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[1POrpaMy PEKOMCHAOBANO 10 INTHCPIKEIHA BICHOI PAsol0 GaKyILTETY MIAHEPOILHITL CROHOMITHI
BULHOCHN T8 TYPHETHYHOTO BlHecy

29" cepriis 2023 poxy, npotokon Ne |

PO3POBHMKW T1POT PAMM: ctapuimii pkiaiay kadeips MIKHAPOIHHX BIIHOCHH, MIAHAPOAHO!
mdopmauii Ta Gesnexn Ianna GEJIOPOBA

[porpamy cxpasieiio na 3acijianni kaeapn MiAHAPOAHHX BITHOCHH, MIAHAPOIHO! indopmartil
Ta Oe3nekn

[porokosn Bia 28" cepnns 2023 poky Ne |

B. 0. 3apiayBaua Kadeapn MiKHAPOIHHX BIIHOCHH, MIAHAPOAHOI 1HpOpMauil Ta He3rnexH

77
rv
) : |\1;|1p1'\]|]b‘(_L|]|]bL)
(manmc) (Dpramime T4 WIuRI)

Ha3iBa OCBITHLOT nporpamMi

apanT ocBiTHEO-NPO(ieciiitol mporpamu
«Mixuapoana indopMallis Ta MDKHAPOJIHI KOMYHIKAUI

>

JImurpo MUKOJIEHKO

(nianunc) (upiieuie 1 bniukam)

[MporpaMy MOroKeHO HayKOBO-METOAWYHOIO KoMici€io (aKyIsTeTy MUKHAPOJAHHX EKOHOMIMHHX
BIAHOCHH Ta TypHCTH4HOTO bi3necy

[porokon Bia 297 cepnug 2023 poky Ne |

[07108a HAYKOBO-METOIHHHOI KOMICIT

o Jlapuca TPHTOPOBA-BEPEH]IA

(Aumc) (nplassime vo i)



BCTYII

[Iporpama HaBYanbHOI AMCUMIUTIHU «JliJIOBI CydacHI JOKYMEHTH 1 KOPECHOHICHIIIS)

CKJIaJieHa BIJIMOBIIHO JO OCBITHBO-TIpodeciitHoi mporpamu «MixHapoaHa iH(opMallis Ta
MDKHApOJIHI KOMYHIKaIlii» MAroToBKM OakamaBpa 3a cremiagbHicTi0O 291 «MikHapoaHi
BIJIHOCHHH, CYCITUIbHI KOMYHIKaIlii Ta perioHalIbHI CTYmii».

i. 1. Onuc HaBYAJIBLHOI AUCIHUILIIHA

1.1. Meroro BUBUYEHHSI AMCUUILIIHU «J[i710BI Cy4acHI JOKYMEHTH Ta KOPECIOHICHIIS €

OTPUMaHHS HEOOXiJHMX 3HAaHb 3 CYYAaCHOTO MIJIOBOJICTBA, IOB’SI3aHUX 13 CTBOPEHHAM Ta
oprasizaii€eo poOOTH 3 TOKYMEHTaMH BiJIIOBITHO 1O BUMOT YNHHHX JAEP>KaBHUX CTAaHAAPTIB y LIl

ramysi.

1.2. OcHOBHI 3aBaHHSA BUBYECHHS JUCIUAILUIIHI

- (hopMyBaHHs HACTYIHUX 3araiIbHUX KOMIIETEHTHOCTEH:
3K3 — 31aTHICTH BUMTHUCS 1 OBOJIOAIBATH CYYaCHUMH 3HAHHSMU;
3K4 — 3HaHHS Ta pO3yMiHHSA MIPeIMETHOI 00JIacTi Ta pO3yMiHHA MPO(deciiiHOT AiSITBHOCTI,
3K9 — 31aTHICTF BUKOPUCTOBYBATH 1H(POPMAIIiHHI Ta KOMYHIKAI[ii{HI TEXHOJOTII;
3K10 — 31aTHICTh CHUIKYBATHCS JCPKABHOK MOBOIO SIK YCHO, TaK i MUCHhMOBO;
3K12 — 31aTHICTh /10 TONTYKY, OOpOOJICHHS Ta aHai3y iHpOpMaIlii 3 PI3HUX JHKEPE.

- (hopmyBaHHS HACTYMHUX crenianbHUX ((haXxOBHUX) KOMIIETEHTHOCTEH:

CK6 — 3parHiCTP 3aCTOCOBYBaTH 3acald AWIUIOMATHYHOI Ta KOHCYJIBCBKOI CIIyXOWH,
JUIIIOMaTUYHOTO TPOTOKOJIY Ta €THKETY, YMiHHS BECTH JUIFIOMATHYHE Ta JIJIOBE JMCTYBaHHS

(YKpalHCBKOIO Ta IHO3EMHHMH MOBAaMH ),

CK12 — 31aTHiCTh 10 3[11HCHEHHS KOMYHIKaIIii Ta iHpopMaIiiHO-aHATITHYHOT JisSUTbHOCTI y cepi

MDKHApOJHUX BIJHOCUH (YKPaiHCHKOIO Ta 1HO3€MHUMHU MOBaMH);
CK16 - po3yMiHHS CYTHOCTI Cy4YaCHHUX CTpaTeriil BeCHHs AUIIJIOMAaTUYHHUX MIEPEroBOpiB.

1.3. KinbkicTh KpenuTiB - 4

1.4. 3aranibHa KiIbKIiCTh TOauH — 120

1.5. XapakTepuCcTHKa HaBUAJIbHO1 AUCITUTUTIHI

OO00B’s13K0Ba

Jlenna ¢opma HaBuaHHS ‘ 3aouHa (AucTaHliiHa) popmMa HaBUAHHS
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* ManouncenpHa rpyna (6 ToJl. IPaKTUYHUX 3aHATh, 6 TOJI. CEMIHAPCHKUX 3aHSTH)
1.6. 3amiaHoBaHi1 pe3ysIbTaTH HaBYaHHS

3006ysaui nosunui 3Hamu.:
PHO7 — 3HaTu 3acaaiuM JUIUIOMATHYHOI Ta KOHCYJIBCHKOI CIIy:kOH, crenudiky Ta
0COOJIMBOCTI TUTNIOMAaTUYHOTO MPOTOKOJIY TA ETHUKETY;

3006ysaui nosunui emimu.

