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1. Onuc HABYAJBLHOI AMCHMILTIHT
«OCHOBH KaJIpOBOI0 AUIOBOICTBA

I'any3b 3HaHb, cieniaJbHICTh, OCBITHSI IPOrpaMa, OCBiTHIl CTYNIHb

OCBITHIH CTYIiHb Marictp

["any3b 3HaHb 07 «YrpaBiiHHS Ta aAMIHICTPYBaHHS
CrernianpHICTD 073 «MeHeHKMEHT

OcBiTHA porpama «YTpaBJIiHHS IEPCOHATOM

XapakTepucTHKA HABYAJIbHOI JUCHUILTIHU

Bun 000B’sI3KOBa
3aranpHa KUIBKICTh TOJIUH 120
Kinpkicte kpeauris ECTS 4
KinpKicTh 3MICTOBUX MOJTYJIB 2
Kypcosuii mpoekTt (po6ota) (3a -
HasIBHOCTI)

Popma KOHTPOJIIO Exzamen

IToxka3HUKH HABYAIbHOI AUCHHUILIIHU U IEHHOI Ta 3204HO0I ()OPM HABYAHHS

JneHHa Gopma HaBYaHHS | 3a04yHa (hopma HaBYaAHHS

Pix migroroBku (Kypc) 1 1

CemecTtp 1 1

JIeKk1iiini 3aHATTS 15 200. 8 200.
[TpakTruHi, ceMiHApCHKI 3aHATTS 15 200. 8 200.
JlaGopaTopHi 3aHATTS - 200. -
CamocriiiHa po6oTa 90 200. -
IHauBinyanbH1 3aBIaHHS - 200. -

KinbKicTh THXKHEBHX ayTUTOPHUX -

TOJIMH JUIsl ACHHOT (hOpMU HAaBUAHHS 2 200.

2. MeTa, 3aBIaHHA Ta KOMIIETEHTHOCTI HABYAJILHOI JUCHHUILIiHA

Memorw nasuanvnoi oOucyuniainu «OcHO8U Kaopoeozo 0in10600cmea» €
dbopMyBaHHA y CTYIASHTIB CHUCTEMH 3HaHb TIPO OpraHi3allii0 pamioHAIBHOTO
JIOKYMEHTYBAaHHSI TIPOLIECIB yMPaBIiHHA B YCTaHOBI, a TaKOX OpraHi3aiiio TisSIbHOCTI,
MOB'S13aHOT 31 CTBOPEHHSIM JIOKYMEHTIB, SIKi BAKOPUCTOBYIOTH y POOOTI 3 MIEPCOHAIOM Ha
OCHOB1 HOPM 1 MpaBwJI, 00YMOBJICHUX YNHHUM 3aKOHOJIABCTBOM Y KpaiHH.

3asoannamu eueueHHA OUCUUNIIHU € 33aCBOEHHA TEOPETUYHHUX AaCTEKTIB
oprasizaiiii 3araJibHOTO 1 KaJJpOBOT0 JIIJIOBOJICTBA; BUBUECHHS HOPMATUBHUX MaTEepialiB,
SK1 peTIaMEHTYIOTh TIPOIEC JOKYMEHTYBAHHS YIIPaBIIHCHKOI MisIIBHOCTI Ta AISUTBHOCTI,
mo 3abe3nedye CTBOPEHHS JOKYMEHTIB, HEOOXITHUX y pOOOTI 3 TEPCOHAIOM;
3aCTOCYBaHHS OCHOBHHMIX TIOJIOKE€HBb 10 (OpMyBaHHS TOPSAAKY BEIACHHS KaJapoBOi
JOKYMEHTaIlll ¥ MiATOTOBKM KOHKYPEHTOCHPOMOXHOTO TpalliBHUKA; OMAaHyBaHHS
TEOPETUYHUX 3HAHb Ta MPAKTUYHUX HABUYOK CAMOCTIHO TOTYBaTU PI3HOMaHITHI



YIOPABIIHCHKI Ta KaapoOBl JOKYMEHTH; (OpMYyBaHHS CUCTEMHU 3HaHb LIOJI0 MOPSAKY
3a0€3MeUYeHHs] JOKYMEHTAIIEl0 OCHOBHMX (DYHKUIA YNpaBIiHHA MEPCOHAIOM;
OBOJIOZIHHS TEOPETHUYHUMHU ACIEKTaMH, SIKi JO3BOJSIOTH BH3HAYAaTH OCHOBHI O3HAKH
kjacu@ikamii JTOKYMEHTIB Ta BHUIAM JOKYMEHTIB, IO BHKOPHUCTOBYIOTH Y MpOIECI
yIPaBIIiHHS MIEPCOHANIOM B OpraHizarfii.

VY pe3ynbTati BUBUYCHHS AUCHUILTIHK CTYICHT IOBUHEH

3Hamu:

— TMpeAMET, METY Ta 3aBAAHHS KaJpPOBOTO JAIOBOJICTBA;

— OCHOBHI €JIEMEHTH OpraHizailii 3arajbHOro0 1 KaJpOBOT0 JAUIOBOJICTBA;

— BUMOTHU J10 ODOPMIICHHS CITy>KOOBUX TIOKYMEHTIB;

— OCHOBHI O3HaKH Kjacudikallii JOKyMEHTIB;

— BUJM JTOKYMEHTIB, SIKI BUKOPUCTOBYIOTHCS Y MPOLEC] YIPABIIHHS;

— TIOPSIIOK BEJCHHSI KaJPOBOi JOKYMEHTAIIii;

— TOPSAJOK 3a0e3neueHHs JOKYMEHTAIl€l0 OCHOBHUX (YHKIINA yNpaBiiHHS
HiANPUEMCTBOM Ta yNPABIIHHS MEPCOHAIOM;

— TOPSIOK JOKYMEHTYBAHHS MPOLIEAYPH OIiIHIOBAaHHS ITEPCOHAIY;
émimu:

— aHaNI3yBaTH JIKepea yIpaBIiHChKOI 1H(opMaIii;

— BU3Ha4yaTH (QyHKIIIT IOKYMEHTIB;

— 3aCTOCOBYBATH BIJIIOBIIHI BUMOTH J0 CKJIaJaHHS JTOKYMEHTIB,;

— NPaBWJIBHO 3aCTOCOBYBATH 1 PO3MIIIYBATH PEKBI3UTH MiA 4Yac O(QOpMIICHHS
JIOKYMEHTIB,;

— OpIEHTYBATHUCS B HOMEHKJIATYyp1 CIIpaB MIAIPUEMCTBA;

— KIacudikyBaTH KaJIpoBi JOKYMEHTH;

— CaMOCTIWHO TOTYBaTH Pi3HOMaHITHI KaJIpOB1 TOKYMEHTH;

— TPaBUJIBHO BHOCHUTH JI0 TPYIOBOI KHUKKH BIJITOBIIHI BIJOMOCTI;
oOpMIISITH Ta BECTH OCOOOBI CITpaBH.

HalyTTs KOMIEeTeHTHOCTEH
3azanvHi Komnemenmuocmi (3K):

3K2. 3natHiCTh 0 CHUIKYBAaTUCA 3 MPEICTaBHUKAMU IHIIUX TpodeciiiHux rpyn
pi3HOTO PiBHSA (3 €KCIIEPTaMHM 3 IHIINX Taly3ei 3HaHb/BHIIB €EKOHOMIYHOI JISUIBHOCTI);

3K3. HaBuuku BUKOpUCTaHHS 1H()OpPMAIIHHUX Ta KOMYHIKAIIHHUX TEXHOJIOT1H;

3K10. 3nmatHicTh 3a0e3medyBaTd TpaBWIa OXOPOHU Tparli, TEXHIKH Oe3MeKu 1
BUPOOHMUYOT caHiTapii

3K11. 3parnicte no mpodeciitHoro (YyCHOTO Ta MHCHMOBOTO) CIUIKYBaHHS
JIIOBOIO YKPAiHCHKOIO Ta IHO3€MHOI0 MOBaMHU 3 MPEAMETY OCHOBHOT TisITBHOCTI

cneyianvhi (ghaxosi) komnemenmuocmi (CK):

CK2. 3maTHICTh BCTAaHOBIIOBATH I[IHHOCTI, Oa4eHHS, MICifO, IIUJII Ta KPUTEpii, 3a
SKUMHW Oprafi3ailis BH3HA4Ya€ TMOJANbBIN HAMpsSMU PO3BUTKY, pO3pOOIATH i
peari3oByBaTH BIAMOBIAHI CTpaTerii Ta TUIaHA

