PEKOMEHJIALIIT

1010 BUKJIaJeHHs iH(popMallii cyd’eKTaMu BiIaJHUX TOBHOBAXXEHD Y
dbopmarax, 110 3a0e31euy0Th JOCTYIHICTD 1i CIIPUIAHSITTI.

KABIHET MIHICTPIB YKPAIHH
PO3IOPAIKEHHSA

Bix 17 muctomaga 2023 p. Ne 1046-p Kuis

IIpo cxBasieHHsI peKOMeHAAIlil 10/10 BUKJIA/IeHH iHpopMamil
cy0’eKTaMu BJIaJHUX IOBHOBAXKEeHb Y hopMarax, 1o 3a0e31ne4yrrb
AOCTYNHICTH il CHPUHHATTSH

1. CxBanuTu pekoMmeHpaIli moao BUKIaAeHHs i1H(opmalii cy0’exTamu
BJIAJHUX TIOBHOBaXeHb y (opmMarax, 1o 3a0e3nedyyroTh JIOCTYIHICTh il
CIIPUMAHSTTS, 110 TOJAI0ThCA.

2. PexoMeHayBaTu opraHaM JEp>KaBHOI BJIaJu, OpraHaM MICIIEBOTO
CaMOBpSIyBaHHS Ta 1HIIUM CyO’€KTaM  BJIQJIHUX  TOBHOBa)KCHb
3aCTOCOBYBaTM Yy CBOIM JISUIBHOCTI pPEKOMEHJAIlli, CXBaJI€HI 1M
PO3MOPSIKCHHSIM.

IIpem'ep-minicTp YKpainu JA. HIMHUTAJIb
Ian. 49

CXBAJIEHO
PO3MOPSIKEHHSIM
Kabinetry MinicTpiB Ykpainu
Bia 17 muctonaga 2023 p. Ne 1046-p

PEKOMEHJIA LI
1010 BUKJIaJIeHHS iHopMamii cyd’eKTaMu BJIAJHUX MOBHOBAKEHD Y
¢popmarax, uro 3a0e3ne4y0Th JOCTYNHICTD il CHPUAHATTS

3arajbHi IMOJIOKEHHS

1. Ii pexomMeHalii CipsiMOBaH1 Ha 3a0€3ME€UEHHS] JOCTYITHOCT CIPUINHATTS
1H(opMarlii, 1110 BUKIAAAETHCS CY0’ €KTaMU BJIAIHUX TOBHOBAKCHbD.



Ili pekoMeHaallli TaKoXK COPSIMOBaHI Ha peaiizalliio mojioxkeHb KoHBeHIIi1
mpo TpaBa ocCi0 3 I1HBaNIJHICTIO, @ TAaKOXX BPaxOBYIOTh HEOOXITHICTH
BUKJIaIeHHs 1H(DOopMalli cyd’ekTaMu BIaJHUX MOBHOBaXKEHb y GopMarax,
10 3a0€31e4yI0Th JOCTYMIHICTD i1 CIPUHHATTA 0COOaMM 3 1HBAJIIIHICTIO Ta
0co0aMu 3 TOPYIIEHHAM 1HTEIEKTYaJIbHOTO PO3BUTKY.

2. Tepmin “cy0’€KT BIaJHUX TOBHOBAaXXEHb BXKUBAETHCS y 3HAYCHHI,
HaBelleHOMY B 3akoHi Ykpainu “IIpo indopmarriro™.

3. Cy0’exTH BIaIHUX TOBHOBAXEHB 3a0€3ME€UyI0Th BUKJIAICHHS 1HPOpMallii
y dopmarax, 1o 3a0e3neuyroTh JOCTYMHICTh il CIPUMHATTS, 30KpeMa i3
3aCTOCYBaHHSIM METO/Y CIPOIIEHOI MOBU Ta y (hopMari JISTKOrO YUTAHHS, a
Takox 3 ypaxyBanHsaM Bumor JJCTY EN 301 549:2022 (EN 301 549 V3.2.1
(2021-03), IDT) “Iadopmarriitai TexHOJOT1i. BuMorn momo A0CTymHOCTI
npoaykTiB Ta nociayr IKT”.

