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AHOTaNLIA KypCy

HapuanbHuii kypc «OCHOBHM 3arajlbHOro Ta CIELIaIbHOIO ILIOBOJICTBA»
3aiiMae 0coOJIMBE MICIE cepell AUCHUILIIH, IO BUBYAIOTHCA B AKajeMii, ajke
caMe B JUIOBUX Marepax BUABISETbCS MPO(ECIOHATI3M Ta KOMIETEHTHICTh iX
yKJIaaaya.

OCHOBOIO BUBYCHHSI HaBYAJIbHOI JAUCIHUILIIHK € JOKYMEHT, OpraHi3aliifHi
MPUHIIUMIIN ¥ TEXHOJIOTIS TOKYMEHTAIIMHOTO 3a0€3MeUeHHsl JisJIbHOCTI OPraHiB Ta
ycranoB JIKBC VYkpainm, ska 3acHOBaHa Ha IHHOBAIIMHMX MeTOAax poOOTH 3
nokymeHTamMu. Ilpu BHBYEHHI KypCcy KypCaHTH MI3HAIOThCS TPO TOHSTTS
«IOKyMEHT», #oro ¢yHKIil, kiracudikamio, HaOyBalOTh HABUYOK CKJIAJIaHHS
PI3HHMX BUIB JOKYMEHTIB, BIANPAIbOBYIOTh O()OPMIICHHS PEKBI3UTIB JJOKYMEHTIB,
OTPUMYIOTh 3pa3Ku AUIOBUX MamnepiB, IO € HEOOXITHUMHU B MPAKTUYHIN poOOTI.

Kypc «OcHOBH 3araqbHOTO Ta CIEIIaJbHOTO JUIOBOJACTBA» BigoOpakae
CydacH1 HampsiIMH pallioHaJbHOI MOOYIOBH MPOIECIB POOOTH 3 JOKYMEHTaMH 1
0a3yeTbcsl  Ha YUHHUX HOPMAaTHBHHX MarepiajaxX, IIM0 pPerjiaMeHTYIOTh
JOKyMEHTalliiiHe 3a0e3leueHHs — Jep’KaBHUX CTaHJapTax Ta BIJOMYMX
nokymenrtax JIKBC Ykpainu.

s gucruruiiHa TICHO  TEPEIUIiTAeThesl 3 YKPAiHCBKOK — MOBOIO,
1HQOPMATHKOIO, KPUMIHAJIBHUM  TIPOILIECOM, KPUMIHATICTUKOI, PEKUMOM
TAEMHOCTI, TICHITCHIIIAPHOIO TIENAaroTiKO0, TICHITCHIIAPHOI TICUXOJIOTIE0 Ta
IHIMTUMHA ~ HaBYAJIBHUMM  AUCHUIUIIHAMH. [lpm BHBYCHHI 1Ii€i JIUCHMILUTIHU
OPUAUIETCA yBara Ha TOEIHAHHSA TPaAuIIMHUX (3BUYHUX) Ta IHHOBAIIMHHUX
dopm pobotm — Jekmis, OOrOBOpEHHsS NHUTaHb CEMIHApy, a TaKOoX
BUKOPUCTOBYBaTUMYThCSI po0OTa 3 TEKCTaMH, oOpraHizaiis IUCIyTiB, ¢adynu
CUTYaIlIHMX 3a/1a4, HAIMCaHHS TBOPUYOTO 3aB/IaHHS-ECE.

Merta Kkypcy

Mertoro BUKIAMaHHS HaBYaibHOI AMCHMIUIIHU «OCHOBU 3arajibHOro Ta
CHEIIaTbHOTO [IJIOBOJICTBA» € YIOCKOHAJICHHS Ta TOMIHOJIEHHS 3HAaHb TIPO
BJIACTUBOCT1, OCOOJMBOCTI, O3HAaKH, Kiaacu(ikaiii IOPUIAIYHUX JOKYMEHTIB;
PO3IIMPEHHS 3HAaHb CTOCOBHO BHMOT IOPHAMYHOI TEXHIKA M0 CKIajgaHHSI U
opopMiIeHHST IOPUIMYHUX JIOKYMEHTIB, 3aCBOEHHS 3HAaHb IIMOAO0 OCHOBHUX
PEKBI3UTIB Ta iX CTPYKTYpH; (hOpMYyBaHHS BMiHb 1 HABUYOK POOOTHU 3 IOPUIUYHUMU
JOKYMEHTaMH y IUIONIMHI MPaB0O3aCTOCOBHOI MAISUIBHOCTI OpraHiB Ta YCTaHOB
Jlep>kaBHOi ~ KpUMIHQJIbHO-BUKOHABYOI  CHy)kOM  YKpaiHM; yKJIaJaHHA Ta
penaryBaHHS yNpaBJiHCHKUX, TPOIECYaTbHUX JOKYMEHTIB; BMIHHS MPABWIBHO W
JIOPEYHO  BUKOPUCTOBYBAaTHM IOPUAMYHI TEPMIHW; HAJaHHS  TEOPETUUYHHMX
B1JIOMOCTEH CTOCOBHO OCOOJIMBOCTEH opraHizailii J1IJIOBOJICTBA, JOKYMEHTOOOIry,
KOHTPOJIIO 32 BUKOHAHHSM JOKYMEHTIB; TPOIEAYpPOI0 Tiepenadi JOKYMEHTIB [0
apXxiBy.



Opraxizanisa HaBYaAHHA
TeMaTHYHUH TUIAH

Ne | Ha3zBa Temu Bevoro | Jleknii | Ceminapu | Ilpaktuyni | CamocTiiiHa
rOAUH 3aHATTH poboTa
Po3aia 1. IIpaBoBe pery/iioBaHHS NMPOLECIB CTBOPEHHS TA BUKOPUCTAHHS
JOKYMEHTIB
1. |IIpenmer, mera 1 18 2 4 4 8
3aBJaHHSA Kypcy
«OcCHOBH
3arajibHOro Ta
CHeniagIbHOro
JIIJIOBOJICTBAY.
Bitunsnsni
TpaauLii
JIOKYMEHTO3HAaBCTBA
2. | 3aranbHU TIOPSIIOK 12 2 2 2 6
[MATOTOBKHA Ta
opopMIICHHS
JTIOKYMEHTIB
Po3zain 2. JlisioBi manepu sik 3acid nuceMmHoi npodgeciiHoi KoMyHIiKamil
3. | OcHOBHI  TpaBHIa 12 2 2 2 6
PO3MIIIICHHS Ta
o opMIICHHS
PEKBI3UTIB
JIOKYMEHTIB
4. | lokymeHTOOOIT B 18 2 4 2 10
JlepxaBHiii
KpUMIiHAJIBHO-
BUKOHABYIN CITYX01
YKpainu
Po3nin 3. lokyMeHTH npaBoaiioBoi cepu: moaiyi 3a  HanpsiMoM AislJIbHOCTI,
NpU3HAYEHHS, OPUAUYHE 3HAYEHHS, cdepa BUKOPUCTAHHS
5. | 3araibHa 16 2 4 2 8
JOKYMEHTAIIISl, IO
CKJIaJIa€ThCs 1
BEJIEThCA B OpraHax
Ta yCTaHOBax
JIKBC VYkpainn
6. | CnemianipHa 14 2 2 4 6
JOKYMEHTAIIIS, IO
CKJIaIa€THCS 1
BEJIEThCA B OpraHax
Ta yCTaHOBAaX