PH13 - 30uparu, oOpoOmaTH Ta aHami3yBaTH BeJHMKi 00csru iHQopmamii mpo craH
MDKHApPOJHHUX BIJIHOCHH, 30BHINIHBOI TOJITUKH YKpaiHM Ta I1HIIUX JEp)KaB, PEriOHAIbBHUX
CUCTEM, MDKHAPOAHUX KOMYHIKaIlii;

PH16 - 3xificHIOBaTH NPHUKJIAIHAN aHaJIi3 MDKHAPOIHUX BIJHOCHH, 30BHIIIHBOI TOJITUKH
VYkpaiHu Ta iHIIUX JepXaB, MIKHAPOJHUX IPOIECIB Ta MIKHAPOAHOI CHTYyamii BiAMOBIIHO 10O
MOCTaBJICHUX IIUJICH, TOTyBaTH iH(QOpMaIliliHi Ta aHATITHYHI MaTepiaiu,

PH21 - BecTH quIuioMaTHYHE Ta JIIJIOBE JINCTYBAaHHS YKPATHCHKOIO T IHO3EMHHUMHU MOBaMH,
NPAIIOBATH 3 TUTUIOMATUYHUMU Ta MKHAPOJAHUMH JIOKYMEHTAMH.

2. TeMaTHYHUH IIAH HABYAJILHOI AUCHHUILIIHA

Tema 1. [{inoso0cmeo sk 2any3b 3Haus i OisIbHOCHI

1. OdiniitHO-11T0BUI CTHIIb — CTHIIb AUTOBUX TOKYMEHTIB.

2. OCHOBHI NIOHATTS, 3aBJJaHHS, TIJIOBOJICTBA (CIIPABOUYMHCTBA), HOTO BUJIU, €TAIIU PO3BUTKY.
3. 3aKOHO/IaBYE PETYIIOBAHHS JIJIOBOJCTBA.

4. JIOKyMEeHT — KJIFOUOBE MOHATTS A1JIOBOJICTBA, HOr0 OCHOBHI (DYHKIIi.

5. Knacuoikanist JOKyMEHTIB.

Tema 2. Cknaoanus peksizumie 0OKyMeHmis

1. ITOHATTS PO PEKBI3UTH JOKYMEHTA.

2. PexBi3uTH JAOKyMEHTIB 3a Jlep:kaBHUM cTtangaptoM. IlocTiiiHi 1 HEMOCTINHI PEKBI3UTH
JIOKYMEHTA.

3. [IpaBuna opopMiieHHs CTOPIHKHA JOKYMEHTA.

4. ITonatrTs npo GaHK JOKyMEeHTa 1 OJ1laHK opraHizauii. Buan 6naHkis.

Tema 3. Ilpasuna cknaoants OOKyMeHmMi8 3 YnpasninHs Kaopamu

1. OcHOBHI BU/IM JOKYMEHTIB 3 YIPaBJIiHHSA KaJpaMu.

2. IlpaBuna ckinagaHHsd Ta OGOPMIIEHHS OCHOBHUX BHUIB JOKYMEHTIB 3 YIPaBIiHHS
KaJ[pamu:

a) 3asBU;

0) aBTOOI0OTpadii Ta pe3rome;

B) 0COOOBOTO JIUCTKA 3 0OJIIKY KaJIpiB;

') XapaKTepUCTHKH;

I') TPYAOBOI KHUKKH;

1) 0co0O0BO{ CITpaBH.

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

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

2. TlpaBmia ckiagaHHs W O(OPMIIEHHS OCHOBHUX BHUIB JOBIJKOBO-iH(OpMAaliiHUX
JIOKYMEHTIB:

a) JIOBIJIKH;

0) 3BITY;



B) JIOTIOB1/IHO1, TOSICHIOBAJIBHOT, CTY>KOOBOT 3aITMCKH;

I') KJIONOTAHHS;

T') Or'OJIONICHHS, PeC-Pei3y.

Tema 5. Ilpasuna cknadauns 008i0K080-iHpopmayitinux Ooxymenmis. Ilowamms npo

Opeauizayitini 0OKyMeHmu

1. [IpaBusnia ckyagaHHs MPOTOKOITY.
2. IIpaBuiia 0pOpMIIEHHS BUTATY 3 IPOTOKOILY.

3. IlpaBuiia ckiaaHHs aKTy.

4. IToHsATTS Npo OpraHizauiiHi JOKYMEHTH: CTaTyT, TOJIOKEHHS.

Tema 6. [lpasunra ma npaxmuxa cKia0auHs po3nopsaouuUx OOKyMeHmis
1. IToHATTS IPO PO3MOPSAYi TOKYMEHTH Ta iX OCHOBHI BU[IH.
2. IlpaBuna cknaganHs i 0ohOpMIICHHS OCHOBHUX BH/IB PO3NOPSAYNX JOKYMEHTIB:

a) BKa3iBKHU;

0) MOCTaHOBH;

B) HaKasy;

T') PO3MOPSKECHHSI.

Tema 7. Jlinoge nucmyeannst
1. IToHATTS IpO CITy>KOOBI (I1I0B1) TUCTH, 1X KIacuikaiis.
2. IlpaBuiia ckiaiaHHs qUIOBOTO JIUCTA Ta HOTO CTPYKTYpa.
3. OCHOBHI BUJIH JIOBUX JIUCTIB:

a) JTUCTH-TIPOXAHHS;
0) TUCTH-BIIMTOBII;

B) JIMCT-ITIAITBEPIKEHHS,

T) JUCT-3aIlUT;

') MOTHBAI[IHHUM JIUCT.
4. MepesxeBe AiJI0BE JTUCTYBaHHSI.

