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JOKYMEHT B JILJTOBOJICTBI TA APXIBHIN CITPABI:
KOMYHIKALIA IHOOPMALIMHOI JIAJIBHOCTI

Memy 00Cni0HCEHHS SUHAYAE BUAGNCHHS KOMYHIKAMUGHUX CKAAO0BUX OOKYMEHMHO-IHGOpMayitiHol
OIbHOCMIT YCMAHOBU 3A0JIs1 HANA200JCEHHSA eDeKmueno2o @yHuKyionysanns O0okymenma. Memooonozis
oocniodcennsn. Y cmammi SUKOPUCMAHO 3A2AlbHODINOCODCOKI Memoou, 30Kkpema Oianekmuynuil,
AKUU GUKOHYE THmMezpYIoYy QYHKYII0 ONsl 3a2albHOHAYKOGUX [ CHeyianbHux memoois. 3a2anbHOHAYKOGI
Memoou ananizy, cummesy, abCmpazyeamis, MOOen08aAHHs, AHAN0Z2il, V3aeanbHeHHs. A maxoc memoou
OOKYMEHMO3HABCMBA,  apXieo3Hascmea, iHgopmonoeii, coyianvnoi xomynixayii. Hayxkoea HoeusHa.
Baowcnusumu cknaoosumu 0iaieKmuiuHo20 pO3GUMKY HCUMMEBO2O YUKILY OOKYMEHMA 8 cucmemi coyianbHol
KOMYHIKAYII ynpasninus i 0i106020 NPOCMOP)Y € 102I4HA Opeanizayisi 00KyMeHmuo-inghopmayitinoi oisibHocmi
il OOKYMeHmoobi2y YCMAHOBU, HANA200NMCEHHS OL1080OCMEA Ma aApXi6HO20 30epieanHs OOKYMeHmIs,
OOMPUMAHHS 83AEMOOIT CKAADOBUX HCUMMEBOL0 YUKILY OOKYMEHMY, 6CIAHOBLEHHS OOKYMEHMHOI KOMYHIKayii
yyuHHOI IHGhopmayicto 1l mi€l, wo empamuia YUHHICMb, ajle He eMmpamuid iHgpopmamusHicmy. /o cK1a008ux
npoyecy OOKYMEHMHOI KOMYHIKAyii yCmMaosu 6IOHOCAMb: HOPMAMUBHO-NPAGOEY 0a3y opeaHizayii
AHCUMMEBO20 YUKTLY OOKYMEHMA, (QOPMYSAHHS CyHcOU OLN0BOOCMEA, Op2aHizayilo 0OKyMeHmooobicy ma
KOHMPOAIO 34 (YHKYIOHYBAHHAM OOKYMEHMI8, NPOOYKYBAHHA OOKYMeHmié ma opeanizayis ix 30epicanns,
CMBOpeHHs apxigy abo apxieHo2o NiOpPo30iny YCMAHO8U, 8UMOSU 00 eleKMPOHHO20 OOKYMeHmoobiey ma
eneKmpouHull apxie nionpucmcmed. Bucnosku. 3anyuenuii memooonoziunuii incmpymenmapiti 003601u8
PO3KpUMU 3MICMO8E HANOBHEHHS OOKYMEHMHO-IHPOPMAYIUHOI OiANbHOCMI YCMAaH08, 30TUCHUMU AHALI3
CKNIA00BUX eNeMeHMI8 KOMYHIKAMUBHUX 36 3KI6 OOKYMEHMA K 6 NPUKIAOHIU chepi cbocodenHs, max i
BUZHAYUEHHSL MEOPEMUYHUX OCHO8 (DYHKYIOHYBAHHS OIANEKIMUYHO20 PO3GUMKY OOKYMEHMA 8 NPOCMopi i 4aci.
Haseoeni cknadosi 0okymeHmHoi KoMyHiKayii 83a€MON08 "a3aHi Midic 00010 Ma BU3HAYATOMb ePeKMUBHICHb
0i108600CMEa YCMAHO8U MA 302A]l0M APXIBHOI cnpasu 8 YKpaiHi.

Kniouosi cnosa: ingpopmayitina oisibnicme, coyianrbHa KOMYHIKAYis, apXigo3Ha6cmeo, apxiena cnpasa,
0oKymenm, 0i10800CME0, OOKYMEHMO3HABCNEO, YUpPOBI3ayisl.
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DOCUMENT IN DOCUMENTATION SCIENCE AND ARCHIVAL SCIENCE:
COMMUNICATION OF INFORMATION ACTIVITY

The purpose of the article determines the identification of communicative components of the document
and information activities of the institution in order to establish the effective functioning of the document.
Methodology. The article uses general philosophical methods, in particular dialectical, which performs an
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integrating function for general scientific and special methods. General scientific methods of analysis, synthesis,
abstraction, modeling, analogy, generalization. As well as methods of Document Science, Archival Science,
Informology, Social Communication. Scientific novelty. Important components of the dialectical development
of the document life cycle in the system of social communication of business space are the logical organization
of document and information activities and document circulation of the institution, the establishment of record
keeping and archival storage of documents, compliance with dialectical interaction of document life cycle
components. The components of the document communication process of the institution include: regulatory
framework for document life cycle, formation of office work, organization of document circulation and control
over the functioning of documents, production of documents and organization of their storage, creation of
archive or archival department of the institution, requirements for electronic document management and
electronic archive enterprises. Conclusions. The involved methodological tools allowed to reveal the content
of documentary and information activities of institutions, to analyze the constituent elements of communicative
relations of the document both in the applied field and to determine the theoretical foundations of the
dialectical development of the document in space and time. These components of documentary communication
are interconnected and determine the effectiveness of office work of the institution and archives in general in
Ukraine.

Keywords: information activities, Social Communication, Archival Science, document, Office

Administration, Documentation Science, digitalization.

