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Tunosi HopMu
4acy Ha OCHOBHI mpouecu 0i0,1i0Te4Hoi podoTn

1. 3arajgbHa yacTuHa

1.1 TunoBi HOpMHU Yacy Ha OCHOBHI mIpouecu 0106mioredHoi podotu (mami — Hopmn)
MpU3HAYEH] JJI1 BU3HAUEHHS LITAaTHOI KUIBKOCTI MPAliBHUKIB 010J110TEK, IUIaHyBaHHSA POOOTH,
BHJIaul HOPMOBAHUX 3aBJaHb HaIlIOHAJIBHUX 1 JAep>KaBHUX O010J110TEK, K1 BIIHOCATHCS A0 chepu
yrpaBiiiHHA MiHICTepCTBa KyJIbTYypHU 1 TYpU3My YKpaiHM 1 PEKOMEHJIOBaH1 JJis 3aCTOCYBaHHS Y
nyOaiyHuX 616110TeKax cgepu BIIMBY MiHICTEpCTBa KYJIBTYpH 1 TYpU3MYy Y KpaiHu.

1.2. B ocHOBY po3po0ku Hopm mokiiaieHo CTaTUCTUYHI JIaHl, Pe3yJIbTaTH XPOHOMETPaKHUX
Ta MOMEHTHHX CIIOCTEpEKEHb, NMPOBEACHUX Yy XOJl1 ampolalii B HalllOHAJIbHUX, JEP>KAaBHHUX,
o0NlacHUX YHIBEpCAJIbHUX HAayKOBHX O010j10Tekax, B oOjacHUX Oi0mioTekax s AiTed Ta B
oOnacHux O10mioTekax juig roHautBa. Has3Bu mporeciB, omepauiii y Hopmax 3acrocoani
BIIMOBITHO /IO JIEpXKaBHUX CTaHAAPTIB Ta MDKICP)KaBHUX CTaHIAPTIB, paTH(IKOBAaHUX
VYkpaiHoro.

1.3. Hopmu BCcTaHOBIIEHO HA TaKi HANpPSAMU AiSIIbHOCTI 010J110TEKHU:

— TIOMOBHEHHS 010oTeuHoro poHIy;

— 06i6mioreyHa 00poOKa Ta KaTalorizyBaHHs JOKYMEHTIB,
— opranizarfis 6i16;moreunoro GoHmy;

— HaJaHHA MOCTYT KOPUCTYBavyam;

— HaJlaHH$ JOB1IKOBO-0101i0rpadiuHuX MOCTYT;

— HayKOBa;

— pekyama 616710TeKu Ta 010,110TeYHUX MOCIIYT;

— penakiiiiHO-BHUIaBHUYA,

— poboTa 3 oprasi3zaiiii mparyi Ta yrnpaBiiHHS.

1.4. Y Hopmax BpaxoBaHO 4ac Ha MiJrOTOBYO-3aKIIIOUHI pOoOOTH, sIKUK cTaHOBUTH 10% Bif
orepatuBHOTO dYacy. B okpemux Bumankax 10 Hopm 3acTOCOBYIOTBCS —MiJBHIYBalbHI
KOeQiIiEHTH Ta 0COOIMBOCTI pOOOTH B aBTOMATU30BAHOMY PEKHMI.

1.5. Ha poGoTH 3 po3poOKu mporpam, METOAUK, METOANKO-0101i0rpadiyHIX NOCIOHUKIB 3a
OJMHWIIIO BHMIPIOBaHHS TPUHHATO OJUH JOKYMEHT a00 OJIWH aBTOpChKHid apkym. Hopmu
BCTaHOBJICHO y TOJIMHAX, XBUIMHAX, CEKYH/IaX HAa OJIHY OJMHUIIIO0 BUMIPIOBAHHS.

1.6. Bibmiorekam Hama€eTbcs MPaBO PO3POONATH Ta BIPOBAHKYBATH B YCTAHOBICHOMY
MOPSIAKY BJaCHI HOPMH 4acy, SKIIO BOHU BiAMOBIAAIOTH ORI BUCOKIM MPOTYKTUBHOCTI Mpalli,
ab0 3MICT TEXHOJOTIYHOTO TPOIECY Ma€ MiABUIICHY CKIATHICTh Ta OIIbIIY JIeTani3alliio,
BH3Ha4YeHI IMMU TUIIOBUMHU HOpMaMHU.



I1. Hopmu yacy
HAa OCHOBHI npouecu 0i0JioTeuHol podoTH

1. IlonoBHeHHs 0ibaioTeuHoro ponay

Tabauuys 1
Howmep Ha3zBa npouecy, onepariii. Onunuusa Hopma acy
HOpMH 3micT podoTn BUMipy
1. 2. 3. 4.
IHoTouHe kKoMIIeKTyBaHHs 0id1ioTeuHOr0 (QoHIY
1. [lepernsiHyTH KHUTOBHIaBHUYY Ta KHUTOTOPTOBEIHHY 1H(MOpMAIIit0 ofHa 1 xs
MO3HIIis
2. BceranoBuTH raimy3s 3HaHb 1 BUJ TOTPiOHOTO OibioTeri ILOKYMCHTal. oJlHa | xB
BusnaunTti HEOOX1THICTh HOTO TTPHIOAHHS TTO3HUIIIS
3. [lepermsin KapTOTeKHW HE33JOBOJIEHOTO IOMHUTY. AHATI3 BIIMOB I OJTHa 2B
BUSIBJICHHS JIOKYMEHTIB, TOTPIOHUX YIS TOKOMIUICKTYBaHHS BiaAMOBa
4. Bu3HauNTH KITBKICTh IPUMIPHUKIB AJ151 3aMOBJICHHS oJlHa 1 xB
TTO3UILisT
5. OdopmuTH 3aMOBIIEeHHS. 3a3HAYATH KUTBKICTh MPUMIPHUKIB, BapTiCTh
3aMOBJICHHS, BKa3aTH JaTy O/IHa HasBa 3 X8
6. OdopmuTH 3aMOBIICHHS Ha MPUAOAHHS 3apYOKHUX TOKYMEHTIB OJIMH | roa 30 xB
JIOKYMEHT
PoGoTa B aBTOMATH30BAHOMY PeKHMI
7. BBecTr 3aMoBIIeHHS B 0623y JaHUX MOTOYHOTO KOMIUIEKTYBaHHS 0JTHa HA3Ba 3 xB
8. Binpenarysaru BBesicHi y 0a3y JaHUX BiJJOMOCTI ITPO 3aMOBJICHHS OJIHA Ha3Ba 2 XB
9. Po3apykyBatu 1aHi MOTOYHOTO KOMIUIEKTYBaHHS oJlHa 1x8
CTOpiHKa
CTBOpEHHSI KAPTOTEKH NOTOYHOI'0 KOMILJIEKTYBAHHS
10. O(b(-)pM-I/ITI/I KapTKy-3aMOBIICHHS:  3a3HAYNTH  aBTOA, 3arojoBOK, oia
BUXI/IHi JIaHi, KiTbKiCTh 3aMOBIEHHX TPUMIPHUKIB, POMOALT 32 KapTKa 3 xB
CTPYKTYPHHUMH TiApo3inamu, 0i0mioTekaMu-QiutisasMu
11. Po3craBuTi KapTKM 3a a0ETKOIO MpI3BHI aBTOPiB ab0 3aroJIOBKIiB OJTHA 50 ¢
BUJIaHb Y KaPTOTEKY MOTOYHOTO KOMIUIEKTYBaHHS KapTKa
CkJ1aiaHHA ONIEPATHBHOIO (MIOTOYHOI0) IJIAHY KOMILICKTYBAHHSA
12. Cknactu mnas popmysanHs 0i6nioTeuHoro GoHIY Ha MOTOYHHUM PiK 3a
KUIBKICHUMH ~ TIoOKa3HuKamu.  [ligroryBaru  TaOnwmii:  o0csary OJlHa 1ron
HA/JIXO/DKEHb Ta BHUOYTTS, JDKEpeNl KOMIUIEKTYBaHHS, Taly3eBOro MO3HIIis
CKJIaJly, 32 BUJJAMH, MOBaMH, KOIITOPUCY BUTPAT
IlepeaniiaTa nepioAMYHNX BUJAHD
13. [NepernsHyTr KaTalord TMEPiOAWYHUX BWAAaHb, BH3HAYHTH HAa3BH oJTHa 1 xB
MepioIMYHUX BUJIaHb JUTS TIEpeITLIaTH Ha3Ba
14, y?a.l"aJ'ILHI/ITI/I 3aMOBJICHHS BiJ migpo3ainiB OibmioTexu (Oi0mioTek- o
(bimniit) Ha mepeArIaTy nepioNMYHUX BUIaHb SAMOBIICHISL 2 xB
15. 3BipUTH 3aMOBJICHHS Ha MEpeAIIIaTy NepioJJUuHIX BUJaHb MIOTOYHOTO
POKY 3 IIEPEIIIIATOI0 MUHYJIOTO POKY JUlsl BUABJICHHS 3MiH y Ha3Bax Ta oJHe 14 ¢
1iHi. 3poOuTH HEOOXiTHI MO3HAYKN 3aMOBJICHHSI
16. 3BipUTH BUXIOHI JaHi 3apyODKHHUX MEPIOAMYHUX BHUIAHb, SKi
3aMOBIIAIOTCS BIIEpIIE, 3 6i0miorpadiyHIMHU AOBIAHUKAMH T2 iHIIUMH o
1HpOpMaLliHHIMH JKEepeTlaMu SAMOBIICHHS 15 xB
17. Odopmutn 3amMoBIIeHHs Ha niepeamiaty. [ligpaxysatu BapTicTh nepea- oJlHa 3 xB

! JlokyMeHT — MatepianbHuit 06°eKT i3 3a(iKCOBAHOIO Ha HHOMY iH(OPMAIIIEI0 Y BUTIISII TEKCTY, 3BYKO3AIHCY 260 306PaKEHHSL.
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IJIaTH 3 ypaxyBaHHSAM JIOCTaBKH, 3allOBHUTH KBUTAHIII0 a0DOHEMEHTA
Ha MIepioTNYHI BUTAHHS

TTO3UILIS

18. Odopmutn peecTpartiiny KapTKy JUIsl KapTOTEKH IEePiOAHMIHUX
BuAaHb. [IpocTaBuTH Ha KapTLi 1HIACKC, PiK, MEPIOAMYHICTD, KIJIBKICTD | OJHA KapTKa 5 xB
3aMOBJICHUX KOMIUIEKTIB, CUTJIM CTPYKTYPHHX MiAPO3ALIIiB
PoGoTa B aBTOMaTH30BaHOMY peKUMi
19. BBecTr 3aMOBJICHHS Ha MEPiOIUYHI BUIAAHHS J0 033U TaHUX OJIHA KapTKa 5 XB
20. CkopuryBaty 3aMOBJICHHS. BuBecTH Ha €KpaH CIHCOK NEpPiOIUYHUX
. OJIHA Ha3Ba 2 XB
BHJaHb. BHecTH 3M1HM
JlucryBaHHs 3 KHHUT'OTOPTOBeJIbHIMHU opra”izauismu,
BHAABHHIITBAMH, 0i0J1ioTEKAMH TOIIO
21. CxutacTy, HaIPyKyBaTH TEKCT JIFCTA (3aIUTy, MIPETeH3ii), 3apeecTpyBaTH y
KHU31 BHXIJHUX JOKYMEHTIB (TIDOCTaBUTH [aTy, MOPSIKOBHM HOMEpP, | OIMH JIHCT 30 xB
3a3HAYMTH HA3BY OpraHi3allii, KOpOTKO BHKJIACTH 3MICT JIUCTA)
JokoMIuIeKTyBaHHA 0i01i0TedHOr0 hoHAY
22. Y3arabHUTH 3alUTH CTPYKTYPHHX MMiApo3ainiB, ¢imiit LIBC. OJIMH 1x810 ¢
BxutrounTy 3aMOBJIEHHSI 1O KAPTOTEKU JOKOMIUIEKTYBAHHSI JOKYMEHT
23. Cxiiactu OiOniorpadgiuauii 3amuc. 3a3HAYMTH KiJIBKICTh MOTPIOHUX
. . . .. OJIHA KapTKa 3 xB
MPUMIPHHUKIB i CHIIM CTPYKTYPHHUX MiAPO3/IiTiB
24. Po3cTaBUTH KapTKH y KapTOTEKY JOKOMIICKTYBaHHS 0JlHAa KapTKa 5 xB
25. [lepernsiHyTr HamoOBHEHHS CHCTEMATHYHOTO KAaTajory 3a Ppi3HUMH
acreKTamu (Tamy3sMH 3HaHb, BUIAMH, POKaMH Ta iH.). 3iCTaBUTH OTpHUMaHi oJlHa 10 ¢
JaHi 3 TEMAaTHYHO-THIOJOTIYHUM (IIEPCTIEKTUBHUM) IDIaHOM KOMILIEK- KapTKa
TyBaHHS. Y TOYHUTH, BHECTH KOPEKTHBH J0 IJIaHY KOMIUICKTYBaHHS
Bindip noxkymenTiB 3 oOmMiHHUX doHaiB OidadioTexk A
JAOKOMILIEKTYBAHHSA
26. PosrsiHyTi  mporio3utii  (MepersisiHyTH  CIMCKH, KapTOTeKH OOMIHHHX
(onziB GibTIOTEK), 3BIPUTH 3 KATAIOrAMU Ta KapPTOTEKOIO JI0 KOMIUIEKTY- |  onpa Haspa 3 xB
BaHH 010J1I0TEKHU-OTPUMYBaYa, BiiOpaTH OTPiOHI HA3BU
27. Biniopatu moxymentu de-viso 3 oOMiHHOTO pOHITY OJIUH
JOKYMEHT 3 xB
IlpuiiMmaHHs JOKyYMeHTIiB, 10 HAAIIM i3 CcynpoBiAHMMH
AOKYMEHTaMH
28. [pwuitasaTy 6aHAEPOITi, TOCHUIIKU OJlIHA
OaH/IepOITh, 1 xB
MOCHJIKA
29. Poskiactu 6GaHaepodi, MOCKIIKK 33 eKCIICAUIIIHHIMH HOMEpaMH oJTHa
OaH/IepOITh, 30c
MOCHJIKA
30. PosnakyBaTu GaHaepoIIi, MOCHIKH oJlHa
OaH/IepOITh, 30c¢c
MOCHJIKA
31. Posknactn nokymentn 3a angapiToM aBTOpiB ab0 Ha3B, 3BIpHTH 13
CYTIPOBITHUM JIOKYMEHTOM: BUJIATKOBOIO HAKJIAJHOK, YEKOM, aKTOM TOIIIO. onHa
[lpoctaButy 1iHy Ha BHIOaHHI, MiAPaXyBaTH KUIBKICT NPHMIPHHKIB, Ganziepor, 2xB
3arajbHy BapTiCTh TOKYMEHTIB TocuiTka
IlpuiiMmaHHs [JOKYMEHTIB, W0 HagiHmIu 06e3 CyNmpoBiIHHUX
JOKYMEHTIB
32. [Mixibparu nokymeHnTu 3a andapitom OZIMH 30 cex
JIOKYMEHT
33. BusHaunTH LiHY 32 OLIHKOIO KOMICii Ha OCHOBI Heperisiay Npaicis,
AHAJIOTIYHUX BUAAHb, OYKIHICTUYHOIO KaTajJory TOLIO, NPOCTaBUTU | OJHA Ha3Ba 6 xB
I[iHy Ha JJOKYMEHTI Ta IiJICYyMYBaTH 3arajibHy BapTiCTh JIOKYMEHTIB
34. CKJIaCTH aKT MPUIMaHHS JIOKYMEHTIB OJIMH aKT 10 xB
35. CKIIaCTH CIIMCOK JIOKYMEHTIB /IO aKTy OJIHA Ha3Ba 1 xB
36. [IpocTaBuTH 1ITEMIENb HA TUTYJIBHOMY apKylii Ta Ha 17 cropiHumi OJIVH 36¢c
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JOKYMEHTa JOKYMEHT
3BipAHHA TOKYMEHTIB, 110 HATIAILIH, 3 KAPTOTEKOW MOTOYHOIO
KOMILJIEKTYBaHHS
37. 3BipUTH  OTpUMaHMH  JOKYMEHT i3 KapTOTEKO  IOTOYHOTO OJlHa | xB
KOMILICKTYBaHHS, 3p0OUTH MOTPiOHI MO3HAUKU KapTKa
38. IlocTaBuTn KapTKy y KapTOTEKy IIOTOYHOIO KOMIUIEKTYBaHHS 3a oJlHa 25
PO3IITFHUKOM «BUKOHAHI 3aMOBIICHHSD» KapTKa
IIpuiimanHs Ta 00J1iK NepiofMIHNX BUAAHD
39. [TiziOpatu oTpuMaHi )KypHaJIU Ta ra3eTd, BIAMITHTH HOMEp, NaTy BH- OJIMH 2 B
JTAHHSI B peECTpamiifHii KapTii KapTOTEKH OONIKY NEPiOANIHIX BUAAHD | JTOKYMEHT
40. [IpocTaBuTH mTEMITENHh HAa IEPIOAUIHOMY BHIAHHI OJIMH 18 ¢
JOKYMEHT
CymapHuii 00J1iKk JOKYMEHTIB
41. JlokyMeHTH, OTpuMaHi 3a OIHWM CYNPOBIAHUM JIOKYMEHTOM,
PO3KIIACTH 33  BUJAMH, Taly3sMH 3HAHb, MOBaMH, n§peBipHTH OJINH | xB
KUTBKICTh Ta BIAMOBIIHICTD AOKYMEHTIB. BU3HAaUMTH KiNbKiCTh Ha3B. | JOKYMEHT
[TigpaxyBaTu BapTicTh maprii
42. 3pobutn BianosigHi 3anvcu y Kamsi cymaproro o6miky (Uactuna I) OJHA
napTist 6 x8
43. [TigpaxyBaTi MOCTOPIHKOBO 3a MO3UIIISIMU (IO KOJOHKaxX) AaHi KHuTH onHa S B
CyMapHOTro 00Ky, IEPEHECTH PEe3yIbTaTH Ha HACTYIHY CTOPIHKY KOJIOHKa
44, OdopmuTH CynpoBigHUN TOKYMEHT (BHIATKOBA HaKJalHA, aKT TOIIO) oJlHa 15 xB
JUIS TIepeadi B Oyxrantepiro KOJIOHKa
45, 3Biput  (iHAHCOBI  JOKYMEHTH BiIJiIy KOMIUIEKTYBaHHSA 3 OJIVH 2 xB
BiNOBiTHUMU (PiHAHCOBUMH JOKYMEHTaMu Oyxrantepii JIOKYMEHT
InauBinyanabHuii 00J1iK TOKYMEHTIB
46. Odopmutu HOBY iHBEHTAapHY KHHTY: NPOHYMEpYBATH CTODIHKH, — | rox
MPOIIUTH, CKPIIUTH HEYATKOIO
47. [IpocTraBuTH iHBEHTapHI HOMEPH B IHBEHTAPHIN KHU31 oJlHa S B
CTOpiHKa
48. 3anmcaTté JOKYMEHTH 3a BCTAHOBJIICHOK (OPMOIO 110 IHBEHTapHOI OJIVH 3 xB
KHUTH JOKYMEHT
49. [IpoctaBuTH iHBEHTapHHUN HOMEp Ha JOKYMEHTI (THTYJIbHAa CTOPiHKa OJIMH 1 xB
Ta 17) JIOKYMEHT
50. OdopMuty  KapTKy IHAMBIAYalnbHOrOo OOJIKY JOKYMEHTY MJIs
00JIIKOBOI'O KaTajiory (3a YMOBOI BEJIEHHS OOJIIKOBOIO KaTajiory):
6i0miorpadiunmii onwic MOKyMeHTa, I[iHAa, IHBEHTapHWUH HOMEp, piK onlHa Syn
HaJXO/KEHHsI, HoMep 3amucy B KHu3i cymapHOro 00Ky, KiIBKiCTh KapTKa
MPUMIPHUKIB, M0 HAMIWNDIK, I1X PpO3MOAUT 32 CTPYKTypHUMH
migpo3ainamu G6ibmiorexu ado LIBC
51. 3anucaty 10 XKypHaIy peecTpallii kapTok obJikoBoro kartanory L[Pb
iHBEeHTapHUI HOMEp, nepiue cioBo 3arojoBka (B ymonax LIBC) OJIHIH 3aTTHC 2le
PoGoTa B aBTOMATH30BAHOMY PeKUMI
52. [epeBiputy Ha AYOJETHICTH JOKYMEHTH, IO HAMIWIUIM, B 0a3l JaHUX OJINH 2 B
SIIEKTPOHHOT'O KaTaJIOTy JOKYMEHT
53. Jonucatu BiJOMOCTI, OTPiOHI Al 00JIIKY Ta 3alIOBHEHHS OOJIIKOBHUX OJIMH
(dopM y 3HaliieH1 3anKCH HA TOKYMEHTH, TIepeBipeHi Ha AyOJIeTHICT JIOKYMEHT 3 xB
54, CrBoputu OiOyiorpadiuHuii 3amMc Ha AOKYMEHTH, IO HaXiHIUIHA
BIEpINle, i3 BHECEHHSM BiJJOMOCTEH, MOTPIOHMX st OOINiKy Ta ONHH 10 xB
3allOBHEHHsI 00J1IKOBUX (hOpM JAOKYMCEHT
55. OdopMHTH CTpaxoBy KOIIO IHBEHTAapHOI KHHTH, IO BEAEThCS B
CJIEKTPOHHOMY BapiaHTi: apKylll poO3ApyKyBaTH, IPOHYMEpyBaTd, | OAHA KHUTra 1 rox 30 xB
MPOIINTH, CKPIIIUTH EYaTKOIO, 31aTH B ONIPaBY
BusiydyeHHsi TOKYMEHTIB 3 00JikoBuX Gopm
56. [puitaTty akTé Bix CTpyKTypHHX miapo3auniB 6i6miorekn (LIBC) Ha OJLHH aKT 10 xB

JOKYMEHTH, 110 BUOynHu, 3pobutu 3anuc y KHuzi cymapHoro obmiky
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(2-ra yactuHa), IPOCTaBUTH HOMEP aKTy
57. [TigmmTu akTH OJIMH aKT 1xB
BUKIIFOUNTH TOKYMEHT (32 CITUCKOM JIO aKTy) 3 00JIIKOBUX (hopM:
58. IHBEHTApHOI KHUTH OJIMH 2 B
JOKyMEHT
59. 00JIIKOBOTO KATAJIOTy OJTUH | xB
JOKYMEHT
60. OIMCY iHBEHTapHUX HOMEPIB OJIMH | xB
JOKYMEHT
PoGoTa B aBTOMATH30BAHOMY PeKUMI
61. Bukntounti JOKyMeHTH, 10 BUOYIH, i3 popMu 0OTIKY €IEeKTPOHHOTO OJIMH | xB
KaTajory JOKYMEHT

IHpumimka: lpu pobOTi 3 TOKYMEHTOM, HallMCaHUM iHO3EMHOIO MOBOIO, 10 HOPMH Yacy J0JA€ThCA i ABUITYBATbHUN

koedimient 1,15.