Tema 8. Opeanizayis 0oKymenmoooicy
1. Oprani3anis JOKYMEHTOO0OIry.
2. llpuitmanHs1, peecTpallis Ta po3risa BXITHUX JOKYMEHTIB.

3. KoHTpOI1b 32 BUKOHAHHSAM JIOKYMEHTIB.

4. CxnaaHHs HOMEHKJIATYpHUX CIIPaB.

3. CTpyKTypa HABYAJIBHOI IMCUMILTIHN

HazBu po3ainis i Tem

KinpkicTs rogun

JieHHa popma 3a04Ha Gopma
yCbOT y TOMY YHUCII1 yChOTO y TOMY YHUCII
0 1 c n |c.p. a| n | nab | 1A | C. p.
1 2 3 4 5 6 7 8/ 9| 10 | 11 | 12
Tema 1.
JI1J10BOACTBO K 15 4 1 1 9
raiy3b 3HaHb 1
JUSIIBHOCTI
Tema 2. Cxnamanas
PEKBI3UTIB 15 4 1 1 9
JIOKYMEHTIB




Tema 3. IIpaBuna
CKJIaTaHHs
JIOKYMEHTIB 3
YIPaBJIiHHS KaapaMu

15 4 1 1 9

Tema 4. [IpaBuna ta
MPAKTHKA CKJIalaHHs
JIOBIJIKOBO- 15 4 1 1 9
iHpopMaIiiHUX
JIOKYMEHTIB

Tema 5. [IpaBuiia
CKJIaIaHHS
IOBIIKOBO-
iH(pOopManiifHuX
JIOKYMEHTIB.
ITonsATTA 11PO
oprasizariiai
JIOKYMEHTH

15 4 1 1 9

Tema 6. [IpaBuiia ta
MpaKTHUKa CKJIaJaHHs
PO3MOPSAUNX
JIOKYMEHTIB

15 4 1 1 9

Tema 7. Jlinose
JIUCTYBaHHSA

15 4 | 1* 1* | 9**

Tema 8. Oprgme.aum 15 4 1% 1% | g*=*
JOKYMEHTO00Iry

Vevoeo cooun 120 32 8 8 72

4. Temu ceMiHAPCHKHX TA NPAKTHYHUX 3aHATH

Temu CeMiHapCbKMx 3AHANb

* ManouncesnbHa rpyna (6 rof. NpaKTUYHUX 3aHATh, 6 TOA. CEMIHAPCHKUX 3aHATh, 76 TO. C. p.)

Ne Ha3sa Temu Kinpkicts
3/n TOAMH
1 | Tema 1. JIiT0BOACTBO SIK raiy3b 3HaHb 1 JISIBHOCTI 1
2 | Tema 2. CknaiaHHs pEKBI3HTIB JJOKYMEHTIB 1
3 | Tema 3. IlpaBuiia cki1ajaHHs JOKYMEHTIB 3 YIIPaBJIiHHS KaJpamMH 1
4 | Tema 4. [IpaBuiia Ta npakTUKa CKJIaJaHHS J10BIIKOBO-1HQOpMAIIITHIX 1
JTIOKYMEHTIB
5 | Tema 5. IlpaBuna ckiagaHHs 10BIJKOBO-IHPOpPMAIIITHUX JOKYMEHTIB. 1
[ToHATTS Npo opraxizauiiHi JOKYMEHTH
6 | Tema 6. [IpaBuiia Ta mpakTHKA CKIAIaHHS PO3MOPSTINX TOKYMEHTIB 1
7 | Tema 7. JliToBe IMCTYBaHHS 1
8 | Tema 8. Opranizaiist JOKyMEHTOO0ITY 1
Pazom 8
Temu NPpAKmu4HUxX 3amims
Ne HazBa temn KinpkicTh
3/ FOINH
1 Tewma 1. JIi10BOACTBO SIK TayTy3b 3HAHD 1 JISUTBHOCTI 1
2 | Tema 2. CknaiaHHs pEKBI3HTIB JJOKYMEHTIB 1
3 | Tema 3. IlpaBuiia ckirajaHHsi JOKYMEHTIB 3 YIIPaBJIiHHS KaJpaMH 1




Tema 4. [IpaBuiia Ta MpakTUKa CKIaJaHHS TOB1IKOBO-1H(OpMAIITHUX
JIOKYMEHTIB

Tema 5. IIpaBuna ckiiagaHHs AOBIAKOBO-IH(POPMALIHHUX JOKYMEHTIB.
[ToHsATTS po Opraxi3amiiHi JTOKYMEHTH

Tema 6. [IpaBuiia Ta mpakTHKa CKIaJaHHS PO3MOPATIMX TOKYMEHTIB

Tewma 7. JlinoBe nucTyBaHHs

Tema 8. Opranizaiis JOKYMEHT000Iry

oo SN TN I

S. 3aBpanHs A9 caMocTiliHOI podoTa

3/

Bunu, 3micT camocTiitHOi po6oTu

Kinekicts
TOINH

Tema 1. J{i10BOICTBO SIK raiy3b 3HAHB 1 AISIIBHOCTI
[linroryBaty Bi/INOBil HA 3aIUTAHHS:

1. OiniitHO-1i710BUH CTHIIb YKPATHCHKOT MOBH.

2. JIUTOBOAICTBO SIK MPOLIEC TIOKYMEHTAIIMHOTO 3a0e3MeUeHHS
YIIpaBITiHHS.

3. 3akOHO/IaBYE PETYJIFOBAHHS J1JIOBOJICTBA.

4. IOKyMEHT — KIIFOUOBE TOHSTTS JJIOBOJICTBA, HOTO OCHOBHI
GbyHKIi.

3aBaHHS:

[TigroryBatu 3pa3ku TeKCTiB 0(iliifHO-A1IOBOTO CTUIIIO.
[IpoananizyBaru siki MOBHI 3ac00M 3aCBiIUyIOTh BUKOPUCTAHHS CaMe
I[LOTO CTHJIIO MOBJICHHSI.