AKTyalbHICTh TEMU JOOCHIKeHHS. Bu-
BUYCHHS ITUTaHb IOKYMEHTHOI KOMYHIKaIlii y cde-
pl1 apXiBHOT CIIpaBH 1 JUIOBOJICTBA BiOyBaETHCS
Ha CTUKY HayK IpO JOKYMEHT, i Oe3rnocepenHbo
MIOB’s13aHE 3 JePKABHUM YIPABIIHHAM Ta 1HIIHU-
MU colliaTbHUMHU Haykamu. Cepell HUX MOXKHA
BUJUTUTH apXiBO3HABCTBO Ta JIOKYMEHTO3HAaB-
CTBO, AKI BJIACHUM OO0 ’€KTOM BHBYEHHS MAalOTh
JTOKYMEHT. A B mpuKIaaHiid cdepi odhopmiieHi y
BUIVISIAI AUIOBOACTBA Ta apXiBHOI crpaBu. Jlo-
KyMEHTO3HAaBCTBO K HayKa IpO TOKYMEHT JO-
CITDKY€ TOKYMEHTH, 5Kl (YHKIIIOHYIOTh Y cepi
YIpaBIIiHHS COLIaJbHUMM 1HCTUTYLISIMU. ApXi-
BO3HABCTBO 30CEPE/KY€ yBary Ha acrekrax 30e-
piraHHs i BUKOPHUCTAHHS JIOKYMEHTIB SIK HOCIiB
ICTOPUKO-KYJIBTYPHOI IaM’sITi Ta iHpopMalii.

Amnani3 JgochipkeHp 1 myOmikamiid. Y Bu-
BUCHHI MHUTaHb COIiaJbHOT KOMYHIKAIli JTOKY-
MEHTa, TEOPETUYHUX MPOOJIEeM TOKYMEHTO3HaB-
CTBa Ta apXiBO3HABCTBAa OCOOJMBY yBary 3aciy-
roBytoTh nipaini B. B. be3npabxko [1], I. B. bopsika
[2], JI. A. dy6poginoi [3], JI. A. KoBasicekoi [7;
8; 9], C. I. Kynemona [10; 11], H. M. Kymna-
penko [12], I. b. Marsm [13], I M. IlIBenoBoi-
Boakwu [14] Ta inmi. [IpoTe, npukiagHi acekTH
KHUTTEBOTO IUKITY JOKYMEHTY B JIJIOBOJACTBI Ta
apXxiBHIM cmpaBi, KOMYHIKaTUBHUX CKJIAJOBHUX
JOKyMEHTHO-1H(pOpPMaLlifHOi ~ TiSIBHOCTI, Ha-
npsiMHA  peaiizamii HOpPMaTWBHO-TIPABOBOi 0a3u
B cucTeMi U(PPOBOI TOKYyMEHTHOI KOMYHIKaIlii,

noTpeOyIOTh iX MOCTIMHOTO BIOCKOHAJCHHS I
OHOBJICHHSI BIJIIOBITHO /10 HAYKOBO-TEXHIYHOTO
PO3BHUTKY COILlyMY, BU3HaY€HHS OCHOBHHMX Ha-
IpsMIB peaizalii KepiBHOT (yHKIIIT JOKYMEHTa,
opranizaiii cucteMHo1 iH(opMamiiHOi B3aeMoii
JIOKYMEHTIB YCTaHOBH 1 JICPYKABH.

Mety nOCHIKEHHSI BU3HAYa€ BHSBICHHS
KOMYHIKaTHBHUX CKJIQJIOBUX JOKYMEHTHO-1H-
(dhopmariiitHoi MisUTBHOCT1 YCTAHOBU 3a1J1s1 Haja-
rOJUKEHHS e(peKTUBHOTO (PYHKI[IOHYBAaHHS JIOKY-
MEHTA.

Buknag ocHoBHOro Mmarepiamy. OCKiIbKH
JOKYMEHT CTBOPIOETHCS B IPOLEC 3/1HCHEHHS
iH(pOpMaLifHO-KOMYHIKAI[IHO1 JTisSUTBHOCTI CycC-
MJIBCTBA, 3B1ICK 00’ €KTOM JTOCIIPKEHHS BUCTY-
NarTh yci HOro BUAM, MOYMHAIOUYM BiJ CTBOPEH-
HSl Ta PO3MOBCIOMKCHHS, BUKOPUCTAHHA, (QYHK-
IIOHYBaHHs, a TAKOX 30epiraHHs JOKYMEHTAIlil.
JlociKeHHST IPOIIeCcy JOKYMEHTHOT KOMYHIKa-
il nepenbayae KOMIUIEKCHE BUBYCHHS JOKYMEH-
Ta SIK CUCTEMHOT COIIJIbHOI OTMHHMIII, CTBOPEHOT
s 30epexeHHss Ta nepeAaHHs iHdopmanii B
npocTopi i vaci [8, 232].

KomyHikartiss BUCTyna€ CHCTEMOIO 3B’ SI3KiB
1 B3aemoii y 6araropiBHEBOMY COLIIOKYJIBTYPHO-
My TpoIleci mepeaaBanHs i cripuiiMaHHs iH(pOp-
Mailii, y Mi>KOCOOMCTICHOMY 1 MaCOBOMY CITLIIKY-
BaHHI 3a JOMOMOTOI0 BepOaJbHUX 1 HEBepOalib-
HUX 3ac00iB. Uepes TpakTyBaHHS KOMYHIKAIii K
00’€KTUBHOTO TIPOIIECY TpaHCHAMIl iHpopMarii
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MIX Cy0’€KTaMU BU3HAYAEThCS CIUIBHUH MTpoIieC
KOHCTPYIOBaHHS HOBHX CMHCJIIB, IHTEpIIpETaLiH,
TOBEIHKOBUX HOPM 1 TipaBui. [[okymeHTaipHa
KOMYHIKallisl CTBOPIOE MOJIENb 3aJy4yeHHs ydac-
HUKa JI0 CHUIKYBaHHS Ta (OPMYBaHHS BIACHOI
KapTuHU cBiTy. ['0TOBHUM enemeHToM iH(opma-
IHHO-KOMYHIKaIlIHHOTO MiIX0My € OaueHHs J10-
KYMEHTHHX 00’€KTiB SK iH(popMauiiHuX (eHo-
MEHIB, MPOSIBY €IMHOI CYTHOCTI iH(Mopmarii [9,
29]. Ilporec couiaabHOT KOMYHIKAIil Ma€e cTamy
CTPYKTYpY IUIsl Oy[b-sIKOTO BHJYy B3a€MOIIi Mixk
moapMu. TpueaHOI Yy KOMYHIKAIIHHIA MOael
€ B3a€EMOJIisl MK KOMYHIKaHTOM, PELIUITIEHTOM 13
BHUKOPUCTaHHSM KaHATy Tiepenadi iHpopmarii.
Komynixayitini cknaoosi ingpopmayitinoi oi-

