QE HauioHanbHUI TEXHIYHUIA yHiBepcuTeT YKpaiHu
ag «KUIBCbKMUIA MONITEXHIYHUIA IHCTUTYT

imeHi ITOPA CIKOPCbKOTO»

Kadepnpa Teopii Ta npakTnkm
ynpasJliHHSA

AINoBOACTBO, PEOEPEHTCbKA TA O®ICHA

AIANbHICTb

Po6oua nporpamMa HaBYya/sbHOI Aucuunainu (Cunabyc)

PiBeHb BULLOiT OCBiTH
Fanysb 3HaHb
CneuianbHicTb

OcBiTHA nNporpama
CraTtyc gucuuniiim
®dopmMa HaBYaHHSA

Pik niaroroBku, cemectp
O6¢ar gucumnniim

CeMecTpOBUi1 KOHTPOJIb/
KOHTPOJIbHI 3axoam

Po3knapg 3aHATb
MoBa BUKNagaHHs

PeKBi3uTH HaBYa/IbHOT AUCLUNAIHU

MepLuuli (6akanaspcbKuli)

28 lMy6aiyHe ynpaBaiHHA ma agMiHicmpyBaHHS
281 lNy6aiyHe ynpaBaiHHS ma agMiHicmpyBaHHS
AaMiHicmpamuBHUU MeHeXKMeHm
HopmamusHa

3ao4Ha

4 Kypc, oCiHHil cemecmp

4 kpegumu ECTS / 120 rog.

Jlekuii - 8 rog., MpakmuyHi 3aHImms - 4 rog.,
JlabopamopHi 3aHamms - 2 rog., CPC - 106 roga,.
ExksameH / MKP, IKP

3a noknukarHaMm: https://schedule.kpi.ua/
YKpaiHcbKa

JNekTop: cmapLuuti BUkaaaay Kkadeapu meopii ma npakmuku ynpasaiHHS, K. nej.
H., Fepmatu KOnis OnekciieHa, bryl.yuliia@Ill.kpi.ua

MpaKTUYHI 3aHATTA: cmapLuuti BUKAAAAq kadeapu meopii ma npakmuku
ynpasAiHHSA, K. ne. H., Fepmatu KOnist OnekciiHa, bryl.yuliia@lll.kpi.ua

IHdopmauis npo
KepiBHMKa Kypcy /
BUKJIagaudiB

CmBoproembcs Classroom y cepegoBulli Google Workspace. [laHi ans gocmyny
A0 Kypcy Hagarombcs 3406yBavyam BULLIOT OCBIMU nepes No4YamKoM HaB4a1bHOMo
cemMecmpy.

PosMileHHs Kypcy

Mporpama HaBYa/IbHOI AUCLUNIHM

1. Onuc HaBYaNbHOI AUCUMUNIHMK, i MeTa, NpeaMeT BUBYAHHSA Ta pe3y/ibTaTu HaBYaHHSA
MpeaMemoM HaB4yabHOI AgucUunNAiHU «[linoBoacmBo, pedepeHMcbKka ma opicHa AisiibHICMb» €
BUBYEHHS MpUHLUMIB, MeMo/iB ma mexHoJorili opraHisadii JokyMeHmMoobiry (3okpema eleKmpoHHOro
JOKYMeHmMoobiry), [AOKyMeHmyBAHHSA YNpas/iHCbKOI iHpopMauii ma opradisauis pobomu 3
JIOKYyMeHmamu B rnpoueci 34iUCHeHHs ynpasiiHHS, a MAKoXX npodgeciliHux oboB's3KiB pedpepeHma i
odicy.

KoMnemeHmHocmeu, HeobXigHUX A1 epeKMUBHOIro BUKOHAHHSA Ain0BOAHUX GYHKUIU ma nigmpuMKu

npauiBHUKa HaBuyanbHa  pgucuunniHa cnpsMOBAHA HA  POPMYBAHHS  npogecitiHux
sIKicHOi ogicHoI gisabHocm.

OCHOBHOK MemOoto HABYA/IbHOI AUCLUNAIHU € GOPMYBAHHS 3HAHb LLIOAO 3dCas JOKYMeHMYBAHHS
ynpasaiHCbKOi  iHpopmMauii ma opradizauii pobomu 3i cay>kboBumMu JOKyMeHMamu 3 Memoro
HanaroA)KeHHs 6inbll edpekmuBHOi cucmeMu AoKyMeHmaduitiHoro 3ab6esneqyeHHs YrnpaBaiHCbKOI

AissibHocmi, ocobauBocmell opradisadii pegpepeHmMcbKoi ma odicHoi AisabHOCMi, meopemuyHux i


https://schedule.kpi.ua/

MPUKAaQHUX dacrekmis iHpopMmauiltiHo-goKymeHmaditiHoro 3abesnedyeHHs ma 6e340KyMeHMHOro
06C¢/1yroByYBAHHS YNpas/liHCbKOI AisiibHOCMI.

Y pe3ysibmami BuB4eHHs 6yaymeb 3406ymi HABUYKU i3 3aCMOCYBAHHS HOPM i NpaBu CKAAAAHHS
ma opopMaeHHS AOKYMeHMIB y npoueci peanizauii pyHKUIU yrnpaBaiHHAS ma npogecitiHoro crisiKyBaHHs;
OMNAaHyBaHHs nputioMiB pauioHanbHOi pobomu 3 JOKYMeHmamu ma opradisauii JokymMeHmMoobiry;
BUKOPUCMAHHS CUCMEM e/IeKMPOHHOIro J0KyMeHmMoobiry; BUKOPUCMAHHS iIHCMPYMeHMIB i Cy4acHUX
mexHoJiorit peanizauii pepepeHmMcbKUX GYHKLIU 3 NigromoBKuU i npoBeeHHs 3axojiB i3 iHpopmaditiHo-
KOHCY/IbmAmuBHOIro,  OPraHi3auitiHoro, MPOMOKO/IbHOIro,  KOMYHIKAUiUHOrO ~ma  mexHi4HOro
3a6e3ne4eHHs K ynpasBaiHCbKOI AisisibHOCMI, mak i npodgecitiHoi AisbHOCMI KepiBHUKA.

HaByanbHa aucuuniiHa makoxx crnpusie popMyBaHHIO y 306yBadiB BULLLOI OCBIMU 3ardsibHUX i
¢daxoBux KomnemeHmHocmeu:

3aranbHi KoMmnemeHmHocmi (3K)
3K 07. 3gamHicmb naaHyBamu ma ynpas/isimu 4acom.
3K 08. BMiHHS BUSIBIAMU, cCmaBumu ma BuUpiLLyBamu npo6.iemu.
3K 09. 3gamHicmb Ao noluyKy, 06pobaeHHs ma aHanisy iHpopmadii 3 pi3HUX a>kepe.
3K 10. 3gamHicmb cninkyBamucs Aep><aBHOK MOBOH SIK YCHO, MAK i MUCbMOBO.
3K 12. HaBuyku MixkocobucmicHoi B3aemoii.
3K 13. 3gamHicmb cniakyBamucs 3 npeACcmAaBHUKAMU (HLIUX npogeciliHux rpyn pi3Horo piBHA (3
eKkcrepmamu 3 iHwux raaysel 3HaHb/BUAIB Aifi/IbHOCMI).

®daxosi koMmnemeHmHocmi (PK)
®K 03. 3gamHicmpb  3abe3nedyBamu  AOMPUMAHHS HOPMAMUBHO-MPABOBUX MA MOPA/ibHO-emUuYHUX
HOpPM roBejiHKU.
®K 04. 3pamHicmb BUKOpUucmoByBamu B rnpoLeci NiromoBKU i BIPOBAAXKeHHS YNpaBAiHCbKUX pilleHb
cyyacHi IKT.
®K 05. 3gamHicmb BUKOpUCMOBYBAMU cUCMeMy eJIeKMPOHHOIo JOKYMEHMOoooiry.
®K 06. 3gamHicmsb 3giticHroBamu iHpopMauitiHo-aHalimuyHe 3a6e3neqyeHHs ynpasBaiHCbKUX MPOLECiB i3
BUKOPUCMAHHSAM Cy4dCHUX iHpopMaLitiHux pecypciB ma mexHooriu.
®K 07. 3gamHicmb po3pobismu makmu4Hi ma onepamusHi NAAGHU yrpasaiHCbKOI AisisibHOCM.
®K 08. 3gamHicmb romyBamu npoeKkmu ynpasaiHCbKUX pilleHb ma ix BpoBaa>KyBamu.
®K 09. 3gamHicmb BnNpoBaaXKyBamu iHHOBALitiHIi mMexHoAorii.
@K 15. 3pamHicmb opraHizoByBamu egpeKkmuBHy ynpasaiHCbKY AisabHiCmb i 3a6e3nedyBamu CynpoBif
npogecitiHoi aisabHOoCMi KepiBHUKA opraHi3aldii.
®K 16. 3gamHicmb O BUKOHAHHSI OCHOBHUX BUZIB pobim i3 goKyMeHmauiliHoro 3abesnevyeHHs ma
6e3/10KyMeHMHoro ob¢/1yroByBaHHs yrpaBaiHCbKOI Aisi/IbHOCM.

Micna onaHyBaHHsA Hae4asabHOi aucuunaiHu «/[inoBogcmso, pedepeHmcbKka ma odgicHa
AisbHicmb» 34006yBayi BULLIOT 0OCBIMU Maromsb npoaeMoHCmMpyBamu HacmynHi pe3yibmamu HABYAHHS:
MPH 10. YMimu KopucmyBamucs CuCmemoto eJleKmpoHHOIro AOKYMeHmMooobiry;

MPH 11. YMimu 3aiticHroBamu noLUuyK ma y3araibHeHHs iHpopMadii, pobumu BUCHOBKU i popmyaroBamu
peKoMeHaLlii B MexKax CBO€Ei KomnemeHLuii;

MPH 20. YMimu  peanizoByBamu  3axofu  OPradi3auitiHoro, rnpomoKoJIbHOro mad mMexHi4YHOro
3a6e3ne4yeHHs yrnpaBaiHCbKOI gisabHOCMI.

N23/n Pe3synabmamu HaB4aHHA Memoau HaB4aHHA dopmu ma memoju
OUHIOBAHHS




1 YMimu  KopucmyBamucsi  cucmeMolo | caioBecHi: neKuis, po3nosiab, | popmu:  nekui, NPAKMuUYHi

e/1IeKMpPOHHOr o OKYMeHmMooobiry. nosicHeHHs, 6eciaa, Aauckycii, | (cemiHapcbki) 3aHImMms4,
KOMEeHMYBAHHS,; KOHcyibmadli, camocmitiHa
HAOYHI: iNntocmpyBaHHA, nokas | poboma cmyaeHmiB;
caatigis, npeseHmakdit; | Memoau: ek3ameH, MoAy/bHA
NPAaKmMu4Hi: poboma 3 | KoHmposbHa poboma, AoMalLHS
HABYa/IbHOWO  Jimepamypoto, | KOHMpPoibHA poboma,
mekcmom, mMemoJ | iHauBigyaabHe 30BAAHHS,
pempocnekuii, Memoa | eKcnpec-onuUmMyBdAHHS,
npo6ieMHUX cumyadit, | onumyBaHHs 3a memoto

4YACMKOBO-MOLLUYKOBI  Memogu, | npakmuyHoro  (ceMiHapcbKoro)
JocaigHULLLKI Memoau, MemoJj | 3aHamms, BUKOHAHHSA 3aBAAHb

AKMUBI3yHHUX 3anumade, | camocmitiHoi po6omul.
Memos BUKOPUCMAHHS
>KUMMEBOIo Aocsifny,

nigromoBsKa npe3eHmatdit.

2. YMimu  3gilicHroBamu  MowyK  ma | caoBecHi: nekKuis, po3snosigb, | popmu: Nekuil, NPAakKmMuyHi
y3arajibHeHHs  iHpopmalii, pobumu | nosacHeHHs, 6eciga, Auckycii, | (cemMiHapcbki) 3aHaMms,
BUCHOBKU i popMyitoBamu pekomeHaauii | KoOMeHmMyBaHHS; KOHCyibmadii, camocmitiHa
B Me>Kax CBO€El KoMnemeHLii. HAOYHI: iNntocmpyBaHHs, nokas | poboma cmygeHmiB;

cnaliais, npeseHmatditi; | Memogu: eKk3daMeH, MoayJ/bHA
NPAaKMu4Hi: poboma 3 | KoHmposbHa poboma, AoMallHs
HABYasbHO  Jimepamypoto, | KOHMpPOoibHA po6boma,
meKkcmom, mMemoy | iHAUBIgyaabHe 30BAAHHS,
pempocnekLii, mMemoa | ekcnpec-onumyBAHHSA,
npo6eMHUX cumyauid, | onumyBaHHs 3a memoto

4acmKoBO-MOLLYKOBI  Memogau, | npakmuyHoro  (ceMiHapcbkoro)
AOCAiAHULLKI Memoau, MemoJ | 3aHSImms, BUKOHAHHS 3ABAAHb

AKmMuBI3y4ux 3anumaxe, | camocmitiHoi po6omu.
Memog, BUKOPUCMAHHS
>KUMMEBOIo AocBiay,

niaromoBka npe3eHmatdiiu.

