KABIHET MIHICTPIB YKPAIHU

PO3NOPAAKEHHS

Bix 17 nmucromana 2023 p. Ne 1046-p

Kuis

IIpo cxBajleHHsI peKOMeHAalii 11010 BUKJIAEHHS
iHdopmaiii cyd’ekTamm BJIaJHUX OBHOBAXKEHb
y opmarax, uio 3a0e3ne4y0Tb JOCTYIHICTD Ti CIPUAHATTS

1. CxBanuTu pexkoMeHJalii MoA0 BUKJAAEHHS 1Hpopmalii cyd’eKTamu
BJIAJHUX TIOBHOBaXEHb Yy (opmaTtax, MmO 3a0e3MeuyloThb JOCTYIHICTh il
CIPUUHATTS, IO JOJAKOTHCS.

2. PexoMeHIyBaTH oOpraHaMm J€pKaBHOI BIJIaJW, OpraHaM MICIIEBOIO
CaMOBPSIIyBaHHS Ta IHILIKUM Cy0’€KTaM BJIaJIHUX [TOBHOBaYKE€Hb 3aCTOCOBYBATH Y
CBOIH AISUTBHOCTI PEKOMEHJAIl1, CXBAJICHI LIUM PO3MOPSIIKEHHSIM.

pdw’ep-minicrp Vicpainu 1. LIMHUTAJTb




CXBAJIEHO
posnopsikeHHssM Kadinety MinicTpiB Ykpainu
Bix 17 muctomama 2023 p. Ne 1046-p

PEKOMEHJJAIIIT
10/10 BUKJIaJeHHA 1HpopMaIlli cy0’eKTaMH BiIaJHUX TTOBHOBa)KEHb
y dopmartax, 110 3a6€31euyoTh JTOCTYIHICTD 11 CIPUHHSATTS

3arajbHi IMOJIOKEHHS

1. Ili pexomenparmii cHopsMOBaHI Ha 3a0€3MEUYCHHS JOCTYIMHOCTI
COPUHHATTS 1HGOpPMAIIii, 0 BUKIIATAETHCS Cy0’ €KTaMH BJIATHUX TTIOBHOBAKCHbD.

[{i pexomeHnaliii TakoX CIPSMOBAHI Ha peali3aliio MmojaoxxkeHb KoHBeHiii
Ipo IpaBa oci0 3 IHBAIIAHICTIO, @ TAKOXK BPaXOBYIOTh HEOOXITHICTh BUKJIAJACHHS
1H(popMallii cy0’ekTaMM BIAJHUX MOBHOBAXEHb Y (hopmaTax, 1o 3a0e31neuyroTh
JOCTYMHICTh 11 CHOPUMHATTS oco0aMM 3 1HBAJIAHICTIO Ta ocobamu 3
MOPYIICHHSIM 1HTEICKTYyaJIbHOT'O PO3BUTKY.

2. Tepmin “cy0’eKT BIagHUX IOBHOBAXKEHBL BXXMBAETHCS Yy 3HAUYCHHI,
HaBeJleHOMY B 3akoHi Ykpainu “Ilpo indopmarriro™.

3. Cy0O’ekt BIaAHUX TOBHOB&XEHb 3a0€3MEUYIOTh BUKJIAJICHHS
iHpopmarii 'y ¢opmaTtax, 1Mo 3a0e3MeUYyrTh JOCTYIHICTh il CHPUHAHATTS,
30KpeMa 13 3aCTOCYBaHHSIM METOJIy CIIPOIIEHOI MOBH Ta Yy (opMari JIETKOTO
YHUTaHHSA, a TaKOXK 3 ypaxyBanusam suMor JICTY EN 301 549:2022 (EN 301 549
V3.2.1 (2021-03), IDT) “Indopmartiiiai TexHoy0r1i. BUMOTH 11100 JOCTYITHOCTI
npoaykTiB Ta nmociyr IKT”.

Cy0’exT BIaJHUX TOBHOBaXEHb MOXYTh 3allydaTH 3a 3T0J0l0 0ci0 3
IHBIIIHICTIO Ta 0Ci0 3 TOPYIICHHSIM 1HTEIEKTYaJbHOI'O PO3BUTKY JIJIst
MPOBEJCHHS KOHCYJbTAIlld M0A0 3a0e3MeUeHHs] JOCTYMHOCTI CHPUNHSATTA
1H(popMaIlli, 1110 BUKJIAJAETHCA NIepe] onyOIiKyBaHHIM Takol iHdopmMarlii.

Buxnanenns iHdopmaiiii i3 3aCTOCYBaHHAM METOY CIIPOIIEHOT MOBU

4. O6csr 1HopmMarllii MOBUHEH OyTH MPUHUHATHUM ISl PO3YMIHHS 11 3MICTY,
npote He HaaMipHUM. Oco0IMBO BaXIIUBY 1H(POPMAIliI0 HEOOX1THO TOBTOPUTH.

