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Tunosi HOpMuU
yacy Ha OCHOBHI npouecH 0idj1iore4Hol podoTu

1. 3araanHa yacTnHA

1.1 Tumomi HOpMH 4Yacy Ha OCHOBHI mporiecu Oi0mioTeunoi po6otu (mami — Hopwmm)
MpPU3HAYEH] JI1 BU3HAUCHHsI IITATHOI KUIBKOCTI MpAaIliBHUKIB 010/110TEK, MJIaHyBaHHS POOOTH,
BHJIa4i HOPMOBAHUX 3aBJIaHb HAIIOHAIBHUX 1 JepKaBHUX Oi10MOTEK, SKi BIAHOCATHCS 10 chepu
ynpaBiniHHA MiHICTepcTBa KyJabTypu 1 TypusMy YKpaiHM 1 peKOMEHJIOBaH1 JJIsl 3aCTOCYBaHHS Y
nyOniuHux 010mioTekax cepu BIIMBY MiHICTEpCTBA KYIBTYpHU 1 TYpU3MY YKpaiHu.

1.2. B ocHoBy po3po6ku Hopm moxiiageHo CTaTuCTHYHI AaHi, pe3yabTaTH XPOHOMETPAKHUX
Ta MOMEHTHHUX CIOCTEpEXEHb, MPOBEACHUX y XOJ1 ampoOallii B HalllOHAJIbHUX, JEP>KaBHHX,
o0JacHUX YHIBEpCaJIbHUX HAyKOBUX O107i0TeKax, B oOmacHUX Oi0miorekax sl AiTel Ta B
oOmacHux Oibmiorexkax uia toHautBa. Has3Bu mpouecis, omepauiii y Hopmax 3acrocoani
BIJIMOB1/THO JI0 JIEPKAaBHUX CTAHJIAPTIB Ta MIKJIEPKABHUX CTaHIAPTIB, paTU(PIKOBAHUX YKPaAiHOIO.

1.3. Hopmu BCTaHOBIIEHO Ha TaKi HAMPSMU AisUTBHOCTI 010T10TEKN:

—  TOMNOBHEHHs 016mioTeyHoro (GoHY;

—  Oi0mioTeuHa oOpoOKa Ta KaTajaorizyBaHHS JOKYMEHTIB;
—  opradizariis 0i6mioreqnoro Gpoumay;

—  HaJIaHHA MOCIYT KOPUCTYyBauaM;

—  HaJlaHHA JOB1AKOBO-010mi0rpadiyHUX MOCIYT;

—  HAyKOBa;

—  pekiama 0106mioTeku Ta 61067110TEUHUX TTOCIYT;

— penaKkiiitHO-BUAaBHUYA;

—  pobota 3 oprasizaiiii rmparii Ta yrnpaBiHHS.

1.4. Y Hopmax BpaxoBaHO 4ac Ha MiArOTOBYO-3aKIIIOYHI pOoOOTH, sikuii cTaHOBUTH 10% Bix
orepatuBHOrO dYacy. B okpemmx Bumamkax 10 HopM 3acTOCOBYIOTBCS —iABHIYBaJIbHI
Koe(IIiEHTH Ta 0COOTMBOCTI pOOOTH B aBTOMAaTH30BAHOMY PEXKHMI.

1.5. Ha po6otu 3 po3poOku mporpam, METOAUK, METOIUKO-010110rpadiuHnX MOCIOHUKIB 32
OJMHMIIIO BUMIPIOBAHHA TNPUNHATO OOUH JOKYMEHT a00 OIuMH aBTOPChKUN apkym. Hopmu
BCTAHOBJICHO Y FOIMHAX, XBUJIMHAX, CEKYH/IaX Ha OJIHY OJMHMIIIO BUMIPIOBAHHS.

1.6. bibmioTekam HagaeTbcs TPaBO PO3POOISATH Ta BIPOBAKYBATH B YCTAHOBICHOMY
MOPSJIKY BJIACHI HOPMU 4Yacy, SIKIO BOHH BiINOBIIAIOTH OUTBII BUCOKINM MPOAYKTUBHOCTI Mpaili,



a00 3MICT TEXHOJIOTIYHOTO MPOLECY Ma€ IMiJIBUIICHY CKJIAIHICTh Ta OUIbIIy JAeTaii3alliio,
BU3Ha4YEeHI IUMHU TUTTOBUMHU HOpMaMHU.



I1. Hopmu gacy
HA OCHOBHI nmpouecH 0i0;1ioTe4HOI podoTH

1. IlonoBHeHHs1 6i01i0TEYHOTO (POHTY

Taonuusn 1
Homep Ha3ssa npouecy, onepaunii. Onpunnus
HOPMH 3micT pob6oTn BUMIipy Hopma wacy
1. 2. 3. 4.
IloTouyHe KoMMIeKTYBaHHS 6i01ioTedHOrO hoHTY
1. [NepernssHyTH KHUTOBHIABHIYY Ta KHUTOTOPTOBEIBHY iH(OpMAIIit0 oJlHa | xB
MIO3HLLS
2. BCTaHOBUTH rajly3b 3HaHb 1 BUJ TIOTPiOHOTO 6ibmioTeni qokyMeHTa'. oJHa | xB
Bu3Haunty HEOOX1IHICTh MOT0 pUaOaHHS MO3ULIIA
3. [lepersin KapTOTEKW HE3aIOBOJICHOTO IOMHUTY. AHami3 BiIMOB IS OJlHA 2 xB
BUSIBIICHHSI TOKYMEHTIB, MOTPIOHUX JJIsl TOKOMILJICKTYBaHHS BIZIMOBa
4. Bu3HauNTH KiNBbKICTh IPUMIPHHUKIB 11 3aMOBJICHHS oJHa | xB
MTO3HIIis
5. OdopMuTH 3aMOBJIECHHS. 3a3HAYUTH KiTbKICTh MPUMIipPHHUKIB, BapTiCTh
OJIHA Ha3Ba 3 XB
3aMOBJICHHSI, BKa3aTH JaTy
6. OdopmuTH 3aMOBIICHHS Ha IPUAOAHHS 3apyOKHUX TOKYMEHTIB OJTNH
JOKyMeEHT 1 rox 30 xB
Po6oTa B aBTOMATH30BaHOMY pe:KUMi
7. Bpectn 3aMoBiieHHs B 0a3y JTAHMX NOTOYHOTO KOMIIJICKTYBaHHS 0JIHA Ha3Ba 3 xB
8. Binpenarysaru BBefieHi y 6a3y JaHHWX BiIOMOCTI ITPO 3aMOBIICHHSI OIHA Ha3Ba 2 XB
9. Po3npykyBaru aHi MOTOYHOTO KOMIUIEKTYBaHHS oHa | xB
CTOpIHKa
CTBOpeHHSI KAPTOTEKH MOTOYHOI0 KOMILIEKTYBAHHSA
10. OdopMuTH  KapTKy-3aMOBJICHHS: 3a3HAYUTH aBTOpa, 3arojoBOK, onHa
BUXI/JIHI JaHi, KUIBKICTh 3aMOBJIEHHX NPHUMIPHHKIB, pPO3MOALT 3a 3 xB
CTPYKTYPHHMH TiApo3aiamMu, 0ibmioTexamu-isissmMu Kapria
11. Po3craButn KapTku 3a abeTKOIO MpI3BHII aBTOpPiB a00 3aroloBKiB oJHa 50 ¢
BUJIaHb Y KAPTOTEKY MOTOYHOTO KOMIUICKTYBaHHSI KapTKa
CxJy1ajaHH$ ONIEPATHBHOIO (II0TOYHOI0) IVIAHY KOMILJIEKTYBaHHS
12. Cknactu miiaH GopmyBaHHs 610ioTedHOr0 POHITY Ha MOTOYHUH PiK 32
KUIbKICHUMU ~ TIOKa3HWKamu.  [ligroryBatu  Tabmwuii:  o0Ocsary onHa | ron
HAJXO/DKEHh Ta BHOYTTSA, JDKEpEN KOMIUICKTYBaHHS, Taly3eBOTO TTO3HIIis
CKJIaJy, 3a BUAAMHU, MOBaMH, KOLITOPHCY BUTPAT
Ilepennaara nepiognyHUX BUIAHD
13. [NeperissHyTH KaTralord TEpIONWYHUX BUJIAHb, BU3HAYHTH HA3BU oJIHa | xB
NepiOAVMYHUX BUJAHB ATl IEPEATIIATH Ha3Ba
14. V3araabHUTH 3aMOBJICHHS BiI MiAPO3AUTIB 010/m0oTEKH one
(6i6mioTek-(iniit) Ha epeaIIary nepioAMYHUX BUIaHb SAMOBTCHIL 2 XB
15. 3BipUTH 3aMOBIICHHS HA MEPEAIUIaTy NepiOANYHUX BUIAHb OTOYHOTO
POKY 3 TIEPEAILIATOI0 MIHYIIOTO POKY /s BUSABICHHS 3MiH y Ha3Bax Ta oflHe 14 c
1iHi. 3poouTH HeOOX1THI MO3HAYKU 3aMOBJICHHS
16. 3BipUTH BUXiNHI JaHi 3apyObKHHMX TEPIOAWYHUX BHIAHb, SKi OIHE 15 xB

! JlIokyMeHT — MaTepialbHui 00’ €KT i3 3a(hiKCOBaHOIO HAa HHOMY iH(OPMAIIIEI0 y BUIVIAAI TEKCTY, 3BYKO3aIHCy ab0

300paskeHHS.
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3aMOBJISIFOTECS BIiepiie, 3 0i0miorpadiuHIMH JIOBIIHUKAMH Ta IHIIUMH | 3aMOBJICHHS
iHpOpMaiTHIME HKEpeTaMu
17. Odopmutn 3amoBIeHHs Ha mnepexaruiary. llimpaxysBaTu BapTicTh ona
nepen-miatd 3 ypaxyBaHHAM JIOCTaBKH, 3allOBHUTH KBHUTAaHIIO . 3 xB
a0OHEMEHTa Ha IePIoUYHI BHIAHHS TOSHHIA
18. OdopMuTi peecTpaliiiHy KapTKy Uil KapTOTEKH IEpioIUYHUX
Buaanb. [IpocTaBuTH Ha KapTHi iHAEKC, PiK, MEPIOANYHICTh, KUIBKICTh | OIHA KapTka 5 xB
3aMOBJICHUX KOMIUICKTIB, CUIIM CTPYKTYPHHX ITiJPO3/ILTIB
Po0oTa B aBTOMaTH30BAHOMY pe:KUMI
19. BBecTH 3aMOBIICHHS Ha NIEPioAWYHI BUAAHHS 10 0a3u JaHUX OJTHA KapTKa 5 XB
20. CxopuryBaTH 3aMOBJIEHHS. BHUBeCTH Ha €KpaH CIUCOK TMEpioHIHUX
BupaHb. BHecTH 3MiHN O/ Haspa 2 XB
JlucryBanus 3 KHUTOTOProBeJIbHUMH opra”izauismu,
BHIABHUIITBAMM, 0i0/IioTEeKAMH TOIIO
21. Cxiacti,  HaJIpyKyBaTd  TEKCT JHCTa  (3alWTy, TMPETeH3ii),
3ApCECTPYBATH y KHM3I BUXIIHHMX JIOKYMEHTIB (mpocraBuTH 1ary, O — 30 x5
MOPSIIKOBUH HOMEp, 3a3HAaYMTH Ha3BYy OpraHizallii, KOpOTKO BHKIACTU
3MICT JIUCTA)
JoxommiektyBanHs 0i01ioTeunoro ¢gonay
22. Y3aranpbHUTH 3allUTH CTPYKTYPHUX Miapo3ainis, giniit [BC. OJTNH 1xB 10 c
BKITIOUNTH 3aMOBJICHHS JIO KAPTOTEKH JJOKOMIUICKTYBaHHS JIOKYMEHT
23. Cknactu OiOmiorpadiyanii 3anmc. 3a3HaYUTH KiUIBKICTH MOTPIOHUX
. o . . OJIHA KapTKa 3 xB
NPUMIPHUKIB 1 CUITIM CTPYKTYPHHUX TiAPO3ILTIB
24. Po3cTaBUTH KapTKH Y KAPTOTEKY JOKOMIUICKTYBAHHS OJTHA KapTKa 5 XB
25. IleperissHyTH HaNOBHEHHS CHCTEMAaTHYHOIO Karajory 3a pi3HHMH
acrmektamMu (ramy3siMd 3HaHb, BHUJAaMH, POKaMd Ta iH.). 3iCTaBUTH
OTpHMaHi JaHi 3 TeMaTHYHO-TUTIONOTIYHUM (NIEPCTIIEKTUBHIM) IUTAHOM | OJlHA KapTka 10c
KOMIUICK-TyBaHHS. ~YTOYHUTH, BHECTH KODEKTUBH [0 IUIAHY
KOMIUICKTYBaHHS
Bin6ip noxymenTiB 3 oOMiHHHUX (QoHaiB OibaioTex  gas
JTOKOMILJIEKTYBAHHS
26. PosrissHyTH TIpomo3uIlii (MEperNiTHyTH CIUCKH, KapTOTEKW OOMIHHUX
donnis 6i6mioTek), 3BIpUTM 3 KaTajoraMM Ta KapTOTEKOW JIO | oHa Ha3Ba 3 xB
KOMIUICKTY-BaHHsI 0101i0TeKn-0TpruMyBaya, BilibpaT noTpiOHI HAa3BH
27. Biniopatu mokymentu de-viso 3 00OMiHHOTO (DOHITY OITUH
JOKYMEHT 3 xB
IlpuiiMmaHHa JOKyMeHTIiB, 10 HaIiHmIM i3 CynpoBiIHMMH
JAOKYMEeHTaMU
28. [pwuitaaTn 6aHEPOITi, TTOCHITKH OIHAa
OaHIIEepoIIb, 1 xB
MIOCHJIKA
29. Poskiactu 6aHnEepori, IMOCKIIKH 32 eKCIIEANIIIHHUMHI HOMepaMH OlIHa
OaHaepos, 30c
MOCHJIKA
30. PosmakyBatu 6aHIEpOITi, TOCHITKH oIHa
OaHIIEepoIb, 30c¢c
MOCHJIKA
31. Poskiactn moxkymeHTH 3a andaBiTOM aBTOpPiB a0O HAa3B, 3BIPUTH i3 oA
CYNPOBIAHUM JOKyMEHTOM: BHAATKOBOIO HAKJIAJHOI, YEKOM, aKTOM
tomo. IlpocraBuTH 1iHYy Ha BUAAHHI, MigPaxXyBaTH KUIBKICTbH 61?);([;510;5’ 2 xB

MPUMIPHUKIB, 3arajibHy BapTiCTh JOKYMEHTIB

IlpuiiMaHHs TOKYMEHTIB, [0 HAIHIIIM 0e3 CYNpPOBiTHUX

5




JTOKYMEHTIB

32. [Tigibparn moxymeHTH 3a andaBiToM OIUH 30 cex
JOKYMEHT
33. Busnaunty 1iHy 3a OIIHKOIO KOMicii Ha OCHOBI Meperisiny Mpaicis,
AQHaJIOTIYHUX BHJaHb, OYKiHICTHYHOIO Karajory TOLIO, NPOCTaBUTH | oOgHA Ha3Ba 6 xB
IIIHY Ha JJOKYMEHTI Ta IMiJICYMYBaTH 3araJIbHy BapTiCTh TOKYMEHTIB
34. CKJIaCTH aKT MPUUMaHHS JTOKYMEHTIB OJIUH aKT 10 xB
35. CKJIacTH CIIHUCOK JOKYMEHTIB JIO aKTy OJITHA Ha3Ba 1 xB
36. [IpocraBuTu mTEMIENs Ha TUTYILHOMY apKymii Ta Ha 17 cropiHIi
JOKyMEHTa OIIH 36c
JOKYMEHT
3BipsiHHA NOKYMEHTIB, 10 HaJilIIN, 3 KAPTOTEKOI MOTOYHOIO
KOMILJIEKTYBaHHS
37. 3BipUTH  OTPUMAHUN  JOKYMEHT 13  KapTOTEKOI0  ITOTOYHOTO oIHa | xB
KOMIUIEKTYBaHHSI, 3pOOUTH MTOTPiOHI MO3HAYKH KapTKa
38. [MocraBuTH KapTKy Y KapTOTEKy IIOTOYHOTO KOMIUIEKTYBaHHS 3a oHa 25 ¢
PO3IITLHUKOM « BHKOHAHI 3aMOBJICHHS KapTKa
IIpuiiMmanns Ta 00J1iK NepioIMYHUX BUJAAHb
39. [MixiOpatn oTpUMaHi XypHalIM Ta Tra3eTH, BiAMITHTH HOMeEp, AaTy
BU-JaHHSA B PEECTPAIlifHIA KapTii KapTOTeKH OOJIKy MepioandHHX o 2 xB
S JOKYMEHT
40. [IpocTaBuTH mTEMIENs HA IEPIOANIHOMY BUAAHHI OIIH 18
JOKYMEHT
CymapHuii 00J1iKk JOKYMEHTIB
41. JokyMeHTH, OTpHMaHi 3a OJHHUM CYNpPOBIAHUM JOKYMEHTOM,
PO3KIACTH 33 BWJIAMHM, Taly3iMH 3HaHb, MOBaMH, H?peBipI/ITI/I OJIH | xB
KIJIBKICTD Ta BIANIOBIIHICTE JOKYyMEHTiB. BH3HAuMTH KiNBbKICTh Ha3B. [ HOKYMEHT
[linpaxyBaru BapTicCTh mapTii
42. 3pobutu BiamoBinHi 3anucu y Kuusi cymapsoro obniky (Yactuna I) oHa
napTist 6 x8
43. [MizpaxyBar MOCTOPIHKOBO 3a MO3MIIAMH (IO KOJOHKaX) AaHi KHuru oJHa 5 x5
CyMapHOro OO0JIKY, IEPEHECTH PE3YIbTAaTH Ha HACTYIHY CTOPIHKY KOJIOHKA
44. OdopMuTH CynpoBiTHHIA TOKYMEHT (BHIAaTKOBA HAKIIAJHA, aKT TOIIO) OIHAa 15 xB
JUIs Tiepeiadi B OyXranTepiro KOJIOHKA
45. 3BipuTH  (HiHAHCOBI  JOKYMEHTH BIiIIUTy KOMIUIEKTYBaHHSA 3 OJINH 2 xB
BiJIIOBiTHUMU (PiHAHCOBUMH TOKYMEHTAMH OyXTrasTepii JIOKYMEHT
InauBigyaabHuii 00J1iKk JOKYMEHTIB
46. Odopmute HOBY IHBEHTapHY KHHTY: TIPOHYMEpPYBAaTH CTOPIHKU
n}(}z)ull)mn, CKpinHyTH neanKor;oy PO ’ | oawaxuura 1 ron
47. [TpocTaBuTH iHBEHTAapHI HOMEPH B IHBEHTAPHIN KHU31 oJHa 5 x5
CTOpIHKa
48. 3anmucaT IOKYMEHTH 3a BCTAHOBJICHOK ()OPMOIO 10 1HBEHTApPHOI OIIVH 3 xB
KHUTH JOKYMEHT
49. [IpocTaBuTH iHBEHTapHHUI HOMEDP Ha TIOKYMEHTI (TUTYJIbHA CTOpiHKA OJTNH | xB
Ta 17) JIOKYMEHT
50. OdopMuTH KapTKy IHOMBIIYaJdbHOTO OOMIKY JOKYMEHTY JUIst
00JIIKOBOTO KaTaJoTy (3a YMOBOIO BeIEHHsI OOJIKOBOTO KaTaJjory):
OiOmiorpadiyHMi omHMC JMOKyMEHTa, IliHA, iHBEHTApHUU HOMeEp, piK oJHa 5 x5
HaIXOKCHHS, HOMEp 3amucy B KHu3i cymapHOTO 00Ky, KiTbKiCTh KapTKa

MPUMIPHUKIB, 10 HAMIANOLIKM, IX PO3MOMIA 32 CTPYKTYPHUMH
niapozainamu 6i0miorexn abo LIBC




51. 3ammcaru 10 KypHaIy peecTpaiii kKapTok oOmikoBoro karauory L[Pb
IHBEHTapHUH HOMEp, TepIre ciIoBo 3aronoBka (B ymosax [[bC) O 3aTIHC 2le
Po6oTa B aBTOMATH30BaHOMY pe:KUMi
52. [TepeBipuTn Ha ITyONETHICTH JOKYMEHTH, IO HAMIATILUH, B 6a31 maHUX OINH 2 xB
€JIEKTPOHHOI'0 KaTajory JOKYMEHT
53. Jomnucaru BiIOMOCTI, TOTPIOHI JJist OOJIKY Ta 3alOBHEHHS 00IKOBUX OJIMH
¢dopM y 3HaiiieHi 3armucy Ha JOKYMEHTH, TIepeBipeHi Ha TyONeTHICTb JIOKyMEHT 3 x8
54, CrBoputu Oi0miorpadiuHuii 3amuc Ha JOKYMEHTH, IO HaIiHIIIM
BIIEpITIC, 13 BHECCHHSIM BIJOMOCTEH, NOTPIOHMX s OONIKY Ta onmH 10 xB
3arMmoBHEHHS 00TiKOBUX PopM AOKYMCHT
55. O¢opMUTH CTPaxOBy KOMiI0 IHBEHTApHOI KHUIH, IIO BENETHCA B
CJIEKTPOHHOMY BapiaHTi: apKylli pO3ApyKyBaTH, MNpPOHYMEpyBaTH, | oxHa KHUTa 1 ron 30 xB
MPOIUTH, CKPITUTH TIEYATKOIO, 3]]aTH B OTIPABY
BuJiiyueHHsi JOKYMeHTIB 3 00J1ikoBHX (opm
56. [MpuiiHsaT aKTH Bif CTPYKTypHHX miaposainiB 6i0miorexu (LIBC) nHa
JOKYMEHTH, 10 BHOYNH, 3poOuTH 3amuc y KHH31 cymapHOTO 0OMiKY
(2-ra yacTuHA), MPOCTABUTH HOMEP aKTY OAHH AKT 10 x5
57. ITigmuTy akTu OJIUH aKT 1xB
BUKII0O9ATH JOKYMEHT (32 CIFICKOM JIO aKTy) 3 00iKOBHX (hopm:
58. IHBEHTapHOI KHUTH OJIUH 7 B
JOKYMEHT
59. 00JTIKOBOTO KaTajaory OITNH | xB
JOKYMEHT
60. OTMCY iHBEeHTapHUX HOMEPIB OJTH | xB
JIOKYMEHT
PoOora B aBTOMaTH30BaAHOMY pe:KUMI
61. BukIrounTH JOKyMEHTH, IO BUOYNH, i3 (OPMHU OOIIKY €JIEKTPOHHOTO OJTH | xB
KaTajory JIOKYMEHT

Tpumimxa: TIpu poOOTi 3 TOKyMEHTOM, HAITMCAHUM iIHO3EMHOIO MOBOIO, 10 HOPMH 4Yacy JOA€ThCS MiIBUIIyBaTbHUH

xoedimient 1,15.

