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1 EJEKTPOHHUM JOKYMEHTOOBIT: TEPMIHOJIOT'TS 1
OCHOBHI ITOHATTA

EnekTpoHHUN JOKYMEHT: MOHATTS, CTPYKTypa, Kiacudikaiis, ¢dopmaru
(baiiniB eneKTpOHHUX JOKYMEHTIB. CTPYKTYpHI €JIE€MEHTH €JIEKTPOHHOTO TIOKYMEHTA:
PEKBI3UTHUN 1 3MICTOBHA YacTUHM, CynpoBinHa iHQopmauiga. EnexrponnHwuii

uuGpoBUH TIAMKC.

1.1 EneKTpOHHMIA JOKYMEHT: MOHATTH, CTPYKTYpa, Kiacu@pikauis,
dpopmaTu daiiiiiB eJIeKTPOHHUX TOKYMEHTIB

1.1.1 TTOHATTA «TOKYMEHT» Ta MOT0 MOXOI>KEHHS

3 TOYKHU 30py 1HPOPMATUKU AOKYMEHT — IIe OYyJb-IKUW MaTepiaJbHUM 00’ €KT,
mo (ikcye 4yum MIATBEpAKYE OyAb-sKi 3HAUEHHS W Moke OyTH BKIIIOYEHUH M0
MEBHOTO 310paHHs.

OpHak ciif 3ayBaKuTH, IO Take MOHATTA Mae NeBHI oomexeHHs. [Ipobiema
MOJIATAE Y TOMY, L0 Taly3b BUKOPUCTAHHS TMOHSTTS «JOKYMEHT» pPO3LIUPIOETHCA,
B1100pakarouuch MpU IbOMY JIMILE B JCSIKUX CTAaHAAPTaX, 10 MICTATh B OCHOBHOMY
yNpaBIiHCHKUN XapakTep. st BUXOAY 3 TaKO1 CUTYyallli € ABa BapiaHTH:

1) BU3HAUYEHHS MOHATTA «JOKYMEHT» Yy MUKIMCUMIUIIHAPHOMY CTaHAApTI, a B
CTaHAapTax, 10 BIAHOCITHCS IO OKPEMUX Tally3ed TUIbKM KOHKPETH3yBaTH 3arajibHe
BU3HAYCHHS;

2) craHapTU3yBaTH KUJIbKa BU3HAYEHb JOKYMEHTA JJIsl KOXKHOI raiysi.

3a mepimuM BapiaHTOM TMpailtoe MDKHApOJHa OpraHizailis 31 CTaHAapTU3aLil
(ISO). Crannmaptu, siki BOHa MpuiMae, MOTOKYIOThCS MibKHapOaHOWO (enepaliiero
010moTeyHUX  acoriamii  Ta  3akiuangiB, MDKHApPOJHOI — OpraHizaiielo 3
IHTEJIEKTyallbHO1 ~ BJIACHOCTI, MIDXKHApPOJAHOK pPajol apXiBiB, MUDKHAPOIHOIO
dbenepaniero 3 iHbopmanii Ta gokymenrarii (M®I]). Cranmapram Ta TepMiHOJOTII,
3a3HaYeHIN B HUX, MOXKe OyTH Ha/IaHO CTaTyC HalllOHAJbHUX.

Came Takli cTaHaapTd, OpUAHATI MDKHApOJHOIO  OpraHizaimiero  3i
cTaHjapTu3ailii, oimiiiHo BU3Hae Ykpaina. SIK HaCIIOK MU MAa€MO CHUTYAIIil0, KOJIH
B JiepKaBl OQIUIMHO NPUUHATO ¥ i€ KUIbKa BU3HAYEHb JOKYMEHTA, MOYMHAIOUU 3
Halmupinoro, mo npuitHaTué B ISO, 1 3aBepuryroun BU3HAYEHHSIM JIOKYMEHTa SIK
OCHOBHOI OJIMHMIII B CHCTEM1 OpraHi3alliiHO-pO3MOPSA40i AOKyMeHTaril. Jledki 3

TakuX BU3HAYEHb HaBeneHl B Tadmui 1.1.



Tabmuusa 1.1 BusHayeHHS TIOHATTSA

3aKOHOJaB4YHX aKTaXx

«AOKYMCHT»

Ne Mudp crangapry,
BusHayeHHs TOHSTTS
3/m 3aKOHO/1aBCTBA
1 2 3

3aci0 3aKpiruIeHHs PI3HUM CIIOCOOOM Ha
cnenianbHOMY MaTtepiani iHpopMmalii npo GakTu,
Mo/ii, ABUINA 00’ €KTUBHOT A1MCHOCTI H PO3yMOBOI
TISIIILHOCT JIFOTUHHU

['OCT 16487-70

MartepianbHuil 00’ €KT 3 1H(HOpPMaIIi€t0, 3aKPITIIICHOIO
BUHAIICHUM JIIOJIMHOIO CITIOCOOOM JIJ1s 11 mepeiaHHs
B yaci i mpocTopi

['OCT 16487-83

[lepenOauena 3akoHOM MatepianbHa popma

oJlep KaHHs, 30epiraHHs, BUKOPUCTAHHSA U

rariepi, MarHiTHiM, KiHO-, BiZ1e0-, (OTOILIIBII a00 Ha
THIIIOMY HOCI€B1

3akoH Ykpainu «IIpo
iH(hOopMaIIio» Bil
02.10.1992

3adikcoBaHa Ha MaTepialbHOMY HOCIT 1H(pOpMaIis 3
PEKBI3UTaMU, IO JO3BOJISIIOTS ii 11€HTU(DIKYBaTH

['OCT P 51141 -98

MaTtepialibHHI 00’ €KT, 1110 MICTUTh Y 3a(iKCOBAHOMY
BUTIISI1 1HPOpMallito, ohopMIICHHH Y
BCTAHOBJICHOMY MOPSIKY i Ma€ y BIAMOBIAHOCTI 3
YIUHHUM 3aKOHOJaBCTBOM IOPUANYHY CUITY

JICTY 2732-94

3anucaHa iHpoOpMaIlis, Ky MOXKHA PO3TIISIATH K
OJIMHULIIO B XOA1 3[[IMCHEHHS 1HPOpMaLIiHOT
NisTBHOCTI

JICTY 3017-95

3anucana iHpopMaIlis, sika MOXe PO3IIISIIATUCS K
OJIMHULIA M1 Yac 31iCHEHHs 1H(popMaliiHOi
TiSTTEHOCTI

JICTY 2392-94

[Hdopmartis, 3adikcoBaHa Ha MaTepiaJbHOMY HOCII,
OCHOBHOIO (DYHKIII€IO SIKOTO € 30epirat Ta
nepeaaBaTH ii B 4aci Ta mpocTopi

JICTY 2732:2004

MaTtepianibHUI 00’ €KT 13 3aIKCOBAHOIO HA HHOMY
iHpOpMaIlI€l0 y BUTTIS1 TEKCTY, 3BYKO3aUCy a0o
300paXeHHsI, MPU3HAYCHUN JJIs TIepelaHHs B 4aci Ta
[IPOCTOPI 3 METOIO 30€PEKEHHS 1 CYCIUTLHOTO
BUKOPHUCTAHHS

3akoH Ykpainu «lIpo
010710TEUHy CpaBy» 31
3Mminamu Bijg 22.08.2004

B CTaHAapTax Ta




1 2 3

3akon CIIA «IIpo
CJICKTPOHHUHN MIAMHKC 1

[Hpopmaltis, sika HaHeCeHa Ha BUMMUNA HOCI1H, a00

10 fra, 1o 30epiraeTbcs Ha €IEKTPOHHOMY HOCH YH . .
HaIliOHAIBHY KOMEPIIIFO»,

HaJaHa B IOCTYIHIN (opmi 2004

3anucana iHpopmallis, SKy MOKHa BBaKATH
11 jonuaunero He3anexxHo Bix GizuvHOi hopMu i [SO 11620-99
TEXHIYHUX JAHUX

3anucana iHpopmailis abo MatepiaabHUM 00’ €KT, 1110
12 MOXyYTb PO3LIHIOBATUCS K OJJUHUIIS B [SO-5127/FDIS-2001
NTOKYMEHTAJIbHOMY MPOIEC]
3adikcoBana iHpopMallis Uu 00’ €KT, IKUN MOXKeE ISO -15489:2001 (ACTY
TPAKTYBAaTUCh K OKPEMA OJUHULIS 4423-1:2005)
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Mu B nopaneimiomy OyJneMO JAOTPUMYBATUCh TPETHOI'O BApPIaHTY BU3HAUCHHS

MOHATTA «KAOKYMCHT).

1.1.2 BrnactuBocTi, pyHKIIIT i O3HAKK JOKYMEHTa

Bynp-sikuii JOKYMEHT € CHCTEMO0, WII0 TO€JHYE MarepiaibHi HOCII Ta
iHpopmariito. Bin Mae neBHuil Ha01p XapaKTEpUCTHUK, a CaMe:

—  BJIACTUBOCTI, O3HAKHU 1 PYHKIII;

— 1H(popMauiliHy CKIaJ0BY (K OCHOBHOTO IPU3HAYEHHS JOKYMEHTA);

— BuaHU iH(opMalii, 1o PIKCyeTbCs B JOKYMEHTI,;

— MatepianbHy (P13UUHY) CKIIaIoBY (Croci0 3amucy M ¢popmat HOC1s);

— PEKBI3UTH, IO € 000B’A3KOBUMU MO3HAYKAMH JIJISl JOKYMEHTA;

JIOKyMEHT € BaXIMBUM €JIEMEHTOM OUIbIl 3arajdbHOi CHUCTEMH, —
YIPaBIIHCHKOI, TEXHIYHOI, KapTorpadiuHoi Tomo. Mu Oyaemo 0OMeEXyBaTUCh

BUKJIIOYHO T€XHIYHHUM THUIIOM HOKYMCHTY.

1.1.3 3Hady1ii BIaCTUBOCTI JOKYMEHTA

3 TOYKH 30py CTPYKTYPHO-(YHKIIOHATBHOTO MIIXOAY JOKYMEHT — 1I€ YMOBHE
O3HAYEHHS TEBHOI TpynH OO0 €KTIB IITYYHOTO MOXOKEHHS, SIKI MaroTh IIEBHI
BJIACTUBOCTI i1 BUKOHYIOTh BIAMOBIAHI (yHKIIII. 3aJ€XHO Bil BUAY JOKYMEHT MOKE
MaTH TMEBHY KIIbKICTh BJIACTUBOCTEH, SIKI BIAPIZHSAIOTH HMOTO BiJ IHIIUX OO €KTIB, 1
3aJIe’KHO B1JI cUTyalli 00yMOBIIOIOTh HOro (PyHKIIOHAJIbHE MPU3HAUYECHHS.

HaiiGinpimn  3Hayymii BJIACTUBOCTI TEKCTOBOIO JIOKYMEHTa TIOKa3aHl y

tabaumi 1.2.



Tabnuus 1.2. BracTuBOCTI TEKCTOBOTO JJOKYMEHTA

NoHa3zBa BiiacTuBOCTI TrnymaueHHs TepMiHy

, HasBHICTE HEB1J' €MHHUX CKJIaJOBHX, 0€3 IKUX BIH HE MOXKE
1 |ATpuOyTUBHICTD |,
ICHyBaTH

2 |®yukioHanbHICTHI [pu3HaueHHs A nepeaadi iHpopmarii B mpocTopi i yaci

. |TicHuit 3B’ 430K €JIEMEHTIB 1 MIJICUCTEM, 1110 3a0e3euye
3 |CTpyKTypOBaHICTh

€IHICTD 1 LUTICHICTb JOKYyMEHTa

1.1.4 OcHOBHI O3HaKM IOKYMEHTa

J10 OCHOBHUMX O3HAaK JIOKYMEHTa, BIIIHOCSATHCS:

— HasgBHICTh CEMAHTUKHU 3MICTY;

— cTabinbHa MaTepiaiabHa GopMma;

— MPU3HAYEHICTH ISl BAKOPUCTAHHS B COLIAJIbHIM KOMYHIKAIIIT;

— 3aBEpILEHICTh NMOBITOMIICHHS;

XapakTepucTHKa 03HaK JIJIsl TEKCTOBOTO JOKYMEHTA HaBeleHa B Ta0ui 1.3

Tabnuus 1.3 OcHOBHI 03HAaKM TEKCTOBOTO JOKYMEHTA

Ne HasBa o3Haku XapakTepucTUKa O3HAKU
3/m
1 | HasIBHICTH CEMAHTUKHU 3MICTY JIOKyMEHT Ma€ HECTH NIEBHY JYMKY Ta

nepeiaBaT ii 3a JOMOMOT OO 3HAKIB.
CyKyMHICTb TTOCTIJOBHO PO3TAIlIOBAaHUX
3HAKIB € 000B’I3KOBOIO 03HAKOIO
JTOKYMEHTa

2 | craOuipHa MaTepiaiibHa popMa dopma JOKyMEHTa Ma€ 3a0e3MeYnTH oMy
TpuBaJie 30epiraHHs Ta HaJaTH
MOYKJIMBICTH II0JI0 0araTopa3zoBOro
BUKOPHCTaHHS

3 | mpu3HaYEHICTh Il BUKOpUCTaHHS | [JokyMeHTH — 1ie Hocli iH(dopmallii, 1110
B COIllaJIbHIN KOMYHIKallii CTBOpEH1 JyuIsl KoMyHikauiid. Koxxen
JOKYMEHT Ma€ 3a0€3MeYUTH MEBHY

KOMYHIKallliHy MeTy

4 | 3aBeplICHICTh OBIIOMIICHHS JIOKyMEHTOM He MO)ke OeTH He3aBepIleHE,

(dbparmMeHTapHe MoBiioMIeHH. BuHITKOM

3 IILOT'O TIPaBUJIA € €CKi3U, YEPHETKH, TOIIO




CemaHTuyHe HaNOBHEHHS (a0o0 MMOje) JOKYMEHTa Ma€ BIANMOBIIATH TEBHUM
MPUHIIUIIAM.

CemanTuune (Bif TPElLKOro- TOM, IO O3HAYac) moje! — Ie IPOCTOpOBa,
TUMYacoBa a0o 1HIIA CTPYKTYpa, y sIKii 3HaK (HaOip 3HaKIB) MOKE OTPUMYBATH Pi3HI
3HAUEHHS, 3alieKHO BIJ MICHUS CBOTO 3Haxo/keHHsA. [lpuHmunu noOynoBu

CCMAHTUYHOT'O ITI0JIA TCKCTOBOT'O JOKYMCHTA 3BeI[eHi B Ta6J'II/I]_Ii 1.4.

Tabmuus 1.4 — IlpuHuunu noOyIOBH CEMaHTHUYHOIO TOJISI TEKCTOBOTO
JNOKYMEHTa
Ne
y [TpuHIMI XapakTepucTuka
3/

) Ko>xeH eleMeHT CTPYKTYpHU JTOKYMEHTa (TapHITypa, Kerelb,
AJIEKBaTHICTH . L. .
Oeperu, MKPSIKOBUHN 1IHTEPBaJ, KOJIbOPOBE 300paKeHHsI, MICIIE
1 |moxymenTa . . .
. . pO3TallyBaHHS OKPEMUX KOMIIOHEHTIB) TIOBUHEH BIJIMOBIIATH
MOro MeTi . .
1Oro MeTi

MakcuMaibHO HarjIsiHe BUKOHAHHS 3aMUCITY

) . [koMIo3uIiHHUMH YHI(DIKOBAHUMU JJIsI JAHOTO JOKYMEHTa
2 |PamioHanpHICTH L . .
3aco0amMu, CTBOPEHHSI €proHOMIYHOT (popMHu (MO HA JUISTHKH

PI3HOT0 3HAYEHHS, BUIUIEHHS MEPIINX CI1B Yy 3ar0JI0BOK TOIIO)

3HakoBa MOOYA0Ba TEKCTY MAa€ MiIMOPSIAKOBYBATUCS ITPaBUIIaM
. rapMoHIi i XyJJ0’KHbO1 00pa3HOCTi. JIOKyMEHT MYCUTD

3 |ATpakTHUBHICTb . . _
MpuBadIIIOBaTH, BUKJIMKATH OaxkaHHA cripuiiMatu Moro sik TBip

MUCTCLUTBA, HAaJaBaTH 3a10OBOJICHHA

DyHKUil JOKYyMeHTa

JIOKyMEHT BHUCTyHa€ $K YacTKOBO (DYHKIIIOHAJbHUN OO0’€KT, L0 BHUKOHYE
HU3KY B3a€MOIOB’SI3aHUX (YHKLIH. [X MOAINAIOTH HA TPU IPyHM: TOJOBHI, 3arajbHi,
CHeIianbHI.

['onoBHi pyHKIIT — 11e 30epiranHs i nepenaya iHGopMalii B 4aci Ta mpocTopi.
CTBOpIOETHCSA TOKYMEHT 13 METOIO 3a0€31€4YEHHs OTPeO CYCIIIBCTBA 3a JOIOMOT0I0
JOKYMEHTAJIbHOI 1H(OopMaIlii.

3aranpHi  ¢QyHKUII —  1HGOPMATUBHO-KOMYHIKAaTUBHA,  KyMYJISATHBHA,

PEryISITUBHO-KOMYHIKATUBHA, KYJIbTYpHA.

1 CemaHTMuHe (Bif rpeLbKOro «Toi, WO 03HaYae») noae — Le NPOoCcTopoBa, TMMUYacoBa abo iHLa CTPYKTYpa, Y
AKiM 3HaK (Habip 3HaKiB) MOXKe OTPUMYBATU Pi3Hi 3HAYEHHS, 3a/1E€XKHO Bif, MiCLSA CBOrO 3HaXOAXKEHHS.
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3a3HaueHi QyHKINT XapakTepHi 1Jis1 OUTIIOCTI JOKYMEHTIB, HE3aJICKHO Bif iX
TUIY Ta BHAY. XapaKTepUCTHKA 3arajbHUX (YHKIIH JOKYMEHTa HaBeJcHa B
tabmui 1.5.

Tabnuus 1.5 — 3aranbHi QyHKIIT JOKYMEHTIB

Ne

/ HazBa ¢ynkuii XapakTepHi O3HaKu
3/m

1 2 3

31aTHICTh IOKYMEHTA 33JI0BOJIBHSITH MOTPEOU CYCILILCTBA B
iHpopMmallii. 3 HEto MOB’sA3aH1 IPOLECH, K1 OXOILTIOIOTh
[HpOpMaTUBHO- [CYTHICTh TAaKUX CKJIAIOBUX CIUIKYBaHHS, SIK Iepegavya-npuiom
KOMYyHIKaTHBHA [iHhOopMaIlli Ta BIANOBIAHA peakilis Ha Hel. OCHOBHUM KpUTEPIEM
1HGOPMATHUBHOCT1 IOKYMEHTa € 00CAT Ta SKICTh 1H(opMallii, o

MICTUTBCS B HbOMY

31aTHICTh TOKYMEHTa OyTH 1HPOPMATUBHUM 3aCO00M Tepeayi,
00MiHY, KOMYHIKallii, CIIJIKYBaHHs, 3a K01 (h13M4Ha oco0a Mae

MOXJIMBICTh YIIJIMBATH Ha 3rajlaHi 3acOOM IIIIXOM BU3HAYEHHS
PerynstuBHO- i . . )
. MOTHUBIB, METH, IPOTPaAMH J1i1, IPUNUHATTA pillieHb. JJoOKyMeHT
2 [KOMyHIKaTHBHA ) o
) TaKO>X caM MOKE BIUIMBATH Ha COI[1aJIbH1 BITHOCUHU 3aJIC)KHO
(cotiayiibHa) . . . . .

B1/1 IPU3HAYEHHA il POJIi B JAHOMY CYCIUIBCTBI, IPUUOMY MOXKE

HE TUIbKW CTUMYJIIOBATH PO3BUTOK COLIAIbBHUX MPOLIECIB, ae i

rajapMyBaTH iX

31aTHICTh IOKYMEHTa HAKONUYyBaTH, 30CEPEIKYBaTH,
3 [KymynstuBHa BOepiraTH il ynopsiAKOBYBaTH 1HGOPMAIIIIO 3 METOIO ii

30epiraHHs JJis1 Cy4aCHOTO M HACTYIMHOTO MOKOJIIHb

31aTHICTH TOKyMEHTa 30epiratu i nepeaaBaTi KyJbTypHI
4 [KynpTypHa Tpajuilil, ECTETUYHI HOPMH, PUTYaH, IPUNHSATI B CyCIIUIbCTBI
(xiHOG1T1BM, hoTOrpadis, HAYKOBO-TEXHIYHUN JOKYMEHT TOIIO)

CrneuianbHi ¢yHKLII — NpUTaMaHHI HE BCIM, a TUIBKM OKPEMHUM PI3HOBHAAM
NoKyMeHTIB. Jlo crienianbHUX QYHKIIH MOXKYTh BIIIHOCUTHUCK:

— yOpaBIiHCHKA (PETYJIATHBHA);

— ICTOpHUYHA JKepena;

— Mi3HaBajJbHa (KOTHITUBHA);

— 00nikoBa;

— TMpaBOBa;

— TeJOoHIYHA, TOIIO



o cnemianbHuX (YHKIIH MOXXHA TaKOX BIIHECTH: MOJITHUYHY, 1/1€0JOTIYHY,
XYIO0XKHbO-€CTETUUHY, 3aXHUCTy 1H(opmalii, TpolIOBOr0 BHUpa3zy, CTATUCTUUHY,
JDKEepebHY, MiITBEPAXKEHHS aBTOPCHKOTO TpaBa TOMIO.

KinpkicTe cnemianbHUX (QYHKLUIH JOKyMEHTa, SK 1 MOXIMBHX TOTpEO
CYCIUIbCTBA, MOKe OyTH JOCUTh 3HaYHA, OCKUIbKH 11 PYHKI[Ii BU3HAYEH1 CYCIIJIBHO-
MPAKTUYHUMU LUISIMU 1 3aBJIaHHAMM, YUCIIO SIKUX HE OOMEXKEHeE.

3HaHHA (QYHKIIN JOKYMEHTa 03BOJISIE 3’ CYBATU LIJIbOBE (ISl 4HOTO Ta 3 KOO
METOI0 CTBOPEHUH KOHKPETHHH JOKYMEHT) Ta 4YHuTalbKe (7 KOro CTBOPEHUM
JOKYMEHT — JUIsl CTY/CHTIB, CIELIaICTIB, KOPUCTYBayiB TOIO) MPU3HAYEHHS, IO

nornoMarae e(peKTUBHIIIEe BUKOPUCTATHA HOTO MOTEHI[IITHI MOXKIIUBOCTI.

1.1.5 MarepianpHa Ta iH(poOpMaIliiiHa CKJIaI0B1 TOKYMEHTA

MarepianbHa cki1a0Ba JOKYMeHTa — 1€ oro ¢i3uyHa cyTHICTh. Lle Moxe
OyTu pedoBHMHAa abO0 EJIEKTPOHHE CEepPEeJOBHINE, SK OJIWH 13 CHOCOOIB ICHYBaHHS
Marepii, KoTpe 3abe3neuye 3AaTHICTH 30epiraTd ¥ mnepedgaBatd iH(GoOpMaIlil0 B
npocTopi ¥ yaci. MarepianbHa CKJIaJloBa JTIOKyMEHTa BH3Hayae HOCiH iHopmarii —
MarepiabHU 00 €KT, CTBOPEHUH MPUPOAOI0 ab0 K IITy4YHO JIOAMHOIO, 32
JIOTIOMOT 010 SIKOTO MO>KHA 30epiraTH il nepeaaBatu iH(OpMaIio.

MartepianibHa ckjagoBa — OO0OB’sI3KOBa CKJIaJ0oBa JOKyMeHTa, 0e3 SKOi BiH
ICHYBaTH HE MOXeE

[Ipu3HayeHICTh JOKyMeHTa sl 30epiraHHs ¥ nepenaBaHHs iHpopMallii B
MPOCTOpi i yaci 00yMOBIIIO€ Horo crenudiuny MaTepiajibHy KOHCTPYKIIIO, IKa MOXKeE
Matu (opmy OnaHKa, KHUTH, ra3eTd, OyKJIeTy, KapTKH MHam’ siTi, ONTUYHOTO IUCKa
tomo. llg cnemianbHa KOHCTPYKIS 3a0e3nedye BUKOHAHHSA JOKyMEHTaMHU iX
roJOBHOI (YHKIII, Aal0YM MOXJIMBICTH OyTH 3pYYHUMH MJIg TEPEMIIICHHS B
MpOCTOpi, CTIMKUMHU MpH 30epiranHi iHdopmaiii B Yaci, MPUCTOCOBAHUMHU O
(h1310JIOTTYHUX MOKJIMBOCTEH JIFOJJUHUA YNTAHHS TTOBIJOMJICHb.

[ndopmartist 3aBxau GIKCYyeThCS SKUMOCH ClIOocO00M 3anucy. Lle MoxyTh OyTH
(bap06u, GapBHUKH, KJ€H, MarHiTHUA a00 ONTUYHUN BIUIUB TOuIO. J[Ji1 CTBOpEHHs
JOKYMEHTIB BUKOPHUCTOBYIOTbCS Pi3HI MaTepiajibHi 00’ €KTH (mamip, KapTOH, MarHiTHi
Ta ONTUYHI AUCKH, (POTO- Ta KIHOIJIIBKA TOILO), SIKI CIYXaTh JJIA 3aKpIIJICHHS
30epiranss Ha HUX HMopmali. OnHa 3 MOKIMBUX Kiacudikallii HOCIiB 1H(opMmalii
MO>KE BUTJISIIATH TaK.

— IarnepoBi HOCII (HECBITJIOUYTIMBI Ta HOCII JIsl penporpadiyHUX MPOLECIB —
Tepmonarip, (OTOIIIBKa, KajJbKa TOIIO);

— HOCIi Bi3yalibHOI 1H(popMallii (pOTOJOKYMEHT);

— 3BYKOBI HOCI1 (JIJ151 3BYKO3aIIUCy Ta HOTO BIITBOPEHHS);
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— Bi€0-HOCIT (7151 BiI€03anuCy Ta MOTro BIITBOPEHHS);

— MAarHiTH1 HOCIi (7151 MarHiTHOTO Ta MU(GPOBOTO 3aIUCY);

— nepdoHocii (11 3anucy KoAoBaHoi iH(popMmailii);

— eJEeKTPOHHI HOCIi (115 3anucy, Ta 30epexeHHs olu@poBaHoi iHpopMmallii).

YoT1upu oCTaHHIX BUJIU HOCIiB XapakTEpH1 JJIs TaK 3BaHUX €JIEKTPOHHUX (abo
TEXHOTPOHHMX) NOKYMEHTIB. [li1 enexkTpoHHUMH OyJeMO PO3yMITH JOKYMEHTH, Y
AKUX 3HAKOBA CHCTEMa CIPUHUMAETHCS JIIOAMHOIO TUIBKHM 32 JOTOMOIOI0 TEXHIYHUX
3aco0iB. Buau enekTpoHHUX JOKYMEHTIB 3BeJIeH1 B Tabumilo 1.6.

Tabnuus 1.6 — Buau enekTpoHHUX TOKYMEHTIB

Ne

HasBa Buny ITpuxnanu
3/m

JloKymeHTH

1 [Ha mepdopoBanux  |CremiajibHi BUAM nepdoCcTpiduoK, nepdhokapT TOLIO

HOCISIX
5 JlokymeHTH MarHiTHi KapTH, MarHiTHi CTPIYKH, AUCKETH 1 KOPCTKI
HA MarHiTHUX HOCISIX |IMCKH, BII€OJUCKH
MikporpadiuHi JOKyMEHTH (MIKpOQLIbMHU, MIKPOJIUCKH,
MIKPOKapTH) 1 ONTUYHI AUCKH, 1IHOpMAILS, 3 IKUX
JloKymeHTH
3 MPOYUTYETHCS 3a JOTOMOTOIO Jla3zepHoro npomMeHnio (CD-,

Ha ONTUYHHUX HOCISIX , )
DVD, aya10 KOMIIakT-IUCKHU, BIIEOIUCKH,

MarHiTOONTUYHI JUCKH); TOJIOTpaMu

JloxyMeHTH Ha
4 |HamiBOpOBIIHUKOBUX [MIKpOCXeMH, KapTKH (ieli-nam’ aTi

HOCISX

VYci TeXHOTPOHHI IOKYMEHTH MOJUISIOTHCS Ha JIBa BUJIU: JUCKPETHI (TEKCTOBI)
Ta aHAJIOroB1 (3BYKOBI 1 300pakyBaJibHi).

1.2 EeKTPOHHMIA JOKYMEHT Ta ioro cneuu@ivyHi XxapakTepucTHKH

Enextponnuii nokyment (EJ) — ne indopmanis, mo nogana B uu@poBomMy
BUTJISIII (TEKCT, 3BYK, 300pakeHHs TOINO) 1 MOke OyTu oOpobJieHa Ta BIATBOPEHA 3a
JIOTIOMOTOI0 TIPOTPAMHHMX M amapaTHHUX 3aco0iB, a TaKOX TeJEeKOMYHIKaIlIHHUX
3ac00iB OTpMMaHHA a00 pO3MOBCIOJKEHHS 1H(pOopMallii. EnekTpoHHUN HOKYMEHT
ICHY€ BiJl CBOI'O 3apO/JK€HHs B OiHapHOMY (ABIMKOBOMY) BHII M MpU3HAUECHUN IS
«YIUTaHHS» TUIBKA 3a JIOMIOMOIOI0 TEXHIYHUX 3aco0iB. Jlo ocoOmmBocTei

CICKTPOHHHX I[OKYMCHTiB BiI[HOCSIT]'::CSI .
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— ICHyBaHHA MaTtpull y Qopmi, mo Oe3nocepelHb0 HE CHPUUMAETHCS
MoauHOI0 (y BUMIISAL HM(POBUX KaJpiB) 1 AKa € BIIMIHHOIO BiJ i BIITBOPEHHS Ha
€KpaHl MOHITOpA;

— MOXIIMBICTh 30CEPEIKEHHSI B OJHOMY JOKYMEHTI KUIbKOX (popM momaHHs
MOBIAOMJIEHD (TEKCT, 3BYK, 300paK€HHS, BKJIIOUAIOUH TUHAMIYHE);

—  MOXJIMBICTB «MIrpalii» MmoBiIOMJIECHHS 3 OJHOTO HOCISA Ha 1HIIHNHI 6e3 Oyab-
AKUX 3MIH, @ TaK0X MOXJIMBICTh ICHYBAHHS OJHOTO M TOro * TEKCTy B PI3HUX
dbopmarax;

— MOXJIMBICTH  0araropazoBoro MEpeKOAYBaHHS  BHUXIJHOTO  TEKCTY,
3aCTOCYBaHHS PI3HUX CIOCO0IB HOro (hikcalli Ta BIATBOPEHHS;

— yHidikamis HOCIs A BCIX BUAIB iHGOpMAIIiT;

— JMHAMIYHUHN XapakTep AESKUX BUAIB €JIEKTPOHHUX JIOKYMEHTIB, II0 HAJa€
MO>KJIMBICTh MOT'O CTBOpIOBaYaM (a 1HOJI1 i KOPUCTyBayaM) BHOCUTH B HUX 3MIHH;

— MOXJIMBICTh 0araTokaHajlbHOTO Ta OJHOYACHOTO JOCTYNYy 10 OJHOTO M
TOTO K MPUMIPHUKA IOKYMEHTA;

—  BIJCYTHICTbh 1HJWBIYaJbHOT'O HOCIS JIJII MAcHBIB JIOKYMEHTIB, 3allMCaHUX
Ha YKOPCTKOMY JIUCKY KOMIT I0Tepa.

