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TeMa: «Oznadu apxienux OOKyMeHmie»

Merta: oznatiomumu 3000y6a4ieé 0c8imu 3 ai20OPUMMOM NIO20MOBKU APXIBHUX 0211018, iX
302AIbHUMU NOJONCEHHAMU, BUSHAYUMU Kpumepii opeanizayii pobomu no niocomosyi 02nsa0ie;
BUBUUMU MEMOOUK) VKIAOAHHS 02/1018.

Ornsig — 1e camMOCTIMHUN THUIT apXiBHOTO JIOBIAHHKA, KU J1a€ CUCTEMAaTHU30BaHY
iHpopMaLit0 Tpo CKIax 1 3MICT OKPEMHX KOMIUIEKCIB JIOKyMEHTIB, JOIMOBHEHY iX
JOKEpPEIO3HaBUMM aHai30M, 1 € CKJIaJJOBOIO CUCTEMH JOBIJIKOBOT'O anapary JIep>KaBHOTO apXiBy.
Ornsigu OyBarOTh TAaKUX BUJIIB:

e ormsg QoHmy;
e TeMaTU4HUI orisa GoHAy(iB) OJHOTO apXiBYy;
e TEMATHUYHHI oIy (POHIIB IEKIIBKOX apXiBiB (MiKapXiBHHM TEMAaTHYHUM OTJIS).

OcHOBHE 3aBJIaHHS OTJIAJIB MOJSTAa€ B SKOMOTa JOKJIAIHINIOMY, BCEOIUHOMY, JIOTIYHO-
MOCTIIOBHOMY 1 KOMIIAKTHOMY PO3KPHUTTI CKJIaay 1 3MICTy JOKYMEHTIB (QoHAY(iB) 3 METOIO
BUKOPUCTAHHS Ii€l iHpopMmarrii.

Ormsimn (OHAIB TOBHHHI PO3KPHBATH 3MICT JIOKYMEHTIB OKpPEMOTO, OpraHidHO
MOE€THAHOTO KOMIUJIEKCY OJIMHHUILIb 30epirants 3 yciX MUTaHb 1 TeM, 1110 3HANILIN BiZ0OpaXKeHHS B
HOro IOKyMEHTaX.

Orasp apxiBHOro ()oHAY MICTHTH CHCTEMaTH30BaHy iH(QOpMAIlIO0 MPO CKIAJ 1 3MiCT
JIOKYMEHTIB OJTHOTO (hOHTY.

TemaTuunuii orjsig GoHAy MoJae cucTeMaTH30BaHy iH(OPMALIO MPO CKIAJ 1 3MICT
YaCTHHH JIOKYMEHTIB OJHOTO (oHIy, omHOro (GoHAy uu rpynu (OHAIB OAHOTO apXiBy 3a
BU3HAYEHOIO TEMOIO.

Tematuunuii orasiag GoHAIB AeKiIbKOX apXiBiB (MDKApXIBHUN TeMaTUYHUH OTJISA)
iHpopMye TpO CKJIag 1 3MICT, a TaKOX Micle 30epiraHHs JOKYMEHTIB 4M iX KOMIUIEKCIB,
HaWIIHHIIINX A7 pO3pO0JICHHS BU3HAYEHOT TEMHU.

OO6’€eKTOM ONHUCYBAHHS OISy apXiBHOTO (DOHTY MatOTh OYTH TOKYMEHTH TiJIbKH OJJHOTO
¢donny (onucaHHs Ha piBHI GOHY). B oI MOXyTh HE pO3IIIAAaTHCS TIIBKU T1 JOKYMEHTH, 110
BTPATHJIM PAKTUYHY 1 HAYKOBOICTOPUYHY LIHHICTb.

O0’ekTOoM oOmNUCyBaHHS B TEMAaTUYHUX OINAgaX Moke OyTru oOpaHa CYKYIHICTh
JIOKYMEHTIB (DOHY 32 TEMOO, OIMHUIII 30epiranHs, T0KyMeHTa a0o ioro yactuHu (6araTopiBHeBe
ONMCAHHS JOKYMEHTIB).

