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AHOTaNLIA KypCy

HapuansHuii kypc «tOpuauuHe JOKYMEHTO3HABCTBO» 3aiiMae 0OcCOOJIMBE
MicIle cepel IUCUWILIIH, IO BHBYAIOTBCA B AKaneMii, ajyke caMe B JIUIOBHX
nanepax BUSABIISIETHCS MPO(ECiOHaIi3M Ta KOMIIETEHTHICTb iX yKJajaua.

OCHOBOIO BMBYEHHS HaBYAJIbHOI JUCUUIUIIHM € JOKYMEHT, OpraHizaliiiHi
MPUHITAIINA ¥ TEXHOJIOTIS TOKYMEHTAIIMHOT0 3a0€3eueHHsl qisSJIbHOCTI OpraHiB Ta
ycranoB JIKBC Vkpainu, sika 3acHOBaHa Ha IHHOBALIMHMX MeToAax poOoTH 3
nokyMeHTamu. [Ipum BHBUEHHI Kypcy KYpCaHTH MI3HAIOTBCA TIPO TOHSATTS
«TOKYMEHT», #oro ¢GyHkIi, kiacudikaiiro, HaOyBalOTh HABUYOK CKJIaJaHHS
PI3HUX BUIB JOKYMEHTIB, BIANPALbOBYIOTh O()OPMIIEHHS PEKBI3UTIB IOKYMEHTIB,
OTPUMYIOTh 3pa3Ku JAUIOBUX MamepiB, IO € HEOOXITHUMH B MPAKTUYHIN poOOTI.

Kypc «OpuauyHe IOKyMEHTO3HAaBCTBO» BIJOOpa)ka€ CydacHI HampsaMH
paIioHaJIbHOI TOOYTOBH MPOIIECIB POOOTH 3 JOKYMEHTaMH 1 6a3yeThCsl HA YHHHHUX
HOPMAaTHBHHUX Marepiajax, 110 PerjJaMeHTYIOTh JOKyMEHTallliHe 3a0e3MeueHHs —
Jep’KaBHUX cTaHAapTax Ta Bigomuux gokyMmeHtax JIKBC Ykpainu.

s ngucuuruiiHa TICHO  TEpPeIUTITAeThes 3 YKPaiHCHKOIO — MOBOIO,
1H)OPMATUKOIO, KPUMIHAJIBHUM  IPOLECOM, KPUMIHAJIICTUKOI, PEKUMOM
TaEMHOCTI, TICHITCHI[IAPHOI TI€JAroriko, IEHITCHI[IApHOK IICHXOJIOTIE0 Ta
IHITUMHA ~ HaBYAJIbHUMM  AUCHUIUIIHAMH. [lpm BHUBYEHHI 1Ii€i JUCHMIUTIHU
NPUIISETECA yBara Ha TOETHAHHS TPAAWIIIMHUX (3BUYHUX) Ta 1HHOBAIIWHUX
dopm poboTm — Jekiis, OOrOBOpEHHs TMHTAaHb CEMIHApYy, a TaKoX
BUKOPUCTOBYBaTUMYThCSl po0OTa 3 TEKCTaMH, OpraHizaiis AUCIyTiB, (adynu
CUTYaIlIHHUX 3a]1a4, HalMCaHHs TBOPYOTO 3aBJaHHsI-ECe.

Merta kypcy

Meroto BUKJIAQJaHHS HaBYAJIBHOT TUCTIUILTIHA «Opuanuane
JOKYMEHTO3HABCTBO» € YIOCKOHAJICHHS Ta MOMIMOJIEHHS 3HaHb MPO BJIACTUBOCTI,
0COOJIMBOCTI, 03HAaKH, KiIacudikallii IOPUINIYHUX JOKYMEHTIB; PO3IIMPEHHS 3HAHb
CTOCOBHO BUMOT IOPUIMYHOI TEXHIKU O CKJIaJaHHSA W O()OpPMIICHHS FOPUIUIHUX
JIOKYMEHTIB; 3aCBOEHHSI 3HaHb II0JI0 OCHOBHHMX PEKBI3UTIB Ta iX CTPYKTYpH;
(opMyBaHHsI BMIHb 1 HABUYOK POOOTH 3 IOPUAMYHUMH JTOKYMEHTAMHU Y ILUIOIIKHI
IPAaBO3aCTOCOBHOI ISUTBHOCTI OpraHiB Ta ycTaHoB Jlep:kaBHOI KpHUMiHAIBHO-
BUKOHABUOi CHYy>KOM VYKpaiHu; YyKIaJaHHS Ta pelaryBaHHS YIPaBIIHCHKUX,
IpoIeCyalbHUX JOKYMEHTIB; BMIHHS MPaBUIBHO W JOPEYHO BUKOPHCTOBYBATH
IOPUANYHI TEPMIHU; HAJaHHS TEOPETHUYHUX BIOMOCTEH CTOCOBHO OCOOJIMBOCTEU
oprasizaiii  JUIOBOACTBA, JOKYMEHTOOOIrY, KOHTPOJIO 3a BUKOHAaHHAM
JIOKYMEHTIB; TIPOLIETYPOIO Tepeaadi TIOKYMEHTIB JI0 apXiBy.



Opraxizanisa HaBYaAHHA

TemaTuyHuii JIAH

Ne | HazBa Temu Bceboro | Jlekuii | Ceminapu | IlIpaktuuni | Camocriiina
TOAUH 3aHATTH poboTa
Po3aia 1. IIpaBoBe pery/iioBaHHS NMPOLECIB CTBOPEHHS TA BUKOPUCTAHHS
JOKYMEHTIB
1. | IIpenmer, wMera 1 18 2 4 4 8
3aBJIaHHS Kypcy
«Opuanune
JIOKYMEHTO3HaBCTBOY.
[cropuuni  Tpanuuii
BITUU3HSHOTO
JIOKYMEHTO3HABCTBA
2. | 3aranpHUN  TOPSIOK 12 2 2 2 6
MMITOTOBKHA Ta
obopMITeHHS
JIOKYMEHTIB
Po3zain 2. JlisioBi manepu sik 3acid nuceMHoi npodeciiHol KoMyHIKaIil
3. | OcHoBHI npaBuiIa 12 2 2 2 6
PO3MIIIICHHS Ta
o opmIIEeHHS
PEKBI3UTIB
JIOKYMEHT1B
4. | JlokyMeHTOOOIT B 18 2 4 2 10
JlepxaBHiii
KPUMIHAIBHO-

BUKOHABY1M CITyxk01
Ykpainu

Po3aia 3. lokyMeHTH NPaBoOALIOBOI chepu: MO 32 HANPSMOM JilJILHOCTI,
NPU3HAYEHHS, OPUINYHE 3HAYEHHs, cepa BUKOPUCTAHHA

