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MIHICTEPCTBO KYJIBTYPU I TYPU3MY YKPATHU
HAKA3
29.12.2008 1631/0/16-08

Ne

(DaTa)
M. KuiB

IIpo 3aTBepakeHHss TUnOBUX HOPM Yacy
HA OCHOBHI npouecu 0i01ioTe4Hol podoTH

VY Mmexax nmoBHOBaXkeHb BU3HaueHUX [lonoxkeHHsiM ipo MiHICTepCTBO KyJIbTYpH 1
TypusMy YKpaiHu, 3aTBepKeHUM TocTaHoBOol KaGinery MinicTpiB VYkpainu Bin
08.11.2008 p. Ne 1566 Tta BianoBiaHO 10 3akoHy Ykpainu "[Ipo 6i0mioTexu 1 6106a10TEUHY
cripaBy",

HAKA3YIO:

1. 3arBepautu TumoOBI HOPMHM 4Yacy Ha OCHOBHI Ipoiecu 0i0JI10Te4HOi POOOTH, IO
J0JJaI0ThCS.

2. PexomenayBatu MiHICTepCTBY KyJIbTypH 1 MUCTEITB ABTOHOMHOT Pecniy6iiku Kpuwm,
['onoBHOMY ympaBiiHHIO KyJbTypd 1 MucTeUTB KuiBChbKOT MICHKOT Jep:KaBHOI
aJMIHICTpAllil, YIIpaBIiHHAM KYJbTYpH 1 Typu3My o0jacHuX Ta CeBacTONOIbChKOT MICHKOT
JEep’KaBHUX aJAMIHICTpaliil 3anmpoBaautd TUMOBI HOPMHU Yacy Ha OCHOBHI MpoLECU
0107110TE€YHOT POOOTH.

3. KepiBnukam HamionansHoi mnapiameHTChbkoi Oi0mioreku Ykpainu, HarionanbHoi
610mioTexn Ykpainu s airedt, [JepxkaBHoi icTopuuHoi 610mioTekn Ykpainu, JlepaBHoi
010mi0TeKn YKpaiHu [ IOHAITBa, XapKIBCbKO1 JIepKaBHOT HAyKOBOi 010110T€KH 1MEH1
B.I'' Koponenka, Opnecbkoi aepxaBHOi HaykoBoi 010miotrexku iMeHi M. T'opbkoro
3a0e3ne4YnT BUKOHAHHA BUMOI THIOBHMX HOPM 4Yacy Ha OCHOBHI IpolecH 010J110TeYHOT
poboTH.

4. KoHTpoJIb 32 BUKOHAHHSIM HaKa3y MOKJIACTH Ha 3acTynHuka Minictpa beny O.T'.

MinicTp B.B. BoBkyH



3ATBEPKEHO

Haxka3s
MinicTepcTBa KyJbTYPH i
TYypu3My YKpaiHu
_29.12. 2008 p.
Ne1631/0/16-08

Tunosi HopMu
yacy Ha OCHOBHI npouecu 0i0/1ioTe4Hol podoTn

1. 3arajanHa yacTuHa

1.1 TwumoBi HOPMH Yacy Ha OCHOBHI mporecu 0i0miorednoi podorn (mami — Hopwmn)
MpU3HAYCHI JJIs1 BU3HAUEHHS LITATHOI KUIHKOCTI MpaliBHUKIB O10/10TEK, MiIaHyBaHHS poOOOTH,
BHJIaul HOPMOBAHUX 3aBJaHb HAIllIOHAIBHUX 1 JAepKaBHUX O010J110TEK, K1 BIAHOCATHCS 10 chepu
ynpaBiiHHS MiHICTepCTBa KyJIbTYpH 1 TypU3My YKpaiHU 1 peKOMEHJIOBaH1 JJis 3aCTOCYBaHHS Y
nyOniyHuX 616710TeKax cepu BIIIMBY MiHicTepcTBa KYJIbTYypH 1 TypU3My YKpaiHu.

1.2. B ocHoBY po3po6ku HopM moksiazgeHo CTaTUCTUYHI JIaH1, pe3yJIbTaTH XPOHOMETPaKHUX
Ta MOMEHTHHUX CIIOCTEPEKEHb, MPOBEACHHX Y XOJ1 ampolarlli B HalllOHAIbHUX, JEPKaBHUX,
0o0NacHUX YHIBEpPCAIbHUX HAyKOBHX O010J10Tekax, B obOjmacHuUx Oi0iioTekax s AITed Ta B
obOnacuux Oi0miorekax g roHautBa. Has3Bu mporeciB, omepaniii y Hopmax 3acrocoBani
BUIMOBIAHO [0 JEpKaBHUX CTaHAAPTIB Ta MDKIACPKABHUX CTaHIAPTIB, paTH(IKOBAHUX
YKkpaiHoro.

1.3. Hopmu BcTaHOBIIEHO Ha TaKi HANPSAMU AiSUIBHOCTI 010710TEKU:

— TOMOBHEHHs 016110TeuHOr0 QOHY;

— 0O16mioTeyHa 06poOKa Ta KaTajaori3yBaHHs JOKYMEHTIB,
— oprasxizaiis 616;110Te4yHOTO (HOHTY;

— HaJIJaHH$ MOCIYT KOPUCTYBayaMm;

— HaJaHHS JOBIAKOBO-010110TpadiyHUX TOCTYT;

— HAayKOBa,;

— pexiama 61610TekH Ta 61010TEYHUX MOCTYT;

— pelnaKIliiHO-BUABHUYA;

— poOoTa 3 oprasizauii mpartii Ta yrnpasiiHHS.

1.4. YV Hopmax BpaxoBaHO 4ac Ha IiJArOTOBYO-3aKIIIOUHI poOOTH, sikuii ctanHoBUTh 10% Bifg
orepaTuBHOro uacy. B oxpemux Bumagkax g0 HopM 3acTocoByIOTbCsS MMiJBULIYBaNIbHI
Koe(ili€HTH Ta 0COOIMBOCTI pOOOTH B ABTOMAaTU30BAHOMY PEXKHUMI.

1.5. Ha po6GoTu 3 po3poOku mporpam, METOANK, METOAUKO-010mi0rpadiuHUX MOCIOHUKIB 3a
OJIMHUII0O BHUMIPIOBAaHHS NPUMHATO OJMH JOKYMEHT ab0 OJWMH aBTOpchbkui apkym. Hopmu
BCTAHOBJIEHO y TO/IMHAX, XBUJIMHAX, CEKYH/JIaX Ha OJHY OJIMHUIII0 BUMIPIOBAHHS.

1.6. bibmioTekam HagaeThbCs MpaBO PO3POOJATH Ta BIPOBAIKYBATH B YCTAHOBJICHOMY
MOPSIAKY BJIAaCHI HOPMH 4acy, SIKIIO BOHU BIATMOBIZAIOTH ORI BUCOKIN MPOIyKTUBHOCTI Mparii,
a00 3MICT TEXHOJIOTIYHOTO TPOIIECY Ma€ MIABUINEHY CKIATHICTh Ta OUIbIIy JeTati3allilo,
BHU3HAYEHI IUMU TUIIOBUMHU HOPMaMHU.



II. Hopmu yacy

HA OCHOBHI npouecu 0i01ioTe4Hol podoTH

1. IlonoBHeHHs1 0iGaioTeYHOTO0 (POHTY

Tabnuus 1
Homep Ha3pa npouecy, oneparii. Onuunus Hobma 4ac
HOpMH 3micT podoTH BUMIpy P y
1. 2. 3. 4.
IHoToune koMmIeKkTYBaHHs 6i0ioTeuHoro gonay
1. [NepernsHyT KHUTOBHIABHHYY Ta KHUTOTOPTOBENBHY iHPOpMAIi0 oJHa 1x8
MTO3HIIis
2. BceranoButH rany3s 3HaHb 1 BUJ OTPiOHOro 0i101i0TeI ):[OKYMGHTal. oIHa 1x8
Bu3HaunTi HEOOXiAHICTh HOro mpuIOaHHS IIO3UIIIsA
3. [Nepernsan kapTOTEKH HE3aJOBOJICHOTO IOMHUTY. AHai3 BIIMOB JUIs oJlHa .
BHSIBJICHHS JIOKYMEHTIB, OTPIOHUX JUIS JOKOMILICKTYBaHHS BiAMOBa
4, Bu3HaunTH KUTBKICTh MPUMIPHUKIB ISl 3aMOBJICHHS onHa 1x8
MTO3HILis
5. OdopMuTH 3aMOBIIEHHS. 3a3HAYUTH KUTBKICTh MPUMIPHUKIB, BapTICTh
OJlHa Ha3Ba 3 xB
3aMOBJICHHSI, BKa3aTH JaTy
6. OdopMuTH 3aMOBJICHHS Ha IPUAOAHHS 3apYOIKHHUX JIOKYMEHTIB OJTNH 1 rox 30 x5
JOKYMEHT
PoOoTa B aBTOMaTH30BAHOMY pe:KUMi
7. BBecTr 3aMOBIIcHHS B 023y JAHUX MOTOYHOTO KOMILJIEKTYBaHHSI OJIHA Ha3Ba 3xB
8. Binpenarysatu BBeneHi y 6a3y qaHMX BIZOMOCTI IIPO 3aMOBJICHHS OJTHA HA3Ba 2 XB
9. PoznpykyBatu 1aHi TOTOYHOT'O KOMIUIEKTYBaHHS oJHa 1x8
CTOpiHKa
CTBOpeHHSI KAPTOTEKH MOTOYHOI'0 KOMILJIEKTYBAHHS
10. O(I)O'pM'I/ITI/I KapTKy-3aMOBIICHHS:  3a3HAYMTH  aBTOPA, 3arojloBOK, oHa
BUXIHI JaHi, KiTbKICTh 3aMOBIICHHX MPUMIDHUKIB, PO3MONIT 32 KapTKa 3 xB
CTPYKTYPHHMH Mipo3aiaMu, 0101i0TeKaMu-QLTisIMu
11. Po3cTaBuTH KapTKu 3a a0ETKOIO MPI3BUIN aBTOPIB ab0 3arojoBKiB oJHa 50 ¢
BHJIaHb Y KAPTOTEKY OTOYHOTO KOMILICKTYBAHHS KapTKa
CxJ1aJaHHs1 ONIePATHBHOIO (OTOYHOI0) IUVIAHY KOMILIEKTYBAHHSI
12. Cknactu 1iad popmyBaHHs 0i67Ti0TeUHOrO (GOHAY HA MOTOYHHH PIK 32
KUIbKICHUMH ~ TIOKa3HUKaMHu.  [ligroryeBatu  TaOmwii: o0csry oIHa 1 rox
HAJAXO/KEHb Ta BHUOYTTS, JDKeped KOMIUIEKTYBAaHHS, Taly3eBOTO MO3HILis
CKJIaJTy, 38 BUJJAMH, MOBaMH, KOIITOPHCY BUTPAT
IlepennJiaTa nepioguYHNX BUAAHD
13. Hep'ern;[HyTH KaTaJord TepioJiMYHUX BHJIAHb, BU3HAYUTH HAa3BH oJlHa 1xB
MepioMYHUX BUAAHb JUIS TIEpeITLIATH Ha3Ba
14, V3araapHATH 3aMOBJIEHHS Bix miapo3mimiB 6ibmioTeku (6iGmioTek- one
Gbiniit) Ha epeArUIaTy MepioMYHUX BUIAHb SAMOBIEHHS 2xB
15. 3BipUTH 3aMOBJICHHS Ha IMEPEAIUIATY TEPiOAMYHUX BUAAHb MOTOYHOTO
POKY 3 NIEPE/IIIIATOI0 MHHYJIOTO POKY JUIsl BUSABJICHHS 3MiH y Ha3Bax Ta oflHE 14 ¢
iHi. 3poOUTH HEOOXIIHI MO3HAYKH 3aMOBJICHHSI
16. 3BIpUTH BUXIOHI JaHI 3apyODKHUX IEPIOAMYHUX BHIAaHb, SKi
3aMOBIISIIOTBCS BIIEpIIe, 3 0i01iorpadiyHUME IOBITHHUKAMH Ta THIITUMH ote 15 xB
iHQOpMAIITHIMY JDKEpenaMu SAMOBIICHIA
17. OdopmuTH 3amMoBIIeHHS Ha niepeamarty. [ligpaxysatu BapTicTh niepen-
IJIaTH 3 YpaxyBaHHSM JOCTaBKH, 3alIOBHUTH KBHTAHI[IF0 a0OHEMEHTa Hcc));l;[?iﬂ 3xB

Ha NepiOUYHI BUIAHHS

1 . . . . . . .
JlokyMeHT — MatepialbHUi 00’ €KT i3 3aiKCOBaHOIO HA HHOMY 1H(OPMALIIEI0 Y BUTIISIAI TEKCTY, 3BYKO3aIuCy ado 300paKeHHsl.
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18.

OdopMuTH peecTpalliiiHy KapTKy JUISI KapTOTEKH MEepIOIUYHHMX

BHJaHb. [IpocTaBUTH Ha KapTIl 1HIACKC, PIK, MEPIOJUYHICTh, KUIBKICTh | OJHA KapTKa 5xB
3aMOBJICHUX KOMIUIEKTIB, CUTIIH CTPYKTYPHHX ITPO3.IiTiB
PoGoTa B aBTOMAaTH30BaHOMY pe:KUMI
19. BBecTu 3aMOBJICHHS Ha MEPIOAMYHI BUIAHHS J0 0a3M TaHUX OJTHA KapTKa 5xB
20. CkopuryBaTty 3aMOBIICHHSI. BUBECTH Ha €KpaH CIHUCOK IEpioJHIHUX
BUJaHb. BHecTH 3MiHUM OfiHa HA3Ba 2xB
JlucryBanus 3 KHHUTOTOProBeJIbHUMHU opramizamisimu,
BHJAaBHUITBAMHU, 0i0.JTioTeKaMH TOIIO
21. Cxiactd, HafpyKyBaTH TEKCT JIMCTA (3aIUTy, TPETEH3il), 3apeccTpyBaTi y
KHHM31 BUXIIHMX JOKyMEHTIiB (MIPOCTABUTH Jary, MOPSIAKOBHH HOMEp, | OIUH JIHCT 30 xB
3a3HAYNTH HA3BY OpraHizailii, KOPOTKO BHKJIACTH 3MICT JINCTA)
JokomiuiekTyBaHHs 0i0ioTeyHoro onay
22. VY3aranpHUATH 3alUTH CTPYKTYPHHX Tiapo3ainis, ¢imiii LIBC. OJTNH 1x810¢
BKJT104nTH 3aMOBJICHHSI IO KAPTOTEKH JTOKOMITJICKTYBaHHSI JOKYMEHT
23. Cknactu Oibmiorpadiunauii 3amuc. 3a3HaYUTH KUTBKICTh TOTPiOHHX
. . . .. OJTHA KapTKa 3 xB
MPUMIPHUKIB 1 CHTII CTPYKTYPHUX MiAPO3IIITIB
24. Po3cTaBUTH KapTKH y KAPTOTEKY JOKOMILJICKTYBAHHSI OJIHA KapTKa 5xB
25, [lepernsiHyTH HAMOBHEHHS CHCTEMATHYHOTO KaTaloOry 3a PI3HUMH
acrektamu (raay3siMd 3HaHb, BUIAMH, POKaMH Ta iH.). 3iCTaBUTH OTPHMaHi oJlHa 10¢
JaHi 3 TEeMAaTHYHO-THIONOTIYHUM ([IEPCIICKTUBHUM) IUTAHOM KOMILICK- KapTKa
TyBaHHS. Y TOYHUTH, BHECTH KOPEKTHBH JI0 TUTaHY KOMILICKTYBaHHS
Bin6ip nokymenTiB 3 o0o0MiHHUX ¢oHaiB Oi0mioTek s
JAOKOMILIEKTYBaHHSA
26. PosrstHyTH  miporiosuitii  (TEperisiHyTH  CITUCKHM, KapTOTEKH OOMIiHHHX
omzis GibmiOTEK), 3BIPUTH 3 KATATIOTAMHU Ta KAPTOTEKOIO 10 KOMIUIEKTY- | onya Ha3pa 3xB
BaHHsI 010T1I0TEKU-0TpUMYBayYa, BiiOpaTH OTPIOHI HA3BH
27. BiniOpatu nokymenTn de-viso 3 oOMiHHOTO GOHIY OIIMH
JOKYMEHT 3xp
IIpuiiMmanHsa AOKYMEHTIB, 10 Hagidmaun i3 cynpoBimHUMH
JAOKYMEHTAMH
28. [MpuiinsaT 6aHAEPOIi, TOCUIKH oJHa
0aH/IepOIh, 1xB
MOCHUIIKA
29. Poskmactu Ganeposi, MOCKIIKH 32 eKCTISAUIIIHHIMH HOMEpPaMH oJlHa
0aH/IepOIb, 30c¢c
MOCHUJIKA
30. PosnakyBaTu OaHaepoi, MOCUIKU oJHa
0aH/IepOIb, 30c
MOCHUJIKA
31 Poskmacti  nokymeHTH 3a angaBiToM aBTOpiB ab0 Ha3B, 3BIpHTH 13
CYIPOBITHAM JIOKyMEHTOM: BUIATKOBOIO HAK/IATHO, YEKOM, AKTOM TOILIO. OfHa
[pocraBuTy 1iHY HA BHUIAHHI, MiAPaXyBaTH KUIbKICTh MPHMIPHHKIB, Gannieports, 2xB
3arajibHy BapTicTh JIOKYMEHTIB Tiocuika
IIpuiiMmanusa JOKYMEHTIB, 0 Hagidmm 06e3 cynmpoBigHUX
JOKYMEHTIB
32. [MiniOpaTi MOKyMEHTH 3a ajagaBiToM OJTNH 30 cex
JOKYMEHT
33. BusHaunTH 1iHY 32 OI[IHKOIO KOMICii Ha OCHOBI Ieperyisiay mpaiicis,
AQHAJIOTTYHMX BHJAHb, OYKIHICTUYHOI'O KaTaJOTy TOIIO, NPOCTaBHTH | OJIHA Ha3Ba 6 xB
I[iHY Ha JOKYMEHTI Ta MMiJICYMYyBaTH 3araJibHy BapTiCTh JJOKYMEHTIB
34. CKJIaCTH aKT NPUIMaHHS JOKYMEHTIB OINH aKT 10 xB
35. CKJIaCTH CITUCOK JIOKYMEHTIB 10 aKTy 0JTHA Ha3Ba 1xB
36. [IpocraBuTH 1ITEMIIENL HAa THTYJIBHOMY apKymn Ta Ha 17 cropiHIi o
JIOKYMEHTa 36 ¢
JOKYMEHT




3BipsiHHA TOKYMEHTIB, 110 HAMNIILIM, 3 KAPTOTEKOK MOTOYHOIO
KOMILIEKTYBAHHS

37. 3BipUTH  OTPUMAHHMH  JOKYMEHT 13  KapTOTEKOIO  IOTOYHOI'O oJHa 1x8
KOMITJICKTYBaHHsI, 3pOOUTH MOTPiOHI MO3HAYKH KapTKa
38. [locTaBuTn KapTKy y KapTOTEKy IIOTOYHOTO KOMILUICKTYBaHHS 3a oJlHa 25 ¢
PO3ALIbHUKOM «BHKOHAHI 3aMOBJICHHSI» KapTka
IlpuiiMmanHs Ta 00J1iK nepiofMYHUX BUAAHD
39. [TigiOpaTi oTpuMaHi XypHaad Ta ra3eTH, BIIMITHTH HOMEp, JaTy BH- OIUH 2 n
JIAHHS B pEECTpAIliifHil KapTIi KAPTOTEKH OOJIIKY MMEepioANYHNUX BUJAHb | JTOKYMEHT
40. [IpocTaBuTH MITEMITENb HA TIEPIOINIHOMY BHIAHHI OIUH 18 ¢
JOKYMEHT
CymapHuii 00J1iK JOKYMEHTIB
41. JIoKkyMeHTH, OTpHUMaHi 3a OJHHUM CYNPOBIAHUM JIOKYMEHTOM,
PO3KIACTH 32  BUJAMH, Taly3iMH 3HaHb, MOBAMH, n'epeBipHTH OJIMH 1x8
KUTBKICTh Ta BINMOBITHICTH JOKYMEHTIB. BH3HAYMTH KINBKICTh Ha3B. | JOKYMEHT
[TinpaxyBaTu BapTicTh maprii
42. 3pobuTu BianosiaHi 3anucu y Kuusi cymapsoro o6miky (Hactuna I) ojiHa
naprist 6 x5
43. [TinpaxyBaTH MOCTOPIHKOBO 3a MO3HIisAMH (10 KONMOHKAX) aaHi Kuuru oJHa 5 g
CyMapHOro 00JIiKY, IEpEeHECTH PE3yIbTAaTH Ha HACTYITHY CTOPIHKY KOJIOHKA
44, OdopMuTH CcympoBiaHMil JOKyMeHT (BHIATKOBA HaKIaaHA, aKT TOIIO) omHa 15 xB
JUIs TIepeadi B Oyxranrepito KOJIOHKA
45. 3Biputi  (iHAHCOBI  JOKYMEHTH BIAJUIYy  KOMILUICKTYBaHHS 3 OJTNH 2 n
BiJIMOBITHUMU () IHAHCOBUMH JJOKyMEHTaMH Oyxranrepii JOKYMEHT
InguBinyaabHuii 00J1iK TOKYMEHTIB
46. OdopmuTH HOBY IHBEHTAPHY KHUIY: NPOHYMEPYBATH CTODIHKH, — 1ron
MPOIIUTH, CKPITUTH TIEYaTKOIO
47. [IpocraBuTH iHBEHTApHI HOMEPH B IHBEHTAPHINA KHU31 oJHa 5 g
CTOpiHKa
48. 3amucaTH JOKYMEHTH 3a BCTaHOBIICHOI (OPMOIO /O I1HBEHTapHOI OJTNH 3 xB
KHUTH JOKYMEHT
49, ITpocTaBuTH IHBEHTApHUII HOMEp Ha IOKYMEHTI (THUTYyJbHa CTOpiHKa OJTNH 1x8
ta 17) JOKYMEHT
50. OdopMuTH KapTKy IHAMBIAyaldbHOTO OONIKY JOKYMEHTY ISt
00JTIiIKOBOrO KaTaymory (3a yMOBOIO BeIEHHS OOJIKOBOIO KAaTallory):
6ibmiorpadiyamil ommc TOKyMeHTa, IliHa, IHBEHTapHWUU HOMeEp, piK oJlHa 5xp
HAJXOKEHHs, HOMep 3amucy B KHHU31 cymapHOro oOiiKy, KiTbKICTh KapTKa
MPUMIPHUKIB, WIO HATIANUIKM, I1X PO3NOALT 32 CTPYKTYpHHUMH
nigposaiiamu 6idmiorekn abo [IEC
51. 3anucaty 0 KypHaIy peecTpallii kapTok objikoBoro karaiory LIPb
iHBEHTapHUil HOMep, nepiie cioBo 3aroioBka (B ymosax 1{BC) OMHH SaTTHE 2le
PoGoTa B aBTOMaTH30BAHOMY pe:KUMi
52. [lepeBiputy Ha AYOJETHICTH AOKYMEHTH, IO HAIIAIUIK, B 0a3l JaHUX OIUH 2 n
ENIEKTPOHHOT'0 KaTaJIoTy JOKYMEHT
53. Jlomucaty BigoMOCTi, MOTPiOHI Ui 00JiKYy Ta 3aIIOBHEHHS OOJIKOBUX ONMH
(opM y 3HalijieHi 3aKUCcH Ha JJIOKYMEHTH, TIepeBipeHi Ha yOlIETHICTh JIOKYMEHT 3xB
54. CtBoputu OibmiorpadiuHuii 3amuc Ha JOKYMEHTH, IO HaMiHAILUIN
BIIEpIlle, 13 BHECEHHSM BiOMOCTel, MOTPIOHMX s OONIKy Ta ONIMH 10 xB
3aroBHEHHS 00IIKOBUX (hopMm AOKYMEHT
55. OdopMUTH CTpaxoBy KOIiIO IHBEHTApHOI KHHTH, IO BEAETHCS B
CNIEKTPOHHOMY BapiaHTi: apKyll po3ApyKyBaTH, NPOHYMEPYBATH, | OJHA KHHUIA 1ron 30 xB
MPOIIUTH, CKPIMTUTH TIEYaTKOIO, 3IaTH B ONIPaBY
BuiyyeHHsi 10KYMEHTIB 3 00J1ik0BUX ¢opm
56. [MpuitHaTi akTH Bin CTPYKTYpHHX TigposainiB Giomioreku (LIBC) Ha
JOKYMEHTH, 1110 BHOYJIH, 3po0uTH 3anuc y KHH31 CymMapHOro oOJiKy OINH aKT 10 xB

(2-ra yactuHa), IPOCTABUTH HOMEP AKTy




57. [TigmuT akTH OIUH aKT 1xB
BukimounT JOKYMEHT (32 CIHCKOM JI0 aKTy) 3 00JIIKOBHX (hopm:
58. IHBEHTapHOI KHUTH OJTNH 2 n
JOKYMEHT
59. 00JIIKOBOT'O KaTayory O H 1xB
JOKYMEHT
60. OIUCY IHBEHTapHUX HOMEPIB OJTNH 1x8
JOKYMEHT
PoGoTa B aBTOMaTH30BAHOMY pe:KUMi
61. BukirounT JOKyMeHTH, 1m0 BUOYIH, i3 GpopMu 0OIIKY €IeKTPOHHOTO OJTNH 1x8
KaTajuory JOKYMEHT

Ipumimka: TIpu poOOTi 3 TOKYMEHTOM, HAIIMCAHUM 1HO3EMHOIO MOBOIO, JI0 HOPMH Yacy TONAETHCS ITiABHUIIYBATBHUN

koedimient 1,15.

