MIHICTEPCTBO KVJIbTYPU I TYPU3MY VKPAIHU
HAKA3

29.12.2008 1631/0/16-08

e

(Dara)
M. KuiB

IIpo 3aTrBepaxennss TunoBux HopM vyacy
HA OCHOBHI npouecu 6i0ioTeyHoi podoTn

Y Mexax IOBHOBaXCHb BU3HAueHUX [loJ0XeHHsSM mpo MIiHICTEPCTBO KYJIbTYpH 1 TYpU3MY
VYkpaiau, 3aTBep/pkeHUM mocTaHoBoro Kabinery MinictpiB Ykpainum Big 08.11.2008 p. Ne 1566 Ta
BianoBiaHO 10 3akony Ykpainu "[Ipo 6i6mioTeku 1 6101i0TeyHy cripaBy”,

HAKA3YIO:

1. 3arBepautu TUNOBI HOPMHU Yacy Ha OCHOBHI mporiecu 010110TeYHOT poOOTH, 10 JOAIOTHCA.

2. PexomennyBatu MinicTepcTBY KyinbTypu i MucteutrB ABToHOMHOI PecmyOniku Kpum, ['omoBHOMY
VIPaBIiHHIO KyIbTYpH 1 MUCTeUTB KHIBChKOT MIChKOT AepKaBHOI aaMiHICTpallii, yIpaBIiHHAM KyJIbTYpH 1
Typu3mMy obiacHux Ta CeBacTONMOIBCHKOI MICHKOI JAep)KaBHUX aaMiHICTpamiid 3armpoBaguTu THIIOBI HOpMH
yacy Ha OCHOBHI mporiecu 010110TedH0T poOOTH.

3. KepiBuukam HarionansHoi napiamentcbkoi Oi0miorekn Ykpainu, HamionaneHoi 0107i0Tekn Ykpainu
s fiteid, Jlep:xaBHoi ictopuyHoi 0i0miorexku Ykpainu, Jlep:kaBHoi 0i6mioTekn YKpaiHM JUIs FOHALTBA,
XapkiBcbkoi JepxkaBHOI HaykoBoi 016mioTexu imeHi B.I'. Koponenka, Onecbkoi aepxaBHOI HayKoOBOI
610mioTexu iMeHi M. T'opbkoro 3a6e3neunTy BUKOHAHHS BUMOT THIIOBUX HOpPM 4Yacy Ha OCHOBHI IpOIeCH
610110TEUHOT pOOOTH.

4. KoHTpoJb 32 BUKOHAHHAM Haka3y MOKJIACTH Ha 3acTynHuka Minictpa benu O.I'.

MinicTp B.B. BoBkyH



3ATBEPIKEHO

Haxka3s
MiHicTepcTBa KyJIBTYPH i
TYypu3My YKpaiHu
~29.12._ 2008 p. Ne1631/0/16-08

Tunosi Hopmu
yacy Ha OCHOBHI npouecu 0i0;1ioTe4Hoi podoTH

I. 3aranbHa yacTuHa

1.1 TunoBi HOpMH Yacy Ha OCHOBHI Ipo1iecu 616a10TeuHoi podoTH (mani — Hopmu) npusHadeHi s
BU3HAYEHHS IITATHOI KUTBKOCTI MpaIliBHUKIB 010110TEK, TUIaHyBaHHs poOOTH, BHIa4i HOPMOBAHUX 3aBIaHb
HalllOHAJIBHUX 1 JIep)KaBHUX O10J110TEK, sIKI BIAHOCATHCS 10 chepu ympaBiaiHHA MiHICTepCTBa KYJIbTYpH 1
Typu3My YKpaiHM 1 pPEeKOMEHIOBaHI s 3aCTOCYBaHHS y  myOiiuHux O0i0iioTekax cdepu BIUIUBY
MinicTepcTBa KyIbTYPH 1 TYpU3My Y KpaiHH.

1.2. B ocHOBY po3poOku HopMm MOKIQAEHO CTaTUCTUYHI JaHi, Pe3yJbTaTH XPOHOMETPAKHHUX Ta
MOMEHTHHX CIIOCTEPEXKEHb, NPOBEICHUX Yy XOJi ampodamii B HaI[lOHAIBHUX, JIEP)KaBHHUX, OOJaCHUX
yHIBEpCaTbHUX HAYKOBHUX 0101i0TeKax, B 00nacHUX 0i0yioTeKax AJisd AiTed Ta B oOnacHUX 0i0iioTeKax s
foHanTBa. HasBu mporeci, omnepaitii y HopMmax 3acTocoBaHi BiIIIOBIIHO 10 JIEPKaBHHUX CTaHAAPTIB Ta
MDKIEpKaBHUX CTaHAAPTIB, paTU(IKOBAHUX YKpPaiHOIO.

1.3. Hopmu BCTaHOBJICHO Ha TaKi HANIPSIMH AisUTEHOCTI 010110TEKH:

— TMOMNOBHEHHS 010J110T€YHOT0 QOHIY;

— 0i6mioTedna oOpoOKa Ta KaTanorisyBaHHs TOKYMEHTIB;
— opranizaiisg 6161i0TeuHoro GoHIy;

— HaJIaHHS MOCIIYT KOPUCTYBaydaMm;

— HaJaHHS J0BIIKOBO-010miorpadiyHUX MOCIYT;

— HAYKOBa;

— pexsiama 616710TekH Ta 6106J10TEYHUX MOCTYT;

— pelakiiiiHO-BUIaBHUYA,;

— poboTa 3 oprasizauii mpari Ta yrnpasiHHS.

1.4. V Hopmax BpaxoBaHO 4Yac Ha IMIJrOTOBYO-3aKJIIOYHI poOoTH, sikui cTaHOBUTH 10% Bix
orepatuBHOro 4acy. B oxpemux Bumaakax 10 HopM 3acTOCOBYIOTBCS MiJBHUILYBaJbHI KOE(]IliEHTH Ta
0CO0JINBOCTI pOOOTH B aBTOMAaTU30BaHOMY PEKUMI.

1.5. Ha po6oTu 3 po3poOku mporpam, METOUK, METOIUKO-010110rpadiuHIX MOCIOHUKIB 32 OMHUIO
BUMIPIOBaHHS MPUHHATO OJMH JOKYMEHT ab0 OJWH aBTOPCHKUI apkyml. HopMu BCTaHOBJIEHO y ToOIWHAX,
XBWIMHAX, CEKYH/IaX Ha OJJHY OJMHHUIIIO BUMIPIOBaHHS.

1.6. bibnioTexkaM HaaeThCSA IPABO PO3POOIIATH Ta BIPOBAIKYBATH B YCTAHOBIIEHOMY HOPSAKY BJIACHI
HOPMHM 4acy, SKIIO0 BOHH BIJINOBIJIalOTh OUTBII BHCOKIN MPOJYKTUBHOCTI Mpalli, a00 3MICT T€XHOJOTIYHOTO
MIPOIIECY Mae€ MiABUIIEHY CKJIQJHICTh Ta OUTBINY JeTai3alliio, BU3HAYCH] IUMHU TUMOBUMHU HOPMaMH.



II. Hopmu gacy
HA OCHOBHI npouecu 6i01i0Te4HOl podoTH

1. ITonoBHenHs 6i6aioTeynoro pouay

Tabnuus 1
Homep Ha3Ba np‘ouecy, omnepauii. Olll/IH‘l/IlISl Hopma uacy
HOpMH 3micT podoTn BHUMIpY
1. 2. 3. 4,
IToTouHe KoMIJIeKTYBaHHA 0i0JioTe4yHOr0 hoHAY
1. IleperyisHyTH KHUTOBHABHUYY Ta KHUTOTOPTOBEIBHY 1H(POPMAIIiF0 OJTHA TIO3HITisT 1 xB
2. BcranoBuTH rany3b 3HaHb 1 BUJ TOTPIOHOTO Oi0mioTer ,Z[OKyMeHTal. .
.. N OJTHA O3S 1 xB
BmsHaunTy He0OXiAHICTH HOTO MPUIOAHHS
3. Ilepermsinm KapTOTEKH HE3aJOBOJCHOTO IIOMHUTY. AHANi3 BiAMOB I .
. . OJIHA BiZIMOBa 2 XB
BUSIBJICHHS JIOKYMEHTIB, HOTPIOHUX JUTS JOKOMIUICKTYBaHHS
4, BisHauNTH KITBKICTh IPUMIPHHAKIB IS 3aMOBIICHHS OJTHA TTO3UIIIsA 1 xB
5. Odopmutn 3aMOBIIeHHS. 3a3HAUWTH KUIBKICTh TIPUMIPHUKIB, BapTiCTh
3aMOBJICHHSI, BKa3aTu ATy O/Ha Haspa 3 xB
6. OdopmuTu 3aMOBJICHHS Ha IPUAOAHHS 3apyO0iKHAX JOKYMCHTIB oIuH | rox 30 xa
JIOKYMEHT
Po0GoTa B aBTOMATH30BAHOMY pPesKUMI
7. BBecTr 3aMOBIICHHS B 0a3y IaHUX MOTOYHOTO KOMIUICKTYBaHHS OJIHA Ha3Ba 3 xB
8. Binpenarysatu BBesieHi y 6a3y TaHUX BiJOMOCTI PO 3aMOBIICHHS OJIHa Ha3Ba 2 XB
9. Po3apykyBaTu AaHi MOTOYHOTO KOMILIEKTYBAHHS O/IHa CTOpiHKa 1 xB
CTBOpPEeHHS KAPTOTEKH MOTOYHOT'0 KOMILJIEKTYBAHHS
10. OdopMuTH KapTKy-3aMOBJICHHS: 3a3HAYUTH aBTOPA, 3ar0JIOBOK, BUXIHI JlaHi, oia
KIJTBKICTH ~ 3aMOBJICHMX  INPHUMIPHHKIB, pPO3NOALT 32  CTPYKTYpPHUMH 3 xB
miapo3aigaMu, 6i0aioTekaMu-PitiaMu KapTKa
11. Po3craButy kapTkH 3a abeTKOIO MPI3BUI aBTOpiB a00 3arojIOBKiB BUAAHb Y o/iHa 50 ¢
KapTOTEKY MOTOYHOI'0 KOMIUICKTYBaHHS KapTKa
CkJaJIaHHSI ONIEPATHBHOTO (IOTOYHOT0) IJIAHY KOMILIEKTYBAHHS
12. Cknactu 1uan ¢opMmyBaHHS 0i0nioTe4HOro (OHIY Ha MOTOYHUM pIK 3a
KUTBKICHIMH TIOKa3HUKaMu. [limroryBaTu Tabnwii: oOCATYy HAaIXOIKCHb Ta .
BHOYTTSI, JUKeped KOMIUIEKTYBAHHS, Taly3eBOro CKJIaay, 3a BUIAMH, MOBAMH, O/HA HO3MLIA I ron
KOIITOPUCY BUTPAT
Ilepeaniara nepiofM4HUX BUAAHD
13. [epernssHyTH KaTalord NePiOANYHUX BUIAHb, BU3HAYUTH HA3BH MEPIOJUUHUX OJIHa | xB
BUJIAHb JJISI IEPETUIATH Ha3Ba
14. V3araneHUTH 3aMOBJICHHS BiXl mimpo3ainiB 6i0mioTexku (6iGmioTek-dimiit) Ha ontte
nepeaiary nepioJUuHUX BUIaHb SAMOBICHHS 2 XB
15. 3BipUTH 3aMOBJICHHS Ha MEPE/ILIATY MEPIOJUYHIX BUIAHb MIOTOYHOTO POKY 3
MepPEeANIaTO MUHYJIOTO POKY JUIS BUSBJICHHS 3MiH Y Ha3Bax Ta IiHi. 3po0uTH OJTHE 14 ¢
HEOOXIiIHI MO3HAYKH 3aMOBJICHHS
16. 3BipuTH BI/IXi%:[Hi‘ JaHi 3.apy6i>1<H1/1x 'nepiozu/quHx BUJIaHb, ;1¥<i 3aMOBJIAIOTHCS o
Z;li:l;l_:;;;n 6i0miorpadiyHUMK JOBITHUKAMU Ta IHIIUMHU 1HQOpPMAIIHHIMEI SAMOBIICHHS 15 xB
17. Odopmutn 3aMOBJICHHS Ha nepeamiary. [lizpaxyBaTtu BapTiCTh Hmepea-TuiaTi
3 ypaxyBaHHSM JOCTaBKH, 3aIIOBHUTH KBUTAHI[i}0 aDOHEMEHTa Ha MePiouYHi | OJHA TO3UITis 3 xB
BHJIAHHS
18. Odopmutu peecTpauiiiHy KapTKy Ui KapTOTEKd NepioJUYHUX
Buaanb. [IpoctaBuT Ha KapTui iHAEKC, PiK, MEPIOANYHICTh, KIIBKICTh | OJHA KapTKa 5 xB
3aMOBJIEHMX KOMIUIEKTIB, CUTIIM CTPYKTYPHUX MiJIPO3JIiITiB
Po0oTa B aBTOMAaTH30BAHOMY pe:KMMI
19. BeecTr 3aMOBJICHHS Ha MEPIOIMYHI BUJAHHS 10 0a3u TaHUX OJTHA KapTKa 5 XB
20. CxopuryBaTH 3aMOBJICHHS. BHBECTH Ha €KpaH CIHCOK TMEPiOIUIHHUX
. 0JIHA Ha3Ba 2 XB
BUJaHb. BHECTH 3MiHU
JlucryBaHHSl 3 KHUTOTOProBeJIbHUMM OpPraHizalisiMu, BUAABHULTBAMH,
0i0TioTeKAMH TOIILO

! Toxyment — matepianbauit 06°€KT i3 3a)iKcOBAHO Ha HBOMY iH(MOPMALIEIO y BUTIIS TEKCTY, 3BYKO3AIIHCY 260 300paKCHHS.



21. CxkJiacty, HaJIpyKyBaTH TEKCT JIMCTA (3alUTy, MpeTeHsii), 3apeecTpyBaTH y KHH3I
BUXIJIHUX JJOKyMEHTIB (IIPOCTaBUTH JaTy, MOPSIKOBUH HOMEp, 3a3HAUMTH Ha3BY OJIVH JIUCT 30 xB
oprasi3aiiii, KOPOTKO BUKJIACTH 3MICT JINCTA)
JlokoMmIeKTyBaHHs 0i01ioTeuHoro gouay
22, Y3arampHUTH 3alUTH CTPYKTYPHUX HiApo3aimiB, ¢imii LIBC. oIuH 1x810 ¢
BximiounTH 3aMOBJICHHS 10 KAPTOTEKH JOKOMIUICKTYBaHHS JIOKYMEHT
23. Ckmacti  6i0miorpadiuamii  3ammc. 3a3HAYNTH  KUIBKICTH — MOTPIOHMX
. L. . L. OJIHa KapTKa 3 xB
MNPUMIPHHKIB | CUTTIM CTPYKTYPHHUX HiIPO3/iTiB
24. Po3cTaBuTH KapTKH y KAPTOTEKY JOKOMIICKTYBAHHS 0JTHa KapTKa 5 xB
25. IeperassHyT# HANlOBHEHHSI CHCTEMATHYHOTO KaTajory 3a pI3HAMH acleKTaMH
(ray3sMu 3HaHb, BUIAMH, POKAMH Ta iH.). 3iCTABUTH OTpUMaHi JaHi 3 TEMAaTUIHO- onHa 10 ¢
THIOJIOTIYHAM (TIEPCTICKTHBHNM) IUIAHOM KOMIUICK-TyBaHHS. YTOYHHUTH, BHECTH KapTka
KOPEKTHBH JI0 TIJIaHy KOMIUIEKTYBaHHS
Binoip JIOKYMEHTIB 3 00OMIHHHMX donnis oi0ioTex IS
AOKOMILJIEKTYBaHHS
26. PozrmsiHyTH mporosunii  (MeperyissHyTH CIIMCKH, KapTOTeKu OOMIHHMX (oHmiB
G%GH@OTCK), 3BIpHTH 3 KarajoraMM Ta KapTOTEKOI0 /IO KOMIUICKTY-BAHHS | /o pasps 3 xB
6i0moTeKn-0TpUMYyBaya, BigiOpaTH MOTPiOHI HA3BH
217. Binibpatu noxymentu de-viso 3 00MiHHOTO QoHIY OHH
3 xB
JIOKYMEHT
IIpuiiMaHHsA JOKYMEHTIB, 1110 HAXiHILIHY i3 CYNPOBiAHUMH JOKYMEHTAMM
28. [pwitasaTH 6GaHIEPOITi, IIOCHIKA OoJlHa
OaHIepoIb, 1 xB
TTOCHIIKA
29. Poszkmactu 6aHmepoIi, MOCKIKY 33 eKCIeTUIIITHIMI HOMEpaMH OoJlHa
0aHIepoIIb, 30¢
MOCHJIKA
30. PosnakyBatu 6aHIepoJIi, TOCHIKA oJlHa
0aHIepoIIb, 30¢
MOCHJIKA
31. Posknactu moKyMeHTH 3a ayipaBiTOM aBTOPiB a0 Ha3B, 3BIPUTH 13 CYNPOBIIHHM
JIOKYMEHTOM: BH/IATKOBOIO HAKJIaTHOIO, YEKOM, aKToM Toio. [IpocraButu uiHy Ha OJHa
BUJIAHHI, MiJPaXyBaTH KUIbKICTh MPUMIPHHKIB, 3arajbHy BapTICTh TOKYMEHTIB Ganznepo, 2 xB
MOCHJIKA
Hpuiimanns JOKYMEHTIB, 110 HAZIHIILIH 0e3 CyHpOBIiTHUX
AOKYMEHTIB
32. [Migibpatn moxymeHTH 32 andaBiTom OJIH 30 cex
JIOKYMEHT
33. Bum3Hauntn miHy 3a OLIHKOIO KOMICii Ha OCHOBI TeperisiLy mpaicis,
AHAJIOTIYHUX BHJaHb, OYKIHICTUYHOTO KaTajory TOILIO, NPOCTaBHTH IiHYy Ha | OJiHAa Ha3Ba 6 xB
JIOKYMEHTI Ta IiJICYMYBaTH 3arajibHy BapTiCTh JJOKYMEHTIB
34. CKJIaCTH aKT NpUHMaHHs JOKYMEHTIB OJIMH aKT 10 xB
35. CKJIaCTH CIMCOK JIOKYMEHTIB JI0 aKTy 0JIHa Ha3Ba 1 xB
36. [TpocraBuTH HITEMIIENb HA TUTYJIBHOMY apKylii Ta Ha 17 cTOpiHLI TOKyMEHTa ouH 36 ¢
JIOKYMEHT
3BipAHHA [OKYMEHTiB, 10 HAIidIIIN, 3 KApPTOTEKOI MNOTOYHOIO
KOMILJIEKTYBaHHS
37. 3BipUTH OTpUMAHHUN JOKYMEHT i3 KapTOTEKOI0 MOTOYHOTO KOMILJICKTYBaHHS, O/lHa 1 xB
3poOUTH MOTPIOHI MO3HAYKU KapTKa
38. IMocTaBuT KapTKy Yy KapTOTEeKy MOTOYHOTO KOMIUIEKTYBaHHS 32 oJlHa 25
pOo3IiTbHUKOM «BHKOHAHI 3aMOBIICHHS» KapTKa
IpuiiMmanus Ta 001K NepiofMIHUX BUIAHb
39. [Tigibpatn oTpuMaHi )XypHaJIM Ta Ta3eTH, BIAMITHTH HOMEp, AaTy BU-IAHHI B OVH 2 xB
peecTpaniiiHiid KapTii KapTOTEKH 00JIIKY epioANYHUX BHIAHb JIOKYMEHT
40. IIpocTaBuTy mTEMITENH HA MIEPIOJMYHOMY BUAAHHI OJIMH 18 ¢
JIOKYMEHT
CymapHuii 00J1iK JTOKYMEHTIB
41. JlokyMeHTH, OTpHMaHi 3a OJHUM cynpOBianM JIOKyMEHTOM, PO3KIACTH 32 J—
BUJIAMH, Taly3siIMH 3HaHb, MOBaMH, IIEPEBIPUTH KiJIBKICTh Ta BiANOBITHICTDH JTOKYMEHT 1 xB

JIOKyMeHTiB. Bu3HaunTu KinbkicTh Ha3B. [lizpaxyBatu BapTicTh napTii




42, 3pobutH BianoBiaHi 3anucu y Kunsi cymapnoro o6uiky (Yactuna I) onHa
mapris 6 x8
43. ITlimpaxyBaTH TIOCTOPIHKOBO 3a TO3WIISIMH (10 KOJOHKax) maHi Kaurm o/1Ha S xp
CyMapHOTO 00JIKy, IepEeHEeCTH pe3yIbTATH Ha HACTYIIHY CTOPIHKY KOJIOHKA
44, OdopMutr CynpoBiTHUH HOKYMEHT (BHAATKOBa HAKIAIHA, aKT TOIIO) IUIA oJlHa 15 x8
nepenadi B Oyxranrepiro KOJIOHKA
45, 3BipuTH (QiHAHCOBI MOKYMEHTH BiIAily KOMIUIEKTYBaHHS 3 BiAMOBITHIMH OJINH 2 xB
(hiHaHCOBUMH JOKYMEHTaMH Oyxranrepii JTOKYMEHT
InauBinyanbHuii 00J1iK JOKYMEHTIB
46. OdopMHuTH HOBY iHBEHTapHY KHUTY: NMPOHYMEPYBaTH CTOPIiHKH, IMPOIINTH
CKq[))iIEI/ITI/I Heanlle}O - v TPOTNERY ’ P " | omuaxura 1 ron
47, [IpocraBuTy iHBEHTapHI HOMEPHU B IHBEHTapHIA KHU31 onHa S B
CTOpiHKa
48. 3anucaTt JOKyMEHTH 32 BCTAHOBJICHOIO (POPMOIO 10 iHBEHTAPHOI KHUTH onIuH 3 xB
JIOKYMEHT
49, IIpocTaButn iHBeHTapHHI HOMEp Ha JOKYMEHTI (THTyJIbHa CTOpiHKa onIuH 1 x8
Ta 17) JTOKYMEHT
50. OdopMuTH KapTKy IHIUBIAyallbHOTO OONIKY MOKYMEHTY IJIsi OOJIKOBOTO
KaTaiyory (3a YMOBOIO BE/ICHHS 06niKOBorq Kartaiory): 6i6miorpadignmii ommc oHa
ZIOKYMCHT, LiHa, iHBCHTapHHUH HOMEp, PIK HAJXOKCHHS, HOMEp 3aiucy B KapTKa 5xB
KHu3i cymapHOro 00Ky, KiNbKICTh IPUMIPHHKIB, 110 HAAIAILIH, IX PO3MOALT
3a CTPYKTYPHUMHU miapo3ainamu 6idmiorexu abo [[BC
51. 3amucati [0 OJKypHaly peecTpallii kapTok o0OmikoBoro karamory I[Pb
IHBEeHTapHHUI HOMeED, Tepiie clioBo 3aronoBka (B ymonax [[bC) OJIHIH SATTHC 2le
PoGoTa B aBTOMATH30BAHOMY PeKMMI
52. [lepeBiputd Ha AyOJNETHICTH JOKYMCHTH, IO HAAIANDIM, B 0a3i JaHHX OJINH 2 xB
EJIEKTPOHHOT'O KaTaJIoTy JIOKYMEHT
53. Jonwucaru BizomocTi, moTpiGHi i 00JIiKy Ta 3al0OBHEHHS 00IIKOBUX GOpPM Yy oIuH
3Hali/IeHi 3aIKCu Ha TIOKYMEHTH, NepeBipeHi Ha yOIeTHICTh JOKYMeHT 3 xB
54, CrBopuTn 6ibmiorpadiuanii 3anvc Ha JOKYMEHTH, IO HANINIUIA BIepie, i3
BHECCHHSM BiIOMOCTEH, MOTPiOHUX Uil OOJIKY Ta 3alOBHEHHS OOJIIKOBHUX OJINH 10 xB
(I)opM JOKYMEHT
55. OdopMuTH CTpaxoBY KOIIO IHBEHTApHOI KHUTH, MO0 BEACTHCS B
€JIEKTPOHHOMY BapiaHTi: apKylli pO3JpyKyBaTH, POHyMEpYBaTH, IPOLIMTH, | OJHA KHUTA 1 rox 30 xB
CKDIITUTH N1€YaTKOI0, 3/IaTH B ONPaBy
BuiyyeHHsi NOKYMeEHTIB 3 00J1ikOBHX (hopM
56. [puitHATH aKTH BiJ CTPYKTYpHHX migpo3aiiniB Oibmiorekn (I[BC) Ha
JIOKyMEHTH, 10 BUOYyNH, 3pobutH 3amuc y Kuusi cymapHoro obmiky (2-ra OJIMH aKT 10 xB
YaCTHHA), TPOCTABUTH HOMEP aKTy
57. [TigmuTy akTH OJIMH aKT 1xB
BuKIII0YNTH TOKYMEHT (32 CIUCKOM JI0 aKTY) 3 00JIKOBHX (hOpM:
58. IHBEHTAPHOT KHUTH OJINH X8
JIOKYMEHT
59. 00JTIKOBOTO KaTajiory OJIuH 1 xs
JIOKYMEHT
60. ONKCY iIHBEHTapHHUX HOMEPiB oIuH 1 xB
JIOKYMEHT
Po0oTa B aBTOMATH30BAHOMY PeKMMI
61. Bukirountn OKyMEHTH, IO BHOyNmH, i3 ¢GOpMH OOJIKY eJIeKTPOHHOTO OluH 1 xB
KaTaJjory JIOKYMEHT

ITpumimka: I1pu po6OTi 3 TOKYMEHTOM, HAITMCAaHNM 1HO3EMHOIO MOBOIO, 10 HOPMH 4acy J0Ja€ThCsl ITiIBUIYBAIbHUN

KoedimienT 1,15.