2. Bi0tioreyna 00po0ka Ta KaTaJOri3yBaHHsl JIOKYMEHTIB

Tabnuua 2
Homep Haspa npouecy, onepauii. OnuHuus
HOPMH 3micT poboTH BUMIipYy Hopma vacy
1. 2. 3. 4.
Po0oTa 3 IpyKOBaHUMH KAPTKAMM
1. Po3iOpatyi KOMIUIEKT qpyKOBaHUX KapToK KHIDKKOBOT manatu YKpaiHu oJHa 30c
KapTka
2. [Tigibparn napykoBaHi KapTku 3a andaBiTOM MpPI3BUII aBTOPIB YU onTHa 25 ¢
3aroJIOBKiB JUIsSI PO3MIILIEHHS y CITy>KO0Bii KapToTemi KapTKa
3. Po3craBuTH KapTKu B cIy>K00Bii KapToTeli oJlHa 30c
KapTka
4. [TixiOpatu ApyKoBaHiI KAPTKHU 10 JOKYMEHTIB, IO HAMiHIILIN OIIHA | xB
KapTka
3BipeHHsI JOKYMEHTIB, 110 HATIHIIIN, 3 KATAJI0raMu
5. [lepeBipuTH 3a CiIy’>k00BHM KaTajloTOM HasBHICTh JOKyMEHTa Y (hOH]II.
VY BUMajKy MOBHOI iAEHTHYHOCTI MPOCTaBUTH Ha KaTAJIOXHIA KapTii
IHBEHTapHUI HOMEP OTPUMAHOTO JJOKYMEHTA, ICPEHECTH 3 KaTalOXKHOT o Hassa 3 xB
KapTK{ Ha JOKYMEHT 0i0mioTeuHnid mudp
6. [lepeBiputu 3a ciayx00BUM KaTaJlOroM HAasBHICTH 0araTopiBHEBOTO OJIMH 4x8
Oi0miorpadiyHOro 3ammMcy Ha BHJAHHS, IO MPOJOBXKYETHCS, a00 | JOKYMEHT

7




cepianbHe  BUAAHHSA. Y  BHIIAMKY  BIAMOBITHOCTI  ITO3HAYHTH
HaJl-XOJKEHHSI IEBHOTO TOMY, YACTHHH BUITYCKY.

[IpoctaButn iHBeHTapHUH HOMep, 3poOuTH iHmI  OGibmioTeuHi
no3Hauku. IlepeHecTn 3 KaTaloXKHOI KAapTKU HA  JIOKyMEHT

6i6mioTeunmit mudp

7. OdopmuTH IpyKOoBaHYy KapTKy, HAIMCATH iHBEHTapHUH HOMED, IU(D oJHa ) xB
KapTka
®dopmyBanHsa 0i0iorpadiunoro zanucy
8. Cknactu  ocHOBHMH  OiOmiorpadiuHmii 3amuc 3a  BiACYTHOCTI
JpPYKO-BaHOi KapTKA Ha JOKyMEHT: (O3HAHOMHTHCS 3 AOKYMEHTOM, | OJMH 3aIucC 5-11 xB
CKJIACTH 3aITiC, 3pO0OUTH 010TI0TEUHI TTO3HAYKH)
9. Cxutacti OCHOBHHUH Oi0miorpadivHnii 3amic 3a JOIIOMOTOK MaKeTa
KapTKH, HQJAPYKOBAHOTO y JOKYMEHTI (eperITHy TH JOKyMEHT, 3BipUTH
3 E\)/IaKe,TOM pIZElpTKI/I, y ;a3i iOTpefSIEI BIiICCTI/I y3MiHI/I }i,Z[OH;)BHepHHSI, O sattme 6 xs
3poouTH 010JII0TEYH] TTO3HAYKH)
10. CKJ1acT TOJaTKOBHA OTHC J0 OCHOBHOTO 0i0miorpagiqHOTO 3arnmcy OIIHA AxB
KapTka
11. O3zHaioMuTHCS 3 TOKYMEeHTOM. CKJIaCTH aHAJIITHIHIH 3aIHC OoJlHa 4 B
KapTka
12. CkJacTu KapTKy MOCHJIaHb 0 OCHOBHOTO 0i0iorpagiyHoro 3anucy oJlHa
KapTka 2 xB
PenaryBanns 6i0siorpagiynoro 3anucy
13. IlepeBipuTn NpaBUILHICTE 0hopMIIeHHS Oi0MiorpadidHOTO 3aMucy Ha
KapTIi: TIOMaHHSA eleMeHTiB OibmiorpadiyHoro 3ammcy, mudpiB, oITHa AxB
010;ioTeyHNX TO3HAYOK. BusHauntu THpaxk Oi0miorpadidHUX KapTOK KapTKa
JUTSL PO3MIIIICHHSI y O10JIIOTEUHUX KaTauorax
I'pynoBa 06po0ka 10KyMeHTIB
BiniOpatu oMHOTHUITHI JOKYMEHTH, IO MiJIATal0Th IPYIOBiid 00pooiIi.
CKJacTy 3arajbHy XapaKTEPUCTHKY Ha KOMIUICKT JOKYMEHTIB.
KinpKicTh JOKYMEHTIB Yy TpyIIi:
14. o9 OJlHA Tpyma
I[OKYMg}}I]TiB 45 xs
15. 10-15 OJIHA Tpyna
L[OKyMSIZTiB 1 ron
16. 16 —30 onHa rpyna 2 ron
JIOKYMEHTIB
17. [lepeBipuTy NpaBUIBHICTH CKJIAAAHHS XapaKTEPHUCTUKU HA KOMILJICKT oJHa
JOKYMCHTIB XapakTepuc 15 xB
THKA
IlinroroBka 10 iHAEeKCYBAHHS JOKYMEHTIB JJIsl KATAJIOTIB
18. ITigiOpatu kapTky 3 0101iorpadiuyHUM OIIMCOM 10 JOKYMEHTA, 3BIpUTH
i BKHaI():TI/I B H(I))Kyl}\,/[eHT ped ’ o OAHH SAITHC 40¢
19. Posnoninuti OKyMeHTH 3a Tany3sMH 3HaHb (32 TEMaTHKOIO) oJHa | xB
Ha3Ba
20. IlepernssHyTn 3apyOiKHI BWAAHHS, TepeKiIacTH MOTPIOHI maHi OJlHa 26 xB
YKPaiHCHKOK MOBOIO Ha3Ba
CucremaTu3aiisi JOKyMeHTIB
21. O3HaOMUTHCS 3 JOKYMEHTOM, IMEPEBIPUTH BIAMOBIAHICTH 1HICKCY,
HAJIPYKOBAHOTO y BHWIaHHI, TaOmWIsAM Kiacudikaiii, TpudHATAM Yy 1;);[3}1131 5 xB

6i10J1i0TeIIl, MPOCTABUTH MOTPIOHMI 1HICKC HA JOKYMEHTI
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22.

O3HalOMUTHCS 3 JOKYMEHTOM, BHM3HAUUTH IHJEKC 3a TaOHISIMU

knacudikarii, mpuitHsTuMu B 0i0IioTeI, 3a BiICyTHOCTI APyKOBaHOI OIlHa 15 x5
KapTku abo MakeTy KapTKu Ha BuIaHHA. [IpocTaBuTh iHAekc Ha Ha3Ba
JIOKYMEHTI
23. BusHaunTH aBTOPCHKHI 3HAK JOKYMEHTA 32 aBTOPCHKUMH TaOTUIIMU o/lHa 1 x8
Ha3Ba
24. 3ammdpyBatd JAOKYMEHT NpH (OPMATHO-IHBEHTApHIH PO3CTAHOBII: oJlHa 30c
BH3HAYUTH opMaT TOKYMEHTA, HaTucaTy mudp Ha3Ba
25. Bimpenarysatm  mmdp:  mepeBipuTH  TPaBUIBHICTE  IHIEKCY, oITHa ) xB
ABTOPCBHKOTO 3HAKY Ha3Ba
26. CxutacTi KapTKy aOeTKOBO-IIPEIMETHOTO TTOKaKIMKa, 3BIPUTH MOHATTS oHa
3 IOBiAKOBMMH BHIaHHAMH. Hamucatn Ha kKapTii KaTajJoXKHUH 1HAEKC, 8 xB
3a3HAYNTH NOCUIAHHS Ta 3B’ SI3KM MK OKPEMUMH PYOpHKaMHu Kaprea
IlpenmeTru3aiisi TOKyMeHTIB
217. [lepeBipuTH BimMOBiAHICTE PyOpPHK IPYKOBaHOI KAPTKU HA BHIAHHS
BiJITIOBIJTHO /IO METOAMKH MPEeIMETH3AIlI1, MPUIHATIH y O0i0mioTeri onHa 3 XB
pyOpuKa
28. O3HalOMUTHCS 3 JOKYMEHTOM, BH3HAUUTH TPEIMETHI pyOpHKH 3a
JOMIOMOTOI0  Te3aypyca (pyOpukaTopa), IO 3aCTOCOBYETbCA B onna 5xB
Oi0miorerwi pybpuka
29. BreneHnas HOBOTO OHATTS 110 Te3aypyca (pyopukaropa) onHa 2 xB
pyOpuKa
30. PenaryBannss mnpenmetrHoi pyOpuku. [lepeBipuTH mnpaBHIBHICTH oJHa | xB
npeIMETHOT pyOPUKH, TOUHICTh HAIMCAHHS pyOpuKa
Oprani3zaiisi Ta BeleHHs1 A0eTKOBUX KaTaJIOTiB
31. [TigiOpaTu kapTKu 3a andaBiToM 3aroioBKiB a00 Ha3B oJlHa 30c
KapTka
32. Po3cTaBuTH B KaTano3i momnepeaHbo miaiOpani KapTKu OIlHA | xB
KapTka
33. PenaryBanHss karajory: TEpeBIpUTH MpPaBUIBHICTH PO3CTaHOBKH oA
KapTOK, HAMMCaHHA JOJATKOBUX KapTOK Ta KapTOK 13 MOCUJIAHHSIMHU, KapTKa 1x820c
BUIPABUTH HOMMJIKH
34. Hammcaru po3ninbHUK. 3a3Ha4uMTH JITEpy, CKJal, Ha3By OpraHizarii OJTUH 1 xB 30 ¢
a0b0 yCcTaHOBH, IPI3BHIIE, iM’s1, IO OATHKOBI aBTOpa PO3IIITLHHUK
35. Po3mimienHss po3minpHUKIB: mifgiOpath 3a andaBiTOM, TMOCTABHTH, OIINH ) xB
3aKpIIUTH CTEPKEHb PO3IIIEHUK
36. Hammcarn etmkeTKy Ta HyMepaliiiHi MO3HA4YeHHSA, PO3MICTUTH Ha OJlHa IxB
KaTaJIOKHIN IIyXJIsiAi ETHKETKA
Opranizanis Ta BefieHHsI CHCTEMATHYHHUX KaTAJIOTiB
37. [ligibpatn kapTku 3a KiIacu(iKamiHHUMHU 1HIEKCAMH, YCEepeaHHi OJlHa 1 x8
po3IiTy — 3a andasiToM 3aroJoBKiB a00 Ha3B KapTKa
38. Po3craBuTH B Karanos3i nonepenHbo MinidpaHi KapTKu oJlHa IxB
KapTka
39. PGHaTy.BaHHH Karasory: Hepe.BipI/ITI/I MIPAaBUIBbHICTh HAIIOBHEHHS OIHa 1 xB 20 o
PO3MIJTIB 32 3MiCTOM, iHAEKCAMH i PO3CTaHOBKOIO, BUIPABUTH OMHJIIKH KapTka
40. [MigroryBarn po3midbHUK: MigiOpaTH PO3MUTBHUKK 32 KOJBOPOBOIO
raMo10, BHpI3aTH 3TiAHO TMOTPiOHOI (OpMH 3a TIEBHUM PO3MIpOM. OITIH 3 xB
Hammucarn (HagpykyBaTw) pO3AUTBHUK: 3a3HAYUTH KIACU(DIKAMIMHUN | PO3MITBHHUK
iH/IEKC, Ha3BY PO3AiTy ado MmiApO3iny, MOCUIAaHHS, BiICHIIaHHS
41. Po3mimienHss po3niibHMKA: MigiOpard 3a 1HAEKCaMH, IOCTaBUTH, OIMH 1 x8
3aKpIIUTU CTEPKEHb PO3IIIEHUK




42. Hammcarn etmkeTKy Ta HyMepaliiiHi MO3HA4YeHHSA, PO3MICTUTH Ha OllHa 2 xB
KaTaJIOKHIN IIyXJIsiAi ETHKETKa
Opranizanis npeMeTHOr0 KaTaJIory

43. [lixibpatn KapTKW 3a MpeAMETHUMH PyOpHKaMH, ycepenuHi pyopuk — OllHa 1 x8
3a andaBiTOM 3aroJoBKiB 200 Ha3B KapTKa

44. Po3craBuTH B Karanos3i nonepenHbo MinidpaHi KapTKu oJlHa | xB

KapTka

45. PenaryBaHHsS NpeAMETHOTO KaTaJory: MEpPeBIpUTH MPaBHIBHICTH oIHa | xB
NOCUJIaHb, PYOpPHK KapTka

46. Hanmcaru po3ninbHUK. 3a3HAYUTH PYOPHUKY, TTOCHIIAHHS OITUH 3 xB

PO3IIIEHUK

47. Po3mimieHHs1 po3ainbHUKA: BU3HAYUTU Micle, MIOCTaBHUTH, 3aKpillUTH OIMH ) xB
CTEPIKEHb PO3IITEHIK

48. Hammmcatn ermkeTky Ta HyMmepalliiHI TO3HA4YeHHS, PO3MICTHUTH Ha onmHa ’ xB
KaTaJIOKHIN IyXJIsiAi CTHKETKA
Oprauizauis Ta BeJICHHA HyMepaliiHoro KATaJIo0ry
HOPMATHBHO-TEXHIYHOI JOKYMeHTaIlii

49. [ligiOpatn kapTkW 3a BUJAMHU JOKYMEHTIB, YMOBHHMH ITU(PPOBUMHU
MO3HauKaM#, an(aBiTOM CKOPOYEHHMX Ha3B KpaiH, JIATHHCHKUM K(z)lﬂj:cla 5xB
andasiToM (3apyOi>KHUX CTaHIAPTiB), HOMEPAMH JIOKYMEHTIB P

50. Po3cTaBuTH B KaTano3i momnepeaHbo miaiOpadi KapTKu OIlHA 30c

KapTka

51. PenaryBanHsi karajory: TEpeBIpUTH MpPaBUWIBHICTH PO3CTaHOBKH
KapTOK, BUIPAaBUTH MOMWIKH. BHeCTH B Karanor IOMOBHEHHS 1 3MiHU OIHa 3 xB
(BigmiHa, 3aMmiHa, 3MiHA, TPOJOBXKEHHS TEPMIiHY Jii 13 3a3HAUYECHHSIM KapTKa
JKepena)

52. Hammcaru 1 moctaBUTH pO3MiTBHUK, 3aKPITUTH CTEPIKEHB OJIUH 3 xB

PO3IUIEHUK

53. Hammcatn eTwkeTky Ta HyMepamiiiHi MO3Ha4eHHS, PO3MICTHTH Ha oJHa ) xB
KaTaJOKHIN IIyXJIsii ETHKETKa
Opraxizaiisi Ta BeieHHs1 TONOrpagiyHoro KaTajaory

54. [TigiOpatu kapTku 3a mudpamu 30epiraHas JOKyMeHTa oJlHa 30c

KapTka
55. Po3cTaBuTH B KaTano3i momnepeaHbo migiOpadi KapTKu OIlHA 30c
KapTka

56. PenaryBanHss karajory: TEpeBIpUTH MpPaBUWIBHICTH PO3CTaHOBKH ofHa 3 xB
KapTOK, BUNPABUTHU IIOMUJIKH KapTka

57. Hanmcaru po3ninpHuk. 3a3HaunTy mWuQpH 30epiranHs OJIMH 2 xB

PO3IITEHIK

58. PosMimensss po3mipHUKIB: mimiOparm 3a mmdpamu 30epiraHHs, OITMH X
NOCTABUTH, 3aKPIlIUTH CTEP>KEHb PO3IUIEHUK

59. Hammcarn eTwkeTky Ta HyMepamiiiHi MO3Ha4eHHS, PO3MICTHUTH Ha oJlHa 2 xB
KaTaJIOKHIN ITYXJIIsTi CTHKETKa
Opranizanis i BeieHHs1 eJeKTpoHHOrO0 Karajaory (EK)

60. 3BIpUTH TOKYMEHTH, [0 HAAIWIUIK, Ha HAsBHICTH 3amucy B EK OIMH 2 xB

JIOKYMEHT

61. [Ipunucarn nybnetn y KaTajlor: NPOCTAaBUTH IHBEHTApHI HOMEpPHU Ta o

iHmi ememeHtd Qopmu BBoay (BimmoBimHO a0 AIBC, mo nie y HOKyMeHT 2 XB

6i0iorerti)

®dopmyBaHHS KatanoroBoro 3ammcy st EK. 3amoBHeHHS BinMmOBiTHUX
TIOJIIB:

10




62. 1o 10 enemenTiB OITUH
3aIHC > XB
63. 10-20 enemeHTiB OJIUH
10 xB
3aIuc
64. 21-50 exemenTiB OIINH
30 xB
3aIHC
65. oOinpime 50 enemeHTiB OJTH
60 xB
3aIHC
66. BBenenns (ckaHyBaHHSI) Iepeliky TBOpiB (crareil), mo BBifnuM 10 oJlHa 10-15 x5
30ipKH CTOpiHKa
67. dopMyBaHHS Ta pelaryBaHHsS aBTOPUTETHUX (DaiiTiB/KOHTPOIHOBAHIX onmHa 30 xB
CJIOBHHKIB CTOpiHKa
68. PenaryBanns 6i6miorpagiunoro 3anucy EK. BHecenHs 3min oJlHa 3 x8
CTOpiHKa
BuiyyeHHsi KapTok 200 3HATTS iHBEHTAPHUX HOMEPIB 3 KaTaJIOriB
69. 3BIpUTH KaTaJIOXKHY KapTKy Ha 1IEHTUYHICTh 3 TaJIOHOM-1HIUKaTOPOM
(cricKOM) Ha JIOKYMEHT, IO BHIJIYYA€ThCS. BWIyUUTH KaTaloXKHY ona
KapTKy Ha OCTaHHIH NPUMIPHUK JOKyMeHTa. Buxpecnutu 4 xB
IHBEHTapHUH HOMEp CIHCAHOTO AyOJIETHOTO TPHUMIPHUKA, BKa3aTH Kaprea
JIaTy Ta HOMEP aKTy
70. Bwryuntn 3 EK 6i6miorpadgiuamii 3amuc abo iHBEeHTapHUN HOMEpP Ha OITMH 1 xB 25
JIOKYMEHT, 0 BHUIYYa€ThCs 3 POHAY 010m0TeKn 3aImc
PekaraJjorizanis
71. 3BipuTH MOKyMEHT de-vizo 3 KaTajJoKHUM 3alucoM 0i0Ji0TeYHOTO
Karajory. Brectw mnoOTpiOHI 3MiHM Ta [OTNOBHEHHS: NPOCTaBUTH | OIHH 3aIHC 20 xB
mdpy, iIHBEHTApHUH HOMED, iHII 610J110TeUH] MO3HAYKH
TexHiuHa o0po0Ka TOKYMeHTa
Haxkeiti Ha TOKyMeHTi:
72. KUIICHBK OIVH
’ JIOKYMEHT 30¢
73. SIPITUK OJIUH
’ JOKYMEHT 30¢
74. apKyllI TepMiHYy TTOBEPHEHHS OJIMH 20
JOKYMEHT
75. LITPUX-KOLOBY €TUKETKY onuH 30c
JIOKYMEHT
Hammcarn mmdp:
76. Ha JIOKyMEHTI OJTUH 30¢
JIOKYMEHT
77. Ha SIPJIUKY OJIUH 35 ¢
JIOKYMEHT
78. 3anoBHUTH (PO3APYKYBATH) KHIKKOBUI (GOPMYJISIP: 3a3HAYUTH WUQD, OITUH
IHBEeHTapHUI HOMED, 3ar0JI0BOK, Ha3BYy, LiiHY, PIK BUIAHHA JOKYMEHTAa | KHMXXKKOBHUH 1 xB
dhopmyIsp
79. 3amnoBHUTH (po3mpykyBaTH) KapTKY-1HJIUKATOP: 3a3HAYUTH
IHBEHTapHUH HOMEp, 3arojioBOK, Ha3By, IMH(p pO3CTAaHOBKH | . oA 1 xB
iHAUKaTOp
JOKyMEHTa
80. Po3npykyBaTu IITPUX-KOAOBY €TUKETKY HA TOKYMEHT oJHa 30¢
ETHKETKa
81. PoznpykyBatu KaTanoXKHy KapTKy Ha JOKYMEHT ollHa IxB
KapTKa
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82. [Ipoxy6mroBatn kapTku 3 Oi0miorpadigHuM  3amyMcoM 3TiTHO 3 ofTHa IxB
BH3HAYCHUM THPAKEM KapTKa

83. Posmoninuti KaTanokHI KapTKM Ha HOBI  HAaOXOMKCHHS IS oJHa 30¢
PO3MIIEHHS Y BiAMOBiTHUX 0i0TI0TEYHUX KaTaJorax KapTKa

84. 3armoBHUTH (PO3IPYKyBaTH) BIJOMICTh Ha Tepemady MapTii HOBHUX onTHa 3-5xB
HaJIXOJUKEHD B1JOMICTH

Ipumimxu: Jlo HOPM Yacy 3aCTOCOBYIOThCS MifgBHINyBaibHI Koedimientu: 1. Ilpu ckiamanui 0ibmiorpadiuyHOro 3ammcy JTOKYMEHTa, Ha
TUTYJILHOMY apKyIlli SKOTO YacTKOBO BiJCyTHI HeoOXxinmui maui — 1,13. 2. IIpn GibmioTeuniit oOpoOIi: aynioBisyallbHAX TOKyMeHTIB — 1,21;

HOTHHX, KapTorpadidHuX, XyIOKHIX BHOaHb — 1,15, crmemiansHUX BHIIB HayKOBO-TEXHIUHOI JiTeparypu 1 gokymenramii — 1,10. 3. IIpu
poboTi 3 JOKyMEHTaMH iHO3eMHHMH MOBaMH, [IPU OpraHizallii Ta BEACHHI KPa€3HABYOTO KaTaiory (KapToTeku) Ta 0i0Ii0TeYHOro KaTauory
1HO3eMHOI0 MOBOIO — 1,15.

