MIHICTEPCTBO OXOPOHH 3JI0POB S VKPATHU
XAPKIBCHKUI HALIIOHAJIBHU MEJIUYHU YHIBEPCUTET

3ATBEPKXYIO
[TpopexTop 3 HaAyKOBO-
ne1aroriyHoi poooTu

npodecop  B.JI. MapkoBchbkuii

« ” 20 pOKy

Kadenpa ykpaincbkoi MOBH, OCHOB TICUXOJIOTIi Ta TIEAAroTiKu

MNPOT'PAMA HABUAJIBHOI JJUCLHUILIIHA

BUBIPKOBA JTUCIIUATLIITHA
«IIJIOBOJACTBO TA JIIJIOBA MOBA B OXOPOHI 3/I0POB’S1»

(Ha3Ba HABYAIHHOT AUCLUILTIHH)

HaBYAJIBHUH PIK 2020-2021

rajay3b 3HaHb 28 «IlyOmiude yrpaBaiHHS Ta aMIHICTPYBAHHI)

(mmop i Ha3Ba Taiy3i 3HaHb)

cunemianbHICTh 281 «Ily0iiyHe yrpaBiIiHHSA Ta aAMIHICTPYBAHHI»

(tudp i HAa3Ba CreNiaIbHOCTI)

Kypc 1-#i, maricTpH, 3a049Ha hopMa HaBYAHHS

[Tporpama HaBYANBHOT TUCHUTUTIHH
3aTBep/pPKEHa Ha 3acijaHHi kadeapu
YKpaiHCBLKOI MOBH, OCHOB IICHXOJIOTIT Ta
[I€JArorikK1

[Iporoxon Bif.

“« 20 poky Ne _
3aBiqyBay kadenpu

®owmina JI.B.
(migmmc) (mpi3BuILe Ta iHimiaMM)

13 2

720 poky

CxXBaJIeHO METONMYHOK KoMiciero XHMY 3
po0GieM r'yMaHITapHOI Ta COL1aIbHO-
€KOHOMIYHOI I ATOTOBKHA

IIpoTokomn Bif.
“«” 20 poky Ne _

T"ommoBa
(niarc) Kapnenko K.I.

(mpi3BuIIe Ta iHiIiam)

13 2

20__ poky




Po3po6uuku:  mporpama  pospoOieHa  chiBpoOiTHMKaMHu  Kadenpu
YKpaTHCHKO1 MOBH, OCHOB IICUXOJIOTii Ta MeIaroriku XapKiBChKOTO HAI[iOHATLHOTO
MEIUYHOTO YHIBEPCUTETY: 3aBimyBadeM Kadenpu, kaHa. (inon. HayK, JOIEHTOM
®dowminoro JI.B., kana. ¢inon. Hayk, maoueHToMm Kaminiuenko O. B., kaHa. ¢iou.

Hayk, noreHToM HikomaeBoro A. O., kaua. ¢inon. Hayk Hecrtepenko A. K.



1. Mera Ta 3aBAaHHA HABYAJIbHOI JUCIHHUILIIHA

AKTyallbHICT 1 HEOOXIJHICTh BHBUCHHS HAaBYAIBHOI  JUCIMILIIHU
«/JI1JI0BOJICTBO Ta JijJOBAa MOBa B OCBITHBOMY 3aKjaji» 3yMOBJIEHA 3MICTOM
MPAKTUYHOI MEAUYHOI MISUTbHOCTI MaOyTHIX IMPaBHUKIB, TOTPEOOIO MIATOTOBKU
BHCOKOKBaTi(hiKOBaHUX (PaxiBIlIB, sIKI BOJIOJIIOTh Cy4aCHUMHU 3HAHHIMHU TeOpii 1
HAaBUKaMU MPAKTUKU JOKYMEHTYBaHHS iHpopMalii Ta poOOTH 3 3araJilLHUMH Ta
MEIUYHUMH JOKyMeHTamu. HeBia’eMHO CKJafoBOIO mpodecioHamizMy MeIuKa €
BMIHHS CKJIAJJaTH MEIUYHI MTOBHOIIHHI IOKYMEHTH. Y CY4acHHX YMOBaxX *KOPCTKOi
MIIBUIYEThCSI  AKTYaJbHICTh MHTAaHb, TOB’SI3aHUX 3  JOKyMEHTAI[IHHUM
3a0e3MeYeHHSIM MPAKTUIHOI MEANYHOT TiSTTBHOCTI.

Meta kypcy — copmyBaTh B MaricTpiB CHCTEMY 3aCBOEHHS Teopii Ta
MPAKTUKU CKIAJAaHHS 1 0OPMIICHHS OpraHizaliifHO-pO3MOpAI90i JOKyMEHTallli Ta
oprasizaiii JOKyMEHTAI[IHHOTO 3a0e3MedeHHsT CIIy>KOOBOi1 MIsUTbHOCTI Ha OCHOBI
YUHHOTO 3aKOHOJABCTBA Ta CYYaCHUX BUMOT 1 IPaBUJI IOKYMEHTYBaHHS Ta poOOTH
3 JOKyMeHTamH; (OpPMYBaHHS B MAariCTpiB 3arajbHOi 0a30BOi TEOPETHYHOI Ta
MPaKTUYHOI OCHOBM JUIA il MOJQJIBIIOTO BUKOPUCTAHHS TP BUBYCHHI
CIEI1aTi30BaHOr0 (MEAMYHOT0) A1JIOBOJICTRA.

