OIIIUC HABYAJIBHOI JUCHUILITHA

1. Kon: ®II-3
2. Ha3sBa «/linesicmuyHi 0CHOBU OOKYMEHMO3HABCMEA» (029 Ingpopmayiiina, 6ibriomeuna ma apxiena
cnpaea (YnpasninHs iIHQOPMAYIUHUMU KOMYHIKAYIAMU).
3. Tun: 0606 a3xosa.
4. PiBenb BUIIOL OcBiTH: [ (baxanaspcoKuil).
5. Pik HaBYaHHS$, KOJIM NPONOHYETHCA AMCHUILIIHA: [-1i.
6. CemecTp, KOJIM BUBYAETHCS IUCHUILTIHA: 2.
7. KiabkicTts BcTanoBJeHuX KpeautiB EKTC: 4.
8. IIpi3Buine, iHiniaam gekTopiB: kano. ¢ginon. nayk, ooyeum Lluiixa C.B.
9. Pe3yJibTaTH HABYAHHA
ITicaa eusyenns OuCyuniinu cmyoeHm noguHen 6ymu 30amHum.
® cxaadamu CaysHcb608i OOKYMEeHmMU PIZHUX MUNie, NpasuibHO 00OUPAOYU MOBHI 3aCO0U, WO
penpeseHmyoms ixuio cneyuixy,
®  3aCcmoco8ysamu HOPMU CYYACHOI YKPAIHCbKOI 1imepamypHoi Mosu nio 4ac YKIA0aHHAsS ma
peoazy8anus meKCcmis cayiHcoo8ux OOKyMeHmis,;
® peodazysamu, KOpucsysamu ma nepekiaoamu mekcmu OOKyMeHmie;
® 3acmocosysamu KOMN 1OmepHi mexHon02ii 0l ni020mMo8KU OOKYMEHMIE.
10. ®opmu opranizauii 3aHATh: 1eKyii, CeMiHAPCbKI 3aHAMMSA, CAMOCMIUHA PpOOOMA, KOHMPOIbHI
3ax00u.
11. JucuunjiHu, 1o nepeayoTh BHUBYEHHIO 3a3HAUYEHOI AUCHUIUIIHU: «Vkpaiucvbka moea (3a
npoGeciinum CAPIMYBAHHIM)»
12. 3mict Kypey: «/linegicmuuni 0CHO8U OOKYMEHMO3HABCMBAY SK MEOPemuKo-npuKkiaona
HaguanvHa oucyuniina. Komywikamueni 3acadu  0inogoeo  cminkyeéanus. Cmunicmuuna
ougepenyiayisn ykpaincokoi nimepamypuoi mosu. Ogiyitino-0inouti cmuib K CMUlb CILyHO08UX
ooxkymenmis. Texcm cyuachoeo cnyxrcb606020 O0oxymenma. Komnosuyitini ocobaueocmi mexcmy
ookymenma. Jlexcuuni ocobaueocmi 0dinosoeo mekcmy. @Ppaszeonocia 0in06020 mMeKcmy.
Mopdghonoziuni  ocobausocmi mexcmy Ookymenma. CuHmaxcuyni 0codOIUBOCMi  CLyHCOOBUX
ookymenmie. Opgoepagis ooxkymenmuoi moeu. Ilynkmyayiss O0oxymenmnoi mosu. Moeni
ocobausocmi  cuysHc608ux Ooxymenmie piznux epyn. Pedacysanus oOoxymenmis. Iliocomoska
0oKymMenmie 3a 00nomozor xomn'tomepa. Komn’tomepui mexwnonocii niocomosxku mabaudnux
Oooxymenmie. Komn romepHi mexnono2ii 00pooOienHs mekcmis OOKyMeHmIs.
13. PexoMeHa0BaHi HABYAJILHI BUTAHHSA:
1. Mampax A. B. Ykpaiucbke 0OKyMeHMYSAHHSA. MO8A MA CMULb & HABY. NOCIOHUK. — 3-€ 6ud. /
A. B. Mampax — K. : [Jenmp naeuy. nimepamypu, 2004.
2. Mayvko JI. I. Cmunicmuxa 0ino6oi mosu i pedacy8anHs OOKYMeHMi8 @ HAY. NOCIOHUK /
JI I. Mayywxo, JI. B. Kpaseyw, O. B. Conoamxina. — K. : Yu-m « Yxpaina», 2004.
3. llobepescvka I'. I'. Jlingicmuuni 0CHOBU OOKYMEHMO3HABCMBA MA IHGHOpMAYiUHOT JisibHOCII !
naey. nocionux / I'. I'. [lobepesvka, 1. M. Boruneys / 3a peo. 1. I1. FOwyka. — K. : 3uanus, 2008.
14. 3an1aHoBaHi BUIH HABYAJILHOI JiJILHOCTI Ta METOAH BUKJIAJTAHHS:
22 200. nexyiu, 20 200 .ceminapcbkux 3ansamo, 78 200. camocmitinoi pooomu. Pazom — 120 200.
Memoou  euxknadanua:  iHGhopmayiuHO-iMIOCMpamMusHull, — NPoOIeMHO20  GUKIAOY,  6HpAslU,
cnocmepediCeHHs U AHANi3 MOBHUX ¢hakmis, MemoO NpoeKkmis, SUKOPUCAHHA KOMN 1OMeEpPHUX
MexXHON02IU.
15. ®opmu Ta KpUTeEpii OUIHIOBAHHS:
Ouiniosanns 30itichioemscs 3a 100-6anbHoto wkanoio.
1TiocymKkosuii KOHMpOaL: 3aiK.
THlomoynuti xonmpons (100 6anig): oyiHO8aHHA YCHUX | NUCOMOBUX BI0N0GIOel HA NPAKMUYHUX
sanammsx (90 banis), mooyrvHa koumponvHa poooma (11 banis).
16. MoBa BUKJIAJaAHHS — VKPAIHCHKA.
3aBigyBad kadenpu yKpaiHO3HABCTBA
KaH[l. QiI0I. HAYK, TOIICHT JI.JI. ManeBuu