3. Opranizauis 0i0;ioreunoro ¢ponay

Tabnuus 3
Homep Ha3ssa npouecy, onepamii. Onunnns
HOpMH 3micT poboTn BHMIpY Hopna sacy
1. 2. 3. 4.
InBenTapusauis 6i0ioreunoro pongy
1. Hammcatn kOHTpONBHUH TallOH Ha JOKYMEHT, HasBHHNA y (OHII.
3a3HayNTH Ha HBOMY IHBEHTApHHH HOMep, mudp, Mpi3BUIIEC Ta
iHII[lanu aBTOpa, 3arojoBOK, piK, Miclle BWIAHHA, I[iHY, Micle OIINH 7 xB
30epekeHHs. 3pOOUTH TIO3HAYKYy Ha JIOKYMEHTi, BiJIOBIAHO [0 TaJIOH
MPUUHSATOTO METOJUYHOTO PIllICHHS, IIIO/I0 OpPraHi3allii Ta MPOBEICHHS
IHBEHTApHU3aIi]
2. OmnpamroBati  unTaubki ¢opmyasippy Ta abonentie MBA, BCO:
. OJIUH TaJIOH 1 xB
HaNMCcaTy KOHTPOJIbHI TaJOHH
3. 3BipUTH KOHTPOJBHI TaJOHM 3 OOJNIKOBUMH (QOpMaMH, BHECTH
HeoOXiaHI qaHi 3rigHo m. 1 OfTHE TalloH > XB
4. Po3kmacTu KOHTPONBHI TaJoHH 3a (opMaMu OOJMIKOBHUX JOKYMEHTIB:
IHBEHTapHAa KHWra, OOJIKOBMH Karajor, omnucu. IIpocTaBUTH | OAMH TaJIOH 30c¢
pO3Mi3HABIBHHN 3HAK
Po3cTaBuTH KOHTPOJIbHI TAJIOHU:
5. 3a IHBEHTAPHUMH HOMEPAMHU OJIVH TaJIOH 15¢
6. 3a andaBiTOM MPI3BUII aBTOPIB 200 3aTOJIOBKIB OJTNH TaJIOH 25¢
7. 3BIpUTH KOHTPOJBbHI TaloHH 3 (opmamMu OONIKOBHX IOKYMEHTIB:
IHBEHTapHA KHUTA, OOJIIKOBHI Karajor, OmucU. 3pOoOUTH BIAMOBIAHY | OIAMH TaJIOH 30c
MO3HAYKY Ha TaJOHI Ta y Gopmi 00JIIKOBOTO TOKYMEHTA
8. [epernanytn dopMu iHAMBIAYyabHOTO 00Ky OibmioTedHOro (QoHIY. J—
Ha I[OKYMGUHT, OI0 HE TMpOHIIOB iHBEHTApU3allilo, BHITUCATH HOKYMeEHT lxBS5c
KOHTPOJIbHHUN TaJIOH
9. Po3mryk JOKyMeHTIB, 1110 HEe TPONIIIN iHBEHTapHU3aLlit0 OIVH 5 xB
JOKYMEHT
10. CxylacTH CIUCOK BIJACYTHIX JOKYMEHTIB, IO Oyiud BHUSBIEHI B
pe3ynbTari iHBeHTapu3allii O Hassa Ixe30c
BusydenHnst 1okymMeHTiIB 3 GoHay
Bingiopary TOKYMEHTH 3 METOIO BIITYUEHHS 3 (hOHY SIK:
11. HenpodibHI, HAIMIPHOI AyOIETHOCTI OITUH AxB
JOKYMEHT
12. 3acTapiiii 3a 3MiCTOM OITMH 4xB
JOKYMEHT
13. 3HOILEHI OJIUH
JIOKYMEHT I xe
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14.

Po3knacT JOKyMEHTH BiJMOBIAHO O MPUYMHN BHITyYEHHS, 3BIPUTH 3

KHIDKKOBUM  (hopMymsipoM  (A7s1 TUX OiOMiOTEK, B SIKUX BEIyThCA oA 30c
KHIDKKOBI (DOPMYIISIPH) JIOKYMEHT
15. [MigibpaTn KHIKKOBI (QOpMYISIpH Ha JTOKYMEHTH 3a IHBEHTapHHMHU
HOMepaMu abo andaBiToM, a Ha MEPIONUYHI BUAAHHI — 3a POKaAMH Ta (bo;ip;iﬂp 40 ¢
HOMEpaMH
16. [MigroryBaru «Onuc Ha BUITyYeHHS 3 010J1IOTEKH...» JOKYMEHTIB. oJlHa 30c
ITO3MILIS
17. OdopMuTH aKkT Ha BWIyYEHHS JOKYMEHTIB (KiJIBbKICTb, BapTiCTh,
NpUYKHA CITUCAHHS) OAH aKT 1 ron
18. IloracuTy iHBeHTapHUN HOMED 1 IMITEMIIENb Oi0TI0TEeKH Ha JOKYMEHTI OJIUH 36¢
JOKYMEHT
19. [ligroryBaru crivcaHi TOKYMEHTH JUIs Niepeadi B OOMiHHUN (OH, IS
3714l B MaKkynarypy abo iX JiKBiaIiio (3B’ 3aTH y MAYKH) O TIatKa > XB
JlokymeHT000MiH
20. [lepenaua moxymeHTiB y iHmI 6i0NMioTEeKH Ta opraHizamii (CKiIagaHHS OJIUH 30c
AKTIB-ONHKCIB Ha JJOKYMEHTH, 10 TIEPEIAIOThCS) JIOKYMEHT
21. [ligroTyBaT  CIIMCOK  JTOKYMEHTIB, SIKi TIPOMOHYIOTBCA Ui | OIHA Ha3Ba 30 xB
MDKHAPOIHOTO KHUTOOOMIHY
22. CknacTi KapTKH JJIsl KapTOTEKW OpraHizalliii-napTHepiB. 3a3HaunuTH ofHa 7 xB
Ha3BM OpTaHi3amiii, aapecH, Ha3BH ITOKYMEHTIB, IO IiIATal0Th KapTKa
0o0MiHy
23. [ligroryBatn 3aMOBJICHI JIOKYMEHTH JIO BiJIPaBKH MOIITOIO ofHa 25 xB
(maxyBaHHS, 3B’SI3yBaHHS, 3BaXyBaHHS TMOCHJIOK, iX OIIIHIOBaHHA, MOCHUJIKA
HaNMCaHHA aJIpecH, CKJIaJaHHs PEECTPY)
Bupgaya koMIJIeKTIB [JOKYMEHTIB Yy THMYacOBe KOPHCTYBAHHS
nigpo3nisiam 0idJaioTexn
24. [IpuifHATH 3aMOBJICHHSA Ha KOMIUIEKT JOKYMEHTIB, SIKHI 3aMOBIISIETHCS OllHE 2 xB
JIO CTPYKTYPHOT'O MiAPO3ALTY 010/11I0TEKH 3aMOBJICHHS
25. [Migibpatn HOKyMeHTH B KOMIUIEKTH. Hamwmcaru npyruii npumipHUK OITUH 4x8
KHIDKKOBOTO hopmyrsipy (iHIHKaTopa) JIOKYMEHT
26. Bugati KOMIUIEKTH JOKYMEHTIB, TO3HAYUTH HAa KHHKKOBOMY
dhopmynspi (iHAMKATOPI) ATy BUAAYl, CHIITY CTPYKTYPHOTO IiPO3ILTY, HOE';E;HT 30c
SIKHI OTPUMYE KOMIUIEKT
217. [IpuitHATH KOMIUIEKTH JOKYMEHTIB BiJl CTPYKTYPHHX TMiApO3ILIiB.
3po0HUTH BiAMITKY MpO TOBEpHEHHS Ha KHIKKOBOMY (HOopMymsipi OAHH 20 ¢
(iHaMKaTopi), BKJIACTH HOTO B IOKYMEHT AOXYMEHT
3a10BOJIEHHSI 3aNIMTIB  KOPUCTYBAa4iB 32 BHYTPiCHCTEeMHUM
oominom (BCO)
28. [puiiasiTH 3aMOBJICHHSI 31 CTPYKTYpHOTO MIiIPO3AUTY LEHTPaIbHOI OJINH 1 x8 30 ¢
010mioTeKn. Bu3HaunTH Miciie 3HaXOPKEHHS 3aMOBJICHOTO TOKYMEHTA JIOKYMEHT
29. [TigiOpaTn JOKYMEHTH 3TiAHO i3 3aMOBJICHHSIMH: 3pOOUTH MMO3HAYKY Ha OJIMH 3 xB
3aMOBJICHHI1 JIOKYMEHT
30. Po3craButr 3aMOBIEHHS Ta KHIDKKOBI (OpMYJISIpH Ha BHJIaHI OITMH 30c
JOKYMEHTH y KapTOTEKy JOKYMEHT
31. [IpuiiHATH TOKYMEHT 3 iHIIOTO CTPYKTYPHOTO MiApO3.iNy, IepeBIpUTH OJTUH 30c
Ha HEYIIKO/PKEHICTh JIOKYMEHT
32. Buitnsatu 3aMOBIEHHS Ha TIOBEPHEHUH TOKYMEHT 3 KapTOTEKH, BKJIACTH OJIUH 30c
KHMDKKOBHH opMyIsIp JOKYMEHT
33. 3a0e3meunTH TMpOIecH TOCTaBKM 3aMOBJIEHOTO JOKyMEHTa Ta Horo onTHa
MTOBEPHEHHS /IO MICIISl TIOCTIHHOTO 30epiranHs Kyp’€pchKka 1 ron
oi3/IKa
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OmnpagJienHsi 6i0i0Te4HOTr0 hoHTY
34. BiniObparu nokymeHTH ni1st onpasieHHs. [lepeBiputu cTan JoKyMeHTa. OIMH ) xB
3anoBHUTH (3BIPUTH) KHIKKOBUH GopmyIsip. 3poOHUTH MO3HAYKY JIOKYMEHT
35. [ligibpatn xoMITIeKTH, 3B’s3ath madkd. OdopMHUTH CyNpOBimHUI OJIUH 10 xB
JOKYMEHT (aKT) AJIsl IIepefadi Ha ONpaBIIeHHS. KOMIIJICKT
36. [lpuiiasTH AOKYMEHT Micisl ONpaBIeHHsS. 3BIPUTH 3 KHU)KKOBHM
(hopMyISIpOM, TIEPEBIPUTH SIKICTh ONpPaBH. BiIHOBUTH 3arojoOBOK. OAIH 3 xB
Harmmmcarn mmdp Ha SApIvKy, KOPIHIT JOKYMEHTA, IIPOCTABUTH IIHY JIOKYMEHT
PecraBpanisi momkoKeHX T0KYMEHTIB
37. [Migibpatt JMOKYMEHT, aHAJOTiYHWHA TONIKOPKEHOMY, O(QOPMHUTH J—
3aMOBJICHHS Ha KOIIIIOBAaHHS BIJCYTHBOI 200 MOIIKO[KEHOI YaCTHHU JOKYMCHT 3 xB
JOKyMEHTa
38. [puiiasaTi 3aMOBJICHHS Ticis KOMIIOBAaHHS, MEPEBIPUTH SKICTH KOIIil, OJTUH | xB
1IFOTYBATH BiTHOBJICHHUIA JOKYMEHT JIJIsl ONIPaBJICHHS JIOKYMEHT
IlimmuBaHHs rasert i TOHKMX )KypPHAJIiB
39. Busznauntn Qopmar, BKJIACTH KOMIUIEKT JKypHaliB y MAanky
BignoBimHOTrO (¢opmary, 3aB’si3ath. Bunectm mmdp, Ha3By, pIK KO;I;:II;KT 15 xB
BUIaHHsI, HOMEPH KYPHAJIIB HA MATITYPKY KOMIUIEKTY
40. Poskmactm raserm 3a HazBaMH, Yy OpsAMid  XpOHOJNOTiYHIN
MOCTIIIOBHOCTI, TEPEBIPUTH Ha TOBHOTY HQMepiB, BKJIACTH  JI0 OITUH 15 x8
KapTOHHOT OOKIamuHKK (TIAIKH), MPOKOJIOTH IipKH, MPOITHYPYBAaTH, | KOMILIEKT
oopMHTH OOKIAIWHKY (HA3Ba, PIK, MICSIIb)
CaniTapHo-ririeHiuni 3axoau
41. 3"enmTy HOH/ 3a TOIOMOTOI0 MTHJICBCMOKTYBavYa onmHa
METPO-TIOJ 5 xB
WIS
42. 3uenmmuti  GOHA Bpy4yHY 3a JOMOMOTOI0 MiAPYYHHX 3aco0iB oftHa
(npabuHa, poOOYMIA CTOJHK, Bi30K, BiIpO, TAHUIPKH Ta iH.) METPO-TIOI 15 x5
WIS
1. 2. 3. 4.
43. [lepeBipuTy NpaBUIBHICTH PO3CTAHOBKU (POHAY MiCIIS 3HEIMIIOBAHHS oJHa
METPO-TI0JT .
U1
44. [IpoBectu ne3iHdeEKIito 1 Ae3iHCEKITiI0 (GOHTY oIHa
METPO-TIOJT 15 x8
U1
45. [epeBipuTu OTpUMaHHS TEMIEPATYPHUX PEKUMIB 30epiraHHs pi3HHX oJlHa 30 xB
THIIIB BIJIaHb Y 6101i0TeuHnX (hoHmIax TepeBipKa
Ipumimka: Jlo HOpPM dYacy 3aCTOCOBYIOTHCS TWiJBHIIYBaTbHI KOC(QIi€HTH: TPH 3HENWIIOBaHHI (POHITY HOTHHUX,
KapTO—Fpa(i)i‘IHI/IX, XyZ[O)KHiX BUAAaHb BPpYYHY — 1,2, 34 10IIOMOT' 00 MUJICBCMOKTYBa4Ya — 1,3
3.1 BuBueHHs 0i0ioTe4HOro oy
Tabauus 4
Hom
e Hassa nponecy, onepaiii. Onnauns
H(E)p 3MI;CT poyéonl b BUMIpy Hopna sacy
MH
1. 2. 3. 4.

IlinroroBya podoTa 10 BUBYeHHs Hi01ioTeuHOr0 hoHTY
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Cxyacti TIaH poOOTH 3 BHBYEHHS MEBHOTO PO3AUTY ab0 YacTHHHU

6ibmoTeyHoro GoHY O TLat 4 ron
2. Ckyacty Tabnui 3 pisSHOMaHITHUX aCTEeKTiB BUBUCHHS oJlHa 10 x5
TabIuIs
3. [IpoBect  iHCTpyKTak Ais BHUKOHAHHS poOIT 3  BUBYCHHSA OIVH | ron
6i0i0TeyHOr0 HOHIY IHCTPYKTaX
Bi0aiorpadiune BuByenns 6idaioreunoro gonay
4. OzHafioMuTHCh 13 0i0miorpadiuHUM MOCIOHWKOM, IO BiANOBiTaE 3a
3MICTOM TEMAaTHIII BUBUYSHHS PO3JLIYy 010110TeYHOr0 GOHTY O 3AITHC 10¢
3BiputH 6i0miorpadiyHuil MOCIOHKK 3 KaTaIOTOM.
3poOUTH MO3HAYKY Y MOCIOHHKY PO HASIBHICTH JOKYMEHTa Y hOHII:
5. B anaBiTHOMY Karano3i oflHa | xB
KapTka
6. Y CUCTEeMaTUYHOMY KaTaJlo3i ofiHa 30 ¢
KapTka
7. [poananizyBaru oTpuMaHi AaHi, BHECTH OIKCH MOTPIOHUX JOKYMEHTIB
OJIMH OITHC 2 XB
y KapTOTEKY JIOKOMIIJICKTYBaHHSI
CraTtucTHYHe BUBYCHHS NIEBHOTO po3Ainy 06i0aioreunoro ¢gonay
8. 3amoBHUTH  CTAaTHCTUYHI  TaOmuii (3a  OOCSATOM,  JMHAMIKOIO
[IOTIOBHEHHSI Ta CTyIEHEM BHUKOPWCTAHHS) Ha MiACTaBi OOMIKOBOL onna 1 rog
nokymenraii (Kaura cymapHOTo 00iKY, 3BiTHA IOKYMEHTAIis) THO3HIA
9. [epernssnyTn Ha cTenakaX JOKYMEHTH PO3AUTY KHHXKKOBOTO (OHIY,
0 BHBYAETHCA. BHecTw naHi y TaONUII0 NEPBUHHOI CTAaTUCTHKH. ona
Y3aragpHUTH OTPUMaHi CTAaTUCTUYHI naHi. Po3paxyBarh MOKa3HHUKH 1 rox
KHHT03a0€3MeUeHOCTi, 00epPTaHOCTI, YMTAHOCTI Ta i1H. PO3ALTY, IO Tabmm
BHBYAETHCS
Bu3HauyeHHs IACMBHOI YaCTUHHM (PoHTY
10. | Bu3HaunTH NpPUYMHW YTBOPEHHsS TMACHBHOI YacTHHH 0i0IMi0TEYHOTrO
¢doHay: HamMmipHa OyONeTHICTb, 3acTapilicTb, HENpOQUIBHICTS, OAHH 20c
HEJIOCTaTHE PO3KPUTTS (HOHJY TOIIO JIOKYMEHT
Cri1ajaHHs Ta aHAJIi3 Ta0JIulb 3 BUBYEHHsI 0i0jioTeuHoro pouay
CkJacT TabJHIi:
11. | cxmamy i BUKOPUCTAHHS O3y 0i6mioTedHoro (GOHMY, 10 BUBYAETHCS OJlHa | rox 15 x8
TaOIUIIA
12. | cTyneHO BUKOPHUCTaHHS po3niny (oHOY 3a pI3HUMH acleKTamu ofHa I ron 20 xB
(rajy3eBoMy, 3a BUJIaMU BHJIaHb, TUIIAMH Ta 1H.) TaOIHIIs
13. JMaHWX IOJ0 TACHBHOI YacTHHU po3aury Oibmioteunoro ¢onmy 3a oIHa | rox 15 x8
MPUYUHAMH ii CTBOPEHHSI TaOIHIIS
14. | [igroTyBaru aHaii3 BUKOPUCTAHHS JTIOKYMEHTHHX pecypciB 0i0ioTeKkn OITUH
3 BH3HAYEHOI TEMAaTHKH Y po3aiay. Po3poOuTh mpomoswmii. | aBTOPCHKHIA 64 Ton
O3HalOMUTH 3 pe3yJbTaTaMU BUBYCHHS PaLiBHUKIB 010J110TEKH apKyII
15. | Cknactu mnaH 3axofiB peajizamii MPOMO3WIIA 3a pe3yabraraMu OIMH 3 ron
BHBUCHHS HOHIY TJ1aH

Tpumimxa: Yac npoBeAeHHs IHCTPYKTaXy B HOPMY 9acy HE BXOAUTb. [Ipu poOOTi 3 TOKyMEHTaMH iHO3EMHUMH MOBaMH J10

HOPM Yacy IOJA€ThCS IMiIBUITyBaTbHIN Koedimient — 1,15.