VYKiaaJaHHs OTJIs1iB JOLUIBHO MPOBOANUTH Y BUINAKaX:

— AKmo oo0csar ¢GoHAY 3HAYHMM 1 MICTUTH OaraTo OJHOPIJHUX 3a 3MICTOM OJMHHIIH
30epiraHHs;

— K0 Y (OHJI1 6araTo OJUHUIIL 30€piraHHs 31 CKJIaJHUM, OaraTornpeIMEeTHUM 3MICTOM
(MPOTOKOIM Ta 1HII JOKYMEHTH KOJETiaJIbHOi JiSUIBHOCTI, JIMCTH 3 PI3HUX HHUTaHb TOIIO). Y
IbOMY BHINAJAKy CKIAIaloTh OIJIAOM, J¢ iHdopmallis OJWHMI 30epiraHHS JIOT1YHO
PO3UWIEHOBYETHCA 32 MPEAMETHUMH 200 TEMAaTUYHUMH OJIOKaMU;

- SIKIIIO OJAMHHUIT 30epiraHHsi BHECEHO JI0 OMUCIB 0€3CHCTEMHO, 0€3 JIOTIYHOTO 3B’ SI3KY, 400
OJTHOTUITHI JOKYMEHTH BHECEHO JI0 PI3HUX OMHUCIB (111 HEITOIIKH YCYBAIOTHCS IUIIXOM YKJIaJaHHS
OTJISI/IIB, @ HE TMePeCcKIIalaHHIM OIHCIB).

OpraHnizaitisi poOOTH 10 MATOTOBIII OTJISIIIB

VYKiIamaHHsI OTJISIIB TPOBOIUTHCS Y TAKOMY TTOPSIKY:

a) CKJIaJIaHHA IUIaHY-TIPOCIIEKTY OISy, 1€ OOIPYHTOBYETHCS HOTO JOIUIBHICTh 3 TOUKH
30py HayKOBOi HOBHM3HH, AaKTYyaJbHOCTI 1 MPAKTUYHOI I[IHHOCTI JIOKYMEHTHOI 1H(oOpMaIlii;




BU3HAYAIOTHCS XPOHOJIOTIYUHI 1 reorpadivuni Mexi TOBITHUKA, HOTO IPUMIpHA CTPYKTYpa, LIIHOBE
NpU3HAYCHHS, CKJIAJ] TOBIIKOBOTO anapary;,

0) BuBYeHHS icTOpii hoHIOyTBOpIOBada(iB) 1 icTopii GoHay(iB), MPU IBOMY BUBYAETHCS
opraizauiifHa CTpyKTypa, QyHKII{, iCTOpUYHI YMOBH, B KX (YHKLIOHYBaB (HOHIOYTBOPIOBAY.
O1HOYAaCHO BUBYAETHCS CKIIAJI, 3MICT, XapaKTEPHI 0COOJIMBOCTI JOKYMEHTIB, CXeMa iX opraHizariii;

B) pO3pOoOJICHHS cXeMu OyaoBH OISy, 00 0a3yeTbCs HA 3HAHHI iCTOPIi
dboHAOyTBOpIOBaYa 1 CKJIaAy Ta 3MICTY JOKyMeHTiB ¢oHay. Cxema Mae BUIJIAL
CHCTEMaTH30BaHOTO TEPEeNiKy Ha3B PO3AUIIB, MAPO3IAUIB 4 APIOHIMMX pyOpHK, 3a SKUMHU
3MIMCHIOIOTH TPYNyBaHHS JTOKYMEHTHOI iH(popmarlii. B ocHOBY moOy0BH cXeMHU KIaayTh TIEBHY
03HaKYy, 3a KO0 1HPOPMAIIiI0 TPYIYIOTh 3a po3ainamu. Lls o3Haka Mae OyTH CIUIBHOIO JIJIS BCIX
JTIOKyMeHTIB GoHay, iHpOopMallis Ipo sKi BigoOpakeHa B orisial. Cxema moOya0BH OTJISAY MOXKE
OyTu: CTpyKTypHa, Tamy3eBa ((QyHKI[IOHaIbHA), MpEeIMETHO-TEeMaTW4yHa, reorpadidHa,
XpOHOJIOTIYHA, HOMIHAJbHA. B OKpeMuX BHIagKkaX BUKOPHUCTOBYIOTh 3a3HA4€HI O3HAKU Yy
CYKYITHOCTI;

