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CHEIIAJBLHI JEKCEMHM Y IPEJMETHINA OBJIACTI
YHPABJIITHHA JOKYMEHTALI€CIO

Mema pobomu. Jocniodxcenus nog’sizame i3 SUHAUEHHAM 0COOIUGOCEU DOPMYSAHHA MEPMIHIE
npeomemuoi obaacmi ynpaeniHHi OOKYMEHMAYIer K KOMNOHEHMIE8 OOKYMEHMHO20 MeKCHY, 6USUEHHM
KIIbKICHO20 MaA KICHO20 CKAAOY mepMinoao2iunoi cucmemu yici oonacmi. Memooonozia oocniodcenus. Y
PO38I0YT BUKOPUCTAHO ICIOPUKO-T02TYHUL, KOMNAPAMUBHULL | CAMUCMUYHUL MEMOOU, WOOAL0 MOICIUBICHb
BUOKpEMUMU GUOU CREYIANbHOL IeKCUKU, KA (PYHKYIOHYE Vy MEPMIHOCUCEMT YIPAGLIHHL OOKYMEHMAYIE!,
BUSHAYUMU XAPAKMEPHI O3HAKU CNEYIAIbHUX TeKCeM, CilbHe M 8IOMIHHE Y IX 03HAKAX, 0XApAKmMepusyeamu
AKICHUU ma KinbKicHUUl ckiad mepminocucmemu 6 yinomy. Haykoea nosusna nonseae y momy, wo enepuie
30IUCHEHO aHANI3 SAKICHO20 MA KIILKICHO20 CKAAOY MEPMIHI6, SKI (YyHKYioHyloms y npedmemuii obnacmi
VIPAGAIHHIL OOKYMEHMAYIEI0 3 MEmoio 8UOKpeMeH s ocobnugocmeti hopmyeanns ix cucmemu. Bucnosxu.
YV pesynomami oocnioscenns ecmanogieno, wo 6 dinogux mexkcmax yukyionyrome mepminu (90,2 % 6io
3aeanvHOi Kinbkocmi mepminono2iunux oounuyy), Homenu (1,8 %) i nomenknamypui navimenysanns (0,4
%), AKi pisHAmMbCA cmynemem KOHKpemusayii noswaueno2o. Y mepminocucmemi npeomemuoi obaacmi
VYNpAsNiHHA 0OKYMEeHmMayicio 8xcuearomscs npeomepminu (7,6 %). Buou cneyianbrux oOuHUYb NPpeOCmasneHi
6 PI3HUX KIACAX HePIBHOMIPHO: MePMIHU (PYHKYIOHYIOMb HA BCIX PIGHAX cUuCmeMu, HOMEHU i HOMEHKAAMYPHI
HAUMEHYBaHHs — MINbKYU HA OCHOBHUX, WO NO0G S3aH0 3i cneyuikoio 0ino80OHUX NOHAMb, NpeomepMiHu
xapaxmepni, Hacamnepeo, 051 OCHOBHUX CKIA008UX, 0OOHAK nomiueni i 6 dodamxosux. Bonu nonosuioionio
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mepmiHocucmemy npedmMemuoi obaacmi ynpasiinHa OOKYMeHMAaYiero 3a paxyHoK 8KII0UeHHs ) chepy pobomu
3 QOKYMEHMAMU eleMenmie NOHAMIUH020 anapamy iHuUx HayK.

Kntouoei cnosa: mHomeH, HOMEHKIAMYPHE HAUMEHYBAHHA, NpeOmepMin, mMepMiH, MepMiHoio,
mepmiHocucmema, npeomemHa oo1acms ynpasiinHia 0OKYMeHmayiero.
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SPECIAL LEXICAL ITEMS IN THE DOMAIN AREA
OF RECORDS ADMINISTRATION

The purpose of the article. The article deals with peculiarities of terms as components of a purport in the
domain area of record administration as well as studying qualitative and quantitative composition of the term
system in this domain. Methodology: in the article historical, logical, comparative and statistic methods are
used in order to extract types of special vocabulary which belong to the record administration term system;
to determine peculiarities of special lexical items, their communities and differences; to describe qualitative
and quantitative composition of the term system as a whole. The scientific novelty of the study is as follows:
this is the first time the analysis of qualitative and quantitative composition of terms which are functioning
in the domain area of record administration was made in order to highlight specialties of creation of their
system. Conclusions. Results of the research shows that terms (90,2 % from the total quantity of terminological
units), nomens (1,8 %) and identifying names (0,4 %) are used in purports. They have a different degree of
concretization of the denoted. In the term system of the domain area of record administration preterms (7,6
%) are also used. Types of special units are presented in different classes unevenly: there are terms at all
levels of the system; nomens and identifying names — only on the main ones, which are related to the specific
character of record mamnagement concepts; preterms are mainly used on the basic system levels, but were
noticed on additional one as well. They can develop the system of terms in the context of the domain area of
record administration due to adding to the sphere of work with documents elements of conceptual apparatuses
of other sciences.

Keywords: nomen, identifying name, preterm, term, terminoid, term system, domain area of records
administration.
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AKTyanbHICTh TEMH AOCTIIKeHHS. JIoKyMeH-
TH € THCTPYMEHTOM B3a€MOJIi1 Mi>K OpraHi3alisiMH.
Bonu 3a6e3neuyroTb HOpMaTUBHY OCHOBY O(iITiii-
HUX Jii Qi3nyHuX 0Ci0, (QIKCYIOTH COIliabHi, KO-
HOMI4Hi, TpaBoBi Ta MoIiTHYHI 3MiHU. [Tepeniueni
BUIIIE MPOIIECH CYITPOBOKYIOTHCS PO3LIMPEHHSAM
BUJIOBHX IPYII IOKYMEHTIB, PO3BUTKOM TE€XHOJIOT1H
JIOKYMEHTHOI KOMYHIKaIlii, 3MiHOIO CTaTyCy JIiHT-
BICTHYHOI CKJIa/I0BOi JIOKYMEHTA.

