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BCTYII

[Tporpama HaBYaIbHOI AMCUUIUIIHK «/liJIOBI CydyacHI JOKYMEHTH 1 KOPECHOHACHIIISD)
CKJIaJieHa BIAMOBIIHO 1O OCBITHRO-TIpodeciiiHOi mporpamMu  «MDKHApPOJHI  BITHOCHHK
MiJrOTOBKHU OakayiaBpa 3a creriaiabHicTIo 291 «MixkHapoaH1 BIATHOCHHH, CYCIUJIbBHI KOMYHIKAIIii
Ta perioHaJIbHI CTYIIi».

1. Onuc HaBYAJIBLHOI AUCHHUILIIHA

1.1. MeToro BUBYEHHS AUCIUILTIHU «JI17TOBI cy4acHI JOKYMEHTH Ta KOPECHOHJCHIISN» €
OTPUMAaHHSI HEOOXiTHMX 3HaHb 3 CYYaCHOTO JiJIOBOJCTBA, IIOB’S3aHUX 13 CTBOPEHHSM Ta
oprasizaifiero poOboTH 3 TOKYMEHTaMH BIAMOBIAHO 0 BUMOT YMHHHX JIEPKABHUX CTAHIApPTIB y
i ramysi.

1.2. OcHOBHI 3aBIaHHs BUBUEHHS JUCLUILTIHA

- (hopMyBaHHS HACTYITHUX 3arajJbHUX KOMIIETCHTHOCTCH
3K3 — 31aTHICTD BUUTHCS 1 OBOJIO/IIBATH CyYaCHUMU 3HAHHSIMU;
3K4 — 3HaHHS Ta pO3yMiHHS MPEAMETHOI 001acTi Ta pO3yMiHHS POQECIHHOT NisITBHOCTI,
3K9 — 31aTHICTh BUKOPUCTOBYBATH 1H(pOpPMAIliiiHI Ta KOMYHIKAI[iH1 TEXHOJIOT1,
3K10 — 31aTHICTh CHUIKYBATHCA AEPKaBHOIO MOBOIO SIK YCHO, TaK 1 THCbMOBO;
3K12 — 31aTHICTh 10 MOUIYKY, 0OpoOieHHs Ta aHami3y iHpopMallii 3 pi3HUX JHKepe.

- (hopMyBaHHS HACTYIHUX CIEIiaJIbHUX ((paxOBHX) KOMIIETEHTHOCTEH:
CK6 — 3parHICTP 3aCTOCOBYBaTM 3acaid JAMIJIOMAaTHYHOI Ta KOHCYJIBCBKOI —CILy»XKOH,
JUTUIOMAaTUYHOTO MPOTOKOJIY Ta €THKETY, YMIHHS BECTH JWUIUIOMATHYHE Ta JIJIOBE JIMCTYBAaHHS
(YKpaiHCBKOIO Ta IHO3€MHUMHU MOBaMH);
CK12 — 3parHicTh 10 3A1MCHEHHS KOMYHIKalii Ta 1HQOpMaliiiHO-aHATITHYHOI JISIBHOCTI Y
cdepi MKHApOAHUX BIIHOCHH (YKPaiHCHKOIO Ta IHO3EMHUMH MOBaMH);

1.3. KinbkicTs KpeauTis - 4

1.4. 3araiibHa KiIbKIiCTh TOauH — 120

1.5. XapakTepucTHKa HaBUYaIbHO1 AUCITUTUTIHI

3a BuOopom
Jlenna ¢opma HaBuaHHS ‘ 3aouHa (aucTaHmiiHa) popmMa HaBUAHHS
Pik miaroroBku
2-it \ i
Cemectp
4-ii \ i
Jlexii
32 rop. \ TOJI.
IIpakTH4Hi, CEeMIHAPCHKIi 3aHITTS

16 ron. \ TOJI.

JlaGopaTopHi 3aHATTS

- | rofI.

CamocriitHa poboTa

72 rog. \ ro.

y TOMY YHCJII 1HJIWBIyadbHI 3aBJaHHs




1.6. 3amanoBaHi pe3yabTaTH HABUYAHHS

30006y6aui nosunni 3Hamu:
PHO/ - 3Hatm 3acagd JUIJIOMATHYHOI Ta KOHCYJIBCHKOI CIIY)KOHW, crenudiky Ta
0COOJIMBOCTI IUMIJIOMATUIHOTO TPOTOKOITY Ta ETHKETY;

30006y6aui nosunni emimu.

PH10 — 30uparu, oOpoOJISATH Ta aHaNi3yBaTH BENHMKI 0OcCsarw iHdopMalii mpo cTaH
MDKHApOAHMX BiIHOCHH, 30BHIIIHBOI MOMITHKM YKpaiHM Ta iHIIUX AEp)KaB, perioHalbHHUX
CHUCTEM, MIXKHAPOIHUX KOMYHIKAIIii;

PH12 - BiIbHO CHIJIKYBaTHCS JEPXKABHOIO Ta 1HO3EMHHUMH MOBaMH Ha TpodeciiHoMy
piBHI, HEOOXITHOMY IS BeAeHHs npodeciiiHoi AUCKYCii, MATOTOBKA AaHAMITHYHHUX Ta
JOCIITHUIIBKUX JOKYMEHTIB.

PH18 — Bectm muIuioMatuyHe Ta MAUIOBE JIMCTYBaHHS YKPAiHCBKOIO Ta iHO3EMHHUMH
MOBaMH, MTPAIFOBATH 3 AUILIOMATHYHUMH Ta MDKHAPOJHUMH JJOKYMEHTaMHU.

2. TeMaTHYHHUI JIAH HABYAJILHOI JUCIHUILIIHA

Tema 1. ino600cmeo sk 2any3s 3HAHb | OiSLIbHOCMI

1. OiniiiHO-11T0BHUI CTUIIb — CTHIIb AUIOBUX JOKYMEHTIB.

2. OCHOBHI TOHATTS, 3aBJaHHS, IUIOBOJICTBA (CHPAaBOYMHCTBA), HOrO BHUIH, €Talu
PO3BUTKY.

3. 3aKOHO/aBYE PETYIIOBAHHS JIIJIOBOJICTBA.

4. JIOKyMEHT — KJIFOUOBE MOHATTS A1JIOBOJICTBA, 1OT0 OCHOBHI (DYHKIII].

5. Knmacuoikanist JOKyMEHTIB.

Tema 2. Cxnaoanus peksizumie 0OKyMeHmis

1. [ToHATTS PO PEKBI3UTH JOKYMEHTA.

2. PexBi3uTH AOKyMEHTIB 3a Jlep>kaBHUM cTtaHgaptoM. ITocTiiiHi 1 HENOCTIHHI PEKBI3UTU
JIOKYMEHTA.

3. [IpaBuna opopMiieHHs CTOPIHKUA JOKYMEHTA.

4. TonsTTs npo OJaHK JOKyMeHTa i OyiaHk opraHizaiii. Buau 6maHkiB.

Tema 3. Ilpasuna cknaoants OOKyMeHmMi8 3 YNpasiinHs Kaopamu

1. OcHOBHI BU/IM JOKYMEHTIB 3 YIPaBJIiHHS KaJpaMU.

2. IlpaBuna ckiagaHHs Ta OGOPMIIEHHS OCHOBHUX BHJIB JIOKYMEHTIB 3 YIPaBIiHHA
KaJ[pamu:

a) 3asBU;

0) aBToOI0oTpadii Ta pe3rome;

B) 0COOOBOTO JIUCTKA 3 0OJIIKY KaJIpiB;

') XapaKTepUCTHKH;

I') TPYAOBOI KHUKKH;

1) 0co0O0BOT CITpaBH.

