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I'pymna 24
Opranizaiiisi JOKyMEHTAI[IHHOTO 3a0€3MeUeHHS yIIPaBIIHHS

Ypok 45

Tema: BeneHHs ITaTHO-II0CAA0BOI KHUTH

Merta: BUBUUTH MOHSTTS Ta IPUHIUII BEJCHHS ITATHO-TIOCA0BO1 KHUTH;
po3BUBaTH MpodeciiiHi HABUYKU aIMIHICTPaTOPa; BUXOBYBATU IHTEPEC J10
npodeciit

Martepian ypoky

Hapasi Hemae »0aHOr0 HOPMaTUBHOTO aKTa, IKUH 3000B’A3y€ BECTU ITATHO-
nmocajoBy KHUTY. [IpoTe SIKIl0 HAa HEBEJIIMKUX MIJMPUEMCTBAX BOHA JA1MCHO HE
MoTpiOHA, TO HA MIAMPUEMCTBAX 31 3HAYHOIO KIJIBKICTIO MPAIIBHUKIB 11 BEJICHHS €
JOLUIBHUM — HAsIBHICTh TaKOi KHUTH 00JIIKY3HAYHO MOJIETIIUTE POOOTY
MpaliBHUKIB BIIJIUTY KaJIpiB, OCKUIBKH, Ha BIIMIHY BiJl IITATHOTO PO3MUCY,
IITATHO- MO0CA/I0BAa KHUTA JOTIOMArae y BUPIIIEHHI MTUTaHb CTOCOBHO KOHKPETHOTO
MpalliBHUKA, a HE ITATHOI OJIMHUII, U 11 0XaifHe BeJeHHS 3a0€3MMeYnTh 001K
KaJIpiB, NOCTIHUN KOHTPOJIb 32 KOMIUIEKTAI[IEIO IITATY MINPUEMCTBA, HAOUHICTh
PO3MIIlIEHHS KaJIPIB Y CTPYKTYPHUX MIAPO3/i1aX, 001K BAKAaHTHUX MOCA/I,
OMEPATUBHICTH MiJ] YaC CKIAJaHHS PI3HUX CIY>KOOBUX JOKYMEHTIB, JOBIJOK 3
KaIpOBUX MUTAaHb TOIIIO.

3BicHO, IHQOpMAIlisl y ITATHO-MIOCAI0B1I KHU31 CIIpaB/ii NEBHUM YHHOM
nyOJIoBaTUME IITATHUN PO3MUC, IPOTE 11 Oy/ie 3pyUYHO BUKOPUCTOBYBATHU MPHU

BUPIIIECHH] SIK BHYTPIIIHIX MUTaHb (30KpeMa, IPUHHATTS Ha pOOOTY,
BCTAHOBJICHHSI PO3MIpY OIUIATH Mpalli, A0IJIAT, HaJ0AaBOK, BHECEHHS 3aIUCIB J0
TPYAOBUX KHUKOK), TaK 1 MiJ] 4ac MATOTOBKHU 3BITHOCTI JI0 JIEPKABHUX OpPTraHiB
(mpumipom, Ipo MpaleBIaAlITYBaHHS OCI0 3 IHBATIAHICTIO).

Tabnuirto mTaTHO-MOCaA0BOT KHUTH MOAUISIOTH HA PO3AUIH (KOXKEH 3 HUX CI1T
MMOYMHATH Ha HOBOMY PO3BOPOTI), sIKI MatOTh BIJMOBIJIaTH Ha3BaM CTPYKTYPHUX
MIAPO3AUTIB 3a MITATHUM PO3MUCOM. 3aMKMCH J0 ITATHO-TTOCAA0BOT KHUTH CJI1]T
pOOUTH OJipa3y Miclis BUAAHHS HaKa3y MPO NPUNUHATTS, IEPEBECHHS HA 1HIILY
poOOTY Ta BHECEHHS 1HIIIUX 3MiH JI0 IITATHOTO PO3MUCY. 3a3BUYaid, IITATHO-
M0CaJI0Ba KHUTA 3alIOBHIOETHCS OJIBIEM (KpPIM Ha3B CTPYKTYPHHX MiIPO3/ILITIB
MIIMPUEMCTBA 1 TOCA]] MPAI[iBHUKIB) — aJ[Ke B pa3i, CKaXKiMO, 3BIJIbHCHHS
MpaliBHUKA 3 pOOOTH B1IOMOCTI PO HHOT'O MOXKHA CTEPTH, a 3T0JI0OM BHECTH
1H(opMallito Mpo HOBOTO MpalliBHUKA.

[TuTanHs 11 KOHTPOJIIO:



1. II{o Take mITaTHO-IIOCaJ0Ba KHUTa?
2. Yu 000B’sI3K0OBE BEACHHS IITATHO-IOCATOBOI KHUTH?

Ypoxk 46
Tewma: XKXypuanu o0miky, iX BUAH.

