OITUC HABYAJIBHOI JUCHUILJITHA
1. Kon: 111D 9.
2. Ha3Ba: /Joxymenmue 3ab6e3neuents OiinbHOCMI Opeanizayii.
3. Tun: 0608 ’a3rxosuil (oceimubvo-npogeciiina npoepama «Micyege camospsady8aHuay);
4. PiBenb BUIOI ocBiTH: /] (MacicmepcoKutl).
5. Pik HaBYaHHS, KOJIM NPONOHYETHCS JUCHUIIIHA: 2.
6. CemecTp, KOJIM BUBYAETHCH AUCHMILTIHA: 3.
7. KiibkicTh BecTanoBiaenux kpeaurtis EKTC: 3.
8. [Ipi3Buine, ininiaan JexkTopa/JieKTOpiB, HAYKOBHH CTYNiHb, Mocaga: Kopoymsaxk Bikmop lsanosuu,
K.M.H., OOYEeHM.
9. Pe3yabTaTi HABYAHHS: NiC/A BUBUEHHS OUCYUNTIHU CIYOEHM NOBUHEH 0YMU 30AMHUM.:
— 3acmocosysamu  HOpMU 3AKOHOOABYOi ma HOPMAMUEHO-MEMOOUYHOI 06a3u OOKYMEHMYBAHHS
yemauoeu,
— NpasuIbHO CKIAO0AMU OKpeMi peK8izumu 32i0H0 OCMAHHIX 8UMO2 HOPMAMUBHO-3AKOHO0ABYOI a3,
— ckaaoamu ma oghopmasimu 008i0K0BO-iHPOPpMAyYiliHi, PO3NOPAOUL MA OPeari3ayitiHi OOKYMeHmu,
— suAeIAMU mMa YCY8Amu HeOONiKU WO000 CKIAOAHHA Mda OQOpMIEHHA pPI3HUX 6Udié ma munie
OOKYMEHMIB.
10. ®opmu oprauizauii 3aHATb: HAGUAIbHE 3AHAMMI, CAMOCMIUHA poboma, NPAKMuUYHA Ni020MOBKA,
BUKOHAHHSL IHOUBIOYATbHUX OOCTIOHUX 3A80AHb, KOHMPOIbHI 3AX00U.
11. Jucuuiuiing, 1m0 TmNepeAyHTh BHBYEHHIO 3a3HAYEHOI IUCHMIUIIHU: JiHeGICMUYHI OCHOBU,
iHhopmamuxa, emuxa Oil08020 CRHIIKYBAHHS, KOMN IOMEPHI MEXHON02l, 0i10800CME0, eleKMPOHHULL
00KyMeHmooobie.
12. 3micT kypey
1. I[lonamms npo dokymeHnmmue 3a0e3neuents OisIbHOCMI OpeaHizayii
2. Hopmamueno-npasosa 6aza 0oKymenmayiiHo2o 3abe3neueHus OiaibHOCMi YCMAaHosu
3. Bumoau 00 (hopmynsapy ynpasiiHcbko20 0OKyMeHma
4. lepoicagnuii cmanoapm ogopmieHHs OOKYMeHmMI8 ma ix pexsizumis
5. Cucmemu 0okymenmauyii oQhiyitino2o noOX00HCeHHs
6. Ingpopmayitini doxymenmu
7. Posnopsaoui dokymenmu
8. @inancoso-006.1ik08a OOKyMenmayis
9. I'ocnoodapcbko-00208ipHa 0OKyMeHmayis
13. PekoMeH10BaHi HABYAJILHI BHIAHHA:
1. Kopoymsx B.1. [inosoocmeo [Texcm]: Hasu. nocionux / B.I. Kopoymsxk, 3.0. Toruanosa. — Pigne:
HYBITI, 2010. — 122 c.
2. llanexa FO.1. 3acanvne Ooxymenmosnascmeo [Texcm] : Haeu. nocionux / Ilanexa FO.1L,
Jemiwe H.O.: 2-2e 6uo. don. i nepepoo. K. : 2009. — 434 c.
3. Ckibiyvxa JI.1. /linosoocmeo[Texcm] : Haesu. nocionux / JI.I. Ckibiyvka. — Kuie : I[[HJI, 2006. —
224c.
4. Cyyacne 0in0800cmeo. 3pasku 0OKyMeHmis, 0ilosull emuxem, iHopmayia 015 0inoeoi 1oouHu /
peo. : B.M. Bpiyuna. — K.. /losipa, 2007. — 687 c.
14. 3an1aHoBaHi BUIM HABYAJBLHOI JiJILHOCTI TAa MeTOIH BHKJIAJAHHA:
2 200. nexyit, 6 200. npakmuyHux pooim, 82 200. camocmiiinoi pobomu. Pazom — 90 200.
Memoou: inmepaxmusHi nekyii, eiemeHmu npooOLemMHoi neKyii, IHOUBIOYaIbHI 3A80AHHS, BNPOBAONCEHHS
0iNoBUX Ma pPoNbOBUX (20p, THOUBIOYANbHI HAYKOBO-OOCHIOHI 3A80AHHS, BUKOPUCIAHHSA MYTbMUMEOTUHUX
3ac00i6 ma OpyKOBAHUX PO30AMKOBUX MAMEPIAIE.
15. ®opmu Ta KpUTEPii ONIHIOBAHHA:
Oyiniosanns 30iticnioemocs 3a 100-6anvhoio wKanoiw.
ITiocymrosuii konmpons (40 6anis): ekzamen mecmosuil.
Tomounuii konmpons (60 6anis): mecmysanHs, ONUMYEAHHS, BUKOHAHHS IHOUBIOYANbHUX 3A80AHD.
16. MoBa BUKJIAJaHHS: YKPAIHCHKA.