CKO. 3naTHicTh aHANI3yBaTH W CTPYKTYpPyBaTH MPOOJIEMHU OpraHizailii, mpuiMaTH
e(eKTHBHI yMpaBIiHCHKI PIICHHS Ta 3a0€3MeYyBaTH IX peati3allito

CKI11. 3parnicte QopMmyBaTH KaapoBy CTpaTeril0 B CyYacHUX YMOBaXx,
3niiicHIOBaTH HaOlp, BiAOIp, OLIHKY MEpPCOHANy, pPO3pOOJSITH €(PEKTUBHY CHCTEMY
MOTHBAIlli Ta OIUIATH, CTBOPEHHS CHPHUSTIMBHX YMOB HaBYaHHS Ta CaMOPO3BHUTKY

3



MepPCOHANy MiANPUEMCTBA

CK13. 3partHicTh 40 CaMOCTIHOrO OMNaHyBaHHS HOBUMH  3HaHHSAMH,
BUKOPUCTAaHHS CYYaCHMX OCBITHIX Ta JOCHIAHUIBKUX TEXHOJOrid y cdepi
MEHEKMEHTY

CK14. 3natHicTh 3a0e3neuyBaTd peanizailio GyHKIIM Ta TPUHLIUIIB KagpPOBOrO
MEHEDKMEHTY Ha mianpueMcTBax (y MIAPO3ALIaX) BIAMNOBIIHO /10 BU3HAYCHUX
CTpaTEriYHUX OPIEHTHUPIB

npOZpamHi pe3ynbmamu HA64aHHA

I[TPHI3. Bwmitu mnnanyBatu 1 37idcHIOBaTH 1H(OpMAIliifHE, METOJUYHE,
MarepianbHe, (piHaHCOBE Ta KaJpoBe 3a0e3MeUeHHs opranizamnii (Iiapo3auTy)

[IPH14. Bonoaitu npuiiomMmaMu po3poOKH Ta BHPOBAKEHHS BUMOT IO IOCA,
KPUTEPIiiB BIIOOPY Ta 3aKPIIVICHHS MEpCOHATY

[IPH17. 3piiicHiOBaTH OIIIHIOBaHHS PE3YJbTATIB [ISJIBHOCTI MEPCOHANY TMpHU
HaliM1 Ta B IpoLieci HOro BUKOPUCTAHHS

[IPH24. BukopucTOBYBaTH NPUHLMINA HAYKOBOi OpraHizaiii Ta HOpMYBaHHS
npaili, HABUYKH aHali3y poOIT Ta MPOBEACHHS aHAI3y POOOYUX MICIb

ITPH25. 3acTocoByBaTu 3HAHHA 3 OpraHizallii poooTH 3 KaJpOBUM PE3EPBOM



3. [Iporpama Ta CTPYKTypa HABYAJbHOI JMCUMILIiHH
«OCHOBH KaJIPOBOI0 AUIOBOICTBA

MOAVYJIb 1. 3BATAJIBHE JIJIOBOJACTBO

Tema 1. IIpaBuiia ckiIagaHHsA Ta 0(pOPMIICHHS JOKYMEHTIB

[loHATTS, ICTOPISs BUHUKHEHHS, IPU3HAYEHHS 1 3aBJIaHHS JIJIOBOJICTBA. 3arajbHe
JUIOBOACTBO B oOpraHizamii 1 KagpoBe JUI0BoACTBO 30kpema. CyO'ektn i 00'exTu
ynpaBiiHHa nepconanioM. HoMenknatypa cnpas mignpueMctBa. Kaaposa ciyxoba Ta ii
byHKIIi.

3aBgaHHA KaJApOBOTO JUIOBOJCTBA. [amy3p JAiSUIBHOCTI, M0 3a0e3mnedye
JOKYMEHTYBAaHHS W Oprasizamito po0dotu 3 o]iliiiHUMHU TOKyMeHTaMu. BUHUKHEHHS
CIpaBOYMHCTBA. [[1II0BOJACTBO SIK 0/1HA 3 QYHKUINA YIPaBIIHHS.

®ikcyBanHs i1H(popmallii. CyTb MHOHATTS «IOKYMEHT». DyHKIIT AOKYMEHTIB;
CUCTEMHU JIOKYMEHTAIlIi.

3aranbHi BHUMOTHM 10 OQOpPMJIECHHS PEKBI3UTIB JOKYMEHTIB. Bumoru mg0
JIOKYMEHTIB, MATOTOBJIECHUX JI0 IPYKyBaHHs. Bumoru 10 Gi1aHKIB.

Tema 2. Cxinananns ii 0popMJIeHHS CJIY:K00BUX TOKYMEHTIB

JokymeHT sik Hociii (ikcoBanoi iHdopmarii. [loain MOKyMEHTIB 3a HOCIEM
iH(popMaIrii, 3MICTOM, Ha3BOKO, CTIOCOOOM BUTOTOBJICHHS, CTYIIEHEM CKJIQJIHOCTI, MICIIEM
CKJIaJlaHHs, TEPMIHOM BUKOHAHHSA, MOXOJKEHHSM, CTYNEHEM TIJIACHOCTI, IOPUIUYHOIO
CWJIOIO Ta CTaJIIMUA CTBOPEHHS.

JlokymeHTyBaHHS  ympaBiiHChkoi  iH(opmamii.  Cknajg — ympaBIiHCBKOT
TOoKyMeHTalli. YHiikoBaHI CHCTEeMH JOKYMEHTYBaHHsS, 3rimHO 3 [lepkaBHUM
knacudikaropom ympasiiHcbkoi mokymenTtartii: JAK 010-98. VYuidikoBana dopma
(ciry»00BOTO) JOKYMEHTA.

Knacudikamis mgoxkymeHTiB. ['pymyBaHHsS JIOKYMEHTIB 3a O3HaKaMH JIs
yXBaJICHHS YIIPaBIIHCHKOTO PIIIICHHS.

OpranizamiitHo-ipaBoBi TOKyMeHTH. Po3nopsaui qokymenTu. Haka3u 3 ocHOBHOI
nistmeHOCTI. [IpoTokomm. Axtu. JloroBopu (KOHTPaKTH) .

CyuacuHuii ninoBuii auct. ®akc. Tenedonorpamu. JlomosinHa 3anucka. JloBiaka.
Hopyuenns. Pestome.

Tema 3. Opranizaunis po6oTH 3 JOKyMeHTAMH

JokymeHTo00Ir B opraHizarii. @opMyBaHHsS U OOJIK crpaB Ha MiAMPHEMCTBI.
O6csar  mokymeHnTooOiry. I[lpoekTyBaHHsS paiioHaTBHUX JHOKYMEHTOMOTOKIB. OOk
00csTy JTOKYMEHTOO00Iry.

HomenknaTypa cripaB mignpueMcTBa. BuMorn 10 HOMEHKIIATYpH CIIPaB.

[Topsimok omparroBaHHS JOKYMEHTIB Ta KOHTPOJIb 3a 1X BUKOHAHHAM. [IpuiiHATTS
Ta TOTEPEHIA PO3TIIAN BXIMHUX AOKyMeHTIB. [lopsimok oOpoOneHHs Ta HaJICHIAHHS
BUXITHUX TOKyMEHTIB. Peectpartis qokymeHTiB. Opranizailis KOHTPOIIO 32 BUKOHAHHIM
JIOKYMEHTIB.



[IpoxomkeHHd 1 MOPSAOK BHKOHAHHS BXIJHUX JOKYMEHTIB. IlIpoxomxeHHs
BHYTPIIIHIX JOKYMEHTIB. TepMiHM BHUKOHAaHHS JOKyMEHTIB. TumuacoBe 30epiraHHs
JOKYMEHTIB y CTPYKTYpHUX THigpo3aiiax nignpueMmcTta. Ilopsnok odopmieHHs
JOKYMEHTIB, MPU3HAYEHUX s 30epiraHHsA. 3A1ICHEHHS KOHTPOJIO 3a BUKOHAHHIM
JOKYMEHTIB.