1. Jucranmiiiauit  xypc «JlioBi cydacHi  JOKYMEHTH 1
KOPECIOH/ICHITIsD»
https://moodle.karazin.ua/course/view.php?id=5385

2. JIimoBOACTBO (3arajibHe, CIieliaibHe): HaB4.-MeTo 1. 1mocio. / 1.
B. loexyk. — Iepescnas (Kuis. 00:1.): lom6poBceka 5. M.,
2020. - 353 c.

3. Babiii I. B. OcHOBH A1JI0BOJICTBA : HABYATLHO-METOIHYHE
BUJIAHHS JJIs1 KYpCaHTIB Ta CTyJeHTiB 2-3 kypcis / babiii 1. B. —
JIeBiB : CITOJIOM, 2020. — 76 c.

Tema 2. CxiaanHs peKBI3UTIB IOKYMEHTIB

IligroTryBarH BIAIIOBIAl HA 3aIIMTAHHS:

1. IIpaBuna odopmieHHsT CTOPIHKU AOKyMeHTa (Oeperu Ta BiACTYIH,

upudTH, IHTEpBaIH, BapiaHTH pyOpHKallii).

2. Bumorum no Tekcty JokymeHTta. [loHATTS mpo mTammnwy,

KaHIEJISAPU3MH, TAaBTOJIOTII Ta MJICOHA3MHU.

3. PizHoBH M OaHKIB Ta GOPMYIISIPIB JOKYMEHTIB.

4. IlpaBuina opopMIIEHHSI OCHOBHHMX PEKBI3UTIB JOKYMEHTA!

azipecart; rpu( 3aTBEpIXKEHHS; PE30IIOLIs; Mi/IKC; AaTa;

rpud TMOTOKEHHS; Bi3a; 1HAEKC; BIAMITKA MPO 3aCBITYCHHS KOIIii;

BiJIMITKa PO KOHTPOJIb; BiIMITKA MPO HASBHICTh AOJATKY; Me4aTKa.

3aBIaHHSA:

Ha okpemomy apky1ni BiATBOPUTH CXEMY pO3TalllyBaHHS PEKBI3UTIB 3a

Jlep:xaBHUM CTaHAAPTOM.

1. Jucranmiiinuit  xypc «JliloBi cy4yacHi  JOKYMEHTH 1

KOPECTTOHACHITISD
https://moodle.karazin.ua/course/view.php?id=5385




2. JIi1oBOACTBO (3arajibHe, CIieliajibHe): HaB4.-MeTOo1. 1mocio. / 1.
B. Homxyk. — [lepesicna (Kuis. 00:1.): JJomOpoBcbka 5. M.,
2020. - 353 c.

3. ba6iit 1. B. OcHoBH IUI0BOACTBA : HABYAJIHLHO-METOIUYHE
BUJIAHHSA U1l KYPCaHTIB Ta CTyAeHTiB 2-3 kypci / babiit 1. B. —
JIsBiB : CITOJIOM, 2020. — 76 c.

Tema 3. IIpaBuia ckiagaHHst JOKYMEHTIB 3 YIIPaBIiHHS KaJpaMH
[ligroTyBaTy BiAOOBiAl HA 3aIMTAHHSI:

1. OxapakTepu3syiiTe BUMOTH JI0 YKJIaJaHHA aBToOiorpadii Ta pesrome;
3’sicyiTe 1oai0OHE 1 BiAMIHHE B TEKCT1 IIUX JOKYMEHTIB.

2. OxapakTepus3yiTe BUAH XapaKTEPUCTUK Ta OCOOIMBOCTI IX
HanMCcaHHs.

3. 3’scyiire, sk GOpMYIOTHCSI 0OCOOOBI CIIpaBU MPAIiIBHUKIB.

4. 3’sicyiiTe OCHOBHI BUMOTH JI0 BEACHHS TPYAOBOI KHUKKH.
3aBaaHHS:

Harmmucaru 3paszku:

— XapaKTePUCTHKH,

— aBToOiorpadii;

— pe3iome;

— 3asBU PO HAJAHHS BiAMYCTKH.

1. Jucranmiiiauii  xypc  «JlioBi cydacHi  JOKYMEHTH 1
KOPECTIOHICHITis»
https://moodle.karazin.ua/course/view.php?id=5385

2. JIi1oBOACTBO (3arajibHe, CIieliajibHe): HaB4.-MeTo 1. 1mocio. / 1.
B. loxyk. — IlepesicnaB (Kuis. 061.): JlomOpoBcrka 5. M.,
2020. - 353 c.

3. ba6iii 1. B. OcHoBHM [Ji0BOACTBA : HaBYaIbHO-METOIUYHE
BUJIAHHS JJIs1 KYPCaHTIB Ta CTyJeHTiB 2-3 kypciB / babiii I. B. —
JIpBiB : CITIOJIOM, 2020. — 76 c.

Tewma 4. [IpaBuia Ta mpakTHKa CKJIalaHHs JOB1IKOBO-1HGOpMAIiHHUX
JIOKYMEHTIB

[linroTyBaTy BiIMOBil HA 3aMUTAHHS:

1. Ha sxux OnmaHKax yKjiaJalTh JOBIAKH, OXapaKTepU3yHTe PEKBI3UTH
JIOBIJIOK.

2. OxapakTepu3syiiTe 3anMcKy K pi3HOBU[ 10BIIKOBO-1H(POpMAaIIITHIX
JOKYMEHTIB, Ha3BITh OCHOBHI BU/IM 3aITUCOK Ta BUMOTH /10 HAaITUCAHHS
1X TEKCTY.

3. 3’scyiiTe BIIMIHHOCTI MiX IPEC-Pesi3oM Ta OrOJIOIIEHHSM.

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

3aBIaHHs:

Hamnucaru 3pa3ku: 10BiIKH, MOSCHIOBAILHOI 3aIUCKH, TIPEC-PEi3y.