3 YMimu peanizoByBamu 3axo4u | cnoBecHi: Jfekuis, po3nosiab, | popmu: Nekuil, MPAKMuyYHi
opraxisauitiHoro, MPOMoKoJbHOro ma | noscHeHHs, 6eciga, Auckycii, | (cemMiHapcbki) 3aHaMms,
mexHi4YHoro 3a6e3ne4yeHHs1 | KOMeHMyBAHHS; KOHCY/ibmauii, camocmitiHa
YNpABAiHCbKOI Aiisi/IbHOCMI. HAOYHI: intocmpyBaHHSA, nokas | poboma cmyaeHmiB;

cnadgis, npeseHmaditi; | Memogu: exk3ameH, MoOAY/bHA
NpaKmuyHi: poboma 3 | KoHmposbHa poboma, AoMaALLHS
HABYA/IbHOKO  Jlimepamyporo, | KOHMPOJIbHA poboma,
mekcmom, Memoy | iHAuUBIAyaabHe 3aBAAHHS,
pempocnekuir, Memojs | ekcnpec-onumyBAHHSA,
npo6.ieMHUX cumyauid, | onumyBaHHs 3a memoto

4YacmMKoOBO-MOLLYKOBI  Memogu, | npakmuyHoro  (cemMiHapcbkoro)
AOC/AHULLKI Memogu, Memos | 3aHImms, BUKOHAHHS 3dBAAHb

AaKMuUBI3yHOYUX 3anumate, | camocmitiHoi pobomu.
Memoj BUKOPUCMAHHS
>KUMMEBOro AocBiay,

niaromoBKa npe3seHmatdiu.

2. MNpepeKBi3uTn Ta NOCTPEKBI3UTU AUcCLUNNiIHU (MicLe B CTPYKTYPHO-/IOTi4YHI cXeMi HaBYaHHS
3a BiiNOBiAHOO OCBITHHLOIO NPOrpamoio)

HaByanbHa pucuuniiHa Mae MiKAUCLUMNAIHAPHUU Xapakmep ma iHmerpye 3HAHHS 3 [HLIUX
OCBIMHIX i HaykoBuX ranay3el: nybaidYHOro ynpasaiHHA mMa agMiHiCmMpyBAHHS, MeHeaXXMeHmy,
JIOKyMeHmMo3HAaBcmsaa, iHpopmaditiHoi ma apxiBHoi cnipasu, npasa, motLo.



BignoBigHo A0 cmpyKmypHO-/10ri4HOI cxeMu nporpamu nigromosBku ¢axiBus 3 ny6ai4HOro
ynpasaiHHS ma aaMiHicmpyBaHHS HABYAAbHIU AucuuniiHi «flinoBogcmso, pepepeHmcbka ma ogicHa
AisabHicmb», 6e3nocepeaHbO, Mepeaytomb AUCLUNAIHU:  «YKpdiHCbKa MoBA 3a MpodgeciliHUM
CcripsMyBaHHAM», «LlugpoBi mexHonorii B ynpasAiHHi», «[lep>kaBHi iHpopmaulitiHi  pecypcu ma
e/IeKMpPOHHI nocayru».

OmpuMaHi NPaKmMuYHi HABUYKU Ma 3aCBOEHI MeopemuYHi 3HAHHS Nif 4ac BUBYEHHS HABYA/IbHOI
AucuunaiHu MOXXHA BUKOpUCMOBYBAmu B noAad/ibLLIOMY Nif Yac NigromoBKu KBanigikauitiHoi po6omu.

Heo6xigHi 3HAHHS ma HABUYKU A/15 YCMILLHOIo 3dCBOEHHS AUCLUNIHU:
YKpaiHcbKa MoBa;
IHo3emMHa MoBa (noyamkoButi abo 6a30Bul piBeHb aHrAilicbKoi MOBU).
BukopucmaHHs meKkcmoBoro peaakmopa;
BukopucmaHHs pegakmopa A5 CMBOpPeHH mabaullb;
BukopucmaHHs pegakmopa A5 CmBOpeHHs npe3eHmadid;
BukopucmaHHs pegakmopa Ans cmBopeHHs nybaikadid.

3. 3MicT HaBYaNbHOI AUCUMNAIHK

Tema 1. [linoBoaCMBO 8K CYKYIMHICmb [MpoOLEeCiB  AOKYMEHMYBAHHS ma opradHizauii pobomu 3
JOKYMeHmamu.

Tema 2. [lokymeHmM $5K 3aci6 peanisauii epekKmuBHOI ynpaBAiHCbKOI AisiibHOCM.

Tema 3. [lokyMeHMYBAHHSA yNpaBaiHCbKOI AisIbHOCMi Ma opradisatis pobomu 3 JOKYyMeHmamu.

Tema 4. [loBiakoBo-iHpopMaditiHi,  opraHi3auitiHo-po3nopsa4di  AOKYMeHmu  ma  JOKyMeHmu
KoJieriaibHUX opraHiB: 3arajabHa Xapakmepucmuka, Bugu, ocobauBocmi cKnagaHHS ma opopMaeHHs.
Tema 5. OpraHizauis ma BrpoBaaX<eHHs eleKMpPOHHOIro JOKyMeHmMoobiry: ocobauBocmi, nepesaru ma
@YHKUiOHANbHICMb cucmem.

Tema 6. PecpepeHmcbka ma oicHa gisabHicmb B cucmeMi yrnpasaiHHA.

Tema 7. NpogecitiHi KomnemeHLuii pedpepeHma B ynpaBAiHCbKIU AisbHOCMI: CynpoBig ma nigmpumMka
AisAbHOCMI KepiBHUKA.

Tema 8. OpraHizauis ma gokymMeHmaluitiHe 3a6e3nedyeHHs o@ililiHUX ynpaBaiHCbLKUX 3aXoAiB: Hapaau,
c/1y>K60Bi neperoBopu ma ogiuitiHi 3ycmpidi.

Tema 9. CyqyacHi meHpfeHUii B opradisauii ogicHoro npocmopy: Big Au3aliHy [0 KOpropamuBHOI
Ky/Zlbmypul.

4. HaB4yanbHi MaTepianu Ta pecypcu
4.1. Ba3oBa nimepamypa:

1. BepumenbHuk C. M. [linoBogcmBo ma AoKyMeHmMoobir : Hasy. nocibHuk. Kuis : MY, 2024. 261 c.
URL: http://repository.mu.edu.ua/jspui/handle/123456789/6040
2. TopaieHko K.[. [inoBoacmBo B pobomi cekpemaps: npakmuyHuti nocibHuk. KHT, 2019. 304 c.

3. Josxxyk |l. B. [linoBoacmBo (3aranbHe, cneliasibHe): HaB4y.-MemoJ,. roci6. lNepescaas: JoMmbpoBcbKa
A. M., 2020. 353 c.

4. EneKmpoHHe ypsayBAHHSI mMa eNleKMpPOHHA AeMOKpamisi: Haey. nocib.: y 15 4. / 3a 3ar. pea. A.l.
CemeHnyeHKa, B.M. [pewnaka. K., 2017. YacmuHa 9: EnekmpoHHUU AOKYMeHMOooObir. PeiH>XXUHipuHr
aaMiHicmpamuBHUX npolieciB B opraHax ny6aiyHoi saaau / [C.I1. KaHasoba, P.M. Mamgitiuyk, .M.
Cupgoposud, .M. MycieHko]. K.: ®OlN MockaneHko O. M., 2017. é4 c.

5. KysbmeHko Mukona CyyacHe ginooacmso B YKpaiHi: MpakmuyHi nopagu. K.: LleHmp HaByasbHOI
nimepamypu, 2020. 260 c.

6. OdicHuli MeHea»kMeHm : Hasu. noci6. / J1.1. CKibiukKa, B.l. LenkyHos, T.B. CiBawieHko, HO.M. Yu4kaH-
Xninoska. K. : «LleHmp y460Boi nimepamypu», 2019. 616 c.

7. [Tanexa KO. I., AnekceeHko K. M., 3o03yns H. KO. Komn’tomepHi mexHoAorii B Ai0BOACMBI: HABYA/IbHO-
npakmu4Hul nocibHuk. K. : BugasHuumso Jlipa-K, 2025. 294 c.

8. [llanexa KO.l. 3aranbHe Aino0BOACMBO: Meopis Ma NPAKMuKa KepyBAHHS JOKYMeHMAL€r i3 3araabHuUX



http://repository.mu.edu.ua/jspui/handle/123456789/6040

NUMAadb: HAB4a/bHUU MOCi6HUK. BUj. 4-me (BunpasneHe i gonosHeHe). K. : BugasHuumso Jlipa-K.
2019. 624 c. (Cepis nocibHUKIB 3 Ky/ibmypu Ai10BOACMBA).

4.2. logamkoBa nimepamypa:
be3kpoBHuUli M.®., Kponuska M.®., lNanexa KO.l., IuieHko T./[1. KepyBaHHSA AOKYMeHMAui€ro: niapy4HUK
/ 3a 3aranbHow pepakuieto npod. Manexu K. I. K. : BugasHuumso Jlipa-K. 2022. 296 c. (Cepis:
"LlinoBoAcmMBO B iHpopMaLiliHo-KoHCyAbmauitiHit gisabHocmi").

. [ACTY 4163:2020. HauioHanbHuti cmaHgapm «[lep>xkaBHa YHi¢pikoBaHa cucmema AoKymMeHmallii.

YHi¢ikoBaHa cucmema opraHisauitiHo-po3nopsayoi goKymeHmadii. Bumoru go opopmaeHHs
AokyMeHmiB. [YuHHuli Big 2021-09-01]. Bug. o¢iu. KuiB: TK 144; YHAOIACA. URL:
https://zakon.help/article/nacionalnii-standart-dstu-41632020-derzhavha ?menu=382.

OpraHi3auis gisnbHocmi gep><kaBHoro cay><6oBus / M. KaHaBeupb, HO. Jluxay, A. Kykyn, B. JiBak, I.
PouyuH, O. BymeHko. K. : LleHmp aganmadii gep><aBHoi cay>kbu go cmaxaapmis €spornelicbkoro
Coro3y, 2018. 320 c.

Manmentok M.I. [linoBe cnifikyBaHHS ma Ky/ibmypa MOBJIeHHS: HaB4YAibHUU NocibHUK. BugaBHULIMBO:

LY/1, 2019. 224 c.
PernameHnm opratisauii B3aemogii opraHiB BUKOHABYOI BIGAU B e/leKMPOHHIU popMi: 3amBepa>KeHo

nocmaHoBoto KabiHemy MiHicmpiB  YkpaiHu Big 17 ciyHs 2018 poky N2 55, URL:
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n1251.
TunoBa iHCMPYKLis 3 Ai0BoACMBA B MiHICmepcmBax, iHLIUX LeHmMpasabHUX ma MiclieBux opraHax

BUKOHABYOI BAGAU: 3amBepayKeHo nocmaHoBoro KabiHemy MiHicmpiB YkpaiHu Big 17 ciyHs 2018
poky N2 55. URL: https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n593.
TunoBa iHCMPYKLUiS 3 JOKYMEHMYBAHHS YMpaBAiHCbKOI iHpopmMaulii B enekmpoHHit ¢opMi ma

opradizauii pobomu 3 eleKmpoHHUMU AOKYMeHmMamu B [1i/IoBOACMBI, e/1IeKMPOHHOI0 MiXKBiJOMYOro
06MiHy: 3amBeparkeHo nocmaHoBoto KabiHemy MiHicmpis YKpaiHu Big 17 ciyHa 2018 poky N@ 55.
URL: https.//zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n18.

AxHo T. I1., KypesiHa I. O. KoHpaikmonoris ma meopis neperoBopis : Hasy. nocib. K.: LleHmp y460Boi

nimepamypu, 2019. 168 c.

