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of9:unc X Biofoyeeiil «lHbopMalliiina AisUIBHICTh Ta MEiaKOMYHIKaIIii»
Craryc nucuuiunay PRk

MoBsa BHuKJIaJaHHA YKpaiHChKa

Kinbkicts EKTC
KpPEIUTIB

CrpykTypa
JIUCIUIUIIHA Jlexi — 32 rox.

(po3momin [TpakTuuni — 8 rog.

3a BUIAMA Ceminapchki — 16 rog.

Ta TOOUHAMU Camocriitna po6ota — 64 rog.
HaBYaHHS)

®dopma

IT1/ICYMKOBOTO 3anik

KOHTPOITIO

4 xpenuTn

I'padik (Tepminnm)
BUBYCHHS 2 Kypc, 4 cemectp
IUCLUIUIIHA

BuBueHHsT ~ HaBYQJIBHOI  JUCHUIUIIHK  cupusie  (OpPMYyBaHHIO
3araabunx komnerenTHocreii (3K):

3K2. 3narHicTh 3aCTOCOBYBATH 3HAHHS Y NPAKTUYHUX CUTYAllisX.
3K3. 3nanHs Ta pO3yMiHHA MPEaMETHOI 00iacti Ta mpodeciiHoi
TISAIBHOCTI.

3K6. HaBuuku BuKOpHCTaHHS iH(QOpPMAIIHHUX 1 KOMYHIKATUBHUX
TEXHOJIOT1H.

[Tporpamni 3K7. 3naTHicTh 10 TONIYKY, OMPAIFOBAHHS Ta aHali3y iH(popMalii 3
KOMIETEHTHOCTI pI3HUX JDKEper.

3KS8. 3narHicTh OmiHIOBAaTH Ta 3a0e3MeuyBaTH SIKICTh BUKOHYBaHUX
pOOIT.

Crnenianbaux (paxoBux npeaMmernunx) kommnereHTHocrei (CK):
CK1. 3parmicte  3milicHIOBaTH  Bimdip,  aHami3,  OIIHKY,
CHCTEMaTH3allilo, MOHITOPHHT, oprasisariito, 30epiranus,
PO3MOBCIO/IKEHHS Ta HaJaHHS B KOPUCTyBaHHA iH(opmaIllii Ta 3HaHb
y Oynb-sxux popmarax.




[Tporpamni
pe3ynbTaTu
HaBYAHHS

AHoTaItis (3MicCT)
IUCLUILIIHA

CK2. 3paTHicTh BUKOPUCTOBYBATH METOIM CHCTEMAaTHU3allii, MONIIYKY,
30epexenHs, kinacudikamii iHGpopMallii IS pi3HUX THIIB KOHTEHTY
Ta HOCIIB.

CK3. 3naTHiCTh BUKOPUCTOBYBAaTH Cy4YacH1 MPHUKJIAJHI KOMII IOTEPHI
TEXHOJIOT1l, TporpamMHe 3a0e3MedyeHHs, MEpeXeBI Ta MOOLIbHI
TEXHOJIOT11 U1 BUpIIIeHHS TpodeciiHuX 3aBIaHb.

CKS5. 3parHicTh CTBOPIOBATH YITKY, CTUCIY Ta TOYHY YIPaBIIHCHKY
JIOKYMEHTAIIII0 BIJMIOBIIHO JO YUHHUX CTaHJAPTIB.

CK13. 3patHicTh OMaHOBYBaTH 1 BHUKOPHCTOBYBAaTH TEXHOJOTI]
CJIEKTPOHHOTO YpSIyBaHHS Ta €JIEKTPOHHOTO JOKYMEHTOOOITY.

[1PH1. 3HaTu 1 po3yMiTH HayKOBI 3acaj iy opraHizarii, MoJAepHi3alii
Ta BIPOBADKEHHS HOBITHIX TEXHOJIOT1H B iHpOpMaIIiiHIH,
010110TeUHIM Ta apXiBHIHN AISUTBHOCTI.

[1PH3. KepyBaru JoOKyMeHTalIHHUMHU [IPOLIECAMU A1SIIBHOCTI
YCTaHOB, KOPUCTYBATHUCS 3aC00aMU €JIEKTPOHHOTO JOKYMEHTOOOITY,
oprani3oByBaTH pedepeHTHY Ta 0iCHY IisITbHICTb.

[TPHS. Y3aranpHioBaTH, aHaI3yBaTH 1 CHHTE3yBaTH 1HGOPMAIIiIO B
TUSTBHOCTI, TIOB’ s13aH1H 13 11 OIIYKOM, HAKOITUYEHHSIM, 30€piraHHsIM
Ta BUKOPUCTAHHSM.