3arajgpHl  BIZOMOCTI
po JIOKYMEHTAIllI0 3
KaJIpOBHX IMUTaHb,
JIOB1JIKOBO-

1HpOopMaIliitHi Ta
00J1iKOBO-  (hiHAHCOBI
JTIOKYMEHTH

16

2 4

2

8

CrerwiaabHa
JIOKYMEHTAII, 1o
CKJIaJIa€ThCSl Ta
BEJEThCS B OpraHax
Tta ycranoBax JIKBC
Ykpainu

14

Bceboro rogun 3a kypcom

90

12 18

16

44




3aB1aHHs 10 ceMiHAPIB TA NPAKTHYHUX 3AHATH

Ceminapcoki 3anamms
['oTyrounch 10 ceMiHApCHKOro 3aHATTA Bu MaeTe miroryBatud KOHCIEKT
MUTaHb, 10 MICTIThCA B IUIaHI BiAMOBIAHOI TeMU. HasBHICTH KOHCIEKTY BCIX
NUTaHb Ta Balla MPUCYTHICTh HA 3aHATTI € 3aMOPYKOI YCHIITHOI poOoTH Ta
oTpuMaHHs OaniB (X KUIBKICTh 3aJIEKUTh BiJ Balloi aKTUBHOCTI Ta SKOCTI
OiATOTOBKH). BiACYTHICTh KOHCIEKTY a00 HEMOBHHMI KOHCIIEKT, HaBITh 32 YMOBU
BaIllOl IPUCYTHOCTI HA ceMiHapi, oliHeThCs B 0 OaiB.

IL1aHu ceMiHAPCHLKUX 3aHATH
Tema 1. [Ipenmer, MeTa i 3aBaanns Kypcy «HOpuanyHe J0KyMeHTO3HABCTBOY.

IcTopuyni Tpaguuii BITYN3HAHOTO JOKYMEHTO3HABCTBA

1. 3aranpHi B1IOMOCTI TIPO FOPUIUYHE JOKYMEHTO3HABCTBO K HAYKY.

2. Ilpenmer 1 3aBnannd auosojactsa B JJKBC Ykpainu.

3. CtpykTtypa ainoBojacTBa. Buau nioBojcTsa.

4. Indopmariis, ii BUIH.

5. FOpuangaamii TOKyMEHT SIK HOCiH mpaBoBOi iH(pOpMAITii.

6. IcTopiss BUHUKHEHHS JI0BOJACTBA B YKpaiHi. Tpaauilii BITYU3HSIHOTO
JIOKYMEHTOBEICHHSI Ta MOTO eTaIy.

Jlimepamypa: ocnosna Ne 2, 3, 9, 8; oonomisxcna Ne 1, 5, 6.

Tema 2. 3arajbHuii NOPSIIOK MIATOTOBKHA Ta 0()OPMIIEHHA TOKYMEHTIB

1. Opranizamis ginoojactBa B yctaHoBax JIKBC Vkpainu. 3aBnaHHsa ciyxOu
TIIJIOBOJICTBA.

2. JlokyMeHTyBaHHS yIpaBIlHCbKOI 1H(popMaIIii.

3. Obopmnennst  cropiaku  gokymeHta. OdopmiaeHHS  JTOKYMEHTIB, IO
BUTOTOBJISIIOTHCS 3 JIOTIOMOTOIO JIPYKYBAJIBHHUX 3aCO01B.

4. Cnenndika TEKCTY J1IJIOBOTO JOKYMEHTA.

Jliteparypa: ocuHoBHa Ne 1, 2, 3, 9; nommomixkua Ne 1, 5-7.

Tema 3. OcHOBHI mpaBuja po3MilleHHS Ta oO(OpPMIIEHHSI PEKBI3UTIB
JOKYMEHTIB

1. Cuctema 1OKYMEHTYBaHHS K CKJIaJ0Ba JIJIOBOJICTBA.

2. IIpaBuia opopmiIeHHS PEKBI3UTIB JOKYMEHTIB.

3. IoKyMeHTH, 110 3aTBEPIKYIOTHCS 3 POCTABJISHHSAM I'prda 3aTBEPI>KCHHS.

4. JIoKyMeHTH, MiIMUCH Ha SKUX CKPIIUTIOIOTHCS TePOOBOIO 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 eramu JokyMeHToooiry B JJKBC Ykpainu.

2. [lpuiiHATTA Ta noNepeaHiN pO3TIIs] BXIAHUX JOKYMEHTIB.

3. Opranizaiis KOHTPOJIIO 32 BUKOHAHHSAM JIOKYMEHTIB.

4. CxyagaHHs HOMEHKJIATYPH CpaB Ta (OpMyBaHHS CIIPaB.

5. ApxiBHa poOoTa. 30epiraHHsi Ta BAKOPUCTAHHS JIOKYMEHTIB.

Jlimepamypa: ocnosua Ne 1, 2, 8, 9; donomidicna Ne 1, 5, 6.

Tema 5. 3arajabHi BiZOMOCTI NP0 MAOKYMEHTANil0 3 KaJAPOBUX MHTAHb,
AOBIAKOBO- iHGopMaliiiHi Ta 00/1iKOBO- (PIHAHCOBI JOKYMEHTH

1. JoxymeHnTariist 3 0cOO0BOTo CKIafy, ii MpU3HAYEHHS.

2. JloBigkoBo-iH(opmalliitHa JOKyMeHTalis, i MpU3HAYCHHS, BUAU JOKYMEHTIB Ta
BUMOTH JI0 X 0()OpMJIICHHS.

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./loxyMeHTallisi, 1O BEAETbCS Ta CKJIAJAAETHCA TMICUXOJIOTAMU  BIIJIUICHHS
coliaibHO-BUXOBHOI Ta mcuxosoriunoi podboru YBII ta CI3O AKBC Nekpainwu,
TICUXO0JIOTaMU BIIJIUTY TIO pOOOTI 3 IEPCOHATIOM.

2.JlokyMeHTarlis, Mo BEAEThCS Ta CKIAAAETHCS CIIBPOOITHUKAMHU  BIIIUICHHS
CIIC.

3. JlokymeHTallis, MO BEIEThCA Ta CKIATAETHCS MPAIiBHUKAMH YITOBHOBAKEHOTO
opraHy 3 MUTaHb Ipoodaiiii.

Jlimepamypa: ochosna Ne 1, 4, 5, 6, 7, 10; oonomioscna Ne 1, 2, 3, 4, 6.

Ilpakmuuni 3anammas
[TizroToBKa 0 MPaKTUIHOTO 3aHATTS Iepeadavae onpamoBaHHsI MaTepialiB
(TeKCTIB) HEOOXIMHMX J/JIs YCIHIIIHOTO BUKOHAHHS MPaKTUYHUX 3aBiaaHb. OTxke,
Ballll OaJIy 3aJIeXkaTh BiJl BalOi MMONEPEIHbOI MIATOTOBKH.