2. biosioreuna 00po0ka Ta KaTaJoOri3yBaHHS JOKYMEHTIB

Tabnuusa 2
Homep Ha3pa npouecy, onepartii. Onuunus Hobma gac
HOpMH 3micT podoTH BUMIpy P y
1. 2. 3. 4.
PoGoTa 3 ApyKOBaHUMH KAPTKaAMH
1. Po3ibpatn KOMIUIEKT IpyKOBaHUX KapToK KHIKKOBOT manatu Y kpainu oHA 30 ¢
KapTKa
2. [MiniOpaTi npykoBaHi KapTku 3a andaBiTOM TNpI3BUIN aBTOPIB YU oJHa 25 ¢
3aroJIOBKIB JJIs PO3MIIICHHS y CIIYKO0O0BIi KapToTeli KapTKa
3. Po3craBuTH KapTKH B CITy)OO0Bii KapToTelli oJHa 30¢
KapTKa
4, [TixiOpaTtu apyKoBaHi KapTKH J0 JOKYMEHTIB, 110 HaAIHIILTH onHa 1x8
KapTKa
3BipeHHs1 JOKYMEHTIB, 110 HAMII N, 3 KATAJIOTaMU
5. [NepeBipuTH 32 CITy»KOOBHM KaTajJoroM HasiBHICTh JJOKyMEHTa y (OHI.
y BUITAIKY VHOBHO'I' IICHTUYHOCTI MPOCTABUTH Ha KaTaJIOKHIN KapTil ollHa HA3BA 3 xB
IHBEeHTapHU HOMEP OTPUMAHOTO JJOKYMEHTa, IEPEHECTH 3 KaTaJIOKHOI
KapTKH Ha JIOKYMEHT OibaioTeuHuit mudp
6. [lepeBipuTH 3a CIy)XKOOBMM KAaTaJOrOM HAasBHICTh 0araTOPiBHEBOI'O
Oi0miorpadiyHOro 3amMcy Ha BHJAHHS, IO MPOJOBXKYETHCSA, a00
cepialbHEe BUJAHHS. Y BHIIQJAKy BIAIOBIIHOCTI IO3HAYUTH Ha- OIUH 4 s
XOJIKCHHS IEBHOTO TOMY, YaCTHHU BUITYCKY. JOKYMEHT
[pocraBuTy iHBEHTapHUIT HOMEp, 3POOMTH iHIII OIOMIOTEHHI MMO3HAYKH.
INepenecTr 3 KaTaIOKHOI KAPTKU HA IOKYMEHT Oi10ioTedHuid mmdp
1. OdopMuTH IpyKOBaHY KapTKy, HAIIMCATH iIHBEHTApPHUI HOMEp, IU(D oJHa 2 n
KapTKa
®opmyBanHs Hidaiorpadiunoro 3anucy
8. Cknacti ocHOBHUIT Oibmiorpadiunuii 3amuc 3a BIICYTHOCTI JpPYKO-
BaHOI KapTKU Ha JOKyMEHT: (03HAHOMHUTHCS 3 JOKYMEHTOM, CKJIACTH | OIMH 3aInC 5-11x8
3amnmuc, 3poouTH 0i0JTI0TEYHI TO3HAYKH)
9. Cknactu ocHOBHMIA Oibmiorpadiunmii 3amuc 3a JOMOMOTOK MakeTa
KapTKH, HaJpyKOBAHOTO JOKYMEHTi (IeperjsiHyTd JIOKyMEHT,
3Bi1:;‘JI/ITI/I 3 l\fayIfGTOM KapT}I](I/I, yynsa3i HngIZGI/I BZZCTI/I 3Myi]:[H/I j | o samme 6 x5
JIOTIOBHEHHSI, 3p00HTH 0i01i0TeYHI MO3HAYKHN)
10. CkJacTu T0JaTKOBHI OIMHC /10 OCHOBHOTO 0ibmiorpadivHoro 3amucy oJlHa Axs
KapTKa
11. OsHalioMHuTHCS 3 JOKyMEHTOM. CKIIaCTH aHAJIITHYHUH 3aKC oIlHa 4 xB
KapTKa
12. CkJacTu KapTKy MOCHJIaHb JI0 OCHOBHOTO 0i0IiorpadiqvHOro 3amnmcy oJlHa > yh
KapTKa
PenaryBanns 0idsiorpadgiunoro 3anucy
13. [epeBipuT npaBmiIbHICTH ohopMiteHHs OibmiorpadiuHoro 3ammucy Ha
KapTIi: TOAaHHS eneMeHTiB OibmiorpadiuHoro 3amucy, mUQPiB, oaa 4 xB
0i0sioTeYHNX MO3HA4YOK. BuzHaunT THpaxK 0i0miorpadiyHuX KapTOK Kaprra
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JUTSL PO3MIIIICHHSI Y 010J1I0TEUHUX KaTajiorax

I'pynoBa 00po0ka 10KyMeHTIB

BiniOpaTy 0HOTHITHI TOKYMEHTH, IO MiAJIAral0Th IPyHOBild 00poOiIi.
CKJIaCTH 3arajbHy XapaKTePUCTUKY Ha KOMILICKT JOKYMEHTIB.

KinbKicTh JOKYMEHTIB y TpyIIi:

14, o9 OlHa Tpyma 45 x5
JIOKYMEHTIB
15. 10-15 OJlHa Tpyna 1 rox
JIOKYMEHTIB
16. 16-30 OlHa Tpyma 2 rox
JOKYMEHTIB
17. [NepeBipuTH MPaBUIBHICTh CKIAJAHHS XapaKTEPUCTUKH Ha KOMIUIEKT oJlHa
JOKYMEHTIB XapaKkTepuc 15 xB
THKA
IlinroToBKa 10 iHAEeKCYBAHHA TOKYMEHTIB /1JI51 KATAJIOTIB
18. [MiniOpaTu kapTKy 3 GiGmiorpadiuHUM OMUCOM JI0 TIOKYMEHTA, 3BIpUTH
iBiJ’Iar())TI/I B )j[gKy]Z[eHT P e P O 3aTHC 40c
19. Po3nofinuTi TOKyMEHTH 3a raiqy3sMH 3HaHb (32 TEMATHKOO) ofiHa 1x8
Ha3Ba
20. [epernsnytn 3apyOikHI BHIAaHHS, TEepeKIacTd MOTPIOHI JaHi oJHa 26 x5
YKpaiHCHKOIO MOBOIO Ha3Ba
CucremaTru3anisi 10KyMeHTIB
21. O3HallOMUTHCS 3 JIOKyMEHTOM, II€PEBIPUTH BIMOBIIHICTH IHIEKCY,
HaJPYKOBaHOTO Y BHUJAHHI, TaONMWIsM Kiacudikamii, NPUAHATHAM Yy oAna 5xB
0i0Ti0Tel, IPOCTABUTH MOTPIOHMI 1HAEKC HA TIOKYMEHTI Ha3ga
22. O3HallOMHTHCA 3 JOKYMEHTOM, BH3HAYMTU IHAEKC 3a TaOIMISIMU
kiacudikalii, NpuiHATUMU B 0i0mioTeIl, 32 BIACYTHOCTI OPYKOBaHOI omHa 15 xB
KapTku a00 MakeTy KapTKH Ha BHJIAHHsS. [IpocTaBUTH iHAEKC Ha Ha3Ba
JIOKYMEHTI
23. Bu3HauuTH aBTOPCHKHIA 3HAK IOKYMEHTA 3a aBTOPCHKUMH TaOJUIIMU oIHa 1x8
Ha3Ba
24, 3amudpyBaté JOKyMEHT Tpu (OpMaTHO-IHBEHTApHIH PO3CTAHOBIIL: oJHa 30¢
BHU3HAYMTH (popMat JOKyMeHTa, HanucaTu mudp Ha3Ba
25, BinpenaryBati  mmdp:  mepeBipUTH  MPaBWIBHICTH  IHJAEKCY, oJHa 2 n
ABTOPCHKOTO 3HAKY Ha3Ba
26. CkJacTu KapTKy abeTKOBO-TIPEIMETHOTO MOKAKYHKA, 3BIPUTH ITOHSTTS ona
3 JIOBIJKOBMMH BHUIaHHSIMH. HamucaTi Ha KapTill KaTaJOKHUH iHICKC, KapTKa 8 xB
3a3HAYMTH TIOCHIIAHHS Ta 3B’ I3KW MK OKPEMUMH pyOpUKaMH
IIpeameTu3anisi AOKyMeHTIB
27. [epeBipuTH BiANMOBIAHICTE PYOpUK JAPYKOBAHOI KapTKH Ha BHJIAHHS
BIJIIIOBITHO /IO METOJUKH IIPEAMETH3allil, TPUHHATIH y Oi0mioTerri OlHa 3 xB
pyOpHKa
28. OsHalfoMuTHCS 3 JIOKYMEHTOM, BH3HAYUTH MpeAMETHI pyOpukd 3a
JIOTIOMOTOl0 ~ Te3aypyca (pyOpukaropa), IO 3aCTOCOBYETHCS B onHa 5xB
GiGmioreni pybpika
29. BBezeHHs HOBOTO MIOHSATTS 10 Te3aypyca (pydpukaropa) oHa > xB
pyOpHKa
30. PenaryBanns mnpeamernoi pyOpuku. [lepeBipuTH TpaBUIIBHICTH oJHa 1x8
MPeAMETHOI pyOpUKHU, TOUYHICTh HATIMCAHHS pyOpHKa
Opranizanis Ta BefeHHs1 A0eTKOBHX KaTaJIOTiB
31 [MiniOpaTy kapTKH 3a andaBiTOM 3aroJoBKiB a00 Ha3B oJlHa 30c
KapTKa
32. Po3craBuTH B KaTano3i nonepeanso miaiopani KapTKu oJHa 1x8
KapTKa
33. PenaryBanus katanory: TepeBipUTH HpaBI/IHI)HiC’FI) PO3CTaHOBKHU omHa
KapTOK, HamKMcaHHS JOJAATKOBHX KApTOK Ta KapTOK 13 MOCHUIIAHHSMH, KapTKa 1x20c

BUIIPABHUTU ITOMUJIKH




34. Hamucatu po3aiibHUK. 3a3HAYUTH JIITEPY, CKIIAJ, Ha3BY OpraHi3allii OIUH 1x830¢
a00 yCTaHOBH, IIPI3BUIIIE, IM' 51, 110 OATHKOBI aBTOpa PO3IIIBHUK
35. PO3MiIH€HH$[ PO3IUIBLHUKIB. MmigiOpaTH 3a andaBiTOM, MOCTaBUTH, OIUH 2 n
3aKpINHUTH CTEPKEHb PO3IUTEHUK
36. Hanmcatn erwkerky Ta HyMmepamiiiHI TO3HAYEHHs, PO3MICTUTH Ha oJHa oE
KaTaJIOKHIN ITyXJIsiT CTUKETKa
Opranizanis Ta BeleHHsI CHCTEMATHYHHUX KATAJIOTIB
37. [ligiOpat kapTku 3a KiIacuiKallifHUMKU 1HISKCAMH, YCEpPEeAuHI oIHa 1x8
po31iay — 3a andaBiTOM 3aroJoBKiB a00 Ha3B KapTKa
38. Po3craBuTH B KaTano3i nonepeanso miaiopani KapTKu oJHa 1xB
KapTKa
39. PeﬂamaHHg KaTanory: TIEPEBIPUTH MPABUIIHHICTh HATIOBHEHHS PO3/ILTIB oJHa 1xB20¢
3a 3MICTOM, 1HJEKCaMH 1 PO3CTAHOBKOIO, BUTIPABUTH MTOMIIIKH KapTKa
40. [liaroTryBaTé pO3MUTBHUK: MiNiOpaTH PO3AUTBHUKH 332 KOJHOPOBOIO
ramoro, BHpi3aTH 3rigHO TOTpiOHOT (opMH 3a MEBHUM pPO3MIpOM. OJTNH 3 xB
Hamucatu (HaapykyBaTH) PO3AUIBHUK. 3a3HAYUTH KIACH(IKAIIHHUA | PO3AUILHUK
IHCKC, HAa3BY PO3UTy ab0 MiAPO3aLTY, TOCHIAHHS, BIICHIAHHS
41. PosMinieHHs po3aiIbHUKA: MiAiOpaTh 3a iHAEKCaMH, IIOCTaBUTH, OIUH 1x8
3aKpINHUTH CTEPKEHb PO3ILTEHUK
42. Hanmcatn erwkerky Ta HyMmepamiiiHI TO3HAYEHHs, PO3MICTUTH Ha oJHa 2 n
KaTaJIOKHIN ITyXJIsii CTUKETKa
Opranizanisi npeIMeTHOr0 KaTajaory
43. [MiniOpaTi KapTKH 3a MPEIMETHUMH PYOpPHKaMH, YCepenuHi pyoOpuK — oJHa 1x8
3a anaBiTOM 3aroJOBKiB 00 Ha3B KapTKa
44, Po3craBuTH B KaTano3i monepeanso migiopani KapTKu oJHa 1x8
KapTKa
45, PenaryBaHHs mpeAMETHOrO Karajory. TIepeBipHTH TPaBUIIBHICTH oJlHa 1xB
MOCUJIaHb, PyOpUK KapTKa
46. Hanwmcaty po3ainbHEK. 3a3HaYUTH pyOpUKY, TTOCHIIAHHS OJTNH 3 xB
PO3IUTEHUK
47. Po3MillieHHS pO3MUTbHMKA: BH3HAYUTH MICIC, TTOCTABHUTH, 3aKPIUTH O/l H 2 n
CTEpKEeHb PO3ILTEHUK
48. Hanmcatn erwkerky Ta HyMmepamiiHI TO3HAYEHHs, PO3MICTUTH Ha oJHa 2 n
KaTaJIOKHIN ITyXJIsii CTUKETKa
Opranizanis Ta BeleHHSI HyMepaniiiHOro KaTajiory HOpMaTUBHO-
TEXHIYHOI JOKYMeHTalil
49, [MiniOpaTy KapTKU 32 BUJAMH JIOKYMEHTIB, YMOBHUMH HH(DPOBHUMH
Mo3HaYKamu, ajidaBiTOM CKOpOYEHHWX Ha3B KpaiH, JaTHHCHKHM oaa 5xB
angaiToM (3apyOiKHUX CTAHIAPTIB), HOMEPAMH JOKYMEHTIB Kaptia
50. Po3craBuTH B KaTano3i monepeanso migiopani KapTKu oJHa 30¢
KapTKa
51. PenmaryBanHst KaTanory: nepeBipuTH MPAaBUIIBHICTh PO3CTAHOBKH KapTOK,
BHIIPABUTH TIOMUIKM. BHECTH B KaTalor JOMOBHEHHS 1 3MiHH (BimMiHa, OftHa 3xB
3aMiHa, 3MiHa, IPOJIOBKEHHS TEPMIHY [l i3 3a3HAYCHHSM JDKEepera) Kaptia
52. HanwmcaTy i mocTaBUTH pO3IITEHUK, 3aKPITUTH CTEPKECHD OJTNH 3 xB
PO3IUTEHUK
53. HaHI/IcaTI/I' CTHKETKY Ta HyMepalliiiHi TO3HauYeHHs, PO3MICTUTH Ha oIHa 2 n
KaTaJIOKHIN ITyXJIsiT CTUKETKa
Opranizanisi Ta BeieHHs TonorpagiyHoro Karajiory
54. [MiniOpaTy kapTKu 3a mudpamu 30epiraHas JOKyMEHTa oJHa 30¢
KapTKa
55. Po3craBuTH B KaTano3i nonepeanso miaiopani KapTKu oJHa 30¢
KapTKa
56. PenaryBanHs kaTanory: TEpeBIpUTH TPABWIBHICTh PO3CTAHOBKH oJHa 3 xB
KapTOK, BUITPABUTH MOMUJIKH KapTKa
57. Hanwmcaty po3ainpauk. 3a3HaunTi mudpu 30epiranus OJTNH 2 n
PO3IUTEHUK




58. PosmimenHs po3minbHUKIB: migiOpatn 3a mmdpamMu 30epiraHHs, OJTNH oE
MOCTABUTH, 3aKPIMTUTH CTEPIKEHD PO3/ILTEHUK
59. Hanmcatn erwkerky Ta HyMmepamiiiHI TO3HAYEHHs, PO3MICTUTH Ha oJHa 2 n
KaTaJIOKHIN ITyXJIsiT CTUKETKa
Opranizanisi i BeneHnsi ejgekTponnoro karaiory (EK)
60. 3BIpUTH JOKYMEHTH, 1110 HAIIMIILIH, HAa HasiBHICTH 3anucy B EK OIUH 2 n
JOKYMEHT
61. [Mpunucatn mybneTH y KaTajor: MPOCTABHTH IHBEHTapHI HOMEpH Ta
immi enementn Qopmu BBOmy (BimmomimHo g0 AIBC, mo mie y OJUTH 2 XB
. . JOKYMEHT
oibmioTerti)
dopmyBaHHs KaTajgoroporo 3anucy st EK. 3amoBHeHHs BIAMOBIJHUX
TMOTIIB!
62. 10 10 enemeHTiB OUH
5xB
3aITnC
63. 1020 enemeHTiB OINH
10 xB
3aITiC
64. 21-50 enemenTiB O H
30 xB
3aITnC
65. oinbie 50 eneMeHTIB OJIMH
60 xB
3aITnC
66. BBenennsi (ckaHyBaHHs1) INepesiky TBOpIB (cTareif), 1m0 BBIAILIH 10 oJlHa 10-15 xB
30ipKH CTOpiHKa
67. @opMyBgHHﬂ Ta pefaryBaHHs aBTOPUTETHUX (aiiiiB/KOHTPOILOBAHUX oJHa 30 xB
CIIOBHHUKIB CTOpiHKa
68. PenaryBanns 6ibmiorpadiunoro 3anucy EK. Buecenns 3min oJlHa 3xB
CTOpiHKa
BuaydyeHHsi KapToK a00 3HATTS iIHBEHTAPHUX HOMEPIB 3 KaTAJIOTIB
69. 3BIpUTH KaTAIOXKHY KapTKy Ha 1JEHTHYHICTH 3 TaJOHOM-1HJUKATOPOM
(crrEicKOM) Ha JOKYMEHT, 1110 BIJTYYA€ThCs. BUITYIUTH KaTal0KHY KapTKy oJlHa Axs
Ha OCTaHHIH NMPUMIPHUK JTOKyMEeHTa. BHKpecnuTH iHBEHTapHUI HOMEp KapTKa
CIIMCAHOTO JTyOJIETHOr0 MPUMIPHHKA, BKA3aTH JaTy Ta HOMEp akTy
70. Bunyuntn 3 EK 6i0miorpadiunmii 3anuc abo iHBEHTapHHI HOMEp Ha OJTNH 1x8 25 ¢
JIOKYMEHT, IO BHITY9a€eThcs 3 GoHTy 6i0Ii0TeKn 3aITnc
Pexaranorizanis
71. 3BipUTH JOKyMEHT OE-ViZO 3 KaTaloKHHM 3alHucoM O0i0Ii0TedHOro
Karanory. BHectn mOTpiOHI 3MIHM Ta JIOTIOBHEHHS. NPOCTaBUTH | OJIWH 3aIlHC 20 xB
mmdpy, IHBEHTApHUI HOMED, iHIII 6i0TI0TeYH] MO3HAYKH
Texniuna o0po0ka T0KyMeHTa
HaxueiTi Ha TOKyMEHTi:
72. KHUIIEHbKY OJTNH 30¢
JOKYMEHT
73. SIPITUK OJTNH 30¢
JOKYMEHT
74. apKyIll TEPMiHY ITOBEPHEHHS OJINH 20 ¢
JOKYMEHT
75. LITPUX-KOIOBY €TUKETKY OJINH 30c
JOKYMEHT
Hanwmcatu mudp:
76. Ha JIOKYMEHTI OJTNH 30¢
JOKYMEHT
7. Ha APIUKY OJINH 35 ¢
JOKYMEHT
78. 3anoBHUTH (PO3APYKYBATH) KHH)KKOBUN (OPMYIISIp: 3a3HaYUTH KD, OJTNH
IHBEHTapHUH HOMEp, 3ar0JIOBOK, Ha3BY, I[IHY, PiK BUJAHHS JOKYMEHTa | KHHUXKKOBHI 1xs
dbopmysip
79. 3amoBHATH (po3mpykyBaTn) KapTKy-1HIHKaTOP: 3a3HAYATH OJIMH 1xB
IHBEHTapHUH HOMEp, 3aroJiOBOK, Ha3By, IMH(p pPO3CTAHOBKU | IHIUKATOP
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JIOKYMEHTa

