Ypok Ne 43

Tema ypoky: OcoOnuBOCTI CKJIaaHHs JOKYMEHTIB:TEIerpama .

Mera ypoky:

Hasuanvna — hopMyBaTH HaBUYKH CKJIaJIaHHS JOBIIKOBO-iH(POPMAIIHHUX JOKYMEHTIB, a

caMe:TeNerpaMH .

Poszsusanvna - cupusTH PO3BUTKY TBOPYOi aKTHBHOCTI y4HIB, (pOpMyBaHHIO Mi3HABAIBHUX

3M10HOCTEH, PO3UIMPEHHIO KPYro3opy 1 30aradyeHHIO CJIOBHUKOBOTO 3aracy, pPO3BUTOK YMIHHS

OTIepyBaTH OTPUMAHUMU 3HAHHIMH, 3aCTOCOBYBATH 1X Ha MIPAKTHIII.

Buxoena — dopmyBaTH BIANOBIIATBHICTD 3@ PE3YJIbTAaTH CBOEI pOOOTH, CIPUATH MIIBUILIEHHIO

MOTHBAIII] 0O YIPaBIIHCHKOT MISTTHOCTI Ta CHIBIIPAIll B KOJIEKTHBI.

Mamepian ypoky:

Tenecpama — BUI NOKYMEHTa, IO BH3HAYAETHCS CHOCOOOM mepenadi iHQopmairii KaHaiamu

tenerpadroro 3B’s3ky. CiaykOOBI TelerpaMu HAJICHUIAIOTHECS Yy HAWTEPMIHOBINIMX BUIIAJKaX IS

3a0€3Me4YeHHs] CBOEYACHOTO OJIepKaHHS iH(opMalii Ta MPaBHIBHOTO MPHHHATTA YIPaBIIHCHKOTO

pIIICHHSI.
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Pexkgizumu cayxscooeoi menezpamu.

4+ HaliMeHyBaHHs JOKyMeHTa (Telerpama);

4 BiIMITKa PO KATErOpiro Ta BUJI TEJIErPaMu;

4+ ajpeca;



TEKCT;

HOMEp MOCHJIAHHA (SKIIO TeJerpaMa HaJCHIAETHCS Y BIATIOBIIb);
BUXITHUI (TIAUCHUN) HOMED;

ITIIITHC;

ajipeca BiANPaBHUKA;
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JaTa BiANIPaBICHHS.

BaytpimHi cimyk00Bi TenerpaMu IUIATHCS HA BUIII Jep)KaBHI, TEPMIHOBI, 3BUYaiiHI. Y mepury
4yepry o0CIIyroBYIOThCS BUIIII A€p:KaBHI Ta AeprKaBHI TeJIErpaMu, MOTIM 3 MOMITKaMu «3BiT» 1 T.iH. Jlo
KaTeropii TEpMIHOBHUX BIIHOCSATBLCS TEJErpamMHu, SIKI OIJIauyKOThCS 32 TEPMIHOBUM TapH(OM, CITyxKO0B1
3 nomitkamu «TepmiHoBa», «Mereo», a Takox «TepmiHoBa TeinepoHHa po3moBay. Bcei iHmIl
BB@)KAIOTHCS 3BUIAHIMH.

Cxiamaroun TelerpamMu, JOTPUMYIOTBCS BHUMOT, IO CTaBIATHCS JIO CIY)KOOBHX JIUCTIB.
XapakTepHa puca TelerpaM — 0COO0JMBa CTUCIICTh 1 SICHICTh BHUKJIAQAY. 3 TeJETpaMH BHIYYalOTh
CTIOJTyYHUKH, TPUAMEHHUKH, PO3UIOBI 3HAKHW, MO BXXWBAIOTHCS JIMIIE TOMI, KOJM iX TMPOIYCKH
MEePEKPYUYIOTh 3MICT.

Po3ainoBi 3HaKK MUIIYTHCSI CKOPOUYEHO, MMM JIITEPAMH, HAIPUKIAA, “KprK”’, “KM”, “ImK”.
3naku Ne (Homep), — (MiHyc), + (Tumoc), O (Hynb) MUIIYThCS ClOBaMU. UWcia TUITYTHCS JIITEPaMHU.
3anepeueHHs “HE” HE BWIyYaeTbes. JlaTw BKa3yrOThCs apaOCKHUMHU HUpaMu: YHUCIO, MICSIb, PIK.
Po3ainosi 3Haku Mix 1udpaMu He CTABIATHCS.

Cnyx00B1 TenerpaMu HHUIIYTh y ABOX mpumipHukax. [lepmmuii mpuMIpHUK HaJICHIAIOTH A0
BUIIUICHHS 3B’ SI3KY, APYTHH (KOTIIIO) MIAMIUBAIOTH JI0 CIIPABH.

VY Bumajaky, Kojgu cIyx00B1 TelerpaMu HaJICHUIIAIOTHh CIYXOOBI 0COOH, sKI mepeOyBarOTh Y
BUIPSI/DKEHHI, TT1JT pUCKOIO BiMPAaBHUK 3a3HayYa€e, KPiM BJIIACHOTO MPI3BHINA, IIE W MOCaay, KUM 1 IKHM
HOMEPOM BHJIaHO HOMY MOCBIIYEHHS MPO BIIPSIKEHHS, a TAKOXK Cepito, HOMEp, MicIle 1 AaTy BHadi
nacropra.

MDbK OKpeMHUMH CJIOBaMU POOJISATH MPOIYCK Y JIBa IHTepBaIH. TeKCT BITOKPEMITIOIOTH BijI ajpe-
CH TpboMa iHTepBaiamu. [lepeHeceHHs cIliB He JO3BOJsAEThC. TeKCT moaaroTh 6e3 ab3aiiB. 3aBipsSIOTh
foro meuvatkoro. [lumyTe Tenerpamu nuiie 3 JIUIBOBOTO OOKy TenerpadHoro OmaHka abo YHUCTOTO
apKylIla mnamepy.

[Tinmuc cTaBiasATh OKPEMUM PSIJIKOM, BiJICTYIUBIIH BiJ] TEKCTY.

Hanucamu xoncnexm, 6i0nogiono 0o nooaroz2o mamepiany. /lamu ionogioi Ha KOHMPOIbHI
NUMAHHSL.

KoHTponbHI MuTaHHA:

e Tenerpama e-?



e SIki BaM BioMi BHJIU Teyerpam?

Bionosioi na numanns naocunamu na aopecy karpenkog07@gmail.com

VY temi nmucta Bkazatu Ne rpynu Ta Ne ypoxy, npizBuiLe, iM’st yaHsI.