3aBaaHHSA 10 IPAKTUYHUX 3AHATH
Tema 1. IIpexmer, M™Meta i 3aBmaHHsa  Kypcy «lOpuanune
JAOKYMEHTO3HABCTBO». Icropuuni Tpaauuii BITYM3HSHOIO
AOKYMEHTO3HABCTBA



3a HaJaHUM 3pa3KoM CKJIACTH 3asiBY, aBTOO10rpadito, AOPYUYEHHs, parmopr,
NOSCHIOBAJIbHY 3aIIUCKY, PE3IOME.

Tema 2. 3aranbHuid NOPSIAOK MIATOTOBKH TAa 0()OPMIICHHS JOKYMEHTIB
3a HaJIaHUM 3Pa3KOM CKJIACTH MOCAIOBY THCTPYKIIIIO, TTOJ0KEHHS.

Tema 3. OcHoBHIi mnpaBwjia po3MilmeHHsA Ta O0QOopMJIEHHSI PEKBI3UTIB
JOKYMEHTIB

3a HaJlaHUM 3pa3KOM CKJIACTH CIyKOOBUM JIUCT, HaKa3, BUTAT 3 HakKasy,
IIPOTOKOJI, BUTST 3 MPOTOKOJY.

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

O3HailoMJIeHHST 13 KOISIMH BXITHHUX Ta BUXIHUX JOKYMEHTIB, iX
pPEKBI3UTaMHU, CIIpaBaMU, HOMEHKJIATYPOIO CITPaB.

3a HajgaHUM 3pa3koM O(OPMUTU BXiAHY KOPECHOHACHIIIIO, 3alOBHUTH
BIJIMOBIIHI Tpadu peecTpariiiHO-KOHTPOIBHOT KapTKU TMPHU Y3SITTI Ha KOHTPOJb
BX1JTHOTO JIUCTA-3aMuUTY (PaHillie 3apeeECTPOBAHOTO).

Cxmactu kpocBopa 3 TeMu «JlokymeHTOo00Ir y JlepkaBHiii KpUMIHAILHO-
BUKOHaBY1H cyxk01 Ykpainu» (20 ciiB).

Tema 5. 3arajabHi BiAOMOCTI NPO MAOKYMEHTALiI0 3 KaJApPOBUX IHMTAaHb,
AOBiAKOBO- iH(popMaiiiHi Ta 00/1iKOBO- (PiHAHCOBI TOKYMEHTH

O3HalioMJICHHST 13 CTPYKTYpOIO 0OCOOOBOi  CHpaBH, OCOOJIMBOCTSIMH
CKJIaJIaHHsI, 30epiraHHsl.

3a HaJlaHUM 3Pa3KOM CKJIACTH paropT (3asBy) Mpo MPUHOM Ha poOOTy, Mpo
NepeBeICHHS Ha 1HIIY TO0Caay, MPO HaJIaHHS YeproBOi HIOPIYHOI BIAMYCTKH, PO
3BUIbHEHHS, TOJIaHHS, aTeCTalllMiHUN JUCT, HAropoJAHUMN JHCT, JOTOBIp , akKT,
JIOBIJIKY, BIATYK, PO3IHUCKY,

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

dopMyBaHHS BMiHb Ta HABUYOK Tl YaC BUKOHAHHS MPAKTUYHUX 3aBIaHb
I0JI0 CKJIQJIaHHS XapaKTePUCTUK Ha 3acy/KeHuX (25 pi3HOBHUIB), paIoprTis,
TIOJIaHHS, TOBIJJOK Ta O3HAMOMHTHCS 3 TIOPSIKOM CKIIAJaHHS JOCYAOBOI TOTIOBIIi.



3aBaaHHs IS CAMOCTIHHOI poOoTH

Psn mwraHe HAaBYANBHOI JUCIUIUIIHM BHUHOCATHCS HA  CaMOCTIHHE
ompamtoBanHs.  OImiHKa  pe3yJbTaTiB  CaMOCTIMHOI  pOOOTH €  BaKIMBUM
KOMITOHEHTOM OCBITHBOT'O Tmporecy. Ha camocTiiiny poOOTy BHHOCHUTBCS
OTIPAIIOBaHHS KypCaHTOM (CTYJEHTOM) MHTAaHh Ta BHUKOHAHHS I1HIWBITYyaJIBHO
3aBnaHHsa (ece). [l BHKOHAHHS 3aBllaHb CaMOCTIHHOI poOOTH BaM HEOOXiJIHO
3pOOWTH KOHCIEKT HIDKYE3a3HAUCHUX MHTaHb. KokHE TMTaHHA Mae OyTu
IPYHTOBHO BUCBITIIEHE B 00CSI31 HE MEHIIIE T’ SITH CTOPIHOK APYKOBAHOTTO TEKCTY.
. IcTopiss Ta eTamu po3BHTKY BITYM3HSIHOTO JOKYMCHTOBEICHHSI.
. [IpaBoBe peryntoBaHHs MPOIIECIB CTBOPEHHS 1 (DYHKIIIOHYBAaHHS JOKYMEHTIB.
. 3arajpHa XapakTEpUCTHUKA JUTOBOTO CTHIIIO MOBJICHHS.
. Opranizauis poOOTH ci1y>kOH J1JI0BOJICTBA.
. OCHOBHI BUMOT'H [0 JIEKCUKHU JLIIOBOTO CTHIIIO;
3arainbHi BigoMocTi rpo gokymMeHToo0Ir y JIKBC Ykpainu, oro Buau Ta etamnm.
. ®opmyBaHHs Ta 0OpMIICHHS CITpaB, Iieperaya ix 10 apxiBy.
. ApxiBHa po06oTa, i poib y aisuibHOCTI opraHiB Ta ycraHoB JIKBC Ykpainu.
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. BBumoru 110 ohopmiteHHsI 10BIIKOBO-1H()OpMALIHHUX TOKYMEHTIB.
10. ETuker ciy>x00BOT0 JTUCTYBaHHSI.

11. MOBHOCTHIILOBI OCOOJIMBOCT1 JOKYMEHTIB.

12. CnocoOu yHUKHEHHS TOMUJIOK Y TEKCT1 JJOKYMEHTA.

InguBinyajabHi 3aBIaHHA
[nauBinyanpHi 3aBIaHHS BUKOHYIOTBCS y BHIVISIII PYKOIIMCHOTO €ce
00CcAroM 10 5 CTOPIHOK 3a TEMOIO sIka OOMPAETHCSA 3 HU)KUECHABEICHOI'O MEPENiKy
a00 1HIMBITYaJIFHOIO TEMOIO IOrO/PKCHOI0 3 BHUKIamadeM. Ilpu HammcaHHI ece
JOIUTEHAM oyne CKOPHUCTATHUCh nopajiaMu 3a TTOCHITAHHSIM :
https://zno.if.ua/?p=985

TemaTuka ece:

1. CyTHICTh IOPUIUYHOTO JOKYMEHTO3HABCTBA. 3MICT TOHSATTS, HOro
3aBJaHHs, 3B 30K 3 IHITUMU AUCIUILUTIHAMH.

2. BiTun3HsH1 TpaauLii JOKYMEHTO3HABCTBA.

3. [IpaBoBe peryntoBaHHSI MPOIECIB CTBOPEHHS Ta BUKOPUCTaHHS
JIOKYMEHTIB.