80. Po3apykyBaTi mTpUX-KOIOBY €THKETKY Ha JOKYMEHT oJHa 30c
CTUKETKa

81. PozapykyBatu KaTaloXHy KapTKy Ha JOKYMEHT oJlHa -
KapTKa

82. [MponyGmroBatn kapTku 3 OiOiiorpadiuHUM 3ammcoM 3TiTHO 3 oJHa 1xB
BH3HAYEHUM THPAKEM KapTKa

83. Posnominuty  KaTajiokHI KapTKM HA HOBI HAIXOMKEHHS IS onHa 30c
PO3MIILIEHHS Y BIANOBIAHUX OIOIIOTEYHHMX KaTalorax KapTKa

84. 3anoBHUTH (PO3IPYKYyBaTH) BiOMIiCTh Ha TMepemady mnapTii HOBUX oJHa 3-5xB

HaIXOKEHb BIZIOMICTH

Tlpumimku: JIo HOPM 4Yacy 3aCTOCOBYIOThCS MiJBHINYBajibHI koediuientn: 1. TIpu cxiananui 6i0miorpagivyHoro 3ammcy JOKyMEHTa, Ha
TUTYJABHOMY apKyIIli SIKOr0 4aCTKOBO BifcyTHi HeoOxinHi maHi — 1,13. 2. [Ipu Gibnioreuyniii oOpoOLi: aynioBi3yalbHUX HOKyMeHTiB — 1,21,
HOTHHUX, KapTorpadidHux, XyZOXHiX BUIaHp — 1,15, criemianbHUX BHIIB HayKOBO-TEXHIYHOI JiTeparypu i mokymenranii — 1,10. 3. IIpu
po6OTi 3 JOKyMEHTaMH iIHO3EMHHMH MOBaMH, P OpraHizaiii Ta BeJCHHI Kpae3HaBUOro Kartajory (KapToreku) Ta 6i0ii0TeYHOro KaTauiory
iHO3eMHOI0 MoBoIO — 1,15,

3. Oprawni3zauis 6i0;1ioTeuHoro gpouay

KHWDKKOBI ()OpMYIISipH)

Taonuya 3
Homep Ha3pa npouecy, oneparii. Onuunus Hobma uac
HOpMH 3micT podoTH BUMIpy P y
1. 2. 3. 4.
InBeHTapu3auis 0idioTeuHoro pouay
1. Harmicary KOHTPOJIBHUIA TAJIOH HA JJOKYMEHT, HassBHUH Y (DOHII. 3a3HaUMTH
Ha HBOMY IHBEHTApHHMI HoMmep, IH(p, MpI3BUINE Ta IHIiaTM aBTOpA,
3arojIOBOK, PIK, MICIle BHJAHHS, I[iHY, MiClle 30€peKeHHS. 3pOOHTH TO;IHO}}II 2 XB
MO3HAYKy Ha JIOKYMEHTi, BIIMOBIIHO JO MPUHHAITOIO METOIMYHOTO
PIlLIICHHS, ITI0/I0 OpPraHi3ailii Ta MPOBEACHHS IHBEHTAPU3ALT
2. OmnpamoBaty uuTanbki (Gopmyiaapu Tta aboumentis MBA, BCO:
Hanpncam KOHTPOJIBH1 Taﬂff)llf i , OMH TaIIoH Lxs
3. 3BIpUTH KOHTPOIBHI TaJlOHM 3 OONIKOBUMU (OpMaMu, BHECTH
HeoOX11H1 gaHi 3rigHo m. 1 OJUH TaJIOH S Xp
4, PoskmacTit KOHTpONIBHI TajgoHHU 3a (opMaMu OOJIIKOBHX JIOKYMEHTIB:
iHBeHTapHAa KHWTa, OONIKOBMU Kartanor, omnucd. [IpocTaBUTH | OAUH TaJlOH 30c
po3Mmi3HaBajIbHHUI 3HAK
Po3cTtaBUTH KOHTPOJIBHI TAJIOHU:
5. 3a IHBEHTAPHUMH HOMEpaMH OJIH TaJIOH 15¢
6. 3a aj¢aBiTOM IPI3BHUII aBTOPIB 200 3ar0JIOBKIB OJIMH TaJIOH 25¢
1. 3BIpUTH KOHTPOJBHI TajJoHM 3 (QopMaMu OOJIKOBUX JIOKYMEHTIB:
IHBEHTapHA KHUT'a, OOJIIKOBHMH KaTajior, OMMCH. 3pOOMTH BIAMOBIAHY | OJUH TaJIOH 30c
MMO3HAYKY Ha TaJIOHI Ta y opmMi 00IIKOBOr0 JOKYMEHTA
8. [epernsuytu ¢popmu iHAMBIAyaIpbHOTO 00MIKY 6i10sMi0TedHOr0 (HOHTY. —
Ha )Z[OKyMevHT, 0 HE TMPOMIIOB IHBEHTApU3allil0, BUIIUCATH JOKYMeHT 1xs5¢c
KOHTPOJIbHUH TaJIOH
9. Po3iyk TOKyMEHTIB, 1110 HE ITPOUIILTH IHBEHTaPU3AIIiI0 OIUH 5 g
JOKYMEHT
10. CK/IacTH CIMCOK BIJCYTHIX JOKYMEHTIB 0 Oynu BHUABIEHI B
pe3ynbTaTi iHBeHTapmaL}IIiT'i a - g OHa Haska 1xs30c
BuiyyeHHsi JOKYMeHTIB 3 poHay
Binibpatn JOKyMEHTH 3 METOIO BUITYdEHHs 3 POHITY SIK:
11. HenpoQ iIbHI, HAIMIPHOT TyOIeTHOCTI OJTNH .
JOKYMEHT
12. 3acTapiji 3a 3MiCTOM OJTH 4xs
JOKYMEHT
13. 3HOIIEH] OIUH
1xB
JOKYMEHT
14, Po3knacti JOKYMEHTH BIAMOBITHO 10 MPUYMHHU BHITYYCHHSI, 3BIpUTH 3
KHIDKKOBUM  (opMyisipoM (it THX Oi0JIiOTEeK, B SIKMX BEIYThCS oRH 30¢c
JOKYMEHT
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15. [MiniOpaTi KHMKKOBI (GOpMYNspH Ha JOKYMEHTH 32 IHBEHTapHUMH
HoMepamu abo andasiToM, a Ha MEPiOAUYHI BUAAHHS — 32 POKaMH Ta ORI 40 c
HOMeEpaMH (opmyzup
16. [Miarorysatu «Onuc Ha BUITyYSHHS 3 010J1I0OTEKH...» IOKYyMEHTIB. oJlHa 30c
IIO3UIIIsA
17. OdopMHUTH aKT Ha BHIYYCHHS JOKYMEHTIB (KUIBKICTh, BapTiCTh,
OJINH aKT 1 ron
NpUYMHA CIIUCAHHSI)
18. [NoracuTy iHBeHTapHHUI HOMED 1 ITEMITENb 010T10TeKH Ha JIOKYMEHTI OJIMH 36 ¢
JOKYMEHT
19. [ligrorysatu crmcaHi JOKYMEHTH JUIs Mepeaadi B 0OMIHHUN (OHI, 1S
3724l B MaKkyJaatypy a0o ix JiKBigaIiro (3B’ 13aTH y MauKH) O TiatKa S XB
JoxymeHTOOOMiH
20. ITepenaya MOKyMEHTIB y iHIII 0iOmioTeKkH Ta opraHizailii (CkiagaHHs OJIMH 30c
aKTIB-OMHKCIB Ha JOKYMEHTH, 10 MEPEatOThCs) JIOKYMEHT
21. [linroTyBaT  CHHMCOK  JIOKYMEHTIB, SKi  TIPONOHYIOTbCS Ul | OJHA Ha3Ba 30 xB
MDKHapOJHOT'0 KHUTOOOMIHY
22. CxiacTv KapTKu Il KapTOTEKH OpraHizallii-nmapTHepiB. 3a3HaYUTH Ha3BH oJlHa 7 XB
opraHizarliif, aapecu, Ha3BU JOKYMEHTIB, 110 MiJIsAraloTh 0OMIHY KapTKa
23. [ligroryBatd 3aMOBJIEHI JOKYMEHTH JO BIANpaBKHA  IIOIITOIO onHa 25 xB
(makyBaHHs, 3B'sA3yBaHHS, 3BaXYBaHHS TIIOCWIJIOK, IX OIIHIOBaHHS, | IOCHJIKA
HaMMCaHHs aJPeCH, CKIIAIAHHS PEECTPY)
Bupaua KoOMIUIEKTiB JOKYMEHTIB y THM4YacoBe KOPHUCTYBaHHS
nigpo3aisiiam 0idrioTexku
24, [puiinsaTH 3aMOBJICHHS Ha KOMILUIEKT JJOKYMEHTIB, SIKHH 3aMOBJISIETHCS OollHE 2 «B
JI0 CTPYKTYPHOI'O P03y 0i0aioTeku 3aMOBJICHHS
25, [MiniOpaTi KOKyMEHTH B KOMIUIEKTH. HamwcaTw apyruii mpuMipHUK OJTNH 4 xB
KHIDKKOBOTO hopmyiisipy (iHaukaropa) JOKYMEHT
26. Bunati KOMITIEKTH JOKYMEHTIB, TO3HAYUTH HA KHIKKOBOMY (HOpMYJIspi
(inmukartopi) naTy BWaAui, CHIMly CTPYKTYPHOrO MiAPO3ILTY, SIKHi HOE%I:HT 30c
OTPUMYE KOMILIIEKT
27. [MpuliHATH KOMIUIEKTH JJOKYMEHTIB BiJl CTPYKTYpHHX MiJAPO3JILTIB.
3pobuTH BIIMITKY TpPO TOBEPHEHHS Ha KHIKKOBOMY (hopMyJisipi O 20c
(inmukatopi), BKJIACTH HOTO B JOKYMEHT JIOKYMEHT
3a10BOJIeHHs 3aNUTIB KOPHUCTYBadyiB 3a BHYTPiCHCTEMHHMM
oominom (BCO)
28. [puiinaTi 3aMOBJIEHHSI 31 CTPYKTYPHOTO MiAPO3ALTY HEHTPaIbHOI OJTNH 1x830c
010mioTexky. BU3HAYMTH MICIIe 3HAXOKCHHS 3aMOBJICHOIO IOKYMEHTA JIOKYMEHT
29. [MiniopaTtu JIOKYMEHTH 3T1IHO 13 3aMOBJICHHSIMH: 3pOOHUTH MO3HAYKY Ha OJTNH 3 xB
3aMOBJICHHI JOKYMEHT
30. Po3craBuTH 3aMOBJIEHHS Ta KHHXKKOBI (OpMYIsipy Ha BHJaHi OJTNH 30¢
JIOKYMEHTH Y KapTOTEKY JOKYMEHT
31 pwuitasatu JIOKYMEHT 3 HILIOT'O CTPYKTYPHOTO MiAPO3/ALTY, epEBIpUTH OJTNH 30¢
Ha HEYIIKO/PKEHICTh JOKYMEHT
32. BuilHATH 3aMOBJICHHS Ha IIOBEPHEHMI JOKYMEHT 3 KapTOTEKH, OJIMH 30 ¢
BKJIACTH KHIKKOBHH (hOPMYIISIp JOKYMEHT
33. 3abe3meyn T MPOIECH JOCTaBKH 3aMOBJICHOTO JIOKYMEHTa Ta HOro oJlHa
MOBEPHEHHS JI0 MicIs MOCTIHHOTO 30epiranHs Kyp’ €pchKka 1ron
MOoi3IKa
OmnpagJienHs 6i0ioTednoro gpounay
34. Binibpatu nmokymeHTH ais onpasiieHHs. [lepeBipuTH cTaH JOKyMeHTa. OJTNH 2 &
3anoBHUTH (3BIpUTH) KHWYKKOBHH (opMyIisip. 3poOHTH MO3HAYKY JOKYMEHT
35. [MiniOpaTi kommekTH, 3B’si3aTH madkd. OdopMHUTH CyNpOBiTHUN OJTNH 10 x5
JOKYMEHT (aKT) IS epeaadi Ha ONpaBJICHHS. KOMILICKT
36. [MpuiiHaTH JOKYMEHT TIicis OMNpaBiCHHS. 3BIPUTH 3 KHIKKOBHM
(dbopMyIsIpoM, TEpEeBIpUTH SIKICTh ONpaBH. BiIHOBUTH 3aroJOBOK. OIHH 3 xB
Hanwmcaty mmdp Ha sipnuKy, KOpIHIN JOKYMEHTa, TPOCTABUTH IIHY JIOKYMEHT
PecTaBpanisi nomkoaKeHNX J0KYMEHTIB
37. [ligiOpaT MAOKYMEHT, aHAJOTIYHUN TOIIKOMKEHOMY, O(QOPMHUTH OIUH 3 xB
3aMOBJICHHST Ha KOMNIIOBaHHS BiJCYTHbOI a0O IMOIIKOMKEHOI YaCTHHM | JOKYMEHT
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JIOKyMEHTa
38. Hpnfz’lH;[TH 3aMOBJICHHS MICIIsl KOMIIOBaHHsI, MEPEBIPUTH SKICTh KOITii, OJTNH 1 xB
MiATOTYBATH BiIHOBJICHUI IOKYMEHT JUISI OTIPABJICHHS JOKYMEHT
IlinmuBaHHs ra3er i TOHKMX )KYPHAJIIB
39. Busnauntn Qopmar, BKIACTH KOMIUIGKT IKypHaliB y TamKy
BiImoBiHOrO  (hopmary, '3aB’5[3aT'1/1. Bunectn mmdp, Ha3By, pik KO;?]I?I};KT 15 xB
BHJIAHHS, HOMEpPH KYPHAIIB Ha NANITYPKY KOMIUICKTY
40. Poskmacti  razerm 3a HasBaMu, Yy TOpAMiii  XPOHONOTIYHIH
Hocniz[OB}EOCTi, MEPEBIPUTH HA TOBHOTY HqupiB, BKJIACTH 0O OIUH 15 x5
KapTOHHOI OOKIaauHKK (TanKu), MPOKOJIOTH IPKH, MPOIIHYPYBATH, | KOMILUIEKT
obopMuTH O0KIAIMHKY (Ha3Ba, PiK, MICSIIb)
CaniTapHo-ririeHiuHi 3axoau
41. 3aenmuTH HOH 32 JOMOMOTOI0 TTHJICBCMOKTYBa4a OJlHa
MeTpo- 5xB
TTOJTHIIS
42. 3HenmmuTy GOH BPYYHY 3a IOMOMOrOK MiAPYYHUX 3aco0iB (IpaduHa, oJlHa
poOouHii CTOJHK, Bi30K, BiIpO, TaHYIPKH Ta iH.) MeTpo- 15 xB
TTOJTHIIS
1. 2. 3. 4.
43. [NepeBipuTH NMpaBUIIBHICT PO3CTAHOBKU (POH/TY TTICIIS 3HEMTIOBAHHS oJHa
METpo- 5xB
TTOJTHIIS
44, IpoBectn ne3iH(EKITIIO 1 IE31HCEKITI0 POHTY oJlHa
METpo- 15xB
TTOJTHIIS
45. [NepeBipuTi AOTPUMAaHHS TEMIEPATYPHUX PEKUMIB 30epiraHHs pi3HUX oJHa 30 xB
THITIB BU/IAHb Y 0i0Ii0TeuHHX (hoHIaX nepeBipka

Ipumimxa: JIo HOpM 4acy 3aCTOCOBYIOTHCS IiJBHIIYBAJIbHI KOE(II€HTH: NMpU 3HENWIIOBaHHI (DOHAY HOTHHX, KapTo-
rpagiuHuX, XyJOXKHIX BUAaHb BpydHy — 1,2; 3a I0ITOMOr0l0 MJIeBCMOKTyBada — 1,3.

3.1 BuBuyeHHs 0i0rioTeuHoro ¢gonay

Tabnuusa 4
Hom
ep Haszea npouecy, onepamii. OnuHuns
. . Hopma ugacy
HOp 3mMicT podoTH BUMIpY
MH
1. 2. 3. 4.
IlinroToB4a po6oTa 10 BUBYeHHs 6i01ioTeuHOr0 doHay
1. Cknacti miaH poOOTH 3 BHBYEHHS TEBHOTO PO3AUTY ab0 YacTHHH
o OIWH IIJIaH 4rogn
6i6mioreuHoro GoHIy
2. CxJiact TaONuIll 3 PI3HOMAHITHUX aCIEKTiB BUBUCHHS oxHa 10 xB
TabIHALA
3. | [IpoBectn 1iHCTpYKTa>)k Uil BHKOHAaHHS pPOOIT 3  BHUBYCHHS OJTNH 1 rox
6ibmioTeuHoro GoHIy HCTPYKTK
Bioaiorpagiune BuB4YeHHs 6idaioTeunoro gponay
4, OsHalioMuTHCh 13 0iOaiorpadpiuHUM MOCIOHMKOM, IO BIAMOBIgae 3a
3MICTOM TEMAaTHIli BUBYEHHSI PO3/iny 6i0mioreqnoro oy OMHH SaTTHe 10c
3BipuTH 6i0miorpadiuHmii MOCIOHUK 3 KATaJIOrOM.
3pobuTH O3HAYKY Y MTOCIOHMKY PO HASBHICTh JOKYMEHTa Y (OHII:
5. | B andaBiTHOMY KaTaso3i oJHa 1xB
KapTKa
6. | ycucreMaTHYHOMY KaTayio3i oJHa 30
KapTKa
7. | [IpoananizyBaTi OTpEMaHi JaHi, BHECTH ONKCH MOTPIOHUX JOKYMEHTIB y OILHH OIIHC .
KapTOTEKY JIOKOMITICKTYBaHHSI
CraTucTYHe BUBYEHHS NEBHOTO Po3ainy 0idioTeyHoro ¢ponay
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8. 3amoBHUTH  CTATUCTHYHI  Tabmwmmi (32  oOcCsSrom, AMHAMIKOIO
MOTIOBHEHHSI Ta CTYNCHEM BHKOPHCTaHHS) Ha MifcTaBi OOIIKOBOL OAHa 1ron
nokymenTaiii (Kuura cymapHoro o0Itiky, 3BiTHa JIOKYMEHTAILis) frosuii

9. | [lepernsinyTH Ha cTena)kax JOKYMEHTH PO3JLTY KHHKKOBOTO (POHIY,
IO BUBYAETHCS. BHeCTH JaHi y TaONUII0 MEPBUHHOI CTATHCTHKH. omHa
VY3araabHUTH OTPHMaHi CTaTHCTHYHI JaHi. Po3paxyBaTH MOKa3HHKH 6 1ron
KHHMr03a0e31e4eHocTi, 00epTaHOCTI, YUTAHOCTI Ta iH. PO3IAUTY, IO TabiA
BHBYAETHCS
BusHayeHHs nacuBHOI YacTHHU GoHAY

10. | BusHauuTH TNPUYUHH YTBOPEHHS TACHBHOI YacTHHHU O010JIIOTEYHOTO
douay: wHamMmipHa ayONIETHICTH, 3acTapilicTh, HEMPOQINBHICTS, OAH 20c
HEIOCTaTHE PO3KPUTTS (POHIY TOIIO JIOKYMEHT
CkagaHHsa Ta aHAJTI3 Ta0auIb 3 BUBYeHHs 0i0j1ioTeuHoro ¢gponay
Cxiactu Tabuui:

11. | ckmamy 1 BUKOpHCTAaHHSA po3aily ©OiOmioTredHoro QoHay, M0 o/lHa 1 rox 15 xB
BUBYAECTHCS TaOIHLA

12. | crymeHro BUKOpPHCTaHHS po3ALTYy (OHAY 3a pI3HUMH acHeKTaMH oJHa 1 rox 20 xB
(ra;my3eBoMy, 3a BHJIaMH BHJIaHb, TUTIAMH Ta iH.) TaOIHIIS

13. | maHUX MmONO0 TMACHBHOI YacCTHHHW po3auTy OibmioredHoro ¢oHay 3a oJlHa 1 rox 15 x8
PUYMHAMM 11 CTBOPEHHS TaOJIHIIS

14. | ITigroryBaTH aHaJi3 BUKOPUCTaHHS JOKYMEHTHUX PecypciB 0i0TioTeKH OJTNH
3 BH3HAYEHOI TEMATHKH YW po3aiuty. Po3poOutm mpomosuiii. | aBTOPCHKUA 64 ron
O3HailoMHTH 3 pe3ynbTaTaMHi BUBUCHHSI MPALIIBHUKIB 0i0Ti0TEKH apKyII

15. | Cxmact mnmaH 3axofiB peaizallii TPOMO3UIlA 32 pe3yabTaTaMH OJIMH 3rox
BHUBYCHHS OHTY J1aH

Ipumimxa: Yac npoBelieHHs! IHCTPYKTaXXy B HOPMY Yacy He BXoJuTh. [Ipu poOoTi 3 JOKyMeHTaMH iHO3EMHUMH MOBaMH JI0

HOPM 4Yacy JI0Ja€ThCsl IMiABUIYBaIbHUN KoeditieHT — 1,15,
4. HapaHHA MOCJIYT KOPUCTYBaYam

4.1 O6cryroByBaHHsI KOPUCTYBaviB

Tabnuusa 5
Homep Ha3pa npouecy, oneparii. Onuunus Hopma uacy
HOpMH 3micT podoTH BUMIipy

1 2 3 4
3anuc KopucTyBaya 10 0i0JioTeku

1 [TepernsiHyTH JIOKYMEHTH KopucTyBada (MacmopT, MOCBIAYCHHS,
nopydentst). IlepeBipuT B O0ONIKOBO-peecTpamiiiHiii KaproTeii 3a
nornepeaHi poku (OOpKHUK, TMO30aBJICHUN TpaBa KOPUCTYBAHHS). ONIH
3amoBHUTH (GOPMYJSp KOpUCTyBada Ta KapTKy peectpaiii. Kaptku KOpHCTYBA4 4 xB
po3cTaBUTH 3a andaBiToOM TPI3BHIN KOPHCTYBAadiB Yy €IUHY
peecrpariiiny kaproreky (€PK)

2. OsHalioMUTH KOpHCTyBaya 3 MpaBUIIaMH KOPUCTYBaHHs 0i0Ii0TEeKOI0, OJIMH nopocii —6 xB
po3MileHHsAM (OHIY, JOBIIKOBUM arapaTom KOPUCTYBaY IiTH —8 XB
IlepepeecTpanis kopucTyBadiB

3. Buitasat  dopmyssip (peectpaliiiHy KapTKy) KOpUCTyBada, BHECTH
3MIHH JI0 HBOTO: YTOYHUTH aHKETHI JaHi, MPOCTAaBUTH HOBHI HOMED, )
naty mepepeecrpantii. [lepeBipuTH YHMTALBKKMI KBUTOK LIONO TEPMiHY OnuH nopociti ~2 XB
KOpHCTYBaHHs 6i0mioTexoro. KapTku poscraButu 3a andapitom | <KOPHCTYBad AiTH — 3 XB
NPI3BHUIIl KOPUCTYBAYiB y €IUHY peecTpalliiiny kaproTeky (€EPK)