HaB4YyanbHWUIN KOHTEHT

5. MeToaunKa onaHyBaHHS HaBYaJIbHOI AUcUUNAIHU (OCBITHBOrO KOMMOHEHTA)

JIEKUINAHI 3AHATTA

Ha3Ba memu nekKujii ma nepenik 0CHOBHUX MUMAHb

JloKyMeHmM sK 3aci6 peani3auii epekmuBHOi ynpaBaiHCbKOI gisnbHocmi.

1. CymHicmb noHsmMms « JOKyMeHmM», tioro OCHOBHi O3HAKU, BAacmuBocmi, QyHKLi.

2. Cknaaosi enemMeHmMu JokyMeHma. lNMoHsmms ropugu4Hoi HUHHOCMI JOKyMeHma.

3. Knacudgikauiss o0cHOBHUX OKYMEHMIB Y AiI0OBOACMBI: 3HAYEHHS, O3HAKU i rpynu.

4. YHijikauis ma cmaHgapmu3awis ynpasaiHCbKUX 4OKYMeHMIB.

5. llep>xkaBHuti Knacugikamop ynpasaiHCbKOI JOKYMeHmMALii: npu3HadyeHHs ma cmpykmypa.

JloKyMeHmMyBaHHSA ynpaBAiHCbKOI AifIbHOCMi ma opraHxisauis po6omu 3 JOKyMeHmamu.

1. Cknaa OCHOBHUX peKBi3umiB [OKYMeHmIiB: BUMOMU [0 CmMBOpPeHHSs ma o0QpOopMAeHHSs
pPeKBIi3UMIB JOKyMeHMIB.
2. baaHKu gokyMeHMIB: BUMOTIU [10 CKAAAHHS.



https://zakon.help/article/nacionalnii-standart-dstu-41632020-derzhavna?menu=82
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n1251
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n593
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n18

3. Bumoru ao cknagaHHs ma opopMaeHHs JOKyMeHMIB.

4. Peecmpalisi cny>k60BUX JIOKYMEHMIB: 3ara/ibHi MOJIOXKEHHS.

5. Opranizauis KoHMpPoto 3a BUKOHAHHSM JOKyMeHmMiB ma tioro mepMiHamu.

6. Ocobausocmi opradisauii pobomu 3 AOKYMeHmMamu, Lo Micmamb rpu¢d obmexkeHoro
aocmyny.

3. JoBigkoBo-iHpopmauiliHi, opraHisauiliHo-po3nopaa4yi AOKyMeHMu ma AOKymMeHmu
KoJleriasbHUX OpraHiB: 3arajibHa XapakmepucmuKd, Bugu, ocobiuBocmi cknagaHHsi ma
o¢popMIeHHS.

1. lMoHAMMSA ma OCHOBHI BUAU [0BiAKOBO-iHPopMaLiliHUX JOKyMeHMIB.
2. Bumoru pgo cknagaHHa i opopMeHHS A0BiAKOBO-iHPOpMALitiHUX [JOKYMeHmIiB (akmu;
JI0BiAKU; AOMOBIAHI, MOSCHIOKYI ma cay>K00Bi 3anUCKU; 3arnpoLLUeHHs ma OroJoLleHHs; NAaHu
ma 3Bimu).
3. llep>kaBHa yHigpikoBaHa cucmema opraxisauitiHo-po3nopsaayoi JokyMeHmatlii.
4. Knacudoikauis opraHizauitiHo-po3nopsa4oi sokyMeHmadii 3a QyHKLiOHAIbHOK 03HAKOI.
5. CknapgaHHs ma opopMaeHHs opraHi3auitiHo-po3nopsaaqux JOKyMeHmIB:
= OpraHisauitiHi JOKYyMeHmu: cmamym, noJIoXKeHHs, iIHCmpyKLUis, npasua.
= Po3nopsayi JOKyMeHmMu: MNocmaHoBd, yXBa/d, BKA3iBKU, HAKA3U, pPO3MopsAXKEHHS.
6. [lokymeHmaujitiHe 3abe3neyeHHs AisibHOCMI KoaeriaabHUX opraHis.

4, OpraHisauis ma BnpoBaj><keHHs1 eJleKMpPOHHOIro AOKYMeHmoobiry: ocobausocmi, nepesaru

ma ¢yHKLUioHanbHicmb cucmem.

1. CymHicmb noHSMmMs «eleKMpPOoHHUU JOKYMeHmM », Uioro oyHKLUii ma 03HaKu.

2. EnekmpoHHuti nignuc ma toro Baacmusocmi.

3. HopmamuBsHo-npaeoBa 6a3a 3 NUMAHb 3aCMOCYBAHHS e/1IeKMPOHHOIO AOKYMeHMoobiry.

4. MpuHuunu nobyaoBu ma GyHKLIOHYBAHHS cucmeM eIeKMPOHHOIo JOKYMeHMoobiry.

5. OcHoBHIi mexHosorii, BuUAU, @YHKLUIOHAIbHI MOXX/IUBOCMI, nepeBaru ma npobaemu
BMpPOBAAXKeHHs cucmeMu eJleKmpoHHOIro AOKYMeHmMooobiry.

6. EnekmpoHHuUl apXiB sIK CK/1a40Ba cucmeMu eJleKmpoHHOro JOKYMeHmMooobiry.

5. MpodeciliHi komnemeHuii pedpepeHma B ynpasaiHcbKili gisnbHocmi: cynpoBig ma nigmpuMKa
AifanbHOCMI KepiBHUKa.

1. Bumoru go npodeciliHux 3HaHb Ma HABUYOK pedepeHma, odic-meHeaKepa ma NMoMivyHUKa
KepiBHUKA B yMoBax LugppoBoi mpaHchopmaliii.
2. IHpopMmalditiHo-koHcyabmauitiHut ma gokyMeHmaditiHuti cynposis npodgecitiHoi gisabHocmi
KepiBHUKA.
3. Memoau ma iHcmpyMeHmMu A8 NAGHYBAHHS ma opraHisadii pobo4yoro AHs KepiBHUKA.
4. O60B's3KU pedepeHmMa 3 opradizauii nputiomy ma obcayroByBaHHs BiaBiaysadyis. YaliHo-
KaBoBUU emukem.
5. 3abesneyeHHs KoHQIgeHUiliHocmi ma npogecioHani3aMy npu BUKOHAHHI 0CobUCMUX AopyyeHb
KepiBHUKA.
6. Poboma pegpepeHma 3 opraHizauii menepoHHOro ob6¢cayropyBaHHs ma opratisadii gifnosux
Moi3oK (BiapsA»KeHb) KepiBHUKA.
CEMIHAPCBbKI 3AHATTA
Ne Tema 3aHAMMA
3/n (nepesik OCHOBHUX NMUMAHb, 3aBAAaHHS Ha CPC 3 nocuiaHHsaM Ha Aimepamypy)




Cny>k6a ginosoacmasa: opraxisauitiHa nobyaosa, ii 3aBaaHHa ma ¢yHKUii npaLliBHUKiIB.

1. Cny»xk6a ainoBoacmaa: NoHIMms, Mema, 3aBAAHHS.

2. OpraHisaduitina nobyaosa cay»<6u ainosoacmsa. PyHKLUIOHAT OCHOBHUX NiApo34iiB.

3. basucHi npuHUUnu po6omu cay><bu ginosoacmasa.

4. BUKOPUCMAHHSA Cy4acHUX iHpopMauiliHux mexHoorit ana epeKmUuBHOro QyHKLiOHYBAHHS
cny>x6u ainosoacmea.

5. OcHoBHI BUMOru 0 npauiBHUKIB i KepiBHUKA cay>k6bu painosoacmsa (npodgecilivi ma
ocobucmicHi skocmi ¢axiBLiB, MoOpasIbHO-eMUYHi HOPMU).

3asgaHHsa Ha CPC: Onucamu nocafoBi 060B'3KU NPALiBHUKIB Cy>K6U AinoBoACmMBa pi3HUX
piBHIiB (Hanpuknaag, AinoBoj, cekpemap, JoOKyMeHMOo3HAaBeLb, KepiBHUK CAY>K6u).

BasoBa nimepamypa: 3, 5, 7, 8.

HJdoaamkosa nimepamypa: 1, 2, 6, 7.

Ocob6auBocmi opraHisauii ma BefileHHS [iZIOBUX NeperoBopiB K OAHI€Ei i3 HalBa>K/uBiLLuxX
¢dopm peanisauii ynpaBaiHcbKoT gisabHocmi.

1. CymHicmb neperoBopiB: OCHOBHI Kameropii ma npuHUuUnu opradisauii neperoBopHOro
npotecy. 3arasabHa CmpyKkmypa reperoBopHOro npoLecy.

2. XapakmepucmuKka cmuJito neperoBopis ma oCHOBHUX Uioro BUiB.

3. Xapakmepucmuka makmu4Hux nputiomiB ma MemoziB BefleHHS AiJI0BUX MeperoBopiB.

4. CymHicmb rapeap/cbKoro (NMpuHLUNOBOro) Memoy Be/ileHHs NneperoBopis.

5. McuxonoriyHi acnekmu BefieHHS Ai10BUX neperoBopiB. NcuxonoriyHe ocobuBocmi BrUBY
¢popmMu cmoy Ha pe3yIbmamuBHICMb NMeperoBOpPHOro npoLecy.

6. 3aranbHi ocobuBocMI NigromoBKuU, Opraxisauii ma npoBeaeHHs AiIoBUX neperosopis. Posib
pedpepeHma / odic-meHeayKepa / NOMIYHHUKA KepiBHUKA B NpoLeci NifromoBKU neperoBopHOro

npotecy.

3aBgaHHa Ha CPC: 1) Onuiwimb OCHOBHI emanu nigromoBKU /[0 Ai/IOBUX [eperoBopis,
BK/IIOYAIOYU: BU3HAYEHHSI Memu ma 3aBAaHb rneperoBopiB; 36ip ma aHania HeobxigHoi
iHpopmauii; po3pobKy cmpamerii ma makmuku BeZileHHs neperoBopiB; NigromoBKy HE0bXigHUX
MamepianisB ma goKymeHmiB. 2) Oxapakmepu3sylime OCHOBHI NMPUHLUNU md NpasBu/ia BeAeHHs
JiZI0OBUX rMeperoBopiB, maki sK: noBard [0 MNAPMHepIiB; BMIHHSA cayxamu ma 4ymu;
aprymeHmatlis ma nepekoHAHHsl; BMIHHS 3HAXOAUMU KOMIMPOMIcU; AOMPUMAHHS emuYHUX
HOPM.

BasoBa nimepamypa: 2, 6.

Joaamkosa nimepamypa: 3, 4, 8.

JIABOPATOPHI 3AHATTA

Haszsa memu ﬂa6opamopHoro 3dHAMMA

CknagaHHs ma opopMIeHHS OpraHi3auitiHo-po3nopsaaYuX AOKYMeHMIB.

6. CamocTitHa po6oTa 3406yBava BULLOI OCBITU

JlekuitiHi 3aHIMmMs Ans cmyaeHmiB 3Ado4Hoi ¢opMu HABYAHHS MAOMb BUCBIMIUMU K/HOHOBI

acnekmu AucuUuUniHu, po3bupamucs okpeMi, HalbinbLu 3HadyLli it memu, o6 gonoMormu cmyaeHmy

30pieHMyBamucs B o6¢5A3i ma 3Micmi HaB4A/IbHOro Mamepiasy. Ha ceMiHapcbKUx 3aHSmmsx cmyaeHmu



MOXXymb MpeAcmasasmu  AOMoBifi B MeXXax meMamuku HAB4a/ibHOI AucuuniaiHu ma CcBOro
iHOuUBIAyanbHOro 3aBAAHHS, LU0 J03BOJISIE ayaumopii raublue o3HatioMumucs 3i 3Micmom aucUuniiHu.
Mpu oLiHOBAHHI PiBHS 3CBOEHHS 3HAHb MA GOPMYBAHHS nepeabavyeHUX HaBYA/IbHUM [MJIAHOM YMiHb Y
cmyaeHmiB 3ado4Hoi popMU HABYAHHS OCHOBHE 3HA4YeHHs Marome pe3yismamu camMmocmitiHoi pobomul.

