KABIHET MIHICTPIB YKPAIHU
PO3IOPAKEHHA

Bix 17 smacronmaaa 2023 p. Ne 1046-p
Kuis

IIpo cxBaJjieHHsI peKOMeHIalliil 010 BUKJIAIeHHS iHopMmamii
cy0’eKkTaMHu BJIAJIHMX IOBHOBAKEeHb y (popMarax, mo
3a20e31e4yTh A0CTYIHICTD Il CIIPUAHATTS

1. CxBanuTu pekoMeHaalii moa0 BUKIaaeHHs iHdopmamii cy0’ekTaMy BIaJHUX TOBHOBAXKECHb y
(dhopmarax, 1mo 3a0e3neuyoTh JOCTYIHICTb 11 CIPUUHSITTS, 110 T01aI0ThCSI.

2. PexoMeHayBaT opraHaM JIep»KaBHOI BJIaJd, OpraHaM MICIEBOIO CaMOBPSAYBaHHS Ta 1HIIUM
Cy0’€KTaM BIaJHUX NMOBHOBAKEHb 3aCTOCOBYBAaTH y CBOIM IIsUTBHOCTI peKOMEHMallli, CXBaJleHI UM
PO3TIOPSIKEHHSIM.

IIpem'ep-minicTp Ykpainn JA. HIMUTI'AJIb

Iun. 49



CXBAJIEHO
posnopsitxenam Kadinery MinicTpiB Ykpainn
Bix 17 nmucromana 2023 p. Ne 1046-p

PEKOMEHJIAIIII
{00 BUKJIaJIeHHs iH(popMaii cy0’eKTaMM BJIAJTHUX
NMOBHOBAXKeHb y (hpopMaTax, 1o 3a0e3ne4yrTh J0CTYMHICTD Ti
CIIPUMHATTS

3araJjibHi MOJIOKEeHHS

1. 1i pexoMeHparlii crnpsiMOBaHi Ha 3a0e3MEUeHHs AOCTYMHOCTI CHOPUUHATTS iHQopMarii, 1o
BUKJIAJIAETHCS CYO €KTaMH BJIaTHUX TOBHOBAYKEHbD.

[li pexomenmaiii TakoX CHpSMOBaHI Ha peasizallito nojokeHb KoOHBEHINT mpo mpaBa oci0 3
1HBAJIIHICTIO, a TaKOXX BPaXOBYIOTh HEOOXIIHICTh BHKIAIEHHS iH(OpMalii cy0’eKTamMH BIIaTHUX
MOBHOBaKEHb Y (hopmarax, o 3a0e3MedyIoTh JOCTYIHICTD ii CIPUHHATTA 0co0amMu 3 1HBaJIIAHICTIO Ta
0Cc00aMH 3 IOPYIICHHSM 1HTEJIEKTyaJIbHOTO PO3BHUTKY.

2. TepMiH “Cy0’€KT BIAJHUX IOBHOBAXXEHb’ BKMBAETHCS Yy 3HAUEHHI, HABEJIEHOMY B 3aKOHI
VYkpainu “Ilpo indopmariiro”.

3. Cy0’exTn BIaJHMX TMOBHOBA)XCHH 3a0€3MeuyloTh BUKIAJCHHs iH(opmarii y dopmarax, mio
3a0e3MevyIoTh JOCTYMHICTh 11 CIPUIHATTA, 30KpeMa 13 3aCTOCYBaHHIM METOJY CHPOIIEHOT MOBHU Ta Yy
¢dopmari jerkoro yuTaHHs, a Takoxk 3 ypaxyBaHusMm Bumor JICTY EN 301 549:2022 (EN 301 549
V3.2.1 (2021-03), IDT) “Iadopmariiiai TexHomorii. BuMoru momo J0CTymHOCTI MPOAYKTIB Ta MOCITYT
IKT”.