JAKBC VYkpainn




Bceroro ronux 3a kypcom \ 90 \ 12 \ 18 \ 16 \ 44

3aBaaHHs 10 ceMiHAPIB TA NPAKTHYHUX 3aAHATH

Ceminapcoki 3anamms
['oTyrounch 10 ceMiHapChKOro 3aHATTA Bu MaeTe miaroryBatu KOHCIEKT
MUTaHb, 10 MICTIATHCA B IUIaHI BiAMOBIAHOI TeMu. HasBHICTH KOHCIEKTY BCIX
NUTaHb Ta Balla MPUCYTHICTh HA 3aHATTI € 3aMOPYKOK YCHINTHOI poOOTH Ta
oTpuMaHHs OamiB (X KUIBKICTh 3aJIeKUTh BiJ Balloi aKTUBHOCTI Ta SIKOCTI
iArOTOBKU). BiACYTHICTh KOHCHEKTY a00 HEMOBHUN KOHCHEKT, HaBITh 3a YMOBH
BaIlloi MPUCYTHOCTI HAa CeMiHapi, OIiHIeThCs B O GaiB.

Ilnanu ceMiHAPCBKUX 3aHATH
Tema 1. Ilpeamer, mMetra i 3aBaaHHs Kypcy «OCHOBHM 3arajibHOro Ta

CNeniaJbHOrO iJI0BOACTBAaY». BiTUH3HAHI TPaguIil JOKYMEHTO3HABCTBA

1. 3aranpHi BiIOMOCTI PO IOPUIUYHE JOKYMEHTO3HABCTBO SIK HAYKY.

2. Ilpenmer 1 3apaanus ginoojacta B JIKBC Ykpainu.

3. CTpykTtypa ainoBojacTBa. Buam nioBojcTsa.

4. Indopmariis, ii Bugn.

5. FOpuanyHuil TOKyMEHT SIK HOC1{ IpaBoBoOi1 1H(pOpMaIlii.

6. [cTopiss BUHHKHEHHS JIOBOACTBA B YKpaiHi. Tpamuili BITYU3HSIHOTO
JIOKYMEHTOBEICHHSI Ta MOTO eTaIy.

Jlimepamypa: ocnosena Ne 2, 3, 9, 8; oonomisocna Ne 1, 5, 6.

Tema 2. 3aranbHuil NOPSIAOK MIATOTOBKH TAa 0()OPMIIEHHS JOKYMEHTIB

1. Opranizamis ginoojactBa B yctanoBax JIKBC VYkpainu. 3aBmanHHsa ciyxOu
JIIJIOBOJICTBA.

2. JlIokyMEeHTYBaHHS YIIPaBIiHCHKOI iH(pOpMAITii.

3. OpopmieHHss  CTOpIHKM  AokyMmeHTa. OdQopMieHHS  JOKYMEHTIB, IO
BUTOTOBJISIFOTHCS 3 JIOTIOMOTOIO JIPYKYBAJIBHHX 3aCO01B.

4. Cnenndika TEKCTY JI1IJIOBOTO JOKYMEHTA.

Jlitepatypa: ocHoBHa Ne 1, 2, 3, 9; nonomixkra Ne 1, 5-7.

Tema 3. OcHOBHI mnpaBujia po3MilleHHS Ta oO(QOPMJIEHHS PEKBIi3UTIB
JOKYMEHTIB

1. CucreMa 1OKYMEHTYBAaHHS SIK CKJIa[I0Ba JIIJIOBOACTBA.

2. [IpaBuna opopMIIEHHS PEKBI3UTIB JOKYMEHTIB.

3. JIOKyMeHTH, 110 3aTBEPAKYIOTHCS 3 IPOCTABISHHIM IrprQa 3aTBEpIKECHHS.

4. JlokyMeHTH, HiANMKUCH HA AKUX CKPIMIIOIOTHCA repOOBOI0 MEYATKOIO.



Jlimepamypa: ocnosna Ne 1, 2, 3, 8, 9; oonomidxcua Ne 1, 5-1.

Tema 4. [JoxkymeHT000ir B [lep:kaBHii KPUMIHAJILHO-BUKOHABYIN CJIysKOI
Ykpainu

1. ITousaTTs AOKYMEHTOO0OIry Ta eranu JokyMeHToobiry B JJKBC Ykpainu.

2. IlpuiHATTA Ta moNepeHIA PO3TIs] BXIAHUX JOKYMEHTIB.

3. Opranizaiis KOHTPOJIIO 32 BUKOHAHHSAM JIOKYMEHTIB.

4. CxyagaHHs HOMEHKJIATYPH CpaB Ta (OpMyBaHHS CIIPaB.

5. ApxiBHa poOoTa. 30epiraHHsi Ta BAKOPUCTAHHS JIOKYMEHTIB.

Jlimepamypa: ocnosna Ne 1, 2, 8, 9; donomidcna Ne 1, 5, 6.

Tema 5. 3arajibHa TOKyMeHTAallisl, 10 CKJIAJAAETHCS i BeeTbC B OPraHax Ta
ycranoBax [IKBC Ykpainu

1. JoxymeHnTariist 3 0cOO0BOTo CKIafy, ii MpU3HAYEHHS.

2. JloBigkoBo-iH(opmalliitHa JOKyMeHTallis, I IpU3HAYCHHS, BUAU JOKYMEHTIB Ta
BUMOTH J10 X O()OPMIICHHS.

3. 3aranpHa XapaKTepUCTHUKa O0IIKOBO-(1HAHCOBUX JTOKYMEHTIB.

Jlimepamypa: ochosna Ne 4, 5, 6, 7, 9, 8, oonomixcua Ne 5-1.

Tema 6. CneniajibHa JOKYMEHTANisl, 10 CKJIAJAACTLCA i BeleThCsl B OpPraHax
Ta ycranoax JIKBC Ykpainu

1. JlokymeHTalisi, 0 BENEThCS Ta CKIAAAETHCS CHIBPOOITHUKAMM  BIIJUICHHS
CIIC.

2. JlokymeHTallisl, 1[0 BEJIEThCS Ta CKJIAJAEThCS MpalliBHUKAMU YITOBHOBA)XXEHOTO
oprasy 3 MUTaHb MPOOAIIii.

Jlimepamypa: ocnosna Ne 1, 4, 5, 6, 7, 10; oonomiocna Ne 1, 2, 3, 4, 6.

Ilpakmuuni 3anamms
[TigroToBKa 0 MPAKTUYHOTO 3aHATTS Mependadae ompaloBaHHsI MaTepiajiB
(TEKCTIB) HEOOXIMHMX MJIs YCIIINIHOTO BUKOHAHHS MPAKTUYHUX 3aBAaHb. OTKe,
Ballll 0ajy 3aJIe)KaTh BiJ] BalllOl OMEPEIHbOT MiATOTOBKH.