CydacHa cdepa pobOTH 3 JOKYMEHTaAMU
MO3HAYAETHCA TEPMIHOM «YIPABIIHHS JIOKY-
MeHTanieoy». Ilix HUM po3yMilOTh cucTeMy -
JIOBOJICTBA, B OCHOBY SIKOT IMOKJIa/ICHO TIPUHITAITA
€KOHOMIYHOCTI, €()EeKTHBHOCTI, IIUPOKE BHKO-
pUCTaHHS HOBHUX I1H(QOPMALIHHUX TEXHOJOTIMH,
[0 3a0e3MevyIOTh SKICHUH MEHEDKMEHT JOKY-
MEHTaIlii SIK pecypcy yIpaBIiHHS 3 ypaxyBaHHSIM
JOMIHAHTHUX IHTETPAlliMHUX TEHJICHIIN y cyc-
MUTBHOMY TIPOILIECI.

EdexTuBHICTh yNpaBIiHCHKUX —OIEpariii
3HAYHOIO Mipor0 0OyMOBIIEHa 1H(GOPMATUBHOIO
TOYHICTIO TEPMIHOJIOT1, IKa BUKOPUCTOBYETHCS B
JOKyMeHTax. Y 3B’S3KY 3 LM, HaOyBa€ akTyab-
HOCTI JIOCIIJKEHHS CTPYKTYPHHUX 1 CEMAaHTHUYHHUX
0cO0JIMBOCTEH MOBHUX OJMHUIL SK Ba)KIMBOI'O
esleMeHTa o(iniiHOT KOMyHIKaIli.

He3Bakatoun Ha BeNMKY KUIBKICTH Ipallb,
SIK1 BUCBITITIOIOTH Pi3HI acniekTu (OpMYBaHHSI Ta
(YHKI[IOHYBaHHS TEPMIHIB y CUCTEMI Cy4aCHOTO
JIJIOBOJICTBA, CHCTEMa TEPMiHIB IPEJMETHOI 00-
JIACT1 YIIPaBJIIHHSA JOKYMEHTAIIIEI0 3aTHIIIAI0THCS
Majo BUBYEHUMH. Lle i 10BOANUTH aKTyaabHICTh
o0OpaHoi TemMHu.

AHami3 1ocipKensb 1 myoumikaiii. TepmiHo-
JIOT1YH1 MUTaHHA y cdepl T0KYMEHTO3HABCTBA €
MIPEIMETOM BUBUCHHS Y MpaIsax 0araTtox IOCIia-
nukiB: B. bezapadko, M. Komogoi, C. Kynerosa,
C. JlutBuncekoi, 1. Hinosoi, M. CnobOoasHuka,
IO. Cromsposa, O. Typ, JI. Typoscekoi, I'. I1IBe-
noBoi-Boaku Ta iH.

barato yBarm HaykoBIll TPUIUISIOTH TH-
TaHHSM EBOJIOIII MOHATTS «IOKYMEHT» [2],
[11], [13], [20]; dopmyBaHHIO cHCTEMH JOKY-
MeHTO-3HaBuoi Tepminoiorii [11], [24]; knacu-
¢ikarii [13] i cranpaprusanii Tepminis [1], [2],
[14], [24], BUBYEHHIO CY4YacCHOTO CTaHy TEpMi-
HOCHCTEMH YKpPaiHChKOTO JOKYMEHTO3HABCTBA
[2], [7], [11], [13], [14], [24] Ta mpoOnemam ii
rapMOHi3aIlii 3 MDKHAPOJIHOI 1 €BPOIEHCHKOIO
[14], [24].

3’ABNSETHCS BCE O1TbIIIE KOMIUIEKCHHX JIOC-
JJKEeHb, SIKI 00’ €THYIOTh HU3KY BAXUJIMBUX IIH-
TaHb, 10 CTOCYIOTHCS (PYHKIIOHYBAHHS CUCTEMHU
TEPMIHIB Cy4acHOI'0 JIOKyMeHTO3HaBcTBa. I[lpu-
KJIQJIOM OJTHOTO 3 HUX € JIOKTOPChbKa JAUCEpTaIlis
O. Typ «VYHidikamis Ta cTaHmapTH3aIis JIOKY-
MEHTO3HABYOI TepMiHOJIOTIi B YKpaiHi», 3axu-
menoi y 2019 poui [24]. Ii aBTopka BuCBiTIIOE
NUTaHHS CYYacHOTO CTaHy TEpPMIiHOCHCTEMU
YKpaiHCHKOTO JTIOKYMEHTO3HABCTBA, OCOOIMBOC-
Ti yHi(iKamii Ta craHmapTU3aIii TEPMIHIB y Il
cdepi, npobiaemMu rapMoHizaiii yKpaiHChKOi J0-
KYMEHTO3HABUOT TEPMIHOCUCTEMH 3 MIKHApPOJ-
HOIO Ta €BPOIEHCHKOIO «...3 METOIO 30JIMKEHHS
HAI[IOHANIFHOI MPaBOBOI CUCTEMH 13 3aKOHOJIaB-
crBoM E€Bporneiicskoro Corwosy» [24, 2].

Meta gociiiKkeHHsT — BUSHAYUTH OCOOJIU-
BOCTI (hOpMYyBaHHS TEPMiHIB IpeAMETHOI 00IacTi
VIIPaBITiHHA JOKYMEHTAIIEO SIK KOMIIOHEHTIB J0-
KYMEHTHOT'O TeKCTY, BUBUUTH KIJIbKICHUI Ta sIKiC-
HUM CKJIaJT TEPMIHOJIOTIYHOI CHCTEMH I1i€T 001aCTi.