2. Bi0tioTreyna 00po0ka Ta KaTaNOri3yBaHHS JOKYMEHTIB

Taonuya 2
Homep HasBa np.ouecy, onepauii. Ozmn.mm Hopma uacy
HOpMH 3micT podoTH BUMIipY
1. 2. 3. 4.
PoGoTa 3 IpyKoBaHUMH KapTKaMH
1. Po3ibpaTi KOMIIEKT IpyKOBaHUX KapToK KHIKKOBOI manatu YKpainu O/lHa 30 ¢
KapTKa
2. ITinibpatn npykoBaHi KapTKu 3a andaBiTOM MPi3BUI aBTOPIB UM 3aroJjOBKiB o/THa 25 ¢
JUTSL pO3MIIIICHHS Y CITy>KOOBIii KapToTeIi KapTKa



3. Po3craButy KapTKu B ci1y’k00Bii KapToTeri onHa 30 ¢
KapTka
4, [TixiOpatu npykoBaHi KAPTKHU 10 JOKYMEHTIB, IO HaXiAIILTH OoJIHa 1 xB
KapTka
3BipeHHs JOKYMEHTIB, 10 HAXIAIIIN, 3 KATAJI0raMHu
5. IlepeBiputn 3a CIy)KOOBHM KaTaloOroM HasBHICTh AOKyMeHTa y QoHmi. Y
BUMAIKy TIOBHOi 1AEHTHYHOCTI TIPOCTAaBUTH Ha KaTaJOXHIA KapTmi
. . . | onHa Ha3Ba 3 xB
IHBEeHTapHUH HOMEp OTPHMAHOTO IOKYMEHTa, IEPEHECTH 3 KaTaJlOXKHOI
KapTKH Ha TOKyMeHT 0ibmioTeunuii mmdp
6. IlepeBiputr 32 ciay)k0OBHM KaTaJoOroM HAasBHICTH 0araTopiBHEBOTO
6i0miorpagigHoro 3amucy Ha BHAAHHS, IO MPOAOBXKYETHCA, abo cepiaibHe
BUJAHHA. Y BHIIQJKY BIANOBIJHOCTI MO3HAYUTH HAJI-XOJDKEHHS IEBHOTO OJIH 4xB
TOMY, YaCTUHHU BHITYCKY. JIOKYMEHT
[pocraBuTy iHBeHTapHUI HOMEp, 3poOUTH 1HILI Oi0ioTeuHI Mo3HaukH. [lepeHecTr
3 KaTAJIOXKHOT KapTKM Ha JOKyMEHT 0i0nioTeynui mmdp
7. OdopMuTu IpyKoBaHy KapTKy, HaMcaTu iHBEHTApHUH HOMep, MUpp 0JTHA KapTKa 2 XB
®opmyBaHHs OidaiorpadiyHoro 3anucy
8. CkiacTi OCHOBHHH OiOmiorpadiuHuii 3amuc 3a BiACYTHOCTI JpPYyKO-BaHOL
KapTKU Ha JOKYMEHT: (03HAHOMHTHCS 3 JOKyMEHTOM, CKIACTH 3aluC, | OJUH 3aIuc 5-11 xB
3pobutH 0i01i0TEUHI MO3HAYKH)
9. CkiacTi OCHOBHHUU 0i0siorpadigHuii 3amuc 3a JOMOMOI'OK0 MakeTa KapTKH,
HaJpyKOBaHOTO y JOKYMEHTI (IIEpeTNISHYTH IOKYMEHT, 3BIpUTH 3 MaKeTOM
. . . . . OJIUH 3aITUC 6 XB
KapTKH, y pa3i moTpebu BHECTH 3MiHM 1 JOMOBHEHHS, 3poOuTH 6ibmioTeuHi
MTO3HAYKH )
10. CKIIacTH JOAATKOBHH OMHKC 10 OCHOBHOTO 0i0iiorpadidHOTo 3ammcy OoJlHa 4xB
KapTka
11. OzHaiiomuTHCs 3 JoOKyMeHTOM. CKITaCTH aHAJIITHIHUH 3a1mc OJIHa KapTKa 4 xB
12. CKIIaCTH KapTKy IOCHJIaHb JO OCHOBHOTO 0ibJiorpadigaoro 3anmcy OJTHa KapTKa 2 XB
PenaryBanus 6i0Jiorpadgiunoro 3anucy
13. [lepeBiputn npaBmIBHICTE 0QOPMIICHHS 0i0TiorpadiIHOTO 3anKCy Ha KapTIi:
MOJAHHSA eJIeMeHTiB Oibmiorpadignoro 3amucy, mm@piB, O0i0MOTEIHHX
Mo3HauoK. Bu3Hauutu THpax Oi0miorpadiyHuX KapTOK Uil PO3MILICHHS Y OJtHa fKaptra 4 xs
010J110TEUHHX KaTaJlorax
I'pynoBa 00po0ka JOKYMEHTIB
BiniOpaTy OMHOTUIIHI JOKYMEHTH, 1[0 HiAJSIral0Th IPYIHOBii 00pooii.
CKJIaCTH 3arajbHy XapakTePUCTHKY Ha KOMIUICKT JJOKYMECHTIB.
KinbKicTh JOKYMEHTIB y TPYIIi:
14, J0 9 oA rpyna 45 xB
JIOKYMEHTIB
15. 10-15 OJlHa rpymna | ron
JIOKYMEHTIB
16. 16 - 30 OJlHa rpymna 2 rox
JIOKYMEHTIB
17. [lepeBipuTH MpPaBWIBHICTh CKJIAJaHHS XapaKTEPUCTHKH Ha KOMIUIEKT oJlHa
JIOKyMEHTIB XapaKTepUCT 15 xB
nKa
IlinroroBka /10 iHAeKCYBAaHHS JOKYMEHTIB Il KaTAJIOrIB
18. [MiniOpatn kaptky 3 O6iOmiorpadiuHMM ONHMCOM JO0 IOKYyMEHTa, 3BIpUTH 1 OJLHH 3aITHC 40 ¢
BKJIACTH B JIOKYMEHT
19. Po3noainnTi JOKyMEHTH 3a Tay3siMH 3HaHb (32 TEMaTHKOIO) oniHa 1 xB
Ha3Ba
20. [epernsanytn 3apyOiXHI BUIAHHS, NMEPEKIACTH MOTPIOHI JaHi yKpaiHCHKOIO o/iHa 26 xB
MOBOIO Ha3Ba
Cucremarnsaiisi JOKyMEHTIB
21. O3HalOMUTHCS 3 JIOKYMEHTOM, TTEPEBIPUTH BIATIOBIIHICTH 1HJIEKCY, HAAPYKOBAHOTO
y BHUAAHHI, TaOMMIPIM Kiacuikamii, NpudHATAM y Oi0mioTeni, NpPOCTABUTH oJtHa 5 xB
MOTPiIOHMH IHIEKC Ha JOKYMEHTI Haspa
22. OszHaifioMuTHCS 3 JOKYMEHTOM, BH3HAYHTH IHIEKC 3a TaONHIIMHU
knacudikamnii, npuiHATAME B 6i07i0Tewi, 3a BiICYyTHOCTI APYKOBAHOI KapTKH otHa 15 xB
ab0 MaKeTy KapTKH Ha BHJIaHHS. [IpocTaBUTH iIHAEKC HA TOKYMEHTI Hassa
23. Bu3HauuTH aBTOPCHKUI 3HAK JOKYMEHTA 332 aBTOPCHKUMH TaOIHIISIMH oJlHa 1 xs
Ha3Ba
24, 3ammppyBath  JOKYMEHT Tpu  (GOpMaTHO-iHBEHTapHI  PO3CTAHOBIII: o/THa 30 ¢
BH3HAYNTHU OpMaT TOKYMEHTA, HAMCATH (P Ha3Ba




25. BinpenaryBatu mmdp: mnepeBipuTH NPaBUIBHICTH I1HIEKCY, aBTOPCHKOTO onHa 2 xB
3HAKY Ha3Ba
26. CkiacTi KapTKy aOeTKOBO-IIPEAMETHOrO IOKa)KYHMKa, 3BIPUTH MOHATTS 3
JOBITKOBMMH BHAAaHHAMH. HammcaTm Ha KapTii KaTaJoXHHH iHIEKC, | OIHA KapTkKa 8 xB
3a3HAYNTH TOCWIIAHHS Ta 3B’ SI3KU MK OKPEMHIMH PYOPHKaAMH
IIpeamMern3aiiss JOKYMeHTiB
27. IlepeBiputn BiAMOBiAHICT pPYOpWK JOPYKOBaHOI KapTKA Ha BHUAAHHI
BiJIIIOBIZTHO 10 METOIVKH MIpeaIMeTH3alliil, IpUHHATIH y Oi0mioTerti OZlHa 3 XB
pyOpuka
28. O3HallOMUTHCST 3 JIOKYMEHTOM, BH3HAUUTH INpeIMeTHI pyOpukun 3a oJHa 5«8
JIOTIOMOT 010 Te3aypyca (pyOpukaTopa), 1110 3aCTOCOBYEThCS B 0i0mioTeIII pyOpuka
29. BBeneHHst HOBOTO MOHSTTS JI0 Te3aypyca (pyopukaropa) oJlHa 2 xB
pyOpuKa
30. PenaryBanns npenmerHoi pyOpuku. IlepeBipuTH NpaBHIBHICT MpPEIMETHOT oniHa 1 xs
PYOpHKH, TOYHICTh HAIIMCAHHS pyOpuKa
Opraxizauisi Ta BeieHHs1 a0eTKOBUX KaTAJIOTIB
31. [liniOpary xapTKu 32 andaBiTOM 3aroJoBKiB 200 Ha3B OJlHa KapTKa 30c
32. Po3cTaBuTH B KaTaso3i MonepeHpo mifiopaHi KapTKH OJlHa KapTKa 1 xB
33. PenaryBanHst KaTajory: IEepeBIpUTH INPAaBHIBHICTh PO3CTAHOBKH KapTOK,
HalMCaHHs JIOJJATKOBHX KapTOK Ta KapTOK i3 MOCHJIAHHSMHM, BHUIIPABUTH | OJIHA KapTKa 1x820c¢
TTOMMJIKH
34. Hammcatun po3nminbHUK. 3a3HAUWTH JTEpY, CKIaX, HA3BYy opradizamii abo oIuH 1 xB 30 ¢
YCTaHOBH, TIPI3BHIIE, iM’s, IO OATHKOBI aBTOpa PO3IITEHIK
35. PosMimeHHs po3ninbHUKIB: MigiOpaTH 3a amaBiTOM, IMOCTABUTH, 3aKPIilTUTH OJINH 2 xB
CTEp)KEHb PO3LITBHUK
36. Hammcatyn eTukeTky Ta HyMepamniiiHi TO3HAYEHHS, PO3MICTUTH Ha KAaTAI0XKHIN onHa IxB
Iy XJISLAI CTHKETKa
Opraxizaunisi Ta BeJleHHsI CHCTEMATHYHHMX KATAJIOTIB
37. [TigiOpatn KapTKH 3a KIacU(PiKAIIITHIMH iHAEKCaMU, yCEPEIUHI PO3aLTY — 3a onHa 1 x8
andaBiToM 3aroJOBKiB a00 Ha3B KapTKa
38. Po3scraButy B KaTano3i momepeHbo migiopani KapTKH OoJlHa IxB
KapTka
39. Pe{laFyBaHHﬂ Karajiory: TIEPEBIPUTH TIPABIIIGHICTh HAIOBHEHHS PO3ILUTB 32 oJlHa 1 x820 ¢
3MICTOM, 1HJIEKCaMH 1 PO3CTAHOBKOIO, BUIIPABUTH MOMHIIKH KapTka
40. [TinroryBatu po3AiIbHUK: MiAiOpaTH pPO3AUIBHHKH 32 KOJLOPOBOK TaMoro,
BUpi3aTH 3riiHO TOTpiOHOTI Qopmu 3a neBHuM po3mipoMm. Hanucatu ouH 3 xB
(HagpyKyBaTH) PpO3AUIPHMK: 3a3HAYMTH Kiaacu(DIKAMiHHUA 1HIEKC, HA3BY | PO3IUIBHUK
po3aiiny abo miapo3ainy, MOCUIAHHS, BiICHIAHHS
41. Po3amilieHHs po3niibHUKA: MiAidpaTu 3a iHIEKCaMH, MMOCTaBHTH, 3aKpilUTH ouH 1 xs
CTEpIKEHb PO3IIITbHUK
42, Hamnucaty eTkeTKy Ta HyMepalliiiHi IO3HAYeHHs, PO3MICTUTH Ha KaTalI0XHIH onHa X8
Iy XJIiAd eTHKETKa
Opranizaunisi npeIMeTHOr0 KaTajaory
43. [igibpatn kKapTKu 3a TPEIMETHHMH pyOpHKaMH, ycepeduHi pyOpwk — 3a oJlHa 1 x8
andaBiToM 3aroJoBKiB a00 Ha3B KapTKa
44, Po3scraButy B KaTano3i mOMEpeHBO MiIi0paHi KapTKH OoJlHa 1 x8
KapTka
45, PenaryBaHHS mpeJMeTHOTO KaTaJlory: IEpeBIPUTH NPaBWIBHICTH IOCHIIAHB, oJlHa 1 xs
pyOpHK KapTKa
46. Hanucaru po3aineHuk. 3a3Ha4uTH pyOPHKY, TOCHIIAHHS OluH 3 X8
PO3/IITBHUK
47. Po3mimieHHs po3/ibHIKa: BU3HAYUTH MICIIE, TOCTAaBUTH, 3aKPIIIUTH CTEP)KEHb OluH 2 B
PO3ITBHUK
48. Hanuncatyn etnkeTky Ta HymepauiiiHi O3HAY€HHSI, PO3MICTHTH HA KaTaJ0XHIN o/iHa 7 B
HIYXJIsL ETHKETKa
Opranizaniss Ta BeleHHsI HyMepauiifHOro KaTajaory HOPMATHBHO-
TeXHiYHOI JOKYMeHTauil
49, Iligibpatn KapTKM 3a BHUAAMH JOKYMEHTIB, YMOBHUMH IH(POBUMHU
MO3HAYKaMH, an(aBiTOM CKOPOYEHHX Ha3B KpaiH, JIATHHCHKUM anaBiTOM onHa 5 xB
(3apyOiXXHMX CTaHIAPTIB), HOMEPaMH JOKYMEHTIB Kaprra
50. Po3scraBuTu B KaTaso3i momnepesHpo miaiopaHi KapTKu O/lHa 30 ¢
KapTka
51. PenaryBaHHs Katayjory: TIEPEBIPUTH TPABUWIBHICTH PO3CTAHOBKH KapTOK, OJTHa 3 xB




BUIPaBUTH MOMWIKK. BHecTH B KaTaylor JONOBHEHHS 1 3MiHM (BiIMiHa, 3aMiHa, KapTKa
3MiHa, IPOJOBKEHH:I TEPMiHY i i3 3a3HaUYCHHSIM JpKepera)
52. Hanucartu i nocTaBuTH pO3AIIBHUK, 3aKPIUTH CTEPKEHB oluH 3 xB
PO3IIBHHK
53. Hanmcatn eTukeTky Ta HyMepamniiiHi TO3HAYEeHHS, pO3MICTUTH HA KaTAI0XKHIN onHa 2 xB
Iy XJISLAd CTHKETKa
Opranizanisi Ta BeieHHs TonorpagiyHoro KaTajory
54, [Migibpatn xapTku 3a muppamu 30epiraHHs JOKYMEHTA onHa 30 ¢
KapTka
55. Po3scraButy B KaTano3i moMepeaHbo miaiopani KapTKH onHa 30 ¢
KapTka
56. PenmaryBaHHs KaTanory: MepeBIpUTH TPaBWIBHICTH PO3CTAHOBKH KapToOK, onHa 3 xB
BUIIPABUTH MOMIIKH KapTka
57. Hanmcatn po3ninsaAK. 3a3HaunTH WA pH 30epiranas ofH 2 xB
PO3/IUTBHUK
58. Po3smineHHs po3ALIbHUKIB: mifiOpaty 3a mmppamu 30epiraHHs, MOCTaBHUTH, oluH IxB
3aKpINUTH CTEPIKEHb PO3IUTBHUK
59. Hamnucaty eTkeTKy Ta HyMepaliifHi HO3HaYeHHS, PO3MICTUTH Ha KaTal0XHIH oniHa 2 B
Iy XJISLI ETHKETKa
Opraxizauis i BeieHHs1 ejleKTPpoHHOTr0 KataJory (EK)
60. 3BIpUTH JOKYMEHTH, 110 HAAIWIILIN, HA HAsBHICTH 3amucy B EK oluH 2 xB
JIOKYMEHT
61. [Mpunucatn nyOneTH y Karajuor: MpOCTaBUTH IHBEHTApHI HOMEpH Ta iHIII oluH 2 xB
enemeHTH opmu BBoay (BignosinHo no AIBC, mo nie y 6i6miorerri) JIOKYMEHT
DopmyBaHHs Karanorosoro 3anucy st EK. 3anoBHeHHs BiINOBIHUX ITOJIB:
62. 10 10 enemeHTiB OJIH
5 xB
3ammc
63. 10-20 enemeHTIB OJIH
3ammc 10 x8
64. 21-50 ememeHTIB OJIVH
3ammc 30 x
65. oueie 50 ereMeHTIB OJINH
3ammc 60 x
66. Brenenns (ckaHyBaHH) IEpENiKy TBOPIB (CTaTeil), 10 BBIMILIN 10 30ipKH oHa 10-15 x5
CTOpiHKa
67. ®dopMmyBaHHA Ta pelaryBaHHS aBTOPHUTETHHX (haiiIiB/KOHTPOIEOBAHUX onHa
CJIOBHHUKIB cTopinKa 30 xs
68. PenaryBanns 6i0miorpacgiunoro 3anucy EK. Buecenns 3min oniHa 3 xB
CTOpIHKa
BuiyyeHHsi kapTok a00 3HATTS iHBEeHTAPHUX HOMEPIB 3 KaTaJIOTiB
69. 3BIpUTH KaTaJIOXKHY KapTKy Ha iI€HTHYHICTD 3 TAJIOHOM-1HAMKATOPOM (CIIMCKOM)
Ha JIOKYMEHT, L0 BIJIYyYA€ThCs. BHIIydnTH KaTalnoXKHy KapTKy Ha OCTaHHIM oJlHa 4xB
NPUMIPHUK JIOKyMEHTa. BUKpecnTn iHBeHTapHHUI HOMEp CIHMCaHOro AyOJIETHOTO KapTKa
TPUMIPHHUKA, BKa3aTH JaTy Ta HOMEP aKTy
70. Bunyuntn 3 EK O6iOmiorpadiuanii 3ammc a0o iHBEHTapHHH HOMeEp Ha OITMH 1 x825 ¢
JIOKYMEHT, 1[0 BIJIYYa€eThes 3 poHmy 6i0mioTexn 3aImc
PekaraJiorizanis
71. 3BipuTH TOKYMEHT de-vizo 3 KaTaJoKHUM 3aITMcoM O0i0JIIOTEYHOTO KaTajory.
Brectn moTpiOHI 3MiHM Ta JONOBHEHHS: NPOCTaBUTH IMIM(PHU, IHBEHTAPHUHA | OJUH 3aIHC 20 xB
HOMep, iHII 0i0JTIOTeYHI MO3HAYKU
TexniuHa 00po0ka JOKyMeHTa
HaxuieiTn Ha TOKYMEHTI:
72. KHUIIEHBKY OJIMH 30 ¢
JIOKYMEHT
73. SIPIIUK OJIUH
i JIOK?lMeHT 30¢
74. apKyII TepMiHy TOBEPHEHHS OJIMH 20 ¢
JIOKYMEHT
75. LITPUX-KOJOBY ETUKETKY OJIMH 30c
JIOKYMEHT
Hanucatu mmmdp:
76. Ha JIOKYMEHTI OIIH 30

JTOKYMEHT




77. Ha SIPIUKY OJIUH 35 ¢
JIOKYMEHT
78. 3anoBHUTH (PO3IPYKYBaTH) KHIDKKOBUI (GOpMyJsp: 3a3HauuTH wHQD, oluH
IHBEHTapHHI HOMEp, 3aroJIOBOK, Ha3BY, LIHY, PiK BUAAaHHS JOKyMECHTA KHIDKKOBHH 1 xB
dopmysip
79. 3amoBHUTH (pO3APYKYBaTH) KapTKy-iIHAWKATOp: 3a3HAYUTH 1HBEHTapHUI onIuH 1 x8
HOMep, 3ar0JIOBOK, Ha3BY, IU(P PO3CTAHOBKU TOKYMEHTA IHIUKATOP
80. Po3npykyBaTH MTPUX-KOZOBY €THKETKY Ha JOKYMEHT oJHa 30c
STUKETKa
81. PoznpykyBaTi KaTtanokHy KapTKy Ha JOKYMEHT onHa IxB
KapTKa
82. IIpony6moBaTi kKapTku 3 OibmiorpadivHUM 3alUCOM 3TiAHO 3 BH3HAYCHUM onHa IxB
THpPaXKEM KapTka
83. PosmoninuTi KaTtajgokHi KapTKU HA HOBI HAJXOIKCHHS JJIS PO3MIIICHHS Y oJlHa 30¢
BiANOBinHUX 010JIIOTEUHUX KaTaJorax KapTKa
84. 3anoBHUTH  (PO3JpYKyBaTH) BiIOMICTh Ha THepegadyy mapTii HOBHX oniHa 3-5xB
Ha/IXOJPKEHb BiZIOMICTh

IHpumimku: JIo HOPM dYacy 3aCTOCOBYIOThCS MiABUINyBanmbHi koedimientu: 1. TIpu ckiaamaHui GiOmiorpadiuyHOro 3amucy NOKYMEHTa, Ha
TUTYJIBHOMY apKyIIi SKOTO YacTKOBO BifcyTHi HeoOximui mani — 1,13. 2. Ilpu 6i6mioTeuniii o6pobui: aymioBi3yaabHUX HOKyMeHTiB — 1,21;
HOTHUX, KapTorpadiqHux, Xy10XKHIX BUIaHb — 1,15, crerianbHUX BUAIB HAyKOBO-TEXHIYHO] JiTeparypu i gokymeHranii — 1,10. 3. ITpu pobori 3
JIOKYMEHTaMH 1HO3€MHUMH MOBaMH, TIPU OpTraHi3ailii Ta BEJICHHI KPa€3HABUOTO KaTajuory (KapTOTEKH) Ta 0i0Ii0TEYHOTO KAaTallory iHO3EMHOIO

moBoro — 1,15.