4. HajanHs nocjyr KopucTtyBayam

4.1 O0caiyroByBaHHsI KOPUCTYBAa4iB

Taonuusn 5

Homep
HOPMH

HasBa npouecy, onepaiii.
3mMicT podoTu
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1 2 3 4
3anmc kopuctyBaya 10 0i0ioTexn

1. [epernsaHyTH JOOKYMEHTH KopHcTyBaua (MIacropT, ITOCBiTYEHHS,
nopyuenss). IlepeBiputu B 0OONIIKOBO-peecTpalliifHill KapToTeli 3a
norepeHi poku (OOpIKHHK, IT030aBIIEHUH TpaBa KOPHWCTYBAaHHS). OJTH AxB
3anoBHUTH (DOpMYNISIp KOpHCTyBaua Ta KapTKy peectpauii. Kaptku | kopucryBau
po3ctaBuTH 3a andaBiTOM TPI3BUII KOPUCTYBa4iB Yy €IUHY
peectpariitny kapToTeky (€PK)

2. O3HallOMHTH KOpUCTyBada 3 MPaBUIaMH KOPHCTYBaHHA 0i0Ii0TEKOIO, OJIMH Jopocii —6 XB
pOo3MileHHsAM (OH/TY, TOBIKOBUM araparoM KOPUCTYBa4 IiTH —8 XB
IlepepeecTpanisi kopucryBadis

3. Buitasatu Qopmynsip (peectpauiiiHy KapTKy) KOpUCTyBada, BHECTH
3MIHM 10 HHOTO: YTOYHUTH aHKETHI JaHi, IPOCTaBUTH HOBUH HOMED, .
nary nepepeectpauii. [lepeBipuTH unTanbkuii KBUTOK IIOAO TEPMiHY oA AOPOCI 2 xs
KOopHuCTyBaHHA OiOmiorekoro. KapTkm poscraButd 3a andasiTom Kopuctysat AT — 3 xB
Npi3BHII KOPHCTYBaUiB Y €IMHY peecTpaliiiny kaproreky (€PK)

JisbHiCTh THCTIETYEPCHKOT CIIYKOH

4. [puiiasTn BUMOTY KopucTyBaua. [lepeBipUTH MpPaBUIBHICT i
3aMOBHEHHSI, YTOUHUTH Micie 30epiraHHs mokyMmeHTiB. [lo3Hauntn y OaHa 1 xB
JUCTIETYEPCHKIN CIiTII, TepeaTh BUMOTY O KHATOCXOBHIIA BUMOra
BukoHaHHsT BHMOI KOPHCTYBa4yiB, BHJIa4a [IOKYMEHTIiB 3
OCHOBHOI'0 KHUI'OCXOBHIIA

5. OTtpumary BEUMOTY, po3kiacTd 3a mudpamu. [lizidpatn 3amoBneHHi
JIOKYMEHT. Y BHIMAJKy BIJCYTHOCTI Ha TMOJMIIl BCTAHOBHTH MIiCIIe
3HAXOPKCHHA  JOKYMEHTa, 3a CIyKOOBUMH KapTOTEKaMu Ta
KarajoraMu.  3poOWTH  BIANOBIAHY  TO3HAYKy Ha  BUMO3I, | onma pumora/
JHCIIETUEPChKii ciTii. BuaaTn kopucTyBady JOKYMEHT, 3p0OUTH 3amKc JIOKYMEHT 9 xB
Yy KHIKKOBOMY QopMmymsapi. [IpuiiHATH OKYMEHT BiJl KOpHUCTyBaua.
3pobuTH BiIMITKY IIPO TIOBEPHEHHS Y KHIDKKOBOMY (opMyssipi abo Ha
BUMO31
O0cIyroByBaHHS KOPHCTYBA4iB Y YATAJIBHOMY 3aJIi

6. 3BipUTH BIZOMOCTI TPO KOPHUCTYBada 3 €JUHOI0 PEECTPAIiHHOIO OJIUH 2 xB
KapTOTEKOK. Y pasi HeoOXiqHOCTI BHECTH JaHi KoprucTyBada B €EPK KOPUCTYBa4

7. [IpoBectn koHCynBTAIlIO, Occimy 3 .KOpI/ICTyBaIIeM OlJs KaTajoris, ona
KapTOTeK, KHIKKOBHX MOJHLD, npoindopMyBaTH KOpUCTyBada IPO KoHCYBTALIA 5xB
HOBI HaJIXO/PKCHHS
[MigiOpatn nHOKyMEeHTH Yy TincoOHOMY (OHIOI YHTANBHOTO 3aly,
niepeary Ha kadeapy Buayi:

8. 32 KOHKPETHOI0 BUMOI'OIO Ha IOKYMEHT OIVH 7 xB

JOKYMEHT
9. 3a BU3HAYE€HOIO TEMOIO OJTNH 6 x5
JIOKYMEHT

10. Bunatu nokyMeHT 3rilHO 3 TEXHOJIOTIEr0, MTPUUHATO Y Oi0mioTeri:
3BIpUTH ZIOKyMEHT, IO BHIAETHCA, 3 BUMOTOIO KOPHCTYBata, 3poouTH J—
3aIMC HA BUMO3i KOPHCTYBada, BKIACTH BHMOTY /IO MHTalbKOro HOKyMeHT 4 xB
KBUTKA, IO3HAUYUTH KHUTOBHUAYy HAa KOHTPOJIBHOMY apKyILIi.
3poOHTH 3amKC Y YUTABKOMY 200 KHIKKOBOMY (OpMyIIspi

11. [lpuiiHsTH [OOKYMEHT: 3BIpUTH HOro 3 BUMOTOK (KOHTPOJIBHUM
JUCTKOM), TIEPEBIPUTH IUTICHICTh JOKYMEHTa, 3pOOUTH MMO3HAYKY TIPO OJIUH 2 xB
npuiiom. [locraBut AOKyMeHT Ha Miclie abo TepefaTd A0 BiIaiTy JIOKYMEHT

30epiraHHs
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O0cJIyroByBaHHsI KOPUCTYBaviB Ha a00HEeMEeHTi

12. [IpoBectn KoHCymbTaIlitO, OECimy 3 KOPHCTYyBa4eM IIOJO CIIOCO0Y ona
PO3CTaHOBKH q)OHﬂ}{ y  BIIKPHTOMY Z[OCT.yl'Ii, npoiadopmysaru KoHCYBTAL 5 xB
KOPHCTYBaya Mpo HOBI HAIXOJKEHHsI, KHI)KKOBI BUCTABKH
13. IlinroTyBatn MOKYMEHTH HiABUIIEHOTO IOMHUTY AJISI ONEPATHBHOTO OIVH 4xB
00CIIyTOBYBaHHS KOPHUCTYBadJiB JOKYMEHT
14. [puiiasiTH JOKYMEHT BiJi KOPHCTyBaya: TIEPEBIpUTH IUIICHICTH
JIOKyMEHTa, 3pOOWUTH TO3HAYKy MNP0 TMPHHOM, BKIIACTH KHIKKOBHH ORI 4 xB
(hopMyIISIp Y KHIICHBKY FIOKYMEHT
15. [IponoBxuTH TEpMiH KOPHUCTYBAaHHA JOKYMEHTOM 3a MPOXaHHSIM OJIVH 2 xB
KOPHCTYBa4a, 3pOOUTH BiANOBITHHIM 3amHc V hOpMYIISIpi KOPHCTYBada JIOKYMEHT
16. 3pobutn 3amuc npo BuAady y (GopMynspi KOpHCTyBaya, 3a3HAYUTH -
TEpMiH TIOBEpHEHHS Ha JUCTKY TepMiHy IOBepHEeHHS. Bunmaru HOKyMeHT 3 xB
JIOKyMEHT KOPHCTYBauy
OO0cTyroByBaHHS:
17. JOPOCIUX OJIUH
6 xB
KOPHCTYBa4d
18. JiTen OJINH
7 XB
KOPHCTYBa4y
19. OOcyroByBaHHSI ~ KOPHCTYBauiB, 10 BHOYBalOTh: MeEpPEBIpUTH
dopmynsp kopucTyBada, mignucard oOXigHWH JucTok. [locTaBuTH oA 4 xB
YUTAIBKIH GOPMYIISIp OKPEMO Bi IHITHX opretypad
Oprani3aiisi poooru Internet-eHnTpy
20. TexHiyHMH  omwsim Ta  OOCIYyroBYBaHHS  MAIIMHHOTO  MAapKy OJlHa
Internet-tmieHTpY (IIEpem MOYATKOM Ta MICIIsI 3aBEPIICHHS POOOTH) poboua 15 xB
CTaHIIsA
21. Benenns o0miky: monepeaHiii 3amuc KOpUCTyBaviB, IPUIOM 3aMOBJICHb
OJIUH 3aIlucC 1 xB
1o TesedoHy
22. becina 3 xopucTyBaueM 3 METOI0 BH3HAYEHHS pIiBHA HOTO
KOMIIETEHTHOCTI (HaBW4ku pobotu B Internet). O3HaliomiieHHS oJHa 10 x5
KOpPHCTyBaua 3 TpaBWjaMu poOoTH Internet-IieHTpy Ta TNpaBUIIAMH Oecina
0e3ITeTHOI TOBEAIHKH B MEPErKi
HapmanHst jonoMory y BUKOPHCTaHHI OIIYKOBUX cHCTeM B Internet:
23. KOHCYJTBTAITist OoIHa
. 10 xB
KOHCYJIBTAILisI
24. nepeBipKka eNeKTpOHHOro Hocis (auckera, CD-muck, ¢uem-auck), OJIUH
HaJIaHOTO KOPHCTYBaueM, Ha BUSBICHHS BipycCy €JIEKTPOHHUI 1 xB
HOCI
25. 3amic iHQOpMaIii Ha eNeKTpoHHWH Hociii (muckera, CD-muck, OJIHH 30 cex
(uter-1ncK), HalaHWH KOPUCTYBadeM 3aImc
Ilpumimka: Jlo HOpPM dYacy 3acTOCOBYIOTHCS MIJIBUINYBalbHi KOE(ILliEHTH: TpU OOCIyroByBaHHI KOPHCTYBadiB

ayIioBI3yabHUMU JOKyMEHTaMHU — 1,2; HOTHUMH, KapTorpadiyHUMU, XyI0KHIMH BUAAHHAMHU — 1,15; crierialebHUMK BUIaMU

4.2. IlinroToBKa 10 BUAA4i JOKYMEHTIB

HayKOBO-TEXHIYHOT JiTeparypH i jokymenTauii — 1,1; npu poOOTi 3 JOKyMeHTaMK iHO3eMHUMH MOoBamu — 1,15.

Taonuus 6
Homep Ha3Ba nmpouecy, oneparii. Onunuus Hopma uacy
HOPMH 3micT po6oTn BUMIpY
1. 2. 3. 4.
ITpouec miaAroToBKM 10 BUAAYi
1. Po3craButn  opMynspu KOpHCTyBadiB (32 TepMiHaMH, HOMEpaMmH, OITH 50 ¢
andasiTom) bopmyIsip
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2. [ligbutn miacymMKu poboTH 3a AeHb, 3poouTH 3anuc y «llloneHHUKY
pOOOTH...» HHOAI 30 xs
3. [TixiOpatu MOKYMEHTH 3a TONIEPEHIM 3aMOBJICHHSIM OIVH 5 x5
JOKYMEHT
4. IlepernsiHyTH HOB1 HaAXOMKEHHS /11 PEKOMEHAALlii KOpUCTyBa4aM OIVH 4xB
JOKYMEHT
5. [epernssHyTH 1 TOMOBHUTH KHIJKKOBI BHCTAaBKH, MICISI BIJIBHOTO OJTUH 2 x5
BHOOPY KHUT, TEMaTHYHI TTOJIAII 1 CTEIaXi JIOKYMEHT
6. IligroryBatu poboue Micle IIOIHS 5 xB
PoboTa 3 kopucTtyBauaMu-00p:KHUKAMHU
7. Biniopatun dopmynsapu 60opkHUKIB. Hamucarn mucCTiBKU-HAra yBaHHS onHa
Opo MOBEPHEHHS JOKyMEHTiB. 3a3HAauWTH JaTy HaragyBaHHA Ha . 5 xB
3BOPOTHiH CTOPIHIII YUTAIIEKOTO GOPMYISIPY jetisia
8. Haragatm mo TenedoHy mpo 3aKiHYCHHS TEPMIiHY KOPHCTYBaHH onHe
ZIOKyMEHTOM OoprkHMKaA. 3a3HAYMTU JaTy HaraayBaHHS Ha 3BOPOTHIH HaraTyBaHHs 3 xB
CTOPIHII YUTALBKOTO QOpMYISIpY
IlpuiiMaHHs TOKYMEHTIB B3aMiH 3ary0jeHnx
9. 3a O0OMKOBUMH JOKYMEHTaMH BHU3HAYUTH BapTICTh BTPAYCHOTO
JOKYMEHTY, KiJIbKICTb HasBHUX NMPHUMIPHUKIB y KHHXKKOBOMY (DOH[I, OJIMH 10 xB
pik  BumanHs. OIIHATH  3alMpONOHOBAaHMW  JOKYMEHT  B3aMiH JIOKYMEHT
3ary0jeHOro Ha BU3HAYCHHS CTYIICHS BiJIITOBITHOCTI
10. 3pobuTtH 3anuc y 301IHTI 00Ky KHHT B3aMiH 3aryOJeHUuX OJIMH 3aInC 1 xB
11. CknacTu 3arajbHUH aKT i3 CIIMCKOM JIOKYMEHTIB, OTPHMaHHX B3aMiH OJTUH 3 x5
3aryoneHux JTOKYMEHT
Podora 3 BigMOBamMu
12. OOmik 1 kmacudikaimis BiIMOB: TO3HAYMTH HAa BUMO31 MPUYHHY ofHa
BiIMOBH. Po3cTaBuTH YnTaNbKi BUMOTH B ali()aBiTHO-CUCTEMATHIHOMY BHMOTa/
HOPSIIKY B KapTOTEKy «He3aloBoJeHuM momut». llpoananmizysaru BigMOBa/
BigmMoBHu. Cknactu OibmiorpadiuHuii omuc AOKYMEHTIB, Ha sKi Oyno KapTKa 10 xB
JAaHO  HaWOUIbIIE BIAMOB 1 TepeAaTd KapTKH 10  BIAALIY
KOMILJICKTYBaHHS
4.3. O0c1yropyBaHH# BillaJIeHNX KOPHCTYBa4iB
Taonuusn 7
Homep Ha3ssa npouecy, onepaunii. Onunnus
HOpMH 3micT podoTu BUMIpY Hopna sacy
1. 2. 3. 4.
O0cyropyBaHHs TpaguIiiHIMH 3acobamu, 30kpema MBA
1. 3apeectpyBaru abonenta MBA, sikuii 3BepHYBCS BIiepIie OJINH 3 <8
KOPHCTYBa4y
2. [epepeectpyBaru abonenta MBA OJIUH 2 xB
KOPHCTYBa4y
3. 3armoBHUTH OJaHK-3aMOBJICHHSA, TPOCTABUTH PEECTpaLliiHUI HOMeED, OJlHE 3 xB
Jary 3aMOBJIEHHS
4. VTouHNTH BKa3aHi aOOHEHTOM BiZ[OMOCTi. PO 3aMOBJICHUI TOKYMEHT, oHe 1 x5 10 c
METY 3aMOBJICHHS, JUKEPEJIO OTPUMAHUX BIJOMOCTEH 3aMOBJICHHS
5. bibniorpagiune JIOOTPAIFOBaHHS 3aMOBJICHHS. YTouHHUTH OJlHE 30 x5
6i0miorpagiuni BiJIOMOCTI 3a JIOBIJKOBUM araparoM 3aMOBJICHHS
6. [lepeBipuTH HasSBHICTH JOKYMEHTA, SKUH 3aUTYETHCS, y 010JiOTEKaX OITNH 11 x5
MicTa, 00JacTi, paiioHy, y T.4. 3@ 3BEJCHUMH KaTaJIOTaMH JOKYMEHT
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7. Hamicnmarm  OnmaHK-3aMOBJIEHHST 3 MPOCTABJICHOIO  ITO3HAYKOIO
(mremnenem) «Hemae» mo ramyseBoro, yHiBepcalbHOTO IEHTpPY abo e 1 xB
J10 0i6moTeku (opral iHGopMallii) 3a JaHUMH 3BEICHHX KaTaJIoriB SAMOBJICHITT

8. 3amucary BiIOMOCTI Mpo HaxicnaHe 3amoBieHHsS 3a MBA (HasBa OJIH I xB 10 ¢
0i10J110TEeKH, J1aTa) 31 3BOPOTHOTO OOKY OJIAHKA-3aMOBIICHHS 3a1mcC

9. [TocraBuTtH Onank-3amMoOBIeHHs B «KapToTeKy 3amuTiB KOpUCTYBadiB 3a
MBA» 3a posminbHukoM «3armutd 3a MBA, Haxmiciani A0 1HIIUX OAHa 22 ¢
010s110TEK» pavora

10. [puitaaTn moxymeHT, Hamicmanmii 32 MBA. Poskputu Oanmeposns,
MEpEeBIpUTH CTaH JIOKYMEHTa, 3a3HA4YWTH JaTy OTPUMAaHHS 1 Ha3By
0i0mioTekn, IO Haxicnajsa JOKYMEHT, iHBEHTapHHH HOMEp, TEPMiH
xopuctyBaHHA. [lepecTaButu GaHK-3aMOBIICHHS 3 PO3AUTY KapTOTEKU o 4 xB
«3anutu 32 MBA, Hagicmani mo iHmmX O6i0mioTek» M0 PO3ALTY JIOKYMCHT
«Otpumani Bumanas 3a MBA», y meld camuil po3mil MOCTaBUTH
OTpHMaHy YacTHHY OJIaHKY-3aMOBIICHHS

I1. IToBimomuTy aOOHEHTa PO OTPUMAHHS 3aMOBJICHOTO HUM JJOKyMEHTa 1 ofiHE | xB
TEpMiH KOPUCTYBaHHs HUM MOBiJOMJICHHS

12. Bugarn aboHeHTy TOKyMeHTH, OTpuMaHi 32 MBA, y untagpHOMY 3aii
(y cayx06oBoMy mpuMimieHHi 0i0mioTekw). 3BIpUTH HOKYMEHT, SKHH OITMH 2 xB
BUJAE€THCS, 3 OJaHKOM-3aMOBIICHHS, TMEPEBIPUTH IITICHICTh 1 CTaH JIOKYMEHT
JOKYMEHTA, HO3HAYUTH BUIAYY

13. [lpuitaTy Bix aboOHEHTa AOKYMEHT y YHTaJbHOMY 3aji. 3BipUTH
JIOKYMEHT 3 YaCTHHOI OJaHKY-3aMOBJICHHS, IEPEBIPUTH LITICHICTH i OIIMH
CTaH JIOKYMEHTa, 3pOOUTH TO3HAYKY PO MPUHOM, JOKYMEHT MTOKJIACTH JIOKYMEHT 2 xB
y creniajabHO BUAUICHE Miclie (3aMKHEHY Tady)

14. [Migrorysaru JIOKYMEHT TUTSE BiJINIPABJICHHS bi (o)
0i101i0TeKU-(OHIOY TPIMYBada PEKOMEHTOBAHOIO OaHIepoILTIO.
VYnakyBatd OaHIEpOib, 3BKUTH 11, HaKIEeITH MapKH (SKIIO HEMae OAH 8 xB
LHEHTPai30BaHOl OIUIaTH TNEepECHIaHHS), HAMCaTh aapecy, CKIAcTh AOKYMeHT
MIOIITOBUH OIIHC

15. BuiiHaTi ONaHK-3aMOBIEHHS 3 KapTOTEKH, 3al¥CaTH BiJOMOCTI PO
HAJiCIaHHS JOKyMeHTa ([ary, HOMep MOIITOBOrO BiAMPABICHHSN). OMH
IepecTaBuTH JHCTOK 3 po3ainy «Bumanwus, orpumani 3a MBA» y JIUCTOK 2xB
posmin «IToBepHeHa JtiTeparypay BAMOT'H

16. PoGota 3 BinmoBamu. [Ipu oTrpumani 3 6i0mioTekn-hOHI0yTpUMyBaua
MOBiJOMJICHHSI TIPO BiIMOBY 200 3aTpUMKY BUKOHAHHS 3alUTY: ICTaTH
3 KapTOTEeKH OJIaHK-3aMOBJICHHS, 3a3HAYUTH [IPUUIMHY 1 AaTy BIIIMOBH 31 oaHa 1 xB
3BOpPOTHOTO OOKY, TepecTaBuTH 3 po3ainy «3amut 32 MBA, Haniciani BIAMOBA
10 iHmuX 0i6mioTex» y po3ain «Bigmosu 3a MBA»

17. [loBimOMUTH PO OTPUMaHHS BiAMOBM (HaTy, MPHYMHY) Y BiAILI oJlHa 1 xB 10 c
00CITYTOBYBaHHS BiMOBa
Opranizanis Bugadi 1okymeHTiB abonenram MBA
IIpuitHATH 3aMOBIICHHSL:

18. 3a BIZICYTHOCTI Ha OJIaHKy-3aMOBJICHHS HOMEpY a0OHEHTa MEepeBipUTH OITHE | xB
32 KapTOTEKOI0 A0OHEHTIB, UM A0OHYETHCS 1aHa OpraHizaris 3aMOBJICHHS

19. Opranizailis a0OHYETbCS: MPOCTABUTH HOMEP Ha OJIAHKY-3aMOBJICHHI,
3BIpUTH ajpecy, Ha3By OpraHizailii, Npi3BHIIE BIAMOBIMAIEHOTO 3a onHa 4 xB
MBA. V pa3i morpeGu BHECTH 3MiHH B KapTKy BIAMOBA

20. AOOHEHT y TIOTOYHOMY POLIi 3BEpHYBCS BIIEpIIIe: MPOCTABUTH B KapTIi ONH A6OHEHT AxB

piK 3BEpHEHHS, 1aTy
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21.

Odopmitenns aboneHta (opramizailis pasime He aboHyBamacs):
MIPUCBOITH aOOHEHTY HOMEp, 3alIOBHUTH KapTKy peecTpalii aboHeHTa

MBA i po3ninbHuK (hopMyssp), 3a3HaYUTH MOBHY Ha3By O0i0mioTekw, | oauH aOOHEHT 5x810c¢
MOIITOBY  ajpecy, Tele(oH, TNpi3BHINE, IM’s, TO OarbKOBi
BiANOBIJAILHOT 0COOM, IaTy BIIKPUTTS 1 HOMEp a0OHEHTA
22. Po3craButu peectpariiiHi KapTKH B KapTOTEITi oJTHa ¢
KapTka
23. Odopmutn ToBigOMIICHHS TSI a0OHEHTa (CTaHIAPTHE TOBITOMIICHHS
mpo BiAKpUTTS aboHeMeHTa). Y pasi morpeOu Hamiciaté abOHEHTY OITHE 2 xB
TUIIOBOTO JIUCTa 13 3amuTOM NP0 BIIOMOCTI, SKUX Opakye Ui | MOBiIXOMIIEHHS
KapTOTEKH
24, Odopmuta 3aMOBIIEHHS TI0 TeneOHY: 3allOBHUTH BHUMOTY Yy IBOX
MPUMipHUKaX, YTOYHUTH HOMEp a0OHEHTa 1 HallMCaTH HOTo Ha BIMO31,
3BIpUTH 3 KapTOTEKOIO 3a00proBaHOCTi, MmiAiOpaTH BHMOTH 3a e 4 xB
mudpaMd  pO3CTAHOBKH, IJApaxyBaTH KiJIbKiCTb, TIepeJaTd Ha SAMOBJICHIA
BUKOHAHHS
25. [lepeBipuTi  mMpaBUIBHICTE  3allOBHEHHS  OJaHKa-3aMOBIICHHS,
3a00proBaHiCTh aOoHEeHTa, Ha 3BOPOTI 1-1 YaCTUHHU
OnmaHka-3aMOBJIeHHA (C.2) TIPOCTAaBUTH CBI IITeMIelb 1 Jary o
. . o 0JaHK-3aMOBII 4 xB
OTPUMAaHHA 3aMOBIICHHS B pyOpuili «Ciry:k00Bi mo3HauKky 6i0mioTekaps -
i 9ac BUKOHAHHSA 1 epeaipecyBaHHs 3aMOBIICHHSD) B PAAKY pailony,
MicTa
26. JloormpartroBati HePaBIIIBHO OPOPMIICHI 3aMOBIICHHS OITMH
OnmaHK-3aMOBI 1 xB
CHHS
27. 3ammdpysaru 3amoBiIeHHS aboHEHTIB. I1igi0paTn OIaHKHU-3aMOBICHHS OITNH
3a andaBiToM, MEPEBIPUTH HASIBHICTD JOKYMEHTA 33 KaTalloTOM OnmaHK-3aMOBI 3 xB
CHHS
28. [ligroryBatd  MOKYMEHT 110 BHJaui: 3BIPUTH  JOKYMEHT 3
0JIaHKOM-3aMOBIICHHS, TIEPEBIPUTH HASABHICTh YCiX CTOPIHOK 1 CTaH
JIOKYMEHTa, TIPOCTaBUTH Ha OJIaHKy-3aMOBJIeHHI (JInIhoBOMY Oorti 1-01
Ta 3-01 yactuau — c. 1, 5) mmdpu JoKyMeHTa, 3a3HAYUTH IHBEHTapHHUI
HOMEp, KiIBKICTh JOKYMEHTIB, JIaTy BHJadi. 31 3BOPOTHOrO OOKY 2-0i o 2 XB
gacTUHU (C. 3) TPOCTaBUTH INTEMITENs OiONMIOTEKH 3 HA3BOIO Ta FOKYMEHT
MIOLITOBOIO aJpECcO0, 3a3HAYUTHU TEPMiH NOBEPHEHHS, BKJIACTH 2-TY
YacTUHY OJlaHKa-3aMOB-JIGHHS Yy JIOKYMEHT, SIKHH  BHJIAIOTh,
MPOCTABUTH BHU3Y HOMEp OaHepoIi
29. [lepenarn BumaHHS 7S KOmitoBaHHSA (y pa3i 3aMOBIEHHS (parMeHTy OJTNH 3 xB
BHJIAHHS: CTaTTs 3 )KypHay, 30ipHHKA) JIOKYMEHT
30. Bigicnarn OKyMEHTH ab0OHEHTaM: yIaKyBaTH OaHIIEpOIb, 3BaXKHTH, OJIH 5 <8
HAKJICITH MapKH, HAMCATH aIPECy, CKIACTH MOIITOBHH OIIUC JOKYMEHT
31. Po3craButn Gnanku-3amoBieHHs (1-a yacTHHA) HA BUAAHI TOKYMEHTH
(HamicnmaHi) y KapToTeKy OOCIYrOBYBaHHSI a0OHEHTIB Y pPO3ALI o 22 ¢
«Buganns, sugani 3a MBA» JIOKYMCHT
32. bibmiorpagiune moorpaifoBaHHS HEBUKOHAHUX 3aMOBJICHb. Y TOUHUTH OIUH 4 xB
Oi0miorpadivni BigomocTi 3a IBA JOKYMEHT
33. BussuTy HasBHICTH TOKYMEHTA, Ha KU ITOIAHO 3aITUT, Y 0i0IioTeKax OIUH 11 xB
MicTa, palloHy JOKYMEHT
34, OdopMuTy 3aMOBIIEHHS JUIS HampaBJICHHS B iHON OiOMiOTEeKU:
3a3HauaTd Ha 3BOPOTHOMY 0ol 1-i yacTuHuM OnaHKa-3aMOBJICHHS (C. 2) oJlHE 3 x5
MPUYHHY 1 JaTy mepeaapecyBaHus (mremmens «Hemae B Gibmioremiy, 3aMOBJICHHS