3aBaaHHSA 10 IPAKTUYHUX 3aAHATH
Tema 1. Ilpenmer, Mera i 3aBgaHHs Kypcy «OCHOBH 3arajbHOro Ta
CHeUiAJIbHOI0 JiJIOBOACTBA». BiTuM3HsHI Tpaauuii J0KYMEHTO3HABCTBA
3a HaJaHMM 3pa3KOM CKJIACTH PO3IHUCKY, 3asBYy, JOPYYEHHs, paropr,
NOSICHIOBAJIbHY 3aIMCKY, PE3IOME.

Tema 2. 3aranbHuii NOPSIAOK MiIATOTOBKH TAa 0()OPMIIEHHS JOKYMEHTIB



3a HaJIaHUM 3Pa3KOM CKJIACTH MTOCAIOBY THCTPYKIIIIO, TTOJIOKEHHS.

Tema 3. OcHOBHI mnpaBujIa po3MilleHHS Ta OQOPMJIEHHSl PEKBIi3UTIB
JAOKYMEHTIB

3a HaJlaHUM 3pa3KOM CKJIACTH CIyKOOBUM JIUCT, HaKa3, BUTAT 3 HakKasy,
IPOTOKOJI, BUTST 3 MTPOTOKOIY.

Tema 4. [loxkymeHT000ir B [lep:kaBHiii KpUMIHAJbLHO-BUKOHABYIN CJIyKOI
Ykpainu

O3HaliomyieHHsT 13 KOIISIMM BXIJIHUX Ta BHUXIJIHUX JIOKYMEHTIB, iX
pPEKBI3UTaMH, CIIpaBaMU, HOMEHKJIATYpPOIO CITPaB.

3a HajgaHuM 3pa3koM O(OPMUTH BXIJHY KOPECHOHACHIIIIO, 3alOBHUTHU
BIZIMOBIHI Tpadu peecTpariiHO-KOHTPOJIBHOI KapTKU MPH Y35TTI HA KOHTPOJb
BX1JTHOT'O JIUCTA-3aMUTY (PaHillie 3apeeCTPOBAHOTO).

Ckiactu kpocBopz 3 TeMHu «JlokymeHTooO0Ir y JlepkaBHiM KpUMiHAJIbHO-
BUKOHaBY1H cy:x01 Ykpainu» (20 ciiB).

Tema 5. 3arajibHa TOKyMeHTallisl, IH0 CKJIAJAAETHCH i BeAeTHCH B OPraHax Ta
ycranoBax AKBC Ykpainu

O3HailoMJIeHHST 13 CTPYKTYpOIO 0OCOOOBOi  CHpaBH, OCOOJUBOCTSIMU
CKJIaJIaHHsI, 30epiraHHsl.

3a HaJaHUM 3pa3KOM CKJIACTH pamnopt (3asiBy) ONpo MpuiioM Ha poOOTy, PO
NepeBeICHHS Ha 1HIIY T0Caay, MPO HaJaHHsS YeproBOi HIOPIYHOI BIAMYCTKH, PO
3BUILHEHHS, TOJAHHS, aTeCTallliHUN JUCT, HArOpOJAHUMN JHUCT, JOTOBIp , AakKT,
JOBIJIKY, BITYK, PEIICH3I.

Tema 6. CneniajibHa JOKYMEHTANIis, 10 CKJIAJAACTLCA i BeleThCsl B OpPraHax
Ta ycranoax JIKBC Ykpainu

dopMmyBaHHSI BMiHb T4 HABMYOK ITiJ] YaC BUKOHAHHS MPAKTUYHUX 3aBJaHb
IOJI0 CKJIaJaHHS XapaKTePUCTUK Ha 3acy/KeHUX (25 pi3HOBUJIB), paropTiB,
MOJIaHHS, TOBIOK Ta O3HAMOMUTHCS 3 TIOPSAIKOM CKJIAJJaHHS JJOCYAOBOI TOMOBI/I.

3aBaaHHs I CAMOCTIHHOI poOoTH
Psn mwraHe HAaBYANBHOI JUCIUIUIIHM BUHOCSATHCS HA  CaMOCTIMHE
ompamtoBanHs.  OIlliHKa  pe3yJbTaTiB  CaMOCTIMHOI  poOOTH €  BaXKIMBUM
KOMIIOHEHTOM OCBITHbOrO mpoueccy. Ha camoctiiiHy poOOTYy BHHOCHUTBHCS
OTIPAIIOBaHHS KypCAaHTOM (CTYJEHTOM) MHTAaHh Ta BHUKOHAHHS I1HIAWBITYyaJIBHO
3aBnaHHsa (ece). Jlis BUKOHAHHS 3aBllaHb CaMOCTIHHOI poOOTH BaM HEOOXiJIHO



3pOOMTH KOHCHEKT HI)KUe3a3HaueHUX mnutaHb. KoxHe mnuranHa wmae Oyrtu
IPYHTOBHO BUCBITJICHE B 00CSI31 HE MEHIIIE ABOX CTOPIHOK PYKOIMCHOT'O TEKCTY.

. IcTopist Ta eTanmu pO3BUTKY BITUM3HSIHOTO JOKYMEHTOBEICHHS.

. [IpaBoBe peryiitoBaHHS MPOIECIB CTBOPEHHS 1 (PYHKIIOHYBaHHS JOKYMEHTIB.

. 3arajbpHa XapaKTepUCTHKA J1JIOBOT'O CTHIIIO MOBJICHHS.

. Opranizartist podoTH ciy>X0u J11JIOBOJICTBA.

. OCHOBHI BUMOTH JI0 IEKCUKH J1IOBOTO CTHITIO;

3aranbHi BioMocTi rpo gokymeHToo0ir y JIKBC Ykpainu, oro Buay Ta eTamnm.

. ®opMyBaHHs Ta 0OpMIICHHS CIIpaB, Nepeiaya ix 10 apXiBy.

0 ~NOoO U WN R

. ApxiBHa po0oTa, ii poip y IissbHOCTI opraHiB Ta ycraHoB JIKBC Ykpainu.
9. BBumoru 710 opopMiieHHs 10B1IKOBO-1H(POPMAIIHHUX JOKYMEHTIB.

10. ETuker cmy>x00BOT'0 JTUCTYBaHHSI.

11. MOBHOCTHILOBI OCOOJIMBOCTI JOKYMEHTIB.

12. CriocoOu yHUKHEHHSI TIOMUJIOK Y TEKCT1 JTOKYMEHTA.

InguBinyaJjbHi 3aB1aHHA
[HnuBiAyanbHI 3aBAaHHS BUKOHYIOTBCSI Y BHUIVISIII PYKOIMCHOTO €ce
00CATroM 10 5 CTOPIHOK 3a TEMOIO sIKa OOMPAETHCSA 3 HUYKUECHABEICHOTO IMEPENiKy
a00 1HIMBITYJIHHOI TEMOIO IMOrO/H)KEHOI 3 BUKIanadeM. [Ipu HammcaHHi ece
JOIUTEHAM Oyne CKOpPUCTATHUCh nopajiaMmu 3a MOCUJIAHHSIM
https://zno.if.ua/?p=985
Temartuka ece:

1. CyTHICT IOPUAWYHOTO JOKYMEHTO3HABCTBA. 3MICT TOHATTS, HOro
3aBJaHHs, 3B SI30K 3 IHIIUMH JUCIHUILIIHAMU.

2. BiTunsHsaH1 Tpaaullli TOKYMEHTO3HABCTBRA.

3. [IpaBoBe perymtoBaHHS TPOIECIB CTBOPEHHS Ta BUKOPUCTAHHS
JIOKYMEHTIB.