Tema 4. Cucremarusamisi JOKYMeHTIB, HiATOTOBKAa i mepexadya ix 10 apxiBy
Enementn noxymenrta. Bumoru no odopmiienHs noxkymenta. [loOynoBa JOKYMEHTIB.
Jloriuai enemeHtn TekcTy. I[lpaBuna miAroToBkM TekcTy. PekoMeHpauii 11010
o(OpMIIEHHSI JOKYMEHTIB 3a JOMOMOIOI0 IEPCOHAIBHOIO KOMI'IOTEPA. Y CTAHOBIEHHS
¢opMartiB mamepis 1 po3MipiB Oeperis.

VHidikoBaHa cucTemMa apxiBHOi JokyMmeHTaiii. Homenkmatypa cmpas.
dopMyBaHHS Ta OPOPMIICHHS CITIPaB.

30epiranns nokyMeHTiB. [liaroToBka crpaB A0 30epiraHHs Ta BAKOPUCTAHHS.

MOAVYJIb 2. KAJPOBE A1JIOBOACTBO

Tema 5. Ilopsaok cKIaJaAHHA | BeIeHHS PO3NOPSAYUX JOKYMEHTIB 10 0C000BOMY
CKJIaay

KagpoBa cmyx6a Tta 11 QyHkmii. 3aBgaHHS KaJgpoBOro  JIUJIOBOJICTBA.
Opranizamiitni dopmu ciyx0 13 ynpaBiiHHS mnepcoHanoM. KanpoBe AUTOBOACTBO SIK
dbyHKINS KaapoBoi ciykOu. 3aBaaHHsA KaJapoBoro AuToBojcTBa. OCHOBHI HampsiMu
oprasizaiii KaJpoBOTo AUTOBOjAcTBa. l[IpaBuia Ta NPUHUMIIM BEIEHHA KaJpOBOTO
JIIJIOBOJICTBA.

Knacudikamis xampoBoi  mokymeHTtailii. ['pymyBaHHS  JTOKYMEHTIB, IO
BUKOPHUCTOBYIOTBCS B KaJpoBid HisuibHOCTI. Opranizaiiiini, po3nopsadi W oO0JiKOBI
JOKYMEHTH BigauTy KazapiB. OpraHizaiiiiHi JTOKYMEHTH Bimaury KaapiB. JlOBiaKOBO-
iHdopMaliitHi  gJokyMeHTH. Po3mopsiaui  JokymeHTH Bigauty kaapiB. OcoOucTi
nokymeHTH. Oco00Bi TokyMeHTH. OOIIKOBI TOKyMEHTH (00JIIKOBI MEPBUHHI 1 00J1IKOBI
MOX1JTH1).

[TinroToBka ¥ oopMIICHHS HaKa3iB MPO MPUUHATTS, IMEPEBEACHHS 1 3BUIBHEHHS
npairiBHUKIB. [lopsimok odopmiIeHHS Haka3iB TPO HAJAaHHS IMIOPIYHOI BIAMYCTKH.
[TinroToBKa Ta 0OpMIICHHS HaKa3iB MPO 3a0XOUYCHHS 1 CTATHEHHS

Tema 6. O01ik0OBi TOKYMEHTH 10 Kajgpax

Cximanm 1 omuc JOKYMEHTIB 0co0oBoi cmpaBu. [lopsigok BU3HAUEHHS CKIIANy
JIOKYMEHTIB 0COOOBOi CIIpaBM Ha MiANPUEMCTBAX pPIi3HOI (OPMH BIIACHOCTI Ta Y
Jep>KaBHUX CIY>KOOBIIIB.

OO0uikoBI TIEpBUHHI Ta OOJIKOBI MOXIMHI JOKYMEHTH BIIAUTY KaapiB. 3MiCT 1
oopMIIeHHS 0COOOBOTO JUCTKA 3 OOJIKY KajpiB 1 JoAaTKkiB g0 Hboro. CKiamaHHA
aBToOiorpadii ta xapakrepuctuku. OdopmiieHHss 0coboBoi kapTku (popma Ne [1-2).
OdopmiieHHS Ta BelleHHS OCOOOBUX CIpaB. 3alOBHEHHS OCOOOBOTO JIUCTKA 3 OOJIKY
kanpiB. [Topsimok cknamanns aBrobiorpadii. 3anoBHeHHs andaBiTHOI KapTku (Popma No
I1-3). OcoboBa kapTka cremiajicTa 3 BHUIIOK OCBITOIO, SIKMH BUKOHYE HAyKOBO-
JOCJHIJIHI, IPOSKTHO-KOHCTPYKTOPCHKI i TexHoJoridHi podoTtH (hopma Ne [1-4).
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[IItatHO-iOcamoBa kHUTA. AndaBiTHa kHura. Kuura peectpaiiii Haka3is.

Tema 7.0¢opmiieHHS, BeAeHHS Ta 00J1iK TPYAOBUX KHHKOK

TpyaoBa KHMKKA: MOPSAOK BEIEHHS Ta 30epiraHHs. [HCTpyKuis Opo MOPSAOK
BEJICHHS TPYJOBUX KHMKOK Ha MIANPUEMCTBAX, B YCTAHOBAX 1 OpraHizarisix.

3amoBHEHHsSI TPYAOBOI KHIJKKM 3amuc BiIoMoOcTeld Tmpo poboTy. 3amuc
BIIOMOCTE PO HArOpOKEHHS. 3amuc BIAOMOCTEH Mpo 3a0xouyeHHsA. Bkiagka a0
TpyaoBoi KHKKH. OdopmileHHd 1 BuAadya ayOsikaTa TpyaoBoi KHIKKH. OOmIK Ta
30epiraHHs TPYAOBUX KHIKOK. 3allOBHEHHS Ta BHJaya TPYJOBOI KHIKKM y pasl
3BUIbHEHHS

Tema 8. O¢popmiieHHS | MOZAHHS JOKYMEHTIB IS PU3HAYEHHS MEHCIH

ArecTanisi: TOHATTS, MeTa, 3aBAaHHS Ta TMpaBoBe peryioBaHHs. [lopsnok
npoBefieHHs arectanii. [ligroToBka no artecraiii, ckiaja arecTallifHUX KOMICIH, rpadik
npoBeqieHHs arectauiid. Kpurepii oniHioBaHHs MpaiiBHUKIB. BiAryk-xapakrepucTuka ta
arectaniiauit  guct. Ilopsmoxk mnpoBeaeHHs atectaiii. [IpoTrokon 3acigaHHS
atecTarliitnoi komicii. OdopmiieHHs 3BITHOI 1H(OpMAIIii 3a pe3yabTaTaMu aTecTallii.

OdopMmieHHs AOKYMEHTIB JJisi TPU3HAYCHHS JOMOMOTH 1 TeHcil. IleHciitHe
3a0e3MeUeHHs: OCHOBHI MOHSATTS 1 IpaBOBE peryitoBaHHs. JIOKyMeHTH, HEOOXITHI JJIst
npu3HavyeHHs rneHcii. @opma 1 mopsAnok 3anoBHeHHs nojaHHs. [lopsmok odopmieHHs
JOKYMEHTIB ISl MpU3HAYEHHS OOmMoMord 1 meHcid. dopma 1 MOpSAIOK 3alOBHEHHS
JOBIIKH TIPO 3apoOiTOK st obuucieHHs meHcii. [leHcii 3a 0coOnuMBi 3aciayru mepen
Ykpainoro.

[Topsimok mpezacTaBiieHHs 1O HAaropoJl Ta JOKyMEHTYBaHHs HaropoJl. Haropoana
cnpaBa B YkpaiHi. JJokyMeHTyBaHHS HaropoA. 3anuc BiIOMOCTEN PO Haropoy.