«Hemae B 06ibnioTexax micTay), 3p0OUTH BIIMITKY PO MEPEBIPKY 3a
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JIOBITKOBUMH BUJAHHSIMHU, CHUIJIH 0i0mioTek-poHI0oyTpUMyBadiB 3a
3BEJIEHUM KaTaJOroM

35. Binmicnatu aboHEHTy MOBIJOMIICHHS MPO TEpPEaJipeCyBaHHs 3alUTy 13 oIHe 2 xB
3a3Ha4CHHSAM 010TI0TeKH, KyJIH HOro OyJI0 HaJiCIaHO MOB1TOMJICHHS
36. 3apeectpyBaTii BimMOBY B oOmikoBux ¢opmax MBA. Hamicmarn
aboHeHTy OnaHK-3aMOBJICHHsI (3-TIO YacTHHY) Y Pa3i HEMOXKIHBOCTI oJlHa A xB
BUKOHAHHS 3 TMO3HAYKOK Y BIAMOBIMHIN pyOpHmi Tpo NPHYNHY BiIMOBa
BIIMOBH
37. [TocTaBuTH 3aMOBJICHHS Ha YEPTry IPH BiIMOBIICHHI «3aiHITO» ofHE 3 x5
3aMOBJICHHSI
38. [IpwitHaATH AOKyMEHTH, OBepHeHI aboHeHTaMu. OTpUMaTH MOIITOIO,
BIOKpUTH OaHAEpoNib, MEPEBIpUTH CTaH JOKYMEHTA, BHUHHATH
OnmaHK-3aMOBJICHHSI 3  KapTOTEKM OOCIYroByBaHHS  aOOHEHTIB, HOZ?II\H;HT 5 xB
3a3HAUUTH Ha HHOMY JaTy TOBEPHEHHS JOKYMEHTa, IMEepeCTaBUTU
OJIaHK-3aMOBIICHHS B po3ia «lloBepHeHa JiTeparypay
39. KonTponbs 3a TepMiHaMH KOPUCTYBAaHHSI JOKyMEHTAaMH, BUSIBICHHS OIIMH 1 xB 10 ¢
OOPKHMKIB, HAJICHJIAaHHS HarajyBaHb JOKYMEHT
JlocTyn 3a 10mOMOro10 BUKOpHCTAHHSI iHopManiliHuX TexXHoJ1oriii
40. ®dopmyBaHHS 0a3M NaHUX MPO a0OHEHTIB 3a BiMOBIIHOIO (OPMOIO,
BBeIeHH:I iH(opMallii mpo HOBOro abOHEHTa OHH @00HCHT 6 xp
41. 3uaiit B 0a3i JaHWX BiIOMOCTI Ipo aOOHYBaHHS OpraHi3arlii, BHECTH
HEOBXIHI MiHH OI1H a0OHEHT 4 xB
42. Beectu indopmaltito npo npuiioM 3aMOBICHHS BiJ AaOOHEHTIB OJlHE | xB
3aMOBJICHHS
43. BBectu indopmanio npo nepeagpecyBaHHs 3aMOBICHHS, BUBECTH Ha ofiHE | xB
NPUHTEP MOBiIOMIICHHS 3aMOBJICHHS
44. BBectu naHi mpo MOCTaBICHHS 3aMOBICHHS Ha 4Yepry, MOBIIOMHTH oflHE 2 xB
aboHeHTa 3aMOBJICHHS
45. 3apeecTpyBaTH OOKYMEHTH, BHAaHiI Aa0OHEHTY, NPOCTABUTH TEPMiH OIIMH 3 x5
MTOBEPHEHHSI JOKYMEHT
46. Bunmanuty 3 MacuBy JaHi Ipo TOBEPHEHUN JOKYMEHT OJlHE 11 c
3aMOBJICHHS
47. 3nificHEeHHS KOHTPOIIO 32 TEpMiHAMU MOBEPHEHHS JOKYMEHTa: TOIIYK
1 BimOip MaHWX Mpo OOpXKHMKIB, BUBEACHHS MOTPiOHOI iHGopMaii Ha | OqUH aOOHEHT 3 xB
IPUHTEP, PO3APYKYBAHHS CIIUCKIB 13 3a3HAYEHHIM agpecu aOOHEHTa
EjekTpoHHA 10CTaBKa IOKYMEHTA
48. CxkaHyBaHHSI, pO3Mi3HABaHHA, KOPEKTYBaHHSI, BiAIpaBKa aOOHEHTY OJlHa 20 xB
CTOpiHKa
Opranizanis po6oTu 0i6Ji0TEYHNX NYHKTIB
49. [IpoBecTn KOHCYNbTaIi0 (HaBYaHHS) IION0 TEXHOJOTIYHUX ACIEKTIiB OJlHa 8 ron
00CITyTOBYBaHHS KOHCYJIBTAITis
50. VYknactu yrogy Mik 0iOmioTekol0 1 opradizaiier, ae Oynie onHa 5 ron
3IICHIOBATHCS M03acTallioHapHe 00CITyroByBaHHSI yroza
51. Odopmutn popmymsip 6i6mi0TETHOTO MYHKTY (B 2-X MPUMipHUKAX) OJTNH 15 x8
hopmyIsap
52. OdopmuTH manky 3 AOKyMeHTaMu (yroja, JOPyYeHHsI Ha OTPUMaHHS
MOKyMEHTIB, (opmyisasp Oi0MOTEeYHOTO ITyHKTY, 3BITH Ta iHII onHa 15 xB
JIOKYMEHTH) fraiika
53. anacm CXeMy poO3TallyBaHHs OiONIOTEYHHMX IYHKTIB Ha TEPUTOPIl oJlHa 2 ron 20 x5
MicTa, palloHy cxema
54. Cknactu nomicsiuHui rpadik 0OMiHy TOKYMEHTIB, IO 3HAXOISATHCS B o rpadix 20 xB

010J110TeUHNX TYHKTaX
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I1in6ip KOMIUIEKTIB JOKYMEHTIB A5 6i01i0T€YHOr0o NyHKTY
ITigibpaTy KOMIUIEKT JOKYMEHTIB
KinbKiCTh JOKYMEHTIB Y KOMIUIEKTI:
55. o 10 OJINH 17 x8
KOMITJICKT
56. 1o 30 OIUH 50 x5
KOMILIEKT
57. 1o 100 OIUH 2 ron 30 x5
KOMITJICKT
58. [ligroryBat MOKYMEHT 110 BHjadi y OiOMIOTEYHMH MYHKT: BHHHSATH
KHIDKKOBUW (pOpMyIsip, 3a3HAYUTH JIATy BUJAdi, CUII ITyHKTY, TAIHAC o 2 xB
BiIIOBi1aIbHOT 0CO0H AOKyMerT
59. Banucat 'y ¢dopMmynap  OiOIIOTEYHOro MYHKTY Jary Buaadyi —
JMIOKYMEHTIB, KUTBKICTh BHIAHUX Ta IIOBEPHCHHX JOKYMEHTIB ¥ 1 xB
0i0mioTeKy-(hOoHIOy TPUMYBad Jatme
60. Po3craBuTH KHIKKOBI  QopMymsapu BifiOpaHUX JIOKYMEHTIB B
andaBiTHOMY HOPSIIKY B 0OITIKOBY KapTOTEKyY 3a o .
pO3IiTbHUKAMH-CUTIIAaMU  (poHmOOTpHMYBada (O0i0OTIOTEUHOTO TYHKTY, KHIDKROBHH 25¢
epeCcyBHOI 010IIOTEKH) bopmyap
61. [puitHATH TOKYMEHTH 3 010II0TEUHOTO MYHKTY: MPOCTABUTH IMO3HAUKY
Ha KHIDKKOBOMY (opMyisipi, BKJIacTH (OpMyJIslp y JTOKYMEHT, o 2 xB
PO3CTAaBHUTH 3a MICIIEM MOCTIHHOTO 30epiraHHs FOKYMEHT
5. Hapanus n10BiakoBo-0i0miorpagiyaux mocayr
5.1 JloBinkoBo-indgopmaniiina pooora
Tabauus 8
Homep Ha3sga rq?ouecy, onepanmii. O[ll/ll-lf/lll Hopma uacy
HOpMH 3mMicT podoTu A1 BUMIpY
1. 2. 3. 4.
Benenns noBigkoBo-6idiaiorpagiunoro anapary (JI1bA)
[MepernsnyTn 1 BimiOpaTd JOKYMEHTH 3 TMOTOYHUX HAJIXO/DKCHBb IS
po3nwcy Ta BHeceHHs 10 JIBA:
1. 30ipHUKH OnH 1520 xB
30ipHUK
2. JKypHaIu OJIUH 10-15 xB
KypHAIT
3. ra3eTu oJHa 4-5 x5
rasera
4. Oibmiorpadiuai mociOHuKM, JliTOMMCH KHIKKOBHUX, KYPHAIBHUX OITUH | xB
cTaTel, MPUKHIDKKOBA Oi0miorpadist 3a1uc
AHAJITHYHUH po3NHC KYPHAIbHUX, Ta3eTHUX cTaTeil, 30ipHUKIB,
oi0miorpadiunnx nocioHuKiIB
O3HAHOMUTHCS 31 3MICTOM CTaTTi, CKJIACTH 0101iorpadiyHmi onuc
KinbkicThb eneMeHTiB 610miorpaghiuHOro 3amnucy:
5. 4-6 OJIUH 6 xB
3aIHC
6. 7-9 OIUH 7 xB
3aImc
7. [epernsaHyTy TOKYMEHT, CKJIACTH aHOTALIIIO ot 15 xB
aHoTallis
PoboTa B aBTOMATH30BAHOMY PeKUMI
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®opmyBanHs 0a3 JaHMX CTaTel 3 MEPIOJUYHUX BHIAHB, 30IPHUKIB.
Benenns 6i6miorpadiuaux 3amuciB B 6a3y naHuX
8. 3amoBHEHHsI BiANOBIAHUX MOdiB 6ibmiorpadiuyHoro 3amucy OJlHE 30 ¢
rose
3niticHuTy pexaryBaHHs 0a3 maHuX OiOmiorpadivHHX 3ammciB cTarew 3
MEePIOANYHIX BUIAHb, 30IPHUKIB:
9. MOTOYHE penaryBaHHs; OIIMH 3 xB
JOKYMEHT
10. BUOIpKOBE  TeHepalbHE  pelJaryBaHHs  3a  IIEBHUM  TOJIEM OIIMH 3.7 x8
Oi0miorpagivHoro 3anucy JIOKYMEHT
Opranizamis Ta pefakimisi CHCTeMAaTHYHOI KAPTOTEKH CTaTei
(CKCO)
11. [epernsanytu Ta BigiOpaTn kaptku 1 3aHecenHs 10 CKC. oJHa 3 x5
CucTeMaTH3yBaTH Ta PO3CTABUTH KAPTKH Y 3BOPOTHIN XPOHOJIOTI{ KapTKa
12. Hamucaru i po3cTaBUTH PO3IITBHUKH OIH 2 xB
PO3ITBHUK
13. HetamizyBarn po3finv, BBECTH TNpeAMETHI pyOpHKH, Hamucard i OITH ) xB
PO3CTaBUTH HOBi PO3IIIBHUKI PO3IITBHUK
14. Bunyuntn i3 CKC kapTku Ha 3acTapiii JOKYMEHTH, IIEPEBECTH iX B OllHa 3 xB
apXxiBHY YaCTUHY (BHIYYHTH) KapTKa
Opranizaunis paxrorpagiynoi kaprorexku (PK)
15. Busnauntu 00’€KTH Ta OCHOBHI O3HaKu Jyis BigoOpaxkeHHs B OK.
[epernsanyTn moxymeHntd 1 BimiOparu ans BHecenHs B @K. 3anectn oAna 7-10 xB
Bi1iOpaHi BiJOMOCTI Ha KapTKH, PO3CTABUTH KaPTKH fapria
16. Hanmcaru 1 po3cTaBuTH po3aiIbHUKA onH 2 xB
PO3ITBHUK
17. ngeBipHTn Ha KapTKax MPaBHIBHICTh 3aHECCHHUX BIIOMOCTEH, BHECTH onHa 3 xB
3MiHH Ta JOIOBHEHHS KapTKa
Opranizanis TeMATHYHUX TeK ra3eTHUX BHPI30K
18. Ilepernsaaytn razetu Ta BimiOpaTtu cTarTi 3a TEMOIO, MATOTYBaTH Ta ona 3.5 xB
CHCTEMAaTH3YyBaTu BUPI3KU BUPI3Ka
19. CTBOpHTH TeMaTHUHY TEKy: 3poOMTH crenudikamito crateid abo ix
KCEpOKOITiH, HAKJICITH Ha TEKy KHIKKOBHU (OPMYNSp, NTaTH Ha3By, OllHa 20-30 xB
3aiH/IeKCYBaTH, 3poOuTH OibmiorpadiyHU OMHC JUIA PO3MIMICHHS Y TeKa
JBA
5.2 loBinkoBo-0i0miorpadiuni mocayru
Taonuysn 9
Homep Ha3Ba npouecy, onepariii. Onunuus
HOpMH 3micT poboTH BUMIpy Hopwma wacy
1. 2. 3. 4.
Ipuiimanus 6i6aiorpadiunmx 3anuriB
1. [Mpuiinstn  Gibmiorpadiyauii 3amuT. YTOYHHUTH TEMy, LIJILOBE 1 OIIVH 3 xB
YHUTAIbKE TPU3HAYCHHS 3aIuT
2. Busnaunty mMOWHY MOIIYKY: DKEpesia, XpOHOJOTIdHI MEXi MOITyKY OITNH 3 xB
iH(hopmartii Ta ii Hocii 3aIuT
BukoHaHHS TEMATHYHOI JOBiAKH
3. YTOYHUTH TeMy, 3MIHUCHUTH TOIIYK 1 Bimbip mokymeHTiB. CKiacTu oIHa 10-35 xB
Oibmiorpadiyamii ommc JIOBigKa
Buxonanns aapecHoi 6i6aiorpadgiynoi roBiakm
4. BcranoButH HasSBHICTH YW MICIle 3HAXODKCHHsI JOKyMEHTa y (OHII OITNH 2.5 xB
010mioTEKH JIOKYMEHT
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BukoHaHHs YTOUHI0I040i 6idiorpadiuHoi noBiaKku

5. Bceranosutu Ta (a00) yTOUHUTH eneMeHTH OibmiorpadigyHOTro ormmcy, OJIUH
SIKi BIJICYTHI, HETIOBHI 200 HETOYHO TIO/IaHi y 3alUTi KOPUCTyBaYa JIOKyMEHT 5-Txs
6. Hanatu moBuuit 6i0miorpadiunuii onuc AOKyMeHTa Mpu OQOpMIEHH] OJINH 5-10 x5
MUCHMOBHX 0i0iorpadiuHIX CIUCKIB JOKYMEHT
BuxonanHs ¢paxrorpadiynoi 10Biaku
7. BcraHoBUTH KOHKpETHI BiIOMOCTI Tpo Ti a0o iHIN 00 €KTH, MOMii, .
MIpOLIECH, JJaTH oJHa JOB1IKa 10-40 xB
BukoHaHHS 10BiIOK B ABTOMATH30BAHOMY PeKUMI
8. 3HaiiTH KopHuCcTyBaya B 06a3i JaHUX Ta 3apeecTpyBaTH sl BUKOHAHHS OIVH 2 xB
JIOBiJTKH KOPHCTYBad
3uaiiTi 6i0miorpadivHi 3arTUCcH 32 YMOBaMU 3alHUTy B 0a3ax JaHuX ( B
T.4. EK). BukoHaTu 10BiJIKY:
9. agpecHy 010morpabidyHy, YTOUHIOIOTY OJTHA JTOBiJIKa 3 XB
10. TeMaTUYH OIUH
Y oy 15-20 xB
11. akTorpadiux ONVH
Paxrorpagiary - 15-30 xB
12. BipTyasnbHy (B Mepexi IntepHet, EK, B/]) OJINH
HOKyMeHT 20-60 xB
13. BuBectn pesynbrat mouryky OiOmiorpadiuHUX 3amuciB Ha €Kpad, OIHH CITHCOK 2-10 xB
PO3IPYKYBATH CITUCOK
O0aik 6i01iorpadiuynux noBigok
14. Cucremarn3yBaTi JIOBIAKM 32 THUIIAMH, 3apEECTPYBAaTH B OOITIKOBUX OJlHa 1-2 xB
JIOKYMEHTaX, sIKi MPUHHATI y 610Ii0TeIT JTOBiKa
15. Binibparu axtyanpHi (CKiIamHi) THCHMOBI JIOBLAKH JJs  ApXiBY
BHKOHAHUX JOBIJIOK, TIPOCTaBUTH IHIEKC, 3POOUTH OMHC JUIS Hgf;ia 5-8 xB
KapTOTEKH BUKOHAHMX JOBiZIOK
Hapanusn KOHCYJIbTaliHHOT JA0IOMOT'H oins
J0BigK0oBO-0i0TiorpadgivHoro anapary
16. [ligroryBat 1 mpoOBeCTH TPYIOBY KOHCYNBTAIilO0 (3aHATTS) TIPO onHAa
kopuctyBaHHs [IbA KOHCYJTBTAILis 60 xB
5.3 bibaiorpagiune ingopMmyBaHHsA
Taonuusa 10
Homep Ha3ssa npouecy, onepaunii. Onunnuos
HOpMH 3micT podoTn BUMIpy Hopna sacy
1. 2. 3. 4.
Indopmaniiine 3a0e3neyeHHA a00HEHTIB B cucTeMi BHOiIpKOBOTO
po3noBciomkenHs ingopmanii (BPI)
BusiBnennss indopmaniiinux mnorpeé Ta dopmMyBaHHS Mepexi
a0OHeHTIB
1. Po3pobutn aHKeTy i BU3Ha4€HHsI KOHTUHTEHTY aOOHEHTIB Ta iXHiX
iHpopMaliifHuX oTped (3amuTiB). PO3MOBCIONNTH aHKETY O arieTa L ron 30 xa
2. OmnpairoBati pe3ynpTaTd aHkeTyBaHHS. CkiacTd Ha 0a3i ogepKaHUX
JaHWX KapTOTeKy aOOHEeHTIB Ta ixHiX iHpopMamiiiHuX TOTped | omuH aOOHEHT 1 rox
(3amuTiB)
IlinroroBka CUrHaJabLHOIO NOBioMJIeHHs B cucTteMi BPI
3. [lepernssHyTd  AOKYMEHTH Ta  BigiOpatm  Marepiand — 3TiIHO OJlHE
inpopmariifiaux 3anutiB. O3HalOMUTHCS 31 3MICTOM MarepialiB, | MOBIZOMIICHHS 2 rox
3pobuTH 610IiorpadiYHUN ONKC, HAITMCATH aHOTAIlil0, MITOTYBaTH JI0 (5 Ha3B)
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JIPyKy, BIATIPAaBUTH TOBIIOMIICHHS, 3pOOMTH BIAMITKH y KapTOTeli
A0OHCHTIB

Busuenns eextuBnocti cucremu BPI

4. [MpoananizyBaru KapTH 3BOPOTHOTO 3B’s3Ky. BiIKOpEKTyBaTH cucTeMy oflHa 15 xB
BPI 3rimHO 3 BUCHOBKaMH aHaJIi3y KapT 3BOPOTHOTO 3B’ 3Ky KapTa

5. IIpoBecT aHkeTyBaHHsA (cCrmiBOecCigW), MOPOAHATI3ZYBATH OAEpKAH
iHr(i)OpMaHiIO, 3aHe}éTn 3MiHIfI B KapTOTeIz;/ a6E))HeHTiB g T OFMH @G0HCHT 1ron
Indopmaniiine 3abe3neyeHHsI a0OHeHTIiB B cucremi
audepenuiiioBanoro 3ade3nedenns kepisaunTia (JI3K)
@DopmyBaHHS Mepexi a00HeHTIB

6. BusHauntu ko0 aOOHEHTIB Ta IXHI iH(pOpPMAaILilHI MOTPeOH (3amuTH):
IPOBECTU AaHKETYBaHHA, ONHUTYBaHHS, 3i0patu iHQopmanio 10
Tgneq)OHy TOH_IO.TéKHaCTI,/I KapToTTyeKy aGZ)HCHTIi)B, C(l)Opl\(})YHI;OBaTI/I remu | aboreHT Lron
iHpOpMYyBaHHS
IligroroBka ingopmaniiiHux MarepiajiB
IlinroroBka oneparuBHoi iHopmanii 3a MmaTepiasamMmu npecu

7. [lepernsHyTn 1 BimiOpaTtu crTaTTi 3 TEpiOAUYHUX BUIAHb, CKJIACTH oIHa
6i0miorpadiyanii onuc, 03HAHOMUTHCH 31 3MICTOM, CKJIACTH aHOTALLiIo, iHpopMaris 4 rox
MiATOTYBATH TEKCT, HAAPYKYBaTH (5-10 Ha3B)
BuBuenns edpexTuBnocti cucremu /[3K