4. JlokymMeHTyBaHHS SIK OJJMH 3 OCHOBHHMX BHUIB NpO(eCciiiHOi AISIBHOCTI
criBpoOiTHuka JIKBC Ykpainm.

5. IcTtopiss pO3BUTKY MpOIECIB JOKYMEHTYBaHHS 1 CHyx0, 110 #oro
3a0e3neqyBalu.

6. ETanu cTaHOBNEHHS Ta PO3BUTKY AUIOBOACTBA B YKpaiHi.

7. Odopmnenns odiuiitHux nuctiB y Kuicbkiii Pyci.

8. Ilpukazui gokymentn XV—-XVIII cT.; KojerianpbHe IIJTOBOACTBO;
PI3HOBH]IM JJOKYMEHTIB B ICTOPIi (yKa3, pemsiuis, UUPKYIISp).

9. BukoHaBue 1JI0BOJCTBO; po0OTa 3 TOKyMEHTaMU B PaITHCHKHI Yac.

10. CraHoBIIEHHS 1 PO3BUTOK MOBHM 3aKOHOJABUMX aKTIB; MOBa TBOPiB
IOPUIAYHO-/I1JIOBOI MUCEMHOCTI.



11. OcobnuBocTi TepmMX IOPUANYHUX JOKYMEHTIB: 3aKOHIB Xamypari,
3akoniB XII Tabnuiupb, BapBapchkux mpapn y 3axinHii €Bpori, 3akoHIB MaHy B
[anii, «PychKoi mpaBam», TeThMaHCHKUX TPAMOT TOIIIO.

12. Vuidikamiss Ta cTaHaapTusamis cucteM jJokyMeHtauii. IIposiBu
CTaHIapTH3allil B JOKYMEHTAaX.

13. IToxin TOKYMEHTIB 3a PIBHSAMHM CTaHAAPTH3ALII].

14. Tlousartsa npo iHGopMmauiro. Bunu iHpopMmalii 3a cnocoOoM CpUHHATTS,
3a (OpMOI0 TOJAHHS, 3a TMPHU3HAYCHHSIM, 3a CTafisMud yrnpaBiiHHSA. OCHOBHI
BUMOTH A0 1HpopMaiii. Pexxumu noctymny ao iHpopmaiii. OXopoHa JOKYMEHTIB,
AK1 MICTATh JIep’KaBHY TAEMHHUINIO 1 KOH(IACHIINHHY 1H()OpMAIIi0, IO € BIACHICTIO
Jiep>KaBH Ta poOOTa 3 HUMHU.

15. lokymeHnT sk MarepianbHui  Hociii  iHdopmamii. Knacudikaris
JIOKYMEHTIB. Y MOBH, 32 SIKHX JJOKYMEHT € JOCTOBIPHUM J[KepesioM iHpopMariii.

16. XapakrepucTuka OKpeMHMX BHJIB 1 THUIIB JOKYMEHTIB (BUIaHHS,
TEKCTOBE BHJIAHHS, MATCHTHUW 1 HOPMATUBHUN JOKYMEHT, NIJIOBUN TOKYMEHT,
JTIOKYMEHT sIK apTedakT).

17. AnpmiHicTpaTtuBHE (3arajibHe) JUTIOBOACTBO. PI3HOBUAM JOKYMEHTIB, 1110
CTBOPIOIOTH ~ Oopranu  ympaBiiHHA. CucremMa  opraHizamiiHO-pO3MOPSIUOi
JoKyMeHTallii. Bumoru 10 opopmiieHHs opraizaiiiHo-po3nopsaIuux JTOKYMEHTIB.

18. CneuianbpHe III0BOACTBO. Buam IinoBOACTBa B OpraHax Ta yCTaHOBax
JKBC Vkpainu B 3alexHOCTI BiJ iX BUIY, OCOOJUBOCTEH poboTH, 00’ €My
JOKYMEHTOOOITY:  LeHTpaizalisi (MOoBHAa 1 4YacTKOBA), JELEHTpalizalis
JIIJTOBOJICTBA.

19. 3aBmanHa cuyx0Om gimoBoacTBa. DyHKIIT KaHIENSApii yCTAaHOBH.
Opramnizariis mpaiii mepcoHaidy CIy»OHu AiI0BoJcTBa. BuMoru 10 po6odoro micus
JIOBO/A.

20. ICTY 4163-2003 «YHidikoBaHa cucTeMa OpraizaniiHO-po3nopsIdoi
nokyMmeHTarlii. Bumoru 10 opopmittoBaHHs TOKYMEHTIBY.

21. Crieniupika TEKCTy ALIOBOTO JOKYMEHTA. TE€KCT — TOJIOBHHMHA EIIEMEHT
nokymeHta. Bumoru no tekcty mokymeHta. [Ipsimuit abo 3BOpOTHHI TOPSIOK
PO3MIIIIEHHS JIOTIYHUX €JIEMEHTIB Y TeKCTi. MOBHOCTHJILOBI OCOOJIUBOCTI TEKCTIB
JIOKYMEHTIB.

22. O¢imiitHO-AUIOBMI CcTUMB: cepa 3acTocyBaHHS, MIACTHIL OgitiiiHO-
JI1IJIOBOT'O CTHIIIO: 3aKOHOJIaBYHM, JTUTIIOMATHYHUM, IOPUINYHUN,
aMIHICTPAaTUBHO-KaHIEISIPChbKHM. JKaHpH, B AKUX peai3yroThCs MiACTHIII.

23. TekCT sIK OCHOBHUU PEKBI3UT JoKyMmeHTa. CKiIaJoBI YaCTHUHH TEKCTY:
BCTYyIl, TE€3W, AapryMeHTH, NPONO3MIli, BUCHOBKH. Buam TekcrTiB, 10
3aCTOCOBYIOTHCSA TIPH CKJIQJIaHHI JOKYMEHTIB: PO3MOBIb, OMKUC, MIPKYBAHHS.



24. Turu TeKCcTiB 110,10 0OPMIICHHS JIOKYMEHTIB: JIIHIMHUN 3aIKC 3B’ 3HO1
MOBH, TpadaperT, aHkeTa, TabJnLsg, KOMOIHOBaHUM 3aMuC.

25. [ToHsaTTss  MOKyMEHTOOOITYy. 3HAYeHHS  MPaBUIBHOI  OpraHizarlii
JOKYMEHTOOOIry JUIsl  yNpaBIIHCBKOI ALSUIBHOCTI. Buau  10KyMeHTOoOIry:
IeHTpasizallis (MoBHA 1 HEMOBHA), JEIEHTPATI3AITis.