Merta: BUBUUTH MOHSTTS Ta IPUHIUII BEJACHHS KypHaIIB 00JIIKY; pO3BUBATH
npodeciitHi HABUUKHU aMIHICTpAaTOpa; BUXOBYBATHU 1HTEpeC 10 mpodeciii

Martepian ypoky
Kypnan peectpaiiii BiIpsiIKeHb

Ha croronni 3aKkoHO1aBCTBOM He TiependadeHo (xoua i He 3a00pOHEHO)
peecTpyBaHHs MPAIIBHUKIB, HAPABICHUX Y BIAPSKEHHS, Ta BUJ1aul TOCB1TYEHb
po BiApsKeHH. PaHimne BiIMOBIAHY HOPMY (a Takox 1 (hopMy KypHaAITy
peecTpallli BiApsKeHb) Oyno nependaueHo B [HCTpykiiii mpo ciryk00B1
BIIPSAJIPKEHHS B MEKaxX YKpaiHU Ta 32 KOPJIOH, 3aTBEPKEHIN HaKa30M
MinictepcTBa (pinanciB Ykpainu Big 13 6epesns 1998 poky No 59 (nani -
IncTpyxkuis No 59). Bapro 3ayBaxkuTH, 1o 1110 [HCTpyKIIit0 po3po0ieHo i
3aTBEPXKEHO JIJIs IEpKAaBHUX MiANMPUEMCTB, yCTAHOB Ta OpraHi3ailiii, ae,
OCKUIBKH 1HIIUX BIJIMOBIIHUX HOPMATUBHO-IIPABOBUX AKTIB HE PO3POOIICHO, ii
JOITFHO 3aCTOCOBYBATH JJIS MIANPUEMCTB YCiX (hOPM BIACHOCTI.

OT1xe, SKIIO € TOTpeda, MANPUEMCTBO MOKE BECTH KypHaJ peecTpariii
BiIps/KeHb. [Ipy 1boMy 332 OCHOBY MOKHA B3SITH (hOpMY, 1110 MICTHIIACS B
[ncTpyxkuii No 59

Kypnan peectpaiiii BiIpsiIKEHb MOK€ MICTUTH Taki rpadu:

"No nop.";

"[Ipi3Bute, iHimamm";

"Micrie po6oTu Ta mocaaa'; "Miciie BiApsKeHHS "

"JlaTa i1 HOMep Haka3y'";

"JlaTa BUOYTTA y BiapskeHHs'"; "/lata npuOyTTs 3 BIAPSKEHHS".

Knura 00111Ky pyXy YHCEIbHOCTI NpalliBHUKIB

Kuury (kypHair) 001Ky pyXy YMCEIbHOCTI MpaliBHUKIB BEAYTh BIAMOBIAHO 10
3akony Ykpainu "lIpo nepxkaBny cratuctuky" Big 17 BepecHs 1992 poky No
2614-XI1i3 MeTo10 0JiepKaHHs 00'€KTUBHOT CTATUCTUYHOI 1HGOpMAIIii 00
3aifHATOCTI MpalliBHUKIB Ha MANMPUEMCTBAX, B yCTaHOBAX, OpraHizaisax (Bci
IOpUJIMYHI 0COOU, SIKI BUKOPUCTOBYIOTh HaliMaHy Mpailio).



Knura 0011iKy pyXy 4HCEIbHOCTI IPALlIBHUKIB MOXKE MICTUTH TaKi rpadu:

"No nop.";

"HaitmenyBanHs niapo3ainy";

"dakTHUHa YUCEIBHICTh HA MoYaToK Micsansa'; "Uucaa micsamsa";
"CepeaHb000J1KOBA KUIBKICTh MPAI[IBHUKIB".

Pe3ynbTaToM BEJIEHHSI KHUTY € BU3HAYEHHS IITATHOI O0I1KOBOI (MMOKa3HUK 3a
JIEHb) 1 CepeIHb000IIIKOBOI (ITOKAa3HUK 3a MICSI[b) KUIBKOCTI MPalliBHUKIB.

J10 00J11KOBO1 KIIBKOCTI IITATHUX MPAL[IBHUKIB 3apaXOBYIOTh YCIX HAHMaHUX
MpAaIiBHUKIB, K1 YKJIaJU TPYJAOBHI TOTOBIp HA MOCTIHHY, TUMYACOBY, CE30HHY
poOOTYy, CTPOKOBHUI TOTOBIP X04a O HA OJIMH JIEHb 1 OlIbllle, TOOTO (PAKTUIHO
npaioBany; 0yyiu BIICYTHI HA POoOOTI 3 OyIb-IKUX NPUUMH (MIPALiBHUKIB, K1
nepedyBarOTh y TPYIOBUX BIJHOCHHAX).