JisJbHICTh AN CNEeTYEPCHKOI CIYKO0H

4, [puiinsaTn BUMOry KopHcTyBada. llepeBipuTH mNpaBHIBHICTH i
3aIOBHEHHS], YTOUHUTH Micie 30epiraHHs qokyMeHTiB. [lo3HaunTn y oJHa 1 xB
JUCIIETYCPChKIN CITII, MEPEAaTH BUMOTY 10 KHUTOCXOBHIIA BHUMOra

BuxoHaHHsT BHMOI KOPHCTYBauYiB,
OCHOBHOT0 KHUT'OCXOBHIIA

BUIA4Ya JIOKYMEHTIiB 3
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5. Otpumatu BHMOTY, po3kiacTd 3a mmdpamu. [liziOpaTi 3aMoBIeHUH
JOKYMEHT. Y BHUINAAKY BIACYTHOCTI Ha TIOJHII BCTAHOBHTH MicCIe
3HAaXO/DKEHHS JIOKyMEHTa, 3a CIIy)KOOBHMH KapTOTEKaMu Ta
KatajoramMu. 3pOOMTH  BIANOBIAHY  IO3HAYKy Ha  BHUMO3I, -
JMCTIETYEPChKill ciTii. BumaTu KopucTyBady JJOKYMEHT, 3pOOHTH 9xB
3auc 'y KHWKKOBOMY (opmyssipi. [lpuiiHSATH JIOKYMEHT Bif FOKYMERT
KOpUCTyBada. 3poOUTH BiAMITKY TpPO IOBEPHEHHS Y KHHKKOBOMY
¢dhopmysspi abo Ha BUMO3I
O0cayropyBaHHsi KOPUCTYBaYiB Y YHTATbHOMY 3aJi
6. 3BipUTH BIIOMOCTI MpPO KOPHUCTYyBada 3 €EIUHOID PEECTPaIiitHOIO OJTNH 2 n
KapToTeKor. Y pasi HeoOXiTHOCTI BHECTH JaHi kKoprcTyBada B €PK KOpHCTYyBay
7. [IpoBectn KoHcymbTalio, Oecily 3 KOpUCTyBadeM OuIs KaTajoris,
KapToOTeK, KHWKKOBUX MOJHIIb, npoinopMyBaTH KOpHCTyBada Ipo KOH:;[I[}[I)ETlaui;[ 5xB
HOBI1 Ha/IXO/IKCHHS
[MiniOpaTit JOKYMEHTH Yy miAcoOHOMY (OHAI YUTAIBHOTO 3aiy,
nepenaTi Ha Kadenpy BHIavi:
8. 32 KOHKPETHOK BUMOI'OIO Ha JOKYMEHT O H .
JOKYMEHT
9. 3a BU3HAYEHOIO TEMOIO OJIH 6 xB
JOKYMEHT
10. Buaaty TOKYMEHT 3rifIHO 3 TEXHOJOTIEI0, PUHHATOI y O10mioTeITi:
3BIPUTH JIOKyMEHT, 1O BHJIACTHCS, 3 BUMOTOIO KOPHCTYBaUa, 3poOHTH —
3AIMC HA BUMO31 KOPHCTYBAYa, BKJIACTH BUMOTY IO YHMTAULKOTO KBUTKA, JOKYMeHT 4 xB
MO3HAYMTH KHUTOBH/Ia4y HA KOHTPOILHOMY apKYIIIi.
3pobuTH 3amuc y YuTaIbKkoMy abo KHHKKOBOMY (popMyIspi
11. ITpuitHsITH TOKYMEHT: 3BIPUTH HOro 3 BUMOIrOK (KOHTPOJIBHUM JIMCTKOM),
MEePEBIpUTA LUTICHICTh JIOKyMEHTa, 3pOOMTH TO3HAYKY MO IPHIOM. OAH 2xB
IocTaBuTH TOKYMEHT Ha Miciie abo repeaTH JIo BILILTY 30epiraHHst FOKYMEHT
O0c1yroByBaHHs KOPUCTYBa4iB Ha A00HEMEHTi
12. [IpoBecTr KOHCyNbTAIlilO, O€Ciqy 3 KOPHCTYBayeM IIOJ0 CIOCO0Y
po3cTaHOBKM (OHIY Y BIAKPUTOMY JOCTYI, TPOiH(OPMYBATH KOHCC;);[I}II)?FaHiSI 5xB
KOpHUCTYBaya PO HOBI HAJIXO/KCHHS, KHUKKOBI BUCTABKH
13. [ligroryBaT JOKYMEHTH MIiJBUIICHOTO TIOMMUTY JUIsl ONEPaTHBHOIO OIUH 4 s
00CITyrOByBaHHS KOPHCTYBayiB JOKYMEHT
14. [MpuiinaT!H JOOKYMEHT BiJi KOPUCTYBaya: TMIEPEBIPHTH IUTICHICTH
JOKYMEHTa, 3pOOMTH TO3HAYKy NP0 TPHUHOM, BKIACTH KHIKKOBHH OAH 4 xB
(dopMyIIsip Y KHIIECHBKY JIOKYMEHT
15. [TpomoBXUTH TEpMiH KOPHUCTYBaHHS JIOKYMECHTOM 3a IPOXaHHIM OJIMH > yh
KOpHUCTYBaua, 3p00MTH BiJMOBINHUI 3amuc y popMyIisipi KoprcTyBada JOKYMEHT
16. 3pobutn 3ammc mpo BHIady y (popmymspi KopHCTyBaya, 3a3HAUYUTH
TEpMiH TIOBEpHEHHS Ha JIMCTKY TEpMiHy TIOBEepHEHHs. Bunartu )Z[OIOC;I\/I/II;HT 3 xB
JIOKyMEHT KOPUCTYBady
O6ciyropyBaHHS:
17. JIOpOCIUX OIIMH 6 xB
KOpHCTYBay
18. JITEH OIMH 7 <8
KOPHCTYBay
19. OO6ciyroByBaHHSI ~ KOpUCTYBadiB, 10 BHOYBalOTh. IEPEBIPUTH
dbopMyssip KOpHCTyBada, IiANUcaTH OOXimHMK mnucTok. [locraBUTH OZIHH 4xB
YUTAIBKUI (OPMYIISAp OKpEMO Bijl IHIIHX KopretTypad
Opranizanisi po6otu | nter net-uenTpy
20. TexHiuHMi ornsym Ta OOCIYrOBYBaHHS MAIlMHHOrO mapky |nternet- oJHa
HEeHTPY (Teper moyaTkoM Ta IiCisl 3aBepIIeHHsT pOOOTH) poboua 15 xB
CTaHIlA
21. Benennss  oOmiky: momepenHiii  3ammMc  KOpUCTYBadiB, IPHIHOM OJHH 3a1THC 1xB
3aMOBJICHB T10 Tene(oHy
22 Becina 3 KkopucTyBadyeM 3 METOK BHM3HAYEHHS pIBHA HOro oIlHa 10 xB
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KOMIIETeHTHOCTI (HaBuuku pobotu B Internet). OsHaiiomiieHHs Oecina
KOpUCTyBada 3 TpaBwiaMu pobotu |nternet-nenTpy Ta mnpaBmiamu
0e31evHol MOBEIHKH B MEPEXKi
HapmanHs moroMoru y BUKOPUCTAaHHI TIOIIYKOBUX cUCTeM B |nternet:

23. KOHCYJIbTaIlis onHa 10 xB

KOHCYJbTaIlis

24, mepeBipka enmekTpoHHoro Hocis (mmckera, CD-mwck, ¢urerm-auck), OIH

HAJaHOT'O KOPUCTYBayeM, Ha BUSIBIICHHS BIpyCy CNeKTPOHHUU 1xB
HOCIH

25. 3aruc indopmalii Ha elnekTpoHHuE Hocik (mauckera, CD-muck, daer- OIUH 30 cex

JIMCK), HAZIAHNIH KOPHUCTYBaveM 3aImc
Ipumimxa: Jlo HOpM 4dacy 3acTOCOBYIOTHCS ITiZBHIIYBaJbHI KOe(II[iEHTH: TpH OOCITyroByBaHHI KOPHUCTYBayiB

ayioBi3yalbHUMU TOKyMEHTaMHU — 1,2; HOTHUMH, KapTorpadiuHuMu, Xy0KHIMH BUAaHHAMHU — 1,15; crieriialbHUMH BUIaMH
HAYKOBO-TEXHIYHOI JIiTepaTypH i nokymenranii — 1,1; mpu po6oTi 3 mokymeHTamu iHO3eMHUMH MoBamu — 1,15,

4.2. IlinroToBKAa 10 BUAAYi TOKYMEHTIB
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Taonuysa 6
Homep Ha3pa npouecy, oneparii. Onuunus Hobma uac
HOpMH 3micT podoTH BUMipy P y
1. 2. 3. 4.
IIpouec minroToBKU A0 BUAAYI
1. Po3craButi hopmyssip  KOpucTyBadiB (3a TepMiHAMH, HOMEpaMH, OJIVH 50 ¢
angasiTom) bopmysip
2. [inbutn migcymku poOOTH 3a JeHb, 3poouTu 3amuc y «llomeHHuKy
LIOTHS 30 xB
poOOTH...»
3. [TigiOpaT TOKYMEHTH 3a MOMEPEIHIM 3aMOBJICHHSM OIUH 5 g
JOKYMEHT
4, [NepernsHyTr HOBI HAAXOMKECHHS JUTS PEKOMEHIAIlii KOpUCTyBauaM OJIMH Axs
JOKYMEHT
5. [lepernsHyTH 1 IIONMOBHUTH KHM)KKOBI BHCTaBKH, MiCLS BiUIbHOIO OIUH 8 B
BHOOpPY KHUT, TEMaTHU4HI ITOJIUII 1 CTENaxi JOKYMEHT
6. [liarorysatu poboue miciie LIOTHS 5xB
Po6oTa 3 kopucTyBauaMu-00p:KHUKAMU
1. Binibpatu ¢opmymnsapu G6opkHUKIB. Hamucatu nuCTIBKH-HATralyBaHHS
Mpo TIOBEPHEHHS JIOKYMEHTIB. 3a3HAauWMTH JaTy HaraJgyBaHHS Ha oHa 5xB
3BOPOTHIM CTOPIHII YHTAILKOTO POPMYISIPY fHcTiBia
8. Haragatn mo tenedoHy mNpo 3akiHYEHHS TEPMiHYy KOPHUCTYBaHHS
JOKYMEHTOM OOp>KHHKA. 3a3HAYMTH /ATy HarajgyBaHHS Ha 3BOPOTHIiH oAne 3 xB
CTOpIHIII YUTALEKOTO (OPMYIISIPY HaraLyBattt
IlpuiiMaHHs1 AOKYMEHTIB B3aMiH 3ary0/eHunx
9. 3a OOJNIKOBUMH JOKyMEHTAMH BHU3HAYUTH BapTICTh BTPAUYCHOI'O
JOKYMEHTY, KUTbKiCTh HasiBHUX MPHMIPHUKIB y KHIKKOBOMY (OHI, OJTNH 10 xB
pik BumaHHsa. OIIHATH  3aIPONOHOBAHMK  JIOKYMEHT  B3aMiH JOKYMEHT
3ary0JICHOr0 Ha BU3HAUCHHS CTYIEHS BIJAOBITHOCTI
10. 3po0OuTH 3amuc y 30muTi 001Ky KHUT B3aMiH 3ary0iIeHHX OJTMH 3aIiC 1xB
11. CKJ1acTH 3arajJbHUAN aKT 13 CIHMCKOM JTOKYMEHTIB, OTPUMaHUX B3aMiH OIUH 3 xB
3aryOJIeHHX JOKYMEHT
Pobora 3 BinmoBamMn
12. O6mik 1 kiacudikalis BiIMOB: IMO3HAYUTH HA BHUMO3iI TNPHUUHY oJiHa
BiIMOBH. Po3cTaBUTH YMTAIbKI BUMOTH B aJi()aBITHO-CHCTEMAaTHIHOMY Bumora/
MOPSIIKY B KapTOTEKY «HE3aJ0BOJICHWH monuT». [lpoaHamizyBaTu BimMoBa/
BiqMoBHu. Cxiactu Oibmiorpadiunuil onuc JOKyMEHTIB, Ha sKi Oyio KapTka 10 xB
JaHO HAHOUIbIIE BIAMOB 1 TMepelaTd KapTKUd JI0  BLAILTY
KOMITJICKTYBaHHS
4.3. O6cayroByBaHHsl BiljlaJleHUX KOPUCTYBaviB
Tabnuus 7



Homep Ha3pa npouecy, oneparii. Onuunus Hobma gac
HOpMH 3micT podoTH BUMIpy P y
1. 2. 3. 4,
OO6cayropyBanHs TpaguuiiiHumMu 3acobamu, 3o0kpema MBA
1. 3apeectpyBatu abonenta MBA, sikuit 3BepHYBCsI BriepIie OJTNH 3 xB
KOpUCTYBaY
2. [lepepeectpyBatu abonenta MBA OJTH .
KOpUCTYBaY
3. 3anoOBHUTH OJIaHK-3aMOBJICHHS, MPOCTABUTH PEECTPAIliiHUA HOMEp, oIHe 3 xB
naty 3aMOBJICHHST
4, YTOYHUTH BKa3aHi aDOHEHTOM BIJIOMOCTI PO 3aMOBJICHHH JOKYMEHT, ofHe 1x810¢
METY 3aMOBJICHHSI, JDKEPENIO OTPHIMAHUX BiZJOMOCTEH 3AMOBJICHHST
5. bibniorpadivyne JOOTPALIOBAHHS 3aMOBJICHHS. YTouyHUTH OItHe 30 xB
6ibmiorpadiyni BiTOMOCTI 3a IOBIIKOBUM arapaTtoM 3aMOBJICHHS
6. [lepeBipuTH HasBHICTH JTOKYMEHTA, KWW 3alMTYETHCA, y 010Ii0TeKaX OIUH 11 xz
MicTta, 0bJacTi, palioHy, y T.4. 32 3BEJICHUMHU KaTaJloTaMH JOKYMEHT
7. Hanicnat  OnaHK-3aMOBJIGHHS 3 MPOCTAaBJICHOIO  [TO3HAYKOIO
(mmremmenem) «Hemae» 10 Traay3eBOro, yHIiBEpCAIbHOTO IHMEHTPY abo onHe 1xB
1o 6i6mioreku (opraH iHdopmallii) 3a TaHUMH 3BEICHUX KaTaJIOTIB SAMOBIICHIT
8. Bammcatv BiZOMOCTI Tpo HajmiciaHe 3aMoBieHHs 3a MBA (masBa OUH 1x510 ¢
0i0i0oTeKH, 1aTa) 31 3BOPOTHOr0 OOKY OJIaHKA-3aMOBIICHHS 3aITnc
9. [TocraButi OnaHk-3aMOBJIeHHS B «KapToTeKy 3aIMTIB KOPHCTYBayiB 3a
MBA» 3a po3aiibHrKoM <«3aruti 38 MBA, HajiicaHi 10 iHIMX 010110TeK» O/lHa 22 ¢
BHMOTa
10. [puitasatn mokymeHT, HazdicaaHuii 3a MBA. Poskputn Oanmeposnb,
MEpEeBIpUTH CTaH JOKyMEHTa, 3a3HAYUTH JaTy OTPUMaHHA 1 Ha3BY
010mioTekH, 110 Hajiciala JOKYMEHT, IHBCHTApHHM HOMEp, TepMiH
kopuctyBaHHs. [lepecTaBuTH GIaHK-3aMOBJICHHS 3 PO3JIUTY KapTOTEKH OAH 4 xB
Banut 3a MBA, Hazmicmani g0 iHIIMX Oi0JIOTEK» 10 PO3ILTY JIOKYMCHT
«Ortpumani BuaaHHs 3a MBA», y mell camuii po3mil MOCTaBHTH
OTpUMaHy YaCTHHY OJIAaHKY-3aMOBJICHHS
11. [NoBimoMuTH abOHEHTA MPO OTPUMAHHS 3aMOBJICHOT'O HUM JJOKyMEHTA i OJIHE 1xB
TEPMIH KOPUCTYBaHHS HUM MOBiJOMJICHHSI
12. Bunatn aboHeHTy TOKyMeHTH, oTpuMaHi 32 MBA, y untansHOMY 3aii
(y cmyx6oBomy mpuMmirieHHi 6i0gioTekn). 3BIipHTH TOKYMEHT, SKHit OJTNH .
BHJIAEThCS, 3 OJIAHKOM-3aMOBJICHHS, IIEPEBIPUTH ILIICHICT 1 CTaH JIOKYMEHT
JOKYMEHTa, MO3HAYUTH BUJIATY
13. [puiinaTu Bin aboHEHTa NOKYMEHT Yy YHTAJIBHOMY 3aili. 3BIpUTH
JOKYMEHT 3 YaCTHHOI OJaHKY-3aMOBIICHHSI, TICPEBIPUTH HLTICHICTH 1 ONIH
CTaH JIOKYMEHTa, §p06HTg [I03HAUYKy PO IPHUIIOM, JOKYMEHT ITOKJIACTH JIOKYMEHT 2xs
y CIIemiaapHO BHLIEHE MicIie (3aMKHeHY 1rady)
14, [ligroryBatd  OOKYMEHT JUIS  BIANpaBIACHHS 1O  0IOJIOTEKH-
(GoHIOyTpUMYyBaYa PEKOMEHJOBAHOK  OaHACPOILIO.  YIaKyBaTH
OaHmeponb, 3BAKHTH i, HAKIEITH Mapku (JKIIO  HEMae OIUTH 8 xB
[EHTPaII30BaHOI OIJIATH TEPECUIIaHHs), HAMUCATH aapecy, CKIACTH FOKYMEHT
TOIITOBUI OIKC
15. BuiiHaT OnaHK-3aMOBJICHHS 3 KapTOTEKH, 3allMCaTH BIJIOMOCTI IPO
HAJICTaHHS JOKYMEHTa (IaTy, HOMEp IMOIITOBOTO BiIIIPaBIICHHS). OIIVH
[lepectaButi IUCTOK 3 po3ainy «Bumanus, orpumani 3a MBA» y JIMCTOK 2xsB
po3nin «IloBepHeHa JliTepaTypa» BHMOTH
16. Po6Gora 3 BinmoBamu. [1pu otpumanHi 3 6i061ioTeKku-poHa0yTpUMYBada
MOBiJOMJICHHS MPO BiZIMOBY 200 3aTpUMKY BUKOHAHHS 3alUTY: NICTaTH
3 KapTOTEKH OJIaHK-3aMOBJICHHSI, 3a3HAYNTH NPUYMHY 1 JaTy BiIMOBH onHa 1 xB
31 3BOPOTHOrO OOKy, TepecTaBUTH 3 po3Ainy <«3amute 3a MBA, B1IMOBa

HaJiciaHi 0 HIKMX 6i0mioTex» y po3ain «BinMoru 3a MBA»
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17. [ToBioMUTH TpPO OTpUMAHHS BiAMOBM (IaTy, NpPUYUHY) Yy BIAILT oJHa 1x810¢
00CITyrOByBaHHS BiIMOBa
Opranizania Bugavi 1okymeHTiB abonentam MBA
[IpuiiHaTH 3aMOBJICHHS:
18. 3a BIICYTHOCTI Ha OJIaHKY-3aMOBJICHHS HOMEpY aOOHEHTa IEPEBIPUTH OJTHE 1xB
3a KQpTOTEKO aO0OHEHTIB, YM a0OOHYEThCS JIaHa OpraHi3ailis 3aMOBJICHHS
19. Oprani3aiisi aDOHY€EThCS: MPOCTABUTH HOMEP Ha OJIaHKY-3aMOBJICHHI,
3BIpHTH ajpecy, Ha3By oOpraHisailii, Mpi3BHUINE BiAMOBIiZaJBHOIO 3a Onxa 4 X3
MBA. V pa3i noTpebu BHECTH 3MiHU B KAPTKY BIZIMOBA
20. A'60HeHT y TIOTOYHOMY POIIi 3BepHYBCS BIIEpIIE. POCTABUTH B KapTIli MK AGOHEHT Axs
pIK 3BEpHEHHS, IaTy
21. Odopmienns abonenta (opramisaifiss paminie He aboHyBajacs):
MPUCBOITH a0OHEHTY HOMEp, 3allOBHUTH KapTKy peecTpallii abOHeHTa
MBA i posainbauk (popmyrisip), 3a3HaYUTH TOBHY Ha3BYy 0i0JIOTEKH, | oauH aOOHEHT 5x810c¢
MOIITOBY  ajpecy, TenedoH, Mpi3BHINE, IM'S, IO OaThKOBI
BIJINIOB11aIbHOT 0COOH, AaTy BIIKPUTTS 1 HOMEp abOHEHTa
22. Po3craBuTH peectpariiiiHi KapTKU B KapTOTEIl oJHa 22 ¢
KapTKa
23. OdopMuTi TOBiTOMIEHHS It abOHEHTa (CTaHIapTHE MOBIIOMIIEHHS
npo BiIKpUTTS aboHeMeHTa). Y pasi moTrpeOu HamiciaTH abOHEHTY OJlHE > yh
TUIIOBOTO JIUCTAa 13 3alUTOM IIPO BIIOMOCTI, sSKMX Opakye JUisl | MOBIAOMIICHHS
KapTOTEKH
24, OdopMuTi 3aMOBJICHHS TIO TeNedOHY: 3alOBHUTH BUMOTY Yy JBOX
MPHUMIPHUKAX, YTOUHUTHA HOMEp a0OHEHTA i HalmucaTH HOoro Ha BUMO3I,
3BIpUTH 3 KapTOTEKOI 3a00proBaHOCTi, MigiOpath BUMOTH 3a oAne 4 xB
mudpamMu  po3CTAaHOBKH, TMiApaxyBaTH KUIbKICTh, TMepeiaTH Ha SAMOBJICHIT
BUKOHAHHS
25. [lepeBipuTy  NPaBUIBHICT,  3alOBHEHHS  OJjaHKa-3aMOBJICHHS,
3a0oproBaHicTh aboHeHTa, Ha 3BopoTi 1-i wyacTuHM OnaHKa-
3aMOBJICHHs1 (C.2) MPOCTaBUTH CBili IMITEMIENb 1 JaTy OTPUMAaHHS OuH Gamk- 4 xB
3aMOBIICHHsI B pyOpuii «Cnyx00Bi mo3Hauku OibOmioTekapst mija yac SAMOBIICHIA
BHKOHAHHS 1 TiepeaJipecyBaHHs 3aMOBJICHHS B PSJIKY paiioHy, MicTa
26. JloompairroBaty HEMPaBUIBHO 0(OPMIICHI 3aMOBJICHHS OJIMH OJIaHK- 1x8
3aMOBJICHHS
27. SammdpyBatu 3aMoBJIeHHS a00HeHTIB. [1igi0paTH OJaHKU-3aMOBJICHHS | OJUH OJaHK- 3 xB
3a ajgapiToOM, IIEPEBIPUTH HASBHICTH JOKYMEHTA 32 KaTajJoromM 3aMOBJICHHS
28. [lizroTryBatd JOKYMEHT 10 BHayi: 3BIPUTH JOKYMEHT 3 OJIaHKOM-
3aMOBJICHHSI, TIEPEBIPUTH HASBHICTh YCIX CTOPIHOK 1 CTaH JOKYMEHTa,
NPOCTABUTH Ha OJaHKy-3aMOBJICHHI (JuipoBomy Oomi 1-of Ta 3-oi
vqacthHu — ¢. 1, 5) mmdpu nokymeHTa, 3a3Ha4UTH IHBEHTApHUI HOMEP, OJIMH .
KUTBKICTh TOKYMEHTIB, J1aTy BHJadi. 31 3BOPOTHOTO OOKY 2-01 4YaCTHHH JOKYMEHT
(c. 3) mpocTaBuTH 1ITEMITENb OIOTIOTEKH 3 HA3BOKO Ta MOIITOBOIO a/IPECOro,
3a3HAYUTH TEPMiH TIOBEPHEHHS, BKIACTH 2-Ty YACTHHY OJIaHKa-3aMOB-
JICHHS Y JOKYMEHT, SIKUi BHJIAI0Th, IPOCTABUTH BHI3Y HOMEp OaHaepoi
29. ITepenatu BumaHHs i KomiroBaHHs (y pa3i 3aMOBIICHHST ()parMeHTY OJTNH 3 xB
BUJIAHHS: CTATTs 3 KypHaIy, 30ipHHKA) JOKYMEHT
30. Bimicmatu HOKyMEHTH aOOHEHTaM. yIaKyBaTH OaHIepOjb, 3BaKWTH, OIUH 5 g
HAKJICITH MapKH, HAITMCATH aJIpecy, CKIACTH TOIITOBHIA OITHUC JOKYMEHT
31 Po3craButn 61aHku-3aMoBieHHs (1-a YacTHHA) HAa BHIAaHI TOKYMEHTH
(mamicmani) y KapTOTeKy OOCIYyroByBaHHS aOOHCHTIB Yy PO3ALT OfHH 22¢
«Bupmanus, sBugadi 3a MBA» JIOKYMCHT
32. bibniorpadiyne noonpairoBaHHs HEBUKOHAHUX 3aMOBJIEHb. Y TOUHUTH OJTNH .
0i0miorpadiuni Bimomocti 3a JIBA JIOKYMEHT
33. B?IS[BI/ITI/I HasABHICTh JOKYMEHTA, Ha KU MOJAHO 3aMMuT, y 0i0IioTeKax OIUH 11 xz
MicTa, pailoHy JOKYMEHT
34. OdopmMuTH 3aMOBJICHHS JjIs HAIPaBJICHHS B 1HII OiOMIOTEKH: 3a3HAYaTH OIlHE 3 xB
Ha 3BOpoTHOMY 0ot 1-1 yacTnHU OnaHKa-3aMOBIICHHS (C. 2) MPUYMHY i |  3aMOBJICHHS

