MIHICTEPCTBO KYJIbTYPU I TYPU3MY YKPAIHU
HAKA3
29.12.2008 1631/0/16-08

N

(DaTa)
M. KuiB

IIpo 3aTBepa:keHHss TUMOBUX HOPM Yacy
HAa OCHOBHI npouecu 0i0/1l0Te4YHOol podOTH

VY Mexax NOBHOBa)K€Hb BU3HaueHUX [lonoxxeHHssM mpo MiHICTEpCTBO KyIbTYpH 1
TypusMy YKpaiHu, 3aTBEp/KeHUM IMocTaHoBoro KabGinety MiHicTpiB YKpaiHU Bij
08.11.2008 p. Ne 1566 Tta BianosiaHo 10 3akoHy Ykpainu "[Ipo 6i0mioTexu 1 610110TeUHy
cripaBy",

HAKA3YIO:

1. 3arBepautu TuMOBI HOPMH HYacy Ha OCHOBHI Tporiecu 010;110TeyHOI poOOTH, IO
J0JTat0ThCSL.

2. PexomenmyBatu MiHicTepCTBY KyJIbTypH 1 MUCTENTB ABTOHOMHOT PecmyOmiku Kpuwm,
['onoBHOMY ympaBiiHHIO KyJbTypd 1 wMuUCTeHTB KHIBCbKOI MICBKOI JAep>KaBHOI
aJMIHICTpAIlll, yIPABIIHHAM KYJbTYPH 1 Typu3My o0acHuX Ta CeBacTONMOIbChKOI MICHKOT
Jep>KaBHUX aJMIHICTpalliii 3anpoBaauTH THUIOBI HOPMH Yacy Ha OCHOBHI MpOIECH
010J110T€4HOT POOOTH.

3. KepiBuukam HaiionansHoi mnapiamMeHTChKO1 Oi0miorekn Ykpainu, HarionansHoi
616mioTexkn Ykpaiau s gited, JlepxkaBHoi icTopudHoi 016mioTekn Ykpainu, JlepxaBHO1
016mioTekn YKpaiHu JUIsl FOHAIITBA, XapKIBCHKOI JEp>KaBHOI HAYKOBOI 010710TEKH 1MEHI
B.I'. Koponenka, Opecpkoi paepkaBHOI HaykoBoi 0i0mioteku imeni M. T'opbkoro
3a0e3MeunTH BUKOHAHHS BUMOT THIOBHMX HOPM 4Yacy Ha OCHOBHI mporiecu 0107110TedHO1
poboTH.

4. KoHTpo:b 32 BAKOHAHHSM HakKa3y MOKJIAcTH Ha 3acTynHuka Minictpa benu O.I'.

MinicTp B.B. BoBkyH



3ATBEPI)KEHO

Haxka3s
MinicTepcTBa KyJbTYpH i
TYpU3My YKpaiHu
_29.12._ 2008 p.
Ne1631/0/16-08

Tunosi HopMu
Yacy Ha OCHOBHI mpouecu 0i0ioTednoi po6oTu

1. 3arajgbpHa yacTuHa

1.1 TunoBi HOpMH Yacy Ha OCHOBHI Ipoliecu 0i0aioreyHoi pobotu (mam — Hopwmu)
MIPU3HAYCHI JJI1 BU3HAYCHHS IITAaTHOI KITBKOCTI MpAIiBHUKIB 010I10TEK, MJIaHYBaHHS POOOTH,
BHJIaul HOPMOBAHUX 3aBJaHb HaIlIOHAJIBHUX 1 JAep>KaBHUX O010J10TEK, K1 BIIHOCATHCS A0 chepu
yrpaBiiiHHA MiHICTepCTBa KYJAbTYypHU 1 TYpU3My YKpaiHM 1 PEKOMEHIOBaH1 JJIs 3aCTOCYBaHHS Y
nyOniyanx 616110TeKax cdepu BITUBY MiHICTEpCTBa KYyIBTYpH 1 TYpU3MYy Y KpaiHu.

1.2. B ocHOBY po3po0ku Hopm mokiiageHo cTaTUCTUYHI J1aHl, Pe3yJIbTaTH XPOHOMETPaKHUX
Ta MOMEHTHHX CIOCTEPEKEHb, MPOBEICHUX Y XOJ1 ampobailii B HaIllOHAJIBHUX, JCP>KaBHUX,
o0NlacHUX YHIBEpCAJIbHUX HAayKOBHX O010ji0Tekax, B oOjacHuUX Oi0mioTekax s AiTed Ta B
obnacHux OibmioTekax uis roHanTBa. HaszBu mporieciB, omepamiii y Hopmax 3actocoBani
BIJIMOBIHO 10 JCpPXKAaBHUX CTaHAAPTIB Ta MDKIEPKABHUX CTaHIAPTIB, paTH(iKOBAHUX
VYkpainoro.

1.3. Hopmu BCTaHOBIIEHO HA TaKi HANPSAMU JisSIbHOCTI 0107110TEKU:

— TIOMOBHEHHS 010oTeuHoro poHIy;

— 0O16mioreyHa 00poOKa Ta KaTalori3yBaHHS JOKYMEHTIB;
— opranizariis 616;oTeunoro GoHmy;

— HaJlaHHS MOCIIYT KOPUCTYyBauaM;

— HaJlaHH$ JOB1IKOBO-010i0rpadiuHuX MOCIYT;

— HAyKOBa;

— pexmnama 6i0aioTeku Ta 010J11I0TEUHUX TTOCTYT;

— penaxniiHO-BUIABHUYA,

— pobota 3 oprauizariii mpari Ta yrnpaBiaiHHS.

1.4. Y Hopmax BpaxoBaHO 4ac Ha MiJrOTOBYO-3aKIIOUHI pOOOTH, sIKUK cTaHOBUTH 10% Bif
olepaTUBHOTO Yacy. B oxkpemmx Bumaakax g0 HopM 3acTOCOBYIOTBCS —TMiJBUIIYBaJIbHI
KOeiIiEHTH Ta 0OCOOIMBOCTI pOOOTH B aBTOMAaTU30BAHOMY PEKHMI.

1.5. Ha poGoTu 3 po3poOku mporpam, METOJIUK, METOMKO-010i0TpadiyHMX MOCIOHUKIB 32
OJVHHIII0 BHUMIPIOBAaHHS NPUHHATO OJUH JOKYMEHT a00 OJIWH aBTOpChbKHid apkym. Hopmu
BCTAHOBJICHO y T'OJIMHAX, XBUJIMHAX, CEKYHJaX HA OJIHY OJUHUITI0 BUMIPIOBaHHSI.

1.6. biGniorekaM HaJaeTbcsi MpaBO PO3pOOJSATH Ta BIPOBAIKYBATH B YCTAHOBICHOMY
MOPSIAKY BJIACHI HOPMH 4acy, SIKIIO BOHU BIAMOBIAAIOTH O1IBII BUCOKIM MPOAYKTUBHOCTI Mpaili,
ab0 3MICT TEXHOJOTIYHOTO TPOIECYy Ma€ MiABUIICHY CKIATHICTh Ta OIIBIIY JeTani3alliio,
BHU3HAYEHI HIMMU TUTIOBUMHU HOpMaMHU.



I1. Hopmu yacy
HAa OCHOBHI npouecu 0i0/1ioTedHol podoTH

1. IlonoBHeHHs OibaioTeuHoro gouay

Tabauuys 1
Homep Ha3zBa npouecy, onepariii. OnuHuusa Hopma acy
HOpMH 3micT podoTn BUMipy
1. 2. 3. 4.
IHoTouHe kKoMIIeKTyBaHHs 0id1ioTeuHOr0 (QoHIY
1. [lepernsiHyTH KHUTOBHIaBHUYY Ta KHUTOTOPTOBEIHHY 1H(MOpMAIIit0 ofHa 1 xs
MO3HIIis
2. BcranoBuTH raimy3s 3HaHb 1 BUJ IOTPiOHOTO OibioTeri I[OKyMeHTal. oJlHa | xB
BuznaunTti HEOOX1THICTh HOTO TTPHIOAHHS TTO3HUITIS
3. [lepernsin xkapTOTeKH HE3aJOBOJIEHOTO TOMHTY. AHANI3 BiAMOB I onHa 2 X8
BUSIBJICHHS! IOKYMEHTIB, TOTPIOHUX ISl JOKOMIUIEKTYBaHH:I BiIMOBa
4. Bu3HaUNTH KITBKICTH IPUMIPHHUKIB TS 3aMOBJICHHSI oJlHa 1 xB
TIO3HUIIIS
5. OdopmuTH 3aMOBIIEHHS. 3a3HAYATH KUTBKICTh MPUMIPHHUKIB, BAPTiCTh
3aMOBJICHHS, BKa3aTH JaTy O/lHa HasBa 3 X8
6. OdopmuTH 3aMOBIICHHS Ha MPUAOAHHS 3apYOKHUX TOKYMEHTIB OJIMH 1 rox 30 xB
JOKyMEHT
PoGoTa B aBTOMATH30BAHOMY PeKHMI
7. BBecTr 3aMoBIIeHHS B 0623y JaHUX MOTOYHOTO KOMIUIEKTYBaHHS 0JTHA Ha3Ba 3 xB
8. Binpenarysaru BBesicHi y 0a3y JaHUX BiJJOMOCTI ITPO 3aMOBJICHHS 0JIHA Ha3Ba 2 XB
9. Po3apykyBatu 1aHi MOTOYHOTO KOMIUIEKTYBaHHS oJlHa | xs
CTOpiHKa
CTBOpEeHHSI KAPTOTEKH NOTOYHOI'0 KOMIJIEKTYBAHHS
10. O(bgpMpTM KapTKy-3aMOBIICHHS:  33HAYUTH  aBTOPA, 3arojoBOK, oia
BUXI/HI JlaHi, KiTbKICTh 3aMOBJICHHX MPUMIDHUKIB, PO3MOMLT 33 KapTKa 3 xB
CTPYKTYPHHMH MiApo3/iiamMu, 6i0miorekamMu-imisiMu
11. Po3craBuTi KapTKu 3a aOETKOIO TPI3BHIL aBTOPIB a00 3aroJIOBKiB oJlHa 50
BUJIaHb Y KaPTOTEKY MOTOYHOTO KOMIUIEKTYBaHHS KapTKa
CkJ1aiaHHA ONIEPATHBHOIO (MIOTOYHOI0) IJIAHY KOMILICKTYBAHHSA
12. Cknactu mnas popmysanHs 0i6nioTeuHoro GoHIY Ha MOTOYHHUM PiK 3a
KUIBKICHUMK ~ TIoKa3HMKamu.  [ligroryBatu  TaOnwmii:  o0Ocsry OJlHa | rox
HA/JIXO/PKEHb Ta BHUOYTTS, JDKepell KOMIUIEKTYBaHHS, Taly3eBOTO MO3HIIis
CKJIAJly, 32 BUJIaMH, MOBAaMH, KOIITOPHCY BUTPAT
Ilepenniarta nepionMYHUX BHAAHB
13. [NepernsHyTr KaTalord TMEPiOAWYHAX BWJIAaHb, BHU3HAYUTH HAa3BH oJTHa | xB
NEepioIMYHUX BUJIaHb JUIS IEpeTUIaTH Ha3Ba
14. Y?a'l"aJ'H:HI/ITI/I 3aMOBJICHHS BiJ migpo3ainiB OibmioTeku (0i0mioTeK- ome
¢iniii) HAa mepeaIIaTy NepioANYHUX BUIAHb SAMOBJICHEHS 2 XB
15. 3BipUTH 3aMOBJICHHS Ha MEpeAIIIaTy NepioJJUuHIX BUJAHb MIOTOYHOTO
POKY 3 IIEPEIIIIIATOI0 MUHYJIOTO POKY JUIsl BUABJICHHS 3MiH y Ha3Bax Ta oJHe 14 ¢
1iHi. 3poOuTH HEOOXiTHI MO3HAYKN 3aMOBJICHHSI
16. 3BipUTH BUXIOHI JaHi 3apyODKHHUX MEPIOAMYHUX BHUIAHb, SKi
3aMOBIISIIOTHCS BIiepe, 3 0i0aiorpadiyHUMH TOBITHUKAMHU Ta 1HIIUMHU oAme 15 xB
iH(hOpMaIIHIMH JDKEepeIaMu SAMOBJICHHA
17. OdopmuTn 3aMOBJICHHS Ha epeauiary. IligpaxyBaTu BapTiCTh Iepe-
IUTaTH 3 YpaxyBaHHSM JOCTaBKH, 3alIOBHUTH KBHUTAHIII0 aOOHEMEHTa n(i)s;[;?i;{ 3 xB
Ha MepioANYHI BUAAHHS

! lokyMeHT — MatepianbHuil 06°eKT i3 3a(hikCOBAHOIO HA HHOMY iH(OPMALIIEIO Y BUIIS TEKCTY, 3BYKO3AIHCY 60 306PakKEHHSL.
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18.

Odopmutu peecTpauiiiHy KapTKy Uil KapTOTEKM NEPiOJUYIHUX

BHIaHb. [IpocTaBuTH Ha KapTIi iHAEKC, PiK, MEPIOANIHICTD, KUTBKICTh | OJIHA KapTKa 5 xB
3aMOBJICHHX KOMIUJIEKTIB, CUTIIM CTPYKTYPHHX ITiIPO3ILTIB
PoOoTa B aBTOMaTH30BaHOMY peKIMI
19. BrecTyn 3aMOBJICHHS Ha MepiOAMYHI BHIAHHS 10 0a3u JaHUX OJTHA KapTKa 5 XB
20. CkopuryBatu 3aMOBJICHHs. BUBecTH Ha eKpaH CIUCOK MEePiOAWYHUX
BUAaHb. Buecty 3MiHn OJiHa Hazpa 2 X8
JlucryBanHs 3 KHUTOTOPTOBEJIbHUMH oprasizamisimMm,
BHAABHULTBaMH, 0i0J1ioTEKAMH TOIIO
21. CkracTi, HaIPYKyBaTH TEKCT JIUCTa (3aMUTY, TIPETEeH3il), 3apeecTpyBaT y
KHHM31 BHUXIHHX JOKYMEHTiB (IIPOCTABHTH [aTy, MOPSIKOBHA HOMEp, | OIUH JHCT 30 xB
3a3Ha4YXTH HA3BY OpTraHi3allii, KOPOTKO BUKJIACTH 3MICT JIFICTA)
JlokoMmjieKTYBaHHs 0i01ioTeuHoro gouay
22. VY3arajapbHATH 3alUTH CTPYKTYPHUX Migpo3aiiB, ¢imiit LIBC. OJIMH 1 x5 10
BxIto4nTH 3aMOBJIEHHS JO KAPTOTEKU TOKOMILIEKTYBaHHSI JOKYMEHT
23. Cxiactu Oibmiorpadgiuanii 3amuc. 3a3HAYUTH KIJTBKICTh TOTPIOHUX
MIPUMIPHUKIB 1 CUTTIN CTPYKTYPHUX MiAPO3IiTiB O/lHa KapTKa 3 X8
24, Po3cTaBUTH KapTKH y KAPTOTEKY IOKOMILICKTYBaHHSI 0JTHAa KapTKa 5 XB
25. [lepernsiHyTr HAMOBHEHHS CHUCTEMATHYHOTO KaTalIOTy 3a PI3HHUMH
acrieKTaMu (TaTy3sMU 3HaHb, BUJIAMH, POKaMH Ta iH.). 3iCTaBUTH OTpUMaHi onHa 10 ¢
JaHl 3 TEMATHYHO-TUMOJIOTTYHIM (TIEPCHEKTHBHIM) IUIAHOM KOMIDICK- KapTKa
TyBaHHsL. Y TOUYHUTH, BHECTH KOPEKTHBH JIO IJIaHy KOMILUICKTYBaHHS
Binbip noxymenTiB 3 o0oOmMiHHHX doHaiB Oi0adioTek s
AOKOMILIEKTYBAHHA
26. PosrmsHyTH Tipomosuiii  (MeperiIHyTH CITUCKH, KapTOTEKH OOMIHHHX
(hornis 6iOnioTEK), 3BIPUTH 3 KAaTATIOTaMK T KapPTOTEKOKO 10 KOMIUIEKTY- |  onpa Ha3Ba 3 XB
BaHHS 0i0JIOTEKH-OTpUMYBaya, BiiOpaTy moTpiOHI Ha3BH
27. Bini6patu noxymentu de-viso 3 00MiHHOTO (hOHIY OIUH
JOKYMEHT 3 X8
IpuiiMmaHHsi JAOKYMEHTIB, 10 HagliimuiM i3 cynpoBigHMMH
AOKYMEHTaMH
28. [MpuiinsaTu 6aHAEPOII, TOCHIKA onlHa
0aHIePOIIh, 1 xB
MOCHJIKA
29. Poszknacti 6aHmeposti, MOCUITKY 3a eKCIIEAUIIHHUMHU HOMEepaMu OJlIHA
OaHIePOIIh, 30 ¢
MOCHJIKA
30. PosznakyBaTu 6aHmepoIIi, MOCHIKH OJlIHA
0aHIePOJIb, 30 ¢
MOCHJIKA
31. Pozknactn nokymentn 3a andasiToM aBTOpiB ab0 Has3B, 3BIpHTH 13
CYIIPOBITHMM JOKYMEHTOM: BUJIATKOBOIO HAKJIAIHOIO, YEKOM, aKTOM TOLLIO. OlHa
[pocraButh 1iHY Ha BUIAHHI, MiPaXyBaTH KUIBKICTh MPUMIPHUKIB, Ganzepo, 2xB
3arajbHy BapTiCTh IOKYMEHTIB TiocHITka
IIpuiiMmaHHsi [OKYMEHTIiB, IO Hagiimum 0e3 CympoBiTHHMX
JOKYMEHTIB
32. [Mixibparu nokymeHnTu 3a andapitom OZIMH 30 cex
JOKYMEHT
33. Bu3HaunTH 1iHY 32 OIIIHKOI KOMICii Ha OCHOBI Teperisy Npaiicis,
AHAJIOTIYHUX BWJ/IaHb, OYKIHICTUYHOIO KAaTalloTy TONIO, IPOCTaBHTH | OJIHA Ha3Ba 6 xB
L[iHY Ha JOKYMEHTI Ta MiJICYMYyBaTH 3arajbHy BapTiCTh JOKYMEHTIB
34. CkJ1acTu aKkT NpuHMaHHs TOKYMEHTIB OJIMH aKT 10 xB
35. CKJIacTH CTIMCOK JOKYMEHTIB JI0 aKTy OJTHA Ha3Ba 1 xB
36. [IpocTaBuTH mITEMIICTh HA TUTYJILHOMY apKymn Ta Ha 17 cropiHii o
JIOKyMEHTa 36¢
JOKYMEHT




3BipsiHHA JOKYMEHTIB, II0 HAMINIIM, 3 KAPTOTEKOI NMOTOYHOIO
KOMILJICKTYBaHHS

37. 3BipUTH  OTpPUMaHWH  JTOKyMEHT 13 KapTOTEKOI0  IOTOYHOTO OJTHa | xB
KOMIUJICKTYBaHHS, 3p0OUTH MOTPiOHI MO3HAUKU KapTKa
38. [locTaBuTH KapTKy y KapTOTEKy IIOTOYHOTO KOMILICKTYBaHHS 32 oJlHa 25
pO3IiTFHUKOM «BUKOHAHI 3aMOBIICHHSDY KapTKa
IIpuiiMaHHs Ta 00JTiK MEPiOAMIHNX BHIAHD
39. [Tizibpatu oTpuMaHi )KypHaJIU Ta ra3eTd, BIAMITHTH HOMEp, NaTy BH- OJIMH 2 B
JIAHHS B peeCTpaliiiHil KapTii KapTOTeKH 00MiKy NepioANYHHUX BUJAHb | JTOKYMEHT
40. [IpocTaBuTH mTEMITEens Ha IEPIOANIHOMY BHIAHHI OJIMH 18 ¢
JOKYMEHT
CymapHuii 00J1iKk JOKYMEHTIB
41. JloKyMeHTH, OTpUMaHi 3a OJHHM CYNPOBIJHHM JIOKYMEHTOM,
PO3KIIACTH 33  BUJIAMH, Taly3sMH 3HAHb, MOBaMH, n§peBipHTH OJIH | xs
KUIBKICTh Ta BIANOBIIHICTD AOKyMEHTIB. BU3HAauMTH KiNbKiCTh Ha3B. | JOKYMEHT
[TigpaxyBaTu BapTicTh mapTii
42. 3pobutu BiAmoBiaHi 3anucu y Kuuzi cymaproro obumiky (Yactuna I) oIHa
napTist 6 xs
43. [TigpaxyBaTy MOCTOPIHKOBO 3a MO3UIIISIMHU (IO KOJOHKaX) AaHi KHuTH onHa S xp
CyMapHOTro 00Ky, IEPEHECTH PEe3yIbTaTH Ha HACTYIHY CTOPIHKY KOJIOHKa
44, OdopmuTH cynpoBigHHN TOKYMEHT (BHIATKOBA HAKJIaJIHA, aKT TOIIO) oJlHa 15 xB
JUIS TIepeadi B Oyxrantepiro KOJIOHKa
45, 3Biput  (iHAHCOBI  JOKYMEHTH BiIJiIy KOMIUIEKTYBaHHSA 3 OZIVH 2 xB
BiINOBiTHUMU (PiHAHCOBUMH JOKYMEHTaMu Oyxrantepii JIOKYMEHT
InauBinyanabHuii 00J1iK TOKYMEHTIB
46. Odopmuru HOBY IHBEHTApHY KHHTY: HPOHYMEpYBATH CTODIHKH, — | ron
MPOIIUTH, CKPITUTH EYATKOIO
47. [IpocTaBuTH iHBEeHTapHI HOMEPH B iHBEHTapHIN KHU31 oJ1Ha Syn
CTOpiHKa
48. 3anucatv JOKYMEHTH 3a BCTaHOBIIEHOIO ()OPMOIO /O iHBEHTapHOI OJIMH 3 xB
KHUTH JOKYMEHT
49. [IpoctaBuTH iHBEHTapHHUN HOMEp Ha JOKYMEHTI (THTYJIbHAa CTOPiHKa OJIMH 1 xB
Ta 17) JIOKYMEHT
50. OdopMuti  KapTKy IHAMBIAYalnbHOro OOJIKY JOKYMEHTY JJIs
00JIKOBOTO Karajory (3a YMOBOI BeJIEHHS OOJIKOBOTO KaTaJory):
Oi0miorpadiunmii onuc MOKyMeHTa, I[iHAa, IHBEHTapHWUH HOMEp, piK ollHa Syn
Ha/IXOJKEHHsI, HoMep 3anucy B KHU31 cymapHOTro 00Ky, KiJIbKICTh KapTKa
MPUMIPHUKIB, M0 HAMIWNDIK, I1X PpO3MOAUT 32 CTPYKTYPHUMH
migposinamu 6i6morexn abo LIBC
51. 3anucaty 0 XypHaIy peecTpallii kapTok obJikoBoro kartanory 1[Pb
iHBEHTAapHUI HOMeEp, neplie cioBo 3arojoBka (B ymosax LIBC) O/ 3aThe 2le
Po0oTa B aBTOMATH30BaHOMY PeKAMI
52. [lepeBipuTy Ha AYONETHICTH JOKYMEHTH, IO HAMIWIUIH, B 0a3l JaHUX OJIMH 7 B
SIIEKTPOHHOT'O KaTaJIOTy JIOKYMEHT
53. Jonucatu BigoMocCTi, MOTPiOHI At 00JIIKY Ta 3aIIOBHEHHS OOJIIKOBHX OJIHH
(dopM y 3HaliieH1 3aKMCH Ha TOKYMEHTH, TIepeBipeHi Ha AyOJIeTHICTb JIOKYMEHT 3 xB
54. CrBoputu Oibmiorpadiunuii 3amuc Ha JOKYMEHTH, L0 HAIiHIUIN
BIEpINle, i3 BHECEHHSM BiJJOMOCTEH, MOTPIOHMX st OONiKy Ta ONHH 10 xB
3aroBHEHHS 00JTiKOBHX (hopMm AOKYMEHT
55. OdopMHUTH CTpaxoBy KOIIO IHBEHTapHOI KHHTH, IIO BEACTHCS B
€JICKTPOHHOMY BapiaHTi: apKyIli pO3APYKyBaTH, INPOHYMEPYBAaTH, | OJHA KHHTra 1 rox 30 xB
MPOIINTH, CKPITUTH NEYaTKOIO, 31aTH B ONIPAaBY
BuiydyeHHsi TOKYMEHTIB 3 00J1ikoBUX Gopm
56. [IpuiiaaTy akTH Bim CTPYKTypHHX Mmimpo3airB 6idmiorexu (ILIbC) Ha
TIOKYMEHTH, 110 BHOYyNH, 3pobutn 3amuc y Kam3i cymapHOro o0iiky OJIVH aKT 10 xB

(2-ra yactuHa), NPOCTABUTH HOMEP AKTY




57. [Tty akTi OJIUH aKT 1xB
BukmounTi TOKyMEHT (32 CIFICKOM JI0 aKTy) 3 00IKOBUX (popMm:
58. IHBEHTApHOT KHUTH OJINH 2 B
JIOKYMEHT
59. 00JIIKOBOT'O KaTaJIory OIUH | xB
JIOKYMEHT
60. OIUCY 1HBEHTapHUX HOMEPIB OJIMH | xB
JIOKYMEHT
Po0oTa B aBTOMAaTH30BaHOMY PeKUMI
61. Burxurrounti 1OKyMeHTH, 10 BHOYIH, 13 GopMH 00Ky elTeKTPOHHOTO OZIVH | xs
KaTajory JIOKYMEHT

IHpumimka: Tpu poOOTI 3 TOKYMEHTOM, HallMCAaHUM 1HO3EMHOIO MOBOIO, JI0 HOPMH Yacy JOAA€ThCS i ABUIIYBaTbHUN

koediuient 1,15.

