XMEJ/IbHUIIbKA OBJIACHA PAJIA
XMEJIBHUIIBKUU YHIBEPCUTET YIIPABJIIHHS TA ITPABA
IMEHI JIEOHIJA IO3bKOBA

3ATBEPJIDKEHO
PimenHs METOAMYHOI pajin YHIBEPCUTETY
«23» ciuna 2024 poky,
npomoxon Ne 4.

[Iepia mpopeKxTopKa, roJIoBa METOAUYHOT
paau YHIBEPCUTETY, KAHIUAATKA HAYK 3
JepKAaBHOTO YIPABIIIHHSA, JOLEHTKA

Ipuna KOBTYH

«23» ciuna 2024 poxy

M.II.

HABYAJIBHO-METOJANYHI MATEPIAJIN
3 HABYAJIbHOI AU CHUILTIHA
«TOKYMEHTAIIAHE 3ABE3IIEYEHHA
JIAJIBHOCTI OPI'AHIB ITYBJITYHOI'O YITPABJITHHS»
JJISl MIATOTOBKM HA NMepImoMy (0CBIiTHLOMY) piBHi
3100yBayviB BHLIOI OCBITH CTyleHs 0aKkajiaBpa
3i cneniajgbHocTi 281 Ily0Jiune ynpasiiHHs Ta agMiHICTPYBaHHSA
rajy3i 3Hanb 28 Ily0JiuHe ynpasJiiHHS Ta aAMiHICTPYBaHHSA
3a IeHHOI0 (pOPMOI0 HABYAHHS

M. XMEJIbHUIIbKUH

2024



PO3POBHHK:

AcucrenTka kadeapu myOaiuHOro yrpaBiliHHS Ta
aZAMIHICTpYBaHHS Ipuna OPUUYNHA
«10» ciuna 2024 poky

CXBAJIEHO:

Pimenns kadeapu myOmiqHOTO yIpaBIiHHS Ta aAMIHICTpyBaHHS
«15» ciuna 2024 poky, npomokon Ne 7.

3aBinyBau Kadeapu, JOKTOp HayK 3 AepP>KaBHOTO

yIpaBJliHHSA, KaHIUAAT eKOHOMIYHUX HaYK,

npodecop Enyapn IIEITAHCBKHIA
«15» ciuna 2024 poky

Jexaneca gaxynbTeTy myOaiqHOTO yIpaBIiHHS,
KaHJMIaTKa HAayK 3 IEPKABHOTO YIPABIIiHHS,
OLICHTKA Tersna ITIIJIICHA

«15» ciunga 2024 poky

O6mnikoBuii oocsr — 1,73 yMm. Ap. apk.



wmn

3MICT

CtpyKTypa BUBUEHHS HaBYAJIbHOT IUCHUIUIIHU

1.1.
1.2.
1.3.
1.4.
1.5.
1.6.

TeMaruuHU IJ1aH HABYAJIBHOI JUCLIUILIIHA
Jlexii

CeMiHapChKi 3aHATTS

CamocriiiHa poboTa CTy/ICHTIB
[HuBinyaNibHI 3aBIaHHS

[TimcymMKoBHiA KOHTPOIIb

Cxema HapaxyBaHHs OaJliB
PexomenoBani mxepena
[ndopmariitai pecypcu B [HTepHeTI



1. CTpyKTypa BUBYEHHSI HABYAJIbHOI 1M CHUIIIHA

1.1. Temamuunuit nn1an HAGUAILHOT OUCUUNIIIHU

Ne Temu

Haspa Temu

Kinekicts roaus

JHenna Gpopma

3aouna popma

yCHOTO

Y TOMY 4HCII

JICK-
i

C3/
113

11a0.
3aH.

1HJI.
3aB]1

CPC

YCBOTO

Y TOMY YHCIi

JIeK-
it

C3/ 11a0.
113 3aH.

1HJI.
3aB]]

CPC

2

5

6

7

o0}

10

11 12

13

14

[ToHsTIHHO-TEPMIHONOTTYHUH
amapar Ta HOpMaTUBHO-
mpaBoBa 6a3a cepu
JIOKYMEHTYBaHHS 1
oprasizarnii pobotu 3
JIOKyMEHTaMH

4

7,5

0,5 -

Icropist BUHUKHEHHS,
CTaHOBJICHHSI 1 PO3BUTKY
IITOBOJCTBA B YKpaiHi

05

JepxaBHa nomituka y cdepi
IIOBOJICTBA Ta MEXaHI3M 11
peauizarii

05

0,5 -

Jlep>xaBHa cTaHmapTH3aLlis
oprasizaniifHo-po3nops a0l
JIOKYMEHTAITI |

9,5

Kracudikanisi JOKyMEHTIB.

9,5

0,5 -

OcHoBHi BuMor# Turosoi
IHCTPYKIUII 3 J1JI0BOJICTBA Ta
JIep)KaBHOTO CTaHAAPTY
Yxpainu JCTY 4163-2020

9,5

IIpaBuia Ta npakTuKa
CKIIaaHHs 1 0pOpMIICHHS
JIOKYMEHTIB 3 KepyBaHHS
MIepCOHAIIOM

12

9,5

0,5 -

[paBuia Ta npakTUKa
CKIIalaHHsI i 0pOpPMIICHHS
iH(pOpManiHO-aHATI THIHIX
JTOKYMEHTIB

12

9,5

0,5 -

IIpaBuia Ta npakTuKa
CKJIafiaHHs 1 0(OpMIICHHS
PO3MOPSTUUX JOKYMEHTIB

12

9,5

0,5 -

10

IIpaBuna Ta npakTUKa
CKJIafiaHHs 1 0(OpMIICHHS
JIOKYMEHTIB KOJIETialTbHUX
OoprasiB

9,5

11

IIpaBuia Ta npakTuKa
CKJIaJaHHs 1 0OpPMIICHHS
opraHizaniiHUX JOKyMEHTIB

9,5

12

Opranizanis o0JiKy

JIOKYMEHTIB, IOKYMEHTO00Iry

1 KOHTPOJIIO 32 PYXOM 1
BUKOHAHHSIM JJOKYMEHTIB.

9,5

13

CKIIaiaHHsl HOMCHKIIATYPH 1
(dhopMmyBaHHS CTIpaB,
MArOTOBKA Ta 3a0€3IIeYEHHS
apxiBHOTO 30epiranHs
JIOKYMEHTIB.

Pasom roaun:

120

| 18

34

68

120

12

102




1.2. Jlexuii

Kinbkicts rogun

Ne 3/m Hasga i mnan Temu Jenna 3aouyHa
dbopma dbopma
1 2 3 4
1. | TonsTIHHO-TEpPMIHOJIOTIYHUII anlapaT Ta HOpPMAaTUBHO-IIpaBoBa 0aza chepu 2 1
JOKYMEHTYBAHHS 1 oprafi3amii poOOTH 3 TOKyMEHTaMHI
1.1. | Honrsarts indopmarii. OCHOBHI BUMOTH 10 iH(popMariii.
1.2. | doxymentyBauHs iH(popmartii. [TorsaTTs nokymenTa. OCHOBHI BUMOTH JI0 TOKYMEHTA.
1.3. | ITonsrrsa gimoBoacTsa. Buan mgimoBoncTsa.
1.4. | HopmaTtuBHO-TIpaBOBa 0a3a JIiJIOBOJICTBA.
2. | Ictopis BUHUKHEHHS, CTAHOBJICHHS 1 pO3BUTKY JIJIOBOJICTBA B YKpaiHi 1 0,5
2.1. | [lepeqymoBu BUHUKHEHHS J1JIOBOJICTBA.
2.2. | dimooxactBo y JlaBHROpYCHKHIT Iepiox icTopii Ykpainu.
2.3. | IlpukasHe III0OBOACTBO.
2.4. | Konexcoke iIOBOJICTBO.
2.5. | Minicrepcbke (BUKOHAaBYE) IIOBOACTBO.
2.6. | [IinmoBoACTBO y paAssHCHKHUH yac.
2.7. | Ilepiox cyuacHOTO AiJIOBOJICTBA.
3. | JlepxaBHa noxitTuka y cdepi IUIOBOACTBA Ta MeXaHi3M 11 peaiizawii 1 0,5
3.1. | dinoBoactBo sk chepa HOPMATHBHO-IIPABOBOTO PETYITFOBAHHS.
3.2. | CyTb aepkaBHOT MOJIITHKHU Y cdepi iTOBOICTBRA.
3.3. | Cucrema nep:kaBHOTO YIPaBIiHHSA y cepi AiJIOBOICTBA.
3.4. | Cucremu AiOBOACTBA, OpraHi3amiiHi GOPMH Ta CTPYKTypHa OyI0oBa CIIyK0
IJIOBOICTBA.
3.5. | HopmaTtuBHO-TIpaBoBe 3a0e3MeYeHHS ASIIPHOCTI CITYKO TIJTOBOJICTBA.
3.6. | YMoBH mparii npamiBHAKIB CITy>X0 IiJTOBOICTBA.
3.7. | Mexanizalis 1 aBTOMaTH3aIls JiJTOBOICTBA.
4. | JlepxaBHa CTaHIAPTH3AIIS OPTraHi3aIlifHO-PO3NOPSII0T JOKYMEHTAMI{ 1 1
4.1. | TlonATTSA CTAaHAAPTH3ALII Ta CTAaHIAPTY. Buau cTaHgapTiB.
4.2. | TIoHSTTS AEpKaBHOI CTAHIAPTHU3AIIT OpraHi3amiiHO-PO3MOPSAYO0l JTOKYMEHTAIlIT, 11
MeTa i 3HaUYeHHS.
4.3. | TIoHSATTS cUCTEMH OpraHi3aliitHo-po3nopa U0l JOKYMEHTALlI].
4.4. | TlonstTs yHi(iKOBaHOI CHCTEMHU OpraHi3aliifHO-pO3IOpsA90i JOKYMEHTALIIT.
5. | Knacudikamis OKyMeHTIB 1 1
5.1. | [lonATTSA, MeTa, IPUHIMITK Ta 3HAYCHHS KJIacU(iKaIlil TOKYMEHTIB.
5.2. | 3arayipHa xapakrepucrika HamioHansHoro kiacugikaropy ynpasiiHChKOT
nokymenTariii HK 010:2021.
5.3. | Knacudikamis oprauizaiiifiHo-po3mnopsa4oi gokymenTarii 3a HK 010:2021
5.4. | IpuknaaHa Kiacudikallis opratizamiiHO-po3nopsAaY0l JOKYMEHTAIIIT 3a:
5.4.1. aBTOpCTBOM (CY0’€KTaMH NPUIHATTS) IOKYMEHTIB;
5.4.2. Bunamu (HOMiHaAJNIaMH) JTOKYMEHTIB;
5.4.3. mKepenamMu BUHUKHEHHS TOKYMEHTIB;
5.4.4. 3micTOM JOKYMEHTIB;
5.4.5. MmaTepiabHUM HOCieM iH(oOpMarii;
5.4.6. HanpsIMOM PYXy JOKYMEHTIB;
5.4.7. NOXOKEHHSIM JOKYMCHTIB;
5.4.8. IpU3HAUCHHAM JIOKYMEHTIB;
5.4.9. mporenypoto CTBOPEHHS 1 HAOYTTS JOKYMEHTaMH JIETITHMHOCTI
5.4.10. cragisitMu CTBOPEHHS TOKYMEHTIB,;
5.4.11. crymeHeM 0OMEXXEHHS TOCTYIY 10 JOKYMEHTIB;
5.4.12. cTyneHeM CKIaJHOCTI JOKYMEHTIB;
5.4.13. cryneneMm yHiikamii popmu i 3MicTy TOKYMEHTIB;
5.4.14. TepMiHaM¥U BUKOHAHHS JJOKYMEHTIB;
5.4.15. TepmiHaMu 30epiraHHs JOKYMEHTIB;
5.4.16. TEXHIKOIO CTBOPEHHSI JIOKYMCHTIB;
51 5.4.17. hopmamu CKIaJaHHS JTOKYMECHTIB.
6. | OcHoBHI BUMOrH HanioHaspHOTO cranaapry Ykpainu JCTY 4163:2020 2 1
6.1. | Cranmaprusauis nanepy sik MaTepiajJbHOI OCHOBH TEKCTOBUX JIOKYMEHTIB Ta
oOMexxeHHs pobouoi o apkyma nanepy popmary A4 Geperamu.
6.2. | IlonsarTs pexBizuTa, Gopmyssipa Ta GpopmyIsipa-3pazka cirykK00BOro JOKyMEHTa.
6.3. | Cxyaz pekBi3UTIB JOKYMEHTIB Ta CXEMH IX po3TalllyBaHHs Ha apKyuli nanepy gopmary

5




6.4.
6.5.

A4, Bu3HaueHi HanioHanbHUM cTangapToMm JJCTY 4163:2020.
IonstTs O1aHKa JOKyMEHTA i OllaHKa opradizamii. Buau OnaHKiB.
BuMoru 10 BUTOTOBJICHHS JOKYMEHTIB.

[IpaBuia Ta MpakTHKa CKIaAaHHS Ta 0POPMIICHHS TOKYMEHTIB 3 KEPYBaHHS
MIEPCOHATIOM

7.1.
7.2.

IoHATTS Ta OCHOBHI BUIY JOKYMEHTIB 3 KEPyBaHHS NIEPCOHAIIOM.
[onsATTs, IpaBwUiIa CKIamaHHS i 0POPMIICHHSI OCHOBHUX BHIB 3 KEpyBaHHS
HIEPCOHATIOM:

7.2.1. 3asBH;

7.2.2. aBToGiorpadii;

7.2.3. pestome;

7.2.4. 0cob0BOrO JIHCTKA 3 00JIIKY KaJpiB;

7.2.5. XapaKTepUCTUKH;

7.2.6. HaKa3iB 3 KaPOBHUX MUTaHb;

7.2.77. TpyAOBOi KHUXKKUY;

7.2.8. 0co00BO] cIIpaBH.

[IpaBuia Ta mpakTHKa cKiagaHHs Ta ohopMIIeHHS iH(pOpMAaIiiTHO-aHATI THIHIX
JOKYMCHTIB

8.1.
8.2.

[ToHATTS Ta OCHOBHI BUIY iH(GOPMAIIHO-aHATITHYHUX JOKYMEHTIB

[MonsTTs, NpaBuiIa cKiIagaHHs i 0OPMIICHHS OCHOBHUX BHIIB iH(pOpMalliiiHO-
AQHATITUYHUX JOKYMEHTIB:

8.2.1. cimy»060BOrO JIUCTA;

8.2.2. noBinkwy, indopmarii, 3Bity;

8.2.3. I0nOBIHOT, MOSICHIOBAJILHOT, CITY’KOOBOT 3aITUCKHY;

8.2.4. nomoBimi.

[IpaBuiia Ta MpakTHKa CKIaAaHHS Ta 0POPMIICHHS PO3NOPSIAINX JOKYMEHTIB

9.1.
9.2.

[ToHATTS pO3NOPSITINX TOKYMEHTIB Ta IX OCHOBHI BU/IH.

[MonsTTs, MpaBmia ckiIagaHH i 0POPMIICHHS OCHOBHHX BHIIIB PO3MOPSTINX
JOKYMCHTIB:

9.2.1. pimreHHs;

9.2.2. MOCTaHOBH;

9.2.3. po3mopsKeHHS;

9.2.4. Hakasy.

10.

[TpaBuia Ta NpakTHKA CKJIaAaHHs Ta 0OPMIICHHS IOKYMEHTIB KOJIETiaIbHUX OpraHiB

10.1.
10.2.

[ToHATTS Ta OCHOBHI BH/IY JJOKYMEHTIB KOJIETIaJIbHUX OPraHiB.

[ToHsTTs, NpaBuia cKiIaganHs i 0hOPMIICHHS] OCHOBHUX BHJIIB JIOKYMEHTIB
KOJIeTiaJIbHUX OpTaHiB:

10.2.1. mpoTokoiny;

10.2.2. akTa;

10.2.3. pinieHns.

11.

[TpaBuia Ta npakTHKa CKiIaAaHHs Ta 0pOpMIICHHS OpraHi3alliiHUX JTOKYMEHTIB

11.1.
11.2.

[ToHsTTS OpraHi3aniiHIX JOKYMEHTIB Ta iX OCHOBHI BUIH.

ITonsTTs, MpaBwia CKIagaHHs i 0POPMIICHHS OCHOBHHX BHIB OpTaHi3aIliitHuX
JIOKYMEHTIB:

11.2.1. cratyry;

11.2.2. moynoKeHHS;

11.2.3. pernamenry;

11.2.4. incTpyKuii,

11.2.5. npaBuu;

11.2.6. muany po6otu.