[TPH6. 3natu, po3ymiTH Ta 3aCTOCOBYBATH B MPAKTUYHIN MISIBHOCTI
3aKOHOJIaB4l Ta raJly3€Bl HOPMATHUBHI JOKYMEHTH.

[IPH7. 3a6e3neuyBaru epekTUBHICTh (PYHKIIOHYBAHHS TOKYMEHTHO-
KOMYHIKaIlIHHUX CUCTEM.

Hucuummina  «KagpoBe — IITOBOJACTBO» — PO3KPUBAE  CYTHICTH
JOKYMEHTYBaHHs  Ta  opradizamii  poOOTM 3  KaJpOBOIO
JOKYMEHTAIli€l0 B TMpoleci ympaBiiHHSA mnepcoHanoM. OCHOBHI
MOHATTA ¥ OCOOJMBOCTI Oprasizamii KaJpoBOro JiIOBOACTBA SK
CKJIAJIOBO1 yMPaBIIHCHKOI MisIbHOCTI. [lopsiiok BedaeHHsS 3araibHOi
Ta KaapoBoi mokyMmeHtanii. Cy4acHI BUMOTH JIO CKJIaJlaHHS Ta
MiTOTOBKH JIOKYMEHTIB 3 KaJpPOBOTO JIIJIOBOZCTBA.
3microBuit moayar 1. KaapoBe aiioBoacTBo — Bax/iMBa
CKJIAI0BA e(DEKTUBHOTO YIPABJIiHHS MEPCOHATOM
1.1. [Ipu3HadenHs i knacudikariis KaapoBoi JOKyMEHTAIIi1.
1.2. Oprani3aitis Ta BeJICHHS KaJ[pOBOTO JIIJIOBOJICTBA HA
H1IPUEMCTBI.
1.3. TeopeTrnuHi Ta oprasi3aliiiHi 3acajid JOKYMEHTAI[IHHOTO
3a0e31nevYeHHS KapoBOi isUIBHOCTI.
1.4. OcHOBH1 BUMOTH, TI0 Mpe IBISIOTHCS 10 CKIIaJJaHHS Ta
odOpMJIICHHS YIIPaBIIHCHKUX JTOKYMEHTIB.
3microBuii moayab 2. Oco0JMBOCTI CKJIaAaHHS CIy:K00BHX
AOKYMEHTIB y KaJpOBOMY [iJ10BOACTBI
2.1. OdbopmiieHHsT  OpraHi3aliifHO-PO3MOPSAY0i Ta  JIOBIJKOBO-
iH(pOpMaIiifHOT TOKyMEeHTaIlil.
2.2. JlokymeHTanisi 0co0OBOrO  CKJIAAy OpraHiB  Jep>KaBHOTO
YIPaBJIiHHS Ta MICIEBOTO CAMOBPSTYBAHHS.
2.3. Ocobucti Ta 0c000B1 JOKYMEHTH: MOHSTTS, MOPSIAOK CKJIaJaHHS
Ta 30epiranus.
2.4. O61iKOBI TJOKYMEHTH KaJIPOBOTO JIIJIOBOJICTBA.




Cucrema
OLIIHIOBAHHS

SkicTh
OCBITHBOTO TPOIIECY

CropiHKa Kypcy
Ha Tutatdopmi

Google-classroom

Jlireparypa

3microBuii moayas 3. Opradizauiss kagpoBoro 3ade3nedyeHHs
cy0'€eKTiB rocnogapoBaHHs Ta JOTPUMAHHS 3aKOHOXABCTBA MPO
npauno

3.1. IokyMeHTOO00Ir SIK pyX HMOTOKIB YIPaBIIHCHKOI JOKYMEHTAIlii Ta
iH(OopMaIiiiHi TEXHOJIOT1T HOTO MATPUMKHU.

3.2. JIOKyMEeHTYBaHHS bakry BCTAHOBJICHHSI TPYIOBHX
MIPABOBITHOCHH.

KonexkTuBHMIA TOTOBIp: 3MICT, 0COOTUBOCTI YKJIaJIaHHS, peeECTparlis.
3.3. [IpaBuna BHYTPINIHBOTO TPYAOBOTO PO3IMOPSAKY: OCOOIMBOCTI
CKJIa/IaHHS 1 3aTBEPXKCHHS.

3.4. lokymeHTyBaHHA po0OOTH 3 pPE3epBOM KafapiB. ATecTamis
IPaIliBHUKIB.

3microBuii moayas 4. Opranizamis po6oTu 3 KaJapoBoIO
AOKYMEHTAIli€10

4.1. Hamionaneauii  kiacudikarop  Ykpainu  «Knacudikarop
npodeciii  JIK 003:2010»: oCHOBHI MmMAXOMW Ta MPUHIIUAIH
KOPUCTYBaHHS.

