TEMA 5, Cknaganns ta opopmJieHHs
CJIYKOOBHUX JTOKYMEHTIB.
Tema ypoky 5.1. Ckiaaganusa ta opopMiieHHsE

0/1aHKIB JOKYMEHTIB.

IiaroryBas:
Maiicrep B/H
Ceitaana SMIEBCBKA



MeTa

<% . .
HaBuyajibHa — 3aCBO€HHS 3HAaHb, YMIHb 1 HABHUYOK ILISXOM
NpPaKTUYHUX 3aCTOCYBaHb PEKBI3UTIB JOKYMEHTIB IIIJI 4Yac
CKJIaZJaHHs Ta 0()OPMJICHHS OJIaHKIB JIOKYMEHTIB.

*Po3BuBaIbHA — 3a0C3CUNTH PO3BUTOK PO3YMOBHUX 3I10HOCTEH
YYHIB, PO3BUBATH CTPYKTYPHE, aHAJITUYHE Ta JIOT1YHE MHUCIICHHS,
IUIOB1 PHMCH, CAMOCTIMHICTh, CIIOCTEPEKIUBICTh, IIaM'sITh, yBary,
IHTEpEeC 10 oO0paHoi mpodecii, BIANOBIIAIBHICTb, HABYUTH
OEpEeKHO Ta OXaTHO BUKOHYBAaTH POOOTY.

“BHXOBHA — BHXOBYBATH JUCLMIUTIHY Ta JOTPHMAHHS PABHII
OXOpPOHM Mpall Ta O€3MEeKH KUTTEAISUIBHOCTI, aKypaTHICTb,
YBAXKHICTB, CYMJIIHHICTb, 1HII[1aTUBHICTb, dbopmyBaTn
CIPUSTIMBUNA MOpAJIbHUM KJIIMAT, a TAaKOX BHXOBAaTH B YYHIB
MOYYTTS BIJAIMOBIIATBLHOCTI 3a JJOPYYEHY POOOTY.



BCTYNHUHU iHCTPYKTaX

JI1s. TPUCKOPEHOTO BUKOHAHHA JOKYMEHTIB 1 MPaBUJIBLHOIO (hOPMYBaHHS
CIIPpaB y JUJIOBOJICTBI MOTPIOHO JOTPUMYBATUCS MEBHUX MpPaBHII 10A0 O(QOPMIICHHS
TEKCTY, JaTyBaHHS 1 3aCBIIUEHHSI AJOKyMeHTa. KpiM Toro, myOsmikailis 3HalOMUTh 13
IPUMIPHUM IIEPEITIKOM JOKYMEHTIB, IO MJISATal0Th 3aTBEPIKECHHIO, U JOKYMEHTIB,
Ha SKUX CTaBUThCS TepOoBa Iedarka. TakoX po3’SACHIOETHCS, SIK O(OPMIISIETHCS
PEKBI3UT «Ajpecar», BUTOTOBISIIOTBCS Komli, OQOPMIISIIOTBCA JTOAATKH 110
JOKYMEHTIB.

Ckrnagaty JOKYMEHTH Ha Tarepi J0BUILHOTO (opmaTry HE JO3BOJISIETHCS.
Ha ocHOBI ¢popMyisipa-3pa3ka BUTOTOBIISIIOTh OJIAHKHU JIOKYMEHTIB.

baankom ookymenma nazueaecmoca yHigpikoeana popma cayrco06020 00Kymenma
3 HAOPYKOBAHOIW NOCMIUHOIW IHGOpMAYIE0 PeKIZUMIE | HAAGHUM Micuem O
ikcyeanna ix 3minnoi inghopmauii. 3acTocyBaHHsI OJIaHKIB IIJIBUINYE KYJIBTYPY
YIPaBIIHCHKOI mpall, Hajgae iHopmalii OoQIMIMHONO XapakTepy, IMOJIETIIYE
BUKOHAHHS JOKYMEHTIB Ta MOJAJIBIIE KOPUCTYBAHHS HUMHM.
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baank moxxe Oyru 3a3jaJieriib BUTOTOBJIEHMHM Yy JpyKapHi a0o 3a
JAOIOMOI0I0 3aco0iB omeparuBHOI moJirpadii, a B pa3i BUKOPUCTAHHS
KOMII'IOTepa -BBeJAeHUH Y NaM'siTb MAIIIMHU | ABTOMATUYHO BUBEJACHUN i
Yyac poO3JAPYKYBAHHS KOHKpPeTHOro jaoxkymenra. Ilpore, sKimio ycraHoBa
3AIMCHIOE 103BIJIbHI 200 iHuIl cienugiyHi PyHKIil, TO, 3 METOI0 3aM00iraHHA
3JI0BKMBAHHAM Ta MIJIPO0JIEHHIO OJIAHKIB JIOKYMEHTIB, IX CJII/I BUTOTOBJISITH
ApPyKapcbkuM cnocodoom. biaanku i3 300paxennsim Jlep:xxkaBHoro repoa
YKpainu, rep0a PpPeKOMEHAYEThCH TAaKO0K BHUIOTOBJIATH JIPYKAPCHKUM

CIocooom.

