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BCTYII

[Tporpama HaBYaIbHOI AMCUUIUIIHK «/liJIOBI CydyacHI JOKYMEHTH 1 KOPECHOHACHIIISD)
CKJIaJieHa BIJMOBIIHO JO OCBITHBO-TIpodeciitHoi mporpamu «MikHapoaHa iHpopMalis Ta
MDKHApOJIHI KOMYHIKaIii» MmAroToBku OakamaBpa 3a cremiaibHICTIO 291 «MiKHapoIHi
BIJIHOCHHH, CYCITUIbHI KOMYHIKaIlii Ta perioOHaJIbHI CTYIi1».

1. Onuc HaBYAJIBLHOI AUCHHUILIIHA

1.1. MeToro BUBYEHHS AUCIUILTIHU «JI17TOBI cy4acHI JOKYMEHTH Ta KOPECHOHJCHIISN» €
OTPUMAaHHS HEOOXITHMX 3HaHb 3 CYYaCHOTO [iJIOBOJCTBA, IOB’S3aHUX 13 CTBOPECHHSM Ta
oprasizarfiero poOboTH 3 TOKYMEHTaMH{ BiAMOBIIHO O BUMOT YMHHHX JEPKaBHUX CTAHMAPTIB 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 IPEAMETHOI 00JIacTi Ta pO3yMiHHS POQECiiHOT TiSITBHOCTI;
3K9 — 31aTHICTh BUKOPUCTOBYBATH 1H(pOpPMAIliiiHI Ta KOMYHIKAI[iH1 TEXHOJIOT1,
3K10 — 31aTHICTh CHUIKYBATHCA AEPKaBHOIO MOBOIO SIK YCHO, TaK 1 THCbMOBO;
3K12 — 31aTHICTh 10 MOIIYKY, 0OpOoOJIeHHs Ta aHami3y iHpopMaIlii 3 pi3HUX HKEpe.

- (hopMyBaHHS HACTYIHUX CIEIiabHUX ((paxOBHUX) KOMIIETEHTHOCTEH:
CK6 — 3parHICTP 3aCTOCOBYBaTM 3acaid JAMIJIOMAaTHYHOI Ta KOHCYJIBCBKOI —CILy»XKOH,
JUTUIOMAaTUYHOTO MPOTOKONY Ta €THKETY, YMIHHS BECTH AMIUIOMATHYHE Ta JIJIOBE JIMCTYBAHHS
(YKpaiHCBKOIO Ta IHO3€MHUMHU MOBaMH);
CK12 — 3parHicTh /10 3A1MCHEHHA KOMYHIKauii Ta 1HQOpMaliiiHO-aHaTITHYHOI JISIBHOCTI Y
cdepi MKHApOAHUX BIIHOCHH (YKPaiHCHKOIO Ta IHO3EMHUMH MOBaMH);
CK16 - po3yMiHHS CYyTHOCTI Cy4aCHUX CTpaTerii BEJCHHs IUIIJIOMATUYHUX NIEPETOBOPIB.

1.3. KinbkicTh KpeauTis - 4

1.4. 3aranpHa KiabKicTh ToguH — 120

1.5. XapakTepucTrKa HaBYaIbHOI AUCIUILTIHU

O060B’sA3K0Ba

Jlenna ¢opma HaBuaHHS ‘ 3aoyHa (AucTaHuiliHa) popMa HaBUAHHS
Pix miaroroBku
1-i | it
Cemectp
2-it | it
Jlexmii
32 ron. \ roJ.
[IpakTiyHi, ceMiHapChKi 3aHATTS

16 rogx. \ roJ.

JlaGopaTopHi 3aHATTS

- \ roJl.

CamocriitHa poOoTa

72 ron. ‘ roI.

y TOMY YHCIIi iIHIUBIyaTbHi 3aBIaHHS




1.6. 3amanoBaHi pe3yabTaTH HABUYAHHS

30006y6aui nosunni 3Hamu:
PHO/ - 3Hatm 3acagM JUIJIOMAaTHYHOI Ta KOHCYJIBCHKOI CIIY»OH, crenudiky Tta
0COOJIMBOCTI IUMIJIOMATUIHOTO TPOTOKOITY Ta ETHKETY;

30006y6aui nosunni emimu.

