1. Koa: CIIII 4;
2. Ha3Ba: J[i10BOICTBO B OpraHax Jep>KaBHOTO YIPABIIiHHS Ta MICIIEBOTO CAMOBPSITYBaHHSI;

3. Tum: 000B’I3KOBUI;

4. PiBenb BUIIOi ocBiTH: | (OakanaBpChKHii);
5. Pik HaBYAHHS$, KOJIM NPONOHYETHCA QUCHUILIIHA: 3;
6. CeMecTp, KOJIM BUBYAECTHCH TUCIHHUILIIHA: 6;

7. KiabkicTs BcTaHoBaeHux kpeautiB EKTC: 3;

8. IlpizBuie, iHimiaau JIeKTOpa/JIeKTOpPiB, HAYKOBHil CTymiHb, mocaga: Mananuyk Jlapuca
OnekciiHa, K.e.H., JOLEHT KadeApu [AEpKaBHOTO YIPAaBIiHHA, JOKYMEHTO3HAaBCTBAa Ta
iH(OopMaIliiHOI TisSTTEHOCTI;

9. Pe3y1bTaTH HABYAHHS:

- CKIIaJaT Ta ohopMIISITH OpraHizaliifHO-pO3NOPSAYY Ta KaAPOBY JOKYMEHTAILIIIO;
- JOKYMEHTYBAaTH MisJIbHICTh KOJETiaJIbHUX OpraHi Jep:KaBHOTO YHPABIIHHS Ta MiCLEBOTO
CaMOBpSITyBaHHS;
- 0hOpMIIATH 3BEPHEHHS TPOMAJISH JI0 OPTaHiB JEPKABHOI BIIAIIH;
- TpamoBaTH 3 JOKYMEHTaMH, SKi MICTATh JEp)KaBHY Ta€MHHUIIO Ta KOH(DIICHIIHHY
1H(opMaIliro, 10 € BIACHICTIO JACPKaBH.
10. ®@opmu opranizanii 3aHATh: HaBYAIbHE 3aHATTS, CAMOCTiliHAa poOOTa, MpaKTUYHA T1ATOTOBKA,
MOMYJIi Ta 3ajiK.

11. /ducoumiiinu, 1m0 BHUBYAKTHCH CYNYTHHO i3 3a3HAYEHOK JUCHMILUIIHOKW (32
HeoOXigHoCTI):

11. e/lucumiuiing, 10 NepelyOTh BHBYEHHIO 3a3Ha4eHoi aucHuIuIiHu: Jl10BOACTBO,
JOKYMEHTO3HABCTBO, KaJIpOBE JIIJIOBOJICTBO.

12. 3micT Kypcy:

Tewma 1. 3aranpHa XapakTepUCTHKA Ta KJIacH(iKallis opraHi3amiifHO-po3Mops U0l JOKyMEHTAIlli 3a
(YHKIIIOHAJILHOIO 03HAKOIO;

Tema 2. Oco6imBOCTI CKIaaHHsS Ta 0DOPMIICHHST OpPTraHi3aliiftHO-PO3MOPSIUUX TOKYMEHTIB;
Tema 3. OcobauBOCTI MATOTOBKH JOBi1IKOBO-1H(OPMALIMHAX JOKYMEHTIB Ta iX 0()OpMIICHHS;

Tema 4. Oco6nuBOCTI JOKYMEHTAJIBHOTO 0pOpMIICHHS Oprasizamii poOOTH 3 KaJpaMHu B OpraHax
MICLIEBOI BIIaOH;

Tema 5. JlokymeHTanbHe OGOPMIICHHS: y4acTi Y KOHKYpCI JEp>KaBHUX CIYXOOBIIIB, MPOBEACHHS
arecTallii, MiABUIICHHS KBajidikaiii KaJpiB B OpraHax JepXKaBHOTO YIPABIIHHS Ta MICIEBOIO
CaMOBPSTyBaHHS;

Tema 6. OcobaMBOCTI BeIeHHS 0COOOBUX CIIPaB JCPKABHUX CIYKOOBIIB B OpraHax BIaJH;
Tewma 7. [InanyBanHs poOOTH B OpraHax BIIaJIu;

Tema 8. Tlopsa0K MATOTOBKH, MPOBEICHHS Ta JTOKYMEHTAILHOTO O(hOPMIICHHS amapaTHUX Hapas,
3acijaHb, 300piB;



Tema 9. JlokymMmeHTyBaHHS IIsTTBHOCTI BUOOPUYMX KOMICIH Ta KOMICiH 3 pedepeHIyMIB ;

Tema 11. CyTHICTH Aep>kaBHOI Ta€EMHHII, OCOOIMBOCTI BiIHECEHHs 1HoOpMaIii 10 aepKaBHOT
TaEMHHIII

JIEP>KaBHOTO YIIPaBJIiHHS,
Tema 12. Oxopona Ta po0oTa 3 JOKYMEHTaMH, 110 MICTATh JEp>KaBHY Ta KOMEPLIHHY TAEMHUIIIO;
Tema 13. CytHicTh KOH]IIEHIIIHOT iHpOpMAILii, 1110 € BIACHICTIO ACP)KaBHU;

Tema 14. OxopoHa Ta poOoTa 3 JOKyMEHTaMH, IO MICTATh KOH(DiAEHIIHHY iHpopMaIliio, IO €
BIIACHICTIO JICP>KaBH.