BizyanbHoto (GOpMOI0 MOJAHHSI €JIEKTPOHHOTO JOKYMEHTa € BiAOOpakKeHHS
iHpopMmarlli, SKy BIH MICTUTh, TEXHIYHUMHU 3aco0amu (KOMIT'IOTEpHA TEXHIKa,
nporpaMHe 3a0e3nedeHHs Tomo) abo Ha mamepi (y cmocid mepeBeneHHs Horo B
IpykoBaHy (OpMy 3a JOMOMOTOK CYYaCHUX TEXHIYHUX TMPHUCTPOiB) y dopwmi,
MPUAATHIN 17151 CIPUAMAaHHS JTHOIUHOIO.

Po3BuTok iHGOpMaILIITHUX TEXHOJOri Ta Mepexi IHTepHeT IHILIIOBaIH
JOUCKYCli Ta JAOCHUIKEHHS WI0JI0 KOHLEMIII eJIeKTPOHHOIo JOKYMEHTa, Horo
BIIMIHHOCTEH Ta OCOOJMBOCTEH TOPIBHAHO 3 TPAAUIIIMHUM JOKYMEHTOM Ha
nanepoBoMy Hocii. Jlesaki BHU3HAUYEHHS TOHSTTS «eJeKTPOHHMH JOKYMEHT» B

HOPMATUBHUX JOKYMEHTaX HaBeJeHO B Tabmwmi 1.7.

Tabnuus 1.7 — TpakTyBaHHS TEPMIHY «EEKTPOHHUMN JOKYMEHT»

ijli DopMmyIHOBaHHS Hoxepeio
1 2 3
[nentudikoBana iHpopMallis, 110
1 BamucaHa HA MalIMHHOMY HOCI] 1 ['OCT 16483-83
B1JITOB1/1a€ BUSHAYCHHIO "JTOKyMEHT"
5 [Hdopmartis y uudpoBomy Burisiai (texct,|Cykacss 3. P. JluckycuitHbiit kiy0
3BYK, 300paxkeHHs cTaTuuHe a0bo Te, mo [« Tepmuny»// HaydH. u TexH. 0uom. -
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2

3

PYXa€ETHCS ) 32 JOMIOMOT'OI0 MPOTPAaMHUX Ta
amapaTHUX 3ac001B, a TAKOXK
TEJIeKOMYHIKalIMHUX 3aC001B OTPUMAHHS
a00 PO3MOBCIOKEHHS 1H(hOpMAIIii

2000. - Ne6 -CI 13.

3 |BUKOpPHCTaHHS SIKOTO HEOOXIi/IH1 3ac00uU

00UYMCITIOBAIILHOT TEXHIKH

JIOKyMEHT Ha MalllMHHOMY HOCI1, JJIsI

['OCT 7.83-2001. DnekTpoHHBIE
n3nanus : OCHOBHbBIE BUJIBI U
BBIXOIHBIE CBEICHMUS

JlokyMeHT, iH(opMallis Ha SKOMY

NTaHWX, YKJITIOYao4u 000B’ I3KOBI
PEKBI3UTH JJOKYMEHTA

3adhiKCOBaHA y BUTJIS1 €JIEKTPOHHUX

[Ipo enexTpoHH1 TOKYMEHTHU Ta
EJIEKTPOHHUN JOKYMEHTOO0OIr: 3aKOH
Ykpainu Big 22 tpaus 2003 p.
No851 -1V// Ypsanosuii kyp’ep. -
2003. - 2 aunHs.

JIOKyMEHT, IKH CTBOPIOIOTH Ta
6 |[BUKOPHUCTOBYIOTH TUIBKH B MEXKax

KOMIT FOTEPHOI CUCTEMHU

JICTY 2732:2004. JIi1oBOACTBO M
apxiBHa cripaBa. TepMiHu Ta
BHU3HAYEHHS MOHATH. — KUiB :
JlepKCIIO)KUBCTaHAAPT Y KpaiHu,
2005. - C.5.

Mu 6yneMo 10TpUMyBaTHCh BU3HaueHHs, 110 Bianosinae JACTY 2732:2004.

OCHOBHUMH CICMCHTaMH, IO BI/II[iJISIIOTBCSI B CTpYKTypi CIICKTPOHHOTO

JOKYMEHTA € HOTO 3MICT, PEKBI3UTH 1 HOCIH.

3MicT €JeKTPOHHOTO TIOKYMEHTa — 1€ IOKyMEHTOBaHa iHdopmarlist (BiIOMOCTI

npo oci0, mpeaMetH, (GakT, MOJii, SBUIA 1 MPOIECH HE3adekHO BiL GopMu ix

mojaui).

PekBi3uTH €1EKTPOHHOIO JOKYMEHTA MOBUHHI PO3MIIYBATUCH BIIMOBITHO 110

YUHHUX HOPMAaTUBHUX JOKYMEHTIB Ta cTaHAapTiB. 3okpema, BiamnosigHo no JCTY

4163-2003, Takux 000B’SI3KOBUX PEKBI3UTIB I ATh:

— HaliMEeHyBaHHS OpraHi3alli-TBOpPI JOKYMEHTA;

—  MICIE3HaXO[PKeHHsI OpraHi3aIlii-TBopiisd ToKyMeHTa (abo momToBa ajapeca);

— HaﬁMCHYBaHHH HOKYMCHTA,

— JdaTa BUT'OTOBJICHHA TOKYMCHTA,

— KOJ OCO6I/I, 10 BUT'OTOBHJIA abo 3aTBCpaAnjia JOKYMCHT.

Hociii enekTpoHHOro OOKyMEHTa — 1€ MarepialbHUH O00’€KT, Ha SKOMY

iHpopMmarliss Moxke OyTH 3amucaHa 1 BIATBOPEHA B €JIEKTPOHHO-LU(PPOBOMY BUTIISAII.

Hocisimu iHdopmariii e1eKTpOHHOTO JOKYMEHTY HalyacTillle BUCTYIAIOTh: MarHiTHi,

ONTHYHI, HAIIBIPOBIIHUKOBI (EHEproHe3anexxHa abo mpocTo ¢Jieni-mam’sTh).
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Sk migknac TEXHOTPOHHMX, EJEKTPOHHI JOKYMEHTH MAarOTh Takl 3arajibHi
BJIACTUBOCTI, SIK:

— HEMOXXJIUBICTH BIATBOPEHHS 11032 TEXHIYHUMU 3aC00aMU;

— HasBHICTH 3arajibHOT'0 HOCIS IJI TPYIH JTOKYMEHTIB;

— HEOOXITHICTh KOAYBaHHS JUIs (pikcalii i nmepekoyBaHHs AJis BIATBOPEHHS
3MICTY;

— MOXJIMBICTh 0araTopa3oBOr0 3amuCy pPI3HUX TEKCTIB HA TOMY CaMOMY
HOCII.

Jlo crenndiyHUX BIIACTHBOCTEH EJIEKTPOHHOTO JIOKYMEHTa MOJKHA BiJIHECTH
TaKi:

— HE3JIEXKHICTh 1HHOPMATUBHOI CKIIAJ0BOT (300pa’keHHS, 3BYKY, TEKCTY) Bij
KOHKPETHOTO MaTepiajibHOr0 HOCIS;

— HasSBHICTb 3arajibHOi CUCTEMHU KoayBaHHs (O1HapHUN KOJM), OJTHAKOBOT JJISI
¢ikcaiii JOKyMEHTIB Oy/Jb-sKOi 3HAKOBOi CUCTEMHU (TEKCTY, 3BYKY, 300pa>KE€HHS,
rpadikn);

— TMpaKTUYHA HEMOXJIUBICTh BUWICHOBYBAaHHSA JIEIKUX  CJIICKTPOHHUX
JOKYMEHTIB 13 MpPOrpamMHOi OOOJIOHKH ¥ 3arajJbHUX MacuBIB (Hampukiaa, y 0a3zax
JTAHUX);

— BIACYTHICTh IHIUBIAYaJIbHOTO HOCIIO JUIi KOXHOTO 3 JOKYMEHTIB,
PO3MIIIIEHUX Ha OKpEeMOMY KOMII toTepi abo cepsepi;

— «IHTEPAaKTUBHICTH» JOKYMEHTa (MOXUIMBICTh BTPYYaHHS KOpHUCTyBaya B
HOTO TEKCT 1 CTPYKTYpY, POOUTH 3a CBOIM PO3CYAOM MEPEKOMIIOHYBaHHSI MaTepiainy
a0o ¥Moro j0/1aBaHH).

BigmoBigHOo 110 oCTaHHBOI crenu@iuyHOi  BIACTUBOCTI  €JIEKTPOHHOTO
JIOKyMEHTa TO0CTa€ MUTAaHHS HOTO ILUIICHOCTI. AJjie, KpiM TOro, BiIOMO, IO TIpHU
nepeaayl JOKYMEHTa M0 KaHajdaxX KOMYHIKaIil BiI0yBaeTbcsa HOro po3ujieHOBYBaHHS
Ha JpiOHI CKJIAJO0BI, SKI MOTIM 3’€IHYIOThCA B LUIICHHUN 00’€KT Ha KOMIT HOTEp1
onepxxyBaua. [Ipyu 1bOMy HE BUKIIOUAIOTHCA TEXHIUHI MOMUJIKH, Y PE3yJbTaTl SKUX
JOKYMEHT MOXe OyTH AedOpMOBaHUIA.

VYci  enekTpoHHI JOKYMEHTH MICTSATh TMporpaMHe 3a0e3MeueHHs, OJHaK
KPUTUYHICTh BIUITMBY 1IOTO (PaKTOPy HE OJIHAKOBA JJIS iXHROTO BUKOpUCTaHHS. OfH1
3 HUX MOXYTh OyTH aJIcKBaTHO CIPUNHATI MPAKTUYHO Ha OYIb-IKOMY KOMII FOTEI,
ane s poOOTH 3 IHIIMMHU TOTPIOHO BCTAHOBUTH CIEIIalibHI JTOJATKH, 0€3 SKUX
€JICKTPOHHUN JTOKYMEHT (PYHKIIIOHYBATH HE MOXKE.
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1.3 ®opmaTu ¢aiiiiB 1151 NPeICTABJICHHS €JIEKTPOHHOIO TOKYMEHTY

HeBin’eMHOIO CKJIaOBOI  €JIEKTPOHHOTO JOKYMEHTY € ¢opMar Horo
Mpe/ICTaBlICHHs Ha eBHOMY Hocli. CiiJi HaroJoCUTH, U0 Y JaHOMY BHUIAJIKy WJIeThCA
He Tpo iH(opMaIliiiHy CKIa0BYy TOKYMEHTa (Iepesik IJiaB, pO3AUIB TOl0), abo
dbopmaT OQOpMIICHHS OKpPEMHUX MOro CKJIagoBUX (KJIIp CHMBOJIB, O(OpMIICHHS
ab63a1iB, cnoci® BUAUIEHHS 3aroJIoBKiB Tolo). B nanomy BUManky MaeTbcs Ha yBasi
¢i3u4Ha opraHizallis JaHUX Ha MeBHOMY Hocli. ToOTo mpu posriasaaHHl (I3UYHOTO
dbopmary MoOBa e mpo 3a37aneriib OrOBOPEHUN Crocid KOAyBaHHS Ta OpraHizaiii
JaHWX, [0 MOXXe OYTH BIITBOPEHHMU Yy BCIX MPOTPaMHUX TMPOIYKTaX, SKi
NIATPUMYIOTH TaHUM QopMar.

3rinno no Hakasy minictepcTBa toctuilii Ykpainu Ne 1886/5 Bim 11.11.2014
(3apeectpoBanuii 11 mucromamga 2014 p.3a Ne 1422/26199) nns po3moBCIOKEHHS
JOKYMEHTIB PEKOMEH0BAaHO (hopMaTH, 1110 NpeacTaBiIeHo y Tabuuui 1.8.

Tabnuus 1.8— OcHOBHI popMaTu Jisi pO3NOBCIOJIKEHHS TOKYMEHTIB 3T1IHO 110
Haka3zy minictepcTBa roctuilii Ykpainu Ne 1886/5 Bim 11.11.2014.

Ne | IlpuszHaueHHs dopmaru OOrpyHTYBaHHS [TpumiTka
3/m |popmaTiB JaHUX JTAHUX

€JEKTPOHHUX | €JIEKTPOHHUX
JOKYMEHTIB JOKYMEHTIB

(po3uIupeHHs)
1 2 3 4 5
1 |[dus crBopennst [PDF/A-1 1. Binkpura cnienudikaris. dopmar
TEKCTOBUX (*.pdf) 2. Crannaprt ISO nns cnenuikaii
€JIEKTPOHHUX TTOBrOCTPOKOBOI'O 30epiraHHs
TTOKYMEHTIB EJIEKTPOHHUX JIOKYMEHTIB. PDF 1.4 (ISO
3. BUKOpUCTOBY€ETBCS AJIS 19005-
oOMiHy iH(pOpPMAITI€IO. 1:2005)

4. HasiBHICTH IpOTpaMHO-
TEXHIYHUX 3aC001B BIATBOPEHHS
Ha PI3HUX MU1aTGopmax
(omepaniifHuX cucTeMax i
TEXHIYHUX 3ac00ax).

5. CamomocTaTHiil 11

€JICKTPOHHUX JOKYMEHTIB
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2 3 4 5
Jlns ctBopennst |TIFF 1. Binkpura cnenudikaris. 3aCTOCOBYETh
boTto- (*.tif) 2. Cranpapr [SO. Csl y BapiaHTi
EIEKTPOHHUX 3. MacoBO BUKOPUCTOBYEThCS  [0€3
TTOKYMEHTIB 1151 OOMIHY 1H(OpMAIII€TO. CTUCHEHHS,
4. HasiBHICTH IpOTpaMHO- dbopmar
TEXHIYHUX 3aC001B BIATBOpPEHHs|crienudikaii
Ha PI3HUX IU1aTGopmax TIFF 6.0
(omepaniifHuX cucTeMax i (ISO
TEXHIYHUX 3ac00ax). 12639:2004)
5. CamomocTaTHii 11
EJIEKTPOHHUX JIOKYMEHTIB.
Jlns ctBopennst [FLAC 1. Binkpura cnienudikaiis. dopmar
ay110JaHIX (*.flac) 2. Ctanaapt Xiph.Org cnenuikaii
ay110Bi3yaJTIbHUX Foundation. FLAC
EIEKTPOHHUX 3. MacoBo BukopuctoByeThesi  [Format
TTOKYMEHTIB 1151 OOMIHY 1H(OpMAIII€TO. Specification,
4. HasiBHICTH IPOTpaMHO- 2008
TEXHIYHUX 3aC001B BIATBOPEHHS
Ha pI3HUX I1aTGopmax
(omepamniifHuX cucTeMax i
TEXHIYHUX 3ac00ax).
5. CamomocTaTHiil 11
€JIEKTPOHHUX JIOKYMEHTIB
Jlns Matroska 1. Binkpura cnienudikaris. dopmar
HKancymsmii - |(*.mkv) 2. Crangapt WebM. cnenuikaii
TaHUX 3. Macogo BukopuctoByeThcss |The standard
ayJ110B13yaJIbHUX 1151 OOMIHY 1H(OpMAIII€TO. of multimedia
EIEKTPOHHUX 4. HasiBHICTH IpOTpaMHO- container
TTOKYMEHTIB TeXHIYHUX 3acO01B BiATBOpeHHs[formats
Ha PI3HUX IU1aTGopmax Matroska
(omepamniifHuX cucTeMax i (04/11/2011)

TEXHIYHUX 3ac00ax).
5. CamomocTaTHiil 11

CIICKTPOHHHX I[OKYMCHTiB
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2 3 4 5
Jlst ctBopenHst  [Peanizariis 1. Binkpura cnenudikaris. 3aCTOCOBY€ETh
BIJIEOJaHUX MPEG-4 2. Crannmaptu International CsI CTUCHEHHSI
aynioBizyanbHUX|AVC/H.264 y [Telecommunication Union —  [6e3 BTpar,
enexktpoHHux  [FFmpeg Radiocommunications sector  |popmat
TTOKYMEHTIB (ITU-R) Ta Moving Picture cnenugikaii
Experts Group (MPEG). it ISO/IEC
3. Bigkputuii koa ta 14496-
pEeKOMEH 1aIlli Ha CalTi 10:2010,
PO3pOOHMKA. [SO/IEC
4. 30epiranns Bigeonanux 6e3 |13818-

BTpaTH SIKOCTI.

5. BignoBigae BUMoram
JTOBrOCTPOKOBOT'O 30€piraHHs
ay110Bi3yaJbHUX €JIEKTPOHHUX
TTOKYMEHTIB:

MaJIHid BITUB Ha SIKICTh
300pakKeHHs HaBITh 3a
0araropa3oBOro 3aCTOCYBAHHS
(ctucHeHnHs 6e3 BTpaT);
3a0e3MeUeHHs MPOCTOro Ta
[IBUKOTO JOCTYNY 110 OyAb-
SIKOTO KaJpy (KOXKEeH Kaap
CTHCKAETHCS HE3AIEIKHO Bl
THIITUX).

6. HasBHICTH IpOrpaMHO-
TEXHIYHUX 3aC001B BIATBOPEHHS
Ha pI3HUX M1aTGopmax
(omepamniifHuX cucTeMax i
TEXHIYHUX 3ac00ax).

7. CaMoi0CTaTHIN y

B1ITBOPEHH1 €JIEKTPOHHUX

TTOKYMEHTIB

1:2007/Cor.3:
2011, popmar
peKoMeHaarlli
ITU-T
H.264.1
(04/10)
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KomeHntapi Ta yrounenss no tabnauui 1.8.

ITyHKT 1:

— ckopoueHa Ha3Ba: PDF/A-1;

— mnoBHa Ha3Ba: Portable Document Format/Archival-1 — Binkputuii popmat
1U1sl OOMIHY €JIEKTPOHHUMU JOKYMEHTaMMU;

— po3poonuk: Adobe System;

— posmupeHnHs: *.pdf;

— tun ¢opmMary: TeKcToBo-rpadiyHuil ¢dopmar JUisi  JTOBFOCTPOKOBOTO
30epiraHHs eJIeKTPOHHUX JIOKYMEHTIB;

— BHUKOPUCTAHHSA €JEKTPOHHOTO HHU(PPOBOro MIANUCY Yy JAOKYMEHTaXx,
chopmoBanux y (opmari PDF/A moBuHHO 371HCHIOBATHCS BIANOBIAHO 0 BUMOT
Hakazy MinictepcTBa tocTuiii Ykpainu, AxamiHicTpamii Jlep:kaBHOi ciyx0u
CHemialbHOro 3B’A3KYy Ta 3axucty iHpopmaiii Ykpainu Bin 20 cepmnus 2012
poky Ne 1236/5/453 «Ilpo 3arBepixeHHS BUMOI 10 (opmaTiB, CTPYKTYpU Ta
MPOTOKOJIIB, IO PEATBYIOThCS Y HAAIMHUX 3aco0ax eJIeKTPOHHOTO IM(POBOTo
HIANTUCY», 3apeecTpoBaHOro y MinictepceTBi toctullli Ykpainu 20 ceprusa 2012 poky
3a Ne 1398/21710 (i3 3MiHaM#).

ITyHKT 2:

— ckopoueHa HaszBa: TIFF;

— mnoBHa Ha3Ba: Tagged Image File Format — dopmar ¢aitny pozmiueHoi
pacTpoBoi rpadiku;

— po3poonuk: The Aldus and the Microsoft Corporations;

— posmupenHs: *.tif;

— tun popmaty: popmat pacTpoBoi rpadiku;

— cranaapt: ISO 12639:2004 Graphic technology — Prepress digital data
exchange — Tag image file format for image technology (TIFF/IT) (Texuosoris
noirpagii. O6MiH UPOBUMHU JaHUMU TPH MIATOTOBII 10 ApyKy. Dopmat daiinis
300pak€Hb, IO CHOPSAKEHI MITKaMM, JUIsi TEXHOJOrii oOpoOKuM 300pakeHb
(TIFF/IT));

— Bepcia popmarty: TIFF Revision 6.0;

— KoJbopoBa Mojenb: RGB;

— raubuHa KoJbopy: 24, 48 po3psis;

— YMOBH 3aCTOCYBaHHs TJIMOMHHM KOJbOpy 48 po3psaiB: opuriHain Oymo
CTBOPEHO 3 NIMOMHOIO KOJIBOPY OLIbIIE HIXK 24 pO3psIn.

ITyHKT 3:

— ckopoueHa Ha3Ba: FLAC;
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— mnoBHa Ha3Ba: Free Lossless Audio Codec — BinbHUI ayaiokoek 0e3 BTpar;

— po3poonuk: Xiph.Org Foundation;

— posmupenns: *.flac;

— tun popmarty: ayaiopopmar;

— crangapt: FLAC Format Specification 2008;

— KOIyBaHHS  ayJIOJaHMX:  30epiraloTbCsi  MapaMeTpu  ayaioJaHuX
OpHUTTHAIBHOTO aYJ10 €IEKTPOHHUX IOKYMEHTIB;

— YMOBHU 3aCTOCYBaHHs IHIIUX IMapaMmeTpiB aymiodaHHX: 3aCTOCOBYIOTHCS
MaKCHMajJbHO MOJJIHMBI IMapaMeTpd, IO MATPUMYIOTECS TIOTOYHOIO BEpCi€lo
dopmaty FLAC (wactoTa muckperusailii, 0iToBa IiIMOWHA, KUIBKICTh HE3aJCKHUX
KaHaJiB), SKIIO 3HAYCHHsS IUX TMapaMeTpiB TMEPEBHIIYIOTh 3HAUCHHS IMapaMeTpiB
ayJ110IaHUX OPUTIHATIBLHOTO ay/10 €JIEKTPOHHUX JTOKYMEHTIB.

ITyHKT 4:

— CcKopoueHa Ha3Ba: Matroska;

— moBHa Ha3Ba: Matroska — crannapt ¢hopmary MynbTUMeI1a-KOHTEHHEPA;

— po3pooHuk: WebM;

— pO3MMpEeHHd: *.mkv;

— THun Gopmary: KOHTeHHep A7 30epiraHHs TOTOKOBUX MYyJIbTUME/Ia TaHUX;

— crangapt: The standard of multimedia container formats Matroska
(04.11.2011);

— ayniodaHi:  ompainboBYIOThCs  aymiokogekom  FLAC  BiamoBigHO
1o myHKTy 3 nporo Ilepeniky;

— BiZeoaHi: onpanpoBYyIOThCA BimeokoaexkoM H.264 13 6i6mioteku FFmpeg
BIIMOBIIHO 110 TyHKTY 5 11p0r0 [lepeniky.

ITyHkT 5:

— CckopoueHa Ha3Ba: FFmpeg;

— mnoBHa Ha3Ba: Fast Forward Moving Picture Experts Group — exkcnepTHi
rpynu MPEG Ta FF, 3a skumu HagaHo Ha3By HaOOpy BUIbHHX 010J110TEK
KpocraTQpopMEeHUX KOJEKIB 3 BIAKPUTAM BHXITHUM KOJOM, IO JIO3BOJISE
3alyCyBaTH, KOHBEpPTYBAaTH, IE€pelaBaTH Ta BiATBOpIOBaTH NH(POBI aymio- Ta
BiJI€O/IaH1 B pi3HOMaHITHUX (opMmaTax;

— THun Gopmary: IOTOKOBE BiJI€O;

— crangapt: ISO/IEC 14496-10:2010 Information technology — Coding of
audiovisual objects — Part 10: Advanced Video Coding (InpopmariifHi TeXHOJOTI].

Konysanus aynioBizyansHux o0’ekTiB. YactuHa 10. IlokpaiieHe Bi€OKOIyBaHHS);
ISO/IEC 13818-1:2007/Cor.3:2011 Information technology — Generic coding of
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moving pictures and associated audio information: Systems — Part 1: Technical
Corrigendum 3: Corrections concerning VBV buffer size, semantics of splice type
and removal rate from transport buffer for ITU-T H.264, ISO/IEC 14496-10
advanced video coding (Indopmamiitni TexHonorii. PogoBe KomgyBaHHS
KIHO300pakeHb Ta CyNpoBigHa 3ByKoBa iH(popmartis. Cucremu. Yactuna 1. TexHiune
nonpasiieHHd 3. BunpasieHHs, mo crocyoTbes po3mipy 0ydpepa VBV, cemanTtuku
3pOIIEHOr0 THUIYy Ta IIBUAKOCTI BIIJANEHHS 13 TpaHCIOPTHOro Oydepa amus
cyuacHoro koayBanHs Bifeo ITU-T H.264 ISO/IEC 14496-10);

— mnpoduib: Context-adaptive binary arithmetic coding (CABAC) -
KOHTEKCTHO-3aJIe)KHEe aJaNTUBHE JBIMKOBE apu(pMETUUYHE KOJIyBaHHS - aJITOPUTM
CTUCHEHHS 0€3 BTpar;

— YMOBHM KOPHUCTYBaHHS KOJEKOM: IIJIKJIIIOYEHHS 0 MporpaMm oOpoOKu
MOTOKOBOI'O BiJI€0, IO MIATPUMYIOTh I1HKANCYJSAII0 OTPUMAHMX BIJCOJAHUX Y
MyJIbTUMeE/1a KoHTeliHep Matroska BinmoBigHo 10 myHKTY 4 nboro Ilepeniky;

2 HOPMATHUBHA BA3A POBOTH 3 EJIEKTPOHHUMUA
JOKYMEHTAMM B OPT'AHI3ALIAX

2.1 HopmaTuBHa 0a3a 1ij10BOACTBA

[Ipouiecu AUIOBOACTBA MYCSTh PO3POONISITUCH 1 BUKOHYBATUCH BIIMOBITHO 10
HOpPMATHUBHOi 0a3W, Cy4aCHUX 3aKOHOJABYMX, HOPMATUBHUX Ta METOAMYHHUX
po3po0OK, 5Kl MalTh CYTTEBE 3HA4YEHHS Ui €(PEeKTHUBHOCTI 3A1MCHEHHS
JOKYMEHTAIIITHOTO 3a0e3MeueHHsl YIPaBiIiHChKOI TISJIbHOCTI, i SIKY MOXHa YMOBHO
PO3AUIUTU Ha KUIbKa TPYII.

[lepmy rpyny npaBoOBHUX akKTiB HOPMATHMBHOI 0a3M CTAHOBJISATh 3aKOHH, SKI
pErjlaMeHTYIOTh 3arajibHi 3acaJy MOJITHUKU Aep>KaBU B rairy3i iHdopmarlii B3araii Ta
AUTOBOJICTBA 30KpeEMa.

Cepen 3akOHOJABYMX aKTIB YKpaiHH, IO MICTSATh OKpeMi TEPMIHM Ta iX
BU3HAYEHHS, SIKI 3aCTOCOBYIOTHCA B JUIOBOJACTBI, HazBemMo 3akoH Ykpainu «Ilpo
HamionanpHuii apxiBHUM (QOHI Ta apXiBHI YCTaHOBU», B SKOMY CIPaBOYUHCTBO
pa3oM 3 apxiBHOIO CIIPABOI0 CTAHOBISATH €AMHY chepy MPaKTUYHOI AISUIBHOCTI 3
JOKYMEHTaMH. 3a3Hau€Hl HOPMAaTHBHI aKTH CTOCYIOTbCA 3arajlbHUX HamnpsMiB
oprasizaiii CHpaBOYMHCTBA Ta POOOTH 3 JAOKYMEHTAaMH, WO BIJHOCSTHCA MO
HarionanbHoro apxiBHoro (oHay Ta creliaidi3oBaHUX apXiBHUX YCTaHOB. B 1mpomy
HOPMATHUBHO-IIPABOBOMY aKTI MOXHa 3HAWTH BU3HAYEHHS MOHATbH: «ILIIOBOJCTBO»,
«apXiBHUH  JOKYMEHT», «HOMEHKJIAaTypa CIOpaB», «EKCIepTU3a  LIHHOCTI
JIOKYMEHTIBY.
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Jesiki 3akoHM YKpaiHM HaBOASTH TIYMAau€HHs MEBHUX BHUIIB CIYXO0BUX
JOKYMEHTIB («IIPOTOKOJI», «YCTAaHOBUMU JIOKYMEHT», <JIOBIJKa TIpO 0co0y»,
«IJIATDKHE JOPYYCHHS TOIIIO).

HaiiGinbiie Bu3HAUYE€Hb TEPMIHIB MICTHB MIAroTOBIeHUN  [lep:kaBHUM
KOMITETOM apXiBiB YKpaiHu (HuHi — JlepkaBHa apxiBHa ciyx0a YkKpaiHu npu
MinictepcTBl  IocTulii  YKpaiHM) 3a  MOJAHHSAM  3aBiAyBaya  BIJAULY
JOKYMEHTO3HABCTBA VYkpaincbkoro HAyKOBO-JIOCJI1THOTO THCTUTYTY
JOKYMEHTO3HaBcTBa Ta apxiBHOiI cnpaBu (YH-I1AC/I), nokTopa iCTOpHYHHUX HaYK,
npodecopa C. I'. Kynemosa, npoekt 3akony Ykpainu «IIpo ainooactsoy» (2004 p.).