2. biosioTeyna o0po0ka Ta KaTaJOTi3yBaHHS TOKYMEHTIB

Tabnuys 2
Homep HasBa npouecy, onepaitii. Onununns Hopma uac
HOpPMH 3micT podoTn BUMipy P y
1. 2. 3. 4.
Po6oTa 3 fpyKOBAaHUMM KAPTKAMH
1. Po3ibpatn KOMIUIEKT ApyKOBaHUX KapTOK KHmkKkoBo1 nmanatu Ykpainu oJlHa 30 ¢
KapTKa
2. [TigibpaTn npykoBaHi KapTKu 3a ajgaBiTOM TMPI3BUII aBTOPIB YH onHa 25
3aroJIOBKIB JUIS PO3MIIIEHHsI ¥ CITY)KOOBIii KapToTeI KapTKa
3. Po3craBuTH KapTKu B ciy)00Biif KapToTeLi oJlHa 30 ¢
KapTKa
4. [TigibpaTn qpyKoBaHi KapTKX A0 JOKYMEHTIB, IO HA AN onHa | xs
KapTKa
3BipeHHs1 JOKYMEHTIB, 10 HAMIAIILIH, 3 KAaTAJIOTaMU
5. [MepeBipuTH 3a CIIy’>KOOBUM KaTaJOroM HasBHICTh JIOKYMEHTa y (OHIII.
y BUIIAJKy TOBHOI 1IEHTHYHOCTI MPOCTABUTH HA KaTaJOKHINA KapTIii oA HA3Ba 3 xB
IHBEHTApHUH HOMEP OTPUMAHOTO JOKYMEHTa, IIEPEHECTH 3 KaTaJIOKHOI
KapTKH Ha JJOKYMEHT 0ibmioTeunuii mudp
6. [MepeBiputa 3a CIIy’)KOOBUM KaTaJOroM HasBHICTH 0araTopiBHEBOIO
OibmiorpadiuHoro 3ammcy Ha BHWAAHHS, IO TPOJOBXKYETHCS, abo
cepiajibHe BHJAHHS. Y BHIIQJAKy BIAMOBIAHOCTI MO3HAYUTH HaJ- OJINH 4 xB
XOJKEHHSI IEBHOTO TOMY, YaCTUHH BUITYCKY. JOKYMEHT
IIpocTraBuTH iHBEeHTapHUII HOMEp, 3pOOUTH iHIMI OiOIOTEYHI TMO3HAYKU.
IlepenecTy 3 KaTaoOXKHOI KAPTKH HA JJOKYMEHT 0i0Ti0TeuHuit udp
1. Odopmutu IpyKoBaHy KapTKy, HAIIMCATH IHBEHTapHUN HOMED, P onlHa 2 B
KapTKa
®opmyBaHHs Oi0aiorpadgiuynoro 3anucy
8. Crxitactu OCHOBHMIA OiOmiorpadiuHuii 3ammuc 3a BiJICYTHOCTI JPYKO-
BaHOI KapTKW Ha JOKYMEHT: (03HAHOMHUTHCS 3 JOKYMEHTOM, CKJIACTH | OJIMH 3aIThC 5-11 xB
3aruc, 3po0ouTH 0i0I0TEYH] TO3HAYKH)
9. Cknacti ocHOBHHM Oibiiorpadiunuii 3amuc 3a JOMOMOIOI0 MakeTa
KapTKW, Haj[PyKOBAHOTO Yy ,I[OKyMeH'Ti (mepernsaHyTH AOKYMEHT, | o sammmc 6 x5
3BIpUTH 3 MAaKeTOM KapTKH, Yy pasi NoTpedr BHECTH 3MiHU i
JIOTIOBHEHHSI, 3p00UTH 0i0JII0TEYHI TO3HAYKH )
10. CkJacTy 10aTKOBUHM OMKC 10 OCHOBHOTO OibmiorpadivHoro 3anucy O/lHa 4 X8
KapTKa
11. Oznaiomutrcs 3 TokyMeHTOM. CKIIaCTH aHAITHIHUH 3aITHC oJHa 4 xB
KapTKa
12. CkJacTy KapTKy MOCUIIaHb IO OCHOBHOTO 0i0miorpadiyHoro 3amucy OJlHa 2 B
KapTKa
PenaryBanns 6iojiorpadgiunoro 3anucy
13. IlepeBipuTy TIpaBUIBHICTE OopMIIeHHS 0i0miorpadiyHOTO 3ammucy Ha
KapTLi: TOJaHHS eleMeHTiB OibmiorpadidHoro 3amucy, MmHUQpIB, oAHa 4 xB
010110TeYHMX MO3HAYOK. BusHaunTu Tupaxk Oi0miorpadiuHUX KapTOK Kapria
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JUIs po3MillleHHs y 010110TeYHHUX KaTanorax

I'pynoBa 06podka 10KyMeHTiB

BiniOpatu omHOTHITHI JOKYMEHTH, IO MiJUIATAIOTh TPYIIOBii 00poOIIi.
CKJ1acTy 3arajbHy XapaKTEPUCTUKY HA KOMIUIEKT JJOKYMEHTIB.

KinbKicTh JOKYMEHTIB y rpyIi:

14. 109 OjIHa rpyma 45 xB
JOKYMEHTIB
15. 10-15 0JIHA rpyma | ron
JOKYMEHTIB
16. 16 — 30 OJIHA TpyMa 2 rox
JOKYMEHTIB
17. IlepeBipuTH TIPABWIBHICTh CKJIAIAaHHSA XapaKTCPHUCTUKH HAa KOMILICKT OJTHa
JIOKYMEHTIB XapaxkTepHc 15 xB
THKA
ITigroroBka /10 iHIeKCYBaHHS JIOKYMEHTIB JIJIsl KaTaJIOTiB
18. Hl/:u6pam KapTKy 3 0i0miorpadiyHIM OMUCOM JI0 TOKYMEHTa, 3BIpUTH OJTHH 3ATTHC 40 ¢
1 BKJIACTH B JOKYMEHT
19. Po3nopinuTu JOKyMeHTH 3a raiy3siMH 3HaHb (32 TEMaTHKOIO) oJlHa | xa
Ha3Ba
20. [lepernstayTr  3apyOikHI BHAAHHS, TIIEPEKIACTH TMOTPIOHI JaHi onHa 26 xB
YKPaiHCBKOIO MOBOIO Ha3Ba
Cucremaru3ailisi JOKYMEHTIB
21. OsHafioMuTHCSI 3 JIOKyMEHTOM, TIEPEBIPUTH BIAMOBIAHICTh 1HIEKCY,
HAJPYKOBAaHOTO Yy BHIAHHI, TaOIMIsM KiacHpikarlii, NpUAHATAM Yy oAHa 5 xB
0i0ioTel, NPOCTABUTH MOTPIOHMIA iHJIEKC Ha IOKYMEHTI Haspa
22. O3HallOMHUTHCSA 3 JOKYMEHTOM, BU3HAYHMTH I1HACKC 3a TaOJIMIISIMU
Kimacudikarii, MpUHHATAME B 0i07i0TeIl, 32 BIACYTHOCTI JpyKOBaHOI onHa 15 x8
KapTku abo0 MakKeTy KapTKH Ha BHJAaHHA. [IpOCTaBHTH IHJIEKC Ha Ha3Ba
JIOKYMEHTI
23. BusHaunTh aBTOPCHKUIT 3HAK JOKYMEHTA 32 aBTOPCHKUMH TaOJIUISIMU oJHa | xB
Ha3Ba
24, 3ammdpyBaTH AOKYMEHT TMpHU (OpPMAaTHO-IHBEHTApHIH PO3CTAHOBIII: ollHa 30 ¢
BU3HAYUTH (HopMaT JOKYMEHTa, HamMcaTu mudp Ha3Ba
25. BigpemaryBatn  mmdp:  mepeBipuTH = MPaBWIBHICTH  1HIEKCY, ollHa 2 xB
ABTOPCHKOT'O 3HAKY Ha3Ba
26. CkiacTu KapTKy a0eTKOBO-TIPEIMETHOTO IMOKAKYHMKA, 3BIPUTH TOHSTTS —
3 JIOBIIKOBUMHM BUJaHHAMHU. Hanucatu Ha KapTIll KaTajloXHHUH 1HIEKC, KapTKa 8 xB
3a3HAYUTHU MOCWIIAHHSA Ta 3B’ A3KH Mi’K OKPEMHMH PYOpHKaMH
IlpeameTun3anisi JOKYMEHTIB
217. [epeBipuTh BiANOBIAHICT PYOPHK JPYKOBAHOT KapTKH Ha BHJAHHS
BIJIIIOBITHO /10 METOJIUKHY NPEAMETH3AllIT, TPUHAHATIH y Oi0moTeri onHa 3 XB
pyOpuka
28. O3HalloMHTHCS 3 JOKYMEHTOM, BH3HAUUTH MpPEIMETHI pyOpuKH 3a
JOMOMOrol0  Te3aypyca (pyOpuKaTopa), IO 3aCTOCOBYETHCS B oAHa 5 xB
S . pyOpuka
6i6mioTeri
29. BBenenHs HOBOTO OHATTS JI0 Te3aypyca (pyOpukaropa) onHa 7 B
pyOpuka
30. PenaryBannss mnpenmerHoi pyOpuku. IlepeBipuTH TNpaBUIIBHICTD O/lHa | xB
NpeJIMETHOI pyOPHKH, TOUHICTh HAIIMCAHHS pyOpuka
Oprani3ailisi Ta BeieHHs A0€TKOBUX KaTaJIOTIB
31. [ligiObpatu kapTKH 3a andaBiTOM 3aroJIOBKiB a00 Ha3B O/lHa 30 ¢
KapTKa
32. Po3craBuTH B KaTasio3i monepeaHpo miaiopani KapTKu ollHa | xB
KapTKa
33. PenaryBanHs kaTajory: MEpeBIpUTH MPaBUIBHICTb PO3CTAHOBKH omia
KapTOK, HANMCAaHHs JOAATKOBHX KapTOK Ta KapTOK 13 MOCHJIAHHSIMH, KapTKa 1xB20c

BUITPABUTHU TOMHIIKH




34, Hanucatn po3ninbHUK. 3a3HAUMTH JiTEpy, CKIaJ, HA3By Oprasizamii OZIMH 1 x830 ¢
abo0 yCTaHOBH, MPi3BHIIE, iM s, IO OATHKOBI aBTOPA PO3IUTEHUK
35. Po3mimenHs po3gimbHMKIB: TimiOpatn 3a andaBiTOM, ITOCTAaBUTH, OJIMH 2 B
3aKpIMTUTH CTEPKEHb PO3ALTEHHK
36. Hanucatnn erukeTky Ta HyMmepamidiHi HO3HA4YEHHs, PO3MICTHTH Ha oJlHa 2B
KaTaJIOKHIM NIyXJIsii CTHKETKa
Oprani3aitist Ta BeleHHsI CHCTEMATHYHUX KaTaJIOTiB
37. [TinibpaTn kapTku 3a KiIacuiKAIIHHUMU 1HJICKCAMH, YCEpPEIUHI oJlHa | xB
po3auty — 3a andaBiTOM 3aroJ0BKiB a00 Ha3B KapTKa
38. Po3craBuTH B KaTaao3i monepeaHpo miaiopani KapTKu ollHa Ixs
KapTKa
39. PeI[alijaHHfI Karanory: MEPEBIPUTH MPABIJIBHICTH HATOBHEHHS PO3.LTIB 0/1Ha 1 x820
3a 3MICTOM, iHIEKCaMH i PO3CTaHOBKOK, BUTIPABUTH MOMUJIKH KapTKa
40. IligroTyBat pO3MITBHUK: MimiOpaTH PO3MIIBHUKH 32 KOIHOPOBOIO
raMo10, BHpI3aTH 3TiIHO TOTPiOHOI (GopMH 3a TICBHUM PO3MIPOM. OVH 3 xB
Hanucatu (HampykyBaTH) PO3IUIBHMK: 3a3HAYMTH KiIacH(IiKAIiiHMIA | pO3IUTEHUK
1HJIeKC, Ha3By pO3/iIy abo Miapo3 iy, MOCHIAHHS, BiICHIIaHHS
41. PosM.imeHHs[ po3mimpHUKA: MimiOpatu 3a iHZEKcaMH, TOCTaBUTH, ouH | xs
3aKpIIHUTH CTEPKEHD PO3ALTEHHK
42. Hammcatn eTwkeTKy Ta HyMepaliiiHi MMO3HaueHHS, PO3MICTUTH Ha oJlHa 2 xB
KaTaJIOKHIM NIyXJIsii CTHKETKA
Opramni3aitist npeIMeTHOr0 KaTajJory
43. [TigibpaTn KapTKU 3a TpeAMETHUMH PyOpHKaMH, ycepennHi pyoOpuK — onHa 1 xB
3a ayihaBiTOM 3aroJOBKiB 00 Ha3B KapTKa
44, Po3craBuTH B KaTano3i nonepeaHbo migidopaHi KapTKu oJlHa | xa
KapTKa
45. PenmaryBaHHS TpeaMETHOTO KaTalloTy: TIEPEBIPUTH TPaBUIHHICTH onHa 1 xB
TIOCUJIaHb, PYOPHUK KapTKa
46. Hanwucatu po3aineHuk. 3a3HauuTi pyOpUKY, HOCHIIAHHS OJIMH 3 xB
PO3ALTBHUK
47, Po3MiriieHHs pO3UIbHUKA: BH3HAYUTH MICIC, ITOCTABUTH, 3aKPIUTH OJE[I/IH 2 B
CTep)KEeHb PO3ALTEHHK
48. Hammucatn ermkeTky Ta HyMepamiiiHI TMO3HAYE€HHS, PO3MICTUTH Ha ollHa 2 xB
KaTaJIOKHIM IIyXJIsii CTHKETKa
Opranizanis Ta BegeHHs] HyMepalifHOro KaTajaory HOpMaTHBHO-
TeXHiYHOI JOKYMeHTamil
49. [TigibpaTn KapTku 3a BUAAMH JOKYMEHTIB, YMOBHHUMH HH(DPOBUMHU
MO3HAaYKaMHM, andaBiTOM CKOPOYCHHMX Ha3B KpaiH, JaTHHCHKUM oAHa 5 xB
andasiToM (3apyOi’KHUX CTaHAAPTIB), HOMEPAMH JIOKYMEHTIB Kaptia
50. Po3cTraBuTH B KaTano3i nmomnepeaHbo mifiopanHi KapTku onHa 30 ¢
KapTKa
51. PenaryBanHs KaTanory: nepeBipuTH NPaBWIBHICTh PO3CTAHOBKH KapTOK,
BUIPABUTH IMOMUIKK. BHECTH B Katalior JOMOBHEHHS 1 3MiHU (BiIMiHa, oAHa 3 xB
3aMiHa, 3MiHa, IPOJIOBKEHHsI TEPMiHY JIil i3 3a3HAUCHHSIM JDKepena) faptia
52. HanwucaTty i OCTaBUTH PO3UIBHUK, 3aKPITUTH CTEPKEHb OJIUH 3 xB
PO3ALTBHUK
53. Hanwmcatn erukeTky Ta HyMmepaiiidHI TO3HA4Y€HHs, PO3MICTHTH Ha onHa 2 B
KaTaJIOKHIA NTYXJIsiJTi CTHKETKa
Opranizanis Ta BeieHHsI TONOrPagivHOro KaTajaory
54, [ligiOpatu kapTku 3a mudpaMu 30epiraHas JOKyMeHTa O/lHa 30 ¢
KapTKa
55. Po3cTtaBuTH B KaTanao3i momepeaHpo Mmiaiopani KapTKu OJTHa 30 ¢
KapTKa
56. PenaryBanHs kaTajiory: MEpeBIpUTH MPaBUIBHICTb PO3CTAHOBKH oJHa 3 xB
KapTOK, BUIPAaBUTH HOMMIKH KapTKa
57. Hamucatu po3aiaibHuK. 3a3HaunuT mudpu 30epiraHHs OIVH 2 B
PO3ALTEHUK




58. Po3mimienHst po3ninbHUKIB: migiOpaty 3a mmdpamu 30epiraHus, OZIMH 2B
IIOCTABUTH, 3aKPIIIUTH CTEPKEHb PO3IUTEHHK
59. Hamucatn ernkeTky Ta HyMepamiiiHI MO3HAYE€HHS, PO3MICTUTH Ha onHa 2 B
KaTaJIOKHIA NIyXJIsiTi CTHKETKa
Opraui3zauisi i BeneHns1 ejsekTpoHHoro karajuory (EK)
60. 3BipHUTH TOKYMEHTH, 110 HAIINIIIN, HA HasgBHICTH 3amucy B EK OJINH 2 xB
JOKYMEHT
61. [Mpunucatu nyOneTH y KaTajaor: MPOCTaBUTH iHBEHTapHI HOMEpPHU Ta
iHmi enementd Gopmu BBomy (BiamoBimHO mo AIBC, mo gie y OfHH 2 XB
o . JOKYMEHT
6iomorerti)
®opmyBaHHs KaranoroBoro 3anucy ans EK. 3anmoBHeHHS BigNmoOBiIHUX
MOJIB:
62. 1o 10 enemeHTiB OJIMH
5 xB
3ammc
63. 10-20 enemenTiB OJIH
10 xB
3aIuC
64. 21-50 enemeHTIB OJINH
30 xB
3ammc
65. Oinpie 50 eneMeHTiB OJIH
60 xB
3aIuC
66. BBenenHst (ckaHyBaHHS) IMEpENiKy TBOpPIB (cTarei), Mo BBIHILIA 10 oJlHa 10-15 xB
30ipKHn CTOpiHKa
67. (DOpMYB?.HHH Ta pefaryBaHHS aBTOPUTETHUX (haliiliB/KOHTPOIHLOBAHUX oJlHa 30 xB
CIIOBHHKIB CTOpIHKa
68. Penarysanns 6i0miorpadiunoro 3anucy EK. Buecenns 3min oJlHa 3 xB
CTOpiHKa
BuiiyueHHsi KapTOK a00 3HATTS IHBEHTAPHUX HOMeEPIB 3 KaTaJI0riB
69. 3BIpUTH KaTAIOXKHY KapTKy Ha iJEHTUYHICTH 3 TaJOHOM-IHAWKATOPOM
(criricKOM) Ha JIOKYMEHT, [0 BHITYYa€ThCSL. BITYUNTH KaTaloKHy KapTKy oJTHa AxB
Ha OCTaHHIl NMPUMIPHUK JOKyMeHTa. BHKpeciuTH iHBEHTapHHH HOMEp KapTKa
CIIMICAHOTO JTyOJIETHOTO MPUMIPHUKA, BKa3aTH JaTy Ta HOMEp aKTy
70. Bunyuntn 3 EK 6i0miorpadiunuii 3anuc abo iHBeHTapHHI HOMEp Ha OJIMH 1 x825 ¢
JIOKYMEHT, 10 BUITy4YaeThes 3 hoHay 0i0sioTekn 3aIuC
PekaraJorizamis
71. 3BipUTH JOKYMEHT de-vizo 3 KaTaloXKHUM 3anucoM 0ibiioTedHOoro
kataysory. BHecTrm mOTpiOHI 3MiHM Ta JIOTIOBHEHHS: TPOCTABUTU | OJWH 3aITHC 20 xB
mmdpy, IHBEHTApHUM HOMeD, iHIIi 6i6JIi0Te HI TO3HAYKU
Texniuna 00po0ka TOKYMeHTa
HaxuieiTn Ha TOKYMEHTI:
72. KHUIIEHBKY OJIMH 30
JIOKYMEHT
73. SIPITUK OJIUH 30 ¢
JOKYMEHT
74. apKylI TepMiHY IOBEPHEHHS OJIVH 20 ¢
JIOKYMEHT
75. HITPUX-KOIOBY €THKETKY OJIMH 30c
JOKYMEHT
Hanucatu mudp:
76. Ha JIOKyMEHTI OJINH 30 ¢
JOKYMEHT
77. Ha SPIUKY OJIMH 35 ¢
JOKYMEHT
78. 3anoBHUTH (PO3APYKYBATH) KHUKKOBHH (hOpMYJISp: 3a3HAYMTH MU, OJIMH
IHBEHTAapHUH HOMED, 3ar0JIOBOK, Ha3BY, LiHY, PiK BUAAHHS JOKYMEHTa | KHIKKOBHM 1 xB
dhopmymsap
79. 3anoBHUTH (po3mpykyBaTH) KapTKy-1HIAKATOP: 3a3HAYUTH OIVH | xs
IHBEHTapHUI HOMEp, 3aroJIOBOK, Ha3By, HM(QpP pO3CTAHOBKH | 1HIMKATOP
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JIOKYMEHTa
80. Po3apykyBaTH IITPUX-KOAOBY €TUKETKY Ha TOKYMEHT oHa 30c
eTHUKETKA
81. PosnpykyBaTh KaTtajgoxHy KapTKy Ha JTOKYMEHT oaHa IxEB
KapTKa
82. [ponyOnroBatn kapTku 3 Oi0miorpadiyHAM 3amucoOM  3TiTHO 3 ollHa Ixs
BHU3HAYCHHUM THPAKEM KapTKa
83. PosmomiuTit  KaTanokKHI  KapTKM HA HOBI  HAJIXOKEHHS IS OJlHa 30c
PO3MIIIICHHS Y BiINOBITHUX 010J10TEYHUX KaTaJlorax KapTKa
84. 3amoBHUTH (PO3APYKYBaTH) BIAOMICTh Ha Mepenady MapTii HOBUX OJTHa 3-5 xB
HaIXOKEHD B1OMICTh

Tpumimku: JIo HOpM 4acy 3aCTOCOBYIOThbCs MifBHINyBanbHI koedimientu: 1. IIpu cknaganui GiGmiorpadivHoro 3ammcy NOKyMeHTa, Ha
TUTYJIBHOMY apKyIIi SIKOTO YaCcTKOBO BifCyTHi HeoOXximui maui — 1,13. 2. IIpu Gibmioreuniit 0Opobui: aymioBi3yanbHuUX HqOKymeHTiB — 1,21;
HOTHHX, KapTorpaivHux, XyZOKHIX BHIaHb — 1,15, cremialibHUX BHIIB HAayKOBO-TEXHIYHOI siTeparypu i mokymenranii — 1,10. 3. IIpn
po0oTi 3 TOKyMEHTaMU iHO3EMHHMHM MOBAaMH, IIPH OpTaHi3allil Ta BeIeHHI KPa€3HABUOr0 KaTalory (KapTOTeKH) Ta 0i0Ii0TeYHOro Katajaory

iHO3eMHOI0 MOBOIO — 1,15.