1. TManexa FO.I. 3aranpHe OiOBOJCTBO: TEOPis Ta MPaKTHKA
KEepyBaHHsI IOKYMEHTAIII€I0 13 3arajJbHUX MUTaHb: HABYAIbHUN
nociOHUK — BU. 4-Te (BunpanieHe i fonosHene) — K. :
Bunasuaunrso Jlipa-K — 2017.— 624 c.

2. ba6iii I. B. OcHoBH A1710BO/ICTBA : HABYATEHO-METOAUYHE
BUJIAHHS JJIs1 KYpCaHTIB Ta CTyAeHTIB 2-3 kypciB / babiii 1. B. —
JIeBiB : CITOJIOM, 2020. — 76 c.

Tema 5. IlpaBuna ckiagaHHs 10BIAKOBO-1HPOPMALIMHUX TOKYMEHTIB.
[ToHATTS Mpo opraxizauiifHi JOKyMEHTH

IligroTryBary BIAIIOBIAl HA 3aIIMTAHHS:

1. OxapakTepu3yiTe pi3HOBUIU MPOTOKOJIIB.




2. 3’sacyiiTe npaBUiia YKJIaJaHHS IPOTOKOJIIB.

3. BuzHauTte BUMOTH 10 OPOPMIICHHS BUTSTY 3 ITPOTOKOJIA.

4. BuszHauTte npaBuiIa yKJIAAaHHS aKTa.

3aBaHHsA:

Hanmcatn 3pa3ok npoTOKONy (3acijaHHA —aKaJeMidHOl TpyIn);
MIArOTYBAaTH BUTAT 3 IPOTOKOJY 32 2 MYHKTOM MOPSIIKY AEHHOTO.

1. TManexa FO.I. 3arambHe MAUTOBOJACTBO: TEOpisl Ta MPAKTHUKA
KepyBaHHs JOKYMEHTAIIEIO 13 3arajJlbHUX MUTaHb: HaBYAJIbHUN
nociOHUK — BuA. 4-te (BumpasieHe i1 gonoBHeHe) — K.
Bumasaunrso Jlipa-K — 2017.— 624 c.

2. Bba6iit I. B. OcHOBM [iT0BOACTBA : HABYAIBLHO-METOJAHYHE
BHJIaHHSI I KypCaHTIB Ta CTyAeHTiB 2-3 KypciB / baoiii [. B. —
JIeBiB : CIIOJIOM, 2020. — 76 c.

Tewma 6. [IpaBuna Ta mpakTUKa CKJIaIaHHS PO3MOPSTUYMX JOKYMEHTIB
IlinroryBaru BiIOBiAl HA 3aIIMTAHHSL:

1. 3’scyiite pizHOBUAM Ta QYHKIIT POMOPSIUNX JOKYMEHTIB.

2. 3 SKUX YaCTUH CKJIAJAEThCS TEKCT PO3MOPSIYNX JOKYMCHTIB,
OXapakTepusymuTe ix.

3. o Take Haka3? Sk KinacuQpikyrOTh HaKa3u?

4. OxapakTepusyiiTe BUMOTH JI0 TEKCTY HaKa3y.

5. 3’acyiiTe BUMOTH J10 0()OpMIICHHS BUTATY 3 HaKazy.

3aBJaaHHs:

HanucaTu 3pa3ku: Hakasy Ta BUTATY 3 HAaKa3y.

1. ITanmexa FO.I. 3arampHe AiTOBOJCTBO: TEOpis Ta MpPAaKTHUKA
KepyBaHHS  JOKYMEHTAIIEF0 13  3araJlbHUX  IUTaHb:
HaBYaJIbHUN MOCIOHUK — BUJ. 4-T¢ (BUIIPABJICHE 1 JIONTIOBHEHE)
— K. : BunaBuunrso Jlipa-K — 2017.— 624 c.

2. ba6iit 1. B. OcHoBH [i0BOACTBA : HAaBYaJIbHO-METOJIUYHE
BUJAHHS Ui KYPCaHTIB Ta CTyeHTiB 2-3 kypciB / ba6iit 1. B.
— JIsBiB : CITIOJIOM, 2020. — 76 c.

Tema 7. [{inoBe TUCTYBaHHA
IligroTyBaTy BiINOBI/Ii HAa 3a0UTAHHS:
1. Ha3BiTh OCHOBHI peKBI3UTH (CKJIaJOB1) J1IIOBOTO JIUCTA.
2. Ha3BiTh eTuKeTHI GOpMYJIN YBIUWIMBOI BIIMOBH, NOJSKHU, 3BEPTAHHS
B JIUIOBOMY JIMCTYBaHHI. 3’SICylTe 1110 Take eBEeMI3MHU.
3. Iligrotyiite mnpeseHTalil0 NpPO KIMYHUHA BIIMIHOK Ta OCHOBHI
IpaBWJia HOro TBOPEHHSI B Cy4acHIl yKpaiHChKiil MOBI
3aBaHHSA:
Hanumiits 3pa3ok nucTa-BiAMOBH.
Hanumrite 3pa3ok MOTUBALIHOTO JUCTA.
1. Cki6ineka JI. 1. JinmoBoxactBo: HaBu. noci0. / JI.I. Ckibinbka. —
K.: Llentp HaBuyanpHOi JiTeparypu, 2015. —224 ¢
2. ba6iit 1. B. OcHOBH OiMOBOACTBA : HABYAILHO-METOLUYHE
BUJIAHHS Il KYPCaHTIB Ta CTyAeHTIB 2-3 kypci / babiit 1. B. —
JIeBiB : CITIOJIOM, 2020. — 76 c.

Tema 8. Opranizaiis JOKyMEHTO00Iry

IligroTryBar BIAIIOBIAl HA 3aIIMTAHHS:

1. Oprani3ariist JOKyMEHTOOOITy.

2. [IpuitmanHs, peecTparlis Ta po3risa BXITHUX JOKYMEHTIB.
3. KoHTpO:1b 32 BUKOHAHHSM JIOKYMEHTIB.

