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JIO IUTAHHS PO CYYACHHUM CTAH KEPYBAHHSI
JOKYMEHTANLICIO B OP'TAHAX BUKOHABYOI BJIA/IN

Anomauia. OxpecieHo 20/106HI HANPAMKU HAYKOBUX OOCHIONHCEHb BIMUUSHAHUX VUEHUX
Y eany3i Ynpaenincbko2o OOKYMEHMO3HABCMBA Ma U020 36 A3KU 3 THUWUMU 2aTY39MU 3HAHD,
Hao0aemuvcs yeaza CHiGBIOHOWIEHHIO MPAOUYIIHO20 MA eNeKMPOHHO20 OOKYMEHMYBAHHS.
Bucsimneno npobaemy nompebu 0anvuioco 6NOpsaOKY8aHHSA mMa B00CKOHANEHHS VAPAGIIHHA
Op2aHi3ayitiHO-pO3NOPAOU0I0 OOKYMEHMAYIEND, HALONOUWEMBC HA 3HAYEHHI YNPABNIHCHLKOI
O0oKymenmayii K pecypcy 0epiHcagHo20 YRPAaeninHaA. AKYEeHMOBAHO Y8az2y HA HANEHCHOMY
OOKYMeHmayitiHomMy 3abe3neyeHHi YNnpaenincbKoi OisIbHOCMI 0epHCABHUX Op2aHi8 pI3HO20
DI6HsL 07151 B00OCKOHANIEHHS CAMUX NPOYECI8 0EPIHCABHO20 YNPABLIHHS.

Knrwuoei cnoea: suxonasua 61a0a, KepysawHs OOKYMEHMAYIEO, OOKYMEHMOBAHA
iH(hopmayis, ynpasniHCcoKi piuienns, inopmayitini pecypcu.

Caoyposa I'.b. K Bomnpocy 0 cOBpeMEHHOM COCTOSIHMM YIPABJICHHS

AOKYMEHTalueil B OpraHax MCIOJHUTEIbHON BJIACTH

Annomauus. Ouepuenvt  2naguvle  HANPABIEHUS.  HAYYHBIX — UCCIEO08AHUL
0MmeuecmBeHHbIX YYEHbIX 8 00AACMU YNPABIEeHYeCKO20 OOKYMEHMOBEOeHUs U €20 C8A3U C
opyeumMu  OmpacismMu  3HAHUL, YOeNeHO GHUMAHUE COOMHOWEHUI) MPAOUYUOHHO20 U
9NIeKMPOHH020 O0oKymenmuposanus. Oceewena npobrema HeoOXoOUMOCmU OANbHelule2o
VROPAOOUeHUs. U COBEPUIEHCMBOBAHUSL YNPABICHUs.  OP2AHU3AYUOHHO-PACNOPSAOUMENbHOU
OOKyMeHmayuetl, NOOYEePKHYMO 3HAYeHUe YNPAsleH4ecKoUu OOKYMeHmayuu Kak pecypca
20CY0apCcmeeHH020 YNPAasieHus. AKYeHMUpo8ano GHUMAHUE HA 3HAYEHUU HAONeHCaujeco
OOKYMEHMAYUOHHO20 —0Oecnedenuss YNpagieHuecKou OesamenbHOCU  20CY0apCmEeeHHbIX
0pP2aH08 Pa3IUuH020 YPOGHS OJIs YCOBEPUEHCMBOBAHUSL CAMUX NPOYECCO8 20CYOAPCMBEEHHO20
YApasnenus.

Kntouesvle cnosa: ucnornumenvhas —61acmo,  ynpasieHue  OOKyMeHmayuell,
OOKYMEHMUPOBAHHASA UHDOPMAYUsL, YpasilenyecKue peuleHus, UHGOPMAYUOHHbIE PeCypChi.

Saburova G. B. To the question on the contemporary state of records

management in the executive power institutions

Annotation. The main directions of scientific researches of domestic scientists in the
field of administrative document science and its connection with other branches of knowledge
are outlined, attention is paid to the ratio of traditional and electronic documentation. The
problem of further streamlining and improving the management of organizational and
administrative documentation is highlighted, the importance of management documentation
as a resource of public administration is emphasized. The importance of proper
documentation provision for management activities of state authorities of various levels for
improving the processes of public administration itself is emphasized.
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IlocTanoBKka Mpo6JjeMHu y 3arajibHOMY BHIVISIAi. AKTYaJIbHICTh TEMH
moyisira€ B TOMY, IO BiA HaJNEXHO KEPOBAaHOTO JIOKYMEHTALIHHOTO
3a0€3IeUeHHs] YIPaBIIHCHKOI ISUIBHOCTI JEp)KaBHUX OpraHiB PI3HOTO PIBHSA
3HaYHOIO MIPOI0 3aJeKUTh YIAOCKOHAJCHHS CaMHX TMPOIECIB JEPKABHOTO
yhOpaBiiHHA. be3 ymopsakoBaHoi, 3 ypaxyBaHHSIM OCYYaCHEHHMX BHMOT,
VIOPABIIHCHKOI JOKYMEHTAIlll e(EeKTUBHUNA MEHEKMEHT € HEMOXJIUBUM,
0COOJIMBO 3 OTJISIY Ha T€, IO MOJITUYHI, EKOHOMIYHI i TOPTroBeNbHI BiITHOCHHH
VYkpainu 13 30BHIIIHIM CBITOM 3HA4YHO 3POCIIH.