3. Opranizanis 0i0;1ioreunoro gponay

Tabnuus 3
Homep HasBa npouecy, onepanii. Onununns Hopma yac
HOpMH 3micT podoTn BHUMIipy P y
1. 2. 3. 4.
InBenTapu3aiis 0i6aioTednoro oy
1. Hanmcaty KOHTpONbHIH TaJIOH Ha IOKYMEHT, HasIBHUN Y (DOHI. 3a3HAUNTH
Ha HBOMY IHBEHTApHHI HOMep, mMQp, NPI3BUIIE Ta iHIIATN aBTOpA,
3aroJIOBOK, pIK, MiClle BWAAHHS, IliHy, Miclle 30epekeHHs. 3poOHTH :;pg; 2 xB
MO3HAUKY Ha JIOKYMEHTi, BIJOBIIHO [0 MPHHAHATOTO METOIMYHOTO
pillIeHHsL, IIOJI0 OpraHi3allii Ta NpoBeIeHHs iHBeHTapu3aLlii
2. OmnpamroBatn  uMranpki ¢Gopmynsipu Ta abonentis MBA, BCO:
Hanpncam KOHTPOJIbHI Tan(?imp o , O/ TaJIOH I xs
3. 3BIpUTH KOHTPOJIbHI TajloHH 3 OOJIKOBUMH (OpPMaMH, BHECTH
HeoOX11H1 JaHi 3rigHo II. 1 OMUH TaJIOH > XB
4. Po3zkiiacT# KOHTPOJBHI TaJIOHH 3a (DOpMaMu OOJNIKOBHX JTOKYMEHTIB:
IHBEHTapHa KHUTA, OOJIKOBHW KaTtayior, omnucu. IIpocTaBuTH | OAMH TanIOH 30c¢
po3Mi3HaBaJIbHUN 3HAK
Po3cTaBuTH KOHTPOJIBHI TaJIOHU:
5. 3a IHBEHTApHUMH HOMEPAMHU OJIMH TaJIOH 15¢
6. 3a andaBiTOM MPi3BUII aBTOPiB 200 3ar0JIOBKIB OJIVH TaJIOH 25¢
1. 3BIpUTH KOHTPOIBHI TaJOHU 3 (opMamu OOJIKOBHX JOKYMEHTIB:
IHBEHTapHA KHHUTa, OOJIKOBHI KaTaJjior, OMUCH. 3POOMTH BIANOBIIHY | OJMH TaJIOH 30c
MO3HAYKY Ha TaJOHI Ta y (opmi 00JIIKOBOTO TOKYMEHTa
8. [epernsayt popmu iHAMBILYadbHOTO 00JIKY 0i0mioTeyHOTO POHIY. J—
Ha ZIOKYMEHT, 110 He MPOMIIOB  1HBEHTapHU3aIlifo, BUIHCATH OKyMEHT IxBS5c
KOHTPOJIBHUH TAJIOH
9. Po3iryk TOKyMeHTiB, 110 HE IPOMIIIIN iHBEHTAPHU3ALIit0 OJIMH S B
JOKYMEHT
10. Cxutactu CIHCOK Bi}ICyIHiX JOKYMEHTIB, IO Oynu BHUSABICHI B o11Ha Ha3Ba 1 x830 ¢
pe3yibTaTi iIHBeHTapHu3allii
BusiydyeHHst JOKyMeHTIB 3 (poHay
BinibpaTn JOKyMEHTH 3 METOI0 BHIIYYEHHs 3 QOHIY SIK:
11. HenpodibHi, HAAMIPHOI y0IeTHOCTI OJIMH 4 xB
JIOKYMEHT
12. 3acTapini 3a 3MiCTOM OJIMH 4 xB
JOKYMEHT
13. 3HOIIEH] OJIVH
1 xB
JOKYMEHT
14. Po3kiactu JOKyMEHTH BiAMOBIIHO 0 MPUYMHU BUIYYEHHS, 3BIPUTH 3
KHWKKOBUM (opMymsspoM (ansi Tux O0i07ioTeK, B SKHX BEAYTbCS O 30c
KHIDKKOBI (hOPMYJISIPH) JIOKYMEHT
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15. [ligibpatn KHWKKOBI (GOpPMYNIsipH Ha AOKYMEHTH 3a iHBEHTapHUMH
HOMepaMH abo ajadaBiTOM, a Ha NEPIOAMYHI BUIAHHSI — 3a POKaAMH Ta (bo(l))inyiﬂp 40 ¢
HOMepaMu
16. [TiaroryBatn «Onuc Ha BUITy4eHHS 3 010J110TEKH...» JOKYMEHTIB. oJlHa 30c
MO3ULIIA
17. OdopMuTi akT Ha BWIYYEHHS IOKYMEHTIB (KUTBKICTh, BapTiCTh,
OJIMH aKT 1 rox
TIPUYHUHA CITHCAHHS)
18. [ToracuTty iHBEHTapHUI HOMED 1 IITEMIEb 0I0TI0TEKH HA TOKYMEHTI OJIMH 36¢c
JOKYMEHT
19. [ligrotyBatu criucaHi JOKYMEHTH JUIA Tiepeaadi B OOMiHHUHN (OHT, I
3724l B MaKkyJIaTypy a0o iX JiKBijawito (3B’s3aTH y MAUYKH) O/IHa Ttk > XB
JloKyMeHTO000MiH
20. Ilepenaga goxkymeHTiB y iHmI 0i0iioTekn Ta opraHizamii (CKJIaZaHHS OJIMH 30 ¢
aKTiB-OMHCIB HA JIOKYMEHTH, IO MTePEIAaI0THCS) JIOKYMEHT
21. [lizroTyBaTH COHMCOK  JOKYMEHTIB, fKi  IPOIOHYIOTBCS Ui | OJHA Ha3Ba 30 xB
M1)KHapOJHOTO KHUTOOOMIHY
22. CkiracTi KapTKA TSl KAPTOTEKH OpraHi3aIii-mapTHepiB. 3a3HAYUTH HA3BH onHa 7 xB
OpraHi3alliif, axpecy, Ha3BU JOKYMEHTIB, IO IMiIATaI0Th 0OMiHY KapTKa
23. [linroTyBaTu 3aMOBJIEHI JOKYMEHTH [IO BIANPaBKHA  IOIITOIO oIlHa 25 xB
(makyBaHHS, 3B’SI3yBaHHS, 3Ba)KyBaHHS TIOCHJIOK, IX OIIHIOBAaHHS, | MOCHIIKA
HaIKMCaHHS aIPEeCH, CKIalaHHS PEECTPY)
Bugaya KOMIUIEKTIB [OKYMEHTIB y THMYacoBe KOPHCTYBAHHS
nigposainam 0idaioTexkn
24, [TpuitHsATH 3aMOBJICHHS HA KOMIUIEKT JOKYMEHTIB, IKHH 3aMOBIISIETHCS OIlHE 2 XB
JIO CTPYKTYPHOTO Miapo3Iiay 0i0IioTeKH 3aMOBJICHHS
25. [TigibpaTnn HoKyMeHTH B KOMIUIEKTH. Hammcatn apyruii mpuMipHUK OJIVH 4 xB
KHIDKKOBOTO (hopMyIsIpy (IHIUKATOpa) JIOKYMEHT
26. Bugati KOMIIEKTH JOKYMEHTIB, IO3HAYATH HA KHIDKKOBOMY (OpMYJISIpi
(iHoMKaTopi) OaTy BHA4i, CHTIY CTPYKTYPHOTO TMiAPO3ALTY, SKHHA HOE?}E{EHT 30c¢c
OTPUMY€ KOMILIEKT
217. [IpuifHATH KOMIDIEKTH JIOKYMEHTIB BiJl CTPYKTYPHHX IIiJPO3JIiTiB.
3poOuTH BIAMITKY NpO IOBEPHEHHS Ha KHWXKKOBOMY (hopmyIsipi OIUTH 20 ¢
(imAMKaTopi), BKJIACTH HOTO B IOKYMEHT JIOKYMEHT
3ag0BOoIeHHA 3amUTIB KOPHUCTYBayiB 3a BHYTPiICHCTEMHHMM
oominom (BCO)
28. [MpuiiHsATH 3aMOBIIEHHS 31 CTPYKTYPHOTO MiAPO3ALTY LEHTPaIbHOI OJIUH 1 xB30 ¢
0i0sioTeku. Bu3HaunTH MicIie 3HaX0JKSHHsI 3aMOBJICHOT'O JIOKYMEHTA JIOKYMEHT
29. [MiniopaTu JIOKYMEHTH 3TiHO 13 3aMOBJICHHSIMU: 3pOOUTH TTO3HAYKY Ha OJIMH 3 xB
3aMOBJICHHI JOKYMEHT
30. PoscraBuTi 3aMOBIIGHHS Ta KHIDKKOBI (opMmynsspu Ha BUAaHi OJIVH 30 ¢
JOKYMEHTH Y KapTOTEKY JOKYMEHT
31. [Ipuitaaru JIOKYMEHT 3 IHIIOTO CTPYKTYPHOTO HiAPO3/iNy, EPEBIpUTH OJIMH 30 ¢
Ha HEYUIKO/DKEHICTh JOKYMEHT
32. BuiiHsTH 3aMOBIEHHA Ha TOBEPHEHUH JIOKYMEHT 3 KapTOTEKH, OJINH 30 ¢
BKJIACTU KHIKKOBHHA (HOPMYJIISIp JOKYMEHT
33. 3abe3neunT MPOLECH AOCTaBKM 3aMOBIICHOTO JOKYMEHTa Ta Horo oJlHa
MOBEPHEHHS 10 MicLs NOCTIMHOrO 30epiranHs Kyp €pcbKa 1 ron
Moi3JIKa
OnpasyeHHs 6i0jgioTeyHoro gpouay
34, Binibpatn nokymentu ais onpasiieHHs. [lepeBipuT craH JOKyMeHTa. OJIMH 2 XB
3anoBHUTH (3BIpUTH) KHWKKOBUI hopMyJisip. 3poOUTH O3HAUKY JTOKYMEHT
35. [ligibpatn komrIuiekTH, 3B’si3aTH Hayku. OQOpMHUTH CyNpOBiTHHUN OJIMH 10 xB
JOKYMEHT (aKT) [uIs Iiepeiadi Ha OnpaBJICHHS. KOMILJICKT
36. [lpuiiHsTH JOOKYMEHT Micisl OMNpaBiCHHS. 3BIPUTH 3 KHIKKOBHM
GbopMyIsIpoM, TIEPEeBIPUTH SKICTh ONpaBH. BiZHOBUTH 3aroJIOBOK. OZuH 3 xB
Hanucatn mmdp Ha spauKy, KOPiHII TOKYMEHTA, IPOCTABUTH IIiHY JOKYMEHT
PecTraBpauisi IOIIKOAKEeHUX TOKYMEHTIB
37. [ligibpatn OOKyMEHT, aHAJOTIYHUH MOLIKOIKEHOMY, O(QOpMUTH OJIMH 3 xB
3aMOBJICHHSI Ha KOIIIOBAaHHS BiJICYTHHOI a00 IMONIKOKEHOI YaCTHHU | JOKYMEHT
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JIOKYMEHTa
38. Hpnﬁmm 3aMOBJICHHS IICIIS KOIIOBaHHS, MTEPEBIPUTH SKICTh KO, OJIMH | xB
MiArOTYBAaTH BiIHOBJICHHUH JOKYMEHT I OTIPaBJICHHS JIOKYMEHT
IlinmmBaHHA ra3eT i TOHKHX KypPHAJiB
39. BusnHaunté Qopmar, BKIACTH KOMIUIEKT IKypHaJdiB y TamnKy —
BiMOBiTHOTO  hopMarTy, . 38.B’$I38.T.I/I. Bunectn wmdp, Ha3By, pik <OMILIEKT 15 xB
BUJIAHHSI, HOMEPH JKypHAJIiB HA MATITYPKy KOMITIEKTY
40. Poskmacti  razetm 3a HazBaMH, Yy TpAMId  XPOHOJOTIYHIN
nocninomfocﬂ, MEPEeBIpUTH HA TIOBHOTY HqupiB, BKJIACTH IO OJIMH 15 xB
KapTOHHOI OOKJaJWHKH (TANKH), TPOKOJIOTH MIpKH, MPOIIHYPYBAaTH, | KOMIUIEKT
ohopMuTH OOKITaTMHKY (Ha3Ba, PiK, MICSIIb)
CanitapHo-ririeHiuHi 3axoau
41. 3uenunte (HOHJ 3a JOMOMOTOI0 MIJICBCMOKTYBadya OJIHa
METpO- 5 xB
OIS
42. 3HenmuauTH QOHJ BPYYHY 3a JOMOMOIOI0 MiIpYYHHX 3aco0iB (qpabuHa, oJTHa
PpoOOUMii CTONVIK, Bi30K, BIAPO, TAHYIPKHY Ta iH.) METpo- 15 x8
TTOJTUTIS
1. 2. 3. 4.
43. IlepeBipuTy MpaBIITBHICTH PO3CTAHOBKH (DOH/TY TTiCIISI 3HETHITIOBAHHS onHa
METpo-
TOJIULI 3 XB
44, IpoBecTn ne3indexriro i ne3iHCEKIIO HOHTY onHa
MeTpo- 15 xB
TOJIULI
45. IlepeBipuTi AOTpHMaHHS TEMITEPATYPHUX PEXKUMIB 30epiraHHs pi3HUX ollHa 30 xB
THITiB BUJIaHb Y 6i0i0TeuHnX (OHIaX nepeBipka

Ipumimxa: JIo HOpPM dYacy 3aCTOCOBYIOTHCS IiJIBHIIYBaIbHI KOE(DII[IEHTH: NpH 3HENWIOBaHHI (OHOY HOTHHX, KapTo-
rpadiuyHuX, XyJOXKHIX BUAaHb BpyuHY — 1,2; 3a IOIOMOro0 MuiieBCMOKTyBaua — 1,3.

3.1 BuB4yeHHs 0i0;1ioTeuHoro gouay

KapTOTCKY JOKOMIUJICKTYBAHHSA

Tabnuuys 4
Hom
ep HasBa npouecy, oneparnii. OI{I/IH.I/IIIH Hopwa uacy
HOp 3mMicT podoTn BUMIpY
MH
1. 2. 3. 4.
Iinroro4a podora 10 BUBYeHHs 0i0aioTeuHOro oIy
1. Cknacti miaH poOOTH 3 BHBYEHHS NEBHOTO PO3AUTY ab0 YacTUHH
[ OJUH IIJIaH 4 rox
0i0ioTeuHoro Goumy
2. CxJtact Ta0JIUII 3 PI3HOMAHITHUX aCIEeKTiB BUBUCHHS OITHA 10 x5
Tabauns
3. [IpoBect IHCTpYKT@X JUII BHKOHaHHA pOOIT 3  BHUBUYEHHA OJIUH 1 rox
0i0ioTeuHoro GoHmy IHCTPYKT2K
bib6aiorpagiune BuBUYeHHs1 6i0ioTeyHoro gouay
4, Osnaitfomutuch i3 0i0niorpadiyHUM MOCIOHMKOM, IO BiATIOBiZaE 3a
3MiCTOM TeMaTHIi BUBYEHHsI po3iny 6ibmioTeunoro ¢ponay OJIHIH 3aTTHC 10¢
3BipuTH 6i0miorpadiuyHuil TOCIOHUK 3 KATaJIOTrOM.
3poOHUTH MIO3HAYKY Y MOCIOHKKY PO HASIBHICTh JIOKYMEHTA Y (OHII:
5. B ayi(haBITHOMY KaTaJio3i O/lHa 1 xB
KapTKa
6. | ycucTeMaTHYHOMY KaTajo3i oJlHa 30
KapTkKa
7. [IpoananizyBaTn OTpHUMaHi JaHi, BHECTH OMUCH MOTPIOHMX AOKYMEHTIB Yy OJHH OTTHC 2 B

CTaTHCTHYHE BUBYEHHSI IEBHOI0 Po3aijy 0i0aioTeunoro ¢ouay
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8. 3amoBHUTH  CTATUCTHYHI Tabnmmi (32  00CAroM, JIMHaMIKOIO
MTONIOBHEHHS Ta CTYNCHEM BHUKOPHCTAHHS) Ha TiACTaBi OOIIKOBOT ofHa 1 ron
nokymMenTaiiii (Kaura cymapHoro o0J1iky, 3BiTHa JOKYMEHTALIis) TO3HIIA

9. | IlepermstHyTH Ha cTenakax JOKYMEHTH PO3ALTY KHIKKOBOTO (oHTY,
II0 BUBYA€ThCA. BHecTH maHi y TaONMIIO NEPBUHHOI CTATHCTHUKH. onia
Y3aranbHATH OTPUMaHI CTaTUCTHYHI JaHi. Po3paxyBaTH MOKa3HHUKH 6 1 ron
KHHAT0320e31e4eHOCTi, 00epTaHOCTi, YNTAHOCTI Ta iH. PO3ILTY, IIO Ta0IHIA
BUBYAETHCS
BusHayeHHs NaCMBHOI YaCTHHH (POHAY

10. | BusHaunTH NPUYMHU YTBOPEHHsSI MACHBHOI YacTUHH Oi0JIIOTEYHOTrO
¢doumy: HamMipHa TyONETHICTH, 3acTapilicTh, HENMPOQIIbHICTD, OfUH 20 ¢
HEJIOCTATHE PO3KPUTTS (GOHIY TOIIO JIOKYMEHT
CkJiaiaHHs Ta aHAJTI3 TA0JMIb 3 BUBYEHHS 0i01ioTeuHoro gponay
CknacTty Tabmui:

11. | ckmamy 1 BHKOpUCTaHHS po3finy 0Oi0mioreynoro ¢oHAy, IO 0/1Ha 1 rox 15 X8
BHBYACTHCS TaOIULI

12. | crymeHro BUKOpPHUCTaHHS po3AiTy (OHIY 3a pI3HUMH acleKTaMH 0/1Ha | Tox 20 X8
(ramy3eBoMYy, 32 BHJAMH BHJIaHb, TUIIAMH Ta iH.) TabIHIs

13. | maEWX OO0 TACHBHOI YacTHHU po3AlTy Oi0miorednoro GoHmy 3a o/THa 1 rox 15 X8
NPUYNHAMM 11 CTBOPEHHS TaOIHIIS

14. | [ligroryBaTu aHami3 BUKOPHUCTaHHS JOKYMEHTHHUX pecypciB 0i0mioTekn ONIvH
3 BH3HAUEHOI TEMAaTHUKH YK po3dimy. Po3poOutm mpomo3uiii. | aBTOPCHKHMA 64 Ton
O3HAOMHTH 3 pe3yIbTaTaMH BUBUCHHS MPAIiBHUKIB 010Ti0TeKH aApKYII

15. | Cxiact TUTaH 3aXOMdiB peaji3amii MpOMO3MIlii 3a pe3ylbTaTaMu ONIvH 3 roxn
BUBYEHHS (poHILY IUIaH

Ipumimia: Yac npoBeieHHS IHCTPYKTaXXy B HOpMY Yacy He BXOAMTh. [Ipu poOoTi 3 JOKyMEHTaMH IHO3EMHUMH MOBaMH J10

HOPM Yacy JOJAEThCS MiABUIIYBaNbHUHN KoedimieHT — 1,15.
4. HapanHs mocJiyr KOpucTyBayam

4.1 O6cnyroByBaHHsi KOPpUCTYBaviB

Tabauuys 5
Homep Ha3sga npouecy, onepauii. OauHuns Hopma uac
HOpPMH 3MicT podoTn BHMIpY P y

1 2 3 4
3anuc KopucTyBaya 10 6i0JaioTexu

1. [lepernsiHyT [NOKYMEHTH KOpHCTyBaua (MAclopT, IOCBiAYEHHS,
nopyueHHsi). llepeBiputu B 0O0JIKOBO-peecTpalliiHiii KapToTelli 3a
norepesiHi poku (OOPXKHHK, IM030aBJICHUI TpaBa KOPHCTYBaHHS). OJIUH
3anoBHUTH (QOPMYJISIp KOpUCTyBada Ta KapTKy peectpauii. Kaptkm KOHCTYBa 4 xB
po3ctaBuTH 3a andaBiTOM TPI3BUII KOPUCTYBa4iB y €IUHY
peectpaniitny kaptoteky (€PK)

2. O3HalloMUTH KOpUCTyBaya 3 MpaBUJIaMH KOPHUCTYBaHHS 0i0IioTEKOI0, OJIMH nopocii —6 XB
PO3MIIIEHHAM (OHIY, JOBIIKOBHUM ariapaToM KOPUCTYBaY IITH —8 XB
IlepepeecTpanisi kopucTyBaviB