3. Opranizanis 0i0;1ioTeunoro gponay

Tabnuys 3
Homep Ha3sga npouecy, onepariii. Onuuuust Hopma uacy
HOpMH 3micT podoTn BUMIpY
1. 2. 3. 4.
InBenTapusanis 6idioTevyHoro gouay
1. Hanmcarti KOHTPOJIGHMI TaJlOH HAa JOKYMEHT, HasBHUU y (oHAL. 3a3HAuMTH Ha
HBOMY IHBEHTAapHHUI HOMep, IMdp, MPI3BHILE Ta iHIL[iaIK aBTOpA, 3arojoBOK, PIK,
MiCIle BHIAHHS, IiHY, MicIe 30epe)KCHHsA. 3pOOWTH TIO3HAYKy Ha JOKYMEHTI, TO;P(I)I; 2 XB
BIONMOBIJHO [0 NPHIHATOTO METOJWYHOTO pIlIeHHs, IIOAO OpraHizamii Ta
TIPOBEICHHS IHBEHTapHU3aIlii
2. OmnparroBatat 9uTanbki Gopmyisipu ta aboHeHTiB MBA, BCO: Hammcatn
KOHTPOJIbHI TAJIOHH O/ TaIIoH I xs
3. 3BipUTH KOHTPOJIBHI TAJIOHH 3 00JTIKOBUMH (hopMaMH, BHECTH HEOOXiaHI TaHi
. OJIUH TaJIOH 5 xB
3r1IHO II. 1
4. Poskmactn  KOHTpONBHI TaloHH 3a (opMamMu OOJIKOBHX JIOKYMEHTIB:
IHBEHTapHa KHHUra, 00JIIKOBHH KaTayor, onucH. [IpocTaBuT po3ni3HaBajIbHUI | OJHMH TAJIOH 30c
3HAK
Po3cTaBUTH KOHTPOJIBHI TAJIOHU:
5. 3a IHBEHTApHUMHU HOMEpaMHu OJIMH TaJIOH 15¢
6. 3a aj(paBiTOM MPI3BHII ABTOPIB a00 3ar0JIOBKIB OJIMH TaJIOH 25¢
7. 3BIpUTH KOHTPOJIBHI TaJOHH 3 (OopMaMK OOJIKOBUX JIOKYMEHTIB: iIHBEHTapHa
KHUra, 00JIKOBUII KaTaJor, onucH. 3poOUTH BiJIOBIHY IMO3HAYKY HA TAJOHI | OJMH TAJOH 30c
Ta y opmi 0011iKOBOTO JOKyMEHTa
8. [epernsauyta hopmu iHaninyaanoro 00miky Oibmioreunoro ¢Gonay. Ha OJIVH 1x85c
JIOKYMEHT, III0 HE MPOMIIIOB iIHBEHTAPH3allil0, BUIIMCATH KOHTPOJIbHUI TAJIOH JIOKYMEHT
9. Po3mryk 1oKyMeHTIB, 1110 He MPOMIIUTH iIHBEHTapU3aIlio OVH S B
JIOKYMEHT
10. CKHaCTI/I CITHCOK BiJICYTHIX JOKYMEHTIiB, IO OyiM BUSBIEHI B pe3yibTaTi o1t Ha3Ba 1 x830 ¢
IHBeHTapH3aLil
BuiyyeHHs1 JOKYMEHTIB 3 GpoHIy
Binibpari JOKyMEHTH 3 METOIO BIIYUSHHS 3 QOHIY SIK:
11. HenpodisbHi, HaAMIpHOT AyOJIeTHOCTI OluH 4 xB
JIOKYMEHT
12. 3acTapiii 3a 3MiCTOM OJIMH 4 xB
JIOKYMEHT
13. 3HOIIEH] OJIMH
1 xB
JIOKYMEHT
14. Po3kiactn OKYMEHTH BIiANOBITHO 110 NPUYMHM BHIYYECHHS, 3BIpHTH 3
KHIDKKOBUM (QopMyJIsipoM (Uit Tux 0i0sioTeK, B SKHX BEHYTHCS KHHMIKKOBI O 30c
(bopmyspH) JIOKYMEHT
15. ITiniOpaTy KHIKKOBI ()OPMYJISIpH HA TOKYMEHTH 3a IHBEHTAPHUMH HOMEpPaMU OJTVH 40 ¢




a0o angasiToM, a Ha NepPiOAMYHI BUJIAHHS — 332 POKaMH Ta HOMEpaMHu hopmyssip
16. [MiaroryBaru «Onuc Ha BUIy4eHHS 3 010JII0TEKH...» TOKYMEHTIB. onHa 30c
TIO3HUILIS
17. OdopMuUTH aKT Ha BWIYYEHHS JOKYMEHTIB (KIJIBbKICTh, BapTICTh, MPUYMHA
crmcanns) OIMH aKT 1 rox
18. [loracuty iHBeHTapHUI HOMEp 1 mITeMITeNb 010TI0TEKH Ha TOKYMEHTI onIuH 36¢
JIOKYMEHT
19. [MigroryBatu crimcaHi JOKyMEHTH IJIS Iiepeaadi B oOMiHHAN (oHI, 1 31adi I — Sxp
B MaKkyJatypy ado iX JiKBifaIito (3B’s3aTH y MaYKH)
JloKyMeHT000MiH
20. [epenaua noxyMeHTiB y iHIII 0i0mioTekn Ta oprasizamii (CKiaJaHHS aKTiB- ouH 30c
OIUCIB Ha JIOKYMEHTH, 110 NePeIatoThCs) JIOKYMEHT
21. [liaroTyBaT CHHMCOK JIOKYMEHTIB, SIKi HPOIOHYIOTHCS JUII MDKHApOJIHOTO | OJiHa Ha3Ba 30 xB
KHUTr0OOMiHY
22. CkracT KapTKM JUIsl KapTOTEKH OpraHi3alliii-mapTHepiB. 3a3HauMTH HA3BU | OJHA KapTKa 7 XB
opraisaliiii, apecy, Ha3BH JOKYMEHTIB, 1110 MiJIATaloTh OOMIHY
23. [iarotryBarn 3aMOBJICHI JOKYMEHTH 10 BIANPABKU MOWITOIO (TMaKyBaHHS, oniHa 25 xB
3B’SI3yBaHHs, 3BaXKyBaHHS IIOCHIOK, iX OI[IHIOBAaHHS, HAIIMCAHHS aJpecH, TTOCHUITKA
CKJIQIaHHS PEECTPY)
Bupaya KOMIUIEKTIB JOKYMEHTIB Yy THM4YacoBe KOPHCTYBaHHS
nigposzaijiam 0idioTeku
24, [puitHATH 3aMOBJICHHS Ha KOMIUIEKT JOKYMEHTIB, SIKUil 3aMOBISETHCS 1O OHE 7 B
CTPYKTYPHOTO MiAPO3aiay 0i0mioTeKu 3aMOBJICHHS
25. [TiniOpatn JOKyMeHTH B KOMIUIEKTH. Hamucatu aApyruii npuMipHHK oluH 4xB
KHIDKKOBOTO (hopmyiisipy (IHaMKaTopa) JIOKYMEHT
26. Bunmati KOMIUIEKTH JOKYMEHTIB, TIO3HaYMTH Ha KHIDKKOBOMY (hopMyIisipi
(iHmukaTopi) AaTy BHWZAAUi, CUINLy CTPYKTYPHOIO MiAPO3MLTY, SKHHA OTPUMYE noiﬁﬁEHT 30c
KOMILJIEKT
27. [IpwifHATH KOMIUIEKTH IOKYMEHTIB BiIl CTPYKTYpHHUX MiApO3AUIB. 3poOuTH
BIIMITKY IIPO TIOBEpHEHHS HA KHIKKOBOMY (QOPMYIISApi (iHOUKATOPI), BKIACTH Z[OE?I;III;HT 20 ¢
HOTo B JOKyMEHT
3a10BoJIeHHS 3anMTiB KOPHCTYBa4iB 3a BHYTpPiCHCTEeMHHUM OOMiHOM
(BCO)
28. [puitaata 3aMOBJICHHS 31 CTPYKTYPHOTO MiZIPO3 /iy UEHTPaIbHOL 6i6mioTexw. OJIHH JIOKYMEHT 1 xB 30 c
BusnaunTy Miciie 3HaX0/DKEHHS 3aMOBJICHOTO TOKyMEHTa
29. [ligiOpatn MOKYMEHTH 3TiTHO i3 3aMOBJICHHSMH: 3pOOHWTH ITO3HAYKYy Ha OJIH 3 xB
3aMOBJICHHI JIOKYMEHT
30. PoscraButn 3aMOBJIEHHS Ta KHIDKKOBI (OpPMYIISIpH Ha BHIAaHI JOKYMCHTH Y oIuH 30 ¢
KapTOTEKY JIOKYMEHT
31. [IpwifHATH NOKYMEHT 3 IHIIOTO CTPYKTYPHOTO MiAPO3MITY, IEPEBIpUTH Ha oIuH 30 ¢
HEYIIKO/DKEHICTh JIOKYMEHT
32. BuiiHATH 3aMOBIICHHS Ha ITOBEPHEHHMH JOKYMEHT 3 KapTOTEKH, BKJIACTH OJINH 30 ¢
KHIDKKOBHH popmyisip JIOKYMEHT
33. 3a0e3neunTH IPOLIECH JIOCTaBKM 3aMOBJICHOTO JIOKyMEHTa Ta HOTro OJlHa
MOBEPHEHHS JI0 MICIIS MOCTIHHOTO 30epiraHHs Kyp €pchKa 1 roxg
noi3aKa
OnpasJienns 6i0aioreqnoro gouay
34. BiniOpatsn moxymeHTH i ompaBieHHS. [lepeBipuTH cTaH JOKyMEHTa. OVH 3 X8
3anoBHHUTH (3BIpUTH) KHIDKKOBHUI hopMyisip. 3poOHTH TO3HAUKY JIOKYMEHT
35. [Tigibpatn KoMIUTeKTH, 3B’s3aTH Nadkd. OGOPMHUTH CYNPOBIIHUI JOKYMEHT OVH 10 x8
(akT) 1S Mepeaadi Ha OMpPaBJICHHS. KOMILJIEKT
36. [IpwiiHATH [OKYMEHT TiCNsA ONpaBieHHS. 3BIpUTH 3  KHIDKKOBUM
hopmysipoM, TIEpEeBIpUTH SIKICTh ONpaBH. BigHOBHTH 3aronoBok. Hammcatn OIHH 3 xB
nmdp Ha SPIAUKY, KOPiHI JOKYMEHTA, TPOCTABUTH IIHY JIOKYMEHT
PecraBpanisi NoIKOZKeHUX JOKYMEHTIB
37. [TigibpaTty TOKyMEHT, aHAJIOTIYHUH MOIIKOIKEHOMY, ODOPMHUTH 3aMOBIICHHS OVH 3 xB
Ha KOTIIOBaHHS BiJICYTHHO1 200 MONTKOKEHO YaCTHHH JJOKYMEHTA JIOKYMEHT
38. [IpwiiHATH 3aMOBJICHHS IIiCNIA KOIIIOBAaHHSA, TIEPEBIPUTH SKICTh KOIIii, OVH 1 xs
HIIrOTYBATH BiTHOBJICHUH IOKYMEHT JIJIsl OTIPABIICHHS JIOKYMEHT
IMigmuBaHHA ra3er i TOHKUX *KypPHAJIIB
39. Busnauntn ¢opmar, BKIACTH KOMIUICKT >KYpHAIIB y IAanKy BiAIOBiTHOTO OIVH 15 x8
(dhopmary, 3aB’s3atn. Bunectn mmdp, Ha3By, pik BUJAHHSI, HOMEPH JKYpHAIIiB KOMIIJIEKT




Ha MAJITYPKy KOMIUIEKTY
40. Po3kmactu Tazetm 3a Ha3BaMH, Y TPAMIA XPOHOJOTIYHIN TOCITITOBHOCTI,
MEPEeBIPUTH Ha TOBHOTY HOMEpIB, BKJIACTH JO KAPTOHHOI OOKJIaIUHKH OIVH 15 x8
(mamku), TPOKOJIOTH AipKH, MPOIIHYPYBaTH, 0GOPMHUTH OOKIAAUHKY (Ha3Ba, KOMILIEKT
PiK, MiCSIIB)
CanirapHo-ririeniuHi 3axoau
41. 3HenmwinTH (HOHJ 32 IOTTIOMOTOI0 TMIIEBCMOKTYBaua oniHa
METpo- 5 xB
HOJIUIS
42, 3HemwnTy QOH/ BPYYHY 32 JOIIOMOT'OI0 HiZIPYYHUX 3ac0o0iB (1pabuna, poboumit oJHa
CTOJIUK, Bi30K, BLIPO, TaHYIPKH Ta iH.) MeTpo- 15 x8
TIOJTULIA
1. 2. 3. 4.
43. IlepeBipruTH IPaBUIIBHICTE PO3CTAHOBKH (POHIY ITiCIS 3HETIIIIFOBAHHS onHa
MeTpo-
P 5 xB
TIOJTULIA
44, IIpoBectu ne3iHdEKITIO 1 Ae3iHCEKIIiI0 POHITY OoJlHa
METpo-
P 15 xB
MOJIMLIS
45, [lepeBipuTr NOTPUMaHHS TEMIEPaTYpHHX DPEKHMIB 30epiraHHs PpI3HUX THIIB oniHa 30 xp
BUJIaHb Y 010J1i0TeYHUX (POHIAX nepeBipka

Ipumimka: J1o HOpM Yacy 3aCTOCOBYIOTHCS ITiABUIIYBaJIbHI KOE]ILiEHTH: TPH 3HEMMIIOBaHHI (POHIY HOTHHX, KapTO-rpadivyHuX,

XYIOXHIX BUJaHb Bpy4HY — 1,2; 32 JONOMOT 00 MHJIeBCMOKTyBaya — 1,3.
3.1 BuByenns 6io;rioreunoro ponay

Taoauy
Home
Ha3zsa npouecy, onepaunii. Opunnus
HOI;)M 31\Ec: p(?éona - BHuMipy Hopwa wacy
"
1. 2. 3. 4.
Iinrorosya podora 10 BUBYeHHs 0ibaioTeunoro gouay
1. Ckmactn TuaH poOOTH 3 BHUBYEHHS IIEBHOTO pO3AUTy abo dYacTHHH
6i0ioTeyHOTO (hOHIY O/ TLIaM 4 ron
2. CkiacTy TaOMHIl 3 PI3HOMAHITHHUX aCIIEKTiB BUBYCHHS OoJIlHA 10 xs
Ta0IuUIIs
3. IIpoBecTH IHCTPYKTaX i1 BHUKOHAHHS POOIT 3 BUBYEHHS O0i0JI0OTEYHOrO OJIUH | rox
onny THCTPYKTK
Bidaiorpagiuyne BuBueHHs 0idaioTeyHOro hoHay
4. OsHaifoMuTHCh 13 GiOIiorpadiYHUM MOCIOHMKOM, IO BiJIIOBINAE 33 3MICTOM
TEMaTHIll BUBUSHHS po3/iiiy 0i0mioredHoro oy OJIHH 33TTHC 10¢
3BipuTH GibaiorpadiuHuil MOCIOHUK 3 KaTaJIOrOM.
3po0uTH MTO3HAYKY Y MOCIOHUKY PO HASBHICTh IOKYMEHTA y (DOHI:
5. B an(aBiTHOMY KaTano3i oJlHa | xB
KapTKa
6. Y CUCTEMAaTHIHOMY KaTaslo3i OJlHa 30
KapTKa
7. IIpoanamizyBaTd OTpHMMaHi JaHi, BHECTH OMNHCH IMOTPIOHHUX [0 €HTIB
K;;)TOTeKy});IBOKOMrUIT;TyBaHHﬂ ’ i o g /I OTHHC 2 xs
CraTtucTnyHe BUBYCHHS IIEBHOTO po3Ainy 6i01ioTeunoro gonay
8. 3amoOBHUTH CTATUCTHYHI Tabmwuii (3a 00CATOM, TUHAMIKOIO MOTIOBHEHHS Ta
CTyIIeHEM BHKOPHCTaHHSA) Ha MiJACTaBi o00mikoBoi moxymenrarii (Kawra oA 1 ron
CyMapHOTO 00JIiKy, 3BiTHA JTOKYMEHTAIIis) [TO3HHIA
9. [lepernsanyTn Ha cTenaxkax MAOKYMEHTH PO3JUTy KHIKKOBOTO (OHIY, IO
BUBYAETHCS. BHeCTH NaHi y TaONMIO NMEpBUHHOI CTATUCTHKH. Y3arajJbHUTH oJlHa 1 rox
OTpHMaHi CTaTHUCTUYHI JaHi. Po3paxyBaTH NMOKa3HUKH KHHT03a0e31eYeHOCT], TalOmus
00epTaHOCTi, YNTAHOCTI Ta iH. PO3/ITY, IO BUBYAETHCS
BuszHayeHHsi nacuBHOI yacTuHHM QOHAY
10. Bu3HaunTH NPWYMHM YTBOPEHHS HACHBHOI YacTHHH Oibiiorednoro QoHmy:
HaJMipHA TyOJIETHICTB, 3aCTapiIiCTh, HEIPO(DITbHICTh, HEAOCTATHE PO3KPHUTTS OIHH 20c
(boHIY TOIO JOKYMEHT
CkJagaHHs Ta aHAJI3 Ta0InOb 3 BUBYeHHS 0i0.1ioTeuHOro hoHay
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Ckiacty Ta0HIIi:

11. CKIIaAy i BUKOPHCTaHHS po3Iiay 0610i0TedHOr0 (GOHIY, 10 BUBYAETHCS oJlHa  rox 15 xB

TaOIHIIIA

12. | cTyneHr0 BUKOPUCTAHHS PO3IiTy GOHIY 32 Pi3HUMH acleKTaMH (Tary3eBOMY, onHa  rox 20 xB
3a BUJIaMH BHJIaHb, TUTIAMM Ta iH.) TaOIUIIS

13. JAHWUX MO0 MACHBHOI YACTHHH PO3ALTY 0i0ioTedHOT0 QOHIY 32 MPHINHAMHA oIlHA | rox 15 xB
i CTBOpEeHHS TaOIULIA

14. | [MigrotryBaTn aHaji3 BUKOPHCTAHHSI NOKYMEHTHHX pecypciB Oi0OmioTexn 3 OITMH
BH3HAYCHOI TEeMAaTHUKH 49H po3aimy. Po3podurn mpomosmmii. O3HaHOMHTH 3 | aBTOPCHKUH 64 ron
pe3yIbTaTaMi BUBYCHHS MPALliBHUKIB 010T10TeKHN apKyII

15. CkyacTd IDIaH 3aXO[iB pealizamii MPONO3HIil 3a pe3ylbTaTaMd BHBUYCHHS OIINH 3 rox
¢doHIy IUTaH

IIpumimka: Yac poBeJeHHS IHCTPYKTaKy B HOpMY 4acy He BXOAuTh. IIpu poboTi 3 JOKyMEHTaM1 iHO3EMHUMH MOBaMH /10

HOPM Yacy IOJIAEThCS MiIBUIYBaNbHUI Koedinient — 1,15.
4. HagaHHs MOCTYT KOPUCTyBaYaM

