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Tunosi HopMu
yacy Ha OCHOBHI npouecu 0idxioTe4Hoi podoTn

I. 3araapHa yacTuna

1.1 TunoBi HOpMH Yacy Ha OCHOBHI mporecu OiOmioreunoi pobotu (mami — Hopwmm)
NPU3HAYCH] JJI BU3HAUEHHS LITATHOI KUIBKOCTI MpAaIiBHUKIB O10J10TEK, MJIaHyBaHHS POOOTH,
BHJIaul HOPMOBAHUX 3aBJIaHbh HAI[IOHAIBHUX 1 JIepKaBHUX O10J110TEK, sIKI BIAHOCITHCS 70 cepu
ynpaBiiiHHS MiHICTepCTBa KyJIbTYpH 1 Typu3My YKpaiHU 1 pEeKOMEHOBaHI JAJisi 3aCTOCYBaHHS Y
nyOniyHuX 610110TeKax cepu BIIUMBY MiHICTEpCTBA KyJIbTYPH 1 TYpU3My YKpaiHH.

1.2. B ocHoBY po3poOku Hopm noknageHo cTaTUCTUYHI JaHi, pe3ylabTaTh XPOHOME TPaXKHHUX
Ta MOMEHTHHX CIIOCTEpEXEHb, MPOBEJACHUX y XOJl ampolariii B HaI[lOHAIBHUX, JCPKABHUX,
o0JacHUX YHIBEpCAJIbHUX HAyKOBUX Oi0mioTekax, B oOmacHux Oi0mioTekax ajsi OiTeld Ta B
oOnacHux O10mioTekax uis roHautBa. HaszBu mpoueciB, omepauid y Hopmax 3actocoBani
BIIMOBIIHO JI0 JIepKaBHUX CTAHAAPTIB Ta MDKICPKABHUX CTAHAAPTIB, paTH(IKOBAHUX
YkpaiHoro.

1.3. HopMu BCTaHOBJIEHO HA TaKi HAMPSAMU AISLUTBHOCTI 610T10TEKH:

— TIOMOBHEHHS 010i0TeuHOTO (DOHITY;

— 616mi0TeyHa 00poOKa Ta KaTajJori3yBaHHs IOKYMEHTIB;
— oprasizariis 6i6moTeunoro Gouay;

— HaJIaHH$ TIOCITYT KOPUCTYBauaM;

— HaJlaHH$ JOB1IKOBO-010110rpadiuHuX MOCIYT;

— HayKoOBa,

— pexinama 6i101i0TekH Ta 616J110TEYHUX TOCTYT;

— penaxiiiHO-BUIaBHUYA;

— poboTa 3 opranizariii mpari Ta yrnpaBiiHHS.

1.4. Y Hopmax BpaxoBaHO 4ac Ha MiJrOTOBYO-3aKIIOYHI POOOTH, siKuit cTaHoBUTH 10% Bix
omepaTuBHOTO dYacy. B okpemux Bumamkax 10 HopMm 3acTOCOBYIOTBCS —MMiBUIIYBajbHi
KOeIIiEHTH Ta OCOOIMBOCTI pOOOTH B aBTOMAaTU30BAaHOMY PEXKHMI.

1.5. Ha po6oTu 3 po3poOku mporpam, METOJIUK, METOIMKO-0101iorpadiuHuX MOCIOHHKIB 3a
OJIMHUIII0 BHUMIPIOBAHHS NPUHHATO OJUH JOKYMEHT a0o OJIMH aBTOpchbkuil apkym. Hopmu
BCTaHOBJICHO Y TOJMHAX, XBUJIMHAX, CEKYH/IaX HA OJHY OJWHUIIIO BUMIPIOBAHHS.

1.6. bibmiorexkaM HamaeTbCs MPaBO PO3pPOOIATH Ta BIPOBAIKYBATH B YCTAHOBICHOMY
MOPAJZIKY BJIACHI HOPMH 4acy, SKIIO BOHH BIAMOBIIalOTh OlIbII BUCOKIM MPOIYKTUBHOCTI Mpalli,
ab0 3MICT TEXHOJIOTIYHOTO IMpPOLECY Ma€ MiABHINEHY CKIAIHICTh Ta OUIbIIy JeTalizaliio,
BU3Ha4YeHI IMMHU THUITIOBUMH HOpMaMHU.



II. Hopmu yacy
HA OCHOBHI npouecu 0i0/1ioTe4HOI podoTH

1. IlonoBHeHHs 0ibaioTeunoro ponay

Taonuya 1
Homep Ha3ssa nponecy, onepamii. Onunnus Hopma uacy
HOPMH 3micT poGoTH BUMIpPY
1. 2. 3. 4.
IloToune kxoMnIekTYBaHHs 6i0ioTeunoro GpoHay
1. [MeperasiHyTH KHUTOBHJABHUYY Ta KHUTOTOPTOBENBHY iH(OpMAIIiro OZlHA | xB
TTO3UILis
2. BcranoBuTH rajiysb 3HaHb i BH OTPiGHOrO 6i0mioTeli qokymenTa . OJIHA 1 x8
BusHaunTi HEOOX1IHICTh HOTO ITPHI0AHHS TIO3HIIIS
3. [Tepernsan kKapTOTEKW HE3aJOBOJICHOTO TOMUTY. AHaNi3 BIIMOB IS OoJlHa 2 B
BHSIBJICHHSI TOKYMEHTIB, HOTPIOHMX JJII JTOKOMILICKTYBaHHS BiZIMOBa
4. BusHaunTH KiNBKICTh MPUMIPHUKIB JJIs1 3aMOBIICHHS ozHa 1 x8
TTO3HILisI
5. OdopMuTH 3aMOBJICHHsI. 3a3HAYUTH KUTBKICTh TPUMIPHHKIB, BapTICTh
3aMOBJICHHS, BKa3aTH AaTy OJIHa HasBa 3 X8
6. OdopmuTH 3aMOBIICHHS Ha NpUAOAaHHA 3apyOiKHUX JOKYMEHTIB OJIVH | rox 30 xa
JIOKYMEHT
Po0oTa B aBTOMATH30BAHOMY Pe:KMMI
7. BBecTr 3aMoBJieHHs B 0a3y AaHUX HOTOYHOTO KOMIUICKTYBaHHS 0JIHA Ha3Ba 3 xB
8. BinpenarysaTu BBesieHi y 0a3y JaHHUX BiJIOMOCTi PO 3aMOBJICHHS OJIHa Ha3Ba 2 XB
9. Po3npykyBaTu 1aHi MOTOYHOTO KOMIUICKTYBAHHS omHA 1 xB
CTOpiHKa
CTBOpEHHSI KAPTOTEKH NOTOYHOI'0 KOMILJIEKTYBAHHS
10. OdopMHUTH KapTKy-3aMOBJICHHS: 3a3HauyUTH aBTOPa, 3aroJioBOK, oA
BHUXITHI JaHi, KUIBKICTh 3aMOBJICHHX TIPUMIpHUKIB, pO3IMOAUT 3a 3 xB
CTPYKTYPHHMH MiApo3aiiamMu, 0i61i0TeKaMu-iTisiMu Kaprra
11. Po3craBuTi KapTku 3a a0eTKOIO Mpi3BHUIL aBTOPiB ab0 3aroyioBKiB oJlHa 50 ¢
BUJIaHb Y KAPTOTEKY MOTOYHOT'O KOMILICKTYBaHHS KapTKa
CrJ1aIaHHA 0NIEPATHBHOIO (MOTOYHOI0) MJIAHY KOMILJIEKTYBAHHSA
12. Cxnactu man GopmyBaHHS 0i0aioTeyHOT0 (hOHIY HA TOTOYHMH PiK 3a
KUIBKICHUMHM  IMOKa3HUKAMH. [MigroryBatn  TaGmuIi: obcsry OoJIHAa | ron
HaIXOMKeHb Ta BHOYTTS, [DKEpeld KOMIUIEKTYBAaHHS, TIally3eBOTO MO3HILIs
CKJIaJTy, 32 BUJIAMH, MOBAMH, KOIITOPHCY BHTPAT
Ilepeanara nepioAMYHUX BUIAHD
13. HepernaHyTH KaTajoru TMEepPiOJUYHUX BHJAHb, BHU3HAYUTH HA3BU oJlHa 1 x8
MEPiOANYHUX BUAAHb IS IEpEAILIaTH Ha3Ba
14. Y'Sa.l"aJ'IBHI/ITI/I 3aMOBJICHHS BiA migpo3mimiB Oi0mioTekn (0i0miOTEK- ome
¢b1ii) Ha IepenIUIaTy MepioJUIHNX BUJAHb SAMOBJICHHS 2 XB
15. 3BipHUTH 3aMOBJICHHS Ha IMEPEIUIaTy NePiOAUNYHUX BUJIAHb IOTOYHOTO
POKY 3 NEPEIIIATOI0 MHHYJIOTO POKY /Uil BUSIBICHHS 3MiH y Ha3Bax Ta OfTHE 14 ¢
1iHi. 3pobuTH HEOOXiTHI TTO3HAYKU 3aMOBJICHHS
16. 3BipuTH BUXigHI JaHI 3apyOiXHHX TEPIONMYHHX BHIAHB, SKi
3aMOBJISIIOTBCS BHepIie, 3 0i10miorpadivHIMHU JOBITHUKAMH Ta IHITUMHI oAre 15 xB
iHbOpMaLli HTHUMU JDKepeIaMu SAMOBIICHIA
17. Odopmuty 3aMOBIICHHS Ha nepeamary. IligpaxyBatu BapTicTh nepen-
TUTATH 3 ypaxyBaHHSAM JOCTaBKH, 3alIOBHUTH KBHTAaHII0O aDOHEMEHTa n(());l;;i;[ 3 xB

Ha MEPioIMYHI BUIAHHS

! IlokyMeHT — MatepianbHuit 06’ €KT i3 3a(iKCOBAHOIO HA HBOMY iH(GOPMAIIEI0 y BUTTISA TEKCTY, 3BYKO3AMICY a00 300paKEHHS.
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18. OdopMuTH peecTpaliiiHy KapTKy Uil KapTOTEKH NEpioJuIHHX
Buaanb. [IpoctaBuTH Ha KapTLi iHAEKC, PiK, NEPiOJUYHICTD, KITBKICTh | OJHA KapTKa 5xB
3aMOBJICHUX KOMILUICKTIB, CHTJIM CTPYKTYPHUX ITiAPO3ILTIB
Po6oTa B aBTOMATH30BAHOMY PEKUMI
19. BrecTtu 3aMoBJIeHHS Ha MMEpioAMYIHI BUJAHHS 10 0a3u JaHUX OJTHA KapTKa 5 XB
20. CkopuryBatu 3aMOBJICHHS. BUBecTHm Ha €KpaH CIHCOK IEPiOIAIHHX
BuaaHb. BHecTu 3miHn OJIHa HasBa 2 X8
JlucryBanus 3 KHHUTOTOProBeJIbHUMHU oprani3auisamu,
BHIABHUITBAMM, 0i0/1ioTEKAMHU TOLIO
21. Ckyiactd, HAIPYKYBaTH TEKCT JIMCTa (3aIHTY, MIPETEH311), 3apeecTpyBaTd y
KHHM31 BHUXiIHHX JOKYMEHTIB (IIPOCTaBUTH [JaTy, MOPSIKOBHH HOMEp, | OIMH JIUCT 30 xB
3a3HAYMTH HA3BY OpraHi3alii, KOpOTKO BUKJIACTH 3MICT JIUCTA)
JoxomniiekTyBaHHs1 6i0ioTeunoro gouay
22. V3aragpHUTH 3aITUTH CTPYKTYPHUX MiApo3aiiiB, dimiit LIBC. OJIVH 1x8 10 c
BKIIIOYHTH 3aMOBJICHHSI IO KAPTOTEKH JOKOMILIEKTYBaHHS JOKYMEHT
23. Cknactu Oibmiorpagiunuii 3amuc. 3a3HAUYUTH KUIBKICTh MOTPIOHHX
. o : . OJIHa KapTKa 3 xB
MIPUMIPHUKIB 1 CHIJIHM CTPYKTYPHHX HiAPO3ALITIB
24. Po3cTaBuTH KapTKH Y KAPTOTEKY TOKOMIUIEKTYBaHHS OJIHA KapTKa 5 xB
25. [eperyiiHyTH HANOBHEHHSI CHUCTEMAaTHYHOTO Karajory 3a Di3HUMH
acreKTaMu (TaTy3sMU 3HaHb, BUIAMHU, POKAMH Ta iH.). 3iCTaBUTH OTpUMAaHi
JaHI 3 TEMATUYHO-THUIIOJNIOTIYHAM (TIEPCIICKTHBHIM) TUIAHOM KOMILTCK- OlHa kaptia 10¢
TYBaHHs1. Y TOUHUTH, BHECTH KOPEKTHBH JIO IUIAHY KOMIUICKTYBaHHS
Bin0ip naoxkymentiB 3 o0minHuX ¢ouaiB OibaioTexk  AJs
AOKOMILUIEKTYBAHHA
26. PosrstHyTet  Tipomosutlii  (TeperyisTHyTH CITUCKH, KapTOTEKH OOMIHHHMX
(onmis 6i6:i0TEK), 3BIPUTH 3 KATATOraMH Ta KAPTOTEKOKO 10 KOMIUIEKTY- | onua Ha3Ba 3 XB
BaHHs 010J1I0TeKU-0TPHMYBaya, BiiOpaTH NOTPiOHI HA3BU
27. Bini6paru noxymenTtu de-viso 3 o0OMiHHOTO (hOHITY OJIMH
JOKYMEHT 3 xB
IIpuiiMaHHsl [AOKYMEHTIB, W10 HagiHmLwIM i3 CyNnpoBiIHUMHU
JAOKYMEHTaMH
28. [TpwuitaaTu 6aHAEepOIT, MOCHIKH O/IHA
OaHIepOIIH, 1 xB
TTOCHJIKA
29. Poszknactu 6anmepoti, HOCKHIIKH 32 eKCTIETUIIITHIMH HOMEpaMu o/Ha
0aHIepOITh, 30c
TTOCHJIKA
30. PosznakyBaTtu OaHmepoIIi, MOCHIKA oJHa
0aHIepOITh, 30c
TIOCHJIKA
31. Posknactn noxkymentH 3a andasiToM aBTOpiB a00 HasB, 3BIpUTH 13
CYMPOBIIHNM JIOKYMEHTOM: BUIATKOBOKO HAKJIHOIO, YEKOM, aKTOM TOIIIO. OZlHa
[MpocraBuTH IiHY Ha BHIAHHI, MiAPaxyBaTH KUIBKICTh IPUMIPHHKIB, Garinepor, 2 xB
3arajbHy BapTiCTb JOKYMEHTIB focmika
IlpuiiManHsi JOKYMEHTiB, 0 Hagidmuin 0e3 CympoBiTHUX
JOKYMEHTIB
32. [Tini6paTi nOKyMeHTH 3a andaBiToM OJIMH 30 cex
JTOKYMEHT
33. BusHaunTH 1mMiHy 3a OITIHKOIO KOMicCii Ha OCHOBI TEperisimy IMpariciB,
aHaJIOTIYHUX BUJAAHb, OYKiHICTUYHOIO KaTaJor'y TOIIO, NMPOCTaBUTH | OJHA Ha3Ba 6 XB
I[iHy Ha JIOKYMEHTI Ta MiJICYMYBaTH 3araJIbHy BapTiCTh IOKYMEHTIB
34. CKJIacTH aKkT MpUHMaHHS JOKYMEHTIB OJIMH aKT 10 xB
35. CKJIacTH CIIHCOK JOKYMEHTIB JI0 aKTy OJIHa Ha3Ba 1 xB
36. [IpocTtaBuTH IITEMIIENb HAa TUTYJIBHOMY apkymni Ta Ha 17 cropiHIi
JOKYMEHTa OJIUH 36 ¢
JIOKYMEHT




3BipsiHHAI JTOKYMEHTIB, 10 HATIHIUIN, 3 KAPTOTEKOI MOTOYHOIO
KOMILIEKTYBaHHS

37. 3BIpUTH  OTPUMaHHH  IOKYMEHT 13 KAapTOTEKOK  ITOTOYHOTO OJTHa 1 xB
KOMITJICKTYBaHH, 3pOOUTH NOTPIOHI O3HAYKH KapTKa
38. [TocTaBuTn KapTKy y KapTOTEKy IOTOYHOI'O KOMIUIEKTYBaHHS 3a oJHa 25 ¢
po3ainbHUKOM «BUKOHAHI 3aMOBJIEHHSI» KapTKa
IIpuiimanHs Ta 00J1iK NepioAUYHNX BUJAHD
39. [TigibpaTe oTpMaHi KypHaIH Ta Ta3eTH, BIAMITHTA HOMEp, ATy BH- OJTNH 2 B
JIAHHS B peeCTpaliiiHili KapTIi KapTOTEKU OOJIIKY MEPiOANYHUX BUAaHb | JOKYMEHT
40. [IpoctaBuTH MWITEMIENb Ha MEPIOTUIHOMY BUAAHHI OJINH 18 ¢
JIOKYMEHT
CymapHuii 00JiK TOKYMeHTiB
41. JlokyMeHTH, OTpuUMaHi 3a OJHWUM CYIPOBIAHAM JIOKYMEHTOM,
PO3KIIACTH 33 BUJAMH, Tajly3sMH 3HAHb, MOBaMH, H.CpeBipI/ITI/I OJTUH | xB
KIJIBKICTD Ta BIJNOBIAHICTh JOKYMEHTIB. BH3HAuUUTH KiJbKICTh Ha3B. | JOKYMEHT
[TimpaxyBaTu BapTiCTh MapTii
42. 3pobutu BiamosiaHi 3anucu y Kuusi cymapHoro o6mniky (Yactuna I) oIHa
napTist 6 xs
43. [MigpaxyBaTH MOCTOPIHKOBO 3a MO3UIisAMH (TI0 KOJIOHKaX) naHi Kauru oJHa 5 xB
CYMapHOTO 00Ky, HepPEHECTH PEe3YyIbTaTH Ha HACTYITHY CTOPIHKY KOJIOHKA
44. OdopmMuTH cynpoBiAHUNA AOKYMEHT (BUAATKOBA HAaKJIagHA, aKT TOIIO) OJlHa 15 xB
JUISL TIepejiavi B OyXranrepiro KOJIOHKA
45. 3Biputn  (iHAHCOBI JOKYMEHTH BiAJily KOMIUIGKTYBaHHS 3 OJIMH 7 B
BiJIOBITHUMH (PiHAHCOBUMH JOKYMEHTAMHU Oyxranrepii JIOKYMEHT
InauBigyaabHuii 00J1iK JTOKYMEHTIB
46. Odopmuru HOBY IHBEHTADHY KHMIY: INDOHYMEPYBATH CTOPIHKH, | .o I rox
NPOIIUTH, CKPIIUTH MEYATKOO
47. [IpocTaBuTH iHBEHTapHI HOMEPH B IHBEHTApHIN KHH31 OJTHa 5 xB
CTOpiHKa
48. 3amucaTté JTOKYMEHTH 3a BCTaHOBJICHOIO (OPMOIO 110 IHBEHTapHOI OJIUH 3 xB
KHUTH JIOKYMEHT
49. [IpocTraBuTH iHBEHTapHUI HOMEp HAa JOKYMEHTI (THTYJIbHA CTOpiHKA OJIVH 1 xB
ta 17) JIOKYMEHT
50. OdopMuTH KapTKy IHAMBIAyaJbHOrO OONIKY JOKYMEHTY AJs
00MIKOBOrO Katajory (3a yMOBOIO BEAEHHS OOJIIKOBOTO KaTaJory):
6ibmiorpadivyHuii omuc MOKyMeHTa, IliHA, IHBEHTapHUA HOMEp, PiK OJlHa 5 xB
HAJXOJDKeHHA, HOMep 3amucy B KHuU31 cymMapHOTO OONIKY, KiJIBKICTh KapTKa
OPUMIpHHUKIB, IO HAmidOUIM, iX pO3MOALT 3a CTPYKTYPHUMH
migposaiaMu 6i6mioTexu a6o IIBC
51. 3anmcaTt 70 JXKypHAIy peectpariii kKapTok obiikoBoro karamory 1IPb OJTHH 3AITHC e
IHBEHTAapHUI HOMeED, Teple coBo 3arooBka (B ymosax LIBC)
Po0GoTa B aBTOMATH30BaHOMY Pe:KUMi
52. [epeBiputy Ha AyONETHICTH TOKYMEHTH, IIO HAAIANLIM, B 0a3i JTaHUX OJINH 2 B
SJIEKTPOHHOTO KaTaJIoTy JIOKYMEHT
53. JomnurcaTti BitoMocCTi, MOTPiOHI [Tt 067Ky Ta 3alOBHEHHS OOJIKOBHX OJIUH
¢dopM y 3HaliieH] 3anucu Ha JOKYMEHTH, IepeBipeHi Ha 1y0JIeTHICTh JIOKYMEHT 3xB
54. CrBoputu OibmiorpadiuHuil 3amuc Ha JOKYMEHTH, IO HAIIWIUIH
BIEpIIC, i3 BHECCHHSM BIZOMOCTEH, MOTPIOHMX Juist OOMiKy Ta OAHH 10 xB
3aIOBHEHHSI 00TIKOBUX (OpM AOKYMCHT
55. OdopMuTH CTpaxoBy KOITIO IHBEHTapHOI KHHUTH, IO BEACTHCS B
CJIEKTPOHHOMY BapiaHTi: apKylli po3ApyKyBaTH, NPOHYMEPYBAaTH, | OJHA KHHUTra 1 rox 30 xB
NPOIIUTH, CKPIIUTH MEYATKO0, 3JaTH B ONPaBY
BujiyueHHsI JOKYMEHTIB 3 00,1iKOBHX (hopm
56. [IpuifHATH akTH Bix CTPYKTYpHUX minposnairiB O6ibmiotexu (LIBC) Ha OJIMH aKT 10 xB

JOKYMEHTH, 110 BUOYIH, 3poOuTH 3amuc y KHuszi cymapHoro oOmiky
(2-ra yactuHa), IPOCTABUTH HOMEP aKTy




57. ITigmuTy akTu OJHH aKT 1xB
BuxmrounT TOKYMEHT (32 CITMCKOM JI0 aKTy) 3 00JIIKOBUX (hopM:
58. IHBEHTapHOI KHUTH OIUH 2 B
JIOKYMEHT
59. 00JIIKOBOTO KaTaJIory OJIVH 1 x8
JTOKYMEHT
60. OTIHCY IHBEHTAPHUX HOMEPIB ONIvH 1 xa
JIOKYMEHT
PoGoTa B aBTOMAaTH30BAHOMY peKUMi
61. Bukimountn 1OKyMeHTH, 0 BUOYNH, i3 (POpPMHU OOIIKY €IeKTPOHHOTO OJIVH 1 xa
KaTaJjory JTOKYMEHT

Ipumimka: TTpu poOOTi 3 TOKYMEHTOM, HAITMCAHUM 1HO3EMHOIO MOBOIO, JI0 HOPMH YacCy 0JA€THCS i IBHIYBATbHUN

koedimienT 1,15.