AHaJi3 OCTaHHIX XocjailzKeHb I myOaikanii. [lutanHa po3poOsieHHS
OCHOBHUX TMpoOJeM 3arajJpHOTO Ta YIPaBIIHCHKOTO JTOKYMEHTO3HABCTBA
BUCBITJIECHO B HaykoBux myoOumikamisx C. Kynemosa, K. MitseBa, A. CokoBof,
NUTaHHS KiIacuikauii yHOpaBIlHCBKUX JTOKYMEHTIB IPYHTOBHO PO3IJISIHYTO
B. banactokeBuuem, C. bubuk, A. Jlinenko, C. KynemoBum Ta iH.

VY HaykoBii JiTeparypi OUIBIIICTh OCTAHHIX IyOJIKaIlii MPUCBIYEHO
O3Sy MUTAaHb 1 MPOOJIEM JOKYMEHTALIMHOrO 3a0e3MedYeHHsT yIpaBIiHChKOT
JUSTBHOCTI SIK OpraHiB BUKOHABYOl BJIAJIM, TaK 1 OpPraHiB MiCIIEBOTO
camoBpsnyBanHsi. Cepen Hux — mpami T. IBanosoi, FO. ITanexu, I. IlerpoBoi,
JI. Tligny6noi Ta iH. [IpobiemaMm KepyBaHHS YHpPaBIiHCHKOIO JOKYMEHTAIIIEIO
npucBsueHo myomikarii  [. Autonenko, B. bezgpabko, I'. becnsiHCBKOI,
H. l'onuwapoBoi, O. 3aropeuskoi, B. Kmtonescskoro, B. CaBuibkoro,
C. CenpuenkoBoi, M. CuHiTuyk Ta 1iH. Cepen OCTaHHIX JOCHIIKEHb CIij
Bi/3HAunTU myoOsikamiro B. JIoOpoBOiIbCEKOI, y SIKIM I'PYHTOBHO PO3TJSHYTO
npobiieMy CTpPaTEeTivHOTO TUIAHYBAHHS MPOIECY KEPYBAaHHS JTOKYMEHTAII€l0 B
opraHax ynpaBJiHHS KyJbTYpPOIO.

YBaxaemo, 10 HayKOBE PO3pOOJIEHHS! KOMIUIEKCHOI CUCTEMH KEpyBaHHS
YIPABTIHCHKOIO JOKYMEHTAIIEIO 3AIUIIAETHCS BAKIUBOIO JOKYMEHTO3HABUYOIO
po0IeMOL0, 0 3yMOBJICHO MOCUJIEHHSIM POJII YNPABIIHCHKOI JOKYMEHTAIlll B

CYy4aCHOMY CYCIIJIBCTBI Ta 3pOCTaHH:AM ii 1H)OPMAIIHHOTO BILIUBY.
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BunisieHHsT He BHUpilIeHUX PpaHille YaCcTHH 3arajbHoOl NpPo0JieMH.
Boanoyac mie HeQOCTaTHRO BHUBYAETHCA NOTpeda CTBOpEHHS i peamizariii
IUTICHOI CHCTEMH KEpyBaHHSA JOKYMEHTAI[IEI0 Ta i HOPMAaTHBHO-IIPABOBOTO
3a0€3IMeUeHHs, a TaKOoXX Jajbllle BIOPSIAKYBaHHS YHI(IKOBAHOI CHCTEMH
OpraHi3amiifHO-po3nopsAII0i JTOKYMEHTaIlli, 30KpeMa B YacTHHI TEKCTOBOI
CTPYKTYPH PO3TOPSIKEHbD.

dopmyoBaHHA Hijieil crarri. Mera cTaTTl NOJAraE y BUBYCHHI CTaHy
KEepYBaHHsI YIPaBIIHCHbKUMHU JOKYMEHTAMHU B YCTaHOBAaX BMKOHABYOi BIaJU K
CaMOCTIMHOI yHpaBIiHCBKOI Kareropii. BiamoBiiHy yBary 3BEepHYTO Ha
BHUCBITJICHHSI IUTAHHS IIOAO MOTPEOM CTBOPEHHS BUCOKOE(EKTHUBHOI CHCTEMHU
KEepyBaHHS MOBHUM KOMILIEKCOM 1H(OPMaLIHO-JOKYMEHTAIIHHUX PECYPCIB Ha
BCIX €Talax >KUTTEBOIO LUKIY JOKYMEHTIB 3 METOIO JIOCSTHEHHS CTPaTeriuHuX
Ta ONEPATUBHUX LIJIEH YIPABIIHHS.

Bukian ocHoBHOro marepiany. JlokymeHTOBaHa iHQoOpMaIls CKIajae
OCHOBY YIpaBJiHHS, HOro €QEeKTUBHICTh 3HAYHOI MIpOI0 Oa3yeThCs Ha
CTBOPEHHI ¥ CHOXUBaHHI iH(popmamii. B ymoBax cy4acHOro cCycHiuibCTBa
iHdopMmalliss craja TOBHOIIIHHUM  PECYpCOM  BUPOOHHUIITBA, BaKIUBUM
€JIEMEHTOM COLIaJIbHO-TIOJITUYHOTO JKUTTA CycHulbcTBa. SKicTh 1H(OpManii
BU3HAYA€ SAKICTh YMPABIIHHI, OCKUIBKK 1H(GOpMAIliS HAMOBHIOE BCl OpraHu
yOpaBIiHHSA, 3a0€3Meuylourd iX EHEPreTHYHUM MOTEHINAJIOM 1 TPUBOISYU B
niecnpsiMoBaHuii pyx [1].