4.1 O6¢cayroByBaHHsI KOPUCTYBa4iB

Tabnuysa 5
Homep Ha3sga npouecy, onepariii. Onuuuust Hopma uac
HOpMH 3micT podoTn BUMIpY P y
1 2 3 4
3anuc kopucTyBaya 10 0i0aioTexkn
1. [epernaHyTH NOKyMEHTH KOpHCTyBada (TACTIOPT, MOCBIAYCHHS, TOPYICHHS).
IlepeBiputr B O0ONIKOBO-peeCcTpamiifHii KapTOTEIli 3a IOMEpenHi pPOKH
(OopxHMK, 1M030aBICHUN MpaBa KOPHCTYBAaHHS). 3allOBHUTH (DOpMYIip
KOpHCTyBauya Ta KapTKy peectpamii. KapTkm poscraButn 3a andasiTom O/tH 4 xB
TIPi3BHII KOPUCTYBAUiB y €NNHY peecTpamiiHy kapToreky (€PK) Kopuctysad
2. O3zHaifloMUTH KOpHCTyBada 3 TMPaBIJIAMH KOPHCTYBaHHA 0i0IiOTEKOTO, OITMH Jopocii —6 XB
pO3MiMeHHIM (OHAY, TOBITKOBIUM allapaToM KOpHUCTYBa4 IITH —8 XB
IlepepeecTpania kopucryBayis
3. Buitasatu Gopmyssip (peecTpaiiiiHy KapTKy) KOpHCTYBada, BHECTH 3MiHH JIO
HbOTO: YTOYHHTH aHKETHI JlaHi, TPOCTaBUTH HOBHUH HOMEp, Jary
nepepeectpariii.  IlepeBipuTH  YUTAUBKANA  KBUTOK  IIOAO  TEPMiHY OJIMH Jopocii —2 XB
KOpUCTYBaHHs 0iOmiorekoro. KapTku po3cTtaBuTH 3a andaBiToM Mpi3BUII KOpHUCTyBa4 IiTH — 3 XB
KOPHCTYBaYiB Y €IMHY peecTpaliiiny kaproreky (€PK)
JisiIbHICTB 1M cHIeTYePChKOI CIYy:K0U
4. [puitaaT! BUMOry KopHcTyBada. [lepeBipuTH NpaBHIBHICTH i 3alIOBHEHHS,
YTOYHHUTH MicIle 30epiraHas JOKyMeHTiB. [l03HaUuTH y TUCTIETYePChKiH CiTIi, oJHa
nepeiaTi BUMOT'Y JI0 KHUTOCXOBHIIA BUMOTA Ixs
BuxoHaHHs BMMOI KOpHMCTYBauiB, BHUAAa4a JAOKYMEHTIiB 3 OCHOBHOIO
KHHT'OCXOBHIIIA
5. Otpumatn BUMOTY, po3kiacta 3a mmdpamu. [liniOpaTén 3aMOBICHUIA
MOKYMEHT. Y BHOAIKy BIICYTHOCTI Ha TMONHUII BCTAHOBUTH MICIIC
3HAXOJUKEHHS JIOKYMEHTa, 3a CIyKOOBUMH KapTOTEeKaMH Ta KaTaloraMu.
3poOuTH BIANOBIHY MO3HAYKY Ha BWUMO3i, IUCHETYEPCHKIN CiTii. Bumatu
KOPHCTYBady JMJOKYMEHT, 3pOOWTH 3amuc y KHIDKKOBOMY (GOpMyJIIpi. ozHa BUMOTra/ 9 xB
[IpwifHATH TOKYMEHT BiJ KOPUCTyBada. 3pOOUTH BIAMITKY IIPO MOBEPHEHHS Y JIOKYMEHT
KHIDKKOBOMY (opMyIsapi abo Ha BUMO3i
O0cayropyBaHHsl KOPHCTYBa4iB y YHTAJIBLHOMY 3aJii
6. 3BipUTH BIIOMOCTI PO KOPHUCTYBaua 3 €JJMHOI0 PEECTPALIIIIHOI0 KapTOTEKOIO. OJIUH 2 B
VY pa3i HeoOXiTHOCTI BHECTH AaHi KopuctyBadya B €PK KOpHUCTyBay
7. [IpoBectr KoHCYMBTALiIO, OECily 3 KOpHCTYBaueM Ol KaTaloriB, KapTOTeK, oniHa Syn
KHIDKKOBHX HOJIMIb, TPOIHPOPMYBATH KOPUCTYBaya PO HOBI1 HA/IXOPKEHHS KOHCYJIBTaLlist
[MiniOpat nOKyMeHTH y MigcoOHOMY (OHAI YMTAIBHOTO 3ally, MepeaaTH Ha
Kadenpy Buaadi:
8. 32 KOHKPETHOI0 BUMOT'OI0 Ha JOKYMEHT OJIMH 2 xB




JOKYMEHT
9. 3a BU3HAYEHOIO TEMOIO OJIMH 6 xB
JIOKYMEHT
10. Bunatn 1OKyMEHT 3riJiHO 3 TEXHOJIOTIEr0, IPUIHATOO y OibmioTeri:
3BIpUTH JOKYMEHT, L0 BHAAETHCS, 3 BUMOTOIO KOPHCTYBada, 3pOOHTH 3alic Ha J—
BUMO3i KOPHCTYBaua, BKIACTH BHMOTY JIO HHMTAlbKOIO KBHTKA, TO3HAYHTH JOKyMeHT 4 xB
KHHATOBH/IaYy HAa KOHTPOJIGHOMY apKyIIi.
3po0uTtH 3amuc y YNTabkoMy a00 KHHKKOBOMY (hOpMYJIsIpi
11. [pwifHsATH DOKYMEHT: 3BIpUTH HOro 3 BUMOIOIO (KOHTPOJIBHHM JIUCTKOM),
TIEPEeBIPATH LUTICHICTh JOKYMEHTa, 3pOOHTH TO3HAYKy Tpo mpuiioMm. [loctaBuTH OJIHH 2 xB
JIOKYMEHT Ha MicIie a00 TiepelaTH 10 BiyIiry 30epiraHus AOKYMCHT
OO0cayropyBaHHs KOPUCTYBa4iB Ha A00HeMeHTi
12. IIpoBecTr KOHCYJBTaIlifO, O€CiAy 3 KOPHCTYyBayeM IIOJO CIIOCOOY
po3cTaHOBKH (POHIY Yy BIIKPUTOMY IOCTYIIi, NMPOiH(GOPMYBAaTH KOPHCTyBaya KOHC(;IJII};?auiH 5 xB
PO HOBI HAIXOJPKEHHS!, KHW)KKOBI BUCTABKU
13. [liarotryBat MOKYMEHTH IiJBHUIICHOTO IIONMUTY JUIS  ONEPATUBHOTO OJINH 4xB
00CIIyroByBaHHsI KOPHCTYBauiB JIOKYMEHT
14, [IpuitHATH NOKYMEHT BiJl KOPHCTYBada: IEpEBIPUTH LITICHICTH NOKYyMEHTa, oluH 4 xB
3pOOHTH MTO3HAYKY MPO MPUHOM, BKIACTH KHIDKKOBUH (DOPMYJISIP Y KHIIEHBKY JIOKYMEHT
15. [TponoBXHUTH  TEPMiIH  KOPUCTYBaHHS  JOKYMEHTOM 32  IPOXaHHIM OJIH 2 xB
KOpHUCTYBaya, 3p00HTH BiANOBIIHUH 3amuc y GopMyIsipi KOpUCTyBaua JIOKYMEHT
16. 3pobutH 3amuc npo Buaady y (GopMynspi KOpUCTyBada, 3a3HaYUTH TEPMIH -
MOBEPHEHHSI HAa JINCTKY TEpPMiHy IIOBEpHEHHS. Bupgatm OOKyMeHT JOKyMeHT 3 xB
KOpHCTyBady
OO6cayroByBaHHS:
17. JIOPOCIIHAX OJINH 6 xB
KOPHCTYBaY
18. iTen OJIVH 7 xB
KOPHCTYBaY
19. OO0cnyroByBaHHS KOPUCTYBadiB, II0 BHOYBAaIOTh: INeEpeBipUTH (GOopMyILip
KOpUCTYyBa4a, MiANHCATH OOXigHWHA IJUCTOK. [locTaBUTH dWTAIBKUI OAHH 4 xB
(dhopMyIIsip OKpEeMO Bif IHIIUX KOpHCTyBat
Opranizaunist podoru Internet-nenrpy
20. TexuiuHuil orysiag Ta OOCIYyroBYBaHHS MAIIMHHOTO mMmapky Internet-uentpy o/1Ha
(Tiepen OYAaTKOM Ta IiC/sl 3aBEPIICHHS pOOOTH) poboua 15 xB
CTaHIlisl
21. Beznennst 00:1iKy: monepeHiii 3ammMc KOPHUCTYyBauiB, MPUHAOM 3aMOBJIEHb 110
OJIMH 3aIlUC 1 xB
TeneoHy
22. becina 3 xopucTyBaueMm 3 METOI BH3HA4Y€HHs PIiBHS HOro KOMIIETEHTHOCTI
(maBuuku poboTtu B Internet). O3HalioMJIeHHS KOpHCTyBa4da 3 IpaBHIJIAMH 6(:3Icui{;a 10 xB
pobotu Internet-1ieHTpy Ta npaBuIaMu OE3MEYHOT MOBEIIHKKA B MEPEXKI
HananHs 101oMory y BUKOPHUCTAHHI MOIIYKOBUX cucTeM B Internet:
23. KOHCYJIbTAIIiS omHa 10 x5
KOHCYJIbTAIIist
24, MepeBipKa eNeKTpOHHOTo Hocis (muckera, CD-muck, ¢uieni-auck), HagaHoTo OJINH
KOpHCTyBaueM, Ha BUSBIICHHS Bipycy CJICKTPOHHUN 1 xB
HOCIH
25. 3amuc iHpopMmarii Ha eJIeKTpOoHHUH Hociil (muckera, CD-muck, ¢ienr-auck), OJINH 30 cex
HaJIJaHWH KOpUCTyBaYeM 3armc

Ilpumimka: J1o HOpM 4acy 3aCTOCOBYIOThCS MiZBHINYBaIbHI KOS]IiEHTH: IIPH 00CIyroByBaHHI KOPHCTYBaUiB ay/i0Bi3yalbHUMA
JOKyMeHTaMH — 1,2; HOTHUMH, KapTorpadiyHUMH, XyJA0KHIMHA BUIAHHAME — 1,15; crienianbHUMU BUIaMu
HayKOBO-TEXHIYHOI JliTepaTypH i fokyMmeHTtanii — 1,1; npu poOoTi 3 okyMeHTamMu iHO3eMHUMH MoBamu — 1,15,

4.2. IlinroToBKa 10 BUAAYi AOKYMEHTIB

Taonuuys 6
Homep Ha3spa npouecy, omepauii. Ozmn.mm Hopma uacy
HOpMH 3micT podoTH BUMIpY
1. 2. 3. 4.
IIpouec miAroToBKM 10 BUAAYI
1. PoscraButn  opmymsipn  KopuCTyBawiB (32 TepMiHAMH, HOMEpPaMH, OJIUH 50 ¢
andasitom) dopmysp
2. Ilinbutn migcymknm poboTu 3a neHp, 3pobutm 3ammc y «llloneHHMKY moHs 30 x5
poboTH...»
3. [TiniOpaTy TOKYMEHTH 32 MONEPEHIM 3aMOBIICHHIM OlUH 5 xB




JIOKYMEHT

4. [epernsHyTH HOBI HaJIXO/PKEHHS IS pEKOMEHAallil KOpUCTyBayaM OJIMH 4xB
JIOKYMEHT
5. [epernsHyT! 1 NMONOBHUTH KHMKKOBI BHCTAaBKH, MicCLsl BUJIBHOTO BHOOpPY oluH 8 xB
KHUT, TEMaTHYHI NOJNHI i CTEeTaxi JOKYMEHT
6. [ligroryBatu pobode micie IO THS 5 XB
PoOora 3 kopucryBayamMu-00p:;KHUKAMU
7. BiniOpata ¢opmymsapu OopkHuEKiB. HammcaTn IHCTiBKH-HaramyBaHHS IIPO
MOBEPHEHHS JOKYMEHTIB. 3a3HAUMTH JIaTy HaragyBaHHS Ha 3BOPOTHIM | OJHA JIUCTiBKa 5 xB
CTOPIHIII YUTAIBKOTO (OPMYIIPY
8. Haragatu mo tenedoHy mpo 3akiHUeHHS TEpMiHy KOPUCTYBaHHS JOKYMEHTOM
Oop>kHMKA. 3a3HAYNTH ATy HAaraJyBaHHS HA 3BOPOTHIH CTOPIHII YUTAIIBKOTO O7He 3 xB
P — HaraJyBaHHS
IIpuiiMmaHHs JOKYMEHTIB B3aMiH 3ary0JeHux
9. 3a 00JIKOBUMH OKYMEHTaMH BH3HAYUTH BapTICTh BTPAYCHOTO IOKYMEHTY,
KIJTbKICTh HAsBHUX NPUMIPHHUKIB Yy KHIDKKOBOMY (OHAI, pIK BHJAHHS. oluH 10 x8
OLIHUTH 3alpONOHOBaHMN JOKYMEHT B3aMiH 3ary0JIeHOro Ha BHM3HAuUCHHS JOKYMEHT
CTYIICHSI BiJIIIOBITHOCTI
10. 3poOuTH 3amuc y 301IKUTI 00JIIKY KHUT B3aMiH 3ary0JIeHuX OJIMH 3aI1C 1 xB
11. CkjacTi 3aralbHUi akT i3 CIHCKOM JIOKYMEHTIB, OTPUMaHUX B3aMiH oluH 3 xB
3ary0JIeHuX JIOKyMEHT
PoGora 3 BizMOBaMH
12. OO6nik 1 wiacu¢ikaliss BiIMOB: MO3HAYUTH Ha BHMO31 NPHYHMHY BiJMOBH. oJHa
Po3craButy uuTanpki BUMOTM B ai(aBiTHO-CHUCTEMAaTHYHOMY IOPSIKY B BUMOTa/
KapTOTeKy «He3aloBOJIeHHH monut». [IpoanamizyBaru BiamoBu. CkiacTu BiMOBa/
6i0miorpadiaamit omwc nQKyMeHTiB, Ha sKi OyJno naHoO HaOinbIIe BiTMOB i KapTKa 10 xs
nepenaTy KapTKH A0 BiJiTy KOMIUIEKTYBaHHS
4.3. O0cayroByBaHHs BillajleHMX KOPUCTYBAaYiB
Tabnuuys 7
Homep Ha3sga npouecy, onepariii. Onuuuust Hopma uacy
HOpMH 3micT podoTH BUMIpY
1. 2. 3. 4.
O0cayropyBaHHs TpaauiliiiHuMu 3aco0amu, 30kpema MBA
1. 3apeectpyBatu aboHeHTa MBA, sIKHif 3BepHYBCS BIEpILe OIVH 3 xB
KOpHUCTYBay
2. [TepepeectpyBaTtu abonenta MBA OOUH 2 xB
KOpHUCTyBay
3. 3anoBHUTH OJaHK-3aMOBIICHHS, TPOCTABUTH PEECTPALifHUI HOMED, ATy OfiHe 3xB
3AMOBJICHHS
4, VTouHUTH BKa3aHi aOOHEHTOM BiL[QMOCTi PO 3aMOBJICHUN JTOKYMEHT, METY oIHe 1x810 ¢
3aMOBJICHHSI, JUKEPEJIO OTPUMAHKX BiJIOMOCTEN 3aMOBJICHHSI
5. B.i6niorpa1.¢>que I0ONPAIIOBAHHS  3AMOBJICHHSL. Yrounutu OGibmiorpadivni orHe 30 xB
BIZIOMOCTI 3a JIOBIAKOBHM arapaTroM 3AMOBJICHHST
6. [lepeBipuTr HasSBHICTH TOKYMEHTa, SKHAH 3alUTYETHCS, y Oi0IioTeKax Mmicra, OITMH 11 xs
obuacTi, palioHy, y T.4. 32 3BEJJICHUMH KaTaJIOTaMH JOKyMEHT
7. Hapicnatn OnaHK-3aMOBJIEHHsI 3 TPOCTABJICHOIO IMO3HAYKOIO (IITEMIIETIEM)
«Hemae» no ramyseBoro, yHiBepcaJibHOTrO IIEHTpY abo 1o 6ibmioTexku (opraH OAHe 1 xB
iHpopMallii) 3a TaHNMH 3BEJCHUX KAaTAJIOTIB 3aMOBJICHHA
8. 3ammcaty BiIOMOCTI Ipo Hajicinane 3amoBiieHHs 32 MBA (Ha3Ba 6i0mioTekw, OJIMH 1x8 10 ¢
JlaTa) 31 3BOPOTHOTO OOKY OJIaHKa-3aMOBIICHHS 3ammc
9. IocraButn GnaHk-3amoBNeHHsT B «KapToTeKy 3amuriB KoprcTyBadiB 32 MBA» 3a
po3aiTbHIKOM «3anuTy 32 MBA, Hamicnasi 70 iHImMX 6i0mioTek OoJlHA e

BHUMOTa




10.

[puitnatn  noxyment, Hagicaanuii 3a MBA. Poskpurtu 6Ganzpepois,
HEepEeBIPUTH CTaH JOKYMEHTa, 3a3HaYUTH JIaTy OTPUMaHHS i Ha3By 0i0JIOTEKH,
0 Hajiciaga JITOKYMEHT, iHBEHTapHWN HOMEp, TEPMiH KOPUCTYBAHHS.

IlepecraButn OMaHK-3aMOBJICHHS 3 PO3AUTYy KapTOTeKH «3amutu 3a MBA, OIH 4 xB
HaJiciaHi 1o iHmmX 0i6mioTex» Mo po3ainy «Otpumani BumaHag 32 MBA», y AOKYMCHT
el caMUi PO3/iT MOCTABUTH OTPUMAaHy YaCTHHY OaHKY-3aMOBJICHHS
11. [ToBimomuTn aboHEHTa MPO OTPHMAaHHS 3aMOBICHOTO HHUM JOKyMEHTa i onHe 1 xB
TEpMiH KOPUCTYBaHHS HUM MOBiTOMJICHHS
12. Bunartn aboHeHTy NOKyMeHTH, oTpuMaHi 3a MBA, y uuramsHOMy 3am (y
Ci1y’kOOBOMY MpHUMillleHH] 010J1i0TeK ). 3BIPUTH JOKYMEHT, SIKHI BUAAETHCS, 3 OJIUH 2 B
OaHKOM-3aMOBJICHHSI, TIEPEBIPUTH LITICHICTh 1 CTaH JOKYMEHTa, MO3HAYUTH JOKYMEHT
BUJIA4y
13. [puitaary Big aOOHEHTa JOKYMEHT y YNTAJIbHOMY 3ali. 3BIPUTH JTOKYMEHT 3
YaCTHHOIO OJIaHKY-3aMOBIJICHHS, NEPEBIPUTH IUJIICHICTh 1 CTaH JOKYMEHTAa,
3pOOHTH MO3HAYKY PO MPHIHOM, JOKYMEHT MOKJIACTH Y CIELiaJIbHO BUJILICHE OJIHH 2 xB
Micre (3aMKHeHy mady) JIOKYMEHT
14. [ligroryBat JOKyMEHT IUIS BiATIpaBICHHA 10 0i0IioTeKH-(OHIOYyTpHMYyBada
PEKOMEHIOBAHOIO OaHAEPOILTIO. YTIaKyBaTH OaHIEpPOIb, 3BKUTH ii, HAKICITH OJIVH 8 xB
Mapky (SKIIO HEMae IICHTPAJi30BaHOI OIUIATH IIEPECHIaHHS), HAMHCATH JOKyMEHT
aJIpecy, CKIACTH MOMITOBHH OTHC
15. BuifHaTH ONaHK-3aMOBJICHHS 3 KAapTOTEKHW, 3allHCAaTH BIIOMOCTI TIpO
HaJiClaHHs  JOKyMeHTa (IaTy, HOMep IIOIITOBOTO  BiJMpaBIICHHS).
[TepecraButi nuCTOK 3 po3aity «Bunanns, orpumani 3a MBA» y posnin OZuH 2 XB
«[loBepHeHa nitTeparypa» JHCTOK BUMOTH
16. Po6ora 3 BigmoBamm. [Ipm oTpumanHi 3 0ibmioTeKH-(OHIOYTPHMYBayda
MOBITOMJICHHSI IIPO BiAMOBY a00 3aTpUMKYy BHMKOHAHHS 3alUTY: MICTAaTH 3
KapTOTeKH OJIaHK-3aMOBIICHHS, 3a3HAYUTH NPUYMHY 1 JOaTy BIiOMOBH 3i onHa
3BOPOTHOTO OOKy, mepecTaBUTH 3 po3ainy «3amuté 3a MBA, Hamicmani mo BimMOBa 1 xs
iHImMX 6i0IioTeK» y po3ain «Biamosu 3a MBAY
17. [ToBizoMHTH TIPO OTpPUMaHHS BiAMOBM (HaTy, NpPUYMHY) Yy BiJJAid OJlHa 1x810 ¢
00CITyroByBaHHS BiJIMOBa
Opranizanist Buaavi 10kymeHTiB abonentam MBA
ITpniiHsiTH 3aMOBJICHHS:
18. 3a BIICYTHOCTI Ha OJIaHKY-3aMOBJICHHS HOMepYy a0OHEHTa IIepeBipHTH 3a
KapTOTEKO abOHEHTIB, Y1 a0OHYEThCSl IaHa OpraHizallis OJIHE 3AMOBIICHHA I xs
19. OpraHni3ailis aDOHY€ThCS: MPOCTABUTH HOMEP Ha OJIaHKY-3aMOBJICHHI, 3BIpUTH
aZipecy, Ha3By Opraisaiii, mpi3Buine BimmoBimansHoro 3a MBA. VY pasi oJiHa 4xB
MOTPeOU BHECTH 3MIHU B KAPTKY BiZIMOBa
20. AOGOHEHT y MOTOYHOMY POIl 3BEPHYBCS BIIEpIIE: NPOCTABHTH B KapTIi piKk OJTHH AGOHEHT 4xB
3BEpPHEHHS, JIaTy
21. Odopmitennss aboHeHTa (opraHizailis pasinie He aOoHyBasiacs): MPUCBOITH
a0OHEHTY HOMEp, 3aIIOBHUTH KapTKy peecTpallii abornenTa MBA i po3minbHUK
((l)gpMynﬂp?, 3a3HAYMTH NOBHY HA3BY 610;mi0TEKH, MOMITOBY aznpecy, TG.J'IG(I)OH, OIMH aGOHEHT 5xB10c
npi3Buie, imM’s, 1o 6aTEKOBI BiANOBINAIBHOT 0COOH, 1aTy BIIKPUTTS i HOMEp
aboHeHTa
22. Po3scraButn peectpamniiiHi KapTKH B KapTOTeEIli onHa e
KapTKa
23. Odopmutn NOBiTOMIICHHS I abOHEHTa (CTaHIApTHE MOBIOMIIEHHS IO
BIIKpHUTTS aboHeMeHTa). Y pa3i moTpebm HaxiciaaTd abOHEHTY THIIOBOTO omue 2 XB
JIMCTA i3 3aIUTOM IIPO BIJOMOCTI, SIKUX OpaKye JuIs KapTOTEKH TTOBLIOMACHIA
24. OdopMuTn 3aMOBIEHHS 1O TenedoOHy: 3allOBHUTH BHMOTY Yy JBOX
NPUMIPHUKAX, YTOYHUTH HOMep aOOHEHTa 1 HamucaTH HOro Ha BHMO3I,
: L OJTHE 3aMOBJICHHS 4 xB
3BIPUTH 3 KapTOTEKOI 3a00proBaHOCTI, MiAiOpaTH BUMOTH 3a IUdpamu
PO3CTaHOBKH, MiAPaxyBaTH KUIBKICTb, TIEpeaTH Ha BUKOHAHHS
25. [epeBipuTH NpaBUIBHICTH 3aIIOBHEHHS OJaHKa-3aMOBIICHHS, 3a00pProBaHICTh
aboHeHTa, HA 3BOPOTI 1-1 yacTHHM OJaHKa-3aMOBIICHHS (C.2) IPOCTABUTHU CBIH OftuH Garic- 4 xB
3aMOBJICHHS

HITEMIISJIb 1 JIaTy OTPUMAaHHs 3aMoBJIeHHs B pyOpuni «Ciyk00Bi MMO3HA4YKH




6i6ioTeKaps i 4ac BUKOHAHHS 1 NepeajpecyBaHHs 3aMOBJICHHS» B PSIKY
paiioHy, MicTa