2. bioJsgioTeyna o0po0ka Ta KaTaJOri3yBaHHs JOKYMEHTIB

Tabnuus 2
Homep HasBa npouecy, onepaiiii. Onunuus Hobma gac
HOPMH 3micT po6oTHn BHUMipy P y
1. 2. 3. 4.
PoGoTa 3 ApyKOBAaHUMH KapTKaAMHU
1. Po3ibpatn KOMIUIEKT ApyKOBaHUX KapTok KHmxkoBoi manatu Ykpainu oJHa 30
KapTKa
2. [MigiOpatin npykoBaHi KapTkd 3a andaBiTOM NPI3BUII aBTOPIB UM oJlHa 25 ¢
3aroJIOBKiB JJIsl pO3MILICHHS Y cIy»k00Biii KapToTeni KapTKa
3. PozcraBuTH KapTKHu B CITy»K00Bil KapTOTEI oJlHa 30
KapTKa
4. [MigiOpaTy [pyKoBaHi KapTKU J0 JOKYMEHTIB, 10 HAIIHIILTH oJHa 1 xa
KapTKa
3BipeHHsI JOKYMEHTIB, 10 HAMIHIILIN, 3 KATAJOraMHU
5. [lepeBipuTH 3a c1y)k00BUM KaTaIOroM HasBHICTh JOKYMEHTa Y (HOHII.
y BUMAIKy TOBHOI 1IEHTUYHOCTI MPOCTABUTH HAa KaTaJOXKHIH KapTii S — 3 xB
IHBEHTApHUI HOMEP OTPUMAHOTO TOKYMEHTA, IEPEHECTH 3 KaTal0KHOT
KapTKW Ha JOKYMEHT 0i0moTedHni mudp
6. ITepeBipuTi 3a CIyKOOBHM KaTalOTOM HAasBHICTH OaraTOpiBHEBOTO
OibmiorpadiyHoro 3amumcy Ha BHIaHHS, [0 MPOJOBXKYETHCS, abo
cepiajbHEe BUIAHHA. Y BHUMNAQJAKY BIJMOBITHOCTI IO3HAYMTH HaJ- OJINH 4 X8
XOKCHHS IIEBHOI'O TOMY, YaCTHHU BUITYCKY. JOKYMEHT
[IpocTaBuTH iHBEeHTapHUII HOMEp, 3pPOOHTH iHIII OIOTIOTEYHI MO3HAYKH.
[lepeHecTH 3 KaTAIOKHOI KAPTKH Ha JIOKYMEHT 0i0IioTeuHri mdp
7. OdopmuTH OpyKoBaHY KapTKy, HamMcaTH iHBEHTapHUI HOMep, mHdp oJHa 3 B
KapTKa
®opmyBaHHs 6idaiorpadiynoro 3anucy
8. Cknactu ocHOBHMIA OibOmiorpadiuHmii 3amuic 3a BiZICYTHOCTI APYKO-
BaHOI KapTKH Ha JOKYMEHT: (03HAOMMTHUCS 3 JOKYMEHTOM, CKJIACTH | OJIWH 3aIluC 5-11 xB
3amuc, 3pooutr 6i0II0TeUHI TO3HAYKH)
9. CknactTit ocHOBHHMH O6i0miorpadidamii 3amuc 3a JOMOMOTOI0 MakeTa
KapTKH, HaJApyKOBaHOTO JOKYMEHTI (IepersisiHyTH JIOKYMEHT,
3B§)HTI/I 3 1vll)a};<KeT0M KapT}I/ﬂ/I, yyﬁaﬁ H(()T‘pIC)GI/I BI}-;ZCTI/I 31\2111\:11/1 j | oA sarHe 6 x5
JIOTIOBHEHHS, 3p00uTH 010J1I0TETHI TO3HAYKN)
10. CkJactu TOJJATKOBUI OMUC JI0 OCHOBHOT'O 0i0IiorpadidHOro 3ammcy oJlHa 4 xB
KapTKa
11. OzHatiomuTuCs 3 TOKyMeHTOM. CKIIACTH aHATITHYHHUN 3aITUC oJlHA 4 xB
KapTKa
12. CkJ1acTyl KapTKy IMOCHJIaHb 10 OCHOBHOTO 0i0JiorpadiuHoro 3amnucy OJTHa
KapTKa 3 B
PenaryBanns 6i0jiorpadgiunoro 3anucy
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13.

[lepeBiputi npaBUIBHICTH OpopMIIeHHS 6i0miorpadidHoro 3ammucy Ha

KapTLi: NOJaHHS eJleMeHTiB OibmiorpadiuHoro 3amucy, MWHUQPiB, oJlHa 4 X8
0i0JI0TEYHNX MMO3HAYOK. Bu3HaumTH THpak 0i0miorpadidHuX KapTOK KapTKa
JUTSI pO3MIIIEHHs y 010TI0TEYHIX KaTajorax
I'pynoBa 00poOKka JOKYMEHTIB
BiniOpaTu 0JHOTUIHI JOKYMEHTH, IO HiJISATal0Th TPYMOBiil 00poOIIi.
CKJ1acTH 3arajibHy XapaKTepUCTHKY Ha KOMIUIEKT JOKYMEHTIB.
KinbKicTh JOKYMEHTIB V TPVIIi:
14. 10 9 o/iHa rpyna 45 xB
JOKYMEHTIB
15. 10-15 O1Ha Tpyma | ron
JIOKYMEHTIB
16. 16 —30 o/iHa rpyna 2 rox
JOKYMEHTIB
17. ITepeBipuTH MPaBUIBHICTh CKIATAHHS XaPAKTEPUCTUKH HA KOMITIEKT o1Ha
JIOKYMEHTIB XapaKTEPHC 15 xB
THKa
IiaroroBka 10 iHAeKCYBAHHS JOKYMEHTIB JJisl KATAJIOTIB
18. Huquam KapTKy 3 0i0miorpadigHIM OMMICOM 0 TOKYMEHTA, 3BipUTH S 40 ¢
1 BKJIACTH B JOKYMEHT
19. Po3noainutu 10KyMEeHTH 3a ramy3sMu 3HaHb (32 TEMAaTHKOIO) oJlHa 1 xB
Ha3Ba
20. [lepermaaytn 3apyOikHI BHAAHHS, NEpeKIacTH NOTPiOHI maHi oJTHa 26 x5
YKpaiHChKOIO MOBOIO Ha3Ba
CucreMmaTusailisi JOKYMeHTIiB
21. OsHalioMHTHCS 3 JIOKYMEHTOM, NEpEeBIpUTH BiMOBIIHICTL IHACKCY,
HAJ[PyKOBaHOTO y BHIaHHI, TaOmuisaM Kimacudikaimii, TPUAHATAM Y gg?;a 5xB
0i0ITioTeI, MPOCTABUTH NOTPIOHMH 1HACKC HA TOKYMEHTI
22. OzHafioMHUTUCS 3 JOKYMEHTOM, BHU3HAYUTH IHJCKC 3a TaOJUIIMU
knacugikanii, npuiHATAMH B 0i0mioTewi, 3a BiICYTHOCTI APYKOBaHOI oJlHa 15 xB
KapTKku abo MakeTy KapTKd Ha BumaHHs. [IpocraBuTH iHIEKC Ha Ha3Ba
JIOKYMEHTI
23. Bu3HauuT aBTOPCHKUM 3HAK JOKYMEHTA 32 aBTOPCHKUMU TAOIHUIIMU oJlHa 1 x8
Ha3Ba
24, 3ammdpyBaTH AOKYMEHT TIpu (POpMaTHO-IHBEHTApHIH pPO3CTAHOBIII: oJTHa 30 ¢
BH3HAYUTH (OpMaT TOKYMEHTA, HAIMCATH MIH(p Ha3Ba
25. BigpenaryBatm  mmdp:  mepeBipuTH  NPaBWIBHICTH  1HOEKCY, oJlHa 2 B
ABTOPCHKOTO 3HAKY Ha3Ba
26. CKkiracTe KapTKy a0eTKOBO-TIPEAMETHOTO MMOKKINKA, 3BIPUTH ITOHATTS omia
3 JOBIIKOBUMH BHIAHHSIMH. Hamwicatn Ha KapTIli KaTAIOXKHUH 1HICKC, 8 xB
3a3HAYUTH MMOCHJIAHHS Ta 3B’SI3KH MiXK OKDEMUMH PYOpUKaMHU Kapria
IIpeameTu3allisi JOKYMEHTIB
27. ITepeBipuTH BIAMOBIMHICTE PYOPHUK IPYKOBAHOI KApTKH HA BHUIAHHS
BIJIMTOBITHO JTO METOUKHU TIPeAMETH3AITi1, IPUHHATINA y 6i0mioTerri olHa 3 XB
pyOpuka
28. OszHalioMuTHCS 3 JOKYMEHTOM, BHU3HAYUTH TNPEIAMETHI PYOpPHKH 3a
JOTIOMOTOI0  Te3aypyca (pyOpukaropa), IO 3aCTOCOBYETBHCS B oHa 5xB
S . pyOpuKka
6i0mioreri
29. Brenenns HOBOTO MOHATTS 10 Te3aypyca (pyopukaTopa) oJTHa 2 xB
pyOpuKa
30. PenaryBanns mpemmerHoi pyOpuku. [lepeBipuTd MpaBWIBHICTH oJlHa 1 x8
MIpeIMETHOI pPYOPHKH, TOUYHICTh HAMCAHHS pyOpuKka
Oprasxizaiis Ta BeleHHs1 A0eTKOBHX KATAJIOTiB
31. [TiziOpaTty kapTKu 3a andasiToM 3aroJoBKiB a00 Ha3B oJlHa 30 ¢
KapTKa
32. Po3ctaBuTH B KaTayi03i MONepeIHLO MiaiOpaHi KapTKH OJTHa 1 xB
KapTKa




33.

PenaryBanHs Karajory: NepeBIpUTH TPaBWIBHICTE PO3CTAHOBKHU

KapTOK, HANMCAaHHS JOAATKOBUX KAapTOK Ta KapTOK i3 MOCUJIAHHSMH, Kzgjia 1x820c
BHITPABUTH IOMUJIKH
34, Hammcatnn po3ginpHUK. 3a3HAYWTH JITEPY, CKIAld, Ha3BY OpraHizallii OJIMH 1 x8 30
a00 YCTaHOBH, MPIi3BHIIE, iM s, IO OATHKOBI aBTOpa PO3TEHUK
35. Posmimennss po3inpHUKIB: migiOpaTa 3a andasiToM, MOCTAaBHUTH, OJIUH 2 xB
3aKpIMUTH CTEPKEHBb PO3ITHHAK
36. Hammcatn ermkeTky Ta HyMepalliiHI TO3HAYEHHS, PO3MICTUTH Ha OJTHa IxE
KaTaJOXHIA ITyXJIsii ETHKETKA
Opraxi3zaiis Ta BeleHHsI CHCTEMATHYHHX KaTAJIOTIB
37. [igibpatr xapTku 3a KiIacu(piKamiHHAMU 1HAEKCaMH, YyCepeauHi oJTHa 1 xB
po3aiiy — 3a andaBiToM 3aroJioBKiB 200 Ha3B KapTKa
38. Po3craBuTH B KaTano3i nonepeaHpO MiAiOpaHi KapTKu oJlHa Ixs
KapTKa
39. Pe,/:[alijaHHf'{ Karajory: TIEPEBIPUTH TPABIILHICTS HAITOBHEHHS PO3IILTIB OJTHa 1 x5 20
3a 3MiCTOM, iHJIEKCaMH i pO3CTaHOBKOIO, BUITPABUTH IIOMIUJIKA KapTKa
40. [ligrotyBaTi pO3MITBHUK: MiAiOpaTH PO3IUIEHUKH 33 KOJBOPOBOIO
raMoro, BUpI3aTH 3TiAHO MOTpiOHOi (opMH 3a TEBHUM PO3MIpOM. OJIUH 3 xB
Hammcatn (HampykyBaTH) pO3IUIHHHK: 3a3HAYMTH KIAacH(DIKAIIHHAN | PO3IUTEHUK
IHJEKC, Ha3BY PO3MUTY a0 MiIpO3aiTy, MOCHIAHHS, BiICHIIAHHS
41. Po3Mimennss po3aiipHUKA: TiAiOpaté 3a 1HAEKCAMH, IOCTABHTH, OJUH 1 x8
3aKPIIUTH CTEPKEHDb PO3IUTHHUK
42. Hammcatn ermkeTky Ta HyMepalliiHI TO3HAYEHHS, PO3MICTUTH Ha OJTHa 2 B
KaTJIOKHIA NTyXJIsiIi CTHKETKa
Opraxizaiis npeIMeTHOr0 KaTaJory
43. [TiziOpaTi KapTKu 3a MpeIMETHUMH PyOpHKaMu, ycepeauHi pyOpuK — oJlHa 1 x8
3a anmhaBiTOM 3aroJIoBKiB 200 Ha3B KapTKa
44. Po3ctaBuTH B KaTayi03i MoNepeIHbO0 miaidopaHi KapTKH oJTHa 1 xB
KapTKa
45. PenaryBanHs mpeIMETHOTO Karajory: MEpeBIpUTH MPaBUWIBHICTh oJlHa 1 x8
TTOCHJIaHb, PYOPHK KapTKa
46. Hammcaty po3nibHUK. 3a3HaYUTH pYOPUKY, TTOCHIIAHHS OJTNH 3 xB
PO3IUIEHUK
47. Po3miltieHHst po3AUTBHUKA: BU3HAYMTH MICIC, TTOCTABUTH, 3aKPIMUATH OJINH 3 xB
CTEpKEeHb PO3IUTPHAK
48. Hammcatn eTrmkeTky Ta HyMepalliiHI TO3HAYEHHS, PO3MICTUTH Ha OJTHa 2 B
KaTaJOXHIA ITyXJIsii CTUKETKA
Opranizanisa Ta BefleHHs] HyMepawiliHOro KaTaJory HOPpMATHBHO-
TeXHiYHOI JOKYMeHTalil
49. [TimiOpatk KapTKH 3a BUIAAMH JOKYMEHTIB, YMOBHHUMH ITH(PPOBHMH
MMo3HaYKaMu, angaBiTOM CKOPOYCHHMX Ha3B KpaiH, JIATHHCHKUM OHa 5xB
andaiToM (3apyOi>KHHUX CTaHIAPTIB), HOMEpaMH JIOKYMEHTIB Kaprra
50. Po3ctaBuTH B KaTayi03i MONepeIHLO miaiOpaHi KapTKH oJTHa 30 ¢
KapTKa
51. PenaryBanHs katanory: rmepeBipUTHA NMPaBHIBHICTh PO3CTAHOBKH KapTOK,
BUIPaBUTH TIOMWIKH. BHECTH B Karayior JOMOBHEHHS i 3MiHU (BiqMiHa, OZHa 3 XB
3aMiHa, 3MiHa, MPOIOBXKEHHSI TEPMIHY ii i3 3a3HaUSHHSIM JKepera) apria
52. Hamucaru i mocTaBUTH pO3IITIBHUK, 3aKPITUTH CTEPIKEHB OJlMH 3 B
PO3IUIEHUK
53. Hamucatu etukeTky Ta HyMmepalliiHi TO3HA4YeHHS, PO3MICTHTH Ha oJlHa 3 B
KaTJIOKHIA NTyXJIsiIi CTHKETKa
Opranisaiis Ta BeieHHs TonorpagiyHoro Karajiory
54. [TiziOpaTty kapTku 3a mWKppamu 30epiranHs TOKyMEHTa oJlHa 30 ¢
KapTKa
55. Po3ctaBuTH B KaTayi03i MONepeIHLO MiaiOpaHi KapTKH oJTHa 30 ¢
KapTKa
56. PenaryBaHHs KaTaJory: TEPEeBIPUTH TPABWIBHICTh PO3CTAHOBKH oJlHA 3 xB
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KapTOK, BUIIPABUTH MOMUJIKH KapTKa
57. HanwmcaTtu po3ainbauk. 3a3HaunTy mudpu 30epiraHus OJIUH 3 X8
PO3AUIBHUK
58. PosmimenHs pq:suinmmds: migiopatn 3a mudpamMu  30epiraHHs, OJIHH IxE
MIOCTaBHUTH, 3aKPIIUTH CTEPKEHb PO3ALIBHHK
59. HaanaTH. CTHKETKY Ta HyMepaliiiHi MO3HAa4YeHHS, PO3MICTUTH Ha oJlHa 3 B
KaTaJIOKHIN ITyXJisiit CTHUKETKa
Oprasxizamis i BenenHsi ejekTpoHHoro karajory (EK)
60. 3BIpUTH JIOKYMEHTH, 110 HAXIMIIUIM, Ha HAsBHICTH 3anucy B EK OJMH 2 B
JOKYMEHT
61. [Ipunucatn nybseTu y KaTajor: MPOCTaBUTH 1HBEHTApHI HOMEPH Ta
iHmi  emeMeHTH ¢opMu BBoAy (BigmoBimHo mo AIBC, mo mie y O/tH 2 XB
o . JOKYMEHT
Oi0miorerri)
®opmyBaHHs KaTanoroBoro 3anucy it EK. 3anoBHeHHS BiINOBITHUX
OJIIB:
62. 1o 10 enemeHTiB OJIMH
5 xB
3aIuC
63. 10-20 enemeHTIB OJIMH
10 xB
3aIuc
64. 21-50 enemeHTiB OJIMH
3aIucC 30 xs
65. Oinbire 50 exeMeHTIB OJUH
60 xB
3aIuc
66. Brenenns (ckamyBaHHS) TEpellikKy TBOpPIB (cTaTeif), M0 BBIMIIIN 10 OJTHa 10-15 x5
30ipKH CTOpiHKa
67. (DopMyBgHHﬂ Ta pelaryBaHHsl aBTOPUTETHHUX (DaidiniB/KOHTPOIHOBAHHX otHa 30 xB
CJIOBHHUKIB CTOpiHKa
68. Penarysannst 6i0miorpadiunoro 3amucy EK. BHecenHs 3mMin oJTHa 3 xB
CTOpiHKa
BuiiyuyeHHsi KapTOK 200 3HATTS iHBEHTAPHUX HOMEPIB 3 KaTAJIOriB
69. 3BIpUTH KaTAIOKHY KapTKy Ha iACHTUYHICTD 3 TAJIOHOM-1HAMKATOPOM
(cnimckoM) Ha JIOKYMEHT, 10 BUITYyYa€Thesl. BUITydHTH KaTanoxXHy KapTKy oJlHa 4xB
Ha OCTaHHIN NPHMIPHUK JOKYMEHTAa. BUKpecHuTH iHBEHTapHUI HOMEp KapTKa
CIIMCAHOTO JIy0JIETHOTO MPUMIPHHUKA, BKA3aTH JATy Ta HOMEP aKTy
70. Bunyuntn 3 EK 6i6miorpadiunuii 3amuc abo iHBeHTapHUII HOMEp Ha OJIMH 1 xB25 ¢
JIOKYMEHT, IO BHJIYYa€Thes 3 GoHay 010Ii0TeKH 3ammc
Pexaranorizanis
71. 3BipuTH OOKYMEHT de-vizo 3 KaTalOoXHUM 3amucoM 0i101i0TeYHOTOo
katasory. BHectn mnoTpiOHi 3MiHM Ta MJONOBHEHHS: IPOCTABUTH | OIWH 3aIlUC 20 xB
muQpy, iIHBEHTapHUNA HOMED, iHII1 0106J110TeYH] MO3HAYKH
TexHiuna 00po0ka TOKyMeHTa
HakneiTn Ha TOKYMEHTI:
72. KUIIEHBKY OJIVH 30 ¢
JIOKYMEHT
73. APIIUK OJTMH 30 ¢
JOKYMEHT
74. apKyII TEPMiHYy [TOBEPHEHHS OJIUH 20 ¢
JIOKYMEHT
75. IITPUX-KOJOBY €THUKETKY OIVH 30¢
JOKYMEHT
Hanmcaru mmdp:
76. Ha JOKYMEHTI OJTNH 30 ¢
JIOKYMEHT
77. Ha APIUKY OIUH 35
JOKYMEHT
78. 3anoBHUTH (PO3MIPYKYBATH) KHUKKOBUN (GOPMYIISP: 3a3HAYUTH UG, OJIMH 1 xB
IHBEHTapHUI HOMEp, 3ar0JIOBOK, Ha3BY, IiHY, PiK BUAAHHSA JOKYMEHTa | KHHKKOBHM

9




dopmynsp

79. 3anoBHUTH (po3npykyBath) KapTKy-1HIUKATOP: 3a3HAYUTH
iHBEHTapHUI HOMEp, 3aroJiOBOK, Ha3By, IMHU(PpP PO3CTAHOBKHU iH,Z([)I)/:I[II;I;FOp 1 xB
JIOKYMEHTa
80. Po3npykyBatu IITPUX-KOJAOBY €TUKETKY HA JOKYMEHT OJlHa 30c
CTUKETKA
81. Po3npykyBatu kaTanoxHy KapTKy Ha JOKYMEHT o1Ha IxE
KapTKa
82. [IponybmoBatn kapTku 3 OibmiorpadiuHuM 3amucoM  3TigHO 3 oJlHa Ixs
BH3HAUCHUM TUPAKEM KapTKa
83. Posmominuti KaramokHi KapTKM Ha HOBI HAAXOKCHHS IS OJTHa 300
PO3MITIIEHHS Y BIIMTOBITHUX 0i0IOTEIHMX KaTaJIorax KapTKa
84. 3anoBHUTH (pO3APYKYBAaTH) BIIOMICTH Ha TNepenady Mnaprii HOBUX oJlHa 3-5xB
HaJIXOKEHb BIJIOMICTE

Tpumimku: Jlo HOpM 9acy 3acCTOCOBYIOTHCS MiABHINYBaibHI Koedimientw: 1. [Ipm ckimamaxni 6i0miorpagivyHoro 3ammcy DOKyMeHTa, Ha
TUTYJIBHOMY apKyIIi SIKOr0 4acTKOBO BifCyTHI HeoOximHi nani — 1,13. 2. Ipu 6i6mioTeuniit o6poOIi: aynioBizyalbHUX XOKyMeHTIiB — 1,21;
HOTHHUX, KapTorpadiuyHuX, XyIOXHiX BHOaHb — 1,15, cremiadbHUX BUIIB HayKOBO-TEXHIYHOI siTeparypH i mokymenrauii — 1,10. 3. Ilpu
po0oTi 3 TOKyMEHTaMH {HO3eMHHMH MOBaMH, NI OpraHi3awil Ta BeJICHHI KPa€3HaBUOro KaTalory (KapToTeKkH) Ta 6i0i1ioTeyHOro Karajiory
1HO3eMHO0 MOBOIO — 1,15.