PH13 - 30upatu, oOpoOnsATH Ta aHami3yBaTH BeIWKI oOcsaru iHdopmarii mpo craH
MDKHApOAHMX BiIHOCHH, 30BHIIIHBOI MOJITHKH YKpaiHM Ta iHIIMX JepXkaB, PEriOHaJIbHUX
CHUCTEM, MIXKHAPOIHUX KOMYHIKaIIiH;

PH16 - 3xilficHIOBaTH NPUKIATHUN aHATI3 MDKHAPOAHHUX BIAHOCUH, 30BHINIHBOT MOJIITUKH
VYkpainu Ta HIMX JAepxkKaB, MDKHAPOIHUX IPOIECIB Ta MDKHAPOJIHOI CHUTYaIlil BIAMOBIAHO 10
MOCTAaBJICHUX IJIeH, TOTyBaTH iH(GOpMaIliiiHi Ta aHAIITUYHI MaTepiaiu;

PH21 - BecTH auIIOMaTHYHE Ta JUJIOBE JIMCTYBaHHS YKPAiHCHKOI Ta 1HO3EMHHMH
MOBaMH, MTPAIFOBATH 3 AUILIOMATHYHUMH Ta MDKHAPOJHUMH JJOKYMEHTaMHU.

2. TemMaTHYHMII IJIAH HABYAJILHOI JUCIUILIIHA

Tema 1. lino6o0cmeo sk 2any3v 3HAHG [ OiSLIbHOCMI

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

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

3. 3aKOHO/aBYE PETYIIOBAHHS JIJIOBOJCTBA.

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

5. Knmacuoikanist JOKyMEHTIB.

Tema 2. Cxnaoanus peksizumie 0OKyMeHmis

1. [ToHATTS PO PEKBI3UTH JOKYMEHTA.

2. PexBi3uTH JOKyMEHTIB 3a Jlep:kaBHUM cTaHgaptoM. IlocTiliHi 1 HEMOCTINHI PEKBI3UTH
JIOKYMEHTA.

3. [IpaBuna opopMiieHHs CTOPIHKUA JOKYMEHTA.

4. TTousTTs npo OJaHK AOKyMeHTa i OyiaHk opraHizamii. Bunu 6maHkiB.

Tema 3. Ilpasuna cknaoants OOKyMeHmMi8 3 YNpasiinHs Kaopamu

1. OcHOBHI BU/IM JOKYMEHTIB 3 YIPaBJIiHHS KaJpaMU.

2. IlpaBuna cknagaHHs Ta OGOPMIIEHHS OCHOBHUX BUIIB JOKYMEHTIB 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 cKia0dauHs 008i0K0B0-IHPOPMAYIUHUX OOKYMEHMIE

1. I[TonsTTs PO NOB1AKOBO-1HGOPMAIIIiHI JOKYMEHTH Ta iX OCHOBHI BUJH.

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 006i0ko8o-iHopmayitinux Ooxymenmis. Ilonsmms npo
opeauizayitini 0OKyMeHmu

1. IlpaBuna ckiiagaHHs NPOTOKOIY.

2. IlpaBuna opOpMIICHHS BUTSATY 3 IPOTOKOIY.

3. IlpaBuna ckjialanHs aKTy.

4. IloHATTS PO OpraHi3aliiHi JOKyMEHTH: CTaTyT, MOJOKEHHS.

Tema 6. IIpasuna ma npakmuka cK1a0aHHs pO3NOPA04UX OOKYMEHMIB

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. [TousiTTs ipo ciyxk00Bi (A1JIOB1) TUCTH, TX KIacuiKaris.
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. Opeanizayis 00Kymenmoooicy

1. Opranizairisi JOKyMEHTOOOITY.

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

4. CxnaaHHs 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
PO Oprasi3ariiHi
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. IlpaBuiia ckiiafaHHs JOKYMEHTIB 3 YIIPaBIIiHHS KaJpamMH 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 opraxizauiiftHi 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 TaJIy3b 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 AOBIKOBO-1H(GOPMAaLIHHUX JOKYMEHTIB. 1
[TonsTTS PO OprauizamiiiHi JOKYMEHTH
6 | Tema 6. [IpaBuiia Ta mpakTHKA CKJIaJJaHHs PO3MOPSTYUX JTOKYMEHTIB 1
7 | Tema 7. JliioBe TUCTyBaHHS 1
8 | Tema 8. Opranizaiisi JOKyMEHTO00Iry 1




\ Pazom

5. 3aBaaHHs 11 caMoOCTiiiHOI podoTa

3/

Buan, 3micT camocTiitHOi poboTr

Kinskicts
TOIUH

Tema 1. JI110BOJCTBO SIK rajqy3b 3HaHb 1 AISUTBHOCTI

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 — KJTFOYOBE TOHSTTS IUTOBOACTBA, HOTO OCHOBHI (DYHKIII1.
3aBaaHHS:

[TigroryBatu 3pa3ku TeKCTiB 0(DiliifHO-A1IOBOTO CTUIIIO.
[IpoananizyBaru siki MOBHI 3ac00M 3aCBiIUyIOTh BUKOPUCTAHHS CaMe
[OT'O CTHJIIO 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 BiJCTYIH,
upudTH, IHTEpBAIHN, BapiaHTH pyOpHKaIllii).