CTpyKTypa HABYAJIBHOI AMCHUILIIHU

Kinekicts roguu
Ha3zBu tem JieHHa Gopma 3aouna dopma
yChOTO | y TOMY YHCIi yChOTO | y TOMY 4HMCIHi
a1 | o \c.p. 1 ‘H \c.p.
Moayas 1. 3BAT'AJIBHE J1IJIOBOJACTBO
Tema 1. IlpaBuia ckiaganHs Ta 16 2 2 12 1 1 1
0(OpPMIICHHS TOKYMEHTIB
Tewma 2. Cxnaganus i 16 2 2 12 1 1
opOpMIICHHS CITY’)KO0BUX
JIOKYMEHTIB
Tewma 3. Opranizaiiiss po6oTH 3 17 2 2 13 1 1 1
JOKyMEHTaMH
Tewma 4. Cucremaru3zaiis 16 1 2 13 1 1 1
JIOKYMEHTIB, MIATOTOBKA 1
nepeaaya ix 10 apXxiBy
Pazom 3a 3mictroBum moaynem 1 65 7 8 50 4 4 4
Monyas 2. KAJIPOBE J1IJIOBOJCTBO
Tewma 5. Tlopsimok ckmaganHs i 14 2 2 10 1 1
BEJICHHS PO3IMOPSTIHX
JOKYMEHTIB 10 0CO00BOMY
CKJIaITy
Tema 6. O0IKOBI JOKYMEHTH TIO 14 2 2 10 1)1
Kajpax
Tema 7. OdopmiieHHs, BeIeHHS 13 2 1 10 1 1
Ta 00K TPYAOBUX KHUKOK
Tema 8. OdopmieHHs 1 TOTaHHS 14 2 2 10 111
JOKYMEHTIB TSl IPU3HAYCHHS
TIEHCII
Pazom 3a 3micToBuUM MoaynieM 2 55 8 7 40 4 4
Ycboro rogM 120 15 | 15 90 8 8
4, Temu ceMiHAPCHKUX 3aHATH
Ne HasBa Temu Kinpkicth
3/ rOOVH
1 ODyHKII1] TOKYMEHTIB Ta OpraHi3allisi Cy4aCHOTO JILIIOBOJICTBA 2
2 | Odiuiiina gokymeHTaIlis K hopmMa 1 JDKEPENo YIpaBIiHCEKOT 2
iHbopMmartii
3 Bunu odiniiinoi nokymenTaiii 2
4 | OdopmieHHS TOKYMEHTIB 2
5 JlokymMeHTOOOIr B opraHizartii 2
6 | Opranizaiis KaJpoBOro AUIOBOJACTBA Ta JOKyMEHTaIliiiHe 2
3a0e3MeyeHHs pyxy KaJapiB
7 | BenenHst 0coOOBHX CIIpaB i TPYIOBUX KHUKOK 1
8 JlokymMeHTyBaHHsI aTecTalliii, HAropoJi, JONOMOTH 1 IEHCIi 2
Pazom 15




S. Temun npaKTHYHMUX 3aHATH

No HasBa Temu KinbkicTh
3/1 T'OJIUH
1 He nependayeno pobounM HaBYAIEHUM TUIAHOM

6. Temu 1a00paTOPHHUX 3AHATH

Ne HazBa remu KinbkicTb
3/m T'OJIMH
1 He nepen6ageno po604rM HaBUAIBHUM IIJIAHOM

/. KOHTpPO/IbHI MUTAHHS, KOMILIEKTH TeCTiB VISl BU3HAYEHHS PiBHS
3aCBOCHHS 3HAHb CTYJIEHTAMHU

1. Jlo sikoro icTopu4yHOTro Mepioay HajexaTh NepIl JOKYMEHTOBAaH1 MaM'aTKH,
110 3aCBIIYYIOTH PO3BUTOK JIJIOBUX BiJIHOCHH JIFOJICTBA?

2. SIxi ocobmuBocti ainoBoactea XVII ct. y Nanuanni?

3. Slxuil BIUIMB Ha JOKYMEHTalliiiHe 3a0e3MeUeHHs ypaBIiHChKOT 1isUIbHOCTI
MaB MIPOMUCIIOBUH PO3BUTOK cycmiibcTBa B XIX — Ha moyatky XX cT.?

4. ke mpu3HaueHHS 1 3aBJaHHS I1LJIOBOJICTBA?

5. Sxi miapo3aiiu CTBOPIOIOTHCS B OpraHi3allisax Jjis peasizailii OCHOBHUX
3aBAaHb 1 PYHKIIN 1110BOACTBA?

6. Slka posb JOKyMEHTAIlli y CYy4YaCHOMY CYCIUIbCTBI.

7. Ha sKi cucteMu po3NOUISAIOTh YIIPABIIHCHKY TOKYMEHTAIIIFO0?

8. Ha saxi rpynu po3noaiisstoTh yIPaBIiHChKI TOKYMEHTH ?

9. Ska cTpyKTypa KOAOBOI MO3HAUYKH YHi(iKOBaHOI (hopMHU TOKYMEHTA?

10. 1o Take yHiikoBaHA cCHCTEMa JOKyMEHTAIii?

11. Yum BU3HAYAETHCA YUHHICTD YIPABIIHCHKOTO JOKYMEHTa?

12. SIxy pons Bigirpae iHdopmaliis B JISTILHOCTI KEPIBHUKA a00 MeHeKepa?

13. ki mxepena iHpopMaIlii BAKOPUCTOBYIOTHCS B CHCTEMI YIIPABIIHHS
iATPUEMCTBOM?

14. V yomy nonsirae JOKyMEHTYBaHHsI YIIPaBIIHCHKOI iH(popMaItii?

15. SIki BUMOTH BHCYBaIOTh JI0 CYJaCHUX YIPABIIHCHKUX JIOKYMEHTIB?

16. Sxi dpyHkIii odimiiHUX JOKYMEHTIB?

17. 1o o3Hauae kmacudikailis J0KyMEHTIB?

18. 3a kMU 03HaAKaMM MOXHA TPYIYBAaTH IOKYMEHTH, SIKi Iepe0yBatoTh B 00iry
y MeXax MiamprueMcTBa’?

19. IIlo o3Hauae peecTparlisi JOKYMEHTIB 1 JJIsl 90T0 BOHA TIPOBOIUTHCS ?

20. SIki TOKyMEHTH HE MiIATal0Th peecTparii?

21. 3a aKuMU 03HAKAMH KIACH(PIKYIOTh TOKYMEHTH?

22. SIk TpyIyt0Th TOKYMEHTH 3a CTaJISIMA CTBOPEHHS?

23. Sk rpymyroTh TOKYMEHTH 3a criocobom (ikcartii indopmartii?

24. Y qomy mojsrae BIIMIHHICTh MIXK Taly3eBUMH Ta (DYHKITIOHATbHUMHA
CHUCTEMaMH JOKYMEHTAIIii?

25. Slka xapakTepuCTHKa OpraHi3aIiitHO-PO3MOPS Ui JOKyMEHTAIT1i?

26. SIx po3moAiNsAIOTECS JOKYMEHTH, CTBOPEHI Y ITPOIIEC TOCIIOIapChKO-
KOMEPIIMHOT TISTBHOCT1?



27. SIki ToKkyMeHTH 3a0€e3MeuyIoTh Opratizamniiie opopMIIeHHs JisIbHOCTI
cy0'ekTa rocrnojaproBaHHs?

28. 1o Take po3nopsaui TOKyMEHTH ?

29. SIxi BUAM HaKa31B BU 3HA€TE? Y 4OMY MOJISITAE 1X BIAMIHHICTH?

30. SIka xapakTepucCTUKa TOBIIKOBO-1H(OPMAI[IHHUM JOKYMEHTaM?

31. Sxuit BUA AOB1IKOBO-1HPOPMALIMHUX TOKYMEHTIB € HAMOUIbLI MOIIUPEHUM 1
3aCTOCOBYETHC SIK 3210 KOMYHIKAIli MDK Cy0'€KTaMU roCIOJaprOBaHHS ?

32. Illo Take peKBI3UT CIIyKO0BOTO JOKyMEeHTa?

33. Skuil ckiaa pekBi3UTIB ODIIAHUX TOKYMEHTIB?

34. SlxkuM TOKYMEHTOM yCTaHOBJICHO 3arajibHi BUMOTH JI0 CKJIAJaHHS 1
oOpMIICHHS CITY>KOOBUX JOKYMEHTIB?

35. SIKi peKBI3UTH BUKOPUCTOBYIOTH M1/l Yac MIATOTOBKU Ta 0OPMIICHHS
JIOKYMEHTIB?

36. Illo Take 6yaHK JOKyMEHTA?

37. Sxi Buam 6y1aHKIB TOKYMEHTIB, 3rinHo 3 JICTY 4163-2003, Bu 3HaeTe?

38. SIki loriuHi eneMeHTH TeKCTy BU 3HaeTe? HanaiiTe X XapakTepuCTHKY.

39. Sxux npaBUs1 HEOOX1THO TOTPUMYBATHUCH M1 YaC MIATOTOBKH TEKCTY
JOKyMEHTa?

40. fke BU3HAYCHHS MOHATTIO «JIOKyMeHTO0OIr» Bu 3HaeTe?

41. 5Ixi OCHOBHI MOTOKU PYXy IOKYMEHTIB HasiBHI B OpraHizaiii?

