OITMC HABYAJIBHOI JUCIUATIJITHA

1. Kog: TITIBS;
2. Ha3Ba: YnpaBiiHCbKe JOKYMEHTO3HABCTBO;
3. Tun: subiprxosuii (oceimuvo-npogeciina npoepama «Micyese camospadysanuny),
4. PiBenb BUIOL ocBiTH: /] (Mazicmepcokuil);
5. Pik HaBYAHHS$, KOJIM NPONOHYETHCA QUCHUILIIHA: 1;
6. CemecTp, KOJIM BUBYAETHCS TUCHUILTIHA: 2;
7. KiabkicTs BcTaHoBJaeHux kpeautiB EKTC: 3;
8. IlpizBuine, iHiniaJM JeKTOpa/JIeKTOPiB, HAYKOBHIi CTyNiHb, mocaga: KopOyrsk B.I., nouexr
9. Pe3y1bTaT¥ HABYAHHS: I11CJI1 BUBYEHHS AUCLUUIUIIHYU CTYI€HT NOBUHEH OyTH 3JaTHUM:

— CrBOproBaTH HAWMOLIMPEHIIII BHIM OPraHi3aliiHO-PO3MOPSAAUNX, OpraHi3aliifHO-IPABOBUX,

JOBiTKOBO-1H(pOPMAaLIHHUX JOKYMEHTIB;
— JloKkyMeHTYBaHHS €JIeKTPOHHUX JOKYMEHTIB;
— BusBnsatu Ta po3kpuBaTH TEeHACHINT yHidiKaiii cTanmapTu3ailii okpeMux (GopM JOKYMEHTIB,
CUCTEeM JJOKYMEHTAIlli Yy LiJToMYy.

10. ®opmu opranizauii 3aHATb: HasualbHe 3AHAMMA, CAMOCMIUHA POOOMA, NPAKMUYHA NIO20MOBKA,
KOHMPOJIbHI 3aX00U, IHOUBIOYAIbHI O0CAIOHT 3AX00U.
11. e /Iucuumiainu, 1m0 mnepeayTb BUBYEHHIO 3a3HAYEHOI JAUCHMILIIHM: YKpaiHChbKa MOBA,
puTOpHKa, iIHHOPMATHKA 1 KOMIT FOTEPHA TEXHIKA.
o JIucuMIuliHM, 0 BUBYAKTHCH CYNYTHbBO i3 3a3HA4YeHOK MAUCHMILIIHOW (32 HeOOXiZHOCTI):
JIOKyMEHTO3HABCTBO, JA1JIOBOJICTBO, IUJIOBOJACTBO B OpraHax MiCIICBOTO CAaMOBPSITyBaHHS.
12. 3micT Kypey: IcTopuuHi meperyMOBH PO3BUTKY YHPaBIiHCHKOTO JOKYMEHTO3HABCTBA, OCHOBHI
MOHSATTS YNPaBIIHCHKOTO JIOKYMEHTO3HABCTBA, OO €KT, MpEaMET 1 3aBJaHHS YHNPaBIIHCHKOTO
JOKYMEHTO3HABCTBA, METOJOJIOTII Ta METOIWKA YIPABIIHCHKOTO JOKYMEHTO3HABCTBA, 3B’S3KH
YIPaBIiHCHKOTO JOKYMEHTO3HABCTBA 3 1HIIMMHU raly3s MU 3HaHb.
13. PexoMeHa0BaHi HABYAJILHI BUTAHHSA:

1. BE3JIPABKO B. B. Ynpasninceke JOKYMEHTO3HABCTBO : HaBY. 1nocid. / B. B. be3apadko. — K. :
UYerepra xBuis, 2006. — 208 c. — Pem.: 260a. KYJIEIIOB C. T'. [peuensis] / C. I'. Kynemos //
bi6mioreko3naBcTBo. JlokymeHTo3HaBCTBO. [HPOpM™MOToris. — 2007. — Ne 2. — C. 8082 .