26. JoormparroBati HenpaBWILHO 0()OPMIICHI 3aMOBIICHHS OJIUH OJIaHK- 1 xB
3aMOBJICHHS
27. 3ammdpyBatn 3amoBIeHHsA aOoHeHTIB. [limiOpatu OmaHKH-3aMOBJICHHS 3a onIH ONaHK- 3 xB
anaiToM, IEpEeBIPUTH HASBHICTh JOKYMEHTA 3a KaTaJIOrOM 3aMOBIICHHS
28. [lixroryBaT JOKYMEHT 1O BHIAdYi: 3BIpUTH JOKYMEHT 3 OJIAHKOM-3aMOBIICHHS,
MIEPEBIPUTH HASBHICTH YCIX CTOPIHOK i CTaH TOKyMEHTA, IPOCTABUTH Ha OJIAHKY-
3aMOBJICHH] (JIUIbOBOMY Oor1i 1-0i Ta 3-01 wacTuru — c. 1, 5) mmdpu nokymeHTa,
3a3HAYMTH IHBEHTApHUA HOMEp, KUNBKICTh IOKYMEHTIB, nary Buaadi. 3i onIuH 2 xB
3BOPOTHOTO OOKy 2-0i wacTwHH (C. 3) MPOCTAaBUTH INTEMITENb OiOTIOTEKH 3 JOKYMEHT
Ha3BOIO Ta IIOIITOBOIO aJIPECOI0, 3a3HAYMTH TEPMiH TOBEPHEHHS, BKJIACTH 2-TY
4acTHHY OJIaHKa-3aMOB-JICHHSI y JOKYMEHT, SIKMH BUIAIOTh, TIPOCTABUTH BHU3Y
HOMep OaHepod
29. Iepenatn BupmanHs i KomitoBaHHSA (y pasi 3aMOBJIEHHS (parMeHTy oluH 3 xB
BUJIAHHS: CTATTs 3 )KypHay, 30ipHHKa) JIOKYMEHT
30. Binicnatu 1oKyMeHTH aOOHEHTaM: YIIaKyBaTH OaHIEPOb, 3BAKUTH, HAKJICITH OJIMH 5B
MapKH, HallMCaTH a/Ipecy, CKJIACTH MTOUITOBUH OIHC JIOKYMEHT
31. Po3craButy Onanku-3amoBiieHHs (1-a uyacTMHA) Ha BHIAHI JIOKYMEHTH
(mamicmaHi) y KapToTeKy oOCIyroByBaHHS aOOHEHTIB y po3nin «BumaHHS, OAuH 22 ¢
. JOKYMEHT
Buani 3a MBA»
32. Bibmiorpadiune moompaimoBaHHS HEBUKOHAHWX 3aMOBIICHb. Y TOYHHTH OJINH 4xB
0i0miorpadiuni BizomocTi 3a JIBA JIOKYMEHT
33. BusiBuTH HasBHICTH JOKYMEHTA, Ha SIKMH ITOJaHO 3aIUT, y 0i0mioTekax Micra, OJINH 11 xs
palioHy JOKYMEHT
34. OdopMuTi 3aMOBJICHHS Ul HampaBiIeHHS B iHOIN OiOmioTexkw: 3a3HayaTH Ha
3BOpPOTHOMY Oorli 1-i WacTWHHM ONaHKa-3aMOBJICHHSA (C. 2) TpHYMHY 1 Jaty
niepeanapecyBanss (mrTemmiens «Hemae B OiOmiotemi», «Hemae B 06i0mioTekax | oHE 3aMOBJICHHS 3 xB
MICTa»), 3pOOUTH BIOMITKY IIpO MEPEBIpKY 32 JOBIJKOBUMH BUIAHHSIMH, CHIJIA
0i0;110TeK-(DOHIOYTPHMYBAUIB 32 3BSJICHIM KaTaJOroM
35. Bimicnati a0OHEHTY TMOBIIOMIICHHS MIPO MEpeajpecyBaHHS 3aluTy i3 oJlHe 2 B
3a3HaYCHHSAM 010J1I0TeKH, KyIU HOro 0yJ0 HaIiCIaHo MTOB1TOMJICHHS
36. 3apeecTpyBatu BiiMOBY B 00utikoBHX hopmax MBA. Hanicnatu aboHeHTY OliaHK-
3aMOBJIEHHS (3-TIO YacTHHY) y pa3i HEMOXKJIMBOCTI BUKOHAHHS 3 TO3HAYKOIO Y ona 4 xB
BIJINOBIIHIN pyOpHII PO NPHYMHY BiIMOBH BlmoBa
37. [TocTaBuUTH 3aMOBJICHHS Ha Yepry MPH BiIMOBJICHHI «3aiHITO» OJIHE 3aMOBJICHHS 3 xB
38. [puitHATH JOKYMEHTH, TIOBepHeHI aboHeHTamu. OTpUMaTd MOMITOIO,
BIIKpUTH OaHAEpOdb, TIEPEBIPUTH CTaH JOKYMEHTa, BUUHATH OJaHK-
3aMOBJIEHHS 3 KapTOTEKH OOCITyroByBaHHsS aOOHEHTIB, 3a3HAYUTH HA HHOMY O 5 xB
JaTy TOBEPHEHHS JOKYMEHTa, IEpPECTaBUTH OJIaHK-3aMOBJEHHS B PO3MLT FIOKYMEHT
«IloBepHena siteparypa»
39. KonTponms 3a TepMiHAaMH  KOPHCTYBaHHS JOKYMEHTaMH, BHSBICHHS OJINH 1x810 ¢
OOpKHUKIB, HA/ICUJIAHHS HaraJlyBaHb JIOKyMEHT
JocTyn 3a 1010MOro10 BUKOPUCTaHHS iHdopMaLiiiHUX TeXHOJIO0Til
40. ®dopmyBaHHA 0a3u JaHUX PO aOOHEHTIB 3a BiAIOBITHOK ()OPMOIO, BBEICHHS
) OIUH aOOHEHT 6 XB
iH(popMarii mpo HOBOro abOHEHTa
41. 3HaI/ITI'/I B 6;31 JAaHWX BiZoMocTi TNpo aboHyBaHHS oOpradisamii, BHECTH R — 4 xB
HEeoOXiJIHI 3MiHH
42, Bgectu iHdopmariito mpo nmpuiioM 3aMOBIICHHS BiJ] a0OHEHTIB OJIHE 3aMOBJICHHS 1 xB
43. Beectu iH(popMmaliro mpo mepeaapecyBaHHS 3aMOBJCHHS, BHBECTH Ha OJlHE 1 xB
MPUHTEP TOBIIOMJIICHHSI 3aMOBJICHHS
44, BrecTu nani mpo mocTaBieHHS 3aMOBJICHHS HA Yepry, OBiIOMUTH abOHEHTA o/iHe 2 xB
3aMOBIICHHS
45, 3apeecTpyBaTH JOKYMEHTH, BHAaHI aOOHEHTy, NPOCTaBUTH TEPMiH OIUH JOKYMEHT 3 xB
MOBEPHEHHS
46. BunanuTu 3 MacuBY JaHi PO MOBEPHEHUH TOKYMEHT OJlHE e
3aMOBJICHHSI
47. 3nifiCHEeHHS KOHTPONIO 3a TEPMiHAMH IIOBEpHEHHS [OKYMEHTa: IMOIIYK i
BizOip naHux npo OOp>KHMKIB, BUBEICHHS MOTPiOHOT iHpOpManii Ha IPUHTEP, | OAWH AOOHEHT 3 xB
PO3JPYKYBaHHsI CIHCKIB i3 3a3HaYECHHSIM a/ipecy aDOHEHTa
EjekTpoHHa 10cTaBKa JOKYMEHTA
48. CkaHyBaHHs, pO3ITi3HaBaHHS, KOPEKTYBaHHS, BiIIpaBKa aOOHEHTY oJlHa 20 x5
CTOpiHKa

Opranizanist podoTn 0i0,1i0TeYHNX NYHKTIB




49, IIpoBecTn KOHCyNbTalil0 (HABYAHHS) MIOJO TCEXHOJOTIYHUX ACICKTIB oJlHa 8 rox
00CITyrOByBaHHS KOHCYJIbTAIlis
50. VYxiactu yrony Mix 0i0iioTekoro 1 opraHizaui€ero, e Oyae 3ailicHIOBAaTHCS oJlHa 5 roxn
ro3acTalrioHapHe 00CITyTOBYBaHHS yrona
51. Odopmurtu Gpopmysap 0i0IIOTEIHOTO IMYHKTY (B 2-X IMPUMipHHIKAX) OJTNH 15 x8
topmyssip
52, Odopmutn manky 3 AOKyMEHTaMH (yroma, IOPYYCHHS Ha OTPHMaHHSI onHa 15 x8
JIOKYMEHTIB, GopMyIsip 0i0JIi0TEIHOTO ITYHKTY, 3BiTH Ta iHII JOKYMEHTH) rmamnka
53. CkJlacTH cXeMy poO3TallyBaHHS OiOJIOTEYHMX IYHKTIB Ha TepUTOpii MicTa, onHa 2 rox 20 xB
palioHy cxema
54. Cknacti moMmicsyHuM rpadik OOMIHY MOKYMEHTIB, IO 3HAaXOIATHCA B .
. onuH rpadik 20 xB
010TI0TeYHNX MyHKTaxX
IinGip KoMNJIEKTiB TOKYMEHTIB /1151 6i0J1i0T€YHOr0 MYHKTY
[TigiOpaT KOMIIEKT JOKYMEHTIB
KinmpKicTh TOKYMEHTIB ¥ KOMIUICKTI:
55. 010 0
i KOMNHEZKT 17 x8
56. 1o 30 OIMH 50 xB
KOMIUIEKT
57. no 100 OJIUH 2 1o 30 xB
KOMIUISKT
58. [TinroryBatm JOKyMEHT 10 BHIa4yl y OIONIOTEYHMH NYHKT: BUHHATH
KHIDKKOBUH (OpMYJIsip, 3a3HAUUTH JAaTy BUJAA4Yi, CHIJ IIYHKTY, MiAIUC OFHH 2 XB
BIAMOBIJAJIbHOT 000U FIOKYMEHT
59. Bamucatu y ¢Gopmymasp O0i0MIOTEYHOr0 NYHKTY JaTy BHJadi JOKYMEHTIB,
KIIBKICTh ~ BHUJAHMX Ta  IOBEPHEHHMX  JOKYMEHTIB y  OibiioTeky- OJIHH 1 xB
(dhoHIOyTpUMYBaY 3alme
60. PoscraButn KHMKKOBI (popMyInsipu BimiOpaHWX JOKYMEHTIB B andaBiTHOMY .
NOpSAOKY B OONIKOBY — KapTOTeKy 32  PO3IUTbHUKAMH-CHIJIAMH O KHIDKKOBHH 25¢
(hormooTpuMyBaya (0i0JIIOTEYHOTO IYHKTY, IepecyBHOI 0i0II0TEKH) (opywip
61. [pwifHATH AOKYMEHTH 3 OiONIOTEYHOTO MYHKTY: NMPOCTAaBUTH IO3HAYKY Ha
KHIDKKOBOMY (OpMYJIsipi, BKIacTH (GOpPMYJSIp y AOKYMEHT, PO3CTABUTH 3a | OIWH AOKYMEHT 2 xB
MICIIeM TOCTIIfHOTO 30epiraHas
5. Haganns noBinkoBo-6idaiorpagiynnx mocayr
,5.1 doBinkoBo-indopmaniiina podora
Tabauys 8
Homep Ha3sga npouecy, oneparitii. Onuuuust Hopma uacy
HOpMH 3micT podoTH BUMIpY
1. 2. 3. 4.
Benenns noBinkoBo-o6idaiorpadgiunoro anapary (JIBA)
[MepernsiHyTH 1 BifiOpaT TOKYMEHTH 3 TOTOYHHUX HAAXOKEHb JUIS PO3IHCY
Ta BHeceHHs 10 JIBA:
1. 30ipHUKH ()'}:[I/IH 15-20 x5
30ipHHUK
2. JKypHaIH OJINH 10-15 x5
KypHa
3. raseru 0JHa 4-5 x8
rasera
4. 6i6miorpadiuni mociOHMKHM, JIITOMMCH KHMXXKOBUX, >KYPHUIBHHX CTaTeH, OluH 1 xB
IPUKHIKKOBA Oibmiorpadis 3a1uc
AHATITHYHHI PpO3NHMC KYPHAJbLHHMX, Ta3eTHHUX cTarei, 30ipHHKIB,
Oi0aiorpadiynux mocioHnkiB
O3HalOMUTHCS 31 3MICTOM CTAaTTi, cKJIacTu Oi6miorpadiunumii onuc
Kinbkicts enemenTiB 0ibaiorpadidnoro 3amnucy:
5. 4-6 OJIMH 6 x5
3ammc
6. 7-9 OluH 7 xB
3ammc
7. [epernsHyTH JOKYMEHT, CKJIACTH aHOTALli0 ofHa 15 x5
aHOTAILisl
PoGoTa B aBTOMATH30BAHOMY PeKMMI
®opmyBaHHA 0a3 JaHWX CTATEH 3 MepiOIUYHUX BHIaHb, 30ipHUKIB. BBe1eHHS
6i0miorpadiyHNX 3aMUCiB B 0a3y TaHUX
8. 3anoBHEHHS BiIMOBITHUX TOJiB 610miorpadigHoro 3anucy OJTHE TIOJIE 30 ¢




3nificHuTy penaryBaHHs 0a3 nmaHux OiOniorpadiuyHMx 3anmciB crareil 3
NepioANYHUX BUJAaHb, 30ipHUKIB:
9. MOTOYHE peJlaryBaHHs OJIMH 3 xB
JOKYMEHT
10. BHOIpKOBE TEHEepaJbHE peNaryBaHHA 3a TEBHHM IojieM Oibmiorpadidaoro OJINH 37 xB
3ammcy JOKYMEHT
Opranizanis Ta pejakuisi cucremMarnyHoi kaproreku crareii (CKC)
11. Iepernsanytu Ta BigiOparn xaptku mist 3anecerns 10 CKC. onHa 3 xB
CucremMaTu3yBaTH Ta PO3CTaBHTH KapTKU Y 3BOPOTHIN XpOHOJIOTIT KapTKa
12. HanwmcaTy i po3cTaBUTH PO3AUTEHUKH OJIMH 2 xB
PO3IUIBHHK
13. JeranizyBaTi po3aiiv, BBECTH NMPEAMETHI pyOpHKH, HAIKCATH i PO3CTAaBUTH ouH 2 B
HOBI pO3JIJILHUKH PO3IUIBHUK
14, Bunyuurn i3 CKC kapTku Ha 3acTapiii JOKyMEHTH, NIEPEBECTH iX B apXiBHY oJlHa 3 xB
JaCTUHY (BUIY4UTH) KapTKa
Opranizanis paxkrorpadgiunoi kaprorexn (PK)
15. BusHauntu 00’€KTH Ta OCHOBHI O3HaKM Juiss BigoOpakenHs B OK.
[epernsnytn nokymeHTH i Bigiopatu 1uist BHeceHHs B @K. 3anectu BiniOpaHi Kzg:za 7-10 xB
BIZIOMOCTi Ha KapTKH, PO3CTaBUTH KaPTKH
16. HammcaTs i po3cTaBUTH PO3AUTEHUKH OJINH 2 B
PO3IUIBHHK
17. IlepeBipuTn Ha KapTKax MPaBIWIbHICTH 3aHECEHUX BiIOMOCTEH, BHECTH 3MiHU
Ta JOTOBHEHHS OJHa 3 xB
KapTKa
Opraxizanisi TeMATHYHHMX TeK ra3eTHUX BUPI30K
18. [epermsanyTn razeTd Ta BimiOpaTH CTaTTi 3a TEMOIO, MIATOTYBaTH Ta oJiHa 3-5 xB
CHCTeMaTH3yBaTH BHPI3KH BHUpi3Ka
19. CrBopuTH TeMaTHYHY TeEKy: 3poOWTH crenudikamiro crareii abo ix
KCEpOKOMi{, HaKJIeITH Ha TEKy KHIDKKOBUH (opMynsip, JaTh HasBy, oHa 20-30 x»
3aiH/IeKCyBaTH, 3poouTu Oibaiorpadivnauii onuc s po3minieHus y IBA rexa
5.2. loBinkoBo-6i0aiorpagiyni mocayru
Taonuuys 9
Homep Ha3sga npouecy, onepariii. Onuuuust Hopma uacy
HOpPMH 3micT podoTH BUMIpY
1. 2. 3. 4.
IIpuiiMmanns 6i0aiorpadiuaux 3anuris
1. [MpuitasaTi 6i0miorpadiuHuil 3amuT. YTOYHUTH TEMY, LIUJIbOBE 1 UYHUTaIbKe ouH 3 xB
NpU3HAYCHHS 3aIuT
2. BusHauutH TIMOMHY TOIIYKY: JDKEpenia, XPOHOJOTIYHI MeXi MOIyKy ouH 3xB
iHpopmaii Ta ii HocIi 3aITUT
BukoHaHHSI TEMATHYHOI J0BiIKH
3. YTouHHTH TeMy, 3IIHCHHTH TOmYK 1 Bimdip mokymeHtiB. Ckiactu OoJIlHA 10-35 xB
6i0miorpadivauii omnmc JIOBIJIKa
Buxonanns aapecHoi 0i0siorpadgiunoi noBigku
4. B.CTa.HOBI/ITI/I HasBHICTh UM Miclle 3HAaXO/KCHHS JOoKyMeHTa Yy (onmi OIUH TOKYMEHT 2.5 xB
610s1i0TeKH
BukoHaHHs1 YTOYHIOIOUOI 0ibaiorpadgiunoi qoBigku
5. BcranoButn Ta (ab0) yTOWHMTH eneMeHTH OiOmiorpadiyHoro omnmcy, sKi
BiZICyTHI, HETIOBHI a00 HETOYHO IT0/IaHi Yy 3aIuTi KOpHCTyBaya OJIMH TOKYMEHT 57 xB
6. Hamatn moBHmit GiGmiorpadiuyHmii OmUC JOKyMEHTa MpH o(pOpMIICHHI
NUCHMOBHX 61671i0rpadiuHUX CHHCKIB O/tHH LOKYMEHT 5-10xB
Bukonanus ¢gaxrorpadiynoi 1oBigku
7. E;:;HOBI/ITH KOHKPETHI B1IOMOCTI ITpo Ti abo iHImI 00’€KTH, MoJii, mporecH, oA 10BiKa 10-40 x8
BuKoHaHHS IOBi10K B aBTOMATH30BAHOMY PeKHMi
8. 3HaliTH KOopruCcTyBaya B 06a3i JaHWX Ta 3apeeCTPYBATH AJIS BUKOHAHHS JJOBIIKH
OJIH KOpUCTYBa4 2 xB
3Haiitu 6ibmiorpadivHi 3anycy 32 yMOBaMH 3alMTy B 0a3ax JaHMX ( B T.4.
EK). Bukonaru noBijKy:
9. ajzipecHy Oibmiorpadiyny, yroyHow04y 0JTHA JIOBiJIKa 3 xB




10. TEMaTUYHY OJIUH JOKYMEHT 15-20 xB
11. ¢axrorpagiuny OJIUH JOKYMEHT 15-30 xB
12. BipryaneHy (B Mepexi Inrepuer, EK, BJI) OJIUH JOKYMEHT 20-60 xB
13. BuBectn pesynpTat momyKy OiOmiorpadiuHMX 3amuciB  Ha  €KpaH, OJTHH CIIHCOK 2-10 x5
PO3IPYKYBATH CITUCOK
O0utik 6i0iorpadgiuHux 10BiTOK
14, Cucrematu3yBaTH JIOBIIKM 3a THIAMH, 3apeecTpyBaTd B OOJIKOBUX oJlHa 1-2 xB
JIOKyMEHTaX, sIKi IpUIHATI y 6i0mioTeri JIOBijIKa
15. Binibpatn aktyanbHi (CKJIa[Hi) THCBMOBI JOBIIKK A7 ApPXIBY BUKOHAHHX
JIOBIZIOK, IIPOCTaBUTH I1HJEKC, 3pOOUTH OIUC JUIi KapTOTEKH BUKOHAHUX OZiHa 5-8 xB
JOBiIOK JOBiIKa
Hananus xoHcyabTaniiiHol fonomoru 0iast 10BiakoBo-6idaiorpagiynoro
amapary
16. [igrotyBatn 1 mTpoOBeCTH TPYHOBY KOHCYJIbTALilO  (3aHATTS) MPO
KopucTyBaHHs [IbA onHa 60 xB
KOHCYJIbTaLlist
5.3. Bidaiorpagiune ingopmyBanus
Tabnuysa 10
Homep Ha3sga npouecy, onepaiii. Onuuuust Hopma uacy
HOpMH 3micT podoTn BUMIpY
1. 2. 3. 4.
Indopmaniiine 3a0e3neyeHHs1 a0oHeHTIB B cucreMi BHOIpKOBOroO
po3noBcroakeHHs ingopmauii (BPI)
Busisienns ingopmaniiinux norped Ta ¢popMyBaHHS Mepe:Ki a0OHEHTIB
1. Po3pobuti aHkeTy a1 BU3HAYCHHS KOHTHHIGHTY aOOHEHTIB Ta IXHIX
iHpopMauiiHuX notped (3anuTiB). PO3NOBCIOINTH aHKETY OJIHE afiKeTa 1 ron 30 xa
2. OmnparfoBaTi pe3yibTaTi aHKeTyBaHHsA. CKiacTd Ha 0a3l OJEpiKaHMX TaHUX
KapTOTEeKy a0OHEHTIB Ta IXHiX iHpopMaliitHUX NoTpeO (3anuTiB) OftH aboHeHT 1 ron
ITinroToBKa CHrHAJILHOIO NMOBiToMJIeHHs B cucTeMi BPI
3. [lepernsHyTH NOKyMEHTH Ta BimiOpaTH Marepiayid 3rigHO iH(pOpPMaLiiHUX
3anuTiB. O3HaOMUTHCS 31 3MICTOM MarepiaiiB, 3podutu Oibmiorpadiunuii  onme
. . . HOB1IOMJICHHS 2 ron
ONHC, HAMUCATH  AHOTAIil0, MMATOTYBATH O  JAPYKY, Bi/IpaBuTH (5 Hass)
TIOBiTOMJICHHSI, 3pOOHTH BIIMITKH y KapToTeni aDOHEHTIB
BuBuenns edpextuBHocti cucremu BPI
4, [IpoanamizyBatu KapTh 3BOPOTHOTO 3B’S3Ky. BimkopekrtyBatu cuctemy BPI O/lHa 15 x5
3TiJIHO 3 BUCHOBKAMH aHAJi3y KapT 3BOPOTHOTO 3B’SI3KY KapTa
5. IIpoBectrn  amkeTyBaHHs  (cmiBOecimm),  TpoaHaNi3yBaTH  OJCpKaHY
. . . ) OJIH a0OHEHT 1 ron
iH(pOpMaIio, 3aHECTH 3MiHU B KAPTOTEKY aOOHEHTIB
Indopmaniiine 3a0e3neyeHHs1 a0OHEeHTIB B cucTeMi JudepeHLiioBaHOTO
3a0e3nevyenns kepiuuuraa (JI3K)
®DopmyBaHHS MepesKi a00HEHTIB
6. BusHauuti KOJO a0OHEHTIB Ta IxHI iHpoOpMaliiHi moTpedu (3amurTn):
NPOBECTH AaHKETYBaHHS, ONUTYBaHHs], 3i0paTtu iHpoOpMaliio 1o TesieoHy
tomio. CKIacTH KapToTeKy abOHEHTIB, C(HOPMYJIIOBATH TeMH iHPOPMYyBaHHS OZutH aGOHEHT 1 ron
IlinroroBka inopmanilinux MaTepiaais
IlinroroBka onepatuBHoi iHgopmaii 3a MaTepianamMu npecu
7. Ilepernanytn 1 BimiOpatu cTarTi 3 NEpIOOUYIHUX BHIAHb, CKJIACTH OJlHa
6i0miorpadiunmii ommc, O3HAHOMHTHUCH 31 3MICTOM, CKJIAacTH aHOTamiro, | iH(opmaris (5- 4 ron
HiIrOTYBAaTH TEKCT, HAAPYKYBAaTH 10 nasB)
BuBuyenns epextuBHocti cuctemu JI3K
8. Po3poOuty Ta pO3NOBCIONUTH AHKETH, ITPOBECTH AHKETYBaHHS (ONUTYBaHHS,
Oecinn), mpoaHaii3yBaTH Ta y3arajlbHUTH OJiepKaHy iHQopMmamilo, BHECTH | OAWH aDOHEHT 2 rox
BiJITIOBIHI 3MiHU B KAPTOTEKY a0OHCHTIB
I'pynose (inguBinyanbHe) inopMmyBaHHs1 YMTa4iB (a00HEHTIB)
9. Busnauntn Kkoyl0o a0oHeHTIB Ta ixHi iHpoOpMamiiHi NOTpeOM (3amuTH):
NPOBECTH aHKETYBAHHS, ONMUTYBaHHS, c(hOPMYIIIOBATH TeMH iHPOPMYBaHHS, | OAWH AOOHEHT 1 ron
CKJIACTU KapTOTEKY aDOHEHTIB
10. [epernsgnyty 1 BimiOpatu JliTepaTypy BIIIOBIZHO 1O TEMAaTHKH 3alMTIB, OJIUH CIIUCOK 30 xB




3pobuTH GibiiorpadiuHuii onKc, CUCTEMaTU3yBaTH, CKIACTH 1H(GOPMAIIHHUHA
CIHMCOK, 3pOOMTH TO3HAYKM B  KapToTeli Aa0OHEHTIB  TPYHOBOrO
iHQOpMYBaHHS, BINPAaBUTH aOOHEHTaM

11.