3. Buitnsatu dopmynsip (peectpaniiiHy KapTKy) KOpHCTyBaya, BHECTH
3MiHH JI0O HhOTO: YTOYHHUTH aHKETHI JaHi, IPOCTaBUTH HOBHUH HOMED, .
nary nepepeectpauii. [lepeBipuTi unTaubKkuil KBUTOK LIOAO0 TEPMiHY OfHH Aopocit ~2 X8
KOpHCTyBaHHS 6iOmioTekoro. KapTku poscraButm 3a andapitom | KOPHCTYBad Aty - 3 X8
NPi3BHII KOPHCTYBAYiB y €IMHY peecTpamniiiny kaproreky (€PK)

JifJbHICTh AUCTIETYEPCHKOI CIYKOU

4. [lpuiinsaTn BuMoOry KopucTyBaya. llepeBipuTH mNpaBHIBHICTH
3allOBHEHHS, YTOUYHUTH Miclle 30epiranHs AOKyMeHTiB. [lozHaunTh y O/1Ha 1 xB
JUCTIETYEPChKIN CITIL, IepeaaTH BUMOTY 0 KHUTOCXOBUILA BHUMOTa
BuxoHaHHsT BHMOI KOPHCTYBadiB, BHIa4a JAOKYMEHTIB
OCHOBHOI'0 KHUTOCXOBHIIA
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Otpumartu BuMory, posknactu 3a mmdpamu. [ligibpatu 3amoBneHui
MOKYMEHT. Y BHUNAAKY BIiJACYTHOCTI Ha TIOJUIIl BCTAaHOBUTH MICIE
3HAaXO/DKEHHS JIOKYMEHTa, 3a CIy)XOOBHUMH KapTOTEKaMH Ta
KatajoramMd.  3poOMTH  BiANOBIAHY  TMO3HAYKy HAa  BUMO3I,

ozHa BUMora/

MUCTIETYEPChKii citmi. Bumatm kopucTyBady TOKYMEHT, 3pOOHTH 9 xB
3amuc 'y KHIDKKOBoMy (opmymsapi. [lpwiiHATH HOKyMEHT Bif FOKYMEHT
KOpUCTYyBauda. 3pOOUTH BiAMITKY MpPO IOBEPHEHHS Y KHIKKOBOMY
hopmyisapi abo Ha BUMO3i
O0cayroByBaHHs KOPUCTYBAYiB Y YNTAIBHOMY 3aJi
6. 3BIpUTH BIIOMOCTI TNPO KOPUCTYyBaua 3 €IMHOID PEECTPALiHOIO OJIMH 2 B
KapToTeKo10. Y pa3i HeoOXiTHOCTI BHECTH JaHi KopucTtyBada B €PK KOpPHUCTyBad
7. IIpoBectn KOHCymbTallifo, Oecimy 3 KOpHUCTyBadeM Oilsl KaTaioris,
KapTOTeK, KHW)KKOBUX IMOJHIb, MPOiH()OPMYBaTH KOPHCTYBada IpO KOHS;;;mﬂ 5xB
HOBI HaJIXO/XKCHHS
[Tigibpatnn mokymMeHTH Yy TiACOOHOMY (OHII YHTaIBHOTO 3aly,
niepenaT Ha Kadeapy BUadi:
8. 32 KOHKPETHOIO BUMOTOI0 Ha JOKYMEHT OJIUH 2 xB
JIOKYMEHT
9. 32 BU3HAUYEHOIO TEMOIO OIMH 6 xB
JOKYMEHT
10. Bunatu JOKYMEHT 3riTHO 3 TEXHOJIOTIER0, IPUIHATO Y 010ITioTeli:
3BIPUTH JOKYMEHT, IO BHAAETHCS, 3 BUMOTOIO KOPHCTyBaua, 3pOOHTH J—
3aITHC HA BUMOS3i KOPHCTYBAYa, BKJIACTH BHMOTY O YHTAIBKOTO KBHUTKA, JIOKYMEHT 4 xB
MO3HAYUTH KHUT'OBH/Iauy Ha KOHTPOJIBHOMY apKyIi.
3poOHTH 3anKC Y YUTABbKOMY a00 KHHKKOBOMY (hopMyJisipi
11. [NpuitHATH JOKYMEHT: 3BIpUTH HOTO 3 BUMOTOIO (KOHTPOJILHUM JIUCTKOM),
TIEPEBIPUTH [UTICHICTh JOKYMEHTa, 3pOOHWTH TO3HAYKy PO TPHHAOM. O 2 xB
INocTaBuTH TOKyMEHT Ha MicIie a00 NIepeiaTy JI0 BUIILTY 30epiraHHs AOKYMCHT
O06cayropyBaHHsi KOPUCTYBadiB HA Aa00HEMEHTI
12. IIpoBecTn KoHCymbTaIito, Oecimy 3 KOPUCTYBa4eM IIOJI0 CIIOCO0Y
PO3CTaHOBKH (I)OH,I[y. y BiAKpUTOMY L[OCTyni, npoindopMyBaTH KOHCC;/JJII};iauiﬁ 5 xB
KOPHCTYBaua IMpo HOBI HaJIXOJKCHHS, KHIHKKOBI BUCTABKH
13. [ligroryBaTd JOKYMEHTH IiJBUIICHOIO TIOMUTY JUIsl OINEPATHBHOIO OJINH 4 B
00CIIyroByBaHHs KOPUCTYBaUiB JIOKYMEHT
14. [lpuifHATH JOKYMEHT BiJi KOpHCTyBada: TIEPEBIPUTH MITICHICTH
JIOKYMEHTa, 3pOOMTH TO3HA4YKy MpPO MPHUIOM, BKIACTH KHUKKOBHM O 4 xB
(bOpMYIISIp Y KHIIIEHBKY JIOKYMEHT
15. ITponoBXUTH TEPMiH KOPHCTYBaHHS IOKYMEHTOM 3a NPOXaHHAM OJIUH 2 B
KOpUCTYBaua, 3p00UTH BiANIOBIIHUH 3amuc y GopMyJsipi KopucTyBada JIOKYMEHT
16. 3pobutn 3amuc mpo Buiady y GopMysspi KOpHCTyBaya, 3a3HAYUTH
TEpMiH TIOBEpHEHHST Ha JIMCTKY TEpMiHy TIOBEpHEHHS. Bunmatu ﬂoiflilalém 3 xB
JOKYMEHT KOPHCTYBady
O06cayroByBaHHsL:
17. JIOPOCIINX OJINH 6 xB
KOPHCTYBa4
18. JiTen OJIUH 7 B
KOPHCTYBay
19. OOciyroByBaHHs ~KOPUCTYBauiB, 010 BHOYBalOTh: IEPEBIPUTH
dbopMyJIip KOpHCTyBaua, MianucaTd oOxigHui jucTok. [locraBuTH OZUIH 4 xB
YUTABKUH (OpMYIIsIp OKpeMO BiJl iHIIMX opuctysat
Opranizanis podotu Internet-neHTpy
20. Texaiuamii orsix Ta OoOCIYroBYBaHHS MaIIMHHOTO Tapky Internet- OJlHa
IEHTPY (TIepeT TOYaTKOM Ta TICIIsI 3aBEPIICHHS POOOTH ) poboua 15 xB
CTaHLis
21. Benenns o0miky: momepeaHid 3amuMc  KOPUCTYBadiB, MPHHAOM OJTHH 3aITHC 1 xa
3aMOBJICHB 110 TeJIePOHY
22. Becina 3 KopucTyBadeM 3 METOIO BH3HA4YCHHS piBHS HOro OJIHa 10 xB
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KOMIIeTeHTHOCTI (HaBuuku pobotu B Internet). O3HaloMIIeHHS Oeciga
KOpHCTyBaua 3 IpaBuiaMud poboTu Internet-neHTpY Ta MpaBUIaMH
0e31eyHo1 MOBEIIHKN B MEPEXKI
HapmanHs tomoMoru y BUKOPHCTaHHI MONIYKOBHUX cUCTeM B Internet:

23. KOHCYJIbTALlls omHa 10 x5

KOHCYJTBTAITisl

24, MepeBipKka eNeKTpOHHOTO Hocis (muckera, CD-muck, ¢uenr-auck), OVH

Ha/IaHOT'O KOPUCTYBadeM, Ha BUSBICHHS BipyCy CIICKTPOHHUI 1 xB
HOCIH

25. 3anuc iHpopMarii Ha eneKTpOHHUK HOciH (auckera, CD-auck, dmemr- OVH 30 cex

JIICK), HAJAaHUH KOPHCTYBayeM 3anmc
Ipumimka: Jlo HOPM dYacy 3acTOCOBYIOTHCS MiJABHIIYBaJibHI Koe(illieHTH: TpH OOCITyroByBaHHI KOPHCTYBauiB

ayJioBi3yalbHUMHU TOKYMEHTaMu — 1,2; HOTHUMH, KapTorpadiuHiMu, Xy10KHIMU BUAaHHAMH — 1,15; crieniansHUMU BUIaMu

4.2. IlinroToBKa 10 BUIa4i JOKYMEHTIB

HayKOBO-TEXHIYHOI JiiTepaTypH i JokyMmeHTauii — 1,1; mpu poOoTi 3 JOKyMeHTaMH iHO3eMHUMH MoBamH — 1,15,
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Tabnuus 6
Homep HasBa npouecy, onepaitii. Onnuunus Hopma uac
HOpPMH 3micT podoTn BUMIpY P y
1. 2. 3. 4.
IIpouec miaroToBKM 10 BUAAYI
1. Po3zcraButn popmymsipu KopHcTyBadiB (3a TepMiHAMHU, HOMEpaMH, OJTUH 50 ¢
andasiToM) dopmysip
2. [linbutn mimcymku poOOTH 3a neHb, 3pobutn 3ammc y «lllogeHHnKy
IO THS 30 xB
poboTH...»
3. [TigiOpaTy TOKYMEHTH 3a MONEePEIHIM 3aMOBICHHSIM OJIMH 5 xB
JIOKYMEHT
4. IlepernsiHyTH HOBI HAIXOKEHHS 7151 PEKOMEHJIALll KOpUCTyBauam OJIUH 4 X8
JIOKYMEHT
5. [lepernssHyTH 1 TOMOBHUTH KHM)KKOBI BUCTaBKH, MiCII BUJIBHOTO OJTVH 8 xB
BHOOPY KHUT, TEMAaTHYHI MMOJIUII i CTeNaxi JIOKYMEHT
6. ITigroryBatu pobode micie IO OHS 5 XB
PoGoTa 3 kopucTyBauaMu-00pKHUKAMHU
7. Biniopatu ¢popmynsipu 6opkHEKiB. HammcaTn nucTiBKU-HAraryBaHHS onma
PO TOBEPHEHHsS JJOKYMEHTiB. 3a3HauWTH JaTy HarajayBaHHA Ha . 5xB
3BOPOTHIN CTOPIHIII YUTABKOTO GOPMYISAPY THCTIBRA
8. Haramatn mno TtemedoHy mpo 3akiHUEHHS TEpPMiHY KOPHCTYBaHHS
JOKyMEHTOM OOp>KHWKA. 3a3HAUMTH ATy HarajayBaHHS Ha 3BOPOTHIH oJHe 3 xB
CTOPIHII YUTAIEKOTO QOPMYJISIpY HaralyBanisl
IIpuiiMaHHs TOKYMEHTIB B3aMiH 3ary0JeHux
9. 3a OOMIKOBUMH JOKyMEHTaM{ BHU3HAYUTH BapTICTb BTPAaYCHOTO
JOKYMEHTY, KiJBbKICTh HasBHUX MPUMIPHUKIB y KHHXKKOBOMY (OH]I, OJIMH 10 x5
pik  BumanHa. OUIHUTH  3alpPOIIOHOBAHMN  JIOKYMEHT B3aMiH | JOKYMEHT
3ary0JIeHOT0 Ha BU3HAYCHHS CTYIEHs BiANOBIAHOCTI
10. 3pobutu 3anuc y 30muTi 00Ky KHHUT B3aMiH 3aryOJIeHuX OJIMH 3a1HC 1 xB
11. CkJacTy 3aralibHUH aKT i3 CIHUCKOM JJOKYMEHTIB, OTPUMaHHUX B3aMiH OJIMH 3 xB
3ary0ieHnx JIOKyMEHT
Po0ora 3 BinmoBamu
12. OO6mik 1 xmacuikamis BiIMOB: TO3HAYUTH HA BUMO31 NPHUUHY izel
BigMOBH. PO3cTaBUTH YMTaIlbKI BUMOTH B ai(haBITHO-CUCTEMATHIHOMY BHUMoOra/
MOPSIIKY B KapTOTEKY «HE3aJI0BOJICHWH monuTy. [IpoaHanmizyBatu BijIMOBa/
BinMoBu. Ckmactu GibmiorpadiuHuii omuc AOKYMEHTIB, Ha sKi OYyi0 KapTka 10 xB
laHO HaAHOULTBIIE BIAMOB 1 TepemaTH KapTKu JO  BIIALTY
KOMIIJIEKTYBaHHS
4.3. O0cIyroByBaHHsI BijlaJIeHUX KOPUCTYBaviB
Tabauys 7




Homep Ha3ssa npouecy, oneparii. OnuHuns Hopma uacy
HOPMHU 3micT podoTH BUMIipy
1. 2. 3. 4.
OO0cayroByBaHHs TpaguuiliHuMu 3acodamu, 30kpema MBA
1. 3apeectpyBatu abonenta MBA, sikuii 3BepHYyBCs Briepiie OIUH 3 xB
KOpHUCTYBa4
2. [lepepeectpyBatn abonenta MBA OJVH 2 B
KOPHCTYBaY
3. 3anoBHUTH OJaHK-3aMOBJICHHS, MPOCTABUTH PEECTpaLliiHUI HOMED, omHe 3 xB
Jary 3AMOBJICHHSI
4, YTouHNTH BKa3aHi aOOHEHTOM Bi,Z[OMOCTi.l'IpO 3aMOBJICHHH JOKYMEHT, onHe 1x610 ¢
METY 3aMOBJICHHSI, JPKEPEI0 OTPUMAHUX BiIOMOCTEH 3aMOBJICHHST
5. bibmiorpadiune JIOOTPALIOBaHHS 3aMOBJICHHSL. YTouHUTH ofHe 30 xB
6i0iorpadidHi BiIOMOCTI 3a TOBIIKOBHM arapaToM 3aMOBJICHHS
6. [lepeBipuTi HasSBHICTH HOKYMEHTA, SIKHW 3alUTYEThCA, y 0i0moTeKax ONIMH 1 xB
MicTa, 00J1acTi, palioHy, Y T.4. 32 3B€ICHUMH KaTaJIoTaMH JIOKYMEHT
7. Hagicmatu  OnmaHK-3aMOBJIGHHST 3 TIPOCTaBJICHOIO  IMO3HAYKOIO
(mremnenem) «Hemae» 1o ramy3eBoro, yHIBEpCalIbHOTO IIEHTPY abo osHe 1 xB
1o 0i6miorekn (opraH iHpopMariii) 3a JaHUMH 3BEJICHUX KaTaJIOTiB SAMOBJICHIT
8. 3ammcaTd BIJOMOCTI MpO HajiciaHe 3aMoBieHHs 3a MBA (Ha3Ba OIUH 1x8 10 ¢
610mioTekw, 1aTa) 3i 3B0OpoTHOrO OOKY OJaHKa-3aMOBJICHHS 3aIuc
9. Ilocraputn OnaHK-3aMoBNeHHS B «KapToTeKy 3ammWTiB KOPHCTYBadiB 3a
MBA 3a po3ninparkoM «3armty 32 MBA, HaficnaHi 10 iHImMX 0i0mioTek onHa e
BUMOTa
10. [pwitaatn moxymeHT, Hamicmanwii 32 MBA. Poskputu Ganmeposs,
MEPEBIPpUTH CTaH JOKYMEHTA, 3a3HAYMTH JaTy OTPUMaHHA 1 Ha3BY
0i0ioTekH, IO Hajicjana JOKYMEHT, IHBEHTApHHA HOMEp, TEPMiH
kopuctyBaHHA. [lepecTaButy OJlaHK-3aMOBJICHHS 3 PO3JiITY KapTOTEKH O 4 xB
«3Banutu 3a MBA, Hanmicmani g0 iHmmX OiOMOTEK» 1O PO3ILTY AOKYMCHT
«Otpumani BuganHs 3a MBAy», y 1eil camuil po3fill MOCTaBUTH
OTpHMaHy YacTHHY OJIAaHKY-3aMOBJICHHS
11. [ToBigoMuTH a0OHEHTa PO OTPUMAHHS 3aMOBJICHOTO HIM JJOKYMEHTA i OJlHE 1 xa
TEPMiH KOPUCTYBaHHS HUM TIOBiTOMJICHHSI
12. Bunatn aboHeHTy moKyMeHTH, oTprMaHi 32 MBA, y untansHOMYy 3aii
(y ciyxx6oBoMy npuminieHHi O0iOnmioTekn). 3BIpUTH JOKYMEHT, SKUN OJIMH 7 X8
BHUJAETHCA, 3 OJIAHKOM-3aMOBJICHHS, TIEPEBIPUTH MLITICHICTh 1 CTaH JIOKYMEHT
JOKYMEHTa, TO3HAYUTH BHJATY
13. [puiinsatu Big aboHEHTa JOKYMEHT y YHTalIbHOMY 3ali. 3BIpUTH
JOKYMEHT 3 YaCTHHOIO OJIaHKY-3aMOBJICHHS, HEPEBIPUTH LUTICHICTD i OJIHH
CTaH JOKYMEHTa, 3p0OUTH MO3HAYKY PO MPUHOM, TOKYMEHT HOKJIACTH JOKYMEHT 2 XB
y CIieniajabHO BUIEHE Miciie (3aMKHEHY I1ady)
14, [ligroryBatn  AOKyMEHT JUIsl  BiAmpaBieHHS [0  Oi0IioTeKu-
dboHgOyTpEMyBaua PEKOMEHJOBAHOIO  OaHIAEPOIUTIO.  YTAaKyBaTH
OaHnmeponb, 3BAXHUTH 11, HAKIEITH Mapku (JKIOO  HEMae O 8 xB
LEHTPali30BaHOl OIJIaTH TepecuiIaHHs), HamucaTh aapecy, CKIIACTH JIOKYMEHT
MIOIITOBHUH OMHC
15. BuiiHaTH OJIaHK-3aMOBJICHHSI 3 KapTOTEKH, 3allMCaTH BIAOMOCTI IpO
HaJiCIaHHS JIOKYMEHTa (JaTy, HOMEp IMOINTOBOTO BiAMPABICHHSN). OIMH
IlepectaButn nucTOK 3 po3ainy «Bunmanus, orpumani 3a MBA» y JINCTOK 2 xB
po3ain «I[loBepHeHa JiTepaTypa BUMOTH
16. PoGora 3 BigmoBamu. Ilpu otpumanHi 3 6i0mi0TeKn-POHAOYTPUMYBaya
TTOBITOMJICHHSI TIPO BiAMOBY 200 3aTpUMKY BUKOHAHHS 3aIIUTY: ICTATH
3 KapTOTeKH OJaHK-3aMOBJICHHS, 3a3HAYMTU NPUYMHY 1 JaTy BiAMOBH OfiHa 1 xB
31 3BOpPOTHOrOo OOKy, TepecTaBUTH 3 po3ainy «3anmutu 3a MBA, B1AMOBA

HaJicaHi 1o iHmmx 6i61ai0TeR» ¥ po3nin «Bigmosu 3a MBbA»
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17. [loBimoMuTH MpO OTpPUMAHHA BIAMOBH (HaTy, NMPHYMHY) y BiIALI OJlHa 1 x8 10 ¢
00cITyroByBaHHS BiIMOBa
Opranizanis Buaadi 1okymenTtiB abonentam MBA
ITpuitHsATH 3aMOBJICHHS:
18. 3a BIICYTHOCTI Ha OJIaHKy-3aMOBJIEHHSI HOMepy aOOHEHTa MepeBipUTH onHe 1 xB
3a KApTOTEKOK aOOHEHTIB, UM A0OHYEThCS JIaHa OPTaHi3allis 3aMOBJICHHSI
19. Oprani3zailiss a0OHY€ETHCA: MMPOCTABUTH HOMEP Ha OJIaHKY-3aMOBJICHHI,
3BIpUTH aJpecy, Ha3By Oprasisailii, Mpi3BHIIE BiIMOBIJaIbHOTO 3a OAnHa 4 xB
MBA. V pa3i noTpedu BHECTH 3MiHH B KAPTKY BIZIMOBA
20. A60HeHT Y IOTOYHOMY POIli 3BEPHYBCA BICPIIC: POCTABHTH B KAPTI | /0 oo 4 xB
PiK 3BEepHEHHS, J1aTy
21. Odopmnennss aboHeHTa (opraHizamiss paHilmie He aOoHyBajacs):
MpUCBOITH aOOHEHTY HOMEp, 3allOBHUTH KapTKy peecTpanii aboHeHTa
MPBA i po3ninsHEK ((popMyIsap), 3a3HAUNTH MOBHY Ha3By 010IIOTEKH, | omuH aOOHEHT 5xB10c¢
MOIITOBY  ajpecy, TenedoH, Tpi3BUING, IM’sd, 1O OaTbKOBI
BIJIMOBITaIbHOT 0COOM, AaTy BIIKPUTTS 1 HOMep aOOHEHTa
22. PoszcraBuTH peectpariifHi KapTKH B KapTOTEIIl o/THa e
KapTKa
23. OdopMuTH TIOBIIOMIICHHS I a0OHEHTa (CTaHIAPTHE IMOBIJOMJICHHS
Mpo BIAKPUTTA aboHeMeHTa). Y pa3i moTpedum HamicmaTH abOHEHTY onHe 2 B
TUTIOBOTO JIUCTA 13 3alUTOM TMPO BiJOMOCTI, SIKUX Opakye Ui | TOBiJOMIICHHS
KapTOTEKH
24, OdopMuTi 3aMOBIIEHHSI MO TeneOHY: 3allOBHUTH BUMOTY Y IBOX
MPUMIpHUKAX, YTOYHHTHA HOMep aDOHEHTa 1 HamucaTy Horo Ha BIMO3, omiie
3BIpUTH 3 KapTOTEKOI 3a00proBaHOCTi, MigiOpaTH BUMOTH 32 SAMOBIICHILL 4 xB
mmdpamMu  pO3CTAHOBKH, TMiApaxyBaTH KUIBKICTh, TMepeAaTH Ha
BUKOHAHHS
25. [lepeBipuT  TpaBUIBHICTH  3alOBHEHHS  ONaHKa-3aMOBIIEHHS,
3a00proBaHicTh abOHEHTa, Ha 3BOpoTi 1-i wacTmHM OnaHka-
3aMOBJIEHHA (C.2) TMPOCTaBUTH CBii IITEMIIe]db 1 JaTy OTPUMAaHHS OMUH Oanic- 4 xB
3aMoBJIeHHA B pyOpuni «Ciyx00Bi mo3Hauku Oi0mioTekapsi mig dac SAMOBIICHHA
BUKOHAHHS 1 IlepeaipecyBaHHs 3aMOBJICHHS» B PSJIKY palioHy, MicTa
26. JloonpalrroBaty HENMPaBUIBHO 0(OPMIICHI 3aMOBJICHHS OJIVH OJIaHK- 1 xa
3aMOBJICHHS
27. 3ammdpyBaT 3amMoBiIeHHs a0oHeHTiB. 11iniOpaTn 6naHKK-3aMOBNIEHHS | OAWH OJaHK- 3B
3a aj1(aBiTOM, IIEPEBIPUTH HASIBHICTH JTOKYMEHTA 3a KaTaJOoroM 3aMOBJICHHSI
28. [lixroTyBatd JOKYMEHT 1O BHJAyi: 3BIPUTH JOKYMEHT 3 OJIAHKOM-
3aMOBJICHHSI, TIEPEBIPUTH HASBHICTh YCIX CTOPIHOK 1 CTaH JIOKYMEHTa,
MPOCTABUTH Ha OJIaHKy-3aMOBJIEHHI (JMmboBOoMy Oomi 1-of Ta 3-oi
qacthHH — . 1, 5) mmdpu H0KyMeHTa, 3a3HAUMTH iIHBEHTAPHUN HOMEp, OJTUH 2 xB
KUTBKICTh TOKYMEHTIB, JaTy BHJadi. 31 3BOPOTHOTO OOKY 2-0i YaCTHHH JIOKyMEHT
(c. 3) mpocTaBuTH MITEMIENH 010JIOTEKHM 3 HA3BOO Ta MOIITOBOIO aIPECOI0,
3a3HAYUTHA TEPMiH TIOBEpPHEHHsI, BKJIACTH 2-Ty YacTUHY OJaHKa-3aMOB-
JICHHS Y TJOKYMEHT, SIKHI BHJIAI0Th, IPOCTABUTH BHU3Y HOMEp OaHaepodi
29. [lepenatn BumanHs as KomitoBaHHS (y pasi 3aMOBJIEHHS (parMeHTy OJIMH 3 B
BUAAHHS: CTATTA 3 )KypHaJly, 30ipHHKA) JIOKYMEHT
30. BigicnaTi TOKyMeHTH ab0OHEHTaM: YIakyBaTH OaHJEpOJib, 3BAKHUTH, OJIMH 5 xB
HaKJICITH MapKH, HAIMCATH aapeCy, CKJIACTH NOMITOBHN OIHUC JIOKYMEHT
31. Po3craBuTtH OnaHku-3aMoBneHHs (1-a yacTHHA) HA BUIAaHI JOKYMEHTH
(Hagicmani) y KaproTeKy OOCIyroByBaHHS aOOHEHTIB y PpO3LI O 22 ¢
) JOKYMEHT
«Buganns, Bugani 3a MBA»
32. BibGmiorpadiune noomnpalfoBaHHs! HEBUKOHAHUX 3aMOBJICHb. Y TOUHUTH OZIMH 4 xB
6i0miorpadiyni BigomocTi 3a IBA JIOKYMEHT
33. BussuTi HasBHICTH JOKYMEHTA, Ha SKUH MTOTAHO 3aIHT, ¥ 0i0mioTekax OIVH 11 xB
MicTa, palioHy JOKYMEHT
34. OdopmuTH 3aMOBIICHHS Ul HAIIPABJICHHS B 1HIIN OiOJIOTEKH: 3a3HAYaTH O/IHE 3 B
Ha 3BOpoTHOMY Oomi 1- yactuHu OnaHka-3aMOBJICHHs (C. 2) MPUYMHY i |  3aMOBJICHHS
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naTy mepeaapecyBanHs (iutemmenb «Hemae B Gibmioremi», «Hemae B
010ITioTeKax MICTay), 3pOOHUTH BIAMITKY TIPO TEPEBIPKY 3a JIOBIIKOBHMH
BHJIAHHIMH, CUTIIH 0101TI0TeK-(hOHAOYTpUMYBAaUiB 3a 3BEIEHAM KaTaIOTOM