Ax  Bigomo, iH(poOpMAaIls KOHIEHTPYETHCSA Ta BIATBOPIOETHCA B
JOKyMEHTax, 110 3a0e3MeuytoTh il opranizamiiny GpopMy Ta nepeMiuryroTh ii B
yaci 1 npoctopi. CaMe AOKYMEHTH W JOKyMEHTOBaHa 1H(pOpMallisl JiekKaTb B
OCHOBI1 YIPaBIIHCHKUX PIIIEHb, OCKUIBKH € iX MaTepiaIbHOIO IMILIEMEHTAIIIEIO,
3a0€3MeuyoTh IOPUANYHOI0 CHIIOK 1 TUM CaMHUM CHPUSIIOTH iX HEOAMIHHOMY
BUKOHaHHIO. Hapasi ms mpoOiema akTyami3yeThCsi 3aBASKH OypXIUBOMY
PO3BUTKY HOBHUX 1H(POpPMAIIMHUX TEXHOJOTIHA, MPUCKOpEHii 1H(popmaTu3aiii

CYCH1JIbCTBA.
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Cepen TONOBHMX HaIpsIMKIB HAYKOBHX JOCIHIJKEHb 3 YIPaBIIHCHKOTO
JOKYMEHTO3HAaBCTBA  MOXXHa  BHOKPEMHUTH TaKi  TPYyNHU:  TEOPETHUKO-
dbyHIaMeHTallbHI, TEOPETHKO-TIPUKJIAAHI, ICTOPHYHI, HAYKOBO-TEXHOJIOT14YHI.
[IpuHarigHo ciij 3a3HAYUTH, 10 Hapasl BCe OLIbIIE aKTyalli3yeThCsl MoTpeda
BUPIIICHHS  JOCHIAHUIIBKUX  MPOOJEeM  eNEeKTPOHHOI  YNpaBIiHCHKOI
JOKYMEHTaIlli, 10 TOBHICTIO 30iraeTbcsi 13 3arajJbHUMHU IpoOiieMamMu
MIJAITOTOBKU Ta (PYHKIIIOHYBAHHS €JIEKTPOHHUX JOKYMEHTIB B YCTaHOBI.

Boanowac yd4eHi Bka3yloThb Ha ICHyBaHHS MEBHUX NpPOOJEM 3 MHUTaHb
BUKOPHUCTAHHS B YIPaBIIHCHKIA MPaKTHUIll €JICKTPOHHUX JTOKYMEHTIB. JIOKIHIISA
HE BHUPINICHO BU3HAYEHHS iX CTAaTyCy, CYYacHOI CTPYKTypU €JIEKTPOHHOTO
JIOKYMEHTa, HE pO3pO0JICHO Ta HE 3aKpilJICHO HOPMATHUBHO pETJIaMEHTH
3aCTOCYBAaHHS €JEKTPOHHUX IIJIUCIB, 110 BHUKOPUCTOBYIOTHCS B PpO3IJISAIL
YIPABIIHCHKUX JOKYMEHTIB, POBEJAEHH1 Y3rOJKEHb TOILIO.

JlocnipkeHHsT B Taily3l YHPaBJIIHCHKOTO JIOKYMEHTO3HAaBCTBA 3HAYHOIO
MIpOIO CTHIOPIJTHEH1 3 HAYKOBOIO MTPOOJIEMAaTHKOIO, 1110 PEaTi3y€eThCs 32 KOPJOHOM
y cdepi yrpaBiiHHSA JOKYMEHTALIEIO.

Cain BII3HAYUTH 3B’SI3KU YNIPABIIHCHKOTO JOKYMEHTO3HABCTBA 3 TAKUMU
ramy3siMd  3HaHb, SK apXiBO3HABCTBO, 3arajbHE JIOKYMEHTO3HaBCTBO,
MOBO3HABCTBO, TE€Opisi YIPaBIiHHSA B CYCILIBCTBI, MPaBO3HABCTBO, ICTOPUYHE
JoKepeno3HaBcTBO.  OCKUIBKM — TMPOIEC  YNPaBIiHHA  JIOKYMEHTAIlI€lo
PO3IIIAIA€THCA B KOHTEKCTI 1HPOPMALIMHOTO MEHEIXMEHTY, TO YIpPaBIiHCHKE
JIOKYMEHTO3HAaBCTBO IOB’S3aHE HE JIMIIE 3 TEOPIEI0 MEHEIKMEHTY, a i 3
iHopMaliitHol0O Haykow. I[HdopwmaliiiiHa mnpupoaa AUIOBOJHUX IPOIIECIB
3YMOBJIIOE  3B’SI30K  YIPABIIHCBKOTO  JOKYMEHTO3HABCTBA 3  TEOPIEIO
KOMYHIKaIlii, 10 TaKoX € YacTUHOIO 1HGOpMaIiitHOi Hayku. Y KOMIUIEKCI
npobiem iHpopMaliitHOro 3abe3neyeHHs] YNPaBIiHHA aKTyaJbHUM € TaKOX
BUBYCHHSI TOTOKIB YIPaBIiHCHKOI iH(opMalii, 1HPOpMAIIHHUX peCypcCiB
ycTaHoBH, (OpM 1 METOIiB iH(pOpMaIIHHOTO 3a0e3MeueHHs KepiBHUKIB [2].

BaxxnuBoio JOKyMEHTO3HABUOIO MPOOJIEMOIO € HayKOBE pO3pOOJEHHS U

peainizaiisi LUTICHOI CHUCTEMH KepyBaHHS JIOKYMEHTAlll€l0, II0 CTaHOBUTH
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HaWBUIIMN PIBEHb IISUIBHOCTI 3 JOKYMEHTYBaHHS Ta opraHizaiii pobotu 3
JOKyMeHTaMu. BoHa 3yMOBIIOETBCS TMOCHJIEHHSM pOJl  JOKyMEHTamii B
CYCIIJIBCTBI ¥ 3pOCTaHHAM ii 1HPOPMAIIIHOTO MOTEHILIaly, 0 CBOEI YEPror0
3yMOBIIIOE TOTpedy QopMmyBanHs mnpodeciiiHoi cdepu, sSka 3aliMaeTbCs
OTIPAITIOBAHHSAM JOKYMEHTAaIlii, ii 30epeKCHHSAM 1 BKJIIOYCHHSIM JI0 CHCTEMH
JTOKYMEHTAI[IHHUX KOMYHIKaIIii.