r) CxiafjaHHd OCHOBHOI YaCTUHHU Oy — CHCTEMaTH30BAaHOIO 3a OOpPaHOI0 CXEMOIO
AQHAJITUYHOTO TEKCTy, B SKOMY PO3KPUBAIOTh CKJAJ, 3MICT Ta JKEPEIO3HABUYY 3HAYYIIICTh
apXiBHUX JIOKYMEHTIB;

1) CTBOPEHHS JIOBIKOBOTO amapary A0 Orjsay (THTYIbHUH apKyll, 3MiCT, IepeaMoBa,
CITUCOK CKOPOYCHb, MIOKAKYUKH, Oi10miorpadis);

€) MiATOTOBKA OTJISIAY 10 BHIIAHHS.

Mertonuka yKJIaJlaHHs OMJIA/IB

CTBOpeHHSI OTNIAMIB SIK CAMOCTIHHOTO BHJy JOBIJHMKA B YMOBax YIPOBADKCHHS B
MPAaKTUKy poOOTH apXiBiB aBTOMATH30BAaHMX apXiBHUX TEXHOJOTIH MOTpedye YiTKOTO
YIIOPSIKYBaHHS €JIEMEHTIB ONMCaHHS, X YHidiKkarii. ToMy mij gac ykiagaHHs OTJIs/IiB HE00X1THO
norpumysartuck Bumor JICTY 4331:2004 IIpaBuiia onucyBaHHsS apXiBHUX JOKYMEHTIB.

CrpykTypHa mo0Oy10Ba OISy OPIEHTOBHO Ma€ OyTH TaKOIO:

- TUTYJIbHUHN apKyll;

- 3MICT;

- IePEIMOBa;

- XapaKTePUCTUKA JOKYMEHTIB;

- JIOBIJIKOBUI1 amapar /10 OrJjsiay.

TutrynbHMil apkymr BMillye Taky iH(QOpMallilo: Ha3By apXiBHOI YCTaHOBH, il
HiANOPAIKYBaHHS; Ha3Ba (OHIY 3a apkymeMm QoHay; Homep (GOHIY 3a CUCKOM (OHJIB, BUJ
OTJISITY, MICIIE 1 PIK YKJIaJIaHHS OTJISTY.

3MICT /10 OTJISiY PO3KPUBAE MOTO CTPYKTYpPY B LIJIOMY 1 KOXKHOTO PO3JLUTY OKPEMO i3
3a3HAYE€HHSAM HOMEPIB CTOPIHOK.

VY nepeaMoBi OOIPYHTOBYIOTh JOUUIBHICTh YKJIQJAHHS OTJISNY, JAlOTh 3arajbHy OLIHKY
3MICTY OIMKUCYBAaHUX JOKYMEHTIB, @ TAKOX 1CTOPit0 (POHIOYTBOPIOBaYa i icTOpito POHITY.

B icTopii ¢poHI0yTBOpIOBaYa BUCBITIIOIOTE OOCTABUHU 1 YMOBH, 3 IKUMHU OB’ A3aHO HOro
YTBOPEHHS: Yac, MiICLie 1 MPUYUHU 3aCHYBaHHS, Ha3BY 1 BCl NEepeMEHYBaHHS y XPOHOJIOTTUHIN
MOCIIIOBHOCTI; 3aBJaHHs, KOMIETEHI[iI0, (QYHKIi, MiAMOPSAKYBaHHS, MaciiTald MisiIbHOCTI,
oprasi3aliiiHy CTpyKTYpY Ta ii 3MIHM; IPUYMHM 1 AaTy JIKB1allli, Ha3BY YCTAaHOBH, SIKif IepeiaHo
¢byHKLIT TIKBiOBaHOTO (POHIOYTBOPIOBAYA.

