tomai [1-6].

IlocunaHHg Ha KOHKPETHI CTOPIHKM HABOJIUTH IICIi HOMEpa JpKepeia depe3 KOMY 3 MasIeHBKOi
OykBu “c.”), Hampukmam: [1, c. 5]. SIkmio mocwiaHHS Ha KibKa Tpallb, BOHH PO3AUISIOTHCS KPAIKO 3
koMmoro: [1, c. 5; 6, c. 25-33].

SIKII0 BUKOPUCTAHO BiOMOCTI, MaTepialid Ud TBEPKCHHS 3 MOHOTpadiil, OIISIIOBUX CTaTeH, IHITNX
JDKEpEIl 3 BEJIMKOIO KUIBKICTIO CTOPIHOK, TOJI B MOCHJIaHHI HEOOXIJTHO TOYHO BKa3aTW HOMEPU CTOPIHOK,
uTrocTpanii, TabiuIe TOLIO 3 JPKEpesa, Ha sKe JaHO MOCHIIaHHS.

[TocunanHs y TEKCTi 3a3BUYail pOOUTHCS B KiHIII PEYCHHS.

Cnin naBaTv MOCHUJIAHHS Ha JDKEPEJIO MPU HENPSMOMY LIMTYyBaHHI — IepeKasi, BUKIa/ll JYMOK THIIHUX
aBTOpPIB CBOIMM CJIOBaMM; IpHU ONIAAl 3arajdbHUX TEHACHLIN HAayKOBMX JOCIIJUKEHb; MpPH 3a3HaYeHHI
(baKkTHYHUX JAHUX 1 PE3yJbTATIB MONEPEAHIX TOCIIIKEHb.

[urtata Geperbcss B Jankud 1 0OOB’S3KOBO Ma€ IMOCWJIAHHS Ha JHKEPENo 13 3a3HAYEHUM HOMEpPOM

CTOPIHKH.
[luTarn 3BMYaifHO HABOJISITh:
O JUTSI TIIATBEPIKCHHS BJIAaCHUX apTYMEHTIB;
O SIK TIOCUJIAHHS Ha aBTOPUTETHE JIKEPETIO;
O JUTSl KpUTHYHOTO aHaJIi3y TOTO YH 1HIIIOTO TBEPKCHHSI.

B inmmx Bumagkax kpaiie poOUTH HempsiMe [TUTYBaHHS.
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Ocoo0nugi 6umocu npu yumyeanHi

TekcT mUTaTH MOYMHAETHCS 1 3aKIHUYETHCS JaKaMu 1 HABOAUTHCS B Til TpaMaTHuHii GopMi, B sIKii
BiH MOAAHUH Yy JUKEpedi, 13 30epeeHHSIM 0COOTMBOCTENH aBTOPCHKOTO HAITMCAHHS.

HaykoBuil eTukeT BHMarae TOYHE BIJTBOPEHHS LUTOBAHOIO TEKCTy, 0O HalMEHIIE CKOPOYECHHS
HABEJICHOTO BUTATY MOXE CIIOTBOPUTH 3MICT.

[{uTyBaHHs NOBUHHO OyTH IOBHUM, O€3 JOBIIBHOIO CKOPOYEHHS aBTOPCHKOTO TEKCTy 1 0e3
nepeKkpydeHb ITyMok aBropa. [Ipomyck ciiB, pedyeHb, ab3aliB NpH IUTYyBaHHI JOIMYyCKAaeThCs 0e3
MEPEeKPYICHHST aBTOPCHKOTO TEKCTy 1 MO3HAYAE€THCS TphOMa KpamkamMu. BOHUM CTaBIATBCSA y Oyab-sKOMY
Miclll IUTaTy (Ha MOYaTKy, BCEpPEeNWHI, Ha KiHIl). SIKIIO mepen BUMYIIEHUM TEKCTOM a00 3a HUM CTOSIB
PO3I1IOBUIL 3HAK, TO BiH HE 30epiraeThCsl.