2. Bi0sioTeyna 00po0ka Ta KaTaJIOTi3yBaHHS JOKYMEHTIB

Tabauuysn 2
Homep Ha3Ba npouecy, oneparii. Onunnus Hopma uacy
HOPMH 3micT poboTHn BHMIpYy
1. 2. 3. 4.
PoGoTa 3 ApyKOBAaHMMH KapTKaMH
1. Po3ibpatu KOMIIIEKT APYKOBaHUX KapTOoK KHIKKOBOT manaTu Ykpainu onHa 30 ¢
KapTKa
2. [TixiOpatn npykoBaHi KapTKd 3a andaBiTOM NpI3BHII aBTOPIB YU oJlHa 25 ¢
3aroJIOBKIB JJIs PO3MIIIICHHS Y CIIy00BIil KapToTel KapTKa
3. PoscraBuTH KapTKH B CITy>K00Bi# KapTOTEIl onHa 30 ¢
KapTKa
4, [TiniOpaTy QpyKOBaHi KapTKU A0 JOKYMEHTIB, 10 Ha I HIILITH oIlHa 1 xB
KapTKa
3BipeHHs JOKYMEHTIB, 110 HAMIAIILIN, 3 KaTaJOraMu
5. IlepeBipuTH 3a cIy)KO00BUM KaTajaoroM HasBHICTh JOKYMEHTa Y (poHI.
y BUMAJIKYy TOBHOI iJIGHTUYHOCTI MPOCTAaBUTH Ha KAaTAIOXKHIN KapTii S — 3 xB
IHBEHTapHUI HOMEP OTPUMAHOTO JOKYMEHTA, TIEPEHECTH 3 KaTaI0KHOI
KapTKH Ha JJOKYMEHT 0i0Ji0TeuHUI mudp
6. IlepeBipuTi 3a CITy’)kOOBHM KaTallOrOM HAsBHICTh 0araTOpiBHEBOTO
Oi0miorpadivuHoro 3ammcy Ha BHIAHHSA, IIO TMPOAOBXKYETHCS, abo
cepiambHe BHJAHHA. Y BHWIIAAKY BiIMOBIAHOCTI TO3HAYWUTH HAaJ- OJIUH AxB
XOJ/DKEHHSI IEBHOTO TOMY, YaCTUHH BHITYCKY. JOKyMEHT
[MpocTaButH iHBEHTapHUII HOMeEp, 3pOOHUTH iHINI OIONIOTEYHI MO3HAYKH.
I[NepenecTH 3 KaTaJI0XKHOI KAPTKU HA JOKYMEHT 0i0mioTeuHui mmdp
7. Odopmuru IpyKoBaHy KapTKy, HAalIMCATH iHBEHTapHUI HOMEp, D ollHa 2 xB
KapTKa
®opmyBaHHs 6idaiorpadgiynoro 3anucy
8. Cknacti OCHOBHHIT OibmiorpagivunHuii 3amuc 3a BiICYTHOCTI JIpyKO-
BaHOI KapTKH Ha JOKyMEHT: (O3HAHOMHTHCS 3 JIOKYMEHTOM, CKJIACTH | OJMH 3aIlnC 5-11 xB
3anmc, 3po0uTH 010J1I0TEYHI TO3HAYKH)
9. Cknacti OCHOBHUI OibOiiorpadiunuii 3amic 3a JOMOMOTOI MakeTa
KapTKH, HAPYKOBAHOTO 'y )IOKyMeH-Ti (meperyiHy TH AOKYMEHT, |\ samwc 6 xB
3BIpUTH 3 MAakKeToM KapTKH, y pa3i noTrpedM BHECTH 3MiHH 1
JIOTIOBHEHHSI, 3p00UTH 010JII0TEUH] TO3HAYKH )
10. CkJacTy TIOJaTKOBUH OMKC JI0 OCHOBHOTO OibmiorpadivyHoro 3amucy onHa 4 xB
KapTKa
11. OzHaiiomuTHCs 3 JOKyMeHTOM. CKJIacTH aHAII THYHUH 3aITUC 0oJIHa 4 xB
KapTKa
12. CkJ1acTd KapTKy MOCHIIaHb JI0 OCHOBHOIO 0101i0rpadiaHOro 3amucy oJlHa 2 B
KapTKa
PenaryBanuns 0i0aiorpagiuynoro sanucy




13.

[lepeBiputn npaBmiIbHICTH 0opmiteHHs OibmiorpadiuHoro 3amucy Ha

KapTIi: IOJaHHS eJeMeHTiB OibmorpadidyHoro 3amucy, IIUQpiB, ollHa A xB
01010TeUHHMX MMO3HAYOK. Bu3HaunuTH THpaxk Oi0miorpadidHUX KapTOK KapTKa
JUTs po3MillleHHs y 010110 TeYHHX KaTanorax
I'pynoBa 00po0ka 1OKyMeHTIB
BiniOpatu omHOTHITHI JOKYMEHTH, IO MiJUIATAIOTh TPYIIOBii 00poOIIi.
CKJIaCTH 3araJibHy XapaKTepUCTUKY Ha KOMIUICKT JOKYMEHTIB.
KinbpKicTh JOKYMEHTIB y IpyIi:
14, o9 OjlHa rpyma 45 xB
JOKYMEHTIB
15. 10-15 OJlHA Tpyma | rox
JOKYMEHTIB
16. 16 — 30 OJIHA TpyMa 2 rox
JOKYMEHTIB
17. IlepeBipuTH TIPABWIBHICTh CKJIAIaHHSA XapaKTCPHUCTUKH HAa KOMILICKT OJTHa
JIOKYMEHTIB XapaxkTepHc 15 xB
THKa
IlinroroBKa 10 iHAEeKCYBAHHSI JOKYMEHTIB JJIsl KATAJIOTIB
18. Hl/:u6pam KapTKy 3 0i0miorpadiyHIM OMUCOM JI0 TOKYMEHTa, 3BIpUTH T 40 ¢
1 BKJIACTH B JOKYMEHT
19. Po3nopinuTu JOKyMeHTH 3a raiy3siMH 3HaHb (32 TEMaTHKOIO) oJlHa 1 xB
Ha3Ba
20. [lepernstayTrt  3apyOikHI BWJAHHA, TIEPEKJIACTH TMOTPIOHI JaHi onHa 26 x5
YKPaiHCBKOI0 MOBOIO Ha3Ba
Cucremaru3ailisi JOKYMEHTIB
21. OsHafioMuTHCSI 3 JIOKyMEHTOM, TIEPEBIPUTH BIAMOBIAHICTh 1HIEKCY,
HAJPYKOBAaHOTO Yy BHIAHHI, TaOIMISM KiacHpikarii, NPUAHATAM Yy oAHa 5 xB
0i01i0Te1i, NPOCTABUTH MOTPIOHMIA iHIEKC Ha TIOKYMEHTI Haspa
22. O3HallOMHUTHCSA 3 JOKYMEHTOM, BU3HAYHMTH 1HACKC 3a TaOIMIISIMU
Kiacudikarii, MpUHHATAME B 0i107i0TeIl, 32 BIACYTHOCTI JpyKOBaHOI onHa 15 x8
KapTKH abo MakeTy KapTKd Ha BHAaHHA. [IpocTaBUTH iHZEKC Ha Ha3Ba
JIOKYMEHTI
23. Bu3HauuTH aBTOPCHKHIA 3HAK JOKYMEHTA 32 aBTOPCHKUMU TaOIUIISIMU OllHa | xs
Ha3Ba
24, 3ammdpyBaTH AOKYMEHT Npu (GOpPMATHO-IHBEHTApHIH pPO3CTaHOBLII: ollHa 30 ¢
BU3HAUUTH (HOopMaT JOKYMEHTa, HamMcaTu mudp Ha3Ba
25. Bigpenarysat  mmdp:  mepeBipUTH  NMPaBWIBHICTH  1HIEKCY, ollHa 7 B
ABTOPCHKOT'O 3HAKY Ha3Ba
26. CkJacTu KapTKy a0eTKOBO-TIPEIMETHOTO MOKAKYHMKA, 3BIPUTH TOHSTTS —
3 JIOBIJKOBUMHM BUAaHHAMHU. Hanucatu Ha KapTIil KaTajloXHHUH 1HAEKC, 8 xB
3a3HAYUTH MTOCUIIAHHS Ta 3B’ I3KH MIJK OKPEMHMH PYOpHKaMH Kapria
IIpeameTun3anisi AOKYMEHTIB
217. [MepeBipuTH BiAMOBIAHICTH PyOpUK JPYKOBaHOI KapTKW Ha BUIAHHS
BIJIMIOBI/THO /0 METOJIUKHY NPEAMETH3AIlIT, TPUAHATIH y 0i0mioTeri onHa 3 XB
pyOpuka
28. OsHaifoMuTHCS 3 JIOKYMEHTOM, BH3HAYHTH MpPEJIMETHI PYOpHKH 32
JOMOMOrol0  Te3aypyca (pyOpuKaTopa), IO 3aCTOCOBYETHCS B oHa 5 xB
S . pyOpuka
6i6mioTeri
29. BBenenHs HOBOTO OHATTS JI0 Te3aypyca (pyOpukaropa) onHa 2 B
pyOpuka
30. PenaryBannss mnpenmerHoi pyOpuku. IlepeBipuTH TNpaBUIIBHICTD O/lHa 1 xs
NpeJIMETHOI pyOPHKH, TOUHICTh HAIIMCAHHS pyOpuka
Opranui3ailisi Ta BeieHHs1 A0€TKOBUX KATAJIOTIB
31. [Tixibparu kapTKu 3a andaBiTOM 3aroJIOBKIB a00 Ha3B onHa 30 ¢
KapTKa
32. Po3cTaBuTH B KaTano3i nonepeaHbo migiopaHi KapTKu o/lHa | xB
KapTKa




33.

PenaryBanHs kaTajiory: MEpeBIPUTH MPaBUIBHICTb PO3CTAHOBKH

KapTOK, HAIMCaHHS JOJATKOBHUX KapTOK Ta KapTOK i3 IMOCHUJIAHHSIMH, KZ;‘);I; 1xB20c¢
BUIIPABUTH TIOMHJIKH
34. Hanucatn po3ninbHUK. 3a3HAUMTH JiTEpy, CKIaJ, HA3By Oprasizamii OJIMH 1 x8 30 c
a00 yCTaHOBH, NPi3BHIIE, IM 51, IO OATHKOBI aBTOpa PO3IUTHHUK
35. Po3mimends po3mimbHMKIB: TimiOpath 3a andaBiTOM, ITOCTAaBUTH, OJIMH 2 xB
3aKpINUTH CTEPKEHb PO3IUTEHHK
36. Hanucatn erukeTky Ta HymepauidiHi HO3HAYEHHs, PO3MICTHTH Ha OJlHa IxB
KaTaJIOKHIA NIyXJIsii CTHKETKa
Oprani3aitist Ta BeleHHsI CHCTEMATHYHUX KaTaJIOTiB
37. IlimiOpat kapTkm 3a KiIacH]iKaiifHUMHA 1HOEKCaAMH, YCepeauHi OJTHa | xB
po3auty — 3a andapiToOM 3aroJoBKiB a00 Ha3B KapTKa
38. Po3cTaBuTH B KaTano3i nonepeaHbo migiopani KapTKu oJlHa IxB
KapTKa
39. Pe;:[alijaHHf[ Katanory: TIEPEBIPUTH TIPABIIILHICTH HAIIOBHEHHS PO3ILTIB omHa 1 x820
3a 3MICTOM, iHEKCaMH i PO3CTaHOBKOI), BUTIPABUTH MOMHJIKH KapTKa
40. [TiazrotyBaT pO3MINBHUK: MiAiOpaTH PO3AUILHUKH 3a KOJBOPOBOIO
ramMor0, BHpI3aTH 3TiMHO MOTPiOHOI (OpMU 3a TIEBHHM PO3MIPOM. oNIvH 3 xB
Hanucatu (HampykyBaTH) PO3IUIBHMK: 3a3HAYUTH KiaacH(iKaIiiHMIA | pO3IUTEHUK
IHJICKC, Ha3BY pO3/ity ab0 Miapo3/ity, MOCHIAHHS, BiICUIaHHS
41. PosmimenHss po3minpHUKa: MmigiOpaTH 3a iHAEKCAaMH, ITOCTABHTH, ONIvH | xs
3aKpINUTH CTEPKEHb PO3IUTHHHK
42, Hammcatu eTwkeTKy Ta HyMepaliiiHi MMO3HaueHHS, PO3MICTUTH Ha oJlHa 2 xB
KaTaJIOKHIA NIYXJIsiTi CTHKETKa
Opramni3aiis npeIMEeTHOr0 KaTaJory
43. [TigibpaTn KapTKW 3a TpEeAMETHUMH PyOpHKaMH, ycepennHi pyoOpuK — onHa | xs
3a as)aBiTOM 3aroJOBKiB 200 Ha3B KapTKa
44, Po3craBuTH B KaTano3i nmomnepeaHbo migidpani KapTKu oJlHa 1 xB
KapTKa
45, PenmaryBaHHS TpeaMETHOTO KaTalloTy: TIEPEBIPUTH TPaBUIHHICTH onHa | xs
MOCWJIaHb, PYOPHK KapTKa
46. HanmcaTu po3aiibHUK. 3a3HAUYUTH PYOPUKY, TTOCHIIAHHS OJIUH 3 xB
PO3ITHHHK
47. Po3millieHHsT  po3AUTbHUKA: BU3HAYATH MiCIe, TIOCTaBHUTH, 3aKpPITHTH OJH 2 xB
CTep)KEHb PO3ILTEHAK
48. Hanmmcatn eTwkeTKy Ta HyMepaliiiHi MMO3HaueHHs, PO3MICTUTH Ha onlHa 2 B
KaTaJIOKHIHN HIyXJisii eTHUKETKA
Opranizanis Ta BejeHHs] HyMepaliiHOr0 KaTaJa0ry HOPMATHBHO-
TeXHIYHOI JOKYMeHTaIil
49, [TixiOpaTh KapTKW 32 BHJAMH JOKYMEHTIB, YMOBHUMH LU(MPOBUMHU
NO3HaYKaMHu, aiu(aBiTOM CKOPOYEHHMX Ha3B KpaiH, JIATHHCHKHM Kzﬂzza 5xB
andasiToM (3apyOi>KHUX CTAHJAPTIB), HOMEPAMH JTOKYMEHTIB P
50. Po3craBuTH B KaTano3i momnepeaHbo migiopani KapTKu onlHa 30 ¢
KapTKa
51. PenaryBanHs Karanory: mepeBipUTH MPaBUIBHICTh PO3CTAHOBKU KapTOK,
BUIIPABUTH TMOMWIKH. BHECTH B KaTaior AOMOBHEHHS 1 3MiHU (BiaMiHa, Kzﬂiia 3 xB
3aMiHa, 3MiHa, IPOJIOBKEHHsI TEPMiHY JIil i3 3a3HAUCHHSIM JDKepena) P
52. HanwmcaTy i OCTaBUTH PO3IUTEHUK, 3aKPITUTH CTEPIKEHD OJIMH 3 xB
PO3ALTEHUK
53. HanncaTI/I. CTHKETKY Ta HyMepaliiiHi MO3HauYeHHs, PO3MICTUTH Ha O/lHa 7 B
KaTaJIOKHIA NIYXJIsIJTi CTHKETKa
Opramnizanis Ta BeieHHs: TonorpagivyHoro KaTajaory
54, [ligiOpatu kapTku 3a mudpaMu 30epiraHas JOKyMeHTa O/lHa 30 ¢
KapTKa
55. Po3cTaBuTH B KaTano3i nmomnepeaHbo mi[iopaHi KapTKu onlHa 30 ¢
KapTKa
56. PenaryBanHs KaTaJiory: TEpeBIPUTH IPAaBUWIBHICTh PO3CTAHOBKH oJlHa 3 xB
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KapTOK, BUMIPAaBUTH NOMHUJIKH KapTKa
57. Hamucatu po3aiabHUK. 3a3HaunT mudpu 30epiraHHs OIVH 2 B
PO3IUIBHUK
58. PosmimienHst po3ninbHUKIB: mimiOpaty 3a mudpamu 30epiraHus, OJIMH IxB
MIOCTaBHUTH, 3aKPITUTH CTEPKEHb PO3ALTEHHK
59. Hamucatn ernkeTky Ta HyMepamiiiHI MO3HAYE€HHS, PO3MICTUTH Ha onHa 2 xB
KaTaJIOKHIM NIyXJIsit CTHUKETKA
Opraui3zaunisi i BeieHHs1 ejieKTpoHHOro karajuory (EK)
60. 3BipHUTH JIOKYMEHTH, 1[0 HAIHIILIN, HA HassBHICTH 3anmucy B EK OJINH 2 B
JOKYMEHT
61. [Ipunucatu ny0nertu y KaTajlor: NPOCTaBUTH IHBEHTapHI HOMEpPHU Ta
iHmi enementd Gopmu BBomy (BiamoBimHO mo AIBC, mo gie y OMuH 2 XB
. . JOKYMEHT
6i0mioTeni)
®opmyBaHHs KaranoroBoro 3anucy ainsi EK. 3anmoBHeHHS BiqNOBiIHUX
HOJIB:
62. 1o 10 enemeHTiB OJIMH
5 xB
3aIuC
63. 10-20 enemenrTis OJIH
10 xB
3aIuc
64. 21-50 enemeHTIB OJINH
30 xB
3aIuC
65. Oinbie 50 eneMeHTiB OJIH
60 xB
3aIuc
66. BBenenHst (ckaHyBaHHS) MEpeiKy TBOpPIB (cTarei), 110 BBIAILIM 10 oJlHa 10-15 xB
30ipKH CTOpiHKa
67. ®dopMyBaHHS Ta pelaryBaHHS aBTOPUTETHHUX (aililiB/KOHTPOIHOBAHUX oJlHa 30 xB
CJIOBHHKIB CTOpiHKa
68. Penarysanns 6i0miorpadiunoro 3anucy EK. Baecenns 3min oJlHa 3 xB
CTOpiHKa
Busaydennsi kKapTok a00 3HATTA iHBEHTAPHUX HOMEPIB 3 KaTAJIOTIB
69. 3BipUTH KaTaJIOXKHY KapTKy HAa IJEHTHYHICTH 3 TAJIOHOM-1HIMKATOPOM
(criricKOM) Ha JIOKYMEHT, [0 BHITYYa€ThCSL. BIITyUNTH KaTaloKHY KapTKy oJTHa 4 xB
Ha OCTaHHIN NMPUMIPHUK JIOKyMEHTa. BUKpEcIUTH iHBEHTapHUI HOMEp KapTKa
CIMCAHOro JTy0JIETHOTO IPUMIPHHUKA, BKA3aTH ATy Ta HOMEP aKTy
70. Buyuutn 3 EK 6i6miorpadiuamii 3amuc abo iHBEHTapHUN HOMeEp Ha OJIVH 1 x825 ¢
JIOKYMEHT, 1[0 BUITy4YaeThest 3 GoHy 0i0ioTekn 3aInC
Pekaranorizamis
71. 3BipuTH JOKYMEHT de ViSU 3 KaTaJoXHHM 3alucoM 0i0IioTedHOro
Katasiory. BHectn mnoTpiOHI 3MiHM Ta [ONOBHEHHS: NPOCTaBUTU | OJAWH 3aIlHC 20 xB
mmdpy, IHBEHTApHUI HOMeD, iHII 0i6TiI0TeYH] MO3HAYKH
TexHiuHa 00po0Kka TOKYMeHTA
HaxkJeitu Ha JOKyMeHTi:
72. KHIIEHBKY OIINH 30
JOKYMEHT
73. SAPIUK OJIUH 30 ¢
JOKYMEHT
74. apKyLI TepMiHY IOBEpPHEHHS OJIUH 20 ¢
JIOKYMEHT
75. LITPUX-KOJIOBY ETUKETKY OJIVH 30c
JOKYMEHT
Hanucatn mudp:
76. Ha JIOKyMEHTI OJINH 30
JIOKYMEHT
77. Ha SPIUKY OJIUH 35 ¢
JOKYMEHT
78. 3anoBHUTH (PO3JIPYKYBaTH) KHIDKKOBHI (hopMyJisip: 3a3HauuTH mmdp, OJIVH | xB
IHBEHTApHUH HOMED, 3ar0JIOBOK, Ha3BY, LIiHY, PiK BUJAHHS IOKYMEHTa | KHIKKOBHH
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bopmyssap

79. 3anoBHUTH (po3mpyKyBaTH) KapTKy-1HIAKATOP: 3a3HAYUTH
IHBEHTAapHUH HOMEp, 3arojoBOK, Ha3By, IMHQP PpPO3CTAHOBKH iH;;?aiop 1 xB
JOKYMEHTa
80. Po3apykyBatu IITPUX-KOAOBY €TUKETKY HA TOKYMEHT oJlHa 30c
CTHKETKa
81. Po3apykyBatu KaTanoxHy KapTKy Ha JOKYMEHT oJTHa IxB
KapTKa
82. [MponyOmioBatn kapTku 3 OiOmiorpagiuHuM 3amucoM  3TigHO 3 oJlHa IxB
BU3HAYCHUM THPAKEM KapTKa
83. Po3mominuTi  KaTalmoXHI KapTKA Ha HOBI HAaTXODKCHHS IS OJTHa 30c
PO3MIIIICHHS Y BiINOBITHUX 010JI0TEYHUX KaTaJlorax KapTKa
84. 3amoBHUTH (PO3ApPYKYBaTH) BiAOMICTh Ha mepedady HapTii HOBUX oJlHa 3-5 xB
HAJXOJDKEHb BiJTOMICTh

Tpumimku: JIo HOpM Hacy 3acTOCOBYIOThCs HigBuInyBanbHI koedimientn: 1. IIpm ckimagaxni 6i6miorpadiynoro 3amucy TOKyMeHTa, Ha
TUTYJIBHOMY apKyIIi SIKOTO YacTKOBO BifcyTHI HeoOxinui mani — 1,13. 2. [Ipu Gibmioreuniit oOpobui: aymioBi3yaabHUX NOKyMeHTIB — 1,21;
HOTHHX, KapTorpaiyHux, XyZOXKHIX BHIaHb — 1,15, cremiasbHAX BHIIB HayKOBO-TEXHIYHOI siTeparypy i mokymenramii — 1,10. 3. IIpn
po6oTi 3 TOKyMEHTaMH iHO3EMHHMH MOBAaMH, IIPH OPTaHi3allil Ta BeIleHHI KPae3HABUOr0 KaTalIory (KapTOTEKH) Ta 0i0Ii0TEeYHOro KaTajuory
1HO3eMHOI0 MOBOIO — 1,15.