B icropii ponay nogaroTe iH(poOpMallito Mpo CKIIAJ 1 CTaH TOKYMEHTIB, a caMe:

- KUTBKICTh OJJUHUIIL 30epiranHs y QOHI1, KpaifHi TaTH TOKYMEHTIB;

- KOJIM, 3B1/IKH, Ha SIK1{ MiJICTaBl Ta B IKOMY CTaH1 TOKyMEHTH (GOHY HAIIMIILIN 10 apXiBY
(MOXHa CTUCIIO TIOJIATH 1CTOPir0 GOHTY IO HOTO HAIXOKEHHS 10 apXiBY);

- CTYIIIHb MIOBHOTH (DOH]TY;

- IepeJIiK BiCYTHIX 1 BTpau€HHUX JOKYMEHTIB;

- HasABHICTb JOKYMEHTIB (poHAY B 1HIIMX (OHIAX, apXiBaxX, 010/110TeKax, KOJEKIIfAX;

- HasiBHICTh YHIKQJIbHUX JOKYMEHTIB y (DOH/II;

- HasBHICTb JTOBIAKOBOTO anapary /10 GOoHIY.

Hampukinii nepeiMOBU MOSCHIOIOTH MPUHIUI OYJOBH OTJISINY, OCOOIMBOCTI BUKIIATY
3MICTY JIOKYMEHTIB, BUU 1 (POPMHU JJOBIIKOBOTO anapary 0 OTJIsay.




XapakTepucTUKa JIOKyMEHTIB € OCHOBHOIO YaCTHMHOIO OIVIALYy, J€ 3a JOTIYHOIO
MOCJTIIOBHICTIO B y3arajJbHEHIN 1 CTUCHIH (popMi pO3KPUBAIOTH 3MICT OAHOPITHHUX JTOKYMEHTIB.
[IpunycTiMO OKpeMe ONHCaHHS YHIKaJIbHUX JOKYMEHTIB, SKE MOXe OyTh Yy CKIiajui
XapaKTEPUCTHKH TPYN JTOKYMEHTIB, a00 y BUIUIAII 1HAMBIAYalIbHOI XapaKTepUCTUKU. [ pymoBi i
IHIUBIIYalbHI XapaKTEPUCTUKH MOXKYTh MEPEMEKOBYBATUCS. XapaKTEPUCTHKU JOKYMEHTIB B
OTJIsi/T1 apXiBHOTO (POHTYy MOTPIOHO YKIIAAATH HA IMiJICTaBi MEPETIsAy OMKCIB, 1 0€3M0CepeTHBOTO
Meperyisily Ta BUBYCHHS BJIACHE JOKYMEHTIB, OCOOJMBO THIX, SIKI HESKICHO YIOPSAKOBaHI Ta
OTHCaHi.

CknamHi 3a CBOIM XapakTepoM OAMHUIlN 30epiraHHs, 30KpeMa, MPOTOKOJIM Ta IHII
JOKYMEHTH KOJICTIaIbHOI JisUIBHOCTI, 3BITH, JUCTH TOINO, MOBUHHI TEPErISIaTUCS TOBHICTIO,
HE3aJIe)KHO BiJl SKOCTI OMNHCY, OCKUIBKM B ONHUCAaxX 3MICT TaKuX OJUHHIL 30epiraHHs He
PO3KPUBAETHCA.