CamocmitiHa poboma cmyaeHmMiB - OJUH 3 OCHOBHUX 3acob6iB 0BOJIOAIHHA HABYAJIbLHUM
MamepiaaoMm y 4ac, BiibHUU Bif ayAUMOPHUX HABYAIbHUX 3dHSAMb. YNPOBAA»KeHHS B MPAKMUKy pobo4yoi
nporpamu (cunabycy) pizHoOMaHimHux ¢opm camocmiliHoi pobomu akmuBHO cripuse MogepHi3auil
OCBIMHbOro npouecy LUISXOM MNOAOAAHHS MPomupidy Mi>XK MPAHCAALIED 3HAHb | iX 3ACBOEHHAM Yy
B3AEMO3B 13Ky meopii ma npakmuku.

O6csr camocmitiHoi pobomu cmyaeHma/cmyaeHmkU 3a HaB4aslbHUM naaHom - 106 akagemidyHux
roAuHU, 3 SKUX HeobXiAHO NMpuAiUMU CBOro Yacy: He MeHLU Hixk 0,5 rof. - NifromoBKa 10 KOXKHOI NeKuii;
He MeHLL Hi>K 1 rof. - NiAromoBKa A0 NPAKMU4YHOro 3aHAmMms; He MeHLU Hi>XK 1,5 roa. - nigromoBKa Ao
1abopamopHOro 3aHAMmMs; He MeHLLU HiXK 5 rog. - poboma 3 HaB4aIbHUMU MamepiaaamMu ma pecypcamu
[0 KOXXHOI meMu; He MeHLL HixK 20 rog. - niaromoBska Ao AKP; He MeHLU Hi>K 4 roa. - nigromoBka o MKP;
He MeHLW Hi>x 30 roj. - NiAromoBKa A0 eK3aMeHY.

[o10BHOO Memoro camocmiliHoi pobomu € 3aKpinieHHs, Po3LIUpeHHs ma noraubaeHHs Habymux
y npoueci ayaumopHoi po6omu 3HAHb, YMiHb i HABUYOK, d MAKOXX camMocmiliHe BUBYEHHS ma 3dCBOEHHS
HOBOIro Mamepiasy nij KepiBHULIMBOM BUK/AAa4a, ane 6e3 tioro 6e3snocepeaHboi y4acmi.

BignosigHo [0 neparoriyHOro HABAHMAXKEHHS | pPO3MoAiny HABYAJIbHOMO 4acy AucuuniiHu
BUK/1Ga4 NPU3HAYAE YAC LLLOMUXKHEBUX iHAUBIAYAIbHUX KOHCYIbmadlit.

Ne Temu nekuitiHUx 3aHSIMb
3/n /11 CAMOCMIUHOIo ornpaLoBaHHs cmyaeHmamu 3ao4Hoi popMu HaBYAHHS

1. | AdinoBogcmBo 5K CyKynHicmb npoueciB AOKYMeHMyBAHHSI ma opradisayii pobomu 3
JAOKyMeHmamu.

1. CymHicmb ginoBoaHUX npoLeciB ma oCHOBU ix nobyo0BuU.

2. [linoBoCMBO: OCHOBHI MOHAMMS, 3aBAAHHS, CKAAA0Bi YacmuHU, BUAU.

3. MoHammsa npo €EAuHy aep>kaBHy cucmemy ginosoacmsa (E€AC/A) 9Kk 3acoby BAOCKOHANIEHHS
yrnpasAiHCbKOI AisifibHOCM.

4. [lep>kaBHa nosimuka y ceepi ainosogcmsa ma MexaHiamu il peanisadii.

5. HopmamuBHo-nNpaBoBa ma HOPMAamuBHO-MemoAu4Ha 6a3a AinoBoACMBa.

6. MixkaucuunaiHapHi 38’3Ku AiI0BOACMBA 3 iHLLIUMU rasy3siMu 3HAHb.

2. | PepepeHmcbka ma odicHa gisnbHicmb B cucmeMi ynpaBaiHHA.

1. CymHicmb ma 3Ha4yeHHs pedpepeHmcbKoi ma o@icHOI AisbHOCMI B Cy4acHOMY YnpaB/liHHI.

2. [lpaBoBe ma HopMamuBHO-Memoju4yHe 3abe3neyeHHs pedepeHMcbKoi ma odgicHoi
AisgabHocmi.

3. Knacudikauis paxiBuiB pepepeHmcbKoi ma ogicHoi cnpaBu 3a ceporo AisisibHOCMI, piBHEM
KBanigikauii ma nocagosumu 060B'93kamul.

4. lMopiBHANBHUU aHani3 npodeciorpam: pegpepeHm, opic-meHeaxKep, NOMIYHUK KepiBHUKA.

5. Bnaus ainoBux ma ocobucmux skocmel ¢axiBuUiB pedepeHMcbKoi ma ogicHOi cnpaBu Ha
JOCArHeHHs npogecitiHoro ycnixy.

3. | OpraHisauis ma gokymeHmakuitiHe 3a6e3neyeHHs oQiLiliHUX ynpaBaiHCbKUX 3axoAiB: Hapaau,
cny>x6oBi neperosopu ma oiuitiHi 3ycmpidi.

1. ®opmu oililiHuX ynpaBaiHCbKUX 3aX0iB.




2. Mopsgok opradisauii, nposeaeHHs | AoKyMeHmaduitiHoro 3abe3nevyeHHs anapamHux,
onepamuBHUX | KOHQIAeHUitUHUX Hapa.

3. MNopsapok opraxizadii, npoBefeHHs1 i AOKyMeHmMaditiHoro 3ab6e3nevyeHHs cay><K6oBux
reperoBopiB.

4. lNopsaaok opraxisadii, npoBefeHHs i JoKyMeHmaditiHoro 3abesne4yeHHs oQilitiHux 3ycmpiyel.
5. CmeHorpama: icmopis ma cyvacHicme.

4. | CydacHi meHpeHLuii B opraHi3auii ogicHoro npocmopy: Big ausaliHy A0 KoprnopamuBHOI
Ky/bmypu.
1. OcobauBocmi NPOEKMyYBAHHSA NpeaMeMHO-MPOCMOPOBOIro cepeoBULLA ODICHUX NMPUMiILLeHb
(eproHomiKa, eH-Lyl, cyyacHi gusatiHepchbKi piLleHHs).
2. OcobauBocmi ma 6a3ucHi NpuHUUNU opraxisatii ogpicHoro npocmopy B 3apybi>kHUX KpaiHax
cBimy.
3. KopnopamuBHa Kynbmypa SK iHCmpymeHm e@deKmuUBHOro ynpaeiiHHSA, 30Kpemda
B/IOCKOHA/IEHHS cucCmeMu yrnpasiHHA ACbKUMU pecypcamul.
4. KopnopamuBHi LjiHHOCMI sIK 6a3Uc KopnopamuBHOI Ky/ibmypu.
5. Tim6inginr B ogici ik kKpeamuBHUU LWASIX A0 epeKmUBHOCM.
6. KoprnopamuBsHi cBsima siK iHcmpymMeHm BHymMpiLLIHbOIO YrpABAiHHS MepCcoHA/IOM.

Ne Temu ceMiHapCbKUX 3aHSMb

3/n AJ19 cCaMoCMmIiliHOro onpawoBAaHHA cmyaeHmMamu 3ado4HOi GOopMU HABYAHHS

1. | TeopemuyHi o0CHOBU ma HOpMamuBHO-NpaBoBe 3abe3neyeHHs [i0BOACMBA.
1. 3Ha4yeHHs pinoBoAcmBaA SIK OAHIEl 3i cpep ynpaBAiHCbKOI AisiibHocmi. OCHOBHI mepMiHu U
noHsmms (mepMiHocucmema) cy4acHoro /jiloBoAcmaa.
2. [lokymeHmM 5K cucmeMHull 06’ekm: NoHAMmMs, BACMUBOCMI, 03HAKU Ma YyHKLi.
3. XapakmepucmuKka HOpMAamMuBHO-NPABOBOI MaA HOPMAMUBHO-MemoAu4Hoi 6a3u Cy4acHoro
JinoBoJcmsa.
4. Knacudikauis ginoBoacms: BUAU MA ix 3arasibHa xapakmepucmuka.
5. MNoBHoBa>keHHs [ep>KkaBHoi apXxiBHOI ciy>kbu YKpaiHu y coepi ainoBoacmsa ma apxiBHoi
crpasu.
3aBgaHHA Ha CPC: O6epimb ofuH 3 HOPMAMUBHO-MPABOBUX AKMIB, O peryate nuUMaHHs
AdinoBoacmaa. O3HalioMmecb 3 meKCmoM 0bpaHoro akmy. Buginimb OCHOBHI MOI0XKeHHS, LLO
cmocytombCs:  BU3HAYeHHs1  noHsmb  "gokymeHm',  "ginoBoacmso',  "esneKmpoHHuUU
JOKYMeHmMooobir"; Bumor Ao opopMAeHHs pi3HUX BUAIB AOKYMeHMIB; npaBui opraHidawii
JOKYMeHmMoobiry; BignosigasbHocmi 3a nopylueHHs HopM ginosoacmsa. [lpoaHanisytime
obpaHuli akm Ha npegMem UOro akmyasbHOCMi, NMOBHOMU mMa BiAMoBigHOCMi Cy4YacHUM
BUMoOIram ginosoacmea. Migromytime nucbMoBUU 3BimM 3a pe3ysibmamamu aHanisy (obcsr - 2-3
CMOPIHKU).
Basosa nimepamypa: 3, 5, 7, 8.
Hdoaamkosa nimepamypa: 1, 2, 6, 7.

2. | OcobauBocmi cknagaHHs ma opopMaeHHs ynpaBaiHCbKUX AOKYMeHmIB.

1. opMynsap-3pa3oK ynpasAiHCbKOro AOKyMeHmMa: BU3HAYEeHHS MoHSmms ma ocobiusocmi
nobyaosu.




2. bAaHK ynpasBAiHCbKOro AoKyMeHma: BuAu ma ocob/uBocmi CKAaAAaHHS.

3. 3arasbHi BUMOru Ao cKAaadHHS ma oPopMAEHHS MeKCmiB yrnpaBAiHCbKUX JOKYyMeHMIB.
4. OcobuBocmi iHAeKcauii ynpaBiiHCbKUX JOKYMEHMax.

5. Ocob6.uBoCMi BHYMPpIiLLHLOro Ma 30BHILLHLOIO MOroAXKeHHs yrpaBAiHCbKUX JOKYMeHMIB.
6. Ocob1uBocmi 3acBifg4eHHs ynpaBAiHCbKUX JOKYMeHMIB.

7. OcobuBocmi NpocmMasaeHHs BiIMIMOK HA yNpaBAiHCbKUX JOKyMeHmMax.

3aBaaHHA Ha CPC: Obepimb 3 pi3HUX BUAU YNPABIHCbKUX AOKYMeHMIB (Hanpukaag, Hakas,
MPOMOoKo/, CAy>k6oBa  3anucka). 3Haligimb Npukaagu Uux AOKYMeHmiB  (MO>KHa
BUKOPUCMOBYBAMU peaJibHi JIOKyMeHmMU 3 NMpakmuku abo 3pasku 3 HaB4a/ibHUX Mamepianis).
MpoaHanisylime Ko>keH JIOKyMeHmM 3a makuMu Kpumepismu: BuUj oKyMmeHma - Skuti came Buz
JOKYMeHmMa npejacmasieHo ?; peKBisumu - Ski 060B'93KOBI peKBi3umu rnpucymeHi B JoKymMeHmi?
Yu Bignosigarome BoHU BuMoram ACTY 4163:20207; 3micm - Yu 4imKo ma n0oriYyHo BUKAAGAEHO
3micm gokymeHma? Yu Bignosigae BiH cBoiti Memi?; popma - Hu Bignosigae popma gokymeHma
BUMOram ogopmieHHs? Yu 3pyyHuli BiH A1 YUMAHHA?; cmub - SKUM cmusieM HanucaHut
JoKyMeHm? Yu Bignosigae BiH AiioBOMY cmuito?

BasoBa nimepamypa: 3, 5, 7, 8.

Joaamkosa nimepamypa: 1, 2, 6, 7.

3aranbHi 3acagu opraxi3auii JOKyMeHmMoo6iry B cydacHux cay>xb6ax aifiosoacmsa: noHsmms,
npuHyunu U ocHoBHi emanu.