3. Opranizanis 6i6aioreunoro gouay

Tabauuys 3
Homep HasBa npouecy, onepanii. Onununns Hopma yac
HOpPMH 3micT podoTn BHUMipy P y
1. 2. 3. 4.
InBenTapu3aiis 0i6aioTednoro ougy
1. HarmcaTy KOHTpOJIBHUI TaJIOH Ha JOKYMEHT, HassBHUH y (hoHII. 3a3HAUNTH
Ha HBOMY IHBEHTApHMI HOMep, mMQp, NPI3BUIIE Ta iHIIATN aBTOpA,
3aroJIOBOK, pIK, MiCIle BWJAHHS, IliHy, Miclle 30epekeHHs. 3poOuTH "I?Ef.][IIZ}II{ 2 XB
MO3HAUKY Ha JOKYMEHTi, BIOIOBIAHO [0 MPUHHATOTO METOIMYHOIO
pillIeHHsL, IIOJI0 OpraHi3allii Ta IPOBEIeHHS iHBEeHTapH3alil
2. OmnpartoBatu HUTAIbK ¢dopmymsapu ta abonentiB MBA, BCO: OJLHH TAIOH | xB
HaIKMCaTH KOHTPOJIbHI TaJOHH
3. 3BIpUTH KOHTPOJIbHI TaloOHM 3 OOJIKOBUMH (OpMaMu, BHECTH
HeoOX11H1 JaHi 3rigHo II. 1 OMHH TaJIOH > XB
4. Po3kmacTi KOHTPONBHI TaloHHU 32 (OpMaMu OOIIKOBHX JOKYMEHTIB:
IHBeHTapHa KHUWTA, OOJNIKOBHH KaTtayior, omnucu. I[IpocTaButH | OAWH TanoH 30c¢
PO3Mi3HABAIbHU 3HAK
Po3cTaBuTH KOHTPOJIBHI TaJIOHU:
5. 3a iHBEHTaPHUMH HOMEpPaMH OJIMH TaJIOH 15¢
6. 3a andaBiTOM MPi3BUII aBTOPiB 200 3ar0JIOBKIB OJIMH TaJIOH 25¢
7. 3BIpUTH KOHTPOJBHI TajJoOHU 3 (opMamu OOJIIKOBHX JOKYMEHTIB:
IHBEHTapHA KHUTa, OOJIKOBHI KaTajior, ONMUCH. 3POOMTH BIINOBIIHY | OJMH TaJIOH 30c
MO03HAYKY Ha TaJoHI Ta y popmi 00J1IKOBOro JOKYMEHTa
8. [epernsiayT popmu iHOUBIAyaIbHOTO OOMIKY OibmioTeyHOTO (hOHIY. o
Ha L[OKyMeUHT, 0 He TMPOWIIOB IHBEHTApU3allilo, BUIICATH TOKYMEHT 1xB5¢
KOHTPOJIBHUH TAJIOH
9. Po3iiryk ToKyMeHTiIB, 110 HE IPOMIIIN iHBEHTAPHU3ALIII0 OJIH 5 B
JOKYMEHT
10. Cxuactu CIIMCOK Biz[cyIHix JOKYMEHTIB, 10 Oyin BUSBICHI B - 1 x830 ¢
pe3yibTaTi iIHBeHTapHu3allii
BusaydeHHsi JOKYMEHTIB 3 (hoHay
BiniOpaTn JOKyMEHTH 3 METOIO BHIY4EHHs 3 QOHIY SIK:
11. Henpo(inbHi, HaAMIpHOI Ay0IeTHOCTI OJIMH 4 xB
JIOKYMEHT
12. 3acTapii 3a 3MiCTOM OJIMH Axp
JOKYMEHT
13. 3HOIIIEH] OJINH
1 xB
JIOKYMEHT
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14.

Po3kiactu JOKyMEHTH BiAMOBIIHO 0 MPUYMHHU BUITYYEHHS, 3BIPUTH 3

o OJIUH
KHIDKKOBUM (popMmynsspomM (mjast TuxX Oi0IioTeK, B SKUX BEIyThCS 30 ¢
KHIKKOBI (hOPMYJISIPH) FOKYMEHT

15. [TixiOpaTh KHIKKOBI (GOpPMYJSpH Ha JOKYMEHTH 32 iHBEHTAPHUMH
HOMepaMu a0o andaBiTOM, a Ha MEPiOANYHI BUAAHHS — 32 POKAMHU Ta Q)O(I;il/;flj{lﬂp 40 c
HOMepaMu

16. IlinroryBarn «Omnuc Ha BUIyYeHHS 3 010J110TEKH...» JOKYMEHTIB. OJllHA 30c¢c

MO3ULIIA
17. OdopMuTH aKT Ha BHUIYYEHHS JJOKYMEHTIB (KUIbKICTh, BapTiCTb,
OJIMH aKT 1 rox
TIPUYWHA CITHCAHHS)
18. [ToracuTty iHBEHTapHUN HOMED 1 ITEMIEb 0i0TI0TEKH HA TOKYMEHTI OJIMH 36¢c
JOKYMEHT

19. [ligrotyBatu ciucaHi JOKYMEHTH JUIA Tiepenadi B OOMiHHUN (OHT, I
3/1a4i B MaKkyJatypy a0o ix JIKBigamiro (3B’A3aTH y TAYKH) O/IHa Ttk > XB
JlokyMeHTO0OMiH

20. [lepenaya moxyMeHTIB y iHmI 6i0mioTeKHM Ta oprasizauii (CKIaJaHHS OJIMH 30c
aKTiB-OIHCIB HAa JIOKYMEHTH, IO MTePEIAaI0THCS) JTOKYMEHT

21. [linroTyBaTH  CIIMCOK  JOKYMEHTIB, sKi  TPOMOHYIOTHCS JUIA | OJHA Ha3Ba 30 xB
M1)KHapOJHOTO KHUTOOOMIHY

22. CkiiacTv KapTKy I KapTOTEKH OpraHizalliii-mapTHepiB. 3a3HaYNTH Ha3BH oJlHa 7 xB
OpraHi3alliif, axpecy, Ha3BU JOKYMEHTIB, IO IMiIATaI0Th 0OMiHY KapTKa

23. [linroTyBaT 3aMOBIIEHI JOKYMEHTH [0 BIANPAaBKHA  MOIITOIO onHa 25 xB
(makyBaHHS, 3B’SI3yBaHHS, 3Ba)KyBaHHS TIOCHJIOK, IX OIIHIOBAaHHS, | MOCHIIKA
HaIMCaHHS aIpeCH, CKIalaHHS PEECTPY)

Buagaya KOMIUIEKTIB [OKYMEHTIB y THM4YacoBe KOPHUCTYBAHHS
nigposainam 0idaioTekn

24, [TpuitHsATH 3aMOBJICHHS HA KOMIUIEKT JOKYMEHTIB, IKHH 3aMOBIISIETHCS OIlHE 2 XB
JIO CTPYKTYPHOTO Miapo3Iiay 0i0IioTeKn 3aMOBJICHHS

25. [TigibpaTnn mokymMeHTH B KOMIUIEKTH. Hammcatu apyruii mpuMipHUK OJIVH 4 xB
KHIDKKOBOTO (hopMyIsIpy (IHTUKATOpa) JIOKYMEHT

26. Bunati KOMIIEKTH JOKYMEHTIB, IO3HAYATH HA KHIDKKOBOMY (POpMYJISIpi —

(iHoMKaTopi) JaTy BHOA4i, CHTIY CTPYKTYPHOTO TMiAPO3ALTY, SKHA TOKYMEHT 30c¢c
OTPUMY€ KOMILIEKT

217. [IpuifHATH KOMIDIEKTH JIOKYMEHTIB BiJl CTPYKTYPHHX IIiJPO3JIiTiB.
3poOUTH BIAMITKY NpPO IOBEPHEHHS HAa KHIKKOBOMY (hopMyJisipi OIUTH 20 ¢
(imAMKaTopi), BKJIACTH HOTO B IOKYMEHT JIOKYMEHT
3a10BOJICHHS  3alUTIB  KOPHCTYBa4yiB 32 BHYTPICHCTEMHHMM
oominom (BCO)

28. [IpuifHATH 3aMOBJEHHS 31 CTPYKTYPHOTO IMiIPO3UTY LEHTPaIbHOI OJIVH 1 x5 30 ¢
0i6mioTekn. BusHaunTu Miciie 3HaX0KEHHsI 3aMOBJICHOTO JIOKYMEHTa JIOKYMEHT

29. [TigibpaTu JIOKYMEHTH 3TiHO 13 3aMOBIIEHHSIMU: 3pOOHUTH TTO3HAYKY Ha OJIVH 3 B
3aMOBJICHHI JOKYMEHT

30. PoscraBuTi 3aMOBIIEHHS Ta KHIDKKOBI (OpMyIsipy Ha BUIaHi OJIVH 30 ¢
JOKYMEHTH Y KapTOTEeKY JOKYMEHT

31 [pwitaaTu JIOKYMEHT 3 IHIIIOTO CTPYKTYPHOTO MiAPO3ALTY, IEPEeBipUTH OJIVH 30 ¢
Ha HEYUIKO/DKEHICTh JOKYMEHT

32. BuiiHsTH 3aMOBIEHHA Ha TOBEPHEHUH JOKYMEHT 3 KapTOTEKH, OJIUH 30 ¢
BKJIACTU KHIKKOBHH (HOPMYJIIsIp JOKYMEHT

33. 3abe3neynTr MPOLECH AOCTaBKH 3aMOBIIEHOTO JOKYMEHTa Ta HOro oJlHa
MOBEPHEHHS 10 Micls NOCTIHHOrO 30epiranHs Kyp’€pcbka 1 ron

Moi3JIKa
Omnpasyaenns 6i0aioTeyHoro gouay

34, Binibpatn nokymenTtu ass onpasiieHHs. [lepeBipuT craH JOKyMeHTa. OJIMH 2 XB
3anoBHUTH (3BIpUTH) KHWKKOBUI hopMyJisip. 3poOUTH O3HAUKY JIOKYMEHT

35. [ligibpatn komrIulekTH, 3B’si3aTH Hayku. OQOpMHUTH CyNpOBiTHHUN OJIMH 10 xB
JOKYMEHT (aKT) [uIs iepesiadi Ha OnpaBJICHHS. KOMILJICKT

36. [MpuiHATH JAOKYMEHT TIicisl ONpaBICHHS. 3BIPUTH 3 KHHKKOBHM
GbopMyJIIpOM, MEPEBIPUTH SKICTh ONpPaBH. BiIHOBUTH 3arojiOBOK. OJUTH 3 xB

JOKYMEHT

Hanwmcaty mmdp Ha sIpiuKy, KOPIHII JOKYMEHTA, IPOCTABUTH I[iHY
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PecraBpanisi NOIIKOXKeHNX JOKYMEHTIB
37. [ligibpatn OOKyMEHT, aHAJOTIYHUH MOLIKOIKEHOMY, O(QOpMUTH
3aMOBJICHHS HA KOIIIOBAaHHS BiJICYTHHOI a00 IMOIIKOMHKEHOI YaCTUHH aoz?/f/lzm 3 xB
JOKYMEHTa
38. HpHﬁH;{TH 3aMOBIICHHS MiCIIsl KOMIIOBaHHSA, MEPEBIPUTH SKICTh KOMii, OJIMH | xB
MiATOTYBaTH BiTHOBJICHUH JOKYMEHT JUIsI OPABIICHHS JOKYMEHT
IlinmmBaHHA ra3eT i TOHKHX KypHAJiB
39. Busznauntu  QopmaT, BKIACTH KOMIUIEKT OJKypHaJiB y MamnKy
BimoBigHOrO (hopmary, . SaB’SIBaT.I/I. Bunectn mmdp, Ha3By, pik KOBIIIL'II;I'I}éKT 15 xB
BUIaHHS, HOMEPHU )KYpHAJIiB Ha HATITYPKY KOMIUIEKTY
40. Posknmactu razetm 3a  Ha3BaMH, y TOpsAMid  XPOHOJOTiYHIH
HOCJ‘IiHOBI}OCTi, NEepeBIpUTH HA TOBHOTY HQMepiB, BKJIACTH 10 OJIMH 15 xB
KapTOHHOI OOKNaAMHKH (TanK#), MPOKOJIOTH IipKH, MPOIIHYPYBaTH, | KOMILIEKT
odopMuTH 00KIaTUHKY (Ha3Ba, PiK, MiCALb)
CanitapHo-ririeHiuHi 3axoau
41. 3uenuuTa (HOHI 32 JOMOMOTOIO MIJIEBCMOKTYBada onHa
METpO- 5 xB
OIS
42, 3uermunuTH QOHJ BPYUHY 3a JOMOMOIOI0 MiIpYYHHX 3aco0iB (IpabuHa, oJTHa
PpOoOOUMii CTONVIK, Bi30K, BIAPO, TAHUIPKHU Ta iH.) METpo- 15 x8
TOJIHILIS
1. 2. 3. 4.
43. IlepeBipuTy MpaBIITBHICTh PO3CTAHOBKH (DOH/TY TTiCIISI 3HETHITIOBAHHS onHa
METpo-
TOJIHILIS > X8
44, IpoBecTn ne3indexiriro i ne3iHCEKIIO (HOHTY onHa
MeTpo- 15 xB
TOJIHIIS
45, [NepeBipuTn AOTpUMaHHS TEMIEPATYPHUX PEXUMIB 30epiranHs pi3HHUX oJlHa 30 xB
THITiB BUJIaHb Y 0i0i0TeuHHX (hOHIaX nepeBipka

IHpumimka: Jlo HOpPM dYacy 3acTOCOBYIOTHCS MiIBHINYBAbHI KOCSQIIEHTH: TMpPH 3HENIIIOBaHHI (OHAY HOTHHX, KapTo-
rpadivHAX, XYI0KHIX BHIAHb BPYYHY — 1,2; 32 TOITOMOTO10 MAJIeBCMOKTYBaya — 1,3,

3.1 BuB4yeHHs 0i0;1ioTeuHoro gouay

Tabnuys 4
Hom
ep HasBa npouecy, oneparnii. OIII/IH.I/IIIH Hopma uacy
HOp 3mMicT podoTn BUMIpY
MH
1. 2. 3. 4.
Iinroros4a podora 10 BUBYeHHs 0i0aioTeuHOro oIy
1. Cknacti 1aH poOOTH 3 BHBYEHHS TIEBHOTO PO3JUTY a00 YacTHHU
. OIVH IUIaH 4 rox
0i10sioTeuHOTr0 (hOHTY
2. Cxutactu Ta0nuIli 3 pi3HOMaHITHUX aCTeKTiB BUBUEHHS OIlHA 10 xB
Ta0JIUIIS
3. IlpoBecTn  iHCTpyKTaXX JJIsi BHUKOHAHHA pPOOIT 3  BUBYEHHS OJIUH 1 rox
0i0ioTeuHoro Goumy IHCTPYKT2K
Bibaiorpagiune BuB4YeHHs1 6i0aioTe4yHOr0 GoHay
4, OzHalioMHuTHCh 13 Oi0NiorpadivyHUM MOCIOHMKOM, IO BiATOBITaE 3a
3MIiCTOM TEMaTHIII BUBYEHHS po3Jiry 0ibiioTedHoro GoHay /U 3aTHe 10c
3BipuTH 6i10miorpadiuyHuil TOCIOHUK 3 KaTaJOrOM.
3poOHUTH NO3HAYKY Y MOCIOHUKY PO HAsIBHICTh TOKYMEHTA Y (OHI:
5. B ayi(haBITHOMY KaTaJio3i O/lHa 1 xa
KapTKa
6. | ycucTeMaTHYHOMY KaTano3i oJlHa 30
KapTKa
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7. [IpoananizyBaTn OTpUMaHi JaHi, BHECTH ONMMCH NOTPIOHMX JOKYMEHTIB y OJLHH OITHC 2 B
KapTOTEeKY JJOKOMIUTIEKTYBaHHS
CraTHCTHYHE BUBYEHHsI IEBHOI0 Po3aijy 0i0aioTeunoro oy

8. 3amoBHUTH  CTaTHUCTHYHI Tabiauii (32 0o0CsATOM, JIWHAMIKOIO
MOMOBHEHHsSI Ta CTYNEHEM BHKOPHCTAHHS) Ha IMiJCTaBi OOIIKOBOI ofHa lroxm
nmokymenTartii (Kaura cymapHoro o0JTiKy, 3BiTHa TOKYMEHTAITis) TO3HIA

9. | lepernsHyTH Ha cTenaxax NOKYMEHTH PO3ILTy KHWKKOBOTO (GOHIY,
0 BHUBYAETHCH. BHeCTH naHi y TaONUINIO MEPBHUHHOI CTATHUCTHKHL. onia
Y3aranpHATH OTpPHMaHI CTaTUCTHYHI JaHi. Po3paxyBaTh MOKa3HHKH 6 1 ron
KHHAT0320e31e4eHOCTi, 00epTaHOCTi, YNTAHOCTI Ta iH. PO3IITY, IO Ta0uIMIA
BHBYAETHCA
Bu3HaveHHsI NIACUBHOI YACTUHHU (POHY

10. | BusHauuTH NPUYMHU YTBOPEHHsSI MACHBHOI YacTUHH Oi0JIIOTEYHOTrO
¢onay: HamMmipHa IyOJIETHICTH, 3acTapilicT, HENpPOQIIBHICTS, O 20 ¢
HEJOCTaTHE PO3KPUTTS (DOHAY TOIIO JIOKYMEHT
CriagaHHs Ta aHAJI3 TA0JIUIb 3 BUBYeHHs 0i0JioTeuHoro oy
CknacTty Tabmu:

11. | ckmamy 1 BHKOpPHCTAaHHS po3aury Oibmioreynoro ¢oHIy, MmO o/THa 1 rox 15 X8
BUBYAETHCS TabIInIA

12. | cTymeHI0 BHUKOPUCTaHHA pO3Ainy (OHAY 3a PpI3HUMH AacleKTaMH o/THa 1 rox 20 X8
(Tasry3eBOoMYy, 32 BUIAMH BHJIaHb, TUIIAMH Ta iH.) TaOIHIIS

13. | gaEMx W00 TACHBHOI YacTHHW po3AuTy OiOmiorednoro ¢oHmy 3a o/THa 1 rox 15 X8
MPUYNHAMM 11 CTBOPEHHS TaOIHIIS

14. | IligroryBaTu aHaji3 BUKOPUCTaHHS JOKYMEHTHHX pecypciB 0i0mioTekn ONIvH
3 BH3HAUEHOI TEMATHUKH YK po3dimy. Po3poOuTu mMpomo3utlii. | aBTOPCHKHMA 64 Ton
O3HAOMHTH 3 pe3yIbTaTaAMH BUBUCHHS NPAIiBHUKIB 010Ti0TeKH aApKyII

15. | Cxiact TUTaH 3aXOMdiB peajizamii MpOMO3UIliil 3a pe3ylbTaTaMu ONIvH 3 roxn
BHUBYEHHS POoHIY IJIaH

Ipumimxa: Yac npoBeIeHHS IHCTPYKTaKy B HOPMY 4acy He BXOAWTh. IIpu poOOTi 3 JOKyMeHTaMH iHO3€MHUMH MOBaMH JI0

HOPM Yacy JOJAEThCS MiABUIIYBaIbHUHN KoedirieHT — 1,15.
4. HapanHs mocJiyr KOpUcTyBayam

4.1 O6cayropyBaHHsl KOpUCTYBaviB

Tabnuys 5
Homep HasBa npouecy, onepaitii. Onuuunus Hopwa uacy
HOpMH 3mMicT podoTn BHMIpY

1 2 3 4
3anuc KopucTyBaya 10 6i0JioTexu

1. [epernsHyTn HIOKYMEHTH KOpHCTyBaua (MAcrlopT, MOCBiAYEHHS,
nopydeHHs). llepeBiputu B 00IiKOBO-peecTpamiiHid KapToTelli 3a
nornepesiHi poku (OOp)KHHK, TM030aBICHUN TpaBa KOPUCTYBAHHS). OJIUH
3amoBHUTH (QOPMYJISIp KOpUCTyBada Ta KapTKy peectpamii. Kaptku KOpHCTYBaY 4 xB
po3ctaBuTH 3a andaBiTOM TPI3BUII KOPUCTYBa4iB y €IUHY
peectpauniiiny kaptoteky (€PK)

2. O3HalloMUTH KOpUCTyBaya 3 HpaBUJIaMH KOPHUCTYBaHHS 0i0Ji0TEKOIO, OJIVH nopociti —6 xB
PO3MIIIEHHSM (OHTY, JIOBIJJKOBHM aIrapaTom KOPUCTYBau IiTH —8 XB
IlepepeecTpanisi kopucTyBaviB

3. Buitnsatu dopmynsip (peectpaniiiHy KapTKy) KOpHCTyBada, BHECTH
3MiHH JI0 HBOTO: YTOUHHUTH aHKETHI AaHi, IPOCTaBUTH HOBUH HOMED, ,
nary nepepeecrtpaiii. [lepeBipuTH YUTABKUA KBUTOK MO0 TEPMIiHY OfHH Aopocit ~2XB
KOpUCTYBaHHs 0ibiioTekoro. KapTku poscraButé 3a angasitom | KOPHCTYBad AITH — 3 XB
NPi3BHI KOPUCTYBAUiB y €AMHY peecTpaniiiHy kaproreky (€PK)

HisibHicTh AUCTETYEPCHKOT CTYKON

4. [puiiasTn  BUMOry KopHcTyBaya. [lepeBipUTH TNpaBHIBHICTH ii
3allOBHEHHS, YTOYHUTU Micle 30epiranHs n0oKyMeHTiB. [lozHauuTh y O/1Ha 1 xB
JUCTIETYEPCHKIN CITL, MepeaaTn BUMOTY 0 KHUTOCXOBHILA BUMOT'a
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BuxoHaHHsT BHMOI KOPHCTYBadiB, BHJIa4a JOKYMEHTIB 3
OCHOBHOI'0 KHUT'OCXOBHIIIA