OOOB’SI3KOBUMH  €JICMEHTAMH XapaKTEPUCTHKWA TOBWHHI OyTH: I1HAMBIZyaJlbHI 1/a00
IPYINOBi aHOTAMi{ TOKYMEHTIB 13 3a3HAaUYEHHSIM BHIY JOKYMEHTIB, aBTOPCTBA, CTHCIIOTO ONMCAHHS
3MICTy, 0OCSTY ONHMCYBaHUX JIOKYMEHTIB, XPOHOJOTIYHHUX MEX, OPHUTIHAJIBHOCTI, MOBH
JOKYMEHTIB 1 IX TMOIIYKOBHX JaHUX. B aHoTamii JaroTh HKEpEeNo3HABUMI aHalli3 JOKYMEHTIB,
CTYIIHB iX 30€pEKEHOCTI 1 CTYIIHb AETATLHOCTI iH(OpMaIlii Mpo KOHKPETHI GakTH 1 moii. SAKmio
€ Taki BiZOMOCTi, TO BKa3aTu, B SKUX (QoHAAaX (apxiBax) € aHAJOTI4HI JOKYMEHTH.
Jlxepeno3HaBuuil aHami3 Ja€ MOKJIMBICTh BU3HAYUTH MICLIEé KOHKPETHUX apXiBHHUX JOKYMEHTIB
cepe IHIIMX JKEPE 3 TaHOi TPOOJIEMH 1 OIIIHUTH 1X 3 TOYKHU 30py €()EeKTUBHOCTI BUKOPHCTAHHS
iHdopmarii. Y Takux BUIAJKaxX JIOPEYHO MO/IaBaTH IIUTATH 3 JOKYMEHTIB.

[TomykoBi naHi JOKYMEHTIB PO3MILIYIOTh MOPsA i3 TEKCTOM (Y IyXKKax). 3aJle)KHO Bil
BUJTy OTJISITY MOIIYKOBI IaH1 MOXKYTh CKIIaZaTHCS 3 HOMEPiB (hOHY, OTHCY, OAUMHUII 30epiraHHs,
apKyIIiB OJMHUIII 30epiraHHs.

XapakTepuCTUKHU JTOKYMEHTIB MOKHA IMOJaBAaTH CIIOYATKY 3TiITHO 3 OOpaHOIO CXEMOIO
cucremarm3amii, abo 3a YactuHamu, Oe3 3arajJbHOi XapakTEPUCTUKH JOKyMEHTIB. (Cxema
pPO3MIllIEHHS JIOKYMEHTHO1 iH(opmalii B OrJsAl He 3aleXuTh Bil CHUCTEMH Oprasizarii
JOKYMEHTIB y (DOH/II 1 HEe 3aKPIIUTIOE TOPSI0K CHCTEMATH3allii.

CTpyKTYpHY cXeMy oprasizaiii JTOKyMeHTHOI iH(opmallii BUKOPUCTOBYIOTh MEPEBAXKHO
B orysiAax (pOH/IB 3 YITKOIO i CTAOUIBHOIO CTPYKTYPOIO, JIe CTPYKTYpPHI HiAPO31iian BiIOUBAIOTh
byHKIiT HOHIOYTBOPIOBAYA, a 3MICT JOKYMEHTIB HE QyONIOEThCS B 1HIIUX Miapo3ainax. Ha3su
CTPYKTYpPHUX MiIp03/1J1iB (POHA0YTBOPIOBaYa CTAIOTh Ha3BaMH PO3LUIIB OIJISAY 1 pO3MILIYIOTHCS
y MOPAIKY BUPOOHUYOT MiAMOPSAAKOBAHOCTI UM B MOPAJIKY 3HAUYLIOCTI. SIKIO BaXKKO BU3HAUUTH
11 O3HAKH, TO PO3JUIH PO3MIILYIOTh 32 al(aBITOM.

I'any3eBy (pyHKIiIOHANBHY) CXeMY 3aCTOCOBYIOTh Y BUIAJIKaxX, KOJIU (POHIOYTBOPIOBAY
HE Mae€ YiTKOI CTPYKTYpH, HOTO CTPYKTYpa 4acTo 3MiHIOBasacs ado B IOKYMEHTaX CTPYKTYPHUX
MiPO3/IUTIB HE CIIOBHA BiIOMBAINCh HOTO (DYHKITIT.

XpOHOJIOTiYHY CXeMy BHUKOPHUCTOBYIOTH JIMIIE€ B THUX BHUIAAKaX, KOJIU HEOOXITHO
BUAUIMTH BaXJIMBI Mepiogu B AisUIBHOCTI (OHIOYTBOpIOBaua abo BIATIHUTH XapakTep
JIOKYMEHTIB, 110 MOCTI0BHO B1IOUBAIOTH X1 ICTOPUYHHUX TTOIH.