42. 5Ixi OCHOBHI MPUHIIUIIH, IKUX HEOOXITHO TOTPUMYBATHCS M1 Yac opraHizaiii
PYXy JOKYMEHTIB B YCTAaHOB1 BaM B1JIoMi?

43. SIxe BU3HAUYCHHS MOHATTS «HOMEHKJIATypa CIIpaB» BaM Bigome?

44, ki iICHYyIOTb BUJIM HOMEHKJIATYpH CIipaB?

45. 3a AKUMHU MPpaBUWIIaMHU MalOTh (HOPMYBATHCS HOMEHKJIATypH CIIpaB?

46. 3 4oro CKIIAJaEeThCs MPUUMAaHHS 1 IEPBUHHE OINPAIIOBAHHS JOKYMEHTIB?

47.Y yoMy moJsirae monepeaHiil po3riisia T0KyMEHTIB?

48. I1lo Take peecTparlis TOKyMEHTIB?

49, Skwuii € MOpAIOK MepeiaBaHHs TOKYMEHTIB Ha PO3IJIsi KEPIBHUIITBY ?

50. SIke 3HAUEHHS KaJapOBOi CIIYKOHU B Opranizarii?

51. Sxi PyHKIIT KaaAPOBUX CIIYXKO Yy CHCTEM1 YIIPaBIiHHS ITePCOHATIOM ?

52. Bix 4oro 3ai1eXuTh po3TallyBaHHS KaJIpPOBUX CIIYXKO B OpraHizarii?

53. SIki BU3HAUEHHS KaTETOPiil «IepcoHa Ta «KaJpu» BaM Bimomi?

54. Y yomy MoJsATarTh IPEJAMET, METa Ta 3aBAaHHS KaJIpOBOTrO JiJ0BOICTBA?

55. SIki BUMoOTH J10 Oprasi3ailii KaIpoBOTO ALTOBOACTBA?

56. SAxwmii cknaa Ta kaacudikarmis KaapoBoi JOKYMEHTAIii?

57. SIxi ocHOBHI opraHi3alliiiHi Ta po3MopsI4dl JOKYMEHTH BIAALTY KaapiB?
Hapnaitre ix xapakTepucTUKy.

58. SIki OCHOBHI HOPMATHBHO-TIPABOBI ~ aKTH  PETJIAMEHTYIOTH  TPYJOBI
MPaBOBITHOCHHHM 1 BOJJHOYAC € OCHOBHHMH JJOKYMEHTAaMHU B KQJIPOBOMY JIJIOBOJICTBI?

59. Ske 3nauenns JlepxaBHoro kinacudikaropa mpodeciid B KaapoBOMy
IUIOBOACTB1?

60. Po3nopsmui TOKyMEeHTH 3 0COOOBOTO CKIaay. SIK MOPIBHSIHO 3 PO3MOPSTUNMH
JOKYMEHTaMH 3 OCHOBHOI1 JisUIBHOCTI O(OPMIIIOIOTH PO3MOPSIYl JOKYMEHTH 3
0co00BoOro ckiaay? Y yomy noJsrae ix BiIMIHHICTb?
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61. Sk opopMIISIIOTE JOKYMEHTH MPO MPUKUHATTA Ha poOOTY?

62. Ha mizictaBi 4oro roTyroTh Haka3u (pO3MOPSXKEHHS ) TIPO MepeBeeHHS a0o
NepeMIilleHHs] NpaliBHUKIB?

63. Ha mizcraBi 4oro rotyoTh Haka3u (pO3NOPSAIKEHHS ) IPO IPUITMHEHHS
TPYZOBOT'O 1OrOBOPY?

64. SIk roTyroThCs HaKa3u (PO3MOPSAIKEHHS) PO HAJJAHHS BIMYCTOK?

65. SIki 320X04YEHHS 3aCTOCOBYIOTH JJIsl IPAIL[IBHUKIB MIJIPUEMCTB, SIK BOHU
JOKYMEHTYIOThCS 1 OTOJIOIIYIOThCS ?

66. I1{o Take 0cOOMCTI TOKYMEHTHU BIIALTY KaapiB?

67. SIKi TOKYMEHTH HAJIe)KATh 10 0COOOBHUX KaJPOBUX IOKYMEHTIB?

68. Sky iHdopmaliro BKIOYAE 0COOOBUI JTUCTOK 13 00JIIKY KaapiB?

69. SIki BiIOMOCT1 MICTUTB Yy c001 pe3tome?

70. IIlo Take ocoboBa cripaBa?

71. Ski npaBusia 0popMIIEHHSI 0COOOBUX CIIpaB?

/2. SIki JOKYMEHTH BXOJIATh 10 0OCOOOBOI CIIpaBU Ha MIJNPUEMCTBAX HEAEPKAHOT
dbopmu BiIacHOCTI?

73. SIKi TOKYMEHTH MICTSATBCSI B 0COOOBHX CIIpaBax JepKaBHUX CIyKOOBIIIB?

74. o Take TpyaoBa KHUXKKA?

75. HuM perynoeThesi HOpSI0K BEICHHS TPYJOBUX KHUKOK MPalliBHUKIB?

76. Slkuil MOpsA0K BEACHHS TPYAOBUX KHIKOK MPAIIBHUKIB?

7'7. SIk poOATHCS BUTIPABJICHHS HEMPABUIIBHUX 200 HETOYHUX 3aIMCIB, BHECEHUX
710 TPYJOBOT KHUKKU?

78. SIkuM YMHOM MPOBOIUTHCS OOJIIK 1 30epiraHHs TPYIOBUX KHHKOK?

79. SIKi TOKYMEHTH HAJICKATh JI0 TPYIHA OOTIKOBHX MEPBUHHUX JTOKYMEHTIB?

80. SIk mpoBoauThCs odopmiIeHHS 0c000BOT KapTku (popma Ne [1-2)?

81. 3 KO METOI BUKOPUCTOBYIOTH OOJIIKOB1 MOX1IHI TOKYMEHTH ?

82. SIxi ocHOBHI 00JIIKOB1 TOX1/TH1 JOKYMEHTH BH 3HaeTe?

83. Sk 3anoBHIOETHCS ajidapiTHa KapTku (popma Ne [1-3)?

84. Y yomy monsirae OIiHIOBaHHS MEPCOHAIY?

85. B uoMy € cyTHICTB aTecTallii nepcoHary?

86. Sxmif TOpSAOK TMPOBEICHHsS arecTaiii IepcoHaly Ha MiANMPUEMCTBAX
HeJiep)kaBHOT (hOPMU BIIACHOCTI?

87. UuM perymroeThesi MOPSIOK MPOBENCHHS aTecTallii MpaimiBHUKIB KEPiBHOTO
CKJIaAy Jep>KaBHUX MiTMPUEMCTB?

88. 3a sKMMU KpUTEPISIMU OIIHIOIOTH IMPAIlIBHUKIB ITi/T Yac aTecTarii?

89. SIki noxyMeHTH O(QOPMIISIOTHCS KaIpOBUMHU CIYKOaMU IiJ] 4Yac MPOBEIACHHS
aTecTarlii Ha MANpUEMCTBAxX?

90. SIxi BuaM IEepKaBHOI COLIAIBHOT IOMIOMOTH BU 3HAETE?

91. IIlo Take meHcisg?

92. SIki BuAM nepKaBHUX MEHCIH ICHYIOTh B YKpaiHi?

93. 31 CKUJIBKOX PIBHIB CKJIQIAETHCS CHCTEMa IIEHCIMHOTO 3a0e31eUYeHHS B
VYkpaini? Hagaiite ix XapakTepUCTHKH.

94. Sxuit € mopsAOK moJaHHS Ta O(QOPMIIECHHS JOKYMEHTIB AJsi MPU3HAYCHHS
NEeHC1i?
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95. Ik BinOyBaeTbCcsd BHUCYBAaHHS KaHAUAATYp Uil BiA3HAUEHHS JAEpP’KaBHUMHU
HaropoJaMM 1 sIKI OpraHd MarOTh MPAaBO BHECEHHS NOJAaHHA MpPO BIJ3HAYEHHS
Haropojaow?

8. MeToau HABYAHHSA

OcHoBHMMHU (dopMaMU OpraHizailii HaBYaHHS T Yac BUBYEHHS IUCIUIUIIHU €
JeKIli, CceMIHapchKi (TMpaKkTU4YHI) 3aHSATTA, KOHCYJbTallli, camMocTiiHa poOoTa
3100yBaviB BUIIIO1 OCBITH.