1. MoHsMMs JOKyMeHMOoOobiry siK pyxy NomokiB yrpas/iHCLKOI JOKyMeHmadii.

2. OpraHisauis pobomu 3 JOKYyMeHmamu.

3. MexaHi3mMu npoxoaKkeHHs BXigHUX, BUXiAHUX Ma BHYMPILLIHIX JOKYMeHMmIB.

4. Peecmpaliisi cny>k60BUX JOKYMeHMIB: 3ara/ibHi MoJIOXKeHHS.

5. Opranizauis KoHmMpoo 3a BUKOHAHHAM [JOKyMeHmMiB ma toro mepmMiHamu.

6. Ocobausocmi opranisauii pobomu 3 AOKYMeHmMamu, Lo Micmamb rpu¢d obmexkeHoro
aocmyny.

3aBgaHHa Ha CPC: 3gilicHimb nopiBHSAAbHULU aHani3a mpaauuitiHoro ma eneKmpoHHOro
JOKYMeHmMooObir, BUAiAUBLLU iX nepeBaru ma HeaoAiKu.

BbasoBa nimepamypa: 1, 5, 7, 8.

Hdoaamkosa nimepamypa: 1, 2, 6, 7.

Ocob6uBocmi PyHKLiOHYBAHHA cucmeM eJleKmpPOHHOIro JoKyMeHmooobiry.

1. Buau cy4acHux cucmem esleKmpoHHOIo JOKyMeHmMooobiry.

2. OyHKUIi ma MOXKAUBOCMI cucmeMu e/leKmpPoOHHOIo OKYMeHmMooobiry.

3. Apximekmypa ma KOMMoHeHMU cucmemu eJIeKMpPOHHOI0 AOKYMeHMoobiry.

4. BnpoBa»<eHHs ma BUKOPUCMAHHS cucmeMU e/IeKMpPOHHOIr0 OKYMeHMOoobiry.

5. OcobuBocMi BUKOPUCMAHHS cucmeMu eJleKmpoHHOIro AOKYMeHmMoobiry B pi3HUX cdepax
AisnbHocmi (Aep>kasHe ynpasaiHHA, 6i3Hec, ocBima, MeAuLuHA moLLo).

3aBgaHHA Ha CPC: Obepimb 2-3 nonynspHi cucmemu eleKmpoHHOIo JOKyMeHmMoobiry, sKi
BUKopucmoBytombcs B YKpaiHi abo ceimi (Hanpuknag, "ACKOA" ma "Megapolis"). Mposeaimb
nopiBHAIbHUU aHaniz obpaHux CEJl 3a HacmynHUMU KpumepisiMu: QYHKLIOHAIbHICMb,
iHmepdaelic, 6e3neka, macwimaboBaHicmb, Bapmicmp. 3pobimb BUCHOBOK MpPO me, SKA 3




obpaHux cucmeM € Haubinbw onmumasnbHot. OpopMimb pe3yabmamu aHanisy y Burasgi
rnopiBHsA/IbHOI mabauui abo npeseHmatlil.

BasoBa nimepamypa: 1, 4, 5.

Jdoaamkosa nimepamypa: 1, 2, 5, 7.

Cucmemamu3saluis JoKyMeHmMIB, NiAromoBKa i nepeaaya cnpas Ao apxisy.

1. Cucmemamu3auisi JOKyMeHMiB.

2. OnepamuBHe, mumyacoBe, mpuBaJsie, nocmitiHe 36epiraHHs AOKyMeHmIB.

3. Mema i ocHoBHIi emanu nigromoBKU JAOKYMeHMIiB [0 36epiraHHs | BUKOPUCMAHHS.
®opMyBaAHHSI ma opopMAeHHS crpas.

4. Ekcnepmusa LiiHHOCMi JOKYMeHMIB.

5. HomeHknamypa cnpas siK cxema po3noainy i rpynyBaHHS BUKOHAHUX JJOKYMEHMIB.

3aspgaHHA Ha CPC: 1) Oxapakmepu3ylime 0CHOBHI Memou cucmeMamus3adii JoOKyMeHmiB, maki
AK: XpOHoI0riyHUU; andasimHuli; memamuy4Huli; KoM6iHoBAaHul. 2) Obepimb opraH Aep><aBHoi
Baaau. Biasigatime odiuitiHuti Be6-catim obpaHoro oprary. 3Halgimb HOMeHKAamypy cripas.
O3HatioMmecs 3 JOKYMEHMOM.

BasoBa nimepamypa: 5, 7, 8.

JHoaamkoBa nimepamypa: 1, 2.

Kyabmypa noseaiHku ma npodeciliHa emuka B3aEMOBIAHOCUH pedepeHma 3 KepiBHUKOM i
cniBpo6imHuKamu.

1. EmuyHi KoJeKcu, ix 3Ha4yeHHsA Aas GopMyBaHHS AiI0BOI ma emu4Hoi noBeiHKu.

2. KopnopamuBHa Ky/abmypa SK IHCMpyMeHmM BJOCKOHAJIEHHS cucmeMu  YrnpasAiHHS
JIOACBKUMU pecypcamul.

3. EmuyHi Hopmu i npasBuna npogecitiHoi noBeiHKU B pobomi pepepeHma / opic-meHeaxkepa
/ MOMIYHUKA KepiBHUKA.

4. OcobauBocmi npodecitiHoi B3aemogii axiBLiB pedepeHMcbKoi ma odgicHoi cnpasu 3
KepiBHUKOM i Kosieramu.

5. Mi>kocobucmicHi KoH®IKmu Ha poboyomy Micui: dakmopu, MPUYUHU BUHUKHEHHS,

Kaacuikadis, WAsSXU BUpiLLeHHS ma nigxoau Ao 3anobirdHHsA KOHGAIKMHUX cumyadid.

3aBgaHHAa Ha CPC: 1) Cknagimb Crucok sikocmeli ma HABUYOK, SKUMU MOBUHEH BoJofimu
cydacHull pedepeHm, o6 epeKmUBHO mMa emuyHO B3dEMOISMU 3 KepiBHUKOM ma
cniBpo6imHukamu. 2) Obepimb 2-3 KOHKpemHi cumyatii, Lo MO>Xymb BUHUKHYmMuU y pobomi
pedepeHma (Hanpuknag, KOHGJIKM 3 KepiBHUKOM, MOMUJIKA Y BUKOHAHHI 3aBAAHHSA,
HeobxigHicmb BigMOBUMU CMiBPOBIMHUKY Y MPOXAHHI, mollo). OnuLimb KOXKHY cumyatdito
JemasibHO, BKA3dBLUU HA YYACHUKIB, iXHi iHmepecu ma MOXKAUBI BapiaHmu po3BUmMKky nogiu.
[MpoaHanisytime KoXxHy cumyadito 3 moyku 3opy npodgecitiHoi emuxku ma KyJbmypu noBefiHKU,
BU3HAYUBLUU, SIKIi émuYHi HOpMU ma npuHuunu Moxxymb 6ymu nopylueHi. 3anpornoHytime
BapiaHMu BUpILLIEHHS LUX cumyadili, BpaxoByro4u iHmepecu BCiX Y4ACHUKIB ma AOMpPUMYHYUCH
emuYyHUX HOPM.

BasoBa nimepamypa: 2, 6.

Joaamkosa nimepamypa: 3, 4, 8.

Po6oma pedepeHma 3 opradizauii ma nposeaeHHs oiuiliHux ginosux npuliomis.

1. [inosuli nputioM: noHaIMms, Kaacugikawis ma ix 3arasbHa xapakmepucmuka.
2. [ligromoBka Ao AinoBoro rputiomy.
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OcobauBocmi npoBeaeHHs AiI0BOro rnputiomy.

4. Pi3HOBUAU Ma O0QOPMAEHHS Bi3UMHUX KApmoK. Emukem BUKOpUCMAHHS Bi3UMHUX
KAapmok.

5. Ponb nogapyHka B HAAArofxkeHHi ma nigmpuMadHi AinoBux BigHOCUH. PizHoBuau
MoAIapyHKIB: MPOMOCYBeHipu ma 6i3Hec-rnoAapyHKuU.

6. IMigK pinosoi moauHu. 30BHILLHIG BUrAasg pepepeHma.

3asaaHHsA Ha CPC: 1) OnuLuims 0CHOBHI emanu nigromoBsku 4o ogilitiHoro, AizIoBoro rputiomy,
BK/IOHAIOYU: BU3HAYEHHs Memu ma 3aBAaHb MpulioMy; CKAAAAHHS nporpaMu ma cueHapiro;
PO3pPOBKY KoLimopucy; MiAromoBKy MpuMillleHHs ma o061afHAHHS; 3anpolueHHs rocmel;
OpraHisatio xap4yyBaHHA ma obcayroByBaHHS. 2) Oxapakmepu3sylime ocobauBocmi pobomu
pedepeHma Ha pi3HUX emanax opradizadii ma npoBegeHHs odilitiHoro, AisoBoro nputiomy,
Maki siK: BefileHHs neperoBopiB 3 NOCMAavyabHUKAMU Noc/yr; KOOpAUHALlis pobomu nepcoHany;
KOHMpO/b 3d JAOMPUMAHHAM [POMOKOJly Mmad emukemy; BUpilLleHHs HenepeabavyyBaHUX
cumyadid.

BasoBa nimepamypa: 2, 6.

Jdoaamkosa nimepamypa: 3, 4, 8.

MoniTMKa Ta KOHTPOJIb

7. MoniTMka HaBYanbHOI AucuMNAiHN (OCBITHBOroO KOMMNOHEHTA)

BiaBiayBaHHs 3aHsmMb

BigsigyBaHHS nekuili, ceMiHAPCbKUX 3aHSAMb, d MAKOXX BiACYMHICMb HA HUX, HE OLiHIEMbCSI.
lmpapHi 6anu 3a BigcymHicmb Ha 3aHIMMsaAX He Bucmasastombecs. OAHAK, cmyaeHmMam
peKoMeHAYEMbCS BifiBiAyBAMU 3aHAMMS, OCKi/IbKU HA HUX BUK/IAAAEMbCS meopemuyHuUli Mamepian ma
[PO3BUBAOMbCS MPAKMUYHI HABUYKU, B MOMY YUC/li HeOobXiAHI A1 BUKOHAHHS MeMAamuYHUX 3aBAAHb.

Buknapad mMo>ke 3BepHymu yBary Ha BifBiflyBaHHS 3aHSMb Y BUMAAKY, SKLIO cmyaeHm(-Ka) i3
HeJJoCMAamHbO KiZibKicmto 6aniB BUMArae BUCOKY OLLiHKY.

Cucmema oLiHIBAHHS OPIEHMOBAHA HA OMPUMAHHSA 6aNiB 3a AKMUBHICMb cmyAeHma, a makoXx
BUKOHAHHS 3aB/1aHb, SIKi 3/[amMHi po3BUHYMU NMPAKMUYHI YMIHHS ma HABUYKU.

MoBeaiHKU Ha 3aHAMMSX

OUiHIEMbBCS cucmemMamuyHicmb ma dKmuBHicmb pobomu cmyaeHmIB, NiAromMoBKA KOPOMKUX
Aornosigel Yu mekcmiB SIK JONOBHEHHS 10 NUMAHb CEMIHAPCLKOIO 3aHAMmMs.

Ha 3aHammsax pekoMeHA0BAHO nepeBoaumu MobinbHUU menedoH y 6e33By4HUl peXkuM, Lob He
3dBa>Xamu y4acHUKAam oCBIiMHbOro npouecy.

3abopoHeHo BUKopucmoByBamu 3acobu 3B’s3Ky, 3okpema LLI ans noluyky iHpopmadii B iHmepHemi
nia Yac BignoBsifi Ha NUMAHHS, BUKOHAHHSI MeMamuYHUX 3aBAAHb, MOMOYHOr0 KOHMPOJIH0 3HAHb MOLLO.

MponyweHi KoOHMpoAbHi 3axoAu OLiHIOBAHHSA

KoHmponbHi 3axoA4u OUiHIOBAHHSA, BUKOHAHHS SIKUX nepeabayeHo Ha CeMiHapCbKOMy 3aHsmmi,
NMPoOBOASIMbCA Y 3dBYACHO BU3HA4YeHUU feHb, SKUU O03BYyHYEMbLCS CMyAeHMAM HA MNepLioMy MUXKHI
OCBIMHbOro npouecy. BUKOHAHHSI MAKUX KOHMPOJIbHUX 3AaXOJiB OLHIOBAHHS B iHLWIUU JeHb
[03B0OJISEMbCS 3 BAroMmux ma/a6o ¢opc-ma>kopHuUx o6cmasuH.

Mpoueaypa ockap>keHHs pe3yibmamiB KOHMPOJIbHUX 3aX04iB OLiHIOBAHHS
CmyaeHmu mMaromb MOXKAUBICMb NigHSIMU 6y/b-siKe MUMAHHS, sSike CMOCYEMbCS Mpoueaypu
KOHMPOJIbHUX 3AX0/iB ma O4ikyBamu, LLIO BOHO 6yae po3r/isHymo 3rigHo i3 Hanepes BU3HAYeHUMU

npoueaypamu.



