OIINC HABYAJIBHOI JUCIUIIIIHA
1. Kon: 7117 5. 1.
2. Ha3Ba: /[ino6o0cmeo.
3. Tun: 0606 ’s13x08Uil.
4. PiBeHb BUIIOI OCBiTH: [(baxanaspcokuii),
5. Pik HaBYaHHS, KOJIM NPONOHYETHCS JUCHUIIIHA: /.
6. CemecTp, KOJIM BUBYAETHCH TUCHMILTIHA: /.
7. KibkicTs BcTanoBJeHuX kKpeautiB EKTC: 4.
8. [Ipi3Buine, ininiaan JexkTopa/JieKTOPiB, HAYKOBHii CTYNiHb, mocana: Kopoymsxk Bikmop lsanosuu,
K.M.H., OOUEHM.
9. Pe3yabTaTi HABYAHHSI: NiC/I5 BUGHUEHHS OUCYUNTIHU CIYOEHM NOBUHEH OYMuU 30AMHUM.:

- opeanizosysamu pooomy 3V,
- 3acmoco8ysamu HOpMamueHy 0a3y, AKa pe2iamenmye pobomy 3 00KYMeHmamu,
- nposooumu peecmpayiro i KOHMpPOib 3a GUKOHAHHAM OOKYMEHMIE 8 YCMAHO8I;
- opeanizosysamu nomoune 30epieants OOKYMeHmis,
- nposooumu ekcnepmu3sy YiHHOCMi OOKYMEeHMI8, iX 3HULEeHH S,
- 30llcHI08amu nepedayy 0OKyMeHmI8 8 apXie.
10. ®opmu opranizauii 3aHATh: HasYAIbHE 3aHAMMA, CAMOCMIUHA pOOOMA, NPAKMUYHA NIO20MOBKA,

BUKOHAHHSL IHOUBIOYATLHUX OOCTIOHUX 3A80AHb, KOHMPOIbHI 3AX00U.
11. eo/lucuumiiinu, O MNepealyTh BHUHBYEHHI 3a3HAYEHOI JAUCUMILVIIHM: JIH28ICIMUYHI OCHOBU,
O0OKYMEHMHO-KOMYHIKAYTUHI KOMYHIKayil, inpopmamuxa, emuKa 0i108020 CRIIKYBAHHA,
O0OKYMeHMO3HABCMEO.
12. 3micT kypey

Tema 1. Opeanizayisn 0inosoocmaa 8 yCcmaHosi

Tema 2. JlokymenmanvHe 3a0e3neyeHHs YRpaeiiHHs

Tema 3. Cyuacni mexuonoeii i opeanizayii 0inosoocmea

Tema 4. OcnosHi 3a60anHs niocucmem

Tema 5. 3aoaui ma ¢pyuxyii cayoco 3V

Tema 6. Ilocadosa incmpyxyis

Tema 7. Hopmamuena 6aza opeanizayii pobomu 3 OOKyMeHmMamu 8 yCmaHo8i

Tema 8. Opeanizayis 00Kymenmooobicy 6 yCmaHosi

Tema 9. Poboma 3 dokymenmamu, wo MiCmams KOMepYitHy macmMHuyro nionpuemcmed

Tema 10. OcrogHi nonodiceHHs opeaHizayii NOMOYHO20 30epieants OOKYMeHmMI8

Tema 11. Opeanizayis ma nposedenHs eKkcnepmusu YiHHOCMi 0OKYyMeHmi8
Tema 13. 3nuwenns 0okymenmis
Tema 14. Aemomamu3zayis ma mexanizayis 0i10800CLKO20 Npoyecy

Tema 15. Cucmemu asmomamu3zayii 0iio800CbKO20 npoyecy
Tema 16. Texniuni 3acobu 6 0in0800CcbKOMY npoyeci
Tema 17. Iliocomoexa cneyianicmis 00 00C1y208Y8aHHA MeXHIKU MAa il peMOHmMY

13. PexoMeH10BaHI HABYAJILHI BUTAHHSA:

1. Kopoymsx B.1. /{inosoocmeo [Texcm]: Hasu. nocionux / B.I. Kopoymsk, 3.0. Toruanosa. — Pigne:
HYBITI, 2010. — 122 c.

2. llanexa FO.1. 3azanvne ooxymenmosnaecmeo [Texcm] : Haeu. nocionux / Ilanexa FO.1., Jlemiw H.O.
: 2-ee 6u0. oon. i nepepo6. K. : 2009. — 434 c.