Tema 4. Ilpasuna ma npakmuka cKiadauHs 008i0K0B0-IHPOPMAYIUHUX OOKYMEHMIE

1. I[TonsTTS PO NOB1IKOBO-1HGOPMAIIiHHI JOKYMEHTH Ta iX OCHOBHI BHJIH.

2. TlpaBwia ckiagaHHs W O(OpMIIEHHS OCHOBHUX BHUJIB JOBIJKOBO-iH(OpMAaliiHUX
JIOKYMEHTIB:

a) JIOBIJIKH;

0) 3BITY;

B) JIONIOBITHO1, TIOSICHIOBAJILHOT, CITY>KOOBO1 3aIHCKH;

I') KJIOTIOTaHHS,;



T') OTOJIONICHHSI, TTPEC-Pei3y.

Tema 5. Ilpasuna cxknadanus 008i0ko80-iHopmayitinux Ooxymenmis. Ilowsmms npo
opeauizayitini 0OKyMeHmu

1. IlpaBuna ckiiagaHHs NPOTOKOIY.

2. IlpaBuna opOpMIICHHS BUTSATY 3 IPOTOKOIY.

3. IlpaBuna ckjialanHs aKTy.

4. IloHATTS PO OpraHi3aliliHi JOKYMEHTH: CTaTyT, TOJIOKECHHS.

Tema 6. I[Ipasuna ma npakmuka cK1a0aHHs pO3NOPAOUUX OOKYMEHMI6

1. IToHATTS IPO PO3MOPSAYi TOKYMEHTH Ta IX OCHOBHI BHIH.

2. IlpaBuna ckinagaHss i opopMIICHHS OCHOBHHX BHJIIB PO3MOPSAIUUX JOKYMEHTIB:
a) BKa3iBKHU;

0) MOCTaHOBHU;

B) HaKasy;

T') PO3HOPSAKEHHS.

Tema 7. /linose nucmyeamnms

1. [ToustTTs Ipo ciayxk00Bi (ALIOB1) TUCTH, TX KIacu]iKaris.
2. [paBwita ckafaHHs JUTOBOTO JINCTA Ta HOTO CTPYKTYpa.
3. OCHOBHI BUIY JUIOBUX JIUCTIB:

a) JIUCTU-TIPOXAHHS;

0) TMCTH-BIIMOBIII;

B) JINCT-TIATBEP>KCHHS;

T') JIUCT-3aIINT;

) MOTHBALIHHUH JIUCT.

4. MepeskeBe I110Be JIUCTYBaHHS.

Tema 8. Opeanizayia 0oKymenmoooicy

1. Opranizairisi JOKyMEHTOOOITY.

2. IlpuitmaHHs, peecTpallist Ta po3IJiIsij BXiIHUX JOKYMEHTIB.
3. KoHTposb 3a BUKOHAHHSAM JJOKYMEHTIB.

4. CxnanaHHs HOMEHKJIATYPHUX CIIPaB.

3. CTpyKTypa HABYAJBHOI AMCUMILTIHA

HasBu po3zinis i Tem KinpkicTs roguu

nenHa hopma 3aouyHa (hopma

YCBOTO y TOMY YHCII yCBOTO y TOMY YHCII
1 c n | cp. a| o | nal. | iHA. | . p.
1 2 3 4 5 6 7 89|10 | 11 | 12

Tema 1. JlizoBoacTBo
K ray3b 3HaHb 1 15 4 1 1 9
IISTILHOCTI
Tema 2. Cxinamganas
PEKBI3UTIB 15 4 1 1 9
JIOKYMEHTIB
Tema 3. [IpaBuiia
CKJIa/IaHHS

. 15 4 1 1 9
JIOKYMEHTIB 3

yIpaBJIiHHS KaJpamMu

Tema 4. [IpaBuna ta 15 4 1 1 9




NPaKTUKA CKJIaJaHHS
JOB1IKOBO-
iHpopMaIiiHuX
JIOKYMEHTIB

Tema 5. [IpaBuiia
CKJIaJJaHHS
OBIIKOBO-
iHpOpManiiHuX 15 4 1 1 9
nokyMeHTiB. [Tonsarts
Ipo Oprasi3amiini
JIOKYMEHTHU

Tema 6. [IpaBuna ta
MPAKTHKA CKJIaIaHHs
PO3IOPSAINX
JIOKYMEHTIB

15 4 1 1 9

Tema 7. Jlinose
JIMCTYBaHHS

15 4 1 1 9

Tema 8. Opranizaris
JIOKYMEHTO000ITy

15 4 1 1 9

Vevozo cooun 120 32 8 8 72

4. Temn CeMiHapCLKI/IX Ta IPAKTUIHHUX 3aHATH

Temu CeMiHapCbKMX 3AHANMb

Ne HazBa temu KinpkicTh
3/ TOIUH
1 | Tema 1. J{i10BOACTBO SIK rayly3b 3HaHb 1 JISUIBHOCTI 1
2 | Tema 2. CxnajgaHHs peKBI3UTIB JOKYMEHTIB 1
3 | Tema 3. [IpaBuiia ckJIafaHHs JOKYMEHTIB 3 YIIPaBIIiHHS KaJIpaMu 1
4 | Tema 4. IlpaBuiia Ta NpakTUKa CKIAJAaHHS TOBLAKOBO-1H()OPMALIIMHUX 1
JIOKYMEHTIB
5 | Tema 5. IlpaBuna ckmnanaHHsl AOB1IKOBO-1H(GOPMAIIHHUX JTOKYMEHTIB. 1
IToHATTS npo opraxizauiiHi JOKyMEHTH
6 | Tema 6. [IpaBuia Ta mpakTUKA CKJIaJaHHS PO3MOPSIINX TOKYMEHTIB 1
7 | Tema 7. JlinoBe TUCTYBaHHS 1
8 | Tema 8. Oprani3aiiis JOKYMEHTOO0ITy 1
Pazom 8
Temu NPpAKMUYHUX 3AHAMb
Ne HazBa temn KinbkicTh
3/m TOJIUH
1 Tewma 1. JIi10BOACTBO SIK TayTy3b 3HAHD 1 JiSUTBHOCTI 1
2 | Tema 2. CxiajaHHs pEKBI3UTIB JOKYMEHTIB 1
3 | Tema 3. [IpaBuia ckJIafaHHs JOKYMEHTIB 3 YIIPABIIiHHS KaJIpaMu 1
4 | Tema 4. IIpaBuiia Ta mpakTHKa CKJIaJaHHs OB1IKOBO-1H(OpMAIITHUX 1
JIOKYMEHTIB
5 | Tema 5. IlpaBuia ckiafaHHs JOBIIKOBO-1H(OPMAaLIHHUX JOKYMEHTIB. 1
[TonsTTS PO OprauizamiiiHi JOKYMEHTH
6 | Tema 6. [IpaBuiia Ta IpakTUKA CKJIaJaHHs PO3MOPSIUNX JOKYMEHTIB 1
7 | Tema 7. JliioBe TUCTyBaHHS 1
8 | Tema 8. Opranizaiisi JOKyMEHTO00Iry 1




\ Pazom

5. 3aBaanHs 11 caMoCTiiiHOI poboTa

3/

Buan, 3micT camocTiitHOi poboTr

Kinskicts
TOIUH

Tewma 1. JIi10BOJCTBO SIK raqy3b 3HaHb 1 MISUTBHOCTI

IlinroryBaru BiIOBiAl HA 3aIIMTAHHSL:

1. Odinitino-ni10BUI CTHIIH YKPAiHCHKOT MOBH.

2. JIUTOBOJICTBO SIK TIPOIIEC TIOKYMEHTAIIHOTO 3a0€3MeYCHHS
YIpaBIiHHS.

3. 3aKoHO/JaBYE PEryIIOBaHHSA J1JI0BOJICTBA.