3aBgaHHS — HaBYUTHU MAriCTpiB MPaBHJIBHO CKJIAAaTH Ta OQOPMIISTH Pi3H1
BUJIM CIY)KOOBHX JIOKYMEHTIB, paIllOHAJIbHO OpraHi3oByBaTh poOoTy 3
JIOKyMEHTaMH.

VY pe3ynbTaTi BABYECHHSI HABYAJIBHOI JUCHUILIIHU MariCTpy MOBUHHI

3Hamu:

— BU3HAYEHHS 0a30BUX MOHSTH JA1JI0BOJICTBA,;

— OCHOBHM 3aKOHOJIaBYOT'0 BITUM3HSHOIO 3a0€3MEeUeHHS y cepi A1II0BOJICTBA;

— kjacudikarlio ciry>k0O0BUX TOKYMEHTIB;

— MMpaBUJIa PO3TAIlyBaHHS PEKBI3UTIB B YIIPABIIHCHKUX JOKYMEHTAX;

—3arajbHI 3acaju JOKyYMEHTOO0O0ITy;

ymimu:

—CKJIaJlaTd  TEBHUW  CIYy>KOOBUM  JTOKYMEHT, JOTPUMYIOUHUCh BHUMOT
Hepxcrannapry YKpainu;

—3aCTOCOBYBaTU OQILIHHO-AIOBUIA CTUJIb Y TOKYMEHTAX;

— OpraHi30BYyBaTH POOOTY 31 CIIYKOOBUMH JTOKYMEHTAMH.

KoMneTeHTHOCTI Ta pe3yJbTaTH HaBYAHHS, (OPMYBaHHIO SKUX CIIPHUSIE
JUCUUIUIIHA (B3a€EMO3B’SI30K 13 HOPMATHBHHUM 3MICTOM HIATOTOBKU 3700yBadyiB
BHUIIOT OCBITH, CPOPMYJILOBAHUM Yy TEPMiHAX pe3yiIbTaTiB HaBuaHHs B CTaHAapTi).

3rinno 3 BuMoramu CraHmapTy, JUCHUIUIIHA 3abe3nedye HaOyTTs
CTYJICHTAMU KOMHEeMmeHMHOCM ell.

- [HmezpanvbHa: 3MAaTHICTh PO3B’SI3yBaTH CKJIQJHI MPAKTU4YHI MpobieMu Ta
3aB/JIaHHS B TIPOIIEC] HABYAHHS,

- 3a@eanvui; 3JaTHICTb HABUYATUCS; 3JaTHICTh MNPOIAYKYBaTH HOBI ifel
(TBOpYICTH); 3AATHICTh IIyKATH, OOPOOIATH Ta aHATI3yBaTH 1HGOPMAIIIIO 3 PI3HUX
JUKEpel; 3JaTHICTh 10 mpodeciiHOro (yCHOTO Ta MHUCHhMOBOIO) CHUIKYBaHHS
(axoBOIO MOBOIO; 3AATHICTh A0 O€3MEpEepBHOIO HABYAHHS Ta CaMOPO3BUTKY,
CaMOCTIIHOT mparii;



- cneyianvui (axosi, npeomemni). mpodeciiiHi 3HAHHA, BMIHHS Ta
HaBUYKM (PaXxOBOTO CIUJIKYBaHHS, BOJIOJIHHS BepOaJbHUMH Ta HEBEpOATHLHUMU
3ac00aMu BUPa)KCHHS TyMKH.

JleTamizalliss KOMIIETEHTHOCTEW BiANMoBiAHO a0 neckpuntopie HPK 'y
dbopmi «MaTpuill KOMIETEHTHOCTEN.
MaTpuusi KOMIIETEeHTHOCTel

Kaacudikaunis .
N . .. ABTOHOMISI Ta
Ne | komnereHTHOCTEl 3HaHHs YMminns Komymnikaunis T —
3a HPK
1 2 3 4 5 6

IHTeraJILHa KOMIIETEHTHICTD

31aTHICT PO3B’SA3yBaTH THUIIOBI Ta CKJIQJHI CHEIiadi30BaHi 3a1adyi Ta MPaKTHYHI MPOOJIEMH
npodeciiHOT AISUTBHOCTI y Taly31 OXOPOHH 310pOB’st 200 y Mpolieci HaBYaHHS, 110 nepeadavyae MpoBeIeHHS
JOCIIJDKEHb Ta/ab0 3AIMCHEHHS I1HHOBAIlM KOMIUIEKCHOTO ¥ HOBATOPCHKOTO XapakTepy HaBITh Y
HEBM3HAUYEHUX YMOBAX.

3arajbHi KOMIIETeHTHOCTI

1 | 3maTtHicTh Maru YmMitu 3po3yMmiJIo i Binmoigaru 3a
3aCTOCOBYBaTH creriani3zoBaHi pO3B’sI3yBaTH HE/IBO3HAUHO OPUUHSTTA pillIeHb
3HAHHS B KOHIIETITYaJIbH1 CKJIQJIHI 3a/1a4i i TIOB1IOMJISITH y CKJIAQAHUX YMOBax
MPaKTUYHUX 3HaHHsA, HaOyTi B | mpoOiemu, AKi BJIACHI
CUTYAITISIX nporeci BUHHUKAIOTH y BHUCHOBKH