CmyaeHmu Marome NPABO OCKAPXKUMU pe3yibmamu KOHMpPOJ/IbHUX 3axo/iB, asie 060B’s13KOBO
apryMeHmMoBadHo, MOSICHUBLLIU 3 IKUM KpUmepieM He MoroAXKyrombcs BifnoBigHO A0 OLiHOYHOro Aucma
ma/abo 3ayBakeHb.

Mpu3HayeHHs 3aoxoyyBabHUX 6aniB
CmyaeHmMam Mo>Kymb HApaxoByBamucsi 3aoxo4vyBa/bHi 6anu. Cyma 3aoxo4vyBasibHUX 6aniB He
MoxKe nepesutlysamu 10 6anis.
3aoxo4vyBasbHi 6anu:
® Yyacmb y MiXKHapoaHUX, BCeyKPAiHCbKUX ma/abo iHLUX 3axoaax / Npoekmax / KOHKypcax
(3a memamukoto HaB4aabHoI gucuunaiHu) - 5/ 10 6anis;
e HanucaHHs me3 / cmammi (3a meMamuKor HaBYaIbHOI AucuunaiHu) - 5/ 10 6anis.

HepopmanbHa/iHpopmanbHa ocBima

BpaxoByro4yu cmyaeHmoueHmpoBaHuli niagxia, 3a 6a>KaHHAM cmyaeHmiB, [0MNYyCKAeEMbCs
BUBYEHHsI Mamepiasy 3a J0oMOror OHAAliH-KypCiB, meMamuKa siKux BiAnoBiaae 3Micmy KOHKpemHoro
3aHImmsa / memu. BU3HAHHA pe3ysbmamiB HepopMaabHOi ocBimu BigbyBaeEMbCS Yy MOPSAKY,
BU3Ha4eHoMmy Yy BiagnosigHomy lonoxkeHHi KIl im. Irops CikopcbKoro.

Jns Kpaworo po3yMiHHS NpoLeciB eleKMpPOHHOro JOoKyMeHmMoobiry cmyaeHmam rnpornoHyeEMbCs
npodmu OH-1alH Kypcy «EnekmpoHHuti nignuc» 3a MOK/IUKAHHSAM:
https://osvita.diia.gov.ua/courses/digital-signature.

BucmapneHHs ouiHKU 3a KOHMPO/IbHI 3X0A4U LU/ISIXOM nepeHeceHHs pe3y/ibmamiB Mpoxoa)KeHHs
OHAAUH-KypcCiB He nepeabayeHo.

AKageMmiyHa fobpoyecHicmb

[Monimuka ma npuHUUNU akagemiyHoi gobpodyecHocmi BuU3HaueHi y po3aini 3 Kogekcy yecmi
HauioHanbHoro mexHiyHoro yHisepcumemy YKpaiHu «KuiBcbKuti nosimexHiyHuli iHcmumym iMeHi Irops
CikopcbKkoro». [lemanbHilue: https://kpi.ua/code.

Hopmu emuyHoi noBeaiHKu

Hopmu emuyHoi noseaiHKu cmygeHmIiB i nNpaduiBHUKIB BU3HA4YeHi y po3aini 2 Koaekcy ydecmi
HauioHanbHoro mexHiyHoro yHisepcumemy YkpaiHu « KuiBcbkut nosaimexHiyHuti iHcmumym imeHi lrops
Cikopcbkoro». [lemanbHilue: https://kpi.ua/code.

Monimuka BUKOpUCMAHHSA LUMY4YHOro iHmesaekmy ma ii 3acaau perniaMmeHmyromascs HAKA30M
«lMosimuKa BUKOPUCMAHHSA LUMYYHOIro iHmesnekKmy anas akagemidyHoi pisneHocmi B KIl im. Irops
Cikopcbkoro», 6inblu femanbHo: https://osvita.kpi.ua/node/1225

Mo3zaayaumopHi 3aHamms

Y Me>Kax HaB4a/bHOI gucLunaiHu nepeabavyeHo NPAKMuU4Hi 3aHIMms B:

- 3aranbHoMmy Biaaini KMl iM. Irops CikopcbKoro (3a JOMOBAEHICMIo) 3 Memoro 03HAlioM/IeHHS
cmyaeHmiB i3 OCHOBHUMU [JOKyMeHMAuitiHUMU MpoLecamu, po3LUupeHHs YSBAEHHS Mpo opradidadito i
3/iUICHEHHSI KOHMPOJO 3d MifrOMOBKOKO mMa OQOPMJIeHHAM YMpPAaBAiHCbKUX JOKyMeHmMIB, 3a ix
CBOEYACHUM BUKOHAHHSIM, d MAKOXX OMPUMAHHS MPAKMUYHUX HABUYOK KOPUCMYBAHHSI CUCMEMOHO
e/leKmpPOoHHOro JokymeHmoobiry «Megapolis.DocNet» ma i3 po3pobku HOMeHKIamypu crnpas;

- apxigi KMl iM. Irops Cikopcbkoro (3a JOMOBJIEHICMI0) 3 MemMoK 03HAUOMIEHHS cmy/eHmIB i3
3aBAAHHAMU | NPABAMU ApXiBHOIo MiApo3ainy, po3LUUpeHHSs YSBAEHHS MPo KOMMIeKmMyBAHHSM apxiBy i
3a6e3ne4yeHHs 36epexkeHocmi apxiBHUX AOKYMeEHMIB, OMpPUMAHHS NMPAKMUYHUX HABUYOK i3 NiromoBKuU
apXiBHUX OMnuciB cripas.

Bisumu noroaxkyrombcs 3 agmiHicmpadiero pakyibmemy.

IHKNO3UBHE HABYAHHSA


https://osvita.kpi.ua/sites/default/files/downloads/%D0%9D%D0%B5%D1%84%D0%BE%D1%80%D0%BC_%D1%96%D0%BD%D1%84%D0%BE%D1%80%D0%BC.pdf
https://osvita.kpi.ua/sites/default/files/downloads/%D0%9D%D0%B5%D1%84%D0%BE%D1%80%D0%BC_%D1%96%D0%BD%D1%84%D0%BE%D1%80%D0%BC.pdf
https://osvita.diia.gov.ua/courses/digital-signature
https://kpi.ua/code
https://kpi.ua/code
https://osvita.kpi.ua/node/1225

HasuanbHa pucuunnaiHa «/[inoBoacmso, pedepeHmMcbKa ma ogicHa Ais/ibHiCmb» MoXKe
BUKAaGAamucs A8 cmyaeHmiB 3 0cob1uBUMU OCBIMHIMU nompebamu.

8. Buau KOHTPO/II0 Ta peMTUHIOBa CUCTEMA OLiHIOBaHHSA pe3yabTaTiB HaBYaHHsA (PCO)

[Tomo4HUl KOHMPO/b: eKcrnpec-onumyBdHHS, ONMUMYBAHHS 3 MeMOK ceMiHapcbKoro 3aHamms, MKP,
JKP, BUKOHAHHS 3aBAAHb camocmitiHoi po6omul.

KanengapHutli KoHmposb: He nepeabaveHudl.

CemecmpoBUU KOHMPOJIb: EK3AMEH.

YMOBU A0MycKy [0 ceMecmpoBOro KOHMPOJIKO: MIiHIMAZIbHO MO3UMUBHA OLUIHKA 3d A0ornoBigi ma
JKMUBHICMb HA CEMIHAPCBbKUX 3aHAMMSX / HANUCAHHSA AOMALLHBOI KOHMPO/IbHOI po6omu / BUKOHAHHS
MOJy/IbHOi KOHMpPOoibHOI pobomu / cemecmpoBul petimuHr 6inbLue 30 6ais.

Ne . . . Barosuti Kin-
KoHmpoabHuti 3axia oLiHHOBAHHS % Bcboro
3/n 6an mb
MigromoBka gonosizi 3 Npe3eHMadieto 3a 16 8 2 16

1. | 06paHo0 MeMamuKo ceMiHapCbKOro

3aHAMmMs
2. | BUKoOHaHHs 1a6opamopHux pobim 10 10 1 10
JomaluHs KoHmposibHa poboma y BUrasai 12 12 1 12

3. BUKOHAHHA meMamu4HUX rnpakmu4Hux

3aBAAHb

4 MoaynbHa KoHmMposibHa poboma y Burasai 12 12 1 12
mecmy

5. | Ek3ameH 50 50 1 50
Bcworo 100

*Cyma 6aniB 3a KOHMPOJIbHI 3axoAu oLiHBAaHHA N21-4 He Mo>ke nepesulllyBamu 50 6ais.

Tabumus BiANOBIAHOCTI PENTUHIOBUX BaniB OLIHKAM 3a YHIBEPCUTETCHKOO LLKAIOH:

Kinbkicmb 6aniB OuiHka
100-95 BigMiHHO
94-85 Iy>xe pobpe
84-75 Jobpe
74-65 3a/0Bi/IbHO
64-60 JoctaTHbO
MeHLwe 60 He3an0Bi/ibHO
He BMKOHaHi YMOBM A,0MYCKY He ponyuieHo

Kpumepii ouiHroBaHHsA

lMpe3eHmayia docnidxxeHHA 3a 06paHO0 MeMamuKOK CeMiHapCbKo20 3aHAMMA

MiaromoBneHa cmyaeHMoM A0MOBifAi 3 Npe3eHMALier 3a 06PAHO MEMAMUKOK CeMiHAPCbKOro
3aHaSmms nepeabayvyae poskpumms OAHOro i3 npobsiemMHUX MUMAHb MeMAamuKu CeMiHAapPCbKOro
3aHAMMS, KA CynpoBOAXKYEMbCS NMpe3eHmatdieto. MakcumMasbHa Kifibkicmb 6ais 3a gonosias - 8 6anu.
Cyma 6aniB 3a gonosigi He Mo>ke nepesuLlyBamu 16 6ani..

Kpumepii ouiHoBaHHA Bignosigeu:



® BiZIMOBIb HA MUMAHHS CEMIHAPCbKOro 3aHAMms NMOBHICMIO PO3KPUMO; SIKICHA npe3eHmaldis;
cmyaeHm 6e3 YyCKAdfHeHb OpiEHMYemMbCS B Mamepiani, OpMyaOE MOHAMMS, HABOAUMb BJACHI
MPUKAa[u Ha nigmeeparkeHHs neBHUX cyaXkeHb — 7-8 6ais;

® BiaMoBib HA NMUMAHHS CEMIHAPCLKOIO 3aHSmMms nompebye HeBe/IUKUX YmMO4YHeHb; XopoLula
npe3eHmadis; cmyaeHm 3HAeE Mamepian i sobpe B HbOMY OpiEHMYEMbCS, HABOAUMb LLABAOHHI NpuKaaau
- 5-6 6anis;

® BiAMoBiAb HA NUMAHHS CEeMIHAPCbKOro 3aHsmms nompebye CymmeBUX JOMOBHEHb;
npeseHmatis HasBHA; cmyaeHm “naasa€” B Mamepiani, n1ymaembscs B mepMiHOOMT ma He MoXKe
BiANOBICMU HA YMOYHIOKOYI 3aNUMAaHHs, He MoXKe HaBecmu npukaaau - 2-4 6anis;

® BifMoBiIAb He BiANoBiAA€ BULLEBKA3aHUM BumMoram - 0 6anis.

BukoHaHHA na6opamopHux po6im
[MepenbavyeHo BUKOHAHHSA ofHiei nabopamopHoi po6omu. Barosuti 6aa - 10.

Kpumepii Onuc Banu
Mpakmuy4Ha YyacmuHa | AKicmb BUKOHAHHS NMPAKMUYHUX 3dBAAHb 6
O¢opmieHHs BignoBigHicmb BUMOram HOpPMAamuBHO-MPABoBOI ma 2

HopMamuBHO-MemoAu4Hoi 6asu ginosoacmsa

CamocmitiHicmb BukoHaHHs pobomu camocmitiHo 2

AomawHsa koHmposibHa po6oma

Mepenbavyae BUKOHAHHS Pi3HOMJAHOBUX MEMAMUYHUX MPAKMUYHUX 3aBAdHb BiAnoBigHO [0
meMamuku ekuiti ma ceMiHapcbkux 3aHsmb. Cyma 6aniB 3a pgadHuli Bug pobomu He MoxKe
nepesullysamu 12 6anis.