5. OtpumaTi BHUMOTY, po3kjiacTu 3a mudpamu. IligiOpaTt 3aMoBICHMI
JOKYMEHT. Y BHUNAaJKy BiJICYTHOCTI Ha TOJHII BCTaHOBUTH MicCIe
3HAaXO/KEHHsS JOKyMEHTa, 3a CIIy’)KOOBUMH  KapTOTEKaMu Ta
KartajoraMu. 3poOWTH  BiAMOBIMHY  TO3HAYKy HA  BHUMO3I, O1THa BIMOT/
JUCTIeTYepChKiid ciTui. Buaatm kopuctyBauy IOKYMEHT, 3poOUTH 9 xB
3auCc 'y KHWKKOBOMY Qopmyisipi. [lpuiiHsSTH OOKyMEHT Bix HOKYMEHT
KOpHCTyBada. 3pOOHTH BIAMITKY PO TOBEPHEHHS Y KHHKKOBOMY
dhopmymsapi abo Ha BUMO31
O0cayroByBaHHA KOPUCTYBAYiB Y YNTAJIBHOMY 3aJi
6. 3BipUTH BIZOMOCTI PO KOPHUCTyBa4a 3 €IUHOI0 PEECTPAIliTHOIO OVH 3 B
KapTOTeKo10. Y pa3i HeoOXinHOCTI BHECTH JaHi kopuctyBada B €PK KOPHCTYBa4
7. [TpoBectn KoHCynbTamito, Oecily 3 KOpUCTyBaueM OiJisl KaTaloris,
KapTOTeK, KHIDKKOBUX MOJUIlb, MPOIHPOPMYBaTH KOPHCTyBada IIpO KOH;);H}II)?aIﬁ}I 5 xB
HOBi HaIXOKSHHS
[TixibpaTn nNOKYMEHTH Yy MigcOOHOMY (OHAI YUTAIBHOTO 3aly,
nepeaaTy Ha Kadeapy BUadi:
8. 32 KOHKPETHOIO BUMOT'OIO Ha JIOKYMEHT OJTNH 2 xB
JOKYMEHT
9. 3a BU3HAUEHOIO TEMOIO OJTUH 6 xB
JIOKYMEHT
10. Bupatu OKyMeHT 3riIHO 3 TEXHOJIOTIEI0, IPUHHATOO y Oi0mioTet:
3BIpUTH JIOKYMEHT, IO BUJAETHCS, 3 BUMOIOKO KOPHCTYBAua, 3poduTH -
3AIAC HA BUMO3i KOPHCTYBA4A, BKJIACTH BUMOTY JI0 YHTAUBKOTO KBUTKA, JOKYMeHT 4 xB
MO3HAYUTH KHUT'OBH/Iauy Ha KOHTPOJIBHOMY apKYILIi.
3po0uTH 3anuc y YUTAIbKOMY a00 KHIDKKOBOMY (opMyJIspi
11. [NpuitHATH AOKYMEHT: 3BIpUTH HOTO 3 BUMOTOIO (KOHTPOJIBHUM JIMCTKOM),
MEePeBIpUTH LUTCHICTh JOKYMEHTA, 3POOMTH TO3HAUKY MpPO TPUIOM. O 2 XB
IlocTaBuTH TOKyMEHT Ha MicIie ab0 TIepeiaTH IO BTy 30epiranHs JIOKYMEHT
O0ciyropyBaHHsi KOpHCTYBa4iB HA aDOHeMeHTi
12. IIpoBecTH KOHCYJIBTAIliIO, O€CiTy 3 KOPUCTYBAa4eM IIOJ0 CIIOCO0Y
po3cTaHOBKM (POHAY y BIAKPUTOMY JIOCTYMi, NPOiHPOPMYBaATH KOHC(;IJ[II:’;HM 5 xB
KOpHCTyBaya IPO HOBi HAJXOJPKEHHS, KHIDKKOBI BUCTaBKH
13. [TinroryBaTi JOKYMEHTH MiJBHIIEHOTO MHONHTY JUIS OIEPAaTHBHOTO OJIMH 4 x8
00CIIyroByBaHHSI KOPUCTYBaUiB JIOKYMEHT
14. [MpuiiHATH JOKYMEHT BiJ KOpHCTyBaya: TMEPeBIPUTH IITICHICTh
JOKyMEHTa, 3pOOHMTH TO3HAYKY HpPO IMPHUHOM, BKJIACTH KHIKKOBHIM O 4 xB
(GOpMyJISIp Y KHIIEHBKY JIOKYMEHT
15. [TponOBXUTH TEPMiH KOPHUCTYBaHHS JOKYMEHTOM 3a MPOXaHHAM OJIUH 2 xB
KOPUCTYBaua, 3p00UTH BiANIOBIIHUH 3amuc y GopMyJisipi KOpHcTyBada JIOKyMEHT
16. 3pobutn 3amuc npo BuAady y (opMyisipi KOpHCTyBada, 3a3HAYUTH o
TEpMiH TIOBEPHEHHsS Ha JIMCTKY TEPMiHY IIOBepHEHHA. Bupatu JIOKyMeHT 3 xB
JIOKYMEHT KOPHCTyBady
O6cmyroByBaHHS:
17. JIOPOCITUX OJIUH 6 B
KOPHCTYBay
18. mitei OJINH 7 xB
KOPHCTYBa4
19. OOcayroByBaHHsT ~KOpUCTYBauiB, IO BHOYBalOTh: IEPEBIPUTU
dbopmynsip KopucTyBaua, mignucaTH oOXigHuid JmcTtok. I[locraButn « (I)/Iﬂ?HBa‘{ 4 xB
YUTaABKUI GOpMYIIsIp OKpeMO BiJI THITUX OPHCTY
Opranizanis podotu Internet-ueHTpy
20. TexHiuHMI orisin Ta OOCIYroBYBaHHS MalIMHHOTO mapky Internet- O/lHa
HEeHTPY (Mepes MoYaTKOM Ta Micisl 3aBepIIeHHS pOOOTH) poboua 15 xB
CcTaHLis
21. Benenns o0niky: nonepeiHid  3amuMc  KOPUCTYBadiB, NPUHOM | OJMH 3aIUC 1 xB
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3aMOBJICHb 110 TeJIe(OHY

22. becima 3 KopucCTyBauyeM 3 METOK BHM3HAUEHHS PIiBHA HOro
KOMIICTEHTHOCTI (HaBMukd poOotu B Internet). O3HaifioMyICHHS omHa 10 x5
KOpUCTyBaua 3 mpaBuwiamu pobotu Internet-meHTpy Ta mnpaBHiIaMu Oeciga
0e3MmevyHol MOBeliHKK B MEPExi
Hanansst momomMoru y BUKOPHCTaHHI MTONTYKOBHUX CHCTEM B Internet:

23. KOHCYJIbTAIIS omHa 10 xB

KOHCYJIbTAIlisI

24, nepeBipka eneKTpoHHOro Hocis (muckera, CD-amck, ¢uem-guck), OJIMH

HAJaHOTO KOPUCTYBA4YeM, Ha BUSIBIIEHHS BipyCy eIeKTPOHHHAN 1 xB
HOCIH

25. 3anuc iHdopMalii Ha eNeKTpOHHMN Hocii (auckera, CD-muck, duem- OJINH 30 cex

JTUCK), HAJJAaHUH KOPHUCTYBadyeM 3ammc
Hpumimka: Jlo HOpM 4dacy 3acCTOCOBYIOTHCS IIJBUIIYBaJNbHI Koe(imieHTH: mpH O0OCIyroByBaHHI KOPHCTYBadiB

ayaioBi3yaJbHUMH TOKYMEHTaMH — 1,2; HOTHUMH, KapTorpadigHIMH, XyT0KHIME BUOaHHAMH — 1,15; cienianbHUME BHJaAMHA

4.2. IlinroToBKAa 10 BHAAYi JOKYMEHTIB

HaYKOBO-TEXHIUHOI JIiTeparypu i mokymeHrarii — 1,1; mpu poboTi 3 TOKyMeHTaMH iHO3eMHIMH MoBamMu — 1,15,

Tabnuus 6
Homep Ha3Ba npouecy, oneparii. OnnHnus Hopma uacy
HOPMH 3micT poboTH BUMipy
1. 2. 3. 4.
IIpouec miaAroTroBKM /10 BUAAYI
1. PoscraButi dopmynspu KOpHCTyBadiB (32 TepMiHaAMH, HOMEpPaMH, OITMH 50
andapiTom) hopmysip
2. [Tixbutn migcymMkn poOOTH 3a JAeHb, 3podutn 3amuc y «lllogeHHUKY
IIOTHS 30 xB
pOOOTH...»
3. [TigibpaTy MOKYMEHTH 3a IMoNepeaHiM 3aMOBICHHIM oNIvH 5 xB
JOKYMEHT
4, [epernsiHyTH HOBI HaIXOKEHHS JIJISl PEKOMEHIAIliT KOPUCTYBaYaM OJIMH 4 xB
JIOKYMEHT
5. [lepernstHyTH 1 TOMOBHUTH KHIDKKOBI BUCTaBKH, MiCIS BUTBHOTO OIINH 8 xB
BUOOPY KHUT, TEMaTHYHI TOJIHII i CTeNaxi JIOKYMEHT
6. IMinrorysatu poboue miciie MIOdHS 5 XB
PoGoTa 3 kopucTyBaYaMH-00PKHUKAMHU
1. Binibparu dhopmynsipu OGopxkHUKiB. HamucaT JTMCTiBKU-HAraj yBaHHs
PO MOBEPHEHHS MOKYMEHTIB. 3a3HauuTH JaTy HaraayBaHHA Ha o/Ha 5 xB
3BOPOTHIH CTOPIHII YUTAIIBKOTO POPMYIISIPY JMCTIBKA
8. Haragatu mo tenedoHy mpo 3aKiHYEHHS TEpMiHY KOPHUCTYBaHHS
JOKYMEHTOM OOp>KHHMKA. 3a3HAUMTH ATy HaraayBaHHS Ha 3BOPOTHIH e 3 xB
CTOPIHII YUTABKOTO (OPMYISIPY HaraLyBanis
IlpuiiMmaHHs TOKYMEHTIB B3aMiH 3ary0/jeHux
9. 3a OONIKOBUMH JOKyMEHTaM{ BHU3HAYUTH BapTICTh BTPaYCHOTO
JIOKYMEHTY, KUIbKICTh HasBHUX IMPHUMIPHUKIB Y KHIDKKOBOMY (OH/I, OJIVH 10 xB
pik BumanHa. OLIHUTH  3alpPOIIOHOBAHMH  JOKYMEHT B3aMiH | JOKYMEHT
3ary0JIeHOr0 Ha BU3HAYEHHS CTYIEHS BiIIOBIIHOCTI
10. 3pobuty 3anuc y 30muTi 00Ky KHHUT B3aMiH 3aryOJIeHUX OJIMH 3aIHC 1 xB
11. CkrnacTu 3arajibHUH aKT i3 CHMCKOM JOKYMEHTIB, OTPUMaHHUX B3aMiH OJIMH 3 B
3ary0JieHux JIOKYMEHT
Po0ota 3 BinmoBamMu
12. OO6mik 1 wiacudikaiis BIAMOB: TO3HAYUTH HA BUMO31 MPHYUHY omHa
BiAMOBH. Po3cTaBuTy unTanbki BUMOTH B aJiaBiTHO-CUCTEMAaTHYHOMY BUMOTa/
NOPSIIKY B KapTOTEKYy «HE3aJ0BOJeHMH mnomut». IIpoaHamizyBatu BiZIMOBa/
BigMoBu. Ckiactu 0iOiorpadiuHuii onmuc AOKYMEHTIB, Ha SIKi OyJI0 KapTKa 10 x5
JlAHO HaWOUTBIIE BIAMOB 1 TepedaTH KapTKU O  Biiny
KOMIIJIEKTYBaHHS
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4.3. O6caayropyBaHHs BiljiajJeHUX KOPUCTYBAYiB

Tabauuys 7
Howmep Ha3Ba npouecy, oneparirii. OnuHuus Hopwa uacy
HOpMH 3micT podoTn BHMIpY
1. 2. 3. 4.
O06cayrosyBaHHs TpaguuiiinuMu 3acodamu, 30kpema MBA
1. 3apeectpyBatu aboHeHTa MBA, siKnii 3BepHYBCS BIepIIe OJIMH 3 X8
KOpHCTYBay
2. [lepepeectpyBarn aboHenTa MBA OJVH 2 xB
KOpHUCTYBa4
3. 3amoBHUTH OJaHK-3aMOBJICHHS, MPOCTABUTH PEECTPAIlIMHUA HOMEp, orHe 3 B
Jary 3aMOBJICHHST
4, YTouHUTH BKa3aHi a0OHEHTOM BiJJOMOCTi MTPO 3aMOBJICHUI JJOKYMEHT, OJIHE 1 x8 10 ¢
METY 3aMOBJICHHSI, JPKEPENIO OTPUMAHUX BIIOMOCTEH 3AMOBJICHHSL
5. bi6miorpadiune JTOOTIPAITIOBAHHS 3aMOBJICHHS. YTouHHUTH orHe 30 xB
6i0miorpadiyHi BiJOMOCTI 32 JOBIJKOBHM amapaToM 3aMOBJIEHHS
6. [epeBipuTy HasiBHICTH TOKYMEHTA, SIKMH 3alHUTY€ThCs, y Oi0mioTekax OJIMH 11 xB
MicTa, 00J1acTi, paiioHy, y T.4. 32 3BEICHIMHU KaTaJlOTaMHu JTOKYMEHT
7. Hagicmatn  OnmaHK-3aMOBIIEHHS 3 TIPOCTaBIEHOIO  ITO3HAYKOIO
(wremmenem) «Hemae» 1o ramy3eBoro, yHiBepcaabHOTO LIEHTPY abo onHe 1 xB
1o 6i6miorexu (opraH iHpopMarlii) 3a JaHHMH 3BEJICHUX KaTaJIOTiB SaMOBJICHITT
8. 3anmcaTt BIOMOCTI Tpo HajiciaHe 3aMoBieHHs 3a MBA (Ha3Ba ONIvH 1810 ¢
610mioTekw, 1ata) 31 3B0OpOTHOTO OOKY OJaHKa-3aMOBJICHHS 3aIuC
9. INocraButn Onank-3aMoBNeHHS B «KapToTeKy 3amuTiB KOpUCTyBadiB 3a
MBA 3a po3ninparkoM «3armty 32 MBA, HaficnaHi 10 iHImX 0i0mioTek onHa e
BUMOT'a
10. [puiiastn nokymeHT, Hamicnanwii 3a MBA. Poskputu OGanmeposns,
MEPEeBIPUTH CTaH NOKYMEHTa, 3a3HAYUTH [aTy OTPUMAaHHA 1 Ha3BY
0i0mioTekn, MO Hajiclana JOKYMEHT, iHBEHTapHHA HOMEp, TEpMiH
kopucTyBaHHA. [lepecTaBuTy OaHK-3aMOBJICHHSI 3 PO3JILTY KapTOTEKH O 4 xB
«3Banutun 3a MBA, Hanmicmani o iHmmX Oi0MOTEK» 1O PO3ILTY AOKYMCHT
«Otpumani BunmanHs 3a MBA», y mell camuili po3gin mocTaBUTH
OTpHMaHy YacTHHY OJIAaHKY-3aMOBJICHHS
11. [ToBizoMHUTH aOOHEHTa PO OTPUMAHHS 3aMOBJICHOT'O HUM JJOKYMEHTA 1 oJlHE 1 xa
TEPMiH KOPUCTYBaHHs HUM MOB1IOMJICHHS
12. Bunatn aboHeHTy mOKyMeHTH, oTpuMaHi 32 MBA, y untanpHOMY 3aii
(y cnyx00BOMY MpHUMIlIEHHI 0i0MIOTeKH). 3BIPUTH JTOKYMEHT, SKHIA OJIVH 2 xB
BUJIAETHCS, 3 OJIAHKOM-3aMOBJICHHS, TEPEBIPUTH MLUIICHICTh 1 CTaH JIOKYMEHT
JIOKYMEHTA, NO3HAYUTH BUAATY
13. [IpuiiasiTn Big aOOHEHTa OOKYMEHT Yy YHTAJIbHOMY 3alli. 3BIpUTH
JOKYMEHT 3 YaCTHHOIO OJIaHKY-3aMOBJICHHS, TIEPEBIPUTH IUTICHICTH i OJTHH
CTaH JAOKYMEHTa, 3p0OUTH MO3HAYKY IPO MPUHOM, TOKYMEHT HOKJIACTH JOKyMEHT 2 xB
y crieniagbHO BUiJIEHe Miciie (3aMKHeHY 11ady)
14, [ligroryBatd AOKYMEHT Uil  BiANpaBiI€HHS [0  OI0JIIOTEKH-
¢boHIOyTpUMYyBaya PEKOMEHIOBaHOIO  OaHAEpOoIUI0.  YTaKkyBaTh
O0aHaeponb, 3BAXUTH ii, HAaKJIEiTH Mapku (SKIIO  HeMae O 8 xB
HEHTPaNi30BaHOl OIJIATH TIepEecUiIaHHs), HalucaTh aJpecy, CKIIACTH JIOKYMEHT
MOIITOBHUH OMHC
15. Buiinsatu GnaHK-3aMOBJIEHHS 3 KapTOTEKH, 3alMCaTH BiIOMOCTI Mpo
HaJICIaHHS JIOKyYMEHTa (JaTy, HOMEp IOINTOBOTO BiJAMPABICHHS). OIVH
IepectaButn nmuctok 3 po3ainy «Bumanus, orpumMani 3a MBA» y JIMCTOK 2 xB
posnin «IloBepHeHa niTeparypa BUMOTH
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16.

PoGora 3 BigmoBamu. Ilpu oTpumanHi 3 6i0mioTekn-pOHAOYTPUMYBada
TTOBITOMJICHHSI TIPO BiAMOBY 200 3aTpUMKY BUKOHAHHS 3aIIUTY: ICTATH
3 KapTOTEKH OJIaHK-3aMOBJICHHS, 3a3HAUNTH NPUYUHY 1 ATy BiIMOBH

OJIHa

31 3BOPOTHOTO OOKy, mepecTaBUTH 3 po3ainy «3amutu 3a MBA, BiJIMOBa I xp
HaficnaHi 1o iHmux 0i6miorexk» y po3ain «Biamosu 3a MBA»

17. [loBimoMuUTH TpPO OTpHMaHHS BIAMOBH (HaTy, NPUYWHY) Yy BiIILT OJllHA 1x610 ¢
00CITyroByBaHHS BiJIMOBa
Opranizauis Bugayvi 1okymentiB abonenram MBA
ITpuiiHATH 3aMOBIICHHS:

18. 3a BIJICYTHOCTI Ha OJIaHKY-3aMOBJICHHSI HOMEpY aOOHEHTa MEPeBipUTH O/IHE 1 xB
3a KapTOTEKOI0 aDOHEHTIB, Y A0OHYETHCS TaHa OpPTaHi3aIis 3aMOBJICHHSI

19. Opranizatiisi a0OHY€THCSA: MMPOCTABUTH HOMEp Ha OJaHKYy-3aMOBJICHHI,
3BIpUTH ajpecy, Ha3By OpraHizalii, Mpi3BUILE BiINOBIiJATBLHOTO 32 OAHa 4 xB
MBA. V pa3i noTpedu BHECTH 3MiHHU B KAPTKY BIZIMOBA

20. A§OH€HT y IOTOYHOMY POLi SBEPHYBCA BIEPIIE: NPOCTABMTH B KapTIli | oo .
piK 3BEpHEHHSI, AATy

21. Odopmrnenns aboHeHTa (opraHizamis paHime He aOoHyBamacs):
MIPUCBOITH a0OHEHTY HOMEp, 3alIOBHUTH KAPTKy peecTparlii aboHeHTa
MBA i po3ninbeHuk (PopMymsip), 3a3HAYUTH TOBHY Ha3By O10TIOTEKH, | omuH aBOHEHT 5xB10c¢
MOIITOBY  ajpecy, TenedoH, Tpi3BUING, IM’sd, 1O OaTbKOBI
BiJIMTOBiTaIbHOI 0cOOM, AaTy BiIKPUTTS i HOMep aboHEeHTa

22. Po3craBuTH peecTpalliiiHi KapTKH B KapTOTEIi 0/IHa 7

KapTKa

23. OdopmuTi TIOBiTOMITEHHS Ui aO0OHEHTa (CTaHIAPTHE IOBiJOMIICHHS
mpo BIIKPHUTTS aboHeMeHTa). Y pasi motpebu HamiciaTh abOHEHTY OJTHE 2 xB
TUTIOBOTO JIUCTA 13 3alUTOM TMPO BiJJOMOCTI, SIKUX Opakye Ui | TOBiJOMIJICHHS
KapTOTEKH

24, OdopMuTi 3aMOBIIEHHSI MO TeleOHY: 3allOBHUTH BUMOTY Y IBOX
MpUMipHUKAX, YTOUHUTA HOMEp a0OHEHTa 1 HamucaTH HOTro Ha BUMO3I,
3BIpUTH 3 KapTOTEKOIO 3a00proBaHOCTI, MiMiOpaTH BUMOTH 3a 3aM(o)§JI;I:HHﬂ 4 xB
mudpaMd  PO3CTAHOBKH, IMiIpaxyBaTH KIUIBKICTh, TepegaTH Ha
BHUKOHAHHS

25. [lepeBipuT  TPaBUIBHICTH  3allOBHEHHS  OJIaHKA-3aMOBJICHHS,
3a0oproBaHicTh a0OHEeHTa, Ha 3BOpOoTi 1-i wacTmHM OnaHka-
3aMOBJIEHHA (C.2) TMPOCTaBUTH CBii IITeMIIE]b 1 JaTy OTPUMAaHHS OfIWH GIaHk- 4 xB
3aMoOBIicHHA B pyOpuii «Ciyx00Bi mo3Hauku Oi0mioTekaps mij vac SAMOBICHIT
BUKOHAHHS 1 epeajipecyBaHHs 3aMOBJICHHSD) B PSIIKY PallOHY, MiCTa

26. JloonpairroBaTti HeMpaBWIBHO 0(hOPMIICHI 3aMOBJICHHS OJIvH ONaHK- 1 xa

3aMOBJICHHS

27. SammnppyBaru 3aMoBJIeHHs a00HeHTiB. [1igiOpaTy OJaHKK-3aMOBJICHHS | OJIMH OJIaHK- 3 xB
3a andaBiTOM, NEPEBIPUTH HASIBHICTH JJOKYMEHTA 32 KaTaJloroM 3aMOBJICHHS

28. [lizroTyBaT OOKYMEHT 1O BHIAYi: 3BIPUTH JOKYMEHT 3 OJIAHKOM-
3aMOBJICHHSI, TICPEBIPUTH HAsBHICTb YCIX CTOPIHOK i CTaH JOKyMEHTa,
MPOCTAaBUTH Ha OJIaHKy-3aMOBJICHHI (JMmboBOoMYy Oomi 1-of Ta 3-oi
4acTuHU — ¢. 1, 5) mmdpu JTOKyMeHTa, 3a3HAUUTH IHBEHTAPHUI HOMEP, OJIMH 7 B
KUTBKICTh TOKYMEHTIB, JaTy BHJadi. 31 3BOPOTHOTO OOKY 2-0i YaCTHHH JIOKyMEHT
(c. 3) mpocTaBUTH IITEMIIESb OI0TI0TEKH 3 HA3BOKO Ta TMOIITOBOIO aPECOIo,
3a3HaYUTA TEPMiH MOBEPHEHHsI, BKIACTH 2-Ty YacTUHY OJaHKa-3aMOB-
JICHHS Y JOKYMEHT, SIKWH BUJAI0Th, IPOCTABUTH BHU3Y HOMEp OaHzepoi