VYHacnmiok  ympoBa/KEHHST HOBHUX  TEXHOJIOTI B yOpaBIiHHS
BiIOYBa€ThCS 3MiHA CTPYKTYpH JOKYMEHTOOOIry. 3MiHAa €KOHOMIYHHMX OCHOB
KUTTS CYCIUJIbCTBA MPHU3BOJIUTH 10 TpaHCQopmarllii IIHHOCTI OKPEMHX BHU/IIB
JIOKYMEHTIB Ta iX poJil B Mpoleci ynpasiiHHA. Ha Ham normnsy, pauioHanabHa
OopraHizailisi KEpyBaHHS JOKYMEHTAI[I€I0 MOJXKE II0CTaBaTU SK BaXJIUBUM
€JIEMEHT 3MIIHEHHS JIEP>KaBHOTO amnapary Ta OyTH CYTTEBOIO JIAHKOKO Yy CIIpaBi
YXB&JICHHS  aJ€KBaTHUX  YNOPABIIHCHKUX  pllieHb.  Big  Halle)KHOTO
JIOKYMEHTAIIHHOTO 3a0€3MeYeHHs] YIPaBIIHCHKOI JISUIBHOCTI  JIEpKaBHUX
OpraHiB pI3HOTO PIBHS 3HAYHOKO MIPOIO 3aJIeKUTh YAOCKOHAJIEHHS CaMHX
IIPOIIECIB JAepKaBHOTO yrpaBiiHus [3, c. 53].

Bupimenns npo6iieMyu KepyBaHHSI JTIOKYMEHTAIll€l0 B Cy4YaCHHX yMOBaXx
J03BOJIUTH LIIECTIPIMOBAaHO (opMyBaTu 1H(pOpMAIliiiHI pecypcu Oprasizailii,
3a0e3neunT ix eQpeKkTUBHE (PYHKIIOHYBAHHS, a TaKOX PO3IIUPUTH JOCTYII
KOPHUCTYBadiB 70 1HGOpMAIIHUX pecypciB 3 HAaWMEHIIMMHU BUTpAaTaMU d4acy,
npaili Ta 3aco0iB.

He3Bakatoun Ha 3HAYHY KUIBKICTH JIOCHIJKE€Hb, Y4YEHI KOHCTATYIOTh
JIOCUTH HEJOCTATHE PO3POOJICHHS came MpoOjIeMHu KepyBaHHS JOKYMEHTAIIEIO.
JlokymeHToBaHa 1H(QOpMallisd B MPOLEC] YIPaBIIHHSA BUKOHYE HAWBAaXKIUBILITY
poJib, 3a0e3Mevyyrour HAMOBHEHHS 1H(QOpPMAILIMHUX pEeCcypciB OpraHizarliil.
VY 3B’S13Ky 3 YCKJIQJHEHHSM CTPYKTYpH Ta 3MICTy 1H(GOpMaIiiiHUX pecypcis,
3pOCTaHHSAM iX 00CSATIB BUHUKIIA HarajgbHa MOTpeda pamioHaTbHOTO KepyBaHHS
HUMH, SIKa 32 CBOEI0 3HAUYIMICTIO 3ICTaBISETHCSA 13 3aBAAHHSIM MOJEpHi3alii

BUPOOHUIITBA TPOMUCIIOBOT MPOTYKIIII.
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Cnix BIA3HAUUTH, IO KEPYBaHHSA JOKYMEHTAII€I0 SK YHIBepCaIbHUMN
TEPMIH Ma€e MDKHApOJHE BH3HAHHA Ta TowmupeHHs. BiH BusHauae cdepy
aJIMiHICTPATUBHOTO YIPABIIHHA 31 CTBOPEHHS, BUKOPUCTAHHS Ta 30€peKEeHHS
JIOKYMEHTIB OpraHizaimii Ha TPHUHIUIAX EKOHOMIYHOCTI ¥ e(eKTHUBHOCTI,
3 BUKOPUCTaHHSIM HOBHUX 1H(GOpMAIIHHUX TEXHOJIOTIM, 110 3a0e3meuyroTh
SAKICHUA MEHEJDKMEHT WIOJI0 JOKYMEHTallli SK TOBHOIIHHOTO pPECypcy
ynpasiinus [4].

Chig  TakoX 3a3HAYMTH, 1[I0 Hapas3l BITYM3HAHI HAYKOBII 3
JIOKYMEHTO3HABCTBA OUIBII CXUJIbHI BXKUBATH YKPAiHCHKOMOBHY MOAM(DIKOBaHY
BEPCII0 3BHYHOTO «records managementy sik KepyBaHHS JOKYMEHTAIliHHUMH
MpoIeCaMH, 3aMICTh «KEpyBaHHs JoKyMeHTailiewo». Po3poonuku JACTY 4423-
1:2005 mOSICHIOIOTB 1€ BIIMOBOO BiJl OYKBAJIBHOTO MEPEKIaIy TepMiHa «Irecords
management» sik HeaJIeKBATHICTIO BIII3EPKAJIEHHA 3MICTY IIbOTO TepmiHa. Came
TOMY, 3aMICTh «KEpYBaHHS JOKYMEHTAIlI€l0», OCTAaHHIM 4YacoOM IPOIMOHYETHCS
MOAM(DIKOBAHMM  BaplaHT «KEpyBaHHS JOKYMEHTALIMHUMHU IpOIEcCaMmu»
[5,c.118]. Ha mnamy pay™MKy, YKHBaHHS CJIOBOCIIONYYCHHSI «KEPYBaHHS
JIOKyMEHTAIIEIO» € OUIbII BAAJIUM, OCKUIBKM HOTO 3MICT HAaroJjoirye Ha
pe3yIbTaTUBHOMY BCEOXOIHOMY ¥ y3arajlbHIOBAJILHOMY XapakTepi I0A0
poOOTH 3 yCIM MacCHMBOM €TaliB, OB’ I3aHUX 13 JIOKYMEHTAIlIHHUMH MPOIIECaMHU.