26. CxnananHs HOMeHKJaTyp 1 dopmyBaHHs crpaB. OCHOBHI BUMOTH 10
HOMEHKJIaTypH CIIPaB.

27. I'pymyBaHHs  JOKYMEHTIB y cmpaBu. [lopsagok  posramryBaHHS
JIOKYMEHTIB Yy CIIpaBi, CHCTEMaTH3allisi Ta HyMepallis: MiArOTOBKa CIpaB J0
NOJIAJIbIIOr0 30€piraHHs 1 BAKOPUCTAHHS.

28. Ekcnieptu3za HayKoBOi Ta TMPaKTUYHOI IIIHHOCTI JOKYMEHTIB. Buau
JIOKYMEHTIB 1o cTpokaM 30epiranns. Odopmienns cnpas. [lepenaua cnpaB a0
apxiBy.

30. ApxiBHa poboTa, i mpU3HAYEHHS.

31. Bumorn g0 odopmieHHs 001iKOBO-(DiHAHCOBUX JOKYMEHTIB (akKT,
JOpYyYeHHs: ocoOucTi Ta odiliiiHi, po3mucka, il pi3HOBUIM Ta IIpaBUia
opopMIICHHS).

32. lokymeHTaiisi 3 0co0OBOro ckjiaay, il mpu3HadeHHS (OCOOHMCTI Ta
0COOOBI JTOKyYMEHTH), TPHYMHUA CTBOPEHHS, METa BUKOpPUCTaHHsA. Hanpsmkun
KaJpoBOr0 JUIOBOACTBA. HopMaTWBHO mMpaBOBI aKTH, M0 PETIAMEHTYIOTh
JUSITBHICTD BIJIIIJIEHHS KaJIpPiB.

33. OdopmiieHHs1 Ta BeleHHSI 0COOOBUX cmpaB. JOKyMEHTH, IO BXOASTH
710 0cO00BO1 CIIPABH.

34. Haka3 o ocoboBomy ckiany. [Topsaok BugaHHS 1 pO3CHIIaHHS HaKa3iB
10 0COOOBOMY CKJIATy.

35. [Monarrs arecramii Ta ii 3micT. Ckiajn atectamniiHoi kowmicii. TTopsigok
npoBeleHHA artecTalii. PimieHHa arectamiiiHoi koMmicii. BupimeHHs crmipHuX
MUTaHb.

36. Bumorn 10 odopmieHHs 001iKOBO-(DiHAHCOBUX JOKYMEHTIB (akT,
JIOPYYEHHS: OCOOMCTI Ta oO(imiiHI, po3MUCKa, ii pI3HOBUAM Ta TMpaBuUia
o opMIICHHS).

37. Ckmactu Tabmuito «3arajbHa XapaKTEPUCTUKA JIUIOBOTO  CTHITIO
CYYaCHOI YKPalHCbKOI MOBU.

38. BukopucToBytoun JIOMOMDKHY JiTepaTypy, 3HAWTH 1 3amucaTe
dbpazeonorisMu, MO BUKOPHUCTOBYIOTHCA Y JUJIOBOMY MOBJICHHI CIIBpOOITHHKA
JAKBC VYkpainu.

Iopsinok oniHIOBAHHS

O1iHIOBaHHS BalllMX JOCSTHEHb B1OYBAETHCSA 3a CUCTEMOIO BITOOPaKEHOIO

B TaOmum 1.
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Tabmm 1
Cucrema HapaxyBanHs 0aJiB 3a cuctemoro EKTC
dopma 3aHATTH
HpakTuyni
3aHATTA
Ceminapu (omparroBaHH
Ne HasBa Temu Jleruii (KOHCHIEKTYBaHH | 51 MaTepialliB
Bcboro|(BeneHHs
famip komcrekr 0 laibs G
BHCTYTI, i ITOTOBKH,
y) JIOTIOBHEHHS ) yCHIIITHE
BUKOHAHHS
3aBJIaHb)
Po3nin 1. [IpaBoBe pery/iroBaHHsl NPOLeCiB CTBOPEHHS TA BUKOPUCTAHHSA
JOKYMEHTIB
1. [Ipenmer, meta 1 13 1 6 6
3aBJaHHS KypCy
«OCHOBHU 3arajbHOTO
Ta CIEIIaJbHOTO
JIIJIOBOJICTBAY.
BiTunzHsiHi Tpaauiii
JIOKYMEHTO3HABCTBA
2. 3arajgbHui MOPSIOK 7 1 3 3
MIATOTOBKU Ta
o opMIICHHS
JIOKYMEHTIB
Po3aia 2. JlisioBi nanepu sik 3acid nmucemMHoi npogeciiiHoi KOMyHIKamil
3. OcHOBHI TTpaBuUIIa 7 1 3 3
PO3MIILICHHS Ta
o opMIICHHS
PEKBI3UTIB IOKYMEHTIB
4. JlokyMeHTOO00Ir B 11 2 6 3
Jlep>xaBHiii
KPUMIHAJIbHO-
BUKOHABYIH CITyX01
YKpainu
Po3ain 3. JlokymMeHTH IPaBoaiioBol cepu: MOAVI 32 HANPAMOM
NiSIJILHOCTI, IPU3HAYEHHS, WPUIUYHE 3HAYeHHS, cepa BUKOPUCTAHHS
5. 3arasibHa 11 2 6 3

JOKYMEHTAIIIs, 1110
CKJIAJIa€ThCS 1 BEACTHCS
B OpraHax Ta
ycranoBax JIKBC
YKpainu




11

6. CremianpHa 11 2 3 6
JTOKYMEHTAIIisl, 1110
CKJIAJa€ThCS 1 BEAETHCS
B OpraHax Ta

ycranoBax JIKBC
YKpainu
Pazom 60 9 27 24
3asik 40
Bceworo 100 6amniB

3a BeJleHHsI KOHCIIEKTY JIEKIIiH 3a mepii Tpu TeMU HapaxoByeTbes 1 Oan, 3a
HACTYyNHI — 2, 3a YMOBM IOBHICTIO BIJJOOpaX€HUX HaBUaJbHUX MHUTAHb Y
KOHCIEKTi. TakuM 4UHOM, 32 poOOTY Ha JIEKIIIX BU MOXKETE OTpUMAaTH 10 9 Oaris.