4.2. Benenns ta o0OMiK TPYITOBUX KHUKOK.

4.3. OdopmienHs, BeleHHs Ta 30epiranHs 0cCOO0BUX CIIPaB.

4.4. 306epiranHs KaJpoBOi JOKYMEHTAIIli Ta 1i apXiByBaHHSI.

@opMHU KOHTPOJIIO:

1. OuiHtoBaHHS poOOTH MiJ Yac MPAKTUYHUX 3aHATH — 42 6anu

(Big 0 mo 6 GaxiB 3a KO’KHE TIPAKTHYHE).

2. Camocrtitna pobora — 42 Gamu (Bimx 0 mo 6 OaniB 3a KOXKHE
MIPaKTHYHE).

3. 3auik / ex3aMeH — 16 GamiB.

[Ikana OliHIOBaHHS:

3a HaIIOHAJIIBHOIO JAM(EPEeHLINOBAHOK IIKAJIOK — «BIAMIHHOY,
«100pe», «3aI0BLITLHO», «HE3aJ0BLIHLHOY.

3a mxkanoro ECTS: A 90-100, B 82-89, C 74-81, D 64-73, E 60-63,
FX 35-59, F 1-34.

Bci yyacHMKH OCBITHBOTO MPOLIECY JOTPUMYIOTHCS OJTITUKU
JI00pOYECHOCTI 1 CHPUSAIOTH (DYHKIIOHYBaHHIO €(h)eKTUBHOI CUCTEMHU
3ano0iraHHs Ta BUSIBICHHS aKaIeMIYHOIO IIariary.

https://classroom.google.com/

[Ty6nikariii HayKOBO-TIEIaroTiYHOTO MPAIliBHUKA 32 TEMOIO
JACIATUTIHHA:

1. JIokyMeHTO3HABCTBO Ta iH(pOpMaLiiiHa JiSUTbHICTD | XpecToMaTis /
M-Bo kynaeTypu Ykpainu, Ham. akam.. KyasTypw 1 MHCTENTB, [H-T
MeHeKMeHTy, Kad. mokymMeHTO3HaBCTBa Ta 1H(OPM.-aHAIIT.
nispHOCTI ;5 [yki.: M. C. Cnobonsauk, O. M. 306ananpka, B. B.
JHob6posonbcbka]. Kuis, 2015. Y. 2, Bum. I. — 226 c.

2. JIoKkyMEeHTO3HaBCTBO Ta iH(opMalliiiHa JisSIBHICTh : XpecToMaris /
M-Bo kynbTypu Ykpainm, Ham. akan.. KyasTypu i MHCTEUTB, IH-T
MeHemkmenty, Kad. mokymeHTo3HaBcTBa Ta  iH(OpM.-aHAIIT.
nisnpHOCTI ; [ykia.: M. C. Crnobonsnuk, O. M. 36ananeka, B. B.



https://classroom.google.com/

Ho6poBonbebka]. Kuis, 2016. Y. 2, un. I1. — 222 c.

3. Hobposonbchka B.B. JlepkaBHa mModiTHKAa B Tamy3l KyJIbTypHu
VYKpaiHu: cTaH Ta PO3BUTOK CHUCTEMH YINPABIIHHS JTOKYMEHTALIEIO :
monorpadist / Bikropis JJoOpoBonbceka ; M-BO KynbTypu YKpaiHw,
Ham. akaz. kepiB. kaapiB Kynsrypu 1 MucTenTB. — Kuis : HAKKKiM,
2017.-233 c.

OcHoBHa:

1. Jlep>xaBHa yHiikoBaHa cuUcTeMa JTOKyMeHTamii. YHiikoBaHa
CHCTEeMa oOpraHizaliiHO-po3nopAauoi JoKyMeHTalii. Bumoru g0
opopmienns nokymentiB: JICTY 4163-2020. Kwuis, 2020. URL:
http://document.vobu.ua/doc/6310 (mata 3Bepuenns: 20.08.2021).

2. [lpaBuna opranizarii JIUJIOBOJICTBA Ta apXiBHOTo 30epiraHHs
JOKYMEHTIB y  JepKaBHUX OpraHax, oOpraHax MiCIE€BOTO
CaMOBPSIIYBaHHS, Ha MiANPUEMCTBAX, B YCTAHOBAX 1 OpraHizaisax :
3aTBepAKeH1 Haka3oM MiHicTepcTBa rocTullli Ykpainu Big 18 uepBHs
2015 p. Ne 1000/5 // Odimiitauit Bicauk Ykpaiau. — 2015. — 10 num.
—Ne 52.