17



naty tepeaapecyBanus (mremmens «Hemae B 6Gibmiorerti», «Hemae B
oOi0mioTekax Micta»), 3pOOMTH BIIMITKY PO TEPEBIPKY 32 JOBIIKOBHMH
BUJIAHHSIMH, CUTIIH 0i0M0TeK-(OHA0YTPUMYBAUIB 32 3BEICHUM KaTaJIOrOM

35. Bimicnatu a0OHEHTY MOBIAOMIICHHS IO IMepeajpecyBaHHs 3aluTy i3 OIlHE 2 n
3a3HaYCHHAM O10JIIOTeKH, Ky HOro 0yJio HaJicaaHo MTOB1IOMJICHHS
36. 3apeectpyBatd BiAMOBY B 00dikoBux ¢opmax MBA. Hanuicnatu
abOHEHTY OJaHK-3aMOBIICHHSI (3-TIO YacTHHY) y pas3i HEMOXIIHMBOCTI onma 4 xB
BHUKOHAHHS 3 O3HAYKOI0 Y BIANIOBIIHIN pyOpHIli PO MPUYHHY BiIMOBH BUMOoBa
37. [MocTaBuTH 3aMOBJICHHSI Ha Yepry MPH BiIMOBJICHHI «3aliHATO» oJHE 3 xB
3aMOBJICHHS
38. [puiinaTH TOKYMEHTH, MOBepHEHI aboHeHTamu. OTpHUMAaTH TOLITOIO,
BIZIKpUTH OaHIIEpOib, MEPEBIPUTH CTaH JOKYMEHTa, BUHHATHA OJaHK-
3aMOBIICHHSI 3 KapTOTEKH OOCIYroByBaHHS aOOHEHTIB, 3a3HAYMTH Ha OAH 5xB
HBOMY JIaTy MOBEPHEHHS JOKYMEHTA, MePEeCTaBUTH OJIAHK-3aMOBIICHHS AOKYMERT
B po3zin «[loBepHeHa miTepaTypa»
39. KonTtpone 3a TepMiHaMH KOPHUCTYBaHHS JIOKYMEHTAMH, BHSBIICHHS OJIMH 1x810 ¢
OOpIKHUKIB, HAJCHJIAaHHS HaraJlyBaHb JIOKYMEHT
JocTyn 3a A0MOMOro10 BUKOPUCTAHHA iH(opMaliliHUX TeXHOJIOT il
40. dopMmyBaHHs 0a3u JaHUX PO aOOHEHTIB 3a BIAMOBIIHOI (GOPMOLO,
. OZIMH a0OHEHT 6 xB
BBeIcHHS iH(opMallii mpo HOBOro aboHeHTa
41. 3HaI/ITI'/I B 6a3'1 JaHUX BIOMOCTI PO a0OHYBaHHsI OpraHi3allii, BHECTH OJTHH AGOHEHT 4 xB
HeoOX11H1 3MIHH
42. Beectn iH(opmalito npo mpuioM 3aMOBJICHHS BiJl aOOHEHTIB oJHE 1x8
3aMOBJICHHS
43. Beectu iH(dopMariiro mpo nepeaapecyBaHHs 3aMOBJICHHS, BUBECTH Ha oJHE 1x8
MIPUHTED MOBIIOMJICHHS 3aMOBJICHHS
44, BBecTn naHi Tpo TOCTaBIEHHS 3aMOBJICHHS Ha 4epry, MOBIIOMHTH OJIHE .
aboHeHTa 3aMOBJICHHS
45, 3apeecTpyBaTH JOKYMEHTH, BHIaHI aOOHEHTY, MPOCTaBHUTH TEPMIiH OJTNH 3 xB
MTOBEPH CHHSI JOKYMEHT
46. BunanuTu 3 MacuBy JaHi Ipo MOBEPHEHHUH JJOKYMEHT oJHE 11¢
3aMOBJICHHS
47. 3nificHeHHs] KOHTPOJIIO 38 TEPMIHAMU MMOBEPHEHHS JJOKYMEHTA: TIOIIYK
i BinOip JaHuX mpo OOpP)KHHUKIB, BUBEICHHS MOTPiOHOT iH(opMallii Ha | OfMH aOOHEHT 3 xB
MPHUHTEDP, PO3APYKYBAHHS CITUCKIB 13 3a3HAYCHHSIM aJpec aOOHEHTa
EJjiekTpoHHA 10CTaBKa IOKYMeHTa
48. CkaHyBaHHSI, pO3ITi3HABaHHS, KOPEKTYBaHHs, Bi/lpaBKa aOOHEHTY oJHa 20 xB
CTOpiHKa
Opranizanisa po6oTu 6i01i0TEeYHUX MYHKTIB
49, ITpoBectu KOHCyJbTallif0 (HAaBYAHHS) M0N0 TEXHOJOTIYHUX ACIEKTIB oJHa 8 rox
00CITyrOByBaHHS KOHCYJIbTAIIis
50. Ykinact yromy MDK 0i0JioTekOl0 1 opradizaii€ro, jae Oyxae oJHa 5 rox
3IIIICHIOBATHUCS IT03acTallloOHapHe 00CITYTOBYBaHHS yrona
51. Odopmutn popmyssip 6i0mioTedHOro MyHKTY (B 2-X IPUMIipHHUKaX) OJIVH 15 xp
dhopmyItsip
52. Odopmuty manky 3 AoKyMeHTaMu (yroja, JOPYYEHHsS Ha OTPHUMAHHS
JNOKyMeHTiB, (opmymsap OiOmiOTEeYHOro MYHKTY, 3BITH Ta iHIII oana 15xB
JIOKYMEHTH) frafa
53. CmaCTH CXeMy po3TamlyBaHHS 0i0NIOTEYHHWX MYHKTIB Ha TEpUTOPIi oJHa 2 rox 20 xB
MicTa, paiioHy cxema
54. Ckrnactu nomics/aHHN Tpadik 0OMiHY JTOKYMEHTIB, IO 3HAXOJSTHCS B .
i OIMH Tpadik 20 xB
0i0J1I0TEYHUX MTyHKTaX
Iin0ip KoMMIeKTIB JOKYMEHTIB UIs1 0i0J1i0TEYHOT0 MYHKTY
[TigiOpaTy KOMILIEKT JOKYMEHTIB
KinbKicTh JOKyMEHTIB Y KOMILJIEKTI:
55. no 10 OJIVH 17 x5
KOMIUICKT
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56. 1o 30 OJTNH
50 xB
KOMIUICKT
57. o 100 OIIMH 2 rox 30 x5
KOMIUICKT
58. [linroTryBaTé JAOKYMEHT 10 BUAaul y OiONIOTEUHMI MyHKT: BUHHATH
KHUKKOBUH (popMyIIsip, 3a3HAYMTH ATy BUJAUi, CUTJ MYHKTY, MiAINAC OHH 2xB
BiJINOBi1aJIbHOT 0cOOM FIOKYMEHT
59. 3anucatn 'y Qopmynsap Oi0NIOTEYHOr0 MYHKTY JaTy BHJadi —
JOKYMEHTIB, KUIbKICTh BHJaHWX Ta TIOBEPHEHHX JOKYMEHTIB Y 1xs
6i0mioTeky-hoHIO0yTpIMYBaY 3ame
60. PoscraButi KHWXKKOBI  (opmymsapu  BigiOpaHWX JIOKYMEHTiB B
andaBiTHOMY TOPAAKY B OONIKOBY KapTOTEKy 3a PO3AUIBHHKAMHU- | OIHH KHYDKKOBHIA 25 ¢
curnamu  (GongoorpumMyBada (0i0NIOTEYHOr0 MYyHKTY, TEpPeCcyBHOT hopmysp
0i0i0TeKN)
61. [MpuiinaTi JOKyMEHTH 3 06i0J1I0TEYHOr0 MYHKTY: MPOCTABUTH MO3HAYKY
HAa KHWXKKOBOMY (OpMyIspi, BKIacTH (GOpMYIsip y JOKYMEHT, | OIWH JIOKYMEHT 2xB
PO3CTaBHUTH 3a MicCIIeM MOCTIHOTo 30epiranHs
5. Hapanus noBinkoBo-0idaiorpadiunux nociayr
,9.1 JloBinkoBo-indopmaniiina podoTa
Taonuya 8
Homep Ha3pa npouecy, oneparii. Onuunus Hobma uac
HOpMH 3micT podoTH BUMIpy P y
1. 2. 3. 4.
BenenHst 1oBinkoBo-giosmiorpagiunoro anapary (JIBA)
[lepernsuytu 1 BigiOpaTH AOKYMEHTH 3 IOTOYHUX HAJXOPKEHb IS
po3nucy Ta BHeceHHs 10 JIBA:
1. 30IpHUKH oK 15-20 xB
301pHUK
2. KypHaAIU OJTNH 10-15 xB
KypHAI
3. ra3etu ofiHa 45 xB
rasera
4, Oiomiorpadiuni 1mociOHMKH, JIITOMMCH KHHKKOBHX, KYPHAJIBHUX OIUH 1x8
crarel, IPUKHIKKOBa Oibmiorpadist 3ammc
AHATITHYHMH PO3NMMC KYPHAIBHUX, ra3eTHUX cTaTeil, 30ipHUKIB,
0i0iorpadiynux nmocioHuKiB
O3HaiioMHTHCS 31 3MICTOM CTaTTi, CKJIACTH Oi0miorpadidyauii onuc
KinpkicTh enemeHTiB 6i0iorpadiqHOro 3amnucy:
5. 4-6 OIUH
6 xB
3aITiC
6. 7-9 O H
7 xB
3aIic
7. [epernsaHyTr JOKyMEHT, CKJIACTH aHOTAIIIIO oJlHa 15 xp
aHOTaIlis
PoOoTa B aBTOMaTH30BAHOMY pe:KUMi
dopMmyBaHHs 0a3 AaHUX CTaTed 3 MEPIOAMYHUX BUIAaHb, 30IPHUKIB.
Beenenns 6i6miorpadivHuX 3amuciB B 0a3y JaHUX
8. 3armoBHEHHS BiNOBIHHUX OB 6i0iorpadiqHOro 3ammcy oJHE 30¢
nosje
3niiCHUTH penaryBaHHs 0a3 gaHux 0i0miorpadiyHUX 3aMuciB cTaTei 3
MepioAMYHUX BHIaHb, 30IPHUKIB!
9. MOTOYHE pPeAaryBaHHs OJIMH 3xB
JOKYMEHT
10. BUOIpKOBE  T'eHepalbHE  pelaryBaHHs  3a  IIEBHHM  TOJIEM OJTNH 3-7 xB
0i6miorpadiyHoro 3anucy JIOKYMEHT
Opranizanis Ta pegakmis  CcHCTeMATHYHOI KapTOTeKM cTaTteii
(CKC)
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11. [Nepernsnytu Ta Bigibpatu xaptku s 3aneceHns 10 CKC. oJHa 3 xB
CucremaTH3yBaTH Ta PO3CTABHTH KAPTKH Y 3BOPOTHIN XPOHOJIOTIT KapTKa
12. Hanwmcaty i po3cTaBUTH pO3IUTEHUKH OJTNH 2 n
PO3IUTEHUK
13. JeramizyBaTH pO3JiTH, BBECTH NpPEAMETHI pyOpWKH, HammcaTH i OJTNH 2 n
PO3CTaBUTH HOBI PO3IUTBHUKH PO3IUTEHUK
14, Bunyuutn i3 CKC kapTku Ha 3actapimi JOKYMEHTH, IEpPEBECTH iX B oJHa 3 xB
apXxiBHY YaCTUHY (BHIIYYHTH) KapTKa
Opranizanisi pakrorpagiunoi kaproreku (PK)
15. Bu3Hauuti 00’€KTH Ta OCHOBHI O3HAKW s BimoOpaxkeHHs B DK.
[epernsnytn noxkymeHTH i BimiOpatu s BHecenHs B @K. 3anectn oaa 7-10 xB
BiZiOpaHi BIZIOMOCTi Ha KapTKH, PO3CTABUTH KapTKH Kaptia
16. Hanwmcaty i po3cTaBUTH pO3IUTEHUKH OJTNH 2 n
PO3IUTEHUK
17. [NepeBipuTH Ha KapTKax MPaBHIbHICTh 3aHECEHHX BiZIOMOCTEH, BHECTH
3MIHHU Ta JIOMMOBHEHHS oIHa
3 xB
KapTKa
Opranizanisi TeMATHYHUX TeK ra3eTHUX BUPI3OK
18. [TepernsayT razeru Ta BimiOpaTH CTaTTi 3a TEMOIO, MIArOTYBaTH Ta oIHa 3-5 B
CHCTEMAaTH3yBaTH BUPI3KH BHpI3Ka
19. CrBopUTH TeMaTH4YHY TEKy: 3pOOHMTH crenudikaiio crarted abo ix
KCEPOKOITiii, HAKJICITH Ha TEKy KHIDKKOBHH (QOpMysip, JaTH Ha3By, oJHa 20-30 xB
3aiHjieKCyBaTH, 3poOuTH OibmiorpadiuHuil ommc A PO3MIIICHHS Y TeKa
JBA
5.2. loBinkoBo-6ibiorpagiuni nocayru
Taonuya 9
Homep Ha3pa npouecy, oneparii. Onunus Hobma gac
HOpMH 3micT podoTH BUMIipy P y
1. 2. 3. 4.
Ipuiimanns 6idaiorpadiynnx 3anuTiB
1. [puiinsatu  Gibmiorpadiyamii 3anmuT. YTOYHHTH TeMy, ITbOBE 1 OJTNH 3 xB
YHUTAIbKE MPU3HAYCHHS 3aImuT
2. BusHaunty rnuOuHY NONIYKY: JDKepena, XPOHOJIOTIYHI MEXi MOIIyKY OJTNH 3 xB
iHdopMmarii Ta i Hocil 3amuT
BuxoHanHsl TeMaTHYHOI JOBiAKH
3. YTOYHUTH TeMy, 3MIACHUTH TOIIYK 1 BimOip AokymeHTIiB. CKiacTu omHa 10-35 xB
0i0miorpadiuHuii onuc JIOBIJIKa
Bukonanus agpecHoi 6i6iorpagiunoi noBigku
4, BceraHoBUTH HAasBHICTH 4YM MICII€ 3HAXO/DKCHHS JOKYMEHTa Yy (OHI OIUH 2.5 xB
0i0mioTekn JOKYMEHT
BukoHnanHsi yTouHi01040i 0idiorpadgiunoi noBigku
5. BcranoButu Ta (a00) yTOUHHTH eneMeHTH 0ibiiorpadiyHoOro omucy, ONMH
SIKi BIICYTHI, HEMTOBHI 200 HETOYHO MOJIAHI Y 3aIlUTi KOPUCTyBaya JIOKYMEHT 5-7 xB
6. Hapmatn noBumii 6ibmiorpadiunuii onuc JoKyMeHTa Mpu oQOpMIICHHI OJTNH 510
MUCHMOBHX 0i0JiorpadiuHUX CIHCKIB JOKYMEHT U XB
Bukonanns gaxrorpagiunoi noBigkmn
7. E;giESE?ZET;(OHerml BijloMOCTi mpo Ti abo iHOI 00'€KTH, TOAii, S — 10-40 xB
BukonaHHsi 10BiI0K B aBTOMaTH30BAHOMY Pe:KHMI
8. 3HaliTH KopucTyBaua B 0a3i JaHUX Ta 3apeECcTPyBATH JUISI BUKOHAHHS OJTNH 2 n
JIOBIIKH KOPHCTYBay
3Haittu GibmiorpadiuHi 3amucy 3a yMoBaMH 3anuTy B 0a3ax qaHux (B
1.4. EK). BukoHaT n0BiIKy:
9. azpecHy 0i0miorpadiuHy, yTOUHIOIOYY OJTHA JIOBI/IKA 3 xB
10. TEMaTHIHY OJTMH 15-20 xB
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JIOKYMEHT

11. ¢dakrorpadiuny OJTNH 15-30 xB
JOKYMEHT
12. BipTyansHy (B Mepexi Intepuer, EK, BJI) OJIMH 20-60
-60 xB
JOKYMEHT
13. BuBectn pesynpraTé momryky Oi0miorpadivHHMX 3amHCiB Ha €KpaH, OJHH CITHCOK 2:10 xB
PO3IPYKYBATH CIIUCOK
O0Jik 0ibaiorpagiynnx 10BiToK
14, CucremaTH3yBaTH JIOBIJIKM 32 THIIAMH, 3apEECTPYBATH B OOJIKOBHX oJHa 1-2xB
JOKyMEHTaXx, Kl MpUHHATI y Oi0miorerti JIOBiIKa
15. BiniOpatu akTyanbHi (CKIaJHi) MHUCBMOBI JOBIOKH Ui ApXIiBY
BHKOHAHUX JOBIJOK, TPOCTABUTH IHJAEKC, 3pPOOMTH ONHC s OnHa 5-8 xB
KapTOTEKH BUKOHAHUX JIOBIIOK JIOBi/IKa
Hananna KOHCYJbTalliiHOI  JomoMoru Oiims  JoBiOKOBO-
oidaiorpadiunoro amapary
16. [TinroryBaT 1 MPOBECTH TPYNOBY KOHCYNbTAILiO (3aHATTS) TIPO onHa
KopuctyBaHHs JJbA KOHCYJTBTAIiS 60 xB
5.3. Bidaiorpagiune ingopmyBanus
Taonuya 10
Homep Ha3pa npouecy, onepartii. Onuunus Hopwma uacy
HOpMH 3mMicT podoTH BUMIpy
1. 2. 3. 4.
Indopmauniiine 3a0e3nevyeHHs1 a0OHEHTIB B cucTeMi BHOIPKOBOIO
po3noBcrokenHs ingopmaii (BPI)
BusiBienns indgopmanilinux morped Ta ¢dopMyBaHHsI Mepexi
a0OHeHTIB
1. Po3pobutn aHkery st BU3HAYCHHS] KOHTUHTEHTY a0OHEHTIB Ta IXHIX
. - . OlHA aHKeTa 1 rox 30 xB
iHdopmartiitnux norped (3anutiB). PO3MOBCIOUTH aHKETY
2. OnpartoBat pe3yabTaTH aHkeTyBaHHs. CKJIACTH Ha 0a3i ojepKaHuX
; N ™ . OIUH a0OHEHT 1rox
JIAHUX KapTOTeKy aDOHEHTIB Ta IXHIX iH(opMaliiHuX motped (3amnuTiB)
ITinroToBKa CHTHAJBLHOTO NMOBiToMJIeHHS B cucTtemi BPI
3. [lepernsnytn  AOKyMEeHTH Ta  BimiOpaT  MaTepialid  3TigHO
iHpopMaliiiHux 3anuTiB. O3HaOMHUTHCS 31 3MICTOM Martepialis, OlIHE
3pobuTH 0i0IiorpadiuHui OMKC, HATMCATH aHOTAI[il, MIArOTYBATH 0 | TTOBIIOMIICHHS 2ron
IpYKY, BIANPAaBUTH MOBIJOMIICHHS, 3pOOMTH BIIMITKH Y KapTOTEIl (5Ha3s)
aOOHEHTIB
BuBuenns epexTuBHOCTI cuctemu BPI
4, [IpoanamnizyBaT KapTH 3BOPOTHOTO 3B’ I3Ky. BiIkOpeKTyBaTu cucremy oJlHa 15 xp
BPI 3rigHo 3 BUCHOBKaMH aHaJIi3y KapT 3BOPOTHOTO 3B’ SI3KY KapTa
5. ITpoBect aHkeTyBaHHs (cmiBOeciam), NpoOAHATI3yBaTH OfepIKaHY
. . . . OIUH a0OHEHT 1rox
iH(OpMAIlito, 3aHECTH 3MIHH B KAPTOTEKY a0OOHEHTIB
Indopmauniiine 3a0e3nmeyeHHs a0oHeHTIB B cucremi
audepenuiiiopanoro 3adesneyenns: kepipHunTea (JI3K)
®opmyBaHHs Mepexki a00OHEHTIB
6. BusHauntu Koo aboHEHTIB Ta IxHi iHpopMarliiiHi motpedu (3amuTu):
MPOBECTH AaHKETYBAaHHS, OINUTYBAaHHA, 3i6paTH iHpopMaIito 1o OIHH 2GOHEHT 1 rox
tenedony Tomo. CKIacTH KapTOTEKy aOOHEHTIB, cOpMyITIOBATH TEMH
iHpOpMYyBaHHS
IinroroBka indopmaniiiHuX MaTepiaiiB
IlinroToBKa onepatuBHoi iHdopMallii 3a MaTepiajamMu npecu
1. [epernsayrn 1 Bigibpatu craTTi 3 MEpiOAUYHUX BHUJIAHB, CKIIACTH oJHa
0i0miorpadiuHuil onKc, 03HAHOMUTHUCH 31 3MICTOM, CKJIaCTH aHOTAIIIlO, iHhopMarris 4rox
MIIrOTYBATH TEKCT, HAJIPYKYBaTH (5-10 Ha3B)
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BuBuenns edpextuBHocTi cucremu 3K

Po3poOuti Ta pPO3MOBCIOAMTH AaHKETH, IPOBECTH aHKETYBaHHS
(omutyBaHHs, Oecigu), MpoaHATi3yBaTH Ta Y3aralbHUTH OJCpiKaHy
iHhopMallito, BHECTH BIJMOBIAHI 3MIHM B KAPTOTEKy a0OHEHTIB

OIUH a0OHEHT

2ron

I'pynose (inauBinyanbhe) ingopMmyBanHs yntaviB (a00HEHTIB)

BusHauntu Koo abOHEHTIB Ta ixHi iHpopMaIliiiHi moTpedu (3amuTu):
NPOBECTH  AHKETYBAaHHs, ONUTYBaHHS, CHOPMYJIIOBATH  TEMH
iHpOpPMYBaHHS, CKJIACTH KapTOTEKy aOOHCHTIB

OIUH a0OHEHT

1 ron

10.