Ha wyac Buxony mnociOHMKa odvikyBaHOTro 3akoHy, 3rigHo Konmenii ioro
MIPOEKTY, CXBaJIeHOT po3nopsxeHHsaM KaGinery MinicTpiB Ykpainu Bin 26 JTUIHS
2006 poky Ne 426, He mae (TepMiH iloro moaanHs Ha po3risa KaGinety MinicTpis
VYkpainu 3akiHuuBcs 1 rpyans 2006 poxy. B npoekTi 3akoHy (OCTaHHS peJakiiis Bij
10 6epe3ns 2007 poky) mepeadadanoch BIPOBAHKEHHS YITKMX IMPaBOBHX 3acaj
noOyZ0BH JAUTOBOJACTBA B JI€p’KaBl 3 METOI BU3HAYEHHS €IMHUX HOPM CTBOPEHHS
YIPaBIIHCHKOT JOKyMEHTalii Ta poOOTH 31 CcHyXKOOBUMH JOKYMEHTaMH, UIO
3adikCcoBaHI Ha mamnepi, KiHO-, Bifeo- 1 (OTOILTIBII, €JIEKTPOHHUX Ta THIIUX HOCIAX,
BCTAHOBJICHHS BIAMOBIJAIBHOCTI 32 MOPYILIEHHS YUHHOTO 3aKOHOJABCTBA 3 METOIO
3armo0iraHHs BTpaTi 1 HECAHKI[IOHOBAHOMY 3HMILIEHHI CIYKOOBHUX JOKYMEHTIB Ha
MIANPUEMCTBAX, YCTAHOBaX 1 B OpraHi3alisiX HE3aJeKHO Bl (OpPMH BIACHOCTI Ta
opratizaliifHO-IpaBOBUX (OpPM, BpEryatOBaHHS MUTaHb 3aCTOCYBAaHHS YKpaiHCBKOi
Ta IHIIMX MOB Y CIIPaBOYMHCTBI.

Pa3om 3 TuM, BIACYTHICTh Ha TENEPIlIHIM Yac 3aKOHOAABYOrO BPETYIIOBAHHS
IUX TUTaHb MOXE€ TNPU3BECTH JI0 OE3CUCTEMHOr0 pO3POOJICHHS MPOEKTIB
HOPMAaTUBHO-IIPABOBUX aKTiB, O€3KOHTPOJIBLHOCTI B MOOY/IOBI CUCTEMHU JI1JIOBOJICTBA,
YMHCHOTO TICYBaHHS, 3HUILEHHS, MAPOOJICHHs, IPUXOBaHHS 1 HE3aKOHHOI Iepeaayi
CiIy’k00BHX JOKYMEHTIB. 3a mojaHHsAM MiHICTepcTBa IOCTHUIT YKpaiHU PO3IIIs
BOTO 3aKOHY OyJ0 MPU3YNMHEHO 10 BUBYEHHS MPAKTUKH 3aCTOCYBaHHS HOPM
3akony Ykpainu «IIpo enekTpoHHI JOKYMEHTH Ta €JIeKTPOHHHUH JTOKYMEHTOOOIr».
ToOGTo 3akoHOJABYE YHOPMYBAHHS TMPOLECIB TPATULIAHOIO JAUIOBOACTBA Ma€
yB’SI3yBaTUCh 3 peaji3ali€lo MpoleciB eIEKTPOHHOTO JLJIOBOJICTBA Ta €JIEKTPOHHOIO
JIOKyMEHTOO0IrYy.

[lutanHss cTBOpeHHS 1 pPOOOTHM 3 KaJAPOBUMHU JOKYMEHTAMU YacTKOBO
po3risinyTi B Koziekci 3akoHIB mpo mpaio YKpainu, piHaHCOBO-IOCIOIaPCHKUMH — B
l'ocniogapcekomy Kopaekci, npaBoBumu — B LuBinibHOMy Ta KpuminaibHOMY
Konekci, OyxrantepcbkuMu — B 3aKOHaX YKpaiHU Mpo OyXraiaTepchbKui 0OJIIK 1 Tak
Jail.
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JIOKyMEHTYBaHHSI 3BEpHEHb TPOMAJsiH Ta OpPraHi3yBaHHsS pOOOTH 3 IUMHU
JOKYMEHTaMH JeTaiizoBaHi B 3akoHi Ykpainu «IIpo 3BepHeHHS TpoMajsiny.
[lopsanok poboTH 3 KOH(PIACHIIHHUMHU JTOKYMEHTaMH, IO CTAaHOBIATH JEP>KaBHY
TAEMHUIIIO PO3MIISIHYTO B 3akoH1 Ykpainu «IIpo nepxaBHY TAEMHUIIIOY.

Oco0nuBoCTI poOOTH 3 €JIEKTPOHHUMH JIOKYMEHTaMHU pPO3KPHUBAIOTHCS B
3akoHax Ykpainu «IIpo enekTpoHHI TOKYMEHTH Ta €JIEKTPOHHUHN JTOKYMEHTOOOIr»,
«IIpo enexrpoHHU MUPPOBUN MiAMKC» Ta 1H. 3a3HAYCHI HOPMATHUBHI JOKYMEHTH Ta
MEePCIIeKTUBHI  pO3poOKHM 3adikcoBaHi sK BianmoBigHi 3axonu y «lIporpami
BIIPOBA/DKCHHSI ~ €JIEKTPOHHUX  JIOKYMEHTIB,  €JEKTPOHHOIO  JIOKYMEHTOOOIry,
€JIEKTPOHHOTO LHU(PPOBOr0 MIANUCY, CTUMYJIIOBaHHS MIANPUEMCTB, YCTAHOB 1
oprasizaliii, ki BIPOBaIKYIOTb €IEKTPOHHHUM IOKYMEHTOOOII .

Hpyry rpyny npaBoBHX akTiB HOPMATHUBHOI 0a3u CTAHOBJIATH MPaBOBI AKTH 3
JIOBOJICTBA, 110 MAalOTh MKBITOMYHUH xapakrtep. Lle Hacammnepen:

A. TumoBa IHCTPYKIIS 3 AUIOBOACTBA y MIHICTEPCTBAX, IHIIUX LIEHTPAJIbHUX
opraHax BHUKOHABYOl BJIaJid, MICIIEBUX OpraHax BHMKOHAaBuOi Biajau (mani - Tumosa
iHCTpyKIist), 3aTBepixkeHa I[locranoBoro KaGinery MinictpiB Ykpainu Bim 30
muctonana 2011 p. Ne 1242, axa Buiinuia 3amicts [IpumipHoi, mo Oyna 3aTBepaKeHa
[loctanoBoro KabGinery MinictpiB VYkpainu Bim 17 >xoBtHa 1997p. Ne 1153 i
BTpaTHJIa CBOIO YHHHICTb.

TunoBa IHCTPYKIIiS € BAXKJIUBUM HOPMATUBHO-IIPABOBUM aKTOM, II10:

— perjaMeHTye opraHi3alliio JUIOBOJICTBA;

—  YCTaHOBIIIOE 3arajbHi MOJOKEHHS OpraHi3allii 11JI0BOJCTBA;

— YCTaHOBIIIOE BUMOTU /0 JOKYMEHTYBaHHS YIpPaBIiHCHKOI 1H(MoOpMalii Ta
opraHizaiii po6oTH 3 TOKyMEHTaMH B YCTAaHOBaX HE3aJIeXKHO BiJl crioco0y dikcarlrii ta
BIITBOPEHHS 1H(pOpMaIlii, sKa MICTUTHCS B JOKYMEHTAaX, BKJIIOYAIOUHU iX MIATOTOBKY,
peecTpairito, 001K 1 KOHTPOJb 32 BUKOHAHHSIM.

Cning naronocutu, 1o IlocranoBa Ne 1242 3000B’si3y€e LIEHTpaidbHI OpraHu
BUKOHABUOi Biajau, Pany minicTpiB ABToHOMHO1 PecnyOniku Kpum 1 miciieBi opranu
BUKOHABYOi BIAAU Yy TPUMICAYHUN CTPOK pO3pOOUTH BIAMOBIAHO 10 TuUNoBOI
THCTPYKIIIT 1 3aTBEpJIUTH 3a MOTOKEHHSM 13 JIEp>KaBHUMHU apXiBHUMH YCTaHOBaMU
BJacH1 (IHAUBIAYaJIbH1) IHCTPYKIIIT 3 AUTOBOACTBA ¥ TUIIOBI IHCTPYKUIi 3 IIJIOBOJICTBA
JUTSL OTHOPIIHKMX 32 XapaKTepoM AISIIbHOCTI MIJIPUEMCTB, YCTAaHOB, OpraHizailiii, 1o
HaJeXaTh 10 cepH iX yrnpaBIiHHS.

Ho toro x, IlocranoBa No 1242 numie pexkoMeHAYe oOpraHaM MIiCLIEBOTrO
CaMOBpsIJTyBaHHS PO3POOMTH ¥ 3aTBEpAUTHU BJIACHI IHCTPYKIII 3 JUJIOBOACTBA
BIJIMOBITHO /10 3a3Ha4€HOi THUITOBOT IHCTPYKIIII.
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3ayBaxuMo, 110 MPUMIPHI THCTPYKIIII 3 AUTOBOJICTBA MAIOTh PEKOMEHAAIIMHUIA
XapaxkTep, a TUMOBI — 000B’ I3KOBUH.

Takum yuHOM, MONOXKEeHHA THUIOBOI IHCTPYKIi € OOOB’S3KOBUMHU ISl BCIX
LHEHTPAJIbHUX 1 MICHEBUX OPraHiB BHUKOHABYOI BJAJU, a TAKOX /JI MIANPUEMCTB,
YCTaHOB 1 OpraHizaiii, 10 Hajexarb A0 chepu YIpaBIiHHS 3a3HAYEHUX OpraHiB
BJIAJM, 1110, Y CBOIO 4Yepry, HE BHUKIIOYAE MOXKJIMBOCTI KOPUCTYBaHHSA THIIOBOIO
IHCTPYKIII€EI0 BCiMa IHIIMMH OPUIANYHUMHA 0CO0aMU  HE3alle)KHO BiA  iX
MIANOPAIKYBaHHS Ta GOPMHU BIACHOCTI.

Cy0’exTaM TOCTHOIapIOBaHHS HEOOXIAHO MiArOTYBaTH HA OCHOBI 3a3HAauYy€HOL
TunoBoi 1HCTPyKIii, a TakKoX perJaMeHTHI W Hal[lOHaJbHUX CTaHIapTiB Ha
OpraHizaliiHO-pO3MOPA Yy JOKYMEHTAIII0 BIACHI IHCTPYKIIii 3 IJIOBOJICTBA 1 BBECTH
iX B J1if0 HAKa30M IO CBOIM Opraxizamism (auB. qoaaTtok 4.1).

b. TncTpykuis npo nopsiiok o0diKy, 30epiraHHs 1 BAKOPUCTAHHS JOKYMEHTIB,
cIpaB, BUJaHb Ta IHIIUX MaTeplaibHUX HOCIiB 1HGOpMaIlli, $KI MICTATb
KoH(DiAeHIIHY 1H(OpMaIlilo, 10 € BIACHICTIO [IepXaBH, IO 3aTBEP/KECHA
[loctanoBoro KMV Bix 27 nucronaga 1998 pokxy Nel893. 3aznaueHy MOCTaHOBY
HEOoOX1HO OpaTh 3a OCHOBY Yy BHUNAJKY, SIKIIO B YCTaHOBI HasiBHa 1H(opmarlis, 1o
CTaHOBHTbH BJIACHICTD JEPKaBU, I KOpUCHA MpHU po3poOlii B OpraHizanii BHyTPIIIHbO1
CUCTEMHU 3aXHUCTy 1HPopMalii 3 00MEKEHUM JOCTYIIOM.

B. IHcTpyK1isi 3 1UI0BOJCTBA 32 3BEPHEHHSIMU IPOMAJISIH B OpraHax JepKaBHOT
BJIaJM 1 MICIIEBOI'O CAMOBPSIyBaHHS, 00’ €THAHHSAX T'POMaJsH, Ha MIANPUEMCTBAX, B
yCTaHOBAX, OpraHizaiisix He3aJe)KHO Bia (opM BJIACHOCTI, B 3aco0ax MacoBOi
iHpopmarlii, sika 3arBepmkeHa [loctanoBoro KaGinery MinicTpiB VYkpainu Bin
14 xBiTHs 1997 p. Ne 348. BuMoru 11i€i iHCTPYKIIii € 000B’SI3KOBUMH 171 pOOOTH 31
3BEpHEHHSMHU TPOMAJIIH HaBIThb y TOMY BHIAJKy, SKIIO B YCTaHOBI B3arajil He
BCTAHOBJICHA 3arajibHa CUCTEMa BEJICHHS IJIOBOJICTBA.

OxpeMi HOPMATHBHO-TIPABOB1 AaKTH TaKOX MICTSITh BU3HAUYEHHS TEPMIHIB
3aranbHOrO Xapaktepy. [Ipumipom, [ToctanoBa Kabinety MinictpiB Ykpainu Big 18
ceprasi 2007 p. Ne 1004 «[Ipo mpoBedeHHS €KCHEPTU3U IIIHHOCTI JOKYMEHTIBY,
TIAYMauuTh TEPMIH «EKCIEPTHU3a I[IHHOCTI TOKYMEHTIB.

3acTocyBaHHS HalllOHAJIbHUX CTaHJAPTIB.

Jlo Apyroi rpynu NpaBOBUX AaKTIB HOPMATHBHOI 0a3M BITHOCSATHCA TaKOXK
HalllOHAJIbHI Ta MDKHapoaHi ctaHgapTu. lle, mepmr 3a Bce, cTaHAapTH, Kl
BHU3HAYAIOTh BUMOTHU J0 CKJIQJJaHHS JOKYMEHTIB, BUMOTH 110 MOOYI0BU (POPMYIIpiB-
3pa3KiB, CHCTEM OpraHi3aliiHO-pO3MOPSAAUOi JOKYMEHTallli, BHUMOIM 10 ii
opopMJIeHHS 3a TEBHUMHM CXE€MaMM Kiacudikauii JTOKyMEHTaIbHO O(OPMIICHO]
1HopMaIlii TowIo.
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3acTocyBaHHS CTaHAAPTIB BeJE 0 OJJHOMAHITHOCTI CTBOPEHHS JTOKYMEHTIB, 1 €
HEOOX1HOI YMOBOIO aBTOMaTHU3allii poOOTH 3 HUMU Ta Po3yMiHHS iX 3MicTy. Cronu
HEOOX1IHO BIIHECTH BIAINOBIIAIOYM CTaHAAPTH 100 JOTPUMAHHS NPHUHITUIIIB
BU3HAUYCHHS (QopMary, po3MIpiB OeperiB, pO3MIIIEHHS PEKBI3UTIB, MPaBUII
opopMieHHS 1 HyMmepalii CTOPIHOK, MOAUTY Ta HyMepauii TEeKCTy, MNPUHOMIB
BUJIUICHHS! OKPEMHUX HOTO YaCTHH TOUIO.

Tax, Ha3Bu Ta Mo3HayeHHs yHiIpIKOBaHUX (HOPM JOKYMEHTIB, IO BXOASTH 10
kjacy yHidikoBaHux cucrem gokymeHTtanii (YCJ), moxxna 3Haiitu B [lepkaBHOMY
knacugikatopi K 010-98: JlepxkaBHuii kiacudikaTop ynpaBiiHCbKOI TOKyMEHTAIli
(AKY ). 3aranpHi BuMOrH 100 O(OpPMIEHHS JOKYMEHTIB MICTIThCS Y
unymenomy Jepxcrangaprom JCTY 3843-99 «JlepkaBHa yHipikoBaHa cucTteMa
nokymMmeHTaiii. OCHOBHI TOJOXEHHS». Y IIbOMY JOKYMEHTI BH3HAY€HO 3arajbHi
MOJIOKEHHS 11070  yHiikamii  ympaBiIiHCBKOI — JOKyMEHTalii Ta IpaBuiia
PO3pOOJICHHS, Y3TO/JKEHHsI, 3aTBEP/KECHHsI, peecTpalii Ta BeACHHS YHI(pIKOBaAHHX
dbopm nokymeHnTiB (YD) y ckiani JepxaBHoi yHIPIKOBAHOI CUCTEMH JOKyMEHTAIlii
(AYCT).

3 1 Bepecus 2003 p. Hakazom J[lepkaBHOro KOMIiTeTy YKpaiHM 3 TUTaHb
TEXHIYHOI'O PETYJIOBaHHS Ta CIOKMBYOI MOMITUKHU BBeleHO HaiioHansHuii crangapT
Vkpainu JCTY 4163-2003 «/lepxkaBHa yHIiiKOBaHA CHCTEMa JIOKYMEHTALIii.
VHiikoBaHA cHCcTeMa OpraHizaliifHO-po3Mnopsauoi JoKymMeHTalli. Bumoru pgo
opopmiroBanHs JokyMmeHTIBY. Konexkrusom YHIIAC]] miarotroBieHH! BIAMOBITHI
«HacranoBu miono 3actocyBanHHs JCTY 4163-2003%», siki KOHKpETHU3YIOTh Ta
MOSICHIOIOTH Moro BUMoru. OCKUIbKY 3a3HAYEHHUM CTaHIapT MICTUB HOBI, PalllOHAJIbHI
MIIXOIA 10 3MICTY ¥ opOpMIICHHS opraHizaiiiHo-po3nopsaunx qokymeHTtiB (OP]I),
[Ipumipna iHCTpyKIis O6yna B 2011p. nepepobnena B TUnoBy IHCTPYKIIIO, 10 SKOI
BHECEH1 BIAMOBIIHI 3MIHU.

Haii611bIny KiUIBKICTh YHOPMOBAHUX 3arajibHO-JOKYMEHTO3HABYMX TEPMIHIB Ta
iX TJIymMadeHb, IO 3aCTOCOBYIOTh B CydYacHIl YKpaiHi, MICTUTb PO3pOOJICHUI
YHAIAC/H Hamionansuuii crangapt Ykpainu JACTY 2732:2004 «/limoBoacTBo it
apxiBHa cripaBa. TepMiHM Ta BU3HAYEHHS MOHATHY», AKUH HAOyB YMHHOCTI 3 1 JUIHA
2005 poky (B3amin onHovimeHHoro JICTY 2732-94). V 3azHaueHOMY CTaHIapTi
HaBeJeHO 158 TepMmiHIB Ta MOHATH, IO BHUKIAACHI YKpPaiHCHKOIO, POCIHCHKOIO Ta
aHTJIACHKOI0 MOBaMM. 3Ba)Kal0UM Ha HASBHICTh Y KpaiHl MEBHOI KIUIBKOCTI
NOCIOHMKIB 3 PI3HUMHU PEKOMEHAAIISIMU MIOJ0 I1X 3aCTOCYBaHHS, IUIAHYETHCS
BUITYCTUTH 30IpHUK HOBUX (POPM OpraHizaliiiHO-pO3NOPsIAU0i JOKYMEHTAIII].
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BrnpoBankeHHs B YKpaiHi Mi’KHAPOJHHUX CTAHAAPTIB

3MiHU B MOJITUYHINA Ta €KOHOMIYHIN cuTyalli B €Bpori (pakTUYHO MpPU3BETU
70 CTBOPEHHSI €IMHOTO €KOHOMIYHOTO IMPOCTOPY, L0 3MYCUJIO JEpXaBU Yy CKIaJi
€poreiickkoro Coro3y BiJl ESIKUX HallIOHAJIbHUX OCOOJIMBOCTEN T'OCTIOIapIOBAHHSI,
y TOMY YHCIl W BIJ] HallOHAJbHUX OCOOJUBOCTEH KYJIbTYypU TOKYMEHTALIHHOIO
3a0e3nedeHHs ynpaBiiHHA. [[IAIbHICTh Cy4acHUX KOpIOpailiii, KoMmaHid Tta Qipm,
sKa JaBHO BKe BUHMIIIA 32 MEKI HAllIOHAJIbHUX KOPJIOHIB, MOSBa TPAHCHAIIOHATBHUX
Kopropamid 3yMOBUJIM TOTpeOy BHPOOJICHHS €IWHOTO CTaHAapTy podoTH 3
JIOKYMEHTAIIIETO.

Tak, y 2001 p. MixHapoIHOIW0 OpraHizalli€lo cTaHaaptuzaiii Oyyio BHIAHO
Cranpapt [SO 15489-2001 «Indopmamis ta gokymeHrtamiss — KepyBaHHs
nokymeHnTaiieto». Ockinbku Crangapt ISO 15489-2001 crtocyetbesi poOOTH 3
JOKYMEHTaMH BHJAB Ta Ha HOCIAX, CTBOPEHMX a00 OTpUMaHUX OpraHi3ali€eio
(mep>kaBHOIO 1 HEJIEP)KaBHOIO) B TIpoIiec i1 AISITbHOCTI, a TAaK0X (HI3UYHUMH 0COOaMHU
(cy0’ekTamMu  MIANPUEMHUIIBKOT JISJIBHOCTI), B HBOMY BHU3HAYE€HO OOOB’SI3KU
oprasizarii mijg yac peasizallii mpoueciB JOKYMEHTYBaHHS, HaJlal0ThCsl PEKOMEH Al
010 PO3pOOJIEHHS TONITUKUA YNPaBIIHHA JOKYMEHTAIll€l0 B OpraHizamii Ta
MOB’SI3aHUX 3 HEK MpoLEeayp, CUCTeM 1 MpoleciB. Y 3a3Hauye€HOMY CTaHAapTi
YIPaBIiHHS JTOKYMEHTAII€I0 PO3IISIIAEThCA SK YAaCTHMHA CHUCTEMH YIIpaBJIIHHS
AKICTIO, IO TPYHTYe€Thcs Ha BuMorax crtangaptie ISO 9001 ta ISO 14001. IIi
CTaHJapTH BKE BUKOPUCTOBYIOTH IPOBIIHI MIAMPUEMCTBA Y KpaiHU.

Y 2008 pomi B VYkpaiHi BuiimmoB rapmoHizoBanuit 3 ISO-15489 iioro
Moau(DIKOBaHUM aHAJOT — HallloOHAJIbHUI cTaHaapt «IHdopmarlis Ta JOKyMEHTAaIis.
KepyBanusi noxymeHtaniinumu mnpouecamu: YactuHa 1. OCHOBHI TOJIOKEHHS Ta
Yactuna 2. Hactanosu : JICTY 4423-1-2:2005 (ISO/TR 1548-2:2001. MO)». Bin
HaOyB uuHHOCTI Big 01.10.2007 Ta 3a0e3neuuB MEBHY KOPENSIIIO TEPMIHOIOTI
3arajbHOr0 JIOKYMEHTO3HAaBCTBA 13 3aKOPJOHHOIO TEPMIHOJIOTIEID KEepyBaHHS
JOKYMEHTALIMHUMU TpoliecamMu. Y TepIlid YacTUHI CTaHAApTy MOJAHO BHKIAJ
3arajbHUX MPUHIUIIB YIPaBIiHHSA JOKYMEHTAII€l0 B JIEp)KaBHUX YCTaHOBaxX Ta B
HEJep)KaBHUX opraHizamisx. LI nDpuHIMOM TNONSATaloTh Yy BHU3HAYEHHI W
JOKYMEHTAJIbHOMY O()OpMIICHHI:

— OCHOBHHMX NIpaBWJI Ta CTaHAAPTIB pOOOTH 3 JOKYMEHTaMHM B OpraHizaiii
(moniTuka opraHizailii B cepl ynpaBiiHHS JOKYMEHTALIE0);

— TOBHOBaXE€Hb Ta BIJMOBIIAIBHOCTI MPAIiBHUKIB OpraHizaiii y po0OoTi 3
JIOKYMEHTAIIIEIO;

—  JIUTOBOJHUX TEXHOJIOT1H 1 IpoLeayp.
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KpiM Toro, ympaBiiHHS AOKYMEHTAlll€l0 TMOBHUHHO BKJIIOYATH CTBOPEHHS Ta
3aCTOCYBaHHS CIELIAJIbHUX CUCTEM JUIsl YIPaBIiHHSA JTOKyMEHTaMH, IHTEIPOBAHUX B
3arajbHy CUCTEMY YNpPaBIIHHA Ta YIPABIIHCHKI MPOLIECH OpraHi3allii.

Y mii dYacTMHI TakKoXX BUKJIAQACHI 3arajbHi 3acaJu pPO3pOOJICHHS Ta
BIIPOBA/DKCHHSI CHUCTEM JIOKYMEHTallli, MOJAaHO OIUC TMPOIECIB YyNpaBIiHHSA
JOKYMEHTAIII€I0, HAroJIONIYEThCS Ha HEOOXIIHOCTI PETYJISIPHOTO MOHITOPUHTY
BIJIMOBIHOCT] IIUX MPOIECIB BU3HAYEHHUM B OpraHizallii nIpaBujiaM 1 cTaHAapTaM Ta
HAsSIBHOCTI MOCTIMHOT MporpaMu HaBYaHHS POOOTI 3 JOKYMEHTAMH.

[Ipu3HayeHa mepina yacTHHA Il BUKOPUCTAHHS MEHEIKEpaMH OpraHizalliu,
CrieliajgicTaMu 3 YNpaBIiHHSA JOKyMEHTall€o, 1HGopMalli€l0 Ta BCiMa IHIIUMH
npaliBHUKaMU oprasizauii ta ¢Gi3M4HUMH 0cobamu (Cy0’€KTaMH MiANPUEMHUIBKOT
TISUTBHOCTI), sIK1 3000B’s13aH1 CTBOPIOBATH Ta BUKOPHUCTOBYBATH JOKYMEHTU Y CBOIM
TISUTBHOCTI.

Jlpyra yactvHa CTaHIapTy MICTUTh OMUC METOAMKH, 110 J03BOJISIE€ peani3yBaTH
MPUHIUIY YTIPABIIHHS JOKYMEHTAI[IEI0, OMUCAaH] y MEepIIiil YaCTHHI.

[Is dvacTuHa mpU3HAYeHa JJIi BUKOPHUCTAHHS CHEIaliCTaMH 3 YIPaBIIIHHS
JOKYMEHTAIlIEI0 Ta TMpaliBHUKaMHU, N0 OO0OB’S3KIB SKUX BXOAUThH YIPaBIIHHSA
JIOKyMEHTaIII€I0 B opradizaiii. Bona 3abe3rneuye e1MHy METO0JIOT1I0 3aCTOCYBaHHS
NepIoi YaCTMHU CTaHJAPTy Y BCIX OpraHizallisx, [0 MparHyTh HaJaroJuTH MpoLec
yIpaBIiHHS TOKYMEHTAIIE0 BIAMOBIIHO 10 BUMOT [SO.

30KkpeMa, y CTaHIapTi BHM3HA4Y€HA BIANOBIJAIBHICT, OpraHizailid 3a
CTBOPIOBaHI HHMMH JOKYMEHTH Ta pallloHaJbHy poOoTy 3 HHMMH. Tak, OCHOBHI
mpaBujia poOOTH 3 JOKYMEHTaMHu («IOJIITMKa») B OpraHizaiii MOBUHHI OyTH
BU3HAYEHI Ta 3aiKCOBaHI y JTOKYMEHTI, MiIMUCAHOMY ii BHUIIMM KEPIBHHUIITBOM.
OO60B’s13kM TOBUHHI OyTH PO3MOAUICH] MK yciMa MpaliBHUKaMU OpraHizailli, ki B
MpoLeci CBO€I NISNIBHOCTI CTBOPIOIOTH JOKYMEHTH, W OyTH BimoOpa)keHl B IXHIX
MOCAJIOBUX THCTPYKITISIX.

CyMICHICTh Ta Y3TO/JKEHICTh JBOX YaCTHUH CTaHAApTy IIOKa3aHa y JBOX
TaONMISIX-0/IaTKaX 3 MEePEeXpPEeCHHUMH MOCWJIAHHAMM Ha CTaTTi UuMX 4YacTuH. [lo
KOXHOT YaCTUHU € an(aBITHUN MOKAKIHK.

3a yMOB PpO3BUTKY CBITOBOI TOPriBJII YCTAaHOBM Ta Opradizamii, 10
3aCTOCOBYIOTh JJAHUM CTaHAAPT, MOXYTb OyTH BIEBHEHUMH y TOMY, IO iX MPUHLIUIN
Ta TEXHOJIOT1i poOOTH 3 TOKyMEHTaMU NMPUNHSATI y BCbOMY CBITIL. Jjis oprasizanii, o
Mpaloe y KUIbKOX KpaiHaxX 3 0COOJMBUMH HAIlIOHAJbHUMU CUCTEMaMU JIJIOBOJICTBA,
HOBUHM CTaHJAPT JOMOMOXE CTBOPUTH €JUWHY (DYHKIIOHAJIbHY CHCTEMY YIpPaBIIHHS

JIOKYMEHTAIIIETO.
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Bzarani, 3a3HaueHuil cTaHAapT — 1€ BUKIAJ ONTUMAJIbHOI METOJMKHU
YIPaBIiHHS TOKYMEHTAIlI€0, 10 MPU3HAUEHA SIK 1Jis (axiBIIB B raiay3l yrnpaBiIiHHSA
JOKYMEHTAIlI€l0, TaK 1 JJs CHEIIalICTIB 3 1HMUX cdep IISUIBHOCTI, 30KpeMa
PO3POOHUKIB HOBUX 1H(GOPMALIIHHUX MPOTPaM 1 CUCTEM. 3arajibHUil KOHUENTYaIbHUMI
XapakTep CTaHAapTy, SK 3a3Hayae YKpaiHCbKMM HaykoBelb Kal. IcT. Hayk
I. €. AuTOHEHKO, pOOUTH WMOro MNPUAATHUM JUIsi BUKOPUCTAHHS B OyAb-sKii
oprasizalii, He3aJIeXKHO BiJ ii cTaTyCy Ta HampsSMKY JisUIbHOCTI, 3a0€3Meuy04H Mpu
IIbOMY CyYaCHUW MiAXiA N0 YOpaBIiHHS JoKyMmeHTaliero. CTaHgapT CXBaJCHO
MUiKHApOJHOIO PAIoI0 apXiBiB, sIKA PEKOMEHIyBajla WOT0 1O 3aCTOCYBAHHS BCIM
yTBOpIOBa4YaM JIOKYMEHTIB-K JEP>KaBHUM, TaK 1 IPUBATHHUM.