29. [epenarn BumanHs jis KomitoBaHHS (y pa3i 3aMOBJIEHHS (parMeHTy OJIMH 3 xB
BUJIAHHS: CTATTA 3 )KypHaITy, 30ipHHUKA) JIOKYMEHT

30. Bigicnatn nmokymeHTH abOOHEHTaM: yNakyBaTH OaHIepOjib, 3BaKUTH, OJIMH 5 xB
HaKJICiTH MapKH, HaIMCATH aapecy, CKJIACTH NOMITOBHH OIHUC JIOKYMEHT

31. Po3scraButi Onanku-3amoBineHHs (1-a 4acTHHA) HA BHJAHI JOKYMEHTH J—
(Hajgicmani) y KapToTeKy OOCIyroByBaHHS aOOHEHTIB y PpO3LI JIOKYMEHT 22 ¢

«Buganns, sugadi 3a MBA»
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32. bibGmiorpadiune noonpalroBaHHsI HEBUKOHAHUX 3aMOBJICHb. Y TOYHUTH OZIMH 4 xB
6i6miorpadiuni Bimomocti 3a JIBA JIOKYMEHT
33. BussuTi HasBHICTH JOKYMEHTA, Ha SKUH MTOTAHO 3aIHT, ¥ Oi0moTekax OIVH 1 x5
MicTa, palloHy JOKYMEHT
34. OdopmuTH 3aMOBJICHHS Ul HAIMPABICHHS B 1HII OiOJIIOTEKH: 3a3HAYATH
Ha 3BOpOoTHOMY Oorii 1-1 yacTvHM OaHKa-3aMOBJIEHHS (C. 2) TPHYHHY i
nmaty mepeaapecyBanHa (mremnens «Hemae B Oibmoreri», «Hemae B 3aM?)HB;I:HHH 3 xB
6i0mioTekax MicTa»), 3pOOHTH BIAMITKY HPO TEPEBIPKY 32 IOBIIAKOBHMH
BHJIAaHHSIMH, CUTTIN 0101TI0TeK-(hOHAOYTPUMYBadiB 3a 3BEJIEHAM KaTaIOrOM
35. Binmicnatn aboHEeHTY MOBIIOMIICHHS MO IMEpeagpecyBaHHs 3aluTy i3 onHe 3 B
3a3HaueHHAM Oi0IIOTeKH, Kyu HOro OyJI0 HaJiCIaHO OB JOMJICHHS
36. 3apeecTpyBati BimMOBY B o0mikoBux ¢opmax MBA. Hanicnatu
aboHeHTy OmaHK-3aMOBIIEHHA (3-TIO YacTWHY) Yy pa3i HEMOKJIHUBOCTI Bi(;ilglsa 4 xB
BHKOHAHHS 3 TTO3HAYKOIO Y BiATIOBIHIHM pyOpHIli PO IPHUYUHY BiIMOBH
37. [TocTaBuTH 3aMOBJIEHHS Ha Yepry MPH BiIMOBJICHHI «3aHHITO» OIlHE 3 xB
3aMOBJICHHSI
38. [IpwitHaTH TOKyMEHTH, MOBepHEHI aboHeHTaMu. OTpPUMAaTH IOIITOIO,
BIIKpUTH OaHAEPOIb, MEPEBIPUTH CTaH JOKYMEHTa, BUWHATH OJaHK-
3aMOBJICHHS 3 KapTOTEKH OOCIIyrOBYBaHHs aOOHEHTIB, 3a3HAYMTH Ha O 5 xB
HBOMY J1aTy [TIOBEPHEHHS JOKYMEHTA, [IEPECTaBUTH OJIaHK-3aMOBJICHHS JIOKYMCHT
B po3nin «IloBepHeHa miTepaTypa»
39. Kontpone 3a TepMiHaMU KOPHUCTYBaHHS IOKYMEHTaMH{, BHSBIICHHS OJIUH 1x8 10 ¢
OOPKHUKIB, HAJICUJIAHHS HAralyBaHb JIOKYMEHT
JocTyn 3a 10noMOro0 BUKOPUCTAHHA iH(popManiiiHUX TeXHOJIOTIi
40. ®opmyBaHHs 0a3u AaHWX PO aOOHEHTIB 32 BiAMOBITHOK (OPMOIO,
. OJIUH a0OHEHT 6 XB
BBEJICHHS iH(oOpMaIlii mpo HOBOro aboHEHTa
41. 3HaI/ITI./I B-6a3.1 JaHWUX BiJIOMOCTI Tpo a0OHYBaHHS OpraHizallii, BHECTH T — 4 xB
HEOOXiJHI 3MiHU
42. Beectu indopmariito mpo npuiioMm 3aMOBIIEHHS Bij a0OHEHTIB o/iHE 1 xa
3aMOBJICHHSI
43. Beectn indopmaniro npo mepeagpecyBaHHs 3aMOBJICHHS, BUBECTH Ha o/lHE 1 xB
MPUHTEP MOBIIOMIICHHS 3aMOBJICHHSI
44, BBectn naHi mpo MOCTaBIEHHS 3aMOBJICHHS Ha 4epry, HOBIJOMUTH OJllHE 3 xB
aboHeHTa 3aMOBJICHHSI
45. 3apeecTpyBaTé JOKYMEHTH, BHJaHI aOOHEHTY, MPOCTAaBUTH TEPMIiH OJTVH 3 xB
MIOBEPHEHHSI JIOKYMEHT
46. Bunanutu 3 MmacuBy JaHi Ipo MOBEPHEHUI JOKYMEHT OJllHE e
3aMOBJICHHSI
47. 3nilicCHeHHS! KOHTPOJIO 32 TepMiHAMHU MMOBEPHEHHS IOKYMEHTA: MOIITYK
i BimOip JaHWX Tpo OOP)KHUKIB, BUBEAEHHS MOTPiOHOI iH(popMaii Ha | OfMH aOOHEHT 3 xB
MPUHTEP, PO3APYKYBAHHSI CIMCKIB 13 3a3HaYCHHSIM agpecu aOOHEeHTa
EJiekTpoHHa 10CTaBKa I0KYMEHTA
48. CkanyBaHHSI, po3ITi3HABaHHs, KOPEKTYBaHHS, Bi/lpaBka aDOHEHTY ollHa 20 xB
CTOpiHKa
Opranizanis po6oTu 6i0.1i0TeYHNX MYHKTIB
49. [MpoBecTn KOHCYJBTAIiIO (HABYAHHS) IOJ0 TEXHOJIOTIYHUX ACIIEKTIB oHa 8 rox
00CITyrOByBaHHS KOHCYJIbTAIIis
50. Vxmactu yromy Mk 0i0mioTekoro 1 opranizamiero, ae Oyne O/lHa 5 rox
3[ICHIOBATHUCS [103aCTalliOHapHE 00CIYTrOBYBaHHS yroja
51, Odopmutu Gopmyssip 6i61i0TEHHOTO MYHKTY (B 2-X MIPUMIPHHUKAX ) OITMH 15 x8
bopmyIsip
52. OdopmutH manky 3 AOKyMEHTaMH (yrona, TOpy4YeHHS Ha OTpPUMAaHHS
JNOKYMEHTiB, (opmyisip O0i0mioTe4HOro MYHKTY, 3BiTHM Ta iHIII 1;);[an<aa 15 xB
JOKYMEHTH)
53. Cknactu cxeMy po3TallyBaHHsS Oi0JIIOTEYHHX ITYHKTIB Ha TEPUTOPIi onHa 2 10120 xB
MicTa, pailoHy cxeMma
54. Cknactu nomicsiyHuiA rpadik 0OMiHY TOKYMEHTIB, 110 3HaXOASTHCS B omuH rpadix 20 x5

010,TI0TEYHHX ITyHKTaX
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[in0ip KOMIIEKTIB JOKYMEHTIB ISl 0i0/1i0TEeYHOTr0 MyHKTY
[TiniOpaTyt KOMIUTIEKT TOKYMEHTIB
KinbKicTh JOKYMEHTIB Y KOMITICKTI:
55. 1o 10 OJIMH
KOMIIL'U'IGKT 17x8
56. 1o 30 OZIVH 50 xB
KOMIUIEKT
S7. Ao 100 KO;)/IIS:;KT 2 ron 30 xB
58. [ligroTryBat NOKYMEHT A0 BuAadi y Oi0IiOTEYHHMH MyHKT: BUHHITH
KHIDKKOBUH (POpPMYIISIp, 3a3HAUNTH JIATy BUAAY1, CUTII TIYHKTY, TTiITHC ORI 2 xB
BIAIIOB1AAIBEHOI 0COOH HOKYMCHT
59. 3amucatn 'y ¢opmymsip 06i0dioTeYHOro MYHKTY JaTy BHIadi J—
JOKYMEHTIB, KUTBKICTh BHJAHUX Ta TIOBEPHEHHUX JOKYMEHTIB Yy 1 xB
6i0mioTexy-poHaOyTpIMYBaY Jame
60. Po3craButi KHWKKOBI (opMymsipu BimiOpaHuX JOKYMEHTIB B
andaBiTHOMY MOPSIKY B OOJIKOBY KapTOTEKy 3a PO3MiITbHUKAMHE- | OMH KHIKKOBHI 25 ¢
curnamu  GoHIO00TpUMYyBada (0iOTIOTEYHOTO MyHKTY, NepecyBHOI thopmyrsp
610mioTexn)
61. [MpuiiasaT JOKyMeHTH 3 6i0TI0TEYHOTO MyHKTY: IPOCTABUTH MO3HAUYKY
Ha KHIKKOBOMY (GoOpMyIsipi, BKIacTH (GOPMYIsip y TOKYMEHT, | OAWH JJOKYMEHT 2 xB
PO3CTaBHUTH 3a MiCIIeM ITOCTIHHOTO 30epiranHs
5. Hapanus noBigkoBo-6idriorpadiynux mocayr
,5.1 JloBinkoBo-inopmauiiiHa podora
Tabauuys 8
Homep HasBa npouecy, onepaitii. (001070¢0701¢:1 Hopma yac
HOpPMH 3micT podoTn BHMIpY P y
1. 2. 3. 4.
Benennst noBinkoBo-oio6aiorpadiunoro anapary (ABA)
[epernsHyT 1 BigiOpaTH JOKYMEHTH 3 TOTOYHUX HAIXOKEHBb IS
po3mnucy Ta BHeceHHs 10 JIBA:
1. 30ipHUKH OJIHH 15-20 x5
30ipHUK
2. KypHAIH OJIUH 10-15 xB
KypHaI
3. razetu OIlHA 45 xB
rasera
4. 0i6miorpadiuni mociOHukHM, JliTOMMCH KHIWKKOBHX, IKYPHAIBHUX OJIUH 1 xB
cTarel, MPUKHMWKKOBA Oibiorpadis 3armc
AHANITHYHUH PO3NMC KYPHAJIbHUX, Fa3eTHUX CcTaTeid, 30ipHUKIB,
0i0sriorpadiuaux nociOHMKIB
O3HaifoMuTHCS 31 3MICTOM CTaTTi, CKJIacTH Oi0iorpadiuHmii omuc
KinbkicTh eneMeHTiB 6i0miorpadigyHoro 3amnucy:
5. 4-6 OJINH 6 xB
3aIuc
6. 7-9 OJIUH 7 xB
3aIuc
7. [lepernsHyTH JOKYMEHT, CKJIaCTH aHOTALIiIO oJlHa 15 x8
aHoTauis
Po0oTa B aBTOMAaTH30BAHOMY PeKUMI
®opmyBaHHsT 0a3 JaHWUX CTaTel 3 MEPIOJIMYHUX BHJAHb, 30ipPHHUKIB.
Beenenns 6i0miorpadiynux 3anuciB B 0a3y JaHUX
8. 3aroBHEHHS BiANOBIAHUX M0JIiB Oi0miorpadiuHoro 3anucy oJlHE 30 ¢
nose
3niliCHUTH penaryBaHHs 0a3 jgaHux 0i0miorpadiyHuX 3aMuciB cTaTei 3
NepioIMYHUX BUJIaHb, 301pHUKIB:
9. NOTOYHE pearyBaHHs OJIMH 3 xB
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JOKYMEHT
10. BHOIpKOBE  TeHepajdbHE  pelaryBaHHA 3a  IIEBHHM  IIOJIEM OIVH 3-7 xB
6i0iorpadiuHOro 3anucy JIOKYMEHT
Opranizanis Ta pegakuiss CHCTEMATHYHOI KapTOTEKHM CTaTel
(CKO)
11. IlepernsayTH Ta BinibpaTn kapTku s 3anecerns 10 CKC. omHa 3 xB
CucremaTH3yBaTH Ta PO3CTABUTH KAPTKH y 3BOPOTHIN XPOHOIIOTI] KapTKa
12. Hanwucaty i po3cTaBUTH PO3AITEHUKA OJIMH 2 B
PO3IITBHUK
13. JetamizyBaTil po3minm, BBECTH MpeAMETHI pPyOpWKH, HaMUCATH i OJIMH 2 xB
PO3CTaBUTH HOBI PO3AITIBHUKH PO3IIIBHUK
14. Bunyuntn i3 CKC kapTku Ha 3acTapiii JOKyMEHTH, TIEpeBECTH iX B 0/1Ha 3 xB
apxiBHY YacTUHY (BHIYYHUTH) KapTKa
Opranizanis paxktorpagdiunoi kaprorexu (PK)
15. BusHaunTi 00’€KTH Ta OCHOBHI O3HAKW i BimoOpakeHHs B DK.
[epernsanytn noxkymeHTH i BimiOpatu s BHeceHHs B @K. 3anectn oAHa 7-10 xB
BiZiOpaHi BiIOMOCTI Ha KapTKH, PO3CTABUTH KAPTKH Kaprra
16. HamucaTw i po3cTaBUTH pO3AUTEHUKA OJIVH 2 xB
PO3IIIBHUK
17. [MepeBipuTH Ha KapTKax MPaBUIBHICTh 3aHECEHUX BiJOMOCTEH, BHECTH
3MIHH Ta JOIIOBHEHHS oJlHa 3 xB
KapTKa
Opranizanis TeMATHYHUX TEK Ira3eTHUX BUPi30K
18. IlepernsnyTtu raseru Ta BifiOpaTu cTarTi 3a TEMOIO, MiATOTYBaTH Ta ofHa 3-5 xB
CHCTEMaTH3yBaTH BUPI3KH BUPI3Ka
19. CTBOpHUTH TEMaTW4HY TEKy: 3pOOMTH crierudikaiito crared abo ix
KCEPOKOIIiH, HAKJICITH Ha TEKy KHIDKKOBHW (POpMyIsip, JaTh Ha3By, oJlHa 20-30 xB
3aiHIeKCyBaTH, 3po0OuTH OibmiorpadidyHmii omwc AN PO3MIMIEHHS Y TeKa
JBA
5.2. loBinkoBo-0idaiorpagiuni mocayru
Tabnuys 9
Homep Ha3ssa npouecy, oneparii. OauHuns Hopma uacy
HOPMH 3micT podoTn BUMIpY
1. 2. 3. 4.
Ipuiimanus 0idniorpadgiyHux 3anuTiB
1. [puitasitn  6i0miorpadivanii 3anuT. YTOYHMTHM TeMy, LiIbOBE 1 OJIMH 3 B
YHUTAIbKE TPU3HAYCHHS 3aIuT
2. BusHaunTi TIHOMHY TOLIYKY: JIKepela, XPOHOJIOTIYHI MeX1 MOUIYKY OJIUH 3 xB
iH(opMarii Ta ii Hocii 3aImuT
BukoHaHHSI TeMAaTHYHOI J0BiIKH
3. YTOUHHTH TeMy, 3AIMCHUTH TOIIYK 1 BimOip gokyMmeHtiB. CkiacTu 0/1Ha 10-35 xB
0i0iorpadiunuil onuc JIOBiJIKa
Buxonanns aapecHoi 6i0aiorpadgiunoi goBiaku
4, BcraHoBUTH HasBHICTH 4M MicCIle 3HaXOIDKCHHS JTOKyMeHTa y (o OJIUH 2.5 xB
010moTekH JIOKYMEHT
BukoHaHHs1 YTOUHI0I040i 0ibiorpagiunoi foBigku
5. BcranoButu Ta (a00) yrouHuTH eneMeHTH Oi0niorpadidHOro ommcy, OJIMH
sKi BIJICYTHIi, HEIIOBHI 200 HETOYHO IOJIaH1 y 3alUTI KOPUCTyBaya JOOKYMEHT 57 xB
6. Hapmatn noBHmii 6i0miorpadiuHuii omuc JOKyMeHTa mpu ohOpMIICHHI OJIVH
MUCHMOBHX 010Jiorpad)iYHUX CIHCKIB JIOKYMEHT 510 xp
Buxonanns gakrorpadiunoi noBigkm
7. BceranoButn KOHKpETHI BiomocTi mpo Ti abo iHII 00’€KTH, MOAii, oJ1Ha JIOBiIKA 10-40 x5

npouccu, JaTtu

BukoHaHHS 10BiIOK B ABTOMATH30BAHOMY PeKUMI
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8. 3HaliTH KOpUCTyBaya B 0a3i JaHUX Ta 3apEECTPyBaTH sl BUKOHAHHS OJIUH 3 B
JIOBIJIKH KOpPHCTYBay
3HaiiTu 010i0rpadiuHi 3aKCH 32 yMOBaMU 3alUTy B 0a3ax gaHuXx (B
1.4. EK). Bukonaru noBinky:
9. aapecHy 6i0miorpadivHy, yTOUHIOIOUY OJTHA JIOBiKa 3 xB
10. TEMAaTUYHY OJIUH 15-20 xB
JOKYMEHT
11. ¢akTorpadiuny OJIMH 15-30 xB
JIOKYMEHT
12. BipTyansHY (B Mepexi lareprer, EK, BJI) OVH 20-60 xB
JOKYMEHT
13. BuBectn pesynbTaTé mouryky OiOmiorpadiyHMX 3ammciB Ha €KpaH, OJTHH CITHCOK 2-10 xB
PO3IPYKYBaTH CIIMCOK
O0utik 6idmiorpadgiuHux 10BigoK
14. CucrtemMaTH3yBaTH AOBIAKH 32 THUIAMH, 3aPEECTPYBAaTH B OOJIIKOBHX 0/1Ha 1-2 xB
JOKYMEHTaX, sIKi MpUHHATI y 0ibmioTeni JIOBiJIKa
15. BiniOpatn akryampHi (CKiagHi) THCBMOBI JOBIAKA IS ApXiBY
BUKOHAHUX JIOBIJIOK, TIPOCTABUTH 1HIEKC, 3pPOOHTH OMHC JUIS ORHA 5-8 xB
KapTOTEKH BUKOHAHUX JIOBiIOK JIOBiIKa
Hapanna KOHCYJIbTAIIHHOI  70MOMOrH ol JOBiAKOBO-
0idaiorpadgiunoro anapary
16. [ligroTyBat 1 TPOBECTH TPYNMOBY KOHCYIBTALIO (3aHATTS) TIPO OfHA
KopuctyBaHHs [IbA KOHCYIIBTAIA 60 xB
5.3. Bioaiorpadgiune indopmyBanus
Tabauus 10
Homep Ha3ssa npouecy, oneparii. OauHuns Hopma uacy
HOPMH 3micT poboTH BUMIpY
1. 2. 3. 4.
Indopmaniiine 3a0e3neyeHHs: a0OHeHTIB B cHcTeMi BHOIPKOBOro
po3noBcraxkeHHs ingopmanii (BPI)
BusiBnenns indgopmaniiinnx mnorped Ta QopMyBaHHSI Mepeki
a0OHeHTIB
1. Po3pobutn aHkeTy nis BU3HAYCHHS KOHTHHTEHTY aOOHEHTIB Ta TXHIX
iH(popMaIifinux norped (3anuriB). PO3MOBCIOUTH aHKETY O/lHa aHKeTa 1'ron 30 xs
2. OmnparroBatu pe3ynbTaTu aHkeTyBaHHA. CKilacT Ha 0a3i ofiepikaHuX
. NS o . OJIUH a0OHEHT 1 roxg
JTAHUX KapTOTeKy aDOHEHTIB Ta iXHiX iH(QopMaIliiiHuX moTpes (3ammTiB)
IlinroroBKa CMrHAJILHOTO NOBinoMJIeHHSA B cucTtemi BPI
3. [lepernsiHyTH  MOKyMEHTH Ta  BimiOpaTd  MaTepianw  3TiIHO
iHpopManiiiHux 3amuTiB. O3HAOMHTHCS 31 3MICTOM MaTepiaiB, ofiHe
3pobutH 6ibmiorpadiuHuil omnvc, HAMUCATH AHOTAIIO, MIATOTYBATH 10 | TIOBIIOMIICHHS 2 rox
IPYKy, BiAIpPaBUTH TOBIJIOMIICHHS, 3pOOWTH BIIMITKH y KapTOTeli (5 Ha3B)
a0OHEHTIB
BuBuenns epexTuBHOCTI cuctemu BPI
4. [IpoananizyBaTi KapTH 3BOPOTHOTO 3B’s13Ky. BigKopekTyBaTu cucreMy oJlHa 15 x8
BPI 3rigHO 3 BUCHOBKaMHM aHaji3y KapT 3BOPOTHOTO 3B’SI3KY Kapra
5. [IpoBectn ankeryBaHHs (cIiBOeCiy), MPOAHATI3YBATH OJCpKaHY S — | rox

iH(hOpMaIliI0, 3aHECTH 3MIHHM B KAPTOTEKY a0DOHEHTIB

Indopmauniiine 3a0e3ne4yeHHs a0OHeHTIB B cucremi

audepenuiiioBanoro 3ade3neyenns kepiBHunTBa (JI3K)

dopmyBaHHS MepesKi a00HEeHTIB
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BusHauuTy K010 a0OHEHTIB Ta ixHi iH(popMaIlliiiHi moTpedu (3aruTH):

MPOBECTH aHKETYBAaHHsA, ONHUTYBaHHS, 3i0paTH iHQopMamilo 1o
. OZIH a0OHEHT 1 roxn

tenedony Tomo. CKIacTH KapTOTEeKy aOOHEHTIB, CPOPMYITIOBATH TEMH
iH(hOpMyBaHHS
IinroroBka iHopManiiiHuX MaTepiaxiB
IinroroBka onepatuBHoi iHdopmanii 3a MmaTepiajamMu npecu