SNbHOCMI 8 npoyeci 0i10800CMEa OOKYMEHMHOT

ingopmayii. OcHOBHA po0OOTa CITy>)KOM JLTOBO-

CTBa IOB’s3aHa 3 OPraHi3alli€lo JOKyMEHT000Iry
Ha MmianpueMcTBi. HuHI BOHA TO€qHYE Taki Ha-
npsiMA poOOTH JiOBOAA SIK: MIATOTOBKA BHY-
TPILIHIX HOPMAaTUBHUX AKTiB IOPUIMYHOI 0co0H,
IO PETIaMEeHTYIOTh POOOTY 3 JOKyMeHTamH (iH-
CTPYKIIisl 3 AUTOBOICTBA TOIIIO); OpraHi3ais J10-
KyMEHTOOOII'Y Ta BU3HAU€HHs Horo oodcsry; mne-
pexia 10 eNIeKTPOHHOTO TOKYMEHTOOOITY.

BaxnuBum eneMeHTOM Oyab-sIKOi JisijThb-
HOCTI € BUBYEHHS OCHOB JJISl MOJAJbIIOL peati-
3amii 3acaji HOpMaTUBHO-TIPAaBOBOI 0a3m Ykpai-
Hu. HopmartuBHO-mpaBoBa 0aza, IO permaMeH-
Ty€ JIJIOBOJICTBO, OPTaHi3alliio JOKYMEHTOOOIry
YCTaHOBH Ta apXiBHY CHpaBy B YKpaiHi BKIIIOYAE
aKTyaJIbHE 3aKOHOJABCTBO Ta 0a30B1 HOPMATHBHI
aKTH 3 MUTaHb JUIOBOJICTBA Ta apXiBHOI CIIPaBU
(pucynok 1) [4, 5, 6]:

3axonH Ykpaian «IIpo iHdopManito», «IIpo HamioHaTEHHH apXiBHHH ()OHJ Ta apXiBHI yCTAHOBHY,
«IIpo eNeKTPOHHI JOKyMEHTH Ta e1eKTPOHHHE JOKyMeHT006ir», «I1po eIeKTpOoHHI JOBipdi MOCTYTH» Ta

1H.

THNORA iHCTPYKIIA 3 JOKYMeHTYBAHHSA YOPABTiHCEKOI iHQopManii e eneKTpoHHIH hopMiTa
oprasizarii po6OTH 3 eleKTPOHHHMHE JOKyMEHTaMH B JUTOBOJCTBI, eIeKTPOHHOT0 MIKBIIOMYOI0

00M

IHocTanoea KNV

IIpaenia opraHisan

CaMOBDANYBAHHA, HA HEMCTBAX,

Ilepe/ik THOOBHX JOKYMEHTIB, O CTBOPIOIOTHCA IiJT 9aC MiAMBHOCTI O
Ta MiCIIEBOT'0 CAMOBPAIYBAHH, iHIMHX YCTAHOR, iNIIPHEMCTB Ta OpraHi
OKiB 30epiraHHs JOKyMeHTIB

HanionaasHi

cepi giT0BOICTBA T2 apXIiBH

OBO/ICTBA Y JIePIKaBHHX OPraHaX, OpraHax MiCIIEBOTO
CTAHOBAX i OpTaHi3aliAX (3i 3MiHAMH)

aHIB Jep/KaBHO1 BIaTH
, i3 3a3HATeHHAM

IIDABH Ta MeTOJHYHI JOKYMEHTH

Pucynox 1. Hopmamueno-npagosa 6aza, wio pe2iameHmye pyx 00KyMeHmHoi ingopmauii
6 cucmemi 0inoeoocmea ma apxienoi cnpagu ¢ Ykpaini
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BaxxnuBuM HampsiMoM JOKYMEHTHO-1H(Op-
MalliifHo1 AisNTBHOCTI Ha MiANPUEMCTBI € OpraHi-
3aiisi poOOTH CIy»XOM TITOBOJNCTBA, siKa 3a0e3-
revyye KOMYHIKaIlliHy CKJIaIOBY JOKYMEHTHOT
iHpopMmalii. Y KOKHOMY MiANPUEMCTBI, B yCTa-
HOBI 1 opraHizalii € cBos CiIy:k0a JiJIOBOACTBA.
CrpykTypa Takoi Ciry)kOu opranizallli 3aJIeKUTh
BiJl 00CATY TOKYMEHTOOOITY, KOMyHIKaTHBHI TeX-
HOJIOTii pOOOTH 3 JOKYMEHTHOIO 1H(OpMAIIIE0
(aBTOMaTH3aIlis, MEXaHI3aIis JUIOBOIHUX TPO-
neciB). /1o KOMyHIKaTUBHUX OAMHUIb 1HPOpMa-
IHHOT MIsITFHOCTI MOYKHA BiJTHECTH CEKpeTapiar,
MIIPO3AUT 3 KOHTPOJIO 332 BUKOHAHHSIM JIOKY-
MEHTIB, MIAPO3JT O0OJIIKOBO-JOBIIKOBOI POOO-
TH, TAPO3AUT 3 00MIKY Ta peecTpailii 3BepHEHb
TpOMaJIsH, TIAPO3AUT 3 TPUMaHHS Ta BiIIpaB-
JIEHHSI KOPECHOHEHIIT (eKCTequIisl), MiAPO3/Iia
aBTOMATH3AIli1 IUJTOBOACTBA, apXiBHUM ITiPO3ILT
/ apxiB Tomo. Ha HeBenmukux 3a 00CSITOM JOKY-
MEHTOO00Iry oprasizaiisix 3abe3neueHHs IOKY-
MEHTHO-1H(opMaIiifHOT KOMyHIKaIii mpouecy
MOKJIAJA€THCS Ha CEKpeTaps KePiBHUKA.

BaxnuBe Micue B cHUCTeMi JOKYMEHTHO-
iHpopMaLifHOI KOMYyHIKaIil MmiANpHeMCTBa Ha-
JICKUTh KOHTPOJIFO BUKOHAHHS JOKYMEHTIB, SIKI
BHU3HAYAIOTh TEXHOJIOTii KOHTPOJIO BHKOHAHHS

ra

HopmaTueHi Bumoru woao
CK1aAaHHA Ta 0GOPMIIEHHA
OoKymeHTiB. BnaHku
nokymenTie. Cknag, peksisuTis
OOKYMEHTIB, BUMOTM 80 X 3micTy
Ta po3TallyBaHHA.