4. JlJokyMeHTyBaHHS K OJIMH 3 OCHOBHHUX BHIB Npo(deciiiHOi MiSIBHOCTI
cniBpoOitHrka JIKBC Ykpainu.

5. IcTopis poO3BUTKY TIpOIIECIB JOKYMEHTYBaHHS 1 CiIyx0, 10 ¥HOro
3a0e3reuyBay.

6. Eranu cTaHOBIEHHS Ta PO3BUTKY JI1IOBO/ICTBA B Y KpaiHI.



7. Opopmnenns odimiitHux nuctiB y KuiBcbkiii Pyci.

8. [lpukazni mokymentn XV-XVIII cr.; xoneriaibHe AiIOBOJCTBO;
PI3HOBHIA JJOKYMEHTIB B iCTOPIi (yKa3, pemsilis, TUPKYIISp).

9. BukonaB4e IiJIOBOICTBO; poOOTa 3 JOKYMEHTAMH B PAJITHCHKUI Yac.

10. CtaHoBJICHHSI 1 PO3BUTOK MOBHM 3aKOHOJABYMX aKTiB; MOBa TBOPIB
IOPUIAYHO-/T1JIOBOI MMUCEMHOCTI.

11. OcobnuBocTi NepmMX IOPUAMYHHUX JOKYMEHTIB: 3aKOHIB Xamypami,
3akoniB XII Tabnuimpb, BapBapchKuX mpaBn y 3aximHii €Bpori, 3akoHIB MaHy B
[1nii, «PychKoi mpaBan», FeTbMaHCHKUX IPAMOT TOIIO.

12. Vuidikamiss Ta CcTaHmapTu3amis cucTteM jaokyMmeHtamii. [IposBu
CTaHAapTHU3alii B JOKyMEHTaXx.

13. [Moain JOKYMEHTIB 3a PIBHSMH CTaHIApTH3ALII].

14. Tlonsarts nipo iHdopmariro. Bunu iHpopMmalrii 3a ciocoOoM CpUHHSATTS,
3a (opMoOIO0 TOJaHHS, 3a MPU3HAYCHHSIM, 3a CTaAisiMu yrpaBiiHHSA. OCHOBHI
BuMoOru 1o iHopmarii. Pexxumu noctymy no ingopmanii. OXopoHa JOKYMEHTIB,
SIK1 MICTSTh JIEpKABHY TAEMHUIIIO 1 KOH(IAEHIIHHY 1H(QOpMaIlito, 10 € BIACHICTIO
Jep>kaBy Ta podOTa 3 HUMHU.

15. JlokxymeHnT sk wmaTepianbHuUN Hocid  1H@opwmarii. Kacudikaris
JIOKYMEHTIB. Y MOBH, 3a SIKMX JIOKYMEHT € JIOCTOBIPHUM JI>KeperioM iHhopMaliii.

16. XapakTepucTika OKpEMHX BHIIB 1 THUMIIB JOKYMEHTIB (BUIaHHS,
TEKCTOBE BWJIaHHS, MATCHTHHA 1 HOPMATUBHHMHA JIOKYMEHT, IIJIOBHHA JIOKYMEHT,
JOKYMEHT SIK apTe(axr).

17. AnpmiHicTpaTuBHE (3arajibHe) J1IJI0OBOACTBO. Pi3HOBUIIM JOKYMEHTIB, IO
CTBOPIOIOTH ~ opranu  ympabiiHHsA. Cucrema  oprasizarifiHO-po3MOPsIAYOi
nokyMeHTarlii. Bumoru 1o opopmiieHHs oprafi3aiiiHo-po3nopsaIduX JTOKYMEHTIB.

18. CnenianpHe A110BOJICTBO. Buam aioBojcTBa B opraHax Ta YCTaHOBaxX
JNKBC Vxkpainu B 3aleXHOCTI Big iX BUAY, OCOOTMUBOCTEH poOOTH, 00’ €My
JIOKYMEHTOO0OITY:  IeHTpaiizaiis (moBHAa 1 4YacTKOBa), JelEeHTpasizalis
JIIJTOBOJICTBA.

19. 3aBnanna cuyx6u giutoBoacTBa. DyHKIIT KaHIENSApii YCTAaHOBH.
Opranizariis mmparii nepcoHany cly»O0u AinoBojicTBa. Bumoru 10 pododoro micis
IIOBOJA.

20. ICTY 4163-2003 «YHidikoBaHa cHCTeMa OpraHizaiiiHO-pO3MOPs IO
JNOKyMeHTallii. Bumoru 10 opopmittoBaHHs TOKYMEHTIBY.

21. Cnemnudika TEKCTy AUIOBOrO JOKYMEHTAa. TeKCT — TOJOBHUM €JIEMEHT
noKyMeHTa. Bumoru no tekcty nokymeHTa. IIpsmuii abo 3BOpOTHMI MHOPSIOK
PO3MIILIEHHS JIOTTYHUX €JIEMEHTIB y TeKCTl. MOBHOCTHIILOBI OCOOJIMBOCTI TEKCTIB
JTOKYMEHTIB.



22. OdimiitHO-1UIOBMIA CcTUIB: c(epa 3acTocyBaHHS, MIACTHIL OdimiiiHO-
JIJIOBOTO CTUJIIO: 3aKOHO/IaBYHM, JUILUIOMATUYHUM, IOPUANYHUH,
aZMIHICTPaTUBHO-KaHIEISIPCHKUH. JKaHpH, B SIKUX peai3yloThCsl MiICTHIIL.

23. TekcT sIK OCHOBHUU PEKBI3UT JoKymMeHTa. CKJIaJoBl YaCTHUHHU TEKCTY:
BCTYyIl, TE€3W, AapryMeHTH, NPONO3MIli, BUCHOBKH. Buam TekcrTiB, 10
3aCTOCOBYIOTHCSA TIPH CKJIA/JaHHI JOKYMEHTIB: PO3IOBIb, OMKUC, MIPKYBAHHS.

24. Tumnu TekcTiB 1070 0hOpMIICHHS JOKYMEHTIB: JTIHIMHAN 3amucC 3B’ I3HOT
MOBH, Tpadaper, aHKeTa, TaOIuIl, KOMOIHOBAaHUH 3arluC.

25. [loHATTs  MOKYMEHTOOOIry.  3HAuYeHHS  MNpaBUJIBHOI  Oprasizanmii
JOKYMEHTOO00Iry JUIsl  yNpaBIIHCBKOI  AiSUIBHOCTI. Buam  10KyMeHTOOOIry:
HeHTpaiizamis (MoOBHA 1 HEMOBHA), JCIIEHTpaTI3allis.