12.

Oprani3zauis 00Ky JOKYMEHTIB, JOKyMEHTOOOIT'Y 1 KOHTPOJIIO 38 PYXOM i
BUKOHAHHSM JIOKYMEHTIB

12.1.
12.2.

12.3.

[onsTTs, cuctemu Ta GOpMHU peecTpallii JOKyMEHTIB.

TTOHATTSI, MPUHIIMITH, OCHOBHI MOTOKHK Ta MOPSA0K 3a0e3eYeHHS JOKyMEHTO00Iry B
opranizarii.

TToHsATTS, BUIN, IPUHITUIIN Ta TOPSAIOK 3A1ICHEHHS KOHTPOJIIO 32 JJOKYMEHTOOOITOM i
BUKOHAHHSAM JOKYMEHTIB.

13

CkmajaHHs HOMEHKIIATYpH 1 pOpMYyBaHHSI CIIPaB, IMiATOTOBKA Ta 3a0€3MeUCHHS
apxiBHOTO 30epiraHHs TOKYMEHTIB

13.1.
13.2.
13.3.

IonsATTS, IpU3HAYECHHS, BUIX, IPUHLIUIIA TA IPaBUJIa CKIIaJlaHHd HOMEHKJIATYPH CIIPaB.
TTopsimok hopMyBaHHS CTIpaB Ta OPTaHi3alis ONEePaTUBHOTO 30epiraHHs JOKYMEHTIB.
[TizroroBka Ta 3abe3ne4eHHs! apXiBHOrO 30epiraHHs JOKyMEHTIB.

Yevozo 200un

18

12

6




1.3. Ceminapcoki 3anammsn

Ceminapcoke 3auamms 1,2

Tema 1. IlonsaTiiiHO-TEepMiHOIOTIYHMI anapaT Ta HOPMAaTHBHO-NIPaBoOBa 0a3a
cepu 10KYyMEeHTYBaHHA i opraHizamii podoTu 3 10KyMeHTaM#
Ilumannsa 0na ycno2o onumysanus ma OUCKycii
1. ITonsarts iHpopmarrii. OCHOBHI BUMOTH /10 iH(OpMaIrii.
2. NoxymentyBaHHs iHpopmariii. [louaTts nokymenTa. OCHOBHI BUMOTH J0 JOKYMEHTA.
3. [onsiTTs ainoBoacTBa. Bumu ainoBoacTaa.
4. HopmatuBHO-1IpaBoBa 6a3a J1iJI0BOJCTBA.

Ayoumopna nucbmosa poboma
BukoHaHHS cTyeHTaMH TECTOBUX 3aBAaHb 3 MUTAHb TEMH 3aHSTTSL.
Memoouuni exaziexu

Kniwouosumu mepminamu, Ha po3ymiHHi AKUX 0aA3y€MbCA 3AC60CHHA HABUAILHOZ0 Mamepiany
memu, €. iHbopMallis; MaTepianbHUN HOCIH iH(pOpMamii; TOKyMEHTYBaHHS iH(OpMalii; JOKYMEHT;
IUTOBOACTBO;  CIPAaBOYMHCTBO;  JOKYMEHTallliiHe  3a0e3leueHHs  YOpaBIiHHSA,  KEepyBaHHS
JMOKYMEHTAI[I€I0; 3arajJibHe JUIOBOJCTBO; CIHCMiaibHE JIUIOBOJICTBO; OpraHizamiss pobOoTm 3
JTIOKyMEHTaMU; 3aKOHO/1aBua 6a3a JIIJI0OBOJCTBA; MiA3aKOHHA HOPMATUBHO-TIpaBOBa 06a3a J11JI0BOJICTBA.

Ilumanna ona camokoumponro

1. HaBeniTh 3aKOHOAAaBYE BU3HAUCHHS MOHATTS “‘iH(opMaris™ Ta Ha3BiTh 3aKOHOJAABYHMH aKT, IKUM
BOHO BCTAHOBJICHE.

2. Ha3BiTh Ta MOSCHITH CYyTh BUMOT 10 1H(MOpMAaIlii, 110 3a0€31edyI0Th 1l CyCIUIbHY POJIb.

3. HaBeniTh 3aKOHO/MaBUO BU3HAuUeHy Kiacudikailiro iHpopmallii Ha BUAM 1 Ha3BITh 3aKOHOIaBUUIl
aKT, SKMM BOHA BCTAHOBJICHA.

4. ITostcHITB, 110 CIIiJ PO3YMITH 1]l IPAaBOBOIO iH(OPMALII€TO.

5. Ha3Bitb xepena npaBoBoi iHQopMariii.

6. I1osiCHITB, 110 CITiA PO3YMITH MiJ JOKYMEHTYBaHHSAM iH(popMarlii.

7. IlosicHITB, TITO CII1J] PO3YMITH IT1JT CTBOPEHHSIM JJOKYMEHTA.

8. ITosicHITH, 1110 CTi PO3yMITH Mij (iKCyBaHHAM iHpopMalii.

9. TlosAcHiTh, MO CHiA PO3YMITH i MaTepiaJbHUM HOCIEM 1HQoOpMalli Ta Ha3BITh BUIU
MaTtepiaJbHUX HOCIiB iH(popMallii.

10. [laiiTe 3akoHOAABYE Ta 3a CTAHAAPTU30BAHE BU3HAUECHHS MOHSTTA “JAOKYMEHT 1 Ha3BITh aKTH,
SKMMHU BOHU BCTaHOBJIEHI.

11. Ha3BiTh kiacudikaiiiro JOKyMEHTIB 3aJIe’KHO BiJ] MaTepiaIbHOTO HOCIA 1H(pOopMaIIii.

12. HasBiTh Ta MOSCHITH CyThb BHMOI' J0 JOKYMEHTa, L0 3a0e3MeuyloTh HOTo IOpHUAWYHY
MTOBHOI[IHHICTb.

13. HaBeniTe 3acTaHnapToBaHe BU3HAYCHHS MOHSATTA “‘IIIOBOJCTBO; CIPABOUYMHCTBO Ta HA3BITh
HOPMATHUBHUH aKT, IKHM BOHO BCTAaHOBJICHE.

14. Po3kpuiite cyTh Kiacudikaii AiI0BOJCTBA 3aJISKHO Bijl cucTeMaTH3alil GyHKIINH JepKaBHOTO
yIpaBIIiHHS.

15. [aiiTe BU3HAUEHHS MOHSATTS 3arajbHOTO J1JIOBO/ICTBA.

16. [latiTe BUSHAUCHHS MOHATTS CIICI[1aJLHOTO TIJIOBOJICTBA.

17. Ha3BiTh 3aKOHO/IaBY1 aKTH, 10 € IPABOBOIO 0a3010 opraxizaii 1iJ0BOICTBA.

18. OxapaktepuszylTe CUCTEMY BHIIB ITII3aKOHHUX HOPMATHBHO-TIPABOBUX AKTIB, 110 BU3HAYAIOThH
MeXaHi3MHU OpraHi3alii 1iJI0BOJICTBA.

19. Ha3BiTh mpHKIagu KOHKPETHUX MIA3aKOHHUX HOPMATHBHO-TIPABOBUX aKTIB 3 PEryIIOBaHHS
MUTaHb JIIJIOBOJICTBA.

20. Ha3Bith mpuKIagy KOHKPETHHX JEepPKaBHUX CTaHAApTIB YKpaiHW 3 MHUTaHb IJOBOJICTBA Ta
apxiBHOI cIpaBu.



Ceminapcoke 3anammsn 3

Tema 2. IcTopiss BHHMKHEHHSI, CTAHOBJICHHA i PO3BUTKY AiJIOBOACTBA B YKpaiHi
llumanuns 0na ycHo2o onumysanHs ma OUCKycii
1. [leperymMOBM BUHUKHEHHSI 1IJIOBOJICTBA.
2. HinoBonctBO y JlaBHBOPYCHKHIA Mepiof icTopii YKpainu.
3. IlpukasHe AiJI0BOACTBO.
4. KonexcbKe IiJI0BOJICTBO.
5. MiHicTepchKke (BUKOHABYE) JIITIOBOJICTBO.
6. J11710BOJICTBO y paJsTHCHKUH Yac.
7. Ilepion cy4acHOTO ALTOBOJICTBA.
AyoumopHa nucbmosa poboma
BukoHaHHS CTyJeHTaMH TECTOBUX 3aBJIaHb 3 MUTaHb TEMH 3aHSTTSL.
Memoouuni éxa3iexu

Kntouoeumu mepminamu, na po3ymiHHi AKUX 0A3VEMbCA 3AC60EHHA HAGYATNLHO20 MaAMepiay
memu, €. cucTeMa JIep>KaBHOTO yIpaBIiHHS; ICTOPUYHUI Mepio]] iJI0OBOJCTBA; CUCTEMA J1IIOBOJICTBA;
XapaKTEPUCTHKA ICTOPUYHOTO MEPiOay TIIIOBOJICTBA.

Iumanna ona camoKkonmpoJiio

1. Ha3BiTh OCHOBHI MpoOJIeMH BHUCBITIEHHS iCTOPIl ALTOBOJCTBA B YKpaiHi, OXapakTepu3yuTe ix
CYTh Ta IPUYHHU.

2. Ha3BiTh Ta OOIpyHTYITE HUISXU BUPILMIEHHS MPOOJieM 3 BUCBITJICHHSM iCTOPIi A1IOBOJICTBA B
VYkpaiHi.

3. TloscHITP 1O CIHiJ PO3YMITH IiJ CHUCTEMOIO JEP>KaBHOTO YIPABIiHHA Ta IMiJICHCTEMOIO
JIIIOBOJICTBA TA 1X B3a€EMO3B’ A30K.

4. TTosICHITB 11O CNIJ PO3YMITH Mijl ICTOPUYHUM IEPiOOM JIIJIOBOJICTBA Ta PO3KPUNTE CTPYKTYpPY
XapaKTepUCTUKHU ICTOPUYHOTO MEPIoay I1JIOBOJCTBA.

5. Ha3BiTh yKpaiHCbKMX BUEHUX, SIKI JOCIIJPKYBAIN 00 TOPKAIUCh MPOOJIeM AITOBOACTBA Y CBOIX
JOCTIPKEHHSAX Ta KOPOTKO OXapaKTepu3yiTe iX HayKoBl Mpariil.

6. IlopiBHsAlTe mnepioam3alito icTOpii OUIOBOJACTBA 3a MpPALSIMU POCIHCBKMX Ta YKpaiHCHKUX
JOCTIHUKIB 1 3p00ITh BUCHOBOK 111010 iX BIPHOCTI icTOpii Y KpaiHu.

7. Ha3BiTh Ta OOTpyHTYHTE iCTOPUYHY MPABOMIPHICTh OCHOBHHX IEPIOAIB iCTOpIl MIJOBOJCTBA B
VYkpaiHi.

8. OxapakrepusyiiTe cuCTeMy IiI0BOJACTBA JlaBHBOPYCHKOTO Mepioay icTopii YKpaiHu.

9. Oxapakrtepusyite cuctemy [IpukasHoro ni0BoICTBA.

10. Oxapaxkrepu3yiite cucremy KosexcbKkoro aijIoBOACTBA.

11. Oxapaxrepusyiite cucreMu MiHICTEpChKOTO (BUKOHABYOIO) 1JIOBOJICTBA.

12. OxapakTepusyiiTe cucTeMy A1IOBOJICTBA y PaJITHCHKUI yac.

13. OxapakTepu3yiiTe nmepioj] Cy4acHOTO J1IOBOJICTBA.

Ceminapcoke 3auamms 4

Tema 3. lep:kaBHa noJiiTuka y cdepi aijioBoacTBa Ta MexaHi3M ii peaJiizamii
Tlumanus 018 ycHO20 onumysanHs ma OUCKYcii
1.[linoBoaCTBO siK chepa HOPMATUBHO-TIPABOBOTO PETYITIOBAHHS.
2. CyTb iep>kaBHOT OJIITUKH y cepl T1TOBOJICTBA.
3. Cucrema Jiep>kaBHOTO yIpaBIliHHSA Y cdepi A1JI0BOACTBA.
4. Cuctemu I1I0BOJICTBA, OpraHi3aiiiHi ¢opMu Ta CTpYKTypHa Oy/10Ba CIIyK0 J1JI0BOJICTBA.
5. HopmaTuBHO-1IpaBoBe 3a0€3MeueHHs AisSUTbHOCTI CITYKO I1TOBOJICTBA.
6. YMOBH Tparii pariBHUKIB CITy>K0 JA1IIOBOJICTBA.
7. Mexanizaris 1 aBToMaTHA3aris I1JIOBOCTBA.
8. Opranizaiisi €JIEKTPOHHOTO JTOKYMEHTOOOITY 3a JIOMOMOTOI0 CITIeIialli3oBaHOi KOMIT FOTEPHOL
nporpamu M.E.Doc.




Ayoumopna nucemosa poboma
BukoHaHHS CTy/IleHTaMH TECTOBUX 3aB/aHb 3 MUTAHb TEMH 3aHSITTSL.

Memoouuni exaszieku

Knwuosumu mepminamu, na po3ymMiHHi AKUX 0A3YEMbCA 3AC60CHHA HABUATIbHO20 Mamepiaiy
memu, €. chepa HOpPMATUBHO-TIPABOBOTO PETYIIOBAHHS; CY0’ €KT MPABOBITHOCKH Yy cepi AIIOBOACTBA;
00’€KT MpaBOBIIHOCUH Yy cdepl AUIOBOJACTBA; MPEAMET MPABOBIMHOCHH y cdepi AiIOBOJCTBA; 3MICT
NPaBOBIAHOCHH y c(hepi IIIT0BOACTBA; IepKaBHA MOMITUKA y cepi IITOBOJICTBA; CUCTEMA JIEPKABHOTO
yOpaBimiHHSA Y cdepi TiI0BOJCTBA; JAep)KaBHA apXiBHA CiIy)k0a YKpaiHu; cucTeMa apXiBHUX yCTaHOB
VYkpainu; cucrema JiJ0BOJCTBA; LIEHTpali30BaHa CHCTEMa JIJIOBOJCTBA; JIELEHTpaIi30BaHa cUCTeMa
TTOBOACTBA; 3MillIaHa CHUCTEMa JIJIOBOJCTBA; CIIyk0a IUIOBOJCTBA; OopraHizamiiiHa (opma ciayxou
JIIJIOBOJICTBA; CTPYKTYpHA Oy0Ba CIy>KOH JIIJTIOBOJICTBA.

Iumannsa ona camoKoHmpoio

1. Po3kpuiiTe 3araibHy CyTh HOHSATTS c(epy HOPMATUBHO-TIPABOBOTO PETrYJIIOBAHHS 3 TOUKU 30PY
Teopii mpaBa Ta OXapaKkTepU3yHTe eNEMEHTHUH CKIAJ i1 CTPYKTYpH.

2. OOrpyHTyiTe HEOOXIJHICTh, BUCBITJIITh METY, 3aBJaHHs 1 3HAUYE€HHS HOPMAaTHBHO-IIPABOBOIO
perynroBaHHs chepr TOKYMEHTYBaHHS Ta OpraHi3allii poOoTH 3 JOKyMEHTaMHU.

3. Oxapaktepusyite IIJI0BOACTBO AK chepy HOPMATUBHO-IPABOBOTO PEryJIIOBAHHS, BU3HAUMBIIU
fioro cy0’exTH, 00’ €KT, MPEIMET Ta 3MICT.

4. BUCBITHITH CYTh JepKaBHOI MOJITUKHU y cepi IIJIOBOACTBA Ta apXiBHOI CIPaBH, HAa3BITh CKIIAJ
cy0’ekTiB ii (hopMyBaHHS, BU3SHAYCHHS 1 IPOBEICHHS.

5. Oxapaxrepusyite ponb BepxoBHoi Pagu Ykpainu sik cy0’ekta aep)kaBHOI HOMITHKU Y cdepi
JTOBOJICTBA Ta apXiBHOT CIIPABH.

6. Oxapakrepusyiite ponb [Ipesupenta Ykpainu sk cy0’ekTa JIep:KaBHOI MOJNITUKH Yy cdepi
JTOBOJICTBA Ta apXiBHOT CIIPABH.

7. Oxapakrepusyiite ponab KaGiHery MinicTpiB YKpaiHu sk cy0’e€kTa JepXaBHOI IMOJITHKU Yy
ctepi ATOBOJCTBA Ta apXIBHOI CIIPABH.

8. OkpecniTh CTPYKTYpY JEpKaBHOTO YIPaBIIHHA y cdepl IiIJI0BOJACTBA Ta apXiBHOI CIpaBH Ta
OXapaKTepu3yuTe poJib 1 MEHTPATHHUX Ta MICIEBUX OPraHiB sIK CyO’€KTIB JEPKABHOI MOJITHKUA Y
3a3HauyeHii cgepi.

