OIINC HABYAJIBHOI TUCITATLIITHA
1. Koa: BB 2.1.
2. Ha3pa: JlokymMeHTHE 3a0€31EUCHHS TiIsUTEHOCTI OPTaHiB MIiCIIEBOTO CaMOBPSITYBAHHS.
3. Tun: BuOipKOBUIi.
4. Pienb Bumoi ocBiTu: Il (Marictepchkuii).
5. Pik HaBYaHHS, KOJIM MPONOHYEThHCSA JUCHUILIIHA: 1.
6. CemecTp, KOJIM BUBYAETHCS TUCHHUILTIHA: 2.
7. Kinbkicts BeranoBiaenux kpeautie EKTC: 5.5.
8. Ilpi3Buie, iHiniaau JeKTOpPa/1eKTOPiB, HAYKOBHIi CTYNiHb, Mocaga: KopOytsix B.1., K.T.H., JOLEHT.
9. Pe3ynibTaTH HABYAHHS: Mic/is BUBYEHHA TUCHHUILIIHU CTYJ€HT NOBMHEH OyTH 31aTHUM:
* YMITH JOKYMEHTYBATH yIPaBIiHCHKY iHpOpMaIlito;
* CTBOPIOBATH Ta OPOPMIISITH TOBi1IKOBO-iH(pOPMALIiiiHI JOKYMEHTH;
* CTBOPIOBATH Ta 0OPMIISTH OpTraHi3allifHO-pO3MOPsIAUi JOKYMECHTH;
* OpPTaHi30BYBaTH JTOKYMEHTOOOIT Ta BUKOHAHHS IOKYMEHTIB;
* OpraHi3oByBaTH Ta 3a0e3euyBaTH 3aXUCT JOKYMEHTIB.
10. ®opmu opranizanii 3aHATH: HABYAJbHI 3aHATTS, CAMOCTiIfHAa po0O0Ta, MPAKTUYHA I ITOTOBKA, KOHTPOJIbHI 3aX0/H.
11. IucumniiiHu, o nepeayrTh BUBYEHHIO 3a3HAYEHOT AUCHUILTIHN: MEHEeKMEHT B ITyOIIYHIX OpraHi3amisX,
Opranizauis AisUIbHOCTI TEPUTOPIAIEHIX TPOMal.
12. 3micT Kypcey:(niepenik Tem)
* TIoHATTS TIPO JOKYMEHTHE 3a0€3MeUCHHS MisITEHOCTI YCTaHOBU
* HopmaTuBHO-TIpaBoBa 0a3a JOKyMEHTAIIITHOTO 3a0€31eUYeHHS MisTbHOCTI YCTaHOBU
* Jlep>kaBHUI cTaHOapT OPOPMIICHHS TOKYMEHTIB Ta iX PEKBI3UTIB
* JloBimkoBO-iHGOpMAITiHI TOKYMEHTH
» OprasizamiHo-po3mopPsS A9l JOKyMCHTH
* Opranizauis JOKyMEHTOOO0ITY Ta BAKOHAHHSA JOKYMEHTIB
» Cucremaru3aiiisi Ta 30epiraHts JOKyMEHTIB
* [TopsimoK MiATOTOBKY CIIPaB 0 Tepeadi I apXiBHOTO 30epiraHHs
* 3aXUCT TOKYMECHTIB
13. PexomeHn0BaHi HABYAJIBHI BUIAHHA: (3a3HAYHUTH JI0 5 JHKEpEN)
» KopOyTsik, B. I. Ta Tomganosa, 3. O. ta bytauk, O. O. JlokymeHTHe 3a0e3nedeHHs TismbHOCTI opranizarii. HYBITI,
Pisue, Ykpaina. http://ep3.nuwm.edu.ua/2105/
* [BanoBa T.B., [lixny6na JL.I1. [lioBoACTBO B OpraHax JIep»aBHOT'O YIPaBIiHHS Ta MICIEBOIO CAMOBPSIYBAHHSI.
Hapuanbuuit mocionuk. — K.: Lentp yubosoi mitepatypu, 2007. — 360 c.