[loBimoMuTH T™PO HASABHICTP HOBHX HAIXOIKEHb 3a TEMOIO YCHO (IO
TeneoHy)

oJIHE
IOBITOMJIEHHS

10 xB

IMigroroska 6i6riorpagiuynux orasais JirepaTypu

12.

[ligroToBKa TEMAaTHYHOTO OTJIAAY JITEPaTyPH.
BiniOpaTu HOBiI HaIXOMKEHHS 3TiIHO BU3HAaYeHOI TeMH. [linroTyBaTi KOpOTKi
a”oTamii. BubymyBaTu noriuauii Bukian marepiany. [IpoBectn ormsng

onuH orysia (1o
10 Bumanp)

12-14 rox

13.

[igroryBatu orysin JiTeparypd HOBHX HaIXOMKEHb: O3HAWMOMHTHCH 13
3MICTOM HOBHX JOKYMEHTIB, CHCTEMAaTH3yBaTH MaTepiaj, MiATOTyBaTH TEKCT,
IPOBECTH OIS

onuH orysia (o
10 BugaHb

10-12 rox

IligroroBKa TeMaTHYHOIO MePErsay JiTepaTypu

14,

Bmnauntn TeMy meperismy, CKIACTH TEKCT orojomeHHs (adimi).
Ilepernsanytn Ta BimiOpaTw MOKYMEHTH, 3aMOBHTH Ta OJEpXKaTh iX B
CTPYKTYpPHUX Tizapo3minax. Po3poOutu pyOpukm meperisamy, MiI-TOTyBaTH
Micle eKCIO3Ullii, PO3CTaBUTH JiTeparypy. JleMOoHTyBaTH meperiin Ta
MOBEPHYTH JIITEPATypy y CTPYKTYpHI MipO3IiIn

OJTMH TIeperisijl
(mo 50 BumaHb)

10-15rox

IlinroToBKka nmeperJisily HOBUX HAIXO/JKeHb JiTepaTypu

15.

Cknactu TekcT orojomeHHs (adimi) npo mnepernsan. Ilepermsnyta Ta
BiZiOpaTH JOKYMEHTH, 3aMOBHUTH Ta OJIEpXKAaTH IX Yy CTPYKTYPHHX
HiZpo3aijiax, pO3MONUIMTH 3a Taly3ssMH 3HaHb, MIATOTYBaTH MicIe
eKCIIO3M1Lii, PO3CTaBUTH JiTepaTypy. [leMOHTYBaTH Meperiisil Ta MOBEpHYTH
JiTEepaTypy y CTPYKTYPHI HiIpO3aiian

OJTMH TIeperisil
(mo 50 BmmaHb)

10-12 rox

ITinroroBKa 010J1IeTEHSI HOBUX HAAXO/IKEHb

16.

[lepernsHyTi Ta Bi#iOpaTH MOKYMEHTH 3 MAacHUBY HOBUX HaJXOJKEHb,
CHUCTEMAaTH3yBaTH X 3a Tally3sAMH 3HaHb, 3pooutu Oibmiorpadidni omucw,
CKJIACTH KOPOTKi aHOTamii (3a moTpeO0r0), MOCTaBUTH CHTIH CTPYKTYPHHUX
miapo3ainiB (610mioTeK-(isiit)

OIIMH OFOJIETEHD
(mo 30 moxymeH-
TiB)

10 roxg

Opranizauist Ta npoBeaenns {us ingopmaunii, Jus 6i0aiorpadii

17.

BmHauntn wineoBy aymutopiro, Metry Ta Temy [Hsa iHdopmamii (Jus
Oi0miorpadii). 3abesmeunTH BimOip Ta CHCTEMATH3AIil0 JOKYMCHTIB
BHU3HAYCHOI TeMAaTHUKW. BupimuTm opraHi3amiiiHi TUTaHHSA (Data Ta IUTaH
NPOBEJICHHSI, PO3po0OKa PEKIAMHUX OrOJIONIEHb, 3BEPHEHb, MOBiJOMIICHHS
3alliKaBJICHUX OpTaHi3aIliii, 3ampolIeHHs CIelialicTiB, KOHCYIbTaHTIB TOIIO).
Po3pobuti Ta odopmurH HaouHi GOpMH HOMyNApH3ALil JiTeparypH
(BuctaBkm, neperysiam). IlinroryBatu TexcTu O6i0OmiorpadiyHUX OTJISAIB,
KOHCyJbTalli# Tomo. [Iposectu Jlens indpopmarii (e 6i6miorpadii) 3rigHo
wiany. 3poOuTH aHami3 e()EeKTUBHOCTI 3axOJy: KUIBKICTh BiJBIAyBadiB,
KHUTOBHU/1a4a, OTPAILIOBAHHS aHKET Ta iH.

OJINH
3aximg

36-50 rox

Opranizauisi Ta npoBegenns [Ins cneuianicra

18.

BmsHaunTH miTBOBY ayaUTOpiI0, METy Ta TeMy 3axofay, (GopMmy mpoBeaeHHS
(cramionapHa, BHUi3HA), TEPErVITHYTH 1 BimiOpaTH JOKYMEHTH, CKJIACTH IUIaH
NPOBEIEHHS, PEKJIAMHI OTOJIOUIEHHS, Y3TOAMTH IPOrpaMy i3 3aMOBHHKaMH,
3aIliKaBICHUMH  OpraHi3alisMH, MIiArOTyBaTH TEPErNIAM  JITEpaTypH,
TEeMaTH4YHI BHCTaBKH 3a CIICLiaJbHICTIO, Oibmiorpadivuni orisau, 3aMOBUTH
Jaeknii Ta iH., 3aNpOCUTH  CHELIaJiCTIB, OpraHi3yBaTH 4YepryBaHHA
6i6miorpadiB, KOHCYJIBTAHTIB-CIIEIIANICTIB, TIPOBECTH 3axXif, 3pOOUTH aHai3
e(EeKTHBHOCTI 3aX0y

OJIMH
3axiz

50-70 rox,

6. HaykoBa aisiiibHicTh 0i01i0TeKkHn




6.1. HaykoBo-mocainannbka podora

Tabnuuys 11
Homep Ha3sga npouecy, oneparitii. Oaunuus Hopma uacy
HOPMH 3micT poGoTH BUMIpY
1. 2. 3. 4.
Po3poOka nmporpamu (TeXHIYHOT0 3aBAAHHA) T0CTiZKEHHA
OOTpyHTYBaTH aKTyalbHICTb TEMH, BHSABHUTH 1 OOIPYHTYBAaTH NpOOIEeMHY
CUTyalifo, chopMyIIOBaTH METY, 3aBIAHHSI 1 TiNOTe3y, BU3HAYUTH 00 €KT i
mpeaMeT AociimkeHHs. OOroBOpHTH MaTepial, JOOMPALIOBATH JOKYMEHT
miciist o0roBopeHHs. Hamucarn TekeT JociipKeHHs:
1. EeMIIPUIHOTO XapaKTepy onHa 700 rox
nporpama
2. MJIOTaKHOTO (PO3BiYBAIBHOTO) XapaKTepy oniHa 430 rox
nporpama
3. MPUKJIJTHOTO XapakTepy 3 BAKOPUCTAHHSM BiIOMHUX (anpoOOBaHMX) IpOrpam, oJlHa 250 ron
METOJIMK PETIOHAILHOTO PiBHS nporpama
4, 3 BUKOPHCTaHHSIM HOBUX (He anpo0OOBaHMX) IPOrpaM, METOANK oJHa 335 ron
nporpama
5. (yHaaMeHTaIbHOTO, TEOPETHKO-MI3HABAILHOTO (KOHIIENTYaJILHOTO, oJHa 440 ron
METOJI0JI0TIYHOT0) XapaKTepy nporpama
6. MiHi-€KCIIpec IOCIPKEHHS, JIOKAIBHOI COIIi0JIOTIYHOT PO3BiIKU o/iHa 25 rox
nporpama
Po3poOka MeTOAMKH JA0CTITKEHHS
Hamucat TeKCT METOAMYHUX JOKYMEHTIB 3TiJJHO 3 JOCIHIIKEHHSM, SKe
MPOBOIUTECA. Po3pobutn i oOrpyHTYBaTH BHOIpKY, BHOpaTH METOOH 300py
comionoriyHoi iH(popMamii, OMIcaTH METOOM Ta CXEMH aHaIi3y i 00poOKH
IaHUX. Po3poOuTH METONMYHUIA 1HCTpYMEHTapiid: aHKeTy, iHTepB 10, Oecimdy,
OmaHKM 00JiKy, OJIAaHK CIIOCTEpPEKEHHsI, aHali3 0i0Ti0oTedHOi JOKyMEHTAIlil,
dopMu  Tabmumpb. 3IIMCHUTH eMIIpUYHY  ampoOaIilo  pelxeBaHTHOCTI
CKIQJICHUX  JIOKYMEHTIB, YTOYHHTH 1 JOONPAIIOBATH  METOAWYHHUH
IHCTPYMEHTapii, CKJIACTH OCTATOYHUI BapiaHT JOKyMEHTa
MerTo/11Ka IPOBEACHHS JOCIIJKEHHSL:
7. EMITIPUYHOTO XapaKTepy oJHa 550 ron
METOJIMKA
8. MIOTaXXHOTO (PO3BiAYBAIBLHOTO) XapaKTepy o/1Ha 300 rox
METOJIMKA
9. NPUKJIAJTHOTO XapakTepy 3 BAKOPUCTAHHSAM BiIOMHUX (anpoOOBaHHX) porpam, o/lHa 150 ron
METOJIMK PETIOHAJIBLHOTO PiBHS METOJIMKA
10. 3 BUKOPHUCTaHHAM HOBHUX (HE anpoOOBaHMX) MPOTpaM, METOIUK o/lHa 250 ron
METOJIMKA
11. (hyHIaMEHTaJIBHOTO, TEOPETHKO-TI3HABAILHOTO (KOHIIENTYaJIbHOTO, o/lHa 350 rox
METOJIOJIOTIYHOT0) XapaKkTepy METO/IMKA
12. MiHi-eKCIIpec JOCIiIKEHHS, TOKaJIbHOI COII0IOTIYHOT PO3BIIKH OJlHa 40 rox
METOJIMKA
Opraxizauniiina po0oTa 111010 NPOBeAeHHs OCTiLKeHHS
13. CrBOopUTH IOCTiTHUIBKUH KoMeKTUB. CKiIacTh poOOYHMil IUIaH TPOBEICHHS
JOCIHIKEHHS, Y3TOJUTH HOTro 3 BHKOHABIWIMH. Po3poOutn MeTomuyHi
JIOKYMEHTH IOJ0 30WpaHHs MEPBUHHOI iHpoOpMamii (mopaan iHTEpB roepaM, e 140 ron
criocrepirayaM TOIIO); TPOBECTH IHCTPYKTaX NpauiBHUKIB (iHTEPB’toepiB, HOCHUDICHE
CriocTepiradis Ta iH.)
14. 3nificauTr GibmiorpadiyHe ONpaIoBaHHs TEMH JIOCHTIDKEHHS, poOOTy B apxiBax,
BUBYEHHS HOPMAaTHUBHO-TEXHIYHOI JOKyMeHTarlii, iHdopMalriii mpo aHaioru Ta iHmi OJiHE 40 rox
Marepiaim, sKi CTOCYIOThCS TEMH, IO AOCTIKyeThcs. CriacT 0i0miorpadiuanil | TOCTiHKEHHS
CMHCOK BUKOPHCTAHOT JIiTepaTypH
306ip nepBuHHOI iHpopmanii
15. AmnkeryBasHs (10 15 mo3uiiif) OJIHa 15 xB
aHKeTa
16. OrmmryBanss (10 10 mo3wuii) OJIHE 20 xB
IHTEPB’ 10
17. CroctepesxeHHA 20 xB
OJIMH OJIaHK
18. AHani3yBaHHS CTATUCTHYHUX JOKYMEHTIB oluH 20 xB
JIOKYMEHT

O0podka 1aHuxX




OOpobuTr iH(pOpPMAIII0 HA OCHOBI NEPBHHHUX BUXITHUX JAHUX, OTPUMAHUX
BINMOBITHO JIO MCTOJMKH JOCTIDKCHHS. 3pOOUTH TOMEPEIHIA MiApaxyHOK
BI/ITIOBI/ICH Ha 3anMTaHHs, BMIIICHI B 0OpaHy METOJHMKOIO JOCITIIKEHHS (opMy.
Cximacti poGoui TaOmum. 3aHeCTH NOIEpPeIHi MiACYMKH Yy poOodi TaOwIl.
3nifCHATH TAPaXyHKH, Y TOMY YHCII aOCONFOTHI BENIMYHHM, BiJICOTKH, BUHAYUTH
CepeHi TIOKa3HUKH, Koe(ilieHTH, 3MiHHI MOKa3HUKU Tommo. [linroTyBatn 3BeneHi
Tabmr, crmcku. [lepeHecTn pe3ynmbraTét poOOUNX TAONMMI Y 3BEACHI TaOMI,
3IIHCHIUTH BiIOBITHI T APAXyHKH:
19. Y PYYHOMY PEXKHIMi onHa 300 rox
METOJIMKA
20. B aBTOMaTH30BaHOMY PEXHMi oniHa 400 rox
METOJIMKA
AHaniz o0poOienoi indopmanii, miaroroBka 3Biry, ¢opmyJII0BaHHS
BHCHOBKIB, po3po0ka pexoMeHaii
21. V3arajpHUTH pe3yibTaTH JOCIIPKEHHS, IOPIBHATHU 1X 3 TEOPETUUHUMH MOJICIISIMHL. OJINH
[poanamizyBari onpanboBany iH(opmarito. 3poOMTH BHCHOBKHM, NPUHHATH | aBTOPCHKHN 100 rog
pillIeHHs, 3pOOUTH MPOTHO3 apKyIl
22. Hanucaru 3Bit. Po3poOutn pexoMenarii, iHCTPYKIIT 3 BIPOBaKEHHS
MarepiaiiB HayKOBOTO JOCTIHKEHHS oamH 275 ron
ABTOPCHKUH
apKyImI
[MigroryBatu cTaTTiO 10 30ipHIKA HAYKOBHUX IPAIlh, IPAKTUIHOTO ITOCIOHUKA,
npodeciiHoi mpecu:
23. TEOPETHIHOTO 3MICTY oIuH
AaBTOPCHKUIL 300 roxg
apKyII
24, MPUKIIATHOTO, TIPAKTHIHOTO 3MiCTy oIuH
aBTOPCHKHM 175 ron
apKyI
25. Hanucaty nonoBizap 3a niicyMKaMy HAyKOBOT'O JOCIIIKEHHS oluH
aBTOPCHKUIL 125 ron
apKyIn
26. [TinroryBaty OrssiiM HAyKOBO-IOCITHULIBKOI POOOTH MPOBIAHUX 0i0IIOTEK Ta
0i10;ioTeK HaBYANbHUX 3aKJaJiB KyJIbTYpPHU: NpOaHai3yBaTH MaTepiaju; ouH
po3mrykary, BimiOpaTé myOmikamii mmx 0i0mioTek y (axoBiii mpeci; 3BITH, | aBTOPCHKHUIT 250 ron
JUICepTaliitHi poOOTH; 3MIMCHUTH CHCTEMAaTH3AIlI0, aHalli3, y3aralbHEeHHS X apKyII
MaTepialis
Po3po0ka raayzeBuX JOKYMEHTIB N1ePCIIEKTHBHOTO XapaKTepy
217. Po3pobutn HaykoBHWH TIPOTHO3, TOB’A3aHHH i3 NEPCHEKTUBAMU PO3BHUTKY OJINH
0i0mioTeK perioHy, nepxaBu. HammcaT TekcT aBTOPCHKHIA 250 ron
apKymI
28. [ligroryBaTH KOHIICMIiIO MEPCIIEKTUBHUX HAMPsMIB PO3BUTKY 0i0IIi0TEYHOT oIuH
CIpaBH B PETiOHI, AepkaBi. Hammcatu Tekct aBTOPCHKUIL 250 rox
apKyIn
29. Pozpobutu  1inboBi mporpamu Jyist Mepexi  OiOmiorek (oaHiel  OiGmioTeKH). J—
3ﬂ1HCHmH AIarHOCTHKY ~ CHTYallii, 3OBRIIIHIX 1 BHYIDIMIX BIUMBIE Ha aBTOpCBIu 290 ron
(yHKIIOHYBaHHSI 1 PO3BUTOK Mepexi Oiomorex (oaHiei Gibmiorekn). Bupoburtn
pexomeHaitii, pitnenns. Harnmcaru Teket aprym

Ipumimxu: HopMa 9acy Ha CKJIAIaHHS MpOrpaM, METOJMK, THCTPYKIINA Ia€ThCs HA JOCHTIJHUIIBKUN KOJIEKTHB. ['OJMHU TparieBUTpaT

PO3TOAUISIOTECS

MDK BUKOHABIIIMH 3QJI€KHO BiJT IX HABAHTAKEHHSI.