BceraHoBJIeHO TP BUU 0JIAHKIB!
®  3araJbHHM,
®  1Jd JUCTIB,

® KOHKPETHOIO BHAY I0KYMEHTA

3asexxHo Big GopMH BJIACHOCTI Ta OpPraHizaniiHO-nmpPaBoBoI GpopMu
YCTAHOBH, 3AKPIMJIEHUX YCTAHOBYUMH IOKYMEHT AMMU.



PexBi3uTH 3arajJapbHOIO0
O1aHKY

01 - 3o00paxenns [lepxaBHOro repba Ykpainw,
abo 03 - 300pakeHHsI eMOJIeMH YCTaHOBU abo
TOBEPHOTO 3HaKa (3HaKa 00CITyrOByBaHHS);

06 - Ha3Ba yCTaHOBM BHIIOrO piBHA (32
HAsBHOCTI);

07 - Ha3Ba yCTaHOBW, MiCIle JJI1 Ha3BU BHUIY
TOKYMEHTA,;

10 -mara moKymeHTa;
11 - peecTpauiiHuil iHAEKC JOKYMEHTA,

14 - micue ckiiaganHs ad0 BUJAHHS JOKYMEHTA.
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PexBi3uTH JucCTa

01 - 300paxkenHs Jlep>kaBHOTO Tepba
Vkpainu, abo 03 - 3o00paxeHHA
eMOJieMH YCTaHOBM a00 TOBApPHOIO
3HaKa (3HaKa 00CITyTOBYBaHHS);

06 - Ha3Ba ycTaHOBM BHIIIOTO PIBHSA (3a
HAsSIBHOCTI);

07 - Ha3Ba yCTaHOBH,;

09 - 1oBiAKOBI AaH1 MPO YCTAHOBY;

10 - mara TOKyMeHTa,;

11 - peecTpariiinuii iHAEKC TOKYMEHTA,;

13 - mocwiaHHS Ha peecTpalliiHun
IHIEKC 1 JaTy JOKyMEHTa, Ha SKHAU
IAfOTh B1AMOBIIb.
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Jepwansa cynosa aagminicrpamiz Yxpainu NOBIIOMARE MPO BHKUOYCHHR 1
indopsatriitnoro mecTa Big 10.11.2011 Nel2-6621/1 1 ke’ sTOTO ab3any.

Jacrymunk [ononst G% B.B. [Mosoxuuanx

Cowns ' A,



Bianku MOKYTh BUTOTOBJISITHCH SIK i3 KYTOBUM, TAK i 3 MO310BKHIM PO3TAalllyBAHHAM
PEKBI3UTIB, NPU HBOMY IX KUIBKICTh I MOCJiZ0BHiCTH ineHTHYHI. IIpore mepemary
BiIIalOTh OJIaHKaAM i3 KYTOBUM PO3TAIIYBAHHSIM PEKBI3UTIB, OCKUIBKH BOHU
A03BOJISINTHL HAMPALIOHAJIbHIIIIE BUKOPUCTOBYBATH IUIOHIY JOKYMeHTa (mepeBakKHA
OLIBIIICTL OPraHi3aliiHO-PO3NOPS/IYUX TOKYMEHTIB Mae€ pekBizut "Aapecar' ado
pexBi3ut "I'pud 3arBepaxeHHs', Tomy B 000X BUIIAJAKAX IX 3pYYHO PO3TALIOBYBATH HA

OJ1aHKY 3 KYTOBUM PO3TAlIYBAHHAM PEKBi3UTIB).

O 3HEHTPOBAHMM (MOYATOK i KiHeb KOKHOI0 PHAIKA PEKBIi3UTy OXHAKOBO
BiIaJjieHi Bi MesK 30HH pPo3TalllyBaHHsI);

0 mpanopoBuM (KOKeH PAI0K PEeKBi3UTY MOYMHAETHCA Bi JiBOI MeXKi 30HH
pO3TaNIyBaHHS PEKBi3UTIB).

biaHku 10KyMeHTIiB NOBHHHI MaTu Taki Oeperu: jaiBuii - 30 mm, npaBuii -10
MM, BepXxHiii i HukHiH - 20 Mmm.