7. [lepernsayTn 1 BimiOpatu cTaTrTi 3 TMEPIOAWYHUX BHIAHB, CKIACTH omHa
0i0miorpadiunuil onuc, 03HAMOMUTHCH 31 3MICTOM, CKJIACTH aHOTAIIII0, iHopMarris 4 roxg
MiArOTYBAaTH TEKCT, HAAPYKYBATH (5-10 Ha3B)
Bupuenns egexTuBHocTi cucremn JI3K

8. Po3poOuti Ta pO3MOBCIOOUTH AHKETH, IPOBECTH aHKETYBaHHS
(onutyBaHHs, Oecimu), MpoaHANi3yBaTW Ta Y3arajlbHUTH OJACP)KaHy | OIUH aDOHEHT 2 ron
iH(opMaIito, BHECTH BiIOBITHI 3MiHU B KAPTOTEKy aOOHEHTIB
I'pynoge (inauBinyanabHe) inpopmyBaHHs YnTadiB (A00HEHTIB)

9. BusnaunT kK010 aOOHEHTIB Ta iXHI iH(pOpMAIliliHi MoTpedn (3amuTn):
NpOBECTH  AHKETYBaHHS, ONUTYBaHHA, C(HOpPMYJIIOBAaTH TEMH | OAWH aOOHEHT 1 rox
iH(OpMyBaHHS, CKJIACTH KapTOTEKy aOOHEHTIB

10. [lepernsayTn 1 BimiOpaTu miTepaTypy BIANOBIZHO 10 TEMAaTHKH
3amuTiB, 3poOuTH Oi0miorpadiyHUi ONMUC, CHCTEMAaTU3yBaTH, CKIIACTH
iHpOpMaLiiHUN CITUCOK, 3pOOHMTH MO3HAYKH B KapToTeli aOOHEHTIB OJIHIHL CITHCOK 30 xp
TPYHOBOTO iHPOPMYBaHHS, BiANPaBUTH a0OHEHTAM

11. [ToBimoMuTH PO HASsIBHICTH HOBHX HAJXOKEHBb 32 TEMOK YCHO (110 oNiHE 10 xB
TenaeoHy) TIOB1IOMJICHHS
IlinroroBka 0id1iorpagiuHux orasiAiB JiTepaTypu

12. [ligroToBKa TEMaTHYHOTO OTJISAY JITEPATYPH.
BiniOpaty HOBI HaAXO/HKEHHS 3TiMHO BH3HA4YeHOI TeMu. lliarotyBaTtw | omuH orisia 12-14 ron
KOpOTKi aHortanii. BuOyayBatm noriunHumid Bukiajg wmarepiany. | (zo 10 BumaHs)
IIpoBecTu ormsia

13. [ligroryBatu ormsy iTeparypu HOBUX HAJAXOIKEHB: 03HAHOMHUTHCH 13 J—
3MIiCTOM HOBHMX JIOKYMEHTIB, CUCTEMAaTH3yBaTH MaTepiai, MiAroTyBaTu (10 10 BHxaHD 10-12 rox
TEKCT, TPOBECTH OTJISIT
[linroToBKa TEMATHYHOTO MEPEIJsAY JiTepaTypn

14. BuzHaunTi Temy meperismy, CKIacTH TEKCT orojomieHHs (adimi).
[lepernsuyT Ta BigiOpaTH JOKYMEHTH, 3aMOBUTH Ta OJEpKaTH iX B
CTPYKTYpHHX TMiApo3ainax. Po3pobutn pyOpuKH neperisay, Mia- | OXUH Neperisin 10-15 rox
rOTyBaTH MiCLle €KCHO3MILi, po3cTaBuTh Niteparypy. emontysatu | (10 S0 BuIaHb)
TIEPETJISIT Ta TOBEPHYTH JIITEPaTypy Y CTPYKTYPHI i P03 IiTH
iaroroBka neperJisily HOBUX HAIXO/2KeHb JiTepaTypu

15. Cknactu Tekct oronomenHs (adimi) mpo nepernsa. [leperisiaytu Ta
BifliOpaTn [OKYMEHTH, 3aMOBUTH Ta OIEPXKATH X Yy CTPYKTYPHHX | OuH Heperisj
HiApo3ainax, pO3MOAIIMTU 3a Taly3siMH 3HaHb, MiATOTYBaTH Micle (0 50 10-12 rox
eKCIO3ULil, PpO3CTAaBUTH JiTeparypy. JleMOHTyBaTH meperyisig Ta BUJIAHb)
MOBEPHYTH JITEPATYPy Y CTPYKTYPHI MiAPO3 1IN
IlinroroBka 010/IeTeHsI HOBMX HAXOMKEHb

16. [lepernsayTH Ta BigiOpaTH JOKYMEHTH 3 MAacUBY HOBUX HaJXOJKEHB, OJIUH
CHUCTEMaTHU3yBaTH IX 3a Taldy3sMH 3HaHb, 3poOuTH Oibmiorpadiuni OroyieTeHb 10 rox
OIKCH, CKJIACTH KOPOTKI aHoTallii (3a moTpe0o0r0), MOCTABUTH CULIIN (mo 30

CTPYKTYPHHX Mipo3ainiB (0i0moTek-dimiii)

JIOKYMEH-TIB)

Opranizanis ta nposenenns JIus indopmanii, ns 0idxiorpadii
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17.

BusHaunTtH 1inboBy ayauTopiro, MeTy Ta Temy JHs indopmanii (Jus
0i0miorpadii). 3abe3neunTd BiAOIp Ta CHUCTEMATH3ALiI0 JTOKYMEHTIB
BH3HAYCHOI TEMAaTHKW. BUpIMATH opraHizamiiiHi muTaHHSA (mata Ta
IUIaH TPOBEICHHS, PO3pOoOKa pEKIaMHUX OTOJIOUICHb, 3BEPHEHbD,
TTOBITOMJICHHSI 3aIliKaBJICHUX OpTraHi3arlii, 3ampoIIeHHs CIEIiaIiCTiB,

KOHCYJBTaHTIB TOmImI0). Po3pobutn Ta odopmut HaouHi (opmu ONIUH
nomynsipusanii JiTepatypu (BHCTaBKW, meperisiau). lligrorysaru 3axif 36-50 ron
TekcTH Oi0miorpadiyHuX OrfsAiB, KOHCynbTalid Tomo. IIpoBectu
Hens indopmamii (Henp 6i6miorpadii) srizao mmany. 3poOutu aHami3
e(eKTUBHOCTI  3aXOJy: KUIBKICTh  BiIBiyBauiB, KHHI'OBHJIA4a,
OTIpaLOBaHHs aHKET Ta iH.
Opranxi3anis Ta npoeaeHns JIHs cnemiagicTa
18. BusHaunTi WiNBOBY ayauTOpilo, METy Ta TeMy 3axoxy, (opmy
MpoBefeHHs (CTamioHapHa, BHWi3HA), TMEPEerJIIHYTH 1 BigiOparu
JNOKYMEHTH, CKJIAacTH TIJIaH MpPOBEICHHS, pPEKJIaMHi OTrOJOIIEHHS,
y3TOIUTH MPOTrpamy i3 3aMOBHUKAMH, 3alliKaBICHUMH OpTaHi3allisMH,
MArOTYBaTH TMEperNIsay JITepaTypd, TeMaTWdHi BUCTaBKH 3a OJTHH
CrHeHiaNbHICTIO, Oi0miorpadiuHi Orsmu, 3aMOBUTH IEKIil Ta iH., 3axin 50-70 rox
3allpOCUTH CIIEIIaJiCTiB, OpraHi3yBaTh uepryBaHHA Oi0Omiorpadis,
KOHCYJBTaHTIB-CIIEIINliCTIiB, TPOBECTH 3axif, 3poOWTH aHai3
e(eKTUBHOCTI 3aX0Ty
6. HaykoBa aisiibHicTh 0i0TioTekH
6.1. HaykoBo-nocaitHuIbKa podoTa
Tabauus 11
Homep Ha3Ba npouecy, oneparitii. Onununs Hopma yac
HOPMH 3micT podoTHn BUMipy P y
1. 2. 3. 4.
Po3poOka nporpamMu (TeXHIYHOI0 3aBJAHHA) JOCJIi/IKEHHSA
OOrpyHTyBaTu axkTyaJIbHICTb TEMH, BHUSBUTH 1 OOIDYHTYBaTH
npobJeMHy cuTyalito, chopMmyiaroBaTi MeTy, 3aBJaHHS 1 TiMoTe3y,
BU3HAYUTH OO0 €KT 1 mpenMeT mociipkeHHs. OOroBOpUTH Matepialn,
JOONpAIIOBaTH JOKyMEHT Tiicisi oOroBopeHHs. Hamumcatn Tekct
JIOCIIIJDKEHHS
1. EMITIpUYHOTO XapakTepy oJTHa 700 rox
nporpama
2. MJIOT2XHOTO (PO3BiAYBAIBHOTO) XapaKTepy ollHa 430 rox
nporpaMa
3. MPUKIIAJHOTO XapakTepy 3 BUKOPUCTAHHIM BiIOMHX (armpoOOBaHHX) onlHa 250 rox
nporpam, METOAMK PErioHAILHOTO PiBHS nporpama
4, 3 BUKOPHCTAHHSM HOBHX (He anpoOOBaHMX) MPOrpaM, METOIUK ollHa 335 rox
nporpaMa
5. (hyHIaMEHTATFHOTO, TEOPETHKO-TII3HABAIHFHOTO (KOHIETITYaJbHOTO, OJIHa 440 ron
METOAOJIOTIYHOT0) XapakTepy nporpaMa
6. MiHi-€KCIIPeC AOCIIKSHHS, JIOKATBHOI COIIOIIOTIYHOI PO3BiIKH OJIHa 25 rox
nporpaMa

Po3po0ka MeTOTUKH JOCTiIKEHHS

Hanmcatn TekcT METOOUYHMX OKYMEHTIB 3TiJHO 3 JOCIIIKECHHSM,
sAKe TpoBoAUTHCS. Po3poOutn 1 oOrpyHTyBatm BHOIpKY, BHOpaTH
MeToaH 300py corionoriyHoi iH(opMallii, onMcaT METOIN Ta CXEMH
aHaiizy i oOpoOKku naHux. Po3poOMTH METOIUYHUIA iHCTpYMEHTapii:
aHKeTy, iHTepB’i0, Oecigy, OnmaHku OOJiKy, ONaHK CHOCTEpEKEHH:,
aHayi3 0i0mioTedHol AokyMmeHTallii, (opmu TaONUIL. 3MIHCHUTH
eMIIpUyHy anpoOallif0 PeJeBaHTHOCTI CKIAJICHHX JIOKYMEHTIB,
YTOUHUTH 1 JOONpalOBaTH METOAMYHHMH 1HCTPYMEHTAapii, CKIIACTH
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OCTaTOYHUI BapiaHT TOKYMEHTa

Meroavka IpoBEICHHS HOCTIPKCHHS

7. EMITIPUIHOTO XapaKTepy OJTHA 550 rox
METOAMKA
8. MTOTaXXHOTO (PO3BiAYBAIEHOTO) XapaKTepy OJlHa 300 rox
METOJIMKA
9. MPUKJIATHOTO XapakTepy 3 BHUKOPHUCTAHHSM BIIOMHUX (ampoOOBaHMX) OJTHa 150 rox
MporpaM, METOJUK PETiOHATBHOTO PiBHA METOAMKA
10. 3 BUKOPUCTaHHSIM HOBHX (He anpoOOBaHMX) MPOrpaM, METOAUK oJlHa 250 rox
METOJIMKA
11. (hyHIaMEHTATFHOTO, TEOPETHKO-TII3HABATBFHOTO (KOHIIETITYaJbHOTO, OJTHa 350 rox
METOAOJIOTIYHOT0) XapaKTepy METOAMKA
12. MIiHi-€KCIIPEC AOCIIKSHHS, JIOKATBHOI COIIOJIOTIYHOI PO3BiIKH oJlHa 40 rox
METOJIMKA
Oprasxi3aniiiHa po6oTa 111010 MPOBeIeHHs TOCTiTKEeHH S
13. CrBopuTd AOCHITHUIBKKN KosnektuB. Criiactu poOoumii  IIaH
MPOBEACHHSI JOCTiHKEHHS, y3rOIUTH HOT0 3 BUKOHABLSAMU. Po3poOuTn
METOJIMYHI JTOKYMEHTH IIOA0 30WpaHHS TNepBUHHOI iH(opMarii e 140 ron
(mopanu iHTepB’r0epaM, CrocTepiradyaM TOIIO); MPOBECTH IHCTPYKTAXK FIOCITIIDKCHEA
MpaliBHUKIB (iHTEpB F0EpiB, CHOCTEpiraviB Ta iH.)
14. 3nificuTr GibmiorpadiuHe onpairoBaHHs TEMH JOCHTIDKEHHs, poOOTy B
apxiBax, BUBHEHHS HOpM‘a”H/IBHO-jFQXHi‘lHO‘I‘ JOKYMEHTAIIi, in)opMaui'l’ po onme 40 rox
QHAJIOTH Ta IHIII MaTepiayy, SKi CTOCYIOThCS TEMH, IO JOCIIDKYEThCS. | JOCIIHKSHHS
CruacTu 6i6miorpadiyHui CIMCOK BUKOPUCTAHOI JIiTepaTypH
306ip nepBuHHOI iHopMaii
15. AmnketyBaHHs (10 15 mo3uiii) 0JIHa 15 xB
aHKeTa
16. OmmryBanss (mo 10 mo3urriii) OJTHE 20 xB
IHTEPB 10
17. CriocTepeKeHHs oJlHH GIaHK 20 xB
18. AHai3yBaHHS CTATHCTUYHUX JIOKYMEHTIB OJIVH 20 xB
JIOKYMEHT
O0podka 1anux
OOpoOut  iH(pOpMAIil0 HAa OCHOBI TEPBHHHHMX BHUXIJHUX JIAHUX,
OTPUMAHKX BIITOBIHO 10 METOIWKH JOCITIKEHHA. 3pOOUTH TIOTIepEIHIH
MIpaXyHOK BIiJIIOBiIEH HA 3alWTaHHS, BMIllleHI B OOpaHy METOIHMKOO
nocimipkends  Gopmy. Crylact poOoui  TaOnuil. 3aHECTH TONEPEIHi
MAcyMKH y poOoui Tabnuii. 3mifiCHUTH MiIpaxyHKH, y TOMY YHCHI
a0CONIOTHI ~ BENIMYMHK, BIJICOTKH, BW3HAYUTH CEPEJHI ITOKA3HHKH,
Koe(illieHTH, 3MiHHI TIOKa3HUKM Toilo. I[liaroryBatu 3BeieHi TaONMII,
crucku. [lepeHectn pe3ysbTatét poOOYMX TAONMIL Y 3BEACHI TAOJIMII,
3JIACHUTH Bi/ITIOBIJTHI I APaXyHKH:
19. Y py9HOMY peXuMi ollHa 300 rox
METOJINKa
20. B aBTOMATHU30BaHOMY PEXKHMI onHa 400 rox
METOJINKA
AHnaui3 00po0JieHol iHpopmanii, MiAT0OTOBKA 3BiTY,
(hopMyJII0BaHHSA BHCHOBKIB, PO3p00Ka peKoMeHaallii
21. VY3aranbHUTH pe3yJIbTaTd JOCHTIDKEHHS, TOPIBHATH 1X 3 TEOPETHYHUMHU OJIMH
Mozemsimu.  [IpoanamizyBati  omparpoBaHy —iH(opmamio. 3poOHTH | aBTOPCHKUN 100 rox
BUCHOBKHU, IPUIAHSITH PIIEHHS, 3pOOHTH ITPOTHO3 apKyII
22. Hanwmcatu 3Bit. Po3poOuTh pekomeHaiii, iHCTPyKIii 3 BIPOBaKEHHS
MaTepiaiB HayKOBOTO JIOCIiKEHHS OJINH § 275 rox
ABTOPCHKUN
apKyIn

[MiaroryBatu craTTio j0 30ipHMKAa HAYKOBHUX IIpallb, MPaKTUYHOTO
nociOHuKa, mpodeciitHoi mpecu:
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23. TEOPETUYHOTO 3MICTY OJIVH
aBTOPCHKUUN 300 rox
apKy1
24, MPUKIIAHOTO, MPAKTHYHOTO 3MICTY OJIMH
aBTOPCHKUN 175 ron
apKy1
25. Hammucatn nomoBiap 3a micyMKaMu HAyKOBOTO JTOCTKEHHS OZIVH
aBTOPCHKUI 125 ron
apKy1
26. |IligroTyBatM OrNsSAM HAYKOBO-JOCHTITHHUIEKOT POOOTH MPOBIIHUX
0i0mioTek Ta  OiOMiOTEK  HABUAIBHUX  3aKJIaliB  KYJIbTYpH: OJIMH
MpoaHai3yBaTH MaTepiali; pO3IIyKaTd, BimiOpaTu myOuikamii WX | aBTOPCHKHUIM 250 rox
6ibmiorex y (haxoBiif mpeci; 3BiTH, aucepTamiiiHi poboTH; 3AiHCHUTH apKyII
CHCTEeMAaTH3alli0, aHaJli3, y3araTbHEeHHS X MaTepialiB
Po3pobka raisyseBHX JOKYMEHTIB NEPCIIEKTHBHOTO XapaKTepy
27. Po3poOuti HaykoBUE TPOTHO3, TMOB’S3aHUM 13 TMEPCIEKTUBAMH OJIMH
PO3BUTKY 6i01i0TEK perioHy, nepkaBu. Hammcatn Tekct aBTOPCHKUUN 250 Toxn
apKy1
28. [ligroTyBaT KOHUEMIII0 TEPCIEKTUBHUX  HAINPSAMIB  PO3BUTKY OJIMH
0i0mioTeyHOI cTIpaBu B perioHi, nepkasi. Hammcatn Teker ABTOPCHKUN 250 ron
apKyI
29. Pozpobutn minboBi mporpamu mist Mepexi 6i0moTek (oaHiel 0i0TiOTEKH). -
3ILII/ICH-I/ITI/I ZUArHOCTHKY CHTYallii, 30BHIIUHIX i BHYTPIMHIX BIUIMBIB Ha aBTOpCHKH 290 rox
(hyHKIIOHYBaHHS 1 PO3BUTOK Mepexi O0i0moTek (omHiei Oi0mOTEK™H).
Bupobutn pexkomeHaii, pimenns. Hanwicatu Tekct apiy

Tpumimku: Hopma dacy Ha CKJIalaHHS TIPOTpaM, METOAMK, IHCTPYKIIiH JaeThcsl HA JOCIIIHHIIBKII KOJEKTHB. [ OIMHI TpaleBUTpaT po3MoIUIIOTECS

MIK BUKOHABIISIMH 3aJIEKHO BiJl 1X HABAHTAKEHHSL.

Jlo mporiecy MiATOTOBKH PYKOIUCY JI0 APYKY BXOJUTH: 3/1a4a PYKOIKCY HAYKOBOMY PEIaKTOPy, OOTOBOPEHHS Y BiUILI,

Ha HayKOBIH pajii, JOOMPAIIOBAaHHS PYKOIIHCY.

6.2. HaykoBo-meToan4yna pooora

miicCyMKaM# 0OTOBOPEHHS

Tabauuys 12
Homep HasBa npouecy, onepaitii. Onnuunus Hopma qac
HOPMH 3MicT podoTn BHMIpY P y
1. 2. 3. 4.
iaroroBka MeTOAUYHOr0 NOCIOHNKA, peKOMeHA AL
IIpuHLIUNIOBO HOBA PO3PO0KA TEeMHU
1. BuBunti TeMy, YTOYHHTH 4YHTalbKe Ta IUIbOBE NPUIHAUCHHS
MOCiOHMKa, peKoMeHallii. 3aiiicHuTi Oi0iorpadiyHe onpaitoBaHHS OJINH
TeMd. BUBYATH HOPMAaTHBHO-3aKOHO/JABUY IOKYMEHTAIIF0, BUSBUTH | aBTOPCHKUI 350 roxn
iHpOpMaIIiI0 PO BU3HAYEHY TEMY 3 JOCBiy poOOTH BITUM3HSIHHX Ta apKyuI
3apyOixHUX 010TIOTEK, MATOTYBATH TEKCT
2. CknacTu TpOCHEeKT BHIaHHS, oOrooputH. JloomparoBaTH micis
poOOTH 3 HAYKOBHM pENAKTOPOM, PEKOMEHJIALi Ta 3ayBakKeHb. O 16 ron
3aTBepANTH MPOCHEKT fpoctiet
Moaudikanis panime po3po0;aeHoi TeMu
3. BusiBuTH Ta BUBYMTH HOBi JOKYMEHTH 1 HakonmuueHHd OibmioTexamu
JOCBiZl Ha TeMy IMOCIOHMKa, PEKOMEHIALiH; YTOYHHUTH NPOCIEKT, OJIMH
BHECTH 3MIHM 3TifHO 3 JOCATHEHHsMH OibiioTedyHoi Teopii Ta | apropchkmii 170 ron
MPaKTUKW; TATOTYBATH TEKCT JJIsi OOTOBOPEHHS; JOOMIpAIfOBaTH 3a apKyII

Po3po0ka noxyMeHTiB, 10 perJ1aMeHTYIOTh MisVIbHICTh 0i0JIioTeK,
NMOJI0KeHb,  iHCTPYKNil, MNPOEKTIiB  MOCTaHOB, CTATYTIB,
3aKOHOJABYMX AKTIB'

IIpuHIUIIOBO HOBA TeMa

Jlo HOpMHU Yacy TIpH CKJIafaHHI JOKYMEHTIB, 10 PEriIaMeHTYIOTh JisUTbHICTh PeCyOiKaHChKUX, 00IacHuX 010I1ioTeK,
3aCTOCOBYETHCS MiABHINYBalbHUH Koedinient 1,15.