9. OxapakTepusyiTe pojib IEHTPATbHUX Ta MICIIEBUX OPTraHiB BUKOHABYOI BIAJH SIK Cy0’ €KTIB
JiepKaBHOT MOMITUKU y cdepi AUTOBOJCTBA Ta apXiBHOI CIIPABH.

10. OxapakTepu3yiiTe poJib OpPraHiB MICIIEBOIO CaMOBPSIYBaHHSA SK CYO’€KTIB Jep>KaBHOT
HOJITUKH Y cepi JUIOBOJICTBA Ta apX1BHOI CIIPaBH.

11. Ha3BiThb 1 oxapakTepu3ylTe CHCTEMM OpraHizauii AUJIOBOJACTBA Ta KpHUTepli BHOOpY iX
3aCTOCYBaHHS.

12. Ha3BiTh 1 oxapakTepu3syiiTe oprasizamiiiii Gopmu ciyx0 AiJI0BOJACTBA Ta KpUTepii BUOOPY iX
3aCTOCYBaHHS, BU3HAUYEHHS CTPYKTYPH, YHCEIBHOTO Ta TI0CAI0BOTO CKJIaly MPAaLliBHUKIB.

13. Ha3BiTh 1 OXapakTepu3ylTe BHIM OCHOBHUX JIOKAJbHUX HOPMATHBHO-TIPABOBUX aKTIB 3
NUTaHb PETYIIOBaHHS OpraHizalii ciIy>k0 IiI0BOJICTBA.

14. Po3kpwmiiTe 3MICT OCHOBHMX BHMOT IIOJ0 3a0€3MedYeHHs] YMOB IMpalll MpaIrliBHUKIB CIyKO
JIIIOBOJICTBA.

15. BUCBIT/IITH HAaIPsIMU MEXaH13allii Ta aBTOMATHU3AaIlli J1JI0OBOJICTBA.

Ceminapcoke 3auamms 5

Tema 4. [lepxaBHa cTaHaAapTH3aLis Opra”izaniiiHO-po3nopsaA40i JOKyMeHTallil
Tumanns Ons ycHo20 onumyeants ma OUCKycii
1. [ToHATTS cTaHmapTH3allii Ta CTaHIAPTY.
2. Bunu crannmapTis.
3. [TonsATTS nep>kaBHOI CTaHAAPTHU3AIIIT OpraHi3aliftHO-PO3MOPSI U0l TOKYMEHTaIlli, il MeTa i
3HAYCHHS.
4. TIOHATTS CHCTEMH OPraHi3aliifHO-PO3MOPSIU0T TOKYMEHTAITI].
5. IlonsaTTs yHi(piKOBaHOT CUCTEMHU OpraHi3aliitHO-pO3MOPSAAYO0l JOKYMEHTAIII.
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Ayoumopna nucoemosa poboma
BukoHnaHHS cTyqeHTaMu 3aBIaHb 3 TUTAHb TEMU 3aHSATTS.

Memoouuni exaszieku
Knwuosumu mepminamu, na po3ymiHHi AKUX 0A3VEMbCA 3AC60EHHA HABUATLHO20 Mamepiany
memu, €. CTaHIAPTH3AIIS;CTAaHAAPT;, HAIIOHAIBPHUA CTaHAapT YKpaiHW; JAep>KaBHUH CTaHIapT
VYkpainu; raiay3eBHil cTaHAapT YKpaiHM; Jep)KaBHA CTaHIApTU3Alllsl YIPaBIIHCHKOI JOKYMEHTAIIl;
JepkaBHUN  kiacudikaTop ympasiiHcbkoi nmoxymenTamii (JAKY]/l); opranizamiiiHo-po3nopsaua
JOKyMEHTAIlis, YyHI(piKOBaHAa CHCTeMa OpraHi3amiiHO-pO3MOPSAY0i JOKyMEHTalli; yHidikoBaHa
cucreMa oprasizariino-posnopsaauoi qokymenTartii (YC OP/I).
Iumannsa ona camoKonmpoJiio

1. JlaliTe BW3HAUEHHS TOHATTS ‘‘cTaHAapTH3allis’ BiAmoBigHO 10 3akonHy VYkpaimm “TIpo
CTaHIapTH3AII0”.

2. JlaiiTe BUW3HAuYeHHsA TOHATTA ‘‘cTaHmapT’ BiaAmoBigHO g0 3akoHy Ykpainu “IIpo
CTaHapTH3AII0”.

3. JaiiTe BuU3HAYeHHs MOHATTS “HAI[IOHANBHUIN CTaHIApT YKpaiHu~ BIAMOBIAHO 10 3aKOHY
VYxpaiau “Ilpo crannapruzaiio”.

4. BusHaurte B3a€MO03aJIeKHICTh Ta B3aEMOMIANOPSIKOBAHICTh 3a3HAUYEHUX BUILE TTOHATS.

5. BUCBITIITB CyTh, OOIPYHTYITE HEOOXIHICTh Ta HA3BITh METY 1 3aBJaHHSA

CTaHJapTHU3allil YIPaBIiHCHKOI JOKYMEHTAIIli.

6. Ha3BiTh Ta nmaiiTe 3arajbHy XapaKTEPHCTHKY OCHOBHUM JICPKaBHUM CTaHAapTaM YKpaiHH y
ctepi A1TOBOJCTBA Ta apXiBHOI CIIPABH.

7. Po3kpuiiTe CyTh MOHATH “OpraHizaliifHO-po3Nopsada JOKyMeHTamis” Ta “yHi(ikoBaHa cucTeMa
Oprasi3aniiHo-po3nopsAY0i TOKyMEHTAallli” 1 BU3HAYTe 1X CHUIbHI PUCH Ta BIAMIHHI OCOOIUBOCTI.

8. Poskpuiite MexaHi3m kiacuikamii yHiIQIKOBaHOI CHCTEMH OpraHi3amiifHO-PO3MOPIIIO]
JOKYMEHTallli BIJNOBITHO 10 HalioHanbHOro cranaapry Ykpainu HK 010-2021 “HauionanbHuii
KJ1acu(iKaTop ynpaBIiHCHKOI JOKYMEHTALIT .

Ceminapcoke 3anamms 6

Tema 5. Knacugbikayis ookymenmis

Teopemuuna yacmuna
1. I[ToHsTTSI, METa, MPUHIMIIK Ta 3HAYEHHSI Ki1acudikalii JOKyMEHTIB.
2. 3aranpHa xapaktepuctuka HarioHanbHOro kiacudikaropa YHpPaBIIHCBKOI —JIOKYMEHTaLii
HKO010:2021.
3. Knacudikaris opranizaiitno-po3nopsauoi qokymenraiii 3a HK 010:2021.
4. Ilpuxnanna knacudikaiis opraHizamiitHO-po3MopsAu0i JOKYMEHTAIII1.

Ilpaxmuuna yacmuna

BukonanHs cTyieHTaMH TECTOBHX 3aBAaHb 3 Kiacu]ikailii JOKyMEHTIB.

Memoouuni exasziexu

Knwuoseumu mepminamu, na po3yminHi AKUX 0a3y€mvbca 3AC60ECHHA HABUAILHO20 Mamepiany
memu, €. KXinacudikaiis JOKYMEHTIB; JOKYMEHTAIlisl; YNPaBIiHCBKUHA JOKYMEHT; YIpPaBJIHChbKa
JOKYMEHTAIlisl; CHUCTeMa JOKyMEHTallii; YyHi(ikoBaHa cHUCTeMa JOKyMEHTallli; Kiacudikaris
OpraHi3aIlifHO-pO3MOPSAAU0T JTOKYMEHTAIlll; MmijcucTteMa YHI()IKOBAaHOT CHCTEMH OpraHi3aiiiHO-
po3mopsAYol TOKyMEHTAIlli; JAOKYMEHTAIlisl 3 oOpraHizaiii CHUCTeM YIpaBIiHHS; IOKyMEHTallisd 3
oprasizanii MpouLeciB yIpaBlliHHSA; JTOKyMEHTallls 3 YIpPaBJISHHS KaJpaMu; JOKYMEHTAIlisl 3 OLIHKU
TPYZOBOi MisUIBHOCTI; O3HaKa Kiacu(ikamii JOKYMEHTIB; KIacu(iKylOUMid KpHUTEpii; aBTOPCTBO
JOKYMEHTa; BUJ JOKYMEHTA; JKEpeJO BHUHMKHEHHS JOKYMEHTa; 3MICT JOKYMEHTa; MaTepialbHUN
HOCii iH(opMarii; HampsM pyxy AOKYMEHTA; MOXOJKCHHS JTOKYMEHTa;IPHU3HAUYCHHS JIOKYMEHTA;
nporenaypa Ha0yTTS JOKYMEHTOM JICTITUMHOCTI; CKJIQJAHICTh IOKYMEHTA; CTYIIHb CTaHIAapTHU3aIlli Ta
yHi(ikamii JOKYMEHTIB; CTajisi CTBOPEHHS JOKYMEHTIB; CTYMiHb OOMEXKEHHs JOCTyly J0
JIOKYMEHTA;TePMiH BHKOHAHHS JOKYMEHTa; TEpMiH 30epiraHHs JOKYMEHTa; TEXHIKa CTBOPEHHS
JOKYMEHTa; popMa CKIIalaHHs TOKYMEHTA.
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Ilumanna ona camokonmpoJiio

1. Po3kpuiiTe cyTh MOHATTS “‘TOKYMEHTALlis .

2. Po3kpuiiTe CyTh MOHSTTS “yIpaBiHChKa JTOKYMEHTAIIis .

3. Po3kpuiiTe cyTh OHATTS “‘CUCTEMa JTIOKYMEHTAIII1” .

4. Po3kpuiiTe CyTh MOHATTS “yHI(piKOBaHA cucTeMa JOKyMEHTaIlii”

5. Bu3Haure B3a€MO3aJICKHICTh Ta B3a€MO MIAMOPSAAKOBAHICTh 3a3HAUYCHUX BHUILE TOHSTh.

6. Bucsitiith cyTh, OOIpYHTYWTE HEOOXIJIHICTHP Ta Ha3BITh METy 1 3aBIaHHA Kiacudikarlii
YIPaBIiHCHKOT TOKYMEHTAILli.

7. Ha3BiTh Ta maiiTe 3arajibHy XapaKTE€PUCTHKY ACP>KaBHOTO CTaHAAPTY, SAKUH KIacU(iKye YIpaBIiHCHKY
JTOKYMEHTAIIIfO.

8. Poskpuiite MexaHi3M kiacudikaiii  yIpaBIIHCHKOI JOKYMEHTalli BIAMOBITHO IO
Hamionansnoro knacudikaropy ynpasiincbkoi gokymenTamii HK 010:2021.

9. HaBenitp kiacudikaiiro yrnpaBIiHCBKHMX JOKYMEHTIB 3a HAWMOIIMPEHINTUMU O3HAKaMH 13
3a3HaYCHHSM O3HAK, iX BU3HAYAJIILHUX KPUTEPIiB Ta TPYI 1 BUIIB JOKYMEHTIB.

Ceminapcoke 3anammsa 7

Tema 6. OcHoBHi BUuMorn Tunosoi iHcTpyKuii 3 1lJIOBOACTBA Ta /IePKABHOT0 CTAHIAPTY
Yxpainu ACTY 4163-2020
llumannsa 0na ycno2o onumysanms ma OUcKycii
1. 3aranbpHa XxapakTepucTHKa HalioHanbHOro ctanaapty Ykpainu JCTY 4163-2020.
2. CraHgapTu3ailis marnepy sk MarepiallbHOT OCHOBU TEKCTOBHX JIOKYMEHTIB Ta 0OMEXeHHS po00voi
ionli apkyiia nanepy ¢gopmaty A4 Geperamu.
3. lowstTs pexBizuTa, hopmyisipa Ta popmyssipa-3pazka ciry:>KOOBOTO JOKYMEHTA.
4. Cxyiaz pekBi3UTIB IOKYMEHTIB Ta CXEMH X pO3TalllyBaHHA Ha apKyuii namnepy popmary A4,
BU3HAYeH1 HarioHaATBHUM cTanaapTom JCTY 4163:2020.
5. Ilonsttsa 6naHka qoKyMeHTa 1 61aHKa oprasizariii. Buau 61aHkiB.
6. BuMoru 710 BUTOTOBJIEHHSI IOKYMEHTIB.

Kniwouosumu mepminamu, na po3yminHi AKUX 0a3ycmvcsa 3AC60EHHA HABUAIbLHOZ0 Mamepiay
memu, €. HallOHATBHUN (Aep>kaBHUM) cranaapT Ykpainu JICTY 4163-2020 “/lep>kaBHa yHidikoBaHa
cucTema JJoKyMeHTallii. YHiikoBaHa cucTeMa opraHizaliiiHO-po3nopsaa4ol JokyMeHTalii. Bumoru no
o(opMITIOBaHHS JAOKYMEHTIB”; CTaHJapTU3allis Marnepy; psAj Hamepy; Kiac mnamnepy; ¢opmar namnepy;
apKylII namepy; pododya 1uioia apKylia; moJjie apKyIia; peKBi3uT JOKYMEHTa; Kiacudikallisi peKBI3UTIB
JOKYMEHTa; (opMyJsp-3pa30K CIykO00BOrO JOKyMEHTa; (GopMyJsip ciayXkOOBOro JOKYMEHTA; CKJIaJ
PEKBI3UTIB OpraHizaliiHO-pO3MOPATINX JTOKYMEHTIB; 300paxeHHs JlepkaBHoro I'epba VYkpaiHu,
rep6a ABroHomHO1 PecriyGiku Kpum; 300pakeHHs emOaemMu oprasizaiii a0 TOBapHOTo 3HaKa (3Haka
00cyroByBaHHsI); 300pakKeHHsT HArOpoI; KOJ OpraHi3aiii, kox GopMHu TOKyMEHTa; Ha3Ba OpraHi3ailii
BUIIIOTO PIBHS; HA3Ba OpraHizallii; Ha3Ba CTPYKTYPHOTO MiJpO3Jily OpraHizalii; JOAaTKOBI JaHi Mpo
OpraHisamito; Ha3Ba BHIy JOKYMEHTa; JaTa JOKyMEHTA, pEECTpAIlifHUN IHAEKC JIOKyMEHTa;
MOCUJIaHHS Ha peecTpalliiiHuii iHAEKC 1 JaTy JOKYMEHTa, Ha KU BiJIOBIJAI0Th; MiClle CKJIaZeHHs a0o
BUJAHHS JOKyMEHTa; rpud oOMeXeHHs AOCTyNny A0 JTOKYMEHTa; ajpecar; rpud 3aTBepIKEHHS
JIOKYMEHTA; PE30JIIOLisl; 3ar0J0BOK JI0 TEKCTY JOKYMEHTa; BiIMITKA PO KOHTPOJIb; TEKCT JOKYMEHTAa,
BIIMITKA MPO HASABHICTH JIOAATKIB; MIANUC; TPU( TOTOKEHHS JOKYMEHTA; Bi3W; BIOMTOK IEUYATKH,
BIIMITKa NpPO 3acBiJUEHHsS KOMii, Mpi3BHILE BUKOHABII 1 HOMep Horo TtenedoHy; BiaAMITKa Mpo
BUKOHAHHSl JIOKyMEHTa 1 HamlpaBieHHS Horo A0 crpaBu; BiamiTka nmpo HasBHICTH JOKYMEHTa B
€JIEKTPOHHIN (opMi; BiAMITKAa MpO HAAIWJIEHHSA JOKYMEHTa 0 OpraHizalii; 3amMc mpo Aep)KaBHY
PEECTpaIlliio; MOCTIMHUKA PEeKBI3UT; OJaHK opraHizallii; OJJaHK JTOKYMEHTA; CKJIaJl PeKBI3UTIB OJaHKIB;
yHi(iKallis TeKCTIB JOKYMEHTIB; TpadapeTHUN TEKCT; BUAM TEKCTiB, BHIH JOAATKIB A0 JOKYMEHTIB;
Bi3yBaHHS JOKYMEHTA; YepPHETKA TOKYMEHTA; OPUTIHAT TOKYMEHTA; KOITisl IOKYMEHTa.