HominajabHa cxeMa 3aCTOCOBY€ETHCS Yy BUIIAIKaX, KOJIU JJOKYMEHTH (DOH]LY PO3PI3HIIOTHCS
MK 0000 32 BHJAMHU YU PI3HOBUAAMH. TOMy JJsi ONMUCYBaHHS IOKYMEHTH TPYIYIOTh 3a
HOMIHAJIBHOIO 03HAKOI0, TOOTO 32 BUAAMHU TOKYMEHTIB. Y KOXHOMY pO3/1JI OIJISAY PO3IIISIAl0Th
OJIMH BUJI IOKYMEHTIB. BcepenuHi po3iiiiB HOMIHAIBHOT CXEMU MOKJIUBUN MO IOKYMEHTHOT
iH(popMarii 3a TemaMu ab0, HaBIaKH, BCEPEIUH] TEMH — MOJIUT 32 HOMIHAJILHOIO 03HAKOIO.

IIpexMeTHO-TEMaTHYHA CX€Ma 3aCTOCOBYETHCS Y BUTIAJIKAX, KOJIU (DOHIOYTBOPIOBAY HE
MaB YiTKOI CTPYKTypH a00 BOHA HE JaBaja TaKOro SICKPaBOIO BHUCBITICHHS aKTyalbHOI TeMHU
COLIIaJIbHO-€KOHOMIYHOTO YM TMOJIITHYHOIO XapakTepy, SIK 1€ MOXHa 3pOOUTH, BiJIIMOBIAHO
3rpyNOBYIOYH JOKYMEHTH 1 pO3KPUBAIOYH 3MICT JOKYMEHTIB 32 TEMaMH.

Orasin ¢poHay 0c000BOI0 NMOXOAKEHHSI Ma€ MEBHI 0COOIMBOCTI. Y TIEPEIMOBI 0 HHOTO
notpiOHO mopatu OiorpadiuHy IOBIKY 1 OCHOBHI BIJOMOCTI NpO MOJITHYHY, I'POMAJCBKY,
HAYyKOBY, JIITepaTypHY AisJIbHICTH (POHA0YTBOPIOBava(iB), JaH1 PO XapaKkTep POAMHHUX 1 IIITOBUX
3B’A3K1B, IPO SKI HAEThCA B TIOKyMeHTax (hoHay. 3a HEOOX1JHOCTI MOAAI0Th TeHea 0T 1uH1 TaOIuI.
Inpopmanito mis nepeamoBu OepyTh 3 OlorpadpiuHHMX JOBITHUKIB, POJOBIAHMX 301pHUKIB,
SHIMKJIOTIEJUYHUX BUAAHB TOILIO.



Cxema cucrtemaTu3aiii JOKyMEHTHOI iH(opmaliii B Orismax aHajoriyHa cXxemi
cucTeMaTH3anii JOKyMeHTiB y (GoHi.

3 METOI CKOPOUYEHHSI OOCSTY OTJIAy BHKOPHUCTOBYIOTH Y TEKCTI 3arajbHOBXKMBaHI 1
crieniajgbHi CKOPOUYEHHS CIiB. Y pasi MOTpeOH CKIaJaroTh CHMCOK TAKUX CKOPOUYEHb pa3oM i3 ix
po3mUGpyBaHHSM.

[TokaXYMKHM CIYryIOTh OPIEHTHPOM Yy 3MICTi orisiay. BoHH MoXyTh OyTH HpeaMeTH,
reorpadiyHi, IMEHHI1, XpOHOJIOT14Hi, 32 ()OPMOIO — ITyX1 UM aHOTOBAHI.

biGmiorpadis ornsay BKIOYae HaWBaXIUBINI myOmikamii 3 icropii (oHIOyTBOpIOBaya i
donmy.

I[OMalIIHC 3aBJaHHA:
3aKOHCHCKTYBaTI/I Ta BUBUYUTHU BI/IKJ'IaI[eHI/Iﬁ BHUIIIC KOHCIICKT.

[anoBHi1 yuHi! Baili KOHCIIEKTH Ta BUKOHAH1 JOMAIIIHI 3aBAaHHsI HaJICWJIalTe Ha €JIEKTPOHHY
anpecy gr.ev@ukr.net
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