8. Po3pobuti Ta pO3MOBCIOAWTH aHKETH, TPOBECTH aHKETYBaHHS
(omuTyBaHHs, Oecimu), MpoaHaANi3yBaTH Ta y3aralbHUTH OAEpKaHY | OJUH aOOHEHT 2 ron
iHopMaIlio, BHECTH BiIOBIIHI 3MIHH B KAPTOTEKY aOOHEHTIB
I'pynose (inauBinyaabHe) ingopmyBanHs ynTaviB (A00HeHTIB)

9. Busnauntn xomo aboHEHTIB Ta iXHi iHpOpMamiliHi MOTpedH (3anmuTH):
NPOBECTH  AHKETYBAaHHs, ONWTYBaHHA, CHOpPMYTIOBaTH  TeMH | OAMH aOOHEHT 1 ron
iH(OPMYBaHHS, CKJIACTH KAPTOTEKY AOOHEHTIB

10. [MeperstHyT 1 BimiOpaTu JiTeparypy BIAMOBIZHO 10 TEMAaTHKH
3anuTiB, 3poOuTH Oi0miorpadiyHnil OMKC, CHCTEMAaTU3yBaTH, CKJIACTH
iHpOpMaliiiHUH CIUCOK, 3pOOMTH TMO3HAYKM B KapToTeli aOOHEHTIB O CITHCOK 30 xs
TpYIOBOTO iHPOPMYBaHHS, BiIIPAaBUTH aOOHEHTAM

I1. IToBimoMHUTH NP0 HASBHICTH HOBHX HAIXOMXEHb 32 TEMOIO YCHO (IO ofHE 10 x5
TeneoHy) MTOB1TOMJICHHS
Iinroroska 6i0aiorpagiunnx orngaais Jiteparypu

12. [ligroToBKa TEMaTHYHOTO OIS JIITEPATypH.
BiniOpaTy HOBI HaJaXOMKEHHS 3TiHO BU3Ha4YeHOI Temu. [limrorysaru O/UH Oll"gﬂll 12-14
KOpOTKi aHoTamii. BuOynyBaru noriunuii Buknan marepiany. [lposectu B(Ii(;aHb) -14 ron
OTJISIT

13. HingyBaTI/I OISz niTepgTypH HOBHX HaJIXOIKCHb: 93Haﬁ9MHTHCB i3 S —
3MICTOM HOBHX JOKYMEHTIB, CUCTEMaTH3yBaTH MaTepiall, MiAroTyBaTH (10 10 BuaHD 10-12 rox
TEKCT, IPOBECTH OTJISIT
IlixroroBka TeMaTH4YHOIO NepemIsay JiTepaTtypu

14. BusHaunt Temy Meperiiny, CKIacTH TEKCT OrojiomeHHs (adimi).
HepersnyTn Ta BiniOpatH NOKYMEHTH, 3aMOBHTH Ta OJEPXKATH iX B | onyy Tepersin
CTPYKTYpPHHX  Tifposminax. Po3poOutu  pyOpuKH  TIEpeTiisy, (10 50 10-15 rox
MiJ-TOTYBaTH MiCIle eKCITO3UIIil, PO3CTaBHUTH JiTeparypy. JleMonTyBaTn BH/I2Hb)

Nepenisi Ta MOBEPHYTH JITEpaTypy y CTPYKTYPHI MiApO3aiian

Hi}IFOTOBKa neperasiay HOoBuxX HAAX0AKCHb .JIiTepaTypn
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15. Cxuracti Teket orosyomieHHs (adimi) mpo mepermisaa. IlepernsanyTu Ta
BimiOpaTH MOKYMEHTH, 3aMOBUTH Ta OHEpXKaTH IX Yy CTPYKTypHHUX | OOUH Ieperisa
MiApo3ainax, PO3MOMIIUTH 3a Taly3sMH 3HaHb, HIATOTYBaTH Micle (mo 50 10-12 rox
eKCIIO3UIIil, pO3CTaBUTH JiiTeparypy. JleMOHTyBaTH meperisiy Ta BU/IaHB)
MOBEPHYTH JIITEPATYPy yV CTPYKTYPHI TiAPO3IiIH
IlinroroBka 010/1eTeHs HOBUX HA/IXOMKEHb
16. IlepernisiHyTH Ta BimiOpaTu JOKyMEHTH 3 MacHBY HOBHX HAIXOIUKEHb, OIIVH
CHCTEMaTH3yBaThl iX 3a Taly3sMH 3HaHb, 3poOuTH Oibmiorpadiuni OroneTeHb 10 ron
OIKCH, CKJIACTU KOPOTKI aHoTallii (3a morpe0or0), MOCTABUTH CHUTIIH (mo 30
CTPYKTYPHHX MAPO3IiIiB (010110TeK-(hiii) JIOKYMEHTIB)
Opranizanis Ta nposenenns {ns ingopmanii, {nst 6i0riorpadii
17. Busnaunty minboBy ayauTopito, MeTy Ta Temy JHs iHpopmarii ([Jas
Oi0miorpadii). 3abe3meunTn BiAOip Ta cCHUCTEMaTH3alil0 OKYMEHTIB
BU3HAYEHOT TeMaTWKH. BHpIimUTH oOpranizauiiHi muTaHHS (Jata Ta
TUIaH TIPOBEJCHHS, pPO3pOOKa pEKJIaMHUX OrOJIONIeHb, 3BEPHEHb,
TTOB1IOMIIEHHS 3alliKaBJICHUX OpTaHi3allii, 3ampomieHHs CIemialicTiB,
KOHCYNIBTaHTIB TOIIO). Po3pobutn Ta odopMuTH HaouHi ¢GopMu OAHH 36-50 rox
nomynspusanii  JiTeparypd (BUCTaBKHM, meperisau). Ilizrorysaru 3axil
Tekctu OiOmiorpadigHux OMIAMIB, KOHCYNbTamii Ttomo. I[IpoBectu
Hens indopmarii ([ens 6i6miorpadii) 3riqHo miany. 3pobutn aHami3
e(DeKTUBHOCTI  3aXofy: KUIBKICTh  BiJBiJyBadiB, KHHTOBHJa4Ya,
OTIpAIfIOBAaHHS aHKET Ta iH.
Oprani3aiis Ta npoBenenns {us cneniajicra
18. BusHaunTH LiIBOBY ayIUTOpilo, METy Ta TeMy 3axody, ¢(opmy
NpOBeJeHHsT (CTallioHapHA, BHWi3HA), TeEperITHYTH 1 BigiOparu
JOKYMEHTH, CKJIACTH IUIaH TPOBEACHHS, PEKJIaMHi OTOJOIICHHS,
Y3TOIUTH TIPOTpaMy i3 3aMOBHHKaMHU, 3aIliKaBICHUMH OpTraHi3aIlismH,
HiZ[FCTTyBale/I Mepersm J.'IiTe'paTypI/I, TeMaTH4YH1 BUCTaBKM 32 OIIMH 50-70 rox
crenianbHicTIO, Oibmiorpadiyni orisauM, 3aMOBUTH JIeKHmii Ta iH., 3axin
3allpOCHTH  CIIEIIaNiCTiB, OpraHi3yBaTH dYepryBaHHs 6i0miorpadis,
KOHCYJIBTaHTIB-CIICIIaICTiB, TPOBECTH 3aXil, 3pOoOWUTH aHami3
e(eKTHUBHOCTI 3aX01y
6. HaykoBa nisisibHICTB 0i0J1i0TeKH
6.1 HaykoBo-ocaigHunbKa podora
Taonuusn 11
Homep Ha3ssa nponecy, onepaunii. Onunnuos
. . Hopma gacy
HOpMH 3micT podoTn BUMIpY
1. 2. 3. 4.
Po3poOka mporpaMu (TeEXHIiYHOT0 3aBIAHHN) T0CTi I KEHHS
OOrpyHTYyBaTH aKTyaJbHICTh TEMH, BHUSBUTH 1 OOIPYHTYBaTu
MpoOJIEeMHY CHTYyaIlilo, C(POPMYITIOBaTH METY, 3aBIAHHS 1 TilIOTE3Y,
BU3HAYUTH 00’€KT i mpeamer mociimkeHHs. OOroBopuTH marepial,
JOOTpAloBaTH JTOKYMEHT Ticisi obroBopenHs. Hamucatu Tekcr
IOCIIKEHHS:
1. EMITIPUYHOIO XapaKTepy OIHa 700 rox
nporpaMa
2. MJIOTaXXHOTO (PO3BilyBaJIbHOTO) XapaKTepy OIlHa 430 rox
nporpaMa
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3. NPUKIATHOTO XapaKTepy 3 BUKOPHCTAHHAM BiloMHX (armpoOOBaHUX) OJlHa 250 ron
MIPOTrpaM, METOJVK PEriOHAIBHOTO PiBHS mporpama
4. 3 BUKOPHUCTAHHSAM HOBHX (HE arpoOOBaHMX) MPOrpam, METOJHK oHa 335 ron
nporpaMa
5. (yHIAMEHTaJbHOTO, TEOPETHUKO-TI3HABAIBHOTO (KOHIICTITYaThHOTO, ofHa 440 rox
METOJOJIOTIYHOTO0) XapakTepy nporpaMa
6. MIHI-€KCTIPEC JTOCITIIKCHHS, JIOKAIBHOT COI[IOJIOTYHOT PO3BIIKH onHa 25 rox
mporpama
Po3poOka MeTOTMKH 0 CTiIKEeHHSI
Hanucaru TeKCT METOMUYHUX TOKYMEHTIB 3T1JIHO 3 TOCIIDKEHHSM, SKE
mpoBoaANThC. Po3poOuTh i 0OTpyHTYBaTH BHOIPKY, BHOpATH METOIH
300py COMIONOTIYHOI iHpOpMaIlii, OITUCAaTH METOU Ta CXEMH aHaNTi3y i
00poOku naHux. Po3poOMTH METOOWYHMI 1HCTpYMEHTapiii: aHKETy,
iHTepB’10, Oecimy, OmaHkm OONiKy, ONaHK CHOCTEpEKEHHS, aHali3
0i6mioTeyHoi moKyMeHTarii, GopMH TaONUIb. 3MIMCHATH E€MITipUIHY
anpoOaIlito  peleBaHTHOCTI CKIIAJICHUX JOKYMEHTIB, YTOYHHUTH 1
JOOTIPAIIOBaTH METOAWYHUEI 1HCTpYMEHTapild, CKIACTH OCTaTOUYHHH
BapiaHT JJOKyMEHTa
Mertorka IpoBeIeHHS 10 CITiHKEHHS:
7. EMITIPUYHOTO XapaKTe oHa
’ P MeT)cl);[HKa 530 oz
8. MJIOTaXKHOTO (PO3BiTyBaLHOTO) XapaKTepy ofHa
METOJIMKA 300 ron
9. NPUKIATHOTO XapakTepy 3 BHUKOPHCTAaHHAM BiIOMHX (ampoOOBaHHX) OJlHa 150 ron
MPOTrpaM, METOAVK PEriOHAIBHOTO PiBHS METOIFIKA
10. 3 BUKOPHUCTaHHSAM HOBHX (HE anpoOOBaHMX) MPOrpam, METOJHK oIHa 250 ron
METOJIMKA
11. (yHIaMEHTaILHOTO, TEOPETHKO-TI3HABAILHOTO (KOHIIETITYaJIBHOTO, onHa 350 rox
METOJIOJIOTIYHOT0) XapaKTepy METOJ/INKA
12. MIHI-EKCIIPEC JOCITIIKSHHS, JIOKAJIBHOT COI[IOJIOTTYHOT PO3BIIKH onHa 40 rox
METOJTMKA
Opranizaniiina po6oTa Mog0 NpoBeeHHs JOCTiIKEeHHS
13. CrBopUTH JOCHIIHUIBKKN KonekTuB. Ckiactd poOounii  TutaH
MPOBEJICHHS TOCIKCHHS, Y3TOJAUTH HOTO 3 BUKOHABIIMU. Po3poouTtn oflHE
METOAWYHI JOKYMEHTH mIoA0 30WpaHHA TIepBHHHOI iH(opMarii 140 rox
(mopaau iHTEpB’rOEpaM, CHOCTepirayaM TOLIO); NPOBECTH IHCTPYKTaX | TOCIiIKEHHS
NpaliBHUKIB (IHTEPB I0EPiB, CHOCTEPIradviB Ta iH.)
14. 3niticautn Oibmorpadidae omparfoBaHHS TEMH AOCIIHKCHHS, pOOOTy
B  apxiBaX, BHBYCHHS HOPMATHUBHO-TEXHIYHOI JOKyMEHTAIlil, OJTHE
iHpopMalii mpo aHaMOTH Ta iHINI Marepiand, SIKi CTOCYIOThCS TEMH, 40 rox
o Jgociimpkyerbes. Ckmactu 6i0miorpadiuyHmii CIIMCOK BUKOPUCTAHOI | AOCHTIIKSHHS
JiTepaTypu
36ip nepBuHHOI iHdopMmaii
15. AmnketyBaHHs (10 15 no3wmiriit) OJlHa 15 xB
aHKeTa
16. OnwuryBanss (10 10 mo3urii) ofHe 20 xB
IHTEPB 10
17. CriocrepeskeHHS OJIHH GIaHK 20 xB
18. AHai3yBaHHS CTaTUCTUYHHUX JOKYMEHTIB OIH 20 xB
JIOKYMEHT

O0podka nanux
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O6pobutn iH(MOpMAIiF0O HA OCHOBI TEPBUHHUX BUXITHUX aHUX,
OTPUMAHMX BIAMOBIAHO /O METONWKHA JOCHiKEHHS. 3poOwTH
TOTIEpe/IHIN MiApaxyHOK BiAMOBiAEH Ha 3amUTaHHs], BMILEHI B 0OpaHy
METOIUKOI0 nociimkenHs: Gopmy. Cxiaacti poboui Tadmuii. 3aHecTH
roTiepesiHi MJACYMKH y pobodi Tabmwmi. 3AifiCHATH TiApaxyHKH, Y
TOMY dYHCTI aOCONMIOTHI BENWYHMHHU, BiJICOTKH, BHU3HAYUTH CEpeIHi
MOKa3HUKM, KoedillieHTH, 3MiHHI moka3HuWkH Tomo. [ligroryBaru
3BeZIeHI TaOnwmili, crucku. [lepeHecTr pe3ynbTatd poOoYnX TabIHIb Y
3BEACHI TAONHIT, 3AIHCHUTH BiIOBIIHI M IPAXYHKH:

Hamucaru tekct

19. YHOMY DEXKUMI OIHAa
o or METOJIMKA 300 roz
20. B aBTOMAaTH30BAaHOMY DEXUMI oIlHa
’r METOJIMKA 400 ron
AHaJi3 00podJienoi ingopmanii, miaroroska 3Bity, GopmMyII0BaHHS
BHCHOBKIB, PO3po0Ka pexoMeHaanii
21. VY3arajabHUTH Pe3yJIbTaTh JOCIiIKEHHS, TOPIBHSTH iX 3 TEOPETHUYHHUMU OIIVH
Mmozensimu. [IpoanamizyBatn ompanpsoBady iH(opmamnito. 3poduTtH | aBTOpChKHI 100 ron
BHUCHOBKH, IPUUHSITH PillICHHS, 3pOOUTH POTHO3 apKyI
22. Hammncaru 3BiT. Po3po0uTH pekoMeHmaltii, iHCTPYKIIiil 3 BIIPOBAKECHHS
MarepiaiiB HayKOBOTO JIOCIIIKSHHS OmuH 275 rox
ABTOPCHKHM
apKyIIn
ITizrotyBatu crarTio 10 30ipHHMKAa HAyKOBMX Ipallb, NPAKTUYHOTO
o ciOHMKA, TPOdECIHHOT MpecH:
23. TEOPETHUYHOTO 3MICTY OITMH
aBTOPCHKUI 300 rox
apKyII
24. MPUKIIaTHOTO, IPAKTHYHOTO 3MICTY OJIUH
ABTOPCHKUI 175 ron
apKy1I
25. Hamnncaru nomoBiap 3a migcyMKaMu HayKOBOTO JIOCIiI>KEHHS OIIH
ABTOPCHKUI 125 rox
apKyII
26. [IlizroryBat oOmISAM HAYKOBO-AOCHIAHUIBKOI pPOOOTH MPOBITHUX
Oibmiorek Ta  0i0miOoTeK  HABYANBHHUX  3aKIaliB  KYyJIBTYpH: OJIH
MpoaHami3yBaTH Marepiaiy; pO3IIyKaTH, BiAiOparu myOmikamii mHUX | aBTOPCHKHUI 250 rox
OibmoTex y ¢axoBiil mpeci; 3BiTH, qUcepTalliiiHi poOOTH; 3MIACHUTH apKyII
cHCTEeMaTH3allil0, aHajli3, y3aralbHEeHHS [IMX MaTepialliB
Po3po0ka rajry3eBux JIOKyMEHTIB NePCHEKTHBHOTO XapaKTepy
27. Po3pobutn HaykoBWI TIPOTHO3, TIOB’SI3aHHWNA 13 TMEPCIIEKTUBAMHU OJIUH
pO3BUTKY 0i0mioTek periony, aep:xaBu. Hanucatu Texct aBTOPCHKUH 250 ron
apKyIn
28. [limroTyBaT!  KOHIIENIIiI0O TIEPCIICKTUBHUX  HANpPSIMIB  PO3BUTKY OITNH
0i0mioTeyHOI cripaBH B perioHi, AepkaBi. Hanmcaru Tekcr ABTOPCHKHA 250 ron
apKy1I
20. Po3pobOuti 1imeOBI mporpamMu IS Mepexi  6i0miorek  (omHiel
0i0mioTexn). 3mINCHUTH JiarHOCTUKY  CHUTYyallii, 30BHIMIHIX 1 OIUH
BHYTPIIIHIX BIUIMBIB Ha (YHKIIOHYBaHHS 1 PO3BUTOK MeEpEeXi | aBTOpPCHKHI 290 ron
Oi0miorex (omniei Gibmiorekn). BupoOuTH pexomeHpaalii, pillleHHS. apKyII

Ipumimku: HopMa dWacy Ha CKJIaJaHHS OpOrpaM, METOAWK, IHCTPYKILIH Hae€Tbcs Ha MOCTITHUIBKAN KOJEKTHB. [OAWHU TpareBUTpaT

PO3IOIIIAIOTECS
MK BUKOHABIUSIMH 3aJI€)KHO BiJl X HaBaHTa)KCHHSI.
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2. HaykoBo-MeToau4Ha podora

Jlo mporecy MiATOTOBKY PYKOITHCY 0 APYKY BXOIMTB: 3/1a4a PyKOIHCY HAyKOBOMY PEIaKTOpy, 0OrOBOPEHHS y B,
Ha HAyKOBI# pajii, JOOPaIfOBAHHS PYKOITHCY.

Taonuys 12
Homep Ha3Ba npouecy, oneparii. Onunuus
. . Hopma vacy
HOpMH 3micT poboTn BUMIpY
1. 2. 3. 4.
IlinroroBKa MEeTONMYHOT0 MOCIOHNKA, peKOMeHaaiii
ITpHMHIMIIOBO HOBA PO3POOKA TEMH
1. BuBunuTH TeMy, YTOYHUTH UYHUTAllbke Ta IUIbOBE TPU3HAYCHHS
mociOHMKa, pekoMeHmaIlii. 3miiicanTr 6i0morpadidae onparroBaHHsI OITMH
TeMd. BHUBYNTH HOPMAaTHBHO-3aKOHONABYY JIOKYMEHTAIli0, BUSIBUTH | aBTOPCHKHIA 350 rox
iHpopMaIiio Ipo BU3HAYEHY TEMY 3 JOCBiLy pOOOTH BITUM3HSHHUX Ta apKyuI
3apyOikHUX 010TI0OTEK, MIATOTYBATH TEKCT
2. CxirlacTé TIPOCHEKT BHAaHHS, oOrooputh. JloomparmroBatu Imicis
pobOTH 3 HAayKOBUM pENaKTOpOM, PEKOMEHJAlill Ta 3ayBa’KeHb. O 16 Tox
3aTBEepIUTH NPOCTIEKT 1poCTIeRT
Monudikauisi paninie po3poodsieHoi TeMu
3. BusBuTH Ta BUBYMTH HOBi JTOKYMEHTH 1 HAKONMWYECHUH OiOmioTeKaMu
JOCBiT Ha TeMy MOCIOHHMKA, PEKOMEHJAIH; YTOYHHTH MPOCIIEKT, OJINH
BHECTH 3MIHU 3TiJHO 3 JOCATHEHHSAMHU O0i0mioTedHoi Teopii Ta | aBTOPCHKUit 170 ron
MPAKTHUKY; MIArOTyBaTH TEKCT JJIsi OOTOBOPEHHSI; JOOIPAIOBATH 32 apKyII
i ICYMKaMH 0OTOBOPEHHS
Po3podka 1oKyMeHTIB, 110 PeNNIAaMEHTYIOTh AisUIbHICTH 0i0JtioTeK,
NMOJIOKeHb,  IHCTPYKWili, MNpPOeKTiB  TOCTaHOB, CTaTYTiB,
32KOHOJABYMX AKTIiB’'
IIpuHUHIIOBO HOBA TeMa
4. BusBuTH, BHBYNTH 1 TNpOaHANi3yBaTH 3aKOHOMABYi Ta HOPMAaTHUBHI OITMH
JMOKYMEHTH 3a TEMOI0, HAlMCaTH TEeKCT TPOEKTY JOKYMEHTa, | aBTOPCHKHIA 340 rox
00roBOPHUTH, AOOMPALIOBATH JOKYMEHT Iicisi 0OTOBOpPEHHS apKyII
5. [IpoBecTn ampoOarliro JTOKyMEHTIB Ha 0a3i BH3HaueHUX Oi0IIOTEK, OITNH
y3araJbHUTH OTPHUMAaHi Pe3ylbTaTH Ta MPOIO3HIlii, MIATOTYBaTH IJIS | aBTOPCHKHIA 170 rox
3aTBEPILKCHHS apKyII
Moaudikauis paninie po3po01eHOro 10KyMeHTa
6. [IpoanamizyBarn Ta OIIHUTH JOKYMEHT; 3MIHCHUTH IOIIYK i BimOip —
HOBHX YHMHHHX JIOKYMEHTiB 3a TEMOIO; BHECTH 3MIiHM B TEKCT .
JIOKyMEHTA, 0OTOBOPUTH, JTOOTIPAITIOBATH 3a i CYMKaMH aBTOpChIHH 160 rox
00roBOPEHHSI; MiJrOTYBATH JI0 3aTBEPKCHHS apiyHl
7. Po3pobutn  MeTomu4HI  pekoMeHpamii, IHCTPYKIi, TUIAaHU 3 OIUH
YIPOBa/KEeHHST HOPMAaTHBHOI Ta pEIaMEHTYIOYOi JOKyMEHTalii; | aBTOpChKHiA 275 rox
MIiJITOTYBATH JI0 IyOmiKaii apKyII
Po3poOxa 00/1ikoBUX (hopm, 3pa3KiB Ta0INLb
8. YTouHuTH TmpeaMeT, 00’eKT, 3MmicT oOmikoBoi Gopmu, BimiOpaTu
NOTPiOHI  MOKA3HWKU, PpO3POOMTH MakKeT oOmiKoBOi  (opmu, o .
. .| aBTOpCHKUIA 150 rox
00TOBOpPUTH, MATOTYBaTH A0 3aTBEP/DKEHHS; PO3pOOMTH Tabmmili apKym
HOBOTO 3pa3Ky; CHCTEMaTH3yBaTH iX
9. CknacTi peKkoMeHJamii MI0I0 BIPOBAKCHHS CTATUCTUYHUX (PopM y OJINH
MIPaKTUKY ABTOPCHKUI 120 rox
apKyII