3. Oprani3zaunis 0i0;1ioTeynoro gponay

Tabauuys 3
Homep Ha3gpa npouecy, oneparii. Onunuus Hobma 1ac
HOpPMH 3mMicT poboTn BUMIpY P y
1. 2. 3. 4.
IuBenTapu3aiis 6i0ioTeunoro ¢ponay
1. Harmmcatit KOHTpOIJTLHHI TAIOH HAa JOKYMEHT, HasSBHUH Y (QOHII. 3a3HAYNTH
Ha HHOMY IHBEHTApHUU HOMep, mmdp, Mpi3BUINE Ta IHIIAIM aBTOPA,
3arojIOBOK, PIK, MICIle BUJAHHSI, IIiHY, Micle 30epeKeHHs. 3poOuTH ;);[;I;IH 2 XB
MO3HAYKy HA JIOKyMEHTi, BIATNOBITHO A0 TPHHAHATOTO METOIMYHOIO
PpIIICHHSI, TIIO/I0 OpTraHi3allii Ta MPOBEICHHS IHBEHTAPH3AITil
2. OmparmroBatn  gutareki  popmynsipu Ta adonentieB MBA, BCO:
. OJIVH TaJIOH 1 xB
HAIMCaTH KOHTPOJIbHI TAJTOHU
3. 3BipUTH KOHTPOJBHI TaloHW 3 OOJiKOBUMH (opMaMu, BHECTH
.. L OJIVH TaJIOH 5 XB
HeoOXixHi maHi 3rigHo 1I. 1
4. Pozkmacti KOHTpONBHI TalloOHH 3a (opMaMH OOJIKOBUX JOKYMEHTIB:
iHBEHTapHa KHHWra, OOJIKOBMI Karajor, omucu. [IpocTaBUTH | OJWH TaJOH 30c
po3mi3HABAIEHUH 3HAK
Po3cTaBUTH KOHTPOJIbHI TAJIOHH:
5. 3a IHBEHTApPHUMH HOMEPaMHU OJIMH TaJIOH 15¢
6. 3a andapiTOM Npi3BUII aBTOPIB a00 3aroJIOBKiB OJIVH TaJIOH 25¢
7. 3BipUTH KOHTPOJbHI TajloHH 3 (opMamMu OOJIKOBUX JOKYMEHTIB:
IHBeHTapHa KHWTA, OOJIKOBWI KaTajor, ONMHUCH. 3pOOWTH BIANOBIAHY | OIWH TaJOH 30c
TTO3HAYKY Ha TAJIOHI Ta y (popMi 00JIIKOBOTO JOKYMEHTA
8. [epernsaytu ¢popmu iHAMBIAYyaIsHOTO 00MiKy 0i0mioTeuHoro (oHIY. —
Ha ZIOKYMEHT, 10 HE MPONIIOB  iHBEHTApH3aIlil0, BUIIUCATH JIOKYMEHT IxB5¢c
KOHTPOJIbHUH TaJOH
9. Po3mryk 1oKyMeHTIB, 1110 HE IPOUIIITY IHBEHTAPHU3AIIII0 OJlMH 5 xB
JIOKYMEHT
10. Ckiactu CTIHCOK BiﬂcyT"Hix JOKYMEHTIB, 10 Oyad BUSBJICHI B oJ1Ha HA3Ba 1 x8 30 c
pe3yabTaTi iIHBEeHTapH3allii
BusaydyeHHsi AOKYMEHTIB 3 oHay
BigiOpaTi TOKYMEHTH 3 METOIO BUIYICHHS 3 DOHAY SK:
11. Henpo(inbHi, HAAMIPHOT AyOIeTHOCTI OJIUH 4 X8
JIOKYMEHT
12. 3acTapiii 3a 3MiCTOM OJIMH 4 xB
JIOKYMEHT
13. 3HOILEHI OJIUH
1 xB
JIOKYMEHT
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14.

Po3kmacti JOKyMEHTH BiAMOBITHO 10 IPUYMHH BUITYUCHHS, 3BIPUTH 3

o OJIUH
KHIKKOBUM (opMymsipoM (anst THX Oi0JiOTeK, B SKHUX BEIYTHCS 30c
KHIDKKOBI (hOpMYITApH) JIOKYMEHT

15. [TimiOpatn KHMWKKOBI (GOPMYIISIpd Ha JOKYMEHTH 3a IHBEHTapHUMH
HOMepamu abo angapiToM, a Ha NMEepiOAUYHI BUIAHHS — 32 POKaMH Ta @o%zll\fl/l}lfjmp 40 c
HOMEpaMH

16. [TinroryBatn «Onuc Ha BUITy4eHHS 3 010TI0TEKH. ..» TOKYMEHTIB. OJTHa 30c

TIO3HILIS

17. OdopMuTH aKT Ha BHIIYYEHHsS IOKYMEHTIB (KUIbKiCTh, BapTiCTh, 1
pUYMHA CITUCAHHS) OJLHIH AKT ol

18. [Toracutu iHBEeHTapHUI HOMEP 1 IMITEMITeNTh O10JIOTEKH Ha TOKYMEHTI OJIMH 36¢

JIOKYMEHT

19. [ligroryBaTu criucaHi JOKyMEHTHU AJs iepeaadi B oOMiHHUN GoHA, AT
3/1a4i B MaKyIaTypy a0o iX JIKBiJaIlito (3B’ s13aTH y MAYKH) OJiHa riatia > XB
JloKyMeHT000MiH

20. [lepenaya moxymeHTIB y iHII 0i0nioTeKH Ta opraHizamii (CKiamaHH OJIMH 30c
aKTIB-ONMCIB Ha JOKYMEHTH, 1110 ePeIalOThCs) JOKYMEHT

21. [linroTyBaTH  CHMCOK MIOKYMEHTIB, SKi  IPOMOHYIOTHCS I | OXHA Ha3Ba 30 xB
MDKHApOJHOTO KHUTOOOMiHY

22. CxiacTy KapTKH Il KApTOTEKH OpraHizalii-napTHepiB. 3a3HAUUTH Ha3BU oJHa 7 XB
OpraHi3alliii, aipecy, Ha3BH JIOKYMEHTIB, IO I UBITal0Th 00MiHYy KapTKa

23. [linroTyBaTH 3aMOBJICHI JOKYMEHTH JO BIiANPaBKH  ITOIITOIO OJTHa 25 xB
(makyBaHHS, 3B’S3yBaHHS, 3Ba)XKyBaHHS IIOCWIIOK, iX OIlIHIOBaHHS, IIOCHJIKA
HaNMCaHHA a/IPECH, CKIIaJIaHHS PEECTPY)

Bugauya KOMIUIEKTIB [OKYMEHTIiB y THMYacoBe KOPHCTYBaHHS
nigpo3ainam 0idrioTekn

24, [IpuiiaaTy 3aMOBIICHHS Ha KOMITIEKT JOKYMEHTIB, SIKHH 3aMOBIISIETHCS o7HE 2 xB
JI0 CTPYKTYPHOTO MiApo3airy 6i61i0TeKH 3aMOBJICHHS

25. [ligibpatn mOoKyMeHTH B KOMIUIEKTH. Hamucarm npyrwii mpuMipHHK OJIUH 4 xB
KHIDKKOBOTO hopMyIsipy (IHIUKATOPa) JIOKYMEHT

26. Bupatu KOMIIIeKTH ZOKYMEHTIB, O3HAYNTH Ha KHHKKOBOMY (hopMyIisipi
(iHoukaTopi) AaTy BHWIAYi, CUTJIY CTPYKTYPHOTO TIiAPO3ILUTY, SIKHA HOE%I;HT 30c
OTPUMYE KOMIUICKT

27. [IpuifHATH KOMIDIEKTH JOKYMEHTIB BiJl CTPYKTYpHHUX TiApPO3MIiIiB.
3pobuTn BIAMITKY TpO TOBEpHEHHS Ha KHHXKKOBOMY (opmyrspi OfUIH 20 ¢
(imgpkaTopi), BKIACTH MOTO B TOKYMEHT JIOKYMCEHT
3a0BOJIeHHSI 3aNMTIB KOPHUCTYBa4iB 32 BHYTPICMCTEeMHHMM
oominom (BCO)

28. [IpuitHATH 3aMOBIEHHA 31 CTPYKTYPHOTO MIiAPO3ILTY LEHTPaIbHOI OJIMH 1 xB 30 ¢
6i0ioTexr. BuzHaunTy Micie 3HaXO0PKEHHS 3aMOBJICHOTO JJOKYMEHTa JIOKYMEHT

29. [Tigibpatn JIOKyMEHTH 3TiTHO 13 3aMOBJICHHSIMH: 3pOOUTH MO3HAYKY Ha OJIMH 3 xB
3aMOBJIICHHI JIOKYMEHT

30. PoscraButm 3aMOBIIEHHST Ta KHIDKKOBI (OpMYIsIpH Ha BHJIaHI OJIMH 30 ¢
JOKYMEHTH y KapTOTEKY JOKYMEHT

31. [putinaru JIOKYMEHT 3 IHIIIOTO CTPYKTYPHOTO MiIPO3/IiTY, MEPEBIPUTH OJIMH 30 ¢
Ha HEYIIKOPKEHICTh JOKYMEHT

32. BuitHaTH 3aMOBIEHHS Ha MOBEPHEHMHM JOKYMEHT 3 KapTOTEKH, OJIMH 30 ¢
BKJIACTU KHMKKOBUH OpMYIISIp JOKYMEHT

33. 3a0e3neunTr MpOLECH AOCTaBKH 3aMOBJICHOTO JOKYMEHTa Ta HOro oJHa
MTOBEpHEHHSI JT0 MICIIs TOCTIITHOTO 30epiranas Kyp’€pcbka 1 rox

I0i3/1Ka
OnpasJjienns 6i0jgioreunoro gpouay

34. Binibpatu nokymenTu aist onpasieHHs. IlepeBipuTu cTaH TOKyMeEHTA. OJIMH 2 xB
3anoBHUTH (3BIpUTH) KHUKKOBHHA popMyiisip. 3poOHUTH MO3HAYKY JIOKYMEHT

35. [lizibpatin kommiexkTH, 3B’s3aTh madkd. OQOpPMUTH CYNMpPOBiAHUI OJIMH 10 xB
JOKYMEHT (aKT) AJIsl mepeadi Ha OlpaBJIeHHSI. KOMILJICKT

36. [lpuiiHsATH AOKYMEHT MiCIA ONpaBlieHHA. 3BIPUTH 3 KHHUIKKOBUM
(dopMynsipoM, MEpeBipUTH SIKICTb ONpaBU. BiAHOBUTH 3arojoBOK. O 3 xB

JOKYMEHT

Hanucatu mmdp Ha SpIvKy, KOPiHIN JOKYMEHTA, IPOCTABHUTH IiHY
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PecTraBpauisi NomKOI:KEHUX TOKYMEHTIB
37. [MigiOpaTi JOKYMEHT, aHAJOTIYHUHA TOIIKOMKCHOMY, OQOPMHTH
3aMOBJICHHSI Ha KOMIIOBaHHS BiJCYTHBOI 200 TMOLIKOKEHOI YaCTHHHU HO?(@ETEHT 3 xB
JOKYMEHTa
38. HpnﬁH;{TH 3aMOBJICHHS HviCJ'ISI KOITIFOBAaHHSI, TIEPEBIPUTH SIKICTH KOIIii, OZIMH 1 xB
TiATOTYBATH BiTHOBJICHHUI JOKYMEHT ISl ONIPaBJICHHS JOKYMEHT
IlinmmBaHHA ra3er i TOHKUX KYpPHAJiB
39. BusHaunti ¢dopmar, BKIACTH KOMIUIEKT JKypHIIB Yy Ianky
BiJnoBiHOTO (hopmary, . 33B’$I3aT.I/I. Bunectn mmdp, Ha3By, pik KO;J;I:I]I;KT 15 xB
BHJIaHHS, HOMEPH JKYPHAJIIB Ha ATITYPKY KOMIUICKTY
40. PoskmactT  razetm 3a  Ha3BaMH, y OpSAMid  XpOHOJOTIYHIN
HOCHi,ZIOBIfOCTi, [IEPEeBIpUTH Ha MOBHOTY HQMepiB, BKJIACTH [0 OJIMH 15 xB
KapTOHHOI OOKJIaIWHKK (MAnKH), MPOKOJOTH IIPKH, MPOITHYPYBAaTH, | KOMIUIEKT
odopmMuTH 00KIAIMHKY (HA3Ba, PiK, MICSIIH)
CanitapHo-ririeHiuHi 3axoau
41. 3HenunauTy POH/ 3a JOMOMOT0I0 MAIEBCMOKTYBaya oJHa
METpO- 5 XxB
TIOJIVIIS
42. 3uenunuTy QOHA BPYYHY 3a IONOMOIOI0 MiIpy4HHX 3aco0iB (apabuHa, oJlHa
poboumii CTONHK, Bi30K, BIPO, TAHYIPKH Ta iH.) METpO- 15 xB
TIOJIHILIST
1. 2. 3. 4.
43. [lepeBipuTy MpaBUIBHICTD PO3CTAHOBKU (POHAY MICIIS 3HEMMITIOBAHHS oJlHa
METpO- 5 xB
TIOJIHILIST
44. [IpoBecTu me3iHdeKito i ge3iHceKIio GOoHIY oJIHa
METpO-
HOJISH}I 15 xa
45. [lepeBipuTH NOTPUMAHHA TEMIIEPATYpHUX PEXHUMIB 30epiraHHs pi3HHX ollHa 30 xB
THIIIB BUJIaHb Y 0i0i0oTeuHrX (hoHIax nepeBipKa
Ipumimka: Jlo HOpPM dYacy 3acCTOCOBYIOTBHCS IiABHIYBaJdbHI KOE(DIi€HTH: TPH 3HEMIIIOBaHHI (POHIY HOTHHX, KapToO-
rpadiyHuX, XyJ0XKHIX BUIaHb BpyuHy — 1,2; 3a TONTOMOT0I0 MMJIEBCMOKTYyBaya — 1,3.
3.1 BuB4eHnns 0i0sioTeynoro pouay
Tabauuys 4
Hom
ep Ha3sBa npouecy, oneparii. Onnunus
. . Hopma ugacy
HOp 3micT poboTn BUMIpY
MH
1. 2. 3. 4.
IlinroroB4a po6oTa 10 BUBYeHHH 6i01ioTedHOro gonay
1. Cknactu miaH poOOTH 3 BHUBYEHHS IMEBHOIO PO3AUTYy ab0 4YacTHHH
o OJIVH IIJIaH 4 rox
0i0oTedHoOr0 HOHIY
2. Cxractv TaOJIHII 3 PI3HOMAHITHUX aCIEKTiB BUBUCHHS OJTHa 10 x5
Ta0JIHIA
3. IMpoBecT IHCTpyKTaXX JJIsi BHKOHAaHHS pOOIT 3  BUBYCHHS OJIMH | rox
0i0ioTedHoOr0 HoHIY THCTP YKTK
Bidmiorpadgiune BuBuYeHHs 6id0JioTeqHoro GoHay
4. OsnHaifomMuTHCh 13 OibmiorpadiuHUM MOCIOHWKOM, IO BIANOBIgae 3a
3MiCTOM TEMaTHIli BUBUCHHS PO3Aiy 6i0sioTeuHoro GoHay OJIHIH 3aTTHe 10¢
3BipuTtH 6i0miorpadivHMA TOCIOHUK 3 KATaIOTOM.
3poOUTH MO3HAYKY Y MOCIOHUKY NP0 HASBHICTh JOKYMEHTa Y (QOH/I:
5. | B andasiTHOMY KaTano3i oJlHa | xB
KapTKa
6. | y cucTeMaTH4YHOMY KaTaso3si oIHa 30
KapTKa
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7. | [IpoananizyBaTti OTprMaHi AaHi, BHECTH OIMCH MOTPIOHUX JOKYMEHTIB Y - 7 B
KapTOTEKY JIOKOMILICKTYBaHHS
CraTHcTHYHEe BUBYEHHSI IEBHOTO PO3Aijy 6idjgioTeunoro ¢gouay

8. 3amoBHUTH  CTaTHUCTHYHI Tabnwmi (32  00CiIToM, JIUHAMIKOIO
MIOTIOBHEHHSI Ta CTYIIEHEM BHUKOPWUCTAHHS) Ha TiJACTaBi OOJIKOBOT OIHa 1rox
nmokymenTamii (Kaura cymapHoro o071iky, 3BiTHa JOKYMEHTAITisT) Ho3HIA

9. | llepernsHyTH Ha cTeiakaX AOKYMEHTH PO3ILTY KHIKKOBOTO (OHIY,
0 BUBYAEThCSA. BHeCTH naHi y TaONMMIO MEPBHHHOI CTaTHCTHKU. onia
Y3aranbHUTH OTpUMaHi CTAaTHCTUYHI faHi. Po3paxyBath moOKa3HUKH 6 1 rox
KHHUT0320€3MeYeHOCTi, 00epTaHOCTi, YUTAHOCTI Ta iH. PO3ALTY, IIO TabIHA
BHBYAETHCS
Bu3HayeHHsI NACHUBHOI YaCTHHU (DOHTY

10. | Bu3HaunTH TPUYMHM YTBOPEHHS IacCUBHOI YacTHHH O0i0iioTe4HOTO
doHay: HamMmipHa IyOJIETHICTB, 3acTapilicTh, HENPOQUIBHICTS, O 20 ¢
HEJOCTaTHE PO3KPUTTS (QOHIY TOIIO JIOKYMEHT
CkJjaiaHHs Ta aHAJi3 Ta0Julb 3 BUBYEHHS 0i0jioTeunoro ¢gouay
Cxractu Ta0JIHIIi:

11. | cxkmamy 1 BUKOPUCTaHHS po3aiury OibmioTednoro ¢GoHIY, IO oJTHa 1 rox 15 X8
BUBYACTHLCS TaOJIHIA

12. | CTyIIEHIO BHWKOPWCTaHHS pO3Iiny (OHAY 3a pI3HUMH acleKTaMHu OJTHa 1 rox 20 X8
(Ta;my3eBOoMYy, 3a BUJIaMH BHJIaHb, THIIAMHY Ta iH.) TaOIHIIS

13. | maHWx mOM0 TMACHBHOI YacTWHHU pO3aLTy OibmioTeyHoro ¢oHIy 3a OJTHa | rox 15 X8
TIPUYMHAMH 1i CTBOPEHHS TaOIHIIS

14. | [ligroryBaTu aHaji3 BUKOPUCTAaHHS JOKYMEHTHHX peCypciB 0i0mioTeKn OIIMH
3 BH3HAYEHOI TEMAaTWKH YW po3airy. Po3pobutn mponoswmmii. | aBTOpChKHIA 64 ron
O3HAHOMHUTH 3 pe3yJbTaTaM{ BUBUCHHS MPAIliBHUAKIB 010110TeKH apKyII

15. | Cximact 1UTaH 3axoMiB peamizallii MPOMO3WIiA 3a pe3ylnbTaTaMu OJIUH 3 roxn
BHBUYEHHS QOHIY TIaH

Ipumimka: Yac mpoBe/IeHHs IHCTPYKTaKy B HOpMY Yacy He BXoquTh. [Ipu poOOTi 3 JOKyMeHTaMH iHO3eMHUMH MOBaMH J10

HOPM 4acy J10Ja€Thesl IMiABUILYBaIbHAN KoedimienT — 1,15.

4. HapanHs nocjiyr KopucryBaiam

4.1 O0cayropyBaHHsi KOPUCTYBaviB

Tabauuys 5
Homep Ha3Ba npouecy, omepairii. OZII([H'I/IIH[ Hopma uacy
HOpPMH 3micT podoTH BHUMIipy

1 2 3 4
3anuc kopucTyBava 10 0idaioTexkn

1. [lepernsiHyTH HOKYMEHTH KOpHUCTyBada (IIAacIOpT, IOCBiAYEHHS,
nopydeHHs). llepeBipuTH B OONIKOBO-peeCTpaIliiHii KapToTelll 3a
nornepeaHi poku (OOpKHMK, MM030aBICHUI MpaBa KOPHUCTYBAHHSA). oNMH
3anoBHUTH (opMyNIAp KOpUCTyBada Ta KapTKy peectpauii. KapTku KOpHCTYBa4 4 xB
po3CcTaBUTH 3a andaBiTOM TMPI3BUIN KOPHUCTYBadiB y €AUHY
peectpariitny kapToreky (€PK)

2. OzHalloMHUTH KOpHCTyBaya 3 MpaBHJIaMH KOPUCTYBaHHS 0i0ioTeKoro, ovH Jopoci —6 XB
pO3MIIIEHHSM (OHY, JIOBIJKOBUM arapaTroM KOPHUCTYBau T —8 XB
IlepepeecTpanisi KopucTyBaviB

3. Buitaatan  dhopmyisip (peecTpamiiiHy KapTKy) KOPHCTyBada, BHECTH
3MiHU JI0 HBOT'O: YTOUYHHUTU aHKETHI JaHi, MPOCTaBUTH HOBUIU HOMeED, )
naty nepepeectpauii. IlepeBipuTn YnTalbKUil KBUTOK IOJO TEPMIHY OlHH Aopoci —2XB
KOpHCTYBaHHS 6iOmioTekoro. KapTkm poscraButn 3a andapitom | KOPHCTYBad AiTH - 3 XB
MIPi3BUII] KOPHUCTYBAUiB y €JUHY peecTpaliiiny kaproTeky (€PK)

HisyIbHiCTh AUCTIETYEPCHKOI CIIYKOM
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[puiiasiTn BUMOry KopHcTyBaua. IlepeBipuTH MNpaBUIBHICTD il