4. JIokyMEeHT — KJIFOYOBE TIOHATTS JJIOBOJCTBA, HOTO OCHOBHI (DYHKITIi.
3aBaaHHS:

[TigroryBatu 3pa3ku TeKCTiB 0(DiliifHO-A1IOBOTO CTUIIIO.
[IpoananizyBaru siki MOBHI 3ac00M 3aCBiIUyIOTh BUKOPUCTAHHS CaMe
[OT'O CTUJIIO MOBJIEHHS.

1. Jucranmiitauit  xypc  «JlimoBi cyw4acHi  JOKyMEeHTH i
KOPECIIOHICHIIIS
https://moodle.karazin.ua/course/view.php?id=5385

2. JIi1oBOACTBO (3arajibHe, CIieliajibHe): HaB4.-MeTOo 1. 1Mocio. / 1.
B. loxyk. — IlepesicnaB (Kuis. 06:1.): JlomOpoBcrka 5. M.,
2020. - 353 c.

3. ba6iii I. B. OcHOBH A1710BOICTBA : HABYAIHLHO-METOUYHE
BUJIAHHS JJIs1 KYpCaHTIB Ta CTyAeHTiB 2-3 kypciB / babiii I. B. —
JIeBiB : CITOJIOM, 2020. - 76 c.

Tema 2. CxiaanHs peKBI3UTIB IOKYMEHTIB

IligroryBaru BIAIIOBIAl HA 3aIIMTAHHS:

1. IIpaBuna oopMiIeHHsI CTOPIHKM JOKyMeHTa (Oeperu Ta BiJACTYIIH,
upudTH, IHTEpBAIHN, BapiaHTH pyOpHKaIllii).

2. Bumornm n10 TekcTy JokyMeHTa. [IOHATTS mpo mITaMIH,
KaHIEJISAPU3MH, TAaBTOJIOTII Ta MJICOHA3MHU.

3. PizHoBH M O1aHKIB Ta GOPMYIIAPIB TOKYMEHTIB.

4. [IpaBuna opopMIIEHHSI OCHOBHHMX PEKBI3UTIB IOKYMEHTA!

azpecart; rpu( 3aTBEepXKEHHS; PE30IIOLLIs; MiIKC; AaTa;

rpud TMOTOJDKEHHS; Bi3a; 1HJEKC; BIJIMITKA MPO 3aCBIAYEHHS KOIIIf;
BiJIMITKa PO KOHTPOJIb; BIIMITKA MPO HAsBHICTh AOJATKY; MeYaTKa.
3aB/aHHS:

Ha okpemomy apky1ii BIATBOPUTH CXEMY PO3TaIlyBaHHS PEKBI3UTIB 3a
Jlep:xaBHUM CTaHAAPTOM.

1. JMucranmiiinuit  xkypc «JlimoBi cy4yacHi JOKyMEHTH 1
KOPECTIOHICHITIS»
https://moodle.karazin.ua/course/view.php?id=5385

2. JlinoBoacTBO (3arajibHe, CICMialibHE): HaBY.-METO/. 1Mocio. / 1.
B. loxyk. — IlepesicnaB (Kuis. 06:1.): JlomOpoBcrka 5. M.,
2020. -353 c.

3. bab6iit I. B. OcHOBHM niTOBOJACTBA : HaBYAIbHO-METOJIUYHE
BHJIaHHS I KypCaHTIB Ta CTyAeHTIB 2-3 kypciB / babiit I. B. —
JIeBiB : CITOJIOM, 2020. — 76 c.

Tema 3. [IpaBuia ckiiajaHHs TOKYMEHTIB 3 YIIPaBIiHHS KaJpaMu
[linroTyBaty BilIOBi/Il HA 3aUTAHHS:
1. OxapaktepusyiiTe BUMOTH JI0 YKJIaJaHHS aBToOiorpadii Ta pe3rome;




3’sicyiTe moaiOHe 1 BiAMIHHE B TEKCT1 X JOKYMEHTIB.

2. OxapakTepu3yWTe BHUAM XapPaKTEPUCTHK Ta OCOOIMBOCTI iX
HanMCcaHHs.

3. 3’sacyiire, sik GopMyIOTHCSI 0COOOBI CIIPaBU MPAIIiBHUKIB.
4. 3’sicyiiTe OCHOBHI BUMOTH JI0 BEJICHHS TPYAOBOI KHUKKH.
3aBaaHHS:

Hammcaru 3pa3ku:

— XapaKTEePUCTUKH,

— aBToOiorpadii;

— pe3rome;

— 3asiBM TIPO HAJAHHS BiAITYCTKH.

1. JMucranmiiinuii  xypc «JlimoBi cy4acHi  JOKyMeHTH 1
KOPECTIOHICHITis»
https://moodle.karazin.ua/course/view.php?id=5385

2. JIioBOACTBO (3arajibHe, CIieliajibHe): HaB4Y.-MeTOo1. 1mocio. / 1.
B. loxyk. — IlepesicnaB (Kuis. 06:11.): JlomOpoBcrka 5. M.,
2020. - 353 c.

3. ba6iii I. B. OcHOBH [iJIOBOJACTBA : HAaBYAIbHO-METOAUYHE
BHJIAaHHS I KYPCaHTIB Ta CTyIeHTIB 2-3 KypciB / baoiii I. B. —
JIsBiB : CITIOJIOM, 2020. — 76 c.

Tewma 4. [IpaBuna Ta mpakTUKa CKJIaJIaHHS JTOBIIKOBO-1H(POpMAaIIHHIX
JIOKYMEHTIB

[linroryBaty BilMOBiAl HA 3aIUTAHHS:

1. Ha axux O61aHKax yKJIaJaloTh JTOBIIKH, OXapaKTEepU3yHTe PeKBI3UTH
JIOBIZIOK.

2. OxapakTepu3ylTe 3aMMCcKy SIK PI3HOBU JOBITKOBO-iH(pOpMALiifHUX
JOKYMEHTIB, Ha3BiTh OCHOBHI BH/IM 3alTMCOK Ta BUMOTH JI0 HAITMCAHHS
1X TEKCTY.

3. 3’scyiTe BIIMIHHOCTI MiX IPEC-Pesi3oM Ta OrOJIOHICHHSM.

4. Ha3BiTh BUMOTH JI0 TEKCTY OTOJIOIICHHS Ta Mpec-peinizy?

3aBIaHHs:

Hamnucaru 3pa3ku: 10BiJIKH, MOSCHIOBAILHOT 3aIUCKH, TIPEC-PEi3y.