Cy0’eKkTH BiIagHUX TOBHOBAXXEHb MOXYTh 3aJIydaTH 3a 3rOf00 0Ci0 3
IHBAJIITHICTIO Ta OCI0 3 TMOPYIIEHHSIM I1HTEIEKTYyaJIbHOTO PO3BUTKY JIS
MPOBEICHHSI KOHCYJbTAIlM 1010 3a0€3MeUeHHS IOCTYIMHOCT] CIOPUINHATTS
1H(dOopMaIrli, o BUKIAIAETHCS Mepe/] OmyOIiKyBaHHIM Takoi iH(opmartii.
Buknagenns iHpopMmaiiii i3 3aCTOCYBaHHSM METOAY CIIPOIIEHOI MOBH

4. O6csr iHdopmallii MOBUHEH OyTH MPUHHATHUM JJI PO3YMIHHS 11 3MICTY,
npore He HaaMmipHUM. OcoOnMMBO BaXJIuBy iH(OpMaII0 HEOOX1THO
IOBTOPUTH.

5. Jns mokpamieHHs po3yMiHHA 1H(OpMAIl BapTO BUKOPHUCTOBYBATH
IPUKJIAIN Ta TTOSICHEHHS.

6. IHpopmallisa 3a MOXKIMBOCTI BUKJIAIA€THCS 3 BUKOPUCTAHHSIM JI€CIIB Y
TENEePITHbOMY Yaci.

7. CTpyKTypa TEKCTy TOBUHHA OyTH IIPOCTOIO, JOTTYHOIO, MTOCIIIJOBHOKO Ta
OJTHO3HAYHOIO.

8. ba3oBa cxema CTPyKTypH TEKCTy, 1HQopMalis B SKOMY BHUKJIAJEHA
CIIPOIIECHO MOBOIO, CKJIAIAETHCA 13:

3aroJjiIoBKa;

3MICTy OCHOBHOTO MOBIJIOMJICHHSI, sTKe HEOOX1IHO TOHECTH;

PO3’ICHEHHSI 11010 3MICTY OCHOBHOT'O MOB1JOMJICHHS;

1H(opMmariii, 10 po3’ICHIOE KOHTEKCT;

n0JaTKoBOi 1H(pOpMaIllii, KOHTAaKTHUX JaHUX, (POPMH IJisi 3BOPOTHOTO
3B’SI3KY TOLIO.

9. 3arosioBOK NOBMHEH OyTH 4YITKHM, 3pO3YMLIUM, IMepeAaBaTH CYTh
IMOBIJOMJIEHHS Ta CKJIAIaTUCA HE OUIBIIE HIK 3 BOCBMHU CJIIB.

10. Pedyenns moBuHH1 OyTH npocTUMU. OnHE pEUYeHHS TOBUHHE MICTUTH
auiie onHy iaero. OpuH  ab3al] CTOCYEThCS JIMINE OJIHIET TEMH.
PekomeHyeThCsl BUKOPUCTOBYBATH PEUYECHHS B TO3UTUBHOMY (pOpMaTi.



11. OnTuManbHH  pO3MIp pEUYEHHS CTAaHOBUTh CIM-BICIM  CIIB,
MaKCUMAJILHUMU - 11 ITHAAUATD.

12. JIsist onivcy OJHOTO SIBUINA B YChOMY TEKCTI BUKOPHUCTOBYIOTHCS OJHI 1
Tl % CJIOBA.

13. ¥V TekcTi BapTO YHUKATH BUKOPUCTAHHS:

aopeBiaTyp, mnpodeciiiHOI JEeKCHUKH, CKJIAJIHUX TEpMiHIB, aOCTpaKTHUX
NOHATH Ta MeTadop, a TakoX IHIIOMOBHMX CJiB, fAKI IIMPOKO HE
BKUBAOTHCS;

MOBTOPY HOPMATUBHUX MOJIOKEHb, BU3HAYCHUX aKTaMH 3aKOHO/JAaBCTBa (3a
MO>KJITUBOCTI).