3allOBHEHHSI, YTOYHUTH Micie 30epiranHs nokyMmeHTiB. Ilo3HaunTt y onHa 1 xB
JUCHETYEPCHKil CITI, IepenaTH BUMOT'Y 10 KHUTOCXOBHIIA BHMOTa
BukonanHsi BHMOI KOpHMCTYBa4iB, BHAAa4Ya JAOKYMEHTIB 3
OCHOBHOT'0 KHMT'OCXOBMIIIA
5. OTtpumaT BEMOTY, po3kiactu 3a mudpamu. [limiOpatn 3amoBieHUIH
JOKYMEHT. Y BHUNAIKYy BIACYTHOCTI Ha TMONUIII BCTaHOBUTH MICIIE
3HAXO/KCHHSI JIOKYMEHTa, 3a CIY)KOOBUMH KapTOTEKaMH Ta
KatajioramMd.  3poOMTH  BiANOBiAHY  IO3HAUYKy Ha  BHUMO3i, oA BYMOT/
JTUCTIETYePChKINA ciTii. Bupatm KopucTyBady HOKYMEHT, 3pOoOWUTH 9 xB
3allUC Y KHWKKOBOMY (opmyssipi. [IpuifHATH IOKYMEHT Bif HORYMEIT
KopucTyBada. 3poOMTH BiAMITKY HpO MOBEPHEHHS y KHI)KKOBOMY
(hopmymnspi abo Ha BUMO3i
O06cayropyBaHHsi KOPUCTYBAaYiB Y UMTAJbHOMY 3aJi
6. 3BipUTH BIIOMOCTI PO KOPHUCTYBada 3 €IMHOI0 PEECTPAIITHOIO OJIMH 2 B
KapToTeKor. Y pa3i HeoOXiJHOCTI BHECTH JiaHi KopucTyBada B €PK KOPHCTYBa4
7. [IpoBectn KoHCynbTamlito, Oecily 3 KOpHUCTyBaueM OiJisi KaTaJoris,
KapTOTEK, KHW)KKOBHUX TMOJHLb, NPOiH(OPMYBaTH KOHC(;/?I};;L[M 5xB
KOPHUCTYBaua PO HOBI HAJXOLKEHHS
[MigibpaTti MOKYMEHTH Yy MiAcOOHOMY (QOHAI YHTAIBHOTO 3aiy,
nepefaTy Ha Kaeapy Buaayi:
8. 32 KOHKPETHOIO BUMOTOIO Ha JOKYMEHT OIIUH 2 B
JOKYMEHT
9. 3a BU3HAYEHOIO TEMOIO OZIMH 6 xB
JOKYMEHT
10. Bupaty oKyMeHT 3riiHO 3 TEXHOJIOTIEI0, IPUHHATOO y Oi0mioTer:
3BIPUTH JOKYMEHT, IO BHAAETHCS, 3 BUMOTOIO KOPUCTYBada, 3pOOUTH
3alMC HAa BUMO31 KOPHCTYBauya, BKJIACTH BUMOTY JIO OJIMH Ax8
YUATAIKOr0 KBHUTKA, [O3HAYUTH KHWTOBUIAYy Ha | JIOKYMEHT
KOHTPOJIEHOMY apKYIIIi.
3po0uTH 3aIHUC Y YUTAIBKOMY 200 KHIKKOBOMY DOpMYIIsIpi
11. [puiiHATA JOKYMEHT: 3BipUTH HOTO 3 BUMOTOIO (KOHTPOJIBHHUM JIUCTKOM),
MEPEBIPUTH LIJTCHICT JOKYMEHTA, 3pOOMTH MO3HAUKY IPO TPUHOM. O 2 xB
ITocTaBuTH JOKYMEHT Ha MiCITe 200 IepeaaT 10 BTy 30epiranas JIOKYMEHT
O0cyropyBaHHsl KOPUCTYBaYiB HA a00HEeMEHTi
12. [IpoBecTn KoOHCyNbTAIlilO, O€ciqy 3 KOPHUCTyBadueM WIOJO CIOCOO0Y
po3cTtaHoBKM  (oHIY Yy  BIAKPpHUTOMY  JOCTYII, oJlHa S xB
poiH(pOpPMYBaTH KOpHCTYyBaua po HOBI | KOHCYIBTAITiS
HaJIXOJKCHHSI, KHFYKKOBI BUCTABKH
13. [lizroryBaT JOKYMEHTH MiABHUIIEHOTO TOMHUTY AJS OINEPAaTUBHOTO OIIUH A xB
00CITyTOBYBaHHSI KOPHCTYBAUiB JOKYMEHT
14. [IpuiinaT MOKYMEHT Big KOpHCTYBada: TIEPEBIpUTH IIUTICHICTD
JOKYMEHTA, 3pOOUTH MMO3HAYKY PO MPHUIOM, BKIACTH O 4 xB
KHIWKKOBUH (DOPMYIISIp Y KHIIEHBKY JIOKYMEHT
15. [IponoBxuTH TEpMiH KOPHUCTYBaHHS IOKYMEHTOM 3a IIPOXaHHSIM
KOpHCTyBada, 3pOOMTH  BIAMOBIGHWHA  3amuc Y Oz 2 xB
(dhopMymsipi KOpUCTyBada JIORYMEHT
16. 3pobutn 3amuc mpo BuAady y (opMyssipi KOpHCTyBaya, 3a3HAYHTH o
TEpMiH TIOBEpHEHHS Ha JIMCTKY TEpMiHY NOBEPHEHHS. 3 xB
Bujatu TOKyMEHT KOpHCTyBady JIOKYMEHT
OO6cnyroByBaHHS:
17. JOPOCIUX OJIMH 6 xB
KOPHCTYBay
18. miTen OJIMH 7 B
KOPHCTYBa4
19. OOcnyroByBaHHS  KOPUCTYBadiB, 10  BHOYBAaKOTh:  TEPEBIPUTH OJIMH 4 xB
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(hopMynsip KOpUCTYBaya, MiAMUCATH OOXITHUI JTUCTOK.

N . KOPUCTYBad
[TocTaBuTH YnTAIBKUN GOPMYIISIP OKPEMO BiJI iHIIKUX
Oprasxizanis po6oru Internet-ieHTpy
20. TexHiUHUN OTIAM Ta OOCIYrOBYBaHHS MAIIMHHOTO MapkKy Internet- o1Ha
neHTpy (mepex MOYaTKOM Ta IMICHs  3aBEpIICHHS poboua 15 xB
po0OTH) CTaHIlSA
21. Benenns oOMiKy: TIONEpedHIM 3amuC  KOPHCTYBadiB, IPHHAOM OJTHH 3aITHC 1 xa
3aMOBJICHb 110 TelehoHy
22. Becina 3 kopucTyBaueM 3 METOK BH3HAYCHHS PIBHSA  HOro
KOMIICTEHTHOCTI  (HaBUYKH poOoTH B  Internet).
O3HaifoMJICHHS KOPUCTyBaua 3 MpaBUjaMH poOOTH 6(;I(I:Ii{;a 10 xB
Internet-ienTpy Ta nMpaBUIaMu OE3METHOIT TOBEAIHKA B
Mepexi
HananHs OOMOTH y BUKOPHCTaHHI MONTYKOBUX cUCTeM B Internet:
23. KOHCYJIBTAITis omHa 10 x5
KOHCYVIIBTAITisI
24. nepeBipka eneKTpoHHOro Hocis (muckera, CD-muck, ¢uemn-auck), OJIMH
HaJIaHOTO KOPUCTYBa4eM, Ha BUSBIICHHS Bipycy CJICKTPOHHU I 1 xB
HOCI#
25. 3anuc iHpopMarllii Ha eleKTpoHHUN HociH (muckera, CD-muck, dhem- OJIUH 30 cex
JIICK), HAJIAaHUH KOPUCTYBa4YEeM 3ammc
Ipumimka: Jlo HOpPM dHacy 3acTOCOBYIOThCS IIJBHINYBAIbHI KOE]ILIEHTH: MpU OOCIYyroByBaHHI KOpPHCTYBadiB

ay/lioBi3yaIbHUMU JIOKYMEHTaMH — 1,2; HOTHUMH, KapTorpapiyHUMH, XyI0XKHIMU BUAaHHIMHU — 1,15; crienianbHUMK BUIaMU
HAYKOBO-TEXHIYHOI JIiTepaTypu 1 okymeHTalii — 1,1; mpu poOOTi 3 JOKyMeHTaMH 1HO3eMHUMH MOBaMH — 1,15.

4.2. IlinroToBKa 10 BUAA4i JOKYMEHTIB

Taonuuys 6
Homep Ha3gpa npouecy, oneparii. Onunuus Hopma uacy
HOPMH 3micT poboTu BUMIipy
1. 2. 3. 4.
IIpouec miAroToBKu 10 BUaavi
1. PoscraButn  opmynsipu KopucTyBadiB (3a TepMiHaMH, HOMEpPaMHU, OJTMH 50 ¢
andasiTom) dhopmysip
2. [Minbutn mimcymku poOOTH 3a JieHb, 3podutH 3amuc y «lllogeHHuky
IIOJIHA 30 xB
poboTH...»
3. [TigibpaTn MOKYMEHTH 3a MOTIePETHIM 3aMOBIIEHHIM OJIVH S xB
JIOKYMEHT
4. [lepernsHyTH HOBI HaJIXOPKECHHS JIJIsl PEKOMEH/IAIlil KOPUCTYBaYaM OJIUH A xB
JOKYMEHT
5. [lepernaHyTr i TOMOBHUTH KHIDKKOBI BHCTAaBKH, MICIS BIJIBHOTO OIINH R xB
BHOOPY KHHUT, TEMaTHYHI MTOJIHIII i CTeNaxi JOKYMEHT
6. [Migrorysatu podoue micie LIOJTHS 5 xB
PoGoTa 3 kopucTyBaYaMH-00pPKHUKAMM
7. Bini6paru dopmynspu 60opxxHuKiB. Hamucatn nucTiBKU-HaragyBaHHS
PO TOBEPHEHHS JIOKYMEHTIB. 3a3HAuWTH JaTy HaraJyBaHHS Ha O/Ha 5 xB
3BOPOTHIH CTOPiHII YHTABKOTO opMyIsipy fctisia
8. Haramatn mo TtenedoHy mpo 3akiHYEHHS TEPMiHY KOPHUCTYBaHHS
JIOKyMEHTOM OOp)KHHKA. 3a3HAYUTH JATy HaraayBaHHS Ha 3BOPOTHIN osHe 3 xB
CTOPIHII YUTABLKOTO (HOPMYIISIPY HaraLyBatist
IIpuiiMaHHs TOKYMEHTIB B3aMiH 3ary0JeHux
9. 3a OONIKOBUMH JOKyMEHTAMH BU3HAYUTH BapTICTh BTPAYCHOTO
JTOKYMEHTY, KiJbKICTh HAasBHUX MPHUMIPHHUKIB y KHIDKKOBOMY (hOHII, OJIMH 10 x5
pik  BumanHsa. OUIHUTH  3ampONOHOBAHUM  JOKYMEHT  B3aMiH JOKYMEHT
3ary0JICHOr0 Ha BU3HAYCHHS CTYIICHsI BiAMIOBIAHOCTI
10. 3pobuTH 3anuc y 30muTi 00Ky KHUT B3aMiH 3ary0JIeHIX OJIMH 3aI¥uC 1 xB
11. CKiTacTd 3arajbHHMA aKT i3 CITUCKOM JOKYMEHTIB, OTPUMaHHX B3aMiH OJINH 3 xB
3ary0JIeHUX JOKYMEHT
Po0oTa 3 BizMmoBaMu
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12. OOmik 1 kimacudikaiis BiIMOB: IMO3HAYUTH HA BHMO3i NPUYUHY olHa
BimMOBH. Po3cTaBUTH YnTAIlbKi BUMOTH B an(aBiTHO-CUCTEMATHYHOMY BUMOTa/
MOPSIIKY B KapTOTEKy «HE3aIOBOJICHWU momuTy. IIpoaHamizyBatu BimMoOBa/
BimmoBu. Ckiactu 6ibmiorpadiuyHuii omuc AOKYMEHTIB, Ha SKi OyIo KapTKa 10 xB
JAaHO HaKWOinbIle BIAMOB 1 TMepemaTH KapTKA 10 BTy
KOMIUIEKTYBaHHS
4.3. O0cayropyBaHHs BilajJIeHUX KOPUCTYBaviB
Taonuys 7
Homep HasBa nmpouecy, oneparirii. Onunuus Hobma gac
HOPMH 3micT podoTn BUMIipYy P y
1. 2. 3. 4.
O06cayropyBaHHsi TpaauliiiHuMu 3aco0amMu, 30kpema MBA
1. 3apeectpyBatu abonenTa MBA, sxuit 3BepHYBCS BIIEpIIIe OJIVH 3 xB
KOpHUCTYBa4
2. [epepeectpyBatu abonenta MBA OJIMH 3 B
KOpHUCTYBa4
3. 3anoBHUTH OJIAaHK-3aMOBJICHHS, TIPOCTABUTH PEECTPAMIMHUA HOMED, onHe 3 xB
JIaTy 3aMOBJICHHST
4. YTOUYHUTH BKa3aHi aOOHEHTOM BiZIOMOCTI IPO 3aMOBJICHUI JOKYMEHT, OJiHE 1 x5 10
METY 3aMOBJICHHSI, [DKEPEIO OTPHUMAaHUX BiIOMOCTEH 3aMORJICHHS
5. bibmiorpadiune JTOOTIPAITIOBAHHS 3aMOBJICHHSI. YTouHuTH ofHe 30 xB
0i0miorpadivHi BiTOMOCTI 32 JOBITKOBUM arapaToM 3aMOBIICHHST
6. [lepeBipuTH HasBHICTh JOKYMEHTA, SIKMH 3allUTYEThCS, Y 0i0mioTekax OJIMH 11 xB
MicTa, 00J1acTi, pailoHy, Y T.4. 32 3BEACHIUMH KaTaJIOTaMH JTOKYMEHT
7. Hamicnmatm  OmaHK-3aMOBJICHHSI 3 IIPOCTaBIIEHOIO  ITO3HAYKOIO
(mremnenem) «Hemae» nmo ramyszeBoro, yHiBepcalbHOTO LEHTPY abo OAHe 1 xB
Jio 6ibmioteku (opraH iHGopmMartii) 32 JAHUMHU 3BEJICHUX KaTaJIOTiB SAMOBIICHHA
8. 3ammcaTy BIiOMOCTI TPO HamiciaHe 3amoBiieHHs 3a MBA (Ha3Ba OJIMH 1 x5 10
0i10TioTeKH, AaTa) 3i 3BOPOTHOTO OOKY OJIaHKa-3aMOBIICHHS 3ammc
9. IMocraButn OnaHk-3aMoBiIeHHs B «KapToTeKy 3amuTiB KOPUCTYBadiB 3a oJlHa M
MBA» 3a po3ninpaukoM «3armuti 32 MBA, HafticiaHi /10 iHImX 0i0mioTek BHMOTa
10. [Ipuitnatn moxymeHT, Hazgicianuii 3a MBA. Poskputm OaHmepoib,
MEePEeBIPUTH CTaH JOKYMEHTA, 3a3HAYHUTH JaTy OTPUMAaHHS i Ha3By
0i0;mioTeku, MO Hajiciana JOKYMEHT, iHBEHTApHUM HOMEp, TepMiH
KopucTyBaHHA. llepecTaButn OJIaHK-3aMOBJICHHS 3 PO3/LTY KapTOTEKU M 4 xB
«3armmuti 32 MBA, nHamicmani j0 iHmUX O0i07Ii0TeK» 10 PO3IiTY OKYMCHT
«Otpumani BujanHs 3a MBA», y 1eld camuii po3Ail MOCTaBUTH
OTPUMaHy YaCTHHY OJIaHKY-3aMOBJICHHS
11. [loBimoMuTH a0OHEHTA PO OTPUMAHHS 3aMOBIIEHOTO HUM JTIOKyMEHTa i oniHe 1 xB
TEPMiH KOPHCTYBAHHS HUM MOBiTOMJICHHS
12. Bunaru aGoHeHTY OKYMEHTH, oTpuMadi 32 MBA, y unransHoMy 3aimi
(y cmyx0OoBoMy mpumimieHHi 0i0mioTekn). 3BIpUTH AOKYMEHT, SKHIi OJIVH 2 B
BHUJAE€THCS, 3 ONAHKOM-3aMOBIJICHHS, TEPEBIPUTH IIUICHICTh 1 CTaH JIOKyMEHT
JIOKYMEHTA, TO3HAYUTH BHIAYY
13. [MpuitsaTn Big aOoHEHTa IOKYMEHT Y YHTANbHOMY 3alli. 3BipHTH
JIOKYMEHT 3 YacTUHOK OJIaHKY-3aMOBJICHHS, TIEPEBIPUTH MUTICHICTD 1 OJTHH
CTaH JIOKyMEHTa, 3p00OUTH MO3HAYKY PO MPUHOM, JOKYMEHT MOKJIACTH JOKYMEHT 2 XB
y CIeliajbHO BHINICHE Micle (3aMKHEeHY 1agdy)
14. [ligroTyBaT  AOKYMEHT IS  BiAmpaBieHHS A0  Oibmioreku-
¢GoHAOyTpUMYyBaYa  PEKOMEHAOBAHOIO  OaHIEpOUTIO.  YTaKyBaTH
OaHOepodb, 3BAXHUTH  ii, HaKIEITH Mapkk (SKIIO  HEMae O 8 xB
JOKYMEHT