Cy0’exTH BIAQJHUX TOBHOBAXCHb MOXYTh 3aJy4aTH 3a 3TOJ0I0 OcCi0 3 iHBamiAHICTIO Ta 0cib 3
MOPYIICHHSM 1HTEJIEKTyaJIbHOTO PO3BUTKY JUIS TPOBEICHHS KOHCYJBTAIA MIOAO0 3a0e3IeUCHHS
JIOCTYITHOCTI CIIPUUAHATTS 1H(pOpMaIlii, 0 BUKIAAAETHCS TIEpe]T OMyOIiKyBaHHSIM Takoi iHdopmarrii.

Buxkianennst ingopmaiii i3 3aCTOCYyBAaHHAM METOAY CIPOLIEHOI MOBH

4. O6csr inpopmarii MOBUHEH OyTH MPUHHATHUM JJIS PO3YMIHHS i 3MICTY, IPOTE HE HAJIMipPHUM.
Oco0nmBO BaXJIMBY iH(DOPMAIIiF0 HEOOX1THO TTOBTOPUTH.

5. Jlnst mokpareHHs po3yMiHHs iH(opMallii BApToO BUKOPUCTOBYBATH HMPUKJIIAIN Ta MOSCHEHHS.
6. [nopmartist 3a MOXKIIMBOCTI BUKJIQIA€THCS 3 BAKOPUCTAHHSM JII€CITIB y TENEPIITHBOMY Yaci.
7. CTpyKTypa TeKCTy OBHHHA OyTH MPOCTOI0, JOT1YHOI0, OCIII0BHOIO Ta OIHO3HAYHOIO.

8. ba3oBa cxema CTpPYKTYypH TEKCTy, iH(pOpMalis B SKOMY BHKIAJCHA CIPOIICHOI0 MOBOIO,
CKJIAJIA€THCS 13:

3aroJIOBKa;

3MICTY OCHOBHOTO TIOBIJJOMJICHHSI, SIKE HEOOX1HO TOHECTH;

P03’ SICHEHHS OO0 3MiCTy OCHOBHOTO TIOBI1IOMJICHHSI;

iH(dopMmartii, o po3’sICHIOE KOHTEKCT;

nofatrkoBoi iH(opMallii, KOHTAKTHUX JaHUX, (POPMU AJIE 3BOPOTHOTO 3B’ SI3KY TOIIIO.

9. 3aroj0BOK MOBUHEH OyTH YITKUM, 3PO3YMIIUM, TIEPEIABATH CYTh MOBITOMJICHHSI Ta CKJIAaTHCS
He OUIbIIe HIXK 3 BOCHBMHU CIIIB.

10. Peyennst noBuHHI OyTH npocTuMu. OJiHE peueHHs MOBUHHE MICTUTH JIUIIE OHY iaer0. Oaun
ab3all cTocyeThcs JumIe OfHi€l TeMH. PeKOMEHyeThCsl BUKOPUCTOBYBAaTH PEUCHHS B MO3UTHUBHOMY
dbopmari.

11. OnTumanbHUM PO3MIP PEUCHHS] CTAHOBUTH CIM-BICIM CJIIB, MAKCUMAJIBHUH - 11’ ITHAALISITh.
12. JInst omucy oHOTO SIBUIIA B YChOMY TEKCTI BHKOPUCTOBYIOTHCS OZHI 1 Ti % CIIOBA.
13. ¥V Texcti BapTO YHUKATH BUKOPHCTAHHS:

abpesiatyp, npodeciiiHOi JTeKCHKH, CKIAIHUX TepMiHIB, aOCTpaKTHUX MOHATH Ta MeTadop, a
TaKOX 1HIIIOMOBHHUX CIIiB, SIKi IIUPOKO HE BXKUBAIOTHCS,

MOBTOPY HOPMATUBHUX IOJIOKEHB, BA3HAUEHUX aKTaMH 3aKOHOJABCTBA (32 MOJKIIMBOCTI).

VY pasi HEeoOXiAHOCTI BHKOPUCTaHHS abpeBiaTyp, TEPMiHIB, MOHATh Ta MeTadop CIia M yac
MIEPLIOTO 1X BUKOPUCTAHHSA JATH 1X TOSICHEHHS.