Z[O mnpouecy HiHFOTOBKI/I PYKOIIUCY A0 APYKY BXOJAUTH: 3a4a PyKOIIMCY HAYKOBOMY PEAAKTOpPY, 06FOB0p€HHH y

BiIiI,
Ha HAYKOBIH paji, JOOMPAIOBAHHS PYKOITUCY.
2. HaykoBo-MeToan4Ha po6oTa
Taonuya 12
Homep HasBa np.ouecy, omnepauii. Ozmn.mm Hopma uacy
HOpMH 3micT podoTu BUMIipy
1. 2. 3. 4.
IlinroTroBKa METOAUYHOI0 NMOCIOHNKA, peKOMeH Al
IIpUHIMIIOBO HOBA PO3POOKA TeMH
1. BuBuntu TeMy, YTOUHWUTH YHUTAIlbKE Ta IIJIHOBE MPH3HAYEHHS TOCIOHMKA, OJINH
pexoMeHpariii. 3ailficHuTi 6i0miorpadiuHe ompamioBaHHA TeMH. BHUBUMTH | aBTOPCHKHI 350 rox
HOPMAaTHUBHO-3aKOHOJABYY JIOKYMEHTAIII0, BHIBUTH 1HQOpPMAIIO TIPO apKyIn




BU3HAYCHY TEMY 3 JIOCBiJy POOOTH BITUM3HSHMX Ta 3apyOiKHHMX 0i0JioTek,
HiATOTYBAaTH TEKCT
2. CkJacTi NpOCHEKT BUAaHHSA, 00roBoputH. JloonpamroBaT micist podbotu 3 OJIMH 16 ron
HAYKOBHM PEJAKTOPOM, PEKOMEHAAIIH Ta 3ayBaKeHb. 3aTBEPAUTH IPOCIIEKT MIPOCTIEKT
Moaudikanis panine po3pod/ieHoi TeMu
3. BusiBuTé Ta BUBYMTH HOBi JOKYMEHTH 1 HAaKOTMYCHHUH 0i0IiOTEKaMH JOCBIif
Ha Temy MOCiOHMKa, pe1.<01v.1eHﬂauiI71; YTOYHUTH TPOCTIEKT, BHECTH 3MiHA o
3TiIHO 3 JOCSTHEHHSIMH 0161i0TeYHO1 Teopii Ta NPAaKTHKHW; MATOTYBATH TEKCT B —— 170 rox
JUTS1 OOTOBOPEHHS; JOOIIPAIFOBATH 32 MiICYMKaMH OOTOBOPEHHS apicym
Po3poOka [O0KyMeHTiB, IO perjamMeHTYIOTh [JislJIbHiCTH Oi0dioTek,
NMOJI0KeHb, IHCTPYKUiii, MPOoeKTiB MOCTAHOB, CTATYTiB, 3aKOHOAABYHX
aKTiB’
IIpyHIIMIIOBO HOBA TeMa
4, BusButi, BHBYUMTH 1 TpoaHANi3yBaTH 3aKOHOIAaBUi Ta HOPMATHBHI onuH
JOKyMEHTH 3a TEeMOIO, HAIHMCaTH TEKCT MPOEKTY JOKYMEHTa, OOTOBOPHUTH, | aBTOPCHKHI 340 ron
JIOOTIPAIIOBATH JOKYMEHT MicCJIsi 00rOBOPEHHS apKymI
5. IIpoBectn ampobamit0 MOKYMEHTIB Ha ©0a3l BH3HAYCHUX O0i0MIOTEK, OJIVH
y3arajJbHUTH OTPUMaHi pe3y/lbTaTh Ta MpPOMO3MLii, MIATOTYBaTH JUIsi | aBTOPCHKHUI 170 ron
3aTBEpKESHHSI apKyIn
Moaudikanis paHime po3po0/eHOro J0OKYMeHTa
6. I[NpoaHainizyBaTy Ta OLIHUTH JOKYMEHT; 3/IHCHUTH MOIIYK 1 BiOIp HOBUX YHMHHHX oluH
JOKyMEHTIB 332 TEMOIO; BHECTH 3MiHM B TEKCT JOKyMEHTa; OOTOBOPHUTH, | aBTOPCHKHI 160 roxg
JIOOTIPALFOBATH 32 MiICYMKaMH 0OTOBOPEHHST; HMiATOTYBATH JI0 3aTBEPLKEHHS apKyII
7. Po3poburrt  MeTomdHI peKOMEHIAIli, IHCTPYKIil, IUIAHA 3 YIPOBAHKCHHS oIuH
HOpPMATHBHOI Ta PETIIAMEHTYIOUOI JJOKYMEHTAIlii; rOTyBaTH A0 ITyOiKamii aBTOPCHKHIA 275 ron
apKyII
Po3poOka 00JaikoBux popm, 3pa3kiB Tabauub
8. YTounutn mnpemMer, 00’€KT, 3MIiCT 00miKkoBOi QopMmmu, BimiOpaTH MOTPiOHI oIuH
TIOKa3HUKH, PO3POOHUTH MakeT OONIiKOBOi (hOpMH, OOTOBOPHUTH, IMIATOTYBAaTH IO | aBTOPCHKUI 150 rox
3aTBEPLKCHHST; PO3POOUTH TaOINMII HOBOTO 3pa3Ky; CHCTEMATHU3YBATH iX apKymI
9. CknacT pekoMeHJamii MO0 BIPOBAKCHHS CTATUCTHYHHX (OPM Y OJIH
MPAKTUKY aBTOPCHKUIL 120 ron
apKyIn
AHaJII3 CTATHCTHYHUX JAHUX
10. 3nificHuTH 30ip CTATUCTMYHUX JIaHUX 3 TOMEPEAHBOIO 3BIPKOIO 13 TMEPBUHHUMH
OOJIIKOBUMH JIOKyMEHTaMH OiONIOTeK, IO 3HAXOAAThCA y cdepi METOMYHOTO | OJHA TaOJULIs 1-2 ron
BIUIUBY
11. 3aroBHUTH CTATUCTUYHI TAOJIHIY 0JTHA TaOIHUII 2-4 ron
12. I[TpoBecTy BIOBI/HI MiIpaxyHKH: MMiICyMKOBHX JIAHHX Ta BI/IHOCHUX TIOKA3HUKIB | OJIHA TaOJIUIIs 2 ron
13. V3aranpHUTH CTaTACTHYHI faHi. [liAroTyBaTW 3BEACHWI JIOKYMEHT IS
3ar0BHEHHs ()OPM JIep»KaBHOT CTATUCTUYHOI 3BITHOCTI Oftia Tab/mILe 4 ron
14. [ligroTyBaTd BHAAHHS WIOAO 3BEACHUX CTATUCTHYHUX JAaHUX JiSUTBHOCTI OJINH
miaBizoMunx 6i0mioTex. Hammcatu nepeMoBy, TEKCTOBHI KOMEHTAp aBTOPCHKUIt 80 roxg
apKymI
IlinroroBKa NMCHMOBOI KOHCYJIbTALIl, METOAMYHOIO JIMCTA
15. BusiButH 1 mpoaHalizyBaTH JOKYMEHTH 32 TEMOIO; BUBYMTH Ta y3arajbHUTH 05
TIOCBII pQGOTH 0i0mioTeK; HamWCcaTH TEKCT KOHCYJbTAIlil, MGTOHHHHOFO aBTOp’CBKI/Iﬁ 170 rox
JMCTa; MIATOTYBaTH /O OOrOBOPEHHs, JOOMNpAIlOBaTH 3a MiJICYyMKaMu apKymI
00roBOPEHHST; MiIrOTYBATH JI0 IPYKY
IlinroroBka orasay AisjabHOCTI 0i0J1i0TeK 32 NEBHOIO TEMATHKOIO
16. YTOYHHTH TeMy OINALy, BU3HAYWUTH XPOHOJOTIYHI MEXi; BUSIBUTH JdO-
KYMCHTH, BimiOpatu iX, BUBYMTH, WIATOTYBaTH CTATHCTHUYHI TaOJIHIIi; O
NpoaHajli3yBaTH; HANUCAaTH TEKCT; OOTOBOPHUTH, JOOMpAIIOBATH IIiCIIs ABTOPChIHH 180 ron
00TroBOpEHHs apryit
Penen3yBaHHsI HAYKOBHX, METOAMYHUY, iHpopMaNLiiHUX MaTepiaJiB
17. [IpounraTu marepiai, oo PELeH3YEThCS. OninuTH ¥oro B HiJ'I.OMy Ta oKpemi ot
YaCTMHM,  BCTAHOBHTH  BI/OBI/HICTH  YHTAUBKOMY i  HUIHOBOMY JIOKYMEHT 15 rox
NPU3HAYCHHIO, HAYKOBHUM 1 METOJIMYHHM BUMOTaM

! Jlo HOpMu Yacy npu CKIafaHHi JOKYMEHTIB, 10 PErIAMEHTYIOTh JisIbHICTh PecITyOIiKaHCHKIX, 00MaCHIX Gi6moTeK,
3aCTOCOBYETHCS TiABUIYBaIbHUN KoedimieHT 1,15.



18. Hanmcatu penensiro 0,25
aBTOPCHKUM 15 ron
apKyII
IMinroroBka nomoBini
19. [Tigibpatn Ta BUBYATH MaTepiaii: JOKYMEHTH, CTATUCTUYHI JaHi, MyOJiKarii onuH
B mpodeciiiHiii mpeci, iHGopMarii, 3BiTH, IHII pKepea, HAHCATH TEKCT | aBTOPCHKHUI 160 rox.
IOTIOBIAl ApKyII
IMigroroBka nekuii, KOHCyabTaLil
Po3pobutn maH Jexii, KOHCYIbTamil, miaiOpatn, BUBUMNTH MaTepian. CKiacTa
CIIHCOK JITepaTypH JI0 JeKIii, KoHCynbTamii. Harmcatu Tekct
20. [lepBuHHA NEKITis OI[H?. 95 rox
JIeKIis
21, [ToBTOpHA NEKIIis 3 ypaxyBaHHSIM HOBOTO MaTepiary o1Ha 15 rox
JIeKIist
22. [lepBuHHA rpynoBa KOHCYJIbTALis omHa 25 rox
KOHYJIbTaLlis
23. [ToBTOpHA rpynoBa KOHCYJBTALS 3 ypaxyBaHHSIM HOBOTO Martepiairy omHa 10 rox
KOHYJIBTaLlis
24. VYcHa iHAMBITyaTbHa KOHCYJIbTALIis oJIHa ‘ | roxn
KOHYJIbTaLlis
25. IligroryBaty BiAMOBIAb HA JIKUCT OJIMH JIUCT 8 roxg
26. [Mepernsa HOBUX HaAXOJKEHb 3aKOHOJIABUMX Ta HOPMATUBHHX JOKYMEHTIB.
3nificHuTy momyk y mepexi Internet. dopmaTyBaHHSI TEKCTY Ta BBEJCHHS Y roinHa 1 rox mwoHs
0a3y maHuX BIIITY
IHuBinyanpHe MiBUILEHHS KBai(ikanii npamiBHUKIB 0i0Ii0TeK:
217. 31 cTa)KeM poOOTH MOHA] 5 POKiB roJvHa 1 roj/THK/IEHb
28. MOJIOJIi CIIEIIaTiCTH roinHa 2 rOJI/THK/ICHb
ITinroTroBKa TpeHiHry, MalicTep-KJacy
29. BusHauutu merty .i 3aBJIAHHS  32XO71Y; pO3poOuTH MPOOJIEMHY CHUTYaLiIo; oM 3aXix 40 rox
CIPOTHO3YBAaTH OYiKyBaHi pe3yJIbTaTH
IlinroroBka MyJbTHMeilHOI pe3eHTallil
30. Ckmactu Te3u, mimiOpatu Ta BinckaHyBaTH (oTorpadii, odopmuru craiian OHH C1aiia | rox
npeseHTanii y mporpami Power Point
ITpoBeneHHsI MPAKTHKYMIB, CTA)KYBaHb, METOAUYHOTO JTHS
Ipakrukym (7-10 ouiB). BuzHaunT Temwu, 3aBoaHHA, BOpaBu. [liqroryBaTtu
0a3y mis mpoBeneHHs. Ckiactd rpadik 1 YTOYHHTH TEPMIHH IPOBEICHHS
3aHsTh
31. ['pymoBuii mpakTUKyM OIIH 45 rox
MPAKTHKYM
32. [HMUBiAyaTEHUHN IPAKTHKYM OIIVIH 40 rox
TPaKTHKYM
CraxysanHs (7—10 pgHiB). YTOYHHTH TEpPMIHM TPOBEICHHS CTaXYBaHHS.
BusiButy nitepaTypy 3 nuTaHHs, 10 BUBYaeThesl. CkiacT mporpamy i rpadik
CT@)KyBaHHsS, BPAaxXOBYIOUM TpodeciiiHy MiAroToBKy ciyxadviB. [liarorysaru
BHCHOBOK IIPO POXOJIPKEHHSI CTa)KyBaHHS
33. I'pymoBe cTaxyBaHHS oJlHE 55 rox
CTa)XXyBaHHS
34. [HnuBigyaneHe cTa)XyBaHHS OJlHE 45 rox
CTa)XXyBaHHs
MeToanuHu NE€HDb
35. BusHauuTu TeMy, 3aBIaHHs, BIpaBU. BUABUTH niTepaTypy 3 TEMH, CKIACTH R — 40 rox
nporpamy
IIpoBeneHHs1 NMPaKTHKHM CTYJEHTIB BHIINX i cepegHiX cHemiajabHUX
HABYAJIBHHX 3aKJAJIiB
36. [Tigrorysatu # opranizyBaty NpakTuKy cryneHTiB (1o 30 muiB). Pospoburu mman
MPAKTUKH, TIOTOJIUTH HOTO 3 KEPIBHUKOM NPAKTHKH (IPEICTABHUKOM HaBYAJIEHOTO
zaxiany). Cknactu rpadik BiJBigyBaHHS CTPYKTYPHHX Mipo3ziniB. OpraHisyBaTu oJHa 90 rox
npakTyHi 3aHaTTs. [linouti miacymku npaktukd. CKIIacTH XapaKTepHCTHKU fpaKTiKa
TIPaKTHKAHTIB
ITpoBeneHHsI NPAKTUYHOTO 3aHATTS
37. IlinroryBati mpakThdHi 3aHATTA. CkigacTu 3aBJaHHS 3 BHKOHAHHS
6i6ni0Tequro' IpOLECYy, SIKUH BUBYAETHCA, .p03p061/m/1 KOHTPOJIBHI OZlHE 20 roxn
3aMUTaHHA, MiATOTYBaTH TEMAaTHYHMI CIIMCOK JITEpaTypH [0 3aBJaHHS. 3aHATTS

Hammcatu te3n




CkJajaHHSA HABYAJIbHOI POrpaMu

38. Busnauutyu ckiajn ciryxadiB. CKIacTH TeMaTHYHHMHN IUIaH, YTOYHUTH MOPSIOK
HaByaHHs. IlifroryBarm peKoMeHJALIHHI CIUCKH JITEpaTypu 3a TeMaMu osHa 105 rog
nporpamMu. OGroBOPHUTH IpOTpaMy nporpama
BigsinyBannsi 6i0;ioTex, BMi3AM y BiIpsiiaKeHHs 3 MeTOI0 BHBYEHHS
po6OTH i HATAHHSA METOAUYHOI JOMOMOTH
39. [linroryBatrics 1O BiAPS/DKEHHS. YTOYHWTH TEPMIHM 1 METY BiAPSIDKEHHS, OJIHE Bijg- 16 rox
O3HAHOMHUTHCS 3 HASBHIMH JOKYMEHTAMH Ta MaTepiajaM{ TOMepeaHiX BUI3IIB i PAMKEHHS
myOumikarii y npeci. CkiracTv iporpamy (I1aH) BiIpsDKeHHS
41. [linroryBaTn OBIAKY 32 HACTIAKAMH BiIPSIDKCHHS OJINH 32-40 rox
aBTOPCHKUIL
apKym1
40. OOroBOpUTH pe3yBTATH BiPSPKCHHS OJHE Bin- 4 rox
PSUKEHHS
42. CKJ1acTH aBAHCOBHA 3BIT OJTUH 3BIT 1 ron
6.3. HaykoBo-0i0aiorpadiuna podora
Tabnuysa 13
Homep Ha3sga npouecy, onepariii. Onununus Hopma uac
HOpMH 3micT podoTu BHMipy P Y
1. 2. 3. 4.
CrnagaHus pexoMeHaaNiliHOTrO oidmiorpadgiunoro nocioHuKa:
TMOKAKYMKA, OTJIsIAY, Oeciau, T0BiTHUKA
1. BH3HAYNTH TEMAaTHKy Ta aipecHicTh mocibuuka'. BusButh i Biibpatn
mokyMeHTd. CKIacTH KapTOTEKy TEPBHHHOTO  BigOOpYy  TOKYMEHTIB.
OszHaifomutHcs de-vizo 31 3MicTOM BifgiOpaHO1 JiTepaTypH.
[Migibpatn Ta 03HAHOMUTHCH 13 pEUEH3IIMH, KPUTHUYHAMH CTATTAMH.
Po3poburn, HammcaTH Ta OOTOBOPHUTH IPOCHEKT. [IpokoHCYmbTYBaTHCA 3i OIIMH
creniajgicTaMH. ABTOPCHKHI 250-300 rox
3pobutn  Gibmiorpagiuni ommcH  OOKyMeHTiB. Hammcatm — aHoTamii apKyII
PEKOMEHAAIIIHOTO XapaKkTepy, BCTYI, nepeaMoBy. CTpyKTypyBaTH MaTepial.
[liaroTyBaT¥ JOMOMIDXKHI MOKAXYUKH, JOAATKH, MiAiOpaTd ITIOCTpaIril.
[TinroryBaTtu KOMEHTapi, NPUMITKH.
OOroBOpHTH NPOEKT MOCiOHKKa. Jl00IpaIfoBaTH 3Ti/IHO i3 3ayBaXEHHIMHU
ITinroToBKa HAYKOBO-A0MOMI’KHOI0 MOKAKYMKA, MOCIOHUKA
BuBuutu Temy. Po3poOutu mpocmekT (3a MOTpeOO - pO3IUPEHHil) 3
IHCTPYKIIiSIMH, METOIUYHMMH peKOMeHJalisiMu. BusButu 1 BiniOpatu
JIOKYMEHTH, Y T.4. iIHO3eMHUMH MoBaMH. O3HaAHOMHTHCS 31 3MICTOM BiiOpaHOi
JTEepaTypy, 3 PeueH3isIMU, KPUTHIHUMHU CTAaTTAMU. 3podutn Oibmiorpadidri
ormmcu. CxiacTé KaproreKy. Hammcatn aHOTamii 9M NMPUMITKH JOBiTKOBOTO
xapaktepy. BW3Ha4MTH BiZOMOCTI [UIi BigOOpaKeHHS Vy IOTOMIKHHUX
MOKXYHMKAX. 3rpyIMyBaTH 3aIlliCH Y MeXax po3niiiB. Hammcatn mepeaMoBy.
[ligroryBaTn MOMOMIKHI TOKaXYUKH, AOAATKHA. [IpoKOHCymbTyBaTHCS 3i
cnemiaigicramu. OOroBopute pykonuc. JloompaioBaTd PYKOMHC 3TiTHO i3
3ayBa)KCHHSIMU
Cxiananss 610siorpadivHOro MOKaKIHKa:
2. aKTyaJIbHOT TEMATUKH OJINH
ABTOPCHKHIA 250-300 rox
apKyIn
3. YHIBEPCAILHOTO 3MICTY OJTUH
ABTOPCHKHIA 280-330 rox
apKyIn
4, PETPOCTIEKTHBHOT'O XapaKTepy OJIH
ABTOPCHKHIA 380-400 rox
apKyII
Ck1amaHHsl 3BeIeHNX KaTAJIOriB KHHJKKOBHX IaM SITOK
5. Pozpoburn mpocniekT. BusBuTH KHIKKOBI Ham’stku. 3pobutn OibmiorpadivHi OJIUH
ormvicy. CKIIACTH JIOBIJIKOBHUH arapaT — JOTOMIKHI TTOKaKYHKH, JIOJIATKH, TIOSSCHEHHS | aBTOPCHKHI 350-400 rox
tomo. Hanmcaru Betyn apKyII
IlinroTroBKa aHOTOBAHOI0 peKoMeHAaliliHOro 0i0JiorpagiyHoro cnucky
6. Busnauntn temy. BusButu i BiniOpatn moxyment. 3pooutu OiOmiorpadiusi OJIUH 80 rox

! Po3pobka mpocnekty mocibuika auB. poszin «HaykoBo-gocigaumpka po6oTay. HopMu dacy Ha pefaryBaHHs IHB. O3
«PenaryBaHHs pyKOIIHCIBY.




onucH. 3rpynyBaru Matepiai. Hamucatu BcTyn ABTOPCHKHH
apKyLI
CkJaJaHHS TEKCTOBOI ekcnpec-iHgopmanii
7. BusiButi 1 BimiOpaTh HAWOUIBIN AaKTyalbHI JOKYMCHTH TICBHOI TEMATHKH, OJIMH
CHCTEMaTH3yBaTH Ta CTUCIO IpopedepyBaTH ix, MiIroTyBaTd A0 NPYKY TEKCT 3 | aBTOPCHKHN 40 ron
6i0iorpadhiYHIMH ONHCaMH JOKYMEHTIB ApKyII
CxkJaananng 6idaiorpagiunoro 3anucy (onucy, anoraiii), pegeparty
8. Cxitactu 6ibmiorpadiqHIA 3aImiic: BUBYUTH JOKYMEHT, CKJIACTH 3ar0JI0BOK OITICY, onIuH 47 xB
HIEPEBIPUTH 3aIHMC, BHECTH BHIIPABJICHHS 3aIHC
CKJlacTH aHOTAIlil0: BUBYUTH Ta MPOAHATI3yBaTH JOKYMEHT, HAIIMCATH TEKCT
aHoTaIll:
9. 10 KHUTH OI[Ha. 8-10 rox
aHOTAaLis
10. IO CTaTTi omHa 3 rox
aHOTAaIlis
11. Cknacti pedepaT: BUBUMTH Ta TPOAHATI3yBaTH JOKYMEHT, Ha SIKUH ONHH
CKJIQIa€ThCs pedpepart, HarmMcaTH TEKCT, BHECTU BUITPABIICHHS pedepar 12-16 ron
Ipumimka: Hopmy 4acy Ha ckinananHs 610iorpagiuHOro nocibHuKa MojJaHo 3 po3paxyHKy poOOTH aBTOPCHKOTO KOJEKTHUBY.
6.4. HaykoBo-oprauizauiiina podora
Tabauys 14
Homep Hassa npouecy, omnepauii. O)mn.mm Hopma uacy
HOPMH 3micT podoTn BHUMIpYy
1. 2. 3. 4.
IlinroroBka i NpoBeleHHSI HAYKOBO-NPAKTHYHOI KOH(pepeHuii
1. Crmacty IDIaH TMHOTOTOBKH. BIBHAYHATH CKIAN OPrKOMITETY Ta YyJYacHHKIB
KoH(epeHtii. Po3poOuTy i 3aTBEpIUTH TPOTpamMy, CKJIACTH TEKCT 3alpOIICHHSL.
OpranizaniiiHi 3axomy (MOTOYHMI 3B’30K 3 YYaCHUKaMH, PO3CHIIKA 3aIlPOLICHb,
MartepiaiiB Ta iH.). Bupodutu mpoekT pekomeraamnii. [linroryBari Matepiam mist .
po3maui  ywacHuKam DiHaHCOBO-TOCTIOApChKe 3a0e3redeHHs  KOH(EpeHLil OAH 3aXIL 220 ron
(odbopmieHHS ~TUIATDKHMX — JIOKYMEHTIB, 3YCTpi4  YYacHHKIB, PpEECTpALli,
po3MillleHHs B TOTeNi Ta iH.). Y4acThb y 3axoil. AHaji3 Ta OILiHKa poOOTH
koH(pepeHiri. [TixouTTs miaCcyMKiB
2. 3i0paTy Te3u JOMOBICH, MAroTYBaTH 0 BHIAHHS OJIVH
aBTOPCHKHH 80 rox
apKyIn
MMiaroroska Ta npoBeeHHs1 ceMiHapy, 3acilaHHs 32 «KKPYIJIUM CTOJOM»
3. Bu3HauuTH y4acHMKIB, KEpIBHHMKa, TEPMIH 1 MICIle TPOBEJICHHS CeMiHapy,
3aciJaHHA 32 «KPYDJIIUM CTOJoM». Po3pobutn nporpamy. 3xiificHuTH 60 rox
iHpopMamiiHe 3a0e3neueHHs (TIOTOYHHH 3B’S30K 3 YYaCHUKAMH, PO3CHIIKA | OJIUH 3aXij
MatepianiB). Peecrtpariis yuacHHKIiB. Yd4acTh y 3axojii. AHami3 Ta OIliHKa
ceMiHapy, 3acilaHHs 338 KKPYTJIHM CTOJIOM)
IlinroroBKa 3acinanb peakoJerii
4, YTouHMTH fAaTy 1 TOPSOOK NeHHWH 3acimaHHs. BimiOpatn Marepiamm mis
00roBOpeHHs, 3a0e3MeYNTH YJYaCHHKIB IiXHIMH KomisMu. [loBimomuTe mpo OnHe 11 rox
3aci/laHHs iieHiB peakosierii. OQOpMHUTH IIPOTOKOI 1 pillleHHs 3acliaHHs
Oprani3zanist 3aciganb npodJIeMHUX KOMIciii, pajJ, TBOPYHX KOJEKTHBIB
5. BuzHauuTH MOpsAIOK AEHHMH 1 ATy NPOBECHHS 3acCillaHHs, YTOUHUTH CKIal
yuacHuUKiB. [liAroTyBaT NMOKYMEHTH, OpraHizaliifHi 3axoay (IOBiJOMIEHHS e 20 ron
npo 3acifanHs, niadip marepianiB). OGopMHUTH ITPOTOKOI i pillIeHHS Jaca

Ipumimxa: Tlpu nipoBezieHHI 3aX0/1iB MIXXHAPOAHOTO PiBHSI IO HOPMH Yacy 3aCTOCOBY€ETHCS T IBUIITYBaIbHIH KoedirieHT — 2,0.
Jlo HOpMH Yacy He BXOJMTh Yac IPOBEIEHHs KOHEpEHIIii, CeMiHapy, METOJUYHOTO JIHS, 3aCi/TaHHs 32 «KPYTJIMM

CTOJIOM» 1 Yac, OB sI3aHKH 3 BUJAHHM MaTtepiaiiB KOH(epeHLii, ceMiHapy Ta iH.