Buxunag ocHoBHOrO Marepiany. TepmiH € To-
JIOBHOIO OJIMHUIICIO CHELiaIbHOI IEKCUKH, IPOTE
Ha TI03HAYEHHS HAYKOBUX MOHITh BUKOPUCTOBY-
IOThCSl ¥ 1HIIN OJAMHUII, CYKYIHICTb SKHX yTBO-
pIO€ MapaJiurMy CrerialTbHUuX JEKCEM.

Jocnigauky 1€l npoOneMaTuKu po3poou-
7 pi3Hi knacudikaiii. B ocHOBY ofHIE€T 3 sSIKUX
MOKJIAJIEHO XPOHOJIOT1F0 BUHUKHEHHS CIIeIiati-
30BaHUX JIEKCEM. 3a IIUM KPUTEPIEM OCTaHHI MO-
JUISIFOTh Ha POTOTEPMIHHU, IPEATEPMIHM (KBa3i-
TEpPMiHM) 1 TepMiHU [23].

Jlo mpoTOoTepMiHIB HajeXaTh CHEIlialbHi
JIEKCeMH, 110 BUHMKIIM 1 3aCTOCOBYBAJIUCS B JI0-
HayKOBHI MEpioj] PO3BUTKY CHEIialbHUX 3HAHb,
1 TOMYy BOHM TI03HAYalOTh HE MOHATTS (SIKi BUHU-
KaroTh 3 TIOSIBOIO HAYKH), a CTIEIlialbHI YSBICHHS
[9; 15]. CporoaHi mpoOTOTEPMiHU ICHYIOTH 200 Y
BUIJISI/II JIGKCHYHUX OJMHUIL MPEIMETHUX 00-
nacteil, y sIKUX BiACYTHI (1€ He chopMyBaIHcs)
HAyKOBO-TEOPETUYHI OCHOBH, a00 Yy BUTJISAII TaK
3BaHUX «HAPOJHUX» TEPMIHIB, IO BKUBAIOThH-
Csl TapajielibHO 3 HAyKOBHUMH, aje 0e3 3B’S3KYy 3
MOHATIHHOIO cucTeMoro. B 000X BHMaakax mpo-
TOTEPMiHU BUKOPHUCTOBYIOTHCS ISl TIO3HAUCHHS
00’ekTiB cepu cremniaabHOl TISUIBHOCTI, ajie
CIIpUIMAIOTHCS Ha PiBHI YSBIICHD, @ HE MIOHATD.

[HIIMM PI3HOBUIIOM CIIEIIAILHUX JIEKCHY-
HUX OJIMHUIID € TIPEITEPMIHU — CIICIIaJIbHI JIeK-
CeMH, 110 BUKOPUCTOBYIOTHCS SIK TEPMIHM ISt
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Ha3MBaHHS HOBUX C()OPMOBAaHUX MOHATH, ajie HE
BIJIMOBIJAIOTh OCHOBHUM BHMOTaM, sIKI BHCYBa-
IOThCS 710 TepMiHa (Hal4acTiIe — BUMO31 CTHC-
nocti). Ilpenrepminom, 3a3BHuail, BHCTYIIAE:
ONMCOBUHN 3BOPOT — OaraTociaiBHE HOMIHATHBHE
CIIOBOCIIOYYEHHSI, 110 HA3UBA€ MOHATTS 1 JI0-
3BOJISIE JOCUTH TOYHO MEpeAaTH HOro CyTHICTb;
TBOpYE CJIOBOCIONYYEHHS, 1[0 MICTUTh MTPHUCIIIB-
HUKOBHH a00 JIE€NPHUCIIBHUKOBHIA 3BOPOTH; Oa-
raTOCIIBHI TIO€THAHHS, SKi YaCTO MalOTh y CBOIH
CTPYKTYpI CIIOJIYYHUKHU 1 TPUHMEHHUKH. Y TIPO-
IIeCi MOAANBIIOr0 CTAHOBJICHHS IIi OJMHUIIL pe-
TYKYIOTh, TEPMIHOJIOT13yIOThCS, CTAIOUH, SIK ITpa-
BWJIO, KIITACHYHUMH OHO- 200 JBOKOMIIOHEHTHH-
Mmu Tepminamu [9; 10; 22].

Bin TepmiHIB peATepMiHH BiIPI3HAIOTHCS
TUMYAaCOBHM XapaKTEePOM, HECTIWKICTIO (OpMH,
HEBUKOHAHHSM BHMOI' CTHCJIOCTI 1 3arajibHO-
MPUAHATOCTI, 9acTO M BIJACYTHICTIO HEHTpalb-
HOCTI. Y psiJii BUNIAAKIB 3aMiHa IIpeaTepMiHa JIeK-
CUYHOIO OJIMHUIICIO, SIKA O1IBIIIOI MIPOIO BIIO-
BiJIa€ TEPMIHOJOTIYHIUM BHMOTAM, 3aTATYETHCS.
Toni mpeATepMIH 3aKPITUTIOETHCS Y CIIEHIANbHIN
JIeKCHULll, Ha0yBa€ CTIIKOTO XapakTepy 1 CTae KBa-
sirepminom [9].

Knacudikarisi crienianbHUX JEKCEM MOXKE
3MIACHIOBATHCSA M Ha OCHOBI KOMILJIEKCY O3HAK
(popmanbHO-cemanTUYHA KIacudikaiis). Y 1mbo-
My BHIIQJKy BUIUISIOTH HOMEHHU, TEPMIHOHIMH,
npogecioHani3sMu, TEPMIHOIAH, TICEBJAOTEPMIHH,
KBa3ITEpPMIHHM Ta 1H.