MorogseHHn, 3aceigueHHs,
nignucaHHA ynpaeniHCbKMX
OOKYMEHTIB, 3aranbHi BUMOrK oo
X TeKcTy.

CrnagaHHA oKpemux BUaiB
OpraHisauiiHUX JOKYMEHTIB
(npaeun, NONOMKEHD, IHCTPYKLH,
ToLO)

OdopmneHHa KoNiid, BUTArIB 3
OOKYMEHTIB.

OdopmneHHa AOBIAKOBO —
iHbopmaLiiH1X
OOKYMEHTIB (aKTiB, AOBIAOK,
[ONOBIAHWX 3aNWUCOK, CNYHO0BMX
NUCTIB, TOWLD).

MiaroToBka Ta odhopmeHHA
PO3NOPAAYMX LOKYMEHTIB
(nocTaHoB, pilleHsb, Hakasis,
PO3NOPAMKEHS, TOLLD).

JIOKYMEHTIB. Y KOHTPOJIOIOUIA poOOTI IiI0BOJA
HEOOX1HO 30cepe/KyBaTH yBary Ha (opMyIIto-
BaHHI METH KOHTPOJII0O BUKOHAHHS JOKYMEHTIB,
WOT0 BUAM, CTPOKH BUKOHAHHS JIOKYMEHTIB (TH-
TMOBI, 1HAMBITyasbHi). Jlami BU3HA4YaIOTHCS €Tanu
KOHTPOJIO (B3SITTSI TOKYMEHTa Ha KOHTPOJIb, BU-
3Ha4eHHA (HOpPM 1 METOIIB KOHTPOJIO, MPOMIXK-
HUM KOHTPOJIb, TPOJOBKEHHS CTPOKIB BUKOHAHHS
JOKYMEHTIB, 3HATTS JOKyMEHTIB 3 KOHTPOIIO).
KonTtpons pyxXy mokymMeHTHOI iHbopMarlii Ta Bu-
KOHaHHS JJOKyMEHTIB BU3Ha4Yae mojaiblie Gpopmy-
BaHHs CIpaB, OpraHi3aiilo 30epiraHHs JOKyMeH-
TiB, X MOBHOTY Ta I[UTICHICTH apXiBHOTO (HOHTY.
VY npoueci JoKyMeHTHO-iH(popMaiiHoi 1i-
SUTBHOCTI YCTAaHOBU HEOOXITHO IOTPUMYBATHUCS
BCTAHOBJICHUX HOPM CTaHmapTu3amii Ta yHidi-
Karii JokyMeHTHoi iH(opmaii [3, 61]. [puniu-
MOBHMM Y BCTAaHOBJICHHI KOMYHIKaIifHUX 3B’ S3KiB
YCTaHOBH € HampsM pPOOOTH 3 JIOKYMEHTHOIO
iHpoOpMalli€l0, CIPSMOBAHOIO HA MIJrOTOBKY 1
oopmiieHHst ciy)00BHX TOKyMeHTiB. JlimoBoj-
Ha cIy’k0a, a TaKoX TMpaIliBHUKHU apXiBy / apXiB-
HOTO MiJIPO3/1TY, IKI KOHTPOJIOIOTh OpraHi3allito
JOKyMEHTOOOITY Ha MiINPUEMCTBI, B CBOIH Ii-
SUTBHOCT1 BUIUISIFOTH TaKi CKJIaI0B1 (PUCYHOK 2).

OcobnusocTi ohopmneHHA
OOKYMeEHTIB A0 3acigaHb
KonerianbHWX opradie.
OcobnuBocTi BeigHHA
NpoToKoNiB, oGopmMmneHHA
pilleHb, TOWO.

EkcnepTuza uwiHHOCTI
OOKYMEHTIB, T NPUMHLMNK Ta
KpuTepii, NopAgok NpoBegeHHA
Bu3sHaueHHA cTpokie 36epiraHHa
OOKYMEHTIB.

MNpaBuna bopmyBaHHA
OOKYMEHTIB y cnpaeu BignosigHo
[0 HoMeHKnaTypu. 36epiraHHa
CMpas Y CTPYKTYPHMX
nigposainax. Bumoru woao
odopMNeHHA Crpas.

Pucynox 2. Komynikauitini cknaoogi pooomu 3 00KymeHmHo10 ingpopmayicro
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3 HaBezeHO1 1H(MOpMAaIIil BUIITUBAE, 10 MPO-
(eciiiHi 000B’A3KHU JIIJI0OBO/Ia BKIIIOUAIOThH B ceOe
BCTAHOBJICHHSI BHYTPIIIHBOI 1 30BHIIIHBOI CHC-
TEMHOI KOMYHIKAIlli yCTaHOBH, MependadyarTh
JOTPUMaHHs HOPMAaTMBHUX BHUMOI IOJO0 YTHO-
psnKyBaHHs iHpopMarii Ta odopmieHHs ii y 110-
KyYMEHTHOMY BUIVISAL, dopMamizaliis ciry:KOoBOi
iHpopMallii BIAMOBIIHO A0 3araJlbHONPUHHATHX
HOPM, CYBOpE JOTPHUMAHHS CKJI/y PEKBI3HTIB J0-
KyMEHTIB, BUMOT JI0 iX 3MICTY Ta po3TallyBaHHS.

BaxnuBuMm etanom iHpoOpMariitHOi TpaHc-
¢dopmarnii KHUTTS JOKyMEHTa € KOMYHIKaTHBHA
mporeypa TMOTOMKEeHHS, 3aCBITYEHHS, IIiITHU-
CaHHs YHPABIIHCBKUX JIOKYMEHTIB, IIPOCTEKEH-
HS 3arajbHUX BUMOT 110 iX TekcTy [11]. Oxpemoi
yBaru mNoTpeOyroTh crernudika BUTOTOBJICHHS,
nyOnmtoBaHHS Ta O(QOPMIICHHS KOMii, BUTATIB 3
JOKYMEHTIB. Y Tpoleci KOMyHiKaii B opraHiza-
1ii Ta HaJIaropKeHHs 1HGOpMAaIiiHOT AISUTHHOCTI
BapTO BIAIITOBXyBAaTHUCS BiJ iH(opMallii opraHi-
3aIifHUX JOKYMEHTIB, CEpell IKUX MpaBuia, 1mo-
JIO’)KEHHS, IHCTPYKIIIi TOIIIO.