HaBYaHHS npodeciiiHii (haxiBIsaM Ta
JUSIIBHOCTI HedaxiBIsIM

2 | 3marHiCTb 10 3HaTH TAaKTUKU Ta | YMITH oOupaTu BuxopuctoByB | Hectu
Bnﬁopy cTparerin cTparerii criocoou Ta aTH cTpaTterii BIIOB1NAJIbHICTD
g;g?i’:f:}m; CHUIKYBaHHS, cTparerii CHUIKYBaHHS Ta | 32 BUOIp Ta TAKTUKY
[IpAILIOBATH B 3aKOHU Ta CIUIKYBaHHS JUIsI HABUYKH KOMYHIKaITii
KOMAHIi; criocobu 3a0e3neueHHs M1KOCOOUCTICH
HasBHICTh HaBUYOK | KOMYHIKaTUBHOT | e()eKTUBHOI 01 B3aeEMOJI1
M1KOCOOHMCTICHOT MOBEIIHKU KOMaHIHOI poOoTH
B33a€MOJI1

3 | 3maTHicTh Matu nockonan | Ymitu BuxopucroBys | Hectn
CHUIKYBaTHCSA 3HaHHS PiIHOT 3aCTOCOBYBaTH aTH pilHy MOBY | BIANOBIAAJIBHICT
PITHOIO MOBOIO SIK | MOBH 3HaHHS P1AHOI npu (axoBOMy | 3a BUIbHE
YCHO, TaK 1 MOBH — SIK YCHO, Ta JIIJIOBOMY BOJIOJIIHHS P1JTHOIO
MMACHEMOBO TaK 1 MMCHbMOBO CIIJIKYBaHHI, MOBOIO, 3a

IPU MiATOTOBIN | PO3BUTOK
JIOKYMEHTIB npodeciiHUX 3HaHb

4 | HasBHICTh Matu riuboxi YmMitu BuxopucrtoBys | Hectn
HABHYOK 3HAHHS B rary3i BUKOPDHCTOBYBATH | gty BIJITOBIAJIEHICTH
BUKOPHCTAHHS iH(popMalifHuX 1 L%%;I;X;;&I{I;;im indopMartiiiti | 32 pO3BHTOK
lH(i)Opl\‘/IaHII./IE-II/IX 1 KOMYHIKAWHHNX | you o nori y Ta o HpO(l)?ClI/IHI/IX 3HaHb
KOMYHiKallfHHX TEXHONOT, MO | pocheciiiniit KOMYHiKalifiHi | Ta yMiHb
TCXHOJIOT'1H 3aCTOCOBYIOTBCA JISJIBHOCTI, IO TEXHOJIOT Y

y npodeciitHiii BHUMarae npodeciinii
IISTILHOCTI HOCTIHHOTO IISTIBHOCTI
OHOBJICHHSI Ta
IHTerpaIrii 3HaHb

5 | 3maTHICTB A0 3HaTH METOIU YuMitu npoBoautu | GopmyBaTu Hectu
aOCTPaKTHOTO aHajizy, CHHTE3y | aHami3 iHdopmarlii, | BiAMOBIIHI BIAMOB1AAJIbHICTD
MUCIICHHSI, aHAJ3y | Ta COCOOU npuiiMaTu KOTHITUBHI 1 3a CBO€YaCHe
1 CUHTE3Y; MOJAIBIIIOTO o0IpyHTOBaHI KOMYHIKaTHBH1 | HaOYyTTS Cy4yacHHUX




3/IaTHICTh BUUTUCA | OTPUMAHHS 3HAHb | PillIeHHS, HAOYBaTH | JAHILIOXKKH 711 | 3HAHb
it HabyBaTH y CydacHiit Cy4acHi 3HaHHS JOCATHEHHS
aKTyaJbHI B cuTyartii HaBYAIbHUX
Cy4aCHHUX yMOBax inei
3HAHHSA
31aTHICTh 3HaTU METOIU Ymitu Hanaromxysar | Hectu
3aCTOCOBYBaTH 3aCTOCYBaHHS BUKOPUCTOBYBAaTH | M B3a€EMHUHU IO | BiAMOBIJAJIbHICTh
3HaHHS Y 3HaHb [IPU 3HAHHA [IpU BEPTUKAJI Ta 32 CBOE€YACHICTb
MPaKTUYHUX BUPIIIEHH] PI3HOMaHITHUX TOPU30HTAI MPUAHATHX PIIICHb
CHUTYaIlisIX IPAKTUYHUX IIPaKTUYHUX 3aJIeKHO BiJ y LIUX CUTYaIlisX
MUTaHb CUTYAIIsIX MPAKTUYHOT
cuTyarii
CrnenianbHi (paxoBi, npeaMeTHi) KOMIIETEHTHOCTI
31aTHICTB A0 3HaTU CUCTEMY VYwmitu Bu3Hayatu | OTpumyBaru Hectn
BEJICHHS MEIUYHO1 | odimiitHOTO JOKEPEeJIo Ta MicIle | HeoOXiIHYy BIJIIIOBIIAJIBHICTE
JOKYMEHTAITi1 JOKYMEHTOOOITY | 3HaXOKEHHS iHpopMarlio 3 | 3a MOBHOTY Ta
B npodeciiiHii MOTPiOHOT BHU3HAYCHOTO AKICTh aHAII3Y
JSUTBHOCTI iHpopMmarii JpKepena Ta Ha | iHpopmaii i
Jikaps, y T.4. (3anexHO Bix il migcrasi 11 BHUCHOBKIB Ha
CydJacHi THUITY); YMITH aHayi3zy migcrasi i aHamizy
KOMIT FOTEPHI 00pobATH dbopmyBaTu
iH(hopMaIiiiHi iH(pOopMAITiFO i BIJITOBIIHI
TEXHOJIOT1] MPOBOAUTH 11 BHUCHOBKHU
aHayi3
31aTHICTH 10 3Hatu ctaHAapTHi | YmMitu Bu3Hauatu | DopmyBatu Hectu
00poOKH METO/H, Y T.4. JOKEPETIo BHCHOBKH Ha BiJIMTOBIJAIbHICTh
JIep’KaBHOT, KiOepHeTHYH1 3HAXOHKEHHSA miacrasi 3a SIKICHE Ta
COLIaIBHOT, TEXHOJIOT11, a noTpioHoi aHayizy Ta CBO€YACHE
€KOHOMIYHOT Ta TaKOX CIoCoOu iHdopmarrii CTATUCTUIHOT BHUKOHAHHS
MEIUIHOT 00poOKH (3ayexHO BiJ ii 00poOKHU CTATUCTUYHOL
iH(popMmartii JEPKABHOI, THUIY); YMITH OTpUMaHOL 00poOKH Ta aHaNI3y
COLIAJIBHOT 1 IIPOBOJIUTH 1H(popmarii OTPUMAHOI1
MEANYHOL CTaTUCTUYHY iHpopmarii
iH(opmarrii 00poOKy
MaTtepiany i aHami3
OTPUMAaHO1L
iHpopMmarii
Pe3yJ1bmamu HA64YaAHHA>
1. VYMiHHS  3acTOCOBYBaTH  JIEKCUKO-TpaMaTW4HI  KaTeropii  Cy4acHOi