IIEHTPATI30BAHOI OIUTATH IIEPECHIIAHHSA), HAIMCATH aapecy, CKIIaCcTH
MOIIITOBHUH OITHC
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15. BuiiHaTH OJIaHK-3aMOBJICHHSI 3 KAapTOTEKH, 3alMCaTH BiJJOMOCTI PO
HajiclaHHsS JOKyMEeHTa (ZaTy, HOMEp IHOIITOBOTO BiJANpaBIICHHS). OJINH
[TepecTaButn AUCTOK 3 po3ainy «Bumawus, oTpumani 3a MBA» y JINCTOK 2 xB
pozain «IloBepHeHa niTeparypa» BHUMOT'H
16. Po6Gora 3 BinmoBamu. [Ipu orpumManHi 3 6i0ai0TeKH-HOHIOYTPUMYyBada
MOBiTOMJICHHSI ITPO BiZIMOBY 200 3aTPUMKY BUKOHAHHS 3aIIUTY: JIICTATH
3 KapTOTEKH OJIaHK-3aMOBJICHHS, 3a3HAUYUTH NPHUYHMHY i ATy BiJIMOBU ofHa 1 xB
31 3BOpoTHOro OOKy, TepecTaBUTH 3 po3aury «3amutu 3a MBA, B1IMOBa
HaJicIaHi 1o iHmmx 0i0moTex» y po3aut «Bigmosu 3a MBA»
17. [ToBigoMuTH MpO OTPpUMAaHHSA BiAMOBH (OaTy, MNPUYHMHY) Yy BiIALI O/lHa 1x810 ¢
00CITyTOBYBaHHS BiJIMOBa
Oprani3aiiss Bugayi 1oxkymenrtiB abonenram MBA
[TpuiiHITH 3aMOBJICHHS:
18. 3a BiZICYTHOCTI Ha OJIaHKY-3aMOBJIEHHSI HOMEpY aO0OHEHTa MepeBipUTH oJllHE 1 x8
3a KapTOTEKOI aDOHEHTIB, UM a0OHYETHCSI JJaHA OpraHi3allis 3aMOBJICHHSI
19. Opranizaiiss a0OHY€ETHCS: MMPOCTABUTH HOMEp Ha OJaHKY-3aMOBJICHHI,
3BIpUTH ajipecy, Ha3By OpraHizailii, Npi3BHUINE BiAMOBIAAIFHOTO 3a OfHa 4 xB
MFA. V¥ pa3i notpeOu BHECTH 3MiHH B KapTKy BIIMOBA
20. A60HeHT y MTOTOYHOMY POIIi 3BEPHYBCS BIIEpIIIE: MPOCTABUTH B KapTIIi T — 4 xB
piK 3BEpHEHHS, JIaTy
21. Odopmnennss aboHeHTa (opraHizamis paxime He aOoHyBajacs):
NPUCBOITH aOOHEHTY HOMEp, 3allOBHUTU KapTKy peecTpauii aboHeHTa
MBA i po3ninsaEK ((popmMyiisap), 3a3HAYUTH MOBHY Ha3By O107i0TEKH, | onuH aGOHEHT 5xB10c
MOIITOBY  anpecy, TenedoH, mpi3Buile, iM’sd, 10 OaThbKOBI
BiJINIOBiIATBHOT 0COOU, TATy BiIKPHUTTS 1 HOMEp aOOHEHTa
22. Po3craBuTH peectpaniiiHi KapTKH B KapTOTEIi o/lHa e
KapTKa
23. OdopmuTH TOBiTOMITEHHS 11 a0OHEHTa (CTaHIapTHE IOBIIOMIIEHHS
npo BiIKpUTTS aboHeMeHTa). Y pa3i moTpeOM HajaiciaTd abOHEHTY oJllHE 2 xB
TUTIOBOTO JIMCTa i3 3alUTOM NpO BIJIOMOCTi, SKUX Opakye majsl | MOBiIOMIICHHS
KapTOTEeKH
24. OdopmuTi 3aMOBICHHS 1O TesleOHY: 3allOBHUTH BUMOTY Y JIBOX
NpUMipHUKaX, yTOYHHTH HOMEp aOOHEHTa 1 HalMcaTy Horo Ha BUMO3I,
3BIpUTH 3 KapTOTEKOIO 3a00proBaHOCTi, MiAiOpaTH BHMOTH 3a oAHe 4 xB
muppaMl  PO3CTAHOBKH, TiApaxyBaTH KUIBKICTh, IIEpemaTH Ha SAMOBJICHHA
BUKOHAHHS
25. [lepeBipuTH  NpPaBWIBHICT,  3alIOBHCHHS  OJIaHKAa-3aMOBJICHHS,
3a0oproBaHicTb aOoHeHTa, Ha 3BOpoTi l-i wacTuHM OnaHka-
3aMOBJICHHS (C.2) TIPOCTAaBUTH CBii INTEMIENb 1 JaTy OTPUMaHHS OZlUH OIaHK- 4 xB
3aMOBIIeHHSI B pyopumi «Cmyx00Bi mo3Ha4yku OibmioTekapst mix dac SaMOBJICHIA
BUKOHAHHsI i epeaipecyBaHHsI 3aMOBJICHHS» B PSIKY PaioHy, MicTa
26. JoomnpamioBaTi HeNMpaBUILHO 0(OPMIICHI 3aMOBIICHHS OJIH OJIaHK- 1 xB
3aMOBIICHHS
27. 3ammdpyBaTu 3amMoBIieHHsT a0oHeHTiB. [limiOpaTu O1aHKHU-3aMOBIICHHS | OJWH OJIaHK- 3 xB
3a anaBiTOM, IEPEBIPUTH HASBHICTH JOKYMEHTA 33 KaTaJIOrOM 3aMOBJICHHS
28. [linrotyBat MOKYMEHT OO BHIAYi: 3BIPUTH JOKYMEHT 3 OJIAHKOM-
3aMOBJICHHS, TEPEBIPUTH HASBHICTDb YCIX CTOPIHOK 1 CTaH JOKYMEHTa,
MPOCTaBUTH Ha OJaHKy-3aMOBJIEHHI (MIboBOoMy Oomi 1-oi Ta 3-oi
YacTHHH — C. 1, 5) mmdpu DoKyMeHTa, 3a3HAUUTH IHBEHTAPHHN HOMED, OJIH 2 xB
KUTBKICTh JOKYMEHTIB, AaTy BUAadi. 31 3BOPOTHOTO OOKY 2-01 YaCTUHU JIOKYMEHT
(c. 3) mpocTaBuTH IITEMIIENH OIOTIOTEKH 3 HA3BOIO Ta MOIITOBOIO aIPECOLO,
3a3HaYUTH TEPMiH TOBEPHEHHS, BKJIACTH 2-TY YaCTHHY OJIaHKa-3aMOB-
JICHHS1 Y TIOKYMEHT, SIKHi BHIQIOTh, IPOCTABUTH BHU3Y HOMEp OaHIepodi
29. [lepenatu BumaHHS U KomiroBaHHA (y pasi 3aMOBJIEHHS (parMeHTy OJIMH 3 xB
BUJIaHHSI: CTAaTTs 3 )KypHaly, 30ipHHKa) JTOKYMEHT
30. Bigiciatu TOKyMEeHTH aOOHEHTaM: YIaKyBaTH OaHAEpOJib, 3BaXKHTH, OJTUH 5 xB
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HAKJICITH MapKH, HAMMCATH aJpecy, CKIACTH MOIITOBUI OMHC JOKYMEHT
31. Po3craButn O6nanku-3amMoBieHHs (1-a yacTuHa) Ha BUIAHI JOKYMEHTH
(mamicmaHi) y KapTOTeKy OOCIYyroByBaHHS aOOHEHTIB y PO3IiT OMuH 22 ¢
. JOKYMEHT
«Bumanns, sumani 3a MBA»
32. bi6miorpadiune qoonpantoBaHHs HEBUKOHAHUX 3aMOBJICHb. Y TOUHHTH OJIMH 4 xn
Oibmiorpadiuni Bizomocti 3a JIBA JTOKYMEHT
33. BusaBuTH HasBHICTh TOKYMEHTA, Ha KUK MOJAHO 3aITUT, Y 010Ii0TeKax OJIMH 11 xs
MicTa, pailoHy JOKYMEHT
34, OdopmuTH 3aMOBJICHHS JIIS HAIIPABJICHHS B iHINI OIOMIOTEKM: 3a3HAYATH
Ha 3BOpOTHOMY Oowi 1-i yacThHH OnaHka-3amMoBJeHHS (C. 2) NpHYMHY i
mary miepeanpecyBanHs (mremnens «Hemae B Oi0mioteri», «Hemae B oJtHe 3 xB
6ibmioTekax MicTa»), 3poOMTH BIMITKY NP0 TIEPEBIPKY 3a JIOBIIKOBUMU SAMOBIICHI
BUJIAHHIMH, CUTIIM 0i0ITi0TeK-(hOHI0YTpMMYBaYiB 32 3BEICHIM KaTAJIOTOM
35. Bigicnatn aboHeHTY MOBIZOMIIEHHS MPO TepeaapecyBaHHs 3amuTy i3 oJlHe 7 B
3a3Ha4YCHHsIM 0i010TeKH, Ky Horo Oyiro HaaicIaHo TTOBITOMJICHHS
36. 3apeectpyBat  BiaMOBY B oOmikoBux ¢opmax MBA. Hamnicmatu
aboHeHTy OnaHK-3aMOBJEHHS (3-TIO YacTHHY) y pa3i HEMOXKIMBOCTI oAHa 4 xB
BUKOHAHHS 3 TTO3HAYKOIO Y BiIMOBiIHII pyOpHIL PO NPUYUHY BiJIMOBH BlMoBa
37. IloctaBuTH 3aMOBJICHHS Ha YepTy MPH BiIMOBIIEHH] «3alHATO» OJIHE 3 xB
3aMOBJICHHSI
38. [TpuiiHsATH NTOKYMEHTH, TOBepHEeHI aboHeHTaMu. OTpUMAaTH MOLITOIO,
BIIKpUTH OaHIIEPOJIb, TIEPEBIPUTH CTaH JTOKyMEHTA, BUMHATH OJaHK-
3aMOBJICHHSI 3 KapTOTEKH OOCITYroByBaHHA aOOHEHTIB, 3a3HAYMUTH Ha O 5 xB
HBOMY JIaTy TIOBEPHEHHsI IOKYMEHTA, IIEPECTAaBUTH OJIAHK-3aMOBIICHHS FIOKYMEHT
B po3xin «IloBepHeHa mitepaTypay
39. KoHTponb 3a TepMiHaMH KOPUCTYBaHHS AOKYMEHTAaMH, BUSBICHHS OIIUH 1x810 ¢
OOPKHMKIB, HAJICHJIAaHHSI HaraJlyBaHb JIOKYMEHT
JlocTyn 3a 10NOMOro10 BUKOPHCTAHHS iHpopMaliiHUX TeXHOJOTii
40. ®opmyBaHHS 0a3u JaHUX Mpo aOOHEHTIB 3a BiANOBIOHOIO (HOPMOIO,
. 0JIUH a0OHEHT 6 xB
BBEICHHS iHQopMauii mpo HOBOTro abOHEeHTa
41. 3Ha1/m./1 B'6213'1 JIaHUX BIZOMOCTI Mpo aOOHYBaHHS OpraHi3alii, BHECTH OJTHH AGOHEHT 4 xB
HEeOOXI1IHI 3MIHU
42. Beectn indopmanito npo npuiioM 3aMOBJICHHS BiJl a0OHEHTIB OJlHE | xa
3aMOBJICHHSI
43. Bectu iH(pOpManio mpo mepeagpecyBaHHS 3aMOBJICHHSA, BUBECTH Ha OJIHE 1 xB
NPUHTEP MOBiIOMJIICHHS 3aMOBJICHHSI
44, BBectu naHi mpo MOCTaBICHHS 3aMOBJICHHS Ha 4epry, IOBiIOMHTH OJIlHE 2 B
aboHeHTa 3aMOBJICHHSI
45. 3apeecTpyBaTd TOKYMEHTH, BHUAAaHI aOOHEHTY, MPOCTABUTH TEPMIiH OJIVH 3 xB
MIOBEPHEHHSI JIOKYMEHT
46. Bunanutu 3 MacuBy AaHi PO MOBEPHEHUH TOKYMEHT OJIHE e
3aMOBJICHHSI
47. 3nidCHEHHS] KOHTPOJIIO 33 TEPMiHAMHU ITOBEPHEHHS JIOKYMEHTA: MOIIYK
1 BigOip maHux mpo OOpKHUKIB, BUBEIEHHS MOTPiIOHOI iHpOpMaIii Ha | OXUH aOOHEHT 3 xB
NPUHTEP, PO3APYKYBAHHS CIMCKIB i3 3a3HAUYEHHSAM aJipecu a0OHEeHTa
EJjieKTpOHHA 10CTaBKa IOKYMEHTA
48. CkaHyBaHHS, pO3Mi3HaBaHH:, KOPEKTYBaHH:I, BiAMIpaBKa aOOHEHTY ozHa 20 xB
CTOpiHKa
Oprasxi3zauist po6oTu 6i0J1i0TeYHUX MYHKTIB
49. [IpoBecTn KOHCynbTAIi0 (HABYAHHS) IIOJ0 TEXHOJOTIYHUX AaCIEKTIiB OJIHA 8 rox
00CcITyrOBYBaHHS KOHCYJTBTaITis
50. VYxmactn yrogy Mk 0Oi0mioTekoro 1 opradizamicro, jge Oyme OJTHa 5 rox
3JIIHCHIOBATHUCS [103aCTalliOHapHE 00CIYrOBYBaHHS yroja
51. Odopmutu popmyssip 6i0J1i0TEeUHOr0 MYHKTY (B 2-X IPUMIPHUKAX) OJINH 15 xB
hopmyIsip
52. OdopmuTH TanKky 3 JOKyMEHTaMH (yroja, JOPYYEHHsS Ha OTPHUMaHHS
JOKYMEHTiB, (opmynssp Oi0nioTe4HOro WYHKTY, 3BiTHM Ta iHII oAHa 15 xB
JIOKYMECHTH) franika
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53. Cmacm CXeMy pO3TallyBaHHS OiOJI0TEYHHX MYHKTIB HA TEPUTOPIi o/lHa 2 10120 xB
MicTa, pailoHy cxema
54. C.KJ'IE.ICTI/I roMicsiaHu# Tpadik 0OMiHY TOKYMEHTIB, IO 3HAXOASTHCS B o rpadix 20 x5
010JTIOTEYHNX ITyHKTaX
I1in0ip KOMIJIEKTIB TOKYMEHTIB /151 6i0/J1i0TEeYHOr0 MYHKTY
[TixiOpaTy KOMIJIEKT JOKYMEHTIB
KiJBbKiCTh JOKYMEHTIB Y KOMIUICKTI:
55. no 10 OIMH 17 xB
KOMILIEKT
56. 1o 30 OIUH 50 xB
KOMILJIEKT
57. no 100 OIIMH 2 roa 30 xB
KOMILIEKT
58. [TiarotyBaTH IOKYMEHT 10 BWAadl y OiONIOTEYHUH MYHKT: BHUHSATH
KHIDKKOBHH (DOPMYIISp, 3a3HAYUTH JaTy BUAAYi, CUTI ITYHKTY, ITiIITHC ORI 2 xB
BiJNOBizaIbpHOI 0coOU JIORYMEHT
59. 3amucati y (Qopmynsp Oi0NiOTEYHOro MYHKTY Jary BUaadi J—
JOKYMEHTIB, KiNBbKICTh BHJaHHUX Ta IIOBEPHEHUX [OKYMEHTIB Yy 1 xB
0101i0TeKY-(hOHIOYTPUMYBAY 3ane
60. PoscraButn  KHWKKOBI  (opMymnspu  BigiOpaHWX JTOKYMEHTIB B
andaBiTHOMY MOpPSIKY B OOJIKOBY KapTOTEKy 3a PO3IibHUKAMH- | OJUH KHUKKOBUI 25 ¢
curinamMu  (GoHAOOTpUMYBaua (0i0MIOTEYHOTO MYHKTY, IEpecyBHOI dopmyIsip
010J1I0TEKN)
61. [IpuitHATH TOKYMEHTH 3 010JIIOTEYHOTO MTYHKTY: TPOCTABUTH MTO3HAUKY
Ha KHW)KKOBOMY (OpPMYJsipi, BKJIACTH (QOPMYISp Y JOOKYMEHT, | OAUH JOKYMEHT 2 XB
PO3CTAaBHUTH 32 MiCIIeM MOCTiHHOTO 30epiraHHs
5. Hapanus noBinkoBo-6idiorpagiunnx mocayr
5.1 [doBinkoBo-inopmauiiina podora
Tabauys 8
Homep Haspa npouecy, onepauii. OI[]/IH-I/IIIH Hopma uacy
HOPMH 3micT poboTH BUMIipy
1. 2. 3. 4.
Benennsi 1oBigkoBo-0idaiorpadiunoro anapary (ABA)
[lepernsanytu 1 BigiOpaTy HOKYMEHTH 3 TMOTOYHHMX HAIXOIDKEHb IS
po3nucy Ta BHeceHHs 10 JIBA:
1. 301pHUKHU OluH 15-20 xB
301pHHK
2. JKypHaIu OJIMH 10-15 x5
KypHAI
3. ra3eTu onHa 4.5 xB
rasera
4. Oi0miorpadiuni mociOHMKHM, JliTOMMCH KHWXKKOBHUX, JKYPHAIBHHUX OJIVH 1 xs
cTaTel, MPUKHIKKOBA Oi0morpadis 3ammc
AHAJTITHYHMI pPo3MHUC KYPHAJBHHMX, Fa3eTHHUX cTaTeii, 30ipHUKIB,
oi0Jiorpagivynnx nocioGHNKiB
O3HaMOMHUTHCS 31 3MICTOM CTaTTi, CKIACTH 0i0morpadiqHui omuc
KinpkicTh eneMeHTiB 0i0aiorpadidyHoro 3amucy:
5. 4-6 OJIMH 6 x5
3aIuC
6. 7-9 OJIUH
7 xB
3armc
7. [TepernsHyTa TOKYMEHT, CKJIACTH aHOTAIIIIO oHa 15 xB
aHOTAIlis
PoGoTa B aBTOMATH30BAHOMY Pe:KUMI
®dopMyBaHHs 0a3 MAaHUX CTaTeH 3 MEPiOAMYHUX BHJAHB, 30ipHHKIB.
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BBenenns 6i0niorpadiuHux 3anuciB B 6a3y JaHuX
8. 3amnoBHEHHS BiANOBIAHUX MOJIB 0i0IiorpadiuHOro 3anucy oJlHe 30 ¢
noJje
3miicHUTH penaryBaHHs 0a3 maHux Oi0miorpadivHHX 3aMUCIB cTaTel 3
MepioIMYHUX BUJIaHb, 301pHHKIB:
9. MIOTOYHE pelaryBaHHS OJINH 3 xB
JOKYMEHT
10. BUOIpKOBE  TeHepajbHE  peJaryBaHHs  3a  IIEBHUM  IIOJIEM OJIMH 37 xB
0i0iorpadivyHOro 3amucy JIOKYMEHT
Opranizania Tta pegakumis CcHCTEMATHYHOI KApPTOTEKH CcTaTei
(CKO)
11. [lepernanytu ta Bigibparu kapTiu m1st 3aneceHHs 1o CKC. OJTHa 3 %8
CucreMaTH3yBaTH Ta PO3CTABUTH KapTKU Y 3BOPOTHI XpOHOJIOTI] KapTKa
12. HanwmcaTu i po3cTaBUTH pO3A1TEHUKH OJIH 7 B
PO3IUIBHUK
13. JetamizyBatu posning, BBECTH NPEIMETHI PyOpHWKH, HamucaTH i OJIH 2 xB
PO3CTaBUTH HOBi PO3/iTIbHUKA PO3IITBHUK
14. Bunyuntn i3 CKC kapTku Ha 3acTapisli JOKYMEHTH, MEPEeBECTH iX B o/lHa 3 xB
apXiBHY YaCTHHY (BHUIYIHUTH) KapTKa
Opranxizanis pakrorpadiynoi kaprorekn (PK)
15. BusHauuTi 00’€KTH Ta OCHOBHI O3HaKW I BimoOpakeHnHs B OK.
[epernsuytn noxkymeHTH i BimiOpatu nns BHeceHHs B DK. 3anectn ozHa 7-10 xB
BimiOpaHi BiTOMOCTI Ha KAPTKH, PO3CTABUTH KapTKH Kapria
16. Hammmcatyt i po3cTaBUTH pO3AUTHHUKH OJIH 2 xB
PO3IITBHUK
17. HePeBipI/ITI/I Ha KapTKaX MPaBUIbHICTh 3aHECEHUX BiOMOCTEH, BHECTH o/lHa 3 xB
3MiHH Ta JIOTIOBHEHHSI KapTka
Opraxizanis TeMATHYHHX TeK ra3eTHHX BHPi30K
18. [lepernsanytu razertu Ta BiZiOpaTH cTarTi 3a TEeMOIO, MIATOTYBaTH Ta of1Ha 3.5 xB
CHCTEMAaTU3yBaTH BUPI3KU BUPIi3Ka
19. CrtBopUTH TEeMaTHYHY TeKy: 3poOuTH crnenmdikariiro crareii abo ix
KCEpOKOITii, HAKIeiTH Ha TEeKy KHIDKKOBUH (popMyIsp, JaTh Ha3BYy, oHa 20-30 xB
3aiHAeKCyBaTH, 3poOUTH OibmiorpadiuHuii Omuc A PO3MILICHHS Y TeKa
JBA
5.2 JloBinkoBo-0i0Jiorpagivyni mocayru
Tabauysn 9
Homep Ha3zBa npouecy, onepaiii. OnuHuus Hopma uacy
HOpMHU 3micT po6oTn BHMIpY
1. 2. 3. 4.
Ipuiimanns 6idaiorpadiuynux 3anuris
1. [lpuitaaTn  6iOmiorpadivHmii 3amuT. YTOYHHTH TeMy, IIbOBE 1 ONIvH 3 xB
YHTaIbKE MPU3HAYCHHSI 3aIuT
2. BusHaunTH rHOMHY TOWIYKY: JDKEpesa, XPOHOJOTIUHI MEXi MOIIYKY OJIMH 3 xB
iHdopmarii Ta i1 Hocii 3aIUT
BukoHaHHSA TeMaTHYHOI J0BiIKH
3. YTOYHUTH TeMy, 3AIMCHUTH TOIIYK 1 BimOip moxymeHtiB. CkiacTu o/lHa 10-35 x5
0ibmiorpadiuHmii onuc JIOBiJIKa
BuxonanHsi aapecHoi 6i0aiorpadgiunoi noBiaku
4. BcraHoBHTH HasBHICTH YM MicCIle 3HAXOKEHHS JOKyMEHTa y (OHII OJIUH 2.5 xB
0i0moTekn JIOKYMEHT
BukoHaHHs yTO4HIOKY0i Oibaiorpadgiunoi noBinku
5. BceranoButu Ta (a00) yTOYHHTH eneMeHTH Oi0iiorpadiqHOro ommcy, OJIHH
AK1 BIICYTHI, HETIOBHI 400 HETOYHO IOJaHi y 3allUTi KOPUCTyBaya JIOKyMEHT 5-7xB
6. Hapmatn moBHMit 6i0miorpadivynmii onvc qokymeHTa Tpu ohOpMIIEHHI OJIUH 5-10 xs
NUCHMOBHX 010JiorpadiuHuX CIHCKIB JOKYMEHT

Bukonanns gakrorpadiyHoi 1oBigku
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BcraHOBUTH KOHKPETHI BIiZOMOCTI Opo Ti a0o 1HIN 00’€KTH, momil
b b

OJlHA TOBiIKA 10-40 xB
NPOLIECH, JaTH
BukoHaHHS A0BiT0OK B ABTOMATH30BAHOMY PeKHMI
8. 3HaﬁTn KOpPHCTyBada B 0a3i JaHUX Ta 3apEECTPyBATH IS BUKOHAHHS OJIUH 2 B
JIOBiJIKH KOpHCTYBa
3naiiTu 6i0miorpadivyHi 3anMKcy 32 yMOBaMH 3aIlUTY B 0a3ax JaHUX ( B
1.4. EK). BukoHnaTtu noBiaxy:
9. azpecHy 0i0iorpadiuHy, YTOUHIOIOYY 0JIHA JIOBIJIKA 3 xB
10. TEMAaTUYHY OJIMH 15-20 xB
JOKYMEHT
11. ¢akrorpadiuny ONIMH 15-30 x5
JOKYMEHT
12. BipTyanbHy (B Mepexi [nrepuer, EK, B1) OJIMH 20-60 x5
JOKYMEHT
13. BuBectn pesynbraTH momyky OiOmiorpadiuHuX 3amuciB Ha €KpaH, OJTHH CITHCOK 2-10 xB
PO3IPYKYBATH CIHCOK
0.k 0ibmiorpagiyaux 10BiT0K
14. CucremaTH3yBaTH JIOBIKM 3a THUIAMH, 3apEECTPYBATH B OOJIIKOBUX oHA 1-2 xB
JIOKYMEHTaX, AKi MpUHHATI y 0i0mioTeri JOBiIKa
15. Bingibpatn axtyanbHi (CKJIagHi) THCBMOBI JOBIOKH JJst  ApXiBY
BUKOHAHMX JIOBIJIOK, TPOCTABUTHU 1HJICKC, 3pOOUTH OIHC z[?))l;[iH;Ka 5-8 xB
JUIS KapTOTEKH BUKOHAHUX JIOBIZIOK
Hapanna KOHCYJIbTANiiHOI  10MOMOTH oist  JgoBigKOBO-
didaiorpadgiynoro anapary
16. [lizrotyBaT 1 HpOBECTH TIPYNOBY KOHCYIbTALil0 (3aHATTA) MPO onHa
KopucTtyBaHHs JIBA KOHCYJTBTAIiS 60 xB
5.3 Biogaiorpagiune ingopmyBaHHs
Tabnuua 10
Homep Ha3ssa nponecy, onepamii. OauHuns Hopma uacy
HOpPMH 3micT poGoTn BUMIpY
1. 2. 3. 4.
Indopmaniiine 3a0e3neyeHHss a00OHEHTIB B cucTeMi BHOiIpKOBOro
po3noBcrox:keHHs indgopmanii (BPI)
BusBnennss indopmanilinnx norped Ta ¢(opMyBaHHA Mepexi
a0OHeHTIB
1. Po3pobutn ankery [uisi BU3HAUYEHHS KOHTUHTEHTY aDOHEHTIB Ta IXHIX
; o ) OJIHA aHKeTa 1 rox 30 xB
iHpopmartifinux motped (3anmuTiB). PO3MOBCIONNTH aHKETY
2. OmnpartoBatu pe3yiabTati aHkeryBaHHs. Ckiactu Ha 0asi ofepKaHUX
R o . OJ1H a0OHEHT 1 ron
JIAHUX KapTOTEKy aDOHEHTIB Ta IXHiX iHhQopMaliiiHuX MoTpeO (3anuTiB)
IlinroroBka CMrHaJILHOTO NOBiAOMJIeHHS B cucTteMi BPI
3. [lepernaHyTn  NMOKyMEHTH Ta  BimiOpatm  marepiaiu  3TiIHO
iHpopmaniitaux 3anutiB. O3HaOMHUTHCA 31 3MICTOM Martepiaiis, oJlHEe
3pobuTH 0i0iorpadiyHMiA ONMKC, HATIMCATH AHOTAIIIFO, MiJITOTYBATH JI0 | TOBIJIOMIICHHS 2 ron
JIPYKy, BiIIpaBUTH TOBIIOMIIEHHS, 3pOOWTH BIAMITKH Yy KapTOTEIli (5 HazB)
A0OHEHTIB
BuBuenHns edexTuBHOCTi cuctemu BPI
4. [MpoananizyBaTu KapTu 3BOPOTHOTO 3B’SI3Ky. BinkopekTyBaTu cuctemy o/lHa 15 xB
BPI 3rigHO 3 BUCHOBKAMH aHAJi3y KapT 3BOPOTHOTO 3B 3Ky KapTa
5. IIpoBecTn ankeryBaHHsS (cmiBOeciim), NpoaHATi3yBaTH OJAEpKaHy OJTHH 2BOHEHT | rox

iH(hOpMaIlil0, 3aHECTH 3MiHH B KAPTOTEKY aOOHCHTIB

Indopmaniiine 3a0e3neyeHHs a00OHeHTIB B cucremi

audepenuiiiopanoro 3ade3neyenns kepisBHunTna (JI3K)