1. Tlanexa FO.I. 3aranpHe AiTOBOJCTBO: T€OPisl Ta MPAKTHKA
KEpyBaHHSI IOKYMEHTAIII€I0 13 3arajJbHUX MUTaHb: HABYAIbHUN
nociOHuK — Bu. 4-Te (BunpasineHe i nonoBuene) — K. :
Bunasuunrso Jlipa-K — 2017.— 624 c.

2. bBa6iii I. B. OcHOBH A1JIOBOJICTBA : HABYAJTLHO-METOIHYHE
BUJIAHHS JJIs1 KyPCaHTIB Ta cTyJeHTiB 2-3 kypcis / babiii 1. B. —
JIeBiB : CITOJIOM, 2020. — 76 c.

Tema 5. [lpaBuna ckinagaHHs JOB1AKOBO-1H(GOPMAIIHHUX JOKYMEHTIB.
[ToHATTS npo opraxizauiifHi TOKyMEHTH
IligroryBary BIAIIOBIAl HA 3aIIMTAHHS:
1. OxapakrepusyiiTe pi3HOBUIHU TPOTOKOIIB.
2. 3’sicyiTe paBmiIa YKJIaJaHHs TPOTOKOIMIB.
3. Buznaure BUMOTH 710 0hOpMIICHHS BUTATY 3 MPOTOKOJIA.
4. BuszHauTe npaBWIIa yKIIQAaHHS aKTa.
3aBiaHHs:
Hanucatun 3pazok mnporTokony (3aciiaHHs aKaJeMI4HOi TpYIH);
HiATOTYBaTH BUTAT 3 IPOTOKOJTY 32 2 MTYHKTOM MOPSAJKY JEHHOTO.
1. Tlamexa HO.l. 3arampHe MAITOBOJACTBO: TEOpis Ta TMpaKTHUKa
KEepYBaHHS JOKYMEHTAIIIEIO 13 3araJlbHUX MUTAaHb: HABYAIbHUI
nociOHWK — BuA. 4-Te (BumpaBieHe 1 gomoBHeHe) — K.




Bumasaunrso Jlipa-K — 2017.— 624 c.
2. Bba6in . B. OcHOBM [OiJIOBOJICTBA : HABYAJIBbHO-METOIUYHE

BHJIaHHSI I KypCaHTIB Ta cTyAeHTIB 2-3 kypciB / bab6iii I. B. —
JIeBiB : CITOJIOM, 2020. — 76 c.

6 | Tema 6. [IpaBuna Ta npakTuKa CKJIaJaHHS PO3MOPSIAYUX TOKYMEHTIB
IlinroryBaru BiIOBiAl HA 3aIIMTAHHSL:
1. 3’scyiiTe pizHOBHIM Ta (YHKIIIT PO3MOPSAIINX JOKYMEHTIB.
2. 3 SKHX YaCTHH CKJIQJAA€THCS TEKCT PO3MOPSIYMX JOKYMEHTIB,
OXapakTepusymTe ix.
3. 1o Take Haka3? Sk kinacuikyroTh HaKa3u?
4. OxapakTepusyiiTe BUMOTH JI0 TEKCTY HaKa3y.
5. 3’scyiiTe BUMOTH 10 0(OPMIICHHS BUTATY 3 HaKasy.
3aBaHHA: 9
Hanmcaty 3pa3ku: Haka3y Ta BUTATY 3 HaKa3zy.

1. ITanexa FO.I. 3arambHe IiTOBOJICTBO: TEOpis Ta MPaKTHKA
KepyBaHHS  JOKYMEHTAIl€l0 13  3araJibHUX  IUTaHb:
HaBYaJbHUN MOCIOHUK — BUJI. 4-T¢ (BUIIPABIICHE 1 IOTIOBHEHE)
— K. : BunaBuunrso Jlipa-K — 2017.— 624 c.

2. ba6iit I. B. OcHOBM IIJIOBOACTBA : HABYAJIbHO-METOIUYHE
BUJIAHHSA JUI KYPCaHTIB Ta cTyneHTiB 2-3 KypciB / babiii 1. B.
— JIsBiB : CITIOJIOM, 2020. — 76 c.

7 | Tema 7. [linoBe mucTyBaHHS
[linroryBaty BilOBi/l HA 3aIUTAHHS:
1. Ha3BiTh OCHOBHI peKBi3UTH (CKJIQJOBI) IJIOBOTO JIMCTA.
2. Ha3BiTh eTukeTHi GOpMYIH yBIUINBOI BIIMOBH, MOJSKU, 3BEPTAHHS
B JUJIOBOMY JINCTYBaHHI. 3’sICyiTe 0 Take eBheMi3Mu.
3. IligroryiiTe mpe3eHTAIlil0 MNP0 KIWYHHA BIiIMIHOK Ta OCHOBHI
IpaBWJIa HOro TBOPEHHSI B Cy4acHIN yKpaiHChKiil MOBI
3aBIaHHs: 9
Hanumiits 3pa3ok nucTa-BiAMOBH.
Hanumrite 3pa30k MOTUBALIHOTO JIHCTA.
1. Cki6ineka JI. 1. JlimoBoactBo: HaBy. moci6. / JI.I. Ckibinpka. —
K.: Llentp HaBuanpHOi Jitepatypu, 2015. —224 ¢
2. baoiit 1. B. OcHOBM AiTOBOACTBA : HAaBYAJIbHO-METOIUYHE
BUJIAHHS JUIs KYpCaHTIB Ta CTyAEHTIB 2-3 kypciB / babiii . B. —
JIpBiB : CITIOJIOM, 2020. — 76 c.
8 | Tema 8. Opranizarisi JOKyMEHTOOOIry
IligroTryBary BIAIIOBIAl HA 3aIIMTAHHS:
1. Oprani3ariist JOKyMEHTOOOITY.
2. [IpuitmanHs, peecTparlisi Ta po3risa BXITHUX JOKYMEHTIB.
3. KoHTpOJIb 32 BUKOHAHHSM JIOKYMEHTIB. 9
4. CxJiajaHHs1 HOMEHKJIATYPHHX CIIPaB.

1. ba6iit 1. B. OcHOBU AiNOBOJCTBA : HAaBYAJIbHO-METOAUYHE

BUJAHHS U1 KYpCaHTiB Ta CTyAeHTiB 2-3 KypciB / babiit I. B. —

JIBiB : CITIOJIOM, 2020. — 76 c.

Pazom 72

6. InguBinyanbHi 3aB1aHHs

HapuansHuM mianoMm He niependadeHo.