14. CnoBa BapTO BXKHMBATH TMOBHICTIO, YHHKAaIOYM CKOpOYeHb. BiacHi iMeHa 3a3Ha4aroTbes y
dopmari “iM’s Ta npi3BuILEe” 0€3 BUKOPUCTAHHS 1HILIAMTIB.

15. IIpiopUTeTHUM € BUKOPUCTAHHS B TEKCT1 aKTUBHOT KOHCTPYKIIii.

16. Yucna 3a3Ha4aioThCsl apaOCBKUMM IH(PpaMH, KpiM BHUIAJKIB, KOJU IU(pU 30irarorbes 3a
HamKMcoM 3 jritepamu. [l 3a3HAYCHHS BEJIMKMX YUCE MOXE 3aCTOCOBYBATHCS CIIOBECHO-ITU(POBHIA
croci0 ix momanHs, Hanpukiaad: “150 tucsu”. Ilix yac HamMCaHHS JaTH Ha3Ba MICSIl 3a3HAYAETHCS
CJIOBaMH, a He Iudpamu.

Bukaanenns ingopmanii y ¢gopmari J1erkoro YnTaHHs

17. Kombopu Tekcty i Horo (oHy MOBHMHHI OyTH KOHTPAacTHHMHU. Bmammmu juis 3a0e3nedeHHS
KOHTPACTHOCTI € TaKi MO€HAHHS KOJIbOPIB TEKCTY 1 Horo (oHy:

YOpHUH - O1Ini;
YOPHUH - )KOBTHIA;

TEMHO-CHHIHN - O1IHii;


https://zakon.rada.gov.ua/laws/show/995_g71
https://zakon.rada.gov.ua/laws/show/995_g71
https://zakon.rada.gov.ua/laws/show/2657-12#n23

TEMHO-CHHIHN - )KOBTHIA;
3CJICHUN - O1THH.

18. V pa3i BuKIaJeHHS TEKCTy CBITIIIINM KOJIbOPOM, HDK Koisip (oHy, po3mip mpudry
301IBIIYETHCS HA 25 BiJICOTKIB.

19. Cnig yHMKaTH pPO3MIIICHHS TEKCTy Ha 300paKCHHsIX, a TaKOX BHKJIQJCHHS HOTO OLIHM
KOJIBOPOM.

20. JIns mOKpamieHHsT pPO3yMIHHS TEKCTY BapTO BUKOPHCTOBYBATH imtocTpamii, rpadiuxi Ta
TEOMETPUYHI €JIEMEHTH, SKi Oe3MOCEepeHbO IMOB’s3aHi 13 3MICTOM 1 TEeKCTOM iH(OpMAaIlii, TOBUHHI
OyTH OIHOTUITHUMU Ta PO3MIIIYBaTHUCS JIIBOPYY BiJl TEKCTY.

21. I'pacdixm i Tabmumi y pa3i HEOOXiTHOCTI iX BHUKOPHUCTAaHHS TOBHHHI OyTH MaKCHMAJbHO
IPOCTHMHU.

22. TlpumiTKu BHU3Y CTOPIHKH HE BUKOPUCTOBYIOTHCS. [lOocHIaHHS YW MOSICHEHHS POOISATHCS Y
TEKCTI.

23. Ilixg vac miArOTOBKH MakeTa iHQopMarii Ans APyKy BapTo MependadyuTH i MOAaHHS Ha
apkymax ¢opmary A4 a6o AS.

24. pudT, axuM BUKIAZAEThCS 1HPOpMaIlis, MOBHHEH OyTH 0Oe3 3aciuok, 3apyOoK, TiHEH uu
JIEKOpaTUBHUX €JeMEHTIB. PekoMeH1yeTbcsl BUKOpUCTOBYBaTH Taki mpudtu: Arial, Verdana, Ubuntu,
Tahoma, Calibri.