http://194.44.152.155/elib/local/sk725115.pdf
» Hanionanenwmii crangapt Yipainu JCTY 4163-2003 «/lepxaBHa yHipikoBaHa cucTeMa JOKyMeHTalii. YHiikoBaHa
cUcTeMa OpraHizaliiHO-po3NopsAAY0i JOKyMeHTawii. Bumoru 1o opopmMiIroBaHHS TOKYMEHTIBY»: HaKa3
Hepxcnoxusctanaapty Ykpainu Ne 55 ig 07.04.2003 [Enextponnuii pecypc] / JlepskcrokxuBcTanaapT Y KpaiHu. —
Pexxum moctymry: http://dilo.kiev.ua/dstu4163-2003.html
* [Ipo 3arBepmxenHs: TUNOBOT IHCTPYKUIi 3 AJOKYMEHTYBaHHS YIpaBIiHCHKOI iH(popMarii B enekTpoHHIN Gopmi Ta
opranizarii poOOTH 3 eJIEKTPOHHUMHA JOKYMEHTAMH B TIJIOBOJICTBI, EJICKTPOHHOTO MIXBiTOMYOT0 OOMIiHY: ITOCTAaHOBA
Kab6inery MinictpiB Ykpainu Big 17.01.2018 Ne 55 [Enexrponnuii pecypc] / Kabdiner MinictpiB Ykpainu. — Pesxxum
nmocrtymy: http:// https://zakon(Q.rada.gov.ua/laws/show/55-2018-%D0%BF#n38
* [Ipo 3aTBepmKEeHHS 3pa3KiB i OMUCIB repOOBUX MEYaTOK, Me4aTok 0e3 300paxenus [lep:xasHoro ['epba Ykpainu,
OranKiB 1 BUBiCOK oOmacHuX, KnuiBchkoi Ta CeBacTONMOMBCHKOI MICHKUX, pAaHOHHHX, paOHHUX Y MicTax KueBi Ta
CeBacTononi Jep>kaBHUX anMmiHicTpaniii: mocraHoBa Kabinety MinicTpiB Ykpainu Big 23.08.1995 p. Ne 672
[Enextponnuii pecype] / Kabiner MinictpiB Ykpainu. — Pexxum noctymy: http://
http://zakon2.rada.gov.ua/laws/show/672-95-n1
14. 3annaHoBaHi BUAU HABYAJIBHOI JiIbHOCTI TA METOAU BUKJIAJAHHS:
8 roj. nekuii, 6 rox. npaktu4HUX, 151 rox. camoctiitHoi podoTu. Pazom — 165 roz.
MeToau: TPECHIHTH, POJTHOBI iIrpH, 0OTOBOPEHHS, MPE3CHTAIli1, MiHI-TEKIIii, CHTyaIliifHI JOCIKEHHS Ta 1HIII.
15. ®opmu Ta KpUTEPii OLiHIOBAHHS:
OrwiHroBaHHd 3a1icHIOEThCS 32 100-0aIbHOO MIKAJIOIO.
[lincymxoBuii KoHTpoIb (40 OamiB): eK3aMEH TECTOBUH 2 ceMecTpy.
IToTounuii KOHTpOIE (60 6aJiB): TeCTyBaHHS, ONMUTYBAHHS, aHAII3 BUKOHAHHS 1HIUBITyaJIbHUX 3aBIaHb.
16. MoBa BUKJIaTaHHsI: YKpaTHCHKA.

B.o. 3aBinyBaua kadenpu
I. H. IepPx. yIp. , AOUEHT JI.X. Tuxonuyk



DESCRIPTION OF EDUCATIONAL DISCIPLINE
. Code: VV 2.1
. Title: Documentary support of activities of local government bodies;
. Type: selective;
. Higher education level: II (master’s degree) Public Administration
. Year of study offered: 1
. Semester when studying discipline: 2;
. Number of ECTS credits established: 5,5
. Last name, initials of the lecturer / lecturers, scientific degree, position: Korbutiak VI, Ph.D., Associate
Professor
9. Learning outcomes: After studying the discipline, the student should be able to:
* be able to document management information;
» create and draw up reference and information documents;
* create and draw up organizational and administrative documents;
» organize document flow and execution of documents;
* organize and use a secure document.
10. Forms of organization of employment: training sessions, independent work, practical training, control
measures.
11. Disciplines that precede the study of this discipline: Management in public organizations, Organization
of territorial communities.
12. Course contents: (list of topics)
* The concept of documenting the activities of the institution
* Regulatory framework for documentation of the institution
» State standard of registration of documents and their requisites
* Reference and information documents
* Organizational and administrative documents
* Organization of document circulation and execution of documents
* Systematization and storage of documents
* Procedure for preparing cases for transfer for archival storage
* Document protection
13. Recommended educational publications: (mention up to 5 sources)
» Korbutyak, VI and Tolchanova, ZO and Butnyk, OO Documentary support of the organization. NUVGP,
Rivne, Ukraine. http://ep3.nuwm.edu.ua/2105/
* Ivanova TV, Piddubna LP Record keeping in public administration and local government. Tutorial. - Kyiv:
Center for Educational Literature, 2007. - 360 p.
http://194.44.152.155/elib/local/sk725115.pdf
e National Standard of Ukraine DSTU 4163-2003 “State unified documentation system. Unified system of
organizational and administrative documentation. Requirements for registration of documents »: order of
Derzhspozhyvstandart of Ukraine Ne 55 from 07.04.2003 [Electronic resource] / Derzhspozhyvstandart of
Ukraine. - Access mode: http://dilo.kiev.ua/dstu4163-2003.html
* On approval of the Standard Instruction on documenting management information in electronic form and
organization of work with electronic documents in office work, electronic interdepartmental exchange:
Resolution of the Cabinet of Ministers of Ukraine of 17.01.2018 Ne 55 [Electronic resource] / Cabinet of
Ministers of Ukraine. - Access mode: http: // https://zakon0.rada.gov.ua/laws/show/55-2018-%D0%BF#n38
14. Planned learning activities and teaching methods:
8 years lectures, 6 hours Practical classes, 151 hours. independent work. Total - 165 years.
Methods: trainings, role-plays, discussions, presentations, mini-lectures, case studies and others.
15. Assessment forms and criteria:
The rating is based on a 100-point scale.
Current Control (60 points): development of multimedia presentations, group work on individual task
16. Language of instruction: Ukrainian.
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Doctor of Science in Public Administration,
Associate Professor L.H. Tikhonchuk