YKpaTHCHKO1 JIITEpaTypHOi MOBH /111 BUPOOJICHHS ONTHUMAIbHOI MOBHOI TTOBEIIHKU
B mipoeciitHiii cdepi.

2. Bomoninas

TEPMIHOJIOTTYHOIO

BY3bKOCTIEITIaTI30BaHUMH CIIOBHUKAMH.

3. Amnam3s

JIOIJIBHOCTI

BHUKOPHUCTAaHHA

JIEKCUKOIO,

JICKCUYHUX,

HaBU4YKaMH

pobotn 3

MOP(OJIOTIYHUX,

CUHTAKCUYHUX MOBHHUX 3aC001B BIMOBIIHO 10 KOMYHIKAaTUBHUX HaMipiB.
4. OmnaHyBaHHS YCHUMH Ta NMHCEMHHMH HOPMaMH MOBJICHHEBOTO ETHKETY B
npodeciiiHiil AiSIBHOCTI JIKAPA.
5. 3HaHHS )KaHPOBUX O0COOIMBOCTEH MyOJIIYHOTO BUCTYITY.




6. 3natHicTh AudepeHLiOBaTH (PYHKIIIOHAIbHI CTHJII Cy4acHOI YKpaiHCBKOi
JiTepaTypHOI MOBHM 3arajioM Ta IUCTUHKTUBHI O3HAaKM HAyKOBOTO MEIUYHOTO
TEKCTY.

7. PO3BUTOK HaBMYOK YKJIQJaHHS OCHOBHHX aJMiHICTPaTUBHO-KAHLEISIPCHKUX
Ta MEIUYHUX JOKYMEHTIB, a TAKOXK pelaryBaHHs MEePEeKIaIHUX TEKCTIB.

Inmecpamueni  KiHyegi  npozpammui  pe3yromamu  HABUAHHA,
dopmyeannio akux cnpuse HaguaIbLHA OUCUUNIIIHA.

Pe3ynvmamu naguanusa 0141 OUCYUNIIHU

Bonoainas cTyaeHTaMu MOBOIO Ha PiBHI (PaXOBOTO CHIJIKYBaHHS B YChOMY
OaraTcTBi  JIeKCMYHUX,  (OHETHMYHUX,  MOP(DONOTIUHMUX,  CHHTAKCUYHHX,
CTHUJIICTUYHUX 3ac00iB, 30KpeMa TEPMIHOJIOTIYHOTO 3amacy. HasBHICTH CTIMKHUX
3HaHb MPO crerudiKy yCHOI Ta MUceMHOI (opM YKpaiHChKOI MOBH B HAYKOBOMY I
oiIMHO-IIJIOBOMY CTHJISIX 13 ypaxXyBaHHSIM ()axoBOi CIPSMOBAHOCTI. YMiHHSA
CKJIaJaTH, TIEpPeKIajaT W pejaryBatu TEKCTH MEJAMYHOI CIPSIMOBAHOCTI, YMIHHS
yKJIaJaTH OCHOBHI BUJIU JJOKyMEHTIB.

2. [Iporpama HaBYAJBLHOI U CHUIIIHI

Po3aia 1. lisioBoACTBO ik HABYAJIbHA AUcHUNJiHA. Opranizamist
POOOTH Cy4aCHOI CJIY:KOHM AIJI0BOACTBA.

Tema 1. JIliu1I0BOACTBO IK HABYAJIbHA AUCIHHILIIHA.

O0’exT, mpenmeT, 0a30B1 TMOHATTS Ta 3aBlaHHS J1710BOACTBA. OCHOBHI
MOHATTS, 3aBJaHHS, CKJIAJOBI YaCTUHU [IJIOBOACTBA. AJMIHICTpAaTUBHE Ta
crnerlajbHe qUIOBOJCTBO.

OCHOBHI eTanu pO3BUTKY JUIOBOJACTBA. 3aKOHOJABYE PETYIIOBAHHS
BITYU3HSIHOI'O JUJIOBOJICTBA.