Iumannsa ona camoxonmpoio

1. JlaiiTe 3arajdbHy XapakTEpUCTUKY JepkaBHoro craHpapty Ykpainu JHCTY 4163-
2020“/lepxaBHa yHiikoBaHa cHcTeMa JOKyMeHTauii. YHiikoBaHa cucTeMa Oprai3aiiiHo-
PO3MOpsI Y01 JOKYMeHTaIlii. BuMoru 1o opopMitoBaHHs JOKYMEHTIB”.
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2. OOrpyntyiite moTpeOy cTaHmapTu3allii mamnepy sK MaTeplaJlbHOI OCHOBH TEKCTOBHX
(MMCHPMOBHX) ITOKYMEHTIB Ta CQOPMYIIOWTE MPaBUIO MOALTY Mamepy Ha apKylli CTaHIApPTHUX
PO3MIpiB.

3. Oxapakrepu3yiiTe Kiacudikamiro mamepy 3a SKICTIO Ta NPU3HAYCHHSIM, C(HOPMYIIONTE
BU3HAYEHHS NOHATTS (opMary namepy, Ha3BiTh HOPSIOK MapKyBaHHs (OpPMATIB Manepy Ta OJAUHUIII0
BUMIpY 1X po3MipiB.

4. Ha3BiTh Ta MO3Ha4Te BIJNOBIJHO 3 IPAaBUJIOM MapKyBaHHsS BUXIJHHUH apKyll namnepy, 3 sKOro
MOYMHAETHCS HOTO MO/ HAa (JOpPMATH, Ta MPOJIEMOHCTPYHTE JOpMaTyBaHHS MMarepy.

5. Ha3Bith HaiOUIbII BXXKMBaHI ISl CKJIQJaHHS YIPaBIIHCHKUX JOKYMEHTIB (opmaTu mamepy i3
3a3HAYCHHSM iX PO3MIIB.

6. Ha3BiTh, MPOKOMEHTYWTE MpHU3HAYCHHS Ta BU3HAUTE PO3MIpH OEperiB, SKMMU OOMEXYETHCS
poboya 1101 apKylIla nanepy, Ha Ipukiaal apkyma popmary A4.

7. JaiiTe BU3HAYEHHS MOHATH “‘PeKBI3UT’, “‘(GopMynsp-3pa3oK CiIy)kKOBOro JOKyMeHTa” i
“hopmyssap CIry)KOBOTO JOKYMEHTA”’, MPOKOMEHTYHTE 1X 3MICT 1 BU3HAYTE X CITIBBiJHOIIICHHS.

8. HaspiTb B ycTasieHiil MOCHiZOBHOCTI CYKYIHICTh PEKBI3HTIB OpraHi3alifHO-PO3MOPATINX
JIOKYMEHTIB, BU3HaueHuX JepkaBHuM ctanaaptom JICTY 4163-2020.

9. Po3kpuiiTe 3MicT, Ha3BITh MEXi 30H PO3TAIIOBAHOCTI Ta OXapaKTEPU3yHTE BUMOTH 1 OCOOIHMBOCTI
BUKOPUCTaHHSA 1 O(QOPMIIIOBAHHS KOXKHOTO 3 PEKBI3UTIB, BUT3HAYEHUX [JEpXKABHUM CTaHIApPTOM
JACTY 4163-2020: 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 20, 21, 22,
23, 24, 25,26, 27, 28, 29, 30, 31, 32.

10. [laiiTe BU3HAaYCHHS NOHATTS “OJIaHK CITY>)kOOBOTO JOKYMEHTA Ta “OJaHK YCTaHOBH ', BU3HAUTE
iX MpU3HAUEHHs Ta CIIBBIIHOIICHHS.

11. HaBexmiTh i MOSACHITH 3araiibHy Ha3BY Ta IEpepaxylTe PEKBI3UTH, IO BUKOPUCTOBYIOTHCSA Y
OJaHKaX CIIy’)KOOBOTO IOKyMEHTa Ta YCTaHOBH.

12. Ha3pite Bumm OnaskiB, siki BimmosimHo mo JACTY 4163-2020 noBuni Oyt abo MOXYTb
BUKOPUCTOBYBATHUCA B YCTAaHOBI, OXapakTepu3ylTe BHUMOTM 1 OCOOJMBOCTI IPOEKTYBaHHS,
BUT'OTOBJIEHHSI, 30€piraHHs 1 BUKOPHCTAaHHS OJIaHKIB.

Ceminapcoki 3ansammsn 8, 9

Tema 7. [IpaBujia Ta NpaKTHKA CKJIAJAHHA Ta 0)OPMJIEHHS JOKYMEHTIB 3 KepYBaHHS
NEePCOHATIOM
TIumanns 015 ycHo20 onumyeanus ma OUCKycii
1. ITOHATTSI TOKYMEHTIB 3 KEpYBaHHS MIEPCOHAIIOM.
2. OcHOBHI BUIM JOKYMEHTIB 3 KEpYBaHHS [IEPCOHATIOM.
3. Bumoru 10 ckinagaHHs 1 opOpMIIEHHS JIOKYMEHTIB 3 KepyBaHHS EPCOHATIOM.
IIpakmuyuna yacmuna
CkJaianHs CTyIEHTaMH 32 1HAMBITyalbHUMU 3aBAAHHSAMU JJOKYMEHTIB 3 KaJIpOBUX MMUTaHb:
- 3a51BU;
- aBToOiorpadii;
- pe3toMme;
- XapaKTepUCTHUKU;
- HaKa3iB 3 KaJIpOBUX MUTaHb.

Memoouuni exaszieku

Knwuosumu mepminamu, Ha po3ymiHHi AKUX 0A3YEMbCA 3AC60CHHA HABUAILHO20 Mamepiay
memu, €. JOKYMEHTH 3 YIpPaBIiHHA KaapaMu; BUIM JOKYMEHTIB 3 YOpPaBIiHHSA KaJpaMu;
aBToOlorpadis; aHKeTa; 3asBa; pe3loMe; OCOOOBUN JIMCTOK 3 OOJIIKY KaJapiB; XapaKTepHUCTHKA;
pEeKOMeH1allisl; HaKa3! 3 KaJIpOBUX MMUTaHb; I0CAI0BA IHCTPYKIIIS.

Ilumanna ona camokonmpoJiio

1. JlaiiTe BU3HAUEHHS MOHATTS JOKYMEHTIB 3 yIPaBIIiHHS KaJpaMU Ta Ha3BITh iX OCHOBHI BH]IH.

2. JlaiiTe BW3HAuYEHHS TMOHATH, BUCBITJITH MpaBuUiia CKJIaAaHHSA, O(GOpPMIICHHS Ta MPOIEAYPHIi
0CcOOIMBOCTI HAOYTTS IOPUAWYHOI MOBHOLIHHOCTI TAaKUMHU JTIOKYMEHTAMHU 3 YIPABIIHHS KaJpaMH sSK
3asBa.
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3. JlaiiTe BW3HAuYeHHs TMOHATH, BUCBITIITH TpaBWja CKJIaJaHHs, O(QOPMIICHHS Ta MPOIEIYpHI
0CcOOJIMBOCTI HAOYTTS IOPUAWYHOI IMOBHOLIHHOCTI TAaKUMHU JIOKYMEHTAMHU 3 YIPABIIHHS KaJpaMH sSK
aBTOOiOTpadis.

4. JlaiiTe BU3HAYEHHS MOHITH, BHCBITIITH NpaBWiIa CKIAAAHHSA, OQOPMIICHHS Ta MHpPOIEIypHI
0COOJIMBOCTI HAOYTTS IOPUIWYHOI IMOBHOILIHHOCTI TaKMMH JIOKYMEHTAMHU 3 YIPaBJIIHHS KaJpaMu SK
pestome.

5. JlaiiTe BU3HAuYeHHs IOHATH, BUCBITIITH IpaBWja CKJIaJaHHs, O(QOPMIICHHS Ta MPOIEIYpHI
0CcO0IMBOCTI HAOYTTS IOPUAWYHOI MOBHOLIHHOCTI TAaKUMHU JIOKYMEHTAMHU 3 YIPABIIHHS KaJpaMH sSK
0COOOBHI JIUCTOK 3 00JIIKY KaJpiB.

6. [laiiTe BW3HAuYCHHsI TOHATH, BUCBITJIITH MpaBWia CKJIaJaHHS, OPOPMIICHHS Ta MPOIETypHI
0cOOIMBOCTI HAOYTTS IOPUAWYHOI MOBHOLIHHOCTI TAaKUMHU JIOKYMEHTAMHU 3 YIPABIIHHS KaJgpaMH sSK
XapaKTEPUCTHKA.

7. JaiiTe BHU3HAuU€HHsS NOHATH, BUCBITJITH MpaBWJa CKJIaJaHHS, O(QOpPMIICHHS Ta NPOLEIYpPHI
0COOJIMBOCTI HAOYTTS IOPUIUYHOI IMOBHOIIHHOCTI TAaKMMH JIOKYMEHTaMU 3 YIPaBJIIHHS KaJapaMu SK
HaKa3! 3 KaJPOBHUX IUTAHb.

8. OxapakTepuszyiTe 0coOIUBOCTI 0O(OPMIICHHS Ta BEJCHHS TPYI0BOI KHUXKKHU.

9. Oxapakrepu3yiiTe 0cOOJMBOCTI O(hOPMIICHHS Ta BEICHHS 0COOOBOI CIIPaBH.

Ceminapcoki 3anamms 10, 11

Tema 8. [IpaBuiia Ta NpaKkTHKA CKJIAJaHHA i 0popMiIeHHs iHGopMaLiiHO-AaHATITHYHUX

AOKYMEHTIB

Humanus 05 ycno2o onumyeanus ma OUCKYCii
1. IlonstTa iHpopMaliifHO-aHATII THYHUX TOKYMEHTIB.
2. OcHoBHI BUM iHPOpMaLIHHO-aHATI TAYHUX JOKYMEHTIB.
3. Bumoru 1o cknaganss i ohopMieHHs iHQopMaIiitHO-aHATITUYHUX JOKYMEHTIB.
4. PoGoTa 31 criemiainizoBaHow0 KoMI oTepHoro mporpamoro M.E.Doc.
Ipaxmuuna yacmuna
CknamaHHs  CTyA€HTaMH 32 IHAUBIAYaJbHUMH  3aBIAHHSMH  JOBIJIKOBO-1H(QOpMAIIHHUX
JIOKYMEHTIB:

- cITy>k00BOTO JIUCTA;
- IOBIJIKH,
- iH(opmarlii;
- IOTIOB1HOT 3aITMCKH;
- MOSICHIOBAJIbHOI 3aIIMCKH;
- CITy»KOOBOI1 3aIHCKH.

Memoouuni exazieku

Kniwouosumu mepminamu, na po3yminHi AKUX 6a3ycmovcsa 3aC60CHHA HABUATbHO20 Mamepiany
memu, €. TOBITKOBO-1H(OpMaIlIHHI TOKYMEHTH; BUIH JIOBIIKOBO-IHPOPMAIIIMHUX TOKYMEHTIB; JIUCT;
JUCT-MIATBEP/UKECHHS; JINCT-HAraJyBaHHs; JHCT-TIOBIIOMIIEHHS; JIMCT-3alPOLICHHS; CYNPOBIIHUNA
JUCT; AOBiAKa; iH(GOpMaIlis; 3BIT; TOMOBIHA 3aMKCKa; OSICHIOBAJIBHA 3aITUCKA; IOTIOBI b, OTJISI.

Ilumanna ona camokoumponio

1. JlaiiTe BU3HaYeHHs MOHATTS 1HPOPMALIHHUX JOKYMEHTIB Ta Ha3BITh iX OCHOBHI BUM.

2. JlaiiTe BHU3HA4YeHHs IOHATH, BHCBITJIITH NpaBWiIa CKIaJaHHS, O(QOPMIIECHHS Ta MPOLEAYpHi
0COOJIMBOCTI HAOYTTS JIETITUMHOCTI TAKUMH 1HPOPMAIIHHUMU JOKYMEHTAMH K CITy>KOOBUH JIHCT.

3. JlaliTe BHU3HAU€HHS MOHATH, BHUCBITIITH IMpaBWiIa CKJIaJaHHA, O(QOpPMIIEHHS Ta HPOLEAYpHI
0c00IMBOCTI HAOYTTS JIETITUMHOCTI TAKUMH 1H(POpMAIITHUMU JOKYMEHTaMH SIK JTOB1JIKa, i1HpopMallis,
3BIT.

4. JlaiiTe BU3HAUEHHS TOHATH, BUCBITIITH NpaBUia CKJIAIaHHSA, OQOPMIICHHS Ta MPOLEIYpHI
0COOMBOCTI HAOYTTA JIETITUMHOCTI TakuMH 1H(GOPMAIIMHUMHU JOKYMEHTAaMHU SIK JIOTOBIJIHA,
MOSICHIOBAJIbHA, CITYyKOOBA 3aIMCKa.

5. JlaiiTe BHW3HA4YeHHS TMOHSATH, BHUCBITIITH IpaBUjia CKJIaJaHHSA, O(OPMIICHHS Ta MPOIEAypHI
0COOJIMBOCTI HAOYTTS JETITUMHOCTI TAaKUMU 1H(POPMAIITHIMU JOKYMEHTaMH SIK JTOTIOBi/Ib.
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6. JlaiiTe BHW3HA4YeHHs TMOHSATH, BHUCBITIITH MpaBWIa CKJIaJaHHSA, O(QOPMIICHHS Ta MPOIEIYpHI
0CcOOIMBOCTI HAOYTTS JETITUMHOCTI TAKUMU 1H(POPMAIITHIMU JOKYMEHTAMH SIK OTJISI.

Ceminapcoki 3anamms 12, 13

Tema 9. IIpaBuiia Ta NPAKTHKA CKJIAJAHHSA i 0()OPMJIEHHS PO3NOPSIYNX TIOKYMEHTIB
Ilumanns 015 ycHo20 onumyeanus ma OUcKycii
1. TToHATTS pO3MOPAAUNX JOKYMEHTIB.
2. OCHOBHI BHJIM PO3NOPSTYMX JTOKYMEHTIB.
3. Bumoru 1o ckiagaHHs i 0pOpMIICHHS PO3MOPSAIUNX JOKYMEHTIB.
4. PoGoTa 31 criemniaiizoBaHO KOMIT 10TepHor0 nporpamoro M.E.Doc.
Ipaxmuuna yacmuna
CkIalaHHs CTyICHTaMU 32 1HIWBiya bHUMH 3aBIaHHSIMHU PO3MOPSITYNX JTOKYMEHTIB:
- pilLICHHS;
- IOCTAaHOBH;
- PO3MIOPSKEHHS;
- HaKa3y.

Memoouuni exazieku

Kniouosumu mepminamu, Ha po3yminHi AKUX 0a3yemovca 3aC60CHHA HAGUAIbHOZ0 Mamepiany
memu, €. PO3MOPAIYl JTOKYMEHTH; BHIM PO3MOPSAAUMX JOKYMEHTIB; MOCTAHOBA; PIIIEHHS; yXBaJa;
yKa3; Hakas; pO3MOpsUKEHHS; BKa3iBKa; NOPYYEHHs; MOpajaa; npeaMOyna; KOHCTaTyro4a 4acTHHA
TEKCTY; pO3IopsA14a YaCTUHA TEKCTY.

Iumannsa ona camoxonmpoio

1. JlaifTe BU3HAUYEHHS MOHATTS PO3MOPSAAYNX JOKYMEHTIB Ta HA3BiTh iX OCHOBHI BHJIH.

2. JlaiiTe BU3HAYEHHS MOHSTH, BUCBITJIITH IpaBWJIa CKJIaJaHHS, O(OPMIIEHHS Ta MPOIEAYpHI
0CcO0JINBOCTI HAOYTTS JIETITUMHOCTI TAKMMH PO3MOPSAUYUMU JOKYMEHTaMH SIK TOCTaHOBA.

3. [aiire BH3HaAu€HHs NOHATh, BUCBITJIITH MpaBWia CKJIaJaHHS, O(QOpPMIEHHS Ta MPOLEIYpHI
0CO0JIMBOCTI HAOYTTS JETITUMHOCTI TAKUMH PO3MOPSAUYUMU JOKYMEHTAMH SIK PIIIEHHS.

4. JlaiiTe BU3HAUEHHS TMOHATH, BHUCBITJIITH NpaBWiIa CKJIAAAHHSA, OQOPMIIEHHS Ta HpOLETypHI
0Cc00JIMBOCTI HAOYTTA JETITUMHOCTI TAKMMH PO3HOPSAUYUMU JOKYMEHTAMHU K PO3MOPSIIKEHHS.

5. Jlaiire BH3HaAu€HHs MOHATH, BHUCBITJIITH NpaBWIa CKIAJaHHSA, OPOPMIICHHS Ta HpOLETypHI
0cO00JIMBOCTI HAOYTTA JETITUMHOCTI TAKMMH PO3HOPSAUYMMU JOKYMEHTaMHU K HaKa3.