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

3. PizHoBH M O1aHKIB Ta GOPMYIIAPIB TOKYMEHTIB.

4. IIpaBuia oopMIIEHHSI OCHOBHHMX PEKBI3UTIB JOKYMEHTA!

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

rpud MOTOJHKEHHS; Bi3a; 1HJEKC; BIIMITKA MPO 3aCBIAYECHHS KOIII;
BiJIMITKa PO KOHTPOJIb; BIIMITKA MPO HAsBHICTh AOJATKY; MeYaTKa.
3aB/aHHS:

Ha okpemomy apky1i BiATBOPUTH CXEMY PO3TAIIyBaHHs 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
BHJIAaHHS JJI1 KypCaHTIB Ta CTyAeHTIB 2-3 kypciB / bab6iit 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 BHAM XapaKTEPUCTUK 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;

— 3asiBU 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. — Ilepesicnas (Kuis. 06:1.): 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 3allMCOK Ta BUMOTH JI0 HAalTMCAHHS
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. TManexa FO.I. 3aranpHe niTOBOJACTBO: TEOPisd 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. IlpaBuna ckinagaHHs JOB1IKOBO-1H(GOPMAIIHHUX JOKYMEHTIB.
[ToHATTS npo opraxizauiifHi TOKyMEHTH
IligroryBary BIAIIOBIAl HA 3aIIMTAHHS:
1. OxapakrepusyiiTe pi3HOBUIU MPOTOKOJIIB.
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);
HiATOTYBAaTH BUTAT 3 IPOTOKOJTY 32 2 MyHKTOM IMOPSJIKY JEHHOTO.
1. Tlamexa HO.l. 3arampHe MAITOBOJACTBO: TEOpis Ta TMpaKTHUKa
KEepyBaHHS JTOKYMEHTAIIIE€IO 13 3aralbHUX MUTaHb: HABYAJIbHUI
nociOHWK — BuA. 4-Te (BumpaBieHe 1 gomoBHeHe) — K.




Bumasaunrso Jlipa-K — 2017.— 624 c.
2. Ba6in . B. OcHOBM [OiJIOBOJICTBA : HABYAJIBHO-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 (QYHKIIIT pO3MOPSATINX JOKYMEHTIB.
2. 3 SKHX YaCTHH CKJIQJAA€THCS TEKCT PO3MOPSIYMX JOKYMEHTIB,
OXapakTepusymTe ix.
3. 1o take Haka3? Sk kinacu(ikyrOTh HaKa3u?
4. OxapakTepusyiiTe BUMOTH JI0 TEKCTY HaKa3y.
5. 3’scyiiTe BUMOTH 10 0(OPMIICHHS BUTATY 3 HaKa3y.
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. JlinoBe TUCTYBaHHS
[linroryBaty BilOBi/l HA 3aIUTAHHS:
1. Ha3BiTh OCHOBHi pEKBI3UTH (CKJIAI0B1) IIIIOBOTO 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 n1ucTa-BiAMOBH.
Hanumrite 3pa30k MOTUBALIHOTO JIHCTA.
1. Cki6ineka JI. 1. JlimoBoactBo: HaBy. moci6. / JI.I. Ckibinpka. —
K.: Llentp HaBuanwpHOi JiTeparypu, 2015. —224 ¢
2. baoiit 1. B. OcHOBM AiTOBOACTBA : HAaBYAJIbHO-METOIUYHE
BUJIAHHS JUI 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 JOKYMEHTIB. 9
4. CxJiajaHHs1 HOMEHKJIATYPHHX CIIPaB.

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

BUJAHHS JJI KYpCaHTIB Ta CTyAeHTIB 2-3 kypciB / babiit I. B. —

JIBiB : CITIOJIOM, 2020. — 76 c.

Pazom 72

6. InuBinyanbHi 3aB1aHHSA

HapyanbHUM ILIAHOM HE nepe;[6aquo.