DESCRIPTION OF EDUCATIONAL DISCIPLINE

1. Code: FP-3;
2. Title: "Linguistic Foundations of Documentation" (029 Information, library and archival affairs
(Information communication management);
3. Type: Required,
4. Higher education level: I (Bachelor);
5. Year of study, when the discipline is offered: 1;
6. Semester when the discipline is studied: 2;
7. Number of established ECTS credits: 4;
8. Surname, initials of lecturers: Cand. filol Sciences, docent Shyika S.V.
9. Learning outcomes
After studying the discipline, the student must be able to:
» to create service documents of different types, correctly selecting the language means,
representing their specifics;
* apply the norms of contemporary Ukrainian literary language when making and editing texts of
official documents;
» edit, correct and translate the texts of documents;
* apply computer technology to prepare documents.
10. Forms of organization of classes: lectures, seminars, independent work, control measures;
11. Disciplines preceding the study of the specified discipline: "Ukrainian language (by
professional orientation)";
12. Contents of the course: "Linguistic foundations of document science" as a theoretical and
applied educational discipline. Communication principles of business communication. Stylistic
differentiation of the Ukrainian literary language. Official-business style as a style of service
documents. The text of a modern service document. Compositional features of the text of the
document. Lexical features of business text. The phraseology of business text. Morphological
features of the text of the document. Syntactic features of service documents. Spelling of document
language. Punctuation of document language. Language features of service documents of different
groups. Editing documents. Preparing documents using a computer. Computer technologies for
preparing table documents. Computer technologies for processing text documents.
13. Recommended educational editions:
1. Mamrak A.V. Ukrainian Documentation: Language and Style: Teaching. manual. - 3rd form. /
A.V. Mamrak - K.: Center for Teachers. literature, 2004.
2. Matsko L.I. Stylistics of business language and document editing: curriculum. manual / L. 1.
Matsko, L. V. Kravets, O. V. Soldatkin. - K.: Unt "Ukraine", 2004.
3. Poberezskaya GG Linnist fundamentals of documentation and informational activity: teaching.
manual / G.G.Poberezk, .M. Volynets / ed. I. P. Yuschuk. - K.: Knowledge, 2008.
14. Planned types of educational activities and teaching methods:
22 years lectures, 20 years of seminars, 78 years. independent work. Together - 120 years.
Methods of teaching: informative and illustrative, problem statement, exercises, observation and
analysis of linguistic facts, method of projects, use of computer technologies.
15. Forms and evaluation criteria:
The evaluation is carried out on a 100-point scale.
Final control: score.
Current control (100 points): assessment of oral and written answers in practical classes (90 points),
modular control work (11 points).
16. Language of teaching: Ukrainian.

Head of the department: Lesya Malevych, PhD, associate professor