Ceminapcoke 3anammsa 14

Tema 10. IIpaBusa Ta npakTHKa cKJIaAaHHA | 0pOPMIICHHS JOKYMEHTIB KoJIerialbHUX OPraHiB
Ilumanns 0na ycHo2o onumysans ma OUcKycii
1. ITOHATTSI TOKYMEHTIB 3 JIiSUTbHOCTI KOJIET1aIbHUX OPTaHiB.
2. OcHOBHI BUAM JOKYMEHTIB 3 JIISJIbHOCTI KOJIeT1albHUX OpPTaHiB.
3. Bumoru 10 ckinagaHHs 1 opOpMIIEHHS JTOKYMEHTIB 3 AisTbHOCTI KOJIeTiaIbHUX OpTaHiB.
IIpakmuyna yacmuna
CkiafanHsi CTyAGHTAaMH 32 IHAMBIAYaJbHUMH 3aBJaHHSIMHU JOKYMEHTIB 3 JAIsUIBHOCTI
KOJIeT1abHUX OpTaHiB:
- aKTa;
- IPOTOKOJTY.

Memoouuni exaziexu
Knwuosumu mepminamu, Ha po3ymiHHi AKUX 0A3YEMbCA 3AC60CHHA HABUAIbHO20 Mamepiauy
memu, € . JOKYMEHTH TMpPO isSUIbHICTh KOJETiaJbHUX OpraHiB; BUAM TOKYMEHTIB MPO MJisSUTbHICTH
KOJIET1AJIBHUX OPraHiB; aKT; MPOTOKOJ; CTEHOTpama, pillieHHS.
IIuTa”HA 1151 CAMOKOHTPOJIIO
1. JlaiiTe BW3HA4YEHHS TMOHATTS JOKYMEHTIB 3 JISUTBHOCTI KOJETIaJIbHUX OPraHiB Ta Ha3BITh iX
OCHOBHI BUJIH.
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2. JlaiiTe BW3HAuY€HHS NOHATH, BUCBITIITH TpaBWIA CKIaTaHHSA, OQOPMIICHHS Ta MPOIECAYpHI
0COOJIMBOCTI HAOYTTS FOPUIUYHOI TTOBHOI[IHHOCTI TAKUMHU JOKYMEHTaMH 3 [ISJIbHOCTI KOJeTiaTbHUX
OpraHiB sIK TPOTOKOJL.

3. [aiiTe BHM3HA4YeHHS MOHTH, BHUCBITJIITH NpaBWIa CKIaJaHHSA, O(GOpPMIIEHHS Ta MPOLEAYpHi
0COOJIMBOCTI HAOYTTS FOPUIUYHOT TTOBHOIIIHHOCTI TAKUMHU JOKYMEHTAMH 3 JisSUTbHOCTI KOJIETIaJIbHUX
OpraHiB 5K aKT.

Ceminapcoke 3anammsa 15

Tema 11. IIpaBuia Ta NnpakTHKa CKJIAAaHHA i 0(popMIIeHHS OpraHi3aliiiHUX JOKYMEHTIB
Iumanns 0na ycno2o onumyeanns ma OUCKycii
1. IToHATTS opraHi3amiifHuX JOKYMEHTIB Ta IX OCHOBHI BUJIH.
2. IonaTTsI, MpaBUiia cKIagaHHs 1 0pOPMIICHHS OCHOBHHUX BHU/IIB OpPraHi3alliiHUX JOKYMEHTIB:
- CTaTyTy;
- IIOJIOXKEHHS;
- periiaMeHTy;
- IHCTPYKIIi,
- IPaBUJL.

Ipakmuuna yacmuna
DopMmyBaHHS CTyJI€HTaMH 32 iHANWBITyaJbHUMH 3aBJAHHSIMH CTPYKTYPH OKPEMHUX OpraHi3alliifHuX
JIOKYMEHTIB.

Memoouuni exazieku

Knrouoeumu mepminamu, na po3ymiHHi AKUX 0A3YEMbCA 3AC60EHHA HAGUANLHO20 MaAmepiany
memu, €. Oprafi3aiiiiHi JOKYMEHTH; BHJU OpraHi3alliiHUX JIOKYMCHTIB; CTAaTyT; IOJIOKCHHS;
IHCTPYKIIis; IpaBUJIa; pEriaaMeHT; TUTYJIbHUNA apKyILl.

Iumanna 0na camoKkonmpoJio

1. JlaliTe BU3HAYCHHs MMOHATTS OpPTaHi3allifHUX JOKYMEHTIB Ta Ha3BiTh IX OCHOBHI BHIH.

2. JlaiiTe BHW3HAuYEHHsI TOHATH, BUCBITIITH MpaBWia CKJIaJaHHS, O(QOpPMIICHHS Ta TPOLEIYpHI
0COOJIMBOCTI HAOYTTS JIETITUMHOCTI TAKMMHU OpraHi3alliiHUMU JOKYMEHTaMH SIK CTaTyT.

3. JlaiiTe BU3HAUE€HHS MOHSTH, BUCBITJIITH IpaBWIa CKJIaJaHHS, O(OPMIIEHHS Ta MPOLEAYpHI
0COOJIMBOCTI HAOYTTS JETITUMHOCTI TAKUMH OpraHi3allifHUMU TOKyMEHTAMH SIK TTOJIOKEHHS.

4. JaiiTe BU3HA4YEHHS MOHATH, BHUCBITIITH MpaBUiia CKJIAaJaHHS, OGOPMIIEHHS Ta MPOLENypHI
0COOJIMBOCTI HAOYTTS JETITUMHOCTI TAKHUMH OpraHi3allifHUMU TOKyMEHTAMHU SIK PETIaMeHT.

5. JlaiiTe BU3HAUE€HHS MOHSTH, BUCBITJIITH IpaBWIa CKJIaJaHHS, O(OPMIIEHHS Ta MPOLEAYpHI
0COOJIMBOCTI HAOYTTS JETITUMHOCTI TAKUMH OpraHi3allifHUMU JOKYMEHTaMHM K 1HCTPYKIIis.

6. JlaiiTe BU3HAUEHHsS NOHSTH, BUCBITJIITH IpaBWa CKJIaJaHHS, O(OPMIIEHHS Ta MPOLEAYpHI
0COOIMBOCTI HAOYTTS JETITUMHOCTI TAKUMU OpraHi3allifHUMU TOKyMEHTaMH SIK IpaBHIa.

Ceminapcoke 3anammsn 16

Tema 12. Opranizaunisi 00J1iKy JOKYMEHTIB, JOKyYMEHTO000Iry i KOHTPOJIIO 32 PyXOM i
BHKOHAHHSAM JOKYMEHTIB
Tlumanus 018 ycCHO20 onumysanHs ma OUCKYcii
1.ITonsTTS, cuctemu Ta GopMu peecTpariii JOKyMEHTIB.
2.IToHATTS, MPUHITUITH, OCHOBHI MTOTOKH Ta MOPSA0K 3a0e3MeueHHs TOKyMEHTO00Iry B opraHizaiiii.
3.IloHATTS, BUAM, TPUHITUIIN Ta TIOPSIOK 3MIMCHEHHS KOHTPOJIIO 32 TOKYMEHTOOOITOM 1 BUKOHAHHSM
JIOKYMEHTIB.

Ipakmuuna yacmuna
PobGoTa B rpymax 3 mpakTHYHOTO 3aCTOCYBAaHHsS TEXHIYHUX OIEpawliil 3 peecTparlii, po3rismy,
B3STTSI HA KOHTPOJIb, JOBEJICHHS 10 BUKOHABIIIB, 3HATTS JOKYMEHTIB 3 KOHTPOJIIO.
Memoouuni exaszieku
Knwuosumu mepminamu, Ha po3ymiHHi AKUX 0A3YEMbCA 3AC60CHHA HABUATIbHO20 Mamepiauiy
memu, €. OOJIK JOKYMEHTIB, CHCTEMH OOJIIKY JOKYMEHTIB; IICHTpajli30BaHa CHCTEMa OOIIKY
JIOKYMEHTIB; JICIIEHTpalli30BaHa CUCTeMa OOIKY JOKYMEHTIB; 3MilllaHa cHcTeMa OOJIIKY JTOKYMEHTIB;
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peecTpallisi JTOKYMEHTIB; TPHUHIMIM pEECTparii JOKYMEHTIB; (GOpMH peecTpailii JTOKYMEHTIB;
KypHaJbHa (opMma peecTpallii JOKYMEHTIB; KapTkoBa (opma peecTpauii JOKYMEHTIB; €JIEKTPOHHA
dbopma peecTparrii TOKYMEHTIB; 3MilIaHa (opma peectpallii JOKYMEHTIB, PEECTpALliiHUN JKypHAIT,
peecTp; peecTpaliifHa KapTka; peectpauiiiHo-koHTpoibHa kapTka (PKK); moimkoBo-indopmariiiina
kaptka (JIK); kaproTeka; KOHTpOJbHA KapTOTEKa; MOBIJKOBA KapTOTEKa; OOJIKOBO-peecTpariiftHi
PEKBI3UTH JOKYMEHTA; JaTyBaHHS JOKYMEHTIB; CIIOCOOM JaTyBaHHS JOKYMEHTIB; H(poBUi criociO
JaTyBaHHS JIOKYMEHTIB; ITU(POBO-CIIOBECHUI CIIOCIO JaTyBaHHS JTIOKYMEHTIB; 1HIEKCAIlisl JOKYMEHTIB;
crocoOu iHAeKcalii JAOKYMEHTIB; HU(pOBU crmocid iHAeKcamii JTOKYMEHTIB; IH(PPOBO-TITEpHUN
croci6 imaekcanii gokymeHTiB; BxigHuM Ne; BuxigHuii Ne; peecTpailiiHui 1HIEKC; BXiTHUIN
pEECTpALIfHUI  1HJEKC, BHUXIIHMM peecTpariiHuil iHJAEKC, ¢opMysia peecTpariiHOro 1HJIEKCa;
peecTpaliiHuii IITaMIl, JAOKYMEHTOOOIr; 00cAr IOKYMEHTOOO0Iry; pyX MJOKYMEHTIB; NUIAX pYyXY
JIOKYMEHTIB; TOTIK JIOKYMEHTIB, BHJIM TOTOKIB JOKYMEHTIB;, TOTIK BXIJHUX JOKYMEHTIB; TOTIK
BUXITHUX JIOKYMEHTIB; TOTIK BHYTPIIIHIX JJOKYMEHTIB; cCXeMa JOKYMEHTOO0Iry; cXema pyxy
JIOKYMEHTIB;, €Talmu JOKYMEHTOOOITy; BHUMOTH JIO0 paIliOHAJIBHOI Opraxi3amii JOKyMEHTOOOIry;
KOHTPOJIb 33 JJOKYMEHTOOOIrOM; KOHTPOJIb 32 MPOXO/HKEHHSIM JOKYMEHTIB; KOHTPOJIb 32 BUKOHAHHSIM
JIOKYMEHTIB; IPUHIIUIN KOHTPOJIO 32 BUKOHAHHSIM JOKYMEHTIB; METOIU KOHTPOJIO 32 BUKOHAHHSM
JOKYMEHTIB, BUIM KOHTPOJIIO 32 BUKOHAHHSM JIOKYMEHTIB; KOHTPOJIb 32 BUKOHAHHSM JOKYMEHTIB 110
CyTi MHUTaHb, TEXHIYHUN KOHTPOJb; KOHTPOJIb 32 CTPOKAMHU BHKOHAHHS JOKYMEHTIB; KOHTPOIb 3a
BIZIMOBIHICTIO ()OPM BUKOHAHHS JOKYMEHTIB; B3STTS JIOKYMEHTIB HAa KOHTPOJIb; 3HATTS JTOKYMEHTIB 3
KOHTPOJIIO; MPOMIXKKOBHM KOHTPOJb, MOTOYHUI KOHTPOJb; MiJICYMKOBHII KOHTPOJb; KOHTPOIbHA
CIpaBa; CTPOKM BUKOHAHHS JIOKYMEHTIB; MOPYIICHHS CTPOKIB BHKOHAHHS JOKYMEHTIB; IPOCTPOUYECHI
JIOKYMEHTH; TEPMIHOBI JOKYMEHTH; BYaCHO BUKOHAHI JOKyMEHTH.
Ilumanna ona camoKkoHmpoJiio

1. Ha3BiTh 1 oXapakTepu3yiiTe CUCTEMH OO0JIIKYy JOKYMEHTIB Ta BUCBITIITh KpHUTEpii iX BUOOPY
YCTaHOBOIO.

2. Ha3BiTb 1 oxapakrepusyite GopMH peecTparlii JOKYMEHTIB Ta BUCBITIITh KpUTEpIil iX BUOOPY
YCTaHOBOIO.

3. Poskpuiite cyTh MOHATTS JOKYMEHTOOOITY Ta BHCBITIITP OCHOBHI BHUMOTM 10 HOro
palioHaIbHOI OpraHi3aii.

4. BUCBITIITH 3MICT HOHATTS, METY, BHAM 1 METOAM KOHTPOJIO 32 JOKYMEHTOOOIrOM Ta
BUKOHAHHSM JIOKYMEHTIB 1 Ha3BITh HUISAXH HOTO YIOCKOHAJICHHS.

Ceminapcoke 3anammsa 17

Tema 13. CkiaaHHs HOMEHKJIATYPH i popMyBaHHS clIpaB, MiATOTOBKA IOKYMEHTIB 10
apXiBHOIO 30epiraHHsi JOKyMeHTIB
Iumanns 015 ycHo2o onumyeanus ma OUCKycii
1. TTonsATTA, NpU3HAYEHHS, BUH, IPUHIUIIN Ta MIPaBUJIa CKJIQJAAHHS HOMEHKJIATypH CIpaB.
2. ITopsimox popMyBaHHS CIIpaB Ta OpraHi3allis OIIePaTHBHOTO 30epiraHHs JOKYMEHTIB.
3. IlinroroBka Ta 3abe3neyeHHs apXiBHOTO 30epiraHHs JOKYMEHTIB.
IIpakmuyna yacmuna

PoGoTta B rpymax 3 HpakTUYHOTO CKJIAJaHHS HOMEHKIJATYp CIpaB CTPYKTYPHHUX MiIpO3/iTiB

MICIIEBHX OpPTaHIB BUKOHABYO1 BIaIH.

Memoouuni exaszieku
Knwuosumu mepminamu, na po3yminHi aKux 0a3yemovcsa 3aC60€HHA HAGUATbHO20 Mamepiay
memu, €. HOMEHKJIATypa CIpaB; BUIU HOMEHKIIATyp CIpaB; TUIIOBA HOMEHKIATypa CIpas; MpUMipHa
HOMEHKJIaTypa CIpaB; iHIUBiAyaJlbHa HOMEHKJATypa CIpaB; HOMEHKIATypa CIpPaB CTPYKTYPHOTO
nigpo3ainy; fokymMeHTH HamionansHoro apxiBHoro (oHay YKpaiHu; eKClepTHa KOMICis 3 BU3HAUEHHS
minHocti aokyMmeHtiB (EK); cmpaBa; omuc crnpaB; TOKyMEHTH THMYAacOBOTO 30epiraHHs; JOKYMEHTH
TPUBAJIOTO 30epiraHHs; JOKYMEHTH IMOCTIHHOTO 30epiraHHs; BUAUICHHS HOKYMEHTIB JO 3HHUIICHHS;
apxiBHa JOBI/IKa; BJIACHUN apXiB KEpPIBHHKA.
Ilumanna ona camokoumponIo
1. JlaiiTe BU3HAYEHHS HOMEHKJIATYpH CIIPaB.
2. Po3kpuiiTe npU3HauY€HHS HOMEHKJIATypH CIIPaB.
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3. Ha3BiTh 1 0XapakTepu3ylTe BUANM HOMEHKJIATYPH CIIPAB.