[epernsuytn 1 BimiOpaTu JiTepaTypy BIAMOBIZHO A0 TEMAaTHKH
3amuTiB, 3poOUTH OibmiorpadiuHUil OMUC, CHCTEMATH3yBaTH, CKIIACTH
iHpOpMaIifHAH CIUCOK, 3pOOUTH TIO3HAYKH B KapTOTeli aOOHEHTIB
rpymnoBoro iHGopMyBaHHS, BianpaBUTH aOOHEHTaM

OIIMH CITHCOK

30 xB

11.

IToBigoMUTH TIPO HASBHICTH HOBHUX HAJXOKEHB 3@ TEMOIO YCHO (110
Tenedony)

OllHE
IOBITOMJIEHHS

10 xB

IlinroroBka GidiorpagiyHux orJasgiB Jireparypu

12.

[TinroToBKa TEMaTUYHOTO OTJISLY JITEPATypH.

BiniOpaTty HOBI HaJXOJPKEHHS 3TiHO BH3Ha4eHOi TeMu. IliaroryBaTu
KOpoTKi aHoramii. BuOyayBatm roriuHuMii BUKIa] MaTepiany.
IIpoBectu orusin

OJIUH OTJISI
(mo 10 Bumanb)

12-14 ron

13.

[liaroTyBaTH OIS JTiTEPATYpPU HOBUX HAJIXO/HKEHB. 03HAHOMHUTHUCH 13
3MICTOM HOBHX JJOKYMEHTIB, CHCTEMAaTH3yBaTH Matepiaj, MiroTyBaT
TEKCT, TPOBECTH OTJISJT

OJINH OTJISLL
(mo 10 Bumanp

10-12 rox

IlinroTroBKa TEeMAaTHYHOI'0 Neperasay Jireparypu

14.

BusHauutu TeMy meperyisiay, CKIacTH TEKCT oronoineHHs (adiri).
[lepernsanyTn Ta BimiOpaTH JTOKYMEHTH, 3aMOBHUTH Ta OACpXKaTH iX B
CTPYKTYpPHHX TMifpo3ainax. Po3zpobutu pyOpukm meperisigy, mia-
TOTYBaTH Miclle €KCIO3MIIii, PO3CTaBUTH JiTepaTypy. JemoHTyBaTH
TIeperJIsi Ta MOBEPHYTH JIITEPATYPy Y CTPYKTYPHI MiAPO3ILITH

OJIUH TIEPETJIs
(mo 50 Buann)

10-15ron

IlinroToBKa nmeperJisiy HOBUX HAIXO/ZKeHb JiTepaTypHu

15.

Cxitactu Teket orosomneHHs (adimr) mpo neperysia. [lepernsHyTu Ta
BiiOpaTH NTOKYMEHTH, 3aMOBHTH Ta OJCPXKATH iX y CTPYKTYPHHX
MiAPO3Aiax, PO3MOMUIMTH 3a Traly3sMd 3HaHb, HIATOTYBaTH MiCIe
eKCIIO3MIIl, PO3CTaBUTH JiTepaTypy. JlemoHTyBaTH meperisia Ta
MOBEPHYTH JIITEPATYPY Y CTPYKTYPHI MiAPO3ILITH

OJIUH TIEPErIs
(mo 50

BUJIaHb)

10-12 ron

ITinroToBKa 010/1€TeHsI HOBUX HAAXOIKEHb

16.

[lepernsuyTu Ta BigiOpaTH JOKYMEHTH 3 MAacHBY HOBUX HAIXOJKCHb,
CHCTEMaTHU3yBaTH iX 3a Tally3sMH 3HaHb, 3poOUTH Oibmiorpadiuni
OIKCH, CKIACTH KOPOTKi aHoTaii (32 moTpe0or0), MOCTABUTH CHUTJIH
CTPYKTYpHHX mifipo3aitiB (0i6mioTek-(imiii)

OJINH
OronereHb
(mo 30
JIOKYMEH-TiB)

10 rox

Opranizaunis Ta npoBenenns Jus ingopmanii, s 6i6aiorpadgii

17.

BusHauuty 1inboBy aymutopito, mety ta Temy Hs indopmarii (Ius
6i6miorpadii). 3abe3meunTr BiAbOip Ta CHCTEMATH3AIl0 JOKYMEHTIB
BU3HAYCHOI TeMAaTHKU. BHpIMMTH opraHizamiiiHi nutaHHs (maTa Ta
IUTaH TPOBEICHHS, pO3po0Ka pEKIaMHUX OrOJIOIICHb, 3BEPHEHB,
MOBIIOMJICHHS 3alliKaBJICHUX OpraHi3alliii, 3alpoIIeHHs CIIeIiaTiCTiB,
KOHCYJIbTaHTIB Tom[0). Po3pobutu Ta odopmuti Hao4yHi (HopMu
nonyyspusamii  Jitepatypu (BHCTaBKH, meperyisian). IligrorysaTtu
TekcTd Oi0miorpadiuHMX OrJIsAAIB, KOHCYJbTallili Tomio. IIpoBecTu
Henb indopmarii (Jenp 6i0miorpadii) 3rinHo miany. 3poOUTH aHai3
eeKTUBHOCTI  3aXOAy: KUIBKICTh  BiABiAyBadiB, KHHIOBHJA4Ya,
OIpaIllOBaHHS aHKET Ta iH.

OVH
3axing

36-50 rox

Opranizanis Ta npoenenns JIus cneniajgicra
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18.

Bu3HauuTH 1IIBOBY ayauTOpil0, METYy Ta TeMy 3axomy, (opmy
npoBefieHHs  (cTallioHapHa, BWi3HA), NEPErJsIHYTH 1 BigiOpaTn
JOKYMEHTH, CKJIACTH IUIaH MPOBENCHHS, PEKIaMHi OTOJOIICHHS,
Y3rOJUTH MPOrpaMy i3 3aMOBHUKaMH, 3allIKaBIICHUMH OpraHi3allisiMHu,
MiATOTYBAaTH TEperNIsiAu  JITepaTypw, TEMaTH4HI BHUCTaBKH 32

OIIMH

CreniajabHICTIO, Oi0niorpadiuHi OrJIsSaAMd, 3aMOBHTH JICKIii Ta iH., 3axis 50-70 rox
3allpOCHTH CIIEIiajicTiB, OpraHi3yBaTH 4epryBaHHs Oi0Omiorpadis,
KOHCYJIbTAHTIB-CICIIAJIICTIB, MPOBECTH 3aXil, 3pOOMTH aHaJi3
edexTuBHOCTI 3aX0/1y
6. HaykoBa gisiibHiCTDh 0i01ioTeKH
6.1. HaykoBo-gocaifHuIbKA po6oTa
Tabnuya 11
Homep Ha3pa npouecy, oneparii. Onuunus Hopma uacy
HOpMH 3micT podoTH BUMIpy
1. 2. 3. 4.
Po3po6ka nporpamu (TeXHiYHOI0 3aBAAHHSN) A0CTIIKEHHS
OOrpyHTYBaTH aKTyalbHICTb TEMH, BHSBUTH 1 OOIPYHTYBaTH
MpoOJIeMHY CHTYaIlilo, cHOpMyNITIOBaTH METy, 3aBIaHHS 1 TiloOTe3y,
BH3HAUUTH 00 €KT 1 mpeaMeT aociimkeHHs. OOroBOpUTH Matepial,
JOOMpAIIOBaTH JOKYMEHT Ticist oOroBopeHHs. Hamucatu TekcT
JOCITIKEHHSL:
1 EMITIPHYHOTO XapaKTepy oJlHa 700 ron
nporpaMa
2. MiT0TaXKHOTO (PO3BiAyBaILHOTO) XapakTepy oJHa 430 rox
nporpaMa
3. NPUKIAJHOTO XapaKTepy 3 BHKOPHCTAHHSAM BiZIOMHX (ampoOOBaHMX) oJHa 250 rox
MPOrpamM, METOJMK PEriOHAIBHOTO PiBHS nmporpaMa
4, 3 BUKOPUCTAHHSIM HOBHX (HE arpoOOBaHMX) MPOrpaM, METOIUK oJlHa 335 ron
nporpaMa
5. (byHIaMEHTaIbHOTO, TEOPETUKO-TI3HABAJILHOTO (KOHIIETITYaIBHOTO, oJlHa 440 ron
METOJIOJIOTIYHOI0) XapaKTepy nporpaMa
6. MIHI-EKCIIPEeC TOCIIPKEHHS, JIOKAJIbHOI COI[I0JIOTYHOT PO3BIIKH oIHa 25 rox
nporpaMa
Po3poOka MeToIMKH A0CTITKEeHHS
HamucaTi TeKCT METOAMYHUX TOKYMEHTIB 3TiIHO 3 JOCTIIKEHHSM,
AK€ TPOBOAUTHCS. Po3pobutn 1 oOrpyHTyBaTH BHUOIpKY, BHOpaTH
METO/IM 300py COIIONOriyHOiI iH(OopMAaIlii, OTUCATH METOIU Ta CXEMH
aHami3zy 1 oOpoOku naHux. Po3poOHTH METOAMYHMIA IHCTpyMEHTapiil:
aHKeTy, IHTepB't0, Oecimy, OJlaHKM OO0JIiKYy, OJIAaHK CIOCTEpEKCHHS,
aHami3 Oi0mioTeyHOol JOKyMeHTallii, (opMH TaOmuIb. 3AIHCHUTH
EMITIpUYHY amnpoOallif0o  PEICBaHTHOCTI CKIAICHHMX JOKYMEHTIB,
YTOUYHUTH 1 JIOOMPAIFOBATH METOAWYHHN IHCTPYMEHTapid, CKIacTH
OCTAaTOYHUI BapiaHT JOKYMEHTa
Mertoauka IpoBeIeHHS JTOCIIIKCHHS:
7. EMITIPHYHOTO XapaKTepy oJlHa 550 ron
METO/INKA
8. MLTOTaXXHOTOo (PO3BiAYBAIEHOT0) XapaKTepy oJHa 300 ron
METO/INKA
9. NPUKIAJHOTO XapaKTepy 3 BUKOPHCTAHHSAM BiZIOMHX (ampoOOBaHHX) oJHa 150 rox
MPOrpamM, METOJMK PEriOHAIBHOTO PiBHS METO/INKA
10. 3 BUKOPUCTAHHSIM HOBHX (HE arpoOOBaHMX) MPOTrpaM, METOIMK oJlHa 250 ron
METO/INKA
11. (byHIaMEHTaIbHOTO, TEOPETUKO-TI3HABAILHOIO (KOHIIETITYaIBHOTO, oJlHa 350 ron
METOJIOJIOTIYHOI0) XapaKTepy METO/INKA
12. MIHI-EKCIPeC JTOCIIPKEHHS, JIOKAJIbHOI COI[I0JIOTYHOT PO3BIIKH omHa 40 ron
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METOIMKA

Opranizaniiina po6oTa o0 NpoBeIeHHs T0CTiTIZKeHH s

13. CTBOpUTH JOCHIAHMIIBKUN KolekTuB. Cknactd poOouuii IuiaH
MPOBENICHHS JIOCITI/PKEHHSI, y3TOJJUTH HOro 3 BUKOHABIIMH. Po3pobutn
METO/IMYHI JOKYMEHTH IIOA0 30WMpaHHsS TEepBUHHOI iH(popMaIlii omie 140 ron
(mopaau iHTEpB rOEpaM, CIOCTEpiradyaM TOIIO); MPOBECTH IHCTPYKTAK FOCTIUDREHI
npalliBHUKIB (IHTEpB’ F0EPiB, CIOCTEpPIrayiB Ta iH.)
14, 3milicHuTi Oi0stiorpadidHe OMpaIfoBaHHS TEMH JIOCII/DKEHHS, POOOTY B
apxiBax, BI/IBerH}'ISI HOpM'aTI/IBHO-i[eXHi‘IHO'I' JOKyMeHTaltii, indopmariii mpo olHE 40 rox
QHAJIOTH Ta 1HINI MaTepiaid, sIKi CTOCYIOTBCS TEMH, IO JOCIIDKYETBCS. | JOCITIIHKEHHS
Cxkuactu 6i0miorpadhiuHmiA CIMCOK BUKOPUCTAHOI JIITEPaTypH
36ip nepBunHOiI iHdopmarrii
15. AnkeryBanus (1o 15 mozurriit) oJHa 15xB
aHKeTa
16. Ommurysanns (1o 10 mo3urriit) onHe 20 xB
IHTEpB' 10
17. CrocrepexeHHs OIUH GIIaHK 20 xB
18. AHanizyBaHHS CTaTUCTUYHUX JOKYMEHTIB OJTNH 20 xB
JOKYMEHT
O0podka tanux
OOpoOutH  iH(pOpMAIIIFO HAa OCHOBI TEPBUHHUX BHUXITHUX JaHHX,
OTPUMAHMX BIIMIOBIIHO J0 METOIUKH JOCTIIKEHHS. 3pOOUTH MOMEPEIHI
MipaxyHOK BIATIOBiNEH Ha 3anmMTaHHS, BMIIEHI B OOpaHy METOIHMKOIO
nociipkenHs  gopmy. Ckmacti poOodi Tabimi. 3aHECTH MONEPEIHi
MmiacyMKH y poOoui Tabmuii. 3miiCHUTH MiApaXyHKW, y TOMY YHCHI
aOCONIIOTHI ~ BEJIMYMHH, BIJICOTKM, BH3HAYUTH CEPEIHI IMOKA3HHKH,
Koe(IliEHTH, 3MIHHI TOKa3HUKHM ToIo. [liAroTyBaT 3BeIEHI TaOJMII],
criiucku. [lepeHecTn pe3ynbTatyt poOOYMX TAOMMIL Y 3BEACHI TaOJMIIL,
3MIACHUTH BIATIOBIIHI IiPaxXyHKH:
19. HOMY PEKUMI oJHa
Y PTTEE METO/INKA 300 ron
20. B aBTOMATH30BaHOMY PEXKHMI oJHa 400 rox
METO/INKA
AHani3 00po0dJieHoi iHgopmanii, NMiAroTOBKA 3BiTY,
(hopMyJII0BaHHS BHCHOBKIB, po3po0Ka peKoMeHaauii
21. VY3arajJpHUTH PE3YNIbTaTH JOCIIDKEHHS, TOPIBHATA 1X 3 TEOPETHYHHMHU OIUH
Mozensimi.  [IpoanamizyBati  onpanpoBaHy — iH¢opmarito. 3poOHTH | aBTOPCHKHI 100 rox
BHCHOBKH, TIPUIAHSTH PIllICHHS, 3pOOHTH IPOTHO3 apKyII
22. Hanwmcatu 3Bit. Po3pobutn pekomenaaitii, iHCTPYyKIIii 3 BIPOBaKEHHS
MaTepiajiB HAyKOBOTO JOCIiPKECHHS OJIMH
’ a aBTOPCHKUI 275 ron
apKyII
[MinroryBatu craTtTio a0 30ipHUKA HAYKOBHUX TMpallb, MPaKTUYHOTO
nociOHMKa, podeciifHol npecH:
23. TEOPETUYIHOTO 3MICTY OJTNH
ABTOPCHKUH 300 rox
apKyII
24, MPHUKIIAHOTO, TPAKTUYHOTO 3MICTY OJTNH
aBTOPCHKUI 175rox
apKyII
25. HamucaTu 10moBiap 3a MiicyMKaMyd HayKOBOTO JTOCIIKEHHS OIUH
aBTOPCHKUI 125 ron
apKyII
26. [ligroryBatd OISO HAyKOBO-AOCHIIHUIBKOI POOOTH MPOBIIHHX
0ibmiorek  Ta  OiOMIOTEK  HAaBYANBHUX  3aKIaIiB  KYJIbTYpH: omiH
. . .. L0 ABTOPCHKUH 250 rox
MpoaHai3yBaTH MaTepialid, po3IIyKaTd, BijiOpaTH MyOmiKamii Iux apKym

0i0mioTex y (axoBili mpeci; 3BiTH, AUCEPTaLiiiHI poOOTH; 3AIMCHUTH
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CHCTEeMAaTH3allilo, aHalli3, y3araJbHEHH [TUX MaTepiaiB
Po3po6ka rasy3eBux 10KYMEHTIB IIEPCIIEKTHBHOTO XapaKTepy
27. Po3poOuti HayKOBHI TIPOTHO3, TOB'SI3aHWHA 13 TEPCHEKTHBAMH OJTNH
PO3BUTKY 010J110TEK periony, aepxasu. Hamucatu Teket ABTOPCHKUH 250 rox
apKymI
28. [linroTyBaT  KOHIEMIiI0 TEPCIEKTUBHUX  HAMPSIMIB  PO3BUTKY OJTNH
0ibmioTevHol cripaBy B perioHi, aepkasi. Hammucatn Teker ABTOPCHKUH 250 ron
apKymI
29. Po3pobuTi iTBOBI TIporpaMul [yt Mepexi 6idmorex (ommiei 6i0miOTEKH). —
3)Z[II/ICH'I/ITI/I JUATHOCTHKY CHTYaIlii, OBHIlIHIX i BHYTPIUIHIX BILIMBIB Ha ABTOpCHKHA 290 rox
(bYHKIIIOHYBaHHS 1 PO3BUTOK Mepexi Oibmiorek (ommiel OiOmioTek).
Bupobutn pekomenarii, pitenss. Hanmcartu tekct apiyt

Tpumimku: Hopma dacy Ha CKJIaJlaHHS TIPOTPaM, METOIIHK, IHCTPYKIIH JA€ThCs HA JOCHITHHUIBKANA KOJEKTHB. ["O/IiHM MparieBUTpaT po3HOAUIOTECS
MDK BUKOHABISIMH 3aJIEKHO BiJl iX HaBaHTaXKEHHSI.
Jlo mporecy miArOTOBKY PYKOIHKCY 0 IPYKY BXOANTH: 37[a4a PyKOITUCY HAYKOBOMY pEIaKTOpy, OOTOBOPEHHS y BIUIiI,
Ha HayKOBIH paji, TOONpamOBaHHs PYKOIUCY.