HayxkoBi TepMiHM, 3amporOHOBaHI 1HIIMMH aBTOPaMH, HE BUAUISIOTHCS JIAIKAMH, 32 BUHSATKOM THX,
1110 BUKJIMKAJIH 3arajbHy MOJeMIKy. Y 1UX BUMAJIKaX BUKOPUCTOBYETHCS BUPA3 «TaK 3BAaHHID».

SIKI0 MOTPiOHO MiJKPECTUTH CTABJICHHS aBTOPA CTATTi 10 OKPEMHUX CIIiB 200 AYMOK 3 IIMTOBAHOTO
TEKCTY, TO MICIs HUX Y KPyDJIUX JyXKaX CTaBIATh 3HAK OKJIMKY a00 3HAaK MUTaHHS.

SIKIIo aBTOp CTaTTi, HABOASIYM LUTATy, BUJUIAE B HIM JesKi ciIoBa, pPOOUTHCS CreLialbHe
3aCTEepeKEHHs, TOOTO TIC/A TEKCTY, SIKUM TMOSICHIOE BHUJAUIEHHS, CTAaBUTbCA Kpamka, MoTiM jaedic 1
BKa3yIOThCS 1HIIIATM aBTOPa CTATTi, @ BECh TEKCT 3aCTEPEKEHHS BMIIIY€ETHCS Y KPYTI AYKKH.

[{uTaty B cTaTTi BUKOPUCTOBYIOTHCS PiKO; MOJKHA 3a3HAYUTH OCHOBHY i7I€10, a MICIs Hel B Iy’KKax
yKa3aTH Mpi3BHUIIE aBTOPa, SIKUI yrepiie il BUCIOBUB.

Bimomi Te3u 1 TBepAKEHHS aBTOPUTETHHUX JTOCIHITHUKIB MOJAIOTHCS HA TIOYATKY CTATTi, 8 OCHOBHUN
o0csT CTaTTl MPUCBSIUYETHCS BUKIIAY BIACHUX JIyMOK; JUISl I1ITBEPIXKEHHSI IOCTOBIPHOCTI CBOiX BUCHOBKIB
1 peKoMEHIalii He CJiJ] HaBOAWUTH BHCIIOBIIOBAHHS IHINIWX YYEHHX, OCKIUIBKH II€ CBIAYWUTH, IO 11
JOCTIIHUKA HEe HOBa, OyJia BijioMa paHille i He MiJUIArae CyMHiBY.

Ogopmnenna cnucky eukopucmanux oxcepein

Cnucok BHMKOPUCTAaHHX JUKepenl — eyleMeHT OibmiorpadiyHoro amapary, KOTPHM MICTUTh
610miorpadiuHi OMUCH BUKOPUCTAHUX JKEPEN 1 PO3MIIYETHCS TICIIsi BUCHOBKIB.

OdopmiieHHsT CIUCKY BUKOPUCTAHMX JDKEpEN TIOBHHHO Bimmosimatu BumoraMm BAK mo
610:i0rpadiuHOTO OIHUCY.

Jlxepena MOKHA PO3MILIYBATH OJHUM 13 TaKUX CHOCOOIB: y HMOPSAAKY MOSIBU MOCHUJIaHb Y TEKCTI, a00
B ali(haBiTHOMY TOPSIIKY MPI3BHUII MIEPIINX aBTOPIB 3ar0JIOBKIB.

Hywmepauist mxepen npocTaBisieTbes BpyuHy. He BUKOpHCTOBYiTE aBTOHYMEpallito Ta aBTOMAaTHYHO
TeHEPOBaHI KiHIEB1 MMOCHUIAHHS.

Jlxepena 1HO3eMHOIO MOBOIO PO3MILIYIOTECS IMICHS BCIX JKEepesl KUPUIHLIEIO, BUKITIOUEHHSIM € KON
CIUCOK (POPMYETHCS Y TIOPSIKY MMOSIBU TIOCHIAHHS B TEKCTI.

Ocnoeni npasuna ogpopmnenns oxcepena:

O Ha3Bu crareif, monorpadiii, 30ipHHKiIB, KOH(pepeHLil, Te3, OMoBiAeH, aBTOpedeparin
JUcepTaliil BKa3yloThCsl IOBHICTIO.