7. MeToau HAaBYaAHHSA

BiamoBigHiCTh MeTOAIB HaBYaHHS Ta (OpPM OIIHIOBAaHHS BHU3HAYCHHM PE3YJIbTaTam
nasyanss 3a OI1II Bignzepkamtoe Tabmn. 7.1

Tabnuys 7.1

MeToau HABYAHHS Ta 3aco0u )Iial"HOCT]/IKI/I pe3y.111>TaTiB HABYaHHS 32 OCBITHbHOIO

KOMIIOHEHTOI0 «/[lJ10Bi cyYacHi JTOKYMEHTH i KOpeCIOHIeHIis»

HIudp [TPH Pe3ynbratu HaBYaHHS MeToau HaBYaHHs 3aco0u 11arHOCTUKH
(BiAMIOBITHO (BimnmoigHO 1o OITIT) /hopMu OLIHIOBaHHS
1o OHII)

PHO7 3HaTH 3acany | Jlekis, nomyk | OIiHIOBaHHS
JUIUIOMATHYHOT Ta | jpKepen iHQopmarii | pe3ynbTaTiB
KOHCYJIbCHKOT ciyx0u, | (KpUTHUHUN aHami3, | JOCTIIKEHHS Ha
cnenuiky Ta OCOOJMBOCTI | iHTEpIIpeTaris), CeMiHapChKHIX Ta
JUIIOMAaTUYHOTO MPOTOKOJY | BAKOHAHHS TBOPYMX | NPAaKTUYHUX 3aHATTSIX;
Ta €TUKETY 3aBllaHb BUKOHAHHS  TBOPYMX

3aBJlaHb, 3aJiKoBa
pobota

PH13 30upatu, o0pobnsaTu  Ta | Jlekmis, pob6ota 3 | OuiHIOBaHHS
aHaJi3yBaTH BEJHKI OOCATH | IEPBUHHUMHU Ta | pe3yJbTaTiB
iHpopmarrii po CTaH | BTOpPUHHUMH JOCITIIKEHHS Ha
MIXKHAPOTHHX BIJIHOCHH, | JTaHUMHU, CEeMIHApChKHX Ta
30BHIIIHBOT HOJITUKH | IPEe3eHTaLlis NPAKTUYHUX 3aHATTSX;
VYkpaiau Ta IHIIMX JAEp)KaB, | pe3yJbTaTiB BUKOHAHHS  TBOPYMX
perioHaIbHUX CHCTEM, | TOCIIIKEHb 3aBJIaHb, 3aJiKoBa
MDKHApOJHUX KOMYHIKAIIIH. pobota

PH16 3nificHioBaT  npukianHuil | Jlekuis, poGora 3 | OuiHiOBaHHSA
aHai3 MDKHApPOJHUX | IEPBUHHUMU Ta | pe3yJabTaTIiB TBOPYHUX
BIJTHOCHH, 30BHIIIHBOI | BTOPUHHUMHU 3aBJIaHb Ha
NOJIITUKY YKpaiHM Ta 1HIIMX | JAaHUMH, BUKOHAHHS | CEMIHApCHhKUX Ta
JIepKaB, MDKHapOJHHMX | TBOPUUX 3aBJIaHb NPAKTUYHHUX 3aHATTSX;
IpoLECiB  Ta MDKHApPOAHOT 3aJlikoBa poboTa
cuTyalii  BIAMOBITHO  JIO
IMOCTaBJICHUX iIei,
rotyBatu iHopmaliifHi Ta
aQHAJIITUYHI MaTepiaiu.

PH21 Bectn  gunnmomarmune  Ta | Jlekuis, nomyk | OLiHIOBaHHS
JII0BE JUCTYBaHHA | Jukepen iH(popMalii | pe3ynbTaTiB
YKpaiHChKOIO Ta 1HO3EMHUMH | (KPUTHUHUM aHami3, | JOCIIIHKEHHS Ha
MOBaMH,  MpalioBaTh 3 | IHTEpIpeTais), CEeMIHapChKHUX Ta
JTUTIIOMAaTHYHUMHU Ta | BAKOHAHHS TBOPYMX | MPAaKTUYHUX 3aHATTIX;
MDKHAPOIHIUMUA 3aBlIaHb BUKOHAHHS  TBOPYMX
JIOKYMEHTaMH. 3aBJIaHb, 3aJiKoBa

pobota

3aMicTh BUKOHAHHS 3aBJIaHb (BHBYCHHS TEM) MOXXYTh TaKOX JI0JIATKOBO BPaXOBYBAaTHUCh
TaKi BUJIM aKTUBHOCTEH 3100yBaya:

- y4acTh B MaiicTep-Kiacax, KOHQEpeHLIsix, CeMiHapax, 3ycTpidyax 3 npoOaeMaTuKu
JUCIUTIIIHU (3 TIATOTOBKOIO ece, 1H(QOpMAaIiiHOTO TMOBIIOMJICHHS TOIIO, IO MiATBEPIKEHO
HaBYAJIBHOIO MPOTPAMOI0 3aX0/1y YH BiJIIOBIIHUM CepTU(DIKATOM);



— y4acTh Y HAayKOBO-IOCIITHUX Ta MPHUKIATHUX JOCITIDKEHHSIX 3 MPOOIeMATHKH
JTUCIUTITIHY (T ATBEPKYETHCS JEMOHCTPAIII€I0 BIMOBITHUX MaTepialiB).

8. MeToau KOHTPO.I10

3acBOEHHS TeM pO3IUTB (MOTOYHHMI KOHTPOJb) 3/IMCHIOETHCS HAa CEMIHAPCHKHUX Ta
MPAKTUYHUAX 3aHATTAX BIAMOBIIHO JIO KOHTPOJBHHMX Ified. OCHOBHE 3aBJaHHS IOTOYHOTO
KOHTPOJIIO — TIepeBipKa PiBHS MiArOTOBKH 3100yBaviB 10 BUKOHAHHS KOHKPETHOI pOOOTH.
IMoTouHMiT KOHTPOJIb 1 OIIIHIOBAHHS PE3y/IbTAaTiB HABYAHHS Iepeadadae BUCTABJICHHS
OIIIHOK 3a BciMa (popmMamu MPOBEICHHS 3aHSTh:
- KOHTPOJb Ta OI[IHIOBaHHS AaKTHUBHOCTI poOOTH 3100yBava miag dYac JEKIIHHUX,
CEeMIHAPCHhKHUX Ta MPAKTUYHHX 3aHATH (TPYNOBA AUCKYCisl, TPEHIHTOBI 3aBJaHHsA);
- KOHTPOJIb Ta OI[IHIOBAHHS SKOCTI MIATOTOBKH Ta PO3POOKH MPOEKTHUX 3aBlIaHb B XOJI1
IHAMBIAYaIBHO / KOMaHIHOT pOOOTH CTY/ICHTIB;
- KOHTPOIIb 3aCBOEHHS TCOPETUYHOTO Ta MPAKTUYHOrO Marepiany (y BUTISAI YCHOTO
OIUTYBAHHS);
- KOHTpOIIb Ta OIL[IHIOBAHHS BMiHb BUPILIYBATH aHAIITUYHI Ta 1HIII 3aBJaHHS;
- KOHTpOJIb Ta OIIHIOBAaHHS BMIiHb IPOBOAWUTH JOCIHIDKEHHS Ta TPE3CHTYBATH i3
3aCTOCYBAaHHSM Cy4aCHUX 1H()OpPMALIHUX TEXHOIOTIH;
- OIIHIOBaHHS BMiHb Ta HABHYOK 30MpaTu Ta 00pOOIIIOBATH JIaHi.
Ha cemiHapchkuX Ta MpakTUYHUX 3aHATTAX 3700yBad MOKe oTpumatu Bix 1 mo 8 Gamis.
MaxkcumanpHa cyma 6ajiB 3a IOTOYHUM KOHTPOJIeM cKianae 60 6aJis.
IMincymMKoBHMii KOHTPOJIb 3/11CHIOETbCA TiJ] Yac MPOBEACHHS 3alliKy. 3arajbHa KiIbKICTh
0aJtiB 3a ycIilHe BUKOHAHHS 3a1ikoBOTO 3aBaaHHs — 40. Uac BukoHaHHs — 10 80 XBHIUH
3amikoBuid Oiner ckmamaerbes 3 30 TECTOBUX 3alMTaHb, KOXKHA BipHA BIJIIOBIJb
OIIHIOETHCS Yy 1 6a Ta OJHOTO TEOPETHYHOTO 3aIMTAHHS, 0 OLMIHIOEThCs y 10 OatiB.