3. Inomuuywvxa 1. M. Jlinosa ykpaincoxa mosa [Texcm] : Haeu. nocio. / .M. [Inomnuyvka. — 3-me 6uo.
— Kuis: IVJI, 2008. — 254 c.

4. Iloepebna Jl. linosoocmeo, skum eono nosurnro oymu / JI. I[loepebna. — 2-e 6uo., nepepoo.. i oon. —
X. : @axkmop, 2008. — 416 c.

5. Ckibiyvka JI.1. Jlinoeoocmeo[Texcm] : Hasu. nocionux / JI.1. Cxibiyvxka. — Kuis : [[HJI, 2006. — 224



14. 3an1aHoBaHi BUIM HABYAJBLHOI JiJILHOCTI TAa MeTOIH BHKJIAJAHHA:

32 200. nexyit, 30 200. npakmuunux pobim, 82 200. camocmitinoi pooomu. Pazom — 144 200.

Memoou: inmepaxkmueHi nexyii, eremenmu npooOAeMHOI NeKyii, iHOUBIOYaIbHI 3a60AHHSA, BNPOBAOINCEHHSL
0iNoBUX Ma pPoNbOBUX 120p, THOUBIOYANbHI HAYKOBO-OOCHIOHI 3A80AHHS, BUKOPUCAHHA MYTbMUMEOTUHUX
3aco6i6 ma OpyKOBAHUX PO30AMKOBUX MAMEPIAiE.

15. ®opmu Ta KpuTepii ONIHIOBAHHS:

Oyiniosanns 30iticnioemocs 3a 100-0anvhoio wKanoiwo.

Iiocymxosuii koumpoaw (40 6anie): ekzameHn mecmosuil.

Tlomounuii koumpons (60 6anie): mecmysanHs, ONUMYEAHHS, BUKOHAHHS IHOUBIOYANbHUX 3A80AHD.

16. MoBa BUKJIAJaHHS: YKPAIHCHKA.

3aBigyBau kadeapu Cazonensp Irop JleonigoBuy, 1.e.H., mpodecop



OIMAC HABYAJIBHOI IMCHATIIITHA
1. Code: 1117 5.1;
2. Title: Office work.
3. Type: compulsory.
4. Higher education level: the first (Bachelor's degree).
5. Year of study, when the discipline is offered: /.
6. Semester when the discipline is studied: /.
7. Number of established ECTS credits: 4.

8. Surname, initials of the lecturer / lecturers, scientific degree, position: Korbutiak V.1,
docent, PhD.

9. Resultsofstudies::nicia susuennsa oucyunninu cmyoenm nosunen 6ymu 30amuum:

e organize the work of DZU;
e apply a regulatory framework that regulates the work with documents;
e t0 register and control the execution of documents in the institution;
e organize the current storage of documents,
e t0 conduct examination of the value of documents, their destruction;
e (0 transfer documents to the archive.
10. Formsoforganizingclasses: study lessons, independent work, practical training, individual research

tasks, control measures.

11.Disciplines preceding the study of the specified discipline: linguistic foundations,
communications, informatics, ethics of business communication, documentation.

12.Course contents

1. Organization of office work in the institution

2. Documentary management

3. Modern technologies and organization of office work

4. Main tasks of subsystems

5. Tasks and functions of the services of the DZU

6. Official statement

7. The normative base of organization of work with documents in the institution
8. Organization of document circulation in the institution

9. Work with documents containing the commercial secret of the enterprise
10. Main provisions of the organization of the current storage of documents
11. Organization and conducting of examination of the value of documents
13. Destruction of documents

14. Automation and mechanization of the record keeping process

15. Systems of automation of the record keeping process

16. Technical means in the process of the clerical process

17. Training of specialists for equipment maintenance and repair

13. Recommended educational editions:

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. Carpenter I.M. Business Ukrainian language [Text]: Teaching. manual / M. Carpentry - 3rd kind. -
Kyiv: ZUL, 2008. - 254 p.

4. Pogrebnaya L. Workstation, by which it should be / L. Pogrebnaya. - 2nd kind, reworked. and add - X.:
Factor, 2008. - 416 pp.

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

14. Planned types of educational activities and teaching methods:
lectures — 32 hours, practical classes — 30 hours, independent work — 82 hours. Total — 144 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.

3aBimyBad kadeapu Cazonerns Irop Jleonigosuy, a.e.H., mpodecop