Haragyemo, mo mig 4ac JdeKUiM Ta I1HIIMX 3aHATh HE MPHUITYCTUMO
BIZIBOJIIKATUCH PO3MOBAMH, KOPUCTYBATUCh MOOUIBHUMH Tele(OHAMH Ta 1HIITUMHU
rajpkeTamMu, MopyIIyBaTH AUCIUIUIIHY B OyAb SIKMM 1HIIHMK crociO. 3ami3HeHHs Ha
JEeKUII0 TaK caMO HE€ MPUIIyCTHMI, BHUKJIaJad 3ajullae 3a cOo0OI MpaBO HeE
JIOMYCTUTHU J0 3aHATTA CTYACHTA, 10 MOPYUIYyE MUCIMIUIIHY a00 3ami3HIOETHCS.
[ToBaxkaliTe TmpaIf0 BUKJIAJava, BaIlMX TOBAPHUIIIB 0 HAaBYaHHIO Ta cebe —
JOTPUMYHTECh AMCIMIUIIHMA IMiJI 9ac OCBITHROrO mporecy. Lli >k cami mpaBuia
MOBEIHKH TIOIIUPIOIOTECA W Ha 1HIIN (GOpMHU 3aHATH (CeMiHApH, MPAKTHYHI).
KopuctyBanus rajkeramu I TOCTYITY 10 MEpexi [HTepHeT MpUIyCTHME JIUIIe
i 4Yac CeMIHAPCHKUX/TIPAKTUYHUX 3aHSITh 32 BKAa31BKOIO M JI03BOJIOM BHKJIa/1aya.
[Iponymieni  Jekiii  ciii  BiANpaLIOBaTH  MEPENUCABIIM  KOHCIEKT  Ta
IPOJIEMOHCTPYBABIIIN MOT'0 BUKJIAJady, PU 1bOMY CJIii OYTH TOTOBUM BIJIIOBICTH
Ha MOro MUTAHHS 3a 3MICTOM JIEKIIII.

Pobora Ha cemiHapax OLIHIOETHCS 32 HACTYITHUMH KPUTEPIAMMU:

—Balla TMPHUCYTHICTb Ta HOBHUM KOHCHEKT CEMIHAPCHKUX TMUTaHb
3a0e3reuytoTh BaM 1 Oau;

— JUIsl TOrO abW OTPUMATH IIe OJWH OaJl ¢iiij OpaTh y4acTh B ONpaIfOBaHHI
CEMIHAPChKUX TIMTaHb (JOMOBHEHHS, BIAMNOBIA, HA TUTAHHS BUKJIAJaya,
BUCJIOBJICHHSI CBOET OOTPYHTOBAHOI TOYKH 30pY i 9ac 0OOTOBOPEHHS MPOOIEMHUX
ITUTaHb);

— BUCTYI 13 JONOBIIAIO, e€ce, pedepaToM Moxxke npuHectn Bam 0,5 Oanu 3a
YMOBH, III0 BIAMOBi/b Oy/i€ 3MICTOBHOIO, IPYHTOBHOIO Ta BIMOBIIATH MJIAHOBOMY
MUTaHHIO;

— 3a JIBa TIOBHICTIO BIJNPAIbOBAaHI MUTAHHS, K1 BUHOCSTHCS HA CAMOCTIAHY
po0OOTY Ta HAIBHOCTI 1X Y KOHCTIEKT1, BU MOXkeTe oTpumMartu 0,5 Ganu.

TakuM urMHOM BaIla ydacTb B poOOTI ceMiHapy MOKe MPUHECTH BaM JIO 3
OaniB 3a ogHe 3aHATTS. [IpomyieHuii ceMiHap BiANPAIbOBYETHCS HAMHCAHHSIM
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KOHCIIEKTY BCIX MUTaHb 3 TUIAHY 3aHATTS Ta BIATOBIISAMH HAa MHUTAHHS BUKIIagada
3a 3MICTOM CeMiHapy Mij 4ac BIAMpaIfOBaHHS.

[IpakTuyHi 3aHATTS MOXYTh MPUHECTH BaMm 10 3 Oanu 3a OJHE 3aHATTS 3a
YMOBH TIONIEPEIHBOI0 ONPAIFOBAHHS MaTepiajiiB Ul MiATOTOBKH 10 3aHATTS W
YCHIIIHOTO BHWKOHAHHS BCIX 3aBllaHb O€3MOCepelHhO Ha camMoMy 3aHATTi. He
BUKOHAHHS 3aBJaHb 3HIKYE Balll 0ajl MpOIOPIIIHHO BIICOTKY W PIBHIB CKJIATHOCTI
3aBAaHb 3 SKMMU BHM HE BIOpaluch. Bama mnpucyTHicTh 0O€3 MIATOTOBKU Ta
HE3/IaTHICTh BIOPATHCh 13 3aBAaHHSAMH OIliHIOETheS (0 OamiB. BimmpamroBanHs
OpONyIIeHnX 4d oliHeHux y (0 OamiB 3aHATh BIAOYBaeThCcd 3a YMOBH
MOTIEPETHHLOTO O3HAWMOMJICHHSI 3 MarepiajamMu IS MATOTOBKH 1O MPAKTUIHOTO
3aHATTS Ta BUKOHAHHS 3aBJaHb 3alpONOHOBAHMX BHKJIajadyeM (yBara — 3aBJIaHHSA
MOKYTh BIJIPI3HATHCH B THX, III0 BUPIIIYBAJIM Ballll OHOIPYITHUKH ).

Koxen kxypcaHT (CTymeHT, ciiyXxad) Ma€ 10 KIHI| KBITHS HamucaTH Ta
Ha/IaTy BUKJIAJady €ce Ha TEMATHUKY 3 3alPONOHOBAHOIO MEPEIiKy ado 3a BIACHOIO
TEMOIO Y3TO/DKEHOIO 3 BHUKJIaJadeM. Y CIIITHE BUKOHAHHS IHOTO 3aBIIaHHSA OyIie
3aJIeKaTH: B TPAMOTHOCTI Ta O(OpMIICHHS; BiJ BIAMOBIAHOCTI 3MICTY Te€Mi; BIJ
CTPYKTYPHOI JIOTIYHOCTI; BiJi apryMEHTOBAHOCTI BHUCHOBKIB; BlJ] OPUTIHAJIBHOCTI
poOOTH Ta KyJIbTYypH MOCUJIaHb Ha JIXKEpera.

[lincymMKOBUM KOHTPOJb 3 AUCHUIUIIHU BiJIOYBA€THCS Yy BUIUISZL YCHOTO
3aJliKy Ha SIKOMY BH MO)KeTe oTpumMatu 70 40 6aiiB B 3aJIe’KHOCTI BiJl TOBHOTH Ta
oOTpyHTOBAHOCTI Bamux Biamosiaei. Ha 3aniky Bukiamad 3ajae Bam 4 MUATaHHS 3
NepeNiKy HaBEJEHOr0 HUXK4Ye, KOKHA BIANMOBAbL Jae BaM a0 10 OamiB. Skiio min
4yac MpOXOJUKEHHS Kypcy BU HaOpanu 60 OaniB TO MaeTe MpaBO HE 3/1aBaTH 3K
BJIOBOJIHUBIIIKCH T1JICYMKOBOIO OIIIHKOIO BIAMOBIAHO 0 KUIBKOCTI HaOpaHUX
6aiiB. Cxema nepeBeIeHHs 0ajiB y MiJICYMKOBY OIIIHKY HaBeqeHa B Tabmmii 2.

Taomung 2
[MIxana ominoBanHa: HamioHaabHa Ta ECTS

Cyma 6aniB 3a Bci )
.. | Omiaka ) .