YBAT'A! V pa3i BUKOpHCTaHHS 3a00pOHEHUX JKEped Ha 3alliKy 37100yBay Ha BUMOTY
BUKJIa/1a4ya 3aJIMIIAE ayJUTOPIIO Ta OJIEPKYE 3arajibHy HYJIbOBY OLIHKY (0).

VY pa3i HacraHHS / TOAOBXKCHHS [il 0GCTABHH HemMOGOPHOI cHJH (3aMPOBAKCHHS
KOPCTKUX OOMEXeHb 3 3a00poHoi0 BigBimyBanHs 3BO crymeHTa neHHOT GopMH HaBUaHHS)
3100yBadaM Ha/Ia€ThCS MOXKIIUBICT CKJIacTU 3auik (Oiner mictuth 30 TecTOBHX 3aBAaHb, 1 Oan
3a KOXHY BIpHY BIANOBiA, Ta | TeOpeTWYHE 3alUTaHHS, IO OIiHIOEThcs y 10 OaiB)
aucTaHuiiino Ha niaargopmi Moodle B nucranuiitHoMy Kypci «/lij0Bi cydacHi JOKYMEHTH 1
KOpeCToHeHIIIs, peskum fnoctymy: (https://moodle.karazin.ua/course/view.php?id=5385).

Tabnuysa 8.1
KpwuTepii Ta MeToaH ONIHIOBAHHA
Meronn Kpurepii oriHroBaHHs Cucrema
OI[IHIOBAHHS,
Oanu
PoGora Ha | BucTaBisieTbcsl 37400yBauy BHUIIOI OCBITH, SKUM LIUJIKOM 1 7-8
CeMIHAapChKH | BCEOIYHO PO3KPUB MHUTAHHS, BUIBHO ONEpPYyE MOHATTAMHU 1
X 3aHATTAX | TEPMIHOJIOTIEI0, JEMOHCTPYE TIJIMOOKI 3HAHHS JKEpel, Mae
Hajl BJIACHY TOYKY 30py CTOCOBHO BIANOBIIHHMX NHUTaHb 1 MOXeE
KOMaH/JHUM | apryMEHTOBAHO 11 JOBOJUTH;
u poboTamMu | Jocar —miiell  3aBHaHHS, MPOJAEMOHCTPYBAaB  3JaTHICTh
TOIIO 3aCTOCOBYBATH 3HAHHS HA MPAKTHUI.
BUCTABIISIETbCA 3700yBady BHUILOI OCBITH, SKHUHA PO3KPUB 5-6
NUTaHHS y 3arajlbHUX pHUcax, ajie CIOCTEpIraroThCs IesiKi
YIOYIIEHHS TpH BIANOBiAI HAa NHUTAaHHS, OOIPYHTYBaHHSI




HETOYHI, HE MIATBEP/KYIOTHCA JOCTaTHHO OOIPYHTOBAHMMH
JIOKa3aMu;

YaCcTKOBO JOCST I[iJICH 3aBaHHs, IPOJIEMOHCTPYBAB 3/1aTHICTh
3aCTOCOBYBAaTH 3HAHHS Ha TMPAKTHUIll, MPOTE MPHUITYCKABCS
MIEBHUX TTOMUJIOK.

BUCTABIISIETbCA 37400yBady BHUINOI OCBITH, SIKMHA PO3KPUB 3-4
NUTAHHS Yy 3aralbHUX pHCax, pO3yMi€ IXHIO CYTHICTb,
HAMaraeTbCsi pPOOWUTH BHUCHOBKH, aje TpPU IbOMY CJIabKO
OPIEHTYETHCS B JDKEpeNaX, MPUITYCKAEThCS TPyOUX MOMMIIOK,
MaTepia BUKJIaIa€ HEJIOTIYHO; HE JOCAT I[IeH 3aBIaHHS.
BHCTAaBJIIEThCS 37100yBauy BHIIOI OCBITH, SKHH Ma€ HAsBHICTb 2
MIEBHOTO YSBIICHHS MIOJI0 MaTepialy TeM 3MICTOBHOTO PO3JLTY,
HEIOBHI BIJIMOBIiI, JOMYIICHHS 3HAYHOI KIJBKOCTI MOMHJIOK
1pY yCHiH BiAIOBII.

3m00yBay  pO3KPHB  TMHTaHHS y  3arajibHUX  pHCax, 1
OPUITYCKAEThCS  TPYyOMX  IMOMHJIOK, MaTepial  BHKJIajae
HEJIOT1YHO.

3100yBady HE B 3MO31 JaTH BIANOBib HA IOCTaBJICHI 0

3anuTaHHs, a0o BIAMOBIAb HE MpaBUJIIbHA, HE PO3YMIE CYTh
NUTaHHS, HE O3HAHOMJICHHH 3 JDKEpellaMH, He MOXKE 3pOOUTH

BHCHOBKIB.
3a 3m100yBay IIIKOM 1 BCEOIYHO PO3KPUB CYTHICTh HHUTaHHS, 9-10
TEOPETUYHE | BUIBHO ONEpPYyE TMOHATTSAMU 1 TEPMIHOJIOTIEID, JIEMOHCTPYE
MMUTaHHS rIIMOOKI 3HAHHS JDKEPEN, Ma€ BIACHY TOYKY 30py CTOCOBHO
3aJIIKOBOT'O BiJIMOBIHUX MUTAaHb 1 MOXKE aPT'YMEHTOBAHO ii IOBOJUTH.
oinery 3100yBay PO3KPUB CYTHICTh THTaHHS, BUIBHO OIEpYE 6-8

MOHATTAMHM 1 TEPMIHOJIOTI€I0, ajleé CIIOCTEPIraloThes JIesKi
VOYIIEHHS TpU  BIAMOBIAAX HA TUTAHHS Ta HETOYHI
OOIPYHTYBaHHS.

3100yBay pO3KPUB MUTAHHS y 3arajlbHUX pUcax, pO3yMi€ iXHIO 3-5
CYTHICTh, HAaMaraeTbCsi pPOOUTH BHCHOBKM, ajie CJIabKo
OpIEHTYETHCS B JPKEpenax, MPUIYCKAETbCS TOMHUIIOK, MaTepial
BUKJIA/Ia€ HEJIOT14HO.

3100yBay HE PO3KPUB NMUTAHHS HAaBITh Yy 3arajlbHUX pHUcax, He 0-2
po3yMi€ HOro CyTHOCTI, HE OpIEHTYETbCS B JUKepenax,
IPUITYCKAETBCS TPyOMX TOMMIJIOK, MaTepiajl  BHUKJAJa€
HEJIOTI4HO.

9. Cxema HapaxyBaHH#A 0aJiB

B 0ocHOBY peWTHMHIOBOi CUCTEMH HAaBUaHHS MMOKJIAJCHO MPUHIIMII HAKOWYEHHs OajiB 3a
NEeBHUN Mepioj HaBYaHHS (ceMecTp), dKi 3700yBady OTPUMY€ 3a BUKOHAHHS PI3HUX BUAIB
nisutbHOCTI. CyMa 1MX OaiB BUCTYIAE B POJII KUIBKICHOTO MOKa3HUKA SIKOCTI poOOoTH 37100yBaya.