BianoBigno 1m0 Buie 3a3HadueHuX (opM opradizaiii HaBYaHHA (QopMaMu
KOHTPOJIIO 3aCBOEHHS TIPOrpaMH €. CaMOKOHTPOJIb, HAMHCAHHSI MOJYJIbHUX
KOHTPOJBHUX poOIT, pedepaTy, BUKOHAHHS 1HAWBIyalbHUX MPAKTUUHUX 3aBJIaHb Ta
ICIIUT 3a TIeP10]1 BUBYEHHS JTUCIUILTIHU.

KonTtponbHi 3aX0/1u, SKi MPOBOASTHECA B YHIBEPCUTETI BU3HAYAIOTh BIAMOBIIHICTh
piBHA HaOyTHX CTyJE€HTaMH 3HaHb, YMIiHb Ta HABHYOK BHUMOTaM HOPMAaTHBHUX
JOKYMEHTIB I10JI0 BUIIO1 OCBITH 1 3a0€3MeUyI0Th CBOEYACHE KOPUTYBAHHS HaBYAIBHOTO
poIIeCy.

BignoBigno no «IloJsioskeHHss mpo ex3amMeHu Ta 3ajdikm y HaunionanbHomy
yHiBepcuTeTi OiopecypciB i NPHUPOIOKOPHUCTYBAHHSI YKpaiHW» 3aTBEPAKEHOIO
BueHow pagorw HYBIll Ykpainu 26 kBitHa 2023 poky, nporokoa Ne 10, Bugamu
KOHTPOJIFO 3HaHb 3700yBadiB BHINOi OCBITH € TMOTOYHWUNA KOHTPOJIb, NMPOMDKHA Ta
MiJICYMKOBa aTecTaIlii.

[loToyHu# KOHTPOJNH 3AIMCHIOETHCS TiJA Yac TMPOBEACHHS MPAKTHUYHHX,
7a00paTOPHUX Ta CEMIHAPChKUX 3aHATh 1 Ma€ Ha MeETI TepeBIpKy pIBHA
MiATOTOBIICHOCT1 3100yBaUiB BUIIOT OCBITH 10 BUKOHAHHS KOHKPETHOI pOOOTH.

[IpoMixkHa aTecTalliss TPOBOIUTHCS MICJHS BHUBYEHHS IMPOTPAMHOTO MaTepiany
KOXKHOTO 3MIiCTOBOrO Monyns. HaBuanpHUN MaTepiay MUCHMIUIIH, SKI BUKIATAOTHCS
IPOTSATOM OJHOTO CEMECTPY — OCIHHBOTO YM BECHSHOTO, MOJAUISETHCSA JEKTOpPAMH Ha
08a-mpu 3MiCmogi MOOYJIL.

IIpomikHa atecTalliss Mae BHU3HAYWTH PIBEHb 3HAHb 37100yBadiB BHIIOI OCBITH 3
IPOrpaMHOI0 MaTepiany 3MICTOBOTO MOJIYJS (pPEHTHHTOBAa OIlIHKA 13 3MICTOBOTO
MOYJIS), OTPUMAHUX TIiJ] 9ac YCiX BH/IIB 3aHATH 1 CAMOCTIMHOT pOOOTH.

dopMu Ta METOAM TMPOBEACHHS MPOMDKHOI aTecTallii, 3aCBOEHHS MPOTPAMHOTO
Marepiary  3MICTOBOTO  MOXYJISA  pPO3pPOOJSIOTHCS  JEKTOPOM  JUCIUIUTIHK 1
3aTBEP/KYEThCA  BIAMOBIIHOIO KaQeApor y BUTIIANI TECTyBaHHS, MHUCHBMOBOT
KOHTPOJBHOT POOOTH, KOJOKBiyMYy, pe3yjibTaTy EKCIEPHMEHTY, II0 MOXHa OIIHUTH
YHCENIbHO, PO3PAaXyHKOBOT UM PO3paxXyHKOBO-TpadiuHOT poOOTH TOIIIO.

3acBoeHHsA 3700yBadeM BHUIIOi OCBITHM TMPOTPAMHOTO Marepially 3MiCTOBOTO
MOJYJSI BBAKAETHCS YCHIITHUM, SIKIIIO PEHTHUHTOBA OI[IHKA MOTO CTAHOBUTH HE MEHIIIE,
Hix 60 6aiiB 3a 100-6ampHOIO TITKAJIOKO.

ITicis mpoBeieHHS TPOMDKHUX aTECTAIlIi 3 ABOX 3MICTOBHX MOJYJIIB 1 BH3HAUCHHS
iX pEUTHMHrOBUX OIIHOK JIEKTOPOM JHCUIMIUIIHA BHU3HAYAETHCS PEUTHMHT 3700yBaya
BHIIIO1 OCBITH 3 HaBYAJIbHOI poOoTH Rup (He OLabIne 70 6aniB) 3a GopMyIIor0:
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0,7- (R(1)3M . K(l)gM + o+ R(n)3M . K(n)gM)

Rup = ---=-===-mmm oo : (1)
Knuc

ne RW3p, ... RM3y — pelTHHTOBI OLiHKH i3 3MicTOBHX MOyiB 3a 100-6anbHOIO
IKAJIOIO;

N — KUIBKICTh 3MICTOBUX MOJTYJIB;

K®3m, ... KW3y— kinbkicTs kpeautis €Bporneiickkoi kKpeauTHOT TpaHchepHo-
HakonuuyBasibHOT cucteMu (€EKTC) (abo roaun), nepeadadyeHux poOOUYUM HaBYATIBLHUM
TJTAHOM JIJISI BIATIOBITHOTO 3MICTOBOT'O MOJTYJISI;

Kmuc= KM + ... + KMW3y — xinskicts kpeautis EKTC (abo roaun),
nependadyeHUX PoOOYNM HaBYAJIBHUM IIJIAHOM JIUIS TUCIUTUIIHA Y TIOTOYHOMY CEMECTPi.

®opmyny (1) moskna cnpoctuty, ko npuitaatn KWzy = ...= KM3y. Toxi Bona
OyJie MaTH BUTJISI

0,7° RW3m + ... + RMyy)
RHP itttk . (2)
n

PeliTuHr 3100yBava BHIIOT OCBITH 3 HaBYaJIbHOI POOOTH OKPYTIIIOETHCS J0 ILIIOTO
qucla.

Ha pedTuHr 3 HaB4aibHOi pOOOTH MOXKYTh BIUIMBATH PEUTHUHT 3 JOAATKOBOT
po0OOTH Ta PEUTUHT MITPAPHUH.

PeliTuHT 3 101aTKOBOI pOOOTH NOJAETHCSA IO PEUTHMHTY 3 HABYAJIBHOI 1 HE MOXKE
nepesuiryBatu 20 6aiB. BiH BU3HaUaeThCs JIEKTOPOM 1 HaIa€ThCs 3/100yBavYaM BHUIIO1
OCBITH pillleHHsIM Kadelpu 3a BUKOHAHHsS poOiIT, sKi HE TepeadadeHi HaBYaJIbHUM
IJIAaHOM, aJIe CIPHSIOTH ITIBUIIICHHIO PIBHS 1X 3HaHB 3 TUCIHUILTIHY.