7. MeToay HABYaHHA




BinmoBigHiCTh METONIB HaB4YaHHS Ta (GOpPM OI[IHIOBAHHS BHU3HAYCHHUM peE3yJIbTaTaM
naBuanHs 3a OIIII Bixn3epkamoe Tabdmn. 7.1
Tabauys 7.1
MeToan HABYAHHS TA 32C00M AIAaTHOCTHUKHU Pe3yJIbTATIB HABYAHHA 32 OCBIiTHHOIO
KOMIIOHEHTOI0 «JlijT0Bi cyyacHi JOKyMeHTH i KOpeCIOHIeHIisD»

[Mudp [TPH Pe3ynbTaTy HaBYaHHSA Metoau HaBYaHHS 3aco0u A1arHOCTUKH
(BiAIIOBITHO (BigmoigHO 10 OITIT) /opmu OIiHIOBaHHS
1o OHIT)

PHO7 3Haru 3acaau | Jlekis, nomyk | OuiHIOBaHHS
JTUTITIOMATHYHOT Ta | Kepen iHdopmartii | pe3yabTaTiB
KOHCYJIbCHKOT CIy’kOH, | (KpUTUYHMN aHami3, | TOCTIIKECHHS Ha
crieniiiky Ta 0COOJMBOCTI | IHTEpHIpETalis), CEMIHAPCHKHUX Ta
JUIIOMAaTUYHOTO MPOTOKOIY | BAKOHAHHS TBOPYHX | MPAKTUYHUX 3aHATTIX;
Ta ETUKETY 3aB/IaHb BUKOHAaHHS  TBOPYHX

3aBIaHb, 3aJI1KOBa
pobota

PH13 30uparn, 0oOpoOmsaTu  Ta | JIekmis, pobOorta 3 | OmiHIOBaHHS
aHaIi3yBaTU BENHUKI 00CATH | MEPBUHHUMHU Ta | pe3yabTaTiB
iH(popMmarrii po CTaH | BTOPUHHUMU JOCITIIKSHHS Ha
MDKHApOIHUX BiJHOCHH, | TaHUMH, CEMIHAPCHKHUX Ta
30BHIIIHBOT MOJIITHKH | TIPE3eHTALis MPAKTUYHUX 3aHATTAX;
VYkpaiHu Ta IHIIMX JepKaB, | pe3yJIbTaTiB BUKOHAaHHS  TBOPYHX
perioHaTbHUX CHCTEM, | TOCIIIKEHb 3aBJIaHb, 3aJiKoBa
MDKHAPOJIHUX KOMYHIKAIIii. pobota

PH16 3nificHioBatn  npukianuuil | Jlekmis, poGora 3 | OuiHrOBaHHS
aHaui3 MDKHAPOJHUX | IEPBUHHUMU Ta | pe3yabTaTiB  TBOPYHX
BITHOCHH, 30BHIIIHBOI | BTOPUHHUMHU 3aBJaHb Ha
MONITUKU YKpaiHU Ta 1HIIMX | JAaHUMH, BUKOHAHHS | CEMIHApCHKUX Ta
JiepKaB, MDKHApOJHHUX | TBOPUMX 3aBJIaHb MPAKTUYHUX 3aHATTAX;
OpoIeciB Ta MIKHApOAHOT 3aJikoBa pobora
CUTyallii  BIAMOBITHO  JO
MOCTaBJICHUX IiIeH,
roryBatu iHpopMaliiiHi Ta
aHAJIITUYHI MaTepiaju.

PH21 Bectn punnmomaruune Ta | Jlekmis, nomyk | OuiHIOBaHHS
JI0Be JUCTYBaHHA | JpKepen iHopMalii | pe3yabTariB
YKpaiHChKOIO Ta 1HO3EMHUMH | (KpUTUYHUN aHaui3, | JOCIIKEHHS Ha
MOBaMH,  MpalfoBaTH 3 | IHTEpIIpeTaris), CeMiHapChKHUX Ta
TUTUIOMAaTHIHUMHE Ta | BAKOHAHHS TBOPYHX | MPAKTUIHHUX 3aHATTSIX;
MIKXHAPOTHUMH 3aB/IaHb BUKOHAaHHS  TBOPYHX
JIOKYMEHTaMH. 3aBJaHb, 3aJ11KOBa

pobota

3amicTh BUKOHAHHS 3aBJIaHb (BUBUEHHS TEM) MOXKYTh TaKOX JI0JIATKOBO BPaXxOBYBaTUCh
TaKi BUJU aKTUBHOCTEH 3100yBava:

- y4acTh B MaiicTep-Kiacax, KOH(QepeHLisx, ceMiHapax, 3ycTpidyax 3 mpodjeMaTuku
JTUCITUILTIHK (3 MiATOTOBKOIO ece, 1H(OPMAIIHHOTO MOBIJOMIIEHHS TOIIO, MIO MiATBEPIKEHO
HaBYAJIbHOIO IIPOrPaMoI0 3aX0/y UM BiJIOBITHUM CEPTH(IKATOM);

- y4acTh Y HAayKOBO-IOCHITHUX Ta MPUKIATHUX JOCITIDKEHHSIX 3 MPOOIeMaTUKU
JTUCIUILITIHYU (TIATBEPIKYEThCS JEMOHCTPAIIIEIO BIAMOBITHUX MaTepialiB).