26. CknasanHsg HOMEHKIATyp 1 gopmyBanHs crpaB. OCHOBHI BUMOTH JI0
HOMEHKJIaTypH CIIPaB.

27.I'pynyBaHHs JOKyMeHTIB y cnpaBu. llopsaok posramryBaHHs
JOKYMEHTIB Yy CIpaBi, CHCTEMaTH3allisi Ta HyMmepalis: MiATOTOBKAa CIpaB 0
MOIAJIBIIIOTO 30epiraHHs 1 BUKOPUCTAHHSI.

28. ExciepTu3a HAyKOBOi Ta MPaKTUYHOI IIHHOCTI JOKyMeHTiB. Bumaum
JIOKYMEHTIB 1o cTpokaMm 30epiranss. Odopmienns crpas. Ilepenava crpaB 1o
apxiBy.

30. ApxiBHa poboTa, il IpU3HAYCHHS.

31. Bumorn 10 odopmiieHHs 00J1IKOBO-(IHAHCOBUX JIOKYMEHTIB (aKT,
JOPYYEHHs: OCOoOMCTI Ta oO(IIiiHI, pO3MUCKa, il PI3HOBUAM Ta MpaBHia
o opMIICHHS).

32. JlokymeHTaliiss 3 0coOOBOTro ckiamy, il mpu3HadeHHs (0coOHCTI Ta
0COOOBI JTOKyMEHTH), TPUYMHU CTBOPEHHS, MeTa BUKOpPUCTaHHS. Hampsmku
KaJpoBOro JuIoBojACTBAa. HopMaTWBHO MpaBOBI akTH, WLI0 PErJIAMEHTYIOTh
JUSITBHICTD BIJUIIJICHHS KaJPiB.

33. OdopmiieHHsI Ta BefeHHS 0COO0BHX crpaB. JIOKyMEHTH, IO BXOISTh
710 0c000BOI CIIPABH.

34. Haka3 o ocoboBomy ckiany. [lopsimok BumaHHs 1 pO3CHIIaHHS HaKa3iB
o 0co0OBOMY CKJIamy.

35. ITonsarrs arecramii Ta ii 3mict. Ckian arectamiiHoi kowmicii. ITopsimok
npoBejieHHs aTecraiii. PimeHHs arecTaniiiHoi Komicii. BupimeHHs cHipHuX
TUTaHb.

36. Bumorn 10 odopmieHHs 00J1IKOBO-(IHAHCOBUX JOKYMEHTIB (aKT,
JOPYYEHHs: OcoOMCTI Ta oO@imiiAHI, po3MmUCKa, ii PI3HOBUAM Ta MpaBuia
oopMIeHH).

37. Cxyactu  Tabmuio «3arajibHa XapaKTEPUCTHUKA JIJIOBOTO  CTHIIIO
CY4aCHOI YKpaiHCbKOI MOBI.
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38. BUKOpUCTOBYIOUM  JIOMOMDKHY JIITEparypy, 3HaWTH 1 3amucartu
dbpazeosorisMu, MO BUKOPHUCTOBYIOTHCA Y JUJIOBOMY MOBJIEHHI CHIBpOOITHHUKA
JAKBC Vkpainu.

IMopsaok oniHIOBAHHA
OriHtOBaHHS BallluX JIOCSATHEHb BIOYBAETHCS 32 CUCTEMOIO BiIOOPAKEHOIO

B TaOmumi 1.
Ta6muns 1
Cucrema HapaxyBaHHs 0auiB 3a cucremoro EKTC
Dopma 3aHATTH
IpakTuuHi
3anarrsa
ek Ceminapu (onpaquBagH
Ne Ha3Ba temu (KOHCTIEKTYBaHH | 51 MaTepialiiB
Bceboro|(Benenns
anis Komcrext o rambs R
BUCTYTI, M1JTOTOBKH,
y) JIOTIOBHEHHS ) yCIHIIIHE
BUKOHAHHS
3aBJIaHb)
Po3aia 1. IIpaBoBe pery/1ioBaHHS NPOLECIB CTBOPEHHS Ta BUKOPUCTAHHS
JOKYMEHTIB
1. [Ipenmer, Meta i 13 1 6 6
3aBAaHHS KypCy
«Opuauune
JTOKYMEHTO3HABCTBO.
IcTopuuHi Tpaauii
BITYM3HSIHOTO
JTOKYMEHTO3HABCTBA
2. 3aranpHui  TOpANOK |/ 1 3 3
MMATOTOBKH Ta
o opMIICHHS
JOKYMEHTIB
Po3ain 2. JlisioBi nanepu sik 3acid nucemMHoi npodgeciiiHoi KOMyHIKamil
3. OcHOBHI npaBuIa 7 1 3 3
PO3MILIEHHS Ta
o opMIICHHS
PEKBI3UTIB IOKYMEHTIB
4, JIOKyMeHTOO0O0Ir B 11 2 6 3
JlepxaBHIi
KpUMIiHAJIBHO-
BUKOHABYIM CITyx01
Ykpainu
Po3aia 3. lokyMeHTH IPaBOAUIOBOI cepu: MO 32 HANPAMOM
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TisIbHOCTI, MPU3HAYEHHS], OPUINYHE 3HAYeHHs, cdepa BUKOPUCTAHHA
5. 3araipHi Bimomocti | 11 2 6 3

Ipo JTOKYMEHTAIll0 3

KaJIpOBHUX TUTaHb,
JIOB1IKOBO-
1HbOopMarliitHi Ta

OOJIIKOBO-  (piHAHCOBI
JTOKYMEHTH

6. CremianpHa 11 2 3 6
JOKYMEHTAIIis, 1110
CKJIAIa€THCS 1 BEIETHCA
B OpraHax Ta

ycranoBax JIKBC
Ykpainu
Pazom 60 9 27 24
3aiik 40
Bceroro 100 GainiB

3a BeJleHHsI KOHCIEKTY JIEKIIiH 3a mepii Tpyu TeMU HapaxoByeTbest 1 Oan, 3a
HAaCTYyNHI — 2, 3a YMOBU IOBHICTIO BIIOOpaK€HUX HABYAIBHUX NUTaHb Y
KOHCIEKTi. TakuM YUHOM, 32 poOOTY Ha JIEKIIIIX BU MOXKETE OTpUMAaTH 10 9 Oaris.