25. Posmip mpudty nmoBuHeH OyTu He MeHIe 14 ApyKapChKHUX MyHKTIB.

26. Cnin yHUKaTé BUKOPHCTAHHS KypCUBY B TEKCTi. IliKpeciieHHsS TeKCTy IOIMYyCKA€ThCs JIMIIE
JUTSI TIEPIIOCUIIAHb.

27. BaxxnuBy iH(pOopMaIiito JOUIIEHO MOAABATH TAKUM YMHOM, 11100 11 JIETKO MOXKHA OyJI0 3HANTH B
TEKCTI, a caMe:

pO3TaIryBaTH Ha MOYATKy TOKYMEHTA;
BUIUTUTH KUPHUM HIPUPTOM;
00BECTH PAMKOIO.

28. He nomyckaeTbcsi HaMCaHHSA BCHOTO TEKCTY BEIUKUMH JiTepaMH. BUKOpUCTaHHS BENIMKHUX
JITEep MOXKE 3aCTOCOBYBATHCS JIMIIE [T BUUICHHS OKPEMHUX CIIiB UM (pas.

29. Ilix yac ¢popmaryBaHHS TEKCTY HEOOX1THO TOTPUMYBATUCS TAaKUX PEKOMEHIAITi:
BHUPIBHIOBAHHSI TEKCTY 3JI1HCHIOETHCS 3 JIIBOTO Kpalo;
MiX ab3aramMu 3aCTOCOBYETHCS MOABIMHUIM 1HTEpBAJ, MiXK psaKamu - 1,5;

HE 3aCTOCOBYETHCS YIIIJIBHEHUM I1HTEpBal MDK CJIOBaMHM YW JIITEpaMHu (PEKOMEHIOBAaHO
BUKOPHUCTOBYBAaTH Mixk ciioBamu - 0,16, Mixk mitepamu - 0,12);

BUKOPHCTOBYIOTHCS MAPKOBAHI CITHCKH;

BHUKJIQJCHHS 1H(MOpMaIlii CTOBHISIMH (1Ba YW OUIBIIE CTOBIIIB Ha OIHY CTOPIHKY) HE
JIOITy CKA€ThCS,

3aroJj0BKH (I11]13ar0J0BKH) BUKJIAIAl0THCS B OJTHOMY PSJKY.

30. HoBe peyeHHS BapTO MOYMHATH 3 HOBOTO psijika. He nomyckaeThes mepeHeceHHs CIIiB 3 OJIHOTO
psIKa B THIINN.

31. TekcT rineprocuiiaHHs MOBUHEH OyTH MOBHUM 1 3p0O3yMUIHM, aJie SKOMOTa JJakoHIYHimmM. He
€KOMEHIYETHCS INAMUCYBATH TINEPHOCWIAHHS TAaKUM YWHOM: ‘“‘HAaTUCHITH TyT , “OUBITBCA 3a
b
IMOCUJIaHHSIM TOII[O.

32. B ogHOMY psiIKY HE TIOBUHHO OyTH OUIbIIIE OMHOTO Tineprnocuianas. Ha cTopiHili He TOBUHHO
OyTh 1BOX 4YM OUIbIIE TOCHIAHb 3 OJHAKOBHUM TEeKCTOM. He JOmycKaeTbcss BUKOPUCTAHHS SIK
rineproCcuiIaHHs IJIOr0 PEYeHHs 4u ad3alty.

33. Ski1o BUKOPUCTaHHS TIMEPIOCUIAHHS A€ 3MOTY 3aBaHTAKUTU JTOKYMEHT, 3a3HA4a€ThCs HOTO
po3mip Ta popmar.

ITpo cxBayieHHs! peKOMEHAIlii 111010 BUKJIQJACHHS iHpOopMallii cy0'ekTaMu BIaJHUX TOBHOBAXKEHD Y
¢dopmarax, 1m0 3a0e3MeuyroTh AOCTYIHICTb ii COPUHHATTS

Poznopsmxenns Kabinery MinicTpis Yipainn; Pexomenmamii Bix 17.11.2023 Ne 1046-p
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