ModyibHa KoHmpo/ibHa po6oma

MepenbavyeHo MoAy/sbHY KOHMPOJbHY pobomy y BUrAaAi mecmy, SiKa MNpPoBOAUMBCS MiCAs
BUYUMAHUX AeKUil. BaroBuli 6an - 12. Tecm micmumb 30 numaHb. Ko)KHa npaBusibHA BigmnoBiab
ouiHembcs B 0,4 6anu. lemanbHa iHpopmauis npo MKP nybnikyembcsi B Google classroom.

Ek3ameH
EksameH 3 pgucuunninu «JlinoBoacmso, pedpepeHmcbka ma odicHa AisabHicmb» € NigcyMKOBUM
emaromMm OLHBAHHSA 3HAHb, YMiHb Ma HABUYOK CmyAeHmiB, Habymux i 4ac BUBYEHHS AUCLUMIHU.
MakcumanbHa ouiHKa 3a eksameH cmaHoBumsb 50 6aniB. EK3ameHauitiHuli 6inem cknagaembcs 3 4
numade: 2 numaHHa no 15 6ani, 1 NUMAHHS HA 3HAHHS BUMOI 1WoA0 O0pOPMEHHS PeKBi3umiB
JOKyMeHmMa - 5 6aniB, 1 nNUMAHHS HA BOJIOJAIHHSA MPABUNAMU i MPAKMUYHUMU HABUYKAMU LLIOAO
0OopPMAEHHS pPi3HUX BUAiIB JOKYMeHMIB - 15 6aniB. OLiHIOBAHHS 3/ilUCHIOEMbCS 3d MAKUMU Kpumepismu:
OUiHIOBAHHSA BifKpUMOro NUMAHHSA 34ilUCHIOEMbCA 3a MAKuMu Kpumepisamu (Makcumym 15
6aiB 3a KO>XHe NUMAHHs):
1. MoBHOMa ma raubuHa po3Kkpumms 3Micmy numaHHA (8 6anis)
®  [ITUMAHHS PO3KpUMO MOBHO, rTU60KO ma BcebiyHO, 3 BUKOPUCMAHHSIM HaYKOBOI mepMiHoiorii ma
MOCUJIGHHSIM HA BiAMoOBiAHI HOPMAMUBHO-NPABOBI akmu. CmyaeHm JAeMOHCMPYE IPyHMOBHe
PO3YMIHHSA meopemuyHUX 3acaj opradisauii ma ynpasaiHHA Ais/bHicmio aaMiHicmpamuBHUX
OpraHiB, a MAko>x BMiHHS aHAZli3yBamu ma y3araibHroBamu iHpopmatito - 8 6anis;
® [IUMAdHHS PO3KPUMO AOCMAMHbLO MOBHO, dJie OKpeMi dcrnekmu MOXXymb 6ymu BuUCBiMEHiI
HeoCcMamHbo rauboko. CmyaeHm AeMOHCMpPYE PO3yMiHHS OCHOBHUX MeOPEMUYHUX M0JI0XKEHb,
aJie He 3aBXKAU BMI€ ix 3aCmocoByBamu HA npakmuui - 5-7 6anis;



NMUMAHHS PO3KPUMO MnoBepxoBo, 6e3 A0CMAmMHbLOro obrpyHmMyBAHHS ma aHanisy. CmyaeHm
AeMoHCmpye ¢pparMeHmMAapHi 3HAHHS meopemu4yHoro mamepiaay ma He BMi€ ¢opMyaoBamu
BJ/IGCHI BUCHOBKU - 2-4 6a/u;

MUMAHHSA He PO3KpUMo abo po3kpumo nomuskoso - 0-1 6an.

2. MpaBunbHicmb Ma 06rpyHmMoBaHicmb BUCHOBKIB (5 6aiB)

BUCHOBKU, 3po6/ieHi cmyaeHmomMm, € oriYyHUMu, obrpyHmoBaHuMu ma BifAnoBigaromes 3Micmy
numaxHa. CmyaeHm JeMOHCMPYE BMIHHS KPUMUYHO OUiHOBamu iHpopmauito ma
¢dopmyarBamu BAACHy nosulLito - 4-5 6anis;

BUCHOBKU, 3po6/1eHi cmyaeHmMoM, € HaCmKoBO 0OrpyHMoOBAHUMU Ma He 3aBXXKAU BiAnoBigaromae
3Micmy numaxdHs - 2-3 6anu;

BUCHOBKU He 3pobsieHi abo € nomuakosumu - 0-1 6a.

3. Cmpykmypa ma noridHicmb Buknagy (2 6aau)

BiANOBIb MAE YimKy CmpyKmypy, JI0ri4Hy nocaiAoBHIiCMb BUKAaay - 2 6aau;
BiANOBIAb HE MAE YiMKOIi cmpyKkmypu, J0riYHoi nocaigoBHocmi Bukaaay - 0-1 6an.

OUiHIOBAHHSA BigAKPUMOro nNUMAHHA HA 3HAHHA BUMOr LWOAO O0QOPM/IEHHS peKBi3umis

JAOKyMeHmMa 3AilicCHIOEMbCA 3a MakKuMu Kpumepiamu (MakcumMyMm 5 6aiB 3a NUMAHHA):

3HaHHS BUAIB Ma Npu3HAYeHHSs pPeKBi3umis - 2 6au.
3HaHHS npaBua 0popMaeHHS peKBi3umiB - 2 6au.
MpakmuyHi HaBu4YKu opopMieHHS peKBizumis - 1 6a.

OUiHIOBAHHA BigKpumoro numadHsA HA BOJIOAIHHA MpaBujiaMu i NMPAKMUYyHUMU HABUYKAMU

o040 opopM/IeHHS pi3HUX BUZIB JOKYMeHMIB 34iliCHIOEMbCA 3a MakuMu Kpumepisamu (Makcumym 15
6asniB 30 NTUMAHHA):

BosiogiHHA npaBunamu opopMieHHsA pi3HUX BUAIB AoKyMeHmiB (8 6aiB)

BigMiHHe 3HAHHS nNpaBus opOpPMAEHHS Pi3HUX BUAIB JOKYMeHMIB (HAKasu, po3nopsaXKeHHS,
Jucmu, akmu motuo) - 7-8 6anis.

Jlobpe 3HAaHHA npaBun opopMaeHHs HalbinbLL MoLUupeHUX BUAIB JOKYMEHMIB, asie MOXKYMmb
6ymu Hemou4Hocmi - 4-6 6anis.

[MoBepxose 3HaHHSA Npasus, 6aramo NOMUIOK ma HeBignosigHocmet - 1-3 6au.

BigcymHicmb 3HaHb npaBua opopmaeHHs soKymeHmis - 0 6ais.

MpakmuyHi HaBUYKU opopMieHHs JoKyMeHmiB (7 6aniB)

BigMiHHI npakmuy4Hi HaBUYKU 0popMaeHHS JOKYMeHMIB BiAnoBigHoO Ao BUMor - 7 6anis.

Jobpe po3BUHEHI NPAKMUYHI HABUYKU, aje MoXKymb 6ymu He3HA4Hi noMusiku abo Hemo4yHocmi
- 4-6 6anu:

[MoyamkoBi Npakmu4Hi HABUYKU, 6aramo NoMuUI0K ma nompebyromse yaocKkoHaneHHs - 1-3 6au.
BigcymHicmb npakmu4yHUX HABUYOK 0popMaeHHs AoKyMeHmiB - 0 6ais.

9. DonaTtKoBa iHpopMaLis 3 aucumnainm (0CBiTHLOro KOMMOHEHTA)



Hdopatok A. lNpuknag tectoBux 3aBgaHb MKP

TECT

0O6epiTb 04MH NPaBUJbLHUM BapiaHT Bignosiai.

1. Lllo make gokymeHm?
A. MamepiaibHa popMa oaep>KaHHS ma noLuupeHHs rnesHoi iHpopmallii.
b. MamepianbHuti 06’ekm, o Micmumse iHpopmadito B 3a¢piKcoBaHOMY BUT S,
B. ®opma ogep>xkaHHsA ma BUKOHAHHS neBHoi iHpopmatlii.

2. Lo 3a6e3ne4yye KOMyHikamuBHa PyHKLis JOKyMeHMIiB?
A. 3B’30K Mi>K nignpueMcmBamu, opraHisawisimu.
b. BHympiLLHi 3B’93KU MiXX CmpyKmypHUMU niapo3aiaamu nignpueMcmsa.
B. 3B’s3Ku Mi>K cmpyKmypHUMU Migpo34iaamMu nignpueMcmaa ma 3 30BHILLHIM cepefoBULLieM.

3. flka saKkicmb pedepeHma / odgic-meHepgKepa / NOMIYHUKAG KepiBHUKA XapaKmepu3yembCs
3gamHicmio 6ymu BBiYIUBUM, MAKMOBHUM ma 36epiramu cnokiti y cnifKyBaHHi?

A. lNoiHpopMoBaHicme.

b. IHmenireHmHicme.

B. InigiamuBHicmb.

4. Sk KnacuiKyrombcs JOKyMeHmMU 3a BUAAMU AissAbHOCMI?
A. IHauBigyanbHi, munosi, mpapapemHi.
b. OpranisauitiHo-po3nopsayi, 3 GiHAHCOBUX NMUMAHb, 3 MOCMAYaAIbHUX ma 36ymoBuUx NUMAathb.
B. BHympiLHi i 30BHiLUHI (BXigHi U BUXigHi).

5. LLlo make yHigikauis ynpaBaiHcbKoi goKymMeHmawuii?

A. Po3pob6.ieHHS ma BNpoBaAAXKeHHs AepXXaBHUX (HALIOHAIbHUX YU iHLLUX BUAIB) cmaHaapmis, y
SAKUX 3aQiKCOBAHO BUMOrU /[0 CMBOPEHHS JAOKYMeHmiB, mobmo CcKAajeHHs iXHiX mekcmis ma
0popMAeHHH.

b. BcmaHoBieHHS 04AHOMAHIMHOIo ckaaay ma opMm ynpasaiHCbKUX JOKYMeHMIB, CMBOPIOBAHUX
y Mpoueci 3aitiCHEHHS MUMOBUX YNpPABAiHCbKUX QYHKLIU i 3aaau.

B. lMpouec noginy Bciei iHpopmauii rpyn oaHopiaHUX AOKyMeHMIB HaA nocmiltHy i 3MiHHY
HACMYyMHUM BK/IFOYEHHAM rocmitiHoi iHpopmadii 4o 6AaHKIB JOKyMeHMIB.

6. Mpu BupiLLeHHi pi3HUX NnumaHe (nigromosui AOKyMeHmMIB, 6eciai 3 BigBigyBayamu i no menegpoHy
molLo) pedpepeHm / odic-MeHea Kep / NOMIYHUK KepiBHUKA -

A. Mae BukopucmoByBamu miabKu ¢akmuyHy, cmporo nepesipeHy iHpopmaltiiro.

b. Mo»ke posrosoluysamu iHpopmatito.

B. Mo»xke nepenosicmu iHpopMaLito OKpeMuM criBpobimHUKAaM.

7. LLlo make cmaHgapmus3adis ynpaeaiHCbKOi JOKymMeHmawuii?



A. po3pob.ieHHs Ma BrpoBAAXKEHHS Aep>KAaBHUX (HALiOHAIbHUX YU iHLLUX BUZIB) cmaHAapmis, y
SIKUX 3aQiKCOBAHO BUMOIU /[0 CMBOPEHHs1 AOKYMeHMIB, mobmo CKAaAeHHSs iXHiX mekcmiB ma
0OpPMAEHHS.

b. BcmaHoBAeHHS oJHOMAHIMHOro ckaagy ma opm ynpaBaiHCbKUX JOKYMeHMIiB, CMBOPHOBAHUX
y Mpoueci 3aiticHEHHS MUMOBUX YNpaBAiHCbKUX QYHKLIG i 3aaau.

B. BcmaHoB/eHHS €AUHOro KOMIJIeKCY BUAIB i pi3HOBUAIB [JOKyYMeHMIB [/ AaHAJIOriYHUX
ynpasAiHCbKUX cumyadit, po3pobka €auHux GopMm i npaBun CKAAAAHHS, 0POpPMIeHHS i CMBOpPEHHS
mpagapemHux mekcmis.

Jopaatok b. OpieHTOBHUIT NepeJiik eK3aMeHaLUiMHUX NUTaHb

MNEPEJIIK MATAHDb 0O EK3AMEHY

BJIOK 1.