5. Jlns mokpaieHHs po3yMmiHHS 1H(oOpmalii BapTO BUKOPUCTOBYBATH
MIPUKJIAIN TA TTOSICHEHHS.

6. ITndopmaris 3a MOKIMBOCTI BUKIJIAJIAETHCS 3 BUKOPUCTAHHSIM JIECTIB Y
TENepilIHbOMY Yaci.

7. CTpyKTypa TEKCTy MOBHUHHA OyTH MPOCTOIO, JIOT1YHOIO, MOCIIIIOBHOIO Ta
OJTHO3HAYHOIO.
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8. ba3zoBa cxema CTPyKTypH TeKCTy, iH(opmailisi B SKOMY BHKJIaJeHa
CTPOIIEHOI0 MOBOIO, CKIIATAEThCS 13:
3aroJioBKa;
3MICTY OCHOBHOTO ITOB1JIOMJICHHSI, SIKE HEOOX1JTHO JOHECTH;
PO3’SICHEHHS 1010 3MICTY OCHOBHOTO TIOB1IOMJICHHS;
1H(opMalrii, 110 po3’ICHIOE KOHTEKCT;

T0AaTKOBOI 1H(opMaIllli, KOHTAaKTHMX JaHUX, (OpMH Ji1 3BOPOTHOTO
3B’SI3KY TOIIO.

9. 3aromoBOK MOBHHEH OYTH YITKHM, 3pO3yMUINM, MEpelaBaTd CyTb
[MOBIIOMJICHHS Ta CKJIAJIaTHUCA HE OLIbIIE HI)K 3 BOCBbMH CJIIB.

10. Peuyennst moBuHHI OyTH mpoctumu. OfHE peUeHHs MOBHUHHE MiCTUTH
auie onHy iaer. OnuH ab3al] CTOCY€eThCS JHILIE O/HIET TeMU. PekoMeHyeThCs
BUKOPUCTOBYBATH PEUCHHS B IO3UTUBHOMY (POpMATI.

11. OntumanbHUM po3Mip pPEYEHHS CTAHOBUTh CIM—BICIM  CIIiB,
MaKCUMAaJIbHUN — 1’ ITHA/ILISTh.

12. Jlniga onucy OJHOTO SBUIA B YCbOMY TE€KCTI BUKOPHUCTOBYIOTHCS OJHI 1
T1 % CJIOBA.

13. V TekcTi BapTO YHUKATH BUKOPUCTAHHS:

abpeBiatyp, mpodeciiHOl JIEKCHKU, CKIATHUX TEPMiHIB, aOCTpaKTHUX
MOHATH Ta MeTadop, a TAKOXK IHITOMOBHHUX CJIIB, SIK1 IITUPOKO HE BKUBAIOTHCS;

MOBTOPY HOPMATHBHUX T0JIOKEHB, BU3HAYCHUX aKTaMH 3aKOHOJABCTBA (3a
MOYJIMBOCTI).

VY pa3i HEOOXITHOCTI BUKOPUCTaHHS aOpeBiaTyp, TEPMiHIB, MOHITh Ta
meTadop CIiJ M 9ac MepIIoro iX BUKOPUCTAHHSA JaTH iX MOSCHEHHS.

14. CnoBa BapTO BKMBATH MOBHICTIO, YHUKAIOUH CKOpOYEHb. BiiacHi iMmeHa
3a3HavarThes y opmarti “iM’st Ta mpi3BuIle” 0€3 BUKOPUCTAHHS 1HII1AJIB.

15. TIpiopUTEeTHIM € BUKOPUCTAHHS B TEKCTI aKTUBHOI KOHCTPYKIIIi.

16. Yucna 3a3HavaroThCs apaOChKUMU LU(paMu, KpiM BHUMAJAKIB, KOJIU
nudpu 30irar0ThCs 3a HAMCOM 3 jiTepamu. [ 3a3HAUYCHHS BEIUKUX YHCEIN
MOK€ 3aCTOCOBYBATHCS CJIOBECHO-IIM(PPOBUI crociO iX MoAaHHS, HAPUKIAMI:
“150 tucsu”. Ilig yac HamucaHHSA JATH Ha3Ba MICALA 3a3HAYAETHCS CIOBAMU, a
He 1 pamu.

Buxnanenns indopmarii y popmaTi JIErKOro YnTaHHS

17. Konpopu Tekcty 1 ioro ¢GoHy NOBUHHI OyTH KOHTpAacTHUMH. Bramumu
JUTsl 3a0€3MeUeHHs] KOHTPACTHOCTI € TaKl MO€HAHHS KOJIbOPIB TEKCTY 1 HOro

dony:
YOpHUN — OLIHiA;



YOPHUU — KOBTHI;
TEMHO-CHHIN — O1INH;
TEMHO-CHHII — JKOBTHH;
3eJIEHUI — OLIUH.

