OIMIUC HABYAJIBHOI JIUCHUILJITHA

1. Kon: IITIBC2;
2. Ha3Ba: YnpaBiiHChKE JOKYMEHTO3HABCTRBO;
3. Tum: 000B’I3KOBHI;
4. PiBenb BUIOI ocBiTH: | (OakanaBpChKHii);
5. Pik HaBYaHH#A, KOJIM IPONOHYEThCSA UCHHUILTIHA: 3;
6. CeMecTp, KOJIM BUBYAETHCHA AUCIHHUILTIHA: 6,
7. KinbkicTb BcTaHoBaeHux kpeautiB EKTC: 3;
8. IlpizBuIe, iHiLiaAM JIeKTOPA/JIEKTOPIB, HAYKOBMI CTYlNiHb, Mocaaa: Mananuyk JI.O., noneHT
9. Pe3yibTaTH HABYAHHS: ITICJII BUBYCHHS JUCLUUIUIIHU CTY/I€HT TIOBUHEH OYTH 3/1aTHHM:

— CrTBOproBaTH  HAWMOMIMPEHINTI BUAM  OPraHi3alliiHO-PO3MOPSAIYNX, OpTaHi3aliiHO-

MPaBOBUX, JOBIIKOBO—1H(POPMaIIIHHIX TOKYMEHTIB;
— JloKyMEeHTYBaHHS €IeKTPOHHUX JOKYMEHTIB;
— BusiBnsaTH Ta po3KpUBaTH TEHAEHIIIT YHI(iKalii cTanaapTH3alii okpeMux (HopM JOKYMEHTIB,
CUCTEM JJOKYMEHTAIlli Yy LioMYy.

10. ®opmu opraxizaiii 3aHsITh: HaBYAJIbHE 3aHATTS, CAMOCTIHA POOOTa, MpaKTUYHA TIATOTOBKA,
KOHTPOJIbHI 3aX0/I1, IHAUBIAyalIbH1 TOCITIAHI 3aX0/IH.
11. o JlucumMniiHu, 0 NepeaylTh BUBYEHHIO 3a3HAYEHOI NMCUUILUIIHM: YKpaiHChKa MOBA,
pUTOpUKa, iIHPOPMATHKA 1 KOMIT IOTepHA TEXHIKA.
o /lucuunJiiny, Mo BUBYAKTHCHA CYNYTHHO i3 3a3HAYEHOI0 JUCHMILIIHOK: IOKYMEHTO3HABCTBO,
JIIJIOBOJICTBO, JUIOBOACTBO B OpraHax MiCIIEBOTO CAMOBPSITYBaHHS.
12. 3micT kypcey: IcTopuyHi nepenyMOBH PO3BUTKY YIPaBIiHCHKOTO JTOKYMEHTO3HABCTBA, OCHOBHI
MOHATTS YMPAaBIIHCHKOTO JOKYMEHTO3HABCTBA, OO0 ’€KT, TPEAMET 1 3aBJaHHS YIPaBIiHCHKOTO
JIOKYMEHTO3HABCTBA, METOOJIOTIS Ta METOJMKA YIPABIIHCHKOTO JOKYMEHTO3HABCTBA, 3B’SI3KH
YIPaBIiHCHKOTO JOKYMEHTO3HABCTBA 3 1HIIMMHU raly3sMHU 3HaHb.
13. PexoMeH10BaHI HABYAJILHI BUIAHHA:

1. BE3/IPABKO B. B. YnpasniHcbke JOKyMEHTO3HABCTBO : HaBd. 11oci0. / B. B. be3apadko. —
K. : UerBepra xBuis, 2006. — 208 c. — Pemr.: 260a. KYJIEIIIOB C. I'. [peuensis] / C. I'. Kynemos //
bibmiorexko3nascTBo. JlokymMeHTo3HaBCTBO. [HPop™Monoris. —2007. — Ne 2. — C. 80-82 .

2. CJIOBOASIHUK M. C. HoBe BuzaHHS 3 yNpaBliHCBKOTO JoKymeHTo3HaBcTBa / M. C.
Cnoboasuauk // bion. mmanera. — 2008. — Ne 1. — C. 39-40. 3. KOPBYT/K B.I. [limoBoacTBo
[Texct]: HaBu. moci6nuk / B.I. Kop0OyTtsk, 3.0. Tomuanosa. — Pisae: HYBI'TI, 2010. — 122 c.

3. I[TAJIEXA IO. 1. YnpaBniHCbKe JOKYMEHTYBaHHS : HaBY. TIOC10. JIJIsl BHIIl. HAaBY. 3aKJI. : Yy 2
g. / 1O. L. Tlanexa ; €Bpon. yH-T. — 3-€ Bun., nonoBH. — K., 2003. — Y. 1: Benenns 3araiapHOi
JTOKyMeHTaIli (31 3pa3kaMu cydacHuX autoBux marepiB). — 382 c¢. U. 2: Kaapose mimoBomactBo (31
3pa3kaMu Cy4acHHUX JIIOBUX marepiB). — 282 c.