2! Tlo HopMM Yacy NpH CKJIaJaHHi JOKYMEHTIB, 10 PENIaAMEHTYIOTh AisUIbHICTh PecyOIiKaHChKUX, 00NacHUX 6i0IioTeK,
3aCTOCOBYETHCS TiIBUIITYBaNbHUH KoedimieHT 1,15.
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AHaJi3 CTATHCTHYHHUX JAHUX

10. 3nificHuT 30ip CTAaTUCTHYHUX JaHWUX 3 TIOMEPEIHBOI0 3BIPKOKO i3
MEPBUHHUMH OOJIIKOBUMH JOKyMEHTaMH 0i0IiOTeK, 10 3HAXOAATHCS Y onna 1-2 rox
c(epi METOIMYHOTO BIUTHBY Tabm
11. 3amoBHUTH CTATUCTHUYHI TaOJIHUII oIHa
TaOIHIA 2-4 ron
12. [IpoBecTy BIAMOBIAHI MiAPaXyHKH: MiCYMKOBUX JaHUX Ta BITHOCHUX omHa 2 ron
IIOKa3HUKIB TaOIuUIIA
13. Y3aralbHUTH CTaTHCTUYHI fHaHi. [1igroryBaru 3BeieHU TOKYMEHT JUIs oITHa 4 ron
3anoBHEHHS ()OPM Jep>KaBHOI CTATUCTUYHOI 3BITHOCTI TaOIHILIS
14. [limroTyBat BHUOAHHSA TIOAO 3BEACHWX CTAaTUCTHYHUX JTaHHUX OIIUH
TUSUTBPHOCTI miBiqoMunx 0i0miorek. Hammcatn nepeaMoBy, TEKCTOBUN | aBTOPCHKHIA &0 rox
KOMEHTap apKyII
IlinroroBka nucLMOBOI KOHCYJIbTaIil, METOMMYHOIO JIHCTA
15. BusButn 1 mpoaHamizyBaTM JOKYMEHTH 3a TEMOK); BUBUUTH Ta 0.5
y3arajJbHUTH J0CBiJ p960T1/1 0101i0TeK; HAMKUCATH TEKCT KOHCYJIBTAIlIT, aBTop,CLKHﬁ 170 rox
METOJMYHOIO JIUCTA; MIATOTYBAaTH J0 OOTOBOPEHHS, JOOIPAIFOBATH 3a
T ICYMKaM# OOTOBOPEHHS; MiITOTYBATH 10 APYKY apiyil
IligroroBka orsiny AisiJibHOCTI 0i0J1i0TeK 32 IEBHOK TEMATHKOI)
16. YTOUHUTH TeMy OISy, BU3HAYMTU XPOHOJOTIUHI MEXi; BHSBUTH
O-KyMEHTH, BimiOpaTw iX, BHBYMTH; IIATOTYBaTH CTaTHCTHYHI OJTHH .
TaOJINIIL; MIPOaHaTi3yBaTH; Hamycatd  TEKCT;  OOTOBOPUTH, ABTOPCRITH 180 ron
JTOONPAIIOBATH ITiCIIsl OOTOBOPEHHS apiyi
PenenzyBanHus HAYKOBHX, METONMYHHYX, iHdopManiiHuX
MarepiaJiB
17. HpO‘-II/I'TaTI/I Marepiai, 1o pelieH3yeThes. OLiHUTH HOTO B Il'iJlOMy Ta —
OKpeMi JaCTHHH, BCTAHOBHTH BIATIOBI/HICTS THTALLKOMY i ILTBOBOMY JOKYMEHT 15 ron
MIPU3HAYCHHIO, HAYKOBUM 1 METOJUYHIM BUMOTaM
18. Hamnucaru penensiro 0,25
aBTOPCHKUI 15 rox
aApKyIII
IMigroroBka nomnosini
19. [ligiOpaty Ta BUBYUMTH MaTepiaju: JIOKYMEHTH, CTATHCTUYHI JaHi, OUH
myOmikanii B mpodeciitniii mpeci, iHdopmartii, 3BiTH, iHII IKepemna, | aBTOPCHKHUN 160 ron.
HAIIMCaTHA TEKCT JOMOBIIl apKyII
IlixroroBka Jiekuii, KOHCYJIbTALIT
Po3pobutyn 1mmaH nekii, KOHCYbTalii, mai0paTH, BUBYNTH MaTepiai.
CKJIaCTH CIIMCOK JIITEpaTypH J0 JIEKIIii, KoHCyIbTallii. Hamucaru Texcr
20. [epBuHHA NEKIis OJlHa
JIEKIIist 95 ron
21. [loBTOpHA ITeKis 3 ypaXyBaHHIM HOBOTO MaTepiaiy oma 15 ron
JICKIIist
22. [epBrHHA TPYNIOBA KOHCYIBTAILIS OJlHa
KOHCYJIbTa-1] 25 ron
i
23. [ToBTOpHA TpynOBa KOHCYNBTAIIS 3 YpaXyBaHHSIM HOBOTO Marepiary oIHa
KOHCYJIBTa-1I 10 rox
i
24. VYcHa iHaMBIIya bHa KOHCYIBTALIIS oJlHa
KOHCYJIbTa-1] 1 rox
is
25. [ligrorysaru BiANOBiAbh HA JIUCT OIWH JINCT 8 rox
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26.

Hepernsm HOBUX HaAXOIKECHb 3aKOHOJABYMX Ta HOPMAaTHUBHUX

MOKyMEHTIB. 3mificHUTH Tomyk y mepexi Internet. dopmaryBaHHS roavHa 1 rox momHs
TEKCTY Ta BBSJACHHS y 0a3y JaHUX BIIILITY
IHMBiTyanbHE MiBUIICHHS KBaTi(hiKallii npaiBHUKIB 010Ti0TeK:
27. 31 cTaykeM poOOTH MOHAM 5 POKIB TOOMHA 1 ron/TIX1eHb
28. MOJIOJI CITEIAIICTH roguHa 2 To/TUXKIEHD
ITigroroBka TpeHiHIry, MaiicTep-KJIacy
29. BusHauntt Mery 1 3aBIaHHS 3axony, pO3poOUTH IPOOIEMH )
CUTYaIiIO; CHpOF}i]OSyBaTI/I OYiKyBaHi pGSyZI’LT;”)[I/I ’ ’ g O 3ax 40 oz
IligroroBka MyJbTHMeIiHHOT Ipe3eHTaNii
30. Cknactu Te3u, migiOpatu Ta BiackanyBaTH ¢(otorpadii, odopMuTH N
ciaiau npeseHraii y nporpami Power Point OAHH CIatA 1 ron
IIpoBeieHHsI MPAKTHKYMIB, CTAKYBAHb, METOMYHOIO THSA
[Mpaktukym (7-10 nHiB). BusHaumTu TeMmu, 3aBIaHHS, BIIPaBH.
[MigroryBatn 6a3zy ans mposenenHs. CkiaacTu rpadik 1 yTOUHUTH
TEPMiHH IPOBEJICHHS 3aHSTh
31. I'pymnoBuii npakTUKyM OIUH
> ’ ’ NPAKTHKYM 45 rox
32. IHMBiyaIbHUN IPAKTUKYM OJIUH
’ ’ ’ IPAaKTUKYM 40 ron
CraxyBanHst (7-10 gniB). VYTOYHHTH TEpMiHH TPOBEIEHHS
CTaKyBaHHs. BuUSBUTH IiTeparypy 3 MWTaHHS, LI0 BUBYAETHCS.
Cxutacti mporpamy 1 rpadik CTaKyBaHHS, BPaXOBYIOUH MpodeciitHy
HiATOTOBKY ciyxadiB. IliAroTyBatd BHCHOBOK NP0 MPOXOIKEHHS
CTaKyBaHHS
33. I'pynoBe cTaxyBaHHS OoJlHE
> ’ CTa)KyBaHHSI 55 ron
34. [HnuBigyanbHe cTa)KyBaHHS OJlHE
CTa)KyBaHHSI 45 ron
Meroanuynuii 1eHb
35. Busnauntu Temy, 3aBIaHHS, BIpaBH. BUSBUTH JiTeparypy 3 TeMH, ofHe 40 rox
CKJIACTH MTPOTpaMy 3aHSTTS
IIpoBeneHHsI MPAKTHKHU CTYIEHTIB BHIIMX i cepeaHix crnemiaabHuX
HABYAJILHHUX 3aKJIajliB
36. [MiaroTyBat ¥ opraHizyBaTH MNpakTUKy cTyaeHTiB (no 30 maHiB).
Po3po0uTH TIaH MpakTHKH, MOTOMUTH WOTO 3 KEPIBHUKOM IMPAaKTUKU
(mpencrtaBHUKOM ~ HaBdaslbHOTO  3akmany). Ckmactm  rpadik oITHa 90 rox
BiJIBIIyBaHHS CTPYKTYPHUX MiApo3AimiB. OpranizyBaTH NpakTHYHI MIpaKTHKa
3aHATTs. [limOuth migcyMkn mnpakTuku. CKIacTH XapaKTEPUCTHKH
TIPAKTHUKAHTIB
IIpoBeeHHs1 MPAKTUYHOTO 3aAHATTS
37. [MigroryBat mpakTuuHi 3aHATTsA. CKIAcTH 3aBJaHHS 3 BUKOHAHHS
6i6ioTeyHOTO Tpowecy, SIKH BUBYAETHCS, po3p061/1T_1/1 KOHTPOJIBHI OJlHE 20 ron
3allUTaHHS, MIATOTYBaTH TEMAaTHYHMKA CIMCOK JIITEpaTypd 10 3aHATTA
3appanHs. Hanmcaru te3u
CkiagaHHsl HABYAJIBLHOI MPOrpamMu
38. Busnauntn ckian ciyxadiB. CKIIACTH TEMaTHYHHUH IUTaH, YTOYHUTH onHa
NopsIoK HaBdaHHA. [liroTyBaTn pexkoMeHAaliifHi CIUCKH JiTepaTypu nporpama 105 rox

3a TeMaMH nporpamu. OGroBOpUTH IpOrpamy

BinBinyBanusi 0i0gioTex, BHi3AM Yy BiIpAIKEHHST 3 MeETOI0
BHMBYEHHS PO0OTH i HAJaHHSI METOAUYHOI IOTIOMOTH
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39. [limroTryBatucss 10 BIAPS/DKEHHS. YTOYHUTH TEPMIHH 1 METy OoJHE 16 Ton
BIIPSIIDKCHHSI, O3HAHOMHUTHCS 3 HAIBHUMH JOKYMEHTaMH Ta | BiI-psIpKeHH
MarepiajJaMu MOMEpeAHiX BHUi3AiB 1 myOmikauwiidi y mpeci. Ckiactu a
nporpamy (T1aH) BiApsIKESHHS
41. [TimroTyBari HOBiKY 3a HACTiAKAMH BiIPSIIHKEHHS OITNH 32-40 ron
aBTOPCHKUI
apKyI
40. OOroBopHTH PE3yNABTATH BiAPSIKEHHS OJlHE 4 rox
BiJI-ps/KEHH
s
42. CKJ1acTH aBaHCOBHH 3BIT OJIMH 3BIT 1 rox
6.3 HaykoBo-0i01iorpagiuna podora
Taonuus 13
Homep Ha3ssa npouecy, oneparmii. Onunnuns
. . Hopma gacy
HOpMH 3mMicT podoTu BUMIpY
1. 2. 3. 4.
CkiaanaHHsl pekoMeHJaniiiHoro OidgiorpagiyHoro mnocidoHuKa:
MOKAKYMKA, OIJIANY, Oeciau, 10BiTHUKA
1. BH3HAYNTH TEMAaTHKY Ta aJpecHIicTh nociOHuka®'. BussuTy i Bigibparn
nmokyMeHTH. CKJIacTH KapTOTEKy INEPBHHHOTO BiOOPY JOKYMEHTIB.
OzHnaiiomMuTucs de-vizo 31 3MiCTOM BiiOpaHOi JiTeparypu.
[MiniOpatn Ta 03HAWOMHUTHCH i3 PELEH3IAMH, KPUTHYHUMH CTATTSIMH.
Po3pobuty, Hammcatn Ta 06roBOpHUTH MpocTeKT. [IpokoHCymbTyBaTHCS —
3 CHCLIlaJ'IIC”FaM.I/I. .. ) .. | aBTOpCHKUI 250-300 rox
3pobutn Gibmiorpadiuni ommcu gokymeHTiB. Hamumcaru anoramii
PEKOMEH/IAIIITHOTO  XapakTepy, BCTYI, MepeaMoBy. CTpyKTypyBaTH aprytt
Matepian. IligroryBarm IOMOMiXHI TMOKKIMKH, AOAATKH, IMimiOpard
imocTpartii. [linroTyBaru koMmeHTapi, MPUMITKH.
O6roBoput  TpPOEKT mociOHuMKa. JloomparroBatu  3rigHO i3
3ayBaKCHHSIMU
IlixroroBka HayKOBO-J0NOMIKHOI'0 OKAKYUKA, NOCIOHUKA
BuBuntu Temy. Po3pobutu mpocnekt (3a moTpedoro - po3MmMpeHuil) 3
IHCTPYKI[ISIMH, METOIMYHUMH pPEKOMEHAAlissMU. BUsBUTH 1 BimiOpaTu
MOKyMEHTH, y T.4. 1HO3eMHUMH MoOBaMH. O3HAHOMHTHCS 31 3MIiCTOM
BifiOpaHoi JiTepaTypu, 3 peueH3iIMH, KPUTUIHUMH CTaTTSIMH. 3poOUTH
Oi0miorpadiuni ommcu. Ckimactu Kaproreky. Hammcarum anortamii um
NPUMITKH  JIOBIZIKOBOTO ~ XapakTepy. BHW3Ha4uTH BiJOMOCTI JUIs
BIIOOpaXXeHHS Y MOTIOMDKHUX TOK)KYMKaxX. 3TPYIyBaTH 3amlicH Y
Mexax posnimiB. Hammcarm mepenmoBy. IlimroryBatm momomixHi
MOKaXYMKH, Jo#aTKh. [IpoKoHCynbTyBaTucs 3i croemiajicTam.
O6roBoputn  pykomnmc. JloompaitoBaTd  PyKONMC  3TigHO i3
3ayBaXCHHSIMHU
CxiagaHHs 6i0miorpadiyHOro MmoKa)Kuanka:
2. aKTyaJIbHOI TeMaTUKU OJIMH
aBTOPCHKUI 250-300 rox
apKyIn
3. YHIBEPCAIBHOTO 3MICTY OJTNH
aBTopchkuit | 280-330 rox
apKyII

3! Po3po6ka mpochekTy nocibHuka aus. posain «Haykoso-gocmianuipka poboray. HopMu yacy Ha pelaryBaHHs IUB. PO3JLI
«PenaryBaHHs pyKOIIUCiBY.
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4. PETPOCIIEKTHBHOTO XapaKTepy OJIMH
aBTOPCHKUI 380-400 roxg
apKyII
CkJiagaHHs 3BeIeHHX KaTaJIoriB KHUKKOBUX NMaM’AITOK
5. Po3pobutn mpocmekr. BuSBUTH KHIDKKOBI maM STKH. 3pOOUTH OJINH
Oibmiorpadiuni omwmcu. CKIACTH JOBIIKOBUH amapar — JONOMIXHI | aBTOPCHKHIA 350-400 rox
MOKaXYHMKH, TOJIATKHU, MOsICHEHHS Tomo. Hamucaru Beryn apKyII
IlinroToBKa aHOTOBAHOTO peKoOMeHAamliliHoro oidiorpadiunoro
CIUCKY
6. Busnauntn Temy. BusButH 1 BimiOpatm JOKyMeHT. 3poOHTH OJINH
6i6miorpadivuni ommcu. 3rpyyBaTi Marepian. Hamucatu BCTym aBTOPCHKUI 80 ron
apKyI
CkJ1aJaHHS TEKCTOBOI ekcnpec-iHgopmanii
7. Busutn 1 BimiOparm HaWOUTBII aKTyaslbHI JOKYMEHTH TIEBHOI OJINH
TEMAaTHKH, CHCTEMaTH3yBaTH Ta CTHUCIO mpopedepyBatH iX, | aBTOPCHKHH 40 rox
MiATOTYBATH JI0 APYKY TEKCT 3 6i0miorpad)iyHUMU ONMCAMH JIOKYMEHTIB apKyI1
Cxkaanannd 6idaiorpadgiunoro 3anucy (onucy, anoraunii), peepary
8. Cxutact 6i6ni0rpaq)iq.HHﬁ 3allC: BHUBYHTH JOKYMEHT, CKJIACTH OJTNH 4.7 xB
3aroJIOBOK OMHCY, IEPEBIPUTH 3alllC, BHECTH BHIIPABICHHS 3aIuC
CkJacTd aHOTAIlil0: BHBYHTH Ta MPOaHANI3yBaTH JOKYMEHT, HAITUCATH
TEKCT aHOTaLi:
9. 10 KHUTHU oJlHa
aHoTaIlis 8-10ron
10. JI0 CTaTTi ofiHa
a”HoTAalllA 3 ron
11. Cknactu pedepar: BUBUUTH Ta MpPOAHANI3yBaTd NOKYMEHT, Ha SIKHA OJIVH
CKJIaJaeThesl pedepar, HalucaTH TEKCT, BHECTH BHITPABIICHHS pedepar 12-16 ron

Ipumimxa: Hopmy vacy Ha ckiafanHs 0i0iiorpagdiqHOro nmociGHUKa IMoJaHo 3 po3paxyHKy poOOTH aBTOPCHKOTO KOJICKTHBY.

6.4 HaykoBo-opranizauiiina poodora

Taonuus 14
Homep Ha3Ba nmpouecy, oneparii. Onunuus
HOPMH 3micT podoTH BHUMIpY Hopwa wacy
1. 2. 3. 4.
IlinroToBKa i MpoBegeHHsI HAYKOBO-NPAKTHYIHOI KOHdepeHIii
1. CknacTi TUIaH MIATOTOBKH. BH3HAauUMTH CKIIaJg OPrKOMITETY Ta
YYacCHHKIB KoH]epeHLii. PO3poOuTH 1 3aTBepANTH pOrpamy, CKIacTH
TeKkCT 3ampomieHHs. OpraHizamiifHi 3axomu (MMOTOYHUH 3B’SA30K 3
y49acHUKaMH, PO3CHJIKAa 3allpolleHb, MarepialiB Ta iH.). Bupobutn
MpoeKkT pekoMmeHpariil. IligroryBatm wmarepianmm Uit po3gayi | OAWH 3aXin 220 rox
yuacHukam DiHaHCOBO-TOCIOAApChKE 3a0e3MedYeHHs] KOH(epeHuii
(othopmieHHS TIATIKHUX JOKYMEHTIB, 3yCTPid YYaCHUKIB, PEECTPaIlid,
pO3MimeHHs B TOTeNi Ta iH.). Y9acTb y 3axofi. AHami3 Ta OIliHKa
pobotu KoHbepeHii. ITigOuTTs miacyMKiB
2. 3i0paru Te€3u IOMOBIJCH, MIATOTYBaTH 10 BUIAHHS OIMH
aBTOPCHKUI 80 rox
apKyII
IMiagroroBka Ta mnpoBedeHHs ceMiHapy, 3acilaHHS 32 «KPYNIMM
CTOJIOM»
3. Bu3HaunTH y4acHHKiB, KepiBHMKAa, TEPMiIH 1 Micle MpPOBEICHHS . 60 rox
CeMiHapy, 3aciJlaHHi 3a «KPYIJIMM CTOJOM». Po3poOuTH mporpamy. OAH 3axL
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3nificant  iHdopMariiiine 3abe3medeHHs (MOTOYHHN 3B’S30K 3
y4acHUKaMH, PO3CHIIKa MarepianiB). Peectpariis ydacHuKiB. Y4acTp y
3axo0/1i. AHaJIi3 Ta OIliHKA CeMiHapy, 3acCiTaHHs 3a «KPYIIIMM CTOJIOM)

IlinroToBKa 3acinanb peakoJierii

YTOUHATH AaTy i MOPSAOOK JEeHHUWH 3acimaHHs. BimiOpatm marepiamu
Ui o0roBopeHHsI, 3a0e3NMeYdTH YYaCHMKIB IXHIMH  KOMisIMH.
[TorigomMuTH Tpo 3acigaHHs WieHiB peakonerii. OGopMuTH MPOTOKOI i
piTIICHHS

OlIHE
3acijaHus

11 roxg

Opranizanis 3acitanb npodJeMHHX KOMIciH,
KOJIEKTHBIB

paig, TBOPYHX

Bu3HauuTH MOPSJIOK JIEHHHH 1 1aTy MPOBENCHHS 3aCiJIaHHs, YTOUHUTH
CKJax ydvacHuWKiB. [liIroTyBarm IOKYMEHTH, OpraHizaliiiHi 3axomu
(moBimomnenHss mpo 3acimaHHs, migdip MarepiamiB). OdopMuTh
TPOTOKOJI 1 PillICHHS

OIIHE
3acigaHHs

20 ron

Ipumimxka: Ilpu poBeeHH] 3aX0/iB MIKHAPOJHOTO PiBHS /IO HOPMH 4acy 3aCTOCOBYETHCS ITiIBUIIYBAIEHUHN KOe]iieHT —