8. MeToau KOHTPOJIIO

3acBOEHHS TeM pO3IUTB (MOTOYHMN KOHTPOJb) 3HIMCHIOETHCS HA CEMIHApPCHKHX Ta
NPaKTUYHUX 3aHATTSAX BIAMOBIAHO 110 KOHTPOJbHHUX wijei. OCHOBHE 3aBIaHHS MOTOYHOTO
KOHTPOJIIO — TIepeBipKa PiBHS MiArOTOBKH 3/100yBaviB 10 BUKOHAHHS KOHKPETHOI pOOOTH.
IMoToyHmMii KOHTPOJIL i OLIHIOBAHHS PE3yJIbTaTiB HAaBYaHHsS Iepea0dadae BHCTABICHHS
OIIIHOK 3a BciMa (popmMamu MPOBEICHHS 3aHSTh:
- KOHTPOJb Ta OI[IHIOBaHHS AaKTHUBHOCTI poOOTH 3100yBaua miag dYac JEKIiHHUX,
CEeMIHAPCHKHUX Ta MPAKTUYHHX 3aHATH (TPYNOBA AUCKYCis, TPEHIHTOBI 3aBJJaHHS);
- KOHTPOJIb Ta OIlIHIOBAHHS SKOCT1 MIATOTOBKH Ta pO3POOKH MPOEKTHHUX 3aBIaHb B X0
IHAMBIAYaIbHO / KOMaHIHOT pOOOTH CTY/ICHTIB;
- KOHTPOIIb 3aCBOEHHS TEOPETUYHOTO Ta MPAKTUYHOTrO Marepiany (y BUTISAI YCHOTO
OIIUTYBAHHS);
- KOHTpOJIb Ta OI[IHIOBaHHS BMiHb BUPIIIYBAaTH aHAJTITHYHI Ta 1HIII 3aBJIaHHS;
- KOHTpOJIb Ta OI[iHIOBAaHHS BMiHb IPOBOJWUTH JOCIHIPKEHHS Ta IPE3CHTYBATH i3
3aCTOCYBAaHHSM CydacHUX 1HQOpMAIIITHIX TEXHOJIOT1iA;
- OIIHIOBaHHS BMiHb Ta HABHUYOK 30MpaTu Ta 00pOOIIIOBATH IaHi.
Ha cemiHapchkuX Ta MPakTUYHHUX 3aHATTAX 3700yBad MOkKe oTpumatu Bix 1 mo 8 Gamis.
MaxkcumanbsHa cyma 0ajiB 3a IOTOYHUM KOHTpOJIeM cKianae 60 6aJis.
IMincymMKoBHMii KOHTPOJIb 3/11CHIOETbCA TiJ] Yac MPOBEACHHS 3alliKy. 3arajbHa KiIbKICTh
OaJtiB 3a ycIinHe BUKOHAHHS 3a1ikoBoro 3aBaanHs — 40. Uac BukoHaHHs — 110 80 XBUJIHH.
3amikoBuid Oiner ckmamaerbes 3 30 TECTOBUX 3allMTaHb, KOXKHA BipHA BIJIIOBIJb
OIIHIOETHCS Yy 1 6a Ta OJHOTO TEOPETHUYHOTO 3AIUTAHHS, IO OMIHIOETHC y 10 GaiB.

YBATI'A! V pa3zi BukopucTaHHs 3a00pOHEHHX JDKEpesl Ha 3alliky 3700yBad HAa BHMOTY
BUKJIaJ[a4ya 3aJIMIIAE ayTUTOPII0 Ta OJEPIKYE 3araibHy HyJIbOBY OIIHKY (0).

VY pa3i HacraHHS / TOAOBXKEHHs [ii 00CTaBHH HenmoOOpHOI cuim (3ampoBaKCHHS
KOPCTKUX OOMEKeHb 3 3a00poHOI0 BinBimyBanHs 3BO cryneHTa neHHOI (Gopmu HaBYaHH:)
3n100yBayaM HaJla€ThCs MOKIIMBICTD CKJIacTH 3auik (Oinet mictuth 30 TeCTOBUX 3aBAaHb, 1 Oan
3a KOXHY BIpHY BIANOBiAb Ta | TEOpeTHYHE 3alHUTaHHS, 10 OLIHIOEThcs y 10 OGamis)
aucTanuiiHo Ha miaargopmi Moodle B aucranuiiinomy Kypcei «Jl10BI cydacHI JOKYMEHTH 1
KOpeCToHIeHITis, peskum noctymy: (https://moodle.karazin.ua/course/view.php?id=5385).