B HABYAIBHO! | - ~ro O11iHKa 3a HALlOHAJIBLHOIO IIKAJIOK

TISTTBHOCTI

90 - 100 A BIIMIHHO

82-89 B

75-81 C Aoope

64-74 D )

60-63 L 3aJI0BIILHO

35.59 EX HE3/IOBUIPHO 3  MOXKJIMBICTIO  ITOBTOPHOTO
CKJIaJaHHS

0-34 F HE3aJI0BIIBHO 3 96013’;13KOBHM MOBTOPHUM
BHUBYCHHSAM JUCIIUILIIHU
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IIuTtanHa 10 3aJiKy

1. Ilpeamer, meta 1 3aBaanus aitoBojactea B JIKBC Vkpainu. Ocob6auBocCTI
Cy4acHOT'0 JIOBOJICTBA.

2. [lopiBHsIIbHA XapaKTEPHCTHKA IMHCEMHOI Ta YCHOI (hOpM JIUIOBOTO
MOBJICHHSI.

3. JlokyMeHT sik 3aci0 3aKkpirieHHs 1HpopMaIiii.

4. TlonarTa Ta BUAM iHPOpMaLii, BUIHU ii HOCIIB.

5. Kmacudikamis  moxkymentiB. Hamionanpuuii  ctangapt  YkpaiHu.
VHigikauisg Ta crangapTU3anis JOKyMEHTIB.

6. Cucrema opraHizaiifHO-pO3MOPAIIOl JOKYMEHTAIII].

7. YMOBH, 32 AKUX JJOKYMEHT € TIOBHOIIIHHHUM JKepesioM 1H(opMmarrii.

8. TeKCT sIKk OCHOBHUI PEKBI3UT TOKYMEHTA, KOTO CTPYKTypa, THIH. Bumoru
710 TEKCTIB JOKYMEHTIB.

9. Tpanuii BITYU3HSIHOTO JOKYMEHTOBEICHHS Ta MO0 €TaIM.

10. Opranizauis a1oBoacTBa B opraHax ta ycranoax JJKBC Ykpainu.

12. 3aBnaHHs CIIy>kOH T1JIOBOJICTBA.

13. JlokyMeHTyBaHHS yIpaBIiHCHKOI 1H(OpMAIIii.

14. OpranizamiitHo-po3nopsiaya JIOKYMEHTAII1s K MIPOBiHA B
YIPaBIIHCHKIN AISUIBHOCTI, cepa 3aCTOCYBaHHS, BUMOTH J10 OPOPMIICHHS.

15. ®opmynsip-3pa3ok opraHizamitHO-pO3NOPSIIIUX TOKYMEHTIB.

16. Bumoru 710 3MICTy Ta po3TallyBaHHs PEKBI3UTIB.

17. Bumoru 0 OJlaHKiB JOKYMEHTIB.

18. OdopMmieHHS CTOPIHKHU TOKYMEHTA.

19. 3aranpHi BizomocTi mpo gokymeHnToobir y JIKBC Ykpainu.

20. Buau Ta eTanu  JOKyMEHTOOOIry.

21. [IpuifHATTS Ta ONepeaHIN PO3IIISIA BX1AHUX JIOKYMEHTIB.

22. PeecTparisi TOKYMEHTIB, OCHOBHI TPHUHIMIIN  pEeECTpailii, BHIU
peecTpaiiiaux Gopm.

23. Opranizarrisi KOHTPOJIIO 32 BUKOHAHHSIM JOKYMEHTIB.

24. CTpoKY BUKOHAHHS JIOKYMEHTIB.

25. [Ipusnauenns apxisiB. [Ipouenypa nepegadi JOKyMEHTIB 10 apXiBy.

26. Homenknarypa crpas, ii BUIH.

27. ®opmyBanHs crpaB. [IpaBuna 30epiraHHs crpas.

28. 3aranpHi IOJIOKEHHSI IHCTPYKIIIT 3 JTOBOACTBA.

29. Opranizariis 30epiraHdsi Ta BAKOPUCTAHHS JIOKYMEHTIB.

30. VHigikaris 1 cTanaapTU3allis ynpaBliHCbKUX TOKYMEHTIB.

31. JlokyMeHTaiis 3 0cO00BOTO CKJIady, il MpU3HAYCHHSI.

32. Oco6oBi Ta 0OCOOUCTI JOKYMEHTH.

33. OcoboBa crpaBa Ik HOMEHKJIaTypa KaApOBUX JOKYMEHTIB.
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34. CtpykTypa 0co00BOT CIPaBH,0COOIMBOCTI CKIIAaHHs, 30epiraHHs.

35. JloBinmkoBo-iH(opmarliiiHa JOKyMEHTamis, 11 TNPU3HAYCHHS, BHIU
JIOKYMEHTIB Ta BUMOTH JI0 iX 0()OpMJIICHHS.

36. JoxymeHraiiis, mo Beae HavainbHUK BigauieHHs CIIC 3rigHo 3 Haka3zom
MinictepcTBa toctuirii Ykpainu Ne2300/5 Bixg 04 muctonana 2013 poky.

37. O0mK JOUCHUIUTIHAPHOI MPAKTHKW: 3a0XOUYEHHS Ta IOKapaHHs
3aCyIKEHUX.

38. JlokymeHTaris, 1o ckiaaae HaganbHUK BigaiteHas CIIC.

39. Buau xapakTepucTUK Ha 3aCyIP)KEHUX Ta OCOOJIUBOCTI 1X CKJIa/IaHHS.

40. JlinoBa cepa sIK 0/1Ha 3 OCHOBHUX Taly3ed AISUTBHOCTI JIFOJCTBA.

41. HopMoTBOpua 6a3a, 110 pErysro€e MPOIeCH CTBOPEHHS Ta 30epiraHHs
JIOKYMEHTIB.

42. Nepxkcrangapt Ne4163 — 2003, #ioro mommpeHHs Ta 3aCTOCyBaHHS.

43. TncTpyKuisi 3 JIJIOBOJICTBA SIK OCHOBHHMM HOPMAaTHMBHO-METOIUYHUMN
JTOKYMEHT.

44, PexBi3UT sIK 000B’SI3KOBUN €TEMEHT JIOKYMEHTA.

45. MOBHOCTHJIbOBI OCOOJIMBOCT] IOKYMEHTIB.

46. TekcT IK OCHOBHHUI €J1E€MEHT JOKYMEHTA.

47. CnocoOu YHUKHEHHS] TOMUJIOK Y TEKCT1 JOKYMEHTA.

48. OdimiitHO-A17IOBUI CTHIIB SK CTHIIb JIIJIOBUX TAIEpiB.

49. IlipcTmni odiliitHO-A17I0BOr0 CTUJIIO, iX MICIE Y JUTOBIH cdepi.

50. OcobmuBOCTI OPIIIHHO-AUTOBOTO CTHITIO.

51. TuroBi MOMWIKH y TOKYMEHTaX.

52. I'padiuni ckopoueHHs, abpeBiarypu Ta uudpoBa iHPopMmals B
JIOKyMEHTaX.

53. [Ipob6iemu B3aeMO3aMiHU TEPMiHIB Y TEKCTaX JOKYMEHTIB.

54. dynkiionansHi chepu JOKYMEHTOBEICHHS B MIPABOLIOBIN cdepi.