JIinoBoHI MpoIllecH 3a KOPAOHOM TaKOXX PpO3IJIANAIOTHCS SK T'OJOBHA
CKJIaZloBa YIpaBiiHHA JoKyMmeHTaliero. CyyacHe YNpaBliHHS B YCTAHOBI
OpPIEHTOBAHO Ha JOTPUMAHHS 3arajlbHOCBITOBUX BHMOT JI0 YIPABIIHHS Ha
3acajax KepyBaHHsA 1HQoOpMaIlli€l0 B YCTAaHOBl, CKJIQJHUKOM SIKOTO €
JOKYMEHTAI[IHHUIA MEHEHKMEHT.

OpaHuM 13  HampsIMKIB  yJIOCKOHAJEHHS CHCTEMH  YIPaBIIHCHKOI
JOKyMEHTaIlli € yHidikaiis Ta cTraHmapTuzaiis il eiaemeHTiB. Ha cboromHi
CTaHaapTu3aiis — 1e Haupuma ¢dopma yHidIKalii TOKYMEHTIB, OCKITBKH B
Jep’KaBHUX CTaHmapTax oQImiiHoO W HOPMATHBHO B 3arajbHOJACPNKABHUX
MacmTabax Ha TPUBAIMM Yac 3aKpiluIeHO HalOLIbII €PEKTUBHI XapaKTEPUCTUKH

¢dbopmu Ta 3micTy goKymenTa [6, ¢. 53].
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VYHidikoBaHa cHCTeMa JOKYMEHTIB MOXKE€ JaTU 3HAYHUNA E€KOHOMIYHUUN
eeKT 3a paxyHOK 3HIKEHHS BUTpAT Yacy Ha CKJIAJIaHHS TEKCTIB CIIy>KOOBHUX
JIOKYMEHTIB, iX O(OpPMIICHHS, a TaKOX MiABUIIEHHS SKOCTI TEXHOJOTIYHUX
npoiieciB poOOTH 3 AOKYMEHTaMH, OCOOJIMBO TiJ] 4ac KOPUCTYBaHHS HUMH 3
METOI0 OTPUMAaHHA MOTPIOHOT 1H(OopMarIii.

KepyBaHHS TOKyMEHTAlI€I0 PO3TISIAETHCS HAMUA B KOHKPETHHUX yMOBaXxX
GyHKIIOHYBaHHS B YCTaHOBax BHKOHaBYOi Biaau. Ha Ham morisia, aepskaBHa
noyiTuka y cdepli KepyBaHHA JOKYMEHTAIl€l0 Mae OyTH CHpsIMOBaHAa Ha
CKOPOYCHHSI OOCSTIB JIOKYMEHTOOOIry, Jajbllie BIOPSAKYBaHHS YHi(iKOBaHOI
CUCTEMHU JOKYMEHTAllll, CTAaHOBJIICHHS YITKMX BHUMOI JO YIPaBIIHCHKUX
JIOKYMEHTIB, HAJIGKHUX Ta OJHO3HAYHUX TMPaBWJI JOKYMEHTYBaHHs. 3aKOH TIPO
JIOKyMEHTAI[i}0 Ma€ OyTH MiAKPIMIICHO KOMIUIEKCOM OCYYaCHEHHUX MiA3aKOHHUX
HOPMATHBHUX aKTiB IHCTPYKTUBHO-METOIUIHOTO XapaKTepy.

VYrpaBiaiHCBKI JIOKYMEHTH, 30epirarouv BCi pPOJOBI pUCH JOKYMEHTa
B3araji, BOJOMIIOTh HHU3KOI0 BHJOBHUX BIAMIHHOCTEH — CTaOIJIBHICTIO
dbopMaTbHUX O3HAK, YCTAJICHICTIO (POPM JOKYMEHTIB, YKOPCTKOI (DIKCAIIEIO
MOPSIJIKY PO3TalllyBaHHSI PEKBI3UTIB. YTPaBIiHCbKA JOKYMEHTAIllsl Ma€ IIbOBE
MpU3HA4YCeHHs Ta QYHKIIIIO, [0 BU3HAYAE ii 3MICT 1 popMy. JIoKyMEHTH MarOTh
BEJIMKE 3HAYECHHS B YIPABIIHCBKOMY TMpOIECl SK Taki, IO BiAOWBAIOTH
JUSTBHICTD OpTaHi3allli, Ha iX OCHOBI YXBAJIOIOTHCS YIPABIIHCHKI PIIICHHS,
BOHU € TOJIOBHMM apryMEHTOM Yy CIIPHUX CUTYyallisiX, 3aKpiIUIIOIOYM IpaBa
ocoOM ¥ cTar4M J0Ka30M. YIPaBIHCHKI JOKYMEHTH CTaHOBIATH SIPO
JIOKYMEHTAaIlli BC1X YCTaHOB BUKOHABYO1 BIaIH.