0 Jnst crareit 00OB’S3KOBO Ja€ThCs iX Ha3Ba, Ha3Ba BHJAHHS, piK, HOMEp (BUITYCK, TOM),
MOYaTKOBA Ta KiHIIEBA CTOPIHKH.

O st moHOTpadiid, TOBIIKOBUX, CHIIMKJIONECIUNIHINX BUIaHb — Ha3Ba, MICIIE BUIAHHS (MICTO),
BUJIABHUIITBO, PIK BUIAHHS, (TOM, YaCTHHA — SIKIIIO €), 3arajbHa KUIbKICTh CTOPIHOK.

0 VY chnmcKy JpKepen 3 MalieHbKOi OyKBH MHINYTH BiJIOMOCTI, IO BiTHOCSTHCS JIO 3aroJIOBKY

(miapyd. mns By3iB, marepiadd KoHG., Te3W, HaBYAIbHO-METOIWYHUN TMOCIOHHMK TOIIO), BIIOMOCTI PO
BiJIMOBIAANBHICTG (Pe., YIOPSIA., PEAKOI. Ta 1H.), HAIPUKIIAI:

[Icuxomoris : miapyy. A By3iB.

[Tcuxomnorus : caoBapb / oTB. pen. ['onvapyk I1. B.

O Mae OyTu MpoMiKOK B OAMH JIPYKOBAaHHUM 3HaK (IIpoOis) A0 1 MiCIs MPUIIMCHOTO 3HAKA: THPE
(-), ckicHa pucka (/), nBi ckicHi (//), nBokpanka (:). Bunarok — kpanka (.) Ta koma (,) — HPOMDKKH
3aIUIIAI0Th TITBKU MICIS HUX.
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0 [Ticnsa ckicHOi pucku (/) NUMIETHCS aBTOP (aBTOPH) caMe Y TaKOMYy BHIVISIII, B SIKOMY
3a3HaYEHO Ha TUTYIHHOMY JIUCTI 200 y 3MICTi (SKIIO 1€ CTarTs), To0TO, 11e Moxke Oytu [lTomor B.B., B.B.
[Tonos, Bacuns BacunroBuu Ilonos, Bacuns [Tonos.

0 TakuM YWHOM, 3amMUC PEKBI3UTIB CTATTI OJHOTO aBTOpa 3 MEPIOAMYHOTO JIPYKOBAHOTO
BHUJIaHHS MaTUME HACTYITHUH BHUIIIS;

[IpizBumie inimianu aBropa. Ha3ma crarri. / iM’s, 1o 6aTbKOB1 aBTOpa a00 1HIIIAIN 1 IPI3BHINE aBTOPA
// Ha3Ba xxypHainy. — Pik. — Ne . — C. ?2-2.

W 3anuc aBOX 1 OUIBIIE aBTOPIB: CIIOYATKy MEpIIUN aBTop, micis dremnry (/) BKa3yHOThCS
JIBa/TPU/YOPUTH aBTOPA:

[Tpi3Buine iHinianu mepioro aBropa. Ha3sa crarti. / iHimiamy mpi3BUILE MEPIIOTO aBTOPa, 1HIMIAIH,
npi3BuIe apyroro apropa // Ha3pa xypnainy. — Pik. — Ne . — C. 7 - 7.

0 Anroput™M opOpMIIEHHS CTATTI 3 €JEKTPOHHOTO BUJAHHS:
[IpizBumie inHimianu aBropa. Hasa crarti [Enexkrponnuit pecypc| / iM'sa, mo 6arbkoBi aBTOpa abo
iHimianu mpizBuie aBropa // Hasea xypHamy. — Pik. — Ne . — Pexxum moctymy: http://www... (3 HOBOI

CTPOKH) €JIEKTPOHHA aJpeca, 3a sIKOI0 po3MmilieHa crarts. Hanpuknan:

KabGan JI. B. OmiHroBaHHA 1HHOBAIIWHOI MISUIBHOCTI 3arajlbHOOCBITHIX HaBYAJIBLHUX 3aKJIalliB
periony [Enexrponnmii pecypc] / Jlapuca Bacwumina Kaban // Hapogna ocsita. — 2007. — Bunyck 1. —
Pexxum noctymy: http://www.narodnaosvita.kiev.ua/Narodna osvita/vupysku/1/statti/2kaban/2kaban.htm

[ Jliist Toro, 100 Mpi3BHINE Ta 1HIIIATN aBTOpa 3aJUIIAIKCS B OJJHOMY PSAKY 1 HE pO3PUBAIIUCS
Kopuctyirecs komOinaniero Shift+Ctrl+Space (mpobin).