3aBigyBad kadenpu Cazonens Irop Jleonigosuuy, 1.e.H., mpodecop



DESCRIPTION OF EDUCATIONAL DISCIPLINE

. Code: PPF 9;
. Title: Documentary support of the organization.
. Type: compulsory.
. Higher education level: master's degree.
. Year of study, when the discipline is offered: 4.
. Semester when the discipline is studied: 8.
. Number of established ECTS credits: 4.
. Surname, initials of the lecturer / lecturers, scientific degree, position: Korbutiak V.1., docent, PhD.
. Resultsofstudies::nicia susuenns oucyuniinu cmyoenm noguren 6ymu 30amuum:

- apply the norms of the legislative and normative-methodical basis of documenting the institution;

- it is correct to make separate details in accordance with the latest requirements of the regulatory and legislative
framework;

- to draw up and draw reference information, administrative and organizational documents;

- to identify and eliminate the disadvantages of drawing up and processing various types and types of documents.
10. Formsoforganizingclasses: study lessons, independent work, practical training, individual research
tasks, control measures.

11.Disciplines preceding the study of the specified discipline: /inguistic foundations, informatics, ethics of
business communication, computer technologies, office work, electronic document circulation.

12.Course contents:

1. The notion of documentary provision of the organization's activities

2. Legal and regulatory basis of documentation of the activities of the institution

3. Requirements for the management document form

4. The state standard of execution of documents and their requisites

5. Documentation systems of official origin

6. Information documents

7. Management documents

8. Financial and accounting documentation

9. Economic and contractual documentation

13. Recommended educational editions: (3aznauumu 0o 5 dicepen)

1. Korbutyak VI Office work [Text]: Teaching. manual / VI Korbutyak, Z.0. Tolchanov - Rivne: NUVGP,
2010. - 122 p.

2. Palekha Yu.l. General Documentation [Text]: Teaching. manual / Palekh Yu.l., Lemish N.O. : 2nd form.
add and processing. K .: 2009 - 434 pp.

3. Skibitskaya L.1. Office work [Text]: Teaching. manual / L.I. Skybickaya - Kyiv: TsNL, 2006. - 224 p.

4. Modern case management: sample documents, business etiquette, information for a business person / ed. :
V.M. Bricin - K .: Dovira, 2007. - 687 pp.

14. Planned types of educational activities and teaching methods:

lectures — 2 hours, practical classes — 6 hours, independent work — 82 hours. Total — 90 hours
Methods: interactive lectures, problem lecture elements, individual tasks, the introduction business and role
games, individual tasks of scientific research, print distribution materials, using multimedia tools, group
tasks of scientific research

15. Forms and assessment criteria:

The evaluation is carried out on a 100-point scale.

Final test (40 points).: exam test.

Current control (60 points): testing, interviewing, performing individual tasks.

16. Languageofteaching: Ukrainian.
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Head of the department,
Doctor of Economics I. L. Sazonets