18. V pa3i BUKIQJEHHS TEKCTY CBITJIIIIUM KOJIHLOPOM, HIXK KOJip (oHY,
po3mip mpudTy 301IbIIYETHCS HA 25 BIACOTKIB.

19. Cnin yHHMKaTH pO3MIIICHHS TEKCTY Ha 300paKEHHAX, a TaKoXK
BUKJIAJICHHS MOTO O171MM KOJIBOPOM.

20. Jlna TmOKpamieHHS pO3yMIHHS TEKCTy BapTO BHKOPUCTOBYBATHU
imrocTpartii, rpadivHi Ta TEOMETPUYHI €IIEMEHTH, SKi O€3MOCEPEeIHbO OB’ sI3aHi
13 3micToM 1 TekcToM iH(opmanii, MOBUHHI OYTH OJHOTUIIHUMHU Ta
PO3MIIIYBATHUCS JIIBOPYY BiJ TEKCTY.

21. I'padiku 1 Tabmuili y pas3l HEOOXIMHOCTI X BUKOPUCTAHHS TOBUHHI
OyTH MaKCUMAaJIbHO POCTUMHU.

22. TlpuMITKH BHHM3Y CTOPIHKM HE BUKOPUCTOBYIOThCA. [locmiianHs uu
MOSICHEHHS POOJISATHCS y TEKCTI.

23. Ilix yac miAroToBKM MakeTa iHGOpMAIlii A JPYKY BapTO MepeadaunTh
il moganHs Ha apkymax ¢popmary A4 abo AS.

24. Wpudt, SKkUM BUKIATAETHCS 1H(OpMAITis, TOBUHEH OyTHU 03 3aCivoK,
3apyOOK,  TIHEM YW  JCKOpaTUBHUX  €JIeMEHTIB.  PexomeHayeTbcs
BUKOpHCcTOBYBaTH Taki mpudTu: Arial, Verdana, Ubuntu, Tahoma, Calibri.

25. Po3wmip mpud Ty moBuHeH OyTH He MeHIIe 14 ApyKapChKUX IMyHKTIB.

26. Crnig yHUKaTH BUKOPUCTaHHS KypCcHBY B TeKCTi. [ligkpecneHHs Tekcty
JOMYCKA€EThCS JIUIIE AJI TIEePIOCUIIaHb.

27. BaxnmBy iHGOpMaIlito JOIUIEHO MOAABATH TAKUM YHHOM, 1100 ii JIeTKo
MO>KHa OyJIO 3HAWTH B TEKCTI, a Came:

pO3TallyBaTH Ha MOYATKy IOKYMEHTA,;
BUJIITTUTH KUPHUM MIPUPTOM;
00OBECTH PaMKOIO.

28. He nmomyckaeThCsi HANMUCAHHS BCHOTO TEKCTY BEIMKUMHU JITEpaMHu.
BukopucTtanHs BENUKHUX JITEp MOXKE 3aCTOCOBYBATHCS JIUIIE JUIsl BUILUICHHS
OKpEMHX CJIiB uH (ppa3.

29. Ilin vac ¢dopmaryBaHHS TEKCTY HEOOXIJHO IOTPUMYBATHCS TaKHX
pEeKOMEHIaIiA:

BUPIBHIOBAHHS TEKCTY 3/1MCHIOETHCS 3 JIIBOTO KPato;

MDXK a03aliaMu 3aCTOCOBYETHCS TTOABIMHUIN 1HTEpBaJI, MIXK psakamu — 1,5;
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HE 3aCTOCOBYETHCS YIIUIBHEHUH I1HTEpBal MIXK CIIOBAaMU 4YM JITEpaMu

(peKOMEHI0BaHO BUKOPUCTOBYBaTH Mik ciioBamu — 0,16, MK JitepamMu —
0,12);

BHKOPHUCTOBYIOTBHCA MapKOBaHi CIIMCKH,

BUKJIAJCHHS 1H(OpMAaIlii CTOBNISAMHU (1Ba 4u OLIbIIIE CTOBIIIIB Ha OIHY
CTOPIHKY) HE JIOMMYCKAETHCA,

3aroJoBKH (M1A3arojIOBKH) BUKIAIal0THCS B OJTHOMY PSIIIKY.

30. HoBe pedeHHs BapTO MOYMHATH 3 HOBOTO psaka. He momyckaerscs
MIEPEHECEHHS CJIIiB 3 OJHOTO Ps/IKa B 1HILUH.

31. TekcT rimeprnocuiaHHS MOBHHEH OYyTH TMOBHUM 1 3pO3YMUIMM, aje
SKOMOTa JIaKOHIYHIIKUM. He pekoMeHIyeThCs MiANUCYBaTH TiMeprOCHIAHHS
TaKUM YMHOM: “HATHCHITH TYT , “AUBITHCS 3a MOCUIIAHHIM  TOIIO.

32. B omHOMY pSAKYy HE MOBHHHO OyTH OibIIE OJHOTO TIMEPIOCHIIAHHS.
Ha cropiHii He MOBHMHHO OYyTH JBOX 4YM OUIbIIE TOCHJIAHb 3 OJHAKOBUM
TekcToM. He fomyckaeTbcss BUKOPHUCTAHHS SIK TIMEPIIOCUIIAHHS IIUIOT0 pEeYeHHS
gy ab3airy.

33. Skmo BUKOPUCTAHHS TIMEPIIOCHIAHHS Ja€ 3MOTY 3aBaHTAXUTH
JIOKYMEHT, 3a3HaYa€ThCs KOTO po3Mip Ta popmar.