4. CkyialaHHsl HOMEHKJIATYPHHX CIIpaB.




1. Baobiii 1. B. OcHoBH [OiIOBOJACTBA : HAaBYAILHO-METOJUYHE
BHUJIaHHS JJIsI KypCaHTIB Ta CTyAeHTiB 2-3 kypciB / ba6iit 1. B. —
JIeBiB : CIIOJIOM, 2020. — 76 c.

Pasom 72

6. InauBinyaJjibHi 3aBIaHHSA
HapuansHuM 1mianom He niependadeHo.

7. MeToau HAaBYaAHHSA

BianmoBigHicTh MeTOAIB HaB4YaHHS Ta (OpPM OIIHIOBAHHS BHU3HAYCHHM PE3YJIbTaTam
naByanss 3a OIIII Bign3epkantoe Tadm. 7.1

Tabnuys 7.1

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

KOMIIOHEHTOI0 «/[1/10Bi cy4acHi JOKYMEHTH i KOpecIOHIeHLisD)

[Mudp [TPH PesynbpraTt HaByaHHS Metoau HaBYaHHSI 3aco0u I1arHOCTHKA
(B1AITOBITHO (BigmoBimHO 1o OIIIT) /opmu OIiHIOBaHHS
1o OHIT)

PHO7 3Haru 3acaau | Jlekis, nomyk | OmiHIOBaHHSA
JTUTITIOMATHYHOT Ta | mxepen iHdopMarlii | pe3yabTaTiB
KOHCYJIbCBKOI CIy’kOH, | (KpUTUYHUN aHaji3, | JOCIIKSHHS Ha
crnenudiky Ta OCOOIHMBOCTI | IHTEpHIpeTalis), CEMIHApChKUX Ta
JTUTUIOMATHYHOTO MTPOTOKOJY | BUKOHAHHS TBOPYUX | MPAKTUYHHX 3aHSATTSX;
Ta ETUKETY 3aB/laHb BUKOHAHHS  TBOPYHX

3aBJaHb, 3aJIiKoBa
poboTta

PH13 36upatu, oOpoOmsaT  Ta | Jlekuiss, po6Gorta 3 | OliHIOBaHHS
aHaJli3yBaTH BEJIMKI OOCSTH | MEPBUHHUMU Ta | pe3yibTaTiB
1Hpopmarii po CTaH | BTOPUHHUMH JOCTIKEHHS Ha
MDKHAPOTHUX BiJHOCHH, | TaHHUMH, CEeMIHapChKHX Ta
30BHIIIHBOT MOJIITUKU | MIpe3eHTallis MPAaKTUYHUX 3aHATTSX;
VYkpainu Ta IHIIKUX JAepKaB, | pe3yNbTaTiB BUKOHAHHS  TBOPYHX
perioHanbHUX CUCTEM, | JOCHIIKEHb 3aBJiaHb, 3aJ1IKOBa
MDKHapOAHHUX KOMYHIKALiH. poboTa

PHI16 3miiicHioBaty  mpukiagHuil | Jlekuis, po6Gota 3 | OuiHIOBaHHS
aHaui3 MDKHAPOJHUX | IEPBUHHUMU Ta | pe3ynbTaTiB TBOPYUX
BITHOCHH, 30BHIIIHBOI | BTOPUHHUMH 3aBJaHb Ha
MOJITUKA YKpaiHU Ta IHIIMX | JaHUMH, BUKOHAHHS | CEMIHAPCHKUX Ta
JIepKaB, MDKHApOJHHUX | TBOPYHMX 3aBJIaHb MPAKTUIHUX 3aHATTSIX;
IpoIeciB  Ta MIDKHAPOIHOL 3aJlikoBa poboTa
CUTyaIlii  BIAMOBIAHO 10
MOCTaBIIEHUX ITeH,
rotyBaTH iHQoOpMaliiiHi Ta
aHAJITUYHI MaTepiaju.




PH21 Bectn pumnomarnuyne Tta | Jlekuis, nomyk | OmiHIOBaHHA
JITIOBE JUCTYBaHHA | JKepes iHQopMalii | pe3yabTaTiB
YKpaiHChKOIO Ta 1HO3EMHUMH | (KPUTHYHUI aHami3, | JOCHIHKEHHS Ha
MOBaMH,  TpalloBaTH 3 | iIHTEpHpeTaris), CEMIHAPChKHUX Ta
JUTIOMAaTHYHUMHU Ta | BUKOHAHHS TBOPYMUX | MPAKTUYHUX 3aHATTIX;
MDKHApOIHUMHA 3aBJIaHb BUKOHAHHS  TBOPYHUX
JIOKyMEHTaMH. 3aBJaHb, 3aJIIKOBA

pobora

3aMicTh BUKOHAHHS 3aBJaHb (BUBYCHHS TEM) MOXKYTh TAKOX J0JaTKOBO BPaxOBYBATHChH
TaKi BHJIM aKTUBHOCTEH 3100yBaya:

- y4acTh B MalcTep-Kiacax, KOHGEpEeHIlisAx, ceMiHapax, 3ycTpidax 3 mpoOieMaTHKH
JUCHUIUTIHKA (3 TIATOTOBKOIO ece, iH(GOpMAamiiHOro MOBIIOMJICHHS TOIIO, HIO MiATBEPIKEHO
HaBYaJILHOIO MTPOTPaMOI0 3aX01y YH BIATOBIAHUM cepTU(IKATOM);

- y4acTh y HAyKOBO-AOCIIJHUX Ta NMPHKIAJHUX IOCIIKEHHSAX 3 MPOOJIEMaTHKH
JTVCHIUTUTIHYU (T ATBEPIKY€ETHCS IEMOHCTPAIIIEIO BiIMOBIIHUX MaTepialiB).