Odghopmnennsn nucomosoi pooomu
OdopmienHss poOOTH € BaXJIMBUM €JIEMEHTOM ii BUKOHaHHSA.  €AMHUX BHMOT 1O
30BHIIIHBOTO O(QOPMIICHHS CTPYKTYpH, OOCSTY, 3MICTY 1 CTWJIIO BUKJIaJy MUCHMOBUX POOIT HE iICHYE, POTE
Jit09l HOPMATHBHI JOKYMEHTH BCTAaHOBIIOIOTH 3arajbHI TPUHIUIN 1040 O(QOpPMIICHHS TaKUX pOOIT.
[TuceMOBY poOOTYy BHIOTOBISIIOTH PYKOIMCHUM crocoboM abo 3a gomoMoror komm’'rorepa (mpudrt 14
Times New Roman, 1,5 inTepBai. Binctymnu: 3Bepxy, 3HH3Y — 2 CM; 311iBa — 3 ¢M; cripaBa — 1 ¢M) IpyKyIOTb
MaITHHOTTMCHUM CIIOCOOOM Ha OJHIN CTOpPOHI apKyia Oijoro manepy Gopmary A4 (210x297 mm), uepes nBa
MDKPSIKOBUX 1HTEPBAJIHM 10 TPUALATU pAAKIB Ha cTopiHI. I[iNbHICTE TEKCTY MUCHMOBOI POOOTH MOBUHHA
OyTl OmHAKOBOIO. JIpyKapChKi TIOMWJIKH, OMUCKHA 1 TpadiuHi HETOYHOCTI, SKi BHUSBWIHCS B IPOIECI
HaIlMCaHHsI, MOJKHA BHUIIPABIISATH MiAYHUIIEHHSIM a00 3adapOyBaHHsIM 011010 (papOor0 1 HAHECEHHSIM Ha TOMY
K Micli a00 MiX psAAKaMU BUIIPABICHOTO TEKCTY MAIIMHOIMCHUM CIIOCOOOM.

3aroyioBKM  CTPYKTYPHUX dYacTHH TmMCcbMOBOi pobotu ‘“SMICT”, “IIEPEJIIK VYMOBHUX
CKOPOYEHbB”, “BCTVII”, “PO3JUI”, “BUCHOBKWN”, “CIITMCOK BUKOPUCTAHUX JKEPEJI”,
“INOJATKU” npyKyloTh BEIMKUMH JIITEpAaMU CHUMETPUYHO IO TEKCTY. 3arojOBKH MiAPO3ALTIB JIPYKYIOTh
MaJIeHbKUMU JiiTepamMu (KpiM TEpIIOi BEIHMKOi) 3 ab3amHoro BIACTymy (Kpamka B KIHII 3arojloBKa He
CTaBUTBCS). 3aroJIOBKM IYHKTIB APYKYIOTh MAaJEHBKUMH JliTepamMH (KpiM HepIioi BeIHKoi) 3 a03aIHoro
BIJICTYIy B pO3psAAli B MiaOip O TEKCTy, B KiHIII CTaBUThCS Kpamka. BincTaHp MiX 3arojoBKOM (3a
BUKJIIOYCHHSIM 3ar0JIOBKa MYHKTY) Ta TEKCTOM MOBUHHA JOPIBHIOBATH 3-4 iIHTEpBaJIaM.