Hactynuuii piBeHp peasizaiii ymnpasiiH-
ChKOI KOMYyHIKaTuBHOI (pyHKIIT nependavae mif-
TOTOBKY Ta o(opmiIeHHS po3nopsauoi iHdop-
Mallii (opmasi3oBaHOT y TaKuX JOKYMEHTax sK
MOCTAHOBH, PILICHHS, HAKa3W, PO3MOPSHKEHHS
tomo [10]. HasiBHICTH Oprani3aiiiHo-po3nopsiI-
YUX JOKYMEHTIB B 1H(OpMAIiiHIi AisTEHOCTI
OyIb-sIKO1 opraHizaiii € 000B’SI3KOBUM eJIeMEH-
TOM, IO JIO3BOJSIE CHUCTEMHO peaji30ByBaTH
yNpaBIIiHCbKY KOMYHIKATUBHOMY (DYHKIIIIO.

Jns 3pyunoi iHdopmariifHoT KoMyHiKarii
13 30BHIIIHIMH €J€MEHTaMH COLIaJIbHOI CHCTEMU
BUKOPHCTOBYIOTh JIOKYMEHTOBaHY iH(}opMallito
y BUNISAI JOBIIKOBO—iH(pOpPMALIHHUX JIOKY-
MEHTIB — aKTiB, JOBIJIOK, JOIOBIJHUX 3aIllMCOK,
ciry’)k060BuX JHCTIB Tomo. Lle 3ymoBmioe Hama-
TOJDKEHHS TpoLecy cucTeMarn3alii iHgopmarii,
ii 30epiranns ta nepenadi. Okpemy rpymny JA0Ky-
MEHTHOT iH(opMallii CTAHOBIATH JOKYMEHTH, 1110
BiJI0OpaKarOTh TPOIEC KOJIEKTUBHOT a00 KOJIeTi-
a’pbHOI1 KOMyHIKarii. TyT BaKJIMBO BpaxOBYBaTH
ocobnuBocTi (opmanizarii Takoi iHpopmauii y
BUIJISIIII TOKYMEHTIB J0 3acCiJjaHb KOJIET1aJIbHUX
OprasiB, CKJIAJIHOCTI B X y3rO/’KCHHI, BEIICHHI
MIPOTOKOJIIB, O(POPMIIEHHI pillIeHb, TOILO.

KomyHnixayiiini cknaoosi ingpopmayitinoi 0i-

SANbHOCMI 8 Npoyeci apxigy8anHs OOKYMEHMHOT

ingpopmayii. B Hanpsimi opraHizaiii T0BrocTpo-
KOBOTO 30epiraHHsi JOKYMEHTHOI iHdopmarii
BHUJIUSIETBCS €KCTIEPTH3a IIHHOCTI JOKYMCHTIB.
Bona peanizyeTrbcsi BUXOIAYM 3 TPHUHIMIIB Ta
KpPUTEPIiB, NOTPUMYIOUHUCH CYBOPOTO MOPSJIKY
npoBeneHHs. B Xxozi 3acizanp excrepTHOi Komicii
BH3HAYAIOTHCSI CTPOKHU 30epiraHHs JOKYMEHTIB,
BPaxoOBYIOThCSI 0COOIMBOCTI iX 30epiraHHs, Qik-
CyeThbCs iX HaJexHICTh HarioHanpbHOMY apXxiB-
Homy ¢ouay Ykpainu [2, 15]. Opranizarist po-
00TH eKCIepTHOI KOMICIT IOpUANYHOT 0COOM Mae
9iTKO BU3HAuYeHi (YHKIIi Ta 3aBIaHHs, SKi y3ro-
JUKYIOTBCSI 3 TISUTBHICTIO €KCIIEPTHO-TIEPEBIPHOT
koMicii Ta LleHTpanpHOI eKcrepTHO-IepeBipHOL
KOMICii, apXiBaMH Ta apXiBHUMH YCTaHOBaMHU
JIEP’)KaBHOTO PIBHS.

Y mpormeci oprasizaimii JOKyMEHTHO-iH-
(dopmariiiiHoi KOMyHIKaIlii Ba)XJIMBE MiCIEe Bij-
BOJUTHCA CKJIQJAaHHIO HOMEHKJATYpH CIIpaB.
Takuii TOKyMEHT CyBOPO PEITIaMEHTOBAHMM, Ma€
YITKHH TOPSAIOK PO3pOOJIEHHS, 3aTBEPKEHHS
Ta BBEICHHS B Ji10. BUAUIAIOTH MATOTOBKY HO-
MEHKJIaTYpH CIIPaB CTPYKTYPHOTO MiAPO3IiTy Ta
3BEJICHOT HOMEHKJIATYPH CIpaB, sIKi J03BOJISIOTh
MIPOCTEXXUTH HASIBHICTh JOKYMEHTHOI 1H(oOpMma-
il Ha PI3HUX PIBHAX CTPYKTYPHO-KOMYHIKaIlii-
Hoi opranizamii. Jlo ckiagaHHd HOMEHKJIATypu
CIIpaB 3aCTOCOBYIOTH TEPENIKHM JTOKYMEHTIB 3i
BKa3aHUMHU CTpPOKaMH 30epiraHHs, BCTaHOBIIIO-
IOTBCSI BUMOTH J0 CKJIAaJaHHA, O(QOpMIICHHS Ta
MOTO/IKEHHS HOMEHKJIATypH CIIPaB.