Tabnuys 8.1
Kpurepii Ta MmeToau ouiHiOBaHHA
Meroaun Kputepii oriHroBaHHs Cucrema
OIlIHFOBAHHS,
Oanu
PoGora Ha | BucTaBmseTbca 3100yBauy BMINOi OCBITH, SKHH IIUJIKOM 1 7-8
CEeMIHapChKH | BCEOIYHO PO3KPUB MHTAaHHSA, BUIBHO OINEpPYye MOHATTAMHU 1
X Ta TEPMIHOJIOTI€I0, JEMOHCTPYE TIMOOKI 3HAHHS JKepel, Mae
MPAKTUYHUX | BJIACHY TOYKY 30py CTOCOBHO BIANOBITHUX IMUTaHb 1 MOXKeE
3aHATTAX, apryMEeHTOBAHO il JIOBOJIUTH;
Haj JIOCAT  IiJed  3aBOaHHS, TPOJEMOHCTPYBaB  3IaTHICTh
KOMaHJIHUM | 3aCTOCOBYBATH 3HaHHS Ha MPAKTHIIL.
U poOOTaMU | BHUCTABISIEThCS 3700yBady BHIINOi OCBITH, SKHA PpO3KPHB 5-6
TOLLO OUTAHHS Y 3arajbHUX pHCax, ajieé CIOCTEpIraroThCs JAesKi
VIOYHOIeHHS TpH BIANOBIAI Ha NHUTaHHS, OOIPYHTYBAaHHSA
HETOYHI, HE MiATBEPAXKYIOTHCS JOCTaTHbO OOIPYHTOBAaHMMHU
JI0Ka3aMu;
YaCTKOBO JIOCST IIiJICH 3aBIaHH, MPOJIEMOHCTPYBAB 3/1aTHICTD
3aCTOCOBYBAaTH 3HAHHS Ha MpPaKTHIl, NPOTE NPUIYCKABCS




MIEBHUX TTOMHIIOK.
BUCTABIISIETbCA 37400yBady BHUINOI OCBITH, SIKMHA PpO3KPUB 3-4
NUTAHHS Yy 3arallbHUX pHCax, pO3yMi€ IXHIO CYTHICTb,
HAMaraeTbCsi pPOOWUTH BHUCHOBKH, aje€ TpPU IbOMY CIabKO
OpIEHTYETHCS B JDKEpeNiaX, MPUITYCKAEThCS TPYOUX MOMMIIOK,
MaTepia BUKJIAIa€ HEJIOTIYHO; HE JOCAT I[IeH 3aBIaHHS.
BHUCTAaBJIIETHCS 37100yBauy BHIINOI OCBITH, KN Ma€ HAsBHICTh 2
MIEBHOTO YSBIICHHS MIOJI0 MaTepialy TeM 3MICTOBHOTO PO3JLTY,
HEIOBHI BIJIMOBIiI, JOMYIICHHS 3HAYHOI KIJTBKOCTI MOMHJIOK
1pY yCHiH BiAIOBII.

3m00yBady  pO3KPHB  TNHTaHHS y  3arajlbHUX  pHcCax, 1
OPUITYCKAEThCSL  TPYyOMX  IMOMMJIOK, MaTepial  BHKIJIaJae
HEJIOT1YHO.

3m00yBady HE B 3MO31 JaTH BIANOBib HA IOCTaBJICHI 0

3anuTaHHs, a0o BIAMOBIAb HE MpaBUJIbHA, 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 MOHATTAMU 1 TEPMIHOJIOTIEND, JIEMOHCTPYE
MMUTaHHS rIIMOOKI 3HAHHS JDKEPEN, Ma€ BIACHY TOYKY 30py CTOCOBHO
3aJIIKOBOT'O BiJIMOBIHUX MUTAaHb 1 MOXKE aPT'YMEHTOBAHO ii IOBOJUTH.
oinery 3m00yBay PO3KPUB CYTHICTh THTaHHS, BUIBHO OIEpYE 6-8

MOHATTSAMH 1 TEPMIHOJIOTIE€I0, alle CIIOCTEPIraroThCsA JIEsKi
VIYIIEHHS. TIpH BIANOBIASAX HAa THTAaHHI Ta HETOYHI
OOIPYHTYBaHHS.