KoxHy CTpyKTYpHY YacTHHY MHUCHBMOBOi poOOTHM Tpeba MOYMHATH 3 HOBOI CTOpiHKU. Hymeparris
CTOPIHOK, PpO3IUIB, MiAPO3AUIIB, IMYHKTIB, MIAMYHKTIB, MAaJIOHKIB, TaOIulb, (HOpMya 3A1HCHIOETHCS
apa0bcpkumMu 1uppamu 6e3 3Haka No. [lepiioro cTOpiHKOI MHUCHMOBOI POOOTH € TUTYIbHHUM apKyIll, KU
BKJTIOYAIOTh JI0 3arajbHOI HyMepalii CTOPiHOK, ajie HOMep CTOPIHKH HE CTaBJIATh, HA HACTYIMHHUX CTOpPIHKAX
HOMEP TNPOCTABIISIOTh Y MPABOMY BEPXHBOMY KyTl CTOPiHKMA O€3 Kpalku B KiHIIl. 3MICT, epelik YMOBHUX
MO3HAYEHb, BCTYI, BUCHOBKH, CIIMCOK BHKOPHUCTAHUX JKEped He HymepyroTb. Homep po3niity CTaBisTH
micist cioBa “PO3JIIJI”, micist HOMepa Kparky He CTaBJIsITh, MOTIM 3 HOBOTO PSJIKA JIPYKYIOTh 3arojOBOK
po3ainy. Iligpo3ainm HyMepyrTh y MeXaxX KOXHOro po3aiury. Homep mimpo3miny cKIamaeThcs 3 HOMeEpa
pO3aily 1 MOPSIKOBOTO HOMEpa MigpO3ALTY, MK SKHMH CTaBJSATH Kparmky. Y KiHII HOMepa MiIpo3firy
MOBUHHA CTOSITU Kparka, Hanmpukiaa: «2.3.». [TotiM y ToMy Xk psiiKy Hae 3aronoBok migposauty. IlyHkru
HYMEpYIOTh Y MeXax KOKHOTO Mifpo3ainy. HoMmep MyHKTy CKIama€eThesl 3 MOPSAKOBUX HOMEPIB PO3ILTY,
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HiAPO3JLTY, MyHKTY, MK SIKUMM CTaBJIATh Kpamky. ¥ KiHILI HOMEpa MOBUHHA CTOSATH Kpallka, HalpHKIaLI;:
«1.3.2.». TloTiM y TOMY X pSIIKy Hae 3arojoBOK MyHKTY. IIyHKT Moke He Maru 3arojoBka. llimmyHkTH
HYMEpPYIOTh y MeXaxX KOKHOTO ITYHKTY 32 TAKMMH X ITPaBUJIAMH, SIK IIyHKTH.

Lmroctparii (pororpadii, cxemu, rpadiku, KapTH) 1 TAOIUI HEOOX1THO TOAABATH B MUCHMOBII po0OOTi
0e3rmocepeIHpO MICIIsl TEKCTY, 1€ BOHU 3TajiaHi BIepIle, ad0 Ha HACTYIHIN cTopiHmi. [mroctpamii i Tabmui,
SKI PO3MIIIEHI Ha OKPEeMHX CTOpIHKaX, BKJIIOYAIOTh N0 3arajibHOi HyMepallii cTopiHOK. I[mroctpartii
MO3HAYaI0Th CJIOBOM «PHC.» 1 HyMepyroTh MOCHIZOBHO B MEXax pO3IUTY, 3a BUKIIOUEHHSIM LIIOCTpaLlil,
MOJAaHUX y nojarkax. Homep imrocTparlii MOBHHEH CKJIANATHCS 3 HOMEpa PO3AUTY 1 MOPSIKOBOTO HOMEpa
uTrocTpanii, MK SKUMU CcTaBUThcs Kpamnka. Hampukman: «Puc. 1.2». Homep imroctpamii, i1 Ha3Ba i
MOSICHIOBAJIbHI MIAMMCH PO3MIIITYIOTH TOCTIIOBHO 1T LTIOCTPALi€lo.