Homenu y Oinbmiocti poOiT po3risaa-
I0TbCS SIK PI3HOBUAM TEpMiHIB. BigmiHHOCTI
MDK TepMiHAMH 1 HOMEHAMM IMOJIAraloTh, Ie-
penyciM, y XapakTepi BHUPa)K€HOTO TIOHSTTS.
Tepminu mo3HadaroTh aOCTPAKTHI, y3araJbHEH1
MOHSTTS, HOMEHH — TIOHATTS KOHKPETHi, OJH-
uuyHi [3; 9; 19].

CriBBiJHECEHICTh HOMEHA 3 OJUHUYHUM
MOHATTSAM 1HOJI TPAKTYETbCA SIK CITiBBiJTHECE-
HICTh 3 peaniero. HoOMeHH MOXYTh PO3YMITHUCS
SK YMOBHI CHMBOJIM, IO CIYXaTh Jis TO3HA-
YeHHsI TIPEeIMETIB 0e3 MPSMOTO BiIHOIICHHS /10
noTped TEOpeTHUHOI AYMKH, siKa ONepye LUMHU
npeameramu [7]. Takox TepMiHH 1 HOMEHH PO3-
TIIAJAI0THCS K TIO3HAUEHHS, B SKHX IOCHIICHA
npeaMeTHa abo MOHsATIHA opieHTaris [8].

B okpemux nocnipkeHHIX HOMEHU pO3IJIs-
JAI0THCS K OJJMHUIII, 1110 3HAXOAATHCS 32 MEXKAMU
TEPMIHOJIOTIYHOT JICKCHKH.

Jlesiki TOCTIAHUKY BiI3HAYAIOTH, 110 Pi3HH-
[0 MDK TEPMIHOM 1 HOMEHOM TNPOBECTH B3ara-
J11 HEMOJKJIMBO, OCKIUJIBKH 32 KUIbKOMa O3HaKaMu
BOHHU JIy’K€ OJM3BKi: 1 TEPMIHU, 1 HOMEHHU CITiB-
BIZTHOCSITHCSL 3 TICBHOIO CIICHIATBHOI Taly3310
3HaHb, BOHM CTiKI i BIATBOPIOBAHI.

VY niTepaTypi JOMIHYE JB1 TOYKH 30pPY IIOJI0
BUOOPY KpUTEPIIB PO3MEKYBaHHS TEPMiHIB 1 IPO-
¢ecionanizmis. [lo-mepiie, TakuM KpHUTEpieM €
JiaxpOHIYHA XapaKTEPUCTUKA. Y 1[bOMY BHITKY
npodecioHaaizMu BiTHOCITH 10 OJMHHIIL PEMIcC-
HUYOI JICKCHKH, 110 ckiiaiacs 1 pyHKIIOHyBala B
OCHOBHOMY y iepion cepenaboBiuus [9]. [To-apyre,
KpuTepieM audepeHIiialiii CIy>KuTh BIacTUBa MPo-
(hecioHasriaMaM HEHOPMOBAHICTh BKUBaHHS (4acTO
y 3B’S13KY 3 HasBHICTIO €MOIIIHHO-EKCIIPECUBHUX
KOHOTAIli}), a TAKOXK (DYHKII1OHATLHO-CTHIIHOBA 00-
MEXEHICTh (YyCHE MOBJIEHHS MPOQECcioHaiB y He-
(bopmanbHiit oocranosii) [10; 15].

KpiM cemaHTHYHMX O3HAK TMpodecioHamis-
MiB (00pa3HiCTh, HASIBHICTh OIIIHHUX MOMEHTIB),
BUAUISIOTh TaKOXX CTPYKTYPHI (TSDKIHHS J0 ce-
MaHTUYHOI 1 MOP(QOJOriYHOI MOTHUBOBAHOCTI;
CKOpOYCHHSI HallMEHyBaHb, CTBOPEHHS HEPO3-
YJICHOBAaHUX HAWMEHYBAaHb 3aMiCTh PO3UJICHO-
BaHUX; MEPEOCMUCIICHHS, MOP(OJIOTiYHA acuMi-
JISILIS 3aM03MYEHUX CIIiB) 1 (QYHKIIOHAIbHI PUCH
(HasBHICTH CHHOHIMa-TIpodecioHanizma ado cu-
HOHIMa-TepMiHa), 10 BLAPIZHAIOTH NpodecioHa-
Ji3MH Bl TepMiHiB [18].

[Ipodecionanizamu po3risiaTbes i 9K Ba-
plaHTHI OJUHMIII 3arajbHONPUUHATHX TEPMIiHIB:
(oHeTnuH1, MOP(OIIOTIYHI, CIIOBOTBIPHI BapiaH-
TH, ICTOPU3MH, HEOJIOTI3MH-CJIOBA 1 HEOJIOT13MHU-
JICKCHKO-CEeMaHTHYHI BapiaHTH [3].

PizHoBHIOM mpodecioHanizaMiB € mpode-
CiiiHl skaproHizmu. SIKmo uacTuHa mpodecio-
HaJi3MIB MOK€ MaTH HOPMATHUBHUUN XapakTep
(icHye BenmMKa KUIbKICTh HpOQecioHai3MiB,
CTaH/IApPTH30BaHUX SK OOOB’S3KOBI TEPMIHHM),
TO TpodeciiiHi KaproHi3Mu He 37]aTHI HaOyBaTH
HOPMAaTHUBHOTO XapakTepy, X YMOBHICTh BUPA3HO
Bi/IYyBA€THCS MOBIISIMHU [6].