Cporomni B VYkpaiHi akTyamizamis yHidikamii Ta cTaHgapTh3amli
YIPABIIHCHKOT JOKYMEHTAIIIl OB’ A3Y€EThCS 3 JIEPKAaBOTBOPUYNM, €KOHOMIYHUM,
NpaBOBUM,  TEXHIKO-TEXHOJOTIYHUM, ¥  1H(OpMAIiHHO-YIIPaBIIHCEKUM
acnektamu. lllupokomaciitabHe BIPOBAKEHHS KOMIT IOTEPHUX  3aco0iB
CTBOPEHHSI  YIpPAaBIIHCbKOI JOKyYMEHTalii mnorpedye, 3 OAHOro OOKYy,

YAOCKOHAJEHHS MIAXOAIB 0 O(POpPMIIEHHS JOKYMEHTIB 3 TAalepOBUM HOCIEM
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3MICTY B €JIEKTpOHHY (OpMYy) Ta BIANOBIIHOI yHI(DIKaIli eIeKTpOHHUX (HOpM —
3iHmoro. Tob6to BimOyBaeThcss odopmiieHHs cdepu  yHipiKamii Ta
CTaHJapTH3aIlii eJEKTPOHHOI MOKyMEHTAaIlli. YTpaBliHChKA JOKyMEHTAIlisS B
YCTAHOB1 PO3TJISIAEThCS SK CKIanoBa ii 3arajdbHUX 1H(QOpMAILIHHUX PECypcCiB,
10 3YMOBJIIO€ TTOTpeOy aHaiizy (GYHKIIIOHYBAaHHS IMi€l TOKyMEHTAIllT 3 TTO3HITIHA
1H(OpMaIIITHOTO MEHEIKMEHTY .

Pernamenrariiss Ta parfioHamizaiis mpoleciB W omepaiiiii poOoTH 3
JOKyMEHTaMH B CIIyk0ax [UTOBOJACTBA € OJHUM 13 TMPOBIAHUX 3aBIaHb
YIOPABIIHCHKOTO JOKYMEHTO3HABCTBA. YJIOCKOHAJICHHSI MIATOTOBKUA Ta 0O0Iry
OpraHi3alifHO-pO3NOPAIUMX JOKYMEHTIB B YMOBAaX OKPEMOi YCTaHOBH, iX IPyIl
Yyl B MacmTabax raigys3l W Jep’KaBH B LIJIOMY BIUIMBAIOTh HA iX AISUIBHICTD,
3a0e3Meuyloud BUKOHAHHA IIUMU JIOKYMEHTAMHU 1X OCHOBHOI COIlaJbHOL
GyHKITI.

SAx BIIOMO, MPOBIAHY POJb B YIPABIIHCHKIA isUIBHOCTI OpraHiB
BUKOHABYOI BJIAJIM BIJIBEJCHO CaM€ OpraHi3alliiiHO-po3MopsA4iil JOKyMEHTAIlil.
[{ro cucTeMy DOKYMEHTIB MpPU3HAYECHO JJI1 OPOPMIIEHHS MPOLECIB OpraHizamii
YIOPABIIHHS, MPABOBOTO 3aKpIIUICHHS pPO3MOPSIYO-BUKOHABUMX [ SIK B
OpraHizaiisx, Tak 1 iX CTPyKTYpHUX MIIPO3/1JaXx HAa OCHOBI €IMHOHAYAJIbHOCTI
a00 KOJIeriaJIbHOCTI.

PosnopsipkeHHsT — 1€ MpaBOBUI aKT YIPaBIIHHS, BUJAHUN IOCAJI0BOIO
0CO00I0 UM JIEp>KaBHUM OPraHOM BJIAJU B MEXKax HaJlaHOi KOMIIETEHIII1 3 METOIO
BUPIIIEHHS OTIEPAaTUBHUX MUTaHb. BOHO Mae 00OB’SI3KOBY CUITY JIJISi TPOMAJISH,
oprasizauiii, mampueEMCTB UM YCTaHOB a0O0 MpaliBHUKIB, SKUM aJPECOBAHO.

Poznopsaxenns MmoxyTh BugaBatu Kadiner MinicTpiB YkpaiHu, opraiu
BUKOHABYOI BJIAJIA, OPTaHU MICIIEBOTO CaMOBPSAyBaHHS, a TAKOX yYCTAaHOBH Ta
CIIy’k00B1 0COOM. YCTaHOBJEHI B pO3MOPSIKEHHI 3aBJaHHS MarOTh OyTH
KOHKPETHUMH W pETbHUMH, CIPSIMOBAHUMHU HA JOCATHEHHS B HAMKOPOTIII
TEPMiHU METH, BU3HAYCHOI PO3MOPSAKEHHSM, 13 3a3HAYCHHSIM BUKOHABIIIB Ta
ocobu, Ha SKy TOKJIAJE€HO KOHTPOJbh 3a BHKOHAHHSAM PO3MOPSIKEHHS,

1 BU3HAYEHHSIM TEPMiHIB BUKOHAHHS 3aBlaHb. PO3MOpsSHKeHHS — 1€ OAWH 13
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OCHOBHMX JIOKYMEHTIB, IO BHJAIOTHCA TOJOBAMHU MICIEBUX JE€pP KaBHUX
anminicTpaiiil. ['ogoBa obnacHOi AepxaBHOI agMiHICTpallli HA BUKOHAHHS
Koncrutytii Ykpainu, 3akoHiB YKpaiHU BHIIa€ OJHOOCIOHO B MEXKaX BIACHHUX
MOBHOBAXEHb PO3MOPSHKEHHS 1 HECE 32 HUX BIJMOBIJAIBHICTh 3T1HO 3 YUHHUM
3aKOHO/IaBCTBOM.