2. HaykoBo-mMeToAn4Ha po6oTa

Taonuya 12
Homep Ha3pa npouecy, onepartii. Onuunus Hobma 1ac
HOpMH 3micT podoTH BUMIpy P y
1. 2. 3. 4,
IlinroToBKa METOAMYHOI0 MOCIOHNKA, peKOMeHAaNlii
IIpuHIIUTIOBO HOBA PO3PO0Ka TEMH
1. BuBunTH TeMy, YTOYHHTH 4YHTallbKe Ta MIUJIOBE IPU3HAUCHHS
mociOHuKa, pekoMeHaamii. 3aiicHuTH Oi0miorpadiyHe onmpaltoBaHHS OINH
TeMH. BHBUMTH HOPMAaTHBHO-3aKOHOJIABYY JIOKYMEHTAIlil0, BUSBUTH | aBTOPCHKHIA 350 rox
iH(OpMaIliIo PO BU3HAYEHY TEMY 3 JOCBiy pOOOTH BITUM3HSHHX Ta apKyII
3apyObKHHMX 010J1I0TEK, MiATOTYBaTH TEKCT
2. CKJIacTH TIPOCIIEKT BHIAHHS, OOroBOpHTH. JloOMpalfoBaTH IiCis
po0OTH 3 HAYKOBHM PEIAKTOPOM, PEKOMEHMIAI Ta 3ayBayKeHb. OIHH 16 ron
3aTBEpAUTH MTPOCTIEKT fpocHiexT
Mopaudikania panime po3pod.ieHoi TeMu
3. BusiBUTH Ta BUBYMTH HOBi JOKYMEHTH 1 HAKONMWYeHHH OibiioTekamu
JOCBiI Ha TeMy IOCIOHWKA, PEKOMEHJAIl; YTOYHUTH TPOCIEKT, OIIMH
BHECTH 3MIHM 3TiIHO 3 JIOCATHEHHsMH Gi6nioTedHoi Teopii Ta | apropchkuit 170 ron
MPaKTUKHU; MIATOTYBATH TEKCT JJII OOrOBOPEHHS; IOOMNPAIOBATH 3a apKyII
MiJIcyMKaMu 0OTOBOPEHHS
Po3podka n1oKyMeHTIB, 110 perjiaMeHTyIOTh JifibHICTh 010J1i0TeK,
M0JI0KEHbD, iHCTpyKILiid, NMPOEKTIB NOCTaHOB, CTATYTIB,
3aKOHOJABYHUX AKTIB
IIpuMHLIUIIOBO HOBA TeMa
4, BusiBUTH, BHBUMTH 1 NpoaHalli3yBaTH 3aKOHOJABYI Ta HOPMATHBHI OJTNH
JOKYMEHTH 3a TEMOIO, HAallMCaTH TEKCT MPOEKTy JOKYMEHTa, | aBTOPChKUM 340 ron
00T OBOPUTH, TOONPAIIOBATH JOKYMEHT ITiCJIsi OOTOBOPEHHS apKyII
5. [IpoBecTn ampoOallito JOKYMEHTIB Ha 0a3l BHU3HauYeHHX O0i0JiOTeK, OJTH
y3araJIbHUTH OTPUMaHI pe3yjbTaTH Ta MPOIO3UIlI, MIArOTYBATH IS | aBTOPCHKHIA 170 rog
3aTBEPKECHHS apKyIII
Moaudikanisa panime po3pod/ieHOr0 J0KYMEHTa
6. [poananizyBaTu Ta OI[IHUTH JOKYMEHT; 3)Z[iI7ICHI'/ITI/I TOIIYK 1 BiIOIp HOBUX —
YMHHUX JOKYMEHTIB 32 TEMOIO; BHECTH 3MiHH B TeKCl'“ JIOKyMEHT, B—— 160 rox
OOTOBOPHUTH, JOOMPALIOBATH 33 IMiJCyMKaMHd OOTOBOPEHHS; IArOTYBaTH apKym
JI0 3aTBEP/PKCHHS
7. Po3pobuty MeToauyHi peKoMeH allii, IHCTPYKIIil, IUIaH! 3 YIIPOBaDKEHHS OIUH 275 rox
HOPMATHBHOI Ta PErJIAMEHTYIOUOl JOKYMEHTAIlil; MiAroTyBaTH JIO | aBTOPCHKUM

Jlo HOpMHU Yacy NpH CKJIaAaHHI JOKYMEHTIB, 110 PErJIaMeHTYIOTh TisUIbHICTh pecyOIiKaHChKUX, 00JacHUX 010JTi0TeK,
3aCTOCOBYETHCS MiZABHUITYBalbHUI Koedimient 1,15.
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nmyOumikanii apKyII
Po3poOka o6aikoBux ¢opm, 3pa3kiB Tabauub
8. YTo4HUTH MpenMeT, 00’ KT, 3MICT 00MiKOBOT (popmH, BimiOpaT NOTPiOHI
MOKA3HUKH, PO3POOMTH MakeT OOMIKOBOI (hOopMH, OOrOBOPHUTH, O/MH o
. . . | aBTOpPCHKHIA 150 rox
MIArOTYBaTH 1O 3aTBEPDKCHHS; PO3POOMTH TaOJMIII HOBOIO 3pasKy; apKym
CHCTEMaTH3yBaTH iX
9. CrJ1acTd peKOMEHallli 11100 BIPOBAKEHHS CTATHCTHYHMX (POpM Yy OIUH
MIPaKTHKY aBTOPCHKUI 120 ron
apKyII
AHaJi3 CTATUCTHYHUX JAHUX
10. 3mificHuT  30ip CTATHCTHYHMX JAHWX 3 TMONEPEIHBbOK 3BIPKOIO 13
MEPBUHHUMM OOJTIKOBUMH JIOKyMEHTaMH Oi0JIiOTeK, M0 3HAXOAATHCA Y %;[Ha 1-2 rog
cepi METOMIHOTO BILTUBY rabmiA
11. 3amoOBHUTH CTATUCTUYHI TaOJIMII omHa 2-4ron
TabIHALA
12. [poBecTn BIiNMOBIMHI MiAPaXyHKH: MiACYMKOBUX JAHUX Ta BiJHOCHUX oJHa 2 rox
[IOKa3HUKIB TaOIHILA
13. VY3arajgpHUTH cTaTUCTHYHI faHi. [lixroryBaTd 3BeNEHHM JOKYMEHT JUIS omHa 4rox
3alOBHEHHS (DOPM JIepIKaBHOI CTATHCTHYHOI 3BITHOCTI TaOIHIIS
14, [lizroryBaty BUAAHHS MO0 3BEACHUX CTATUCTHYHMX JAHUX JiSTIBHOCTI OIUH
migBigoMunx 6idmioTek. Harmmmcatn nepeqMoBy, TEKCTOBHI KOMEHTap aBTOPCHKUI 80 rox
apKyII
IlinroroBKa NuchbMOBOI KOHCYJIbTaNil, METOAUYHOIO JIUCTA
15. BusiButi i Hpoayani3yBaTH _JIOKyMEHTH 32 TEMOIO; BUBYMTH Ta 05
y3araJbHUTH Z[OCBI)Z[PQGOTI/I 010110TeK; HaIMCaTH TEKCT KOHCYIbTALl, aBTOpCHKHi 170 ron
METOJUYHOr0 JINCTA; MIATOTYBATH 10 OOTOBOPCHHSI, TOOIPAIFOBATH 34
MiJICYyMKaMH 00TOBOPEHHSI; MiATOTYBATH JI0 IPYKY apiyr
IinroroBka orjsaay AistabHOCTI 0i0i0TEeK 32 MEBHOK TEMATHKOIO
16. YTOYHUTH TEMyY OISy, BU3HAYUTH XPOHOJIOTTYHI MEXi; BUSIBUTH JIO-
KyMEHTH, BiliOpaTu iX, BUBYMTH; MIArOTYBaTH CTATUCTUYHI TaOJIMIII; O/IH o
MpOoaHaNi3yBaTH; HAIIMCATH TEKCT; OOrOBOPUTH, JOOMPAIFOBATH ITICIS ABTOPCHKHH 180 ron
00T OBOpEHHS apiyt
PenensyBanunsi HAYKOBHX, METOAUYHHX, indopmaniinnx
MarepiaiiB
17. HpO‘II/I'TaTI/I MaTtepiai, 1o PeleH3yeThCs. OuinuTH #oro B H'iJIOMy Ta -
OKPEMi YaCTHHH, BCTAHOBUTH BIATOBIHICTh YHTAILKOMY 1 ITHOBOMY HOKYMeHT 15ron
MPU3HAYCHHIO, HAYKOBHM 1 METOJMYHUM BUMOIaM
18. HamucaTu perieHsito 0,25
aABTOPCHKUI 15ron
apKyII
ITinroToBKa HoMoBixi
19. [ligiOpaT Ta BHBUMTH MaTepiaJii: JOKYMEHTH, CTATUCTHYHI JaHi, OIUH
nyOunikanii B npodeciiiHiii npeci, iHpopMaii, 3BiTH, iHII JpKepena, | aBTOPChKUN 160 rogn.
HaNucaTH TEKCT JOMOBii apKylI
IinroroBka jgekiii, KOHCYJIbTALIT
Po3pobuty 1uiaH JeKinii, KOHCYJIbTAlli, MiaiOpaTH, BUBYMTH Matepiall.
CKJ1acTH CIIMCOK JiTepaTypH J0 JIeKIii, KOHCYbTaiii. Hanucatu teker
20. [TepBuHHA JEKITis onHa 95 rox
JICKITis
21. [ToBTOpHA NEKIIis 3 ypaxyBaHHSM HOBOTO MaTepiay oJHa 15 rox
JICKITis
22. [epBuHHa IpyIOBa KOHCYIBTAILIS oJHa 25 rox
KOHYJIbTAITis
23. [ToBTOpHA TpyMOBa KOHCYBTAIIS 3 ypaxyBaHHSM HOBOTO MaTepiay omHa 10 rox
KOHYJIbTAITis
24, VYcHa iHIUBIqyalbHa KOHCYJIBTAIlISA omHa 1 rox
KOHYJIbTAITis
25. [TiagroryBaTtu BiANOBIAb HA JKCT OIUH JIUCT 8ron
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26.

Heperm[z[ HOBUX HaAXOIXXCHb 3aKOHOAABYMX Ta HOPMAaTUBHUX

JOKYMEHTIB. 3AidCHHTH momyk y mepexi Internet. dopmaryBanHs TOJHA 1 rog monHs
TEKCTY Ta BBEACHHS y 0a3y JTaHUX BIIILTY
InauBinyanbHe migBUICHHS KBamiikaiii mpamiBHUKIB 010J110TeK:
27. 31 cTakKeM PoOOTH TOHAT 5 POKIB roavHa 1 rop/TrxneHs
28. MOJIOZI CHEIATICTH roauHa 2 Ton/THXKIEHb
IlinroToBKa TpeHiHTy, MaiicTep-KJacy
29. BI/I3Ha‘I'I/ITI/I Mery i 3aB/IAHHA  3aXO1Y, po3poOHUTH  TIPOOIEMHY M 3aXiT 40 rox
CHTYaIlil0; CIIPOTHO3YBATH OYIKYBaHI pe3yIbTaTH
HinroroBka MmyabTUMeiiiHOT pe3eHTaNii
30. Cknactu Te3u, mimibpatu Ta BinckanyBaTH (ortorpadii, opopmuTn .
craiiy mpesenTaltii y nporpami Power Point O CHatA Lron
IIpoBeaeHHsi IPAKTUKYMIB, CTa)KYBaHb, METOAUYHOTO IHSA
IMpaktukym (7-10 nwHiB). Bu3HauuTH TEeMH, 3aBAaHHS, BIPABH.
[MinroryBatu 6a3y s mposeacHHs. Cknactu rpadik i yTOUHUTH
TEpMiHH MPOBENICHHS 3aHSATh
31 ['pynoBuit mpakTukym OIMH 45 rox
MPAKTUKYM
32. [HIuBiAyaTbHIA TPAKTUKYM OJIMH 40 rox
MPAKTUKYM
CraxyBants (7—10 qHiB). YTOYHUTH TEPMiHU MTPOBEIACHHS CTAKYBaHHS.
BusiButH nitepatypy 3 MHTaHHS, 0 BUBYaeThes. CKIIacTH Tporpamy i
rpadik craxxyBaHHs, BpaxoBylOUH MpO(deciiiHy MiJArOTOBKY CIyXadiB.
[TinroryBati BUCHOBOK IPO MPOXO/PKEHHS CTAXKYBaHHS
33. I'pynoBe craxxyBaHHA oJHE 55 rox
CTa)XyBaHHS
34. [HnuBimyanbHe cTa)XKyBaHHS oJHE 45 rox
CTa)XyBaHHS
MeroauuHuii JeHb
35. BusHauntu TeMmy, 3aBAaHHS, BOpaBU. BUSBUTH IiTepaTypy 3 TEMH, OJIHE 40 rox
CKJIACTH TIPOTpamy 3aHATTS
IIpoBeneHHs MPAKTUKHU CTYAEHTIB BUINUX i cepeaHix cneniaibHuX
HABYAJIbHUX 3aKJIA/1iB
36. [MigroryBatn i opraHisyBar NpakTUKy cTyaeHTiB (10 30 HiB).
Po3pobuTi mnmaH TpaKTHKH, TOTOAUTH HOro 3 KEPIBHUKOM TPAKTHKH
(mpencraBHMKOM HaBYallbHOTO 3aknanay). Ckimacti rpadik BifBiTyBaHHS oAta 90 rox
CTPYKTYpHUX Tifpo3nitiB. OpraHizyBarté NpakTH4Hi 3aHsTTs. [linbmru fpaxTiia
iICyMKH MPaKTUKA. CKIIACTH XapaKTePUCTHKH MPAKTUKAHTIB
IIpoBeaeHHsI NPAKTHYHOIO 3aHATTS
37. [MinroryBatu mpaktuuHi 3aHsTTs. CKIacTH 3aBJaHHA 3 BUKOHAHHS
0i0J1i0TEYHOr0 TpOoIeCy, SKUH BHBYAETHCS, PO3POOUTH KOHTPOINBHI oJHE 20 rox
3alUTaHHs, MIArOTYBaTH TEMAaTHYHHWHA CIMCOK JITEpatypud 1o 3aHATTS
3aBaanHs. Hammcatu Tte3un
CkJajaHHsl HABYAJbHOI IPOrpaMu
38. Busnauntu cxiayn ciayxadiB. CKIacTH TEMAaTWYHWH TUIAH, YTOUHUTH
MOPAZOK HaBuaHHA. [limroryeatu PEKOMEHIAIlifHI  CITUCKU OftHa 105 rog
JiTepatyp 3a TeMaMu nporpamu. OOGroBopuTH mporpamy fiporpava
BinBinyBanus 0i0sioTexk, BHi3AM Yy BiAPAIKEHHS 3 METOIO
BUBYEHHsI POOOTH i HAJTaHHSI METOIUYHOI IONOMOTH
39. [linroryBatucs 10 BIAPS/DKEHHS. Y TOUHUTH TEPMIHU 1 METY BIIPSIKCHHS, OJlHE Bij- 16 rox
O3HAHOMHUTHUCS 3 HASBHUMH JIOKYMEHTAMH Ta MarepiallaMi TOMNEPEeIHIX | PsKEHHS
BUI3IB 1 myOumikaiiiii y npeci. Ckiactu nporpamy (Iij1aH) BiIpsi/KSHHS
41. [linroryBaty JOBIAKY 32 HACIKAMH BiIPSHKCHHS OIUH 32-40 rop
aBTOPCHKUI
apKyII
40. OOroBOpHUTH PE3YJILTATH BIAPSHKESHHS OJTHE BiJ- 4Ton
PSKEHHS
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42. | CKi1acTy aBaHCOBHIA 3BIT OJIVH 3BIT | 1 ron
6.3. HaykoBo-oiouriorpagiuna podora
Taonuya 13
Homep Ha3pa npouecy, onepartii. Onunnns Hobma uac
HOpMHU 3micT podoTH BUMIpY P y
1. 2. 3. 4.
CkianaHHs pekoMeHAauniiiHoro OidmiorpagiyHoro mnocioHuka:
NMOKAKYNKA, OISy, Oeciau, 1oBiTHUKA
1. BU3HAYNTH TEMATHKy Ta aJpeCHICTh M0CiOGHMKa . BUsBHTH i BixiOpaTn
nokymeHTH. CKJIacTd KapTOTEeKy IEpBUHHOTO BigOOpy JOKYMEHTIB.
OsnaiiomuTtucs de-Vizo 3i 3MicTOM BiniOpaHoi JIiTepaTypH.
[MiniOpaTi Ta 03HAMOMHTHUCH 13 PEIEH3IAMH, KPUTHYHUMH CTaTTSAMH.
Po3pobuth, HanMcaTH Ta 0OTOBOPUTH MPOCIEKT. [I[pOKOHCYIBTYBaTHCS —
31 CLICTIAIICTAMH. L. . .. | aBTOPCHKUU 250-300 rox
3pobutn Oibmiorpadiuni omucu IoKyMeHTiB. Hammcatu aHoTarii
PEKOMEHIAIIIMHOTO XapaKTepy, BCTyM, mepeaMoBy. CTpyKTypyBaTh apiyit
Matepian. [liAroryBaTH IONMOMDKHI NMOKa)KYMKH, JOJATKH, MiIiOpaTH
umoctpanii. [lixroTyBaTé KOMeHTapi, MIPUMITKH.
OOroBopuTH TPOEKT IMoOciOHMKa. JloompalfoBaTy  3TiAHO i3
3ayBa)KCHHSIMH
IlinroToBKa HAYKOBO-I0NMOMI’KHOT0 MOKAKYHMKA, MOCIOHMKA
BuBunti Temy. Po3poOutu mpocrekT (3a moTpe0doro - po3IMIMpeHHii) 3
IHCTPYKI[ISIMM, METOJMYHUMHU PEKOMEHIaIlisiMu. BusiButh 1 BigiOpatu
JOKYMEHTH, Yy T.4. iHO3eMHMMH MoBamH. O3HAHOMHTHCS 3i 3MiCTOM
BiZliOpaHoi iTepaTypH, 3 pelieH31IMH, KPUTHIHUMH CTATTSIMH. 3pOOUTH
6i6omiorpadiuni ommen. Cxiactu kapToTeky. Hamwmcaru aHoTamii um
MPHUMITKH  JIOBIIKOBOI'O XapakTepy. Bu3HauuTH BifoMoCTi IS
BiZJOOpa)KEHHsI y JONOMDKHUX MOKaXYMKaX. 3rpylyBaTH 3alHCh Y
Mekax po3aurie. Hammcatu mnepenmoBy. Iligrorysatu A0mOMIDKHI
MOKXYMKH, JONATKU. [IpOKOHCYNbTyBaTHCS 31  CIeliallicTaMHu.
OoOroBoputu  pykomuc. JloompamroBaTy  pPyKONMC  3TiAHO 13
3ayBaKCHHIMH
Cxaianast 6107110rpadiHOro MOKAKIHKA!
2. aKTyaIbHOI TEMAaTHKU OJTNH
aBtopcekuii | 250-300 ron
apKymI
3. YHIBEPCAIBHOTO 3MICTY OJTH
aBtopcekuii | 280-330 ron
apKymI
4, PETPOCIIEKTUBHOTO XapaKTepy OJIMH
ABTOPCHKUH 380-400 rox
apKymI
Cruiaiannsi 3BeJIeHUX KaTAJIOTiB KHMZKKOBHX M1aM’ SITOK
5. Po3pobut  mpocrnekt.  BusiBUTH ~ KHIDKKOBI  MaM'SITKH.  3poOWTH OJTNH
Oi0miorpadiuni  ommcu. CKIacTd JIOBIIKOBHM —arapar — JOIMOMDKHI | aBTOPCHKUM 350-400 rox
TOKaKYHKH, TOJIATKH, IOsICHEHH:I To1o. Harmcaru Betyn apKyIn
IlinroroBka aHOTOBaHOro peKoMeHjauUiiiHOro Oidaiorpadiunoro
CIUCKY
6. Busnauntn Temy. BusiButm 1 BimiOpaTe JgOoKyMeHT. 3poOuTH OJTNH
6i6miorpadivyni onmcu. 3rpynyBaTu Marepian. Hamucatu BeTyn aBTOPCHKUI 80 rox
apKymI
CkJ1a1aHHA TEeKCTOBOI ekcnpec-iHgopmanii
7. BusiButy 1 BimiOpaty HaWOUIBIN aKTyallbHI JOKYMEHTH IEBHOI TeMaTHKH, OIUH 40 rox
CHCTEMAaTH3yBaTH Ta CTUCIO IpopedepyBaTH iX, MiIroTyBaTH 1O JIPYKY | aBTOPCHKHIA

! Pospobka mpocrexTy mociGHiKa auB. posin «HaykoBo-1ociigHuIbKa poboTa». HopMmu dacy Ha pearyBaHHs IHB. PO3ILT
«PemaryBaHHs pyKOITHUCIBY.
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TeKcT 3 OibmiorpadivHIMH OnricaMy TOKYMEHTIB apKyII
Ckuananns 6iosmiorpagiynoro 3anucy (omucy, aHoraitii), pepepaty
8. Cxiactu Oi0miorpadiuHui 3amKc: BUBYMTH JOKYMEHT, CKIIACTH 3ar0JI0BOK OJTH 47 x5
ONHCY, TIEPEBIPUTH 3aMMC, BHECTH BUPABIICHHSI 3aIic
CkJacTv aHOTaIlif0: BUBUUTH Ta MPOAHATI3YBaTH JOKYMEHT, HAIIHCATH
TEKCT aHOTallil’
9. JI0 KHUTH onHa 8-10 ron
aHoTaIlis
10. JIO CTaTTI1 onHa 3rox
aHOTaIlis
11. Cxiactu pedepaT: BUBUMTH Ta MPOAHANI3yBaTH IOKYMEHT, Ha KU OJIMH
cKIafaeThes peepaT, HAMUCATH TEKCT, BHECTH BUIIPABICHHS pedepar 12-16 ron
Ipumimxa: Hopmy 4yacy Ha ckiaganHs 6i0miorpadiqHOro nociGHuKa mogaHo 3 po3paxyHKy poOOTH aBTOPCHKOTO KOJIEKTHBY.
6.4. HaykoBo-opranizauiiina po6ora
Tabnuus 14
Homep Ha3pa npouecy, oneparii. Onuunus Hobma gac
HOpMH 3micT podoTH BUMIpy P y
1 2. 3. 4.
IlinroToBKAa i NpoBeIecHHA HAYKOBO-MPAKTHYHOI KOH (epenuii
1. CkiacTv TiaH MifAroToBKy. BU3HAUMTH CKITaJ] OPTKOMITETY Ta YYaCHHUKIB
koH(epeHilii. Po3poduth 1 3arBepaMTH NpOrpamy, CKJIACTH TEKCT
sanpoineHns. OpraHizaifiiiHi 3axomu (TOTOYHUI 3B'SI30K 3 yYaCHHKAMH,
po3CHJIKA  3ampollieHb, MaTepiayiB Ta 1iH.). BHpPOOMTH  MPOEKT
pekomenmartiit. ITigroryBatet MaTepiagd Ui po3[adi  yYaCHHKAM | OJWH 3aXif 220 rop,
dinancoBo-rocmofiapcbke  3abe3neucHHss  koHbepeHii  (ohopmiIeHHS
TUIATDKHUX JIOKYMEHTIB, 3YCTpid YYaCHHKIB, PEECTpallis, pO3MIIEHHS B
roteni Ta iH.). Y4yacte y 3axomi. AHami3 Ta OMiHKa poOOTH KOH(MEPEHIIil.
[TimOUTTS MiICYMKIB
2. 3i0patH Te3u JOMOBIICH, MIATOTYBATH JI0 BUIAHHS OINH
ABTOPCHKUH 80 ron
apKymI
IMinroTroBka Ta mpoBeJaeHHsI ceMiHApy, 3acifaHHA 3a KKPYIJIUM
CTOJIOM»
3. BusHaunTH ydacHHKIB, KEpiBHHKA, TEpMIiH 1 Micle NpPOBEACHHS
ceMiHapy, 3aciflaHHSl 32 «KPYIJIMM cTOJoM». Po3poOut mporpamy. 60 rox
3nifichuti  iHdopMartiiine 3abe3meueHHs (MOTOYHWE 3B'SI30K 3 | OXWH 3aXif
y4acHUKaMH, po3cHiIKa MartepiaiiB). Peectpallis y4acHHUKIB. Y4acTh y
3axofi. AHaJi3 Ta OIliHKa ceMiHapY, 3aciJaHHs 32 KKPYTIUM CTOJIOM>
IlinroroBKa 3acinanb peakoJerii
4, YTOYHHMTH JaTy 1 MOPSIOK JACHHUH 3acimaHHs. BiniOpatu martepianu mis
00roBOpeHHSI, 3a0€3MeUNTH YIacHHKIB iXHIMHU Komissmu. [ToBizoMuT mipo oane 11 ron
3aciflaHHs WieHIB peakonerii. OGOopMUTH MPOTOKOI 1 pillleHHS 3aCUIAHIA
Opranizanis  3acizanp mnpoOJeMHUX KoMiciii, pax, TBoOpYHX
KOJIEKTUBIB
5. BusHaunTi nopsiiok NEHHHUH 1 1Ty MPOBENCHHS 3aCiJaHHs, YTOUHUTH
cKiax ydyacHHKiB. [liAroryBaTH JOKYMEHTH, OpTaHi3alliifHi 3aXxomIu onHe 20 rox
(moBimomMieHHsT TPO 3acimaHHs, TMimbip Matepiami). OdopMHTH | 3acigaHHs
MPOTOKOJ 1 PillICHHS

Ipumimxka: TTpy npoBeAeHHI 3aX0/1iB MIXXHAPOHOTO PIBHS 10 HOPMH Yacy 3aCTOCOBYETHCS i IBUIIYBAIbHUH KoeditieHT — 2,0.
Jlo HOpMU Yacy He BXOJIUTh Yac MpOBeIeHHs KOH(epeH L, ceMiHapy, METOIUYHOIO JHS, 3aCiJaHHA 32 «KPYIIIHM

CTOJIOM» 1 Yac, TOB’ sI3aHUI 3 BUIIAHHSIM MaTepialliB KoH(epeHIlii, ceMiHapy Ta iH.