[TuTanHs UIs1 KOHTPOJIIO:

1. Ak opopmutu xxypHan peecTpailii BiIpsKEHb?

2. SIx1 rpadu Moke MICTUTH KHUTA O0JIIKY pyXy YHCEIBbHOCTI IPALlIBHUKIB?

3. SIx BU3HAUMTH IITATHY OOJIKOBY i cepeHbOOOIIKOBY KIIBKICTh MPAlliBHUKIB?

Ypok 47-48
Tema: IIpaktuuna podota No 8: OdhopMieHHs roI0BHOTO poOOYOro JOKYMEHTa
BIIJIUTY KaJIpiB

Merta HaBuuTUCSA 0DOPMIISITH TOJIOCHUM pOOOUU TOKYMEHT BIIILTY KaJapiB,
3HAHHS 1100 0COO0BOI CIIPABH 1 B€JEHHS 00J1KOBOI JOKYMEHTAIlll; BUXOBYBaTH
1HTepec a0 mpodecii

Brpasu, 3aBnanss
BukoHatu npakTuyHy poOOTy, TOTPUMYIOUYUCH CTPYKTYPU POOOTH.

Xia pobotu

1. Yu 000B’s13K0OBE BEJIEHHSI IITATHO-MIOCA/I0BOI KHUTHU Ha MiANpueMcTBi? 2. Ski
PO3/I17 MICTUTh IITATHO-TIOCA/I0BA KHUTA?

3. Cxiactu pparMeHT MTaTHO-I0CAI0BOI KHUTHU

4. BUCHOBOK



Ypok 49
Tema: CraTucTHYHA 3BITHICTH 1O KaJpax

Marepian ypoky
Merta: HaBYMTHCS MOHATTIO CTATUCTUYHOL 3BITHOCTI IO KaJpax; pO3BUBATU
HAaBUYKHU aHami3y iHGopMalii s CKIaJaHHs CTAaTUCTUYHOI 3BITHOCT]; BUXOBYBAaTH

1HTEpec 10 nmpodeciit perioHy.

Kpim 06niky ocoboBoro ckimaay mianmpuemcTBa (opraizaiii) BiAIUT KaapiB
Bezie 00JIIK 1 IO 1HIIMX HANpsMKaX, HapUKiIaa oOJIIK BiAIYCTOK, TPYAOBUX KHHWKOK,
pe3epBy Ha BUCYHEHHs, CTATHEHb, 3a0X04eHb Ta iH [lopsaok odopmiuenns ta obmiky
BiamycTok. Bianmyctka odopmisiiorh y Bimaun kazapiB. BianoigHo o rpadika
poOITHUKH 1 CiTyO0BIIi 3a JBa THXKHI OTPUMYIOTh 3aIIUCKY IPO HAJAaHHA BIAIYCTKH,
NOroJATh AATy BIAIYCTKHM 3 KEPIBHUKOM ITIPO3JAUIY i MOBEpTalOTh OJIAHK 3aIMCKH
Npo BIANYCTKY 3 HOro MiANMMCOM y Biaaul kaapis. [IpamiBHUK BiIUTY KaJpiB BHOCHTb
3allMCH PO YEeproBe BIANMYCTII B OCOOMCTY KapTKy 1 >XypHan OOJiKy BIAITYCTOK.
[Torim 3anMcKy npo HaZAHHS BIANYCTKH MEpeAaloTh y OyXrajurepito Uis po3paxyHKy.
Ha kepiBHMKIB MiAPO3/LTiB, a TAKOX MaTepiaJbHO BiANOBIJAJIbHUX MPAILiBHUKIB KPIM
3aMCKH  TPO  BIANMYCTKY OQOPMIAIOTH Haka3 13 3a3HAYECHHAM 3aMilIAlOTh
cniBpoOiTHUKIB. ITicis 3aKiHUEHHS IIOTOYHOrO MICALS MPALiBHUK 3 KaJpiB, IO BiJa€
ypaxyBaHHAM BIJNYCTOK, IJBOAUTH IIJICYMOK KUIBKOCTI IpalliBHUKIB, IO
nepedyBaJii y PI3HOrO poOAYy BIANYCTKH, 1 CKJIaJa€ 3BEIEHY JOBIIKY.

OO6unik 1 BeAEHHS TPYAOBHX KHW)KOK POOITHHMKIB 1 CIIy>KOOBLIB 3/1HCHIOIOTBCA B
NOPSJIKY, nepeadadeHomMy IHCTPYKIIEIO.