1. PeecmpauiliHuli  iHgeKc JoKyMeHmMa: [MoHSmMms, CKAAAOBi esneMeHMU  pekBisumy, Micle
po3matlyBaHHs. Haseaimb npukaaau.

2. MocunaHHsA Ha peecmpauiliHull iHAeKc i gamy fOKymMeHmMa: ge HABOASIMb, BUMAAKU OQPOPMEHHS,
Micle po3matllyBaHHs. Haseaime npuxkaaau.

3. Agpecam: 1110 MoXKe Bymu aapecamom, CKAaAoBi eaemMeHmu, ocobiuBocmi opopMaeHHs pekBisumy,
AKLLO lUCM aapecyromsb: a) opraxisadii, 6) nocagosili ocobi i3 3a3Ha4eHHAM opraisauil, B) KepiBHUKOBI opraHisauii
i Ha3Ba oprawisauii Bxogums [0 CKAAAy HA3BU rocagu agpecamad, r) 6aramboM OAHOPIAHUM OpraHi3aLisam;
oopMeHHs peKBi3umy, SKLLO A0 HbOrO BXOAUMb MOLLUMOBA AApeca; BUMAAKU KOJuU MoLLUmoBy aapecy He cAif
Hasoaumu. Haseaimb npukaaau.

4. lpu¢ 3amBepp>KeHHs [OKyMeHmMa: MoHImMms npo 3amBepAXKeHHs, 0cobiuBocmi o@opMieHHs
pPeKBi3UMy, SKLO 3amBeparKeHHs 3A4IUCHIEMbBCS 3a  JOMoMororw rpuda 3amBpeparkeHHs, ocobauBocmi
oopMaeHHS peKBi3umy, SKLLO 3amBepAXKeHHS 3/ilCHIEMbBCS BUAAHHSM pPO3MOpsSA40ro AoKyMeHmd, Micle
po3matuyBaHHs. HaBeaimb npuxkaagu.

5. Pe3osouig: noHSmMms npo pe3oJiolito, 3 HOro CKAAAAemMbCs; 0Cob/UBOCMi 0POPMIEHHS, SKLLO Y
meKcmi JoKyMeHmMa 3a3Ha4qyeHi mepMiHU BUKOHAHHS; YU MOXKHA Y pe30/1oLii 3a3Hadamu auLle rnocagy ocobu, kit
J0pYHAaeEMbCsi BUKOHAHHS IOKYMeHmMa; fie i Ik npocmasisembcs. HaBeaimb npukaaau.

6. Ipug noroa>KkeHHs JOKYMeHMA: NoHAMms npo rnoroA>KeHHs NPoeKkmiB oOKyMeHMIB, fie po3MilLyemMbCs
pekKBi3um, enemeHmu rpucdy, ocobiuBocmMi 3a3HAYEHHS PeKBi3UMy B 3aJe>XHOCMI Bif MOroA>KeHHs Mpoekmy
JIOKyMeHmMYy 0co6040 Yu Ko.JieriaibHUM OpraHoM; sik 0popMJISIEMbCS peKBi3um, SIKLLLO NompibHO noroaumu npoekm
JIOKYMeHmYy 3 KiJlbkoMa nignpueMcmaamu. Hasegimb npukaaau.

7. Bisu gokymeHma: noHsmms npo BHyYMpilLLHE NOroA>KeHHs MpoeKkmy JoOKyMeHMad, CKiaj pekBisumy, ae
posmatluoByoms. HaBeaimb Npukaaau.

8. BigMimka npo 3aceig4yeHHs Komii: ge po3malloByomb, efleMeHmMuU peKBi3umy, 4Yu HAa KCepoKomisx
npocmaBAsiEMbCS BiAMIMKA npo 3dcBigvyeHHs Konii. HaBeaimb npukaaau.

9. Mpi3BuLLe BUKOHABLA i HOMep lioro menedoHy: ae po3Milllytomb, 0CO6UBOCMI 3A3HAYEHHS, SIKLLO
nepeabavyaembcsi HeobXigHicmb 3BepHEeHHS 10 BUKOHABLIS Y pasi mompebu ymo4HeHHs1 abo po3’sicHEHHS 3Micmy
JIOKYMeHmMa; siki enieMeHmu Liie MoXKyme 6ymu B CKAAI peKBisumy. HaBeaimb npukaaau.

10. BiaMimka npo BUKOHAHHSA AOKYMeHmMa i Hanpas/ieHHsA Uioro Ao crnpasu: e i K Npocmas/isiiomb, LLO
03HAYd€E HAsiBHICMb HA AOKYMeHMI i€l BigMImMKuU, efeMeHmu pekBisumy, BUAU BigAMIMOK 3adnexkHo Big muny
Jucma, sikuti romoBumMbCS 'y Bianosigb. HaBeaime npukaaau.

11. BigMimKka npo HapaxoAX<keHHs AOKyMeHMa A0 Opraxisauii: sk i ge npocmasnsoms, eiemMeHmu
pekBizumy. Haeeaimb npuxkaaiu.

BJIOK 2.

12. Cknagimsb cny>x6oButi iucm.

13. Cknaaime AOBiAKY ocobucmoro xapakmepy.
14. Cknagimb JOMOBIAHY 3AMUCKY.



15. Cknagimb NOsICHIOBA/IbHY 3AMUCKY.

16. Cknagimb cmucauti MpomoKoJ.

17. Cknapime HAKA3 i3 3arajibHUX NUMAsk.
18. Cknaaimb Hakas 3 0coboBOro ckaay.
19. Cknagime cay><60BYy 3AruckKy.

20. Cknagimb akm.

21. Cknaaime 3as8y.

22. Cknagime po3rnopsiAXKeHHs.

BJIOK 3.

23. Oxapakmepu3ytime gep>kasHy nojaimuky B c¢epi ginoBoacmBa ma HA3BiMb MexaHi3mu ii peanizadii.

24. [lpoaHanizytime HOPMAMUBHO-MPABOBY MA HOPMAMUBHO-MemMoAU4YHy 6a3y aaMiHicmpamuBHOro
(3aranbHoro) ginosoacmesa.

25. BusHa4imb i po3kputime oCHOBHI MOHAMMS, 3dBAAHHS, CKAAAO0BI YHacmuHU ma BUAU Ai/10BOACMBA.

26. Poskpulime 3HaveHHs yHigikauii ma cmaHgapmusauii cay>xk6o0Bux (ynpasaiHCbKUX) AOKyMeHMIB y
JZinoBoACMBI.

27. Ha3Bimb OCHOBHI Moio>keHHs EAUHOI Aep><kaBHoi cucmemu ginosoacmsa (EACAH).

28. Oxapakmepu3sytime [lep>xkaBHy YHi¢iKoBaHy cucmemy opraHisauiliHo-po3nopsa4oi JokyMeHmadii.

29. Oxapakmepu3sylime Mi>KaucLunAiHapHi 38’s13KuU Ain0BOACMBA 3 iHLIUMU raay3siMu 3HAHb.

30. Knacugikalisi o0cHOBHUX JOKYMeHMIB y AiZI0OBOACMBI: 3HAYEHHS, 03HAKU i rpynu.

31. 3arasbHi 3acagu opraxisauii JOKYMeHmoobiry: noHImms, npuHLUnu G oCHOBHI emarnu.

32. Hapatime 3arasbHy XapakmepucmuKy OpraHi3auitiHuM [AoKyMeHmam: cmamym, [oJI0XKeHHs,
iHCMpyKuUis, npasuaa.

33. Hagatime 3aranbHy XapakmepucmuKy po3nopsa4YuM AOKYMeHmMAm: nocmadHoBa, yXBA/Jd, HAKA3,
BKA3iBKA, pO3MOpsayKeHHs.

34. Hagatime 3arasibHy Xapakmepucmuky [0BigKoBO-iHpopMawitiHUM JOKYMEHMAm.

35. Po3Kputlime 3HA4YeHHs NoHAMMSs « HOMeHK/lamypa crpas», onullime ocobuBocmi ii ckiagaHHs.

36. OnuLimb ocobauBocmi npouecy GopMyBaHHS cripas i 3abe3rnedyeHHs ix 36epeykeHocmi'y AifioBoACMBI.

37. Po3Kputime 3Ha4deHHs npouecy peecmpadii sokymMeHmiB. Ha3simb ma oxapakmepu3sylime OCHOBHi
¢dopmu peecmpaldlii JokymeHmiB.

38. Oxapakmepu3ylime npouec opraxisaiii KOHMPOoJIHo 3a BUKOHAHHSM JOKyMeHmMiB ma tioro mepMiHamu.

39. Poskputime cymHicmb NOHSIMMS «eleKMPOHHUU JOKyMeHmM », Uoro QyHKLii ma 03HakKu.

40. Po3kputime 3Ha4YeHHs MoHAMMS «esleKMpPOHHUU AOKYMeHmMoobir», Ha3Bimb MPUHLUNU NobyaoBu ma
@YHKLIOHYBAHHS cucmeM esleKmpPOHHOIro JOKYMeHmMooobiry.

41. Ha3Bimb OCHOBHI mexHO10Til, QyHKLii ma npobaemMu cucmem eleKmpPoHHOIro I0KyMeHmMoooiry.

42. KepyBaHHS AOKYMeHMAuiliHUMU npoLecamu: Mi>kHapoAHUlU ma Bim4u3HsHUU 4oCBif.

43. OpraHisadia pgisneHocmi cay>k6 goKyMeHmadiliHoro 3abesnedyeHHs ynpasaiHHSA: Memd, yHKLT,
OCHOBHI 3aBAAHHSI.

44. Onuwwimb OCHOBHI 3dcaau opraisauii apxisy (enekmpoHHoro apxisy) SK cKaagoBoi cucmemu
JIOKYMeHMoobiry (efeKmpoHHOro AOKyMeHmMoobiry).

BJIOK 4.

45. Haseimb ma oxapakmepu3ytime icmopuyHi emanu po3Bumky pepepeHmcbKoi fisbHocmi B YKpaiHi.

46. BusHaume BIUB HALioHA/IbHUX 0cobiuBocmeti Ha BefleHHs ma nepebir neperoBopis.

47. HasBimb i oxapakmepusylime HOpMAMuBHIi JAOKYMeHmMU, sKi periaMmeHmyromsb  Aisi/ibHicmb
pedepeHma.

48. Cpopmyntolime oCHOBHI BUMOIU A0 rnocaau pegepeHma.

49. Oxapakmepu3sytime npodgeciliHi HABUYKU pedepeHma.

50. Okpecnimb ocobauBocmi opraisadii, 3a6e3nevyeHHs ma npoBeaeHHs KoHigeHUitiHUX Hapa,.

51. Oxapakmepu3ylime pobomy pedepeHma 3 opraxisauii nputiomy BiaBigyBaYis.

52. Oxapakmepu3ytime iHpopMauitiHo-AoBiaKOBY pobomy pedepeHma.

53. BusHayme oCHOBHi BUMOTU [0 iMig»Ky pedepeHma.

54. BusHayme posib pedepeHma B 06C/1yroByBaHHiI BiABigyBayiB KePiBHUKA.

55. Hassimb ocobusBocmi emukemy B pobomi 3 BiggigyBadamu.

56. Oxapakmepu3sylime pobomy pedepeHma 3 opraisauii mese@doHHOro o6¢/1yroByBaHHs.

57. Oxapakmepusylime po6omy pedepeHma 3 opraHisaldlii ginoBux noi3AokK (BiapsaarkeHb) KepiBHUKA.

58. Oxapakmepu3sylime pobomy pedepeHma 3 opraHizauii Hapaa ma iHLIUX ynpaBaiHCbKUX 3aX04iB.



59. Ha3zsimb ¢pyHKLUii pepepeHma 3 sgokyMeHmauitiHoro 3abesneyeHHs ynpasaiHCbKOI AisabHOCM.
60. Ha3simb ¢pyHKLiI pedpepeHma 3 6e340KyMeHMHOoro o6¢/1yroByBAaHHA YNpaBaiHCbKOI AisiZIbHOCM.

Po6ouy nporpamMy HaBYaabHOI AUcUUNAiHK (cunabyc):

CKNaAeHo CcTapLUMM BUKJIaJadyeM, KaHANAaTOM NeaaroriyHmx Hayk, Fepmatu Konieto OnekciiBHow
YxBasieHo Kadeapoto Teopil Ta NPaKTUKM ynpasaiHHA (npoTtokoa N¢ 15 Big, 19.06.2025 p.)

MoropykeHo MeToau4YHOO KOMicieto paKyabTeTy couionorii i npasa (npotokon N2 4 Big, 24.06.2025 p.)