IHCTPYKTHMBHO-TEXHO,I0TiYHA
KapTa

KoncTpyroBanns 0J1aHKa TOKYMEHTA

bararo 1o0xkymMeHTIB 10BOAUTHCH 0(hOPMJIATH HA PipMOBUX OJTAaHKAX, TOMY A0HIJILHO MOYUHATH
po0OOTy caMe 3i CTBOPeHHS 1IA0JOHIB. SIK MPUKJIAJ PO3IVISIHEMO NMPOIeC BUTOTOBJICHHS
HIA0JI0HIB OJIAHKIB IS CTY:KO00BHMX JIMCTIB MiIMPUEMCTBA HeJePKaBHOI (DOPMHU BJIACHOCTI.
BuroroB/jieHHs Ia0JI0OHY OJIAHKA NJIS CJIAYKO0BOTO JIUCTA 3 KYTOBUM IIEHTPOBAHUM
PO3TAIIYBAHHSAM MOCTIMHUX PEKBI3UTIB. Y PSAJIKY NOJIOBHOTO MEHIO BUOPATH NYHKT «Daijny/
«CTBOpUTHY. BilKpHETHCA 1ia/10T0BE BIKHO «CTBOPEHHS TOKYMeHTa». BuOparu BRiaajaxky
«3aranasHi», [loznauutn «lladaon», 3anaTn «HoBuit nokymeHT / «OK» Bigkpuerncst uncra
cropinka Word. YcTaHoBUTH NOTPiOHI MapaMeTPH CTOPiHKHU. YBINTH B KOJTOHTHUTYJI, IJIS YOT0 B
PHAAKY I'OJIOBHOTO MeHIO HATUCHYTH «Bun» / « KostoHTHTY 1)

Y BikHi «KosouTuTyam» Biakputu aiajgorose BikHo «[lapamerpu Cropinkm». Ha Braamami
«Maker» BuOparu : «IloyaTu po3moaiyi 3 HACTYMHOI CTOPiHKW, «BepTUKabHEe BUPIBHIOBAHHSA
3a BEPXHIM Kpaem», «3aCTOCYBATH /10 BCHOT0 JOKYMEHT) i, 100 eM0J1eMa He 3’ SIBJIslJIACH HA
HACTYIHHMX CTOPIHKAX 0araToCTOPIHKOBOTO0 IOKYMEHTA, 000B’A3K0BO 3a/1aTH «Po3pizHaTH
KOJIOHTUTYJIM Nepuiol cTopiHkm» / «OK»



BurorosiienHs madJaoHy OJIaHKA 11 CJYKOOBUX JIUCTIB i3 MO3/10BKHIM
HEHTPOBAHUM PO3TAIIYBAHHAM NOCTIHHUX PeKBi3UTIB. /Lu1s1 opopmiieHHsI emOIemMu U
NOCTIMHUX PEKBI3UTIB BUKOHATH Onepailii, onucaHi Buie (BMCoTa paMmku Oyjie /1eiio
MEHII00 -4,25 ¢cM, IIUPUHA — HA BCIO PO00YY IJIOILY).
3HOBY BUKOPUCTOBYIOYHM MaHe b iIHCTPYyMeHTIB «CraHjaapTHa» BUOpaTu «PucyHok» /
«Haanuc», sik i B monepeiHbOMY nNpukJjiajai opopmutu tpadaperHi No3HAYKH /1A
JATH, iIHJCKCY, MOCUJIAHHS HA iH/JEKC I 1aTy BXI/IHOTO JIOKYMEHTA, 2 TAKO0K OKpeMy
PaMKYy ISl PEKBI3UTY «Ajipecar.

BurorosyieHHs madJ0Hy 3arajibHOr0 OJ1aHKa ( po3TalyBaHHS NOCTINHUX PEKBI3UTIB
MOB3/10BKHE IeHTpPoBaHe). {111 opopMiaeHHs eMOJIeMH i MOCTIHHUX PEeKBI3UTIB
BHKOHATH omepanii, onucaHi Bulie.

Husk4ye Bil HEBUAMMOIO NPSIMOKYTHUKA 32JJUIIUTH Miclie /ISl PEKBI3UTY «HA3BA BUY
AOKyMeHTay. Jliist HaHeceHHst TpadapeTHUX MO3HAYOK /IJ1d pekBi3uTiB 11, 12, a Takox
oopmireHHsi pekBizuTy 14 MOKHA BCTABUTH TAOJHUIIIO i3 32aX0BAHOIO CITKOIO (TPHU
CTOBIYUKM: MePIuii — 10 5-i, Apyruii — 10 14-1 no3HauKu Ha JiHIALI, TPeTIiil - 10
KiHIs1 po0oyoi nmuiomnti). B mepumiomy i TpeTboMy cTOBIIYMKAX BUOpPaTH (popMaTyBaHHS

TEKCTY «3a JIBUM Kpaem», y apyromy — «Ilo ueHrpy» e



OcobimBocTi opopmiienHst pexksizutis 17, 23. I'pud 3arBeprkenHs (pexsizur 17)