OO6nik HaropomxeHb POOITHUKIB 1 CIY>KOOBIIB OpICHAMH 1 MEIAISIMU, TPHUCBOEHHS
iM MOYECHUX 3BaHb BEETHCA Y BULAUIL KapiB y ClEHIaTbHOMY KypHaJli. 3a0X04€HHs
OrOJIOIIYIOTHCSA B Hakasi ab0 po3MOpsAKEHHI, JOBOAATHCS A0 BiZloOMa MPALIBHHUKIB 1

3aHOCATHCA /10 TPYAOBOI KHWXKKHM mNpainiBHUKa. [IpauniBHUKM BIALUTY KaapiB BEAyTh
TaKO)XX OOJIIK CTATHEHb, SKI OroJOWIYIOTBCA B Hakasl (PO3MOpPS/DKEHHI) 1
NOBIIOMJIAIOTECS NPAIiBHUKY MiJ po3nuc. JMCUMIUTIHApHI CTATHEHHS 0 TPYAOBOL
KHWKKH He 3aHOocAThCsA. JKypHan oOJiKy JUCHMIUIIHADHUX CTATHEHb BEAEThCS 3a
Takol (GOpMOIO: HOMEp IO MOPAAKY; Mpi3BHILE, iM'd, MO GaThbKOBI, HOMEp 1 Aara
Hakazy, nocaay 1 wMicue poOOTH; XapakTep TMOPYIICHHSA; BHUIVIAA 1 3MICT
AUCLUMIUIIHAPDHOTO CTATHeHHsA. KpiM KypHasiiB B 0COOOBHX cHpaBax IIOJO
MEePCOHATBHOr0 O0JIIKY KaJpiB MOBHHHI OYTH JHCTH 3a0XOYEHb i CTATHEHb, B SKUX



BijoOpaxkaeTbcs, 3a IO 1 K 3a0X04eHMH ab0 moOKapaHWM npaliBHHK.

OO6nik pe3epBy Ka/ipiB Ha BUCYBaHHS 3[IHCHIOETHCS BIUIUIOM KaJpiB 3a JOMOMOIOI0
CKJIQJIJaHHS CIIMCKIB 1 KapToTeKkH pe3epBy. CIHMCKH pe3epBy CKJIAJAIOThCS OKPEMO 110
KOXHIH HOMeHkyaTypi. OJHOYACHO 31 CIMCKAMM Ha KOXXHOIO TNpalliBHHUKA,
3apaxOBaHOI'0 B pe3epB, 3aBOAATHCA crnemianbHi kapTku. Kaprku obiiky pesepBy
CKJIQJIal0Th KapTOTEKy pe3epBy, BCepeAuHi sKOi (OPMYIOTBCA PpO3AUIH, LIO
BIANOBIIAIOTH 3aTBEP/UKCHMM HOMEHKJaTypamMu nocaa. Posaum  pesepBy 3a
HOMEHKJIATypaMH, y CBOIO 4epry, AUIATBCA Ha TPYNH [0 KOHKPETHIN MOocaioBii
O3HAKOK KaHAWAATIB Ha BHCyHeHHsA. Hanpukian, y po3aun  KapTOTEKH
"HoMeHkiarypa KepiBHMKAa IAPUEMCTBA, Oprasizauii’ MoxyTb OyTH BHAUIEHI
HACTYIHI IJAPO3AUIM: pe3epB HavyaJbHUKIB 1IEXiB; pe3epB HAYAIbHHUKIB BIUILUIIB
TEXHIYHOro MpodiIio; pe3epB HavaJIbHUKIB BLIUIB €KOHOMIYHOTrO npodimo i T. 1.
Kaprku o0miky pe3epBy KpiM OOOB'A3KOBHX COLIaJbHO-AeMOrpadiquux JaHuX
NPETeH/JICHTIB BKJIIOYAIOTh BIJOMOCTI IpPO MiJABMIIEHHsA iX KBamidikamii Ta
3araJlbHOOCBITHBOI'O PIBHS, THMYACOBE 3aMIICHHs IHIIMX TOCaj, BiJAPA/DKCHHS Ta
CTa)KyBaHHs, BAKOHAHHS CIIEIiaJIbHUX JI0py4Y€eHb, BUKOHYBaHii poOoTi Ta iH.

[TuraHHs 11 KOHTPOJIIO:

1. 3 KO METOI0 BEAEThCS 3BITHICTD IO KaJipax Ha MiANPHEMCTBI?

2. SIxi BUAM 3BITIB 11O KaJJpax BU MOXKETE Ha3BaTH?

3. XT0 BIANOBiNaNBbHUK 3a 3BITHY JOKYMEHTAlll0 IO Kaapax Ha
HiAPHEMCTBI?

Bignosiai HaacunaTn Ha enekTPoHHY aapecy anylesik@gmail.com abo
meceHaxepu Viber, Telegram: +380634432524



