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OdcdopMneHHsa AiNnoBUX nanepis NPOrpaMHUMM
3acobamm

Moga [linosux MNManepis

OQiLinHO-AiNoBUI CTUSb - LLe MOBa AiNOBMX Manepis, po3nopsaXXeHb, MOCTaHOB, NPorpaMm, 3ass,
aBTobiorpadin, pe3ontoui, NPOTOKOIB, 3aKOHIB, aKTiB, HaKa3iB, aHKET, PO3MnCOoK, ToLlo. Lle oanH 3
HalAaBHiLUMX CTUAIB. loro 03Hakm 3HaxoaMMo B pokymeHTax XI-XIl ¢T. (McTucnasoBa rpamoTta 1130
p.), B YKPAiHCbKO-MOJILAaBCbKUX rpaMoTax, YKpaiHCbKux rpamoTax XIV-XV CT., yKpaiHCbKUX niTonmncax
(oininHi nncTn, yroaw i T.iH.). Chepa BXMBAHHSA OiNI0BOr0 CTUIIO 3YMOBJIIOE MO0 XXAaHPOBY
po3ranyxeHicTb. Obcnyrosytoym noTpebu cycninbCTBa B 4€PXKAaBHOMY, FPOMaACbKOMY,
€KOHOMIYHOMY | MONITUYHOMY XKUTTI, TEKCTU OILINHO-AiN0BOro CTUO MalOTb BUPa3Hi BiAMIHHOCTI 1
y MeXax TOro camoro xaHpy. OfHak A5 BCiX TEKCTIB OQiLLiNHO-AiN0BOr0 CTUIKO XapaKTepHi 1
CNifIbHi MOBHI pUCHK.

e HasBHICTb PeKBIi3NTIB, AKi MalOTb NEBHY YepPro.iCTb.

* TOYHICTb, NOCNIAOBHICTb | NAKOHIYHICTb BUKIAAY (haKTiB, FPaHUYHa YiTKICTb Y BUC/IOBJIEHHI.

e HasBHICTb yCTaneHnx MOBHMUX 3BOPOTIB, MeBHa CTaHAapTU3aLia N04aTKIB i 3aKiH4YeHb
IOKYMEHTIB.

e Jlekcuka 34e6inbloro HenTpanbHa.

e [1nd 4iTKOI opraHi3auil TeKCT 4iNUTbCA Ha naparpadu, NyHKTKY, MNiANYHKTW.

e HalixapaKTepHiLli pe4yeHHs - NPOCTi NOLMPEHI.

OT)XXe, TEeKCTN 0QILiNHO-AiNI0BOr0 CTUIO BMMaraloTb JOKYMeHTaLil TBepA)XeHb, TOYHOCTI
thopmynitoBaHb, HE NPUNYCKaOTb ABO3HAYHOCTI TAYMayYeHHS 3MICTy.

[LOKYMEeHT, iIK OCHOBHUM BUA O0iLinHO-AIiNOBOro CTUJIO

[LOKYMEHT MO)XHa BBa)aTWl OOHI€I0 3 OCHOBHUX OAWHWULb OiNI0BOr0 CTU0. Af)Ke BiH
BUKOPUCTOBYETHLCA B Pi3HMX Fany3ax JOACbKOI AisNIbHOCTI. MOHATTS ,, AOKYMEeHT” € 6araTo3HaYHUM
Ta 3a/1eXNTb Bif TOro 419 4Oro i B SKi ranysi BiH BAKOPUCTOBYETLCA. B NnaTUHCBLKIN MOBI CNOBO
dokumentum o3Ha4ae B3ipeub, A0Ka3, CBiAYeHHA. CbOroHi MOXKEMO 3HaNTW Taki TPaKTyBaHHSA
[OKYMEHTY:

* MUCbMOBMWI aKT, WO 34aTEeH CY>XUTN L0KA30M HPUANYHUX BIGHOCUH YN IOPUANYHUX PaKTIB,
O CIPUYUHSAIOTb NPaBOBi HACTIAKMN.

e odhiLiHe nocBia4YeHHA ocobu (TpyaoBa KHUra, MOCBIAYEHHS, NACNOpPT TOLWO)

e MaTepianbHU 06'€EKT, Y AKOMY MICTUTLCS NeBHa iHopMaLlis.

e [JOCTOBipHE iCTOPUYHE NMMCbMOBE O)KEPEeso.