VY pa3i HeoOX1THOCTI BUKOPUCTaHHsS alOpeBiaTyp, TEPMIHIB, MOHSITH Ta
MeTadop CIIJ MijJ Yac MEPIIoro iX BUKOPUCTAHHS JaTH iX MOSICHEHHS.

14. CnoBa BapTO BKMBATH MOBHICTIO, YHUKAIOYM CKOpOUEHb. BiiacH1 iMeHa
3a3Ha4Yal0ThCA ¥ (hopMarti “im’s Ta mpi3BHIe’” 0€3 BUKOPUCTAHHS 1HIIIaIB.
15. [IpiopUTeTHUM € BUKOPUCTAHHS B TEKCTI aKTUBHOI KOHCTPYKIIIi.

16. Yucna 3a3HauarOThCs apaOCBKUMU LU(PpaMu, KpPIM BHUIAJKIB, KOJIH
1udpu 301raroThCs 32 HAITUCOM 3 JIiTepaMu. JIJis 3a3HaYeHHS BEIUKUX YUCET
MOXXE€ 3aCTOCOBYBATHCS CJIOBECHO-IU(MPOBUI cmoci0 iX TOmaHHS,
Hanpukiaa: “150 tucsu”. Ilig 4yac HamucaHHsA JaTh Ha3Ba MiCAILs
3a3HA4YAETHCS CIOBaMHU, a HE [UpPaMHU.

Buknagenus inpopmaiiii y popMarti JErkoro YuTaHHs

17. Konbopu TekcTy 1 Horo (oHy NOBUHHI OyTH KOHTpacTHUMU. Branumu
111 3a0€3MeYeHHS KOHTPACTHOCTI € TaKl MO€EJHAHHS KOJIbOPIB TEKCTY 1 HOTO
dony:

YOpHUH - OLIHIA;

YOPHUU - )KOBTHU;

TEeMHO-CHHIH - O1ITHH;

TEMHO-CHHIH - JKOBTHIA;

3€JICHUH - OLTHH.

18. V pa3i BUKJIAAEHHS TEKCTY CBITJIIIMM KOJBOPOM, HIX KOJIip (poHY,
po3Mip mpU@Ty 301IBLUIYETHCS HA 25 BIJCOTKIB.

19. Cnig yHHMKaTH pO3MIIIEHHS TEKCTy Ha 300paKEHHAX, a TaKoX
BUKJIAJICHHS 1OTO O17TMM KOJIBOPOM.

20. Jlns TOKpallleHHST PO3YMIHHS TEKCTy BapTO BHUKOPHCTOBYBATH
uTrocTpariii, rpadiduHi Ta TEOMETPUYHI €JIEMEHTH, sKi Oe3MocepeaHbo
MOB’s13aH1 13 3MICTOM 1 TEKCTOM 1HQOpMallii, MOBUHHI OYyTH OJHOTUITHUMHU
Ta PO3MIIIYBaTUCSA JIIBOPYY BiJl TEKCTY.