Tema 2. lokymeHT sik 3aci0 ¢ikcanii ynpaBJaiHCbKHX [Tiil.

[ToHSATTS PO TOKYMEHT. 3HAYEHHS JOKYMEHTA B YIPABIIHCHKIN ISITEHOCTI.
Knacudikaris mokymentiB. CydacHi BUSHAUCHHSI IOHATTS «IOKYMEHT.

JIoKyMeHTYBaHHSI YIPABIMIHCHKOT JISTIBHOCTI K CYKYIHICTH TMPOIIECIB
dikcarii ynpaBmHchkux 1. Ckiaa pekBi3UTIB JOKYMEHTIB. Bumoru f0 3Micty Ta
pO3TaIlyBaHHS PEKBI3UTIB TOKyMeHTIB. OpopMieHHs 0JaHKIB TOKYMEHTIB. TeKkcT
JIOKyMEHTA SIK HaWBaKJIMBIIIUMA PEKBI3UT JOKYMEHTA.

Tema 3. Opranizaunis po00TH Cy4acHOI CJIy:KOM JiJIOBOACTBA.

OcHoBHI 3aBiaHHs Ta (PYHKIIIT A1IOBOJHOT C1y>k0u. OCOOIMBOCTI Cy4acHOi
opraHizaiii Ta NUIIXU BJOCKOHAJEHHS JUIOBOJAHOI CIykOu. €1MHA Jep>kaBHA
CUCTeMa JUJIOBOJICTBA K 3aci0  BJIOCKOH&JICHHS JIIJIOBOJHOTO  IIPOIIECY.
Komn'torepuzantisi  gioBoaHux TmporieciB. OCHOBHI 3acaaud  BIPOBAHKEHHS
KOMIT' FOTepHU3aIlii  AUIOBOJHUX mpoueciB. OCHOBHI BHUMOTHM JI0O CHCTEM
CJIEKTPOHHOTO JTIOKYMEHTOo00Iry. Opranizaiiisi eJeKTPOHHOTO JOKYMEHTOOOIry.
Knacudikaris mporpamMHOro 3a0e3MedeHHs] CUCTEM YIPaBIIHHS €IEeKTPOHHUMU
nokymentamu (CYE]).

Po6ora 3 qokymeHTamu, o MicTITh KoHDineHiiHy iHbopmarrito. [ToHaTTs
KOH(piaeHIIiHOT iHpopMaIlii, KOMEPIIHOT Ta JIepKaBHOI Ta€MHHUII. 3aKOHOaBYA



OCHOBa pO0OOTH 3 JOKYMEHTaMH, IO MICTITh JAep>KaBHY TaeMHUIo. Opranizariis
po0OOTH 3 TOKyMEHTaMH, 1110 MICTSITh KOH(1ICHIIIHHY 1HPOpMAITiTO.

Po3ain 2. Opranizaniiino-po3nopsiaya nokymenrainisi. CrneniajizoBana
HOKYMEHTAaLisl.

Tema 4. OpranizauiiiHo-po3nopsa4i JI0KyMEHTH.

XapakTepucTuka OpraHizalliiHuX JOKYMEHTIB  (CTaTyT, 1HCTPYKIIif,
MOJIOKEHHS, TpaBWia), iX poib B (YyHKIIOHyBaHHI ycTaHoB. CkiajmaHHs Ta
oopmIleHHs OpraHi3aliiiHoi JOKyMEeHTaIlil.

XapakTepucTrKa pO3NOPAIINX
JIOKyMEHTIB(ITOCTAaHOBA,yXBaja,pO3MOPSIIKCHHS, HAKa3, BUTST 3 HaKa3y, BKa3iBKH).
[TpaBuna cknamganas Ta 0HOPMIICHHS.

OcHoBHI BUAM 1H(QOpPMAIMHUX AOKYMEHTIB (CiIy>k00BI JHCTH, CIy)OOBI
3aMKCKHU, JOMOBIJIHA Ta TOSICHIOBAJIbHA 3allMCKa, JOBIAKK Ta iH.). JJokymeHTH
KOJIET1AJIbHUX OpPraHiB (MPOTOKOJ, BUTAT 3 MPOTOKOIY). J[iJloBe JNMCTyBaHHA SIK
HaWBaKJIMBIIIA CKJIAJI0BA YIIPABIIHCHKOI TISIIBHOCTI.

Tema 5. CneniasizoBana 10KyMeHTaLis.

JlokymeHTarlliiine 3abe3nedyeHHs] MIsUIbHOCTI KaJpoOBOi CIY:KOU YCTaHOBH.
XapakTepucTuKa OCHOBHUX BHJIIB JOKYMEHTIB IIOJI0 0COOOBOTO CKiady (3asBa,
aBToOiorpadisi, pe3roMe, XapaKTepUCTUKA, KOHTPAKT, TPYJIOBa Yrojia, 0COOOBHIA
JIMCTOK 3 OOJIIKY KaJpiB, 0cOO0Ba KapTKa, TPYAOBA KHIKKA).

OcHoBHI  BuauM  00JIIKOBO-()IHAHCOBUX  JOKYMEHTIB. [HII  Buau
CIElIAI30BaHOl  JOKyMEHTalil (JOKYMEHTH 3 TOCHOJapChKO-AOTOBIPHOI,
MOCEPETHUIBKOT, 30BHIIIHBOEKOHOMIYHOI ISUIBHOCTI, JTOKYMEHTH 3 HayKOBOI,
O0aHKIBCbKOI, PEKJIAaMHOi isUTbHOCTI, TMOJATKOBa, TEHAEpPHA JOKyMEHTAIlis,
JTUTIIIOMATHYHI JOKYMEHTH Ta 1H.).