Tabmu1i HyMepyrOTh MOCIIIOBHO (32 BUHATKOM TaOJIUIlb, TIOJJAHUX Y JIO/aTKaX) B MEXKax po3auty. Y
IIPaBOMY BEPXHbOMY KyTi HaJ BIJNOBIJHUM 3aroJIOBKOM TaONIuUI[l po3MillytoTh Hamuc «Talmuismy i3
3a3HaYeHHAM 11 HOMepa. Homep Tabiuili MOBHHEH CKJIQJaTUCS 3 HOMEpa PO3IUTY i MOPSIIKOBOTO HOMEpa
TaOMHI, MK SIKUMH CTaBUTBCS Kparka, Hanpukian: « Taomums 1.2y.

dopMmynd B THUCHMOBIM POOOTI (Km0 iX OLbIIe OAHOI) HyMEpPyIOTh y Mexkax posnairy. Homep
dbopMynH CKIAAAEThCS 3 HOMEpa PO3/LTY 1 TOPAIKOBOTO HOMEPa (DOPMYITH B PO3LIIL, MK SIKUMU CTaBIISATh
kpanky. Homepu dopmyn muiryTs Oifisi mpaBoro Moiis apKyllla Ha piBHI BIAMOBIAHOI GOpMyYIH B KPYIIIUX
nyxKax, Hanpukiaz: (3.1).

[IpumiTku 10 TekCTy 1 TaOIMIh, B SKUX BKa3yIOTh JIOBIIKOBI MOSCHIOBAJIbHI JaHi, HYMEPYIOTh
MOCIIZIOBHO B MEXaX OAHOI CTOPIHKH. SIKIO MPUMITOK HAa OAHOMY apKylIl JeKiuIbKa, TO MICNs CIoBa
«[IpuMiTKI» CTaBISTH ABOKPAIIKY, HAIPUKJIIAI:

«IIpumitku:1.2»

SIK110 € 0JJHa IPUMITKA, TO ii HE HyMEpYIOTh 1 micis cinoBa «[IpuMiTkay CTaBIATH KpamkKy.

[MudpoBuii Marepian, K MpaBWIo, MOBHHEH odopMisiThca y BUMIAAl Tabmuib. KokHa tabnuis
MIOBMHHA MaTu Ha3By, Ky PO3MIIIYIOTh HaJ TaOIUIEI0 1 APYKYIOTh CUMETPUYHO 10 TekcTy. Ha3By 1 ci10Bo
«Tabmuus» mounHaroTh 3 Benukoi Jiitepu. HasBy He miakpecmrorors. [loscHeHHS 3HaYeHb CHMBOIIB 1
YUCJIOBHUX Koe(]ilieHTiB Tpeba mojgaBaTi 0e3mocepeIHbOo mia (JOPMYIIO B Tid MOCIIIOBHOCTI, B SIKI BOHU
naHi y ¢opMyii. 3Hau€HHS KO)KHOTO CHMBOJY 1 YMCIOBOTO KoeilieHTa Tpeda MoaaBaTH 3 HOBOTO psjKa.
[Nepmmii psIOK MOSICHEHHS TIOYMHAIOTH 31 CIIOBA «J1e» 0e3 MBOKpanku. PiBHSIHHS 1 popMynu Tpeba BUALIATH
3 TEKCTy BUIBHUMH psiiKaMu. Buie 1 Hkde KOKHOI (OpMyiM MOTPIOHO 3aJIMIIUTH HE MEHIIE OJHOTO
BUTRHOTO psiZIKa. SIKIO pIBHSHHS HE BMINIYETHCS B OJUH PSIOK, HOTO CIIiJ IEPEHECTH MICIIs 3HaKa PIBHOCTI
(=) abo micas 3HaKIB MIOC (+), MIHYC (—), MHOXEHHS (X) 1 JUIEHHS ().