25




4, BusiBuTH, BHBYMTH 1 NpoaHali3yBaTH 3aKOHOAABYI Ta HOPMAaTHBHI OJIMH
JOKYMEHTH 3a TEMOI, HaIMCaTH TEKCT TIPOEKTy ITOKYMEHTA, | aBTOPCHKUI 340 Tox
00TOBOPHUTH, JOOTIPAIIOBATH TOKYMEHT ITiCJIs OOTOBOPEHHS ApKyIII
5. [IpoBectn ampoOariir0 JOKYMEHTIB Ha 0a3i BHU3HAYCHHMX O0i0JIOTEK, OJIUH
y3araJlbHUTH OTPUMaHi pe3yJbTaTh Ta MPOIO3HIii, MArOTYBaTH JUIA | aBTOPCHKUI 170 rox
3aTBEPIKEHHS apKyI
Monaudikairisi paninie po3po61eHOro 10KyMeHTa
6. [NpoanamnizyBaty Ta OLIHUTH JOKYMEHT; 30iIHCHUTH IOIIYK i BiOip HOBHX J—
YMHHMX JIOKYMEHTIB 33 TEMOI0; BHECTH 3MiHM B TEKCT JIOKYMEHTa; aBTOpCHKHIL 160 rox
0OTOBOPHUTH, JOOMPAIIOBATH 32 MiACyMKaMHd OOTOBOPEHHS; IIATrOTYyBaTH apKym
JI0 3aTBEPIKECHHS
7. Pozpobutn MeTonuyHi pekoMeHaaii, IHCTPYKUil, TIaH 3 YIPOBAIKESHHS OJIMH
HOPMAaTMBHOI Ta PEIrJIaMEHTYIOUOi JOKYMEHTallii; IAroTyBaTd O | aBTOPCHKHMA 275 ron
myOmikarii apKyII
Po3poOka obaikoBux ¢opm, 3paskiB Ta0IMIb
8. YTouHuTH MpeaMeT, 00’ €KT, 3MICT 00JIKOBOI opMH, BifiOpaTH moTpiOHi
TTOKa3HUKH, PO3POOMTH MakeT OOJiKoBOi (opmu, 0OroBOPHUTH, OMH 1
MATOTYBaTH IO 3aTBEPPKEHHS; PO3POOUTH TAONMIII HOBOTO 3pasKy; ABTOPCHKHH S0 ron
CUCTEMATU3YBATH 1X aprytt
9. CkJiacTi peKOMEeHAIll 1040 BIPOBAKEHHS CTAaTUCTUYHUX (HOpM Y OJIMH
MPAKTUKY aBTOPCHKUI 120 rog
apKyII
AHaJI3 CTATHCTHYHUX JAHUX
10. 3nilicHuT! 30ip CTATHCTUYHMX JAHWX 3 TIONEPEIHBOIO 3BIPKOIO 13
TIEPBUHHAMH OOJIKOBUMH JTOKyMEHTaMH OiOTiOTeK, M0 3HAXOAATHCS y %ﬂHa 1-2 roxg
cepi METOMYHOTO BIUTHBY A
11. 3aroBHATH CTATUCTUYHI TaOJIUII oJlHa 2-4 rox
TaOJINIIA
12. [IpoBecTn BiNIMOBiAHI MiAPaxXyHKW: MiACYMKOBHX JaHHWX Ta BiJHOCHHX o/THa 2 rox
IIOKa3HUKIB TaOJIHIA
13. VY3arajgbHUTH CTaTUCTHYHI JaHi. [limroryBatu 3BelCHUI NOKYMEHT IS oJlHa 4 ron
3aroBHEHHS (DOPM JIEP’KaBHOI CTATUCTUYHOI 3BITHOCTI TaOIUIIS
14. [linroryBaty BumaHHS IIOJO 3BEAECHUX CTATUCTHYHUX JAHUX MisUTHHOCTI OIINH
i Bl ioMumx 0i0sioTek. Hanmcaru nmepeiMoBy, TEKCTOBUE KOMEHTAp aBTOPCHKUIHA 80 rox
apKyIl
iaroroBka NUCLMOBOI KOHCYJIbTANil, METOAMYHOI'0 JUCTA
15. BusiButH 1 mpoaHamizyBaTH JIOKYMEHTH 3a TEMOIO; BUBYHTH Ta 05
y3araJlbHUTH JAO0CBi poO60oTH 010110TeK; HAMMUCATH TEKCT KOHCYJIbTAIll, ’ N
METOJIMYHOI'O JIUCTA; MIATOTYBATH JI0 OOTOBOPEHHS, JIOOIPAIFOBATH 3a aBTOPCPKIH 170 ron
MiZICYMKaMH 00TOBOPEHHSI; MiIrOTYBATH JIO JPYKY aprymt
iaroroska orjsiay AisyibHOCTI 0i0J1i0TEK 32 NEBHOK TeMaTHKOI0
16. YTOYHUTH TeMy OISy, BU3HAYUTH XPOHOJIOTIUHI MEXi; BUSBUTH J10-
KYMEHTH, BiiOpaTy X, BUBUYMUTH; MIArOTYBATH CTATHCTUYHI TAOJIHIIL; O
] ' ) . aBTOPCHKUI 180 rox
MpoaHaIi3yBaTH; HAIMCATH TEKCT; OOTOBOPHUTH, JOOMPALIOBATH IiCIIs
00TrOBOpEHHS apiy
PenenzyBanns HAYKOBHX, MEeTOTUYHHX, indopmaniiinnx
MarepiaJjiB
17. [IpounTaTtn matepian, mo peueHsyerbca. OLMiHUTH Horo B LilomMy Ta J—
OKpEeMi YaCTHHHU, BCTAHOBUTH BiITOBI/IHICTL YMTAIBKOMY i LITEOBOMY OKYMEHT 15 ron
MPU3HAYEHHIO, HAYKOBUM 1 METOJIMYHUM BHMOTaM
18. Hanucatu perieHsiro 0,25
aBTOPCHKUIA 15 ron
apKym
ITinroToBKa HOMOBIAI
19. [ligiOpaT Ta BHBYUTH MaTepialu: JOKYMEHTH, CTATUCTUYHI JaHi, OJINH
nyOuikanii B npodeciiiniid npeci, iHpopmanii, 3BiTH, 1HII JpKepena, | aBTOPCHKUI 160 ron.
HaNMCaTH TEKCT JONOBiMI apKym

HiaroroBka aekiii, KOHCYyAbTaLil
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Po3poOutn mnan nekuii, KOHCynbTamii, miAiOpaTH, BUBYMTH MaTepiail.
CKJIaCTH CIIMCOK JTITEpaTypH A0 JICKITii, KOHCY bTalli. HarmmcaTw Tekct

20. [lepBUHHA JEKIis oHa 95 rox
JICKIIis
21. [loBTOpHAa JEKMLis 3 ypaxyBaHHSIM HOBOTO MaTepiary ofHa 15 rox
JIeKIs
22. [epBUHHA TPYIIOBa KOHCYIBTALLIS omHa 25 rox
KOHYJbTAIlisI
23. [ToBTOpHA IpynoBa KOHCYNbTALIsA 3 ypaxyBaHHIM HOBOTO MaTepiany omHa 10 rox
KOHYJIbTAallis
24, YcHa iHaUBIAyaTIhbHA KOHCYIIBTAIIS oma | ron
KOHYJbTAaIIisI
25. [ligroryBaru BiANOBIIb HA JUCT OJIMH JIUCT 8 rox
26. Ilepernsim HOBUX HaIXOMXEHb 3aKOHOJABYMX Ta HOPMATHBHHUX
JMOKYMEHTIB. 3paificHuTn momyk y Mepexi Internet. dopmaryBanHA rouHa 1 ron momHS
TEKCTY Ta BBEACHHS y 0a3y JaHuX Bioaidy
[nnuBigyansHe migBUIICHHs KBasTi(ikamii mpaliBHUKIB 0i0Ii0oTeK:
27. 31 cTakeM poOOTH TIOHAJ 5 POKiB roJIuHa 1 ron/THXIeHB
28. MOJIOJI clieriaicTu roAMHA 2 oA/ THXICHb
IlinroToBKa TpeHiHry, MaiicTep-KJaacy
29. BI/I3Ha1I.I/ITI/I MeTy i 3aBJIAHHS  3aXO11Y; po3poOoUTH  MPOOIEMHY . 40 rox
CHUTYallil0; CIPOTHO3YBATH OYiKyBaHi pe3ylbTaTH
IligroroBka MyJabTUMeiiiHOT Mpe3eHTAaIii
30. Cknactu Te3u, mimiOpatu Ta BinckanyBatu (ortorpadii, ohopmuru OHH CITAiT | ron
ciaiiiy npe3eHTanii y nporpami Power Point
IIpoBeeHHsI IPAKTUKYMIB, CTa:KYBaHb, METOAUYHOIO THS
[Ipaktukym (7-10 npmiB). Bu3naunth TeMu, 3aBIaHHSA, BIIPABH.
[MigroryBatu 6a3y mis mpoBenenHs. Ckimactu rpadik i yTOUHUTH
TEPMiHHU MPOBEACHHS 3aHATh
31. ['pymoBuii mpakTukym OJTVH 45 rox
MPaKTHKYM
32. [HnuBiAyanTpHIA TPAKTUKYM OJIVH 40 rox
NPAKTUKYM
Craxysanss (7-10 aHiB). YTOYHUTH TEpMiHM NPOBEIEHHS CTa>KyBaHH:L.
BusiButn miteparypy 3 nuTaHHA, 0 BHBYaeThes. CKiacTu mporpamy i
rpadik CTaXyBaHHS, BPaXxOBYIOUHM MpodeciiHy MirOTOBKY CITyXadiB.
[linroryBat BUCHOBOK MPO MPOXO/PKEHHS CTAXKYBaHHS
33. I'pymoBe craxxyBaHHs o/lHE 55 rox
CTaKyBaHHS
34. [HnuBigyansHe cTaXKyBaHHS o/lHE 45 rox
CTa)KyBaHHS
Meroanyauii 1eHb
35. Busnaunti Temy, 3aBmaHHs, BOpaBU. BusBUTH JiTeparypy 3 TeMmH, OJllHE 40 rox
CKJIACTH MIPOTPaMy 3aHATTS
IIpoBeneHHs1 MPAKTHKHU CTYJEHTIB BUIIMUX i cepeaHix cnenialibHUX
HABYAJIBHHUX 3aKJIajiB
36. [ligrotryBatn # opraHi3yBaTd MNpakTUKy cTyaeHTiB (o 30 1HiB).
Po3poOuTn TaH TPakTUKH, TIOTOJUTH HOTO 3 KEePIBHHKOM TPAKTHUKH
(MpencTaBHUKOM HaBYaNIbHOTO 3akiafy). Ckiacta rpadik BiiBiTyBaHHS OHa 90 ron
CTPYKTYPHUX MiApo3aitiB. OpranizyBaTd NpakThuHi 3aHATT. 1linOutn fpaKtiKa
TTICYMKH MPakTHUKU. CKITACTH XapaKTePUCTHKH MPAKTHKAHTIB
IIpoBeneHHsI NPAKTHYHOTO 3aHATTS
37. [ligroryBatu mpaktuuHi 3aHATTS. CKJIACTH 3aBIAaHHA 3 BUKOHAHHS
610:mi0TeYHOTO Tipouecy, SKUIl BUBYAETHCH, pO3pO6I/Il.“I/I KOHTPOJIbHI oJlHE 20 rox
3allUTaHHS, WIATOTYBAaTH TEMaTHYHWN CIMCOK JIITEpaTypud [0 3aHATTS

3aBnanHg. Hamucatu te3u

CkJiaiaHHs HaBYAJIbHOI IPOrpaMu
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38.

Busnauntn CKJIang cnyxaqu. CkiacTh TeMaTUYHHUI JjIaH, YTOYHUTHU

. o ollHa
HOpsiIOK  HaByaHHA. Iligroryeatu PEKOMEHJIalliiHI  CIIUCKU 105 rox
JITepaTypH 3a TeMaMu nporpamMu. OOTOBOPHUTH MTPOTPaMy fporpamMa
BinBinyBannsi 0i0sioTexk, BHWI3IM Yy BiIpsiAXKeHHSI 3 MeTOIO
BHBYEeHHSI Po0OTH i HAJaHHS MeTOANYHOI IONIOMOTH

39. [linrorysarucs 10 BiAPSMKEHHS. Y TOYHUTH TEPMIHHU 1 METY BiIps/HKEHHS, OJHE Bin- 16 Ton
O3HAalOMUTHUCS 3 HAsBHUMH JOKYMEHTaMH Ta MarepiajlaMH IOIEPeIHiX | PsIKEHHS
BUi3MIB 1 myOmikatiiii y npeci. Ckiactu nporpamy (TUIaH) BipsHKEHHS
41. [ligroTyBaTi AOBIIKY 32 HACIIIKAMH BiAPSIKESHHS OJIMH 32-40 ron
aBTOPCHKHUI
apKyII
40. OOGroBopHTH pe3yIbTaTH BiIPSIHKEHHS OJIHE BiJ- 4 ron
PSLKEHHS
42. CxJiacTu aBaHCOBHH 3BIT OJIMH 3BIT 1 rox
6.3. HaykoBo-0ibtiorpagiuna podora
Tabauua 13
Homep Ha3Ba npouecy, onepaiii. OnuHnus Hopma uac
HOpPMH 3micT podoTn BUMIipY P y
1. 2. 3. 4.
CkiaananHa pexkoMmeHaaniiinoro 0Oi0miorpagiunoro mnocionmka:
MOKAKUMKA, OTJIANY, Oeciiu, J0BiTHNKA
1. BU3HAYHTH TEMATHKy Ta aJpecHICTh MociOHuUKa . BusBuTH i BigiGpaTn
nokyMeHTH. CKJacTd KapTOTEeKy IEpBUHHOTO BiOOpY AOKYMEHTIB.
OszHattomutucs de-vizo 31 3MicTOM BifiOpaHOi TiTepaTypy.
[TigibpaTin Ta O3HAWOMHUTHCH i3 PEUEH3ISIMH, KPUTHIHUMH CTATTIMHU.
Po3pobuTy, HanrcaT Ta 0OrOBOPUTH MpOcTeKT. [IpOKOHCYIBTyBaTUCS -
81 clIeIUamCTaMH. L. } .. | aBTOpChKUI 250-300 ron
3pobutn 6ibmiorpadiuni omucw moxymeHTiB. Hamwmcatm aHorarii
PEKOMEHMAIIITHOTO XapakTepy, BCTyI, mnepeaMoBy. CTpyKTypyBaTH apiyt
Matepian. [liqroTyBaTu IOMOMIXHI MOKa)KYUKH, NOJNATKH, MiTiOpaTH
imroctpartii. [ligroTyBat KOMeHTapi, MPUMITKH.
OOroBopuTH TpPOEKT mociOHuWKa. JloompaigoBaTd  3TigHO i3
3ayBaKCHHIMH
IiaroroBKka HAyKOBO-I0MOMiKHOT0 MOKAKYMKA, NOCIOHUKA
Bupuuti Temy. Po3poOutu mpocnekT (3a moTpedoro - po3MUpeHnit) 3
IHCTPYKI[IIMH, METOJIMYHUMHU PEKOMEHIAIlIIMU. BusiButh 1 BifiOpaTu
JOKYMEHTH, Yy T.4. iHO3eMHUMH MoBamH. O3HallOMHUTHCS 3i 3MiCTOM
BiiOpaHoi JiTepaTypH, 3 peUeH31IMH, KpUTUIHUMH CTATTSIMU. 3pOOUTH
6i0miorpadiuni onmcu. Cknactu kaproTeky. Hamumcatm anorauii um
MPUMITKH  JIOBIIKOBOTO XapakTepy. BuH3HauuMTH BiIOMOCTI JUIs
BiOOpakeHHsI y AONOMDKHHX MOKAXYMKAX. 3rPYIyBaTH 3allUCH Yy
Mexax posmimiB. Hammcatn mnepemmoBy. IlimroryBatm momomixHi
MOK&KYMKH, J0AaTKU. [IpOKOHCYIbTYBaTHCS 31  CHEIialicTaMu.
OOroBoputn  pykomnuc. JloompaifoBaTd  pyKOIUC  3TiAHO i3
3ayBaKCHHAMH
Cruiaganss 610iorpadiyHOro MOKayKIMKa:
2. aKTyaJIbHOI TEMAaTHKN OZIMH
aBropebkuii | 250-300 rox
apKy
3. YHIBEpCAILHOTO 3MICTY OJIMH
aBropebkuii | 280-330 rox
apKym
4. PETPOCIIEKTHBHOTO XapaKkTepy OMIH | 384400 rox
ABTOPCHKHI

1 . . . .
Po3po6ka mpocrekTy nocibHuka qus. po3ain «HaykoBo-nocmigauipka podoray. Hopmu yacy Ha penaryBaHHsI IUB. pO3.iT
«PenaryBaHHs pyKOIIHCIBY.
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apKynI
CxuaiaHHsl 3BeICHHX KATAJIONB KHM/KKOBHMX IaM’ATOK
5. Po3poOutu  mpocriekr.  BusiBHTH ~ KHIDKKOBI — IaM’SITKA.  3pOOUTH OJIMH
Oibmiorpadiuni onmcu. CKIacTd AOBIIKOBHK amapar — JonoMbkHi | aBTopchkuit | 350-400 ron
MOKa&KYMKH, JOJATKH, HOsICHeHHsI Toiio. Hanmcatu Betyn apKyI
IMiaroToBKa aHOTOBAHOI0 peKoMeHAaUiiiHOro Oidaiorpadiunoro
CIIHCKY
6. Busznauntn Temy. BusButH 1 BimiOpaTH JOKyMeHT. 3poOuTH OJIMH
6i0miorpadiuni onucu. 3rpymyBaru Martepiai. Hanucatu Betyn ABTOPCHKUI 80 rox
apKynI
Cry1agaHHsI TEKCTOBOI eKkcnpec-iHdopmairii
7. BusiBuTu 1 BifiOpaTn HalOUIBII aKkTyalbHI JOKYMEHTU TEBHOI TEMATHKH, OJIMH
CHCTEMaTH3yBaTH Ta CTUCIO mpopedepyBatu iX, MiArOTyBaTH OO0 JOPYKY | aBTOPCHKHI 40 ron
TeKCT 3 Oi0miorpadiyHIMI ONMCaMuy IOKYMEHTIB apKyII
Cknananns 6iojiorpadgiynoro 3anucy (omucy, aHoTaiii), pedepary
8. Cxuactu Gi0miorpaghiuHuil 3anuc:; BUBYUTH JTOKYMEHT, CKJIACTH 3ar0j0BOK OJIVH 47 xB
ONNCY, IEPEBIPUTH 3a11C, BHECTH BUNPABICHHS 3aIuc
Cxi1acTH aHOTAIlil0: BUBYHTH Ta MPOAHAJI3yBaTH JTOKYMEHT, HalIMCATH
TEKCT aHOTaLl:
9. 10 KHUTH onHa 8-10 ron
aHOTaLlis
10. 10 CTaTTi oJlHa
. 3 ron
aHOTAIlis
11. Cknactu pedepar: BUBYMTH Ta IMpoaHaTi3yBaTH JOKYMEHT, Ha SIKHH OIIMH
cKyanaeTbes peepar, HanMucaTH TEKCT, BHECTU BUIIPABIICHHS pedepar 12-16 ron

Ipumimxa: Hopmy 4acy Ha ckinaganHs 616miorpagiyHoro nocibHmuKa nojgaHo 3 po3paxyHKy poOOTH aBTOPCHKOTO KOJIEKTHBY.

6.4. HaykoBo-opranizauniiina pooora

Tabauus 14

Homep
HOPMH

HasBa npouecy, onepaitii.
3MicT podoTn

Onuaunug
BUMIpY

Hopma yacy

2.

4.

IlinroroBKa i NpoBeeHHsI HAYKOBO-NIPAKTUYHOI KOH (hepeHILii

CKJIacTH TUIaH MiJATOTOBKU. BH3HAuWTH CKIIa[] OPrKOMITETY Ta y4acCHHUKIB
koH(epeHiii. Po3poOutu 1 3aTBepauMTH TPOrpamy, CKIIACTH TEKCT
3anpouieHHs. OpraHi3aiiiiHi 3aXoau (MOTOYHHN 3B’S130K 3 YYaCHHKAMU,
pO3CWIIKa  3ampolleHh, MaTepiajiiB  Ta iH.). BupoOutm mpoekt
pexomeHnamii. IligroryBatm Marepiamd s po3fadi  ydacHWKaM
®diHaHCOBO-TOCTIOAAPChKe  3a0e3meueHHs  KoH(epeHiii  (oopMiIeHHS
TUIATDKHAX JIOKYMEHTIB, 3yCTpi4 YYacHHKIB, PEECTpAIlis, PO3MIIIIEHHS B
roteni Ta iH.). Y4acTh y 3axofli. AHaii3 Ta oliHKa poOOTH KoH(pepeHIIil.
ITinOuTTS MiZACyMKIB

OJIVH 3aXiJ

220 rox

3i0paty Te3U OTOBIIEH, TiIrOTYBaTH 0 BUIAHHS

OJIUH
aBTOPCHKUM
apKyII

80 rox

IlinroToBKa Ta NMpPOBeNEHHS CeMiHApPy, 3acCilaHHsS 3a «KPYIJIUM
CTOJIOM»

Bu3HaunTH ydYacHHKIB, KEpiBHHMKA, TEPMiH 1 MiCIle MpPOBEJICHHS
ceMiHapy, 3aciflaHHSl 32 «KPYTJIHM CTOJOM». Po3poOuTH mporpamy.
3nificauty  iHQopMauiiHe 3a0e3neueHHA (MOTOYHUM 3B’S30K 3
YYaCHHKaMH, PO3CHIIKa MatepiaiiB). PeecTparlisi yuacHUKiB. Y4acTp y
3ax0/1i. AHaJIi3 Ta OIliHKA CeMiHapy, 3aCiaHHs 32 KKPYIJIUM CTOJIOM»

OJIMH 3axIiJ

60 rox

IlinroroBka 3acinanb peakoJierii
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MPOTOKOJI 1 pillIcHHS

4, YTouHHTH 1aTy 1 MOPSIOK JeHHUI 3acifanHs. BiniOpatn MaTepianu Juis
00TOBOpPEHHS, 3a0€3MeYnTH YIacHUKIB IXHIMHU Korismu. [loBimomuTn mpo OfHe 11 ronm
3acifaHHs wWieHiB peakosierii. OGopMUTH IPOTOKOJ 1 PillIEHHS aclianHs
Opranizanigs 3acizanb npoOJeMHHX KoMicili, paa, TBOpYMX
KOJIEKTHBIB

5. BusHaunTi mopsAAOK ACHHUH 1 1aTy MPOBEIEHHS 3acinaHHs, YTOUHUTH
ckiaa ydacHukiB. [liroTyBaT MOKYMEHTH, OpraHi3alliiiHi 3aXoiu onHe 20 rox
(moBimomnieHHs Tpo 3acimaHHs, miaOip MarepianiB). Odopmutu | 3acizaHHS

Ipumimxa: Tlpn npoBeeHHi 3aX0/1iB MDKHAPOJHOTO PiBHS 10 HOPMH Yacy 3aCTOCOBYETHCS ITiIBHIITyBaTIbHIHN KoedirtienT — 2,0.

7. Pexsiama 0i0s1ioTekn Ta 6i0J1i0Te4HHX OCaYT

Jlo HopMH "acy He BXOAWTH Yac MPOBEICHH KOH(pEPEHILii, CeMiHapy, METOANYHOTO JHS, 3aCiTaHHS 32 «KPYTIIIM
CTOJIOMY 1 Yac, TIOB’I3aHUH 3 BUAAHHIM MaTtepialiiB KoH(pepeHIlii, ceMiHapy Ta iH.