MOKHA 0popMJIISITH SIK | «Aapecar», JiMIe JOBKMHA PAMKH Ma€ OyTH Jel0 MeHIIoK, 1JIs
opopmiaeHnsa pekBizuTy «Iliznue» MoxxHa BCTaBUTH TaOIMIIO i3 3aX0BAHOIO CiTKOIO,
po30uTor0 Ha Tpu croBmYukU. Ckpizb BUCTAaBUTH (GOPMATYBAHHA TEKCTYy «3a JIBUM
Kkpaem». Ilepuuii ctoBmYMK — 10 8-1 mo3Hayku Ha JgiHinui, a Apyruii — no 12,5. Ile 3py4Ho,
SIKIIO HA3Ba MOCAAM 3aiiMae 0araro psakiB (CJaig mam’raTtu,imo po3mnpyBaHHS MiAMUCY
opopmiaAaTh HA piBHI OCTAHHBOIO pAAKa Ha3BU Mocaam).
Axmo pexBizut «Ilixnue» oGopMIAIOTHECA B TOKYMEHTI, SIKMI NIANMUCYBATUMYTh KUIbKa
MOCa0BUX OCi0 OJHOr0 W TOro :x camMoro mianpuemMcrsa (iXHi MiANMUCU PO3TAMIYIOTH OJUH
mii OAHMM), TOM  MOKHA  BCTAaBUTH  TadUMUI0O 3  KiJIbKOMa  PSAKaMM.
s odopmirenHs pekBizuty «Ilianuc» y nokymeHTi, IKHi IBi uM Olibiie ocio,

KOTPi 00iliMaloTh Mocajin 0JJHAKOBOI0 PiBHSA, JOHIJIbHO BCTABUTH TAa0JUII0, BUOPABIIM /IBA
psaAKM i aBa croBnyuku (puc. 20, 21). Y Takomy pasi aiast opopmiieHHs1 po3minppyBaHHS
minucy BUIIPOCTOBYOTH KJaBinmi npooiay
/i1 BUTOTOBJIEHHSI 3MIiHHMX PEKBI3UTIB Yy CJIY:K00BHUX JOKYMEHTAX 3aCTOCOBYETHCS
nepeBaxkHo mpudrt rapuirypu Times New Roman posmipom 14-12 nr. SAkmio G0KymMeHT
HaJApyKoBaHO mipudrToM 14 nT. i HA OoCTaHHIN CTOPIHII TeKCTy Hedararo, T0 WOro MOKHA
CTPUTHATH» W OJEePKATH B MOBHI CTOPiHKM (po3Mip mpudTy mic/asi NPUraHsiHHA Ma€ 0yTH
MEHIIUHA HiXK 12 nT.).
Bincranb Mik paIKaMu 3MIHHUX PEKBIi3UTIB CTAHOBUTH OJUH IHTEPBaJI, a MiZK PeKBI3UTAMM
-2-3 intepBagau. Odopmasitoun pekBizuT «Tekcr», Horo 3aediibmoro gopmaryrs «3a
HIMPUHOIO» (B pa3i morpedM BCTABIATb «M’sIKi mepeHeceHHs»). CKJIaa0oBi 4YacTUHH
PeKBi3UTIB : «Anpecar», «I'pu¢ 3arBepmxenns», «Ilixnuc», «I'pud noromxenus», «Bizmw»
(Mizk co0010» pexkoOMeHaY€eThCsl BitokpemiaroBatu 1,5-2 inrepBasamu (1,5, sikimo BiACTaAHBb
Mi’K  peKBi3UTaMH  CTAHOBUTHL 2  iHTepBaJu, |1 2-AKmoO 3  iHTepBaJM).



KaprTka 3aBIaHb

1.Cxnactu 3pa3ok JlokymeHTa ( aHKETH) JIJIsi IPUUHATTS Ha POOOTY.
2.CkJiacTvl 3pa3oK 3asiBU JUIsl IPUHHATTS HA poOOTYy

3.Ckiactu 3pa3ok Haka3y Ha mpuitHATTS Ha poOOTy

4.Ckrnactu 3pa3ok AKTY 00CTEXEHHS poO0OYOro MICIS MpalliBHUKA
5.Ckuactu 3pa3ok bianky nokymentra dakcorpamu.

6.CknacTu 3pa3ok O0JaHKy JOKYMEHTA JIOBIAKH 3 MICIIS HAaBYaHHS.
/.Cknactu 3pa3ok 01aHky gokymeHTa [Iporokoiy nmpo 60aTbKiBChbK1 300pHu

8.CkiacTu 3pa3ok 0JaHKy JOKYMEHTa CIIy>kKOOBOTO JIUCTa

BukoHyBaTH 3aBaaHHA Ha K BMKopucToBytoun Microsoft Word