3100yBa4 pO3KpUB MUTAHHS Y 3aralIbHUX PHUCAX, PO3YyMi€ IXHIO 3-5
CYTHICTh, HAaMaraeTbcsi pPOOUTH BHCHOBKM, ajie CJIabKo
OpIEHTYETHCS B JKEperax, MPUIYCKAETbC TOMHUIIOK, MaTepial
BHKJIAJ]a€ HEJIOT1YHO.

3100yBay He PO3KPUB MUTAHHS HAaBITh Yy 3arajlbHUX pHcax, He 0-2
po3yMi€ HOro CyTHOCTI, HE OpIEHTYETbCS B JUKepenax,
NPUITYCKAETBCS TPyOMX TOMMIJIOK, Martepiajl  BHUKJIAJae€
HEJIOTI4HO.

9. Cxema HapaxyBaHH#A 0aJiB

B 0ocHOBY peWTHMHIOBOi CUCTEMHU HAaBUaHHSI MMOKJIAJ€HO MPUHIMII HAKONWYEHHs OajiB 3a
NEeBHUN MepioJ HaBYaHHS (cemecTp), dKi 3700yBady OTPUMY€ 3a BUKOHAHHS PI3HMX BUIB
nisutbHOCTI. CyMa 1MX OaiB BUCTYIAE B POJII KUIBKICHOTO MOKa3HUKA SIKOCTI poOO0TH 37100yBaya.

Oninka ycmimHOCTI 3/00yBauya € pPEeHTHMHTOBOIO 1 BHUCTaBISETHCS 3a 0araroOagbHOIO
IIKAJIO0 3 YPaxyBaHHIM OIIIHOK 3aCBOEHHS OKPEMHX PO3ILIiB.

Kpurepii oniHioBaHHs1 HABYAJIbLHUX J0CATHEHb

[ToTounMit KOHTPOJIb, CAMOCTIHA PpOo0OOTa, IHAUBIIYalIbHI 3aBlaHHs | 3asikoBa

TL | T2 T3 T4 | T5 | T6 | T7 | T8 |FAsom | pobora Cyma
60 40 100

7 7 8 8 8 8 7 7

T1, T2 ... — TeEMH OTUCHMILIIHH.



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. [inoBoactBo (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. VYkpaiHceka MoBa mpodeciiiHoro cnpsimyBaHHs: HaBd. [lociOHmk. 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  IlpaBunm  opranizamii  AUTOBOACTBA Ta  apXiBHOTO
30epiraHHs JOKYMEHTIB y JI€p)KaBHHX OpraHax, OpraHax MiICIIEBOrO CaMOBpSIyBaHHSA, Ha
HiANpHEMCTBAX, B yCTaHOBaxX 1 opranizauisx: Haka3 MinictepcTBa roctunii Ykpainu Big 18
uepBHs 2017 p. Ne 10005. URL: www. http: zakon.rada.gov.ua/laws/show/z0736-15-

13. Cenpuenkona I'. ABTOMAaTH30BaHI CUCTEMHU yIIpaBIIiHHS JIOKYMEHTaMH.
DyHKIOHATBHI MOMKJIMBOCTI CHCTEM, M0 3a0€3Me4yioTh EJICKTPOHHHN JOKyMEHT00OIr. //
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 ronghepenyis «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 caitt 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
mon.gov.ua/storage/app/media/zagalna%?20serednya/%202019.pdf -  Vkpaincbkwuii
TIPABOITUC

o0k whE

12. OcobuBOCTI HABYaAHHS 32 JCHHOIO (POPMOIO B YMOBaX /il 00CTaBMH HeNOOOPHOI CHIIH

B ymoBax nii dopc-MaxopHUX OOMEXEeHb OCBITHIH MpOIEC B YHIBEPCUTETI 3AiIMCHIOETHCS
BIJIMOBIIHO 70 Haka3iB/ pPO3MOPSIKEHb DPEKTOpa/ MpopekTopa abo 3a 3MimaHow (GopmMoro
HaBYaHHSI a00 TOBHICTIO AWCTAHILIWNHO B CHHXPOHHOMY pexumi.CKIagaHHs TiJICYMKOBOTO
CEMECTPOBOTO KOHTPOJIO: B pa3l 3alpoBAaKEHHS >KOPCTKUX OOMEXeHb 3 3a00pOHOI0
BinBinyBanHs 3BO cryneHTaM JeHHOI (OpMH HaBUaHHS HAJAETHCSI MOKIHUBICTH CKIIACTH
eK3aMeH aucTaHiiiHo Ha tuiatdpopmi Moodle B aucranmiiHomy Kypci «JlimoBi cydacHi
JIOKYMEHTHU 1 KOPECTIOH/ICHIIIS, pEeXUM JOCTYIY:
(https://moodle.karazin.ua/course/view.php?id=5385).