Haragyemo, mo mig 4ac JdeKUiM Ta I1HIIMX 3aHATh HE MPHUIYCTHUMO
BIJIBOJIIKATUCH PO3MOBAMH, KOPUCTYBATUCh MOOUIBHUMH Telle(OHaMH Ta THIIHMMHU
rajpkeTamu, MOopyIIyBaTH AUCIHUILUIIHY B Oyb SKUM 1HIIHMEI criociO. 3ami3HEeHHs Ha
JEKIII0 TaK caMO HE MPUITYCTHMI, BHUKJIaJad 3ajulla€ 3a COOOI0 MpaBO HE
JIOTYCTUTHU 70 3aHATTA CTYACHTA, IO MOPYIIYE MUCHHUIUIIHY ab0 3ami3HIOETHCS.
[ToBaxkaliTe mpaIf0 BUKJIAJava, BaIlMX TOBAPHUIIIB IO HAaBYaHHIO Ta cebe —
JOTPUMYHTECh JUCIMIUIIHA IMiJT 4ac OCBITHROro mporecy. Lli >k cami mpaBuia
NOBEAIHKMA MOIIMPIOIOTECA W Ha 1HII (GopMH 3aHATh (CeMiHApH, MPAKTHYHI).
KopuctyBanus rajkeramMu Ijis TOCTYITY 0 MEpPEXi [HTepHET mpHUIyCTUME JIUTIIEe
i 4Yac CEMIHAPCHKUX/TIPAKTUYHUX 3aHSITH 32 BKa31BKOIO UM J03BOJIOM BHUKJIajaya.
[Ipomymieni  nekuii  cmil  BIAOPALIOBATA  IEPENUCABIIA  KOHCHEKT  Ta
IPOJEMOHCTPYBABIIIN HOT'0 BUKJIAAady, IPH I[bOMY CJIiJI OyTH TOTOBUM BIATIOBICTH
Ha WOro MUTAaHHS 32 3MICTOM JIEKIIii.

Pob6ora Ha cemiHapax OIIHIOETHCS 32 HACTYITHUMH KPUTEPISIMU:

—Ballla TMPUCYTHICTb Ta HOBHUM KOHCHEKT CEMIHAPCHKUX TMUTaHb
3a0e3reuytoTh BaM 1 Oau;

— JUIs TOrO abM OTPUMATH IIIe OJMH Oall ¢iiij OpaTh y4acTh B ONpaIfOBaHHI
CEMIHAPCHKUX TIMTaHb (JOMOBHEHHS, BIANOBIA, HA TMTAaHHS BUKJIAJaya,
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BUCJIOBJICHHSI CBOET OOTPYHTOBAHOI TOYKU 30pY Tij Yac 0OTOBOPEHHS MPOOJIEMHUX
MTUTaHb);

— BUCTYM 13 JOMOBIIIO0, ece, pedepaTom mMoxke nmpunectn Bam 0,5 Gamm 3a
YMOBH, 10 BIANOBIJIb Oy/i€ 3MICTOBHOIO, IPYHTOBHOIO Ta BIAMNOBIJIaTH TUIAHOBOMY
MUTaHHIO;

— 3a JIBa MOBHICTIO BIAMNpAaIbOBaHI MUTAHHS, SIKI BUHOCATHCS Ha CAaMOCTIHHY
poOOTy Ta HAasBHOCTI iX y KOHCIIEKT1, BU MoxkeTe oTpumartu 0,5 6anu.

TakuM uMHOM Bara ydacTb B poOOTI ceMiHapy MOKe MPUHECTH BaM JIO 3
OayiB 3a ogHe 3aHATTS. [IpomymieHHWi ceMiHap BiINPaIlbOBYETHCS HAIHCAHHSIM
KOHCIIEKTY BCIX MUTaHb 3 TUIAHY 3aHATTS Ta BIAMOBIISIMU HA TMUTaHHS BHUKJIaJadya
3a 3MICTOM CEMiHapy Mij] Yac BIAMpaIltOBaHHS.

[IpakTUyH1 3aHATTS MOXYTh IPUHECTH BaM 1O 3 Oanu 3a OJHE 3aHATTA 32
YMOBH TIOMEPEIHHOT0 OMPAIFOBAHHS MaTepiaiiB s MIATOTOBKU JO 3aHITTS U
YCHIITHOTO BUKOHAHHSI BCIX 3aBJaHb O€3MOCEepeHhO Ha camoMmy 3aHsATTi. He
BUKOHAHHS 3aB/JaHb 3HWKYE Balll 0al MPOMOPIIiITHO BIACOTKY M pPiBHIB CKJIAJHOCTI
3aBAaHb 3 SKMMU BHM HE BIOpalduch. Bama mnpucytHicTh 0e3 MIATOTOBKM Ta
HE3JIaTHICTh BIIOPATHCH 13 3aBJaHHSAMU OIiHIOeThca 0 OaniB. BiampaiitoBanHs
npomymeHnx YW omiHeHux y 0 OamiB 3aHATh BiOyBaeTbcs 3a YMOBHU
MOTIEPETHLOTO O3HAMOMJICHHSI 3 MarepiajgaMu JiJIs IMJATOTOBKH 10 IPAKTUIHOTO
3aHATTS Ta BUKOHAHHS 3aBJaHb 3alPONOHOBAHMX BHKJIaaaueM (yBara — 3aBJIaHHS
MOKYTh BIJIPI3HATHUCH BiJ] THX, III0 BUPIIIYBaJIM Ballll OTHOTPYITHUKH ).

KoxeH kypcaHT (CTyOEHT, cilyXad) Ma€ 10 KIHIS KBITHS HamHCAaTH Ta
HaJaTH BUKJIAJa4y €ce Ha TEMATHKY 3 3alIPOIOHOBAHOIO Mepesiky ado 3a BIACHOIO
TEMOIO Y3TOJKEHOIO 3 BHKJIaJadeM. Y CIIIIIHE BUKOHAHHS I[LOTO 3aBlIaHHs Oyje
3aJIeaTH: B TPaMOTHOCTI Ta O0GOPMIICHHS; BiJl BIAMOBIAHOCTI 3MICTY TE€Mi; BiJl
CTPYKTYPHOI JIOTIYHOCTI; BiJ] apryMEHTOBAHOCTI BHCHOBKIB; BiJl OpHUT1HAJIBHOCTI
po0OOTH Ta KyJIbTYpH IMOCHJIaHb HA JKEpEna.

[TimicyMKOBUM KOHTPOJIb 3 AUCIUIUIIHKA BiJIOYBA€TbCS Y BUIJISII YCHOTO
31Ky Ha IKOMY BU MoxeTe oTpumatu 10 40 GaniB B 3a1€KHOCTI BiJ] MIOBHOTH Ta
oOrpyHTOBAHOCTI BamMX BiamoBiaei. Ha 3amiky Bukiamad 3agae Bam 4 NMATaHHS 3
nepeNniKy HaBeJeHOro HUX4Ye, KOJKHA BIAMOBiAL Jae BaM A0 10 OamiB. SIKmio mifn
9Jac MPOXOJKEHHS Kypcy B HaOpamu 60 6aiB TO MaeTe MpaBO HE 3/1aBaTH 3K
BJIOBOJIBHUBIIKMCH TT1JICYMKOBOIO OIIIHKOK BIAMOBIAHO JO KUIBKOCTI HaOpaHHUX
OaniB. Cxema nepeBe/leHHs OaliB y MiICYMKOBY OI[IHKY HaBeJeHa B Tabmuii 2.