Jonatku opOpMIIOIOTH SIK MPOJOBXKEHHS MUCHbMOBOI POOOTH Ha HACTYMHMX ii CTOpiHKax abo y
BUDJISAZII OKPEMOi YaCTHHH, PO3MIIIYIOUYH iX y TOPSIKY TOSBU MOCHJIAHb Yy TEKCTI poOOTH. SKIIO AomaTKu
o(hopMITIOIOTh HAa HACTYNHUX CTOPIHKAaX POOOTH, KOKHUM TakMi JONATOK MOBHUHEH IOYMHATHUCS 3 HOBOI
CTOpiHKU. J|0aTOK TMOBMHEH MaTH 3arojIoBOK, HaJpyKOBaHHI Bropi MaJuMH JIITEpaMH 3 MEPIIOi BEITUKOT
JITEpH CHUMETPUYHO BITHOCHO TEeKcTy cTopiHku. [locepeamHi psiaka Haj 3aroJIOBKOM MajMMH JITEpaMH 3
NEepUIoi BEJUKOI JIPYKYyeThCsl €IoBO «JlomaTok» 1 Benuka JiTepa, 110 MO3Ha4dae aofarok. JlomaTtku ciin
TI03HAYaTH MOCTiZOBHO BEJIMKUMH JIiTepaMM yKpaiHchkoi abeTku, 3a BuHsATKoM mitep I, €, 1, 1, i, 0, Y, b,
HanpukKiIaj, 1oaatok A, gogatok b tomro.

OnuH ofaToK Mo3HayaeThesl K 1oAaTok A. TekcT KOXHOro J0JaTrka 3a HeoOXiTHOCTI Moxe OyTu
NOJUICHUH Ha PO3IIM ¥ MigpO3AiIH, SKi HyMEpYIOTh Y MeXaxX KOXKHOTO JoAaTKa. Y IIbOMY pasi mepen
KO)KHUM HOMEPOM CTaBJISATh TMO3HAUCHHS MOMaTKy (JIiTepy) 1 Kpamky, Hampukiaa, A.2 — Ipyrui po3mait
nomatka A; B. 3.1 — migposain 3.1 nonatka b.

LmtocTpanii, Tabmumi i popMynu, siKi po3MileHi B T0JaTKax, HyMEPYIOTh Y MeXaxX KOKHOTO JI0/1aTKa,
Hanpukian: puc. J1.1.2 — apyruii pucyHok mepuioro po3niny aoxarka Jl; gopmyna A.1 — nepma dopmyra
nmomaTtka A.

Yuighikayia ma cmanoapmuszayis



Tema 5 Ocnoeu enekmponnozo ookymenmoooicy 10 knac

VHipikaliss IOKYMEHTIB 3aK/IIO4ae€ThCsl B YCTAHOBJIEHHI OJHOCTailHOro ckmagy Ta Qopm
YIPaBIIHCHKUAX JTOKYMEHTIB, 0 (PIKCYIOTh 3[iliICHEHHS OTHOTUIIOBHUX YIPABIIHCHKUX (PYHKITiH.

CrannmapTusaiis - 11e Gopma RPHINYHOTO 3aKPIIUICHHS MPOBEACHOT yHI(DiKaITi.

VHidikaiisi JOKyMEHTIB MPOBOAUTHCS 3 IIJITI0 CKOPOUEHHS 3aCTOCOBAHUX JOKYMEHTIB, THUII3allis 1X
dbopM, 3HIDKEHHS TPYIOMICTKOCTI iX OOpOOKH, HOCATHEHHS iH(OpPMAIiiHHOI CYMICHOCTI Pi3HHUX CHCTEM
JOKYMEHTAIlii 10 CyMICHMM (YHKIIISIM YIIpaBIiHHSA, OUThII €()EKTHBHOTO BUKOPHCTAHHS OOYMCITIOBAILHOI
TEXHIKH.

3 07. 01. 1997 poky BBeaenuii B ait0 [lepkaBHUN Kiacu(ikaTop yNpaBIIHCHKOI JOKyMEHTallii
(AKVY) - ne ckiamoBa yacTHHA JIEp’KaBHOI cUCTeMH Kiacu(ikaiii i KoJyBaHHS TEXHIKO-€KOHOMIUHOI Ta
couianbHoi Inpopmanii. KV - mpencrasnsie co000 HOMEHKIATYpHHM Iepelnik yHigikoBaHHX (opm
nokymeHTiB (Y®/I). Knacudikatop HeoOXimuuii mis oOIiKy Ta cHCTeMaru3allii JOKYMEHTI, opraHizamii
BE/ICHHS BIANOBIAHUX KJIACiB TOKYMEHTAallii, aBTOMAaTH30BAaHOI'O MOIIYKY YHiI(piKOBaHUX (POPM JOKyMEHTALlii.