VY 1poMy cTaHIapTi € MOCUIIAHHS:

— Ha ISO 9001:2001, sxuit B Ykpaini BopoBamxeno sk JJCTY ISO 9001-
2001;

— ISO 14001:1996, sixuit B Ykpaiuni BnpoBamxkero sk JCTY ISO 14001-97.

Tepminonoris crangapty 0a3yeTbcs Ha TepMiHAaX, perjJaMEeHTOBaHUX
cranaaprom [SO 5127 «Jlokymenranis ta iHpopmauis — CrnoBuuk (ISO 5127:2001
Information and documentation. Vocabulary, IDT)», miarotoBieHuii Mi>kHapOTHOIO
opranizaiietro cranaaptiB B 2007 p. B Ykpaini ne rapmonizoBanuii cranmapt JACTY
ISO 5127:2007 «Iadopmarist Ta gokymeHTais. CIOBHUK TEPMIHIBY.

VY cTanaapTi HaBeI€HO BU3HAYEHHS OUIBII THCSYl MOHATH 3 HAYKOBO-TEXHIUYHOT
iHpopmarlii Ta 6107a10TeUHOi cripaBu. BiH BUCTymae gk CyKYNHHI Meperisii BCiX
BUJIAaHUX CTaHAApTIB cepii 5127 ¥ MICTUTH Taki po3aiin: 6a30B1 MOHITTS 3B’ sA3aHUX
rajy3eid 3HaHb; 0a30Bi 1 3arajibHI MOHATTS 1HGOPMATUKU; BUAM (POPMU 1 YACTUHU
JOKYMEHTIB; 1H(pOpMaIliifH1 opraHu Ta ix (OHAMN; MPOIECH KOMILIEKTYBaHHS (DOH/IIB;
aHaJi3, MOJAaHHs 1 ONMUC JOKYMEHTIB (BKJIIOUaOUM 1H(GOPMAIIHHO-TIONTYKOBI MOBH);
HAKOIMWYEHHS, MONIYK 1 BUAaHHS 1H(QOopMalii (BKIOYAIOUM KaTaJIOTH Ta BKA31BHUKH);
iHpopmarliitHe Ta 610J10TeUHEe 00CIYyTOBYBaHHS, 30€pEKEHICTh TOKYMEHTIB; MPaBOBI
acriekTH 1HGOpPMaTUKHU (BKITIOYAOYH aBTOPChKE 1 MaTeHTHE MpaBo). CIOBHUK MICTUTh
a0eTKOB1 MOKAXYUKH aHTIIIMCHKOIO 1 (PpaHIly3bKO0I0 MOBaMH, L0 HAPAXOBYIOTh OIS
1 700 TepmiHiB (BKIIOYAOUYH CUHOHIMU).

[IpuitHaTTss B VYKpaiHi aHaJOriB 3a3HAYEHUX, CTAaHAAPTIB CIOHYKAa€E J10
MOAANBIIIOT0 PO3POOJICHHST BITUM3HSHUX BIJIMOBIIHUKIB MDKHAPOJHUX CTaHIAPTIB,
MPUCBSYEHUX 3a3HaueHIN TexHoJIor1i. be3nepeuno, 1eil npouec Mae rpyHTyBaTUCS Ha
HAayKOBOMY aHalli3l JOCBIAY, MepeBar Ta HEAOJIKIB KepyBaHHS JOKYMEHTaIIHHUMHU
npolecaMl 3a KOPJAOHOM, MOXJIMBOCTEM 3aCTOCYBaHHS HOPM PO UIBHUX
MDKHApPOJHUX CTaH/IapTIB B YKpaiHi.
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Tpetto rpyny HopMaTHBHOI 0a3u CKJIaIal0Th PI3HOMAHITHI TUIIOB1 Ta MPUMIpHI
MOJIOKEHHsI, TIpaBWja Ta IHCTPYKIi 3 JUIOBOJCTBA KOHKPETHUX OpraHiB
3aKOHOJJaBYOI Ta BHMKOHABYOi BJIaJ¥, OpraHiB MICHEBOIO0 CaMOBpSAYyBaHHS, SKi
pO3po0IIeH] Ha OCHOBI IHCTPYKUIH, 3arBepmkeHuil Kabinerom MiHicTpiB YkpaiHu.
Ile HOpMaTHUBHI aKTH, IO PETJIAMEHTYIOTh BEJICHHS CIE1aJbHOTO A1JIOBOJCTBA.

Tax, B apxiBHill cepi numre B 2012—-2013 pokax Buiiiiaym TUOBE MOJ0XKEHHS
PO EKCHEPTHY KOMICIIO apXiBHOTO BIAJAUTYy paiioHHOI, pailoHHoi y MM. Kuesi i
CeBacTormouni Jep:kaBHO1 aJAMIHICTpallii, MICbKOi paau; TumoBe MOJOXKEHHS PO
EKCIIEpTHY KOMICIIO JEp>KaBHOTO OpraHy, OpraHy MICLEBOIO CaMOBpSIyBaHHS,
JEP>)KaBHOTO 1 KOMYHAJIBHOI'O MIANPUEMCTBA, YCTAaHOBM Ta opraHizaiii; Tumose
MOJIOKEHHSI TIPO €KCHEePTHO-NIEPEBIpHY KoMmicito [lep:kaBHOro apxiBy B ABTOHOMHIN
Pecny6nini Kpum, aepskaBuoro apxiBy obisacti, mict Kuesa 1 CeBacromnoss; [IpaBuna
poOOTH apXiBHUX ycTaHOB Ykpainu; Tumose nonoxeHHs npo HaykoBo-meToauyHy
pany llentpanbHoro paep»aBHOro apxiBy, Jlep»aBHOro apxiBy B ABTOHOMHIM
Pecnyonini Kpum, nepxaBHux apxiBiB oOmjacteir, mict Kuea 1 CeBactomous;
[TonoxeHHs po rajly3eBuil nepxkaBHUN apXiB MiHICTepcTBa 000pOHU YKpaiHu.

VY cepi nepxkaBoTBOpeHHs MiAroToBiieHO [lepenik TUMOBUX JOKYMEHTIB, IO
CTBOPIOIOTHCS i Yac [ISJIBHOCTI JEpKABHUX OpraHiB Ta OpraHiB MICHEBOIO
CaMOBPSIIyBaHHS, IHIIUX YCTaHOB, MIANPHUEMCTB Ta OpraHizailii, 13 3a3HaYEHHSIM
CTpOKiB 30epiranHs aokymeHTiB Bia 12.04.2012 Ne 578/5. 3a3naueHuil mnepeiik
perjlaMeHTy€e MPOLECH €KCHEePTU3M LIHHOCTI JOKYMEHTIB, CKJIaJaHHs HOMEHKIATYp
CIpaB, BU3HAYEHHS CTPOKIB 30€piraHHs JOKYMEHTIB, BMJIYYEHHS JAOKYMEHTIB Jis
3HMIEHHA. [loNOXKEeHHsT UBOr0 HOPMATHBHOTO JIOKYMEHTa OynyTh B NpHHAII
MpaliBHUKAM CIIy0 JUIOBOJCTBAa BCIX YCTaHOB, MIANPUEMCTB Ta OpraHizaiii -
HEe3aJIeXHO BiA (GOPMH BIACHOCTI, (PYHKI1OHATIBHO-IIUIBOBOTO MPU3HAYEHHS, PIBHA 1
MacmTady JisUTbHOCTI.

VY npaBoBiii Ta AUI0BINH chepax MiHICTEpCTBO IOCTULII YKpaiHW HaKa3oM Bij
22.12.2010 Ne 3253/5 3aTBepauno «IIpaBuiia BeneHHs HOTapiaJlbHOTO JLJIOBOJACTBAY,
SK1 BCTAHOBIIIOIOTh €IMHUNA TOPSAJIOK JOKYMEHTYBAaHHS HOTApiaJibHOI JISVIBHOCTI Ta
apxiBy 1 BU3HAYAIOTh MOPSAOK OpraHizailii poooTH HOTapiyciB 3 JOKYMEHTAMH.

B GankiBebkiit cepi [loctanoBoto IIpasninug HamionansHoro 6anky Ykpainu
Bin 12 BepecHs 2006 poky Ne357 3arBepmxeno IlonokeHHs mpo MOPANIOK
dbopmyBaHHs, 30epiraHHs Ta 3HUIICHHsS €JEKTPOHHMX apxiBiB y HamioHanbHOMY
O0anky Ykpainu 1 6ankax Ykpainu. 3atBepxeHnuM [losio)keHHSIM BU3HAUYEHI 3arajbHi
npaBuiia popMyBaHHS, OOJIKY, BUKOPHUCTAHHS Ta 3HUIIECHHS €JICKTPOHHUX apXiBiB

(IOKYMEHTIB), CTBOPEHUX Yy IICHTPAIBHOMY amapari, CTPYKTYpPHHUX IMiJIpO3/iIax,
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TEpUTOPIAIbHUX YNPaBIIHHAX, HaBYaIbHUX 3akiafgax HBY Tta Gankax Ykpainu, ix
GbinigX MpeCTaBHUIITBAX 1 BUIIUICHHSX.

[TonoxxeHHss  po3poOsieHe  BIANMOBIIHO 10 3akoHIB  Ykpaimm  «IIpo
HarnionanbHuil apxiBHUM QOHJ Ta apXiBHI yCTaHOBW», «IIpo eleKTpoHHI T0KYMEHTH
Ta E€JEKTPOHHUN JOKyMeHT00OIr», «IIpo enexrtponHuit mudposuii miamuc», «lIpo
3axucT iHpopMallii B iHPopMaIlIHHO-TEIEKOMYHIKAIMHUX cuctemax», «lIpo 6aHku 1
0aHKIBCbKY IIBHICTEY, «[Ipo HamionanpHuit OaHk VYkpaiHu», a TaKoX 3TAHO
[lopsinky 30epiraHHs  €JIEKTPOHHUX JOKYMEHT B  apXiBHMX YCTaHOBax,
3aTBEP/KEHOr0 HakazoM Jlep:kaBHOTO KoMITeTy apxiBiB Ykpainu Big 25.04.2005 N
49, Ta IHIIMX HOPMATUBHO-MIPABOBUX aKTI 3 MUTAaHb aPXIBHOT CIIPABH.

Benenns ainoBojacTBa B cyJax periameHTye 3akoH Ykpainu «IIpo cynoyctpiit
1 ctatyc cyaaiBy». et 3akoH BU3HAYae MpaBOBI 3a caay OpraHi3allii CyI0BOi BIaau
Ta 311HCHEHHs NpaBoCYAs B YKpaiHi 3 METOIO 3aXMCTY IpaB, CBOOOJ Ta 3aKOHHUX
IHTEpEeCiB JIOJMHI 1 TPOMAJsSHUHA, MPAB Ta 3aKOHHHUX IHTEPECIB IOPUAUYHHUX OC10
IHTEpeCiB JepKaBW Ha 3acajax BEpPXOBEHCTBA IpaBa, BHU3HAYY CHUCTEMY CY/IB
3arajibHOi  IOPUCIUKINT, cTaTryc mpodeciiHOro Ccyajal HapoJHOTO 3acimaTens,
MPUCSHKHOTO, CUCTEMY Ta TOPANOK 3IIMCHEHHS CYIJIIBCHKOTO CaMOBpPSAyBaHHS 1
BCTAHOBJIIOE CHCTEMY 13arajbHUM TOPSAOK 3a0€3MEeUeHHS MISUIBHOCTI CYAIB Ta
PETYIIOE HII MUTAHHS CYJOYCTPOIO 1 CTaTyCy CYIIIB.

CborojHi, Ha OCHOBI BHUBYEHHS [IIOYMX Y CHCTEMI COLIAJBHOTO YINPAaBIIHHSI
3aKOHIB, HOPMATHMBHO-IIPABOBUX AaKTIB, IOCAJOBOI0 I1HCTPYKIIE€IO, IOJOXEHb Ta
MpOLICAYP NPUMHATTS YNPABIIHCHKOIO PIillIeHb, Ha3piia HEOOXIAHICTh MPUHHATTS
CHeliabHUX MIATOTOBKM 1 BUAAHHS HOPMATHBHO-PO3MOPSATYMX JOKYMEHTIB, IO
peryntoBaau O MOPSIOK 3I1MCHEHHS LIbOTO BHUJlY YIPaBIIHCHKOI mpati. Y oMYy
JIOKYMEHTI JIOILJIbHO BUMOTH:

— Mo cucteMHOro aHanizy ynpaBlIiHCbKUX CUTYaLlli;

— 3MICTOBHOT'O Ta BCEOIYHOTO BUBUYEHHS MUTaHb, OB’ I3aHUX 13 MIITOTOBKOIO
YIPaBIIHCHKOTO PIILICHHS;

— opraHizamiiHux @opM 1 MIATOTOBKM  YNPABIIHCHKUX  pIIIEHb 1
3a0e3nedeHHs iX peaizanii;

— MPEAMETHOrO 1 TEXHIYHOTO PO3JAUICHHS YINPaBIIHCHKOI Ipaill Ha PI3HUX
eTanax (popMyBaHHS PIlIECHb;

— (opm 3amydyeHHs @axiBI[iB 1 HAayKOBMX HpalIBHUKIB [0 y4YacTi y ix
MATOTOBIII;

— CTBOpeHHS OOOB’S3KOBUX MpaBWI JOKYMEHTYBaHHS YyHNPaBIIHCHKUX
pillIeHb 1 HATaHHS IM IOPUIUYHOT CUIIH;

— 3aCTOCYBaHHs 3ac001B MPABOBOTO 3a0€3MEUYEHHS YCHUX TOLIO.
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CydacHe TpaBOBE PETYIIOBAHHS JOKYMEHTYBAHHS Ta JIOKYMEHTOOOIy Mae
BUPIIIYBaTH MUTAaHHSA, MOB’S3aHI 3 OCHOBHUMH MOJOKEHHSAMH LI0JI0: BU3HAYEHHS
MOHSATTS KaTeropii «eJIeKTPOHHUM JOKYMEHT», HWOro THIIB 1 BUJIB, YMOB HaJaHHS
IOPUANYHOI CHJIM; BUMOT JI0 OpPHUTiHAJIB, MyOJIKATIB 1 KOMIM JOKYMEHTIB; HOPSAIKY
3aCBIAYCHHA JOKYMEHTIB (€JIEKTPOHHO-IU(POBUI MIANKC); TPaBWI peecTpalii,
30epiranHs, NepelaBaHHs 1 OTPUMAHHS E€JEKTPOHHHUX JOKYMEHTIB 3 IHIIUX
oprasizaiiiif, TOJOBHUX HPHUHIMIIB IOPUIUYHOI BIAMOBIJATBHOCTI 3a MOPYIICHHS
MOPAJZIKY iX BUKOPUCTaHHS, OPSAJAKY AOCTYIY 10 €JIEKTPOHHUX BEpPCiil TOMIO.

OpranizaliiHo-MEeTOAUYHY  JOMOMOTY Yy  BJIOCKOHAJ€HHI  CHCTEMH
JOKYMEHTAIIITHOro 3a0e3MeyueHHs Jep>KaBHOTO YIPABIIHHS 1 IIJIOBOJCTBA MOBUHHI
HaJaBaTd NAPO3AUIM ['0JOBHOrO apxXiBHOTO YINpPaBIiHHA, $KI PpO3pOOJISIOTH 1
3aTBEP/KYIOTh OCHOBHI HOPMATHBHI JIOKYMEHTH 3 BIANOBIAHUX IHTaHb,
NEepeBIpslOTh 1 MalTh MPaBO BMMAaraTH BijJ KEpIBHUKIB OpraHizalii Ta yCTaHOB
YCYHEHHS BUSIBIICHUX IiJ] 4ac IMEPEBIPOK HENOMIKIB, 3a0€3Meuyloyd TaKUM YUHOM
CydacHY HOPMAaTHBHO-METOIMYHY 0a3y JI1JI0BOJICTRBA.

2.2 HopmaTuBHO-IPaBOBa 0a3a €JIEKTPOHHOI'0 IOKYMEHTO000Iry

Po3BUTOK CycniIbHUX BIIHOCHMH CTaB BUMOIOIO B LIJIOMY IIOJ0 PO3POOJICHHS,
BJIOCKOHAQJICHHSI Ta OHOBJICHHS HOPMATHMBHO-NPaBOBOi 0a3u YKpaiHu, CTBOpPEHHS
CHEeIlabHUX IOPUJIMYHUX HOPM Ta MpaBUJl PEryNIOBaHHA cepu iHPOopMaliiHUX
MPaBOBITHOCHH.

BepxoBHoto Panoro Ykpainu Oynu NpudHATI 3aKOHM YKpaiHH, sKI HaOyiu
YiUHHOCTI, «IIpo eneKTpOHHI NOKYMEHTH Ta E€JIEKTPOHHUM JOKYMEHTOo00ir», «IIpo
eNeKTpoHHUN tudpoBuit mignuc», «IIpo 0O6OB’SI3KOBUI MPUMIPHUK JTOKYMEHTIBY,
«IIpo HamionaneHy mnporpamy indopmatuzaiii», «IIpo Terekomynikamii», «IIpo
HamionanbHy cucremy KOH(QIAEHIIHHOTO 3B’s13Ky», «[Ipo 3axucr iHdopmarii B
1HpOpMaIIITHO-TEIEKOMYHIKAIIMHIX CUCTEMAaX), TOILO.

3akoH  VYkpainu «IIpo  enexkTpoHHI  JOKYMEHTH Ta  €JIEKTPOHHUMI
JOKYMEHTOOOIr» BU3HAYMB OCHOBHI OpraHI3alliifHO-NIPaBOBl 3acajyd €JIEKTPOHHOIO
JOKYMEHTOO00IrY Ta BAKOPUCTAHHS €JIEKTPOHHUX JTOKYMEHTIB.

3aKOHOM BCTAHOBJICHO, 1110 €JIEKTPOHHUN TOKYMEHT — JOKYMEHT, iH(pOopMallis
B sikoMy 3adiKCOBaHAa y BUIJISJAI €JIEKTPOHHHMX JaHUX, BKJIIOYAIOYU OOOB’SI3KOBI
PEKBI3UTH JOKYMEHTa, 30KpeMa, eIeKTpoHHOTro 1 poBuil nianucy. Opunuyna cuia
€JIEKTPOHHOTO JIOKYMEHTa He MOKe OyTH 3arnepeueHa BUKIIOUHO 4yepe3 Te, [0 BiH
Mae€ eJIeKTPOHHY (popMYy.

[Ipore 3akOH TakoXX BCTAaHOBUB TI€BHI OOMEXKEHHS Ha 3aCTOCYBAHHS
€JIEKTPOHHOTO JOKYMEHTa K OpHUTiHaly. 30KpeMa B €JIEKTPOHHIM QopMi HE MOKe
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OyTH CTBOpPEHO OpMIiHaj CBIAOLTBA MPO MPaBO Ha CHAAIIMHY; IHIIUNA JOKYMEHT,
AKUH, 3TIHO 13 3aKOHOJIaBCTBOM, MOK€ OyTH CTBOPEHHMM JHIlE B OJHOMY
MPUMIPHUKY (TIOKHM He OyJe CTBOPEHO IIEHTPAJII30BAaHOTO CXOBHIIA OPHUTIHAJIB
€JICKTPOHHUX JIOKYMEHTIB).

Enexrtponnuii uudpoBuii mianuc gae€ 3MOTry MIATBEPAUTH  IUTICHICTH
€JIEKTPOHHOTO JIOKYMEHTY, TOOTO MOro 3axWIIEHICTh BiJl HECAHKI[IOHOBAHOTO
CIIOTBOPEHHS, PyWHYBaHHS a00 3HUIIEHHS B NPOLECI PyXy Bi BIANpPaBHUKA 10
oJlepKyBaua, Ta 1IeHTU(IKYBaTH MiANKUCYyBaya.

[IpaBourHM 3AiiiCHEH] 3a JOMOMOIOI0 HaKJIaJaHHS Ha HUX EJIEKTPOHHOIO
nudpoBoro MANKUCY Ta TMepelaHl aapecaTy B MeEpexi mepeaadi JaHUX MaloTh
BEJIUKUM CTYyNEHb 3aXHUCTy BIJ HECAHKIIIOHOBAHOTO JOCTYIY, CIIOTBOPEHHS YU
3HMILEHHS 3MICTY NpPaBOYMHY, aJK€ TaKUW MIANKHC OTPUMYETHCA 3a PE3YJbTATOM
KpUnTorpadiyHoro nepeTBOpeHHs Ha0OPy €IEKTPOHHUX AaHUX.

EnexTponnuii nudpoBuil mMiAnuc 3a MpaBOBUM CTaTyCOM MPHUPIBHIOETHCS 10
BJIACHOPYYHOI'O0 TIANUCY (TE€YaTKH), SIKIIO: EJCKTPOHHHM UU(PPOBUN MiAMKC
MIATBEPIKEHO 3 BUKOPUCTAHHAM MOCHIIEHOTO cepTh(ikaTa KiIro4a 3a JOMOMOTOI0
HaJiiiHUX 3aco0iB UU(POBOro MIAMKCY; IMiJ Yac MEPEeBIPKM BUKOPUCTOBYBABCSA
MOCWJICHUN cepTUdIKaT KIYa, YAHHUA HA MOMEHT HAaKIJIAQJ€HHS EJIEeKTPOHHOIO
M(pOBOro MiANUCy; 0OCOOUCTUN KITIOY MiJINMKHCYyBaya BIAMOBIIAE BIAKPUTOMY KITIOUY,
3a3HAYEHOMY y cepTudiKaTi.

EnexTpoHHuii nu@poBUi MiANUC HAKIAJAETHCS 3a JIOMOMOTOK OCOOUCTOTO
KJII0Ya Ta MepeBIpAEThCS 3a JIOMOMOTOI0 BIAKPUTOro Kitouya. OcOOUCTHI KITI0U Mae
OyTH BIAOMMI JuIIe HOTO BOJOAUIBLIEBl. BiakpuTuil K04 JOCTYNHUN BCIM
y4aCHUKaM €JIEKTPOHHOTO JOKYMEHTOO0OITYy.

3acBIAYEHHS]  YMHHOCTI  BUAKPUTOrO  KJt04Ya  3[IMCHIOETHCS  IUIAXOM
dbopmyBaHHs cepTudikaTa BIAKPUTOrO KI0OYa — JOKYMEHTA, 110 BUJAETHCS LIEHTPOM
ceprudikauii kimtouiB. [locunenuii cepTU(IKAT BIAKPUTOTO KIHOYA BHJIAE€THCA
aKpeAUTOBAHUM IIEHTPOM cepTudikalli KII4YiB, 3acBIIYYyBaJbHUM LEHTPOM,
HEHTPAJIbHUM 3aCBITYyBAIBHIUM OPIaHOM.

Ceptudikar Ki1r04a MICTUTh HaMEHYBaHHSI Ta PEKBI3UTH LICHTPY cepTudikaiii
KIIOYIB  (LIEHTPAJIBHOIO 3aCBIIYYBAJIBHOIO OpraHy, 3acBIAYYBAJIBHOTO LEHTPY);
3a3HAYEHHS, U0 CePTU(PIKAT BUJAHUN B YKpaiHi; YHIKAIbHUMA peecTpaliiHuii HoMep
cepTudikaTa KJI04Ya; OCHOBHI JlaHi (PEKBI3UTH) MiANKCyBaya — BIIACHUKA 0OCOOHCTOTO
KJIF0Ya; ATy 1 4ac MOYaTKy Ta 3aKIHYEHHS! CTPOKY YMHHOCTI cepTudikaTa; BIIKPUTUN
KJIIOY; HallMEHyBaHHS KpUNTOrpadiuHOro ajroputMy, IO BUKOPHUCTOBYETHCS
BJJACHUKOM OCOOMCTOro Kito4a; iH(opMalilo NOpo OOMEKEHHS BHUKOPUCTAHHS

MIITNCY.
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[Tocunenuii ceprudikat Kioya, KpiM 0OOB’SI3KOBUX JAHUX, SIKI MICTATHCS B
cepTudikati KJiroua, MOBUHEH MaTH O3HAKY MOCUJICHOTO cepTUdikaTa Kitoya.

KOpuanyni ta i3uyHi 0coOM MOXYTh Ha JOTOBIPHUX 3acajax 3acBiIUyBaTH
YUHHICTh BIJKPUTOrO KIIOYa CepTU(]PIKaTOM KIIOYa, a TAKOXK BUKOPUCTOBYBATH
eJIEKTPOHHUHN M ppoBUi ignuc 6e3 cepTudikara Kiroya.

Posnoain pusukiB 30UTKIB, M0 MOXYTh OyTH 3amoAisHI MiINKUCyBayam,
KOpPHUCTYBauaM Ta TPETIM Oco0aM, SIKi KOPUCTYIOThCS EJIEKTPOHHUMHU LU(pOBUMHU
nignucamu 6e3 cepTudikara Kiro4a, BU3HAYAEThCS Cy0’ €KTaMU MPAaBOBUX BITHOCHH Y
cdepi Mocayr eaeKTPOHHOTO MUGPOBOTO MIAMKUCY HA TOTOBIPHUX 3acajiax.

Opranu  fAepkaBHOi  BJaJM, OpraHd  MICHEBOIO  CaMOBPSIYBaHHS,
NIANPUEMCTBA, YCTAHOBM Ta oOpraHizamii jepkaBHOi (OpMH BJIacHOCTI A
3aCBIIYEHHS YHHHOCTI BIJKPUTOIO KJIIOYa BHUKOPHUCTOBYIOTH JIMINE MOCHJICHUM
cepTudikaT KIroya.

OTxe, eNeKTpOHHUNM UUGPOBUN MIANHUC CHPIMOBAHUN Ha CIPOIIEHHSA Ta
MPUCKOPEHHS JOKYMEHTOOOIry MK Cy0’€KTaMH TOCIOJAapIOBaHHS, 1[0, B CBOIO
4yepry, Ma€ 3MIIHUTA KOHKYPEHTOCIPOMOXHICTh BITUM3HSHUX MIANPHEMCTB, aj[kKe
MPUILIBUAIIUTECA TPOLENypa YKIaJCHHS LHUBUIBHO-IPABOBUX Ta TOCHOJAPCHKHUX
JIO0TOBOPIB, O(POPMIIEHHS EKCIOPTHO-IMIIOPTHUX Omepalliid, HaJaHHS EJIEeKTPOHHHUX
0aHKIBCHKUX TOCIIYT.

CraHoM Ha CbOTOJHI, 3riIHO 3 iHGOpMAaIll po3MilleHid Ha odimiiiHOMY BeO-
CalTl LEHTPaJIbHOTO 3aCBIIYYBAIBLHOIO OPTaHy, aKpeAUTAIlll0 TPOUIIUIM TPU LEHTPU
ceprudikauii KIr04iB, TOOTO cUCTEMa eJIEKTPOHHOTO IUGPOBOIO MiAMKUCY € TOBHICTIO
CTPYKTYPHO YKOMIUJIEKTOBAHOIO /ISl HAJIESKHOTO (DYHKIIIOHYBaHHS.

JlokymMmeHTOOOIr B JepKaBl € CHUCTEMOIO, IO Marepiajiizye Mpolecu 300py,
NepeTBOPEHHs, 30epiranus iHopmMmalii, a TaKoXX MPOLECH YNPaBIIHHA: MiATOTOBKY
Ta IPUUHATTS pillIeHb, KOHTPOJIb 3a IX BUKOHAHHSIM.

[TOHATTS «eNEeKTPOHHE YpsIAYBaHHS» Ha CHOTOAHI BXKE HE € IUJIKOM HEBIIOMHM
1 HOBUM, SIK 11€ OyJIO KiIbKa poKiB ToMy. [10B’s13ytoun HOTo 3 1OCTYNOM J0 MyOIiuHO1
iHpopMallii, MOXXHA CKa3zaTH, 10 BOHO € e(eKTUBHUM 3aco00M 3abe3reueHHs
1HGOPMYBaHHS Ta JAOCTYNy 10 iHpopMalii GI3MYHUMHU Ta IOPUIUYHUMHU OcOOaMH, a
OTXKe, CIIpUSIE MPO30POCTI Ta €PEKTUBHOCTI ISIILHOCTI BIIAJIH.

Peanizamis 11ei eneKTpOHHOTO YpsiAyBaHHS BUKIIMKAE BEJIMYE3HUH 1HTEpec y
BchoMy cBiti. CIHIA, Benukobpuranis, [seris, Jlanis, Hopseris, JlaTsis, Ectonis
Ta 0araTo IHIIKMX KpaiH yXe 3aCTOCOBYIOTh a00 MOYMHAIOTh 3aCTOCOBYBAaTH METOJIU
eJIEKTPOHHOTO ypsayBaHHs. 3okpema, ypsa CHIA Hamgae rpoMaasiHaM pi3HOMAaHITHI
MOCIIYTH uepe3 Mepexy [HTepHeT: Buaady JileH3ii, cruary mrpadiB Tomo. B Anrmii
peectpaitis Gipm noTpedye 3aMOBHEHHS Yepe3 MEPEXKY TUIbKU OAHIET hopMHU.
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[lo3uTHBHI TpPUKIAAM 3alpoBa/KEHHS Ta (YHKIIOHYBAaHHS €JIEKTPOHHUX
ypAIIB B IHIIUX KpaiHax, JOMOMOXKYTh MIJKPECIUTH pealibHl MepeBaru UX CUCTEM
Ta BCEOIYHO peani3yBaTu €JIEKTPOHHE YpsiIyBaHHS B YKpaiHI.

Ha cpboronni B Hamiii gep»aBi ICHy€ JOCHTbh BEIUKa KUIbKICTh HOPMATUBHO-
MPaBOBUX aKTiB, 110 PETyNIOI0Th BIAHOCUHM Yy cdepi iHPOpMaLIMHUX TEXHOJOTIH.
[IpoTe 3HauHa yacTUHA 3 HUX MOTPeOye BHECEHHS 3MIH Ta JOTIOBHEHb, OCKUIBKHU TIEIO
YH 1HILIOO0 MIPOIO HE Y3TOKYETHCS MK COOOIO Ta HE B 3MO31 aJIEKBaTHO BUPIIIYBATH
npoOJieMH, 1110 BUHUKAIOTh.