BaxnuBuM HampsMoMm poOOTH 3 JIOKY-
MEHTHOIO 1H(QOpPMAIlI€I0 YCTAHOBH 3 OpraHizarii
30epiraHHs, KOMYHIKaIlli B 4aci, JIOCTyMy J0 JI0-
KyMEHTHOI iH(popmaii € popMyBaHHS JOKyMEH-
TiB y ClpaBH Ta iX 30epiraHHs y CTPYKTYPHHX
migpo3aiiax. TyT BUPIIIAIBHUM OpraHi3ylOYuM
CKJIaJTHUKOM pOOOTH 1 KOMYHIKallii BUCTYNaIOTh
npaBuia (opMyBaHHS JOKYMEHTIB Y CIIpaBH BiJl-
MOBIJTHO /10 HOMEHKJIaTypu. CBOIO 0COOJMBICTh
MaloTh 3aBIaHHs 30epiraHHs CIpaB y CTPYKTYyp-
HUX TiApo3AiIax. Y mporeci opraxizamii J0Ky-
MEHTIB Il 30€piraHHs B apXiBHUX CTPYKTYp-
HUX MiJpO3/AlIaX BPaxOBYIOTbCS BUMOTH HIONO
oopmienns cnpas. Hactynmaum etarnom € mif-
TOTOBKA CITPaB JJIsi apXiBHOTO 30epiranus, 3 J0-
TPUMaHHSIM BHMOT JIOKYMEHTHOI (opmaizarii
iHpopMmarii, ckragaHas Ta OQOPMIICHHS OTHCIB
CTpaB JOKYMEHTHO-iH(pOpMaLiiHOI KOMYyHiKa-
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1ii CTPYKTYPHUX HiZPO3/UIIB, aKTiB MPO BHII-
JICHHS JIJIs1 3HULICHHS JOKYMEHTIB CTPYKTYPHHX
MIIPO3/IUTIB, IO BU3HAYMIIA EKCIIEPTHA KOMICIsI.
Jlani BcTymae B /1110 IOPSIIOK MepeaBaHHs JIOKY-
MEHTIB JI0 apXiBy / apXiBHOTO MiIPO3/iTy OpraHi-
3ar1ii. BpaxoByroTbcst 00CSITH JOKYMEHTIB, TEPMi-
HU 30epiraHHs, 4ac nepeaadi Ha 30epiraHHs.
HacTynHuM eTanom B )KHUTTEBOTO ITUKITY J0-
KyMEHTHOI1 1H(opmartii Ta iHpopmaIiiHol TisIb-
HOCTI YCTaHOBU BHCTyIae poOoTa apXxiBy. 3rij-
HO 3 YKpaiHCBKUM 3aKOHOJIaBCTBOM OpTaHi3aIlis
po6oTH apxiBy / apXiBHOTO MiAPO3/IITY YCTAHOBU

€ 000B’s13k0BOI0. HUHI KOXKHA ycTaHOBa 4M Op-
rafi3aifis MaroTh BIACHUU apXiBHHUU ITiIPO3JILI
JUTs TAMYACOBOTO 30epiraHHs JTOKyMEHTHOI 1H-
¢dopmanii. 30epiraHHs JOKYMEHTIB 3 Mamepo-
BUMH HOCISIMU B apxiBi / apXiBHOMY MiJpO3aii
B1I0YBA€ThCS 32 3BUYHUM MEXaHI3MOM Tiepeiadi
o(opMIIEHUX TOKYMEHTIB 3 CYyIPOBIIHUMHU JIOKY-
MEHTaMH.

Jlo OCHOBHUX KOMYHIKAI[IHHUX CKJIAIOBUX
pOoOOTH apxiBy yCTaHOBH B HampsMi iH(opmartiii-
HOT JISIIbHOCTI MOYKHA BHJIIJIATH 3aBJIaHHSI HaBeE-
JIeH1 Ha PUCYHKY 3.

Opeanizayis pobomu apxiey / apxieHoeo nioposoiny

[Topsmok  po3poOieHHS Ta  3aTBEPIKEHHS
MTOJIOXKEHHS TIPO apXiB (apXiBHUHN MiAPO3ILN).

BusHaueHHS 4MCeNBbHOCTI MPAIiBHUKIB apXiBy.

Bumoeu 0o popmysanus apxienoeo ¢pondy ma obaiky OOKyMeHmie 6 apxisi

oOnaHaHHA.

JloBiKOBHMII amapaT 10 JOKyMEHTIB apxiBy | Pexxum  jmoctymy Ta  HOPSOK  KOPHUCTYBaHHS
(omucH, KaTanoru, KApTOTEKH, 03K TAHUX TOIIO). | TOKYMEHTaMH apXiBy.

3abesneuenns 30epedicents apxXi6HUX OOKYMEeHMi8
Bumorn no mnpumimieHHs apxiBy Ta #oro | JlorpumMaHHS =~ OCHOBHHUX  PEXHMIB  30epiraHHS:

TEMIIEPaTyPHO-BOJIOTICHOTO, CBITJIOBOTO, CaHITapHO-
Tiri€eHIYHOro TOIO.

Bumorn 10 30epiranas JOKYMEHTIB 3 IMariepOBUMHU HOCISIMU BIATIOBITHO 0 MIXKHAPOAHUX HOPM 3TiTHO 3
JACTY 8889:2019 «/loxymenTH 3 mariepoBuMu HocissMmy. [Ipasuia 30epiranas HA® Ykpainu. TexHiuni
BUMOT'H»

Ilpoyedypa 3nuwenns OOKyMeHmia

[lopsinok 3HUIIEHHS JOKYMEHTIB Ha MalepOBHX
HOCISIX.

3BeJIcHUH akKT Npo BUAUICHHS JOKYMEHTIB MJIst
3HMILEHHS.

Ilepeoasanus doxymenmis Ha nocmitine 30epicanis 00 apXi6Hoi YCMaHo8U

Opranizauis npuiMaHHs-TIepeaaBaHHs
JOKYMEHTIB (CrpaB) MiJ 4Yac 3MiHM KepiBHHKA
YCTaHOBH, KEpIBHUKA apXiBy, NPHITUHCHHS
YCTaHOBH.

OO0O0B’s13KM JIIKBIAIIHOI KOMICIT 11010 MepelaBaHHs
CIIpaB.