Po3ais 3. OcHOBHI eTany J0KyMeEHTO000Iry.

Tema 6. lokyMeHTOO00Ir SIK pyX HOTOKIB YNPaBJIiHCbKOI JOKYMEHTAl.

[Mpuitmanusa BxigHUX JOoKyMeHTIB. llomepemHiit po3risag  JOKYMEHTIB.
3aranpHa XapakTEepUCTHKA peecTparlii JoKyMeHTIB. Peectpallis BXiTHUX, BUXITHUX
Ta BHYTPIIIHIX TOKYMeHTiB. ®opMH peecTpailii TOKyMeHTIB. Po3risa MoOKyMeHTIB
KEepIBHUKAMU 3aKJaiB 1 CTPYKTypHHX Miapo3aunB. HomeHknatypa cmpaB sk
cXeMma pO3MOoJAUTy 1 TpyHmyBaHHS BUKOHAaHUX TOKyMeHTIB. HomeHknaTypa cmpas
CTPYKTYPHOTO TiApo3aiTy. 3BecHa HOMEHKIIATypa crpaB ycraHoBH. DopmyBaHHS
cipas. OnepaTtuBHe 30epiraHHs JOKYMEHTIB.

Tema 7. OCHOBHiI eTanmM MIATOTOBKHM JAOKYMEHTIB 10 30epe:KeHHHA Ta
BHKOPHUCTAHHS.

ExcnepTtusa miHHOCTI JOKyMEeHTiB. OCHOBHI €Talu MiArOTOBKH JOKYMEHTIB
710 30€peKeHHS Ta BUKOpHUCTaHHs. ExcniepTr3a miHHOCTI JoKyMeHTiB. CKiiaiaHHs
OMHKCIB CMpaB CTPYKTYpHUX Miapo3autiB. CkiagaHHsS 3BEJCHUX OMMUCIB CIPAB.
[lepenaBanusi cmpaB 70 BimoM4oro apxiBy. HomeHknaTypa cmpaB sK cxema
po3Mmoaily 1 TpymyBaHHS BHMKOHAaHUX JOKyMeHTiB. HomeHknaTypa crpas
CTPYKTYPHOTO MiAPO3/iTy. 3BeIeHa HOMEHKIIATypa CIPaB YCTAaHOBH.



3. Onuc HAaBYAJIbHOI JUCIHUILIIHHA

HaiimenyBanns
MOKa3HUKIB

["any3s 3HaHb, HAIPSAM
MIATOTOBKHU, OCBITHBO-
KBaJi(ikaiitHui piBeHb

XapaxkTepucTuka
HABYAJIbHOI TUCIUTUTIHUA

3a04Ha (popMa HABYAHHA

KinbkicTh KpeauTiB — 3

['any3b 3HaHB
28 «I1y0bimuHe yipaBiiHHSA

Ta aJIMIHICTDYBAHHS

(ummp i Ha3Ba)

Hopmartusna

CremaibHICTD: Pik miaroroBku:
.. 281 «IIlyOmiuue 1-i1 ‘

3arajgbHa KUIBKICTD ;

VIIpaBJIiHHA Ta CemecTp
roaud — 90 . —

aJMIHICTPYBaHHS 1-i1 \

Jlexmii

TwXHEBUX TOIUH I 2 ron. \
JeHHO1 popMu OcBiTHBO- IIpakTnuHi, ceMiHapcbKi
HaBYaHHS: KkBaJiiKaminHum 6 rox.

ayJIMTOPHUX —8
caMoOCTiiHO1 poOOTH
cTyneHTa 82

piBEHb: MaricTp

Camocriiina podoTa

82 ro. \

Bug koHTpOJTI0: 3aI11K

4. CTpyKTYpa HABYAJIbHOI JAUCHUILIIHU

Ha3Bu 3MiCTOBHX MOZYIIB 1 TEM

Kinekicts rogua

neHHa popma

YCBOTO y TOMY YHCII1
b i c.p.
1 2 3 4 5

Po3ain nucnuniiinm 1. /[iioBoaCcTBO ik HABYAJbHA qucHuiliina. QOpranizamis

POOOTH CY4aCHOI CJIYKOM TIJIOBOICTBA

Tema 1. JI11OBOACTBO K HaBYaJIbHA 15 2 2 11
IUCLIMILIIHA

Tewma 2. JlokymeHT sik 3aci0 dikcarrii 11 11
YOPABIIHCHKUX I

Tema 3. Opranizaiiisi poOOTH Cy4acHO1 11 11
CITY>KOU JIIJTIOBOCTBA

Pazowm 3a posmimom 1 37 2 2 33

Po3aia aucuumiainu 2. Opranizaniiino-po3nopsigua 10KyMeHTAIlisl.
CuneniasizoBaHa J0KyMeHTallist