55. O6nikoBo-(hiHAHCOBA TOKYMEHTAITlA, 11 BUIH.

56. Haka3 Sk OCHOBHHMM pO3MOPSAYMN JOKYMEHT, HOro BUAM Ta
0COOJIUBOCTI.

57. Cnyx00BUH JTUCT K PI3HOBU]T 1HPOPMAIIHHOTO TOKYMEHTA.

58. MoBHUI eTUKET A1T0BOrO JUCTyBaHHs. [IOHATTS mpo eTUKeT.

59. JIokyMeHT SIK OCHOBHUM BHJI MUCEMHOI J1JI0BOT MOBH.

60. [llnaxu BOOCKOHATEHHS MAUIOBOI MOBH B JOKYMEHTaxX MPaBOALIOBOT
chepu.

61. Po3nopsa4i JOKYMEHTH: 3arajibHa XapakTepUCTHKA, PEKBI3UTH.

62. Pe3omrortis sk iHGOpMAITis PO TOJAIBITY POOOTY 3 TOKYMEHTOM.

63. [leuaTka sIK peKBI3UT JOKYMEHTA.

64. PoOoTa 3 JOKyMEHTaMH, IO MICTATh KOMEPIIHHY TAEMHUIIIO.
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IosniTuka akagemMivHOI 10OPOYECHOCTI

IIpocnyxoByroun neid Kypc, Bu morogwnnce BUKOHYBAaTH IMOJOXKEHHS
MPUHIIMITB aKaJeMIgHO1 J0OPOUYECHOCTI:

- CKJIaJIaTy BCi MPOMDKHI Ta (PiHAIBHI 3aBAaHHS CaMOCTIHHO 0€3 T0moMOoTH
CTOPOHHIX 0Ci0;

- HAJaBaTH JUIsl OL[IHIOBAHHS JIMIIIE PE3YyIbTaTH BIACHOI pOOOTH;

- HE BJABaTHUCA 1O KPOKiB, IO MOXKYTh HEYECHO TMOKpAIIUTH BaIlli
pe3yNbTaTH Y MOTIPIIUTH/TIOKPALIUTH PE3YJIbTATH 1HIIMX KYpPCaHTIB (CTYAEHTIB,
ClIyXadyiB);

- He MyOJIIKYBaTH BIAMOBII HA MUTAHHSA, 1[0 BUKOPUCTOBYIOTHCS B paMKax
KypCy JUIsl OLIHIOBAaHHS 3HaHb KYPCAHTIB (CTY/AEHTIB, CIIyXayiB).

PEKOMEHIOBAHA JIITEPATYPA:
OcHoBHa:

1. lesiki muTaHHS AOKYMEHTYBAHHs YIIPaBIIHCHKOI AisibHOCTI: [locTaHoBa
Kab6inery minictpiB Ykpaiau Bix 17 ciunast 2018 p. Ne 55. Vpsaoosuu kyp'ep. 2018.
07 6epe3. (Ne46)

2. JII0BOACTBO, SIKUM BOHO Ma€ OyTH: MpakTHUHUU nociOHuK. Kuis: LlenTp
yuboBoi sitepatypu, 2013. 536 c.

3. Ilanmexa 0.1, Jlemimm H.O. 3aranpue [{i10BOACTBO: HaBY. MOCIOHUK 3-T€
Bun., Kuis: Jlipa-K, 2015. 432 c.

4. [IpaBoBe muchbMO: HaB4Y.-MeToA. Marepianu / 3a pea. P.O. Credanuyka.
Kuis: CII[ FOcurr’rok B./I., 2009. 230 c.

5. [Ipo 3arBepmxenns [HeTpykiii 3 opranizaiii o0aiky kaapi y [epkaBHiit
KpUMiHAIBbHO-BUKOHABY1N Cityx01 Ykpainu Big 30.08.2017 Ne 2771/5. Ogiyitinu
gicnuk Yxpainu. 2017. Ne 77. Cr. 2385.

6. [Ipo 3arBepmxenHs [lopsaky BUIIATH TPOLIOBOTrO 3a0e3MeyeHHs Ta
KOMITEHCALIMHUX BUIUIAT 0cO0aM PsIOBOTO 1 HaYalIbHUIBKOTO cKiIaay JlepkaBHO1
KpUMIHaJIBbHO-BUKOHABYOI ciy)xOu Ykpainu Bin 28.03.2018 Ne 925/5. Odghiyivinuu
gicnuk Yxpainu. 2018. Ne25. Ct. 924.

7. ITpo 3arBepmxenns [lopsaky mpoBeIeHHS aTeCTyBaHHS OCiO psSAOBOTO 1
HAYaJIbHUIIBKOTO cKiaay JlepaBHOI KpUMiHAJILHO-BUKOHABYOI CIYy)XOu YKpainu
Biz 24.01.2017 Ne 172/5. Odhiyitinuii gicnux Yxpainu. 2017. Nel13. Cr. 387.

8. Ilpo 3arBepmkennss [IpaBunm oprasizamii JIUJTOBOACTBA Ta apXiBHOTO
30epiraHHsi  JIOKYMEHTIB Yy JIEpKaBHHUX OpraHax, oOpraHax MiCI€BOrO
CaMOBpSIIyBaHHsS, Ha MIANPUEMCTBaX, B YCTAaHOBaX 1 OpraHi3amisx: Hakas
MinicrepcrBa roctuitii Ykpainu Big 18.06.2015 p. Ne 1000/5. O¢iyitinuii sicrux
Vrpainu. 2015. Ne52. Ct. 1699.
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9. CapmoBunua B.B. CydacHi fij0B1 TOKyMEHTH Ta mamnepu. SIK mpaBHIBHO
opopMuTH 1 MIAroTyBaTU. 3pa3ku Ta mnpukiagu. XapkiB: KamwkkoBuit «Kiy0
Cimetinoro [lo3simmsi», 2014. 608 c.

10. Ykpaincbka MoBa (3a mpaBO3HABUMM CHPSIMYBaHHSM): HaBy. Mocio. /
yknaa. O.AJlucenko, B.M. IluBoBapos, O.B. IlpyanikoBa, O.A. Ilymeiiko.
Xapkis: Harr. ropuna. yH-T iM. SIpociaBa Myaporo, 2014. 228c.

JlomomizkHa:

1. Kopx A. B. Ykpaincbka MoBa npodeciiHOro cupsiMyBaHHs: HaB4. MOCiO.
KuiB : ITpaBoBa ennictsb, 2009. 296 c.

2. IIpo 3atBepmxenns Ilopsaky cCkiazeHHS JAOCYAOBOi JOMOBiMi: 3aTB.
HakazoM M-Ba roctumii Ykpainu Big 27.01.2017 Ne 200/5. O@iyivnuii sicnuk
Vrpainu. 2017. Ne 11. Cr. 329.

3. IIpo npobariro: 3akon Ykpainu Big 5.02.2015 Ne Ne 160-VIII. BimomocTi
BepxoBnoi Pagu Ykpainu. 2015. Ne 13. Cr. 93.2.

4. IIpo opranizaiiro COLIAJIbHO-BUXOBHOI Ta ICHXOJOTIYHOI poboTH 13
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