@®opMyBaHHS Mepeski a00HEeHTIB
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6. Busnauntn koo aboHEHTIB Ta iXHI iHMOpMaMiiHI TOTpedn (3amuTH):
MPOBECTH  AHKETYBAHHS,  ONUTYBAHHS, 3i0patu T — | ron
iHpopmanito mo tenedony Tomo. CKIACTH KapTOTEKY
a0OHEHTIB, c(OPMYIIIOBATH TeMH iHPOPMYBaHHS
IinroroBka ingopmauiiinux marepiaJjis
IlinroroBka onepaTuBHoi iHopmalii 3a MaTepiasamu npecu
7. [lepernsauyrr i BimiOpatk cTaTTi 3 NEPIOAUYHHX BHUAAHB, CKIACTH oIHa
6i0miorpadiuHuil OMHC, 03HAHOMHUTHCH 31 3MICTOM, CKJIACTH aHOTAITIO, iHbopMaris 4 Ton
MiATOTYBaTH TEKCT, HAAPYKYBaTH (5-10 Ha3B)
BuBuenns epexruBHocti cucremu JI3K
8. Po3pobut Ta pPO3MOBCIOOUTH AaHKETH, IIPOBECTH aAHKETYBAaHHS
(orutyBaHHA, Oecimm), TpoaHATI3yBaTH Ta Y3aralbHUTH OJIEpKaHy | OXWH aOOHEHT 2 ron
iH(hopMaIlito, BHECTH BiTIOBIHI 3MiHM B KAPTOTEKY a0OHEHTIB
I'pynose (inauBinyanbHe) iHpopMyBaHHs YuTaviB (a00HEHTIB)
9. Busnauntn koo aboHEHTIB Ta iXHI iHMOpMamiiHI TOoTpedn (3amuTH):
MPOBECTH  AHKETYBaHHS, ONHUTYBaHHS, CGOPMYIIOBAaTH  TEMH | OIMH aOOHEHT 1 ron
iHQOpMYBaHHS, CKJIACTH KAPTOTEKY a0OHEHTIB
10. [lepernsiaytn 1 BimiOpatu niTepaTypy BiIIOBIZHO 1O TEMaTHKH
3amuTiB, 3poduTH 6i6IioTpadiYHU OMUC, CHCTEMATH3YBaTH, CKJIACTH
iHbOopMaIiiiHUN CTIHCOK, 3pOOUTH TMO3HAYKH B KapTOTEIll aOOHEHTIB /UM CITHCOK 30 xp
TPYIOBOTO iHPOPMYBaHHS, BiANPaBUTH a00OHESHTAM
11. [ToBiZOMUTH MPO HASBHICTH HOBHUX HAIXOHKEHBb 32 TEMOIO YCHO (IO OJIlHE 10 x5
Tenedony) TTOBITOMJICHHS
IlinroroBka GidriorpagiyHux orasaiB Jireparypu
12. [ligroToBKa TEMAaTHYHOI'O OTJISITY JIITEPATYPH.
BiniOpatu HOBI HaIXOKEHHS 3TiHO BU3HavyeHOol Temu. [limrorysatu OJIMH OTJISII 12-14 rox
KOpoTKi aHoTamii. BuOynmyBatm oriunumii BuHKIax Matepiany. | (mo 10 BumaHb)
IIpoBectu orsig
13. HigFOTyBaTM OTJISI T niTepE}TypH HOBMX HAaJXO/KEHb: 93H211719MHTHCL i3 T ———
3MICTOM HOBHUX JOKYMEHTIB, CHCTEMAaTH3yBaTH MaTepial, ImiIroTyBaTH (10 10 BuTaHs 10-12 rox
TEKCT, IPOBECTHU OTJIS
ITinroroBKa TEeMATHYHOI0 NEPEVISAAY JiTepaTypu
14. BusHaunTi TeMy meperyisidy, CKIacTH TEKCT OrojomeHHs (adim).
[lepernsaayTtn Ta BimiOpaTé TOKYMEHTH, 3aMOBUTH Ta OJEp)KaTH iX B
CTPYKTYpPHHX minpo3niigax. Po3pobutn pyOpuwku mepersisimy, mia- | OAMH ICPEriay 10-15 rox
roTyBaTH MiClle €KCMO3MIli, po3cTaBuTH HiTepaTypy. Jemontysatu | (10 50 BuaHb)
Meperisi Ta HOBEPHYTH JIiTEpaTypy y CTPYKTYpHI HiIpo3aian
IMigroroBkKa neperJisity HOBUX HAAXOHKEHb JiTepaTypu
15. Cxkmactu TeKeT orojomeHHs (adimi) mpo nepersia. IleperisayTu ta
BimiOpaT ITOKYMEHTH, 3aMOBHTH Ta OJAEPKaTH iX Yy CTPYKTYpPHHX
MiApO3/AiaX, PO3MOIUIMTH 3a Taly3sIMH 3HaHb, MIATOTYBAaTH MIiCIE OZtMH TIEperiz 10-12 ron
eKCITO3MIIil, pPO3CTaBUTH JiTepaTypy. JlemMoHTyBaTm meperiian Ta (m0 50 BrRanE)
MTOBEPHYTH JITEPATypPy Y CTPYKTYPHI HiAPO3IiIH
MMiaroroBka 610/1eTeHsI HOBUX HAIXO/I:KEHD
16. [epernsaytu Ta BimiOpaTh JOKYMEHTH 3 MacHBY HOBHX HAJXO/KEHb, OJIVH
CHUCTEeMaTH3yBaTH iX 3a Tally3siMH 3HaHb, 3pobutn Oibmiorpadiuni OronereHn 10 rox
OTHCH, CKJIACTH KOPOTKI aHoTamii (3a mOoTpedor0), MOCTABUTH CHUTIIH (mo 30
CTPYKTYPHHX Tipo3ainiB (0i0mioTek-isii) JIOKYMEHTIB)

Opranizanis Ta nposeaenns J{us indopmanii, s 0i6aiorpadii
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17. BusHaunTH UinkoBY ayauTopito, MeTy Ta Temy [usa iHpopmanii (Jus
0i0miorpadii). 3abeszneunTtn BiAOip Ta cUCTeMaTH3aLil0 AOKYMEHTIB
BH3HAYCHOI TEMATWKW. BupimmTwm opramizaiiiiHi NMUTaHHS (Iara Ta
IUTaH TIPOBEJICHHS, pO3po0Ka pEKIaMHUX OTrOJIOIICHb, 3BEPHCHB,
MOBIJIOMJICHHS! 3aIliKaBJICHUX OpTaHi3alliid, 3alpOoIIeHHS CIEI[ialliCTiB,
KOHCYJbTaHTIB Tomwlo). Po3pobutn Ta odopmutu HaouHi (opmu OJIVH
momynapu3anii Jiteparypu (BucTaBkd, mneperisian). lligrorysatu 3axia 36-50 ron
TekcTH Oi0miorpadiyHuX OrmsaAiB, KOHCyNbTamid Tomo. [IpoBecTtH
Hens indopmanii (enp 6i6miorpadii) srizHo mmany. 3poOuTH aHami3
e(eKTUBHOCTI  3aXOJy: KUIBKICTh  BiABiAyBadiB, KHHTOBHJa4Ya,
OTIpAIlIOBAaHHS aHKET Ta iH.
Opranxi3aiis Ta npoBeaeHns JIHs cnemiagicTa
18. BusHauuTH LUILOBY ayauTOpilO, METy Ta TeMy 3axody, Gopmy
MpoBeNCHHA (CTaIlioHapHa, BHI3HA), NEPEeNIIHYTH 1 BimiOpatn
JOKYMEHTH, CKJIAaCTH IUIaH IPOBEICHHS, PEKIaMHI OIOJIOLICHHS,
Y3TOIUTH MPOTrpamy i3 3aMOBHUKAMH, 3alliKaBICHHUMHU OpTaHi3allisMy,
MiATOTYBAaTH TEperyisiAd  JITepaTypd, TEeMaTHYHI BHCTaBKH  3a OJIMH
CreIianbHICTIO, Oi0miorpadivyHi OIJsSAM, 3aMOBUTH JISKIii Ta iH., 3axin 50-70 rox
3allPOCHTH CICIIaNiCTiB, OpraHi3yBaTH 4YepryBaHHsi OiOmiorpadis,
KOHCYJIbTaHTIB-CIICLIiaJiCTIB, MPOBECTH 3axil, 3poOMTH aHaii3
e(heKTUBHOCTI 3aX0/y
6. HaykoBa nisiibHicTB 0i0J1i0Te KN
6.1 HaykoBo-1ocaitHuubKka podora
Taonuuys 11
Homep Haspa npouecy, onepauii. OnnHuus Hopma uacy
HOPMH 3micT poGoTH BUMIpPY
1. 2. 3. 4.
Po3podka nporpamu (TeXHiYHOr0 3aBJAaHHS) T0CTIIKEHHS
OOrpyHTYyBaTu aKTYaJIBHICTb TEMH, BHUSBUTH 1 OOIPYHTYBaTH
MpoOJIeMHy CHTyallito, copMymtoBaTi MeTy, 3aBAAaHHS 1 TiMOTE3Y,
BU3HAYUTH O0’€KT 1 mpeamer aociikenHs. OOroBoputy marepial,
JIOOTPAIIOBATH JIOKYMEHT Tiicis oOroBopenHs. Hamucatu Tekcr
JTOCIIKEHHA:
1. EMIIIPUYHOTO XapakTepy OJHa 700 rox
nporpaMa
2. MiJIOTaXKHOTO (PO3BIAYBAILHOTO) XapaKTepy oJlHa 430 rox
nporpaMa
3. NPUKIIAJIHOTO XapaKTepy 3 BUKOPUCTAHHAM BiIOMHUX (ampOOOBaHMX) OJHa 250 rox
pOrpaM, METOJMK PETiOHAIBHOTO PiBHS nporpaMa
4. 3 BUKOPHCTaHHSIM HOBUX (He arpo0OBaHUX) Mporpam, METOIUK OJlHa 335 rox
nporpaMa
5. (GbyHIaMEHTaNbHOTO, TEOPETHKO-II3HABAJIBHOTO (KOHLENTYaJIbHOTO, OJHa 440 ron
METOI0JIOTIYHOTO) XapaKTepy nporpaMa
6. MiHi-eKCIpec OCHTiHKEHHsI, JIOKAILHOI COL[I0IOTIYHOT pO3Bi KA oJHa 25 ron
nporpaMa

Po3po0ka MmeToAMKHU AOCTiIKEHHS

Hanucatu TEKCT METOMUYHUX JOKYMEHTIB 3TiTHO 3 JOCIHIKCHHSM,
AK€ TPOBOAUTHCS. Po3pobutu 1 oOrpyHTyBaTH BHOIpKY, BHOpath
METOU 300py COIOJIOTidHOI iHpOpMaIlii, omrucaTh METOIU Ta CXEMHU
aHajizy i o0poOku AJaHWX. PO3poOHTH METOMWYHHMIA IHCTPYMEHTapii:
aHKeTy, IHTEpB’r0, Oecimy, OmaHku OOJIKYy, OJIAHK CIIOCTEPEKEHHS,
aHamiz 0i0mioTedHoi jJokyMmeHTalli, (opMu TaOmuIb. 3AIHCHUTH
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eMITIipUYHy amnpoOallit0o  PEJICBAaHTHOCTI CKIAJCHUX JIOKYMCHTIB,
YTOYHHUTH 1 IIOOMPALIOBATH METOAWYHHIA IHCTPYMEHTApii, CKJIACTH
OCTaTOYHUI BapiaHT IOKYMEHTA

Metoawka IpoBEASHHS TOCIIDKCHHS

7. EMITIPUYHOTO XapaKTepy 0JlHa 550 rox
METOAMKA
8. MJIOTaXXHOTO (PO3BiAYBAIEHOTO) XapaKTepy OJTHa 300 rox
METOJTNKA
9. NPUKIaTHOTO XapakTepy 3 BHUKOPHCTaHHSM BiJOMHUX (ampoOOBaHMX) OJlHa 150 ron
pOrpaM, METOJMK PETiOHAIBHOTO PiBHS METOAMKA
10. 3 BUKOPHCTAHHSIM HOBHX (HE alpoOOBaHUX ) MTPOTpPaM, METOIHUK OJTHa 250 rox
METOJTNKa
11. (byHIaMEHTaIbHOTO, TEOPETHKO-TI3HABAIBHOTO (KOHLENTYaJIbHOTO, OJlHa 350 rox
METOO0JIOTIYHOTO) XapaKTepy METOAMKA
12. MiHi-eKCIIpec AOCTiIKEHHS, JOKAIBHOI COIMIOIOTITHOT PO3BIIKH OJTHa 40 rox
METOJINKA
Opranizaniiiaa po6oTa 1mo/x0 NPoBeIeHHS T0CTiIKeHHS
13. CrtBoputu gocmigHullbkuii  kojiektuB. Ckinactu poOouuii  1uiaH
MIPOBEICHHS JOCIIHDKEHHS, Y3TOAUTH HOTO 3 BUKOHABISIMU. Po3pobuTn o
METOAWYHI OKYMEHTH IIOA0 30MpaHHA TICPBHHHOI iH(OpMaIIii : 140 ron
(mopaau iHTEpB’10€paM, criocTepirayaM TOIIO); MPOBECTH IHCTPYKTaX JIOCITIZDRCHI
MpaliBHUKIB (iHTEPB 10EPiB, CIIOCTEPIraviB Ta iH.)
14. 3miticauTy 6i0JiorpadivHe OmparfoBaHHS TEMU JOCIIDKEHHS, poOOTy B
apxiBax, BUBYCHHSA HOpM'aTI/IBHO-jfeXHiT-IHO.I. JOKyMEHTAIIii, iH(l)opMaui'f po oHe 40 ron
AQHAJIOTH Ta 1HII Martepiand, sSKi CTOCYIOThCS TEMH, IO HOCHIIKYETHCS. | JOCIIHKEHHS
Ckactu 6i0miorpadiyHmii CITMCOK BUKOPHUCTAHOI JIITepaTypH
306ip nepBuHHOI iHdopmanii
15. AmnxkeryBaHHS (10 15 mo3uIliif) o/Ha 15 xB
aHKeTa
16. OrnwmryBanss (1o 10 mo3wuiiit) oJlHE 20 xB
iHTEpB 10
17. CrocTepeKeHHs OJ1HH GIaHK 20 xB
18. AHaizyBaHHS CTATUCTUYHHUX JTOKYMEHTIB OJIMH 20 xB
JIOKYMEHT
O06pobka 1aHux
OOpobutn  iH(OpMAIiFO Ha OCHOBI TEPBHHHUX BHXIAHUX JaHHX,
OTPUMAaHUX BiJIMOBITHO JI0 METOAMKH JOCTI/PKEHHS. 3pO0UTH TONIepeIHIH
MiJpaxyHOK BiANOBiZCH Ha 3alWTaHHs, BMilleHI B OOpaHy METOAMKOIO
nocmimkerHs Qgopmy. Crrmactan poboui Tabnwii. 3aHecTH TomepenHi
MJACYMKH y poOodi TaOmury. 3miCHUTH TOpaxyHKH, Y TOMY YHCHI
aOCONIOTHI ~ BEJIMYMHH, BIJICOTKHM, BHU3HAYUTH CEPEAHI TOKA3HUKH,
KoeillieHTH, 3MiHHI TOKa3HWMKM Tomlo. [liaroryBatn 3BenmeHi TaOu,
crmicku. [lepeHectn pesynbraTd poOOUYMX TAONMIG y 3BEACHI TaOMwMII,
3JUMCHAUTH BIATIOBIHI I APaXyHKH:
19. Y PYYHOMY peXUMi OJlHa 300 ron
METOJIUKa
20. B aBTOMaTH30BAaHOMY PEXHUMI OJlHa 400 ron
METOJ/IMKa
Anaui3 00pooJieHol indgopmanii, MiAroTOBKA 3BiTY,
(¢opmyJl0BaHHSI BUCHOBKIB, po3p0o0Ka pekoMeHaamiii
21. Y3aranpHUTH pe3yJbTaTd JOCIIHKEHHS, TOPIBHATH iX 3 TEOPETHYHHUMH OJIMH
Monemsivu.  [IpoanamizyBatu  ompariboBaHy — iH(popmariiro. 3poOWTH | aBTOPCHKHI 100 rox
BUCHOBKH, ITPUIHSTH PillIeHHS, 3pOOUTH IMPOTHO3 aApKYII
22. Hanwucatu 3Bit. Po3pobutn pekomennanii, iHCTpyKIii 3 BIPOBaIKECHHS
MaTepiaiiB HayKOBOTO JOCIiKCHHS OJIMH } 275 ron
aBTOPCHKUH
ApKYII
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[lizrotyBaTi cTarTio 10 30ipHUKA HAYKOBHX Ipamb, MPaKTUYHOTO
nociOHUKa, mpodeciiHoi mpecH:
23. TEOPETHYHOTO 3MICTY OJIMH
aBTOPCHKUI 300 rox
ApKYII
24, NPUKIaTHOTO, IPAKTUIHOTO 3MICTY OJIUH
aBTOPChKUH 175 ron
apKyIn
25. Hanwucatu nonosigs 3a migcyMKaMu HayKOBOTO AOCIiIKEHHS OJIUH
aBTOPCBHKUI 125 ron
apKyIn
26. IlinroryBaT OTISAOM HAYKOBO-JOCTITHHUIIFKOT POOOTH TPOBITHHX
0i0mioTrek Ta  0i0diOTEK  HAaBYAIBHUX  3aKIadiB  KyJbTYpH: OJIMH
[poaHaji3yBaTH MaTepiand; pO3LIyKaTH, BimiOpatu myOmikamii LuX | aBTOPCHKHUM 250 rox
0i0mioTek y (axoBiil mpeci; 3BiTH, AUCEpTAliidHI poOOTH; 3MIMCHUTH apKyII
CHUCTEMATHU3aIlII0, aHAJIi3, y3araJbHECHHsI [IUX MaTepiajiB
Po3po0ka ragy3eBuX JOKYMEHTIB NEPCIEeKTUBHOIO XapaKTepy
27. Po3poOuti HaykoBUil TPOrHO3, NOB’SI3aHUN i3 TEPCHEKTHBAMHU OJIMH
pPO3BUTKY 0i10J1I0TEK peTioHy, nepkaBu. Hamrcatu TeKCT aBTOPCHKUI 250 ron
apKyIn
28. [lizroTyBaT KOHLEMNL{I0 MEPCHEKTHUBHUX HAmNpsIMiB  PO3BUTKY OJIUH
0i0mioTevyHO1 CrpaBy B perioHi, nepkasi. HammcaTu Teker ABTOPCHKUI 250 ron
apKyIn
29. Po3pobutyi 1inboBi mporpamu Uit Mepexi 6i0miorek (oaHiel 610Ti0TeKH). oM
3,I[II/ICH.I/ITH AArHOCTHKY CHTyaulii, 30BHIIIHIX i BHYTPIIIHIX BILBIB Ha aBTOpChKHii 290 rox
(GYHKIIOHYBaHHA 1 PO3BUTOK Mepexi O0i0miorek (omHiei OiOmioTexn).
Bupobutn pekoMenarii, pimenns. Hanmmcaru Teket aprym

Ipumimru: Hopma Yacy Ha CKJIaJIaHHs IPOTPaM, METO/IHK, IHCTPYKIIN TA€ThCsl Ha IOCIITHULIBKUI KOJEKTUB. [ OJIMHI NPAIICBUTPAT PO3MOALISIOTHCS

MDK BUKOHABISIMH 3aJICKHO BiJ] iX HAaBaHTAKCHHSL.

Jlo nporecy HiArOTOBKU PYKOITHCY JI0 IPYKY BXOJIHTb: 3/1a4a PYKOIUCY HAyKOBOMY PEAaKTOpy, 0OrOBOPEHHS y Bijiii,

Ha HayKOBIH pajii, JOONPamIOBaHHS PYKOIIHCY.

2. HaykoBo-meToau4yHa podora

miICyMKaMu OOTOBOPEHHSI

Tabnuys 12
Homep Haspa npouecy, onepauii. Onnanus Hopma uacy
HOPMH 3micT poboTH BUMIipy
1. 2. 3. 4.
IlinroToBKa METOAUYHOr0 NMOCIOHNKA, peKOMeHIamiii
ITpuHIMIIOBO HOBA PO3POOKA TEMH
1. BuBuuti TeMy, YTOYHHTH 4HTAIbK€ Ta IIbOBE MPU3HAYCHHS
nociOHuKa, pekoMeHaamiid. 3aidcHuTu 6i0miorpadiuHe omparroBaHHs OJIUH
TeMd. BHBUNTH HOPMATHUBHO-3aKOHOJABYY JIOKYMEHTAIlIF0, BUSBHUTH | aBTOPCHKHIA 350 ron
iH(opMaIlito Ipo BU3HAYEHY TEMY 3 JIOCBiy pOOOTH BITYM3HSIHUX Ta apKyII
3apyOiKHHX 010J1I0TEK, MiATOTYBATH TEKCT
2. CknacTd TPOCHEKT BHJIAaHHS, OOroBOpUTH. JloompamroBaTé Micis
po0OTH 3 HayKOBUM pEAaKTOpOM, PEKOMEHJAallili Ta 3ayBa)KEHb. O 16 ron
3aTBEpAUTH IPOCTIEKT TPOCTIeKT
Monudikanisi pa”inie po3pooJieHoi TeMu
3. BusiBuTH Ta BUBUMTH HOBi JOKyMEHTH i HaKOMWYeHUH OibmioTexkamu
JIOCBIJI Ha TeMy IOCIOHMKA, PEKOMEHMAIIN; YTOYHHTU THIPOCICKT, OJIMH
BHECTH 3MIHM 3TIHO 3 JOCATHCHHAMH O101i0Te4HOi Teopii Ta | apropchuil 170 rox
MIPAaKTHKY;, MIATOTYBATH TEKCT Ui OOTOBOPEHHS; IOOIPAIIOBATH 3a apKyII

Po3po0ka nokyMeHTIB, 10 perjJaMeHTyIOTh NisJIbHICTh 0i0ioTek,
NOJIOKEHb,  IHCTPYKUiil, NPOEKTIiB  IOCTAHOB, CTATYTIB,
32KOHOJABYMX AKTIB'

! Ilo HOpMH Yacy OpH CKIaJaHHI JOKYMEHTIB, IO PErIaMEHTYIOTh AisUTbHICTh PECITyOIiKaHCHKUX, OONACHUX Oi0IIiOTeK,
3aCTOCOBYETHCS i IBUITYBaILHUHN KoedimieHT 1,15.
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HpI/IHIII/IHOBO HOBA TeMa