21. I'padiku 1 Tabnuil y pa3i HEOOX1IHOCTI iX BUKOPUCTAHHS MOBUHHI OyTH
MaKCUMAaJIbHO MPOCTUMHU.



22. TlpumiTkn BHHM3Y CTOPIHKH HE BHUKOPHCTOBYIOThCS. [locwiianHs 4u
MOSICHEHHS POOJISATHCS y TEKCTI.

23. I[lix yac miAroToBKM MakeTa 1HQopMalii A1 IpyKy BapTo NependaunTH
il momanHs Ha apkyiax dopmary A4 abo AS.

24. pudrt, sxuM BUKIATAETHCA 1HPOpMAIlis, MOBUHEH OyTH 0€3 3acCivoK,
3apyOOK, TIHEW YM JCKOPAaTUBHUX €JIEMEHTIB. PekomeHayeThCs
BUKOpUCTOBYBaTHU Taki mpudtu: Arial, Verdana, Ubuntu, Tahoma, Calibri.
25. Po3Mmip mpudTy noBuHeH OyTH HE MeHIe 14 IpyKapChKUX MyHKTIB.
26. Ciig yHUKaTh BUKOPUCTAHHS KYpCUBY B TEKCT1. [liIKkpecaeHHsa TeKCTy
JOMYCKAETHCS JIUIIE JJIS TIEePIOCUIIaHb.

27. BaxxnuBy iH(opMallio AOLUIBHO MOAaBATH TAKUM YHMHOM, 1100 11 JIETKO
MO>KHa OyJ10 3HalTH B TEKCTI, a came:

pO3TaIlyBaTH Ha MOYATKy JTOKYMEHTA,

BUJILITUTH KUPHUM HIPUPTOM;

00BECTH PaAMKOIO.

28. He pomyckaeTbcs HamMCaHHS BCHOTO TEKCTY BEJIUKHUMH JIITEPAMHU.
BuxopurcTanHs BEIUKUX JTITEP MOXKE 3aCTOCOBYBATHCS JIUIIIE JJIS1 BUAUICHHS
OKpEMHUX CJIIB 4u (pa3s.

29. Ilin yac ¢opmaryBaHHS TEKCTY HEOOXIIHO AOTPUMYBATHUCS TAKUX
PEKOMEH 1ALl i:

BUPIBHIOBAHHS TEKCTY 3/I1MCHIOETHCS 3 JIIBOTO KPalo;

M1 a03allaMu 3aCTOCOBYETHCS MOJIBIMHUIN IHTEPBAJI, MK pAAKaMHu - 1,5;
HE 3aCTOCOBYETHhCA YUIUJIBHEHUW IHTEPBAJ MDK CIIOBAMHU YU JITEpaMHU
(pEKOMEHI0BaHO BUKOPUCTOBYBATH Mix ciioBamu - 0,16, Mix jniTepamu -
0,12);

BUKOPHUCTOBYIOTHCSI MAPKOBAH1 CITUCKHU;

BUKJIAJICHHs 1H(pOpMaIlli CTOBIISIMUA (IBa YW OUIbIIE CTOBMIIIB HA OJHY
CTOPIHKY) HE JIOMyCKAEThCS;

3aroJIOBKH (I1143aroJIOBKH) BUKJIAIAIOTHCS] B OTHOMY PSJIKY.

30. HoBe pedeHHs BapTO MOYMHATH 3 HOBOro psiaka. He momyckaerbes
NEPEHECEHHS CIIIB 3 OAHOTO psAJIKa B 1HIIUH.

31. Tekct rinmeprnocwiaHHi MOBUHEH OyTH TMOBHUM 1 3pO3yMUIMM, alie
SAKOMOTa JAKOHIYHIIIHM, He PEKOMEHIY€ThCS MiMMCyBaTH
rineprnocuiaHHs TakUM YUHOM: ‘“‘HATUCHITH TyT , “IUBIThCA 3a
MOCWJIAHHSIM TOIIIO.

32. B omHOMY psIIKY HE MOBUHHO OyTH OUIBIIIE OAHOTO rineprnocuiands. Ha
CTOpIHI[l HE TIOBUHHO OyTH JBOX YW OLIbIlE TMOCHIAHb 3 OJHAKOBUM
TeKCTOM. He momyckaeTbcsi BHUKOPUCTAHHSA K TINEPHOCHIAHHS IIIJIOTO
pedeHHs uu ab3airy.



33. SIkno BUKOPHUCTAHHS TIMEPIIOCWIAHHS Ja€ 3MOTY 3aBaHTAKHUTH
TIOKYMEHT, 3a3HAa4a€ThCs HOTO po3Mip Ta hopmar.