Pucynox 3. Cmpykmypa 30epescenna 0oKymenmuoi ingpopmauii ¢ apxiei
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Komynikayitini cknaoosi ingopmayiiinoi Oi-
AIbHOCMI 6 npoyeci yughposizayii doKymeHmoooiey
i apxigyeanns 0okymenmHoi inghopmayii. B ykpain-
CbKOMY J1LT0BOZICTBI 3 1 sk0BTHs 2020 p. BCTYIHIH
B JIII0 MpaBWJia OopraHizaiii 30epiraHHs J0KyMeH-
TiB, L0 30CEPELKYIOTh yBary Ha OCOOIMBOCTSIX
30epiraHHs eIeKTPOHHUX JOKyMeHTiB. HuHi enek-
TPOHHUI JOKYMEHTOOOIT € Ba)KJIMBOIO KOMYHIKa-
LIAHOI0 CKJIQJ0BOIO  1H(OpMAIIHHOT JisTTBHOCTI
opranizauii. Croau * MO)KHA BITHECTH 1 ciel]iky
oprasizaiii apxiBHOTO 30epiraHts 1u(poBoi 10Ky-
MEHTHOI iH(opMmarlii — enexkTpoHHuid apxis. Opra-
Hi3allisl eJIeKTPOHHOIO JOKYMEHTOOOIrY 1 mepexis
BiJ] ITATIEPOBOTO JI0 EIEKTPOHHOTO JOKYMEHTOOOITY
€ peanis MU Cy4acHOro iH(OpMaIiitHOTO CyCHiTb-
cTBa. BOHU 3yMOBIIOIOTH «TiOpUAHMID JOKYMEH-
TOOOIT B IEpEX1HUIN TIEPIOI.

VY mporeci Tpancopmarii iHpopManiiHoi
TISUTBHOCTI BiJ] TAaniepoBOro a0 mudposoro ¢op-
MaTy KOMYHIKalliliHI OCOOJUBOCTI PyXy MHOKY-
MEeHTHO1 iH(opMaIlii OTPUMYIOTh BaKJIUBI 3MiHU.
EdexkTuBHICTh KOMYyHIKAI[IHHOI CKJIAJOBOI 1H-
(dhopmariitHoi TisITEHOCTI B YMOBax mu¢poBizaiii
BUMArae TeOpeTUYHOro OOTPYHTYBAaHHS OKPEMUX
il ckiaJo0BUX, HAyKOBOi peduieKcii HayKOBIIB 3
BHU3HAYEHHS MPIOPUTETHUX HaANpsAMIB HU(POBO-
ro JOKyMEHTO3HABCTBa, y3arajlbHeHHs KaTeropi-
QJIbHO-TIOHATTEBOTO arapary IiJ101 raay3i 3HaHHS
PO TOKYMEHT.

Huni nepex 10KyMEHTO3HaBLSIMHM TOCTa-
I0Th TEOPETUYHI 1 MPUKIIAIHI 3aBJaHHS OpraHiza-
11i eJeKTPOHHOTO JOKYyMeHTOo0O0Iry. /o HayKkoBO-
TEOPETUYHUX 3aBJIaHb BIIHOCSTh:

1) BupinieHHs npobi1eMu NOHATIIHOT AUX0-
TOMIl — €JIeKTPOHHUI TOKYMEHT VS JOKYMEHT B
€JNeKTPOHHIN (popMi / TOCTAaHOBKY HAyKOBO-TEO-
peTUYHHUX TMpoOJIeM Mi3HAHHA 1 TPUKIIAJHUX 3a-
BIaHb IU(PPOBOi TpaHChOpMaIlii COLIyMY;

2) BU3HAUEHHS CTaTyCy €JIEeKTPOHHOIO J0-
KyMeHTa 1 #oro odimiifHux Tpanchopmarmii —
opuriHa / Koris / 3aBipeHa KOIis;

3) mpakTU4HE 3aCTOCYBaHHA — LU(PPOBUX
KOIIK JOKYMEHTIB / 3aBipeHHsS €JIeKTPOHHUMHU
mignucamMu / IeqyaTku Ha HUPPOBUX TOKyMEHTax
/ eNeKTpOHHA 1IeHTH(IKAITIS;

4) popmanizaiis €1eKTPOHHUX IOKYMEHTIB:
000B’SI3KOB1 PEKBI3UTH / TIPOLIElypa YTBOPEHHS /
€JIGKTPOHHE MMO3HAYEHHS 4acy CTBOPEHHs / pee-
cTparii / 3aBipeHHS / OTPUMAHHS IOPHUIUYHOTO
CTaTycy 1 CHJIU / eJIeKTPOHHA 1IeHTH(IKAIis;

5) dysKIiOHYBaHHS 00Iry JTOKYMEHTHOI
iHpopMmanii mig yac nudpoBoi TpaHcopmarii
JJIOBOJCTBA / apXiBHOI CIIpaBU 13 OJHOYACHHUM
3aCTOCYBaHHSM JOKYMEHTa B EJIEKTPOHHOMY 1
nanepoBoMy Qopmari / KOMyHIKaliiHI 0co0Iu-
BOCTI «T10puHO» GOPMHU TOKYMEHTOOOITY;

6) 0coOMUBOCTI KOMYHIiKaIlii IuppoBoi 10-
KyMEHTHOI 1H(opMallii 3 00MeXEeHUM TOCTYIIOM;

7) BCTaHOBIIGHHS MpaBWI BiAOOpY, MpH-
HMaHHA-TIepelaBaHHs  [UPPOBOi  JTOKYMEHTHOI
iH(popMalii Ha TOCTiiiHe 30epiraHHs, MOWIYK 1
BHIPAaBIICHHS 1HQOPMAIITHUX TTOMHIIOK B TaKUX
JOKYMEHTaX;

8) opranizaist 00iry Ta KOMyHIKalii JOKy-
MEHTHOI 1H(opMaIlii B eIeKTPOHHOMY apXiBi;

9) mpobemu BIIPOBAIKEHHS €JIEKTPOHHOTO
JOKyMeHTOo00Iry / nudposizaiii apxiBHOTO Ipo-
CTOPY / JOKYMEHTApHOTO ayJIUTY.

Jlo mpuKIIaHUX BIJHECEHO 3aBIaHHS:

1) opranizaiiisi €1€KTPOHHOTO JOKYMEHTO-
o0iry / aBromaru3allis KOMYHIKaI[iiHUX MpoIie-
CiB / TeOpeTH4YHE OOTPYHTYBaHHS JiaJIeKTUYIHOL
TpaHchopMalii JKUTTEBOTO LIUKITY €JIEKTPOHHOIO
JOKYMEHTY, Sika Ma€ BigOyBaTucs 3 JOTpUMaH-
HSM THUIIOBUX BUMOT T[00aibHOI mudpoBizamii
iH(popMaLiiiHOrO MpocTopy / oprasizamisi B3a-
€MOZI1 eJIEeKTPOHHOTO Ta MamepoBOro JOKyMEH-
TOOOIrY B TIepeXiTHUNA epiof;

