OnNMUC HABYAJIbHOI AUCLUNJTIHA

.Koa: BB 2.1
. Hasea: IOKYMEHTHE 3ABE3NEYEHHA AIA/IbHOCTI OPTAHIB JIEPXXABHOI BUKOHABYOI BIAOM
. Tun: BubGipKosui.
. PiBeHb BULW,Oi ocBiTK: || (MaricTepcbkui).
. Pik HaBYaHHA, KOM NPONOHYETbCA AUcuMnaiHa: 1.
. CemecTp, KON BUBYAETbCA AUcuUNAiHA: 2.
. KinbkicTb BcTaHOBAeHUX KpeauTiB EKTC: 5,5.
. Mpissuwe, iHiyiann nektopa/nekTopis, HayKOBMI1 CTYNiHb, Nocaga: KopbyTak B.1., K.T.H., AOLEHT.
. PesynbTati HaBYaHHA: NicAA BUBYEHHA AUCLUNAIHU CTYAEHT NOBUHEH 6yTU 3A4aTHUM:
® opeaHizosysamu iHghopmayiliHo-aHanimu4He 3abe3neyeHHs yrnpasaiHCoKUX npoyecis iz BUKOPUCMAHHAM
cyqacHux iHghopmayiliHux pecypcie ma mexHosoeili
e camocmiliHo 2omysamu NMPOEKMU HOPMAMUBHO-PABOBUX AKMI8, AHANIMUYHI O08iOKU, Npono3uyii, onoesioi.
10. dopmu opraHisauii 3aHATb: HaBYa/IbHi 3aHATTA, CAMOCTilHA pob0oTa, NPAKTMYHA NiArOTOBKA, KOHTPObHI
3axogu.
11. Aucumnninm, Wo nepeayoTb BUBYEHHIO 3a3HAUYEHOT AUCLUNNIHU: MeHeOdHMeHmM 8 NybaiYHUX 0p2aHi3ayiax»,
nybaiyHa caymwba ma nybaiyHe aOMiHiCMpPyB8aHHS.
12. 3micT Kypcy:(nepenik Tem)