TepmiHOiM y HAYKOBIH JTiTEpaTypl TPAKTy-
FOTHCSI HEOJHO3HAYHO. Y HIMPOKOMY PO3YMIHHI —
1€ PI3HOBU/IU CIICIIAJIbHOT JICKCHUKH, K1 32 3Ha-
YEHHSM € MEHII (OpMaji30BaHUMH, MOPIBHSHO
3 TepmiHoMu. [27]. [Ipu TakoMy migxomi TepMi-
HOITaMH MOJKHA BBa)KaTH HOMEHKJIATypHI Ha3BH,
npodecioHanizMu, TpodeciiHui KaproH Ta iH.
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TepmiHOIIM TaKOX HAa3UBAIOTH CIICIIAJIbHI
JIEKCEMU Ha I103HAUEHHsI HEJOCTaTHbO ycTalle-
HUX, HEOJJHO3HAYHO TPAKTOBAHUX MOHSATH. Tep-
MiHOiaM, Ha BiZIMiHY BiJl TEpMiHiB, HE BJacTUBA
TOYHICTb 3HAUEHHS, KOHTEKCTyaJbHAa HE3aJIEK-
HICTH 1 OCTIHHUM, CTIHKUN XapakTep. 3a3BUYait
TEepMiHOITM (IKCYIOTBCS B TepMiHOrpadidyHUX
BHUJIAHHSX 13 3a3HAYCHHSM PI3HUX TOYOK 30Dy
oo ix 3micty [9; 22].

VY By3bKOMY PO3yMiHHI TEpPMIHOIIM BH3HA-
Yal0ThCS 3@ O3HAKOIO YAaCTOTH BXKMBAHHS Y MOB-
neHHi. J[oCHiIHMKY BBa)KarOTh TEPMIHOITAMHU
niecroBa 1 fAiecniBHI (BepOasbHi) CIOBOCIONY-
YEHHs, 10 BUPAXAKOTh MOHATTS CHELiaJIbHUX
obusacteit 3HaHHSI 1 AisIbHOCTI [25].

TepmiHOigaMu TakoX HA3MBaIOTh IMEHHU-
K, 110 (DYHKIIIOHYIOTh Y HAYKOBUX TEKCTaX KiJlb-
KOX oOjacteil 3HaHHS (CaMOCTIMHO 1 B CKJIAIi
TEPMIHOJIOTIYHHUX CIIOBOCIIOJIYYE€HB), SIKi B YMO-
Bax CIIELiaJIbHOT'O HAYKOBOT'O TEKCTY MiIIA0ThCS
MIPOILIECOBI CIIeriani3aiii i peasi3yroTh CBOi 1O-
TEHI[iHI TepMiHOIOTIYHI MOKIUBOCTI [17].

[Tin nceBnoTepMinaMu (axiBLi pO3yMIIOTh
IpyIy CIiB, 1[0 BXXKUBAIOTHCS HA TTO3HAYEHHS T10-
MUWJIKOBUX MOHATH: (i10cO(ChKUI KaMiHb, )KUBA
BOJia TolO. Taki OMHUII MalOTh O3HAKU TEPMi-
HiB, IPU LIbOMY XUOHICTb MOHSATTS 1 BIACYTHICTb
JIEHOTATIB HE 03HAYAIOTh BIJICYTHOCTI CAMOTO T10-
HATTS, OCKUIBKH OUTBIIICTh A0OCTPAKTHUX MOHSTh,
SIK1 CbOTOJTH1 (DYHKITIOHYIOTb, TAK0K HE Ma€ JIEHO-
TaTiB. [3 mo3uIil HayKOBOT 17€0J10ri1l Ta Cy4acHOT
HAyKOBO1 T€OPIi, 111 TOHATTS BBAXKAIOTh XMOHUMHU,
MIPOTE 3aBTPa IIEH CTaTyC MOKE 3MIHUTHUCS 1 TICEB-
JOTEPMIHHM CTaHYTh TEPMIHAMH, YOTO HE MOXHa
CKa3aTH, HAITPUKJIA]I, PO KaproHizmu [1; 5].

[IpoanamizyBaBIIM THIM CHENiali30BaHUX
JIeKceM, poOMMO BUCHOBOK ITPO Te€, 10 1ICTOPUKO-
CEMaHTHYHI BIJIMIHHOCTI MK TepMiHAMH 1 JIeK-
CeMaMHU € He IUCKPETHUMH, a Oe3nepepBHUMU. Y
Nepexo/Il Bijl CJI0Ba /10 TEPMiHA CIIOCTEPIraeThCs
psi Tpananiii, ToMy OMO3MIIisl «TePMiH — HETep-
MiH» BUSIBJISIETHCSI HEKOPEKTHOIO.

AHari3 TepMiHIB Y MeKaX MOHATIHHUX CKIa-
JIOBUX YIPABIIIHHS TOKYMEHTAIIIE€I0 TaB MOKJIIH-
BICTh KJIacHM(iKyBaTH TEPMIHOJIOTIUHI OJMHUII
uiei mpodeciitnoi cdepu.

[ToHsATIHMIA KJTac «IOKYMEHTHA CKJIaJI0Bay
BKJIIOYAE!

1. tepminu — 83,2 % (687 oguHUIB): aHKe-
Ta, JOTIOBITHA 3aMICKa, HOPMATUBHI JOKYMEHTH,

30BHIIIHI HOPMATHUBHI JOKYMEHTH, JIOKYMEHT
THMYacCOBOTO TEPMiHYy 30epiraHHs, IOPHUIUIHO
3HAYUMUH eIEKTPOHHUN JOKYMEHT Ta 1H.;

2.npearepminu — 12,7 % (105 oaunuip):
HallMEHyBaHHS OpraHy MiCIIEBOTO CAaMOBpSITyBaH-
Hs1, 0(illiiiHI CHMBOJIM MYHIIMIIAIBHUX YTBOPEHbD,
MiATPUMAaHHS TPUBAIOTO 30epiraHHs JOKYMEHTIB,
aBTOMaTHU30BaHA CUCTEMa BiJOMYOTo 30epiranHs
JOKYMEHTIB, JepKaBHa CHUCTEMa JOKyMEHTa-
IIHHOTO 3a0€3MEeUYCHHsI YIPABIIHHS;