7. Pexsiama 0i0stioTexn Ta 0i0s1ioTe4HHX MOCayr
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Homep Ha3zBa npouecy, oneparii. OnuHuns
. . Hopma ugacy
HOpMH 3micT podoTH BUMIpY
1. 2. 3. 4.
Opranizanis MacoBHuXx 3ax01iB
BuszHauutu Temy, LIBOBY ayIMTOPIIO, BIAMOBIAAIbHI MiAPO3ALIM Ta
ocobu. CKIACTH TUIaH MiATOTOBKH Ta MPOBEICHHS 3aX0/y, pO3POOHTH
CLICHApil, BU3HAYUTH BHCTYNaw4uX (KOHCYJIbTAHTIB, JIEKTOPIB,
KopucTyBauiB). I[H(opMariiiHo 3a0e3meuynuTH MPOBEACHHS 3aXOMIY:
PO3pOOHTH Ta MPEACTABUTH HAOYHI GOpMHU poOOTH; 0pOpMHUTH MaKeT
adiiri, 3anpoleHHs, MATOTYBaTH Npec-peni3, iHpopmarito s 3MI.
[linroryBaT mnpUMIlIEHHS Ta TEXHIYHI 3aco0M IJIs TPOBEACHHS
3axomy, PozicnmaTé 3ampolleHHs, TPOBECTH PEECTPAII0 YYaCHHUKIB!
VYuyactb y 3ax0/1i. 3aITOBHUTH MACIIOPT MacOBOTO 3aX0Jy.
1 Oecina OJIH A rox
3axin
2. JiTepaTtypHa rofnHa OJTNH 4 rox
3axin
3. Mpe3eHTalliss, 00rOBOPEHHS KHUTH OJTNH 24 ron
3axin
5. JTEepaTypHO-XyJ0XKHINA Bedip OJTNH 64 rox
3axin
6. BeYip 3amMTaHb 1 BIAMIOBIEH, YCHUH KypHAT OJTNH 56 rox
3axin
7. JUTAYAN paHOK OJINH 40 ton
3axin
8. BIKTOpHHA, KOHKYPC, TPa-TI0I0pOK OJTNH 40 rox
3axin
9. 3aciaHHs KiyOy 3a iHTepecaMu OJTH 10 ron
3axin
IligroToBKka KHMKKOBHUX BHCTABOK
BusHaunt Temy, anpecHicTh, O00CAT Ta XPOHOJOTIYHI pPaMKH.
[MiniopaTu JOKYMEHTH, CTaTHUCTUYHUH, ¢axrorpadiuamii,
(doTOoUTIOCTpaTUBHHUM MaTepiajl, BIAMOBIAHI Kpa€3HaBUl JIOKYMCHTH.
Po3pobutH cTpyKTypy BUCTABKH: HAa3BHM PO3JLTIB, MiIPO3ALTIB, [IUTATH,
3BepHEHHS, cucTeMy rmocwianb g0 JIBA. IligroryBatm CHHCOK
MpeACTaBICHUX JOKyMeHTiB. OpraHizyBaTH iH(OpMaIliiiHO-pEeKIaMHy
po0OTYy 100 TMOmy/spu3aiii BUCTaBKU. [limOMTH MiACYMKH POOOTH,
3poOUTH 3amuc B OOJIIKOBIM JOKyMeHTallil. JleMOHTyBaTH BHUCTaBKY,
MOBEPHYTHU JOKYMEHTH JI0 MICIsl IOCTiIHOTO 30epiraHHs
TemaTH4HI BUCTABKU 3aralibHOOIOII0TEYHOr0 MacTaldy, opraHi3oBaHi
3 ponay 0i0mioTeku. KinbKICTh €KCIIOHATIB:
10. 1o 25 oJlHa
BHCTaBKa 20 ron
11. 1o 50 onHa 2530 rox
BHCTaBKa
12. 51-100 OJlHa
BI/ICZ[TaBKa 30-35 ron
13. oinpme 100 oJlHa
BHCTaBKa S0 ron
BucTaBku 3a IMEBHOIO raiy33i0 3HaHb ab0 TEMOK, OpraHi3oBaHi 3
¢donmy Biauty. KiTbKICTh €KCIIOHATIB:
14. 1o 25 oJlHa 10rox
BHCTaBKa
15. 1o 50 oJlHa 15ron
BHCTaBKa
BucraBky, NpHUCBSYEHI JKUTTIO Ta JAIUIBHOCTI BHAATHUX JIIOJCH
(«epconanii»). KibKicTh eKCIIOHATIB!
16. 1o 10 OJIHA 10 rox
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BHCTaBKa
17. 10-25 oJHa 15ron
BHCTaBKa
Opranizalfiss TeMaTUYHHUX MONHIb. KiJIBKICTh €KCITOHATIB!
18. 1o 5 oJlHa 30 xB
TTOJTHIIS
19. 5-10 oJlHa 50 xB
TTOJTHIIS
Bucrasku HOBUX HaagXxoKeHb. KUIBKICTh €KCIIOHATIB:
20. 1o 25 oaHa 45 xB
BHCTaBKa
21. 25-50 omHa 1rox 20 xB
BHCTaBKa
22. 51-100 oJlHa 3ron
BHCTaBKa
IlinroToBKa 10 NpoBeIeHHN PeKJAMHHUX 3aX01iB
PoGorta i3 3acobamu mMacoBoi iHdopmaitii (3MI)
23. [TinroryBatu  maker  IOKyMeHTiB  (mpec-pemi3,  3ampoIIeHHS, | OJHMH 3aXi 12 rox
OTOJIONICHHS) [UIsl TIPOBEICHHS MACOBOT'0 3aX0y
24, [linroTyBaTé cTaTtTiIO y Tra3ery, >KypHal, BUCTYNl Ha pajio, IO oJlHa 10rox
Telle0ayeHHIO 00 JITIBHOCTI 010110TEKH CTaTTH,
BUCTYTI
25, [linroryBaTu i mpoBecTH Mpec-KOHQEPEeHIilo U KyPHATICTIB MIOA0 | OJHa Mpec- 8ron
KOHKPETHOTO 3aX0Ay YH JisIbHOCTI  OibmioTeku  (mpec-penis, KOH(e-
MOBIJIOMJICHHSI, 3QIIPOIIICHHS) peHITist
Haouna pexJjama 6i0JioTexku
26. [ligroryBaTu miakat: po3poOUTH MAaKeT 3riJHO 3 BU3HAYECHOI TEMOIO, OINH 40 rox
aJIPECHICTIO, HAIOBHEHHSIM; 3aTBEP/PKEHHSI MaKeTy, IPYK TTaKaT
27. [MinroryBatu Oykier (mimbip QakrorpadiyHux 1 CTaTHCTHYHUX OJTNH 60 rox
marepianiB (y T.4. B apxiBax), ckaHyBaHHs (ororpadiii, po3podka oykier
TEKCTy, MaKeTyBaHHs, po00Ta 3 peIaKTOpOM, 3aTBEPIKECHHS, IPYK)
28. [IpoBectn exckypciro. [lpuitHsITH Ta OPOPMUTH 3asSBKH, YTOYHHTH oJHa 4ron
TEMH €KCKYPCIH 1 CKJIaJ] eKCKYpCaHTiB EKCKypCist
Ipumimxa: Yac opraHizanii BUCTABOK JIiTEpaTypH, MPOBEJCHHS MaCOBUX 3aXO(iB Ta €KCKYpCili y HOPMY Yacy He BXOIWTH.
J1o HOpM Hacy 3aCTOCOBYIOTHCS i IBUIIYBAIbHI KOe(illieHTH: TIpH opraHizaiii BUi3HOi BuctaBku — 1,1;
IIpH €KCIIOHYBAHHI Ha BUCTABIII JiTEpaTypy iHO3eMHUMHU MoBaMu — 1,6.
Penaxuiiino-BuIaBHUYA AislJIbHiCTH 0i0Ji0TEeKH
8.1. PenaryBanusi pykonucis
Taonuya 16
Homep Ha3pa npouecy, oneparii. Onuunus Hopma uacy
HOpMH 3micT podoTH BUMIpy
1. 2. 3. 4,
PenaryBaHHsl HAYKOBHX i MeTOAMYHHUX MaTepiaiiB
[lepeBipka Ta BUIpPABJICHHS PYKOMHCY y MPOIECi MiATOTOBKH HOTO
10 JAPYKY: TPHBEICHHS TEKCTYy VY BIAMOBINHICTh 13 UYWHHUMH
JITepaTypHUMU HOpMaMmH, (OPMOI0 Ta LUIBOBUM MPU3HAYCHHSIM
BHJIAHHS Ta iH. Y3r0JUKEHHS 3 aBTOPOM BHECEHUX BHUIIPABICHB
1. PenaryBanns monorpadii, 30ipHHKa HAyKOBHX Tpallb, HAYKOBOT'O OJTNH
3BITY, MPAKTUYHOTO MOCIOHNKA ABTOPCHKUH 60 rox
apKyIII
2. PenaryBaHHsS METOAMYHUX MaTepialliB. MOCIOHMKIB, PEKOMEHMAIIIH, OIUH
IHCTPYKTUBHO-METOIUYHUX  JIMCTIB,  KOHCYJbTaIlild, OTJISAIB | aBTOPChKUH 60 rox
JisuTbHOCTI 0i0JIIOTEK, peneH3ii Ta iH. apKyII
3. PenaryBaHHs JOKYMEHTIB, IO PErVIAMEHTYIOTh AiSUIbHICTH 0i071i0TEK: OIUH
CTaTyTiB, MOJIOXKEHb, IHCTPYKIIM, MPOEKTIB MOCTAHOB, 3aKOHOJABYMX | aBTOPCHKHIA 48 ron
aKTIB Ta iH. apKyII
4, PenaryBanus cratucTHUHHX TabIHIb, popM 00Ky, 3pa3KiB Ta iH. OJTNH 40 ron
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ABTOPCHKUI
apKyIII
5. PenaryBanns MaTepiaiiiB KoH(pEpEHIIIH: JOMOBIACH, TOBIIOMJICHD Ta iH. OIUH
aBTOPCHKUI 40 ron
apKyIII
PenaryBannsi pexoMenaauniiinux 0i0aiorpagiynux mnocioHukiB,
PETPOCTIEKTHUBHUX HAYKOBO-A0TIOMIKHUX NMOKAKYHUKIB,
AHATITHYHHUX OIJISAIB, NOBiNOK, pedepaTiB, aHoTaliiT
6. PenaryBanHs  pekoMeHmailiiiHoro 0i0miorpadiqHOro IociOHUKa: OIUH
TEMaTHYHOTO MOKAXKYNKa, OIS LY ABTOPCHKUH 50 rox
apKyIII
7. PenaryBaHHs peTpoCIEKTUBHOTO HAYKOBO-IOMOMIXXHOT'O TTOKaXKIMKa OJTH
ABTOPCHKUH 38 ron
apKyIII
8. PenaryBaHHs aHaNITHYHOrO OIJISINY, MOBIAKH, pedepary, 3BEIECHOrO OIUH
pedepaTUBHOTO OIJIsINy, eKcrpec-iHdopMaltii, aHoTaril ABTOPCHKUI 20 ron
apKyIII
9. PenaryBanns 0i0miorpagiuHOro 3amnucy OJTNH 4 s
3amumc
10. KonTponbHe penaryBaHHsS: BHYUTYBaHHsI DPYKOIHCY, KOPEKTYBaHHS, oJHa T
BHSIBJICHHSI MOXKJIMBUX TTOMIJIOK Ta HEIOJIKIB CTOpiHKa
Ipumimxa. [lpu penaryBaHHi 3MiIIaHOTO TEKCTY JI0 HOPM Yacy 3aCTOCOBYETHCS MiIBUIYBaIbHUHA KoedimieHT 1,1
8.2. IlepekJiag Ta 10ONPANIOBAHHSA IPYKOBAHUX TEKCTIB 3 iHO3eMHOI MOBH
YKPaiHCHKOIO0 Ta 3 YKPaiHCbKOI iH03eMHMMH MOBaMH
Tabnuya 17
Homep Ha3pa npouecy, onepartii. Onuunus Hobma gac
HOpMH 3micT podoTH BUMIpy P y
1. 2. 3. 4,
Iepekyiag TeKCTy 3 iHO3eMHHX MOB YKPaiHCHKOIO
UuraHHs OpHWTiHANY, aHaNi3 TEKCTYy, pO3MITKa HOro 3 BUSBICHHIM
CKJIAJIHUX TEPMiHIB, TPAMATHYHNX KOHCTPYKI[if, JEKCHYHUX 3BOPOTIB,
I[EXOBHX 1 )KAPTOHHUX TEPMIHIB
1. 31iiCHUTH MOBHUI MACbMOBHH MTEepeKIaa OJINH
ABTOPCHKUH 40 rox
apKyIII
2. 3niiCHUTH cKOpodeHui muchMoBHii niepeknan Big 30 mo 50% O H
ABTOPCHKUH 30 roxn
apKyIII
3. 3nificHUTH BHOIPKOBHIA MUCHMOBHIA TIEPEKIIA OJTNH
ABTOPCHKUH 28 ron
apKyIII
Ilepekaa TeKCTy 3 YKpaiHCbKOi MOBH iHO3eMHHMMH
4, 31iiCHUTH MOBHUI MACbMOBHH MTEepeKIa OJINH
ABTOPCHKUH 37 ron
apKyIII
Tepminosoriuaa po6oTa npu BUKOHAHHI MHCHbMOBOI0 MepPeKJIaay
5. Bimuykaty 3a3HadyeHi B OpHriHaiui He3HanoMi a6'c1 HE3PO3yMilI
TEpMIHM 1 CKOPOYCHHS Yy CIIOBHMKOBO-JOBIIKOBIH JiiTepaTypi. OJIMH
[MiniOpaTi  BiAMOBIAHUE  TEpMiIHYy  EKBIBaJEHT, pO3MHUPYyBaTH TEpMiH, 22 xB
CKOpOYEHHS CKOpOYEHHS
1. 2. 3. 4,
KoncyabTanis 3i cnenianicramu
6. 3'scyBaTH MPaBHIBHICTh BHKIIQJy YaCTHH TEKCTY 3a MaJ03HAHOMOIO oJHa 40 xB
TEMAaTHKOK. Y TOUHUTH BiJIOBIIHICTh MEPEKIIAy 10 OPUTIHAITY KOHCYJIbTALTis
Ckaananns 6iojiorpacgiynoro 3anucy
7. Cxitactu 6i0OmiorpadiuyHuil 3amuc TEpeKnaay 3a JaHUMH, B3ITHMH 3 OIHH OIIHC 12 x8

TUTYJBHOTO apKYIIIa TEPEKIaTy
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BuuutyBaHH1 i KOpeKTypa nepeKJaagy
8. [epeBipuTH TPaBWIBHICTH PO3TAIIYBAHHS BiIJPYKOBAHOI'O TEKCTY. OJTNH
3BIpUTH 3 PYKOITUCOM. 3/IIHCHUTH MPABKY aBTOPCHKUI 4 ron
apKyIn
Ipumimxka. Hopmu yacy nepen0adyaroTh NpY BUKOHAHHI TEPEKIIaiB 3 iHO3eMHOI MOBU a00 1HO3EMHOIO 3aCTOCYBAHHS

i IBUIIYBAJIBHOT O Koedirtienty 1,3.

8.3. lonomicxkHO-TeXHiYHA podoTa

Taonuya 18
Homep Ha3Ba npouecy, onepauii. O}II/IH.I/IIIH Hopwma uacy
HOpMHU 3micT podoTH BUMIpY
1 2. 3. 4.
PoboTH, AiKi BUKOHYIOTHCS HA IPYKAPChKiii MalIMH i
OTpuMaTé aBTOPCHKHI OpHTiHAJ, O3HAHOMUTHCS 3 HUM, HAJAPYKyBaTH
TEKCT:
1. 4yepe3 2 iHTepBaIH ozHa 15 x5
CTOpiHKa
2. gyepes 1,5 inTepBanu ozHa 20 xB
CTOpiHKa
3. yepes 1 inTepBan ofHa 25 <&
CTOpiHKa
4, HanpykyBatu Tabuiio oJHa 30 xB
CTOpiHKa
5. HanpykyBartu 6i0iorpadiunuii 3anuc OJIMH 3aIHC 5xB
Po0oTH, siki BUKOHYIOTBCS HA KOMII' I0Tepi
6. BBectu TekcT y koM torep (3mificHUTH (hOopMaTyBaHHS JIOKYMEHTA: oHa
BU3HAYUTH TMapaMeTpud CTOPIHKH, PO3MIpH IHTEpBaNiB, KErib . 15xB
mpudTiB TOIIO) cropiika
7. Habpatu Tabnuiito oIHa 20 xB
CTOpiHKa
8. Habpatu 6i6miorpadiuHuii 3amuc OJTMH 3aIHC 5xB
9. BHectu pepakuiiiHi mpaBku oJHa 5xB
CTOpiHKa
10. PO3pYyKyBaTH TEKCT HA MPUHTEP] oJHa 2-7xB
CTOpiHKa
Bepcranns Tekcry y nporpamax Page Maker, Qwark XPressTa in.
11. Bu3HauuTH MakeT BUAAHHSA, 3MIHCHUTH BEPCTKY TEKCTY Y BIIIOBIIHIN OIUH 16 rox
nporpami, 0QOPMHUTH THTYJ, 3BOPOT THTYJY, BUXIIHI AaHi Ta iH. JIPYKOBAaHHIH
apKyII
12. BuuuTaté CHrHaJdbHUIA TPUMIPHUK (BEpCTKY BHUJAAHHS), BHECTH OJTNH 1ron 30 xB
MPaBKH, PO3IPYKYBaTH Ha IPUHTEPI JpYKOBaHU
apKyII
Tpumimxu: Tlpu NIpyKyBaHHI TEKCTY Ha MAIIUHII 3 JATUHCHKUM IIPUGTOM JIO HOPMH Yacy MOMAETHCS ITiIBUIIYBATbHUMA
koedimienT 1,3.
"Yac npyky onHiei cropinku popmaty A-4 3aeKuTh Bijl THITY IPHHTEPA.
9. Po6ora 3 opranizanii npaui Ta ynpapiinns
Taonuya 19
Homep Ha3Ba npouecy, onepauii. O}II/IH.I/IIIH Hopma uacy
HOpMH 3micT podoTH BUMIpY
1. 2. 3. 4.
IlnanyBaHHs1 podoTH
3i0paTH, mpoaHaTi3yBaTH MOTOYHY iH(OpPMAIlil0; BUSHAYUTH OCHOBHI
3aBJIaHHS POKY, YTOUHUTH TEPMiHM BUKOHAHHS 3aBJaHb, BUKOHABIIIB,
HaNKCaTH TOSCHIOBAIBbHY 3amucKy. [liAroTyBaTH TPOEKT IUIaHy 0
O0TOBOpEHHSI HAa BCIX PIBHIX, JOOMPAIIOBATH IicCIs OOrOBOPEHHS.
Iogatn Ha y3ro/pKeHHS 1 3aTBEpKSHHS:
1. IUIa” 010/I10TEKH OIUH 150 rox
TUTaH
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IJIaH CTPYKTYPHOI'O MiAPO3ALTY OJTNH 60 rox
TUTaH
I{oaenHuii 00Jik po60TH B CTPYKTYPHHUX MiIpo3ainax 2ron
3BeaeHuii cTaTUCTUYHUIA 00J1iK y OidmioTeni
[1inOuTH MmiICyMKHM 32 OCHOBHMMH TIOKa3HMKAMH  JisUTbHOCTI
6i0mioTeky 3a:
3. MiCALb OINH 15 x8
3aITnC
4, KBapTan OJIUH 20 xB
3aITiC
5. pik OJTNH 25 x5
3aITiC
CkJ1aiaHHA 3BiTiB
6. [MpuiinaTH MIaHOBO-3BITHI IOKYMEHTH BiJl CTPYKTYPHUX MiJPO3/ILTIB 3
BHOIPKOBOIO  IEPEBIPKOIO  BIAMOBIAHOCTI CTaTUCTHYHHUX  JIAHUX OMUTH 15 xB
MEPBUHHIM OOJIIKOBHM JIOKyMEHTaM JIOKYMEHT
7. CxiiacTd 3BelieHy TaOJNMIF0 OCHOBHHX IOKa3HHUKIB. [IpoaHamizyBatu oIHa 1 rox
nafi TaOIHIA
CkJacTv aHANITUYHUH 3BIT: IPOAHATI3yBaTH TisUTBHICTH MiIPO3ILTIB 1
010TioTeKH, BiA3HAYMTH 3MIHM 3a PiK, HAIIMCATH TEKCT, MOJATH Ha
Y3TOJKEHHS Ta 3aTBEPKCHHSI:
8. 3BIT 0I0JIIOTEKHM 3a PiK OJIUH 3BIT 90 rox
9. 3BIT CTPYKTYPHOT'O MiJIPO3LTY 32 PIK OJIVIH 3BiT 30 rox
CKJIacTH 1HIUBIAyaIbHHM TJ1aH, 3BIT IpalliBHUKA 3a.
10. KBapTal OJTNH
TUTaH 8ron
11. pix OJTNH
- 16 rox
3BiT Hepe/i KOPUCTYBAYAMH | HACETCHHSIM
13. Bu3HauutH naTy NPOBEIACHHS 3BITY, MHOPSAOK JACHHMA, 3allPOCHTH
KOPUCTYBa4iB, HACEJCHHS, MPEACTABHUKIB BJIaJHUX CTPYKTYp Ta
TPOMAJICHKIX opraHi3aui171', MmapTHEpPIB 1 CIIOHCOPIB. r['ijZ[FOTyBaTI/I npec- OZH 30 rox
pemi3 3 KOPOTKHM 3BiTOM, HamucaTd CIICHapid, Yy3aralbHHUTH 3axin
3ayBa)KEHHS 1 TIPOMO3UINI KOPUCTYBAadiB Ta JKUTEIIB TPOMAIH,
CKJIACTH IUIAH iX peajizallii. Y4acTh y 3aX0i
IlinroroBKa BUPOOHUYIUX Hapazll
Bu3HauuTH OPSI0K JCHHHM, KOJIO YYaCHHUKIB, MiATOTYBaTH KOPOTKUM
BHKJIaJ] TWTaHb, 3allPOCHUTH Yy4YaCHHUKIB Hapaa, MiATOTYBaTH
MPUMIIICHHS !
14. HapaJa npaliBHUKIB 0i0mioTekn oJHa 6 rox
Hapaja
15. Hapaja MpaliBHUKIB CTPYKTYPHOTO MiApO3iTy oJHa 4 rox
Hapaja
16. orepaTHBHA Hapaaa oIlHa 30 xB
Hapaja
HavaabHuK Biaaily anamizy ta
NPOTrHO3YBaHHA AISVILHOCTI 0i0JioTex JI.C.Hikijpopenko

1 . .
Yac IMPOBEACHHS 3BITY IEPEA KOPUCTYBaAUYaMU Ta HACCJICHHAM 1 Hapa 10 HOPM YacCy HC BXOAUTh.
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