® TOHAMMA npo 0oKymeHmHe 3abe3nevyeHHA GifAnbHOCMIi ycmaHosu

* HopMmamueHo-rpasosa 6a3a dokymeHmauiliHo2o 3abe3nevyeHHA OigabHOCMIi ycmaHosu

e JepxasHuli cmaHoapm ogopmMaeHHA O0OKyMeHmMis ma ix pexkgizumis

® 008i0K080-iHpOpMaUiHi OoKymeHmMu

® Op2aHi3ayiHo-po3nopaoYi OoOKymeHmu

® opeaHizayis 0oKymeHmMoobicy ma 8UKOHAHHA OOKYyMeHMmI8

® cucmemamusayis ma 36epi2caHHA 0oKymMeHmi8

® 10psA00K Nid2omo8Ku cripas 00 riepedadyi 015 apxigeHo2o 36epieaHHA

® 3axucm 0oKymeHmis
13. PekomeHA0BaHi HaBYaNbHI BUAAHHA:
1. Kopbymsk, B. I. ma TonyaHosa, 3. O. ma bymHuk, O. O. [oKkymeHmHe 3a6e3neyeHHs 0igabHOCMi opaaHi3ayil.
HYBITI, PisHe, YKkpaiHa. http://ep3.nuwm.edu.ua/2105/
2. lsaHosa T.B., Mi0dy6Ha /1.11. [inosodcmeo 8 opeaHax 0epHasHo20 ynpasaiHHA ma micyesoeo
camospsadyeaHHsA. Has4anbHuli nocibHuk. — K.: LleHmp yuybosoi nimepamypu, 2007. — 360 c.
http://194.44.152.155/elib/local/sk725115.pdf
3. HayioHanbHuli cmaHoapm YkpaiHu JCTY 4163-2003 «JepxcasHa yHighikosaHa cucmema O0KymeHmauii.
YHigpikosaHa cucmema opeaHizayiliHo-po3nopsadyoi 0oKymeHmayii. Bumoau 00 oghopmao8aHHA OOKYMeHMie»:
Hakas [epxccnorcuecmandapmy Yrpaivu Ne 55 gid 07.04.2003 [EnekmpoHHuli pecypc] / AdepxccnoxcuscmaHoapm
YKpaiHu. — Pexcum 0ocmyny: http://dilo.kiev.ua/dstu4163-2003.html
4. MNpo 3ameepoxeHHAa Tunosoi iHcMpyKUii 3 00KyMeHmMy8aHHA ynpasniHCbKoi iHghopmauii 8 eneKkmpoHHil popmi
ma opaaHizauii pobomu 3 eeKMPOHHUMU OOKYMeHMAamu 8 0inosodcmasi, e1eKMPOHHO20 Mix8i0oMY020 0OMIHY:
nocmaHosa Kabinemy MiHicmpie Ykpai+u gid 17.01.2018 Ne 55 [EnekmpoHHuli pecypc] / KabiHem MiHicmpie
YKpaiHu. — Pexcum docmyny: http:// https://zakon0.rada.gov.ua/laws/show/55-2018-%D0%BF#n38
5. Mpo 3ameepdxceHHA 3pa3kKie i onucie cepbosux ne4amok, ne4amok 6e3 30bpaxceHHa [epxicasHozo epba
YKpaiHu, 6aaHKie i susicok obsacHux, Kuiscbkoi ma CeeacmonosnbCbKoi MicbKux, palioHHUX, palioHHUX y micmax
Kuesi ma Cesacmononi 0epxcasHux admiHicmpayili: nocmaHosa KabiHemy MiHicmpie YkpaiHu eid 23.08.1995 p.
Neo 672 [EnekmponHuli pecypc] / KabiHem Midicmpis YkpaiHu. — Pexcum docmyny: http://
http.//zakon2.rada.qov.ua/laws/show/672-95-n
14. 3annaHoBaHi BUAM HaBYA/IbHOI AiANbHOCTI Ta METOAUN BUKNA[AHHA:
8 roa. nekKuii, 6 roa. npakTM4YHMX, 151 rog. camocTinHoi poboTtu. Pasom — 165 roga,.
MeToAau: TpeHiHr1, poaboBi irpu, 06roBopeHHs, NnpeseHTaw,ii, MiHi-neKuii, cMTyauiliHi 4ocnigKeHHs Ta iHLwWi.
15. dopmu Ta KpuTepii OLiHIOBaHHA:
OuiHtoBaHHA 34incHI0ETLCA 3a 100-6a1bHOIO WKaNoto.
MiacymrkoBuit KoHTponb (40 6anis): 3anik.
MoToYHMI KOHTPONL (60 Banis): TECTYBAHHSA, ONUTYBAHHSA, aHaNi3 BUKOHAHHS iHAWBIAYaNbHUX 3aBAaHb.
16. MoBa BUKNAAAHHA: YKPaiHCbKA.
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B.o. 3aBiayBaya Kadepgpu
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DESCRIPTION OF EDUCATIONAL DISCIPLINE
.Code: VV 2.1
. Title: DOCUMENT SUPPORT OF ACTIVITIES OF STATE EXECUTIVE AUTHORITIES;
. Type: selective;
. Higher education level: Il (master’s degree)
. Year of study offered: 1
. Semester when studying discipline: 2;
. Number of ECTS credits established: 5,5
8. 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:
¢ organize information and analytical support of management processes using modern information resources and
technologies
¢ independently prepare draft regulations, analytical reports, proposals, reports.
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 ", public service and
public administration.
12. Course contents: (list of topics)
¢ the concept of documenting the activities of the institution
e regulatory framework for documentation of the institution
e state standard of registration of documents and their requisites
e reference and information documents
¢ organizational and administrative documents
¢ organization of document circulation and execution of documents
¢ systematization and storage of documents
¢ the procedure for preparing cases for transfer for archival storage
e document protection
13. Recommended educational publications: (mention up to 5 sources)
1. Korbutyak, VI and Tolchanova, ZO and Butnik, OO Documentary support of the organization. NUVGP, Rivne,
Ukraine. http://ep3.nuwm.edu.ua/2105/
2. lvanova TV, Piddubna LP Record keeping in public administration and local government. Tutorial. - Kyiv: Center
for Educational Literature, 2007. - 360 p.
3. National standard of Ukraine DSTU 4163-2003 "State unified system of documentation. 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
4. 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 dated 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
5. On approval of samples and descriptions of seals, seals without the image of the State Emblem of Ukraine,
forms and signs of regional, Kyiv and Sevastopol city, district, district in the cities of Kyiv and Sevastopol state
administrations: Resolution of the Cabinet of Ministers of Ukraine from 23.08.1995 Ne 672 [Electronic resource] /
Cabinet of Ministers of Ukraine. - Access mode: http://zakon2.rada.gov.ua/laws/show/672-95-p
14. Planned learning activities and teaching methods:
8 hours 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.
Final control (40 points): test.
Current control (60 points): testing, surveys, analysis of individual tasks.
16. Language of instruction: Ukrainian.
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