4. BUCBITJIITh TOPSIIOK CKJIAZaHHS HOMEHKJIATYpH CIIpaB 1 HAOYTTS HEIO YHHHOCTI.
5. Poskpuiite cyTh (hopMyBaHHS CITpaB.

6. OxapakTepu3yiiTe BUMOTH 70 3a0e31eueHHs 30epiranHsl JOKyMEHTIB.

1.4. Camocmiitna poooma cmyoenmie

Ne Temu 1 3aBIaHHS J11 CAaMOCTIHHOT poOOTH
3/m ( 3:* — 3aBmanHHs”)
1 2
1. | Tema 1. IloHATIifHO-TEPMIHOJIOTIYHUI amapaT Ta  HOPMAaTHBHO-TIpaBoBa 0a3a cdepu
JOKYMEHTYBaHHS 1 opraHizairii poOoTH 3 TOKyMEHTaMU
3:* | OnparroBaTu:
1) 3akon Ykpainu «IIpo inpopmartiron;
2) ACTY 2732:2004. JlinoBoaCTBO i apxiBHA cripaBa. TepMiHM Ta BUSHAYCHHS
TIOHSATB.
2. | Tema 2. IcTopist BAHUKHEHHSI, CTAHOBJICHHS 1 PO3BUTKY J1IOBOJICTBA B YKpaiHi
3:* | OnparroBaTu:
1) migpo3min 2.1 monorpadii Caumpkoro B.T. «/lokymeHnrtaniline 3abe3nedeHHS
JiSUTbHOCTI OPraHiB JIEP>KaBHO1 BJIAJIM Ta MICIIEBOT'O CAMOBPSTyBaHHS YKpaiHM».
3. | Tema 3. Jlep>xaBHa mostiTuKa y cepi iJOBOACTBA Ta MEXaHI3M ii peairizaiii.
3:* | OnparroBaTu:
1) 3akon Ykpainu «IIpo Harionansuuii apxiBHU# QOH 1 apXiBHI YCTaHOBHY;
2) [onoxenns npo JlepkaBHy apxiBHY ciayx0y YKpaiHH, 3aTBepAKE€HE MOCTAaHOBOIO
KaGinery Minictpis VYkpainu
Bix 21 sxoBTHA 2015 p. Ne 870.
4. | Tema 4. JlepkaBHa cTaHJapTU3Allisl OpraHizaliiHO-pO3MOPA U0l JOKYMEHTAIII].
3:* | OnparroBaTu:
1) 3akoH Ykpainu «IIpo cTtannapTuzaiion.
5. | Tema 5. Knacudikaitis JOKyMEHTIB.
3:* | OnparroBaTi:
1) AK 010-2021. lep>kaBHuii Ki1acu(ikaTop yOpaBJIlHCHKOI JOKYMEHTAIT;
2) BUTAT 3 KOHCIIEKTY JIEKIIi1, pO3JaHUH CTY/I€HTaM JIEKTOPOM.
6. | Tema 6. OcHoBHI BuMoOrd TUMOBOI IHCTPYKIII 3 AUTOBOJCTBA Ta JEPXKABHOTO CTaHAAPTY
Yxpaiau ICTY 4163-2020.
3:* | OnparroBaTi:
1) ACTY 4163-2020. lepxkaBHa yHi(ikoBaHa cucTeMa JOKyMeHTalli. YHijikoBaHa
cucTeMa opraHizaliifHo-po3nopsauoi AokyMmeHTamii. Bumoru no odopmitroBaHHS
JIOKYMEHTIB.
7. | Tema 7.IlpaBuna Ta mNpakTHKa CKJIAJaHHSA 1 OQOPMIIEHHS JOKYMEHTIB 3 YIpPaBIiHHI
TIEPCOHAJIOM.
3:* | OnparroBaTi:
2) po3ain 3 nocionuka inenka A.H. «Cy4yacHe IUJTOBOACTBOY, SIKHUA CTOCYETHCS ITIET
TPYIH TIOKYMEHTIB,;
3) migpo3min 7.4 IacTpykmii 3 nAUTOBOACTBA B XMENHHUIIBKOMY YHIBEPCHTETI
ymnpaBiiHHSA Ta mpaBa B JoBiAHHKY CaBunbkoro B.T. «/limoBoacTBo Ta apXiBHa
CrpaBa y BHUILIN 1IK0JI1 (JIOKaJIbHI HOPMAaTHUBHO-TIPABOB1 aKTH)Y;
8. | Tema 8. IlpaBmia Ta mpakTHUKa CKIaJaHHSA 1 oQopmieHHA iH(OpPMAIiiHO-aHATITUYHUX
JIOKYMEHTIB.
3:* | OnparroBaT:
2) poznain 6 IncTpykuii 3 Ai10BOACTBa B XMEJIBHUIIBKOMY YHIBEPCUTETI YIIPaBIiHHSA Ta
npaBa B aoBiaHUKY CaBunbkoro B.T. «JlimoBomcTBo Ta apxiBHa cmpaBa y BHUIIIN
IIKOJI1 (JIOKaJIbHI HOPMATHBHO-TIPABOBI aKTH)»;
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3) po3ain 2 nocionuka Jlinenka A.H. «CydacHe Ai70BOJICTBOY», KM CTOCYETHCS i€l
IpYyNU JOKYMEHTIB.

Tema

9. IlpaBuia Ta npakTukKa CKJagaHHs 1 0OPMIICHHS PO3NOPSTUUX TOKYMEHTIB.

3:*

OmpairoBaTu:

1) migpo3min 7.2 IHcTpykmii 3 nautoBoAcTBa B XMEJIBHHUIIBKOMY YHIBEPCHUTETI
yhpaBiiHHSA Ta mpaBa B JoBigHUKY Casumpkoro B.T. «JlimoBomcTtBo Ta apxiBHa
CrpaBa y BHIIIK MIKOJI1 (JIOKAJIbHI HOPMAaTUBHO-TIPABOBI aKTH)»;

2) poznain 2 nocibuuka Jlinenka A.H. «CydacHe IiOBOACTBOY», SIKHM CTOCY€EThCS IIi€l
I'PYIH TOKYMEHTIB.

10.

Tema

10. IIpaBuna Ta mpakTHKa CKIajaHHSA 1 O(QOPMIICHHS IOKYMEHTIB KOJIETiaJlbHUX

OpraHiB.

3:*

OnparroBari:

1) migpo3min 7.3 Incrpykuii 3 ninoBoacTBa B XMEIbHHULBKOMY YHIBEPCHUTETI
ylpaBlliHHsA Ta mpaBa B JoBigHUKY CaBunpkoro B.T. «/limoBoacTBo Ta apxiBHa
crpaBa y BUILIN KO (JIOKQJIbHI HOPMAaTUBHO-TIPABOB1 aKTH)»;

2) poznain 2 nociOuuka Jlinenka A.H. «CyyacHe Oi10BOACTBOY», SIKUW CTOCY€ThCS M€l
IpyIU JOKYMEHTIB.

11.

Tema

11. IlpaBuna Ta npakTuKa CKIaJgaHHs 1 0pOPMIICHHS OpraHi3alliiHUX TOKYMEHTIB.

3:*

OmparroBaTi:

1) po3ainu III — VI noBinnuka Casunbkoro B.T. «JlinoBoicTBO Ta apxiBHa crpaBa y
BUIIIH MIKOJI (JIOKaJIbHI HOPMATHBHO-TIPABOBI aKTH)»;

2) Crarytr XMEIbHUIIBKOTO YHIBEPCUTETY YIPaBIiHHSA Ta IpaBa, pO3MilIeHUH Ha BeO-
CaiiTi YHIBEPCHUTETY;,

3) TlonoxeHHs TPO OCHOBHI HANpSMHU AiSTIBHOCTI, IMOJIOKEHHS TMPO CTPYKTYpHI
HiAPO3A1IM XMEJIbHUIIBKOTO YHIBEPCUTETY YIPABJIIHHS Ta IpaBa, pO3MillleH] Ha BeO-

CallTi YHIBEPCUTETY.

12.

Tema

12. Oprani3zattisi 00Ky TOKYMEHTIB, TOKyMEHTOOOIT'Y 1 KOHTPOJIIO 32 PyXOM 1

BUKOHaHHSIM )IOKYMCHTiB.

3:*

OmnpairoBaTu:

1) po3ain 8 «Opranizailiss KOHTPOJIIO 32 MPOXO/PKEHHSIM 1 BUKOHAHHSIM JIOKYMEHTIBY
IHcTpykuii 3 nigoBojacTBa B XMEIbHUIIBKOMY YHIBEPCHUTET] YNpaBIliHHS Ta IpaBa B
noBigHuky CaBuimbkoro B.T. «/limoBomcTBOo Ta apxiBHa chpaBa y BHIINIA KO
(JloKaJIbHI HOPMAaTUBHO-TIPABOB1 aKTH);

2) po3min 3 wmodorpadii Casunpbkoro B.T. «JlokymeHTariiine 3a0e3nedeHHs
JiSUTHHOCTI OPTaHiB JIEP>KaBHOI BJIAJIM Ta MICIIEBOT'O CAMOBPSTyBaHHS YKpaiHM».

13.

Tema

13. CxnagaHHst HOMEHKJIATYpH 1 (GopMyBaHHS CIIpaB, MiATOTOBKA Ta 3a0€3MeYeHHSs

apxiBHOTO 30epiraHHs JOKYMEHTIB.

3:*

OmnpairoBaTu:

1) Ilepenik TUIIOBUX TOKYMEHTIB, III0 YTBOPIOIOTHCA B JiSJIbHOCTI OPraHiB JIep>KaBHOI
BJIJIM Ta MICLIEBOTO CAMOBPSAYBaHHS, IHIINX yCTAHOB, OpraHi3awii 1 MiANPUEMCTB, 13
3a3HaYEHHSM TEPMiHIB 30€piraHHs JOKYMEHTIB.

2) po3nin 10 «CknanaHHS HOMEHKJIATyp CIpaB 1 OpraHizaiis apXiBHOI CIPaBU»
[HCcTpykuii 3 AioBoacTBAa B XMEIbHUIIBKOMY YHIBEPCUTET! YINpaBIiHHS Ta IpaBa Ta
po3nin 2 posimHuka CaBuipkoro B.T. «/limoBoncTBo Ta apxiBHa cHpaBa y BHILIH

11K0J11 (JIOKaJIbHI HOPMATUBHO-TIPABOB1 aKTH)».

Pazom 2o0un i3 3micmosux mooynis 1, 2

1.5. Inougioyanwhi 3a60annsn

[HaMBigyanbHI 3aBIaHHS BHKOHYIOTBCS CTYIACHTAMH Yy BUIVIAAI pedepariB 3a OAHIEIO
HaBCACHUX HUXKXYC TEM:

1.5.1. Temu pechepamie

1. Bwumoru 10 10KyMeHTa, 10 3a0e3MeuyoTh HOro I0pUINYHY HOBHOIIHHICTb.

2. JlepxaBHa cTaHAapTH3allisl MAISUTBHOCTI 3 JIOKYMEHTYBaHHsS Ta oOprasizamii pobotu 3
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JOKYMEHTaMH.

JloBiiKOBO-1H(pOpMAITiiiHI TOKYMEHTH.

JIOKyMEHTH 3 YIPaBJIiHHS KaJpaMu.

JIOKYMEHTH TIpO JisUIbHICTH KOJETiaIbHUX OpTaHiB.

JIOKyMEHTOOOIT Ta HOTO OpraHi3alfis.

KoHTponb 3a BUKOHAHHSIM JOKYMEHTIB.

Mexanizaris 1 aBToMaTH3aris I1JI0BOACTBA.

Mexani3arlist 1 aBTOMaTU3allis JisSUTBHOCTI CITY’KO TOKYMEHTO3a0e3eueHHSI.

HopmatuBHO-IIpaBOBE  peryjitoBaHHs  JOKyMEHTallMHOro  3a0e3nedeHHs  JiSUIbHOCTI

[Ipe3unenta Ykpainu.

11. HopmaTuBHO-IIpaBOBE PETYIIOBaHHA JOKYMEHTALIHHOTO 3a0e3neueHHs 1isubHOCTI BepxoBHOI
Pagu Ykpainm.

12. HopmaTuBHO-IIpaBOBE PETYJIIOBAaHHS JOKYMEHTAIIHOTO 3abe3neueHHs aisuibHOCTI Kabinety
MinicTpiB YKpaiHu.

13. HopmartuBHO-TIpaBOBE  pPETyJIIOBaHHS  JOKYMCHTAIIMHOTO  3a0€3MEYCHHS  JisUTbHOCTI
LEHTPAJTbHUX OpraHiB BUKOHABYOI BIaJAu Y KpaiHu.

14. HopmaTuBHO-IIpaBOBE PETYIIOBaHHS JTOKYMEHTALIWHOTO 3a0e3MevYeHHs AisUIbHOCTI MiCIIEBUX
OprasiB BUKOHABYO1 By YKpaiHH.

15. HopwmatuBHO-TIpaBOBE pETyJIIOBAHHS JOKYMEHTAI[IHHOTO 3a0e3leueHHs MisUIbHOCTI OpraHiB
MICIIEBOI'O CAMOBPSAyBaHHs YKpaiHU.

16. OO6nix JOKYMEHTIB.

17. OpranizaiiiiHi JOKyMEHTH.

18. Oprani3ariist JOKyMEHTaIHHOTO 3a0e3eUeHHsI YIIPaBIiHHSA B YKpaiHi.

19. TIlizroroBka JOKYMEHTIB JIO0 apXiBHOTO 30€piraHHsl.

20. TloHATTS MOKyMEHTa B 3aKOHOJABCTBI Y KpaiHH.

21. TlpaxkTtuyHa knacudikalis opraHizaliiHo-po3nopsa 4ol JOKyMeHTallii.

22. Posmopsiadi JOKyMEHTH.

23. Cucrema nepKaBHOT CTaHAAPTHU3ALll] yIIPaBIiHCHKOT TOKyMEHTallli B He3aJIeXKHIA YKpaiHi.

24. 'YMoBH mpalli MpariBHUKIB CIIyK0 IiIOBOJCTBA.

25. ®opmu opraizaiii JiJI0BOJCTBA.

26. OcHOBHI Jep)KaBHI CTaHAApTH YKpaiHM 3 MHTaHb JUTOBOJICTBA Ta apXiBHOI CIIPaBH: 3arajbHa
XapaKTepUCTHKA.

27. CraryT: TOHATTS, MpaBWiIa CKIAJaHHS, OQOPMIICHHS Ta MPOIEIypHI OCOOIMBOCTI HAOYTTS
JIETITUMHOCTI.

28. TlomoxeHHs: TOHATTSA, TpaBHWJa CKIAJaHHSA, O(OPMIICHHS Ta TPOUEAYPHI OCOOIHMBOCTI
HaOyTTs JIETITUMHOCTI.

29. [HCTpYKIis: MOHSTTS, paBWIIa CKIaIaHHs, 0()OPMIIEHHS Ta MPOIEIYPHI OCOOIMBOCTI HAOYTTS
JIETITUMHOCTI.

30. HowmenknaTypa cnpas.

COXNOU AW

1

1.5.2. Memoouuni pexomenoauii 00 6UKOHAHHA pehepamis

Pedepar — camocTiifHMI pI3HOBHJ HaBYaJIbHO-HAYKOBOI pOOOTH, BUKOHAHOI Ha OCHOBI
KPUTHUYHOTO OTJISAY BIAMOBITHUX JKepen iH(opwmaiii (HOpMATHBHO-TIPABOBHX aKTIB, HAYKOBHX
mpanb, JiTepaTypd 3 BU3HAYeHOi TeMHu). MeTow BUKOHaHHS pedepaTiB € 3akpiluleHHS 1
CHUCTeMAaTH3allisl OTPUMAHHMX CTyJEHTaMH 3HaHb y TMPOIECI y4acTi B ayJUTOPHUX 3aHATTAX 1
caMoCTIHHOT poOOTH.

Sk 1 GULIBLIICT, HAYKOBUX TIpallb, pedepar CKIANAETHCS 3 TUTYIBHOTO apKylia, TUIaHy, BCTYILY,
OCHOBHOT YaCTHHU, BUCHOBKIB, CIIMCKY BUKOPUCTAHUX JKeped. Y BCTyIi HEOOX1IHO MPOKOMEHTYBATU
TeMy pedepary: BU3HAUMTH 1 Micue y mpoOieMaTulli Haykd, OOIPYHTYBaTH aKTyaJbHICTb,
chopmymoBaTd MeTy poOoTH. B OCHOBHINM 4YacTWHI BHKJIQJAaIOTh TOJIOBHI TOJIOKEHHS TEMH, IO
3po0JieHi Ha OCHOBI ONpalboBaHUX Jpkeped. [IoTpiOHO mparHyTH 1O SKOMOra MOBHIIIOTO PO3KPHUTTS
TEMH, TIOKa3y pi3HUX ii acnekTiB. Y pa3l moTpedr OCHOBHA YAaCTHHA MOKE MOJUIATHUCS Ha PO3JILIH.
Y BUCHOBKaxX poOJsATh KOPOTKHH TMiJCyMOK, BKa3ylOTh HAMpPSIMKHA TPAKTHYHOTO 3aCTOCYBAaHHS
onmcanoi iHpopmarii. [{ns BukoHaHHS pedepaTiB BUKOPUCTOBYIOTHCS 3aKOHOJABYI Ta MiI3aKOHHI
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aKTH, HayKOBO-MOHOTpadiyHa Ta HaBYAJILHO-METOJWYHA JIITepaTypa, CTATUCTUYHI JaHl, aHAJITHIHA
iH(popMarist oprasiB ynpasiiHHSA. CIHCOK BUKOPUCTAHHUX JKepesl GOPMYEThCS 32 OJHUM 13 3arajbHO
npuiHATUX MeToAiB. CKJIaJ0Bl YaCTUHU POOOTH HE 0OOB’A3KOBO MOYMHATH 3 HOBOTO apKYyIla.