4. CEJIbMEHKOBA C. B. ExcnepTu3a IIIHHOCTI YIpaBIiHCBKHX IOKYMEHTIB : 1CTODi,
Teopis, MeToauKa : HayK.-MeToJ. mocid. / C. B. Cenbuenkosa, K. T. CeniBepcToBa ; YKpaepxapxis,
YHIAIAC/. — K. ; PiBue, 2011. — 170 c.

14. 3an1aHoBaHi BUIH HABYAJILHOI JiJILHOCTI Ta METOAH BUKJIAJTAHHSA:

16 rox. nekmii, 14 rox. npakTuaHUX pooiT, 60 To. camocTiitHoi poboTu. Pazom — 90ro.

Metoau: iHTEepaKTUBHI JIEKIii, €IeMEHTH MPOOIEMHOI JIEKIIil, IHAUBITyadbHI Ta TPYNOBI HAyKOBO-
JIOCITITHI 3aBJaHHsI, BAKOPUCTAHHS MYJIbTUMEAINHUX 3aC001B.

15. ®opmu Ta KpuTepii ONIHIOBAHHSA:

OriHroBanHsA 30iHCHIOETHCS 3a 100-0aJIBHOIO MIKAIOKO.

[TincymxoBuii koHTpodb (40 OamiB): 3ajik mHCbMOBH, a00 TecTOBHMl, a0 yCcHHUH B KiHII
ceMecTpy.

[Totouynwnii koHTpOIH (60 OaliB): TECTYBaHHS, OMMUTYBAHHS.

16. MoBa BuUK/JIaJaHHs: YKpaiHChKa.

3aBigyBad kadenpu Aep>KaBHOTO YIIPaBIiHHSA,
JOKYMEHTO3HABCTBA Ta iH()OPMAIIHOI AisITBHOCTI,
1.€.H., podecop [.JI.Cazonernp



DESCRIPTION OF EDUCATIONAL DISCIPLINE

1. Cod: IITIBC2;

2. Title: Management Documentation;

3. Type: obligatory;

4. Level of higher education: I (Bachelor's degree);

5. Year of study, when the discipline is proposed: 3;

6. Semester when studying discipline: 6;

7. Number of established ECTS credits: 3;

8. Surname, initials of the lecturer / lecturers, degree, position: Malanchuk L.O., associate professor
9. Results of studies: after studying the discipline, the student must be able to:

To create the most common types of organizational, regulatory, organizational, legal, reference and
information documents; — Documentation of electronic documents;— Identify and reveal trends in
unification of standardization of individual forms of documents and documentation systems in
general.—

10. Forms of organizing classes: study lessons, independent work, practical training, control
measures.

11. Disciplines preceding the study of the specified discipline:

Ukrainian language, rhetoric, computer science and computer technology.

12. Course contents: Historical background of development of administrative document science,
Basic concepts of administrative documentation, Object, subject and tasks of administrative
document science, Methodology and methodology of administrative document studies, Relations of
management document science with other branches of knowledge.

13. Recommended educational editions:

1. BEZDRABKO V. V. Management Documentation: Teach. manual / VV Bezdribok. - K .: Fourth
wave, 2006. - 208 p. - Rec.: 260a. Kuleshov S.G. [review] / S.G. Kuleshov // Library Science.
Documentation. Informology - 2007. - No. 2. - P. 80-82.

2. Slobodianik M.S. A New Edition on Administrative Documentation / M.S. Slobodianik // Bibl.
planet. - 2008. - No. 1. - P. 39-40. 3. KORBUTIAK V.I. Casework [Text]: Teaching. manual / VI
Korbutyak, Z.0. Tolchanova - Rivne: NUVGP, 2010. - 122 p.

3. PALEKHA YI I. Management documentation: teaching. manual for higher teach shut up : in 2
hours / Yu. I. Palekh; Europe un - 3rd edition., Supplement. - K., 2003. - Part 1: Maintaining
general documentation (with samples of modern business papers). - 382 s. Part 2: Human Resources
(with samples of modern business papers). - 282 s.

14. Planned types of educational activities and teaching methods:

16 years lectures, 14 hours practical work, 60 h. independent work. Together - 90 years.

Methods: interactive lectures, problem lecture elements, individual and group research tasks, use of
multimedia tools.

15. Forms and assessment criteria:

Ouiniosanns 30itichioemscs 3a 100-6anbHoto wKkanoio.

Iliocymkosuii konmponv (40 banie): 3anik nucvmosuli, abo mecmosuti, abo YCHUU 6 KIHYi
cemecmpy.

Tlomounuti koumponw (60 6anis): mecmyeants, ONUMYBAHHSL.

16. Language of teaching: Ukrainian.

Head of the department,
doctor of sciences, professor I.L.Sazonec