MakcuMainbHa KiIbKICTh 0aiiB (20) HaaeThes 3100yBavy BHUIIOI OCBITH 3a:

® OTPUMaHHS JUIUIOMY [-TO CTYNEHIO TEePEeMOXKI CTYIEHTChKOI HAayKOBOI
KoH(epeHIii HaBYaIbHO-HAYKOBOI'O IHCTUTYTY 4HM (akymbTeTy (KOJIEIKYy) 3
BIAITOBIIHOI JUCIUILIIHHU;

e orpuManHs nuriomy riepeMoxis (I, I gm III micne) Il-ro eramy Beeykpaincbkoi
CTYJIEHTCHKOI ONIMMIaAN 3 AWCIHUIUIIHA YW CHEIIaTbHOCTI (HAmpsiMy MIATOTOBKU) Yy
MOTOYHOMY HaBYAIBLHOMY POIIi;

e orpuManHs aumuioMy (I, II um III cryneHw) nepemoxus BceykpaiHchbkoro
KOHKYPCY CTYACHTCHKUX HAYKOBUX POOIT 3 BIAMOBIAHOI JUCHUIUIIIHU y TOTOYHOMY
HaBYAITBHOMY POIIi;

® aBTOPCTBO (CHIBaBTOPCTBO) y TMOJaHIN 3asBIll HA BUHAXIA YU OTPUMAHOMY
MaTeHTi YKpaiHu 3 BiAMOBIIHOT TUCIMILTIHY;

® aBTOPCTBO (CIBaBTOPCTBO) Yy BHIAHIAH HAyKOBIA CTaTTi 3 BIAMOBIAHOI
JUCHUILIIHY,

® BHUTOTOBJICHHSI OCOOMCTO HAaBYAJIBHOTO CTEHNY, MAKETy, NMPHUCTPOIO, MPUIIALY;
po3poOKa KOMIT FOTEpHOI TporpamMu (3a YMOBH, IO 3a3HAYCHE BHKOPHUCTOBYETHCS B
OCBITHROMY IIPOIIEC] TPH BUKJIAIaHH]1 BIATIOBIIHOT TUCIIUTUIIHN).
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Pelitunr mrpadHuil He mnepeBuulye 5 OaniB 1 BiIHIMAETHCS BiJl PEUTHHTY 3
HaBYaJIbHOI pOOOTH. BiH BU3HAYAETHCS JIEKTOPOM 1 BBOJUTHCS PIlICHHSIM Kadeapu s
3100yBayiB BHILOI OCBITH, IKI HEBYACHO 3aCBOLIM MaTepiajay 3MICTOBUX MOJYJIIB, HE
JoTpUMyBanucs rpadika podOTH, IPOMYyCKAIN 3aHIATTS TOLIO.

[TincymMkoBa aTecrallisi BKJIIOYAE CEMECTPOBY Ta JEP:KaBHY aTeCcTallilo 3/100yBaviB
BHUIIOT OCBITH.

CemecTpoBa arectailisi MPOBOAUTHCA y (opMax CEMECTPOBOTO €K3aMeHy abo
CEMECTPOBOTO 3Ky 3 KOHKPETHOI HaBUAJIbHOT TUCIIUILIIHHY.

Cemecmposuit exzamen (nayni — ex3amen) — 1e Gopma MiICYMKOBOI arecTarfii
3aCBOEHHA 3100yBayeM BHILOi OCBITH TEOPETUYHOrO Ta MPAKTHYHOIO Marepiaiay 3
HaBYAJIbHOI TUCHUIUIIHYU 32 CEMECTP.

Cemecmposun 3anix (nami — zanik) — 1ne ¢gopma MiJICYMKOBOI aTecTarii, 1o
NOJISATAE B OIIHII 3aCBOEHHS 3/100yBayeéM BUIIOi OCBITH TEOPETUYHOTO Ta MPAKTUYHOIO
MaTepialy (BUKOHAaHUX HHUM IEBHHUX BU[IB pOOIT HA MPAKTUYHHUX, CEMIHAPCHKUX abo
Ja00paTOPHUX 3aHATTAX Ta MiJ YaCc CaMOCTIHHOI poOOTH) 3 HABYAIBHOI JUCIUIUTIHU 32
CeMecTp.

Jlugpepenuiiiosanuit 3anixk — 1e ¢dopma arecrailii, MO JO03BOJSE OIIHUTH
BUKOHAHHS Ta 3aCBOEHHS 3700yBaueM BHINOI OCBITH MPOrpaMHU HABYAIBHOI UM
BUPOOHUYOT MPAKTUKH, MIATOTOBKU Ta 3aXUCTY KypCOBOi poOOTH (ITPOEKTY).

3n00yBauil BUIOT OCBITH 3000B’s3aH1 CKJIaJaTH €K3aMEHHU 1 3aJIIKW BiJIMOBIIHO 0
BUMOTI' poO0OYOr0 HABYAJIBHOTO IJIaHy Yy TEpPMiHH, NependadeHi rpadikoM OCBITHBOTO
nporecy. 3MICT €K3aMEHIB 1 3allikiB BHM3HAYa€ThCcsl POOOYMMHU HABUYAJIBHUMU
nporpaMaMu JTUCHHUILIIH.

9. Po3noain 6asiB, siki OTpUMYIOTH CTYJI€HTH

OuiHroBaHHS 3HaHb CTyjAeHTa BinOyBaeTrbess 3a 100-OanmbHOIO IMIKAIOK 1
NEPEBOAUTHCS B HAI[IOHAIBHI OIIHKHU 3rigHO 3 Ta0u. 1 «[lonokeHHS Mpo eK3aMeHu Ta
3amkd 'y HarmionansHOMY yHiBepcuTeTi OlopecypciB 1 HPHUPOJOKOPHUCTYBAHHS
VYkpainn», 3atBepmikenoro Buenow pamoro HVYBill Vkpainu Binm 26.04.2023 p.,
npotokoi Ne 10.

PeiiTuHr crynenra, 6aamn Oninka HamioHAJIBLHA
3a pe3yJbTaTaMH CKJIAJIAHHS
eK3aMeHiB 3auikis
90-100 Bigminno
74-89 Hobpe 3apaxoBaHo
60-73 3agoBiibHO
0-59 He3agoBinbHo He 3apaxoBano

Jlist BU3HAYEHHST PEUTHHTY CTyJeHTa (cliyxada) i3 3aCBOEHHS MUCHMILTIHA Rjuc
(mo 100 6amiB) oxeprkanuii perturr 3 atectarii (1o 30 GaniB) MOAAETHCS A0 PEUTHHTY
CTyZIeHTa (cllyxayda) 3 HaB4ajabHO1 poOoTu Ryp (10 70 GamniB):
Rmic = Rup + Rar.
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10. MeToau4uHe 3a0e3ne4eHHsI

HaykoBo-meToauuHe 3a0e3MeueHHsl HaBYaIbHOIO MpoLiecy nependavae: qep:KaBH1
CTaHJApTU OCBITH, HABYAJbHI IUIAHHM, HABYAJIbHI IPOrpaMH 3 YCIX HOPMATHUBHHX 1
BUOIPKOBHX HAaBYANbHUX TUCIUILIIH, MPOTpaMH HABYAIbHOI, BUPOOHMYOI Ta IHIIHX
BUJIB TPAKTUK, MiAPYYHUKH 1 HaBYaJIbHI MOCIOHWKH;, IHCTPYKTHBHO-METOIUYHI
MaTepiajdl 10 CEeMIiHApChKUX, MPAKTHUYHUX 1 JaOOpaTOpHUX 3aHITh, 1HIWBITyalbHI
HaBYaJIbHO-JOCIIIHI 3aBAaHHs; KOHTPOJbHI pOOOTH; TEKCTOBI Ta €JIEKTPOHHI BaplaHTH
TECTIB JJI1 TOTOYHOTO 1 MiJICYMKOBOI'O KOHTPOJIIO, METOAMYHI MaTepiaiu JJis
oprasizallii caMOCTIHHOT pOOOTH CTY/IEHTIB.

11. PexomeHa0BaHa JiiTepaTrypa
OcHoBHa

1. KagpoBa nokymenTtanis. IlopagHuk cy4acHOro MeEHekKepa. TepHOMIb:
Hapuanbna xkHara, borman. 2021. 196 c.

2. Ky3pmenko M. CyuacHe AUTOBOACTBO B YKpaiHi: MmpakTuuHi nopaau. Kuis,
«lenTp yubomoi mitepatypu», 2020. 260 c.

3. OCHOBH JIOBOJICTBA : HABYAJIBHO-METOJWYHE BHJIAHHS JUISI KypPCAHTIB Ta
ctyneHnTiB 2-3 kypcis / ba6iii 1. B. JIsBis : CIIOJIOM, 2020. 76 c.

4. TTanexa 1O. KampoBe niloBOACTBO: HaBY. MOCIOHHMK (31 3pa3kaMHu CY4acCHUX
IUT0BUX manepis). 5-te BuA., gomn. Kuis: Jlipa-K. 2019. 475 ¢

JlonaTkoBa

5. bromunceka B. A. Cyuache autoBojicTBo : HaBd. 1oci0. K. LlenTp HaB4yanpHOT
mitepatypu, 2021. 320 c.

6. 'onuaposa H. 1. JlokymeHTaliitHe 3a0e3Me4eHHs] MEHEPKMEHTY : HaBY. TOCI0.
K IlenTp HaBuanwHoi JiTepaTypu, 2019. 260 c.

7. Hanrok B. H. Kanpose ninoBoactBo : HaBy. moci6. K. : Kapasena, 2022. 240 c.

8. lopogcrkoit O. . Kaapose ainoBoacTBo : HaBy. mmoci6. X. Bug. XHEY, 2019.
280 c.