Taomung 2
IIIxana oninoBanusa: HanionaanHa ta ECTS

Cyma GamiB 3a Bci
BUIM  HaBYaJIbHOI
ISJIBHOCTI

Owinka

O1iHKa 32 HAIlOHAJIBHOIO IIKAJIOK0
ECTS H H
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90 - 100 A BIAMIHHO

82-89 B

75-81 C fo0pe

64-74 D )

60-63 E 3aJI0BLJIBHO

35.59 FX HE3aJ0OBIIPHO 3  MOXJIMBICTIO  TTOBTOPHOTO
CKJIaJaHHs

0-34 = HE3aI0BUILHO 3 960B’;{3K0BI/IM MOBTOPHUM
BUBYEHHSIM JUCIAIUIIHU

Iluranua 10 3aJ0iKy

1.ITpenmer, MeTa i 3aBaanHs Kypcy «tOpunnaHe 7OKyMEHO3HABCTBOY.

2. [lopiBHANBPHA XapaKTEpPUCTHKA MMHCEMHOI Ta YCHOI (oOpM AiIOBOTO
MOBJICHHSI.

3. Oco0IMBOCTI Cy4acHOTO IiIOBOACTBA. JIOKyMEHT sK 3aci0 3aKpiruieHHS
1H(pOopMariii.

4. TlonaTTa Ta BUAM 1HPOpMAILii, BUIH ii HOCIIB.

5. Knacudikamiss  gokymentiB.  HamioHambHuMii  craHmapT  YKpaiHu.
VHigikauisg Ta crangapTU3anis JOKyMEHTIB.

6. Cucrema opraHizamiifHO-pO3MOPAIIOl JOKYMEHTAIT].

7. YMOBH, 3a AKUX JJOKYMEHT € TIOBHOI[IHHUM JiXKepesoM 1HdopMaiiii.

8. TeKCT siIk OCHOBHUI PEKBI3UT TOKyMEHTA, HOTO CTPYKTypa, THIH. Bumoru
710 TEKCTIB JOKYMEHTIB.

9. IcropuuHi TpaguUIlii BITYM3HIHOTO JOKYMEHTO3HABCTBA Ta HOTO eTarmm.

10. Opranizaiis niytoBoacTBa B opranax ta ycranoax JIKBC Ykpainn.

12. 3aBnaHHs CiTy>kOH JT1JIOBOJICTBA.

13. lokyMeHTyBaHHS yIPaBIiHCHKOI 1H(pOpMAIIii.

14. OpranizamiitHo-po3nopsiaya JIOKYMEHTAII1s SIK MIPOBiHA B
YIPaBIIHCHKIN AISIBHOCTI, cepa 3aCTOCYBaHHS, BUMOTH J10 OPOPMIIEHHS.

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

16. Bumoru 710 3MICTy Ta po3TallyBaHHs PEKBI3UTIB.

17. Bumoru 110 0J1aHKIB IOKYMEHTIB, iX BUAU

18. OdopMieHHS CTOPIHKHU TOKYMEHTA.

19. 3aranbni BigoMocTi ipo gokymeHToooir y IKBC Ykpainu.

20. Buau Ta eTanu  JOKyMEHTOOOIry.

21. [IpuiiHATTS Ta MOMEPEAHIN PO3TIISA BX1THUX TOKYMEHTIB.

22. PeecTparisi TOKYMEHTIB, OCHOBHI TPHUHIIUIIA PEECTpAIlii, BUAH
peecTpaiiiaux Gopm.

23. Opranizariisi KOHTPOJIIO 32 BUKOHAHHSIM JOKYMCHTIB.
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24. CTpoKu BUKOHAHHS JIOKYMEHTIB.

25. Ilpuznauenns apxiBiB. [Ipornenypa nepenadi JOKyMEHTIB 10 apXiBy.

26. Homenknarypa crpas, ii BUIU.

27. ®opmyBanHs cripaB. [IpaBuia 30epiranHs cripas.

28. 3arasbHi OJ0KEHHS 1HCTPYKIIi 3 T1JIOBOJICTBA.

29. Opranizaiiis 30epiraHdsi Ta BAKOPUCTAHHS JIOKYMEHTIB.

30. Vuidikaris i crangapTHU3aIis yIpaBIiHCbKUX JOKYMEHTIB.

31. loxymeHTaIist 3 0COO0BOro CKJay, il mMpU3HAYCHHS.

32. Oco0oBI1 Ta 0OCOOUCTI JOKYMEHTH.

33. OcoboBa crpaBa SIK HOMEHKJIaTypa KaApOBUX JOKYMEHTIB.

34. CtpykTypa 0cob60BOi CIpaBu,0CcO0JMBOCTI CKIIaaHHs, 30epiraHHsl.

35. JloBigkoBo-iH(opMalliiHa JTOKyMEHTalis, 1 TNPU3HAYCHHS, BUAH
JIOKYMEHTIB Ta BUMOTH JI0 iX 0(OpMIICHHS.

36. JoxymeHTaitis, mo Beae HayanbHUK BigauieHHs CIIC 3rigHo 3 Haka3zom
Minictepctsa roctuiii Ykpainu Ne2300/5 Bix 04 nmuctonama 2013 poky.

37. O0niK  JOUCHUUIUIIHAPHOI TPAKTHKW: 3a0XOYEHHS Ta IOKAapaHHS
3aCyIKEHUX.

38. loxymeHTaitis, 110 ckiiaaae HadanbHUK BiaauieHas CIIC.

39. Buau xapakTepuCTUK Ha 3aCyJIP)KEHUX Ta OCOOJIMBOCTI 1X CKJIa/IaHHS.

40. linoBa cepa sk 0jHa 3 OCHOBHUX TaTy3€H MIsITEHOCTI JIFOICTBA.

41. HopMoTBOpua 6a3a, 110 pErysiroe MPOILECH CTBOPEHHS Ta 30epiraHHs
JIOKYMEHTIB.

42. Nepxkcrangapt Ne4163 — 2003, iioro nomvpeHHs Ta 3aCTOCyBaHHSI.

43. [HCTpyKIisT 3 JUTOBOJCTBA SK OCHOBHHUH HOPMATHBHO-METOIMYHHMA
JOKYMEHT.

44, PexBi3UT sIK 000B’SI3KOBUM €IEMEHT JIOKYMEHTA.

45. MOBHOCTHJIbOBI OCOOJIMBOCT] IOKYMEHTIB.

46. TekcT K OCHOBHHUM €J1€MEHT JOKYMEHTA.

47. CnocoOu YHUKHEHHS] IOMHJIOK Y TEKCTI JOKYMEHTA.

48. OdiniifHO-I1ITOBUN CTUIIb K CTUJIb JIJIOBUX TamepiB.

49, Tliactmm odiiiHO-I17I0BOTO CTUIIIO, 1X MiCIIe Y JA1I0BIH cdepi.

50. Oco6auBoCTI 0(IMiItHO-T1IOBOTO CTHIIIO.

51. TuroBi MOMWIKH y TOKyMEHTaX.

52. I'padpiuni ckopoueHHsi, abpeBiarypu Ta 1ubpoBa iHPoOpMaIls B
JIOKyMEHTaX.

53. [Ipobnemu B3aeMO3aMiHM TEPMIHIB Yy TEKCTaX JOKYMEHTIB.