2. CJIOBOJAHUK M. C. Hoe BumaHHs 3 yIpaBIiHCBKOTO aokymeHTo3HaBcTBa / M. C.
Cnob6oasuuk // bioa. mnanera. — 2008. — Ne 1. — C. 39—40. 3. KOPBYT/K B.I. linoBoacTeo [Tekcr]:
Hagu. nocionuk / B.1. KopoyTtsk, 3.0. Tomuanoa. — Pisne: HYBI'TI, 2010. — 122 c.

3. TAJIEXA 1O. 1. YipaBniHcbKe JOKYMEHTYBaHHS : HaBY. MOCIO. ISl BUIL. HaBY. 3aKJ. :y 2 4. /
1O. L. [Tanexa ; €Bpomn. yH-T. — 3-€ Buj., nonoBH. — K., 2003. — Y. 1: BexgeHns 3arajibHOi JOKyMEHTAIIi1
(31 3pa3kaMu cy4acHHX JijoBHX mamnepiB). — 382 c¢. Y. 2: Kagpose IiIoBOACTBO (31 3pa3kaMu CYy4acHUX
Ji70BUX marnepiB). — 282 c.

4. CEJIbBYHEHKOBA C. B. Ekcneptu3a miHHOCTI YHOpPaBIiHCHKHX IOKYMEHTIB : iCTOpis, Teopis,
MeToauka : HayK.-meToj. roci6. / C. B. CenbuenkoBa, K. T. CeniepcroBa ; Ykpaepxkapxis, YHIAIAC.
— K. ; PiBue, 2011. - 170 c.

14. 3ananoBaHi BUAM HABYAJLHOI JiIJILHOCTI TA MEeTOAM BUKJIATAHHS:

2 rox. nekii, 14 roa. npaktuyauX pooiT, 209 roa. camocTtiitHoi poboTu. Pazom — 225 rog.

Meroau: 1HTEpaKTUBHI JIEKIlii, €IEMEHTH MPOOJIEMHOI JIEKIii, 1HIWBIIyallbHI Ta TPYHOBI HayKOBO-
JOCIiTHI 3aBAAaHHS, BAKOPUCTAHHS MYJIbTUMEIIHHIX 3aCO0i1B.

15. ®opmu Ta KpUTeEpii OUIHIOBAHHSA:

OwiHroBaHHA 301MCHIOETHCS 3a 100-0aIbHOO IIKAIOXO.

[TincymkoBuit KOHTPOIH (40 6aniB): 3adik MHUCHbMOBHH, 00 TECTOBUH, a00 YCHHI B KIHIII 2 CEMECTY.
[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: PPV 5;

2. Title: Management Documentation;

3. Type: selective;

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

5. Year of study, when the discipline is proposed: 1;

6. Semester when studying discipline: 2;

7. Number of established ECTS credits: 3;

8. Surname, initials of the lecturer / lecturers, degree, position: Korbutiak V.I., docent, PhD.

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: (nepenix mem)

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: (3aznauumu 0o 5 dacepen)

1. BEZDRABKO V. V. Management Documentation: Teach. manual / VV Bezdribok. - K .: Fourth
wave, 20006. - 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. L. 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:

2 years lectures, 14 hours practical work, 209 h. independent work. Together - 225 years.
Methods: interactive lectures, problem lecture elements, individual and group research tasks, use of
multimedia tools.

15. Forms and assessment criteria:

Ouiniosanns 30itichioemocs 3a 100-6anbHoto wKanoio.
1Tiocymkosuii konmpons (40 b6anis).: 3aniKk nucoemosutl, abo mecmosuii, 60 YCHUlL 8 KiHYi cemecmpy.
Ilomoynuii xonmpons (60 6anis): mecmysanHs, ONUMYEAHHL.

16. Language of teaching: Ukrainian.

Head of the department,
doctor of sciences, professor [.L.Sazonets