2) 3ampoBaDKEHHS 1 TOTPUMAHHS €IUHUX
BUMOT JUJIsl BCIX CYO’€KTIB 3arajbHOr0 KOMYHi-
KalliiflHOTO TIPOCTOPY Ta EJIEKTPOHHOTO 00iry
JOKYMEHTHOI 1H(popMaii, o0 poOOTH 3 eeK-
TPOHHUMU JIOKyMEHTaMH / MiArOTOBKH JO Tepe-
JaBaHHS Ha apXiBHE 30epiraHHS HE3aJeKHO BiJ
(¢bopMu BIIacCHOCTI Ta PiBHIB cy0’€KTIB 1HpOpMa-
iIHHOT KOMYHIKaIIii;

3) y3romkeHHs €IuHUX (opMmariB JaHUX
€JIEKTPOHHOI JTOKyMEHTHO1 i1H(opmarii, 1m0
CTBOPUTH KOM(OPTHI YMOBH BCTAHOBJICHHS KO-
MYHIKallii B HOBITHIX HU(PPOBUX YMOBAX;

4) yTBOpEHHSI HOBUX BUMOT 10 (opmali-
3a1lii eJIeKTPOHHOTro 00iry JOKYMEHTHOI iH(op-
MaIlii: eJeKTPOHHHX TIAMKUCIB / TIe4aToK / MeTa-
JaHUX JOKyMEHTOOOITY / apXiBHOTO 30epiraHHs /
0OMiHY JOKYMEHTaMH / IpUMaHHs / IepeiaBaH-
HS JIOKYMEHTIB Ha TOCTiiiHe 30epiraHHs;

5) dopmyBaHHS oOpraHi3aIiiHO-TIPABOBUX
OCHOB pyXy LU(POBOi TOKyMEHTHOI iH(popmarii
/ 1HpopMaLiiHOT AISLTBHOCTI 1 pOOOTH 3 €IEKTPO-
HHUMH JJOKYMEHTaMH.
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HaykoBa HOBH3HaA. BaxnuBumu ckiiafoBu-
MU JiaJIGKTUYHOTO PO3BUTKY JKUTTEBOTO IMKITY
JIOKyMEHTa B CHCTEMI COIlaJbHOT KOMYHIKAIil
yIOpaBIiHHA 1 IIJIOBOTO MIPOCTOPY € JIOT14HA Opra-
Hi3aIisl TOKyMEHTHO-1H(pOpMaIiifHOT MisITEHOCTI
i TOKYMEHTOO00Iry yCTaHOBH, HAJIAaroAKeHHs [ii-
JIOBOZICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB,
JOTPUMAHHS B3a€MOJIl CKJIAJOBUX >KUTTEBOTO
UKy JTOKYMEHTY, BCTAHOBJICHHSI IOKYMEHTHOI
KOMyHiKallli 4ynHHOI 1H(pOpMaIi€ro i Tiel, 1o
BTpaTWja YMHHICTh, ajie¢ He BTparwia iHdopMma-
TUBHICTB. /[0 CKIIQJIOBUX TPOIIECY TOKYMEHTHOI
KOMYHIKaIllli yCTaHOBU BIJHOCSTh: HOPMAaTHUB-
HO-TIPAaBOBY 0a3y opraHizallii KUTTEBOTO IHKITY
JOKyMeHTa, (popMyBaHHS CITy>KOM J1JI0BOJICTBA,
OpraHi3aIifo JIOKyMEHTOOOITY Ta KOHTPOJIIO 3a
(YHKLIOHYBaHHSIM JOKYMEHTIB, MPOIYKYyBaHHSI
JIOKYMEHTIB Ta oprasizaiis ix 30epiraHss, CTBO-
peHHs apxiBy ab0 apXiBHOTO MiAPO3ALTY YCTaHO-
BU, BUMOTH JI0 €JIEKTPOHHOTO JTOKYMEHTOOOIry
Ta €JIEKTPOHHUI apXiB MiIPUEMCTBA.

BuchoBku. 3acrocyBaHHA iH(OpMaLiii-
HO-KOMYHIKAIIHHOTO TIAXOAYy Yy JOCHIDKEHHI
JIOKYMEHTHO-1H(OpMaIIiHOT iSJIbHOCTI MOXKE

BUCTymaTu kinacudikamiitnum enementom. lLle
YMOXJIMBIIIOE  OayeHHA JOKYMEHTHO-KOMYHi-
KalliiHOT NISJIBHOCTI SIK HAyKOBOTO (DEHOMEHY,
OyTTa SIKOTO BiAOYBAa€THCSA Yy MOHATTIX «4acy
1 «mpoctipy. Jlo3Boisie mpoctexutu mudposi
0COOJIMBOCTI KOMYHIKAIIITHUX XapaKTEepUCTUK
JOKYMEHTHOI iH(opMallii, eTanu iCHyBaHHS Y CO-
LiaNbHIA peanbHOCTI. BpaxyBaHHS nepeniueHux
(akTopiB JO3BOJIWIO 3AIYYUTH KOMIUIEKCHY Ha-
YKOBY METOJIOJIOTIIO /11 BUBYCHHS KOMYHIKaIliii-
HUX 0COONMMBOCTEH 1HPOPMAIIIHOI AISTBHOCTI Y
unpoBiil (asi KUTTA JOKyMEHTA. 3aTydeHUH y
JOCIIPKEHHI METOJOJOTIYHHUM 1HCTpyMEHTapiit
JI03BOJIUB PO3KPUTH 3MICTOBHE HAITOBHEHHS T1O-
HATIHHOTO arapary, 31HCHUTH aHaJli3 CKJIaJ0BUX
€JIEMEHTIB KOMYHIKaTUBHUX 3B’SI3KiB JOKyMEHTa
SK B MPUKIAJHIA cdepi ChOTOIEHHS, TaK 1 BH-
3HAYEeHHSI TEOPETUYHUX OCHOB (YHKIIIOHYBaHHS
J1aJIEKTUYHOTO PO3BUTKY JIOKYMEHTA B IIPOCTOP1
1 gaci. HaBezneHi y cTaTTi CKIa10Bi TOKYMEHTHO-
iH(popMaiiiHOT KOMYHIKallii B3a€MOIIOB’s3aH1
MK CO0OI0 Ta BHU3HAYaIOTh €()EKTUBHICTh JiNO-
BOJICTBA YCTAHOBH Ta 3arajioM apXiBHOI CIIpaBU B
VYkpaini y nepioa uudposizariii.
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