13. PexoMeHa0BaHi HABYAJILHI BUTAHHS:

1. IranoBa T.B., Ilimmyona JLII. JlutoBoACTBO B OpraHax JEpskaBHOTO YIIPABIIHHS Ta MICIIEBOTO
camoBpsiyBanHst: [linpyunnk Kui: 3nanns, 2007.

2. Iranosa T.B., ITimmyona JLIT. Mynitmmanese aitoBozactBo Kuis, JInGims, 2004.

3. Kysementko B. OcHoBu iH(pOpMaIHHUX TEXHOJIOTIA Ta mporpamyBanHs: Haeu. moci0. PiBHe:
HVYBITI, 2011.

4. Kymmnapenko H.H. [loxkymenrosenenue K.: 3nanns, 2008.

5. Marsienko O.B. LHuin M.H. Indopmariiine 3abe3nedeHns nepxkaBHoOro ynpasiaiHas: Hapu.
noci6. K.: Lleatp yuboBoi nitepatypu, 2010.

14. 3ananoBaHi BUAM HABYAJLHOI JiIJILHOCTI TA METOAM BUKJIATAHHS:
32 roa. nekuiit, 16 rox. npakTHUHUXX poOiT, 60 Toxa. camocTiiiHoi podoTu. Pazom — 108 rox.

OCHOBHMMH METOJAMH HAaBUaHHs €: JICKI[ii, MPOBOKAIliiHI MUTAHHS, CUTYAIlilHI 3aBIaHHs, AIOBI
irpH, MpaKTUYHI 3aBJIaHHs, HAYKOBa po0oTa.

15. ®opmu Ta KpuTepii ONIHIOBAHHSA:

OriHroBanHsA 30iHCHIOETHCS 3a 100-0aJIBHOIO MIKAIOKO.

[TimcymKoBHi1 KOHTPOJIB: 3aJIiK B KiHIII 6 CEMECTpY.

[Torounuii kouTposs (100 GaniB): TecTyBaHHS, OMUTYBAHHS, TECTH, IPAKTUYHI 3aHATTS

16. MoBa BuKJIalaHHSI: YKPaIHCHKA.



OIMIUC HABYAJIBHOI JIUCHUILJITHA

1. Code: CIIII 4;
2. Title: Office management in public administration and local government

. Type: compulsory

. Higher education level: the first (Bachelor's degree);

. Year of study, when discipline is offered: 3;

. Semester when studying discipline: 6;

. Number of established ECTS credits: 3;

. Surname, initials of the lecturer / lecturers, scientific degree, position: Malanchuk Larysa
Oleksiyna, Ph.D., associate professor of the Department of Public Administration, Documentation
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and Information Activity;
9. Learning outcomes:

- to prepare and execute organizational and administrative and personnel documentation;

- document the activities of collegiate bodies of state administration and local self-government;
- To make appeals of citizens to state authorities;

- work with documents containing state secrets and confidential information owned by the state.

10. Forms of organization of classes: study lessons, independent work, practical training, modules
and credits.

11. Disciplines preceding the study of the specified discipline: paperwork, document
management, personnel records;

12. Content of the course:

Topic 1. General characteristics and classification of organizational and administrative
documentation on a functional basis;

Topic 2. Features of drawing up and registration of organizational and administrative documents;
Topic 3. Features of preparation of reference and information documents and their registration;
Topic 4. Features of the documentation of the organization of work with personnel in local
authorities;

Topic 5. Documentation: Participation in the competition of civil servants, conducting attestation,
training of personnel in the bodies of state administration and local self-government;

Topic 6. Peculiarities of conducting personal cases of civil servants in government bodies;

Topic 7. Planning of work in the authorities;

Topic 8. Procedure for preparing, holding and documenting the hardware meetings, meetings,
meetings;

Topic 9. Documenting the activities of election commissions and referendum commissions;

Topic 11. The essence of state secrets, especially the classification of information in state secrets
public administration;

Topic 12. Protection and work with documents containing state and commercial secrets;

Topic 13. The essence of confidential information that is the property of the state;

Topic 14. Safeguarding and working with documents containing confidential information owned by
the state.



13. Recommended editions:

1. Ivanova T.V., Poddubna L.P. Office work in public administration and local
government: Textbook Kyiv: Knowledge, 2007.

2. Ivanova T.V., Poddubna L.P. Municipal office Kiev, Lybid, 2004.

3. Kuzmitko V. Fundamentals of Information Technology and Programming: Teaching.
manual Rivne: NUVGP, 2011.

4. Kushnarenko N.N. Documentation K.: Knowledge, 2008.

5. Matvienko O.V. Tsivin M.N. Information Support of Public Administration: Teaching.
manual K .: Center for Educational Literature, 2010.

14. Planned types of educational activities and teaching methods: 32 years lectures, 16 hours
practical work, 60 hours. independent work. Together - 108 years.

The main methods of teaching are: lectures, provocative questions, situational tasks, business
games, practical tasks, scientific work.

15. Form and evaluation criteria: The evaluation is carried out on a 100-point scale.
Final control: completion at the end of 6 semester.
Current control (100 points): testing, surveys, tests, practical classes

16. Language of teaching: Ukrainian.