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/

[Tutanns 1o 3amiky 3 quciuIUIiHg J[i710B1 CydacH1 JOKYMEHTH 1 KOPECTIOHICHITis

. JIi7I0BO/ICTBO SIK raiy3b 3HAHb 1 AISTILHOCTI.

. IcTopis craHOBIEHHS I1710BOJICTBA B YKpaiHi.

. OdiniitHO-11710BUH — CTUIIB TIIOBUX JOKYMEHTIB.

. 3aKOHO/IaBYE PETYIIOBAHHS 1JIOBOJCTBA.

. JlokymeHT — 3aci0 peanizamii pyHKIil ynpaBIiHCHKOI AiSTILHOCTI.

. Kimacudikarii 1oxkymMeHTiB.

. OyHKIIT TOKyMEHTIB.

. [lonsiTTa pexBizuTa, hopmyisapa Ta popmysspa-3pa3ka ciy>k00BOro JOKyMEHTa.

. Ckmaz peKBi3UTIB IOKYMEHTIB Ta CXEMH iX pO3TalllyBaHHS Ha apKyl namnepy ¢opmary A4,
Bu3HaueHi JICTY 4163-2020.

10. IMocriitHi 1 HENOCTIiHI PEeKBI3UTH TOKYMEHTA i OopraHi3arii.

11. TlonsTTs 6aHKa TOKyMeHTa 1 6J1aHKa oprasizaiii. Buau 6maHkiB.

12. OcHOBHI BU/IM JOKYMEHTIB 3 YIIPaBIiHHS KaJPaMH.

13. IlpaBwiia ckitamanHs Ta 0oOpPMIICHHS 3asBH; aBToO10rpadii; XapakKTEpUCTUKHU; 0COO0BOT
CIIpaBHy.

14. TlpaBwiia cKJ1aJlaHHS pE3rOMe.

15. IlpaBuna ckinaganss i oopMIICHHS OCHOBHHX BHJIIB JIOBIAKOBO-1H(POpPMALIIHHIX
JIOKYMEHTIB: TOBiAKH, iHpOpMaIlii, 3BITY; JOMOBIIHOI, MOSCHIOBAILHOI, CITyk00BO1 3aICKU;
JIOIOBIil.

16. [ToHATTS Mpo po3noOpsAAUL JOKYMEHTH Ta iX OCHOBHI BUIM.

17. IlpaBuna ckiagaHsst i opOpMIICHHSI OCHOBHHX BHIIB PO3MOPSAYNX JOKYMEHTIB: PillICHHS;
MIOCTaHOBU; PO3MOPSKEHHS; HAKa3y.

18. IpaBuna ckinaganHs i 0pOPMIICHHS IPOTOKOITY, BUTSTY 3 IPOTOKOIY.

19. [IpaBuna ckinaganHs i 0POPMIICHHS aKTYy.

20. linoBe nucTyBaHHA. Buan ciry>kO0BUX JIUCTIB.

21. OcHOBHI BUMOTH JI0 TEKCTY I1MOBUX JUCTIB. OdOpMIICHHS TITOBHUX JIUCTIB.

22. Opranizariist ToKyMeHTO00ITy. JIOKyMEHTOOOIr SIK pyX MOTOKIB yIPaBIiHCHKOT
JIOKyMEHTAIT].

23. IpuiiMaHHs BXiTHUX TOKyMeHTiB. [lomepenHiit po3risin qokymMeHTiB. PeecTpartist BXiTHHX,
BUXI1JITHUX Ta BHYTPIIIHIX JOKYMEHTIB.

24. Tlopsimok 00poOJICHHS Ta HAJACHIAHHS BUX1THUX TJOKYMEHTIB.

25. ®opmH 3BepTaHb y AUIOBUX JIUCTAX.

26. [IpaBuina cKOpo4eHb y TOKyMEHTAaX.

27. BuMoru 10 TeKCTy MOTHBAIIIIHOTO JIUCTA.

OO NO O WN PR



JonaTtok 10 po60o4oi mporpaMu HaBYIbHOI AUCITUILIIHA

Homatox 1

(Ha3Ba AUCLMIUTIHK)

Jiro po6o4oi nmporpamu mpo1oBxKeHo: 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.