4. BusiBuTH, BUBYMTH 1 MpoaHaNi3yBaTH 3aKOHOJABYi Ta HOPMATUBHI OJIMH
JOKYMEHTH 32 TEMOK, HaImucaTH TEKCT TMPOEKTY HOKYMEHTa, | aBTOPCHKUM 340 ron
00TOBOPHUTH, TOOTIPAIIOBATH TOKYMEHT MiCJII 0OTOBOPEHHS aApKyI
5. [IpoBecTn amnpobariito TOKyMEHTIB Ha 0a3i BU3HAYCHUX Oi0ONIOTEK, OJIMH
y3araJbHUTH OTPUMaHI Pe3yJbTaTH Ta MPOMO3HMIIii, MATOTYBaTH JJIS | aBTOPCHKHIA 170 ron
3aTBEPKEHHS apKyII
Monudikanisi pa”ine po3po0dJieHOro 10KyMeHTa
6. I[NpoaHasizyBaTy Ta OLIHUTHA AOKYMEHT; 3AIHCHUTH MOMIYK 1 BigOip HOBUX o
YUHHUX JIOKYMEHTIB 3a TEMOI; BHECTHM 3MIiHHM B TEKCT JOKYMCHTa, .
. o ABTOPCHKUI 160 rox
0OTrOBOPHTH, JTOOTPAIIOBATH 3a IMiACYMKaMH OOTOBOPEHHS; INirOTyBaTH apKym
JIO 3aTBEP/KCHHS
7. Po3pobutr MeTonu4Hi peKoMeHaamil, iHCTPYyKLii, IJIaHu 3 YIPOBaLKEHHS OJIMH
HOPMaTHUBHOI Ta PEIIAMEHTYIOUOi JOKYMEHTalil; MiAroTyBaTd [0 | aBTOPCHKUI 275 ron
myOmiKarii apKyI
Po3podka 06ikoBux opMm, 3pa3kiB TadIMIb
8. YTOYHUTH TIpeAMET, 00’ €KT, 3MiCT 00J1iKOBOT (hopMu, BiniOpaTn MoTpiOHI
MOKa3HUKH, PO3POOMTH MakeT oOMikoBOI (opMHu, OOTOBOPHUTH, OfHH
MiATOTYBaTH [0 3aTBEPPKEHHS; PO3POOMTH TAaOMHII HOBOTO 3pasKys; ABTOPChIHH 150 ron
CUCTEMATH3YBATH 1X aprym
9. CrJtacTi peKOMEH/aIlii 100 BIPOBAIKEHHS CTATUCTHYHUX (OPM Yy OJIMH
MIPaKTUKY aBTOPCHKUI1 120 roxg
apKyIIl
AHAJIi3 CTATHCTHYHHX TAHUX
10. 3milicHUTA 30ip CTATUCTUYHMX [IAHUX 3 TIONEPEHBOI0 3BIPKOK 13
MEPBUHHUMH OOJIKOBUMH JIOKyMEHTaMH Oi0JiOTEeK, M0 3HAXOMSATHCS Y %ﬂHa 1-2 Ton
cdepi METOIMYHOTO BIUTUBY TADIHI
11. 3armoBHUTH CTATUCTWIHI TAOIHITI o1Ha
2-4 roxn
Ta0IUIA
12. [IpoBecT BiAMOBiAHI MiAPAXYHKH: MiJCYMKOBHX JAHWX Ta BiJHOCHHX OJIHA 2 rox
IMOKA3HUKIB TaOIUIA
13. V3aranpHUTH CTaTHCTHYHI JMaHi. [linroTyBaTé 3BemeHHMH MOKYMEHT IS oJTHa 4 1o
3anoBHEHHs (POpPM JIep)KaBHOI CTATHCTHYHOI 3BITHOCTI Ta0JIUIISL
14. [linroryBati BUIAHHS IOJO 3BENEHUX CTATHCTUYHHX JAHUX JiSUTBHOCTI OJIMH
miaBigoMunx 6i0moTek. HamucaTy mepeMoBy, TEKCTOBHI KOMEHTap aBTOPCHKUI 80 rox
apKyIil
IlinroroBKa NUCHLMOBOI KOHCYJIbTAlLlil, METOIMYHOIO JHCTA
15. BusButy 1 mpoaHamizyBaTH JOKYMEHTH 3a TEMOIO; BHBUUTH Ta 05
y3araJlbHUTH AO0CBiA poboTH 610Mi0TeK; HAaMMCATH TEKCT KOHCYIbTaLil, ’ N
METOJIUYHOTO JIUCTA; MiITOTYBAaTH 10 0OTOBOPEHHS, JIOOIPAIFOBATH 32 aBTOPCHKHH 170 ron
MiJICYMKaMu 00TOBOPEHHSI; MMiJITOTYBATH J0 JAPYKY apKyHI
IlinroroBKa OrJasiay AisvIbHOCTI 0i0J1i0TeK 32 IEBHOI TEMATUKOIO
16. YTOYHHUTH TEMy OTJISITY, BU3HAYUTH XPOHOJIOTIYHI MEXi; BUSIBUTHU JI0- -
KYMEHTH, BiIOpaTH 1X, BUBYMTH, IIATOTYBAaTH CTATUCTHYHI Ta6n'1/1u1; aBTOPCHEHIE 180 rox
MpOoaHalli3yBaTH; HAIMCATH TEKCT; OOTOBOPUTH, JAOOMPAIFOBATH ITiCISA
00roBOpEHHs apiy
PenensyBanus HAYKOBHX, METOIMYHUX, indopmaniiiHux
MarepiajiB
17. HpO‘{I/I.TaTI/I Martepiai, 1o PelIeH3YeThCS. OuinuTH Horo B LI'iJ'IOMy Ta o
OKpEeMi YaCTHHHU, BCTAHOBUTH Bi/IIOBIHICTh YHTALLKOMY 1 IITLOBOMY JIOKYMeHT 15 ron
MPU3HAYCHHIO, HAYKOBUM 1 METOAMYHUM BHMOI'aM
18. Hamucatu peuensiro 0,25
aBTOPCHKUI1 15 rox
apKyII
ITinroroBka nomosixgi
19. [liniOpatn Ta BUBYMTH MaTepiaiid: AOKYMEHTH, CTAaTHCTHYHI NaHi, OJIMH
nyOnikamii B mpodeciiiniii npeci, iHpopmanii, 3BiTH, 1HIII JKepena, | aBTOPCHKUI 160 ron.
HAITUCATHU TEKCT JOMOBIIl aApKYyII
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IlinroroBKa Jgekuii, KOHCYAbTALIT

Po3poOuti mnaH Jexuii, KOHCYnbTalii, mixibpaT, BUBUNTH Marepial.
CKJIaCTH CITHCOK JITEePaTypH A0 JICKITii, KOHCYIbTalli. HarmmcaTw TekcT

20. [TepBuHHa seKIis ozHa 95 rox
JICKITis
21. [ToBTOpHA NEKLis 3 ypaxyBaHHSIM HOBOTO Matepiaiy ofHa 15 rox
JIeKITist
22. [lepBuHHA TPyIIOBa KOHCYIIBTAIIIS oHa
KOHCYJIBTa- 25 rox
misg
23. [ToBTOpHA TpyIIOBa KOHCYIBTAIIIS 3 ypaXyBaHHSIM HOBOTO MaTepiany oHa
KOHCYJIbTa- 10 rox
misg
24. VYcHa iHIUBiAyadbHa KOHCYIbTALlS oJlHa
KOHCYJIbTa- 1 ron
misg
25. IligroryBaTi BiAIOBIAL HA JUCT OJIMH JIUCT 8 rox
26. [lepernsin HOBUX HagXOKEHb 3aKOHOJABUMX Ta HOPMATHBHHX
JMOKYMEHTIB. 3IiliCHATH TOIIyK y Mepexi Internet. — | Toj momHs
dopmMaTyBaHHS TEKCTy Ta BBEJIEHHA y 0a3y JaHUX
BIIITLTY
InauBigyadpHe TiABUIICHHS KBaTi(hikalliil IpaliBHUKIB 0i0Ii0TEK:
27. 31 CTa)KeM POOOTH MTOHAMT 5 POKIB rOJINHA 1 ro;/THXACHD
28. MOJIOJIi CHeIiaJiCTH TOJMHA 2 TOJI/THXKIEHBb
IlinroToBKa TpeHiHry, MalicTep-KJIacy
29. BI/I3Ha‘-I.I/ITI/I MeTy i 3aBJIAHHA  3aXO7y; po3pobut  mpoOIeMHY OJLHH 3aXix 40 rox
CHUTYAIIiI0; COPOTHO3YBaTH OUYiKYBaHi pe3ylbTaTH
IigroroBka MyJbTHMeIilHHOI Npe3eHTaIlil
30. Criiacty Te3u, migiOpatu Ta BinckanyBatu (otorpadii, odhopmutu OHH CTaii | ron
crnaiiau npeseHTtanii y nporpami Power Point
IIpoBeeHHs IPAKTHKYMIB, CTa:KYBaHb, METOAUYHOTO THS
[Ipaktukym (7-10 pHiB). Bu3HauWTH Temu, 3aBIaHHS, BIPABH.
[MigroryBatn 6a3y s mpoBeaeHHs. CkiacTé Trpadik i YTOUHHTH
TEpMiHH [IPOBEICHHS 3aHSITh
31. ['pynoBuii npakTuKym OJIVH 45 rox
TPaKTHKYM
32. [HuBiTya bHAN PAKTUKYM OJIVH 40 ron
HPAKTHKYM
Craxysanas (7—10 mHIB). YTOUHHTH TepMiHU TIPOBEACHHS CTaKyBaHHS.
BusiButy mitepatrypy 3 NHTaHHS, MO0 BUBYAETHCSA. CKIIACTH TIpOrpamy i
rpadik cTakyBaHHS, BpPaxoBYIOUHM MNpodeciiHy MiArOTOBKY ClyXauiB.
[TinroryBaTi BUCHOBOK MPO NPOXO/DKEHHSI CTAKYBaHHSI
33. I'pynoBe craxxyBaHHs oHE 55 rox
CTaXyBaHHSA
34. [HnuBimyanbHE CTaXKYBaHHS OJIHE 45 ron
CTa)KyBaHHS
MeToagnyHuil 1€HD
35. BusnaunTtn Temy, 3aBAaHHS, BIpaBU. BUABHTH IiTepaTypy 3 TEMH, oHE 40 ron
CKJIACTH MIPOTPaMy 3aHATTSI
IIpoBeneHHs NPAKTUKYU CTYJIEHTIB BUIIMX i cepeIHiX cnemiaJbHUX
HABYAJIbHHUX 3aKJIa/iB
36. [linroryBat; # opraHisyBaTd TMpakTUKy CTyfaeHTiB (@0 30 mHiB). OJTHa 90 ron
Po3pobuTr miaH TPaKkTUKH, TOTOMUTH KHOr0 3 KEPIBHUKOM MPAKTHKW | MpPaKTHKa

(MpencTaBHUKOM HaBYANBHOTO 3akiamy). Cxiactu rpadik BiIBigyBaHHS
CTPYKTYPHHUX MiApo3fitiB. OpraHi3yBaTd NpakTH4HI 3aHATTs. [linduTtn
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MiCYMKH NMPakTHKU. CKIIaCTH XapaKTePHUCTUKH MMPAKTHUKAHTIB

HpOBeHeHHﬂ MPAKTHYIHOI0 3AHATTH

37. [ligroryBatnn mpakThdHi 3aHATTS. CKIacTH 3aBIaHHSA 3 BUKOHAHHS
010J1I0TETHOTO Tiporecy, SIKHH BHBYAETHCA, po3p061/1T.1/1 KOHTPOJBHI ONTHE 20 rox
3alUTaHHs, MIATOTYBAaTH TEMATHMYHWA CIHCOK JIITEpaTypud Jio 3aHSTTS
3apnanHs. Hamucaru te3u
CkJajjaHHsl HABYAJIBHOI IPOTrpamMu
38. Busnauntn cxman cmyxadiB. CKIacTH TeMaTHYHWH TUTaH, YTOYHUTH onia
nopsiioK  HaB4yaHHS. [ligroryBatu PEKOMEHJIAIIiHI  CIIUCKU 105 rox
JiTepaTypu 3a TeMamu nporpamu. OOroBOpUTH MporpaMmy fporpama
BigBinyBanus 0i0mioTexk, BHi3AM Yy BiIpsiA:KeHHS 3 MeETOI0
BHBYEHHS POOOTH i HAJAHHS METOAUYHOI TOTIOMOT'H
39, [TimroryBarucs 10 Bips/HKEHHS. Y TOYHUTH TEPMIHH 1 METY BIIPS/KCHHS, OJHE Bia- 16 rox
O3HAMOMUTHUCS 3 HASBHUMH JIOKYMEHTAMH Ta MarepiaiaMH MONEPEAHIX | PSKCHHS
BUI3iB 1 mybmiKartii y npeci. Ckiaactv mporpamy (T1aH) BiIpspKEHHS
41. [lixroTyBaTH NOBIAKY 32 HACIIIKAMH BiIPSIKEHHS OJINH 32-40 ron
aBTOPCHKUI
apKyIII
40. OOroBOPHUTH PE3YIBTATH BiIPSIIHKESHHS OJTHE BiJl- 4 Ton
PSDKEHHS
42. CKJ1acTi aBaHCOBUI 3BIT OJIMH 3BIT 1rox
6.3 HaykoBo-0i0s1iorpagiyna podora
Tabnuys 13
Homep Ha3zBa npouecy, onepaiii. Onunnust Hobma qac
HOPMH 3micT podoTHn BUMIpY P y
1. 2. 3. 4.
CkianaHHa pexkoMeHaaniiiHoro OidmiorpagiyHoro mnocioHmka:
MOKAKYNKA, OTJIAAY, Oeciau, 1oOBiTHNKA
1. Bu3HAYUTH TEMATUKY Ta aJpecHicTh nocionuka'. Bussutu i BiniOpatu
nokymeHTH. CKJIacTH KapTOTEKy MEpBHHHOTO BiAOOpY ITOKYMEHTIB.
OsHnatiomutucs de-vizo 3i 3MicTOM BiZiOpaHOi JliTepaTypu.
[Timiopatn Ta 03HAHOMHTHCH 13 PENCH3ISAMH, KPUTHUIHAMH CTaTTSIMHU.
Po3pobuty, HanucaTu Ta OOrOBOPHUTH MPOCHEKT. I[IpOKOHCYIBTYBATHUCS
31 CIemiancTaMu. OIVH
3pobutn Oibmiorpadiuni omucu gokyMmeHtiB. Hammcatn asotaumii | aBTopchkuit | 250-300 rox
PEKOMEHIAIIIHOIO  XapakTepy, BCTYI, IEPECIMOBY. apKyII
CrtpykrypyBatn Matepiai. [ligroryBaTd JOTOMIXHI
MOKAKYMKH, JIOJATKH, migiopaTu iTroCTpartii.
[ligroryBaTi KOMeHTapi, IPUMITKH.
OOroBopuTH TPOEKT ToOciOHMKa. JloomparfoBaTy  3rigHO i3
3ayBa)KCHHSIMU

ITigroroBKa HAYKOBO-/10IIOMiKHOT0 MOKAKYUKA, MOCIOHMKA

Bupuutn temy. Po3poOutn mpocrekt (3a moTpedoro - po3MUpeHHii) 3
IHCTPYKI[ISIMU, METOJIMYHUMHU pEeKOMeHIalisMu. BusButu 1 BigiOpatu
JOKYMEHTH, Y T.4. iHO3eMHUMH MoOBaMH. O3HaOMHTHCS 31 3MiCTOM
BiZIiOpaHoOi JTiTepaTypH, 3 peUeH3i1AMH, KpUTUIHAMHA CTATTAMU. 3pOOHTH
6iomiorpadiuni omucu. Cximacth KapTtoTeKy. Hammcatu aHortamii 9m
OPUMITKH JIOBIIKOBOTO XapakTepy. Bu3HauuTu BimoMocTi uis
BiJOOpaXe€HHS y AONOMDKHMX TMOK)XKYMKaX. 3TPYIyBaTH 3allcH Y
Mexax posainiB. Hamumcatm mepeamoBy. IligrotyBatm JgomoMikHi
MOK&XYMKH, Jofarku. lIpokoHcynmpTyBaThcs 31  CHEIialliCTaMH.
ObroBoputn  pykomuc. JloompauoBaTd  pyKONWC  3TigHO i3
3ayBaKCHHAMU

Cxramaass 0i0morpadhiTHOro NOKKIHMKA;

! Po3po6Kka mpoCHEeKTy MOCiOHMKa AUB. po3ain «HaykoBo-xociigaumnbpka po6ota». HopMu gacy Ha pefaryBaHHs JUB. PO3 LT
«PenaryBaHHS pyKOIIHCIBY.
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2. AKTyaJIbHOI TEMATHKU OJIMH
aBTopchkuil | 250-300 rog
ApKYII
3. VHIBEPCATLHOTO 3MICTy OJIVH
aBTopchkuil | 280-330 rog
ApKYII
4. PETPOCIIEKTHBHOTO XapaKTepy ovH
aBTopchkuii | 380-400 rog
aApKYyII
Ckiaianss 3Be/IeHUX KATAJIOTIB KHHKKOBHX ITaM ITOK
5. Po3pobutit  mpocnekT.  BWSBATH  KHIDKKOBI  TTaM SITKA.  3pOOHTH OJIMH
6i6miorpagiuai onmcu. CKIacTH JOBIOKOBHM amapaT — JOMOMDKHI | aBTOPCHKHN 350-400 roxg
TIOK&KUYMKH, JOJIATKH, TTIOICHEHHA Towo. HanmcaTu Betyn apKyII
IinroroBka aHoTOBaHOr0 pexkoMeHAauiiiHoro 6id.iorpadgiuynoro
CHHUCKY
6. Buznauntn Temy. BusButm 1 BimiOpatm mokymeHT. 3pobutu OJIMH
0i0miorpadiuni onucu. 3rpynyBaTd Marepiai. Hanucatu | aBTOpchKHit 80 rox
BCTYII ApKYII
CkJ1a1aHHA TeKCTOBOI ekcnpec-iHgopmairii
7. BusiButy 1 BimiOpaty HallOUTBI aKTya bHI JTOKYMEHTH NEBHOI TEMAaTHKH, OJIMH
CHCTEMaTH3yBaTH Ta CTHUCIO mpopedepyBaT iX, MiAroTyBaTH 10 APYKY | aBTOPCHKUHN 40 ron
TEKCT 3 0i0morpadiyHIMU OITMCAMH IOKYMCHTIB apKyI
Crnananns 6ioJiorpadiunoro 3anucy (omucy, aHoraitii), pedepary
8. Cxracta 6i6J?iOI’pa(1)i‘IHI/II‘/‘I 3aIiC: BUBYUTH JTOKYMEHT, CKJIACTH 3arOJIOBOK OJIMH 47 xB
OIIHCY, TIEPEBIPUTH 3aKC, BHECTH BUIPABJICHHS 3aIuc
CkJacTu aHOTAIlil0: BUBYUTH Ta MPOAaHANI3yBaTH AOKYMEHT, HallucaTh
TEKCT aHOTAIll:
9. JI0 KHUTHU oIlHa . 8-10 rox
aHoTawis
10. 0 CTaTTl oJIHa . 3 ron
aHoTaIlis
11. Cxmactu pedepar: BUBUATH Ta TMPOAHATI3yBaTH JOKYMEHT, Ha SKHMA OJIMH
CKJIafaeThes pedepar, HamMCaTH TEKCT, BHECTH BUIPABICHHS pedepar 12-16 ron

Ipumimxka: Hopmy yacy Ha ckinaganHs 6i0miorpagidHOro nociOHMKa MojjaHo 3 po3paxyHKy poOOTH aBTOPCHKOTO KOJIEKTHBY.

6.4 HaykoBo-oprani3amniiina pooora

Tabnuysa 14
Homep Ha3zea npouecy, onepamii. OauHnns HobMa uac
HOpPMH 3mMicT poboTn BUMIpY P y
1. 2. 3. 4.
IiaroroBka i npoBeieHHsI HAYKOBO-NPAKTHYHOI KOH(epeHuii
1. CxlacTy TWIaH MiAroToBKM. BU3HAYMTH CKiaz OPrKOMITETY Ta YJaCHHUKIB
koHpepentyi. Po3pobutr 1 3aTBepIUTH TIpOrpaMy, CKJIACTH TEKCT
3anporreHHs. OpraHizamiiHi 3axonu (MOTOYHMH 3B’S30K 3 y4aCHHUKAMH,
pO3CMIIKa  3ampolleHb, MarepiaiB Ta iH.). Bupobutu mpoekrt
pexomenmamiin. IliagroryBatm wmatepiamu Ais  po3madi  ydacHWKaM | OJIMH 3aXif 220 rox
diHaHCOBO-TOCTIONApChKe  3a0e3rieucHHss KoH(epeHiii  (odopmieHHs
IUIATDKHUX JIOKYMEHTIB, 3YCTpid YYaCHHKIB, PEECTpallis, PO3MILICHHS B
roreni Ta iH.). Y4acTp y 3axoii. AHaJi3 Ta OIliHKa poOOTH KOH(EpEHIIil.
ITigOuTTS TiICYMKIB
2. 3i0paty Te3H JIOTOBIJICH, MiATOTYBATH JIO BUJIAHHS OJINH
aBTOPCHKUI 80 rox
apKyII
IlinroToBKa Ta mNpoBeleHHHA ceMiHApy, 3acilaHHS 3a «KpYIJIUM
CTOJIOM)
3. BusHaunTH yJacHHMKIB, KEpiBHHKA, TEPMIH 1 MicIle TPOBEICHHS | OIWH 3axXif 60 rox
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ceMiHapy, 3acifiaHHs 3a «KpPYTJIUM CTOJOM». Po3poOuTH mporpamy.
3niifichuT  iHpopmManiiine 3a0e3meveHHs (HOTOYHHUH 3B’S30K 3
yY9acCHUKaMH, pO3CHIIKa MaTepiamiB). PeecTpamis yqacHUKIB. Y4acThb y
3axojii. AHaJIi3 Ta OIliHKa CeMiHapYy, 3aCiTaHHs 32 KKPYTJIUM CTOJIOM)

IiaroroBka 3acinanb peakoJerii

4. YTouHNTH JaTy i MOPSIIOK AeHHMH 3acigaHHs. BiniOpatu marepianu mis

00roBOpeHHs, 320€3MeUNTH YIaCHHKIB IXHIMH KortissmMu. [ToBimomMuTH mpo oaHe 11 ron
3acimanHs wieHiB peakoserii. OGhopMUTH MPOTOKOI i pilIeHHs SaclatHA
Opranizania 3acizanp mnpoOJeMHHX KoOMiciii, pax, TBOPYHX
KOJIEKTHBIiB
5. BuzHaunTy mopsAIOK IEHHUH 1 JaTy MPOBEACHHS 3aCiaHHs, YTOUHUTH
CKJIaf YYaCHHKIB. [TinroryBaTn JIOKYMEHTH, oJlHE 20 roxn

opraizariiHi 3axonu (TIOBiJOMJICHHsI TIPO 3acCifiaHHs, | 3acigaHHS
i 0ip MarepiainiB). OGopMHUTH IPOTOKOJI i pillICHHS

IHpumimxa: Tlpu ipoBeeHHI 3aX0/1iB MiXKHAPOTHOTO PIBHS 0 HOPMH Hacy 3aCTOCOBYETHCS ITiABUIIYBATBHIM KoediieHT — 2,0.
Jlo HOpMH "acy He BXOJUTH Yac MPOBEICHHS KOH(EPeHIlil, CeMiHapy, METOIMYHOTO JIHS, 3aCi/IaHHs 32 «KPYTJIIM
CTOJIOM» 1 Yac, TOB’sI3aHUH 3 BUAHHIM MatepiaiiB KoH(epeHIlii, ceMiHapy Ta iH.