KoHueniis e1eKTpOHHOTO YpsayBaHHS CKIAAAE€ThCS 3 JBOX B3a€EMO3AJIEHKHUX
Ta BOJAHOYAC CaMOCTIMHUX CTPYyKTyp. BHyTtpimHs ypsanoBa iHdopmaliiina
iHppacTpyKTypa, aHaJOr KOPHOPATHBHOI Mepexi, Ta 30BHIMHA iH(opMaIlliiiHa
1HppacTpyKTypa, IO B3aEMOJIE 3 TpoOMaJsHAMU Ta OpraHizamisiMd. Y paMKax
«ETIEKTPOHHOI JI€p’KaBH» IHTErPYIOThCS 1H(POPMaIIiifHI PECypCH OpraHiB Jep>KaBHOI
BJIa/IM, & TAKOXK CTBOPIOETHCS CUCTEMA OHJIAWHOBUX MOCHYT.

3 MEeTOI0 MiJBUIIEHHA €()EeKTUBHOCTI poOOTH OpraHiB Jep:KaBHOI BJIagu Ta
OpraHiB MICIICBOTO CaMOBpPSAyBaHHA y paMKax peajizaiii 3aBlaHb (IIPOCKTIB)
HamionaneHoi mporpamu iHdopmaTuzaiii mnepeadadaerbes, 3rigHO 3 1H(opMalii
po3MilieHii Ha BeO-caliTi Jlep’kaBHOro jaemapTaMeHTy 3 TMUTaHb 3B S3Ky Ta
iHpopmaTH3alii, 00’ eAHAHHS ICHYIOUMX Y IUX opraHax iH(opMalifiHHUX CHCTEM Ta
TUX, 10 OYAyTh PO3POONATHCS B €IUHUN 1H(POPMAILIMHO-aHATITUYHUN KOMILUIEKC —
InTerpoBany iHQopMaliiHO-aHANITUYHY CHUCTEMY OpraHiB JEp>KaBHOI BIagu Ta
OpraHiB MICLIEBOI'0 CAMOBpSTyBaHHS Y KpaiHU.

BpaxoBytoun  pi3HOMAaHITHICTh ICHyIOYMX  CHUCTEM €JIEKTPOHHOTO
JOKYMEHTOOOI'Y B  OpraHax JepXaBHOi BJaAd Ta OpraHax MICLEBOIO
CaMOBpsIJIyBaHHS, TMpU Po3poOIll Ta peamizalli MOUIOT-MPOEKTY  CUCTEMH
nepen0aya€eThCcsi CTBOPEHHS IHTETPOBAHOI CUCTEMH €IIEKTPOHHOTO IOKYMEHTOOOITY.

MeToro CTBOpPEHHSI TakOi CUCTEMHU € 3a0e3MeUeHHs PyXy JOKYMEHTIB (yKa3H,
MMOCTAHOBU, 3aKOHH, PO3MOPSIKCHHS, IMOBIIOMIICHHS, 3BITH, aHATITHUYHI JOBIIKH,
TOILIO), CKOPOYEHHS TEpMiHYy MIATOTOBKM Ta MPUUHATTA pIllIEHb ILISIXOM
aBTOMaTH3allii IpoLeciB KOJEKTUBHOTO CTBOPEHHS T4 BUKOPUCTaHHS JIOKYMEHTIB B
OopraHax JIep>KaBHOI BJIaJu.

[Ipote, mpaBoBOro 3abe3neyeHHs] BIIHOCUH Yy c(depl CUCTEMU EJIEKTPOHHOTO
ypsAIyBaHHS, HA ChOTOAHI Y (OpMI HOPMATUBHO-IIPABOBOIO aKTa, SIKUA OW UITKO 1
BCEOIYHO PEryJsloBaB JIaHe MMUTAHHS HE MAE.

Cepen HIIMX HOPMATUBHO-TIPABOBHUX aKTIB, SIKI PErYIIOIOTh MPaBOBIIHOCHUHU
y cdepi iHbopmaTHu3alli, a camMe II0JAO0 MNHUTaHb EJIEKTPOHHOI'O YpsyBaHHS,
BaXIMBUM JoKymMeHToM € [loctanoBa Kabinety MinictpiB Ykpainu Bin 4 ciuns 2002
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poky 3a Ne 3 «IIpo mopsimok onmpuitoAHEHHS y Mepexi IHtepHeT iHdopmanii mpo
JISTIBHICTh OpraHiB BUKOHABYOi Biaauw». BiamoBigHo g0 3a3HaueHoro I[lopsaky
ONPUIIOAHEHHS y Mepexi [HTepHeT 1HpopMallii Mpo AiSIBHICTh OPraHiB BUKOHABYO1
BJIIaJIW 3MIIUCHIOETHCS 3 METOIO MIJBUINECHHS €(DEKTUBHOCTI Ta MPO30POCTI MISIIBHOCT1
[UX OPraHiB HUISIXOM BIPOBAHKEHHS Ta BUKOPUCTAHHS Cy4YacHUX 1HQOpMaLIMHHX
TEXHOJIOT1M Jig HaJaHHS 1H(OPMAIIHHUX Ta IHIIMX TOCIYT TPOMAaJCHKOCTI,
3a0e3mnedeHHs ii BIUTUBY Ha MPOLIECH, 110 BiAOYBalOThCA y JepkaBl. ONpUITIOJHEHHS
y Mepexi IarepHer iHdopmallii Mpo AiSUIbHICTH OPraHiB BHUKOHABYOI BIAJIU
3IIACHIOETHCS IUIXOM:

— PO3MIIIIEHHS 1 MEPIOAUYHOTO OHOBJICHHS MIHICTEPCTBAMH, IHIIUMHU IICH-
TpaJbHUMH Ta MICIIEBUMHU OpraHaMHM BMKOHABYOi BiaJu 1H(OpMAaIlli BIIMOBIIHO 10
BUMOT 11b0r0 [lopsiaKy Ha BIacHUX BeO-calTax;

— cTBOopeHHss €auHoro BeO-mopranmy Kabinery MinictpiB  Ykpainuy,
MPU3HAYEHOTO JUIsl IHTEerpallii Be0-caiiTiB opraHiB BUKOHABYOI BJIaJU Ta PO3MILLIEHHS
1HpOopMaIIITHUX pecypciB BIAMIOBIAHO 0 MOTPed rpoMaisiH.

3 METOI0 BHUPILIEHHS MUTaHb, SIKI CTOCYIOTHCS MIPOOIEMATUKU 3alpOBaIKEHHS
B YKpaiHi cucteMH eneKTpoHHOro ypsiayBaHHs, 24 mrotoro 2003 Ne 208 poky Oyno
npuitasaTo IloctanoBy Ka6inety MinicTpiB Ykpainu «IIpo 3axoau moa0 cTBOpEHHs
€JIEKTPOHHO1 1H(hOopMaIliiiHOT cucTteMu «EneKkTpoHHUI ypsiay».

Binnosinuo no IlocranoBu nependavyaeTbcsi CTBOPUTH HaJIEKHI HOPMATHUBHO-
MpaBoBl 3acagu (QYHKIIOHYBaHHS cucteMu «EnexkTpoHHuil ypsan», 3abe3neduTu
YMOBU i1 OUIBII MIBUAKOTO Ta JOCTYHMHOTO HaJaHHS 1H(POPMAIIHHUX MOCIyT
rpomMajsiHaM Ta IOPUAMYHUM OcO0aM IUISIXOM BHUKOPHUCTAHHS — €JIEKTPOHHOI
iHpopmarliitHoi cuctemu ,,Enexrponnuii ypsa', sika 3a0e3nedye: B3a€MOJII0 OpraHiB
BUKOHABYOI BJIaJM MDK CO00I0, 3 TpOMaJsiHaMU Ta IOPUANYHUMHA 0cO0aMU Ha OCHOBI
CyyacHUX 1H(POpPMalIMHUX TEXHOJOTiM, IHTErpyBaTh JEp>KaBHI EJIEKTPOHHI
iHopMaIliitHi pecypcH 1 cucteMu B €1uHUNA BeO-opTail OpraHiB BUKOHABYOI BIaIH.

Takum uyMHOM, ™poaHaNi3yBaBIIM XiA MNOAIA y cdepl iHDOpMAIITHUX
MPaBOBIIHOCHH Ta iH(pOpMAaTU3allli, 30KpeMa, BIPOBAKEHHS CUCTEMHU €JIEKTPOHHOTO
JOKYMEHTYBaHHS B YKpaiHi, pI3HOMAaHITHI JOKYMEHTH Ta MaTepiajii, MO>KHa
3pOOHUTH BUCHOBOK, L0 Y I[bOMY HAaNpPSIMKY 3A1MCHIOIOTHCS NEBHI 3aX0/1d. MOXKIHBO,
HE TaK IHTEHCHBHO, SIK B IHIIMX JiepKaBaxX, ajié MOXHa CTBEP/KYyBaTH, L0 4Yepes
neskui yac YKpaiHa, 3a YMOBHM CHCTEMHO1 TPaBOBOi Ta MPaKTUYHOI PO30YyI0BH
CUCTEMHU EJEKTPOHHOIO JIOKYMEHTYBaHHs, TakKoX OyJe XapaKTepHu3yBaTUCSA

HeaOUSIKUMHU 37100yTKamMu y 111 cepi.
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3 YHHPABJIIHHA EJIEKTPOHHUMHU JOKYMEHTAMUA

3.1 Bumoru 10 aBTOMaTH30BaHOI cucTeMu J0KkyMeHT000iry (AC10)

Mertononoriss po3poOKH Ta BIPOBAJKEHHS AaBTOMAaTHU30BAaHUX CHUCTEM B
OCHOBHHUX pucax Oyna po3pobisiena B 1960-1970 pp. cTOCOBHO 0 MpoOIEeMaTUKH
aBTOMATU30BAaHUX CHCTEM YIpPaBIiHHA 1 akTyaibHa B naHuid yac. Ane mna ACJO e
cnenu@iyHa METOJO0JIOTIYHAa OCHOBAa Yy BHUIUIAJlI THUIOBUX BUMOT, 3aTBEPKEHHUX
€Bponeiickkoto komicieto B koBTHI 2002 p (Bepcis 5.2.4) 1 mnepekiIageHUX
pociiickkoto Moo B ciuHi 2006 p. Lleii 10OKyMeHT OTpUMaB Ha3BYy
Crnemnudikanii MoReq.

[Totpeba B moximanHoi crnernu@ikaiii BUMOT JO aBTOMAaTHU30BaHUX CHCTEM
JOKYMEHTAIIITHOro 3a0e3leyeHHsl yNpaBliHHS BHepile Oyja 4YiTKO MO3HauYeHa Ha
®opymi DLM B 1996 p, sk onHe 3 AecaTH HampsIMKIB JISUTBHOCTI 32 pe3yJbTaTaMu
pobotu d®opymy. DLM — ne ckopouenns Bia ¢paniry3pkoro «Donnees Lisibles par
Machine» («mammHHOUMUTaEM1» TOKyMeHTH) . DLM -popyMmi 1i€ Ha OCHOBI pillICHHS
Panu €sponu (94 / C 235/03) Big 17 yepBHs 1994 p nmpucBsYE€HOTO MiABUIICHHIO
piBHS Koomepallii B ramxy3l apxiBiB. 3rofoM OpraHizaiis po3poOKH TUIIOBUX BUMOT
Oyna nopyuyeHa opraHy, sakuii HocuTh Ha3By European Commission Enterprise
DG’s Interchange of Data between Administrations (IDA).

Y 1999 p Oyno mnpoBeaeHO BIAKPUTHN KOHKYpC, poOOTa Haja JTaHOIO
cnenudikarmiero nmovanacss B 2000 p 1 3akiHuunaca Ha moudatky 2001 p. Po3poGka
cnenudikallli Oyina BUKOHaAHA HEBEJIIMKOI KOMaHAOI MPOQECiiHUX KOHCYIbTAHTIB 3
kommnanii Cornwell Affiliates pic (temep Cornwell Management Consultants pic) 3a
NIATPUMKU TPYNU €KCIEepTIB 3 pi3HUX KpaiH. B 00roBopeHHi Ta y3ro/KeHHI
cnenudikaii Opaiu ydacTb Oprasizaili, sk 3 J€p:KaBHOrO, TaK 1 3 KOMEpILIHHOTO
CEKTOpaA.

Hana cneuudikauis onucye Tunol BuMoru (Model Requirements) no
yIpaBIliHHS €NeKTpOoHHUMH JokyMeHTamu (Management of Electronic Record) a6o
BUMOTH JIO €JIEKTPOHHOrO JOKyMeHTooOIry. Cnemnudikaiis (OKyCcyeTbcsl B
OCHOBHOMY Ha (YHKI[IOHAJIbHUX BHUMOTax [0 YNPaBIIHHA EJIEKTPOHHUMHU
nokyMeHTamu 3a nponomoro ACJO.

Crneuudikanis MoReq ckiaieHa TakuM 4MHOM, 100 OYTH MPUAATHOIO SIK Y
Jep>)KaBHOMY, Tak 1 B KOMEpIIIITHOMY CEKTOpl B Oprasizaulisfix, fKi MaloTbh Hamip
BrnpoBagutu ACJIO abGo sxi OaxarTh OIIHUTH MOMJIMBOCTI CHCTEM, BXKE
BUKOPUCTOBYBAaHUX HUMH.

[Hmi TicHO TOB’SA3aHI BHUMOTHM, Taki $K VYHOPAaBIIHHSI €JIEKTPOHHUMHU

nokymentamu (document management) i €JIEKTPOHHE YIPABIIHHSI MaTepialbHUMU
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JOKYMEHTaMH (y TOMY YHCII MarnepoOBUMH JOKYMEHTAMH 1 MIKpOQLIbMaMU) TaKOX
pPO3MIISIAAIOTHCS, alle MEHII JeTanbHo. Hampukiaz, crnernudikailis BKIOYA€ OCHOBHI
BUMOT'H JI0 YIpaBJiHHS MaTeplaiIbHUMHU JIOKYMEHTaMHU; OJHAK, BOHA HE BKIJIIOYAE
NeTadbHU Oomuc (YHKI[IOHATBHOCTI, TOB’A3aHOI 3 BUICTEXEHHSM (PI3MYHOTO
PO3MIIIEHHS! JIOKYMEHTIB, BHUKOPUCTAaHHSM UITPUXOBOrO KOJyBaHHS Tolo. Taki
Onm3bki TeMHu SK OHUGPOBYBAHHA Ta IHINI 3acO0M CTBOPEHHS EJIEKTPOHHUX
JIOKYMEHTIB 3HaXOASAThCA 3a paMKamu JaHoi crenudikaiii. AHaJOTi4HO, B JaHIM
cnenudikaii He poOUTHCS CIPOO BUCBITIUTH MUTAHHS MPAKTUYHOTO BUKOPUCTAHHS
ACJIO.

HactynHum kpokoMm crtajna po3poOKa HOBOi Bepcii 3a3HAUYEHUX BUMOT —
MoReq 2010.

BukonanHs po3poOKM Ta BIPOBA/DKEHHS AaBTOMATHU30BAaHOI CHCTEMH
JOKYMEHTAIIITHOTO 3a0e3NeueHHss YIpaBiiHHS BJIACHUMU cuUJlaMu 3abe3nedye
€KOHOMIIO KOIITIB Ha KYIIBIIO Yy>XOi CUCTEMHU Ta OOJIK BCIX BUMOT MailOyTHHOTO
CIOKMBaya. Y TOM e Yyac Taka OpieHTAalllsl Ma€ Takl HEJOJIKU:

- CIIBPOOITHUKH, 1110 O€pYTh y4acTh B MPOEKTI, OyAyTh HAJOBrO BiAIpBaHi Bij
CBOIX MpsIMUX OOOB’A3KIB Yepe3 BEIMKUX TUMYACOBUX BUTpAT Ha PO3POOKY 1
BIIPOBAXKEHHSI CUCTEMH;

- MPOEKT MOKe OyTH HE peasi3oBaHUM 4epe3 HENMpaBWIBHO OOpaHOi cTparterii
aBTOMaTH3allii, BIICYTHICTh HaleXHOi KBajidikaili po3poOHUKIB, HECTaul CHJ JJIs
noOyZ0BH TOCUTH OTYKHOT CUCTEMH, JIOTJISTY OJHOTO-/IBOX MPOBITHUX (axiBIIiB;

- PO3pOOHHMKAM CHCTEMH B MEpioj EeKCIUTyaTallii JOBEAETbCS PETyISpPHO ii
MOAM(IKYBaTH B 3B’S3KY 3 MOSIBOIO HOBUX CIIOKUBYUX BIIACTUBOCTEH.

3niiicHeHHst po3poOku Ta BrpoBagkeHHS AC/IO cTOpoHHBOIO OpraHizali€ro,
3a0e3Meuyloun BpaxyBaHHsS BCiX BMMOI MaWOYTHBOIO CIOXHMBaya, y CBOIO 4YEpry
TaKOK Ma€ HEIOIIKH:

- CTBOPEHHSI CHCTEMHU CYIPOBOKYETHCS BEIMKUMHU T'POIIOBUMH 1 YaCOBHUMHU
BUTpaTamu;

- MoAM(QiKallisl CUCTEMHU Yy 3B’S3KY 3 MOSBOIO HOBUX CIOKUBYMX BIACTUBOCTEM

ACJ10 3anexxuTh BiJl MOTEHIlIATY Ta HAAIMHOCTI Opranizamii-po3pooHuKa.

3.2 @yHKUii Cy4yacHUX CUCTeM aBTOMaTu3auii JokymeHToo0iry (CAl) Ta
npoodJsemMa ix BuOopy

3.2.1 ®ynxkuii cyyacaux CAJL

Cuctemu aBTOMaTH3aIlii JOKYMEHTOOOITY, MPOTIOHOBAH1 B JaHUHW Yac Ha pUHKY
YkpaiHu, B OCHOBHOMY BITUM3HSHUX BUPOOHHMKIB a00 IHTErpaTtopiB 3apyOiKHOIO
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nporpaMHoro 3abesrneueHHs, 30kpema, Ha matdopmi Lotus Notes/Domino Bix
kommnanii IBM. 3 ykpaiHChkuX BHpOOHUKIB MoOkHa Big3Hauutu Atnac JIOK,
Megapolis.JlokymenToobir, JJOK ITPO®, ACKO/I 1 FossDoc.

@OyHKIIIi, 110 TPOMOHYIOTh CUCTEMHU e€IEeKTpOHHOro aokymeHToobiry (CEJ)
CBOIM KOpHCTYyBauaM, JOCUTh PI3HOMaHITHI. Y MepuIOMYy HaOJMKEHH1 iX MOKHa
PO3AUIUTH Ha TaKi KaTeropii:

— 30epira”Hs 1 NOLIYK JOKYMEHTIB;

— MiATpUMKA KaHUEIAPIi;

— MapuipyTHu3allis 1 KOHTPOJIb BUKOHAHHS JOKYMEHTIB;

—  aHaJITHYHI 3BITH;

— 1H(dopmaniiina 6e3neka;

— nonatkosi (cnerudivni) GyHKII.

Posristnemo HaitOubI 3aTpeOyBaHi PYHKIIIT 3 MepepaxoBaHUX KaTEropii:

30epiranns i NOUIYK JOKYMEHTIB

LenTpanizoBane 30epiraHHsl JOKYMEHTIB — YU HE €JMHA METa Mepexojly Ha
€JIEKTPOHHUN JOKYMEHTOOOIr 1Jisi MajJeHbKUX KOMIIaHii. Y 3B’A3Ky 3 LIUM BapTo
3BEpHYTH yBary Ha MocTadaJlbHUKa CXOBHUIIA JJAHUX, III0 BAKOPUCTOBYETHCS B Tl 4u
i CEJl. MoXyTh BUKOPHCTOBYBAaTHUCS :

— cxoBuma  Lotus  Notes/Domino  (nampukinan,  BOC-Pedepenr,
CompanyMedia);

— BiacH1 opmatu 36epiranns ganux (EBOPAT-/lokymeHTOOOIr);

— Microsoft SQL Server B pizaux penakmiax (CnopaBa, DIRECTUM,
DocsVision, LanDocs Torno);

— Oracle (Atnac JIOK, JJOK I[TPOD u ap.);

— opanovyacHa miarpumka MS  SQL 1 Oracle (CmpaBa, EB®PAT-
HoxymenToobir, FossDoc Toro);

— 1ami CYB/I.

Cepen GyHKIIN A1 TOUTYKY TOKYMEHTIB PO3PI3HAIOTH:

— MOUIYK 1o aTpuOyTax (MoJyisiX) JOKYMEHTIB;

— TMONIYK IO BKJIaJIEHUX B IOKYMEHTH (pailiam (MOBHOTEKCTOBUM MOIIYK);

— CKJIaJHUM MOIIYK (3 BUKOPUCTAHHSM JIOTTYHUX OTepallii).

IHinTpumka KaHueJ sApii Ta Qi10BOACTBA

[TinTpumka poboTu KaHuesapii — BaxiauBuil komnoHeHT CEJl, opieHTOBaHUX
Ha po0OOTy, fIK B JEpKaBHMX OpraHax, Tak 1 B KOMepILiHHUX opraHizamisx. o

OCHOBHHX «KaHICILAPCBKUX Q)YHKHII‘/JI MOXKHa BiJIHCCTI/I HACTYIIHC!
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— YABJICHHS JOKYMEHTa Yy BHJ1 €JICKTPOHHOI KapTKM — aHajora
peeCTpalifHOl KApTKH IOKYMEHTA;

— MiATPpUMKA BBEJECHHS JTOKYMEHTIB B CUCTEMY 31 CKaHEepa;

— BEJCHHS HOMEHKJIATypH CIPaB;

— peecTpallisi JOKyMEHTIB, B T. 4. TUX, 1110 IPUUIIUIH MO €JIEKTPOHHIH MOIIITI;

— TOBHHUH IUKJI pOOOTH 3 BXITHUMH/BUXITHUMHU JOKYMEHTAMH;

— MIATPUMKA CIY>KOOBUX 3aITUCOK;

— poborTa 31 3BepHEHHSAMH T'POMAJISIH;

— poboTa ¢ 3asBKaMu;

— BEJCHHSA OKypHAJIB peecTpaiii Ta OO0JiKy TanepoBUX OPHUTIHAIIB
JIOKYMEHTIB,;

— MIATPUMKA 1€pApXIYHUX JTOBITHUKIB.
MapuipyTu3anisi i KOHTPOJb BUKOHAHHS IOKYMEHTIB

OyHKIIT JgaHol Kareropii 3aTpeOyBaHl fAK B BEJIMKUX, TaK 1 JpIOHUX
opraHizalisix 1 JO3BOJIAIOTh YNPAaBIATH JOKYMEHTAIbHMMHU TMOTOKaMH Ha
MIANPUEMCTBl 1 KOHTPOJIIOBATH BUKOHAaHHS POOIT 3a JOKyMeHTamMu. |0 OCHOBHMX
GbyHKLIHA JaHOT KaTeropii BiTHOCATHCS:

— TMPOEKTYBaHHS MapIIPyTIB JOKYMEHTIB 3 MOXIIMBICTIO MOCIHIIOBHO-
napajieIbHOTO X BUKOHAHHS;

— MIATPUMKA PI3HUX J1A HAA JOKYMEHTaMH MiJl 4ac MapuipyTy: Bi3yBaHHS,
y3TOJKEHHS, HAKJIaJeHHS PE30JIIOLI11, MIAMKC 1 T. 1H.;

— BiANpaBKa JOKYMEHTIB K 3a TUIIOBUMHU, paHillle CIPOEKTOBAHUMH, TaK 1 3a
BUIbHMMH, BHU3HAYEHUMH KOPHUCTyBaye€M B TMpolleCcl BUKOHAHHS 3aBJaHHS,
MapuIpyTamu;

— TOBIJOMJICHHS CIIBPOOITHUKIB MPO HAAXOKCHHS 10 HUX HAa BUKOHAHHS
HOBUX JIOKYMEHTIB;

— MOBIJOMIJICHHS MPO 3aBEPIICHHS €TaliB MapIIPyTiB;

— MIATPUMKA BEpCii JOKYMEHTIB (IPOEKTIB JOKYMEHTIB);

— aBTOMATUYHUU KOHTPOJb TEPMIHIB BUKOHAHHSI JIOKYMEHTIB.
AHAJITHYHI 3BIiTH

Sx npasuiio, 38iTH B CEJ] cTBOPIOIOTHCS MiJl KOHKPETHOTO 3aMOBHUKA. OJIHaK
ICHYIOTb 1 3arajlbHONPUNHSATI 3BITH, TaKi fK:
—  3BIT PO NOTOYHY 3aHHATICTh CIIBPOOITHUKIB,
—  3BIT PO BUKOHAHHS POOIT MO JOKYMEHTaM (peTpPOCIIEKTUBHUN);
—  3BIT IIOJ0 MPOCTPOYEHUX JOPYUECHbD.
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Indopmaniiina 0e3nexa

dynk1ii 1aHoi kaTeropii 3ade3neuyats iHGOpMaIIiHY O€3IeKy MiAMPUEMCTBA
HACTYITHUMH 3aC00aMU:

— igeHTU(IKaIisl KOPUCTYBaUiB CUCTEMU;

—  pO3MOJILI IIpaB JOCTYIY s CIiBpoOiTHUKIB-KOpUcTyBauiB CEJl;

— MIATPUMKA €JIEKTPOHHOTO HU(PPOBOTO MIANUCY TOKYMEHTIB;

— mudpyBaHHS JHCTIB 1 JOKYMEHTIB,

— BEJICHHS 1CTOPIi 1 CTATUCTUKU POOOTH 3 TOKYMEHTAMHU;

— ayaut poOOTH KOPUCTYBaUiB B CUCTEMI.
Jonatkosi (cnenudivyni) GyHKIil

Hesiki po3poonuku CEJ] npononytoTh psa cnenudiuHux QyHKIIN, BIACTUBUX
TUIBKM JaHIi KOHKpeTHid cuctemi. Hanpuxnan, Lotsia PDM Plus interpoBana 3
CAIIP-cuctemamMu 1 TIATPUMYE POOOTY 3 KOHCTPYKTOPCHKOIO JTOKYMEHTAIIEIO.
Cucrema FossDoc Moke OyTH 1HTErpoBaHa 3 KOPIOPATUBHOIO HOLITOBOIO CHCTEMOIO
FossMail toro x po3poOnuka. [{ikaBi TakoX pilIeHHs, 1110 TPONOHYIOTh IHTETPALIII0
3 nonyisipHoto ERP-cuctemoro 1C:IlimnpuemctBo. bararo CEJl nagatoTh BiacHi
API-iaTepdeiicu as po3poOku HOBOI (hYHKIIIOHATIBHOCTI «IT1]1 3aMOBHHUKAY.

3.2.2 Kpurepii BUOOpY CUCTEMU JOKYMEHTOOOITY

[Tpu Bu6Gopi CEJl cniokuBayaM AOBOJUTHCSA IIYKATH KOMIPOMICHE PIIICHHS,
10 110 MAaKCUMYMY 33JI0BOJIbHSA€ HACTYITHUM KPUTEPISIM:

— 3a0e3nedyeHHs HeOOX1MHOT PYHKIIIOHAIBHOCTI 3 MOMJIMBICTIO TOJQIBIIOTO
PO3IIMPEHHS CUCTEMU;

— MiHIMaJIbHA CYKyIHa BapTICTh BOJIOJIHHS 1 IIBUKA OKYIHICTh CUCTEMH;

— JIOCTaTHIH piBEHb TEXHIYHOT MIATPUMKH;

— BHUPOOHMK, 110 3apEKOMEH]IyBaB ce0e pealbHUMHU BIPOBAKEHHSIMU;

— 001K BITYM3HIHOI 3aKOHOIaBYOi 0a3u;

— Cy0’€eKTHBHI BIIOJI00OAHHS 3aMOBHHKA.

Posrnsinemo noknagHilie nesKi 3 nepesiiueHuX HIbKUe KpUTepiiB.
3abe3neyeHHss PYHKIIOHAIBHOCTI

B iHTepHeTi MOXHA 3HAWTU TOCUTH OAaraTto OrjisiAiB, IPUCBIYEHUX MOPIBHIHHIO
pizaux CEJl. Tak sk OUIbLIICTh 3 ITUX OTJISMAIB CKJIAJICHO HAa 3aMOBJICHHS THUX YU
IHIIMX pO3pOOHMKIB, HE BAPTO HAJITO CEPHO3HO CTABUTUCS O BUCHOBKIB IPO T€, 110
Ta YW 1HIIA CHCTEMa 3a CBOIM ()YHKIIIOHAJIOM BUTITHO BIAPI3HAETHCA BiJ 1HIIUX. B

JaHUN 4yac Bce 1€ (POpMYEThCS 3arajlbHOMPHUIHATA TEPMIHOJOTIS JJIsI TTO3HAYCHHS
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¢ynkuionansHocTi CEZl. Kpim Toro, peanizaiiist OHUX 1 TUX K€ (PYHKI[IH, 3asIBICHUX
PI3HUMH BUPOOHUKAMH, MOXKE CHIIBHO BIIPI3HATHUCS.

[ToBHa (dyHkiionaneHicTh cydyacHuXx CEJ] Moxe 3aiikaBUTH TUIBKH BEITUKUX
KOPHOpPaTUBHUX KIIE€HTIB a00 Jep>KaBHI OpraHd 1 HaBpsAx 4yu Oyne 3arpebyBaHa,
HaAIMpUKIaa, KIIEHTaMH BiJl MaJIOTO 1 cepeHboro Oi3Hecy. ToMmy mepeBara MoBHHHA
OyTH HajJjaHa MMOCTavyaJIbHUKAM, 1110 MIPOMOHYIOTh MOAYILHUN MPUHIIUI JILIEH3YBaHHS
cuctemMu. Bu BuOupaere mMoayni, skl IpU3HAYEH1 JJIsS BUPIMICHHS TUIbKH Bammx
3aBaaHb. Hampukian, cuctemu Ha 6a3i Lotus Notes/Domino B cuity ocoOauBOCTEM
apxitekTypu 1uiargopmu Lotus 3a0e3medytoTb MOJYJIBHICTh «3a 3aMOBUYBAHHSIM).
Ane 1 cepen BiTuM3HsAHUX po3poOok € CEJI, mo peani3ytoTh cBoi (yHKIIT 1
JEH30BaHI 3a MoAyidbHMM npuHuunoM. Hampuknan, cucrtema FossDoc
Mpe/icTaBlieHa JIHIHKOIO MPOAYKTIB, € HAOOPOM MOJYJIB JJisi BUPIIIEHHS TMEBHHUX
3aBJaHb JIOKYMEHTOOOIrY 1 yHpaBiiHHSA Oi3HEc-mpolecaMu. AHAJIOTTYHUM YUHOM
ninen3yroTbest cucteMu DIRECTUM, LanDocs Toro.