7. Peknama 6i0;1ioTexu Ta 6idrioTedHUX mocayr

Taonuus 15
Homep Ha3sa npouecy, onepariii. Ozmn.mm Hopma uacy
HOpMH 3micT podoTH BUMIipY
1. 2. 3. 4.

Opraxizanisi MacoBHX 3aX0/1iB

Bmsrauntn Temy, HibOBY ayaUTOPiO, BIIMOBINANBHI MiAPO3AUIH Ta 0coOu.
CKJacTy TUIaH MATOTOBKM Ta TPOBEACHHS 3aX01y, PO3POOUTH CIICHApiH,




BU3HAYMTH  BHUCTYHAIOYMX (KOHCYJBTAHTIB, JIEKTOpPIB, KOPHCTYBadiB).
Indopmaniitno 3a0e3neYnTH TPOBEACHHS 3aX0/1y: PO3POOHUTH Ta NPEICTABUTH
HaouHi GopMu poOOTH; OPOPMUTH MakeT adilr, 3aMpOIICHHS, MiATOTYBAaTH
npec-pemi3, iHpopmamito mrst 3MI. IliarotyBaté mpHUMIIIEHHS Ta TEXHIYHI
3aco0u A mpoBeneHHs 3ax0.ry, Po3icnaTy 3amponieH s, MPOBECTH PEECTPAIII0
YYacHHKIB: YUacTh y 3axX0i. 3aIlOBHUTH ITACIIOPT MAaCOBOTO 3aX0y.

1. Oecima OﬂI/I.H 41ox
3axin
2. JiTepaTrypHa roJuHa OﬂI/I.H 41ox
3axin
3. TIPE3EHTAIlisT, 00TOBOPEHHS KHUTH omH 24 rox
3axij
5. JTEepaTypHO-XyI0XKHIN Bedip OfHH 64 rox
3axij
6. Bedip 3alHTaHb 1 BIINOBIAEH, yCHUH )KypHAT OfH 56 rox
3axij
7. JIUTSTYUIA PaHOK OfHH 40 rox
3axij
8. BIKTOpHHA, KOHKYPC, TPa-TI0I0pOXK OfIH 40 rox
3axiq
9. 3acijaHHs KIyOy 3a iHTepecaMu otHH 10 rox
3axin
ITinroroBKa KHUKKOBHX BUCTABOK
Bmsnauntn TeMy, ampecHIiCTh, oOcAT Ta XpoHOJNOTIdHI pamku. Ilimidparn
IOKYMEHTH, CTAaTUCTUIHUH, pakTorpadigHmii, GOTOLTIOCTpAaTHUBHAN MaTepial,
BIJNIOBITHI Kpae3HaBUI NTOKYMEHTH. PO3pOOUTH CTPYKTYypy BHCTaBKH: HA3BH
pO3ILTIB, MiAPO3MALNIB, IWTaTH, 3BEPHEHHS, cHcTeMy mnocwiaHe a0 JBA.
[linroryBaTn  CHHMCOK  IPEACTABICHUX  JOKYMEHTiB.  OpraHizyBaTH
iH(pOopMaLiHHO-pEeKIaMHY POOOTY MIOAO MOMyJspu3amii BHCTaBKU. [linourn
HiICYMKH poOOTH, 3pOOMTH 3amuc B OOJIKOBii TokymeHTauii. /leMoHTYBaTH
BUCTABKY, IIOBEPHYTHU JJOKYMEHTH JI0 MICIIsS MOCTIHHOTO 30epiranHs
TemaTuuHi BUCTaBKHM 3arajibHO0i0Ii0TEUHOrO0 MacmTaldy, OpraHi3oBaHi 3
dhonay 6i10mioTeku. KiJbKICTh EKCIIOHATIB:
10. 025 oniHa
i BI/IC?aBKa 20 ron
11. 050 oJlHa
’ BI/ICiaBKa 25-30 ron
12. 51-100 oJlHa
BI/ICiaBKa 30-35 ron
13. oimpmre 100 oJlHa
BI/ICiaBKa >0 ron
BucraBky 3a TEBHOIO Tamy33l0 3HaHb ab0 TEMOK, OpraHi3oBaHi 3 (QOHIY
Biginy. KinbkicTh eKCOHATIB:
14. 1o 25 OoJlHa 10 rox
BHCTaBKa
15. 110 50 OoJlHa 15 rox
BHCTaBKa
BucraBky, [pUCBSIUEHI KHUTTIO Ta  AISJIBHOCTI  BHAATHHX  JIIOJIEH
(«mepcoHnaniiy). KinpKicTh €KCITOHATIB:
16. 1o 10 oJIHa 10 rox
BHCTaBKa
17. 10-25 oJIHa 15 rox
BHCTaBKa
Opranizailisi TeMaTHYHUX TOJUIb. KiTBKICTh €KCTIOHATIB:
18. J0 5 OJTHA TIOJIUIIS 30 xB
19. 5-10 OJTHA TTOJTUIIS 50 xB
BucTaBky HOBHX Hajxo/keHb. KiJlbKicTh €KCIIOHATIB:
20. o 25 OJIHa 45 xB
BHCTaBKa
21. 25-50 OJIHa 1 ron 20 xB
BHCTaBKa
22. 51-100 OJIHa 3ron
BHCTaBKa

IlinroToBKa /10 NPOBe/IeHHsI PeKJIAMHHX 3aX0iB




Pobora i3 3aco6amu MacoBoi iHdopmauii (3MI)
23. [MigroryBary maker JOKyMEHTIB (IIpec-peli3, 3alpOLIEHHs, OTOJIOMIEHHS) Al | OAMH 3axil 12 ron
IPOBEICHHSI MAaCOBOI'0 3aX0y
24, [liaroTyBaru cTaTTIO Yy ra3ery, *KypHaj; BUCTYIl Ha pajio, 1o TesieOadeHHIO | OJHa CTaTTH, 10 rox
[IOJI0 JISTBHOCTI 010/110TEKN BHCTYI
25. [ligroryBat 1 mnpoBecTH mpec-KOHPEpPEeHII0 Uil KYPHATICTIB IIOAO OJTHA TIpec- 8 rox
KOHKPETHOTO 3aXOy YH AisITBHOCTI 6i0mioTexu (mpec-peni3, MOBiMOMIICHHS, | KoH(e-peHmis
3aIMpOMIeHHS)
Haouna pexjiama 6ibJiorexu
26. [ligroryBatn maKat: poO3pOOMTH MaKeT 3TiTHO 3 BH3HAYCHOIO TEMOIO, | OJIWH IUIaKaT 40 rox
a/IPECHICTIO, HAIOBHEHHSM; 3aTBEPPKCHHS MAKETY, JPYK
27. [MigroryBaru Oyxier (miabip ¢akrorpadidauX i CTaTUCTUYHUX MaTepiamiB (y | oauH OykieT 60 rox
T.4. B apXiBax), cKaHyBaHHs ¢ororpadii, po3podka TEKCTy, MaKEeTyBaHHS,
poboTa 3 pelaKTOpOM, 3aTBEPKEHHS, IPYK)
28. IIpoBectn exckypcito. [IpuiiHATH Ta OQOPMHUTH 3asiBKH, YTOYHUTH TEMHU oJHa 4 ron
EKCKYPCiH 1 CKJIaJl eKCKYPCaHTIB EKCKypCist
Ipumimka: Yac opraHizauii BUCTaBOK JITEpaTypH, IPOBEICHHS MaCOBUX 3aXOIB Ta EKCKYPCil Y HOpMY 4acy HE BXOIMTb.
Jlo HOpM Hacy 3aCTOCOBYIOTHCS ITiJBHIIYBaIbHI KoeillieHTH: pU opraHizanii BUi3HOT BucTaBku — 1,1;
NPY €KCIIOHYBaHHI Ha BHCTAaBIIi JIiTepaTypy iHO3eMHUMHU MoBaMH — 1,6.
PenakuiiiHo-BHIaBHUYA AiIbHICTH 0i0J1ioTeKH
8.1. PeparyBanns pykonucis
Tabnuuysa 16
Homep Hasga npouecy, onepauii. OnuHuus Hopma wacy
HOpMH 3micT podoTn BUMIpYy
1. 2. 3. 4.
PenaryBaHHsi HAYKOBMX i MeTOAUYHUX MaTepiaJiB
IlepeBipka Ta BHUIpaBICHHS PYKONMUCY Y MpOIeCi HMIATOTOBKH HOTO a0
IPYKY: TPUBEICHHSA TEKCTY Y BiANOBIAHICTH i3 YMHHUMH JiTEpaTypHUMHU
HOopMamu, (GOpPMOI0O Ta IIUILOBUM MpPH3HAYCHHAM BHJAHHS Ta IH.
Y3roKeHHs 3 aBTOPOM BHECCHHUX BUIIPABJICHb
1. PenaryBanust moHorpadii, 30ipHMKa HayKOBUX Ipallb, HAyKOBOTO 3BITY, OJIUH
MPaKTHYHOTO TTOCIOHMKA ABTOPCHKUI 60 rox
apKyII
2. PenaryBaHHsS ~METOOUYHHX MaTepialiB: MOCIOHHKIB, pPEKOMEHIAIIH, OJINH
IHCTPYKTUBHO-METOJAMYHHUX JIMCTIB, KOHCYJbTALil, OINSAMIB JISUIBHOCTI | aBTOPCHKHi 60 rox
610Ji0TEK, peneHsiii Ta iH. apKyII
3. PenaryBaHHsT JOKYMEHTIB, 110 pErJaMEHTYIOTh MisJIBHICTh Oi0JioTeK: OJIUH
CTaTYTIB, MMOJIOXKEHb, IHCTPYKIIiH, IPOCKTIB MOCTAHOB, 3aKOHOJIABYMX AKTIB Ta | aBTOPCHKUIi 48 ron
iH. aApKyII
4, PenmaryBaHHS cTaTUCTUYHAX TAaOIHIG, GOPM OOTIKY, 3pa3KiB Ta iH. OITMH
ABTOPCHKUIA 40 rox
apKym
5. PenaryBanHs MaTepiaiiB KOH(DEPEHIIH: TOMOBiIeH, TOBIOMIICHb Ta iH. OJINH
ABTOPCHKUIA 40 rox
apKym
PenaryBanus pexoMeHAaliiHIX oidmiorpadiunmnx NOCiOHUKIB,
PEeTPOCHEKTUBHUX HAYKOBO-JONOMIKHUX MNOKAKYHMKIB, AHATITMYHMX
OrJIsi/liB, 1OBITOK, pedepaTiB, aHOTALI
6. PenaryBanHst pekoMeHaaIiifHOTO 0i0iorpadivHOro MOCiOHNKA: TEMaTUIHOTO OJIUH
MOKAKYNKA, OTIIALY ABTOPCHKUI 50 ron
apKyIn
7. PenaryBaHHs peTpOCIIEKTHBHOTO HAYKOBO-AOMIOMDKHOTO MOKaKYHKa OJTNH
ABTOPCHKHUU 38 roxn
apKyIn
8. PenaryBaHHsS aHaNiTHYHOTO OTNALYy, MJOBIIOKH, pedepaTy, 3BEICHOTO OJIMH
pedepaTHBHOTO OISy, eKCIpec-iHhopMaIlii, aHoTaIii ABTOPCHKHUIA 20 rox
apKym
9. PenaryBanns 6i6miorpadiunoro 3anucy OJIUH 4 xB
3armc
10. KoHTponbHe  pemaryBaHHS: BHYHMTYBAaHHS  PYKOIINCY, KOPEKTYBaHHS, oJHa 7 xB
BUSIBJICHHSI MOJKJIMBUX TIOMMJIOK T HEIOJIKIB CTOpiHKa
Ipumimka. Ilpn penaryBaHHi 3MiIIaHOTO TEKCTY JI0 HOPM 4acy 3aCTOCOBYEThCS I IBUIYBaIbLHUN KoediieHT 1,1




8.2. Ilepexyax Ta 10ONPANIOBAHHSA JPYKOBAHUX TEKCTIiB 3 iIHO3eMHOI MOBH
YKPATHCHKOIO Ta 3 YKPaiHChKOI iHO3eMHMMH MOBaMU

Taonuuys 17
Homep Ha3Ba npouecy, onepamii. OnuHuus Hopma gacy
HOPMH 3micT poGoTH BUMIpY
1. 2. 3. 4.
Ilepekyax TeKCTy 3 iHO3eMHHX MOB YKPaiHCHKOI0
UuTaHHA OpHUTiHANY, aHANI3 TEKCTy, PO3MiTKa HOro 3 BUSBJICHHSIM CKIIQTHUX
TEPMiHIB, TpaMaTHYHUX KOHCTPYKIiH, JEKCHYHUX 3BOPOTIB, MEXOBHUX 1
JKaprOHHHUX TEPMiHIB
1. 3niiCHUTH TIOBHUH MUCHMOBHH ITepeKiIa OIINH
aBTOPCBHKUI 40 rox
apKyIm
2. 3nificHUTH CKOpOYeHUI muchMoBuUi nepeknaf Bix 30 1o 50% OJIMH
aBTOPCHKUH 30 ron
apKyIm
3. 3nificHUTH BUOIPKOBUI MMCHMOBHH TEpeKia] OJIUH
aBTOPCHKUI 28 ron
apKym
IlepekJiaa TeKCTY 3 YKPAiHCHKOI MOBH iHO3eMHUMU
4, 3nidCHUTH TIOBHUI MUCHMOBUH MEepeKIa OJIUH
ABTOPCHKUIA 37 ron
apKymI
TepminoJioriuda po6oTa Npu BUKOHAHHI NHCbMOBOI0 NEePeKJIa1y
5. Bimmykati 3a3HadeHi B OpWriHaji He3HailoMi abo HE3po3ymisi TepMmiHH i
CKOPOYCHHS y CIIOBHHKOBO-NIOBIIKOBi# siteparypi. [liniOpaTu BimmoBimHuit Té);llxl;li}; 29 xB
TEpMiHYy €KBIBAJICHT, pO3IIN(PYBATH CKOPOUCHHS cxopoqu’Hﬂ
1. 2. 3. 4.
Koncyabrauis 3i cneniagicrammu
6. 3’scyBaTn TPaBWIBHICTh BHUKJIAAYy YAaCTHH TEKCTYy 32 MaJ03HaHOMOIO OJHa 40 xB
TEMATHKOI0. Y TOYHHUTH BiTIOBITHICTH MEPEKIAAy IO OPUTiHAITY KOHCYIIGTAITisT
Cxanaganns 6i0siorpagiynoro 3anucy
7. Ckinactu OibmiorpadiuyHuil 3amuc mnepekiagy 3a JaHUMH, B3STHMH 3
OJIMH OIIHC 12 xB
TUTYJIBHOTO apKyllia NepeKiiaay
BuuuTyBaHHs | KOpeKTYpa nepexJyiaay
8. [TepeBipyTH NPaBUIBHICTH PO3TAIYBaHHS BiJUIPYKOBAHOT'O TEKCTY. 3BIPUTH 3 OJIUH
pyKornucoMm. 31HCHUTH PABKY ABTOPCHKUI 4 ron
apKyI
ITpumimxka. HopMu gacy nepet6a4aroTh Ipy BUKOHAHHI IEpeKJIa/liB 3 iIHO3eMHOI MOBH 200 1HO3EMHOIO 3aCTOCYBaHHS

i ABUITYBaIBHOTO KoedimieHTy 1,3.

8.3. lonomizkHO-TexHiYHA podoTa

Taonuuysn 18
Homep Ha3zBa npouecy, onepauii. O)Jl/IH.l/I].[ﬂ Hopma uacy
HOPMH 3micT podoTn BHUMIpYy
1. 2. 3. 4.
Po6oTH, siki BUKOHYIOThHCSl HA IPYKapchKiil MalIMHI
OTprMaTH aBTOPCHKHUN OPUTiHAJ, 03HAHOMHUTHUCS 3 HUM, HAQIPYKYBaTH TEKCT:
1. yepes 2 iHTepBaIn OJIHa CTOpiHKA 15 xB
2. yepes 1,5 iHTepBanm OJIHa CTOpiHKA 20 xB
3. gepe3 | iHTepBan 0JIHA CTOpiHKa 25 XB
4. HanpykysaTtu Tadumio 0JTHA CTOpiHKA 30 xB
5. HanpyxysaTu 6i0stiorpadiuynuii 3amnuc OJIUH 3aIUC 5 xB
PoGoTn, siki BHKOHYIOTECSI HA KOMIT' 10Tepi
6. BBectn Tekct y komm’rortep (3miHCHMTH QopMarTyBaHHS ~JIOKYMEHTa: oJlHa 15 x8
BU3HAYUTH IIapaMETPH CTOPIHKH, PO3MipH iHTEpBaJIiB, KETJIb MIPUQTIB TOLIO) CTOpiHKa
7. Habpatu Tabnuito OJIHa 20 xB
CTOpiHKa
8. Habparu 6i0miorpadiunuii 3anuc OJIUH 3aIUC 5 xB
9. BrecTn penaxiiiiai mpaBKu 0JIHa CTOpiHKA 5 xB
10. PO3IPYKYBATH TEKCT HA IPUHTEP] ojHa 2-7 xB
CTOpiHKA




Bepcranns Tekcry y nporpamax Page Maker, Qwark XPress Ta iH.
11. BusHauntn MakeT BUWAAHHSA, 3MIMCHUTH BEPCTKY TEKCTY Vy BiINOBiIHIN OJINH 16 rox
mporpami, 0pOPMUTH TUTYJI, 3BOPOT TUTYITY, BUXiHI TaHi Ta iH. JPYKOBaHUH
APKyII
12. Bruntatén curHanbHAN TPUMIPHUK (BEpCTKY BHAAHHSA), BHECTH IIPaBKH, onIuH 1 rox 30 xB
PO3IpyKyBaTH Ha IPUHTEPI IPYKOBaHUH
ApKyII
IHpumimku: Tlpu qpyKyBaHHI TEKCTY HA MAIMHII 3 JATHHCHKAM IIPU(TOM JO HOPMH YacCy JOIA€THCS IiIBUIYBaTbHUN
koedimient 1,3.
“Yac apyky ommiei cropinku hopmaty A-4 3aneKuTh Bil THILY HPHHTEpA.
9. Po6oTa 3 opranizanii npauni Ta ynpapjaiHHsI
Taonuusa 19
Homep Ha3Ba npouecy, onepamii. Onuuunus Hopma uacy
HOPMH 3micT poGoTH BUMIpY
1. 2. 3. 4.
IInanyBaHHsA po6oTH
3ibpatn, mpoaHaNi3yBaTH MOTOYHY iH(pOpPMAIi0; BH3HAYUTH OCHOBHI
3aBIAHHS POKY, YTOYHHTH TEpMiHH BHUKOHAaHHS 3aBlIaHb, BUKOHABIIIB,
HAIMCATH TIOSACHIOBAJIBHY 3amucKy. [liITOTyBaTH WPOEKT IUIAHY [0
00TOBOpPEHHS Ha BCIX PIBHAX, JTOOMPAIIOBATH Ticis odroBoperHs. [lomatu Ha
Y3TOJDKEHHS 1 3aTBEPPKSHHSI:
1. IUTaH 0i10IOTEKH OJIMH IUIaH 150 rox
2. TUTaH CTPYKTYPHOTO TiAPO3ILTY OJTH TIJIaH 60 rox
IHonennuii 00J1ik poO0TH B CTPYKTYPHHUX IiApo3aijiax 2 ron
3BeleHU CTATUCTUYHUM 001K y OidmioTeni
ITinOuTH miACYMKH 32 OCHOBHHMH OKa3HUKAMU JISUTBHOCTI 010110TeKH 3a:
3. MICSIIb OJIVH
15 xB
3ammc
4, KBapTal OJIUH 20 xB
3ammc
5. pIK OJIUH 25 xB
3ammc
CkJaanaHHs 3BiTiB
6. [TpuitHATH TJIaHOBO-3BITHI JIOKyMEHTH BiJl CTPYKTYPHUX MiJApPO3IUIIB 3
BUOIPKOBOIO TEPEBIPKOIO BiJIOBIIHOCTI CTATUCTUYHUX IaHUX MEPBUHHUM OZIHH 15 xB
00JIIKOBUM JJOKYMEHTaM AOKYMEHT
7. CkJiacTH 3Be/ieHy TaOJIMII0 OCHOBHUX MOKa3HUKIB. [IpoananizyBatu naHi oJlHa | rox
TaOIUIIA
CKkIlacTH aHANITUYHUHN 3BIT: TPOAHANI3YBATH [iSUTBHICTH MiAPO3ALTIB 1
0i0mioTeKHW, BIA3HAYUTH 3MIHH 3a PIK, HANHCATH TEKCT, MOJAaTH Ha
Y3TOKCHHS Ta 3aTBEPKCHHS
8. 3BIT 010MIOTEKH 32 PiK OJIMH 3BIT 90 rox
9. 3BIT CTPYKTYPHOTO MiAPO3IILTY 32 PiK OJTH 3BIT 30 rox
CKIIacTH 1HAWBINYANbHUH IJIaH, 3BIT NPaIliBHUKA 34!
10. KBapTaj OJIMH IUIaH 8 rox
11. pik OJIMH TIJIaH 16 Tox
3BiT nepen KOPUCTYBAYaMHU i HaceJCHHAM !
13. Busnauntu JaTy IPOBEACHHSA SBiTy, TIOPSA 0K HCHHHﬁ, 3arpoCUTH KOpI/ICTyBaqu, HaCCJICHH,
TPECTABHMKIB BIAHUX CTPYKTYp Ta TPOMAICHKHX opraH13a.L51ﬁ, MapTHEpIB i CHOHCOpiB.. oz 30 rox
IlixroryBaTu mpec-peni3 3 KOPOTKHM 3BiTOM, HamHCaTH ClieHapili, y3aralbHUTH 3ayBakKeHHS 1 3axif
IPONO3HILT KOPUCTYBAYiB Ta XKUTEJIB IPOMaJI¥, CKJIACTH IUIaH iX peasizamii. YuacTs y 3axoxi
IlinroroBka BUPOOHHYHX Hapau1
Busnauntu TIOpsA 0K Z[eHHP[ﬁ, KOJI0 yqaCHHKiB, l'li)ITOTyBaTH KOpOTKI/Iﬁ BHUKJIaa ITATaHb,
3aIIpOCUTH YYACHUKIB Hapaau, MATrOTYBAaTHU IPUMILICHHS!
14. Hapa/ia npaliBHUKIB 0i0mioTeKH ofHa 6 ron
Hapazaa
15. Hapa/ia MpaliBHUKIB CTPYKTYPHOTO IiIpO3aiTy oJHa 41ox
Hapaznga
16. orepaTHBHA HapaJa oJHa 30 xB
Hapaja

! Yac npoBesenns 3BiTY mepe KOPUCTYBaYaMHU Ta HACEICHHSAM i HAPA/ 0 HOPM Yacy He BXOJIUTb.