7. Pexiiama 0i0s1ioTexku Ta 0i0/1i0TEYHUX MOCTYT

Tabnuua 15
Homep HasBa npouecy, onepaiii. OnuHuus
. . Hopma uacy
HOpMHU 3micT podoTn BUMIpY
1. 2. 3. 4.

Oprani3aiisi MacoBUX 3aX0/1iB

BusHaunTi TeMy, LiTHOBY ayAWTOPIfO, BIAMOBIMaIbHI IMiIPO3IIIH Ta
ocobu. CkiacT MmjiaH MiATOTOBKU Ta MPOBEJCHHS 3aX01y, pO3pOoOUTH
ClieHapid, BU3HAYMTH BHCTYMAIOYUX (KOHCYJIBTAHTIB, JIEKTOPIB,
KopucTyBadiB). [H(popmamiiiHo 3a0e3meynTH TNPOBENECHHS 3aXO0MaY:
PO3POOUTH Ta MPEACTABUTH HAOUYHI (hopMH poOOTH; OPOPMUTH MaKeT
adimi, 3anpomeHHs, MATOTYBaTH Hpec-peni3, iHpopmanito s 3MI.
[ligroTyBaT mHpuUMIMIEHHS Ta TEXHIYHI 3acOo0M JUIS TPOBEACHHS
3axony, Poszicmatm 3ampomieHHs, TPOBECTH PEECTPAIliI0 yJIACHHKIB:
YyacTs y 3axo7i. 3alIOBHATH MACIIOPT MACOBOTO 3aXO0y.

1. Oeciga OJUH
bl A . 4 ron

3axiJ1

2. JTEpAaTypHa roAnHa OIVH
patyp A ar 4 rox

3axin

3. Mpe3eHTallisg, 0OrOBOPEHHS KHUTH OJUH
P 1 P A . 24 ron

3axiJ1

5. JMTEPATYPHO-XYIOKHIHN BeYl OJINH
paTypHO-Xy. p ar 64 Tox

3axin
6. BeYip 3amMTaHb 1 BiAMOBiAEH, YCHUI KypHAa OJIMH 56 10
3axij A

7. ATSIUA PAaHOK OJIUH
A p a . 40 rox

3axin

8. BIKTOpHMHA, KOHKYPC, IPa-II0g0POK OJUH
p YpC, Ip 0P AUl 40 Tox

3axiJ

9. 3acigaHHs KIyoy 3a IHTepecaMu OIVH
I yoy p I . 10 rox

3axin

IlinroroBKa KHM/KKOBHX BHCTABOK

Busnaunti Temy, anpecHicTh, 0OCAT Ta XpPOHOJIOTi4YHI pPaMKH.
[Tigibpatn JIOKYMEHTH, CTaTUCTUYHUH, ¢axrorpadiunuii,
(doToimrocTpaTUBHAN MaTepian, BiAMOBIAHI Kpae3HaBYl JTOKYMEHTH.
Po3poOuTH CTpYKTYpYy BUCTaBKH: Ha3BU PO3.iNiB, HiIPO3ALTiB, LINTATH,
3BepHeHHs, cucreMy mocwnanb 10 JIBA. IligroryeBatu crmcok
npe/ICTaBlIeHNX TOKyMeHTiB. OpraHizyBaTu iH(OpMaIiifHO-peKIaMHy
poOoty 1mogo momysspusainii BuctaBku. [1inOuTu migcymku poOOTH,
3poOuTH 3amuc B OOJIIKOBiIM AokyMeHTarlli. JIeMOHTYBaTH BHCTaBKY,
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MOBEPHYTH JOKYMEHTH JI0 MICIIsl IOCTIMHOTO 30epiraHHs

TemaTuyHi BUCTaBKH 3aranbHO010Ii0TeUHOrO MacTady, OpranizoBaHi
3 donay 610ai0Tekn. KiabKiCTh €KCHOHATIB:

10. o 25 OJIHa
BHCTaBKa 20 ron
11. 1o 50 oJlHa 25-30 ron
BHCTaBKa
12. 51-100 0JlHa
BI/ICI’[[aBKa 30-35 roz
13. 6impmre 100 oJlHa 50 rox
BHCTaBKa
BucraBku 3a MeBHOIO raiy33l0 3HaHb a0O TEMOIO, OpraHi3oBaHi 3
donay Bimniny. KilbKicTh €KCIIOHATIB:
14. 1o 25 oJlHa 10 rox
BHCTaBKa
15. 1o 50 OJIHa 15 roxn
BHCTaBKa
BucraBku, NPUCBAYCHI KHUTTIO Ta MiSUIBHOCTI BUAATHUX JIFOJCH
(«nepconariin). KigbKiCTh €KCIIOHATIB:
16. 1o 10 oJlHa 10 ron
BHCTaBKa
17. 10-25 oJTHa 15 roxn
BHCTaBKa
Oprani3zaiiisi TeMaTUYHUX oM. KiIbKICTh €KCIIOHATIB:
18. no S oHa 30 xB
TTOJTUTIS
19. 5-10 oJlHa 50 xB
TTOJTUTIS
BucraBku HOBHX HamxopkeHb. KibKiCTh €KCITOHATIB:
20. o 25 oHa 45 xB
BHCTaBKa
21. 25-50 oJHa 1 rox 20 xB
BHCTaBKa
22. 51-100 oJIHa 3roxn
BHCTaBKa
IlinroroBKa 10 NPoBeIeHHS PEeKJIAMHHUX 3aX0MiB
Pobora i3 3acobamu MacoBoi iHpopmartii (3MI)
23. [ligroryBatn  makeT  JOKYMEHTIB  (mpec-peii3,  3alpolleHHs, | OJWH 3aXil 12 ron
OTOJIOIIEHHS) /I NPOBEACHHS MacOBOT0 3aX01y
24. [ligroryBaTi CTaTTIO y Ta3eTy, JKypPHAI, BHUCTYIl Ha pajiio, IO ollHa 10 ron
Tese0aueHHIO OO0 AISIbHOCTI 010110TEKH CTaTTA,
BHCTYTI
25. [MigroryBatu i mpoBecTH Npec-KOH(EPEHIIII0 U )KYPHATICTIB MIOA0 | OJHA Ipec- 8 rox
KOHKPETHOTO 3axOJly 4YM JisIbHOCTI  0i0mioTeku  (mpec-pelis, KOH(e-
TTOBITOMJICHHS, 3aIIPOIICHHS) PEHITIS
Haouna pekyiama 6i6jioTeku
26. [ligroryBaTH iakat: po3poOHTH MakeT 3TiJIHO 3 BU3HAYEHOIO TEMOIO, OJIMH 40 rox
QJIPECHICTIO, HATIOBHEHHSIM; 3aTBEP/KCHHS MAKETY, IPYK TIaKaT
27. [MigroryBatn Oykner (mimdip QakrorpadiyHUX 1 CTATUCTUYHHUX OJIMH 60 rox
MatepianiB (y T.4. B apxiBax), ckaHyBaHHS (otorpadiii, po3poOka OykJeT
TEKCTY, MaKeTyBaHHs, po00Ta 3 PeIaKTOPOM, 3aTBEPKCHHS, APYK)
28. [IpoBectn ekckypcito. [lpuitHaTH Ta OQOPMUTH 3asBKH, YTOYHUTH OJlHa 4 ron
TEMH €KCKYPCiH i CKIaJ eKCKYPCaHTIB eKCKypCis

Ilpumimka: Yac opranizarii BUCTaBOK JIITepaTypH, MPOBEICHHS MaCOBHX 3aX0/iB Ta €KCKypCil Y HOpMY 4acy HE BXOJHTb.
Jlo HOpM Yacy 3aCTOCOBYIOTHCS IiIBUIIYBaJIbHI KOe(Dili€HTH: TIPU OpraHi3alii BUi3HOI BucTaBKU — 1,1;

NIPY €KCIIOHYBaHHI Ha BUCTAaBII JIiTEpaTypy iHO3EMHUMH MOBaMH — 1,6.
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8. PenakuiiiHO-BUIABHUYA JiJILHICTEH 0i0TioTeKH

8.1. PeqaryBanusi pykonucis

Tabauua 16
Homep Haspa npouecy, onepauii. OnuHuus Hopma uacy
HOPMH 3micT podoTn BHMIipy
1. 2. 3. 4.
PenaryBaHHsi HAYKOBHX i MeTOAMYHUX MaTepiatiB
IlepeBipka Ta BUNpPaBICHHS PYKOIHUCY y HPOLECi MiATOTOBKHU HOro
0 JAPYKY: TPUBENCHHS TEKCTY Yy BIANOBIAHICTE 13 YHHHUMU
JNiTepaTypHUMH HOpMaMH, (OpPMOIO Ta WLITLOBUM TNPU3HAYCHHSIM
BUJAHHS Ta iH. Y3TOMKEHHS 3 aBTOPOM BHECCHHX BUIIPABJICHb
1. PenaryBanns MoHorpadii, 30ipHHKa HayKOBHX IIpalb, HAyKOBOTO OJTMH
3BITY, MPAKTUIHOTO IMOCIOHMKA aBTOPCHKUI 60 Tox
apKyII
2. PenaryBaHHs METOJUYHUX MaTepialliB: MOCIOHHKIB, PECKOMEHAIIiH, OJINH
IHCTPYKTUBHO-METOJIUYHHUX  JIUCTIB, KOHCYIBTAIliH, OTJISIAIB | aBTOPCHKUI 60 rox
JUSUTRHOCTI 610JT10TEK, peleH3ii Ta iH. aApKyII
3. PenaryBaHHs JIOKYMEHTIB, 10 PErJIAMEHTYIOTh JisSUIbHICTH 0i0JIIOTEK: OJINH
CTaTyTiB, MOJIOKEHb, IHCTPYKIiH, MPOEKTIiB MOCTAaHOB, 3aKOHOJABYMX | aBTOPCHKHM 48 ron
aKTiB Ta iH. aApKyII
4, PenaryBanns cTaTHCTHIHUX TaOIHIb, HOPM OOITIKY, 3pa3KiB Ta iH. OJIiH
aBTOPCHKUI 40 rox
apKyII
5. Penarysanns marepiaiB KoHGEpPEHITiH: TONOBIiIeH, TOBIIOMIICHD Ta iH. OJIiH
ABTOPCHKUI 40 rox
apKyII
PenaryBannsi pexomMenganiinux 0Oi0siorpagiyanx mociOHUKIB,
PeTPOCIEKTUBHUX HAYKOBO-I0NOMiKHUX MOKAKYUKIB,
aHAJITHYHHUX OTVISAIB, 10BiIOK, pedepaTiB, aHoTaNLii
6. PenaryBannss pexoMeHpaniiiHoro 06i0miorpadidHoro mociOHuKa: OJIMH
TEMaTUYHOTO OKAXKYHMKA, OTJIIY ABTOPCHKUI 50 roxg
apKyIl
7. PenaryBanHs peTpOCIIEKTHBHOTO HAYKOBO-JIOMIOMIKHOTO MTOKAXIHKA OJUH
aBTOPCHKUI 38 rox
apKyII
8. PenaryBanHs aHaNITHYHOTO OTJISAY, JOBIAKH, pedepaTy, 3BEICHOTO OJIMH
pedepaTuBHOTO OTJIsiLy, eKcpec-iHpopmallii, aHoTarii aBTOPCHKUH 20 rox
apKyII
9. Penarysanns 6i6miorpadivnoro 3amucy OJIMH 4 B
3aIuc
10. KoHTponbHe penaryBaHHs: BHUYUTYBaHHS PYKOINHUCY, KOPEKTyBaHHS, oJlHa 7 xB
BUSIBJIICHHS] MOKJIMBUX IOMHJIOK Ta HEAOJIKIB CTOpiHKa
Ipumimka. Ilpu penaryBanHi 3MIiIIAHOTO TEKCTY 0 HOPM 4acy 3aCTOCOBYETHCS ITiIBUIYBaNbHUN KoediieHT 1,1
8.2 Ilepekiaa Ta 10ONPANIOBAHHSA IPYKOBAHUX TEKCTIiB 3 iHO3eMHOI MOBH
YKPAIHCBKOI0 TA 3 YKPAIHCHKOI iHO3eMHUMHU MOBAMHU
Taonuys 17
Homep Haspa npouecy, onepauii. Onnuuus Hopma uacy
HOPMH 3micT poGoTH BUMIpY
1. 2. 3. 4.
IMepekaa TEKCTY 3 iHO3eMHHX MOB YKPAiHChKOI)
UuTaHHsA OpUriHally, aHalli3 TEKCTy, PO3MiTKa HOro 3 BHSBJICHHSIM
CKJIQJIHUX TEPMiHIB, TPAMAaTUYHUX KOHCTPYKIIiH, IEKCHYHUX 3BOPOTIB,
[IEXOBHX 1 YKAPTOHHUX TEPMiHIB
1. 3niiCHUTH MOBHUI MUCHMOBUH TIEPEKIIa OJIVH 40 roxg
aBTOPCHKUH
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apKyIll
2. 3niiCHUTH CKOpOYCHUH CcbMOBUi niepekian Bia 30 g0 50% OJINH
aBTOPCHKUM 30 rox
apKyII
3. 3niicHUTH BUOIPKOBHIY TUCHMOBHUH TEpEKIal OJINH
aBTOPCHKUI 28 rox
apKyII
Ilepekyiag TEKCTY 3 YKPAIHCHLKO0I MOBH iHO3eMHUMHU
4. 3nifCHUTH MTOBHUI MUCHMOBUH TICPEKIIa/ OJIMH
ABTOPCBKUI 37 ron
apKyII
TepmiHosoriuna po6oTa npu BUKOHAHHI MHCEMOBOTO MEPEKIATY
5. Bimmykaty 3a3HaueHi B opuriHani HesHadomi abo He3posymini
TEPMIHM 1 CKOPOYCHHS Y CIIOBHUKOBO-JIOBIJKOBIil JjiTeparypi. OJIMH
[TiniOpaTi  BiANMOBIZHWI TEPMiHYy EKBiBAJIEHT, pO3MHU(pPyBaTH TEpMiH, 22 xB
CKOPOYEHHS CKOpPOYEHHS
1. 2. 3. 4.
KoncyasbTanis 3i cneniajgicramu
6. 3’sicyBaTH MPaBUILHICTH BUKIIATy YAaCTHH TEKCTY 3a Majo3HAHOMOIO oJTHa 40 xB
TEMATHKO0. Y TOYHHUTH BiJIITOBITHICTh MEPEKIIATY 10 OPUTIHATY KOHCYIIBTAITiS
Cxaananns 6ioJiorpadiunoro 3anucy
7. Cxutacti 6i0miorpadiyHmii 3amuc mepekinany 3a JaHWMH, B3STHMH 3
OJIUH OIHUC 12 xB
TUTYJIHHOTO apKyIIa MepPeKIaay
BuuutyBaHHs i KOpeKTypa nepekjaany
8. [lepeBipuTH TPaBWIBHICTH PO3TAIIyBaHHS BiJIPYKOBAHOTO TEKCTY. OJIMH
3BipUTH 3 PyKONHCOM. 3IiHICHUTH IPABKY aBTOPCHKUI 4 rTox
apKyIIl
Ipumimka. Hopmu yacy nepen0adyaroTh Mpyu BUKOHAHHI MEPEKIIAIIB 3 iIHO36MHOT MOBHU 200 IHO3EMHOIO 3aCTOCYBaHHS

MiBUIYBAITBHOTO KoedimieHty 1,3.

8.3 JlonomixkHo-TexHiYHA podoTa

Tabnuus 18
Homep Hassa npouecy, onepamii. OJII/IH.HIISI Hopma uacy
HOpMU 3micT podoTH BUMIpY
1. 2. 3. 4.
PoGoTH, siKi BUKOHYIOTbCA Ha APYKAPChbKill MammHi
OTprMaTH aBTOPCHKHUI OpHUTiHAN, O3HAMOMHUTHCS 3 HUM, HAJAPYKyBaTH
TEKCT:
1. yepes 2 IHTepBalu oHa 15 xB
CTOpIHKa
2. gepe3 1,5 inTepBamu onHa 20 xB
CTOpiHKa
3. yepe3 | iHTEepBan oHa 25 xB
CTOpiHKa
4. Hanpykysatu Tabnuiro oJHa 30 xB
CTOpIHKA
5. Hanpykysatu 6i06miorpadiuamii 3amuc OJIMH 3aITHC 5 XB
PoGoTu, IKi BUKOHYIOTHCSI HA KOMIT'I0Tepi
6. Beectu Tekct y xoMmm’orep (3OiiCHUTH (QopMaTyBaHHA TOKYMEHTa: omia
BU3HAYUTH TapaMeTpu CTOPIHKM, PO3MIPH iHTEpBaliB, KeTJb . 15 xB
mpudTiB TOIIO) CTOp1HKA
7. HabpaTu tabmuito oJHa 20 xB
CTOpiHKa
8. HaGpaTu 6ibmiorpadiunuii 3anuc OJIMH 3aIHC 5 xB
9. BHectu penakiliiiai mpaBKu oHA 5 xB
CTOpiHKa
10. Po3pyKyBaTH TEKCT HA HPHHTEP] o/iHa 2-7 xB
CTOpiHKa
Bepcranns Tekcry y nporpamax Page Maker, Qwark XPress Ta iH.
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11. BusnaunTtn MakeT BHIAHHS, 3MIACHATH BEPCTKY TEKCTY y BIAMOBITHII OJINH 16 rox
mporpami, ohOPMHUTH TUTYJI, 3BOPOT TUTYITY, BUXITHI JaHi Ta iH. TIPYKOBaHHIA
ApKYII
12. Buuntatn curHanpHMH TPUMIpHUK (BEpCTKY BHAAHHS), BHECTH OJIUH 1 ron 30 xB
MIPaBKH, PO3IPYKYBATH HA MPUHTEPI JIPYKOBaHHUN
ApKYII
IHpumimku: Ilpu apyKyBaHHI TEKCTY Ha MAIIHHII 3 TATHHCHKUM MPUQPTOM IO HOPMH Yacy TOJAETHCS ITiIBUITYBATbHUHA
koedimient 1,3.
"Jac npyky omHiei cropinkm GopMary A-4 3aNeXkKHUTh Bill THITy IIPUHTEDPA.
9. Po6oTa 3 opranisauii npaui Ta ynpasJiHHS
Tabauuys 19
Homep Hassa npouecy, onepamii. O}II/IH.I/IIISI Hopma uacy
HOpPMH 3mMicT poboTn BUMIpY
1. 2. 3. 4.
IlnanyBaHHs po0oTH
3i0paTy, MpoaHali3yBaTH MOTOYHY iH(POPMAIil0; BU3HAYUTH OCHOBHI
3aBIaHHS POKY, YTOYHUTH TEPMiHM BUKOHAHHS 3aBJaHb, BUKOHABIIIB,
HAIKCATH MOSCHIOBAIBGHY 3amucKy. [liArOTYBaTH MPOEKT IUIaHY JIO
OOroBOpPEHHSI Ha BCIX PIBHAX, JOOMNPAIIOBATH IMicis OOrOBOPEHHS.
[TonaTyu Ha y3roKEHHS 1 3aTBEPIKEHHS:
1. wiad 0i0mioTeKku OJIUH 150 rox
IJIaH
2. IUTaH CTPYKTYPHOT'O MiAPO3aLTy OJIUH
60 rox
T1aH
Iloxennuii 06J1ik po60TH B CTPYKTYPHHX HiApo3aijgax 2ron
3BeneHuil craTucTUUHUIA 000K y Gi0JioTeni
[linbutn miaCyMKH 32 OCHOBHUMM  IOKa3HUKaMHU  JisTIbHOCTI
0i0mioTeku 3a:
3. MICSIb OIVH 15 xB
3ammc
4. KBapTal OJIMH 20 xB
3aIuC
5. piK OJIUH 25 xB
3ammc
Cxkiaaganns 3BiTiB
6. [TpuiiHsATH M1aHOBO-3BITHI TOKYMEHTH Bifl CTPYKTYPHUX MiIPO3MIiTiB 3
BHOIPKOBOIO  TMEPEBIPKOI0  BIAMOBIAHOCTI CTAaTUCTUYHHX  JaHUX O 15 xB
TIEPBUHHUAM OOJIIKOBUM TOKYMEHTaM JIOKYMERT
7. CkiiacTl 3BelleHy TaOJMIF0 OCHOBHHX TOKa3HHKIB. [IpoananizyBaTu oJHa | ron
aHi TaOIHIA
CKJTacTH aHAJTITHYHHUHA 3BIT: MPOAHATI3YBATH ISIBHICT MIAPO3IIIIB i
0i0i0TeKH, BIM3HAYWUTH 3MIHM 3a PiK, HANHCATH TEKCT, MOJATH Ha
Y3TOJIKEHHS Ta 3aTBEPKCHHSL:
8. 3BIT 010J10TEKH 3a PIK OJIMH 3BIT 90 rox
9. 3BIT CTPYKTYPHOTO TIIPO3IUTY 32 PiK OJIMH 3BIT 30 ron
CKJIacTH iHOWBITYyaJbHAN TIJIaH, 3BIT IPaIliBHUKA 3a:
10. KBapTam OJINH 8 rox
IJIaH
11. PIK OIVH 16 rox
IJIaH
3BiT nepex KOpUCTYBaYaMHU i HaceJTeHHsAM '
13. BusHaunTi ngaty mpoBeAEHHS 3BiTy, MOPSIOK JEHHUH, 3alpOCHUTH OJIMH 30 ron
KOPHCTYBadiB, HACENEHHs, MPEICTABHHUKIB BIATHUX CTPYKTYp Ta 3axif
rPOMaJChKHX OpraHizamii, mapTHepiB i cnoHcopis. IligroryBatn mpec-

! Yac MMPOBCACHHA 3BiTy nepea KopuctyBadaMu Ta HaCCJICHHAM i Hapaa 10 HOpM YacCy HE BXOUTh.
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pemiz 3 KOpOTKMM 3BITOM, HallUCaTH CLEHapii, y3araabHUTH
3ayBaKEHHS 1 NPOMO3UIII KOPUCTYBayiB Ta >KUTEIIB TPOMajH,
CKJIACTH TIJIAH iX peayizalii. YJacTs y 3axo1i

Iiaroroska BUPOGHUYMX Hapanx'

BusHaunTH OPAIOK IEHHUH, KOJIO YYaCHHUKIB, MIATOTYBaTH KOPOTKUH
BUKJIaJ [UTaHb, 3alPOCUTH YYAaCHUKIB Hapaid, MiAroTyBaTH
TIPUMITIICHHST:

14. HapaJa MpaIiBHUKIB 0i01i0TeKH OJTHa 6 ro
Hapajaa 8
15. Hapa/a NpaliBHUKIB CTPYKTYPHOTO MiIpO3ALTY o/lHa 4o
Hapajaa A
16. oTiepaTHBHA Hapaaa oJTHa
30 xB
Hapajaa
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