3.HOMeHU — 2,9 % (24 onwHMIN): 1HAWBI-
nyajabHa IHCTPYKIIiS 3 TIOKYMEHTAalIHHOTO 3a0e3-
MIEUYCHHS YIPaBIIHHS, IHCTPYKIiS 31 CKJIaJaHHA I
0o OpMIICHHS CITY’KOOBUX JTOKYMEHTIB, ITOJIOKEH-
HSl TIPO JOKYMEHTAIlil0 Ta iH(opMaIlito, HiTF0Ba
mporpaMa 3acTOCyBaHHs 1H(OpMAIIHUX TeX-
HOJIOT1H, MepeNiKi JOKYMEHTIB 13 3a3HaueHHSIM
TEPMIHIB iX 30epiraHHs, MepetiK JOKYMEHTIB i3
3a3HAYEHHSM TEPMiHIB 30epiraHHs Ta Jid IMicis
1X 3aKiHYEHHS;

4. HomeHkarypHi Ha3eu — 1,2 % (10 omummIp):
THITOBA IHCTPYKIIiS 3 AIJIOBOJICTBA B OpraHax BUKO-
HaBYOI BJIa/I1, TUTIOBHI PEIJIAMEHT B3a€MO/IIl OpraHiB
BUKOHABYOI BJIa/I1, TUTIOBUI peryiaMeHT BHYTPILIHBOL
Opratizariii OpraHiB BUKOHaBYO] BJIa/IH.

Indopmariiina ckaoBa yrpaBiiHHS JTOKY-
MEHTAIII€10 TPEJICTaBIICHA!

1. repminamu — 92 % (340 omunwMIIi): Bigeo-
JlaHi, JOCTOBIPHI BIJIOMOCTIi, aKkTyajbHa 1H(}OpP-
Marlist, rpadgiuHuil o0pa3, MoBHOTa iH(opMaii,
iHpopManiiiHui mporec, npeaMer iHpopMarii-
HOI NiANBHOCTI, 1H(OpMAaILIiliHI Mepexi, 1HIUBI-
nyanbHi iHpOpMalliiiHi eIeKTPOHHI CUCTEMH;

2. npearepminamu — 7,5 % (28 onuHHUIB):
JIOTIYHA CTPYKTypa €JIEKTPOHHUX JOKYMEHTIB,
CUCTeMa YIPaBIIHHSA €JICKTPOHHUMH JTOKYMECH-
TaMH, 3aKPUTUH KITIOY CJIIEKTPOHHOTO ITiJIITHUCY,
1H(}OpMaLIIHHO-TIONTYKOBI CUCTEMU 33 JOKYMEH-
TaMU OpraHizailii, IpaBo Ha JAOCTYI A0 iHdopma-
1ii, iHdopmarris, 10 BiAMOBIIHO 0 3aKOHIB ITiJI-
JsiTa€ HaJlaHHIO / TIOMUPEeHHIO, 1H(OpMaItis, 1o
HaJaeTbes 3a 3roJI0r0 0ocid, K1 OepyTh yyacTh y
BIAMOBIAHUX BIAHOCHHAX;

3. Homenamu — 0,5 % (2 ogunuI): AepKaB-
Ha iHdopMmariiiHa cucrema.

HayxoBa ckiiajioBa ynpaBiiHHS JOKyMEHTa-
LI€I0 BKIIFOYAE:

1. Tepminu — 98,1 % (362 oquHuMIb): aHANI3,
rpadik, AISAIBHICTH, KiIacH(iKaIlis, KO, KOMII-
JIeKC, KOHIISMIIis, JTiHist; MoauDikartis, BU3HAYCHHS,
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2.mpearepminu — 1,9 % (7 omuHuIs): rpa-
(biunmii Metox MonudiKyBaHHS OpraHizaliii, 30B-
HIITHS TIOJIITUKA YIPABIIHHS JIOKYMEHTAMHU, Me-
TOJY KOHCepBallii Ta pecTaBpallii, IPOEKTyBaHHS
CHeUiaTi30BaHUX CHCTEM JUIS YIPaBIiHHS JOKY-
MEHTaMH.

Y  CTIpyKTypi pEryJsTHBHOI CKJIaJOBOI
YIIpaBIIiHHS TOKYMEHTALI€I0 OyJIN BUSIBIICHI:

1. repminu — 91 % (143 onuuuIi): aaMiHi-
CTpaTUBHE YIPaBIIHHSI, JEp)KaBHE YIPaBIiHHS,
MICIIEBE CaMOBPSAyBaHH:I, OTIEPATUBHICTh YIPaB-
JHHS, KepiBHI BKAa3iBKM, YIPaBIIHCbKA MAislIb-
HICTb;

2. mpearepMminu — 8,4 % (13 oguHuIb): yac
CHPUMHATTS KEPIBHOTO BILTUBY, MPOIYKTHUBHICTh
JIIOBOT Ta yNMpaBIiHCHKOT MisIIBHOCTI, y3TO/Ke-
HICTB JJIOBOT Ta YIPABIIHCHKOI TISIILHOCTI, BiJl-
MOBIAANIBHICT 32 YIPABIIHHS JOKYMEHTaMH,
TMOJIITUKA B Tally31 SIKOCTI, PillIeHHs MO0 OKpa-
IICHHS] CHCTEMU MEHEJDKMEHTY SIKOCTI;

3. HoMeHKJaTypH1 HaiiMeHnyBaHHs — 0,6 %
(1 oguams): mixkaapoani crangapta ISO 9001
cepii 2015.

B opranizamiiiHiil ckianoBii ynpaBiiHHS
JIOKYMEHTAITIEI0 B1I3HAYEHO BXKUBAHHS:

1. trepminiB — 93,7 % (120 oguHUIIB): KOH-
LIEpH, KOpIOpallisi, HEKOMEpIliiiHa opraHi3arlis,
MDKHapOIHa OpraHi3auis, BIIKpUTHH (oHT, ycTa-
HOBA, CAMOPETYJIbOBaH1 OpraHisailii, TepUTOpiaib-
HO PO3IO/IiJIEHE KOPIIOPAaTHBHE CEPEIOBUIIIE;

2. mpearepmini — 0,8 % (1 ogunuis): daxi-
BEllb B raly3i yIpaBiliHHA JOKYMEHTAIII€10;

3.HoMeHiB: — 5,5 % (7 oguHMIB): Kenapra-
MEHT 13 pOOOTH 3 IOKYMEHTAaMH, BIJ/I1JT KOHTPO-
JTEO 32 TIPOXO/KEHHSM JIOKYMEHTIB, BIIILT JIUCTIB
1 mpuiioMy rpoMaisiH, Cayx0a TOKyMEeHTaliiHO-
ro 3abe3neueHHsl yIpaBliHHA, ciIyx0a iHdopMma-
LIHOTO MEHEIKMEHTY, ClIy:k0a 3 yImpaBliHHS
JIOKYMEHTAITIEIO.

[IpaBoBa ckiajoBa ympaBIiHHS JOKYMEH-
TaIl€r0 TPEICTaBIICHA:

1. repminamu — 94,7 % (177 onuHuIk): aB-
TOPCBbKE MPaBO, TPOMAJITHCHKE CYCHIIBCTBO, 3a-
KOHOJaBua 0a3a, HArJISIOBI OpraHu, HOPMAaTUBHE
cepe/IoBuIlle, HOpMaTHUBHE 3a0e3MeueHHs, 00’ KT
TpaBa, MPaBoOBa JIeprKaBa, MPABOBE IMOJIE, IIPABOBHIA
cTaTyc, IpaBoBi YMOBH, IPE/ICTABHUK MPAIliIBHHKA;

2. mpenrepminamu — 1,6 % (3 omuuui):
MPaBOBUN KOHTEKCT [ii JTOKYMEHTIB; iH(opma-
HIMHO-TIpaBOBa 0a3a OKyMEHTAIlIHHOTO 3a0e3-

TIEYCHHS YIIPABJIiHHS;, HOPMATUBHO-TIPaBOBa 0a3a
JOKYMEHTAIITHOTO 3a0€31eYeHH s YIIPaBIIiHHS;

3. Homenamu — 3,7 % (7 oguHuUIb): AaMiHi-
crpauis [Ipe3unenta Ykpainu, MinicrepcTBo co-
1aJIbHOT MOJITHKH, MiHICTEPCTBO HAYKH 1 OCBi-
TH, Jlep>kaBHUI KOMITET apXiBiB YKpaiHH.

VY CTpyKTypl TEXHIKO-TEXHOJIOTTYHOI CKJIa10-
BO1 yIpaBIiHHS JOKYMEHTAITIEI0 OYJIN BUSIBIICHI:

1. repmiau — 89,2 % (99 oaunMIb): 00UHC-
JrOBajJbHA TEXHIKA, KOMII FOTEpHA TEXHIiKa, ara-
paTHe 3a0e3meueHHs, TEXHIYHI MaTepiaiu, TeX-
HIYHI 3aCO0H, TEXHIYHI BUMOTH, aBTOMAaTH3aIlis,
KOMIT F0Tepu3allis, 6araroyHKIiOHAIBHI CIeli-
aJ1i30BaHi MPOrpaMHi KOMIUIEKCH;

2. mpearepminn — 10,8 % (12 omuHUIK):
TEeXHIYHI 3acobn 00poOKu iHpopMmarlii, aBTOMa-
THU30BaHa TEXHOJOTisl 0OPOOKU TOKYMEHTHOI 1H-
(dhopmMmariii, KOMIUIEKCHa aBTOMaTH30BaHa CHCTEMa
yIpaBIiHHS JOKYMEHTaMH, CHUCTEMa aBTOMATH-
3alii Ii7I0BOACTBA Ta TOKYMEHTOOOITY.

bi3Hec-ckiragoBa ckianoBa ynpaBiIiHHS J0-
KYMEHTAI[IE€I0 BKIIIOYAE:

1. repminu — 84,6 % (22 ogunwuiii): GizHec,
JJIOBA JISUIBHICTH, AiJ0Ba 1I€HTUYHICTD, I1JIOBE
CHIKYBaHHS, TIJTOBUM KOHTEKCT, ALIOBI Mpolie-
JypH, JIJIOBI LI

2.mpearepminu — 15,4 % (4 ogunwmi): mi-
JIOB1 BUMOTH JIO TOKyMEHTIB.

ExoHomiuHa CKIlagoBa IMpeCcTaBlieHa Tep-
MiHamu — 100 % (61 onuHuLsA): ayauT, ayaurop,
OaHKPYTCTBO, I'polIl, KOHKYPEHT, KOHKYpPEHTO-
CIPOMO’KHICTb, KPEIUTHI OpraHi3arii.

TepMiHM JTOMIHYIOTH Yy KOMYHIKAaTHUBHIN
(tepmiam — 100 % (19 onuHwMIb): KaHAT 3B’S3KY,
(hakcuMITbHUN 3B’SI30K, KOMYHIKallliiHa cucTe-
Ma, KOMYHIKalliiHa Mepeka) 1 JIHIBICTHYHIN
CKJIa/IOBUX YIPABIIIHHS JOKYMEHTAIIE0 (TepMi-
Hu ctaHoByATh 100 % (32 oxuuuii): OykBa, 3a-
rOJIOBOK, Maparpad, mpaBMWIbHICTh OOPMIICHHS,
MaJli JliTepu, mWpudT, TOKyMEHTHA TPAaMOTHICTb,
TpadapeTHUl TeKCT, MabIoH).