8. MeToau KOHTPO.IIO

3acBO€HHS TeM pO3AUTIB (HMOTOYHUN KOHTPOJIb) 3IIHCHIOETHCS HAa CEMIHAPCHKUX Ta
NPAaKTUYHUX 3aHATTSAX BIANOBIAHO 10 KOHTPOJBHHUX Iiied. OCHOBHE 3aBIaHHS MOTOYHOTO
KOHTPOJTIO — IIEPEBipKa PiBHS MiATOTOBKH 3700yBayiB 10 BUKOHAHHS KOHKPETHOI pPOOOTH.
IMoToyHMii KOHTPOJIb i OLIHIOBAHHS PE3yJIbTaTiB HAaBYaHHS Iepeadadae BHCTABICHHS
OIIIHOK 3a BciMa (hOopMaMH MPOBEICHHS 3aHSTh:
- KOHTPOJIb Ta OL[IHIOBAaHHS aKTHBHOCTI poOOTH 3100yBayda Mia 4Yac JIKIIHHUX,
CEMIHAPChKUX Ta MPAKTUYHUX 3aHSThH (IPYyNoOBa AUCKYCis, TPEHIHTOB1 3aBJaHHS);
- KOHTPOJIb Ta OI[IHIOBAHHS SIKOCTI IiITOTOBKH Ta PO3POOKHU MPOEKTHHUX 3aBJIaHb B
X0l IHAMBIAYaIbHO / KOMaHIHOT pOOOTH CTY/EHTIB;
- KOHTPOJIb 3aCBOEHHS TEOPETUYHOTO Ta MTPAKTUYHOTO MaTepiainy (y BUTJISI1 YCHOTO
ONUTYBaHH);
- KOHTPOJIb T OLIIHIOBAaHHS BMiHb BUPIIIYBaTH aHAJITUYHI Ta 1HIII 3aB/IaHHS;
- KOHTPOJIb Ta OIIHIOBAHHS BMiHb MPOBOJMTU AOCHIDKEHHS Ta MPE3eHTYBATH 13
3aCTOCYBAHHSIM Cy4aCHUX 1HQOpPMAIIHHUX TEXHOJIOT1;
- OLIIHIOBAHHS BMiHb Ta HABUYOK 30MpaTu Ta 00pOoOIIOBaTH JaHi.
Ha ceminapchkux Ta MpakTUYHMX 3aHATTAX 3700yBad MoOke oTpumMatu BiJ 1 1o 8 Oainis.
MakcumanbHa cyma 6aiiB 3a IOTOYHUM KOHTpOJIEM ckiajgae 60 dais.
ITincymKoBHMii KOHTPOJIb 3/11HCHIOETHCS M1 Yac MPOBEIEHHS 3aliKy. 3arajibHa KUIbKICTb
0aJiB 3a ycmilHe BUKOHAHHS 3alikoBoro 3aBfaHHs — 40. Yac BukoHaHHs — 10 80 XBUIIMH.
3anikoBuit OU1eT cKIagaeThes 3 30 TeCTOBUX 3aNUTaHb, KOJKHA BIpHA BIJMOBIIb OLIIHIOETHCS
y 1 GaJst Ta OIHOTO TEOPETUYHOI'O 3aIMTaHHS, 10 OLIHIOEThC y 10 OaiB.

YBATI'A! V pa3zi BukopucTaHHs 3a00pOHEHUX JUKEpesl Ha 3aliky 3100yBau Ha BUMOTY
BUKJIa/1a4a 3aJIMIIAE ayJUTOPIIO Ta OJEPIKY€E 3arajibHy HyIbOBY OLIHKY (0).

Tabnuys 8.1
Kpwurepii Ta MeToaIH OLIHIOBAHHA
Meronun Kpurepii oriHroBaHHS Cucrema
OLIIHIOBaHHS,
Oanu
PoGora Ha | BucTaBisieTbcsl 3700yBauy BHUIIOI OCBITH, SKUM ILUJIKOM 1 7-8
CeMIHAapChKH | BCEOIYHO PO3KPUB MHUTAHHs, BUIBHO ONEpYye MOHATTAMH 1




X Ta
NPaKTUIHUX
3aHSATTSX,
HaJl
KOMaHIHUM
1 podoTamMu
TOLIO

TEPMIHOJIOTIEI0, JEMOHCTPYE TIMOOKI 3HAHHS JKEpel, Mae
BJIACHY TOYKY 30py CTOCOBHO BIAMOBIAHUX MHTaHb 1 MOXE
apryMEHTOBAHO il JIOBOJIUTH;

Jocar e  3aBHaHHS, MPOJAEMOHCTPYBaB
3aCTOCOBYBATH 3HAHHS HA MPAKTHIIL.

3aTHICTH

BUCTABIIIETbCA 3700yBady BHIIOI OCBITH, SKHH PO3KPUB
OUTAHHS y 3arajbHUX pHCax, ajie CIOCTepIraloTbes JesiKi
YIYIICHHsI TPU BIAMOBIA1 HA MUTaHHS, OOTPYHTYBaHHS HETOYHI,
HE MIATBEPIKYIOTCS JOCTATHBO OOTPYHTOBAaHUMH JJOKA3aMU;
YaCTKOBO JOCST LijJel 3aBIaHHSA, IPOJAEMOHCTPYBAB 3/1aTHICTh
3aCTOCOBYBATH 3HAaHHS Ha TMPAKTHUIl, NPOTE NPUITYCKABCS
NEBHUX OMHJIOK.

BUCTABISIETbCA 3700yBady BHUINOI OCBITH, SKUH PO3KPUB
NUTAaHHA Yy 3arajbHUX pHCaX, pO3YMi€ IXHIO CYTHICTb,
HAMaraerbcsi POOUTH BHCHOBKH, ajl€ MpPU LBOMY CIa0KO
OPIEHTYETBCS B JDKEpelax, MPHUITYCKAEThCS IPyOUX MOMUIIOK,
MaTepia BUKJIAIa€ HEJIOTIYHO; HE JOCAT ITUIeH 3aBIaHHsI.

34

BUCTABIISIEThCS 3/100yBavyy BUIIOT OCBITH, KHW Ma€ HasBHICTb
MIEBHOTO YSBJICHHS MIOJI0 MaTepially TeM 3MICTOBHOTO PO3JILTY,
HEMOBHI BIJAMOBII, JOMYIIEHHS 3HAYHOI KUTBKOCTI MOMUJIOK
IIPH YCHIM BIATIOBII.