35. Bimicnatun abGoHEHTY MOBIIOMIICHHS PO NEpeagpecyBaHHs 3aluTy i3 OJIHE 2 B
3a3HauCHHAM Oi0IOTeKH, KyAu HOro OyJI0 HaJiCIaHO TIOB1JIOMJICHHS
36. 3apeecTpyBati BiIMOBY B o0mikoBux ¢opmax MBA. Hanicnatu
aboHeHTy ONaHK-3aMOBIEHHA (3-TI0O YacTWHY) Yy pa3i HEMOXKJIUBOCTI onHa 4 xB
BUKOHAHHSI 3 IO3HAYKOI0 Y BIAMOBLAHIHM pyOpHIli PO MPUYUHY BiIMOBH BlAMOBa
37. [locTaBuTH 3aMOBJIEHHS Ha Yepry NPH BiIMOBJICHHI «3aHHITO» OIlHE 3 xB
3aMOBJICHHS
38. [puiisaTH TOKYMEHTH, OBEepHEHI aboHeHTaMHu. OTpUMaTH MOLITOIO,
BIIKpUTH OaHIEpPOJb, MEPEBIPUTH CTAH NOKYMEHTA, BUHHATH OJaHK-
3aMOBJICHHA 3 KapTOTEKH OOCIyroByBaHHS aOOHEHTIB, 3a3HAYUTH Ha O 5 xB
HBOMY JIaTy [IOBEPHEHHS JOKYMEHTa, IEPECTaBUTH OJIaHK-3aMOBIICHHS FIOKYMEHT
B po3ain «IloBepHeHa JiTepaTtypa»
39. Kontpone 3a TepMiHaMU KOPHUCTYBaHHS IOKYMEHTaMH{, BHSBIICHHS OJIUH 1x810 ¢
OOP’KHUKIB, HAJICHJIAHHS HATaTyBaHb JTOKYMEHT
JocTyn 3a 70mM0MOro10 BUKOPUCTaHHSI iHopMaIiiiHUX TeXHOJIOTiii
40. CDOpMYBaH.HSI 0azu JIaHUX TIPO a0OHEHTIB 3a BiAMOBiAHOI (oOpMOIO, OTHH AGOHEHT 6 B
BBeJICHHS iH(opMaIlii mpo HoBoro aboHEeHTa
41. 3Hanm B-63.3.1 JAHUX BIJOMOCTi Mpo abOHYBAaHHS OpraHi3allii, BHECTH I — 4 X8
HEOOXiHI 3MiHU
42. Beectn indopmarito npo mpuioM 3aMOBJICHHS BiJ aDOHEHTIB o/lHE 1 xB
3aMOBJICHHSI
43. Bgectu irdopmamniro mpo nepeagpecyBaHHS 3aMOBIICHHS, BUBECTH Ha oNiHe 1 xa
IPUHTEP MOBIAOMIICHHS 3aMOBJICHHS
44, BBectu maHi mpo MOCTaBJICHHS 3aMOBJICHHsS Ha Yepry, MOBIIOMHUTH ollHe 2 B
aboHeHTa 3aMOBJICHHSI
45. 3apeecTpyBaTd JIOKYMEHTH, BHIaHI Aa0OHEHTY, NPOCTaBUTU TEPMiH OJIVH 3 xB
MIOBEPHEHHSI JIOKYMEHT
46. Bunanutu 3 MacuBy JaHi po MOBEPHEHUI TOKYMEHT o/lHe e
3aMOBJICHHSI
47. 3niliCHeHHS! KOHTPOIIO 32 TepMiHAMHU IMOBEPHEHHS JOKYMEHTA: MOIIYK
i BimOip JaHWX Tpo OOP)KHUKIB, BUBEAEHHS MOTPiOHOI iH(OpMaii Ha | OfMH aOOHEHT 3 xB
MIPUHTEP, PO3APYKYBAHHSI CIIMCKIB 13 3a3HAYCHHSIM aJjpec aOOHEeHTa
EJjiekTpoHHA 10CTaBKA IOKYMEHTA
48. CkaHyBaHHSI, po3ITi3HaBaHHs, KOPEKTYBaHHS, BilpaBKka aOOHEHTY o1Ha 20 xB
CTOpiHKa
Opranui3aiis po6oTu 6i0/1i0T€eYHUX MYHKTIB
49. [MpoBecTn KOHCYNBTaNiI0 (HABYAHHS) MIOJ0 TEXHOJIOTIYHUX ACIIEKTIB ofHa 8 rox
00CITyroByBaHHSI KOHCYJIbTAITis
50. Vxmactu yromy Mk 0i0mioTekoro 1 opranizamiero, ae Oyne O/lHa 5 rox
3MIIHCHIOBATHUCS MT03aCTalliOHApHE 00CITYTrOBYBaHHS yrojia
51, Odopmuru popmyssip 6i6I1i0TEUHOr0 MYHKTY (B 2-X MPUMIPHHUKAX ) OITMH 15 xB
thopmyssip
52. OdopmutH manky 3 AOKyMEHTaMH (yrona, TOpy4YeHHS Ha OTpPUMAaHHS
JNOKYMEHTIB, Gopmyisip 0i0mioTe4HOr0 TMYHKTY, 3BITH Ta iHIII oAHa 15 xB
JOKYMEHTH) flatia
53. C@aCTH CXeMy po3TaulyBaHHs Oi0JiOTEYHHMX NYHKTIB Ha TEPUTOPIii O/lHa 2 10120 xB
MicTa, pailoHy cxema
54, Cknactu nomicsiyHuid rpadik OOMiHY JIOKYMEHTIB, 110 3HAXOASTHCS B .
. ouH Tpadik 20 xB
010,1I0TEeYHHX MMyHKTAX
IMin0ip KOMIIEKTIB JOKYMEHTIB ISl 0i01i0TEeYHOTr0 MyHKTY
[TigiOpaTy KOMIIEKT TOKYMEHTIB
KinbKicTh JOKYMEHTIB Y KOMIUICKTI:
55. 010 OIIVH
i KOMII['U'IGKT 17x8
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56. 1o 30 OIVH 50 xB
KOMILIEKT
57, A0 100 KO;ZIE;I;ZKT 2 rox 30 xB
58. [ligroryBat AOKYMEHT 110 BHAaui y OiOMIOTEUHWH MyHKT: BUHHSITH
KHIDKKOBUH (POPMYIIsIp, 3a3HAYNTH JIATy BUAAYl, CHIII MYHKTY, ITiITHC ORI 2 xB
BIJIIOBIOAIILHOI 0CO0H JIOKYMEHT
59. 3amucatn 'y ¢opmynsip 06i0dioTEYHOro MYHKTY JaTy BHIadi J—
JOKYMEHTIB, KUIBbKICTh BHAAHUX Ta IOBEPHEHHX JOKYMEHTIB Y 1 xB
6i0mioTexy-poHaOyTpUMYBaY Jame
60. Po3craBuTi KHWXKKOBI (opMymsipu BimiOpaHMX JOKYMEHTIB B
anaBiTHOMY MOpPSIKY B OOJIKOBY KapTOTEKy 3a PO3MiINbHUKAMHE- | OIIFH KHIKKOBHI 25 ¢
curnamu  GoHIO0OTpUMYyBada (0iOIIOTEYHOTO MyHKTY, NepecyBHOI thopmyrsp
0101i0TeKN)
61. [puiiasaT JOKyMeHTH 3 610MI0TEYHOTO MyHKTY: IPOCTaBUTH MO3HAYKY
Ha KHIKKOBOMY (opmyisipi, BKIacTd (GOpMYISp y JOKYMEHT, | OIMH JIOKYMEHT 2 xB
PO3CTAaBHUTH 3a MIiCIIeM ITOCTIHHOTO 30epiranHs
5. Hapanus 10BinkoBo-0idaiorpagiunux nocayr
,5.1 JloBinkoBo-indopmaniiina podora
Tabauuys 8
Homep Ha3Ba npouecy, oneparii. Onnanus Hopma acy
HOpPMH 3micT podoTn BUMIpY
1. 2. 3. 4.
Benenns n1oBigkoBo-6idaiorpagiunoro anapary (IBA)
[lepernstayTr 1 BigiOpaTyi MOKYMEHTH 3 TOTOYHHX HAIXOKEHBb IS
po3mnucy Ta BHeceHHs 10 JIBA:
1. 30ipHUKHU OIHH 15-20 x5
30ipHUK
2. KypHaIH OJIMH 10-15 xB
KypHaI
3. ra3etu oJlHa 4-5 xB
rasera
4. Oi6miorpadiuni mociOHuKH, JIITOMUCH KHIKKOBHUX, KYpPHAITBHUX OJIVH 1 xB
cTarel, MPUKHWKKOBA Oibiorpadis 3armc
AHAJITHYHUH PO3NMC KYPHAIBHUX, Fa3eTHUX cTaTei, 30ipHUKIB,
0i0sriorpagiyaux nociOHMKIB
OsHaifoMuTHCs 31 3MICTOM CTaTTi, CKIacTH O0ibiiorpadiunuii onuc
KinbkicTh eneMenTiB 6i0morpagiyHoro 3amnucy:
5. 4-6 OJIUH
3aﬂrmc 6 x8
6. 7-9 OJIUH
7 XB
3aITnC
7. [epernsHyTH JOKYMEHT, CKJIaCTH aHOTAIIIFO omHa 15 x8
aHoTauis
Po0oTa B aBTOMATH30BAHOMY Pe:KUMI
®dopmyBaHHsT 0a3 JaHWX CTaTe 3 MEPiOJMYHUX BHJAHb, 30ipHHKIB.
Beenenns 0i10iorpad)iyHMX 3aMUCIB B 0a3y JaHUX
8. 3aroBHEHHS BiANOBIAHUX M0JIiB Oi0miorpadiuHoro 3anucy o/lHE 30 ¢
noJje
3niliCHUTH peaaryBaHHs 0a3 gaHux 0i0miorpadiyHuX 3aMuciB cTaTeH 3
NepioIMYHUX BUJIaHb, 301pHUKIB!
9. MOTOYHE peaaryBaHHs OIMH 3 xB
JOKYMEHT
10. BHOIpKOBE  TeHepajdbHE  pelaryBaHHA 3a  IIEBHHM  IIOJIEM OIVH 3-7 xB
0i0iorpadiyHOro 3anucy JIOKYMEHT
Opranizanis Ta pegakuisi CHCTEMATHYHOI KapTOTEKHM CTaTel
(CKO)
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11. [epernsHyTH Ta BiniOpatu KapTku ajs 3anecenns g0 CKC. O/1Ha 3 xB
CucremMaTu3yBaTH Ta PO3CTABUTH KAPTKU y 3BOPOTHIN XPOHOJIOTIT KapTKa
12. Hammcatn i po3cTaBUTH pO3TiITEHUKH OJIMH 2 B
PO3IITBHUK
13. HertanizyBaTu po3IinM, BBECTH MpeaMETHI pyOpHKH, HammcaTH i OJIMH 7 B
PO3CTaBUTH HOBI PO3AITIbHUKH PO3IINBHUK
14, Bumyautn i3 CKC kapTky Ha 3acTapisii JOKYMEHTH, IIEPEBECTH iX B omHa 3 xB
apXxiBHY YacCTHUHY (BHIYYHUTH) KapTKa
Opranizanis ¢pakrorpagiuynoi kaprorexn (PK)
15. BusHaunTin 00’€KTH Ta OCHOBHI O3HAKW i BimoOpakeHHs B DK.
IlepernsHyTH moxymeHTH 1 BimiOparu ans BHeceHHs B OK. 3anecTn oHa 7-10 xB
BiZiOpaHi BiZOMOCTI Ha KapTKH, PO3CTABUTH KAPTKH Kaprra
16. Hanwmcaty i po3cTaBUTH PO3AITEHUKA OJIMH 7 B
PO3IINBHUK
17. IlepeBipnuTH Ha KapTKax MPAaBIIBHICTh 3aHECEHUX BiIOMOCTEH, BHECTH
3MIHH Ta JOIIOBHEHHS oJlHa 3 xB
KapTKa
Opranizanis TeMATHYHUX TEK Ia3eTHUX BUPI30K
18. Ilepernsnytu raseru Ta BifiOpaTu cTarTi 3a TEMOIO, MiATOTYBaTH Ta ofHa 3-5 xB
CHCTEMaTH3yBaTH BUPI3KH BUPI3Ka
19. CTBOpHUTH TEMaTWYHY TEKy: 3pOOMTH crerudikamio cratei abo ix
KCEPOKOIIiH, HAaKIICITH Ha TEKy KHIDKKOBHH (GopMyisp, JaTh Ha3By, oJlHa 20-30 xB
3aiHAeKCyBaTH, 3poOuTH OibmiorpadiuHuil omuc 1isd pO3MIlLEHHS Y TeKa
JBA
5.2. loBinkoBo-0idiorpagiuni nocayru
Tabnuysn 9
Homep Ha3ssa npouecy, oneparii. OauHuns Hopwa uacy
HOpMH 3micT podoTn BHMIpY
1. 2. 3. 4.
IIpuiimanns 6i0giorpagiynnx 3anuTis
1. [puitasitn  6i0miorpadivauii 3anuT. YTOYHMTH TeMy, LiIbOBE 1 OJIMH 3 B
YUTALbKE IPU3HAYCHHS 3aIuT
2. BusHaunTi raMOUHY TOUIYKY: JDKepela, XPOHOIOTIYHI MeXi MOUIyKY OJIUH 3B
iHbopMmalii Ta 1i Hocii 3amuT
BukoHaHHSI TeMaTH4YHOI I0BiAKH
3. YTouHUTH TeMy, 3MIACHUTH TOIIYK i BifOip nokymeHTiB. Ckiactu OoJIHA 10-35 xB
0i0siorpadiunuil onuc JIOB1JIKa
BukonanHns agpecHoi 0ioaiorpadiunoi goBigku
4, BcraHoBUTH HasBHICTH YM MiCIle 3HAXO/DKCHHS JOKyMeHTa Yy (oHi OJIUH 2.5 xB
010mioTeKH JIOKYMEHT
BukoHaHHs1 YTOUHI01040i 0iGiorpagiunoi 1oBigku
5. BcranoButn Ta (a00) yTo4HHTH eneMeHTH Oi0niorpadiqHOro Omwmcy, OJIUH
sKi BIJICYTHIi, HEIIOBHI 200 HETOYHO IOJIaH1 y 3alUTI KOPUCTyBaya JOOKYMEHT 57 xB
6. Hapnatn noBumii 0ibniorpadiyHuii onuc AOKyMeHTa mpH o(pOpMIICHHI OJIMH 510 x5
MUCHMOBHX 010Jiorpad)iYHUX CIHCKIB JIOKYMEHT
Bukonanns ¢gakrorpadiunoi noBigkm
7. BceranoBuTH KOHKpeTHI BioMocTi mpo Ti abo iHmN 00’€KTH, MOAii, o11Ha 10BiAKa 10-40 x5
MPOIIeCH, aTh
BukoHaHHsI 10Bi1OK B aBTOMATH30BAHOMY PeKMMI
8. 3HalTH KOpUCTyBaya B 0a3i JaHUX Ta 3apEECTPyBaTH sl BUKOHAHHS OJIUH 2 xB
JIOBIJIKH KOPHCTYBay
3HaiiTu 010i0orpadiuHi 3aKCcH 32 yMOBaMU 3alUTy B 0a3ax maHuXx ( B
1.4. EK). Bukonatu noBiaky:
9. aapecHy 0i0miorpadiuHy, yTOUHIOIOUY OJTHA JIOBiJIKa 3 xB
10. TeMaTHYHY OJIUH 15-20 xB
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JIOKYMEHT

11. (dakrorpadiuny OJIUH 15-30 x5
JIOKYMEHT
12. BipTyansHy (B Mepexi lurepuet, EK, B/I) OJIMH 20-60 x5
JIOKYMEHT
13. Busectn pesynpraTé momyky OiOmiorpadidHMx 3amvciB Ha €KpaH, OJTHH CITHCOK 2-10 x5
PO3IPYKYBaTH CIIMCOK
O0Jik 0ibTiorpadiyHux 10BiT0K
14. CucrtemMaTH3yBaTH AOBIAKH 32 THUIAMH, 3aPEECTPYBAaTH B OOJIIKOBHX O/1Ha 1-2 xB
JOKYMEHTaX, SIKi IpuiHATI y 6i0mioTeri IOBiIKa
15. Bini6patn akryampHi (CKiagHi) THCBMOBI JOBIAKA It ApXiBY
BUKOHAHMX JOBIIOK, TPOCTaBUTH IHAEKC, 3pOOMTH OmMUC Ui OtHA 5-8 xB
KapTOTEKH BUKOHAHUX JIOBiIOK JOBiJIKa
Hapgannsa  koHcyabTaliHOi  gomomorm  6ins  J10BiIKoOBO-
0i0miorpadiunoro amapary
16. [ligroryBaT 1 MPOBECTH TPYMOBY KOHCYNbTAIil0 (3aHATTS) TIPO ofHa
KopuctyBaHHs [IbA KOHCYIIBTAIA 60 xB
5.3. Bioaiorpadgiune indopmyBanus
Tabauuys 10
Homep Hasea npouecy, onepauii. OnnHnus Hopma uac
HOpMH 3micT podoTn BUMIpY P y
1. 2. 3. 4.
Indopmaniiine 3a0e3neyeHHsi a0OHeHTIB B cucTeMi BHOIPKOBOro
po3noBcraxkeHHs ingopmanii (BPI)
BusiBiiennsi indopmaniiinux mnorped Ta ¢opMyBaHHS Mepexi
a0OHeHTIB
1. Po3pobuTn aHkeTy Al BU3HAYCHHS] KOHTUHIEHTY aOOHEHTIB Ta IXHiX
. o . OJIHa aHKeTa 1 rox 30 xB
iHbopMaliitHuX moTpeO (3amuTiB). PO3MOBCIOINTH aHKETY
2. OmnpatroBatu pe3yibTaTd aHkeTyBaHHA. CkiacTu Ha 0a3i ofeprkaHuX
. NS " ) oI1H a0OHEHT 1 rox
JTAHUX KapTOTeKy aDOHEHTIB Ta iXHiX iH()OpMaIliiHuX moTpeo (3armTiB)
ITiaroroBKa CHrHAJLHOIO NMoBimoMJIeHHA B cucTeMi BPI
3. [epernsHyTst  JOKyMEHTH Ta  BimiOpaTH  Martepiasid  3TiJTHO
iHpopmaniiinux 3amuTiB. O3HaOMHUTHCS 31 3MICTOM MaTepianis, oflHE
3pobutH 6ibmiorpadiuHuil onrc, HaMCaTH aHOTAIIIO, MiATOTYBATH 10 | TIOBIIOMIICHHS 2 rox
JpPYKY, BIJMPaBUTH MOBiJOMJICHHS, 3pOOMTH BIMITKH Yy KapTOTeli (5 HazB)
a0OHEeHTIB
BuBuenns egekTuBHoOCTi cuctemu BPI
4, [IpoananizyBaTi KapTH 3BOPOTHOTO 3B’513Ky. BigKopekTyBaTu cucreMy oJlHa 15 xB
BPI 3rijiHO 3 BUCHOBKaMH aHaJi3y KapT 3BOPOTHOTO 3B’ SI3KY KapTa
5. [IpoBectn ankeryBaHHs (cIiBOeCiy), MPOAHATI3YBATH OJICPIKaHY
. . . . oIvH a0OHEHT 1 rox
iH(pOpMallilo, 3aHECTH 3MiHH B KAPTOTEKY a0DOHEHTIB
Indopmauniiine 3a0e3nevyeHHs a00HeHTIB B cucremi
audepenniiioBanoro 3ade3nedeHns kepisBHuNTBa ([I3K)
®opMmyBaHHsI Mepeski a00HeHTIB
6. BusHaunuTH K010 aOOHEHTIB Ta iXHi iH(hOpMaIliiiHi MOTpeOH (3amuTH):
MPOBECTH AaHKETYyBaHHS, ONHUTYBAaHHA, 3i6paTH iHpOpMaIlito 110 OJTHH aGOHEHT | ron
tenedony tomo. CKIacTu KapToTeKy aOOHEHTIB, COPMYITIOBATH TEMH
iHpOpMYyBaHHs
IlinroroBka iHopManiiiHuX MaTepiaiiB
IlinroroBKka onepaTHBHOI iHQopMalii 3a MaTepiajaMu pecu
7. [Tepermsaaytnn 1 BimiOpaTu cTaTTi 3 TMEPIOAUYHUX BHIAHb, CKJIACTH omHA
6i0miorpadiuHA ONKC, 03HAWOMHUTHUCH 31 3MICTOM, CKJIACTH aHOTAII0, | 1HpOpMAIIIS 4 Tox
MiArOTYBAaTH TEKCT, HAIPYKYBaTH (5-10 Ha3B)
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BuBuyenns epexktuBHoCTi cuctemu 3K

Po3pobuTH Ta pO3MOBCIOAWUTH AHKETH, NPOBECTH AHKETYBaHHS
(omuTyBaHHs, Oecigy), TpOaHANI3yBaTH Ta Y3arajdbHUTH OJEp)KaHY
iH(pOpMallil0, BHECTH BiAMOBIIHI 3MiHH B KAPTOTEKY AOOHEHTIB

oIvH a0OHEHT

2 rox

I'pynose (inguBinyanbHe) inpopMyBaHHs YuTaviB (A00HEHTIB)

BusnaunTn k010 aOOHEHTIB Ta ixHI iHGOpMaIliiiHi moTpeOH (3ammuTh):
NPOBECTH  AHKETYBaHHS, ONWTYBaHHS, CHOPMYJIOBATH  TEMH
iHOpPMYBaHHs, CKJIACTH KapTOTEKy aOOHEHTIB

oIVH a0OHEHT

1 roxm

10.