TakuMm YWHOM, MapagurMa Creliani30Ba-
HUX JISKCEM YIPABJIIHHS JOKYMEHTAIIEI0 BKITIO-
Yyae TepMiHU, IPeATEPMIHH, HOMEHHU, HOMEHKJIa-
TypH1 HallMEHYBaHHS.

VY BCIX MOHSATIMHUX CKJIaJ0BUX YIPABIIHHS
JIOKYMEHTAITIEI0 TIEPEBAKAIOTh TEPMIHH, YacTKa
saxuX BapitoeThes Bix 83 % mo 100 %.

[Ipearepminy BUSBICHI B OCHOBHHUX ITOHS-
TIHHUX KJacax, M0 CBITYUTH Mpo (hopMyBaHHs
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HOBUX MOHATh. HallOimbII akTHBHO 1IeH TpoIec
MPOTIKae B JOKYMEHTHiH, iHpopManiiiHiil Ta pe-
TYJIATUBHIN CKJIQIOBHX, IO BiZOOpakae poO3BH-
TOK BIJIMOBIIHUX cep NisIBHOCTI, 00yMOBIIEHE
CY4aCHUMH COLQIbBHUMH YnHHHKamMH. Ocobin-
BICTh NPEATEPMiHIB MOJISTAE Y TOMY, 110 3 YACOM
BOHH MOXYTb 3aMIHIOBATUCS JTIEKCUYHOIO OJTMHU-
11€10, 110 OUIBIIE BiAMOBIIa€ BUMOTaM, sIKi BUCY-
BaIOTHCSA 710 TepMiHa. Y cdepi yrnpaBliHHS T0KY-
MEHTaIli€l0, caMe B 1H(GOpPMAIIHIN CKIIaIO0BIH,
CIIOCTEpIraeThCsl TapayiesibHe (DYHKIIIOHYBaHHS
NesIKUX MIPEATEepPMIHIB 1 iX aOpeBiatyp, sIKi MOXK-
Ha PO3TJISAATH K TEPMiHU (EJIEKTPOHHI CUCTEMU
ynpaBiinHs gokymeHtamu — ECY/] Ta i1.), po-
T€ KUTbKICTh TAaKUX Map HEeBEJIMKA.

HasiBHiCTh HOMEHIB 1 HOMEHKJIATYpHUX Ha-
HMeHyBaHb BiJOOpa)ka€e CUCTEMHI 3B’ SI3KU TEPMi-
HOJIOT1{ yIpaBIiHHS TOKYMEHTAIII€I0.

TepMminocucTema ymnpaBiaiHHS JTOKyMEHTa-
II€I0 MICTUTH CIIEIialli30BaHl JIEKCEMU Pi3HHUX
BUJIB, SIKI (DIKCYIOTh BUHHMKHEHHS 1 3MiHY TIO-
HSTH, IO CBIMYUTH TPO HE3ABEPUICHICTH IPO-
necy (opmMyBaHHS TEPMIHOCUCTEMH YIPABIIIHHS
JIOKYMEHTAIIEI0 B YKPaiHChKI MOBI.

HaykoBa HOBU3HA JTOCIIIKEHHS HOJIATae y
TOMY, ITI0 BIEpIIe 3ICHIOETbCS aHalli3 IKICHOTO
Ta KUIBKICHOTO CKJIaly TepMiHiB, AKi (yHKIIiO-
HYIOTb y IPEIMETHIN 001acTi yIpaBIiHHS JOKY-

MEHTALI€I0, 3 METOI0 BUOKPEMJICHHS ITPUHIUIIIB
Ta coco0iB opraHizaiii iX CHCTeMH.

BucHoBku. VY pesynabTaTi AOCTIHKCHHS
BCTaHOBJICHO, IO B JIJIOBUX TEKCTaX BUKOpPHUC-
TOBYIOTbCSI, HacaMIepe], TepMiHU, HOMEHH 1 HO-
MEHKJIATYpHI1 HalMEHYBaHHsI, SIK1 PI3HATHCA CTY-
NeHEeM KOHKpEeTHU3allii Mo3Ha4eHoro.

UYinpHe Miclle B XapaKTepU30BaHil Tepmi-
HOCHCTEMI YMPaBIIHHSA JOKYMEHTAIlIEIO 3aiimMa-
1o1b Tepmian (90,2 % Bix 3araiabHOI KUTBKOCTI
TEPMIHOJIOTIYHUX OJIMHUIIB), HA YaCTKy HOMECHIB
npunaznae 1,8 %, HOMEHKIaTypHUX HallMEHYBaHb —
0,4 %. Y TepMmiHocucTeMi MpeaMeTHOI 00sacTi
YIPaBIiHHS JOKYMEHTAIIEI0 BXXKUBAIOTHCS MPEi-
tepminu — 7,6 %.

Bunu crienianbHUX OJUHHIIL TPEICTABICHI
B PI3HHMX KJIacaX HEPIBHOMIPHO: TEPMIHU Bij-
3HauYeHi y BCIX CKJIQJOBUX, HOMEHH 1 HOMEHKJIa-
TypHI HaliMEHYBaHHS — TUIbKA B OCHOBHHX, IO
MOB’S13aHO 31 CHENUDIKO JIJIOBOJHUX TOHSTH;
NpeATePMIHM XapaKTepHi, HacamIepen, s
OCHOBHHX CKJIAZIOBUX, OJIHAK 3a(iKCOBaHI HAMHU
1 B togaTkoBuX. Le € cBiTUEHHAM TOTO, 1110 BOHU
MOTIOBHIOIOTh TEPMIHOCHUCTEMY IMPEIMETHOI 00-
JacTi YNpaBIiHHA JOKYMEHTAII€I0 3a pPaxyHOK
BKJIFOUEHHSI €JIEMEHTIB MOHATIHHOTO arnaparty 1H-
IIMX HayK y cepy MO3HAYEHHS Ipoliecy poOoTH
3 TOKYMEHTaMH.
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