54. OyHkITiOHATBHI cepr JOKYMEHTOBEICHHS B TIPABOILIOBIH cdepi.

55. O6nikoBo-(hiHAHCOBA TOKYMEHTAITlA, 11 BUIH.



15

56. Haka3 sk OCHOBHMH pO3MOPAIYNNA JOKYMEHT, WOro BHAU Ta
0COOJIMBOCTI.

57. Cry>x00BuU# THUCT SIK Pi3HOBU] 1HGOPMAIIITHOTO TOKYMEHTA.

58. MoBHMI1 €THKET AIOBOTO JIUCTYBaHHS. [[OHATTS MPO €THUKET.

59. JIokyMeHT SIK OCHOBHUM BHJI TMCEMHOI J1JIOBOT MOBH.

60. [llnsxu BIOCKOHAJEHHS MIJOBOI MOBHM B JOKYMEHTaX IIPaBOAiIOBOL
chepu.

61. Po3nopsiyi JOKYMEHTH: 3arajibHa XapaKTEPUCTHKA, PEKBI3UTH.

62. Pe3omronis sk iHGOpMAaLlis Ipo NOJANBILY POOOTY 3 TOKYMEHTOM.

63. [leuaTka K PEKBI3UT JOKYMEHTA.

64. Po6oTa 3 JoOKyMEHTaMH, 1110 MICTSITh KOMEPIIMHY TAEMHHMITIO.

IHoniTnka akaxeMi4HOI 100PO4YECHOCTI

[IpocnyxoByroun 1ei Kypc, Bu moroguianuch BUKOHYBAaTH TIOJOXKCHHSI
NPUHLMUIIB aKaJeMI4HOi JOOPOYECHOCTI:

- CKJIaJaTH BCl MPOMDKHI Ta (iHAJIbHI 3aBJaHHS CAMOCTIMHO 0€3 J0IOMOTH
CTOpPOHHIX 0CI10;

- HaJaBaTH ]IS OLIHIOBAHHS JIUIIIE pe3yIbTaTH BJIacHOi poOOTH;

- HE BJIABaTHCAd JO KpOKIB, IO MOXYTh HEYECHO TOKPAIIWTH Balli
PE3yNbTAaTH YH TOTIPIIATH/TIOKPAIITUTH PE3YJIBTATH 1HIINX KYpPCAHTIB (CTYACHTIB,
ClIyXauiB);

- He myOJdiKyBaTH BIANOBIJl HA MUTAHHS, 1110 BUKOPUCTOBYIOTHCS B paMKax
KYpCY JJIs OI[IHIOBaHHS 3HaHb KYPCaHTIB (CTYJEHTIB, CIyXadiB).

PEKOMEHIOBAHA JIITEPATYPA:
OcHoBHa:

1.I'mymuk C. B. CyuacHi AiJI0BI manepu : HaBY. MOCi0. 7S BUILL. Ta CEper.
criell. HaB4. 3akiaaiB. 4-te Bu., nepepoO. 1 qonos. Kuis : A.C.K., 2014. 400 c.

2.Jlesiki UTaHHS TOKYMEHTYBaHHS YIpaBIiHCHKOI AisibHOCTI: [locTaHoBa
Kab6inery minictpiB Ykpainu Bix 17 ciuns 2018 p. Ne 55. Vpaoosuu kyp'ep. 2018.
07 6epes. (Ned6).

3.I1anexa FO.1., Jlemimm H.O. 3aransHe /[110BOJACTBO: HaBY. MOCIOHUK 3-T€
Bun., Kuis: Jlipa-K, 2015. 432 c.

4.1lpo 3aTBep/UKEHHS TUIOBOI IHCTPYKUII 3 AUIOBOJACTBa y MiHiCTepCTBI
foctullii Ykpainu : Hakaz MinicteperBa octuilii Ykpainu Ne 3101/5, 08 >xoBTHs
2019. Kwuis. 2019. 132c.

5.IIpo 3abe3neueHHst QyHKIIIOHYBAHHS YKPaiHCHKOI MOBHU $IK JI€pKaBHOI

3akoH Ykpainu, 16 mumn. 2019. / Tonoc Ykpainu. (Bimomocti BepxoBnoi Panu
(BBP), 2019, Ne 21, cT.81).
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6.I1po 3aTBepmxkenns [HCTpyKIi 3 opraHizamii oOmiKy kaapiB y JepxaBHiit
KpUMIHaJIbHO-BUKOHABU1N ci1y»k01 Ykpainu Big 30.08.2017 Ne 2771/5. Oghiyivnuii
gicnux Yxpainu. 2017. Ne 77. Ct. 2385.

7. Ilpo 3arBepmkenHs [lopsaky BWILIATH TPOIIOBOTO 3abe3MeueHHs Ta
KOMIICHCAIIIMHUX BUIUIAT 0CO0aM PSIOBOTO 1 HAYaIBHUITLKOTO CKiIaxy JlepxkaBHOT
KpUMIHaJIBbHO-BUKOHABYOI ciy>xOu Ykpainu Bin 28.03.2018 Ne 925/5. Odghiyivinui
gicnuk Yxpainu. 2018. No25. Cr. 924.

8. IIpo 3arBepmxenHs [lopsiaky mpoBeneHHs] aTECTyBaHHS OCI0 PSAIOBOTO 1
HaYaJIbHUILIBKOTO cKiaay JlepaBHOI KpUMiHAJIbHO-BUKOHABYOI CIyXOU YKpainu
Bix 24.01.2017 Ne 172/5. Ogiyitinuii gicnux Yrpainu. 2017. Nel13. Cr. 387.

9. Tlpo 3arBepmkennss [IpaBun oprasizamii JIUTOBOJACTBA Ta apXiBHOTO
30epiraHHsi  JIOKYMEHTIB Yy JIEpKAaBHHUX OpraHax, oOpraHax MiCIIEBOrO
CaMOBpSIIyBaHHs, Ha MIANPUEMCTBAX, B YCTAaHOBaX 1 OpTraHi3alifax: Hakas
MinicrepcrBa roctuitii Ykpainu Big 18.06.2015 p. Ne 1000/5. O¢iyitinuii sicrux
Vrpainu. 2015. Ne52. Ct. 1699.

10.CanoBanua B.B. CyuacHi A10BI TOKYMEHTH Ta manepu. Sk mpaBUIbLHO
opopMuTH 1 MIAroTyBaTU. 3pa3ku Ta npukiaagu. XapkiB. KuwxkoBuit «Kiy0
Cimetinoro [lo3immsi», 2014. 608c.

11.Vkpaincekuii npaBonuc HAY Vkpainu, [HCTUTYT MOBO3HABCTBa IMEHI
O. O. Ilore6Hi, IncTuTyT ykpaincekoi MoBH,- Kuis.: HaykoBa gymka, 2019. 200 cl
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