Oninka ycmimHOCTI 3/00yBauya € pPEeHTHMHTOBOIO 1 BHMCTaBISETHCS 3a 0araroOagbHOIO
IIKAJIO0 3 YPaxyBaHHIM OIIIHOK 3aCBOEHHS OKPEMHX PO3I1IiB.

KpuTepii oniHIOBaHHS HABYAJbHUX JOCATHEHb

[ToTouynMif KOHTPOJIB, CAMOCTIIHA POOOTA, 1IHAUBITyalbHI 3aBIaHHS 3aikoBa
Cyma
T1 T2 T3 T4 5 | T6 | T7 | T8 [E2BM poGota
60 40 100
7 7 8 8 8 8 7 7

T1, T2 ... — TeMH OUCHMILIIHH,



HIxajna onmiHIOBaHHS

CyMma 6aJtiB 3a BCi BUIM HaBYAIBHOT Ouinka
ALALHOCT] POTATOM CEMECTPY JUTSL IBOPIBHEBOT IIKAJIH OIIHFOBAHHS
90 - 100
70-89 3apaxoBaHO
50-69
1-49 HE 3apaxoBaHO

10. PexomenpoBaHna Jiiteparypa
OcHoBHa JiiTeparypa

1. [lucranuiiinuii Kypc 3 IUCUMIUTIHM «JIiOBI CydacHi JOKYMEHTH 1 KOPECHOHICHIIS -
https://moodle.karazin.ua/course/view.php?id=5385
2. ba6iit 1. B. OcHOBM IiTOBOACTBA : HABYAJILHO-METOJUYHE BUJIAHHS IS KYPCAHTIB Ta

cryaeHnTiB 2-3 kypcis. JIbiB : CITIOJIOM, 2020. 76 c.

3. ACTY 4163:2020: YuidikoBaHa cHCTeMa OpraHi3aliifHO-pO3MOPSI40i JOKYMEHTAIlli.
Bumoru 1o odopmienns nokymentiB. [Yunnuit Big 01 Bepecus 2021 poky]. Bua. odin. Kuis :
JACTY AIT «YxkpHIHILL», 2020. 37c.

4. Tanexa lO.1. 3aranbHe NiTOBOJCTBO: TEOPis Ta MPAKTUKA KEPYBaHHS JOKYMEHTALI€IO 13
3arajlbHUX MMUTaHb: HaBY. 10ci0. 4-Te BU1., BUIIpaBieHe i qonoBHene. K. : Bumpasuunrso Jlipa-K,
2017. 624 c.

5. INanexa 1O.1., Ilpucraiiko B.B. JlokymeHTyBaHHS B AWIUIOMAaTWUYHIM ISUTBHOCTI: HaBY.
nocionuk. Kuis : «Bun-o Jlipa-K», 2018. 284 c.

6. Hoexyk 1. B. [linoBoactBo (3aranbHe, cremiajgbHe) : HaBY.-METOA. TocCiO.
Ilepescnas, 2020. 353 c.

JlonomizkHa Jiiteparypa

1. [TpaBuna opranizamii AiIOBOACTBA Ta apXiBHOrO 30epiraHHs JOKYMEHTIB Y
JIep’KaBHUX OpraHax, OpraHax MICIIEBOIO CaMOBpSAyBaHHs, Ha IMiJIPUEMCTBAX, B YCTAHOBAX 1
opranizauisax: Hakaz MinictepctBa roctunii Ykpainu Bin 18 uepsHs 2015 p. Ne 10005. URL:
www. http: zakon.rada.gov.ua/laws/show/z0736-15-.

2. Mamtok 3. VYkpaiHnceka MoBa mpodeciiiHoro cnpsimyBaHHs: HaBd. [lociOnmk. K. :
Kapagena, 2010. 352 c.

3. Tlanexa FO. I. Yrpasninchke JOKyMEHTYBaHHS : HaBY. 11oci0. y 2 u. K. : Bua-so €Bpor.
yH- Ty, 2011. 327 c.

4. TepMiHOJOTisI TOKYMEHTO3HABCTBA Ta CyMDKHHX Taiy3ed 3HaHb: 30. Hayk. mp. / C. [I.
besknybenko (ronos. pea. koi.). K. : KHYKiM, 2007. 144 c.

5. SInkoBcbka I'. B. Ykpainceka MoBa i ropuctiB: HaBu. noci6. K.: KHT, 2011. 392 c.

6. CyJacHe IiTOBOJACTBO: 3pa3Ku JOKYMEHTIB. JlioBuii eTuker, iHGoOpMaIlis I JTUTOBOL
monunun. K.: Jlosipa, 2010.

7. J170BONCTBO 1 NMOKYMEHTAIllsl | HaBYAIbHO-METOAWYHHHN mociOHuk : ykmaa. I1. O.
Job6ponymos. Cymu : JIBH3 “YABC HBY”, 2014. 209 ¢


http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59504&displayformat=dictionary
http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59518&displayformat=dictionary

8. Kynmpunk M. Ympariinceka AisuibHICTE 1 autoBoacTBo // Cekperapb-pedepent, 2014,
Nel0. C. 8-13.

9. Makyx f./0., Sanyuskuii I. P Kagpose ainoBoactso: HaBu. moci6. K. : 3nanus, 2016.
143 ¢

10. Ilpo BHecenHs 3MiH a0 3akoHy Ykpainu «IIpo Harmionanbnuii apxiBauii ¢oHp i
apxiBHI ycTaHOBH»: 3akoH Ykpainu // Bimomocti BepxoBuoi Pagu Ykpainu, 2012, Neo 11.

11. TIpo eNeKTpPOHHI IOKYMEHTH Ta €JEeKTPOHHUU JOKYMEHTo0OIr: 3akoH Ykpainu //
BinomocTti BepxoBHoi Pagu Ykpainu. 2013. Ne 36.

12. TIlpo  3arBepmxkenHs  [lpaBunm  opranizamii  AUTOBOACTBA Ta  apXiBHOTO
30epiraHHs JOKYMEHTIB y JIepKaBHUX OpraHax, OpraHax MICIIeBOIO CaMOBpSIyBaHHS, Ha
HiANpHEMCTBAX, B yCTaHOBaxX 1 opranizauisx: Haka3 MinictepcTBa roctunii Ykpainu Big 18
gepBHs 2017 p. Ne 10005. URL: www. http: zakon.rada.gov.ua/laws/show/z0736-15-

13. Cenpuenkona I'. ABTOMAaTH30BaHI CUCTEMHU yIIpaBIIiHHS JIOKYMEHTaMH.
DyHKIIOHATbHI MOMKJIMBOCTI CHCTEM, M0 3a0€3MeUyl0oTh EICKTPOHHHN JOKyMEHTO0OIr. //
JloBinHuk cekperaps Ta odic-menemkepa, 2015. Ne 9. C. 38-43.