PoGoTH BUKOHYIOTBCS KOMIT IOTEPHUM CHOCOOOM 3 OJHOCTOPOHHIM PO3MIIEHHSIM TEKCTYy Ha
narepi ¢popmary A4 (210 mm x 297 MM) 3 ITOTpUMaHHSM NMPUHHATHUX Y JIJIOBOJICTBI CTaHIAPTHUX
noJiiB: JiBoro — 30 MM, BepXHBOro Ta HIKHBOTO — 20 MM, mpaBoro — 10 mm. Obcsr poboTu mae
3a0e3reyyBaTd HaJeKHE BHCBITIEHHS TEMH 1 HE NOBHHEH mepeBuiryBatu: 20-25 CTOPIHOK
npykoBaHoro Ttekcrty mpudrom TimeS New Roman kermem 14 3 miBTOpauHUM MIKPSIKOBUM
iHTepBaioM. Hymepaiist apkyiiB poOOTH MOUMHAETHCS 3 TUTYJIBHOTO apKyiia. Homep Ha TUTyIbHOMY
apkymri He mnpocTaBiseTbesa. OQopmileHHS TUTYIBHOTO apkyma pedepary 3A1MCHIOETbCA 3a
HaBEJICHUM HIKYE 3PA3KOM.

XMEJIbHUIIBKA OBJIACHA PAJIA
XMEJIBHUIIBKUU YHIBEPCUTET YIIPABJIIHHS TA IIPABA
IMEHI JIEOHIJIA FO3bKOBA

GAKYJBbTET IYBJTYHOTI'OYIIPABJITHHA
Kadenpa nmy0siuHoro ynpaspJiiHHsI Ta aIMiHiCTPyBaHHS

HaBuyanbHa qucouIuniba:
JoxymeHnTaniiiHe 3a0e3ne4eHHs AisVIbHOCTI OPraHiB
ny0JiYHOro ynpaBJIiHHS

PE®EPAT
HA TeMy:
s+« HA3BA TEMH ... ,,

Buxkonas:

IpizBume

Im’s Ilo6aTHKOBI,

3100yBay OCBITHBOI'O CTyMEHs OakayaBpa 3i
cnenianbHOcTi 074 ITyOniuHe ynpaBiaiHHS Ta
aJIMIHICTpyBaHHA rany3i 3HaHb 07 YnpaBiiHHSA
Ta aJIMIHICTPYBaHHS, CTYJIeHT 1 rpynu 2 Kypcy

[lepeBipus:
IpizBume

Im’s Ilo6aThKOBI,
HAyKOBUH CTYIIiHb,
BUYCHE 3BaHHS

XMeJabHUIbKUA
20

Buxknaa po6oTy mogaeTbes 3a HaBEJCHUM HIIKYE TIOPSIKOM.
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How

™

IJIAH
Crop.

Beryn -
OcHoBHa yacTHHA -
(V pasi nmotpebu 3a3Ha4YarOTHCS HA3BU PO3JLIIB, K1 HyMepytoTbes 2.1., 2.2. 1 -
T.J.)

BucnoBku -
Crnucok BUKOPUCTAHUX JIKepe -

1. BCTYII

( Buxnao 3micmy ocHosHOI uacmunu,
a y pasi nompeou — 3a3Ha4aiOmvbCsi HOMepu, HA368U Ma BUKIAOAEMbCSL 3MICH PO30ii6
OCHOBHOI Yacmumu)

4. CIMCOK BUKOPUCTAHUX J?KEPEJI

. ( pexeizumu dxcepena) ... ...
. ( pexeizumu Oxcepena) ......
. ( pexeizumu Odxcepena) ... ... (i m.0. 6i0no8iOHO 00 8UMO2

ogopmienHs cnucky odceper).

Huxue CIIMCKY BHUKOPHUCTAHUX [KEPCII PYKOIIHMCHUM CIIOCOOOM 3a3HAYarOTHCS JaTa BUKOHAHHA

pedepaty 1 0coOUCTHIT MIAMKUC CTYACHTA.

Pe(bepaTI/I BUKOHYIOTBCA B MCKAX YaCy, BU3HAUCHOI'O [JIA CaMOCTIIHOT pO6OTI/I CTy,E[eHTiB, Ta

OLIHIOIOTHCS KUIBKICTIO OalliB, BU3HAYEHUX B PO3AUIL 21IMX HaBYAJIbHO-METOAMYHUX MaTepialiB.

1.6. ITiocymkosuii KoHmpob

Po6ouoro mporpamoro IUCHMIUTIHA TiepeadadeHo, mo (GopMor0 MiACYMKOBOTO CEMECTPOBOTO
KOHTPOJIIO € €K3aMeH, SKUW 3a pillleHHsIM Kadeapu MOKe MPOBOAUTHCS YCHO a0o0 MHCHMOBO 3a

PYKOTIMCHOO YH €JIEKTPOHHOIO TECTOBUMH TEXHOJIOTISIMH.

CoNoaRLNE

[EEN
©

1.6.1. Ilumanns o1 NiOCymMK08020 KOHMPOJIIO

[TonsarTs iHopMarlii Ta ii 3HaYEHHS B IiSIILHOCTI OPraHiB MyOJIIYHOTO YIPABIIIHHS.

Bumoru no indopmartii, 1o 3a6e3meuyroTh ii CyCHiabHy POJib.

[ToHATTS MOKyMEHTa Ta MOro 3Hau€HHs B JiSUIBHOCTI OPTaHiB MyOJiYHOTO YIPaBIiHHS.
Bumoru 1o moxkymenTa, 1mo 3a06e3ne4yroTh HOTro IOPUANYHY TOBHOIIHHICTS.

[ToHATTS 3arajbHOTO Ta CIELiaTbHOIO IIIOBOJICTBA Ta X B3a€EMO3B’SI30K.

CyTHICTb OHATTSA «IUIOBOJICTBO; CIIPABOYMHCTBOY 32 JIEPKaBHUM CTAHAApPTOM Y KpaiHH.
CyTHICTb MOHATTA «IOKYMEHTaLiiiHE 3a0e3MeueHHs YIpaBIiHHs Ta HOro OCHOBHI PHCH..
CyTHICTb MOHATTS «KE€PYBaHHS JOKYMEHTAI[IEI0» Ta HOTO OCHOBHI PUCH.

[TopiBHsIBHA ~XapaKTEPUCTUKAa CYTHOCTI TOHSATH <«IUIOBOJCTBO; CHPAaBOYMHCTBO» Ta
«TOKYMEHTAaIlIifHE 3a0€31IeUeHHS YIIPABIIHHS.

[lopiBHsIbBHA ~ XapaKTEpPUCTHKA CYTHOCTI MOHATh  «JIOKyMEHTalliiiHe 3a0e3rnedyeHHs
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11.
12.
13.
14.
15.
16.
17.

18.

19.

20.

21.

22.

23.

24.

25.
26.

217.

28.

29
30

31.
32.
33.
34.
35.
36.
37.

38.
39.
40.
41.
42.
43.
44,
45.
46.

YIPaBIIHHS» Ta «KKEPYBAHHS JTOKYMEHTAIIIE€I0».

[lopiBHsIBHA ~XapaKTEPUCTUKAa CYTHOCTI TOHSTH «IUIOBOJCTBO; CHPAaBOUYMHCTBO» Ta
«KEepyBaHHS JOKYMEHTAIIIEIO.

OcHOBHI 3aKOHO/IaBY1 aKTH, 110 € IPABOBOIO OCHOBOIO ChepH JTOKYMEHTYBAHHS Ta OpraHi3arii
poOOTH 3 TOKYMEHTAMHU.

3aranpHa XapakTepuctuka 3akony Ykpainu Big 13 ciuns 2011 p. «IIpo inpopmarirom.
OcCHOBHI Mi/I3aKOHHI HOPMAaTUBHO-TIPABOB1 aKTH 3 PETYJIIOBAHHS MTUTaHb J1JIOBOJICTBA.

CyTb Aep>kaBHOI MONITUKHU Y cdepl AUTOBOACTBA i apXiBHOI CrIpaBH Ta ii Cy0’ €KTH.
IToBHoBakeHHss BepxoBnoi Pamm VYkpainu, Ilpesumenta VYkpainm, KabGinery MinicTpiB
VYkpainu sk cy0’€KTiB AepKaBHOI MOMITHKU Y cepi TITTOBOICTBA Ta apXiBHOI CIIPaBH.
CrenialbHO YIOBHOB)KEHHH IIEHTPAJIBHHUN OpraH BUKOHABYOI BIIaAM Yy cepi AiJI0BOACTBA Ta
apXiBHOI CTIpaBH.

3araspHa XapakTepuCcTHKa THMOBOI IHCTPYKIII 3 MIJOBOJACTBA y LEHTPAIbHUX OpraHax
BHKOHABYOI BJIaJ, 3aTBep/KeHa moctaHoBoro Kabinery MinicTpiB Ykpainu Big 17 ciuHs
2018 p. Ne 55.

OcHOBHI Jiep>kaBHI CTaHAApTH YKpaiHW 3 MUTaHb TUIOBOJACTBA Ta apXiBHOI CIIpaBU: 3arajibHa
XapaKTePUCTHKA.

3araibHa  XapaKTepUCTHKA HamioHanbHOro kiacudikaropy VYkpainum JK 010-21
Krnacudikarop ynpaBiiHChKOI JOKYMEHTAII1.

3aranbHa XxapakTepucTHKa AepxaBHoro crangapty Ykpainu JCTY 2732:2004 HdinoBoxactso it
apxiBHa cripaBa. TepMiHH Ta BUSHAYCHHSI IIOHSTh.

3aranbHa XapaKkTepUCTHKa HalioHanbHOTO crangapty Ykpainu JCTY 4163-2020. depxaBHa
yHipiKOBaHa cHcTeMa JOKyMeHTamii. YHipikoBaHa cHCTeMa OpraHi3aliifHO-pOo3MopsIIol
JTOoKyMeHTalii. Bumoru 10 opopmiiroBaHHS TOKYMEHTIB.

[ToHATTS cHCTEeMH JOKYMEHTAIlil, CHTeMH OpraHi3aliifHO-pO3MOpsSId0i JOKYMEHTAIlii Ta
yHi()iKOBaHOT CHCTEMH OpraHizaliitHO-pPO3MOPAAUOi JOKYMEHTAIIl1, iX B3a€EMO3B’I30K.
[TonsarTa dhopmymnsipa-3pazka ciy>k00BOro JoKyMeHTa 1 (popmyssipa ciy>)kO00BOTO JOKyMEHTa
Ta X CIIBIJHOIIEHHS.

[ToHATTS pekBi3uTa, CKJIaJ PEKBI3UTIB OpraHi3alifHO-PO3NOPSAUNX TOKYMEHTIB.

IIpaBuna Buxopucranus peksizutra 01 — 3o0paxenns [ep:xaBHoro I'epba Ykpainu, ['epba
ABroHoMHO1 Pecniy6uiku Kpum.

ITpaBuna Bukopucranss peksizuta 02 — 3o0paxeHHs emOi1eMu opradizailii abo TOBapHOTO
3HaKa (3HaKa 0OCIIyrOBYBaHHS).

IIpaBuna Bukopucranus peksizuta 03 — HaliMmeHyBaHHS IOpUANYHOT 0COOM BUILIOTO PIiBHSL.
[IpaBuia Bukopuctanus pexizuta 04 — HaiimeHnyBaHHs 10pHANYHOI 0COOU.

IIpaBuna Bukopuctanss peksizuta 05 — HaliMeHyBaHHS CTPYKTYPHOTO MiJIpO3ILTY
IOPUIAYHOT 0COOH.

[IpaBuna Bukopuctanus pekBizuta 06 — JIoBiIKOBI IaHi PO IOPUAUYHY 0CO0Y.

[IpaBuna Bukopucranns pexsizuta 07 — Kox popmu qokymeHTa.

[IpaBuna Bukopucranus peksizuta 08 — Koj ropuandnoi ocodu.

[IpaBuia Bukopuctanus pexizuta 09 — Ha3pa Buay JoKyMeHTa.

[IpaBuna Bukopucranus peksizuta 10 — Jlata nokymenTa.

[IpaBuna Bukopuctanus pekizuta 11 — Peectpaniiinuii iH1eKc JOKyMEHTa.

IIpaBuna Bukopuctanus peksizuta 12 — [locunanns Ha peecTpauiiHuil IHIEKC 1 AaTy
JIOKYMEHTA, Ha SIKUW B1/MIOBIIAl0Th.

[IpaBuina BukopucTaHHs pekBizuta 13 — Micie ckiiaieHHs TJOKyMEHTa.

[IpaBuiia BukopucTanHs pekBizuTa 14 — I'pud oOMexxeHHs AOCTYIy A0 JOKyMEHTA.

[IpaBuna BUKOpHUCTaHHS pekBizuTa 15 — Anpecart.

[IpaBuna Bukopucranus pekpizura 16 — ['pud 3aTBepIKEHHS TOKYMEHTA.

[IpaBumna BUKOpUCTaHHS pekBizuTa 17 —Pe3omrorris.

[TpaBuna BukopucTaHHs pekBizuTa 18 —BigmiTka mpo KOHTPOIIb.

[IpaBuia BUKOpUCTaHHS pekBi3uTa 19 — 3aronoBoK 10 TEKCTY JOKYMEHTA.

[IpaBuna Bukopucranus pekBizuta 20 — TekcT ToOKyMeHTa.

[IpaBuna BUKopucTaHHS pekBizuTa 21 —BiaMiTka npo HasBHICTH TOJATKIB.
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47.
48.
49.
50.
51.
52.
53.
54.
55.

56.
57.

58.
59.
60.
61.
62.
63.
64.
65.
66.

67.
68.

69.

70.

71.

72.
73.

74.

75.

76.

77.
78.

79.

80.

81.

82.

[IpaBuna Bukopucranus pekBizuta 22 — [ligmuc.

[IpaBuina BUKOpUCTaHHS pekBizuTa 23 —BigOuTOK mevaTku.

[IpaBuna BukopucTanHs pekBizura 24 — Biza qokymeHTa.

[IpaBuia BukopuctaHss peksizuta 25 — ['pud moxomkeHHs (CXBaJIeHHs) TOKYMEHTA.

[IpaBuna BUKopucTaHHS pekBi3uTa 26 — BiMiTKa 1po 3acBiYeHHS KOIi JOKyMEHTA.
[IpaBuia BUKOpUCTaHHS pekBi3uTa 27 — BitoMOCTi Mpo BUKOHABLA JOKYMEHTA.

[IpaBuna BUKopucTaHHS pekBizuTa 28 — BigMiTKa 03HaOMIICHHS 13 IOKYMEHTOM.

[IpaBuna BUKOpucTaHHS pekBizuTa 29 — BinMiTka mpo BUKOHAHHS JOKYMEHTA.

IIpaBuna Bukopucranss peksizuta 30 — BinMiTka npo HaAXOKEHHS JOKyMEHTa J10
FOPUIUYHOT 0COOH.

[TpaBwiia BUkopucTaHHs pekBizuTa 31 — 3amuc mpo Iep:kaBHY peeCcTpallito.

[IpaBuna BukopucTaHHs pekBizuTa 32 — BiamiTKa Ipo HAsIBHICTh IPUMIPHHUKA 3 MANICPOBUM
(eIeKTPOHHUM) HOCIEM.

[TonsaTTss Oymanka OnaHKa CIIy)kKOOBOro JOKyMEeHTa 1 OJIaHKa YCTaHOBH, BHJM OJIAHKIB Ta
npaBuia ixX CKJIagaHHs, 0pOPMIICHHS i BUKOPUCTAHHS.

Crannaptu3zalis namnepy sik MaTepiajabHOi CKJIaJ0BO1 IOKyMEHTIB Ha Harmepi.

[TonsTTsI, META 1 3HAYCHHS KJIacUQiKaIlii TOKyMEHTIB.

[Ipuknanna knacudikailis JOKYMEHTIB.

Krnacudikarrist TOKyMEHTIB 32 IPU3HAYCHHSIM.

[ToHsTTS OpranizaniiHUX TOKYMEHTIB Ta iX OCHOBHI BUJIU.

CraTyT: TOHATTS, MpaBWia CKJIaJaHHS, 0GOPMIIEHHS Ta MPOUEAYPHI OCOOIMBOCTI HAOyTTS
JETiITUMHOCTI.