Bapto Takox 3BepHYTH yBary Ha MOXJIMBICTH JOJI@TKOBOI'O HApOIIYBAaHHS

GyHKUIA cUCTEMH NP NOJAJBIIIN eKCITyaTarii.
CykynHa BapTicTh BOJIOXiHHA

Sk mpaBuIiO, B MOBHY CYKYITHY BapTICTh BOJIOJIHHS CUCTEMOIO BXOISTh:

— BapTICTh CEPBEPHOI YACTUHHU, IO peali3ye O13HEC-JIOT1Ky CUCTEMU;

—  BapTICTh KIEHTCHKUX POOOYUX MICIIb;

— BapTICTh CXOBUILA JAHUX;

—  BapTICTh BOPOBAKCHHS 1 TEXHIYHOT MIATPUMKH ITiJ] 4ac €KCIUTyaTallii;

— BapTICTh MPOAYKTIB CTOPOHHIX PO3POOHMKIB, IHTETPOBAHUX 3 AAHOIO
CHUCTEMOIO IOKYMEHTOO0Iry.

— BapTICTh peatizanii J0JaTKOBUX (DYHKIIIH («I11]] 3aMOBHHKA).

BapricTh cxoBHINA TaHUX € BaroMuM (aKkTOpOM 3arajibHOr0 MOJOPOKUYAHHS
cuctemu. Tak, 3 1i€i nmpuuvHM pimieHHs Ha Twiatgopmi Lotus Bigpi3HSIOTHCA
MOPIBHSIHO BUCOKOIO BapTicTio. [ocutrs poporo komtyBatumyth CEJl, mio
30epiratoTh gaHi Ha Oracle, cucTeMi, 1110 BUKOPUCTOBYETHCS, SIK IPABUIIO, Y BEJIUKUX
OopraHizaiisix 3 BHCOKMMH BHMOTaMHM J0 HaaiiHOCTI 1 Oesneku. ko Bu
MPEJCTaBHUK Majioro abo cepelHbOro Oi3Hecy, ONTUMalIbHUM pilleHHsIM s Bac
MoxyTh Oyt CEJl 3 mintpumkoro Microsoft SQL Server. Cepen niniiiku MS SQL
Server € ymMOBHO Oe3kowTOBHI cepBicu, miarpumyBaHi aeskumu CEJ[ (Cmpaga,

FossDoc Tomo).
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TexniuHna miaTpuMKa

SkicHa TexHiYHAa MiATpUMKa mnependadae, mo noctadanbHuKk CEJ] Hamae
BCUISIKI 3ac00M 1Jii BCEOIYHOrO BUBYEHHS POOOTH CUCTEMM 1 HaJaHHS MOCIYT 3
KOHCYJIbTYBaHHSI KOPUCTYBayiB 1 OMNEPAaTHUBHOTO YCYHEHHS MOMIYEHHX MOMUIIOK.
KoMnoneHnTn epeKTUBHOT TEXHIYHOT MIATPUMKH:

— 0Oe3komToBHA (a00 YMOBHO G€3KOILITOBHA) AEMO-BEPCIisi CUCTEMHU;

— JIeMOHCTpalliifHi Ta/abd0 HaBYaJbHI POJIMKK MO POOOTI KOPUCTYBayiB 3
CUCTEMOIO;

— JIeTaJlbHa JOKYMEHTAIlli Ha TPOJAYKT 3 JIOKAIi3alll€l0 Ha PiIHY MOBY
KOPHUCTYBAauiB;

—  (opyM TeXHIYHOI MIATPUMKH.

— Inmi  ow-maiitH  cepBicM Ta  TpaaMiliiHa TelepoHHA ~ MIATPUMKA
KOPHUCTYBAauyiB.

AHAJJI3 BITYM3HAHOIO 3AKOHOAABCTBA

IIpu BubGopi CEJl mnst nepkaBHUX CTPYKTYP aKTyaJdbHOIO MPOOJIEMOIO €
BIJIMOBIIHICTh CUCTEMHU 3aKOHOJIaBYOi 1 HOpMaTUBHO1 0a3u. Hanpukian, mpopaiiaepu
€JIEKTPOHHOTO IU(POBOTO MIANMUCY, 0 BUKOPUCTOBYIOThcS B CEJl, moBuHHI OyTH
cepTudiKoBaH1 BIAMOBITHUMHU JCP>KOPTaHAMU.

JI71s1 yKpaTHCBKUX ACPKCTPYKTYP BOKIMBUM MOMEHTOM € IMTOBHA YKPaiHOMOBHA
JoKamizamisi, SK MpU3HAYEHUX Uil KOpUCTyBauya iHTep¢enciB, Tak 1 JOKYMEHTaIlli,
BKJTIOYAIOYM MOKJIUBICTh TEXHIYHOT MIATPUMKH JAEP>KaBHOK MOBOIO.

Cy0’ekTHBHI BIO100AHHS 3aMOBHHKA

Yacto Ha mpakTHill BUPIIAJIbHUMHU (AKTOpaMu Ha KOPUCTh BHOOpPY Ti€i yu
HIIIOI CUCTEMHU JAOKYMEHTOOOIry BUSIBISIOTHCS (OpMalli3oBaHi BaXKKO, CyO’ €KTHUBHI
BIof00aHHsl kiieHTa. [IpoTe, MOKHa BKa3aTH HACTYIMHI MNOLIMPEH! BIOAOOAHHS
3aMOBHHMKIB 1pu Bubopi CEJL:

— BukopuctanHa B OHec-norii  CEJl TtepmiHonorii 30iraerbcs 3
TEPMIHOJIOTIEI0 YMHHOIO Ha  MIJNPUEMCTBI  MANEpoOBOr0  JAUIOBOJICTBA  Ta
JOKYMEHTOO0O01TY;

— cxoxictb  iHTepdeiicy  kopuctyBaua CEJl  Ha  3BuuHe, 110
BUKOPUCTOBYETHCSI 3aMOBHUKOM, IporpamMHe 3a0e3neueHHs (Hampukiaja, Ha
MOIITOBUH KIIIEHT);

— wMoxumBicTh 1HTerpauii CEJl 3 mporpamuuM 3a0e3nedeHHsIM CTOPOHHIX

BUPOOHUKIB, sIKe 3a0e3Meuy€e KpUTUYHO BaXJIUB1 PyHKIIT pOOOTH MIATPUEMCTBA.
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CamocrTiiiHa podora:

1. 3pobiTs nopiBHsUIbHUM aHaN3 pyHKIIOHATBHOCTI CEJl, 110 HalOubII
MOBHO BI/INOB1/Ia€ BalllUM BUMOTaM.

2. OuiHITh CYKYIIHY BapTICTh BOJIOAIHHS 00paHux BaMu cucreM, 3BEpHITH
yBary Ha BapTICTh MPOTPAMHOTO 3a0€3IeUeHHs] CTOPOHHIX PO3POOHHUKIB,
HeoOxinHoro ansg poooru CEJL.

3. BuBuiTh cXeMu JiEH3YBaHHs, MPONOHOBaHI noctayanbHukaMu CEJ, 1
BUOEPITh HAOUIBI ONTUMANbHI AJis ce0e BapiaHTH.

4. O3snHailoMTecs 3 KOMIUIEKCOM MOCIYT 3 HaJaHHS TEXHIYHOI MITPUMKH,
OLHITH camoro nocradasibHuka CEJ] 3a 3asB1eHUMU HUM BIIPOBAI>KEHHAMH.

5. SIKIIO € MOXJIUBICTh — BCTAHOBITh J€MO-BEPCIIO CUCTEMH, BUBUIThH
JEMOHCTpalliiiH1 MaTepiaiu (BiICOPOJIMKH ), MPONOHOBaH1 noctadyanbHukamu CEJL.

6. BuauniTe QyHKIIOHATBHI MOKIIUBOCT] aHATI30BAHUX BaMU CUCTEM, SIKi €
KPUTUYHO BAKJIMBUMHM 3 TOUKH 30pYy 3aKOHOJABCTBA, CYMICHOCTI 3 BCTAHOBJICHUM

MIPOrpaMHUM 3a0€3MeUEHHAM, 3pYYHOCTI pOOOTH CHIBPOOITHUKIB TOIIIO.

4 OCHOBHI CTAHOJAPTHU JJIA PO3POBKHU JOKYMEHTIB VY 11

4.1 Pi3HOBHAHM CTAHIAPTIB

KomMmrmneke J0KyMEHTIB, 0 PerjJaMeHTy€e AISUIbHICTh PO3POOHUKIB, HA3UBAIOTh
HopmamusHo-memoouuHum 3aoesneuennam (HM3). JlokymMeHTH, 11O BXOASATH 0
ckmany HM3 — me craHpapTu, KepiBHI JOKYMEHTH, METOJIMKH, TOJ0KEHHS,
THCTPYKIIii, 1a0JI0HHU, TOIO. BKa3zaH1 JOKYMEHTH PEriIaMeHTYIOTh:

— MOPSIIOK po3pOOJIEHHS, BIPOBAIKEHHS Ta CYIIPOBOAY CUCTEMH;

— 3arajbHi BUMOTH JI0 CKJIaJy CHCTEMH, JO 3B’SI3KIB MIXK II KOMIIOHEHTaMH,
710 SIKOCTI1 MMPOTPaMHOTO 3a0€3MeUeHHS;

— PI3HOBH]IY, CKJIAJ] 1 3MICT IPOEKTHOI Ta MPOTrpaMHOI TOKYMEHTaIlii.

IcTopuyHO ckianocs Tak, 10 OJHUM 13 HAWMOMIMPEHIIIUX CTaHJAPTIB II0J0
CTBOpEHHs nporpamHux cuctem ae-dakro € €CII/l, — €auna Cuctema IIporpamnoi
Hoxymenranii (cepis 'OCT 19.XXX). Bix camoro moyaTky I cTaHaaptu Oyiu
OpIEHTOBAHI Ha KJIAC MOPIBHSHO MPOCTUX MPOrpaM, SKi MOTja po3pOOUTH HEBEIHMKA
rpyna nporpamicTis.

Cranmaptu €CIIJI mpakTuyHO MO30aBiIEHI 3MICTOBHOI CKJIQJOBOi 1 MICTSTH
dbopmasibHI BUMOTH A0 CKJIaAy, 3MICTYy Ta O(OPMIICHHS JOKYMEHTIB, IO OMNHUCYIOTh
IporpaMy Ha pi3HUX CTaAisIX 11 )KUTTEBOro LUKIY. TakoX B HHUX € BUMOTH 0O

nopsiAKy 30epiraHHs U OHOBJICHHS JOKyMeHTarlii. Jleski aBTOpuM BBaXaroTh IIi
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CTaHJApTH 3acTapiiuMu (KOHLENTyalbHO U 3a ¢dopmoro), Ta BomHodac E€CIIJI
MPOJOBXKYIOTh aKTUBHO BUKOPUCTOBYBATH Iif yac opopmiienns [1/1.

3Bakaloul Ha CcTaTyc 10 cydacHoi 0Oasu HM3 MoxHa BiIHECTH Taki
MDKHApOHI Ta BITYU3HSAHI CTAaHAAPTH:

a) o¢iuiitai (public) ctanagaptu:

1) MibkKHaApOIH1:

— ISO/IES (ISO - Bin International Organization of Standardization,
MDKHapoHa oprasizauis 31 cranaaptusanii; [EC — Bix International Electrotechnical
Commission, MibKHApOJAHA KOMICIS 3 €IeKTPOTEXHIKH);

— ANSI (Bin American National Standards Institute);

— CTaHJapTH MDKHApPOJHUX KOHCOPLIYMIB Ta KOMITETIB 31 CTaHAApTU3aLil
(manpuknan koucopiuiym OMG);

2) crangaptu Ykpainu (I'OCT, ACTY):

— T'OCT 34.601-90 «Indopmariitna texnomoris. Komrmuieke ctangapTiB Ha
aBTOMaTU30BaH1 CUCTEMU. ABTOMAaTH30BaH1 cucteMu. CTail CTBOPEHHS;

— T'OCT 34.602-89 «Indopmariiitna texnosoris. Komruieke ctangapTiB Ha
aBTOMAaTU30BaHl CHUCTEMU. TeXHIYHE 3aBJaHHA Ha CTBOPEHHS aBTOMAaTHU30BaHOi
CUCTEMUY;

— T'OCT 34.603-92 «Iudopmaniiina TexHonoria. Bunu BunpoOyBaHb
aBTOMAaTU30BaHUX CUCTEM.

— rally3eBi CTaHJIapTH;

— B1JIOMY1 CTaH/IApPTH.

0) Cranmaptu «ae-pakTo» — CTaHIApPTH, 110 OQIIIHHO HE 3aTBEPKEHI, aje
(dbakTUYHO NiI0Th (HAMPUKIIAJ] CTaHIAPTOM «Je-(pakTo» MOBrUil 4ac Oyad MOBH
B3aemofii 3 6azamu nanux SQL 1 moBa mporpamyBanHsi C), GipMOBI cTaHAapTH
(manpuknan Microsoft ODBC) .

Inmi cmoco6u kiaacugikanii cranaapris

1. 3a 00’€kTOM CTaHIAPTHU3ALII:

— CTaHAApTH Ha MPOJIYKTHU U MOCIYTH;

— CTaHAapTH Ha MPOIIECH ¥ TEXHOJIOT1];

— CTaHAapTd Ha (QOPMH KOJICKTUBHOI [ISNIBHOCTI, a0 yNpaBIiHCHKI
CTaHJapTH.

2. 3a npeIMeTOM CTaHaapTHU3AaIlii:

1) dbyHKIIOHATBHI CTAHAAPTH:

— CTaHJapTH Ha MOBH IPOTpaMyBaHHS;

— CTaHJapTu Ha iHTepdenc, TPOTOKOIH TOIIO;
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2) craHJapTH Ha OpraHizallio KXUTTeBOro mukiy IC.

J1o okpeMoi rpynu NpurHATO BUAUISITH KOPIOPATUBHI CTAHAAPTH.

4.2 KopnopaTuBHi cTaHAApPTH

PeanpHe 3acTocyBaHHs Oynb-KO1 TEXHOJIOT1i MPOEKTYBaHHsS, PO3pPOOKH M
cynpoBoay IC y meBHIH opradizaiii ab0 MPOEKTI HEMOXJIMBE O€3 3aCTOCYyBaHHS
HU3KU CTaHAApTiB (IpaBuji abo yrop), SKUX MarOTh JOTPUMYBATUCH yC1 YYACHUKH
npoekty. Jlis OUIBIIOCTI CKJIAJHUX THPOEKTIB JOBOJUTHCS CTBOPIOBATH BIIACHI
KOMIUJIEKTU HOPMAaTHUBHUX 1 METOJAMYHUX JTOKYMEHTIB, [0 PETJIAMEHTYIOTh MPOLIECH,
eTanu, poOOTH M TOKYMEHTHU Jis MEBHUX MPOTPaMHUX MPOJAYKTIiB. Taki cTaHAapTu
HA3MBAIOTHCA KOPHOPATHBHMMM i CTaHOBJISATh Yroay IIOAO €AMHUX MPABUII
oprasizaiiii TeXHoOJIOT1l ab0 ymnpaBlliHHS y Mexax oprasizauii. Jlo Takux craHgapTiB
HaJeXaTh:

— CTaHJapTH NMPOEKTYBaHHS;

— CcTaHJapTh Ha 0()OPMIICHHS IOKYMEHTAIIIi;

— CTaHJapTH Ha iHTepdelicu KopucTyBaya.

CraHgapT NPOEKTYBaHHS Ma€ PerjlaMEeHTyBaTH:

— Halip mojenel (miarpam) Ha KOKHOMY €Tall IMPOEKTYBAHHS CUCTEMHU Ta
pIBEHB X JIeTali3alii;

— mpaBwia (Qikcaiii NMPOEKTHUX pIilIeHb Ha JAlarpamax 30KpeMa IpaBuia
iMeHyBaHH# (11eHTudiKalii) 00’ ekTiB, HaOlp aTpUOyTIB s BCiX 00’ €KTIB, MpaBHUIia
3alOBHEHHS IMX aTpUOYTIB HAa KOXKHINA CTajli MPOEKTYBAaHHS, MpaBuUiia 0POpPMIICHHS
Jiarpam, 30KpeMa BUMOTH /10 iXHbO1 OpMHU, pO3MIPiB, HATOBHEHHS TOILIO;

— BHUMOTM 70 KoH(Iirypauii poOo4YMX MiClib, HaJalITyBaHHS ONEpalifiHOT
CUCTEMHU, 3arajibHi HAJIAIITYBaHHS MPOEKTY TOILIO;

— MEXaHI3M MNIATPUMKH CIUIbHOI poOOTH HaJ MPOEKTOM, 30KpeMa: MpaBuUI
IHTerpamii MIJCUCTEM NPOEKTYy, MIATPUMKH TNPOEKTY B aKTyaJlbHOMY JMJI BCIX
pPO3POOHUKIB CTaHi (periamMeHT OOMIHY MpPOEKTHOIO iH(opMalli€lo, MpaBuia Ta
METOJMKH CHUHXPOHI3allli TOIIO), MpaBWJI MEPEBIPKU MPOEKTHUX PIlIEHb Ha iXHIO
HECYNEPEYHICTh TOLIO.

CrangapT ohopMIIEHHS MPOEKTHOI JOKYMEHTAIlli Ma€ BCTAHOBJIIOBATHU

— KOMIUIEKTHICTb, CKJaJ Ta CTPYKTYpYy JOKYMEHTalli Ha KOXHIM cTamii
MPOEKTYBAHHS;

— BHMOTH JI0 i opOpMIIEHHS, 30KpeMa 3MICT PO3JLTIB, MAPO3ALTIB, MMyHKTIB,

TaOIUIb TOIIO;
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— TMpaBWia MIATOTOBKH, PO3TJSAY, TMOTOUKEHHS Ta  3aTBEPAKECHHS
JOKYMEHTAIII] 13 BKa3aHHSM T'PAaHUYHUX CTPOKIB BUKOHAHHS KOXHOT CTa/lii;

— BHMMOTH /IO HaJallITyBaHHA TEXHIYHUX 3aC001B MIITOTOBKU JOKYMEHTAII1l;

— BuMord a0 HanamtyBaHHS CASE-3ac0o01B s 3a0€3MeUeHHs] MiArOTOBKU
JOKYMEHTAII11 BIIMOBITHO /10 BCTAHOBJICHUX BUMOT.

Cranpapt iHTepgeiicy KopucTyBadya Ma€ BCTAaHOBJIIOBATH:

— npaBuwia opopMIIeHHs eKpaHHUX (popm (mpudTH, KOJIip CUMBOJIB, Tia),
CKJIaJ 1 po3TallyBaHHs BIKOH Ta €JIEMEHTIB YIIPABIIHHS;

— IpaBuia BUKOPUCTaHHS 3ac00iB BBOIY (KJIaBiaTypu, MUIIl TOIIO);

— mpaBuia opOpMIICHHS TEKCTIB JOBIIOK;

— MepeiK NOBIAOMIICHb;

— mpaBuia o0poOKu (peakilito) Ha Jii KopucTyBaya.

3a OCHOBY KOpIIOPAaTMBHUX CTaHJAPTIB MOXYTh NpUUMATHCS 2any3esi,
HayioHanvHi a00 MmixcHapooui ctanaaptu. Jlo HUX MOXYThb HaJeXaTH PI3HOTO POIY
METOAMYHI MaTepiaiii NpoBiIHUX (ipM-po3poOHuKiB I3, ¢ipM-KOHCYIbTAHTIB,
HAyKOBUX IIEHTPIB, KOHCOPIIIYMIB 31 CTaH1apTH3allii TOMIO.

CamocrTiiiHa podora:

Ornsan MDKHapOJHUX CTaHJAPTIB HA MPOEKTYBaHHS 1H(QOPMALIHHUX CUCTEM Ta
MPOrpaMHUX MPOJYKTIB.
Cranpaptu €CII/.

S IHCTPYMEHTAJIbHI 3ACOBU OPT'AHI3AIIIL
JOKYMEHTOOBITY VY IIJ

Ilnan Jekwii Ta camocriiiHoi podortu (Cucrema  ynpaBiiHHA
€JIeKTPOHHHUMHM JOKYMEHTAMM)

Cucrema yIpaBIiHHSA €JIEKTPOHHUMHU JOKYMEHTaMH BHUMOT'H,
XapaKTepUCTUKH, MPOEKTYBaHHs, BrpoBamkeHHs. Buaun CEJL.

[Ipouiecu ynpaBiiHHS JOKYMEHTaMM: HyMepalis, o0JiK, peecTpallis BXITHUX 1
BUXIHUX JOKYMEHTIB, poOOoTa 3 BHYTPIIHIMU JOKYMEHTAMH, CYNpPOBiJHA
iHopmarlis, 30epiraiss 1 npasa JOCTYIY /10 JOKYMEHTIB.

KonektuBna poOota 3 Qaitnamu, neperisj, pelaryBaHHs Ta KOHTPOJIb BEpCi,
CKaHyBaHHS JIOKYMEHTIB, aBTOMAaTHU30BaHE 3aBAHTAKEHHA (ailniB, aTpuOyTUBHUH 1
MOBHOTEKCTOBUM MOMIYK iHGopMaIlii, 00Jik po60oYOro yacy i KOHTPOJIb BUKOHAHHS,
3BITHICTb.

Poni kopuctyBauis. [1oBiqoMIICHHSI BUKOHABITIB.
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6 ITPOLLEC YIIPABJIIHHA JOKYMEHTAMHA

6.1 IIporpamui 3aco0u aBTOMaTH3alil JOKYMEHTO000iry

Buau pimens 18 apToMaTH3anii JOKYMEHTO00Iry

3aBAaHHS YOpaBIIHHS JIOKYMEHTAaMH MOXKHA BHPIIIUTH 3a JOIMOMOIOIO
HACTYIMHHUX OCHOBHUX BHJIIB MPOrpaMHKX 3ac001B: 3aC001B IpymnoBoi poOOTH;

— CHCTEM YIpaBJIiHHS OCOOJMBUMH BUJAMH JOKYMEHTIB (30KpeMa, PDM-
CUCTEM);

— CHOeUiaJbHUX  MOJYJIB  YIpaBiIiHHA  JOKYMEHTOOOIroM y  CKJail
KOPHOpPaTUBHUX 1H(HOPMAIITHUX CUCTEM ISl MIATPUEMCTB;

—  YHIBEpCAJIbHUX CUCTEM €JIEKTPOHHOI'O JOKYMEHTOOOITY.

IIporpamue 3a6e3neuenHsi rpynoBoi podooru (Lotus Notes, MS Exchange,
Novell GroupWise) opieHTOBaHE Ha Oprasizamilo e(peKTUBHOI B3aeMOIl
KOPHUCTYBauiB. 32 CBOEIO CYTTIO, BOHO € PO3IIMPEHHSM MPOrpaM eJIeKTPOHHOI MOIITH
1 He 3aBXKIU MIAXOAUTH IJIs1 pOOOTH 3 KPYITHUMH apXiBaMH JIOKYMEHTIB.

CucreMm ympaBliHHS OCOOJMBUMM BHJIAMH JIOKYMEHTIB MOKHA YMOBHO
PO3IiIMTH HA ABi KaTeropii.

Jlo mepmioi kaTeropii BXOASATh MPOTrpaMHi 3aco0M, L0 OPIEHTOBaHI Ha
BY3bKOIMIPO(LJIbHE 3aCTOCYBaHHS 1 HE MAarOTh 3aco0IB 1HTErpamii 3 IHIIUMH
iHpopmartiitnumu cucremamu. [ToniOHI cucteMu € Ha MIANPUEMCTBAX 1 IpeICTaBIEH1
B OCHOBHOMY MICIIEBUMHU PO3pOOHHKAMU. BuTpaTu Ha MIATPUMKY 1HQpacTpyKTypu
TaKMX CUCTEM HACTLIBKU BEJIMKI, 1110 BOHHU MOCTYIOBO 3KUBAIOTh ceoe.

VY npyry kareropito BXoAsTh crerianizoBaHi PDM-cuctemu, npusHaueHi s
yIpaBIiHHA BUPOOHHUOIO 1H(OpMAIIIE€I0 1 10 MalTh 3acO0U IHTErparii 3 IHIIUMH
nporpaMHUMHU cucreMamu. PDM-cuctemMu mnpamioTh BXe 1 3 €JIeKTPOHHUMHU
oOpa3zaMu CKJIaJIHUX 00’ €KTIB (HANPUKJIIA, KOpAOIIiB 1 MAIIHH).

CrneuiagbHi MoayJi ynpaBJliHHSI JOKYMEHTO00IroM MICTAThCS Yy CKJIaidl
nepeBakHoi OumbmocTi KoprnopatuBHux iH@opmauiinux cucrem (KIC). Ilpore
MO>KJIMBOCTI IIUX MOJYJIIB JOCTATHRO OOMEXKEH1, OCKUIbKH MPAKTUYHO HEMOKJIUBO
CTBOPUTH yHiBepcasibHy 1 moBHOoQyHKIIoOHATRHY KIC. /o Toro x 1ina 3axigaux KIC
HACTUIbKU BeJIMKA (COTHI THUCSAY 1 MUIBHOHM J0OJapiB), 110 HE KOXKHE MIANPHUEMCTBO
MOX€E J03BOJUTH CO01 X BIPOBAIHKEHHS.

BaxiuBoio ~ BIACTUBICTIO  YHIBEpCAIbHUX  CHCTEM  €JIEKTPOHHOIO
JOKYMEHTO00Iry € Te, 110 BOHM HAJal0Th MOXJIMBICTh KOMILIEKCHOTO BUPIIICHHS
BEJIMKOI0 4YMclia 3aBJlaHb YNpaBliHHA JOoKyMeHTamu. KpiMm Toro, iX BIpOBaIKEHHS

MOX€E BUSIBUTHCS JICIICBIINM 1 €(DEKTUBHIIITUM.
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B Oubmocti Bunaakie CEJl MawoTh 1muito3u uisi poOOTH 3 MPOrpaMHUM

3a0€3MeUYeHHSIM TPYyHoOBOi poOOTH 1, MPU HEOOXITHOCTI, MOXKYTh BHUKOPHCTOBYBAaTU

HasiBHI B HhOMY IOIITOBI MPOTPAMH.

Cnig Takox Bim3Hauutd, mo B Outemocti CEJl peanizoBaHa iHTerpaimis 3

Hanouem BimomuMu KIC (3okpema, 3 SAP R/3, Baan, Oracle Applications To1o).

Came MOXJIUBICTH IHTErpalii 3 pI3HUMH J0JaTKaMH € OJHIEI0 3 XapaKTepPHUX

BrnactuBocTeil CEJl. 3aBnsiku HasBHOCTI i€l BiactuBocti, CEJl MOXyTh BUCTyNaTH

AK JIaHKa MDK pPI3HUMH CHUCT€MaMM, IO (YHKI[IOHYIOTh Ha MIANPUEMCTBI,

CTBOPIOIOYH OCHOBY AJIA OpFaHiBaHﬁ BChOI'O ,Z[iHOBOI[CTBa.

6.2 IIporpamue 3a0e3ne4eHHs TPYNOBOI pOOOTH

OcHOBHI (QyHKIIIT TpOrpaMHOTo 3a0e3MeUeHHs Il pOOOYUX IPYII:
—  €JIeKTPOHHA MOIITA;

—  miaTpuMKa BieokoHdepeHIii / Hapan;

—  KepyBaHH$ 300paKeHHSIMU IOKYMEHTIB;

—  CIUIbHE BUKOPUCTAHHS JOKYMEHTIB;

—  MapuipyTHu3auis JOKyMEHTIB;

— KaJICHAAPHC IIJIAHYBAHHA.

6.3 PDM - cucremMu ynpasJiiHHA BUPOOHHY 010 iHdopManicio

PDM (Product Data Management) € 3aralbHUM TEPMIHOM ISl TIO3HAYEHHS

CUCTEM, IO 3a0e3MeyyroTh PO3MOAUICHHH IOCTYN A0 MPOEKTHOI iH@opMmamii Ta

BHiﬁCHIOIOTB yr[paBJIiHHSI nponccaMm IPOCKTYBAHHA, BI/Ip06HI/ILITBa, a TaKOX

MIATPUMKH, €KCILTyaTallii, CypoBOY ¥ yTUIi3a1lii TEXHIYHUX BUPOOIB.

1.

dyHKII0HAIBHI MOXIJIMBOCTI PDM-cuctem:

Ynpasiinaa 30epiranHsaM aaHux i gokymenramu. B PDM-cucremax
peanizyeTbcsi CXOXKui Habip 3aco0iB  opraHizamii 30epiranHs JaHuX 1
YIPaBIiHHSI JOKYMEHTaMU (MOXJIHMBOCTI €JIEKTPOHHUX CXOBHIL JaHUX,
YIpaBIiHHS BEPCISIMU, KOHTPOJIb aBTOpH3alii JUisi OOMEXKEHHS JOCTYIy M0
iHopMmallii, TOIO).

Yupasiinas CTPYKTYpPOIO MPOAYKTY. butbmricte  PDM-cuctem
3a0e3meuyloTh CXO01 0a30Bl MOXJIMBOCTI MAaHINYJIIOBAaHHSA CTPYKTYpOIO
BUpOOYy (BU3HAUEHHS 1 MOAMQIKAILIIO CTPYKTYpHU, MIATPUMKY BepcCii 1 Omiii
JU3aiiHy 1 1HII MOXKJIMBOCTI).
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CamocrTiiiHa podora:

Hywmepauist, oOmnik, peectpaiiisi BXIAHUX 1 BUXIIHUX JIOKYMEHTIB, poOoTa 3
BHYTPIIIHIMHA JOKYMEHTaMH, CYNpOBiJHA 1HPOpMallis, 30epiraHHs 1 mnpaBa JOCTYITY
710 TOKYMEHTIB.

7 IPUHIUIINA KOJEKTUBHOI POBOTHU 3 JOKYMEHTAMU

ILnan nekuii Ta camocTiHHOI podoTH

KonektuBna po6ota 3 daitnamu. [lepernsa, penaryBanss Ta KOHTPOJIb BEPCIi.
CkaHyBaHHS JJOKYMCHTIB.