[epernsnytn i BimiOpaTu JdiTepaTypy BIiANOBIAHO A0 TEMAaTHKH
3amuTiB, 3pobutn OibmiorpadidHMil OMHIC, CHCTEMATH3YBaTH, CKIACTH
iHpOpMaLiiHUN CITUCOK, 3pOOMTH MO3HAYKH B KapTOTEli a0OHEHTIB
IpynoBoro iHpopMyBaHHsl, BignpaBUTH aDOHEHTaM

OJWH CIIMCOK

30 xB

11.

[ToBimoMuUTH PO HASIBHICTb HOBHX HAJXO/KEHBb 32 TEMOIO YCHO (110
TenedoHy)

OIlHE
HOBIIOMJICHHS

10 xB

IlinroroBka 0id1iorpagiuHux orasiiB JiTepaTtypu

12.

[ligroToBKa TEMaTUYHOTO OTJISAY JIITEPATYPH.

Bini6paty HOBI HaAXOPKEHHS 3TiTHO BH3HA4YeHOi Temu. llinroryBartm
KOpPOTKi aHOTamii. BwuOymyBatm moriyHmMid BHKIAJ —Martepiaiy.
IIpoBecTu ormsia

OJTVH OTJISINT
(mo 10 BunaHs)

12-14 ron

13.

[ligroryBatu orisp JiTepaTypu HOBUX HAIXOIKEHb: 03HAHOMHTHUCH 13
3MiCTOM HOBHX JIOKYMEHTIB, CHCTEMaTH3yBaTH MaTepiai, MiAroTyBaTu
TEKCT, POBECTH OTJISIT

OIUH OIS
(mo 10 Bugann

10-12 ron

IligroTroBKa TEMATHYHOI0 MEPETJISIAY JiTepaTypu

14.

BusHaunti TeMy meperisoy, CKIacTH TEKCT oroiomeHHs (adimi).
[lepernsayTH Ta BimiOpaTH HOKYMEHTH, 3aMOBHUTH Ta OJIEpXKaTH iX B
CTPYKTYpPHHX mimpo3nigax. Po3poOutu pyOpuku mneperismy, TMif-
TOTYBaTH MiCIle €KCIIO3UIlii, PO3CTaBUTH JiTepaTypy. [demoHTyBaTH
MEpPEryisil Ta MOBEPHYTH JITEPATYpy Y CTPYKTYPHI HiAPO3Iin

OJIVH TIePerJIs]]
(mo 50 Bumann)

10-15 rox

iaroroBka neperJisily HOBUX HAIX0:KeHb JiTepaTypu

15.

Cknactu Tekct orosomenHs (adimi) npo neperssia. Ilepernsnytu Ta
BiiOpaTH TOKYMEHTH, 3aMOBHTH Ta OJCpKaTH iX y CTPYKTYpHHUX
MiApO3iiIax, pPO3MOAIIUTA 3a TaTy3sIMH 3HaHb, MiATOTYBAaTH Miciie
eKCIIO3MIIil, PO3CTaBUTH JiTeparypy. JIeMOHTyBaTu Tmeperisiy Ta
MTOBEPHYTH JIITEPATYPy Y CTPYKTYPHI ITiIPO3 ILTH

OJIMH TIeperJIsit
(mo 50
BUJIaHb)

10-12 roxg

ITinroToBKa 010J1€TEHSI HOBUX HAAXOI:KEHb

16.

[NepernsHyTr Ta BigiOpaT JOKYMEHTH 3 MacHBY HOBHUX HA/IXOJKEHb,
CUCTEeMAaTH3yBaTH IX 3a Taly3sMH 3HaHb, 3poOuTH OibmiorpadivHi
OIIMCH, CKJIACTH KOPOTKi aHOTauii (3a MOTpeO0r0), IOCTaBUTH CUTIH
CTPYKTYPHHX Iipo3iiiB (610mioTek-disniii)

OJUH
OI0JIETEHD
(mo 30
JIOKYMEH-TIB)

10 rox

Opranizanis ta nposenenHs JIusa ingopmanuii, Insa 0idaiorpadii

17.

BusHaunTH MUTBOBY ayauTOpiro, MeTy Ta TeMmy Jus inpopmarii ([us
6i0miorpadii). 3abezneunTtn BiAOip Ta cUCTeMaTH3aLil0 JOKYMEHTIB
BHU3HAYEHOI TeMaTWKW. BupimmTy opranizauiiini nutanHsa (mata Ta
IUTaH TIPOBEJCHHS, pO3po0Ka pEKIAMHUX OTOJIONIeHb, 3BEPHEHb,
MOBIZIOMJICHHS 3al[iKaBJICHUX OpraHi3allili, 3aMpoIICHHs CIEHIaJICTIB,
KOHCYJIbTaHTiB Tomo). Po3pobutu Ta odopmutn HaouHi dopmu
nomynsipu3anii  Jmiteparypu (BHCTaBKW, meperisinn). [ligroryBaru
TekcTH OibmiorpadiyHux OrJIsLAIB, KOHCyNbTaliid Tomio. I[lpoBectn
Henb inpopmanii (Jenp 6i0miorpadii) 3rigHo miany. 3pobut aHaii3
e(eKTUBHOCTI  3aXOJy: KUIBKICTh  BiJBiyBauiB, KHHI'OBHJIA4Ya,
OTIpAIlfOBaHHS aHKET Ta iH.

OJIMH
3axi1/1

36-50 rog

Oprani3zauis Ta npoBeaeHns J{Hs cneniagicra
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18.

BusHauntH WiTbOBY ayAMTOpPi0, METy Ta TeMy 3axony, (opmy
mpoBeleHHs (cTallioHapHa, BHWi3HA), TMEPEerNIIHYTH 1 BigiOparu
JNOKYMEHTH, CKJIAacTH TIJIaH MpPOBEICHHS, pPEKJIaMHi OTrOJOIIEHHS,
Y3TOJUTH MPOTPaMy i3 3aMOBHUKaMU, 3alliKaBIEHUMH OpraHi3allisiMHu,
MiArOTYBaTH MEPEeryIsigu JiTepaTypd, TEMaTW4HI BUCTaBKH 3a

OJINH

creuianpHicTio, 0i0miorpadiyHi orisiiu, 3aMOBHTH JIeKUil Ta iH., 3axin 50-70 rox
3alpOCUTH  CIICIIANICTIB, OpraHi3yBaTH uYepryBaHHA Oibmiorpadis,
KOHCYJBTaHTIB-CIIEIIANTICTIB, TPOBECTH 3axil, 3poOWTH aHami3
e(eKTHBHOCTI 3aX0.1y
6. HaykoBa gistibHicTh 6i0/1i0TeKH
6.1. HaykoBo-10c/aiTHUIIbKA po6oTa
Tabnuys 11
Homep HasBa npouecy, onepaitii. Onununns Hopma uacy
HOPMH 3mMicT poboTn BHUMIipy
1. 2. 3. 4.
Po3poOka nporpamu (TeXHi4HOr0 3aBJAHHA) JOCTiKEHHSA
OOrpyHTYBaTM akTyanbHICTh TEMH, BHUSBUTH 1 OOIPYHTYBaTH
MpoOJIEeMHY CHTYaIlifo, CPOPMYIIOBAaTH METY, 3aBIaHHS 1 TiNoOTe3y,
BU3HAYUTH OO €KT 1 mpemMeT mociipkeHHs. OOroBOpWUTH MaTepial,
JIOOTPAIIOBATH JIOKYMEHT Ticias oOroBopeHHs. Hamucatu Tekct
JOCIHIPKEHHSL:
1. eMITIPUYHOTO XapaKTepy oJHa 700 rox
nporpaMa
2. MIOTaXXHOTO (PO3BiAYBAILHOTO) XapaKTepy oJlHa 430 rox
nporpama
3. TNPUKJIIHOTO XApaKTePy 3 BUKOPUCTAHHSAM BioMux (ampoOoBaHUX) ollHa 250 rox
MPOTpamM, METOJIUK PETIOHATBHOTO PiBHS nporpaMa
4, 3 BUKOPHCTaHHSAM HOBHX (HE anpoOOBaHMX) MPOrpaM, METOAUK OJIHA 335 ron
nporpama
5. (yHIaMEHTAJIBHOTO, TEOPETHKO-NI3HABAIFHOTO (KOHIETITYalIbHOTO, oJHa 440 ron
METOJIOJIOTIYHOT0) XapaKTepy nporpaMa
6. MIHI-€KCIIPEC AOCIIKSHHS, JIOKAIBHOT COIIOJIOTIYHOT PO3BIIKU OllHa 25 ron
nporpama
Po3po0ka MeTOAUKH JOCITiI>KEHHS
Hammcaty TeKCT METOJMYHMX JOKYMEHTIB 3TiJJHO 3 JIOCIIDKEHHSM,
K€ TpPOBOJAUTHCS. Po3pobut 1 0OTpyHTYBatH BHOIPKY, BHOpaTH
MeToau 300py couionoriuHoi iH(opMalii, onucaT METOAU Ta CXEMH
aHaiizy i oOpoOKku naHux. Po3poOMTH METOOUYHUI iHCTpYMEHTapii:
aHKETy, IHTEpB’10, Oecimgy, ONaHKM OOJIKY, OJIaHK CIIOCTEPEKECHHS,
aHayi3 0i0mioTedHol AoKkyMeHTallii, (opMu TaONUIb. 3MIHCHUTH
eMIipuyHy anpoOallito PeNeBaHTHOCTI CKJIAJEHUX JIOKYMEHTIB,
YTOYHUTH 1 JIOOTIPAIFOBATH METOJMYHHN I1HCTPYMEHTapii, CKIACTH
OCTaTOYHUI BapiaHT JIOKYMEHTa
MeToarKa IpOBEACHHS TOCIIKSHHSI:
7. EMITIPUYHOTO XapakTepy oJlHa 550 ron
METOJINKA
8. MIJIOTXHOI0 (PO3BIAYBAIBHOI0) XapaKTepy OJTHa 300 rox
METO/IMKA
9. MPUKIAIHOTO XapakTepy 3 BHKOPUCTAHHIM BiIOMHX (ampoOOBaHHX) OJlHa 150 ron
porpam, METOAMK PeriOHAILHOTO PiBHSA METOIMKA
10. 3 BUKOPHCTAHHSIM HOBHX (HE anpoO0OBaHUX) MPOTrpam, METOIUK OJTHa 250 rox
METOIMKA
11. (yHIaMEHTaIbHOTO, TEOPETUKO-MI3HABAIBHOTO (KOHIENTYalIbHOTO, OJlHa 350 rox
METOOJIOTIYHOT0) XapaKTepy METOIMKA
12. MiHi-€KCIIPEC TOCIIHKEHHS, JIOKATHLHOI COITIOJIOTIIHOT PO3BIAKH OJTHA 40 ron
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MCTOJHKa

Oprani3aiiiina po6oTa 11010 NPOBeXeHHs TOCTiAKeHHS

13. CTBOPUTH JOCHITHUIGKHA KOJeKTHUB. CKiactTm poOouuit IiaH
MPOBEACHHSI JOCTIHKEHHS, y3rOIUTH HOT0o 3 BUKOHABLSIMU. Po3poOuTn
METOAMYHI JOKYMEHTH WLIOAO0 30WMpaHHS TEpBHHHOI iHopmaii onue 140 ron
(mopanu iHTEpB’10€paM, crocTepiradyaM TOIIO); MPOBECTH IHCTPYKTAXK FOCTIDCHIA
TIpaIliBHUKIB (1HTEPB FOEPIB, CIIOCTEPITaviB Ta iH.)
14. 3nifichuTr GibmiorpadiuHe OnMpalroBaHHs TEMH AOCITIDKEHHs, poOOTy B
apxiBax, BUBUCHHSI HOPMaTHBHO-TEXHIYHOI TOKYMEHTallii, iHopMarii mpo OJTHE 40 rox
AHAJIOTH Ta IHIII MaTepiagd, sKi CTOCYIOTbCS TEMH, IO AOCIHIIDKYETHCS. | AOCHILKEHHS
CxuacTu 6i0miorpadiyHuii CIMCOK BUKOPUCTAHOI JIiTepaTypH
30ip nepBuHHOI iHpoOpMAanii
15. AmnketyBaHHA (10 15 mo3uitiit) OJTHa 15 xB
aHKeTa
16. OmuryBanss (1o 10 mo3urtiii) oJHe 20 xB
IHTEPB 10
17. CroctepexeHHs oJIHH GIaHK 20 xB
18. AHarnizyBaHHS CTATUCTUYHUX JOKYMEHTIB OJIMH 20 xB
JOKYMEHT
O0podKka TaHnx
OOpoOut  iH(pOpMAIil0 Ha OCHOBI TEPBHHHHMX BHUXIJHUX JIAHUX,
OTPUMAHMX BIJIITOBIHO IO METOIUKH JOCIIKCHHs. 3pOOUTH TONepeaHii
MIpaXyHOK BifMOBiIEH HA 3alWTaHHS, BMIIlleHI B OOpaHy METOIHMKOIO
nociipkenas Gopmy. Cryact poOoui  TaOnwmil. 3aHECTH TONEPEeIHi
MACyMKH y poOoul TaOnwii. 3AiiCHUTH MiIpaxyHKH, y TOMY YHCHI
a0CONIOTHI ~ BENMYMHK, BIJICOTKH, BW3HAYUTH CEpPEHI ITOKA3HHKH,
koedimieHTH, 3MiHHI TIOKa3HWKH Tomo. IliaroryBaty 3BemeHi TaOwii,
crucku. [lepeHectn pe3ysbTatit poOOYMX TaOMMIL Y 3BEACHI TAOJIMII,
3IACHUTH BIJITIOBIJTHI IMiAPAXyHKH:
19. Y py9HOMY peXUMi ollHa 300 rox
METO/INKa
20. B aBTOMATH30BAHOMY PEXUMI onlHa
400 roxn
METO/IMKA
AHaui3 00pobeHoi iHdopmauii, MiATOTOBKA 3BiTY,
(hopMyJII0BaHHSA BHCHOBKIB, pO3p0o0Ka peKoMeHaawii
21. V3aranbHUTH pe3yJbTaTd JOCHTIKEHHs, MOPIBHATH 1X 3 TEOPETHYHHMHU OJIMH
Mozemsimu.  [IpoananizyBati  omparpoBaHy —iH(opmauio. 3poOHTH | aBTOPCHKUIN 100 rox
BHCHOBKH, IPUMHSITH PiLlIEHHS], 3p00MTH ITPOTHO3 apKy1
22. Hanwmcatu 3Bit. Po3poOuti pekoMeHaii, iHCTpyKIii 3 BIPOBaKEHHS
MaTepialliB HayKOBOTO JIOCIIi/PKEHHS OJTUH
’ g aBTOPCHKUN 275 ron
apKy
[MigroryBartu crarrio g0 30ipHMKAa HAYKOBHUX TMpallh, MPAKTUIHOTO
MociOHMKa, IPOQECiiHOT pecH:
23. TEOPETUYHOTO 3MICTY OJIMH
ABTOPCHKUN 300 rox
apKyII
24, MPUKIIATHOTO, IPAKTUYHOTO 3MICTY OZIMH
aBTOPCHKUN 175 ron
apKyII
25. Hammcatn n0moBine 3a miacyMKaMA HAyKOBOTO JOCHIKCHHS OJIMH
ABTOPCHKUN 125 rox
apKyI
26. |IligroryBaTd OINISOHM HAyKOBO-AOCTIIHUILKOI pPOOOTH MPOBITHUX
0i0mioTek  Ta  OIOMIOTEK  HABYAIBHUX  3aKIAJiB  KYJIbTYpH: O
. . .. 0 aBTOPCHKUU 250 ron
MpoaHai3yBaTH MaTepialld; po3IIyKaTu, BimiOpaTw myOmikamii mux apiym

6i0mioTek y ¢axoBiil mpeci; 3BiTH, AMcepTaliiiHi poOOTH; 3MIHCHUTH
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CUCTEMAaTH3allit0, aHaJli3, y3araJTbHeHHS I[MX MaTepiaiB

Po3podka rasy3eBux J0KYMEHTIB NePCIEKTHBHOTO XapaKTepy

Bupobutn pekoMenarii, pimienns. HanncaTtu Tekct

27. Po3pobutn HaykoBHil TPOTHO3, TIOB’SI3aHUM 13 TEPCIIEKTHBAMH OJIMH
PO3BUTKY 0i0J1IOTEK perioHy, nep:xkaBu. Hanucatu Tekct aBTOPCHKUU 250 ron

apKyI

28. [ligroTyBaT KOHIIEMII0O IEPCIEKTHBHUX HAMPSMIB  PO3BHUTKY OJIMH
010J1I0TETHOI CIIpaBH B PETioHi, mepkaBi. Hammcatn Tekct aBTOPCHKUN 250 Toxn

apKyI

29. Po§p06HTH H:LJ'II)OBi TpOrpamMy st Mepe?Ki §i6qi0TeK (qﬂHig'l' 6i6J'IiOl?CKI/I). —
3/111/10}1@1/1 JUArHOCTHKY CHTyallii, 30BHIIUHIX i BHYTPIHIX BIUTHBIB Ha aBToponKit 290 ron

(GYHKIIOHYBaHHS 1 PO3BUTOK Mepexi OibmioTexk (omHiei OibmioTekwH). apKymI

Tpumimku: Hopma dacy Ha CKJIa[JaHHsI IPOTPaM, METOWK, IHCTPYKIIiH JAa€ThCs Ha JOCHITHHUIBKAN KOJIEKTUB. [ O/IHHA NParieBUTPaT PO3HOIULTIOTECS

MK BUKOHABIISIMH 3aJICKHO Bifl 1X HABAHTKCHHSL.

Jlo mporecy miATOTOBKH PYKOMHUCY IO APYKY BXOAUTH: 3/1a4a PyKOIHCY HAYKOBOMY peIaKTOpy, 0OrOBOpPEHHS y BiAALMi,

Ha HAYKOBIH paji, JOOMPAIIOBaHHS PyKOIIHCY.