BunanHs po3nopsiiuux IOKYMEHTIB € 000B’I3KOBUM Y TaKUX BUIAIKAX:

—13  OpraHizalliiHUX TMWUTaHb — CTBOPEHHS, MepeHMEeHyBaHHS,
peopraHizaiisi, JiKBijalig opraHizamii abo CTPYKTypHUX MiJIPO3ILIIB,
3aTBEP/KEHHSI CTPYKTYpH OpraHizailii, BU3HAau€HHs IpaB Ta OOOB’S3KIB
MOCaJI0BUX 0C10, mepenaya MaitHa, IiAOUTTS MIACYMKIB IIsUIBHOCTI OpraHizariii;

—y Taly3l IJJaHyBaHHS — BU3HAYEHHS NOPAJKY 1 TEPMIHIB CKJIaJdaHHS
IUIaHIB, 3aTBEP/KCHHS KBApTAJbHUX 1 PIYHUX IUJIAHIB, 3MiHA OPIEHTOBHHUX
MOKa3HUKIB PO3BUTKY 00JIACTI;

—y raigy3l BHUpPOOHMIITBA — TIPOBEACHHS 3aXO/iB 1 BIPOBAHKCHHS
1HHOBAII1}, HAJJaHHS HOBUX YU CIEI1aTlI30BaHUX BUIB MOCIYT;

—y ramy3l pO3BUTKY MIJIPUEMCTBA Ta KaliTAJIbHOIO OyIIBHUITBA —
3aTBEP/KEHHSI TEXHIKO-€KOHOMIYHOTO OOTPYHTYBAHHS HOBOTO OY/IIBHHIITBA,
YBEJEHHS B €KCIUTyaTalll0 3aBEpPIIEHOr0 Oy11BHULITBA;

—y rainy3i (iHaHCIB — 3aTBep/KeHHS (DIHAHCOBUX 3BITIB, MACMOpPTa
OIOHKETHOI ITpOrpamMu, OTpUMaHHs OaHKIBChKUX KPEUTIB;

—Yy raiy3l yHOpaBliHHS TPYAOBUMH pecypcaMu — YHECEHHS 3MIH J0
CTPYKTYpH OOJacHUX JEp>KaBHUX aaMIHICTpAIlid, 3aTBEP/KEHHS IITaTHOTO
pO3MUCYy, MOCATOBUX OKJIAAIB 1 CTABOK, 3aTBEPIKEHHS PO3MIPIB 3a0X0YEHD,
noKapaHb, OPOpMIIEHHS BIAPSAKEHb TOLIO.

PosnopsipkeHHsT  MICHIEBUX — JIEpKABHUX — aaMIHICTpalllid  HaOUparoTh
YHMHHOCTI 3 MOMEHTY X BUAAHHSI, SAKIIIO 1HIIIE HE 3a3HAYCHO B POMOPSIKEHHI.

VY Harmriii cTaTTi MU OKPECIIWIIH JIUIIE KiJIbKa TUTaHb, 1110, Ha HAIly TYMKY,
NOTPeOyIOTh JAJIBIIOTO BIOPSAKYBAaHHS Ta BIOCKOHAJICHHS 10O YIPABIIIHHS
OpraHi3alifHO-PO3MOPSTIO0  JOKYMEHTAIllEld B OpraHax  Jiep>KaBHOI

BUKOHABYOI Biaau. Lle crocyerbes, 30kpeMa, IeBHUX 0COOIMBOCTEN CKIIAAaHHS
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TEKCTIB YMNPaBIIHCBKUX JOKYMEHTIB Yy pa3l, SKIIO BOHM OyJld TOB’s3aHI 3a
3MICTOM 13 TIEPBICHUM PO3MOPSAHKEHHAM Ta BUKIIMKAHI MOSBOI OKPEMHUX 3MiH,
noTpebo0 BIOCKOHAJICHHS O(OPMIICHHS HaJCKHUM YHMHOM KaJpOBUX 3MiH 3a
HasBHOCTI TMEBHUX YMOB IIOAO iX KUIBKICHOTO CKJIaay; JOTPUMaHHS
3aCTepeeHb B ONpAIIOBaHHI JOKYMEHTAIlli TMpH BBEJACHHI [0 CKIIATy
KOHCYJIbTAllITHO-A0OpauuX OpraHiB MpPEACTaBHUKIB JEpXKABHOI  CIIyXOw,
YITKOTO MEPEIIKY YMOB, 32 IKMX MalOTh CTBOPIOBATUCS JOJATKU TOLO.

YCyHEeHHS HEJOMNIKIB 1 CyNepedyHOCTeW MpU CTBOPEHHI OpraHizaiiitHoO-
pO3MOpAAYOT JOKYMEHTAllll, sIKI MM 3a3HaYWIM, MOXE CHPHUITH B KIHIEBOMY
pE3yNbTaTl YXBaJCHHIO HAJIEKHUX YIPABIIHCHKHUX PIlICHb.

SIK CBINYUTH BHUBUEHHS MUTAHHS CTAaHy KEPYBaHHSA JOKYMEHTAII€I0 B
OpraHax BHMKOHABYOl BJIaJM Ta aKTyalbHa MpaKTHKa, cepa YIpaBIIHCHKOI
JOKyMEHTalli B Cy4aCHMX YMOBax HOTpeOye YCYHEHHs NEBHUX HEIOJIKIB,
110 BUSIBJIIIOTBCA B HE 3aBXKAM BHUCOKIM SKOCTI poOOTH 3 JOKYMEHTaMH,
HEJJOCKOHAJIOCTI YMHHOI CHUCTEMH YNPABIIHHS JOKYMEHTAII€l0, B1JICTABAHHI
JIOKYMEHTO3HABUHUX PO3POOOK HOPMATUBHO-METOJIMYHOIO XapaKTEPy Bl TEMITIB
PO3BUTKY 1H(POpMAIIHHUX TEXHOJIOTIH, BIJICYTHOCTI €UHUX BUMOT JO CHUCTEMU
JOKYMEHTOOOITY Ta KOHTPOIIO SIK MO «BEPTUKANI», TAK 1 MO «TOPU30HTAIII
JIEP’KaBHOTO YIIPABIIIHHS.