2,0.
Jlo HOpMH Yacy He BXOIUTH Yac MpoBeIeHHs KOH(DepeHIlii, ceMiHapy, METOIUYHOTO JIHS, 3aCiTaHHS 32 «KPYIJIIIM
CTOJIOM» 1 9ac, TIOB’sI3aHUA 3 BUAAHHSAM MaTepiasiB KoH(pEpeHIIil, ceMiHapy Ta iH.
7. Peksiama 6i0J1ioTexu Ta 0i0Ji0TEYHUX MOCTYT
Taonuus 15
Home Ha3ssa npouecy, oneparmii. Onunnns
P P ¥, onep . Hopwma uacy
HOpMH 3mMicT podoTu BUMIpY
1. 2. 3. 4.
Opranizanisi MacoBHX 3aX0IiB
BusHauutu TeMmy, HUILOBY ayAMTOPIO, BiANOBINAJbHI MiIPO3ILINA Ta
ocobu. CkJacT IIaH MiATOTOBKH Ta MPOBEIACHHS 3aXOIy, PO3POOHTH
CIleHapili, BHU3HAYUTH BUCTYNAIOUUX (KOHCYIBTAHTIB, JIEKTOPIB,
KopucTyBauiB). [HopmariiftHo 3a0e3neunTH NPOBEACHHS 3aXOAY:
PO3pOOHUTH Ta MpEACTaBUTH HAO4HI GopMHu poOOTH; OPOPMUTH MaKeT
aimri, 3ampoIreHHs, MATOTYBaTH Mpec-peni3, indGopmario mist 3MI.
[ligroryBatn TNpUMINIEHHS Ta TEXHIYHI 3aco0W s TPOBEACHHS
3axony, PoziciaTé 3amporieHHs, MPOBECTH PEECTPALil0 YYaCHHKIB:
VYdacTb y 3ax0/1i. 3aITOBHUTH MACIIOPT MACOBOTO 3aXOJy.
1. Oecina OIINH
) 4 ron
3axif
2. JiTEepaTrypHa TonuHA OITUH
patyp A A ) 4 rox
3axifg
3. npe3eHTalis, OOTOBOPEHHSI KHUTH OJIMH
. 24 ron
3axij
5. JTepaTypHO-XyI0XKHIH Bedi OITMH
paryp \7 p . 64 rox
3axif
6. BeUip 3aliTaHb 1 BiANOBiAeH, YCHUAHN KypHal OJTUH 56 1o
. roj
3axij
7. IUTAYNN paHOK OJINH
P . 40 rox
3axiy
8. BIKTOpHHA, KOHKYPC, I'Pa-II0I0POXK OJINH
puHa, ype, Tp P . 40 rox
3axif
9. 3acilaHHs KIyOy 3a iHTepecaMu OITUH
) 10 rox
3axij

ITinroroBKa KHH:KKOBHX BHCTABOK

Busnauutn TeMmy, anpecHIiCTb, OOCSIT Ta XPOHOJOTIYHI pPaMKH.
[Migibparu JOKYMEHTH, CTaTUCTHYHUM, ¢daxrorpadiunmi,
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(doTolLMIOCTpaTHBHUI MaTepiall, BIAMOBIMHI Kpae3HaB4i JOKYMEHTH.
Po3pobutn cTpyKTypy BHCTAaBKH: HAa3BH PO3/LTIB, MiAPO3ALTIB, IIUTATH,
3BepHEHHs, cucteMy mnocwianb a0 JBA. IligrotyBatm comcox
Npe/ICTaBIeHUX JOKyMeHTiB. OpraHizyBaTu iH(pOpMaliifHO-peKIaMHy
poboTty mono momyspu3arii BuctaBkd. [limOuTu miacymkm poOoTH,
3pobuTtu 3ammc B OOMIKOBiM MOKyMeHTarlii. /JleMOHTyBaTH BUCTaBKY,
MOBEPHYTH JOKYMEHTH JIO MICIIs TOCTIHHOro 30epiraHHs

TeMaTryHi BHCTaBKH 3araibHO0I0IIOTEYHOTO MacIiTady, OpraHi3oBaHi
3 (houay 0i10aioTeku. KiabKiCTh EKCIIOHATIB:

10. Jo 25 olHa
20 roxg
BHCTAaBKa
11. 1o 50 O/THa 25-30 rox
BHCTaBKa
12. 51-100 OoJlHA 30-35 ron
BHCTABKa
13. 6inbire 100 oJHa
50 rox
BHCTaBKa
BucraBku 3a TIeBHOI Tany33i0 3HaHb a0O TEMOIO, OpPTaHi3oBaHi 3
dhonny Bimainy. KilbKicTh €KCIIOHATIB:
14. Jo 25 onHa 10 rox
BHCTaBKa
15. J0 50 O/THa 15 ron
BHCTaBKa
BucraBku, mpUCBSYCHI KUTTIO Ta JiSUIbHOCTI BUJIATHUX JIIONEH
(«mepconanmi»). KinpKicTh €KCIIOHATIB:
16. mo 10 OJHa 10 rog
BHCTaBKa
17. 10-25 OJlHA 15 ron
BHCTaBKa
Oprawni3zaiis TeMaTHUHUX MOJHUIb. KUTbKICTh €KCIIOHATIB:
18. o 5 onHa 30 xB
TTOTHIS
19. 5-10 O/THa 50 xB
TTOJTATIS
BucraBku HOBUX HaaXokKeHb. KiIbKICTh €KCITOHATIB:
20. 0 25 OoIlHa 45 xB
BHCTaBKa
21. 25-50 OJIHA 1 rox 20 xB
BHCTaBKa
22. 51-100 olHa 3 ron
BHCTAaBKa
ITigroroBka 10 NpoBeeHHsI PEKJIAMHUX 3aX0/iB
Po6ora i3 3aco6amu MacoBoi indopmartii (3MI)
23. [ligroryBatn  makeT  JOKyMEHTiB  (Ipec-peli3,  3ampolleHHS, | OIWH 3aXij 12 rox
OTOJIONICHHS) JIJIsl TIPOBEJICHHS MaCOBOTO 3aXO0/TY
24. [ligroryBatn crarTio y Ta3ery, XypHaJl; BUCTYH Ha panio, IO onHa 10 rox
Tesre0ayeHHI0 MO0 MisIBHOCTI 010110TEKH cTarT,
BHUCTYII
25. [MigroryBaru i mpoBecTH Npec-KOH(PEPEHIIiIo U KYypPHAIICTIB MO0 ofHa 8 ron
KOHKPETHOTO 3aX0ly UM JisIbHOCTI  Oi0mioTeknm (mpec-penis, | mpec-koHbe
TIOB1IOMJICHHSI, 3aITPOIIICHHS) -peHtis

Haouna pexiama 6i0sioTexn
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26. [ligrotyBary Iakar: po3poOWUTH MakKeT 3TiTHO 3 BU3HAYEHOIO TEMOIO, OJIUH 40 ron
aIPECHICTIO, HAIIOBHEHHSIM; 3aTBEPAXKEHHS MAKETY, PYK TUIaKaT

217. [MigrotyBaru Oykier (mimdip ¢axTorpadiyHux 1 CTaTHCTHYHHX OJTUH 60 rox
MmarepianiB (y T.4. B apXiBax), CkaHyBaHHs (ororpadiii, po3pobka Oykier
TEKCTy, MaKeTyBaHH:, po00Ta 3 peIaKTOPOM, 3aTBEPIKECHHS, IPYK)

28. [IpoBectn exckypcito. IlpuitHatu Ta oQopMHUTH 3asBKH, YTOUHHUTH oJHa 4 ron
TEMH EKCKYPCiH 1 CKJIaJl eKCKypCaHTiB EKCKypcis

Ilpumimka: Yac opraHizailii BUCTaBOK JIiTEpaTypH, MPOBEACHHS MaCOBHX 3aXO/IiB Ta €KCKypCiii y HOpMY 4acy HE BXOAHTE.

8. PepakuiliHo-BHIaBHNYA JiJILHICTEH 0i0Ji0oTEeKH

8.1. PenaryBanns pykonmucis

Jlo HOpM "acy 3aCcTOCOBYIOThCA ITiABHITYBaIbHI KOe(illi€eHTH: TIPW OpraHi3alii BHi3HOI BHCTaBKH — 1,1;
TIpY eKCTIOHYBaHHI Ha BUCTABIIi JIiTEpaTypy iHO3EMHIMH MOBaMH — 1,6.

Tabnuuys 16
Homep Ha3ssa npouecy, onepaunii. Onunnus
HOpPMH 3micT poboTH BUMIpY Hopwa uacy
1. 2. 3. 4.
PenaryBannsi HayKoBHX i MeTOIMYHUX MaTepiaJiiB
[NepeBipka Ta BUNPABICHHs PYKONHUCY Y MPOIECi MATOTOBKH HOTO 10
IPYyKy: TIpUBEACHHS TEKCTy Yy  BIANOBIAHICTH 13 UYWHHUMH
JMTepaTypHUMH HOpPMaMH, (OPMOIO Ta MUJTFOBHM MPH3HAYCHHIM
BUJIAHHS T2 iH. Y3rO/DKCHHS 3 aBTOPOM BHECEHHUX BUIIPABIICHb
1. PenaryBannst MoHorpadii, 30ipHHKa HAYKOBUX Tpallb, HAYKOBOTO 3BiTY, OJIMH
MPAKTUIHOTO TTOCIOHMKA aBTOPCHKUIt 60 rox
apKyII
2. PenaryBaHHs METOIAMYHUX MaTepiajiB: IMOCIOHUKIB, PEKOMEHAIIIM, OUH
IHCTPYKTHBHO-METOJIUIHHUX JIUCTIB, KOHCYJIBTAIH, OTJIA/IB JiSUTHHOCTI | aBTOPCHKUi 60 rox
0i0mioTeK, perensiil Ta iH. apKyII
3. PenaryBaHHs JOKYMEHTIB, IO PENIAMEHTYIOTh JisUTBHICTH 010TiOTEK: OIUH
CTaTyTiB, TOJIOKEHb, 1HCTPYKIIH, MPOEKTIB MOCTAHOB, 3aKOHOAABYHX | aBTOPCHKUI 48 ron
aKTiB Ta iH. aAPKYIII
4. PenaryBanHsi cTaTUCTHYHUX TaOIHLb, GOpM OOTIKY, 3pa3KiB Ta iH. OIIVH
aBTOPCHKUI 40 ron
ApKyII
5. PenaryBanHs marepianiB koH(epeHIIii: IOMOBiAeH, MOBIIOMIIEHh Ta OIVH
iH. aBTOPCBHKUI 40 rox
apKyII
PenaryBannsi pexoMeHaaniiiHux Oi0sniorpagiynux mnociOHMKIB,
PeTPOCIEKTHBHUX HAYKOBO-I0TOMIKHUX MOKAKINKIB,
aHAJITHYHUX ONISIAIB, NOBiIOK, pedepariB, aHoTaANIi
6. PenaryBanns  pekoMmeHmarniiHoro  OiGmiorpadigyHoro  mociOHHKA: OITNH
TEMaTUYHOTO MOKAXKYUKA, OIVISAY aBTOPCHKUI 50 ron
apKyII
7. PenaryBanHs peTpoCIEKTUBHOTO HAYKOBO-JOIIOMI>KHOTO TTOKAKIHKA OJIMH
aBTOPCHKUI 38 roxg
apKyII
8. PenaryBaHHs aHAJITHYHOTO OIVIAMY, NOBiNIKH, pedepary, 3BeneHOro OJIMH
pedepaTuBHOTO OIIISINY, eKCTIpec-iHdopmMarlii, anoTartii aBTOPCHKUIt 20 rox
apKyII
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PenaryBanns 6i0miorpadiqnoro 3amucy

OIINH

4 xB
3aImc
10. KonTposibHe penaryBaHHS: BUYNTYBAaHHA PYKOMHCY, KOPEKTYBAHHS, oma 7 <8
BUSIBJIICHHSI MOKITUBHX TTOMUJIOK Ta HEJTOJIKIB CTOpiHKA
Ipumimka. Ilpu pegaryBaHHI 3MIITAHOTO TEKCTY O HOPM Yacy 3aCTOCOBYETHCS IiIBUITYBaIbHUH KoedimieHT 1,1
8.2 Tlepexnan Ta 1oONpPaLIOBAHHSA IPYKOBAHUX TEKCTIB 3 iHO3eMHOI MOBH
YKPAIHChKOIO TA 3 YKPAIHCHKOI iHO3eMHUMM MOBaMH
Taonuys 17
Homep Ha3zBa n[?ouecy, omepaiii. Ozmn.mm Hopwa uacy
HOPMH 3micT poboTH BHUMIpY
1. 2. 3. 4.
Ilepekyiang TEKCTY 3 iHO3eMHHX MOB YKPaiHCHKOIO
YuTaHHSA OpUTiHANY, aHadi3 TEKCTy, PO3MiTKa HOro 3 BHUSBICHHAM
CKJIaJJHUX TEPMiHiB, TPaMaTHYHUX KOHCTPYKIIH, IEKCHYHUX 3BOPOTIB,
IIEXOBUX 1 )KAPTOHHUX TEPMiHIB
1. 3niCHUTA TOBHHUI TUCHMOBUH TIepeKIIa/l OIINH
aBTOPCBHKUI 40 rox
apKyII
2. 3nificHUTH CKOpOYeHNH CcbMOBUH epexan Big 30 go 50% OIIMH
ABTOPCHKHI 30 rox
apKyII
3. 3niliCHATH BUOIPKOBHI MUCHMOBHIA TTepEKIIaT OITNH
aBTOPCHKUI 28 ron
apKyI
Ilepekiag TEKCTY 3 YKPAiHChbKOI MOBH iHO3eMHUMH
4. 3niCHUTA TOBHHUI TUCHMOBUH TIepeKIIa/l OIINH
ABTOPCHKHI 37 ron
apKyII
TepmiHoJi0riuHa po60Ta NPU BUKOHAHHI NHCHMOBOI0 NepeKJIaay
5. Bimmykats 3a3HavueHi B OpHTriHAI He3HaoMi ab0 He3po3yMmisi
TEPMIHH 1 CKOPOYEHHS Y CIIOBHHKOBO-JIOBIIKOBIM JIiTeparypi. OIIVH
[MiniOpaTn  BIAMOBIAHUI  TepMiHY eKBiBaJieHT, po3mmdpyBaTu TEPMiH, 22 xB
CKOPOYEHHS CKOPOYEHHS
1. 2. 3. 4.
KoncyabTanis 3i cneniagicraMu
6. 3’scyBaT MpPaBWIBHICTD BUKJIAAy YaCTHH TEKCTy 3a MajO3HAHOMOIO oizel 40 x5
TEMATHKOI. Y TOUHHUTH BiIMOBITHICTh MEPEKIIAAy 1O OPHUTiHATY KOHCYJIBTaILisI
Cryaganns 6iosiorpadgiyHoro 3anucy
7. Cknactu OibmiorpadiuHuii 3amuc mepekiany 3a JaHUMH, B3SITUMH 3
OJIMH OITHC 12 xB
TUTYJIBHOTO apKylia Mepexyiany
BuuutyBaHHs i KOpekTypa nepexJjaay
8. [epeBipuTH TNPaBUIBHICTH PO3TAIIYBAaHHS BiIAPYKOBAHOTO TEKCTY. OIIVH
3BIpUTH 3 PYKOTUCOM. 3IIHCHUTH MPaBKy aBTOPCHKHI 4 ron
apKyII
Ipumimxa. Hopmu yacy nepen0adaroTh Ipy BUKOHAHHI TIEPEKIIAIB 3 iIHO3eMHOI MOBH a00 iHO3€MHOIO 3aCTOCYBaHHS
T IBUIYBaJbHOTO KoedimieHTy 1,3.
8.3 Jlonomi:kHO-TexHiYHa podoTa
Taonuus 18

Homep
HOPMH

Ha3ssa npouecy, onepanii.
3micT poboTH

(0)i170:07016: 1
BUMIipy

Hopma gacy
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1. 2. 3. 4.
Po6oTH, AKi BUKOHYIOTHCSI HA IPYKAPChKiil MammHIi
OTpuMary aBTOPCHKHI OPUTiHAN, O3HAHOMHUTHUCS 3 HUM, HaJPyKyBaTH
TEKCT:
1. yepes 2 IHTEepBaIU onHa 15 x8
CTOpiHKa
2. gepes 1,5 inTepBann onHa 20 xB
CTOpiHKa
3. yepe3 1 iHTEepBaI onHa 25 xB
CTOpIHKa
4. HanpyxyBatu Tabmuiro OolIHa 30 xB
CTOpiHKA
5. Hanpykysatu 6i0miorpadiuHuii 3ammc OJTMH 3aITUC 5 xB
PoOoTtH, siki BAUKOHYHOTHCS HA KOMII'KOTEpi
6. BBectu TekcT y komm’ioTep (3AiCHUTH (OpMaTyBaHHS JOKYMEHTA!
BU3HAYUTHU MapaMETPH CTOPIHKH, PO3MIpH iHTEpBaIliB, KEMb MIPUDTIB oAna 15 xB
Tomo) CTOpIHKa
7. Habparu Tabmnwuiro ollHa 20 xB
CTOpiHKa
8. Hab6paru 6i6miorpadiuauii 3ammc OJTH 3aITHC 5 xB
9. BuecTu penakuiiiHi mpaBKu oJHa 5 xB
CTOpiHKa
10. Po3pyKyBaTH TEKCT Ha IIPUHTEP] " OJlHa 2-7 xB
CTOpiHKA
Bepcranns tekcry y nporpamax Page Maker, Qwark XPress Ta in.
11. BusHaunt MakeT BHIAHHS, 3MIHCHUTH BEPCTKY TEKCTY V BiATIOBiTHIM OIVH 16 rox
nporpami, oOpMHUTH TUTYII, 3BOPOT TUTYIY, BUXiHI 1aHi Ta iH. JPyKOBaHHIA
apKyII
12. Buuntatn curHamBHUM TPUMIpHUK (BEpCTKY BHIAHHS), BHECTHU OJINH 1 rox 30 xB
NPaBKHU, PO3APYKyBaTH HA IPUHTEPI JOPYKOBaHHMA
apKyII
IHpumimku: Tpu ApyKyBaHHI TEKCTY HA MAIIHMHII 3 JIATHHCHKUAM IIPU(TOM 10 HOPMH Yacy IOJA€ThCS i BUIILYBaTbHHIA
koeoimient 1,3.
“Yac apyky onHiei cropinku Gopmary A-4 3a1eKHTh Bijl THITY TIPHHTEpA.
9. Pobora 3 opranisauii npaui Ta ynpasjaiHHs
Taonuus 19
Homep HasBa npouecy, oneparii. OnuHu
HOpMH 3micT poboTn 1 BUMIipY Hopwa uacy
1. 2. 3. 4.
IliianyBanHs po6oTn
3i0paTtu, mpoaHami3yBaTH MOTOYHY iH(OpMAaIlito; BU3HAYUTH OCHOBHI
3aBIaHHS POKY, YTOUHUTH TEPMIHM BUKOHAHHS 3aBJaHb, BUKOHABIIIB,
HaMWcaTy MOSACHIOBAJIBHY 3amucKy. [liAroTyBaTd MpOEKT MaHy 10
00roBOpeHHsI Ha BCIX PIBHAX, JOOMPAIIOBATH IIiCNsi OOTOBOPCHHSI.
[lonaty Ha y3ro/UKEHHSI 1 3aTBEPIUKEHHSL:
1. mIaH 010/110TeKH OUH
- 150 rox
2. IUIaH CTPYKTYPHOTO MigPO3aLTY (r)[ilgg 60 ron
IlonenHuii 00,1ik po0OTH B CTPYKTYPHHUX Migpo31inax 2 rof

38




3BeneHuii craTUHCTUHYHUI 001K y OidioTenri

[linbut miACYMKM 32 OCHOBHMMH TIOKa3HWKaMH  JiSTTBHOCTI
010J110TEKH 3a:

3. MicCS1b OIINH
3aImc 15 xp
4, KBapTai OJIUH
’ 3aImc 20 xs
5. 1K OIINH
P 3aImc 25X
CxJyiananH1 3BiTiB
6. [IpuitHATH MIIaHOBO-3BITHI JOKYMEHTH Bifl CTPYKTYPHHX ITiIPO3/ILTIB 3
BUOIPKOBOIO  TIEPEBIPKOIO  BiJIMOBIMHOCTI CTaTHUCTHYHUX JaHHUX OftHH 15 xB
TICPBUHHUM OOJIIKOBHM JJOKYMEHTaM FIOKYMEHT
7. CxJiacTd 3BelieHY TaOJUIF0 OCHOBHHMX MOKa3HHKIB. [IpoaHainizyBaru OoIHa | ron
na”i TabIAIA
CknacTu aHaNITHYHHUN 3BIT: MPOAHAIi3yBaTH AiSIIBHICT MiAPO3ILIIB 1
010iOoTeKHM, BiJ3HAYUTU 3MIHM 3a PIiK, HAMMCATH TEKCT, TOJATH Ha
Y3TOJDKEHHS Ta 3aTBEPIKCHHSI:
8. 3BIT 0i0NiOoTEKN 32 piK OIWH 3BIT 90 rox
9. 3BIT CTPYKTYPHOTO MiIPO3/ITY 3a PiK OJTUH 3BIT 30 ron
CKJIacTH iHIWBITYIBHHN TIJIaH, 3BIT MPAIliBHAKA 3a:
10. KBapTai OJIUH
TUIaH 8 ron
11. piK (r)lizg 16 ron
3BiT nepea KopucTyBauamMu i HaceJeHHsaM !
13. BusHauntH maty TpOBENEHHS 3BiTy, MOPSIOK ICHHUW, 3allPOCHTH
KOPUCTYBa4iB, HACEJCHHS, NPEACTaBHUKIB BIAJAHUX CTPYKTYp Ta
TPOMaJCHKHX oprasizarmii, ' mapTHEpiB 1 CHOHCOpi.]\S'. [MigroryBatu O1H 30 rox
npec-peni3 3 KOPOTKMM 3BITOM, HAIMCATH CIEHApii, y3arajJbHUTH 3axin
3ayBaKCHHSI 1 ITPOTIO3HITIT KOPUCTYBAUiB Ta KUTEIIB TPOMAIH, CKIACTH
wiaH ix peanizanii. Y4acTs y 3axofi
IlixroroBka BUPOGHUYINX HApaa'
BuzHaunTH OpSAIOK NSHHUN, KOJIO YYACHUKIB, MIATOTYBAaTH KOPOTKHAM
BUKIIQJ THUTaHb, 3alpOCHUTH YYacCHHWKIB Hapaad, IMiAroTyBaTH
NPUMIIIECHHS
14. Hapasa mpariBHUKIB 6101i0TekH OoIlHa 6 ron
Hapaja
15. Hapa/a NpamiBHUKIB CTPYKTYPHOTO MiAPO3IiTY oJHa 4 ron
Hapaja
16. omneparuBHaA Hapaga oJIHA
P p Hapaa 30 xB

! Yac npoBeieHHs 3BiTy Mepel KOPUCTyBadaMK Ta HACEJIEHHSM 1 HApal 10 HOPM 4acy He BXOIUT.
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