3100yBay pO3KPUB IUTAHHS y 3araJIbHUX PUCAX, IPUITYCKAEThCS
rpyOuX MOMMIIOK, MaTepiall BUKJIAJa€ HEJIOTIYHO.

3100yBayd HE B 3MO31 JaTH BIAMOBIIb HAa TOCTABIICH] 3aITUTAHHS,
a0o BIANOBiAb HE MpaBWIbHA, HE PO3yMi€ CYTh NHUTaHHS, HE
03HAHOMJICHUH 3 JKepeaaMu, He MOKe 3pOOUTH BUCHOBKIB.

3a
TEOPETUYHE
IMUTaHHS
3aJ11KOBOr'O
ourery

3100yBay IIIKOM 1 BCEOIYHO PO3KPUB CYTHICTh HHUTaHHS,
BUIBHO OMNEpyE TMOHATTSAMU 1 TEPMIHOJIOTI€I0, JEMOHCTPYE
rMOOK1 3HAHHS JKEPEJl, Ma€ BJIACHY TOUYKY 30pY CTOCOBHO
BIJIMOBIHUX MUTAaHb 1 MOXKE aPTYMEHTOBAHO ii IOBOJUTH.

9-10

3100yBay PO3KPUB CYTHICTh IHTaHHs, BUIBHO OIEpYyeE
MOHATTSIMU 1 TEPMIHOJIOTIEIO, alleé CHOCTEPIraloThCs JIesKl
YIOyIIEHHs TpH BIJNOBIAAX Ha TMHUTaHHS Ta HETOYHI
OOTpYHTYBaHHSI.

6-8

3100yBay pO3KPUB MUTAHHS y 3arajlbHUX pUcax, pO3yMi€ iXHIO
CYTHICTh, HaMaraeTbcsi pOOUTH BHCHOBKM, ayie cjaabKo
OpIEHTYETHCS B JKEpesax, MPUIYCKAETbCS TOMHUIIOK, MaTepia
BUKJIA/Ia€ HEJIOT14HO.

3100yBay HE PO3KPUB NMUTAHHS HABITh Y 3arajlbHUX pHcax, He
po3yMi€ HOro CyTHOCTI, HE OpIEHTYETbCS B JiKepenax,
NPUITYCKAETBCSI TPyOMX TOMWIJIOK, Martepiajl  BHUKJIAJa€
HEJIOTT4HO.

9. Cxema HapaxyBaHH#A 0aJiB

B 0ocHOBY peWTHHIOBOi CUCTEMH HAaBUaHHS MMOKJIAJCHO MPUHIMIT HAKONWYEHHs OajiB 3a
NEeBHUN MepioJ HaB4YaHHS (cemecTp), Kl 3400yBay OTpPUMYE 3a BUKOHAHHS PI3HUX BHJIB
nisutbHOCTI. CyMa 1MX OaiB BUCTYIAE B POJII KUIBKICHOTO MOKa3HHUKA SIKOCTI poO0TH 37100yBaya.

Oninka ycmimHOCTI 3/100yBaya € pEeHTHHIOBOIO 1 BHCTaBISETHCS 3a 0araroOaibHOIO
IIKAJIO0 3 YpaxyBaHHIM OLIIHOK 3aCBOEHHS OKPEMUX PO3/LTIiB.

KpuTepii ouiHiOBaHHSI HABYAJbLHUX JOCSATHEHb



IToTouHMIT KOHTPOJIB, CAMOCTIHHHA po0OTa, IHAMBIAYaIbHI 3aBJaHHS | 3asikoBa
Cyma
| 2| 1™ | T4 | 15| Te | T7 | T [LAoM | pobom
60 40 100
7 7 8 8 8 8 7 7
T1, T2 ... — TeMH QUCHUILIIHH.

g onycky A0 CKIaJaHHs MiJICYMKOBOTO KOHTPOJIIO (3alliKy) 3100yBad BHUINOI OCBITH
noBuHEeH HaOpatu He MeHmie 30 6ajiB 3 HABYAIBHOI TUCIMILIIHM ITiJ] 4aC MOTOYHOTO KOHTPOIIIO,
CaMOCTIHHOT poOOTH, 1HIMBIIYaTbHOTO 3aB/IaHHS.

Ikana ouiHIOBaHHSA

CymMa 6aiiB 3a BC1 BUAM HAaBYAITBHOL Ouinka
JUATEHOCTI POTATOM CEMCCTPY JUTSI TBOPIBHEBOI IITKAJIH OI[IHIOBAHHS
90— 100
70-89
3apaxoBaHO
50-69
1-49 HE 3apaxOBaHO

10. PexomengoBaHna Jiteparypa
OcHoBHa JiTepaTypa

2. JlucTaHUiWHUN KypC 3 TUCIHUILIIHU «J{1TOB1 CydacHi JOKYMEHTH 1 KOPECHOHJIEHINIsN» -
https://moodle.karazin.ua/course/view.php?id=5385
3. ba6iit 1. B. OcHOBH NiTOBOJCTBA : HaBUAIbHO-METOJMYHE BUAAHHS JJIsi KYpCAHTIB Ta

cTyaeHTiB 2-3 kypcis. JIbBiB : CITIOJIOM, 2020. 76 c.

4. ICTY 4163:2020: YuidikoBaHa cUCTEMa OpPraHi3alliiHO-PO3MOPAIYOI JOKYMEHTAIII].
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JACTY Al «YxpHIHILL», 2020. 37c.
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2017. 624 c.
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JonaTtok 10 po60o4oi mporpaMu HaBYaIbHOI AUCITUILIIHA

Homatox 1

(Ha3Ba AUCIMILTIHN)

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

3acTyIHHUK JIeKaHa (dakynbTeTy 3 HaBUaIBHOI POOOTH
(migmuc) (mpizBume, iHimiamm)

« » 20 p.

["onoBa HAyKOBO - METOIUYHOI KOMICIT (bakynpTeTy
(migmuc) (mpi3Buiie, iHimiamm)

« » 20 p.