2. HaykoBo-meTonn4yna podora

Tabnuys 12
Homep HasBa npouecy, onepaitii. (001070¢0101¢:1 Hopma uacy
HOPMH 3micT poboTH BUMipy
1. 2. 3. 4.
IigroroBka MeTOAUYHOr0 NOCiOHNKA, peKOMeHAAILii
I[IpuHOMIOBO HOBA PO3p0o0KAa TeMH
1. BuBunTi TeMy, YTOYHHUTH dYHTalbKe Ta MiJbOBE MPHU3HAYCHHS
mociOHMKa, peKoMeHamii. 3aiicHuTH 6i0miorpadidHe onmpamtoBaHHS oNIvH
TeMH. BUBYUMTH HOpPMAaTHBHO-3aKOHOJABUY IOKYMEHTAIil0, BHSBUTH | ABTOPCHKHI 350 rox
iHpOpMaILlil0 PO BU3HAYEHY TEMY 3 JOCBiAy poOOTH BITUM3HSIHHX Ta apKyut
3apyOixkHUX 0i0TIOTEK, MiIrOTYBaTH TEKCT
2. CkllacTH TIpOCTIEKT BHJAHHs, OOroBOpUTH. JloompalroBaTé Micis
po0OTH 3 HAYKOBUM PEIAKTOPOM, PEKOMEHJIAI Ta 3ayBayKeHb. OAUTH 16 Ton
3aTBepANTH TPOCTIEKT MPOCHICKT
Moaupikauisi paniue po3podseHoi TeMu
3. BusiBuTr Ta BUBUMTH HOBi JIOKYMEHTU i HaKOHMYEHHHA Oi0mioTeKaMu
JOCBiJi Ha TeMy IIOCIOHWMKA, PEKOMEHIAIH;, YTOYHHUTH TPOCIEKT, OIUH
BHECTH 3MIHM 3riJHO 3 JOCATHCHHSMH 0101i0TedyHOI Teopii Ta | apropchkwuii 170 rox
MPAKTUKH; MIATOTYBAaTH TEKCT JJIsi OOTOBOPEHHS; OOIPAIIOBATH 3a apKyI
MiICyMKaM# 00TOBOPEHHSI
Po3poOka 10KyMeHTIB, 110 perjiaMeHTyIoTh AisJILHICTH 0i0JioTeK,
NOJIO’KEeHb,  IHCTPYKUi, TMpPOeKTiB MOCTAHOB, CTATYTIB,
3aKOHOJABYHX AKTIiB
IIpuHLIUIIOBO HOBA TeMa
4. BusiBuTH, BHBYMTH 1 NpoaHalli3yBaTH 3aKOHOAaBYl Ta HOPMAaTHBHI OJIMH
JOKYMEHTH 32 TEMOIO, HalucaTH TEKCT MPOEKTY JOKYMEHTa, | aBTOPCHKUU 340 rox
00TrOBOPHTH, JOONPALIOBATH JOKYMEHT Micysi 00rOBOPEHHS apKymt
5. [IpoBectn ampoOailil0 JOKYMEHTIB Ha 0a3l BHU3HA4YeHHMX O0i0JIOTEK, OJIVH
y3arajibHUTH OTpUMaHI pe3yJbTaTH Ta MPOIO3UIi, MiArOTYBaTH JJIS | aBTOPCHKUH 170 ron
3aTBEPPKEHHS apKymI
Moaudikauisi panine po3pod/eHoro 10KyMeHTa
6. [NpoanamnizyBary Ta OIIHUTH JOKYMEHT; 3iIHCHHATH TOIIYK 1 BiOIp HOBUX J—
YMHHUX JIOKYMEHTIB 32 TEMOIO; BHECTH 3MIHM B TEKCT JIOKyMEHTa; aBTOpoE K 160 rox
00rOBOPUTH, JOOIPALIOBATH 3a MiACYMKaMH OOrOBOPEHHS; MiATOTYBATH apKym
JI0 3aTBEPIKCHHS
7. Po3poburn MeTommyHi peKoMeH artii, iIHCTPYKIIii, TJIaH! 3 YIPOBaPKEHHS OIVH 275 rox
HOPMAaTMBHOI Ta PEIrJaMEeHTYIOUOi JOKYMEHTallli; MAroTyBaTd [0 | aBTOPCHKHM

! ITo HOpMu "acy mpH CKIIaJaHHI JOKYMEHTIB, IO PErIAMEHTYIOTh JisUIbHICTD PeCITyOIiKaHChKHX, 001aCHIX Gi6IOTeK,
3aCTOCOBYETHCS MiABHINYBalbHUI Koedinient 1,15.
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nyOuikamii apKyIn
Po3pobka odaikoBux gopm, 3pa3kiB TadJIHIb
8. YTouHHUTH TIpenMeT, 00°€KT, 3MicT 001iKoBOT popmH, BimiOpaTw mMOTpiOHI
MOKa3HUKH, PO3POOMTH Maker OOmiKOBOi (opMH, OOTrOBOPUTH, O
MiIroTyBaTd 10 3aTBEPIKEHHS; PO3POOMTH TaOJMIlI HOBOTO 3pa3Ky; ABTOPCKHH 150 ron
CHUCTEMATU3YBaTH X apiyH
9. CxJtacTé peKoMeHZaIii 040 BIPOBAKEHHS CTATHCTUYHUX (HOpM Y OVH
MIPaKTUKY aBTOPCHKUUI 120 ron
apKyu
AHAaJIi3 CTATHCTHYHHX JAHUX
10. 3mifichuT  30ip CTATHCTHYHMX JaHWX 3 TIONEPEIHBOIO 3BIPKOIO i3
MCPBUHHAMH OOJTIKOBUMH JIOKyMEHTaMH Oi0TiOTEeK, MO 3HAXOAATHCT Y 06HHa 1-2 rox
cepi METOTIHOTO BIUTHBY TAbIHIA
11. 3anoBHUTHA CTaTUCTHYHI TaOIHIIL o/THa 24 rox
TabIHIs
12. [poBecTn BiAMOBIAHI MiAPaXyHKW: MiJICYMKOBHX JaHMX Ta BiJHOCHHX 0/1Ha 2 ron
OKAa3HUKIB TaOJINIIA
13. VY3aranpauTe cratuctidHi AaHi. [limrorysatu 3BeneHMil TOKyMEHT ISt o/THa 4 rox
3armoBHEHHS ()OpM JIep’KaBHOT CTATHCTUYHOI 3BITHOCTI TabIHIs
14. [linroryBatu BUIaHHS IIOJAO 3BEACHUX CTATUCTHYHUX JAHUX isUTbHOCTI OJIMH
i BitoMunx 6i0mioTek. Hammcatw mepenMoBy, TEKCTOBHI KOMEHTap aBTOPCHKUN 80 rox
apKyII
iaroroBka NUCLMOBOI KOHCYJIbTAallil, METOIUYHOIO JIUCTA
15. BusiButi 1 mpoaHamizyBaTH HOKYMEHTH 32 TEMOIO; BUBUUTH Ta 05
y3arajbHUTH JTOCBi poOoTH 010Ti0TEK; HATUCATH TEKCT KOHCYIIBTAIIl, aBTop,CBKI/If/'I 170 rox
METOJIMYHOTO JINCTA; MATOTYBATH 10 OOTOBOPEHHS, TOOIPAIIOBATH 32
ITiICYMKaMH OOTOBOPEHHS; MiATOTYBATH A0 APYKY apKyu
IigroroBka orjasay nifajabHOCTI 0i01i0TEK 32 MEBHOK TEMATHKOIO
16. YTOYHUTH TEMY OTJIsIy, BU3HAYHTH XPOHOJIOTIUHI MEXKi; BUSBUTH J10-
KYMEHTH, BiliOpaTy iX, BUBUHTH; MiArOTYBAaTH CTATHCTUYHI TaOJIHIIi; OZUTH .
MpOaHaNi3yBaTH; HANMCATH TEKCT, OOTOBOPHUTH, JOOTIPAIFOBATH ITiCIIs ABTOPCBICHH 180 rox
00T OBOPEHHS apiyH
PeuensyBanns HAYKOBHX, MeTOAUYHHUX, iHdopMmaniitHux
MarepiaJjis
17. HpO‘II/I.TaTI/I Marepia, 1o peneHsyeTbes. Oninuty #ioro B H'i.HOMy Ta J—
OKpEeMi YaCTHHH, BCTAHOBUTH BiITIOBI/IHICTE YHTAIBKOMY 1 ILTHOBOMY JIOKyMeHT 15 ron
MPU3HAYEHHIO, HAYKOBUM i METOJJUYHAM BUMOTaM
18. Hamucaru penensiro 0,25
aBTOPCHKUI 15 ron
apKyIn
IlinroroBka gonosigi
19. [ligiOpaT Ta BHBYMTH MaTepiaid: JOKYMEHTH, CTATUCTUYHI JaHi, OJIUH
nyOuikanii B npodeciitHid npeci, iHdopmallii, 3BiTH, 1HII JpKepena, | aBTOPCHKUN 160 rog.
HANUCATH TEKCT JIOMOBII apKyIl
IlinroroBka Jiekuii, KOHCYJbTaLIl
Po3poOutn mnan nekuii, KOHCynbTamii, miAiOpaTH, BUBYMTH MaTepiail.
CKJ1acTH CIIMCOK JIITepaTypH JI0 JICKIii, KOHCY/bTallii. Harmcaru Teker
20. [TepBuHHA JEKIIis of1Ha 95 rox
JISKIIs
21. [loBTOpHAa JEKMLis 3 ypaxyBaHHSIM HOBOT'O MaTepiary ofHa 15 rox
JIEKITist
22. [lepBuHHA IPyMOBa KOHCYJIbTALISA OJIHa 25 rox
KOHYJIBTAITis
23. [ToBTOpHA IpynoBa KOHCYNIBTAMLIA 3 ypaxyBaHHIM HOBOTO MaTepiany ollHa 10 rox
KOHYJIBTAITis
24, YcHa iHauBITyalbHa KOHCYJIBTAIIIS omHa | ron
KOHYJIBTAITis
25. [ligroryBartu BifNOBIIb HA JUCT OJIMH JIUCT 8 ron
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26.

Hepernsm HOBUX HAAXO/PKCHb 3aKOHOJABYMX Ta HOPMATHUBHUX

JMIOKYMEHTIB. 3MIMCHUTH TOIIyK y Mepexki Internet. dopmaTyBaHHS ronHa 1 rox momHS
TEKCTYy Ta BBEJICHHsI y 0a3y NaHUX BiJTy
[HnuBigyansHe migBUIIEHHS KBaJTi(ikamii mpaliBHUKIB 0i10i0TeK:
27. 31 cTakeM poOOTH TIOHAJ 5 POKiB roguHa 1 ron/THXKIEeHb
28. MOJIOJIi CTICIIATiCTH roinHa 2 TOJTHXICHb
IlinroroBKa TpeHiHIry, MalicTep-KJIacy
29. Busnaunti MeTy 1 3aBmaHHS 3axoly; pO3pOOHTH TpOOIEeMHY O 3aXi 40 rox
CHUTYallil0; CIPOTHO3YBATH OYiKYBaHi pe3ylbTaTH
IlinroroBka MyJIbTUMeilHOT Mpe3eHTALIL
30. Cknactu Te3m, mimiOpatu Ta BinckanyBatu (ortorpadii, ohopmutu oM CaiiT | rox
ciaiiiy npe3enTanii y nporpami Power Point
IIpoBeneHHsI NPAKTHKYMIB, CTA:KYBaHb, METOAUYHOTO THS
[lpaktukym (7-10 gniB). BusHauntn TeMu, 3aBIaHHS, BIpaBH.
[MigroryBatn 0a3zy mis mpoBedenHs. CkimacTu rpadik i YTOYHUTH
TEPMiHHU MPOBEACHHS 3aHATH
31. ['pynoBuit npakTukym OJIVH 45 ron
MPaKTHKYM
32. [HuBiTyansHUI IPAKTUKYM OIIMH 40 rox
HPAKTUKYM
Craxysanss (7-10 aHiB). YTOYHUTH TEPMIiHM MPOBEICHHS CTAKyBaHHS.
BusiBuTn miteparypy 3 muTaHHA, 0 BHBYAeThes. CKacTu mporpamy i
rpadik CTaXyBaHHS, BPaxOBYIOUH TMpOQeciiiHy IMiATOTOBKY CITyXadiB.
[TlinroryBati BUCHOBOK MPO MPOXOPKEHHSI CTAKyBaHHSI
33. I'pynose craxxyBaHHS o/lHE 55 rox
CTa)KyBaHHS
34. InuBiMyansHe cTa)XXyBaHHS OITHE 45 rox
CTa)KyBaHHS
MeTonuuHUN J€Hb
35. Busnaunti Temy, 3aBmaHHs, BOpaBU. BusBUTH JiTeparypy 3 TeMmH, OJllHE 40 rox
CKJIACTH IIPOTPaMy 3aHATTS
IIpoBeneHHs MPAKTHKHU CTYJEHTIB BUIIMX i cepeaHix cnenialibHUX
HABYAJIbHUX 3aKJA/TiB
36. [linroryBatm # opraHidyBat mpakTWKy cTyaeHTiB (no 30 mHiB).
Po3pobutn mnaH NpakTUKH, MOTOIUTH HOrO 3 KEPIBHUKOM HPAKTUKH
(mpencTaBHUKOM HaBYallbHOTO 3akiany). Ckiacti rpadik BifBiIXyBaHHs OAHa 90 ron
CTPYKTYpHUX Tifpo3aitiB. OpraHi3yBaTd TpakTH4HI 3aHATTA. [limOuth MpaKTHia
ACYMKH NTPakTHKY. CKIIaCTH XapaKTePUCTUKH MPAKTHUKAHTIB
IIpoBeneHHsi NPAKTHYHOTO 3aHATTS
37. [igroryBatu mpakTuuHi 3aHATTS. CKIAcTH 3aBIAAaHHA 3 BHKOHAHHS
010;110TEYHOr0 MpoLeCy, SIKUH BHBYAETHCS, PO3POOMTH KOHTPOJBHI o/lHE 20 rox
3allUTaHHS, WIATOTYBAaTH TEMAaTHYHHHA CIMCOK JIiTepaTypu [0 3aHATTS
3aBnandsg. Hamucatu tesu
CkJaananHsi HABYAJIbHOI IporpamMu
38. Busnaunt cknag ciayxadiB. CKJIACTH TEMAaTW4HWH IJIaH, YTOUYHUTH
nopsiioKk  HaByaHHA.  lligroryeatu PEKOMEHJALIHI  CIHCKH osHa 105 rox
JiTeparypu 3a Temamu nporpamu. OOGroBOpHUTH Mporpamy fiporpava
BinBinyBanns 0i0sioTex, BHI3IM Yy BiIpAIKeHHSI 3 METOI
BHBYCHHSI po0OTH i HAJaHHSI METOAUYHOI IONIOMOTH
39. [ligroryBatucst 10 BiAPS/LKEHHS. Y TOUYHUTH TEPMIHH 1 METy BIOPSUDKEHHS, |  OJHE BiJ- 16 ron
O3HAHOMUTHUCS 3 HasBHUMH JIOKYMEHTAMH Ta MarepiajlaMH IONEpeHiX | PsJDKeHHS
BUI3/IB 1 myOmikarii y npeci. CkiacTvt mporpamy (IU1aH) BiIpsIpKEHHS
41. [ligroTyBaTi AOBIIKY 32 HACIIIKAMH BiAPSIKESHHS OZIMH 32-40 ron
aBTOPCHKUMI
apKyIl
40. OOroBOpUTH PE3yIBTATH BIPSIHKCHHS OJHE BiA- 4 Tox
PSLIKEHHS
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42. | CxJi1acTy aBaHCOBUIA 3BIT OJIVH 3BIT | 1roxg
6.3. HaykoBo-06i6tiorpadiuna podora
Tabnuuys 13
Homep Ha3sga npouecy, onepamii. Onununs Hopwa uacy
HOPMH 3micT poboTHn BUMIipYy
1. 2. 3. 4.
CkiaananHs pexkoMmeHaaniiiHoro Oidmiorpagiynoro mnocioHmka:
NOKAKYNKA, OISy, Oeciau, JoBiIHUKA
1. BusHaunTi TeMaTHKy Ta agpecHiCTh nociGHuKa’. BusiBuT i BiniGparn
nokyMeHTH. CKIIacTH KapTOTEKy IIEPBHHHOTO BigOOpY IOKYMEHTIB.
OsHnatiomutucs de-vizo 31 3MiCTOM BiiOpaHOi TiTepaTypHu.
[TimiOpaty Ta 03HAHOMHUTHCH 13 PEIECH3IIMH, KPUTHIYHUMHU CTATTSIMH.
P.03p06'I/ITI/.I, HammcaTy Ta 00roBoputy npocmekt. [IpokoHCynpTyBaTHCS o
31 CHICLUAICTAMA. — . ... | aBropcekmit | 250-300 rox
3pobutn Oibmiorpadiyni omucu IOoKymeHTiB. Hamwcartu aHorarii
PEKOMEHIAIIIHHOTO XapakTepy, BCTYH, mepeamMoBy. CTpyKTypyBaTH apiyt
Matepian. [ligroTyBaTé MOMOMiXKHI MOKaXKYUKH, MONATKH, IMiTiOpaTH
imroctpaii. [ligroryBatu KOMeHTapi, HPUMITKH.
OOroBoputn  TIpoeKT mociOHWKa. JloompargoBaTH  3TigHO i3
3ayBaKCeHHSIMU
IlinroroBKa HAyKOBO-I0MOMIKHOTO MOKAKYMKA, MOCIOHUKA
Bupuuti Temy. Po3poOuTtu npocnekT (3a moTpedoro - po3MIUpeHui) 3
IHCTPYKIIISIMH, METOIMYHUMHU pEeKOMEHMaIlissMA. BusButh i BimiObpatn
JOKYMEHTH, y T.4. iHO3eMHMMH MoOBaMH. O3HaOMHTHCS 31 3MiCTOM
BiiOpaHoi JiTepaTypH, 3 peleH31sIMH, KpUTUIHUMH CTATTSIMH. 3pOOHUTH
6i0morpadiuni onmcu. CkmacTi KapToTeky. Hamumcatm anoTamii um
MPUMITKH  JIOBITKOBOTO XapakTepy. BuW3HauWTH BimomMocTi IS
BiJOOpakKeHHSI y JONOMIXKHHUX MOKaKYMKaX. 3rPyMmyBaTH 3amuch y
Mexxax pos3auniB. Hamumcarm mnepeamoBy. [liaroryBatu jgomomixHi
MOKAKYUKA, JofaTku. lIpokoHCymbTyBatHcs 31 CIeliaiicTamu.
O6roBoputn  pykomuc. JloompamrpoBat  pyKOIUC — 3TiAHO i3
3ayBaKCHHIMH
Cxuiazianss 0i0siorpadigHOrO NOKaKIHUKA:
2. aKTyaIbHOI TEMAaTHKH OJIVH
ABTOPCHKUUN 250-300 rox
apKyII
3. YHIBEPCATLHOIO 3MICTY OJIMH
ABTOPCHKUN 280-330 rox
apKyII
4. PETPOCTIEKTHBHOTO XapakTepy OJTUH
aBTopchkuid | 380-400 rox
apKyIn
CxuaiaHHs 3B€IEHUX KATAJIOTIB KHHZKKOBHX MaM ATOK
5. Po3poOutit  mpocniekt.  BusiBUTH ~ KHIKKOBI — HaM’SITKA.  3poOWTH OJIVH
Oiomorpadiuni ommcu. CKiIacTd JOBIIKOBHM amapaT — JOMOMDKHI | aBTOPCHKHMA 350-400 roxg
MOKKYMKH, JOJATKH, TIOACHeHHs Towo. HanmcaTtu Betyn apKyI
inroTroBka aHOTOBAHOI0 peKoMeHaauiiiHoro 6idaiorpadgiunoro
CIUCKY
6. Busnauntn Temy. BusButH 1 BimiOpaTH JOKyMeHT. 3poOuTH OJIMH
6i0miorpadiuni onucu. 3rpymyBaru Marepiai. Hanucaru Betyn aBTOPCHKUI 80 rox
apKyII
CryagaHHsI TEKCTOBOI ekcnpec-iHdopmairii
7. BusiBuTa 1 BifiOpaTn HalOUIBII aKkTyalbHI JOKYMEHTU TEBHOI TEMATHKH, OJIVH 40 rox
CHCTEMAaTH3yBaTH Ta CTUCIO mpopedepyBatu iX, MAroTyBaTu OO0 OPYKY | aBTOPCHKHI

! Pospo6ka mpocmexty mociGHuKa auB. posain «HaykoBo-mocigauipka poboTay. Hopmu dacy Ha pefaryBaHHs JUB. PO3ILT
«PenmaryBaHHS pYKOIIHCIBY.
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TeKcT 3 OibmiorpadiyHIME olrcaMu JOKYMEHTIB apKyIn
Cknananns 6iojiorpadiynoro 3anucy (omucy, aHoraiii), pedepary
8. Cxactu GiOmiorpadidauii 3amvc: BUBYMTH JTOKYMEHT, CKIIACTH 3ar0JIOBOK OJIMH 47 xB
ONNCY, IEPEBIPUTH 3a1I1C, BHECTH BUTIPABIICHHS 3aIuc
CkJacTu aHOTAIi0: BUBYMTU Ta MPOAHANI3yBaTH AOKYMEHT, HalucaTu
TEKCT aHOTAlll:
9. JI0 KHUTHU ozHa 8-10 ron
aHOTaLlis
10. JI0 CTaTTl omHa 3 rox
aHOTaLls
11. Cxiacti pedepaT: BUBUMTH Ta NMPOAHANI3yBaTH TOKYMEHT, Ha SKHUIl OJIUH
cKiIafaeThes pedpepar, HamucaTH TEKCT, BHECTH BUIIPABIICHHS pedepar 12-16 rox
Ipumimxka: Hopmy 4acy Ha ckinaganHs 610miorpagivHoro rnociOHmuKa nojgaHo 3 po3paxyHKy poOOTH aBTOPCHKOTO KOJIEKTHBY.
6.4. HaykoBo-opranizauniiina pooora
Tabnuya 14
Homep Ha3Ba npouecy, oneparii. Onunnus Hopma uacy
HOPMH 3micT poboTHn BHMIpYy
1. 2. 3. 4.
IlinroToBKa i NpoBeIeHHsI HAYKOBO-NPAKTHYHOI KOH (pepeHmii
1. Cki1acT TIaH MiATrOTOBKH. BY3HAYMTH CKJIaa OPrKOMITETY Ta yYaCHUKIB
koHGepeHtii. Po3pobuti 1 3aTBepaWTH TpOrpamy, CKIIACTH TEKCT
sanporrenHs. OpraHizaliiiai 3axony (MOTOYHHI 3B’SI30K 3 y4aCHHKAMH,
pO3CHIKa 3alpolleHb, MarepiaiB Ta iH.). BwupoOutn mpoekT
pexoMerpariiid. [limroryBatm warepiamu A7 po3jadi  yYacHWKaM |  OZWH 3aXif 220 ron
®diHaHCOBO-TOCTIOAAPChKe  3a0e3meueHHs  KoH(epeHiii  (ohopMIIeHHS
TUIATDKHUX JIOKYMEHTIB, 3YCTpid YYacCHHKIB, PEECTpAllisi, PO3MIILICHHS B
roTeri Ta iH.). Y4acTb y 3axomi. AHaji3 Ta OLiHKa poOOTH KOH(EpPEeHLi.
[TinOuTTs migcyMKiB
2. 3i0paty Te3H JIOOBIJICH, ITIITOTYBATH J0 BUIAHHS OJINH
aBTOPCHKUN 80 rox
apKy1
IlinroToBKka Ta mNpoBeleHHs ceMiHApPy, 3aCilaHHS 32 «KPYIJIUM
CTOJIOM»
3. BusHaunTi ydYacHWKIB, KepiBHHKA, TEPMiH 1 MiClle IPOBEICHHS
CeMiHapy, 3acilaHHSl 32 «KPYIJIIUM CTOJIOM». Po3poOuTH mporpamy. 60 ror
3nilichuTy  iHQOpMarliiiHe 3a0e3rneueHHs (MOTOYHHUEM 3B’SI30K 3 | OJIMH 3aXijk
YYaCHMKaMH, pO3CUIIKa MarepiaiiB). Peectpanist yuacHuKiB. Y4acTp y
3axofi. AHaJi3 Ta olLliHKa ceMiHapy, 3acilaHHsI 338 «KPYTJIUM CTOJIOM»
IlinroroBka 3acinann peakoJerii
4, YTO4HUTH JaTy 1 MOPSIOK JACHHUH 3acimaHHs. BigiOpaTu marepiamu mjist
00roBOpeHHS, 3a0€3MeUNTH YIaCHUKIB ixHiMU Komismu. TloBigomuTn ipo one 11 ron
3acigaHHs wieHiB peaxoserii. OGopMHUTH IPOTOKOI 1 PilIEHHS SACUIARHA
Opranizaniss 3acizanb npodJieMHMX KoMiciii, paa, TBOpuUMX
KOJIEKTHBIB
5. BusHaunTy NOpsIOK ASHHUM 1 AaTy MPOBEAEHHS 3aciaHHs, YTOYHUTH
cKian ydwacHUKiB. IligroryBatm mOKyMeHTH, OpraHizauiiiHi 3axoau OJlHE 20 rox
(moBimomMIleHHS Tpo 3acijaHHs, minOip MarepianiB). Odopmutn | 3acimaHHS
MPOTOKOJI 1 pillleHHS

Ipumimxa: Tlpu npoBeieHHI 3aX0/1iB MKHAPOHOTO PiBHSI IO HOPMH Yacy 3aCTOCOBYETHCS ITiIBULYBaNIbHUIT Koedirient — 2,0.
Jlo HOpMH Yacy He BXOAWTb Yac IpOBeCHHs KOH(EepeHLii, ceMiHapy, METOJMYHOTO JIHS, 3aCiIaHHs 32 «KPYIJIMM

CTOJIOM» 1 Yac, TOB’sI3aHKH 3 BUIAHHAM MartepiajiB KOH(EpeHLil, ceMiHapy Ta iH.