Tabnuuys 15
Homep Ha3Ba npouecy, onepaiii. OnuHuusa Hopma uacy
HOPMH 3micT poboTu BHUMIpYy
1. 2. 3. 4.
Opramni3zauisi MacOBHX 3aX0/1iB
BusHaunti TeMy, miTbOBY ayIWTOPiIO, BIAMOBIMANBHI MiAPO3AITN Ta
ocobn. CKIIacTH IIaH MiArOTOBKH Ta MPOBEACHHS 3aXOAy, pO3pOOUTH
CICHapili, BHU3HAYUTH BHCTYMAIOYHX (KOHCYJIBTAHTIB, JIEKTOPIB,
KopucTyBauiB). I[HdopmaniiiHo 3a0e3nednTH MPOBENEHHS 3aXOAy:
PO3pOOUTH Ta MpenCcTaBUTH Ha04UHI (hopMU PoOOTH; OHOPMUTH MaKEeT
adiui, 3ampolleHHs, MiAroTyBaTu npec-penis, indopmairo ans 3MI.
[linroTyBaTd mNpHUMIIIEHHS Ta TEXHIYHI 3aco0M Ui TPOBEIACHHS
3axony, PozicnmaTh 3ampomieHHs, TPOBECTH PEECTPAIil0 YYaCHUKIB:
YdacTp y 3axo/1i. 3allOBHUTH MACIIOPT MAacOBOTO 3aX0.y.
1. Oecina OJTUH 4 ron
3axin
2. JiTepaTypHa rouHa OJIVH 4 rox
3axin
3. Npe3eHTallis, 00TOBOPEHHSI KHUTH OJIMH 24 ror
3axin
5. JiTepaTypHO-XyI0KHINA BEUip OJIVH 64 rox
3axin
6. BEYip 3alUTaHb i BiAMOBIIEH, yCHUH KypHAT OJIMH 56 rox
3axin
7. JUTSYHHA PaHOK OuH 40 rox
3axin
8. BIKTOpUHA, KOHKYPC, IPa-TI0I0pOK OJIMH 40 rox
3axin
9. 3aciaHHs KIyOy 3a iHTepecamu OJIVH 10 ron
3axin
ITinroToBKka KHMKKOBHX BUCTABOK
Bu3Haunt TeMy, aapecHiCTh, OOCSIT Ta XPOHOJOTIYHI pamKH.
[ligibpatu JIOKYMEHTH, CTaTUCTUYHHH, ¢axTorpadiuHmid,
¢doToimocTpaTUBHUIM MaTepiall, BIANMOBIAHI Kpae3HaBYi JOKYMEHTH.
Po3pobuTH cTpyKTYpy BUCTaBKH: HA3BU PO3AUIIB, MiJPO3iIiB, TUTATH,
3BepHEHHs, cucteMy mnocwianb a0 JIBA. IliarotyBatu cmmcok
NpeACTaBIeHUX AOKyMeHTiB. OpranizyBaTu iH(pOpMaLiiHO-pEKIaMHY
poboTy 1100 HOmyJspu3aiiii BUCTaBKU. [lim0utu miaCyMKH poOOTH,
3pobuTH 3amuc B OONIKOBIH JoOKymeHTamii. /leMOHTYBaTH BUCTaBKY,
MMOBEPHYTHU JIOKYMEHTH JI0 MICIISl IOCTIHHOTO 30epiraHHs
TemaTHuHi BUCTAaBKHU 3arajbHO010Ii0TeUHOr0 MaciTaldy, OpraHizoBaHi
3 honny 6i6mioTekn. KiNbKicTh eKCIIOHATIB!
10. 1o 25 oJlHa
BHCTaBKa 20 ron
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11. 1o 50 OoJlHa 25-30 rox
BHCTaBKa
12. 51-100 OJHa 30-35 rox
BHCTaBKa
13. ourbsure 100 OJlHa 50 rox
BHCTaBKa
BucraBku 3a MEBHOIO ramy33i0 3HaHb ab0 TEMOO, OpraHi3oBaHi 3
¢donny Bimainy. KibKiCTh €KCITOHATIB:
14. Jo 25 oJlHa 10 ron
BHCTaBKa
15. 1o 50 oJlHa 15 ron
BHCTaBKa
BucraBku, TpUCBAYEHI JKUTTIO Ta [iSUIBHOCTI BHIATHUX JIIOJEH
(«nepconaii»). KibKicTh €KCIIOHATIB:
16. 1o 10 oJHa 10 rox
BHCTaBKa
17. 10-25 oJlHa 15 ron
BHCTaBKa
Opranizalis TeMaTHIHIX NoHIb. KiTbKiCTh €eKCIOHATIB!
18. 1o 5 oJlHa 30 xB
OIS
19. 5-10 oJTHa 50 xB
TIOJTHIIS
BucraBku HOBUX HaaxokeHb. KisbKiCTh eKCIIOHATIB:
20. o 25 oJHAa 45 xB
BHCTaBKa
21. 25-50 oJlHa 1 rox 20 xB
BHCTaBKa
22. 51-100 OoJlHa 3roxg
BHCTaBKa
IlinroroBKa 10 NpoBeieHHsI PEKJIAMHHUX 3aX0iB
Pob6ora i3 3acobamu macoBoi iHdopmaii (3MI)
23. [MizrotyBaTn  makeT  JOKyMeHTIB  (IIpec-peini3,  3alpoIleHHS, | OJWH 3aXij 12 ron
OTOJIONICHHS) JJIsl IPOBEJCHHS MaCOBOTO 3aX0Jy
24, [linroTyBaT; craTTIO y Tras3eTy, JKypHAJX, BUCTYIl Ha pajio, IO ollHa 10 oz
TeJie0aYeHHIO MO0 IisUIBHOCTI O10110TEKH CTaTTA,
BUCTYTI
25. [MTiaroryBat i TpoBecTH Npec-KOH(pEPEHIIilo A KYPHATICTIB MO0 | OJIHA Mpec- 8 rox
KOHKPETHOTO 3axOJly 4YM IisIbHOCTI 0i0mioTekm (mpec-peis, KOH(e-
TTOB1IOMJICHHSI, 3aITPOIICHHS) peHIIist
Haouna pekjama 6i6JioTexkn
26. [TiaroryBaTH akat: po3poOUTH MaKeT 3TiJJHO 3 BU3HAUCHOIO TEMOIO, OJIMH 40 rox
aJIPECHICTIO, HATIOBHEHHSIM; 3aTBEPUKEHHS MAKETY, IPYK TIaKaT
217. [linroryBatn Oykmer (mimdip QakrorpadiyHUX 1 CTaTUCTHYHUX OJIVH 60 rox
MmarepianiB (y T.4. B apxiBax), ckaHyBaHHs (ororpadiid, po3poOka Oykier
TEKCTY, MakeTyBaHHs, poOOTa 3 peIaKTOPOM, 3aTBEPLKEHHS, APYK)
28. [IpoBectu ekckypcito. [lpuiiHsaTn Ta 0GOPMHUTH 3asBKH, YTOUHUTH O/lHa 4 ron
TEMH SKCKYPCiH 1 CKJIaJ] eKCKYpPCaHTIB EKCKypCist

IIpumimxa: Yac oprasizallii BUCTaBOK JIiTepaTypH, IPOBEACHHS MaCOBUX 3aXOiB Ta eKCKYpCiii y HOpMY 4acy HE BXOAUTE.

8. PepakuiiiHO-BHAaBHHUYA JiAJIbLHICTH 0i0gdioTeKH

8.1. PenaryBaHHsl pyKonuciB

J1o HOpM Yacy 3aCTOCOBYIOTHCS IiIBUIYBaIbHI KOe(illiEHTH: TpU OpraHi3aiii BUi3HO1 BucTaBku — 1,1,
IIPY eKCIIOHYBaHHI Ha BUCTAaBIII JIiTepaTypy iHO3eMHHUMH MoBaMu — 1,6.

Tabauus 16
Homep Hazga npouecy, onepanii. OZIP[H.I/IIHI Hopma uacy
HOPMH 3micT podoTn BUMIpY
1. 2. 3. 4.
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PenaryBaHHsl HAYKOBHX i MeTOIMYHHMX MaTepiatiB
[TepeBipka Ta BUIIpPABICHHS PYKONHUCY Yy IPOIECI MiATOTOBKH HOTO
0 JOPYKY: TPHUBEACHHS TEKCTYy Yy BIANMOBIAHICTE 13 UYHHHUMH
JNiTepaTypHUMH HOpMaMu, (OpPMOIO Ta LiTOBUM IMPU3HAYCHHIM
BHUJIAHHS Ta iH. Y3TO)KEHHS 3 aBTOPOM BHECEHUX BHUIIPABIEHb
1. PenaryBannst monorpadii, 30ipHMKa HAYKOBHUX TIpaib, HAYKOBOTO OVH
3BITY, MPAKTUIHOTO TIOCIOHUKA aBTOPCHKHHA 60 rox
apKyu
2. PenaryBanHs METONWYHHMX MaTepiaiiB: MOCIOHMKIB, peKOMEHAALii, OJIMH
IHCTpYKTHBHO-METOJIUYHUX  JIUCTIB, KOHCYJBTAIIIH, OTIISIAIB | aBTOPCHKHI 60 rox
JisapHOCTI 0i0MiOTeK, peleH3ii Ta iH. apKyut
3. PenaryBaHHsI TOKYMEHTIB, IO PETIaMEHTYIOTh MisUIbHICTH 0i0MIiOTEK: OJIMH
CTaTyTiB, MOJIOKE€Hb, IHCTPYKIIi, MPOEKTIB MOCTAHOB, 3aKOHOIABYUX | aBTOPCHKUI 48 ron
aKTIB Ta iH. apKyII
4, PenaryBanus ctatucTHUHHUX TaOIULb, POPM OOIIIKY, 3pa3KiB Ta iH. OJIMH
aBTOPCHKHU 40 roxg
apKyI
5. PenaryBanns MaTepialiB KoH(EPEHIIii: JOMOBIeH, OB TOMIICHD Ta iH. OIvH
aBTOPCBKHUU 40 rox
apKyI
PenaryBannsi pexoMenaauiiiHux Oi0giorpagiuanx mociOHUKIB,
PeTPOCHEKTHUBHUX HAYKOBO-T0MOMIzKHHX MOKAKYHUKIB,
aHAJITUYHHUX OIJISIIiB, NOBiOK, pedepaTiB, aHOTANLII
6. PenaryBanns pexomeHpamiifHOTO  OiOmiorpadiqHOro  MOCiOHHKA: OIvH
TEMATHYHOT'O TIOKaXKYMKa, Oy aBTOPCBHKHIA 50 ron
apKyII
7. PenaryBaHHs peTpOCTIEKTUBHOTO HAYKOBO-JOMOMIXXHOTO MTOKaKYHKA OJIUH
aBTOPCBHKHIA 38 ron
apKyI
8. PenaryBaHHsi aHaNITUYHOTO OTJIsiAYy, AOBIAKH, pedepaTy, 3BEIEHOrO OJIUH
pedeparuBHOTO OISy, eKCIpec-iHdopMalii, anoTarii aBTOPCHKUI 20 roxg
apKym
9. PenaryBanns 6i0miorpadiqHOTo 3anucy OJIVH 4 xB
3amnmc
10. KoHTponbHe penaryBaHHS: BUYMTYBAaHHS PYKOIHUCY, KOPEKTYBaHHS, oJlHa 7 xB
BUSIBJICHHS] MO>KJIMBHUX ITOMUJIOK Ta HEJIOJIIKIB CTOpiHKa
Ipumimka. llpu penaryBanHi 3MIIIIAHOTO TEKCTY IO HOPM YacCy 3aCTOCOBYETHCS IMiIBUIYBAILHUH KoedimieHT 1,1
8.2. [lepexaan Ta Jo0NpPaNIOBAHHS IPYKOBAHUX TEKCTIB 3 iHO3eMHOI MOBH
YKPAIHCHKOI0 Ta 3 YKPAIHCHbKOI iHO3eMHHMMH MOBaMH
Tabnuus 17
Homep Ha3Ba npouecy, oneparitii. Onnunus Hopma qac
HOPMH 3micT podoTH BHMIpY P y
1. 2. 3. 4.
Ilepexkyaa TeKCTY 3 iIHO3eMHUX MOB YKPAIHCHKOIO
UnTaHHS OpUWTiHANY, aHaNi3 TEKCTy, PO3MITKa HOTrO 3 BUSBICHHIM
CKJIaJIHUX TEPMiHIB, TPAMAaTHYHUX KOHCTPYKIIiH, ICKCUIHUX 3BOPOTIB,
LIEXOBHX 1 )KAPrOHHUX TEPMiHiB
1. 3MiiiCHUTH IOBHUH MCEMOBH TTEPEKIIa]] OJIUH
aBTOPCHKHU 40 rox
apKyIn
2. 3MiiiCHUTH CKOpOYeHH TUChMOBUH Tiepekinan Bixg 30 mo 50% OJUH
ABTOPCHKUI 30 ron
apKyIl
3. 3nilicHATH BHOIPKOBUI MUCEMOBHIA TIEPEKIIAT OJIMH
ABTOPCHKUI 28 rox
apKyII
Ilepexaan TeKCTY 3 YKpaiHCbKOI MOBH iHO3eMHUMH
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4, 3MiiiCHUTH IOBHUM MACEMOBHIA TTEPEKIIa] OJIUH
aBTOPCHKHIHA 37 ron
apKymI

TepmiHonoriyaa po60oTa NpyU BUKOHAHHI MHCHMOBOI0 MepPeKJIALY

5. Bigmykatn 3a3HaveHi B oOpuriHami He3Haiiomi abo He3po3yMini
TepMIiHH 1 CKOpPOYEHHS Yy CIIOBHHKOBO-AOBIJIKOBIH JiTepaTypi. ONIvH
[ligibpaTt;  BimMOBimHWH  TEepMiHYy €KBIBaJIEHT, pPO3MHU(PPYBaTH TEepPMiH, 22 XB
CKOpPOYCHHS CKOPOYEHHS

1. 2. 3. 4.
KouncyasbTanis 3i cneniajgicramu

6. 3’sicyBaTH TPaBWIBbHICTH BUKJIAAY YAaCTHH TEKCTy 32 MaJIO3HAWOMOIO o/THa 40 xB
TEMAaTHKOIO. Y TOYHUTH BiAMOBITHICTh MEPEKIAAY A0 OPUTIHATY KOHCYJIBTAITIST
Cknananns 6iojiorpadgiynoro 3anucy

7. Cxitacti 6i0miorpadivamii 3anmic TepeKiaay 3a JaHUMH, B3SITUMH 3

OJIVH OTIHC 12 xB

TATYJIBHOTO apKyIIa MepeKIary
BuuutyBaHH i KOpeKTYpa nepeKaagy

8. [lepeBipuTu TpaBUIBHICT PO3TAIlyBaHHS BiIAPYKOBAHOTO TEKCTY. OJIUH
3BipUTH 3 PYKONIUCOM. 3AIHCHUTH TPABKY aBTOPCHKUI 4 ron

apKyII

Ipumimxa. Hopmu yacy nepen0avaroTh Ipyu BUKOHAHHI MEPEKIIa/IiB 3 IHO3eMHOT MOBH 200 iHO3EMHOIO 3aCTOCYBaHHS
T ABHUIYBaJIBHOTO Koedirmienty 1,3.

8.3. lonomixkHO-TexXHiYHA podoTa

Tabauus 18
Homep Hazga npouecy, onepaiii. O}II/IH.HIIH Hopwma uacy
HOPMH 3micT podoTHn BUMIpY
1. 2. 3. 4.
PoGoTn, AiKi BUKOHYIOTHCS HA IPYKAPCHKid MalMHII
OTtpumatu aBTOPCHKHI OpHUTiHAJ, 03HAWOMUTHCS 3 HUM, HAJIPYKyBaTH
TEKCT:
1. yepes 2 iHTepBaIn ofHa 15 xB
CTOpiHKa
2. yepes 1,5 iHTepBaAH oHa 20 xB
CTOpiHKa
3. yepe3 1 iHTepBan oHa 25 xB
CTOpiHKa
4. Hanpyxysatu Tabmuiro OJlIHA 30 xB
CTOpiHKa
5. Hanpyxysartu 6i6miorpadivnmii 3ammc OJIVH 3aITUC 5 xB
PoGoTn, siki BUKOHYHOTBCS HA KOMIT I0Tepi
6. Beectu Tekct y koMm’roTep (3MiCHUTH QOpMATyBaHHS JOKYMEHTA: onia
BU3HAYNTH T[apaMEeTPH CTOPIHKH, PO3MIPH IHTEpPBAJiB, KEIJb . 15 xB
mpudTiB TOMIO) cropiiKa
7. Ha6patu Tadmuirio OllHa 20 xB
CTOpiHKa
8. HaGpatu Oibniorpadiuauii 3anuc OJIVH 3aITUC 5 xB
9. Brectu penakiiiiini npaBku OllHa 5 XB
CTOpiHKa
10. PO31pyKyBaTH TEKCT HAa HPUHTEP] onHa 2-7 xB
CTOpiHKa
Bepcranns Tekcery y nporpamax Page Maker, Qwark XPress Ta iH.
11. BusHaunTH MakeT BUAAHHS, 3MIHCHUTH BEPCTKY TEKCTY Y BiIOBIIHIN OJIH 16 Tox
nporpami, 0OPMHUTH TUTYIL, 3BOPOT THTYJY, BUXIJIHI IaHi Ta iH. JIPYKOBaHUI
apKyII
12. Buunrat curHanepHU OpUMIpHUK (BEpCTKY BHIIAHHA), BHECTH OJIMH 1ron 30 xB
MPaBKH, PO3APYKYBATH HAa PUHTEPI JPYKOBaHUH
apKyI
Ipumimxy: Tlpy ApyKyBaHHI TEKCTY Ha MaIIMHII 3 JATUHCHKAM MIPU(GTOM 10 HOPMH YaCy JOJAETHCSI IMiIBULITYBAILHUN

koedirmient 1,3.
Yac npyky oxHiei cropinku ¢popmary A-4 3aexuTh Bijl THITy IPUHTEPA.
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9. PoboTa 3 opranizauii npaui Ta ynpasJjinas

Tabnuys 19
Homep Ha3Ba npouecy, onepaiii. OnuHuus
. . Hopma yacy
HOPMH 3micT poboTu BHMIipy
1. 2. 3. 4.
IInanyBaHHs po0oTH
3i0patu, mpoaHami3yBaTH MOTOYHY iH(OpMalilo; BU3HAYUTH OCHOBHI
3aBJlaHHA POKY, YTOUHUTH T€PMIHM BUKOHAHHS 3aBIaHb, BUKOHABLIB,
HaMCaTH MOSICHIOBANBHY 3amucKy. [liAroTyBaTH mpoekT IuiaHy Ao
O0OroBOpeHHsI Ha BCIX pPIiBHIX, JOOMPAILIOBATH TICJIs OOTOBOPEHHS.
IlonaTtu Ha y3romKeHHs 1 3aTBEPIKEHHS:
1. iaH 0ibioTeKu (r)IiI;IE 150 rox
2. TUTaH CTPYKTYPHOTO MiAPO3ALTY ONIvH 60
IaH roi
IlogeHHnii 00J1iK po60TH B CTPYKTYPHHX MiApo3aigax 2 ron
3Benennii craTHCTUYHU 00JIIK y Oi0aioTeri
[Tixbutn mACYMKHM 32 OCHOBHUMH TIOKAa3HUKaMH  JisUIBHOCTI
010mioTekH 3a:
3. MICSITh OIvH
15 xB
3aIuc
4, KBapTal OJIMH 20 xB
3aIuC
5. piK OIvH 25 %8
3aIuc
CxJiaxanHs 3BiTIiB
6. [TpuiiHATH TaHOBO-3BITHI TOKYMEHTH BiJl CTPYKTYPHUX ITiPO3ALTIB 3
BUOIPKOBOIO  TEPEBIpPKOIO0  BIAMOBIMHOCTI CTATHUCTUYHUX  JTAHUX O 15 xB
NEPBUHHUM O0JIIKOBUM JOKYMEHTaM JIOKYMEHT
1. Cxiiactu 3BejieHy TaOJIMIF0 OCHOBHHX ITOKa3HUKIB. [IpoanamnizyBatu oHA | ron
nani TaOJIHIA
CxItacTu aHaNITUYHUHN 3BIT: IPOAHANI3yBaTH JTisUTBHICTH IiPO3/ILTIB i
0i0yioTeKkn, BiN3HAYMTH 3MIiHU 32 pIiK, HAIUCATH TEKCT, MOJATH Ha
Y3TOJKEHHS Ta 3aTBEPKSHHSI:
8. 3BIT 0I0JIIOTEKH 3a PiK OJIVH 3BIT 90 rox
9. 3BIT CTPYKTYPHOTO MiIPO3JILTY 32 PiK OJIVH 3BiT 30 rox
CxutacTy iHIMBIyalbHHAN TUTAH, 3BIT NpalliBHUKA 3a:
10. KBapTal (r);I;II}{I 8 rox
11. pik (r)IiI;IE 16 rox
3BiT nepea KOpUCTYBaYaMU i HaACeJEeHHIM !
13. Bu3HaunTu naTy npoBeieHHS 3BITY, MOPSJIOK JICHHHH, 3alpOCUTH
KOpUCTYBauiB, HAaceJICHHsA, MPEJICTaBHUKIB BIAAHUX CTPYKTYyp Ta
TPOMATICBKHX OpFaHiBaHiI‘/JI', MapTHEPiB i CIOHCOPIB. H'i;I[FOTyBaTI/I npec- OfMH 30 rox
pemiz 3 KOPOTKMM 3BITOM, HAIlMCAaTH CIIGHApid, y3araibHUTH 3axin
3ayBaKEHHS 1 TMPOMO3UII KOPHCTYBadiB Ta JKHUTENiB TpOMaJ,
CKJIACTH IUIaH iX peaizamii. YuacTs y 3axomi
IlixroToBKa BUPOGHHYNX HAPAT
Bu3HaunTH NOPSIIOK JIGHHHI, KOJIO YYACHUKIB, TIITOTYBATH KOPOTKUH
BUKJIAJ IUTaHb, 3alPOCUTH YYAaCHUKIB Hapajd, IMiJroTyBaTH
NpUMIiIIEHHS:
14. Hapaja MpaiiBHUKIB 010Ji0TeKH OlIHAa 6rog

1 . .
Yac TPOBEACHHA 3BITY IEPE] KOPUCTYBadYaMHU Ta HACCJICHHAM 1 HapaJ A0 HOPM 4acy HE BXOOUTh.
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HapaJa
15. Hapaja MpaIiBHAKIB CTPYKTYPHOTO ITiIPO3ALTY omHa 4 1o
Hapaja A
16.
6 OI¢paTrBHA Hapaaga OJHa 30 xB
Hapaja
HavaabHUK Biaaijy aHamizy ta
MPOTrHO3YBaHHA MiAAJILHOCTI 0i0J1ioTEeK JI.C.Hikipopenko

35