KoxHOMY KIiTacy JJOKyMEHTAIlil BiAmoBitae meBHa yHiikoBaHa cucrtema qokymenraii (Y C/).

JKVY]I mictuth 15 kimacis:

1) opranizaniitHo-po3nopsiya JOKyMEHTALlis;

2) nepBUHHO-00JIIKOBA;

3) GaHKIBCBKa,

4) ¢inancona;

5) 3BITHO-CTaTUCTUYHA;

6) IJIaHOBA;

13) OyxranTepchbko-00JikoBa JOKYMEHTAITIS;

10) iinoBa JOKYMEHTAIIIS 1 T. II.

VHidikoBaHa cucTeMa OpraHizaiitHo po3nopsa40i JOKyMEHTAIll] BKJIIOYA€ CIIAYI0UH CHCTEMHU:

1. noxkymeHTalis 3 oprai3aiifHoi CUCTEMH YIIpaBIIiHHA (aKT PO CTBOPEHHS KOpIOpalliid, KOMIaHii,
HaKa3 Mpo CTBOPEHHS MIANPUEMCTBA, IPO PEOpraHizallito, mpo BUpOOHUYE 00'€HAHHA, aKT MPO JIKBIAAIIIO0
KOpHOpaLii, mInpueMcTBa i T. 1,);

2. IMOKyMEHTallisl 3 OpraHi3allli mporeciB ynpaBiiHHS (TOCAI0B1 IHCTPYKIII KaTeropiil Ciy»KOOBIIIB
armapary YIpaBJIiHHs, Haka3 Mpo PoO3MOIil 0OOB'3KIB MK KepIBHUKAMH, CTaTyTH, CTPYKTYpH Ta HITaTHI
YHCEIBHOCTI, HAKa3 TpPO BHECEHHS 3MiH Yy INTaTHUX pO3KIAJax amapary YIpaBIiHHS, MpaBHUia
BHYTPIITHBOTO PO3MOPSIKY);

3. JIOKyMeHTallisl 3 opraisauii mepecyBaHHs KaApiB (peecTpaliifHO-KOHTPOJIbHA KapTKa, aHKeTa,
Haka3 Ipo NPUHHATTS Ha poOOTy, HAaKa3 Ta 3asBa MPO NEPEBEACHHS Ha 1HIITY POOOTY, 3asBa PO 3BUILHEHHS,
Haka3 Mpo 3BUIbHEHHS;

4. NOKyMEHTAIlisl 3 OI[IHKUA TPYAOBOI MisUTBHOCTI (ITOIAHHS TPO 3a0XOYCHHS, JOIOBIHA 3arvCKa,
MOSICHIOBAJIbHA 3aMMCKa, HAKa3 PO HAKJIAJaHHS AUCLUUIUIIHAPHOTO CTATHEHHS).

VHidikoBaHa cucteMa (piHaHCOBOI JOKYMEHTAIIl]l BKJIIOYAE:

- Oyxranrepchka JOKyMEHTAIlisl OFO/PKETHIX YCTAHOB Ta OpTaHi3aIliii;

- MEepBUHHA OyXTaaTepchka JAOKYMEHTAIisl ONDKETHHX YCTAaHOB 1 OpraHi3aliii iT. 1.

IV. 3acBo€eHHsI HOBUX 3HaHb, )OPMYBaHHSI BMiHb
3aBIaHHA
[TixiOpatu miteparypy nais HamucaHHs pedepary Ha Temy: «lcTopis pO3BHUTKY KOMITIOTEpHOL
TEXHIKI» Ta 0O()OPMHUTH 3T1THO TIPABHUIL.

V. IlincyMKHu ypoxky
Po3B’s3yBanHs pelyciB

VI. JomamHe 3aBAaHHS



Tema 5 Ocnoeu enekmponnozo 0okymenmoooicy 10 kiac

CknacTu miaH A HamucaHHs pedepaTy 3rigHO JiTepaTypu MigiOpaHoi Ha ypoui Ta 0(pOpMHUTH
3TiHO TIPABUIL