BucHoBku 3 gaHoro aociaigkeHHs. Came JOKYMEHTHM M JIOKYMEHTHa
iH(popMarlisl JexaTb B OCHOBI YXBaJIEHHS YIPAaBIIHCHKUX pIlIEHb. Y CTarTi
PO3TJISSHYTO NUTAHHS MIOAO0 CYYacHOrO CTaHy KEpyBaHHS YNpPaBIiHCHKOIO
JOKYMEHTAIll€l0 B  yCTaHOBaX BHUKOHaB4Yoi Biaau. Haromomryerbce,
110, HE3BA)KAl0YM Ha JOCTaTHIO KIUJIbKICTh HAyKOBUX PO3pOOOK, mpobiema
CTBOPEHHSI ~ BUCOKOC(EKTHBHOI  CHCTEMH  YIPaBIIHHA  JOKYMEHTAIEIO
3aJUIIAE€THCS HEAOCTAaTHRO BHpilIeHor. OcolirBa yBara Hala€ThCsl 3HAUYCHHIO
pPO3MOPS/KEHb Yy ISUIBHOCTI MICIIEBUX OpraHiB BUKOHABUOi BIIATU 5K
OPOBITHOTO BHUAY YNPaBIIHCHKUX JOKyMEHTIB. Bka3zaHo Ha UOuIIXu Ta

MOXJIMBOCTI JIAJIbIIOTO BJAOCKOHAJICHHS perjiaMeHTallll caMe IUX JIOKYMEHTIB Ta
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3alpOIIOHOBAHO JESKI MPaKTUYHI peKoMeHJaIlli 00 BTIJIECHHS iX Yy IpoIliec
KEepyBaHHS YIPABIIHCHKOIO TOKYMEHTAITIEIO.

IlepcnekTHBY MOJAJIBIIMX PO3BIIOK Y IIHOMY HAIPSIMKY BOAYarOTHCS B
ONTHMAJIBHOMY TIO€JIHAHHI TPATUIIHHOTO W CICKTPOHHOTO JOKYMEHTOOOITY Ta
KOHTPOJIIO B yCTaHOBaX BHUKOHABUOi BIagu Ta moTpedi ¢dopMyBaHHS
npodeciitHoi cdepu, sika O 3aiimanacs OINpallOBaHHAM  YIPaBIIHCHKOL

JIOKYMEHTAIIi Ta BKJIFOUEHHSIM 1i 0 CUCTEMHU JOKYMEHTAIIMHUX KOMYHIKaIIiil.
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Statement of the problem. The documented information forms the basis of
management, its effectiveness is largely based on the creation and consumption
of information. In a modern society, information has become a full-fledged
resource of production, an important element of the socio-political life of
society.

Urgency. The proper management of the processes of public administration
depends on a large extent on properly managed documentary provision of
management activities of state bodies of various levels.

The purpose of this article and task — to consider the current state of
managing the managerial documentation in the executive power institutions and

find out the prospects for its further development. To this end, scientific tasks
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need to be solved, which consist in analyzing the documentation of the activities
of the executive authorities, studying the processes of documenting and
organizing work with organizational and administrative documents, and
developing, on this basis, practical recommendations for improving the
management system for managerial documentation in executive authorities.

Summary. The article deals with the main directions of scientific
researches of domestic scientists in the field of administrative document science
and its links with other branches of knowledge. Regulation and rationalization of
processes and operations with managerial documents in documentation services
is one of the leading tasks of administrative document study. The documents and
document information itself represent the material implementation of the
managerial decisions taken.

The article focuses on the issue of the relationship between traditional and
electronic documentation. It is pointed out that there are some problems with the
use of electronic documents in managerial practice. Among them, such as a clear
definition of their status, a single structure of the electronic document, the
organization of electronic document circulation and control, the rules for the use
of electronic signatures used in considering administrative documents,
conducting approvals, etc.

Improving the management of organizational and administrative
documents, as the leading among the managerial documents, in the conditions of
separate institutions of executive power, their groups or in the scale of the field
and the state as a whole affects their activities, ensuring that these documents
fulfill their basic social function. Solving the problem of document management
will purposefully form the information resources of organizations and
institutions, ensure their effective functioning, as well as increase the access of
users to information resources with the least amount of time, labor and facilities.
In our view, state policy in the field of document management should be aimed
at reducing the volume of document circulation, further streamlining the unified

documentation system, the establishment of clear requirements for management
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documents, and proper and unambiguous rules for documenting them. The law
on documentation must be supported by a complex of up-to-date normative acts
of instructional and methodological nature. The article emphasizes the
importance of managerial documentation as a resource of public administration.
The question is raised about the need to further regulating and improving the
management of organizational and administrative documentation. The necessity
of formation of modern professional sphere, which would be engaged in
working out management documentation, its preservation and inclusion in
system of document communications, is indicated.

Conclusions and outcomes. As the review of the state of management of
managerial documentation in the executive authorities (both on paper and on
electronic media) and existing practice shows, the field of document
management in modern conditions requires the elimination of certain
shortcomings and contradictions that manifest themselves in the imperfection of
the current document management system and the lack of document-making
developments in the normative-methodical nature of the paces of information
technology development. The author outlined the existing ways of further
improving the issues of regulation of organizational and administrative
documents and offered some practical recommendations for their
implementation in the management process of managerial documentation. This
applies, in particular, to certain features of the texts of the following
management documents if they were linked to the contents of the original order
and caused by the appearance of certain changes; the need to improve the proper
design of personnel changes in the presence of certain conditions for changing
their quantitative composition; observance of reservations in the processing of
administrative documents when entering into the consultative and advisory
bodies of civil service representatives; a clear list of conditions under which

apps should be created, and so on.