JOKyMeHT € pe3ynbTaToM BifobparkeHHS KOHKPEeTHOI iH(hopMaLlii Ha crnewiasbHOMY MaTepiani 3a
BM3HAYeHUM CTaHAAPTOM 41 hopMoto. To6TO, AOKYMEHT € 3acobom dikcauii Ha cneuianbHOMY
MaTepiani iHbopmaLii Npo GakTu, Nogii, AsBuLLa 06'EKTUBHOI AINCHOCTI Ta PO3yMOBOI AiANbHOCTI
MOAUHWN. [IOKYMEHTW MatoTb NPaBoBe 3HAYeHHS, OCKINbKN € 3aC0b0M 3aCBiA4EHHS Ta LOBEAEHHS
NeBHUX (HaKTiB. 3BMYANHO, JOKYMEHTU TaKOXX BUKOPUCTOBYIOTLCA K AxXepena Ta Hocii iHhopmallii. B
BaraTbox ranyssax JMOLCLKOI AiSNbHOCTI JOKYMEHT BUCTYNAE AK NpeaMeT i K pe3ynbTaT npaui.
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Hanpuknag, nnaHyBaHHA BigbyBaeTbCA 3@ AOMOMOrOK Pi3HUX NNaHiB; 06/iK € HIYUM iHWUM K
CKNnagaHHAM Ta poboTol Hag NEBHOro poay AOKYMEHTALiE, KOHTPOb - 30MpaHHSA BigoMoCTeR, ix
NMCcbMOBe 0(POPMEHHS Ta BUAAHHA BKA3iBOK.

(HiM. Dokument, noxoanTb Big Nat. documentum — B3ipeub, 3pa30kK, CBIAOUTBO, A0Ka3) —
6a30Ba TeOpeTMYHA KOHCTPYKLIiS, Ika CTOCYETHCA BCbOro, WO Moxe byTu 36epexeHe abo
npeacTasneHe, Wwob cnyryBaTu Sk AoKa3 s NEBHOI METH.

Knacudikauifa oOKyYMeHTiB

HanBa)Xk/IMBILLIOIO KNacU(ikaLiNnHOW 03HAKOK LOKYMEHTa € NOro 3MiCT, 30KpeMa BigHOLIEHHS
3a(pikcoBaHOI B HbOMY iH(hopMaLii L0 NpeaMeTa Yy [0 HanpsMmy AisnbHOCTI. BianosigHO 40 UbOro
BUAOINAOTb Pi3Hi BUAN LOKYMEHTIB 3a 03HaKaMu Knacudikauii i rpynamu:

3a HanMeHyBaHHAM: 3asBa, IUCT, AOBIAKa, IHCTPYKLUif, Tenerpama, NPOTOKOS Ta iHLL.

e 3a noxoa)xeHHsM : Cny>x6oBi(CTBOpeHi opraHizauismu, cnyx6osumn ocobamu, siki ix
npeacTaBAsfoTb) Ta 0COOMCTI(CTBOPEHI okpeMmmMun ocobamum no3a cepoto ix cnyx6oBoi
DiaNbHOCTI).

¢ 3a MiCLUeM BUHUKHEHHS: BHYTPILIHI(MalOTb YNHHICTb 1LLE BCepenHi NeBHOI opraHisauii) Ta
30BHILLHI( WO € pe3y/IbTaTOM CMiNIKyBaHHSA YCTAHOBY 3 iHLUMMU OpraHisauisamu).

¢ 3a MpM3HaYeHHsM: LWoao 0coboBOro cknady, Kaaposi, LOBIAKOBO-iH(OPMaLLiNHI, OpraHi3auinHi,
po3nopsaYi, FocnogapcbKo-A0roBipHi.

e 3a HanpsIMOM: BXigHi Ta BMXigHi.

e 3a hopMOI0 : CTaHAAPTHI Ta iIHAMBIAYasbHI.

e 3a TepMiHOM BMKOHaHHSA: 3BU4aliHi 6€3CTPOKOBI, TEPMIHOBI, Ay>XXe TEPMIHOBI.

e 3a CTyneHeM rnacHoCTi: AN19 3arajlbHOro KOPUCTYBaHHSA, CIIy>KO0BOr0 BUKOPUCTAHHSA, TAaEMHI,
LiJIKOM TQ€EMHI.

e 3a cTagiamm CcTBOpeHHS: OpuriHan - OCHOBHUIW BUA OOKYMEHTA, NepLnn i EAUHUIA NOro
NpUMipHUK. Mae nignuc Ta npu notpebi nevyaTky Ta wTramn. Konis - ToO4He BiATBOPEHHS
opuriHany 3 NoMiTKo ,Konis”.

e 3a CKNAJHICTIO : NPOCTi Ta CKNALHI.

e 3a TepMiHOM 36epiraHHA: TuM4Yacosoro(ao 10 pokis), Tpmeanoro(noHag 10 pokiB), NOCTINHOIO

36epiraHHs.

3a TEXHIKOI BiATBOPEHHSA: PYKOMUCHI, BIiATBOPEHHI MexaHi4HUM cnocobom.

3a HOCieM iH(hopMaUii: Ha nanepi, eNKTPOHHUX HOCIAX.