ABTOMAaTH30BaHE 3aBaHTAKEHHS (aTiB.

ATpuOYTUBHUM 1 TOBHOTEKCTOBUH MOIIYK 1H(QOpMAIIii.

0611k poO0OUYOTO Yacy 1 KOHTPOJIb BUKOHAHHS, 3BITHICTD.

Poni kxopuctysauis. [1oBiqoMII€HHSI BUKOHABITIB.

8 JOKYMEHTOOBIT SIK IHOOPMAIIMHA MOJIEJIb
OPI'AHI3AIII

8.1. Enexrponnmnii odic

3nilicHeHHs  1HQOpMaLIMHOI  ASUIBHOCTI Yy  CHUCTEM1  OpraHizaiiiHoro
yIpaBliHHS B yMoOBax (YHKIIIOHYBaHHS AaBTOMATU30BaHUX CHUCTEM NOTpedye
BpaxyBaHHS MIAXOMIB 0 MOJeENeH «elNeKTpoHHUX OQiciB”, cPOpMyTbOBAHUX IIIC
Hanpukinii 80-x pokiB. Enektponnuil odic nependadae opranizaiiio poOOTH rpyI
KOPHUCTYBauiB HaJ CHUIbHAM BHPIMIEHHAM CKJIQJHMX PO3MNOJAUICHUX 3aBAaHb Y
KOMIT FOTEPHUX Mepexax 3a JOMOMOIo 3ac001B OOYHMCIIOBAIILHOT TEXHIKH. K
MpaBWIO, BUAUISIOTH TaKl €Tanmu PO3BUTKY KOHUEMNUIi eIeKTpoHHOro odicy
(puc. 8.1).

Ha odic noknamaroTe OCHOBHI (YHKIII Oprasizauii Ta yOpaBIiHHS 3
PEryJIOBaHHS MiSUTBHOCTI MIANPUEMCTBA y IUIOMY 3 BHUKOPUCTaHHSIM CYYacCHUX
3aco01B MIATPUMKHU 1H(GOpPMAIIHHUX OOMIHIB B OpraHizaiii BUAM TaKUX OOMIHIB
HaBeJIeHo y Tabwuil 8.1.
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- peamizamisi MOXTHBOCTI e(eKTHBHO mia-
OcHosHI Qhynryit TPHMYBATH 1 PO3BHMBATH 3B A3KH 3 MapTHe-
eneKkmponn020 ogicy pamMM, YCHIIIHO TPHCTOCOBYBATHCH IO
NIBHIKO3MIHIOBAHOI €EKOHOMIYHOI CHTYAIIi;
BKIOYEHHA (ipmu 10  iH(opmauiiinux
CTPYKTYD PHHKOBOi €KOHOMIKM KpaiHu Ta
CBITY, JOCTYI 0 KOMEPUIHHUX 0a3 JaHuX,
MPOBE/ICHHS  €IIEKTPOHHOTO MapKETHHTY,
peknaMHuX Ta iHpopMaLiiiHUX 3aX0/iB;
KOOP/JMHALA AiSIbHOCTI BCEPE/MHI 1 30BHI
oprasisarii;
- [IOmOMOra Y BHPOOJCHHI 1 TPUHHATTI edek-
THBHHX PILLEHB;
BUKJIIOYCHHS 3aTPHMOK 1 MOMHIOK TIpH
| onpaiosanHi iHopmaLi, 10Ky MEHTIB

- @IEKTPOHHI 3acO0M OMpaItOBAHHS TEKCTIB,
- NOKaJbHI KOMM IOTEPHI Mepexi 1 aBToMaTH-
3auia podIT 3 JHOKYMEHTaUlHHOro 3adesre-
YEHHA YIPABITIHHA,

PO3BHMTOK TENEKOMYHIKAUIHHHX CHCTEM 1
ABTOMATH30BaHI poboYi MICHA TEPCOHATY
odicy;

- CJEKTPOHHI apXiBH 1 CXOBHIIIA TaHHX,

- perioHaneHi 1 rao0anbHI KOMIT FOTEPHI Me-
| pexi.

Emanu pozeumky
KoHYyenyil
eNneKmpoHno20 ogicy

Pucynok 8.1 — dyHKIIIT Ta KOHIIEMIIS €JIEKTPOHHOTO 0dicy

VYci BKkazaHi 00MIHU 3A1HCHIOIOTHCS B MEKaxX 1H(POPMAIIHHOTO cepeIOBHUIIIA.

Inpopmaniitne cepenosumie (Information environment) — 1e CYKyNHICTh
TEXHIYHUX 1 IPOTpaMHUX 3ac001B 30epiranHs, onpaloBaHHs, nepenadi iHgopmariii, a
TAKOX TOJITUYHI, EKOHOMIYHI 1 KYJbTypHI YMOBM peaii3allii mIpoueciB
1HpOopMaTHU3aIlii.

VY nmisnbHOCTI OyAb-sKOi oOpraHizaiii BakJMBe Miclie 3aiiMae poOoTa 3
JOKYMEHTaMH, sIKI HEOOXITHO OJI€P’KYBaTH 330BHI, TOTYBaTH BCEPEAMHI OpraHizaiii,
peeCTpyBaTH, IepefaBaTd IMpalliBHUKAM, KOHTPOJIOBATH BUKOHAHHS, BECTH
TOBIIKOBY poOOTy, 30epiratu. OpraHizailis poObOTH 3 JIOKYMEHTaAaMU € Ba)XJIUBOIO
CKJIQZIOBOI0 YACTHUHOIO TMPOIIECIB YIPABIIHHS 1 NPUUHATTS YNPaBIIHCHKUX PIlLICHb,
gKa ICTOTHO BIUIMBAa€E Ha  OMNEPATHBHICTh, EKOHOMIYHICTH 1 HaJIHHICTD
(GYHKUIOHYBaHHS anapaTy YOpaBIiHHS YCTaHOBM, KyJbTYpy Mpalil YIpaBIiHCHKOIO
MEPCOHANY 1 SKICTh YNpaBiiHHSA. MO)KHAa BU3HAYUTH KUIbKA TUMIB (PYHKIIOHAIBHOI
B3aemozii. HalinpocTtima monaens — Big oaHoro no oxHoro (puc. 8.2). Hactymna
(dbyHKITIOHAIBHA MOJIEIb-BIJ OHOTO A0 0araTthoXx (puc. 8.3).
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Tabnmuus 8.1 — Buau iHpopMaiiitHux oOMiHIB y opraHizarii

Bun indopmarniiitnoro oominy

3acTocyBaHHs

1

2

OOMIH MK Oprasizali€ro Ta 30-
BHIIIIHIM CepeIOBUIIIEM

- B3a€MO/IiS 3 TPOMaJITHAMU, IHITUMU OpraHaAMU
JIeP>KaBHOTO YIIPaBJIiHHS Ta CTOPOHHIMH
oprasizauisiM 3 METOI0 peasizallii ¢ yHKIIii
TP KaBHOTO YITPaBJIIHHS

MixpiBHEBUM (BepTUKATIBHUN )
oOMiH 1H(pOpMaIIi€r0 B OpraHi-
3arii

MOTOKHU 1H(OopMaIlii, SKUMHU MOBIIOMIISIOTh
M1JIETIINM PO TOTOYHI 3aBJIaHHS, KOHKPETHI
JOpYUYEHHS, 3MIHY MPIOPUTETIB Ta 1H.;

BUCXIJHI TOTOKH 1H(QOpMALIii - 3BITH TIPO
BUKOHAHHS 3aBJIaHb, TPOIO3HUIII] 3 YIOCKO-
HaJEHHS TEXHOJIOT1i Ta 1H., 3@ JI0MOMOT0I0 SIKHX
KEpPIBHUIITBO 1HPOPMYIOTH MPO MOTOYHI Ta
MO>KJIMB1 MPOOJIEMH, ITPO MOMKIIMBI BapiaHTH
pIllICHb.

INopuzonTanpHU 00MIH 1HPOP-
MalI€ro

Hapaau KEPIBHUKIB CYMDKHUX MIAPO3ILIIB,
3Q/IISTHUX Y BUKOHAHH1 CIJIbHUX 3aBJaHb;
HapaJu KEPIBHUKIB MiAPO3ALIIB, K1 MAIOTh
CXO01 BUPOOHNY1 3aB/IaHHS;

poOoTa y Mexax pobouunx rpyn (yrnpaBiiHHS
IIPOEKTOM).

Hedopmanbsauii o6MmiH iHOp-
Mall€10

0OroBOpEHHSI BUPOOHUUYMX MUTaHb M1 Yyac
HedopMabHUX 3ycTpiuei (i yac 001AHbOT
NepepBH, CBITKOBUX 3aX0/I1B TOLIO);

YYTKH, OCHOBHOIO IPUUUHOIO IKUX € JeDILUT
odiriiiHo1 1HPOpMAaIIii.
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OokyMeHT

Pucynok 8.2 — HaiinpocTima ¢gyHKIioHaJIbHA MOJI€TTh BUKOPUCTaHHS
JOKYMEHTA

- G0d

Pucynok 8.3 — Mojienib BUKOPUCTaHHS IOKYMEHTA: BiI OJTHOTO - 710 6aratbox

MokHa yCKJIaJHIOBaTH MOJENl, 30UIBIIYIOYM KUIBKICTh JOKYMEHTIB 1
BUKOHABI[IB. OJIHAK, SIK HaWOLIbII BaXJIUBY XapaKTEPUCTUKY AOKYMEHTA, BUIAUIMMO
HOro ¢yukuionansuicts, TOOTO MOKJIUBICTb BUKOPUCTATH OJIMH 1 TOW K€ JOKYMEHT Y
NeKUIbKOX GyHKUiSX. [ BIacTUBICTH A03BOJISE HE MPUMHOXKYBATH KIJIBKICTh BUIIB
JOKYMEHTIB Ha MiAIpUeMCTBI. B TOl e yac came 1151 BIaCTUBICTh BUKOPUCTOBYETHCS

B OCHOBHIM ()YHKLI] CUCTEMH YIpaBIiHHS - KOHTpOI1 (puc. 8.4).

KoHTpons

N
Y

Pucynok 8.4 — Kontpomb - nonarkoBa GyHKIliE 0OpOOKH JOKYMEHTA

Opranizamiss poOOTH 3 JOKyMEHTaMM (JOKyMEHTalliiiHe 3a0e3reueHHs
ynpasiinasg, gam J[3Y) — BaxxnuBa ckjajoBa 4acTHMHA MPOLECY YIPABIIHHS 1 IpH-
WHATTS yNPaBIIHCHKUX PIllIeHb, SIKA ICTOTHO BIUIMBAE HAa OMEPATUBHICTH Ta SIKICThH

yIpPaBIIiHHS.
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I3 30inbLIEHHSIM MacIITa0lB MiANPUEMCTBA 1 KIIBKOCTI HOTO CHIBpPOOITHUKIB
nuTaHHs 1npo epextuBHICTh J3Y crae Bce Outhin akTyasibHUM. OCHOBHI ITpoOiemMu,
AK1 IPU LILOMY BUHUKAIOTb:

— KEpIBHMILITBO BTpaya€ IUIICHY KapTUHY TOro, IO BiAOyBaeThCcsl Ha
MIIIPUEMCTRI;

—  CTPYKTYpHI MiAPO3JUIHM, HE Marouu iHopmalii mpo JiSIbHICTH OJHUH
OJIHOTO, HE MOXYThb €()EKTHBHO MpAIIOBaTH 4Yepe3 He3JIaroKeHICTh, 3HMKYETHCS
AKICTh OOCIIyTOBYBAaHHSI KJIIEHTIB 1 3/JaTHICTh OpraHizaiii MiATPUMYBAaTH 30BHIIIHI
KOHTaKTH;

—  sK HaCJIIJIOK, CIOCTEpIraeThcsl MaJiHHS MPOAYKTUBHOCTI Mpalli 1 BUHUKAE
HecTauya pecypciB: JIOJICHKUX, TEXHIYHUX, KOMYHIKAI[IHHUX Ta 1H.

OCHOBHUM IHCTPYMEHTOM IpU OOIPYHTYBaHHI METOJIB 1 HANpPSIMKIB
iHpopmaTH3alii KOHKPETHOIO OpraHy yIpaBiiHHA TOBMHHA CTaTH  HOTO
iHopMaIliiiHa MOJIENb.

8.2. Inopmaniiina mogean opravizamii

VY KOHTEKCTI MNUTaHb JOKYMEHTAIIMHOTO 3a0€3MEeYeHHs YIpPaBIIHHS Tij
TEPMIHOM «OpraHizaiis» 0yJaeMo po3yMITH IIUPOKUHN CIIEKTP BUJIIB OpraHizallii - Bij
MIANPUEMCTB, 10 BUPOOJISIOTh MaTeplallbHUM MPOAYKT, 0 OpraHizaliid, OCHOBHUM
pE3yNbTaTOM JISUTBHOCTI SIKUX € HeMareplaJbHuM NpoAyKT abo mociyra. bynb-sike
MIANPUEMCTBO CKJIQAAETBCA 3 MIAPO3JUIIB, TOOTO Ma€ TMEBHY OpraHizamiiny
CTPYKTYpY (puc. 8.5).

BupoOHHUMMH yMOBHO Ha3BEMO MIAPO3JUIM, SIKI BHUKOHYIOTb OCHOBHY
GyHKLII0 TIATPUEMCTBA (SIK Y BUTIAJKY BUPOOHUIITBA MaTepialbHUX MPOAYKTIB, TaK 1
MPU HaJTaHH1 PO UILHUX MOCTYT).

[TignpuemMcTBO Mae BHYTpilIHI 1H(GOpMAIIiiHI 3B SI3KH (B3a€MO/IIs1 KEPIBHULITBA
3 MJIErJIMMUA Ta BHUKOHABIIMHU) 1 30BHILIHI 1H(OpMaIiiHI 3B‘S3KU (B3aeMOAIs 3
KOHTPOJIIOIOYMMH OpraHaMHu, CYMDKHUMHU HIANPUEMCTBAMH, CIOXXKMBaYaMH Ta 1H.).
Cucrema iHdopmalliiiHoro 3abe3nedyeHHs 3AlMCHIOE 1HQOpMALIHHY MIATPUMKY
IISUTBHOCT1  OpraHizamii y BCiX Hampsmax CiIy)O00BOi AisNIBHOCTI, HaJlal0uu

0araToluIbOBY CTATUCTUYHY, aHAIITHYHY Ta JIOBIKOBY 1HGOpMAIIiIO.
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( Buwi abo koHTpoMoKYI opraHi ]
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Cnyx6u1 ynpaeniHHa

Einniig | Byxrantepis | MapKaTMHrl

Cnyxbu BupoGHudi
s3aBesnevyeHHA nigposginm

Pucynok 8.5 — Tunosa cxema ninpueMcTBa

[ndopmartiiine 3abe3neyeHHs] YNpaBIiHHA— 1€ KOMIUIEKC OpraHi3aliiHHuX,
MPaBOBHX, TEXHIYHMUX, TEXHOJOTIYHUX 3axO0JiB, 3aco0iB Ta METOMIB, IO
3a0e3MeuyloTh y Mpolieci YNpaBiiHHA 1 (YHKIIOHYBaHHS CUCTEMHU 1H(oOpMaliiHi
3B’SI3KM 11 €JIEMEHTIB BHACIIJIOK ONTHMAJIBHOI OpraHi3aiii MacuBiB 0a3 JaHUX 1
3HaHb.

CydacHi KOHIeNI[li yNpaBiiHHA 1HQOPMALIMHOW IAJIBHICTIO HA MiINPH-
€MCTBaxX HIMPOKO 3aCTOCOBYIOTh 171ei inopManiiiHoi JIoricTHKU IS HO6YI[OBI/I MoJeJien
iHpopMaIiitHOT TIAIBHOCTI MIANPUEMCTBA, SIKI BiTOOpa)xalTh B3a€EMO3B’SA3KH MIXK
1HpOpMAaIIITHUMU OTOKaMH, a BIPOBAKEHHS KOMIT I0TEPHUX TEXHOJIOTIN 103BOJIsE
3acTocoByBaTH wmenemkment painosux npouecie  (Workflow Management), sikuii
MIpeCTaBIIsi€ COO0I0 yIpaBIiHHA 1HGOPMAIIHHOO JIOTICTUKOIO Ha 0a31 KOMIT FOTEPHOT
TEXHOJIOT1i 1 OCHOBHOIO METOI0 SIKOro € 3a0e3MeyeHHs MISJIbHOCTI 3 BUKOHAHHS
rOCTOJIapChKUX 3aBlaHb HEOOX1MHOI i1H(OpMAaIli€l0 BIAMOBIIHOIO BHIY, 00’ €My,
SAKOCTI, Y BIATIOBIIHI TEPMIHHM 1 Y BIAMOBITHOMY MIiCIIi.

Indopmariitna noricTuka — e opraHizaiis 1 3aCTOCYBaHHs 1HGOpPMAIIIHOTO
3a0€3Me4YeHHs] BUPOOHUYO-TOCTIOJAPCHKUX TMPOLIECIB Ha MIANPUEMCTBIL. Bona
0a3yeThCsA HA CUCTEMHOMY IMIJIXO1, SKUHA OXOIUIIOE BC1 BUIU AISUTBHOCTI, IOB’sI3aHi 3
IUIAaHYBAaHHSM 1 YNOPaBIIHHAM [POLIECAMH, CHPSIMOBAaHUMHU Ha 3a0€3MeUCHHS
MIANPUEMCTBA PEJIEBAHTHOIO 1H(POPMAIIIETO.

Teopis 1 wMeronuka iH(MOpMAaIifHOTO 3a0e3MeueHHs] 1 JOKYMEHTYBaHHS
YNPaBIIHCHKUX MPOLECIB, YIPABIIHHS JTOKYMEHTALIEIO (B TOMY YKCI1 €JIEKTPOHHOIO)
norpedye BUBYEHHS CaMOi CXEMH YNPABIIHHS, 3MICTY YINPaBIIHCHKUX 3B’ A3KiB,

BIUIMBY YIPaBJIIHCHKOI A1i 00’€KTa, IO Kepye, HAa KEpPOBaHUI 00’€KT, a TaKOX
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npo0sieM, MOB’S3aHMX 13 HACTYIHUM KOPUCTYBAaHHSM JOKYMEHTaMH Yy iXHBOMY
JUHAMIYHOMY CTaHI.

Jist eheKTUBHOTO BIPOBAKEHHSI CHUCTEM E€JIEKTPOHHOTO JIOKYMEHTOOOIry Ha
HIANPUEMCTBI HEOOX1THO CTBOPUTH Oi3HEC-MO/IEIb MIAIPHUEMCTBA.

biznec-monens mignprueMcTBa — 1€ CyKYyIMHICTh rpadiyHUX 1 TEKCTOBUX OIHUCIB,
AK1 Jal0Th 3MOTY 13 3aJJaHOI0 TOYHICTIO PO3YMITH Ta IMITYBAaTH MPOIEC YIPABIIHHS
M1ATIPUEMCTBOM.

CrpykTypy 013HEC-MOJIE]1 MOKHA MPEACTABUTH Y BUJI1 TAKUX CKIIaJIOBUX:

— opraHizaijiiiHa Mojeib — OprasizaiiifHa CTpyKTypa HIANPUEMCTBA 1 PO,
K1 BUKOHYIOTbCS CITIBPOOITHUKAMU MIANPUEMCTBA Y CTPYKTYp1 yIpaBIiHHS;

— (ynkuionanbHa Mojenb — Oi3Hec-mpouecH 1 MOfili, [KI IHIMIIOITH Il
O13HeC-IpoLeCH, BUXIHI pe3yJIbTaTH;

— iHdopmaniiHa Mojenab — cxema I1H(QOopMaliiHHUX MOTOKIB Y KOHTYpi
yIpaBiIiHHA, MoOyaoBaHa Ha 0a3i QyHKIIOHANBHOI Mojenl. [Hgopmayilina mooens
opratizaiii € CXeMOl TIOTOKIB iHdopMalli, BHUKOPUCTOBYBaHOI B MPOIECI
yIpaBIliHHS, BiAOOpakae pi3HI NpPoOUEAYpM BHUKOHAHHS (YHKLIN yrpaBiaiHHSA
Oprasizali€lo 1 MpPeCTaBlsi€ 3a KOKHUM 3aBJAaHHSM 3B’S30K BXIAHUX 1 BUXIIHHUX
JIOKYMEHTIB 1 TOKa3HUKIB.

[ndopmariitna Mozens opranizanii opieHTOBaHa Ha iHOpPMAIlIO K pecypc,
AKUU BHUPOOJIAETHCS 1 BUKOPUCTOBYETHCS Yy Tpolieci (DYHKI[IOHYBaHHS CHUCTEMH
yIpaBJliHHS, COPSIMOBaHa Ha PO3B’sA3aHHS 1HPOPMALIHHUX MPOOJIEM, pallloOHAI3AIlII0
Ta 1HTEerpauilo iHGopMaliiiHUX MPOIIECiB, MOKpAIlaHH OpTaHi3aliiHOl CTPYKTYpH,

MIBUINECHHS €(EKTUBHOCTI pOOOTH Yy IJIOMY.

8.3 Opramnizanist ik 00’€KT BIPOBAJIKECHHS €JICKTPOHHOI 0
JOKYMEHTO000Iry

JILTOBOJICTBO € KOMIUIEKCOM 3axO0JiB 13 3a0e3NedyeHHs JTOKYMEHTAIlIMHOTO
3a0e3MnedeHHsl yNpaBliHHA NiANpUeMcTBa a0o opranizauii. Tpaguiiiina oprasizaiis
CIy0 autoBojCcTBa (YIpaBIiHHS CIIpaBaMH, CEKpeTapiaT, KaHIespis Ta 1H.)
CIpsIMOBaHA Ha BUKOHAHHS TaKUX (DYHKYILL:

— OprasizaimiiiHe Ta JOKyMEHTallliiHe 3a0e3ledeHHs IJIBHOCTI  IMif-
MIPUEMCTBA;

—  Oprasizailis €AUHOTO TOPSIAKY POOOTH 3 TOKYMEHTaMU Y MIApo3iiax;

— oprasizaiis IHIUBIAYaJlbHOI Ta CHUIBHOI 3MICTOBOI IIJATOTOBKH JI0O-
KYMEHTIB Yy HIAPO3/1Jiax;

— OOMIH JOKYMEHTaMHM BCEpEIWHI Ta MIDK CTPYKTYpPHUMHU MiIPO3ALIAMU
oprasizaii;
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— CTBOPEHHsS YHI(IKOBaHHUX TEXHOJOTIYHUX TMPOLEAYpP MNPOXOIHKEHHS 1
OTpaIlOBaHHS JOKYMEHTIB Yy MiJIpO3A1Iax;

— BUKOpPUCTaHHS YyHI(iKOBaHUX (GOpM MPEICTABICHHS 1 OIpAaIlOBAHHS
JOKYMEHTIB;

—  peecTpallis BCiX JTIOKYMEHTIB, sIKi HAIXOATh Y OpraHi3allito, 3 MoAaabIIuM
CHpSIMYBaHHSIM Ha PO3TJIsi] KOPECTIOHEHIIT KEPIBHUITBY Ta Y HMIAPO3/LIH;

— peectparlisi, 00JIK, BUAAHHS, PO3CUIAHHS Ta MOBEPHEHHS, 3a0€3MECUCHHS
30epiraHHs BX1IHUX 1 BUXITHUX JTOKYMEHTIB, IPOCKTIB TOKYMEHTIB;

— peecTpalis pyxy JIOKYMEHTIB, BKJIIOUAIOYM PE30JIIOLil, 3BITH PO BH-
KOHAHHS, y3roJUKeHHS (BI3yBaHHS);

—  CIIMCaHHA JOKYMEHTIB y CIpaBy Ta BUTATHEHHS 13 CIIpaB; 3a0e3MedeHHs
30epeKeHOCT1, 00JIIKY Ta BUKOPUCTAHHS JJOKYMEHTIB;

— oOMiH iHpoOpMalli€El0 MDK CHIBpOOITHUKAMU OJHOTO a00 KUIBKOX
CTPYKTYPHHX MIJPO31IIB;

— 3M1CHEHHS KOHTPOJII0 32 CBOEYACHUM BHMKOHAHHSAM JOPYYEHb BHIIUX
OpraHiB Jep>KaBHOI BJaJH, JOPYYEHb KEPIBHUIITBA OpraHizallii, JUCTIB Ta 3BEPHEHb
IpOMa/JIsiH, 3B€pPHEHB 3aKJIa 1B, OpraHi3allii;

—  MepeBipKa MPaBUIBHOCTI Ta CBOEYACHOCT1 BUKOHAHHS JOKYMEHTIB;

— CTBOPEHHSI HAJICKHUX YMOB ISl JOKYMEHTAIIITHOrO Ta OpraHizaniiHo-
TeXHIYHOTO  3a0e3rnedyeHHss poOOTH  KEPIBHUIITBA  OpraHizaiii, CBO€YacHE
3a0e3Me4eHHs TOBHOO, TOYHOIO Ta JOCTOBIPHOIO 1H(OPMAIIIEIO PO CTaH MIATOTOBKU
Ta BUKOHAHHSI IOKYMEHTIB Ta JJOPYY€HbD;

—  NpoBeleHHS 1H(POpPMAIIHHO-IOBIIKOBOI Ta aHATITHYHOI pOOOTH 3 MUTAHb
JOKYMEHTAIIITHOTO 3a0€e3MeueHHs yIpaBIliHHS;

—  O/IepXKaHHS 3BITIB, B TOMY YHCJl CTaTUCTUYHHUX, Ha OCHOBI1 1H(opMarlii
PO JOKYMEHTH 1 CTaH X BUKOHAHHS.

Bcei i ¢ynkiii dopmanizoBaHi Ta 3akpiljieHi BIAMOBIIHUMU JIEpKaBHUMHU Ta
rajly3eBUMH CTaHAapTaMyd 1 HOPMAaTUBHUMH MaTepiajlaMy, II0 CTBOPIOE OCHOBY iX
aBToMaTu3alii 3 BUKOPUCTAaHHSAM 1HQOPMALIMHUX KOMII IOTEPHUX TEXHOJIOTIN
OTpallOBaHHS JOKYMEHTIB.

BrnockonanenHss  Gi3Hec-NpOIIECiB  Ma€  MEpLIOYEpProBe 3HAYEHHS IS

MIANPUEMCTB, K1 Oa)kaloTh 30€perTd KOHKYPEHTO3JaTHICTh Ha pUHKY (puc. 8.7).
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Onucatm Obpatu Buasutu i
npouec kmerepii‘ BukoHaTti Ee?;r:::.r 3aCTOCYBATH
Yoke" EVMMipIOBAHHA npouec NoKpaleHHA

Pucynok 8.7 — Mogenb 0e3nepepBHOTO BAOCKOHAICHHS MPOLECY

CtBOpeHHST 1 BOPOBA/KEHHS CHCTEMHM aBTOMAaTH3allll JIUJIOBOJACTBA Ta
JOKYMEHTOOOIrY CLIPSIMOBAHO Ha JTOCSITHEHHS TaKUX IIUICH:

1) y rany3i po60TH 3 TOKYMEHTaMU:

— 3a0e3mnedeHHs] MIJABUIIEHHS OMNEPAaTUBHOCTI 1 SIKOCTI POOOTH 3 J0-
KyMEHTaMH, BIIOPSAKYBAaHHS JJOKYMEHTOOOIT'Y, 3a0€31eueHHs KOHTPOJIIO BUKOHAHHS;

— CTBOPEHHS yMOB JUId TeEpexoly BiA TPaguLIAHOTO MarepoBOro
JTIOKYMEHTOO0OITY 710 €JICKTPOHHOT 0€3 ManepoBoi TEXHOJIOTT;

—  CTBOPEHHSI HEOOXIAHUX YMOB JUIsl MIABUILIEHHS YACTKU 1HTEJIEKTYaJbHOI
mpaili 13 3MICTOBOTO OINpPAIIOBaHHS JOKYMEHTIB 1 3HM)KEHHS BUTPAT Ipalll Ha PYyTUHHI
ormepariii;

—  BUKIIOYCHHS IyOJIFOBaHHS poOOTH 13 BBEIECHHS 1H(POpMAIlIl MPO TOKYMEHT
Ha PI3HUX JIUISHKaX POOOTH 3 HUM;

2) y ramy3i KOHTPOJIIO 32 BAKOHABCHKOIO AUCIUILTIHOIO:

— 3a0e3ne4yeHHs] aBTOMAaTU30BAaHOTO KOHTPOJIIO MPOXOKEHHS IOKYMEHTIB Y
MIAPO3JIIaX OpraHi3alii 3 MOMEHTY iX oJiepX»aHHs ad0 CTBOPEHHS 10 3aBEpPILICHHS
BUKOHaHHS (BiAnpaBiieHHs a00 o(OpMIIEHHS Yy CIpaBy), CBO€YAacHE 1HPOPMYBaHHS
CHIBpOOITHUKIB Ta KEPIBHULITBA MPO JOKYMEHT, 5Kl HaAIMIIIM ab0 CTBOPIOIOTHCA,
BUKJIIOUECHHS 3ary0JIeHHS JOKYMEHTIB;

— 3a0e3ne4eHHs] BUIMEPEIHKATIbHOTO KOHTPOJIIO 32 CBOEYACHUM BUKOHAHHSM
JOKYMEHTIB, JOPYYEHb BHUILKX OpPraHiB JIEp>KaBHOI BIaJM Ta YIOPABIIHHS, JOPYYEHb
Ta BKa31BOK KEPIBHUIITBA OpraHizallii, onepaTuBHE ojepkaHHs iH(OpMaIlii Mpo cTaH
BUKOHAHHS 1 MICII€3HAXO/I)KEHHS JOKYMEHTA;

— CKOpOYEHHS T€PMIHIB MPOXOKEHHS 1 BUKOHAHHSI IOKYMEHTIB;

— y raiysi opraHizaiii 1octyny 1o iHdopMmarrii:

— 3a0e3medeHHs I[EHTPaIi30BaHOTO 30epiraHHs TEKCTIB JOKYMEHTIB,
MIATOTOBJICHUX Y €NEKTPOHHIN popmi, iX rpadiuHX 00pa3iB, a TAKOX BCIX CYMyTHIX
MartepianiB (peecTpalifHuX KapTOK JOKYMEHTIB, PE30JIOLii, CYMPOBOKYIOUHX
JOKYMEHTIB) 3 MOXJIMBICTIO OpraHi3ailii JIO'1YHOTO IMOB’S3yBaHHS JAOKYMEHTIB, SKi
BITHOCSATBCA JO OJHOTO TMHTaHHS, 1 OINEPATUBHOIO TMOLIYKY JTOKYMEHTIB 3a

TEMaTUYHUM HAaOOpPOM PEKBI3UTIB.
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[Ipu opranizaiiii e1eKTPOHHOTO JTOKYMEHTOOOITY KJIFOUOBUMH KOMIIOHEHTaMHU
€ TPOIIECHE Ta MPOEKTHE YMIPAaBJIIHHSA, aBTOMAaTHU3allisl KaHIEApili, KOMyHIKAaTUBHE
cepenouiiie. CIiBBIIHOIIEHHS ITUX €JIEMEHTIB € 1HAUBIAYaJIbHUM JIJI1 3aMOBHHKIB
pi3HUX cdep AISUIBHOCTI.