Tewma 4. OpranizamiifHo — po3mopsia4i 14 2 12
JIOKYMEHTHU

Tema 5. CnerriasnizoBaHa JOKYMEHTAIis 12 12
Pazom 3a poznisiom 2 26 2 24

Po3ain aucuuniinm 3. OCHOBHI eTanu 10KYMeHT000iry




Tema 6. JIOKyMEHTOOOIT SIK pyX IMOTOKIB 14 2 12
YIPaBI1HCHKOI JOKYMEHTAIl11
Tema 7. OCHOBHI €Tamy MATOTOBKHU 13 13
JIOKYMEHTIB JI0 30€pe)KeHHS Ta
BUKOPHUCTAHHS
Pazowm 3a posnisiom 3 27 2 25
¥Ycboro roaMH no JAUCHUILTIHI 90 2 6 82
5.Temu aekuiit
No Hasga temu Kinbkicth
3/ TOTUH
1 | JdimoBOoACTBO SIK HaBYajdbHA AUCHMILTIHA. JIOKYMEHT sk 3aci0 2
¢ikcarii ynpaBmiHChKUX Aiid. OpraHizaiis CydacHoi CITy:k0u
ninoBojacTBa. Opranizailiiia, po3nopsada Ta JOBIIKOBO-
iH(popmaniiiHa JokymenTtamis. CrienianizoBaHa
JNoKyMeHTalisl. JIOKyMeHTOOOIr SIK pyX MOTOKIB
YIPABIIHCHKOI JOKYMeHTalii. OCHOBHI €Tanu MiArOTOBKU
JOKYMEHTIB JI0 30€peXEeHHs Ta BUKOPUCTAHHS
Pa3zom 2
6. Temu cemiHApCHKHX 3aHATH
HapuayibHUM TIJITaHOM HE Tiepe0aueHo
7. TeMH NPAKTHYHHUX 3aHSITH
No Hasga temu Kinbkictb
3/m TOJIUH
1 | JimoBoAcCTBO K HaBYajabHA auciuriuniHa. OCHOBHI PEKBI3UTH 2
nokymeHTa. [IpaBuiia Ta mpakTUKa CKJIaJlaHHs, 0(hOPMIICHHS
PO3MOPSATINX TOKYMEHTIB
2 | IlpaBuia Ta mpakTUKa CKJIaJaHHS OpraHi3aliiHuX Ta 2
JOBIAKOBO-1H(pOpMaLiitHMX JOKyMeHTIB. [IpaBuna ta
MPAKTUKA CKJIAJIaHHA KaJPOBO-KOHTPAKTOBUX JJOKYMEHTIB
3 | OcHoBHI eTanu po60TH 3 JoKymMeHTamu. [ligroToBka 2
JIOKYMEHTIB JI0 apXiBHOTO 30€piraHHs
Pazom 6
8. Temu 1a0opaTopHMX 3aHATH
HapuaiibHUM TIJ1TaHOM HE TIepe0aueHo
9. Camocrtiiina pooora
No Hasga temu Kinbkicth
3/m TOJIUH
1 | OcHOBHI eTanyu PO3BUTKY J1IIOBOJICTBA 11
2 | Juepcudikanis kiacudikaiiil JTOKyMEHTIB 11
3 | PoboTa 3 noKyMeHTaMH, 0 MICTSATh KOH(DIIEHIIHHY 11




1H(opMmarrio

4 | Knacudikaiiis opradizamiiHo-po3nopsiuoi JOKyMeHTaIlll 12

(6}

O0611K0BO-P1HAHCOBI JOKYMEHTH. JIOKYMEHTH 3 12
rOCIIOIapChKO1, MOCEPEAHHUIIBKOT, 30BHITHLOCKOHOMITHOT
TISUTBHOCTI, IOKYMEHTH 3 HayKOBO1, 0aHKIBCHKO1, peKIaMHO1

IISTIBHOCTI
6 | Homenkiatypa cpaB CTPYKTYpHHUX MiIPO3JLTIB Ta 3BEJCHA 12
HOMEHKJIATypa CIIPaB yCTAHOBH
7 | CydacH1 TeXHOJIOT1i MATOTOBKH JIOKYMEHTIB JIJIs1 30epiraHHsI 13
B apXiBi
Pazom 82

10. InquBinyasnabHi 3aBIaHHA
[Iporpamoro He epeadadYeHo

11. MeToau HaBYAHHS

BukopucroByrotbcs NOSICHIOBAJIBHO-1JTIOCTPATUBHUM, poOJIeMHO-
TIONTYKOBH, €BPUCTUIHUN METOIN Ta IPAKTUIHI METOIN HAaBYAHHSI.

- PAKTHYHI 3aHATTS;

- YCHE ONUTYBaHHS 3TITHO 3 PO3POOJICHHMMH BUKIIAJa4eM METOJUYHUMU
BKa31BKaMU;

- CCTeMa TPEHYBAJIbHUX BIPAB 1 TBOPUUX 3aBaHb;

- OJIOK TECTOBHX 3aBJIaHb;

- HanmKcaHHs pedepatiB 1 HAYKOBHUX MOBIIOMJICHbD,

- caMOCTiliHa poOOTa MaricTpis.

12. MeToau KOHTPOJIIO
- IOTOYHU KOHTPOJIb;
- POMIXHUN KOHTPOJIb;
- YCHE ONUTYBAHHS ;
- 3QJIIK



13. IlepepaxyHOK cepelHbOI OI[iHKH 32 MOTOYHY AisNIbHICTH
y 0araTo0ajbHy HIKAJTY

3aJtik NpoOBOUTHCS BUKIIAAYEM aKaJIEMIYHOI TPYITU HAa OCTAHHBOMY 3aHSTTI 3
JUCITUIUTIHY Ta repeadadae BpaxyBaHHs [TH]] (Ta6:1.2) Ta mepeBipKy 3aCBOEHHS YCIX
TeM 3 auctuiuiiag. OriHka BU3HavaeThess y Oamax Big 120 mo 200 Ta BIAMITKOIO —
«3apaxoBaHO, «HE 3aPaXOBAHOY.