14. Cki6inpka JI. 1. inoBoactBo: HaBu. noci0. K.: Llentp naBuansHOi mitepatypu, 2015.
224 ¢

15. ®egoposa I'. FO. Icropis po3BuTKy ninoBoiacTBa B Ykpaini. XCI Miscnapooua
inmepnem — rongepenyia «JIiTHi HaykoBi untaHHs — 2022» (6 uepBHs 2022 p. m. PiHe),
2022. C. 484-488

16. @emoposa I'. FO. CtuiictuuHi 0COOIMBOCTI MOBU JUIUIOMAaTHYHUX JOKyMeHTIB. VII
Mixcnapoona nayrkoso-npaxmuuna rongpepenyis «Modern research in world science» (2-4
xoBTHS 2022 p. M. JIsBiB), 2022. C. 820-825

11. Ilocunanns Ha ingopmauiiini pecypcu B IHTepHeTi, Bineo-j1exkuii, iHie MeToaNYHE
3a0e3neYeHH

http://zakon3.rada — odimiitauii caiit MinictepcTBa rocTuIlii Ykpainu
http://hrliga.com — odiriitauii caiit Intepuer-mopran «HR Jliray
http://www.sekretary.net/new/ — ogiiitauii caifT npaiiBHUKIB JAiJI0BOJICTBA
http://www.kadrovik.ua — odiriitauii caiit Beceykpainchkoi acorialiii KaJpoBHKiB
http://dilovodstvo.wordpress.com — caift mpo AiI0BOACTBO B YKpaiHi
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12. Ocob1uBOCTI HABYAHHS 32 JEHHOIO (P)OPMOIO B YMOBaX Jiii 00CTaBMH HENOOOPHOI CHJIH

B ymoBax nii ¢opc-MakopHHX OOMEXEHb OCBITHIM Mpoliec B YHIBEPCUTETI 31HCHIOETHCS
BIJIMOBIJIHO 70 HakKa3iB/ pPO3MOPSIKEHb PEKTOpa/ MpopekTopa abo 3a 3MimaHow (opMoro
HaBYaHHS a00 MOBHICTIO IUCTAHLIMHO B CHHXPOHHOMY pexuMi.CKiIaJlaHHSl MiJCyMKOBOIO
CEeMECTPOBOIO0 KOHTPOJIIO: B pa3i 3alpoOBa/UKEHHS JKOPCTKUX OOMEXeHb 3 3a00pOHOI0
BiABinyBaHHs 3BO cryneHTaM JeHHOi (OpMH HaBUaHHS HAJAEThCSI MOKIHUBICTH CKIIACTH
eK3aMeH nucraHIiiHo Ha mnardgopmi Moodle B nmucranmiiiHomy kypci «/limoBi cydacHi
JIOKYMEHTH 1 KOPECTIOHICHLIIS, pexuM JIOCTYITY:
(https://moodle.karazin.ua/course/view.php?id=5385).

[TutanHs 10 3aMiKy 3 UCHUILTIHU JI1T0BI Cy4acH1 TOKYMEHTH 1 KOPECTIOHACHIIIS
1. JITOBOACTBO SIK TaTy3b 3HAHB 1 TISITLHOCTI.

2. IcTopist cTaHOBNIEHHS J1IOBOJCTBA B YKpaiHI.

3. OdiiHO-ATOBHIA — CTHIJIH IUTOBUX TOKYMEHTIB.


http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59504&displayformat=dictionary
http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59506&displayformat=dictionary
http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59504&displayformat=dictionary
http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59518&displayformat=dictionary
http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59504&displayformat=dictionary
http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59506&displayformat=dictionary
http://www2.el.puet.edu.ua/st/mod/glossary/showentry.php?eid=59525&displayformat=dictionary
http://hrliga.com/
http://www.sekretary.net/new/
http://www.kadrovik.ua/
http://dilovodstvo.wordpress.com/

4. 3aKkOHOJaBYE PETYIIOBaHHSA J1JIOBOJICTBA.

5. lokymeHT — 3acib peamizamii GyHKIIHA yIpaBIiHCHKOI AiSITBHOCTI.

6. Kimacuoikariii Jo0KyMeHTiB.

7. OyHKIIIT TOKYMEHTIB.

8. IlonsaTTs pexBizuta, hopmyssipa Ta hopMymsipa-3pa3Kka ciryKOOBOro JOKYMEHTA.

9. Cknajg pekBI3HUTIB JOKYMEHTIB Ta CXEMH 1X pO3TalllyBaHHs Ha apKyii namnepy gopmary A4,
BusHaueHi JJCTY 4163-2020.

10. ITocriifHi 1 HEMOCTIMHI PEKBI3UTH TOKYMEHTA i OpraHizariii.

11. INonsTTs OnaHka JOKyMeHTa i OyiaHka opranizamii. Buau 6maHkis.

12. OcHOBHI BUJIM JOKYMEHTIB 3 YIIPaBIiHHS KaJIpaMHu.

13. IpaBuna ckinagaHHas Ta ohOpMIICHHS 3asBH; aBToOI0Tpadii; XapaKTepUCTHKH; 0COO0BOT
CIIPaBH.

14. [IpaBuna ckiagaHHs pe3oMe.

15. IlpaBwiia ckitamanus i 0hOpPMIICHHS OCHOBHUX BHUJIIB JIOBITKOBO-1H(pOpMAaIIHHIX
JIOKYMEHTIB: TOBIiIKY, iH(GOpMAaIIii, 3BITY; JOMOBITHO, TOSCHIOBAIBHOI, CITY’>k00BO1 3aITHCKH;
JIOIIOBI/I.

16. IToHATTS PO PO3MOPSAYi TOKYMEHTH Ta IX OCHOBHI BHJIH.

17. IlpaBuna cknaganHs i 0OPMIIEHHS OCHOBHUX BUIB PO3MOPATIUX JOKYMEHTIB: PillICHHS;
MOCTAaHOBU; PO3MOPSKEHHS; HAKa3y.

18. [IpaBuna cknaganHus i 0pOPMIIEHHS IPOTOKOIY, BUTATY 3 IPOTOKOITY.

19. IpaBwna cknaganHs i OPOPMIICHHS aKTYy.

20. [linoBe nuctyBanHs. Buan coykO0BUX JIUCTIB.

21. OCHOBHI BUMOTH JI0 TEKCTY TUTOBUX JIUCTIB. ODOPMIICHHS IIJIOBHUX JIUCTIB.

22. Oprasizaiiis 10KkyMeHTooO0Iry. JIoOKyMeHTOOOIr SIK pyX MOTOKIB yIPaBIIHCHKOL
JIOKyMEHTAIT].

23. IlpuiimanHs BXiIHUX TOKyMeHTiB. [lonepeaniil po3risan 1okyMeHTIB. PeecTpartist BXiHUX,
BUXIJTHUX Ta BHYTPIIITHIX TOKYMEHTIB.

24. Tlopsimok oOpoO6eHHs Ta HaJICUJIaHHS BUX1THUX JJOKYMEHTIB.

25. ®opmu 3BepTaHb y JAIOBUX JICTAX.

26. IIpaBuna cKOpoUeHb y TOKyMEHTaX.

27. BuMoru 10 TeKCTy MOTHBAIIITHOTO JIUCTA.



JonaTtok 10 po60o4oi mporpaMu HaBYIbHOI AUCITUILIIHA

Homatox 1

(Ha3Ba AUCLMIUTIHK)

Jiro po6o4oi nmporpamMu Npo10BKeHo: Ha 20 /20 H. P.

3acTyIHHUK JIeKaHa (dakynbTeTy 3 HaBUaIBHOI POOOTH
(i anmc) (mpi3Buiie, iHimiamm)

« » 20 p.

["onoBa HAYKOBO - METOIUYHOI KOMICIT (bakynpTeTy
(migmuc) (mpizBume, iHimiamm)

« » 20 p.