9. Kynemos C. I'. Ynpasnincbke qokymMeHTo3HaBCTBO : HaBd. moci6. K. JIAKK;
2022. 57 c.

10. Tlorpe6na JI. JlitoBosCTBO, IKUM BOHO MOBHHHO OyTh. X. ®aktop, 2019.
416 c.

11. PoxuoB B. O. Posnopsinui nokymenTu 3 kagapoBux nutadb. K. Memiallpo,
2020. 168 c.

12. Indopmauiiini pecypcu

13. JACTY 1.5:2003. IlIpaBuna mnoOymoBHW, BHKJIaJaHHS, OG(DOPMIICHHS Ta
BUMOTH JI0 3MICTY HOPMAaTHUBHUX JOKyMEHTIB. [EnekTponnuit pecypc]. Pexxum moctymy
: www.zakonl.rada.gov.ua.

14. JCTY 4163-2003. JlepxaBHa yHipiKOBaHAa CHUCTEMa JOKYMEHTAIIIl.
VHidpikoBaHAa cHUCTEMa OpraHi3aliiHO-PO3MOPSAIY0i JOKyMmMeHTarii. Bumorm mo
opopmienHss  gokymeHtiB  [EnextponHmii  pecypc]. Pexum  moctymy
www.zakonl.rada.gov.ua.
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15. JACTY 2732:2004. J[lumoBoxcTBOo M apxiBHa cmpaBa. TepMmiHM Ta
BU3HAYEHHS IIOHATH [EnexTpoHHMI pecypc]. Pexum IOCTYILy
www.zakonl.rada.gov.ua.

16. JACTY 3582-97. Indopmamuis Ta nokymeHrauii. CKOpPOYEHHS CIIB B
yKpaiHChKii MoB1 y OibniorpagiyHomMy omwMci. 3arajibHi BUMOTM Ta [paBuja
[Enextponnuii pecypc]. Pexxum goctymy: www.zakonl.rada.gov.ua.

17.  JCTY 3843-99. JlepxkaBHa yHipikoBaHa cucteMa qokyMeHTailii. OCHOBHI
nosiokeHHs [ Enextponnuii pecypce]. Pexxum gocrymy : www.zakonl.rada.gov.ua.

18. JCTY 3844-99. J[lepxaBHa yHiiKOBaHa CHCTEMa JOKyMEHTaIIli.
®opmysip 3pazok. Bumoru no nmoOynoBu [EnextponHuit pecypc]. Pexxum noctymy :
www.zakonl.rada.gov.ua.

19. I”cTpykuis 10po MOPSIOK BEACHHS TPYIAOBUX KHIKOK MpalliBHUKIB,
3aTBep/KeHa Haka3oM MiHicTepcTBa mpaii Ykpainu, MiHicTepcTBa rocTUllll YKpainu,
MiHicTepcTBa COLIATBHOTO 3aXUCTY HaceleHHs Ykpainu Bix 29 aunus 1993 poky No 58
(13 3miHamu Ta JomnoBHeHHsMHU) [EnekrponHuit pecypc]. Pexum gocrymy
www.zakonl.rada.gov.ua.

20. Hamionansuuit knacudikatop Ykpainu. Knacudikaiis BUgiB €eKOHOMIYHOT
mismeHocTi  JIK 009:2010.  [lpuiiHgTo Ta  HagaHO  YMHHOCTI  HAKa30M
HepxcnoxkuBctanaapty Ykpainu Big 11 sxoBtHs 2010 poky Ne 457 [Enexrponnwuit
pecypc]. Pexum noctymy : www. ukrstat.gov.ua.

21. HamionanbHuit knacudikarop VYkpainu. Krnacudikatop mnpodeciit K
003:2010. IlpuitaaTo Ta HaJAaHO YMHHOCTI Haka3oM JlepKCIOXUBCTaHAAPTY YKpaiHu
Bim 28 mumHs 2010 poxy Ne 375 [Enexrponnuii pecypc]. Pexum moctymy
www.zakonl.rada.gov.ua.

22. Ilpo 3aTBepmK€HHS METOAUYHMX PEKOMEHJAI II0J0 3aCTOCYBAaHHS
[lopsanky BeneHHsS OCOOOBHX CIpaB JEpPXKABHUX CIYKOOBIIIB B OpraHax BUKOHABYOI
BJIaIU Ta 3pa3kiB 0oGOpPMIICHHS JOKYMEHTIB ocoboBux cmpaB : Hakaz ['omoBHOTO
yIpaBIiHHA AepkaBHOI ciayx6m npu KaGineri MinictpiB Ykpainu Big 5 tpaBHs 1998
poky Ne 24 [Enexktponnuii pecypc]. Pexum moctymy : www.zakonl.rada.gov.ua.

23. Ilpo 3atBepmkenHs [lonokeHHS MPO MPOBEACHHS aTeCTallil JepKaBHUX
cinyx6oBiiB: IlocranoBa Kabinery MinictpiB Ykpainu Bim 28 rpyans 2000 poxy
Ne 1922 (i3 3minamu Ta nmomoBHeHHsMH) [EnexktpoHHuii pecypc]. Pexum nocrtymy :
www.zakonl.rada.gov.ua.

24. Ilpo 3atBepmxkenHs llopsaky BeaeHHS OCOOOBUX CIpaB JepKaBHUX
ciyk00BIIIB B opranax BukoHaBuoi Bnaau : [loctanoBa Kabinery MinicTpiB Ykpainu
Bim 25 TpaBHs 1998 poky Ne 731 (i3 3MiHamMu Ta AomoBHEHHsAMH) [EnexrpoHHuMi
pecypc]. Pexxum noctymy : www.zakonl.rada.gov.ua.

25. IIpo 3arBepmxenHs TumoBoi IHCTPYKINi 3 AUTOBOJICTBA Y MIHICTEPCTBAX,
IHIMUX IIEHTPaJbHUX OpraHax BUKOHABYOi Biamud, Pagum MiHICTpIB ABTOHOMHOI
PecriyOmiku Kpum, wmicrieBux opranax BukoHaBuoi Biaau : [loctanoBa Kabinery
MinictpiB Ykpainu Big 30 muctomama 2011 poky Ne 1242 [Enextponnmii pecypc].
Pexwum moctymy : www.zakonl.rada.gov.ua.

26. IlIpo 3arBepmxkeHHs THUIIOBOTO TMOJIOKEHHS MPO KAJPOBY CIYyXKOy OopraHy
BuKoHaBYOi Biaau : [locranoBa KaGinery MinictpiB Ykpainu Big 2 cepnus 1996 poky
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Ne 912 (i3 3minamu Ta gonoBHeHHsMU) [EnextponHuit pecypc]. Pexum gocryny :
www.zakonl.rada.gov.ua.

27. Ilpo 3aTBepakeHHs TUIIOBUX (OPM MEPBUHHOIO 00JIIKY 0OCOOOBOIO CKIIAY:
Haka3 MinictepcTBa cTaTUCTHKM YKpaiHu Big 27 koBTHS 1995 poky Ne 227
[Enextponnuii pecype]. — Pexxum moctymy : www.zakonl.rada.gov.ua.

28. Ilpo 3arBep/keHHS TUMNOBUX QopM mepBUHHOro o0miky : Haka3s
MinictepcTBa cTaTUCTUKH YKpainu Bin 5 rpynna 2008 poxy Ne 253 [EnextpoHHUM
pecypc]. Pexum moctyny : www.zakonl.rada.gov.ua.

29. IIpo 3atBepmxenHs popmu nepsuHHOro 00iky Ne IT — 2JIC ta iHCTpyKLii
nmo ii 3amoBHeHHIO : Hakaz MinictepcTBa cTaTUCTUKU YKpaiHu Bifg 26 rpyaHs 1995
poky Ne 343 [Enextponnuii pecypc]. Pexxum gocrymy : www.zakonl.rada.gov.ua.

30. [IIpo mnopsanoxk mnNpoBedeHHs arTecTalii MPaliBHUKIB KEPIBHOTO CKIANy
nepxxaBuux mignpueMmctB: [loctanoBa KaGinery MinicTpiB Ykpainu Bif 27 ceprHs
1999 poky Ne 1571 (i3 3minamu Ta jgonoBHeHHsMH) [Enektponnuii pecypc]. Pexum
noctymy : Www.zakonl.rada.gov.ua.
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