3aitik 3 AUCHUIUTIHYU a00 11 YaCTHHM - 11€ TIPOILIEC, TPOTATOM SKOTO
NEPEBIPAIOTHCS OTPUMaHI 3a Kypc (CeMecTp):

- pIBEeHb TCOPETUYHHUX 3HAHb;,

- PO3BUTOK TBOPYOTO MHCIICHHS,

- HABUYKU CaMOCTIHHOT poOOTH;

- KOMITETEHIIi1 - BMiHHSI CHHTE3YBaTH OTPUMaHi 3HaHH 1 3aCTOCOBYBATH iX Y
BUPIIICHHI TPAKTUYHUX 3aBIaHb.

Kadenpa noBuHHa 3a0€30€YUTH )1 MIATOTOBKY J0 3aiKy Ha
1H(}opMaIIfHOMY CTEH/II TaKi MaTepialu:

- IepeJIiK TEOPETUYHUX MUTaHb (y T.4. TUTAHHS 13 CAMOCTIMHOI poOOTH);

- KpUTepli OI[IHKY 3HAHb 1 YMIHb CTYJICHTIB;

- rpadik BIAMPAILIOBaHHS CTYACHTaMH 3aHSATh BIPOJOBX CEMECTPY.

[Ticnst 3aBepilieHHS BUBYSHHS IUCIMIUIIHY BIAMOBIIAIbHUN 32
OpraHi3aliloHaBYaJIbHO-METOIMYHOT pOOOTH Ha Kadeapi abo BUKIIagay
BHUCTAaBIIAIOTH CTYJICHTY BIANOBIAHY OIIHKY 32 mkanamu (Tabmuug 2 ) y 3a1ikoBy

KHWKKY Ta 3alOBHIOIOTH BIJOMICTb CTYAEHTIB 3 AUCHUIUIIHA 3a (hopMoro: Y-
5.03A-3aiik.



Taoauns 2
ITepepaxyHok cepeaHbOI OLIHKH 32 MOTOYHY AIVILHICTH Y 0arato0ajbHy

IKAJTY (U1l AUCHMILIIH, 110 3aBePIIYIOTHCH 32JIiKOM)
200- 200- 200-
4-6anbHa | GanbHA 4-6anbHa | OanbHA 4-6anbHa OanbHa
IKana IKaaa Kana IKasa [IKaga IKasia

5 200 4.22-4,23 169 3.45-3,46 138
4,97-4,99 199 4.19-4,21 168 3.42-3,44 137
4,95-4,96 198 4.17-4,18 167 3.4-3,41 136
492-494 | 197 4.14-4,16 166 3.37-3,39 135
4.9-491 196 4.12-4,13 165 3.35-3,36 134
4.87-4,89 195 4.09-4,11 164 3.32-3,34 133
4.85-4,86 194 4.07-4,08 163 3.3-3,31 132
4.82-4,84 | 193 4.04-4,06 162 3.27-3,29 131
4.8-4,81 192 4.02-4,03 161 3.25-3,26 130
4.77-4,79 191 3.99-4,01 160 3.22-3,24 129
4.75-4,76 190 3.97-3,98 159 3.2-3,21 128
4.72-4,74 | 189 3.94-3,96 158 3.17-3,19 127
4.7-4,71 188 3.92-3,93 157 3.15-3,16 126
4.67-4,69 187 3.89-3,91 156 3.12-3,14 125
4.65-4,66 186 3.87-3,88 155 3.1-3,11 124
4.62-4,64 | 185 3.84-3,86 154 3.07-3,09 123
4.6-4,61 184 3.82-3,83 153 3.05-3,06 122
4.57-4,59 183 3.79-3,81 152 3.02-3,04 121
4.54-4,56 182 3.77-3,78 151 3-3,01 120
452-4,53 181 374-3,76 150 Memnue 3 HenocraTHbo
45-4,51 180 3.72-3,73 149
4.47-4,49 179 3.7-3,71 148
4.45-4,46 178 3.67-3,69 147
4.42-4.44 | 177 3.65-3,66 146
4.4-4.41 176 3.62-3,64 145
4.37-4,39 175 3.6-3,61 144
4.35-4,36 174 3.57-3,59 143
432-434 | 173 3.55-3,56 142
4.3-4,31 172 3.52-3,54 141
4,27-4,29 171 3.5-3,51 140
4.24-4,26 170 3.47-3,49 139

14. MeTroau4uHe 3a0e3neyeHHA
[Iporpama HaBYATLHOT JUCIUTLIIHH.
[1naHu, NpakTUYHUX 3aHATH 1 CAMOCTIHHOI POOOTH CTYAECHTIB.
MeTtonuuH1 po3poOKHU sl BUKJIagaya.
MetoauyHi BKa3iBKHU 10 NPAKTUYHUX 3aHSTh JJIsSI CTY/JICHTIB.
MeTtonuuHi Matepianu, o 3a0e3MeuyrTh CaMOCTIIHY poOOTY CTY/ICHTIB.
TecToBi Ta KOHTPOJIBHI 3aBIaHHS /IO MPAKTUYHUX 3aHSTh.
[TutanHs Ta 3aBAaHHS 10 KOHTPOJIO 3aCBOECHHSI TUCIIMILIIHU.
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