IcHyt0Th MEBHI 0COOJMBOCTI 3alPONOHOBAHUX PIMIEHb CUCTEM €JIEKTPOHHOTO
JOKYMEHTOOOIrY [Jisi OpraHiB JepXaBHOI BIAJd Ta YIPaBIiHHS, MPOMHUCIOBHUX
MIAIPUEMCTB, OaHKIB:

— JUIsl OpraHiB JEP>KaBHOTO YIPaBIIHHS — CUCTEMH ONPAIIOBAaHHS 3BEPHEHB
(G13MYHUX Ta IOPUANYHUX 0C10, a TAKOX BHYTPILIHIX aIMIHICTPAaTUBHUX PETJIAMEHTIB;

— y OaHkiBCbKiM cepi — 3arpebdyBaHl apXiBU KPEAUTHUX ICTOPIM Ta IHIIUX
JaHUX MPO KIIIE€HTIB,;

MPOMHUCIIOBl MIANPUEMCTBA MOTPeOyIOTh, NEpII 3a BCE, aBTOMAaTU3allll
BHYTPIIIHBOTO JOKYMEHTOOOITY.

AHAMITUYHUA OIS PUHKY CHCTEM  €JEKTPOHHOTO JOKYMEHTOO0OIry,
BUKOHaHui pociiicbkoto ¢ipmoro DSS CotulT (http://www.dsscon- sulting.ru/), sika
HaJa€e Mmociayru y cdepi ympaiaiHCbkoro Ta IT- KOHCynbTyBaHHS, 3aCBIIYUB, IIO
Haiouee CEJl BnpoBamkeHo y aepkaBHOMY ceKTopi (Tab:. 8.2)

Tabmums 8.2 — BropoBakeHHS CHUCTEM EIEeKTPOHHOIO JOKYMEHTOOOITYy 3a

rayry3saMu
["any3b % ["anmy3b %
JlepaBHUN CEKTOP 30 % [IumycTpis po3Bar 2%
[[aTMBHO-€HEPTreTUYHUN KOMILIEKC 10 % MamuHoOyyBaHHS 2%
Hadrorazosa Ta xiMmiuHa npoMucioBictb (9 % [Metamypris 2%
Tenexomynikartii 7 % [ XapuoBa nMpoMucioBicth |2 %
H/II, ociTa 5% |lam 2%
Tpancnopt 5% |Toprisus 2%
dinaHcu, OaHKH, CTpaxyBaHHS 5% [[Hocayru 2%
by niBHUIITBO 4 % |HepyxomicTh 1 %
BupoOHUIITBO 3 % lerka mpoMHUCIIOBICTh 1 %
Menuiuna, hapmaneBTuKa 3 % |ArponpomucioBuii koM- |1 %
MJIEKC

DKUTII0BO-KOMYHAQJIBHE TOCIIOJAPCTBO 2 %

BripoBakeHHsT cUCTeMHU aBTOMAaTH3aIlli IOKYyMEHTOOOIY CTBOPIOE arapaTHO-

MIPOTrpaMHy OCHOBY JIJISI TAKOTO:
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—  €IMHOTO MOPSAIKY 1HAMBIYalbHOI Ta CHUIBHOI pOOOTH 3 JTOKYMEHTaMH y
MiIpo3AIax opraHizaiii;

—  00’e€HaHHS MOTOKIB €JIEKTPOHHUX JOKYMEHTIB MK MAPO3/LIaMHu;

—  BHUKOPHUCTaHHS CHUIBHOI JUJIS BCIX MiApo3auTiB (1 oprasizamii) cUCTeMHU
1HAeKcallli JOKYMEHTIB, CIUIbHUX JTIOBITHUKIB-KJIACcU(IKaTOPIB

— (Takux fAK MEepeNiK OpraHizaiid, HOMEHKIATypa CHpaB), €IUHOI (hopmu
peECTPaLIiHO-KOHTPOJIBHOT KAPTKU JJOKYMEHTIB;

— 3a0e3neveHHs yHi(IKalli yNpaBIiHCbKOT JTOKyMEHTAlli Ta CKOPOYEHHS
¢dbopM 1 BUJIIB OJJHAKOBUX JOKYMEHTIB.

— Jns Bu3HaueHHs NOTpeOM opraxizaiii y BIPOBAIKEHHI EJIEKTPOHHOTO
JOKYMEHTOO00Iry HEOOX1JHO BU3HAYUTHUCH 32 IEBHUMH KPUTEPISIMHU.

Kpurepiii 1. 3a Tunom opraniszaumii.

—  oprasizailii, OCHOBHUM BHJIOM JISUIBHOCTI SIKUX € BUPOOHUITBO TOBApiB
(mpoMuCIOBl WiAOpPUEMCTBA). Y IMX OpraHi3amisix oOCSITd TEXHOJOITYHOIO
JOKYMEHTOOOIIY MEepeBUIYIOTh OOCATH YHPABIIHCHKOTO JTOKyMeHTooOIry. Ilpu
BripoBapkeHH1 CEJ] Ha mMpoMuUCIOBOMY MiANPUEMCTBI HEOOXIAHO MpoaHali3yBaTh
MOXJIMBICTh 1 HEOOXIIHICTh 1ii IHTerpamii 3 aBTOMAaTHU30BaHOI CHCTEMOIO
yIOpaBliHHS, 3  CHUCTeMaMd  aBTOMAaTH30BAaHOTO  TNPOEKTYBAaHHS,  IHIIUMHU
KOMITOHEHTaMu 1H(opMaTH3alii JisIbHOCTI;

— oprasizaiii, JJs SKHMX OCHOBHOIO c(eporo MisUIbHOCTI € BJIacHE cam
MIpOIIeC YNpaBIiHHSA (OpraHu JIepKaBHOI BJIaIM, KEPIBHI KOMIIaH11 XOJIIHT1B);

— opranizaiii, cgpeporo MiISTIBHOCTI SKUX € HaJaHHs MOCIYT 1, BIAMOBIIHO,
IHTEHCUBHE CTBOPEHHS JOKYMEHTIB (KOHCAITUHIOBI (hipMH, BUJABHULITBA TOLIO).

OcHOBHI IPO0OJIEMH MOJIATAIOTh B TOMY, LIO:

— opranizauii notpiOHi HeOpori, aje QyHKIIOHAIBHI CUCTEMU

— OprasizaliiHO BIFCYTHI BiIAUIM 1HGOPMAIITHUX TEXHOJOTIH, 3 SKUMH
HEOOX1THO B3aeMOMisATH aiig (opMmanizailli BUMOT JI0 CHUCTEMHU; HEOOXiJIHA ydacTh
KOMIIaH1i-KOHCY/IbTaHTa, aHATITHKAM SIKOi IOBOJAMTHCS B3a€EMOJISATH Maibke 3 yciMa

CHiBpOOITHUKaMU OpraHi3ailii-3aMOBHHUKA;

— TepcoHaJ] BUKOHYE PI3HOMAHITHI 3aBJJaHHs, Kl CKJIaAHO (popmanizyBaTu.

opranizamii cgepu niosuwenoi sionosioanvnocmi. Y cdepax IisUIBHOCTI,
OB’ A3aHUX 3 BHCOKOIO BIJMOBIAIbHICTIO YYACHHUKIB TEXHOJIOTTYHOTO MPOIECY 3a
pesynbTar (Bo€HHa cdepa, MeAullMHA) HEOOXITHO JIOKYMEHTYBAaTH KOXEH eTall
BUKOHyBaHoro nponecy. CEJl moBuHHa HajaBaTH MOKJIMBICTh HaBITh Yepe3 KUIbKa
POKIB BUKOHATH aHaJII3 Jiif, OAEp>KyBaTH ,,3pi3” il HA TOM MOMEHT Yacy.
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MoxHa BUKOHATH TMOJLI OpraHizailiii 3a (opMOIO BIACHOCTI Ha JIEp>KaBHI Ta
KoMepuiiHi: Jlns  JepkaBHUX BIJOMCTB — XapakTepHI 3HAYyHAa TepUTOpialibHA
PO3MOAUIEHICTh, CKJIaJHA l€papxis ympaBiiHHS 3 OarathbMma cTyneHsMu. HeoOximHo
BpaxOBYBAaTH TAaKOXX BHCOKI BHMMOTM [0 3a0e3MeueHHs 30€pekKeHOCTI AaHuX 1
oOMexxeHHI0 jgoctymy. [lns  JepkaBHUX OpraHiB  OCOOJMBO  XapaKTepHUM
KOHCEPBATU3M CIIBPOOITHUKIB, CIa0OKHI KaApOBUW CKJIAJ, CTOCOBHO BHUKOPHUCTaHHS
HOBUX 1HQOPMaLIHHUX TEXHOJIOTM.

JUist BEIUKUX KoMepyilinux MANPUEMCTB HasiBHI Taki MPoOIeMHu:

— mpoOjemMa TEepUTOPIaIbHOI PO3MOJIIICHOCT, PIZHOPIAHOCTI OKPEMUX
€JIEMEHTIB CTPYKTYpH, 110 € HACIIJKOM PI3HOPIIHOCTI OpraHizalifiHOi CTPYKTYpH 1
013Hec-npoueciB Ta iHpopMalliiiHo1 1HGpacTpyKTypH. JleneHTpanizaiis ynpaBiiHHS,
KOJIM KJIFOUOBI MHUTAHHS BUPIIIYIOTHCS HA MICISX 1 HE BUHOCATHCS HA PIBEHb LIEHT-
pPaNIbHOTO amnapary YOpaBIiHHS - 1€ MPU3BOJIUTH 10 CKIATHOCTI 13 BIPOBAKEHHSIM
€IMHUX TEXHOJIOT1H;

— HaMaraHHs CHIBpPOOITHUKIB (pipM, MEBHOIO MIpOI0 O0I3HAHMX 13 CYYaCHUMHU
TEXHOJIOTIIMHM, TIpUAMATH TexHoyioriyHi pimeHHs. lle yckmagHoe poboTy 13
BIIPOBAKEHHSI 1 MOXKE BUKJIUKATH KOHPIIKTH;

— HErOoTOBHICTb KOMEPUIMHUX MIANPUEMCTB 3IMCHIOBATH CTpaTEerivyHi
iBectuilii y CEJI.

Kpurepiii 2. Macmradu oprasisaumii.

JlouinbHO BUAUIUTH (YMOBHO) TaKi KJacu OpraHi3aliii:

— HEBEJIMKI (IeCATKU-COTHI CIIBPOOITHUKIB);

— cepenHi (COTHI - TUCAYI CITIBPOOITHUKIB);

—  BEJMKI (IECATKU TUCSY CHIBPOOITHUKIB).

Yum Oulblle B opraHizamii CHiBpOOITHUKIB, THM CKJAJHIIIE CTalOTh
YIPaBIIHCHKI MPOLIECH, TUM BHIIE 3al[IKaBJICHICTh KEPIBHHUIITBA Y BIPOBAIKEHHI
CHUCTEM €JICKTPOHHOT'0 JIOKYMEHTOOOIry.

Kpurepiii 3. Piununii 00csAr 10KyMeHTO000Iry Ha MiANPUEMCTBI.

O6’enHaBm 2 1 3 KpuTepid MOXKHA oJepKaTH YOTHUPHU MIJIMHOXKUHU THUIIIB
opraHizariin:

—  3MI, apxiBu;

—  Mamnui odic;

—  MIHICTEPCTBA, XOJIJIUHTH;

—  KoMepuiiHi pipMu.
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Kpurepiii 4. CTuib ynpap/iiHHS | KOPIOPATHBHA KYJbTYpPa OpraHizamii

Crtunp ynpaBiiHHA (aBTOPUTapHUNA a0 JEMOKPAaTUYHUM) 3HAYHOIO MIPOIO
BU3Hauae Ta (QOpMye OYIKYBaHHS 3aMOBHHMKA BiJl BIPOBAIKEHHA CUCTEMHU
€JIEKTPOHHOTO JOKYMEHTOOOIry.

ABTOpUTApHUN CTUJIb MOTPEOYy€E KOPCTKOI 1€papXiduHOi CTPYKTYpPH, CYBOPOI
cyOopauHaIlii, XapaKTepU3yEThCS CIA0KO BUPAKEHUMH 3B’ SI3KAMH MDXK IM1IPO3/LIaMHU
opranizauii. [Ipu BnpoBagKeHH1 CUCTEM €EKTPOHHOTO JOKYMEHTOOOIr'Y BaXIMBUMU
€ GyHKIIIT peecTpallii JOKYMEHTIB Ta KOHTPOJIFO BUKOHABCHKOT JUCIIUTLIIHH.

JleMOKpaTUUHUNA CTUJIb BUPI3HAETHCA 3HAYHUM CTYIEHEM JIeJIeryBaHHS
MOBHOBAXKEHh Ta BIAMOBIAAIBHOCTI, 3aMYYEHICTIO CIIBpPOOITHHUKIB O TMPOIECY
ynpasiinHs. [Ipy BOpoBagXeHHI CHUCTEM €JIEKTPOHHOTO JTOKYMEHTOOO0Iry moTpedye
CHUIBHOI pOOOTH 3 TOKYMEHTAMHM, MIATPUMKA KOMaHIHOT POOOTH, YCYHEHHS 0ap’epiB
MDK CTPYKTYPHUMH Mipo3aiiamMu Ta iH. [lapameTrpu, 10 onucyroTh JOKYMEHTOOOIT
B oOprasizamii Ta il CTPYKTYpHUX MIApPO3AUIaX 1 BHU3HAYAIOTh HEOOXITHICTH
BIIPOBAPKEHHSI CUCTEMH €JIEKTPOHHOTO JOKYMEHTOOOIry.

Jliist cucteM IOKyMEHTOOOITY OCHOBHUMH MapaMeTPaMH €:

—  00cAr JOKyMEHTO00Iry;

—  WBHUJIKICTb PYXY IOKYMEHTIB;

—  BapTICTh BUKOHAHHS TUIOBUX OTMeEpalliil HaJl JOKyMEHTaMH.

OCHOBHI XapakTepUCTUKM Ta YHWHHUKU [MX T[OKA3HUKIB HaBEACHO YV

Tabmuiax 8.3 — 8.5.

Tabnuus 8.3 — Iapamertp 1. OOcAr 10KyMeHTOOOIry

YMHHHUKY T1ABULICHHS
ITokazHuk XapaKTepUCTUKA MMOKa3HUKA e(eKTUBHOCTI BiJl
BIpOBAKEHHS EJ|

1 2 3

IToTik BXimHUX  |Ymucio JOKYMEHTIB, 1110 HaAXOAATh B | CKOPOUEHHS BUTPAT Ha

JIOKyMEHTIB Oprasizallito NpoTATOM POKY nanepoBi TOKYMEHTHU

Ywucno 10KyMEeHTIB, 1110 HaJICH-

IToTix BUX1IHUX JAOTHCS opraHi3aui€}0 IPOTATOM CKOpO‘{CHHH BUTPAT Ha

JOKYMEHTIB POKY nanepoBi TOKYMEHTHU
OO6csr BHyTpl- | YHCIIO JOKYMEHTIB (Haka3iB, CkopoYeHHs BUTpAT Ha
IIHBOTO JIOKY- | PO3MOPAIKEHB, CIIYKOOBHUX 3a- nanepoBi TOKYMEHTHU
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1 2 3
PiBHOMipHICTh | TUNOBI CE30HHI KOJTUBAHHS KiJlb- CxopodeHHs BUTpAT Ha
JOKYMEHTOIO-  |KOCTI BXITHUX JJOKYMEHTIB, 3arajibHa | TarepoBi JOKYMEHTH

TOKY ITPOTATOM
POKYy

TEHJICHIIIA 3MIHU 00CAT1B, OB’ s13aHa
13 30UTBIIEHHSIM a00 CKOPOUYECHHIM

oprasi3zaiiii, 30UIbLIEHHSAM a00

OO6csru noky-
MEHTOO00Iry Yy

CTPYKTYPHHUX
MiIpo3a1Iax

XapaKkTepu3yeThCsl pO3NOALIOM
JOKYMEHTIB M1 CTPYKTYPHUMU
HiAPO3ILIaMu

CKOpO‘{CHHH BUTPAT Ha

nanepoBi TOKYMEHTHU

OO6csru noky-
MEHTOO00ITyY 3a
BUJIAMHU JIOKY-

MEHTIB

Xapakrepu3ye BUTpaTH Ha 0OpOOKY

IICBHOI'O BUAY I[OKYMCHTiB

CKOpO‘{CHHH BUTPAT Ha

nanepoBi TOKYMEHTHU

YacTka KOHT-
POJIBHUX J10-
KYMEHTIB

BinHolIeHHs KUTBKOCTI JJOKYMEHTIB,
SIK1 CTABIIATh HA KOHTPOJIb J10
3arajbHOI KUTbKOCTI JOKYMEHTIB

CKOpO‘{CHHH BUTPAT Ha

nanepoBi TOKYMEHTHU

Cepenniii o0csr
JIOKYMEHTIB

Xapakrepu3ye KUIbKICTh 1HHOP-
Mailii, sika HaJICWJIA€ThCS Y OKpe-
MOMY JOKYMEHTI . J{Ji JOKyMEHTIB,
10 HAJICUJIAIOTHCS KOMIT FOTEPHUMU
MepexKamMu, 00CAT BUMIPIOETHCS Y
Ki100aiTax, AJid IpyKOBaHUX —
KUIbKICTh CTOPIHOK.

CKOpO‘{CHHH BUTPAT Ha
HaHCpOBi HOKYMCHTH

Cepenns Kiib-
KICTh KO

J71s1 manepoBUX TOKYMEHTIB 110
BIIPOBAJP)KCHHSI MHOXKY BaJIbHOT
TEXHIKH — 5-6 KOITii (32 KIJIBKICTIO
pe30IIoIIii), 13 BIPOBAIKCHHIM
KOIIIOBAJIbHOT TEXHIKHU - JOKYMEHT

KOIIO€EThCs 10 18 pasis.

CKOpO‘{CHHH BUTPAT Ha
HaHCpOBi HOKYMCHTH
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Tabnuus 8.4 — Iapamerp 2. LLIBUAKICTD pyXy TOKYMEHTIB

[loxa3nuk XapaKTeprucTHKa UUHHUKHA T IBUILIEHHS
MOKAa3HUKAa e(hEeKTUBHOCTI BiJ] BIIPOBAJYKEHHS
ATTAKTNOHHATO T[(\T(‘lk/fPH’T‘ﬁﬁﬁiF‘l
1 2 3

Yac peectparii
OJTHOTO JTOKY-
MEHTa

Burtpavaetbcs He OubLIe

OJTHIET XBUJIMHUA

CKOpOYeHHS HEMPOAYKTUBHUX
BUTpaT poOOYOro vacy
cniBpoOiTHUKIB [IpuckopeHHs

1HpOpMaIIITHUX MTOTOKIB

Uac nepenaBa”us
OJTHOTO
JNOKYyMEHTA Ha
BUKOHAHHSI

CepenHiii yac, SKui mpo-
XOJIUTh 3 MOMEHTY HaJl-
XOJ[PKEHHSI TIOKyMEHTA B
Oprasizallito 10 MOMEHTY,
KOJIM BIH ONHUHSETHCS B PyKax
BIIITOB1AJILHOTO BUKOHABIIA

(ae menmie 1 ).

CKOpOUYeHHS HEMPOAYKTUBHUX
BUTpaT poOOYOro vacy
cniBpoOiTHUKIB [IpuckopeHHs
1HpOpMAIIITHUX TOTOKIB

3MiHa KOPIOPATUBHOI KYyJIbTYPH
oprasizartii

Hac nepecunanns
JOKYMEHTa MIX

CTPYKTYPHUMHU
Mipo3AlIaMu

Y HEBEIMKHUX JOKAJIBHUX
oprasizallisix - KiibKa
XBUJIUH. UM OUIBII Op-
raHi3aIlisg, THM OLIbIIIe
3HAYCHHS MTOKa3HHUKa (J10
KUILKOX JHIB IS BIAJaJICHUX

MIIPO3ILIIB).

CKOpOUYeHHS HEMPOAYKTUBHUX
BUTpaT poOOYOro vacy
cniBpoOiTHUKIB [IpuckopeHHs
1HpOpMAIIITHUX TOTOKIB

3MiHa KOPIOPATUBHOI KYyJIbTYPH
oprasizartii

Yac nomyky
JOKYMEHTA 3a
BIJOMUMHU aT-
pudyTamu

[Ipu «manepoBiit» TeXHOJIOT1T

— KUIbKA XBHUJIMH.

CKOpOUYeHHS HEMPOAYKTUBHUX
BUTpaT poOOYOro vacy
cniBpoOiTHUKIB [IpuckopeHHs

1HpOpMAIlIITHUX TOTOKIB

Yac nomyky
JOKYMEHTa 3
HEB1JIOMUMU
aTpudyTamu

[Ipu «manepoBiii» TEXHOJOT1]
— KUIbKa F'OJIMH 1 HAaBIThH JHIB

CKOpOUYeHHS HEMPOAYKTUBHUX
BUTpaT poOOYOro vacy
cniBpoOiTHUKIB [IpuckopeHHs
1HpOpMAIIITHUX TOTOKIB

3MiHa KOPIOPATUBHOI KYyJIbTYPH
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1 2 3

Yac minroroBku 1 [Tunosi 1okymMeHTH - npoektullpuckopenHs iHpopmaiiHux
Y3TOJIKEHHS HaKa3iB, yroj, MIaHu POOOTH [TOTOKIB
THUTIOBUX ta 1H. [Ipu omixii Moka3HUKa [3MiHa KOPHOPATUBHOI KYJIbTYpHU
JTOKYMEHTIB MOXYTb BUHUKHYTH IPO- oprasizarii

0aemu, TIOB’ A3aH1 3 J10-

CTYIIHICTIO Ta IOCTOBIPHICTIO

naHux. Mo>kKHa OLIHUTH,

MOPIBHIOIOUHN JIATy MIANUCY

B1JIMOBITHOTO JJOKYMEHTA 1

naTy oJepKaHHS NEPIIOTO

MIINACY Ha JIUCTI

Y3TOKEHHSI.
Uac, 110 BU- Ha niarorosky 3BiTiB Moxke |[IprickopenHs iHpOpMaLiitHIX
TpayaeThCcsl HA BuTpayatuch 30—40 % MMOTOKIB
MiATOTOBKY po0OoYoro yacy 3MiHa KOPIOPATUBHOI KYJIbTYPH
THUIIOBUX 3BITIB oprasizartii

Tabmuusa 8.5 — Ilapamerp 3. BapTicTh BUKOHAHHS THIIOBUX Olepaliil Haj

HOKYMCHTaAMHU

[ loxa3HUK

XapaKTepUCTUKA

IIOKa3HUKa

UWHHWKY T1ABUIICHHS
e(heKTUBHOCTI BiJ
BITPOBAKCHHSI CJICKTPOHHOTO

TTOKYMEHTOO001ITY

BapTicTtb po-
0ouoro yacy
CIiBpOOITHUKIB

3aco0u Ha omiaty npaii,
OpEeHly BUPOOHUYMX MTPH-
MIIIEHb, MIOJIATKOB1 BUILJIATH

CKOpOYCHHS HETIPOTyKTHBHUX
BUTpaT poOOYOro vacy
CIiBpOOITHUKIB

BapricTb pe-
CypciB

[lamnip, BUTpaTH1 MaTepiaiu,
[PUHTEPHU, KOMIIOBAIbHI
anaparu, BUTpaTH Ha

YTPUMaHHSA apXiBi, aMOp-

TU3AIH] BIpaxXyBaHHS TOILO.

CKOpO‘{CHHH BUTPAT HaA I1a-

MepoB1 IOKYMEHTH
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9 O®ICHI KOMIIOHEHTHU SIK IHCTPYMEHT
JTOKYMEHTOOBIT'Y B OPTAHI3ALIT

Ilnan Jekuii Ta caMOCTiHHOL po0oTH

KommiexkcHe Bukopuctands kommnoHeHT MS  Office JUIsL  opraHizarii
JOKYMEHTOO0IrY B IPOEKTYBAJIbHIN MiSJIBHOCTI.

[Ipuitomun peecTpaiii Ta MONIYKY JTOKYMEHTIB, pelaryBaHHS JOKYMEHTIB,
CTBOPEHHS I0pY4Y€Hb, KOHTPOJIIO TEPMIHIB BUKOHAHHS 1OPYUYEHb.

JIii 32 JOpYyYEHHAMH 1 3HATTS 3 KOHTPOJIIO.

OOMIH TOKYMEHTaMH.

ApXiBH TOKYMEHTIB.

EnexTponHa nomra (Ha piBHI KJI€HTA).

Po6ota 3 po3noauieHoro iHpopMaIlliiiHo 0a3010 JaHUX.

Po6ora yepe3 IurepHer.

Po6ora 3 komnonentamu MS Outlook.

Po6ora 3 komnonentamu One Note.

ABTOMAaTH3allIs €JIeMEHTIB JOKyMeHToo0Iry 3acobamu MS Office.

10 CHHEOTAJII3OBAHI CUCTEMMU YIIPABJIIHHA
EJEKTPOHHUMHU JOKYMEHTAMU

Ilnan Jgekuii Ta caMOCTiHHOL po0oTH

KopnopaTtusHa cucrema ynpasiinas gaaumu Lotus Domino/Notes
baraTocepBepHa TOMOJIOT .

@OyHKI[IOHAJIbHI 0COOIUBOCTI.

3arajibH1 BIJOMOCTI IIPO CUCTEMU €JIEKTPOHHOTO JIOKYMEHTOOOITY.
yHiBepcalibHa miiatdopma JJig aBTOMaTHU3alli eJIeKTPOHHOTO IOKYMEHTOO0IryY 1
npouecis ynpaiainag DOCSVISION.

Apxitektypa docsvision.

Moty TbHICTh CUCTEMH.

Crpykrypa cepepa docsvision.

CrtpykTypa kiieHTa docsvision.

Cepsep mapuipyTu3aiiii docsvision.

Cuctema noKyMeHTalliitHoro 3abe3neueHHs ynpapiidasa «bocc-Pedepenty.
Apxitektypa «bocc-PedpepenTy.

Monyns «Kanuenspusy».

Monaynb «l0OKyMEHTBI».
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Monynb «CinyxeOHble 3aniCKn».

KopnopatuBHa cuctema ynpaBiiHHA JOKyMEHTaMH 1 Ol3Hec-mpoiiecamu
PAYDOX.

Koupiryparii cucremu.

VYpaBiiHHS JOKYMEHTaMHU.

VYrpaBniHHs 613HeC-POIECaMH.

Kanennapue mianyBaHHS.

11 XMAPHI TEXHOJIOT'Ti TA OHJIAMTH-CEPBICH JJIsI
OPTAHIBALIT JOKYMEHTOOBITY

ILnan nekuii Ta camocTiHHOI podoTH

MOXITMBOCTI XMapHUX TEXHOJOTIHA Ta iX BUKOPHUCTAHHS y 3arajbHIA CHUCTEMI
oprasizarii TOKyMEHTOOOIr'y B MPOEKTYBaIbHIN AISIBHOCTI.

[Mpununu pobotn xmapHuX TexHojorid. [IlepeBarm Ta  HEHOJNIKH
BUKOPUCTaHHSI XMapHUX TexHoJorid. [IpobiemMu cuHXpoHi3allii Ta CyMICHOCTI,
iX BHpILNIEHHS Ha PI3HUX OHJIAMH-pecypcax. XMapHI CepBICH SIK CKJIaJoBa
3arajbHOI CUCTEMHM OpraHizalli JOKyMEHTOOOITY 1 MPOEKTYBAJIbHIHN AiSIIBHOCTI.

12 OHJIAMH-CEPBICH JIJISI MOJIMIIEHHS SIKOCTI
JOKYMEHTIB. AAMIHICTPYBAHHA CUCTEMH
EJEKTPOHHOI'O JOKYMEHTOOBIT'Y

ILnan nekuii Ta camocTiHHOI podoTH

Pi3HoBUIM, TIpU3HAYEHHS, OCOOJIMBOCTI BUKOPUCTAHHSI OHJIAWH-CEPBICIB IS
MOJIIMIIEHHS Ta OI[IHIOBAHHS SIKOCT1 JOKYMEHTIB.

[onsTrs agminictpyBanus CEJ] 1 3aBanHs aiMiHICTPATOPIB.

CTBOpeHHS CTPYKTYpH mianpueMcTBa. Peectpalliss KopucTyBayiB.
HanamryBanHs npaB KOpUCTYBayiB 1 IpaB AOCTYIY.

HanamryBaHHs MOTOKIB IOKYMEHTIB.

HanamryBanHs mOBiTOMJIEHHS BUKOHABIIB. HamamtyBanHs KajeHmaps 1
CJIOBHHUKIB. YTIpaBIiHHS IpyHaMu KOPUCTYBAyiB.

VYpaBiiHHS pOISIMU.

VYpaBiiHHS COIUCKOM PO3CHIIKH.

VYnpasniHHs KOHIrypaui€eo.

HanamryBanus MapuipyTis.

HanamryBaHHS €JIEeKTPOHHOTO TU(PPOBOrO MiAMHUCY.
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Hasuanvue suoanns

KAPHEHKO Muxkona FOpiiioBuu

EJEKTPOHHUHN TOKYMEHTOOBIT Y TPO®ECIMHIN
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