[TonmoxeHHs: TOHSATTSA, TpaBWiIa CKIAJaHHSA, O(OPMIICHHS Ta TPOLEAYPHI OCOOIHMBOCTI
HaOYTTS JIETITUMHOCTI.

[HCTpYKLIS: MOHATTS, paBUIIa CKIaaHHs, 0()OPMIICHHS Ta MPOLEAYPHI 0COOIUBOCTI HAOYTTA
JIETITUMHOCTI.

[ToHATTS po3NOPSAAUMX TOKYMEHTIB Ta iX OCHOBHI BUJIU.

ITocTraHoBa: MOHATTS, MpaBWJIa CKIaJaHHs, O(OPMIICHHS Ta MPOLETypHi 0COOIUBOCTI HAOYTTA
JIETITUMHOCTI.

PimeHHs: MOHATTSA, NMpaBuia CKIaJaHHsA, 0OPMIIEHHS Ta MPOLETYpPHI 0COOIMBOCTI HAOYTTA
JIETITUMHOCTI.

Po3nopskeHHs: MOHATTS, MpaBWiia CKIajaHHS, OQOpMIIEHHS Ta IMPOLEAypHI OCOOIMBOCTI
HaOYTTS JIETITUMHOCTI.

Haxka3: moHATTS, mpaBuia CKJIajaHHs, O0GOpPMIIEHHS Ta HpPOLETypHI OCOOIMBOCTI HaOYTTS
JIETITUMHOCTI.

IToHATTS 10B1AKOBO-1H(OPMAIIITHUX TOKYMEHTIB Ta IX OCHOBHI BUJIH.

Cny>x00BUI JTHCT: TOHATTS, MpaBWiIa CKJIalaHHsA, oOPMIIEHHS Ta MPOLETypHI 0COOIMBOCTI
HAOYTTS JIETITUMHOCTI.

JlomoBijHa 3amucKa: MOHATTS, IPpaBUia CKJIaJaHHs, 0(pOPMIIEHHS Ta MPOLETYypHI 0COOIMBOCTI
HAOyTTs JIETITUMHOCTI.

[TosicHIOBaNIbHA 3alMCKa: TOHSTTS, NpaBWiIa CKIaJaHHS, O(GOpPMIICHHS Ta MpPOUEAYpHi
0CO0JIMBOCTI HAOYTTS JETITUMHOCTI.

Cny»00Ba 3anmucka: IOHATTS, paBuia CKIaJaHHs, 0(QOpMIIEHHS Ta MPOILETypHI 0COOINBOCTI
HAOYTTS JIETITUMHOCTI.

[TOHATTSI TOKYMEHTIB 3 YIPaBIIIHHS [IEPCOHATIOM Ta X OCHOBHI BUJIH.

3asBa: MOHATTSA, NpaBWIa CKJIaJaHHSA, OQOPMIIEHHS Ta MPOLEAYpHI OCOOJMBOCTI HAOYTTA
JIETITUMHOCTI.

ABtoGiorpadis: MOHATTSA, NpaBWiIa CKIAJaHHS, O(QOPMIIEHHA Ta MHPOLEIYpPHI OCOOIMBOCTI
HaOyTTs JIETITUMHOCTI.

XapaKkTepuCTUKa: MOHATTS, MpaBUia CKIaJaHHA, O(QOPMIICHHA Ta MPOLEIYpPHI OCOOIMBOCTI
HaOyTTs JIETITUMHOCTI.

Hakazu 3 ympaBiiHHS TEpCOHAJIOM: TMOHATTS, NpaBWiIa CKIAAaHHSA, O(GOPMIICHHA Ta
MPOIIEAYPHI 0COOIMBOCTI HAOYTTS JIETITUMHOCTI.

[ToHATTSI TOKYMEHTIB 3 IIsIILHOCTI KOJIETiaJbHUX OPTaHiB Ta iX OCHOBHI BU/IH.
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83. [IIpoTokoi: MOHATTS, MpaBUa CKIaAaHHs, OOPMIICHHS Ta MPOIEAYPHI OCOOIMBOCTI HAOYTTS
JETiITUMHOCTI.

84. AKT: TIOHATTSA, TNpaBWja CKIagaHHsA, O(GOPMIICHHS Ta MPOIEAYpPHI OCOOJMBOCTI HAOYTTS
JETITUMHOCTI.

83. Opranizamiiiai popmu ciy>k0 A1ITOBOJCTBA Ta KpUTEPii BUOOPY iX 3aCTOCYBaHHS.

86. OOmik 1 peectpamis JOKyMEHTIB: MOHATTS, cuctemH, (opmMu Ta Kpurepii ix BHOOpY
YCTaHOBOIO.

87. TloHATTS TOKyMEHTOOOITY, IOTOKH JOKYMEHTIB, OpraHi3allisi pyxXy JOKYMEHTIB.

88. [IlousATTs, MeTa, BUIW 1 METOIM KOHTPOJTIO 33 JOKYMEHTOOOITOM Ta BUKOHAHHSM JIOKYMEHTIB.

89. [loHATTs, MpU3HAYCHHS, BUIM, TIPUHIIMIIN Ta IPAaBUJIA CKJIaIaHHS HOMEHKIJIATYPH CIIPaB.

90. TIlopsmok opmyBaHHS CIIpaB Ta OpraHi3allis ONEPaTUBHOTO 30epiraHHs TOKYMEHTIB.

1.6.2. Cmpykmypa ex3ameHnauyiitnoz2o dinema

1. JTaiiTe BUBHAYEHHS MOHATTH: ............ —1e ...

2. JlaiiTe Haii0l/IbII IOBHY Ta NPaBUJIbHY BiINOBiAb HA TECTOBI 3aBIaHHA:

1. /leprrcaeny nonimuxy y cghepi apxienoi cnpagu i 0inoeoocmea su3nHavac:

A) Ilpe3unent Ykpainu;

b) Ka6iner MinictpiB Ykpainu;

B) BepxoBna Paga Ykpainu;

[') Opranu miciieBOoro caMoBpsiTyBaHHSI.

5. Buobepimp, aka i3 HagedeHux HudxCHe YCMAHOE pPO3POONAE Kaacugikamop ynpaeiiHcbKoi
O0OKymenmauii:

A) YkpaiHcbKuil HAyKOBO-IOCIITHUM LIEHTp MpobieM cTanaapTu3aiii, cepTudikaiiii Ta ssKocTi;
b) Ka6iner MinictpiB Ykpainu;

B) YkpaiHcbkuil HayKOBO-OCTIIHUIM IHCTUTYT apXiBHOI CIIPaBU Ta JOKYMEHTO3HABCTBA,

I') LlenTpanbHi Oprand BUKOHABYOI BIAH.

3. MousaTTs indopmanii Ta ii 3HaYEeHHA B JiSVILHOCTI OpraHiB mMy0/Ji4HOr0 ynpaBaiHHS.
4. TlpaBuia Bukopuctanus pekpizura 01 — 3o0paxenns [lep:xkaBHoro I'epda Ykpainu, I'ep6a
ABToHOMHOI Pecnty0sikn Kpum

2. Cxema HapaxyBaHH# 0aJiB

HapaxyBaHHs OaniB cTy/leHTaM 3 HaBYAIbHOI AUCHUIUTIHY 3[IHCHIOETHCS BIAMOBITHO 0 TaKOi
CXEMHU:

BuBuenns
HaBYaJILHOI JUCIUILIIHA

[

| 100 Ganip |
OuHa (neHHa, BEYipHS) 3aouHa (qucranmiiHa) popma
(dhopma HaBYaHHS HABYAHHS
10 6ais — 5 6amiB —
3a pe3ysibTaTaMH HaBYAHHS 3a pe3ysIbTaTaMH HaBYAHHS
i yac JIEKIH i 9ac JIEKIIH
40 6axiB — 25 GaiB —
3a pe3yibTaTaMH HaBYaHHSI 3a pe3yIbTaTaMH HaBYAHHSI
ITiJ] 9ac CeMiHapChKUX TIiJT 9ac CEMiHApChKUX
(mpakTHYHUX, JTA0OPATOPHUX) (mpakTHYHUX, JTa00PaTOPHUX)
3aHATh 3aHATh
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20 6axniB — 40 GaiB —
3a pe3yJIbTaTaMU CaMOCTIHHOT 3a pe3yJIbTaTaMU CaMOCTIHHOT
poboTH poboT

I |
|
30 6amiB —

3a pe3yJIbTaTaMH CKJIaJaHHs
CEMECTPOBOI0 KOHTPOJIIO

2.2. O06csar OamiB, 3M00yTHMX CTYIEHTOM IIiJi 4Yac JIEKIid 3 HaBYAIbHOI JUCHUILTIHH
«JlokyMeHTariitHe 3a0e3nmedYeHHs] IsIbHOCTI OpraHiB IMyOJIYHOTO YIPaBIiHHSIY», OOYHMCIIOETHCS Y
MPOMOPLIHHOMY CITIBBIJHOIIEHHI KUIBKOCTI BIJBIAAHMX JIEKIiA 1 KUIBKOCTI JIEKIii, mepeadadeHmnx
HaBYaJIbHUM ITUIAHOM, 1 BHU3HAYAETHCS 3TiIHO 3 moxatkamu 1 1 2 mo TlonokeHHs mpo opraHi3arliro
OCBITHBOTO TpOIeCY B XMEIbHULILKOMY YHIBEPCHUTET] YIpaBIiHHA Ta npasa iMeHi Jleonina FO3pkoBa.

3 HaBYAJIbHOI AMCHUILTIHK «JlOKyMeHTamiitHe 3a0e3reueHHs AisJIbHOCTI OpraHiB IMyOJIiYHOTO
YIIpaBIIiHHS» NIepe0adeHo MPOBEACHHS 9 JEeKIIMHNX 3aHATH 3 IEHHOIO (POPMOIO HaBYAHHS.

OTxe, CTYIEHT MOKe HaOpaTu Mij] Yac JIEKIi TaKy KUTbKICTh OaliB:

JenHa KisnpkicTh Jekuiii 3a HaBYaJIbHUM IIJIAHOM 1 MOJKJIMBA KUIbKICTh HapaXxOBaHUX OalliB
¢dbopma 3aJICKHO BiJl KUTBKOCTI BiJIBIZJAHUX JICKIIIH
Ha- 1 2 3 4 5 6 7 8 9
BYAHHS
1,1 2,2 3,3 4,4 5,6 6,7 7,8 8,9 10,0

2.3. 3 mwnaBuanmpHOi gucHuIUiHA <«/lokymeHTaliliHe 3a0e3MedyeHHs MiSUIbHOCTI OpraHiB
nyOJIIYHOTO YIpPaBIiHHY TepeadadyeHo MpOoBeACHHs 17 ceMiHapChKHX 3aHATH 33 JACHHOKI (OpMOrO
HaBYaHHA.

3a pe3yabTaTaMu CEMiHAPCHKOTO (IIPAKTHYHOTO, J1a00paTOPHOTO) 3aHATTS KOXKHOMY CTYICHTY
JI0 BIAMOBITHOTO TOKyMEHTa OOJKY YCIIITHOCTI BUCTABISETHCS KUIbKICTH 6amniB Bix 0 10 5 yuciom,
kpaTHUM 0,5, Ky BIH OTpUMaB MPOTSITOM 3aHSITTSL.

Kputepii moTo4HOro OIIHIOBAaHHS 3HAaHb CTYAEHTIB HaBeaeHi y 1. 4.3.8. IlomoxkeHHs mpo
Oprasi3alilo OCBITHHOIO Mpolecy B XMEJIbHULBKOMY YHIBEPCUTETI YIpaBJIHHSA Ta IpaBa IMEHI
Jleoninma FO3pKkoBa.

2.4. Tlepepo3moii KUTBKOCTI OajiB B MEXax MaKCHMaJIbHO MOXJIMBOI KITBKOCTI OaiiB 3a
CaMOCTiHY poOOTY CTYJEHTIB Ta BAKOHAHHS 1HIUBIyaJbHUX 3aB/IaHb, HABEJICHO B TAOJHIII:

No Howmep temun VCBOro
13 Tem .

3/ 1. | 2 |3 |4|5 |6 |78/ 9/ 10 |[11.|12 |13 | OarmiB

MaxkcumaiibHa KiIIbKICTh

1. OaJtiB 3a cCaMOCTIHHY 1 1 /1111|1111 1|05|05 12
poboty

2. | IamuBigyanbHe 3aBIaHHS 8 8

VYcerworo 6aiis 20

2.5. 3a ceMecTpoBUH KOHTpPOJb, IO MPOBOAUTHCS Yy (OpMI CEMECTPOBOTO €K3aMEHY 3
HaBYAIbHOT JOUCHUIUTIHM  «/loKymeHTaliliHe 3a0e3nedYeHHs [ISUTbHOCTI OpraHiB  MyOIi4YHOTO
VIpaBIiHHA», CTYACHT JIeHHOI (OpMU HaBUaHHS MOXe MakcuMaibHO oxaepkatu 30 Oami. Illkama
BU3HAYEHHS KIIbKOCTI OamiB Ta KpuTepii OILIHIOBaHHA 3HaHb CTYJIEHTIB 3a pe3yJbTaTaMu
CEMECTPOBOT0 KOHTPOJIO mojaHa y Tabiu. 4.8 [lonoxkeHHs Mpo oprasizallilo OCBITHHOI'O MPOIECY B
XMeNbHUIIBKOMY YHIBEpCUTETI yIpaBIliHHS Ta paBa iMeHi Jleonina KO3pkoBa.

[Tepepo3nonin GaniB, B MekaxX MaKCUMaJIbHO MOXJIMBOTO OJCp)KaHHS iX KIJTBKOCTI 3a HaJaHi
CTYZICHTaMH BiJINOB1Jli B YCHil (popmi Ha 3aBAaHHS eK3aMeHaLIHHOro OisleTa, HaBeIeHO B TaOJIHIIi:

Homep nurans Pazom

Ne 3/m ANropuTM HapaxyBaHHs OalliB " . .
eK3aMeHalliifHoro oujiera OaiiB
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1 2 3 4
5 5 10 | 10 30,0

MaxkcuManbHa KIIBKICTh 0OalliB 3a BIAIOBIiAL Ha
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http://www.president.gov.ua
http://www.kmu.gov.ua
http://mon.gov.ua
http://www.nads.gov.ua

http://www.archives.gov.ua
http://nbuv.gov.ua/

http://gntb.gov.ua/ua/
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http://km-oblrada.gov.ua/

http://www.khmelnytsky.com/
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Be6-nopran BepxosHoi Pagu Ykpainu

Be6-nopran Anminictpauii Ilpesunenra Ykpainu
Be6-nopran Kabinery MiHictpiB YKpainu

Be6-caiiT MinicTepcTBa OCBITH 1 HAYKU YKpaiHU
Be6-caiit HamionansHOrO areHTCTBa YKpaiHU 3 MHUTaHb
JIEPKABHOI CITy)KOU

Be6-mopran Jlep:xaBHOT apXiBHOI Ci1y)0u YKpaiHu
Be6-caiit HamionansHoi 0i0mioTekn YkpaiHu imeHi
B.I. Bepnaacbkoro

Be6-caiit Jlep>)kaBHOT HAyKOBO-TE€XHIYHOi 0i0mi0TeKH

Ykpainu

BebG-caiit  XMenpHUIBKOT  00JAcHOI  yHIBEpPCAJIbHOI
HayKoBOi 0107110TeKn

Beb-caiir  XmenbHuMIIBKOI  00JacHOi  J€p>KaBHOI
aaMiHicTparii

Beb6-caiit XMenbHUIBKOT 0011acHOT paau

Be6-caiit XMenpHUIIBKOT MiCBKOT paau

Be6-caiit XMenbHUIIBKOTO YHIBEPCUTETY YIPABIiHHS Ta
npaBa iMeHi Jleonina KO3pkoBa
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OHOBJIEHHS HABYAJIBHO-METOJINYHUX MATEPIAJIIB:

B. o. crapmoro Bukianaua
Kadeapu myOIiYHOTO YIPaBIiHHS Ta aAMIHICTpYBaHHS
«27» cepnus 2024 poky

AcucrenTka kadenpu
nyOJITYHOTO YIPABIiHHS Ta aMiHICTPyBaHHS
«27» cepnus 2024 poky

CXBAJIEHO:

Pimenns xadeapu myOaidHOro yrnpaBiliHHS Ta aAMIHICTPYBaHHS
«27» cepnusa 2024 poxy, npomoxon Ne |.

3aBimyBay kadeapu, T0KTOp HAYK
3 IepKaBHOTO YIPaBIiHHA, Ipodecop
«27» cepnus 2024 poky

O6mnikoBuii o6csr onosienns — 0,1 ym. ap. apk.
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