BuMmoru oo opopMJiloBaHHA AOKYMEHTIB

3aranbHi npasuna ¢popMNeHHS AOKYMEHIB

Bumorun fo hopMneHHs LOKYMeHTIB BignoBiAHO Ao MNocTaHoBaMum KM Bif 17 civHa 2018 p. Ne 55 Ana
0(hOpMIEHHSA TEKCTIB CNYXO0BUX AOKYMEHTIB BUKOPUCTOBYETLCA rapHiTypa Times New Roman Ta
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WpPKNT po3MipoM 12-14 apykKapCbKuxX NyHKTIB abo 8-12 apyKapCbKMUX NYHKTIB AN OPYKYBAHHS
BMHOCOK, MOACHIOBAJIbHUX HAMWCIB 10 OKPEMUX efIeMeHTIB TeKCTy LloKyMeHTa abo Noro peksi3uTis
TOLLO.

Mpn ohopMNEeHHi 3aCTOCOBYETLCSA LLPUPT:

* HaNiBXUPHWUIA LWIPUGT BEINKUMU NiTEpaMun - 015 HA3BU BULY LOKYMEHTa;
e HaniBXupHW (NpsiMmin abo KypcmB) - 015 3aro0BKiB Ta KOPOTKOro 3MiCTy AOKYMEHTa.

Mpy 0hOPMNEHHI TEKCTIB MiXXKPAOKOBUN iHTEPBaN NOBMHEH CTAHOBUTMW:

1 - ona CKNagoBuX TEKCTY AOKYMEHTa, pekBi3nTy “[ofaTok” Ta NOCUNaHHA Ha LOKYMEHT, Lo CTaB
nigcTaBolo Ans NiAroTOBKM (BMAAHHA) MOTOYHOrO OOKYMEHTa;

1,5 - 4ng cknagoBmx YaCcTUH pekBi3nTiB “AgpecaT” Ta “I'pud 3aTBEpO)KEHHA";

1,5-3 - on4 BiLOKPEMIEHHS PEKBI3UTIB OKYMEHTa O4MWH Bif O4HOrO.

Mpwn othopMIeHHI OOKYMEHTIB BiACTYM Bif MeXi NiBOro noas JOKyMeHTa CTaHOBUTb:

125 minimeTpiB - ond iM’'a Ta npissmwa peksiznTy “Mignuc”;

90 MminiMeTpiB - ond peksisnTy “Agpecat”;

10 minimeTpiB ond ab3auiB y TEKCTI;

0 minimeTpiB:

ONs pekBi3nTiB: “[aTa AOKyMeHTa”, “KOpOTKMI 3MICT OOKYMeHTa"”, “TekcT” (be3 ab3auiB), “BiaMiTKa
Npo HasaBHICTb fofaTkKiB”, CI0BO “lofaTok”, pekBiznTn “LoaaTok”, 3aCBiA4yBanbHOro Hanucy
“3rigHo 3 opuriHanom”;

Mia yac ohopMNeHHA NOKYMEHTIB (A0AaTKiB A0 HMX) Ha ABOX i Binblue CTOpiHKaxX Apyra Ta HacTynHi
CTOPIHKW NOBUHHI ByTN NPOHYMEepOBaHi.

HoMepu CTOPIHOK CTaBAATLCSA NOCEPEAMHI BEPXHBOIr0 N0 CTOPIHKM apabcbkumm ungpamm b6es
3a3Ha4YeHHs CJ10Ba “CTOpiHKA” Ta PO34iNoBMX 3HaKIB. [leplwa CTOpiHKa He HYMepyEeTLCA Hi B
[OKYMEHTI, Hi B KOXXHOMY 3 foAaTKiB. [IOKYMEHT i KOXKeH 3 f04aTKiB MaloTb OKpeMy HyMepaLiito.

QR-koa po3mipoM 21 Ha 21 MM PO3MILLYETHLCA B HUXKHLOMY JIIBOMY KYTi NepLloi CTOPIHKK SOKYMEHTa.

LUen CTaHOapT NOLMPIOETLCA Ha OpraHi3auinHo-po3nopsaaYi 4OKYMEHTH - NOCTAHOBM,
PO3MOPALKEHHSA, HaKa3M, NOIOXKEHHS, PilUEHHS, MPOTOKOIM, aKTW, IMCTY TOLWO, CTBOPIOBaHI
B pe3ynbTaTi JifSIbHOCTI:

e OpraHiB Aep>xaBHol BJlaan YKpaiHuM, OpraHis MiCLLeBOro caMoBpsiayBaHHS;
* NiANPMEMCTB, YCTAHOB, OpraHisauin Ta ix 06'egHaHb ycix hopm BnacHoCTi (Aani -
opraHisauin).

Bumorn go ogopmntoBaHHA fokymeHTis ACTY 4163-2003

Do>xepena

e % [JOKyMeHT
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e MoBa aginosux nanepis Manawkesuny 0.0. — Biki LAMY
e [lesiki NUTaHHA OKYMEHTYBaAHHS YNPaBAiHCbKOI AiIbHOCTI

OOKYMEHT, WpudT, 0hOpMNEHHS
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