7. Pexsiama 6i01ioTexu Ta 6i0J1i0TEYHMX MOCTYT
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Homep Ha3sga nponecy, onepamii. OnuHnns Hopma uacy
HOPMH 3micT poboTu BHUMIpy
1. 2. 3. 4.
Oprani3zaniss MacOBHX 3aX0/1iB
Busnauntu Temy, LTBOBY ayIWTOPiIO, BIAMOBiAaiIbHI MiAPO3IiNN Ta
ocobn. CKIIacTH IJIaH MiATOTOBKH Ta MPOBEACHHS 3aXOIy, pO3poOHUTH
CIleHapiid, BHW3HAYUTH BHUCTYMAIOYNX (KOHCYJIBTAHTIB, JIEKTOPIB,
KopucTyBauiB). I[HopmaniiiHo 3a0e3nednTH MPOBENEHHS 3aXOAdy:
PO3pOOHTH Ta MpeACTaBUTH HA0UHI GOpMH PoOOTH; OQOPMUTH MaKeT
aimri, 3ampoIIeH s, MAroTyBaTH Mpec-peri3, iHpopmamio s 3MI.
[lizroTyBaTH NpUMIIIEHHS Ta TEXHI4HI 3aco0M AJs TPOBEICHHS
3axofy, PozicnaTté 3ampolleHHs, NPOBECTH PEECTpAlil0 yYaCHHUKIB:
Y4acTe y 3axo/i. 3allOBHUTH MACTIOPT MAacOBOTO 3aX0.y.
1. Oecina OIH 4 ron
3axin
2. JiTeparypHa roAnHa OJIMH 4 ron
3axij
3. Mpe3eHTallis, 00TOBOPEHHS KHUTH ouH 24 ron
3axin
5. JiTepaTypHO-XyJ0XKHIH Bedip OJIMH 64 rox
3axijq
6. BEYip 3arnTaHb i BiIMOBIACH, YCHUH KypHAI ouH 56 rox
3axin
7. TUTSIUN paHOK OJIH 40 rox
3axijq
8. BIKTOPHHA, KOHKYPC, Tpa-TI0JJOPOIK ouH 40 rox
3axin
9. 3acijlaHHs KJIyOy 3a IHTepecaMu OJIMH 10 rox
3axij
IlinroroBka KHHKKOBHX BHCTABOK
BusHaunTi TeMmy, aJpecHIiCTh, O0CAT Ta XPOHOJOTIYHI paMKH.
[MiniopaTtu JIOKYMEHTH, CTaTUCTUYHHIA, ¢daxTorpadiuHmii,
(hoTOLTFOCTpAaTUBHUI MaTepiall, BiAMOBITHI Kpae3HaBUl JOKYMEHTH.
Po3po0uTh CTpyKTYpy BUCTaBKH: Ha3BU PO3JLTIB, MiAPO3/iNIB, IIUTATH,
3BepHEHHs, cucTeMy mnocwiadb 10 JIBA. IliaroryBatu CHHCOK
NpEeACTaBIeHUX AOKyMeHTiB. OpranizyBaTu iH(pOpMaLiiHO-pEKIaMHY
poboty moxo momynspu3amii BuctaBku. [linbutn migcymku poOoTH,
3po0HTH 3amuc B OOJIIKOBiHM JOKyMeHTallii. [[eMOHTYBaTH BHCTaBKY,
MOBEPHYTH JTOKYMEHTH J0 MICIIS MOCTIHHOTO 30epiraHHs
TemaTuuHi BUCTABKHU 3arajbHO010Ii0TeUHOr0 MacTaldy, opraHizoBaHi
3 ¢onay 6i0aioTeku. KigbKicTh €KCIIOHATIB:
10. 1o 25 oJlHa 20 rox
BHCTaBKa
11. 1o 50 OoJIHa 25-30 ron
BHCTaBKa
12. 51-100 oJlHa
BHCTaBKa 30-35 ron
13. ourbmre 100 OJIHa 50 rox
BHCTaBKa
BucraBku 3a MEBHOI rany33i0 3HaHb ab0 TEMOI0, OpraHi3oBaHi 3
¢donmy Bimainy. KibKiCTh €KCITOHATIB:
14. o 25 oJlHa 10 rox
BHCTaBKa
15. 1o 50 oJlHa 15 rox
BHCTaBKa
BucraBku, NpUCBAYEHI JKUTTIO Ta [iSUIBHOCTI BHUIATHUX JIIOJEH
(«nepconaiii»). KinbkicTh eKCIIOHATIB:
16. no 10 oJlHa 10 rox
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BHCTaBKa
17. 10-25 OJHa 15 roxn
BHCTaBKa
Oprani3allis TeMaTHYHUX NOoNHIb. KiTbKiCTh €KCIIOHATIB!
18. 1o 5 oJlHa 30 xB
TOJIAIIS
19. 5-10 oJHa 50 xB
TOJUTLS
BucraBku HOBUX HaaxokeHb. KiJbKiCTh eKCIIOHATIB:
20. 1o 25 oJHa 45 xB
BHCTaBKa
21. 25-50 OJlHa 1 rox 20 xB
BHCTaBKa
22. 51-100 oJHa 3ron
BHCTaBKa
ITinroToBKa 10 NpoBeeHHsI PeKJIAMHHUX 3aX0/iB
Pobora i3 3acobamu MacoBoi indopmarii (3MI)
23. [lizrotyBaTn  makeT  JOKyMEHTIB  (IIpec-peni3,  3ampoIleHHS, | OAWH 3aXif 12 ron
OTOJIONICHHS) U IPOBEICHHSI MaCOBOTO 3aX0y
24, [lizroTyBaTH CTaTTIO y Ta3eTy, XYypHAI, BHUCTYIl Ha pajio, IO oJlHa 10 ron
TeneOavYeHHIO 00 AiSUIBHOCTI 010I10TeKH CTaTTS,
BUCTYII
25. [ligroTyBaT i mpoBecTH Mpec-KOH(GEPEHIIito A KyPHATICTIB MIOJ0 | OJHA Ipec- 8 rox
KOHKPETHOTO 3aXOJly YM JisIbHOCTI  0i0mioTeku  (mpec-penis, KOH(e-
MIOBiTOMJICHHSI, 3aITPOIICHHS) PEeHILIis
Haouna pekiiama 6i0J1ioTekn
26. [ligroTyBaT miuakaT: po3poOUTH MaKeT 3TiAHO 3 BU3HAUYEHOI TEMOIO, OJIVH 40 rox
a/IPECHICTIO, HATIOBHEHHSIM; 3aTBEPDKEHHS MaKeTy, IPYyK TIaKkaT
217. [MigroryBatn Oykier (migbip dakrorpadiyHUX 1 CTATHCTHYHHUX OJIMH 60 rox
MatepianiB (y T.4. B apXiBax), ckaHyBaHHs (oTorpacdiii, po3poOka OyKIeT
TEKCTy, MaKeTyBaHHs, po0OTa 3 peIaKTOPOM, 3aTBEPKEHHSI, IPYK)
28. IMpoBectn ekckypcito. [lpuitHaTH Ta OQOPMUTH 3asBKH, YTOUHHUTU onlHa 4 ron
TEMH SKCKYPCIH 1 CKJIaJ] eKCKYPCaHTIB EKCKypCist

Ipumimxa: Yac opraHizailii BUCTaBOK JIITepaTypH, TPOBEICHHS MACOBHX 3aX0JIiB T €KCKypCi y HOpMY 4acy HE BXOJUTb.

Penaxkuiiino-BuaaBHU4Ya JiIBLHICTEH 0i0JIioTeKH

8.1. PenaryBanHs pyKkonucis

Jlo HOpM Yacy 3aCTOCOBYIOTHCS ITiIBUIYBaIbHI KOe(Ii€HTH: TIPU OpraHi3amii BUi3HOI BucTaBkH — 1,1,
IIpH eKCTIOHYBAHHI Ha BUCTABIII JIITEPaTypH iHO3eMHUMH MOBaMH — 1,6.

Taonuus 16
Homep Ha3Ba npouecy, onepariiii. OnuHuus Hopwa uacy
HOpMH 3micT podoTn BHMIpY
1. 2. 3. 4.
PenaryBaHHsl HAYKOBHX i MeTOIMYHMX MaTepiaiiB
[MepeBipka Ta BUNpaBIEeHHS PYKOIMHCY y TPOIEC] MiITOTOBKH HOT0O
0 JpyKy: TPUBEICHHS TEKCTy Y BIAMOBIAHICTh 13 YHMHHUMHU
JNiTepaTypHUMH HOpMaMHd, (OpPMOIO Ta LiJbOBUM IPU3HAYCHHIM
BHJIAHHS Ta 1H. Y3TOJ/PKEHHS 3 aBTOPOM BHECEHHX BUIIPABJICHb
1. PenaryBannst Monorpadii, 30ipHHKa HayKOBUX IMpalb, HAYKOBOT'O OJIMH
3BiTY, IPAKTUYHOIO OCIOHMKA aBTOPCHKUI 60 ron
apKyIl
2. PenaryBaHHS METOAWYHHUX MaTepialiB: IMOCIOHHKIB, peKOMCHMAITIH, OIVH
IHCTPYKTUBHO-METOJAWYHUX  JIUCTIB,  KOHCYJbTAalid,  OIJISANIB | aBTOPCHKHUIMA 60 roxg
JisapHOCTI 0i0Mi0TeK, peleH3ii Ta iH. apKyut
3. PenaryBanHs TOKYMEHTIB, IO PETJIaMEHTYIOTh MisUTbHICTH 010JTi0TEK: OIVH
CTaTyTiB, MMOJOXKEHb, 1HCTPYKIIH, MPOCKTIB IMOCTAHOB, 3aKOHO/IABUHUX | aBTOPCHKHI 48 ron
aKTiB Ta iH. apKyu1
4. PeparyBanHsi cTaTucTHYHHX TabIMLb, POpM 00JIIKY, 3pa3KiB Ta iH. OJIUH 40 rox
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aBTOPCHKUI
apKyIl
5. PenaryBanns maTepiainiB KoH(EpEHIIii: JOMOBIEH, ITOBIIOMIIEHD Ta iH. OVH
aBTOPCHKUU 40 rox
apKyuI
PenaryBannsi pexoMeHaauiiiHux 0Oi0miorpadiuHux mnociOHUKIB,
peTpocneKTHBHHUX HAYKOBO-A0MOMiKHHUX MOKAKIMKIB,
aHAJITHYHHUX OIJIsIiB, NOBiOK, pedepaTiB, aHOTANLII
6. PenaryBannst pexomenpgauiiiHoro 0OibmiorpadiuHoro mociOHHKA: OJIMH
TEMATHYHOT'O TIOKa)KYMKa, OTJIALy aBTOPCHKUI 50 rox
apKyImI
7. PenaryBaHHs peTpOCTIEKTUBHOTO HAYKOBO-JOMOMIXXHOTO IMOKaKYHKA OJIuH
aBTOPCHKUH 38 rox
apKyI
8. PenaryBaHHsl aHaNiTUYHOTO OIJIsiAY, AOBIAKH, pedepaTy, 3BEAECHOrO OJIMH
pedeparuBHOTO OTIIsAY, eKCIpec-iHdopMarii, anoTarii aBTOPCHKUI 20 rox
apKym
9. PenaryBanns 6ibmiorpadiqaoro 3anucy ONIvH 4 xB
3aImuc
10. KontponbHe penaryBaHHS: BUYMTYBAaHHS PYKOIHUCY, KOPEKTYBaHHS, oJlHa 7B
BUSIBJICHHS] MOXKJIMBHUX ITOMUJIOK Ta HEJIOJIKIB CTOpiHKa
Ipumimka. llpu penaryBanHi 3MIiIIIAaHOTO TEKCTY 10 HOPM Yacy 3aCTOCOBYETHCS ITiIBUITYBAIBHIHA KoedimieHT 1,1
8.2. [lepexaan Ta A00NPALIOBAHHS IPYKOBAHMX TEKCTIB 3 iHO3eMHOI MOBH
YKPAIHCHKOI0 Ta 3 YKPAIHCbKOI iHO3eMHHMMH MOBaMH
Tabnuus 17
Homep HasBa npouecy, oneparitii. (001070¢0101¢: Hopma qac
HOPMH 3micT podoTH BHMIpY P y
1. 2. 3. 4.
Ilepexyaa TeKCTY 3 iHO3eMHUX MOB YKPAIHCHKOIO
UnTaHHS OpUWTiHANY, aHaNi3 TEKCTy, PO3MITKa HOTro 3 BUSBICHHIM
CKJIaJJHUX TEPMiHIB, TPAMaTHYHUX KOHCTPYKIiH, IEKCUYHUX 3BOPOTIB,
IIEXOBHUX 1 )KAPTOHHUX TEPMIiHiB
1. 3MiiiCHUTH TIOBHUM MCEMOBHH TIEPEKIIa] OUH
aBTOPCHKUI 40 rox
apKyIl
2. 3miiiCHUTH CKOpOYeHH TUChMOBUH Tiepekian Bif 30 mo 50% OUH
aBTOPCHKUU 30 rox
apKyIl
3. 3nilicHATH BHOIPKOBUI MUCEMOBHIA TIEPEKIIAT OJIMH
ABTOPCHKUHU 28 rox
apKyIl
Ilepexaan TeKCTY 3 YKPaiHCbKOI MOBH iHO3eMHUMH
4, 3MiiCHUTH MOBHUI MUCbMOBHH MEPEKIIa] OJIMH
ABTOPCHKUHU 37ron
apKyIl
TepmiHoaoriuaa po6oTa Npu BUKOHAHHI MHCHbMOBOI0 MepeKJIaxy
5. Bigmykatn 3a3HaueHi B opuriHami He3Haiiomi abo He3po3ymini
TEPMIHM 1 CKOPOYEHHS Yy CIIOBHMKOBO-IOBIKOBiM JiTeparypi. OJIMH
[ligiOpat BiAMOBiAHME TepMiHy e€KBiBaJieHT, po3mudpyBaTu TEPMiH, 22 xB
CKOPOYEHHS CKOPOYEHHS
1. 2. 3. 4.
KouncyasTaiis 3i cneniajgicramu
6. 3’scyBaTH MPaBUJIBHICTh BHUKJIAAY YaCTUH TEKCTY 3a Majo3HaioMOIo O/1Ha 40 xB
TEMaTHUKOI. Y TOUHUTH BiJNOBIAHICTh MEpEKIaay A0 OpUTIHATLY KOHCYJIGTALIis
Ckiananns 0idaiorpagiunoro 3anucy
7. Cknactu 6i0miorpadiyHuid 3amuc Mepekaaay 3a AaHUMH, B3ATUMH 3 OJTHH OTIHC 12 xB

TUTYJIBHOTO apKyIla IepeKIaay
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BuyuTyBaHHsI i KOPpEKTYpa nepexaaay
8. [TepeBipuTi NPaBUILHICTH PO3TANIYBAaHHSA BiIJAPYKOBAHOTO TEKCTY. OIVH
3BIpUTH 3 PYKOITUCOM. 3IIHCHUTH MPABKy aBTOPCHKUH 4 Tox
apKyII
Ipumimxka. Hopmu yacy nepen0avyaroTh MpyU BUKOHAHHI MEPEKIIAIIB 3 iIHO36MHOT MOBH 200 1HO3EMHOIO 3aCTOCYBaHHS

MiABHIYBaIbHOTO KoedirieHTy 1,3.

8.3. lonoMizkHO-TeXHiUHA podoTa

Tabauuya 18
Homep HazBa npouecy, omepaiii. OI[I/IH'P[IIH Hopma uacy
HOPMH 3micT podoTH BUMIpY
1. 2. 3. 4.
Po6oTH, AIKi BUKOHYIOTHCSI HA IPYKAPCHKiid MalTuHIi
OTpumaTti aBTOPCHKHI OpHUTiHAJ, O3HAHOMUTHCS 3 HUM, HaJlpyKyBaTH
TEKCT:
1. yepes 2 iHTepBaJIn ofHa 15 xB
CTOpiHKa
2. yepes 1,5 iHTepBanu onHa 20 xB
CTOpiHKa
3. yepe3 1 iHTEepBan onHa 25 xB
CTOpiHKa
4, HanpykyBatu Tabmuiiro oJlHa 30 xB
CTOpiHKa
5. Hanpykysartu 6i0aiorpadiunuii 3amuc OJIVH 3aITUC 5 XB
Po6oTH, siKi BHKOHYIOTBCSI HA KOMIT I0Tepi
6. BBectu TekcT y KoMITIOTEp (3,.I[iI‘/'ICHI/ITH q)quaT}_fBaHHﬂ JIOKyMEHTa: omia
BU3HAYNTH MapaMETPH CTOPIHKM, pPO3MIpH IHTEpBaliB, Kerib cTopisKa 15 xB
IpUQTIB TOIIO)
7. HaGpatu tadmmiro OJlIHA 20 xB
CTOpiHKa
8. Habpatu 6i6miorpadiyaunii 3anuc OJIVH 3aITUC 5 xB
9. Brecrtu penaxiiiiHi nmpaBku OJlIHA 5 XB
CTOpiHKa
10. Po3/IpyKyBaTH TEKCT HA IIPHHTEPI ollHa 2-7 xB
CTOpiHKa
Bepcranns tekcery y nporpamax Page Maker, Qwark XPress Ta iH.
11. BusHaunTH MakeT BUAAHHS, 3MIHCHUTH BEPCTKY TEKCTY Y BiIOBIIHIN OJIMH 16 rox
nporpami, 0QOPMHUTH TUTYIL, 3BOPOT TUTYJTY, BUX1JIHI 1aHi Ta iH. JIpyKOBaHUi
apKyII
12. BuunraTi curHanpHWIA TpPUMIpHUK (BEpCTKY BHJIAHHSA), BHECTH OJIMH 1 ron 30 xB
MPaBKH, PO3/IPYKYBATH HA IPUHTEPI JPYKOBaHUHA
apKyII
Ipumimxu: Tlpy 1pyKyBaHHI TEKCTY Ha MAIIMHII 3 JJATHHCHKUM IIPAPTOM 10 HOPMH Hacy J0JA€THCS I IBUIYBATEHUNA
koedirient 1,3.
"Yac apyky onmiei cTopinkn popmaty A-4 3aeKUTh Bijl THITY IPHHTEPA.
9. Po6oTa 3 opranizauii npaui Ta ynpasJjiHHs
Tabauus 19
Homep HasBa npouecy, onepariii. Onuuuus Hopma uac
HOPMH 3MicT podoTn BUMIpY P y
1. 2. 3. 4.
IlnanyBaHHs1 pod0oTH
3i0patu, mpoaHami3yBaTH MOTOYHY iH(OpMalilo; BU3HAYUTH OCHOBHI
3aBJlaHHA POKY, YTOUHUTH T€PMIHUM BUKOHAHHS 3aBIaHb, BUKOHABLIB,
HaIMCaTH MOSCHIOBANBHY 3amucKy. [liAroTyBaTH mpoeKT IuiaHy O0
OOroBOpeHHsT Ha BCIX pPIiBHIX, JOOMpPALIOBATH IMICJIsi OOTOBOPEHHS.
IlonaTu Ha y3roXeHHs 1 3aTBEPKEHHS:
1. Iu1ad 010/110TeEKH OIUH 150 ron
IUIaH
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2. IUTaH CTPYKTYPHOTO MiAPO3IiITy OJIMH 60 rox
IUIaH
IloxeHnnii 00,1ik po00TH B CTPYKTYPHHUX MiPO3aijax 2 ron
3BeaeHMii cTaTHCTUYHUI 00K y 6i0TioTeni
[linbutn miACYMKH 3a OCHOBHMMHU TIOKa3HMKaMH  JiSUTBHOCTI
610mioTexH 3a:
3. MicSIb OJINH 15 x8
3aIuC
4, KBapTal OJIUH 20 xB
3amnmc
5. piK OVH 25 X8
3aIuC
CkJ1agaHHs 3BIiTiB
6. [IpuitHATH MIaHOBO-3BITHI JOKYMEHTH BiJl CTPYKTYPHUX I1APO3ILTIB 3
BHOIPKOBOIO  TEPEBIPKOIO  BiAMOBIAHOCTI ~ CTATUCTUYHUX  JaHUX O 15 xB
MIEPBUHHUM OOJIIKOBHUM JOKYMEHTaM JIOKYMEHT
7. Cxutactu 3Be/ieHy TaONHUIF0 OCHOBHHX IMMOKa3HWKiB. [IpoanamizyBaru o/THa | rox
na”i Ta0JINIA
CknacTv aHaMITUYHUH 3BIT: MPOaHaIi3yBaTH JisUTBHICTD MiAPO3IiNIB i
0i0si0TeKH, BiI3HAYMTH 3MIHU 3a PIK, HAIIUCATH TEKCT, MOJATH Ha
Y3TOJPKEHHS Ta 3aTBEPIKCHHSL:
8. 3BIT 0i0MIOTEKH 3a PiK OJIVH 3BiT 90 rox
9. 3BiT CTPYKTYPHOT'O MiAPO3ALTY 32 PiK OJIUH 3BIT 30 rox
CKJ1acTH 1HIMBIyalbHHI TUIaH, 3BIT NPalliBHUKA 32:
10. KBapTal EiI;II}—II 8 rox
11. pik (;;I;III: 16 ron
3BiT nepea KOPUCTYBa4YaMHU i HACEJEHHIM !
13. BusHaunti naty TpoBeNeHHs 3BITY, TOPSAAOK ICHHHH, 3alPOCUTH
KOpUCTYBauiB, HacelleHHs, TPEJCTABHUKIB BIAJAHUX CTPYKTYyp Ta
TPOMaJIChKHX opraHi3aui171-, MapTHEpPiB 1 CIOHCOPIB. I_I.iiJ;FOTyBaTI/I npec- O/IMH 30 rox
pemi3 3 KOPOTKMM 3BITOM, HAalMCaTH CIEHapiid, y3araJbHUTH 3axif
3ayBaXKeHHS 1 TIPONO3WINi KOPHCTYBadiB Ta JKUTENB TPOMAIH,
CKJIACTH IUIaH iX peaiizaliii. Y4acTb y 3ax0/i
IlinroroBka BUPOOHUYHX Hapzu[l
Bu3HaunTH MOPSAIOK AEHHUH, KOJIO YYaCHUKIB, MiJrOTYBaTH KOPOTKUIA
BUKJIQJI TUTaHb, 3alpPOCHTH YYAaCHHWKIB Hapaay, IMiATOTYBAaTH
NPUMITIEHHSL:
14. Hapaja MpaiiBHUKIB 0i0Ji0TeKH oJlHa 6 rox
Hapaja
15. Hapa/a NpaliBHUKIB CTPYKTYPHOTO HiAPO3aiTy O/lHa 4o
Hapaja
16. oTiepaTHBHA Hapaaa omHA 30 xB
Hapaja
HavanbHUK Biaaijy aHamizy ta
MPOTrHO3YBaHHA JiAJILHOCTI 010/1i0TEeK JI.C.Hikipopenko

! Yac IMMPpOBCACHHS 3BiTy nepea KopuctyBadaMu Ta HaCCJICHHAM i Hapaa 10 HOPM 4YacCy HC BXOAUTD.
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