3.Ilpo 3arBepmxenHs llepemiky THIIOBMX JOKYMEHTIB, IO
CTBOPIOIOTBCSI MiJ Yac isTIbHOCTI OpraHiB Jep:KaBHOI BIAgu Ta
MICIIEBOTO CaMOBPSIYBaHHSA, IHIIUX YCTAHOB, MIANPUEMCTB Ta
oprasizauliif, 13 3a3HAUE€HHAM CTPOKIB 30epiraHHd JOKYMEHTIB
[Enextponnuit pecypc] : Hakaz Min’toct Ykpainu Big 12.04.2012
poky Ne 578/5. — EnektpoH. TekcT. naHi. — Pexum pocrymy:
http://zakon2.rada.gov.ua/laws/show/z0571-12. — Ha3sa 3 THUTYIL.
Ekpana.

4.TIpo 3arBepmkeHHs TumoBoi I1HCTPYKLIi 3 JAUJIOBOACTBA B
MIHICTEPCTBaX, IHIIMX IIEHTPATbHUX Ta MICIIEBUX OpraHax
BUKOHaBuO1 Bnaau [Enextponnuit pecypc] : moctanoBa Kabinety
MinictpiB Big 17 ciuns. 2018 p. NoS55. — EnexkTpoH. TEKCT. naHi. —
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n18. -
Hasga 3 turyn. Expana.

5. IIpo 3arBepmxenHss TumoBoi IHCTPYKUIi 3 JAOKYMEHTYBAaHHS
yIIpaBIiHCbKOi 1H(OpMaIi B eNeKTpoHHIH ¢opmi Ta oprasizamii
poboTH 3 EJNEKTPOHHUMH  JIOKyMEHTaMH B  JIIJIOBOJICTBI,
€JIEKTPOHHOTO MIXKBioMuoro o6miHy [EnekrponHuii pecypc]
noctaHoBa KaOinery MinictpiB Big 17 ciunsa. 2018 p. NeS55. —
Enextpon. Tekct. mani. — https://zakon.rada.gov.ua/laws/show/55-
2018-%D0%BF#n18. — Ha3sa 3 tutyn. Expana.

JonartkoBa:

1. Kynemos C. I, boiiko B.®. Ilepiogu3anis yHidikamii opimiiHux
JIOKYMEHTIB B YkpaiHi. Apxieu Ykpainu.2015. Ne 1. C. 111-128.

2. ITanexa FO.1. lokymeHTyBaHHS B MIANPUEMHUIIBKINA cdepi: HaBY.
nmoci0. (31 3pa3kamu cydacHux gokymeHTiB). KuiB : Jlipa-K, 2010. —
512 c.

3. Tlanexa FO.I. KagpoBe nimoBojcTBO: HaB4. 1moci0. (31 3pa3kamu
CydaCHHX AUTOBHX TarepiB). 5-te Buj., Aomn. Kuis : Jlipa-K, 2009. —
476 c.

4. CenpuenkoBa C. B. ExcriepTusa iHHOCTI yIPaBIiHCHKHX
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MarepianbHo-
TEXHIYHE,
nmabopaTtopHe,
IporpamMHe
3a0e3ICUCHHS
JIUCIUIUIIHA

Bukmamaa

JOKYMEHTIB: 1CTOpisl, TEOPis, METOIMKA : HAyK.-METO. Mocio. /
C. B. Cenpuenkona, K. T. CeniBepcToBa ; Ykpaepkapxis,
YHJIIAC/I. Kuis. Pieue, 2011. 170 c.

Aynurtopis 224, kopiryc 7.
HoyT0yx, xomm’1orep

Kadenpa apTmenexMeHTy Ta iBEHT-TEXHOIOT 1M

(xopmyc 11, xa6. 102)
(044) 280-94-12

https://nakkkim.edu.ua/instituti/instituti-institut-praktichnoji-
kulturologiji-ta-art-menedzhmentu/kafedra-art-menedzhmentu-ta-

Ivent-tekhnologij
ipcam@nakkkim.edu.ua

JoOpoBosabcbka Bikropiss BacuiiBHa -
JIOKTOP HayK 3 COIlaJIbHUX KOMYHIKAIlIH,
JIOLICHT, B.O. 3aBiyBaua Kadenpu apr-
MEHEKMEHTY Ta 1BEHT-TEXHOJIOT1!
E-mail: vika dobrovolska@ukr.net



https://nakkkim.edu.ua/instituti/instituti-institut-praktichnoji-kulturologiji-ta-art-menedzhmentu/kafedra-art-menedzhmentu-ta-ivent-tekhnologij
https://nakkkim.edu.ua/instituti/instituti-institut-praktichnoji-kulturologiji-ta-art-menedzhmentu/kafedra-art-menedzhmentu-ta-ivent-tekhnologij
https://nakkkim.edu.ua/instituti/instituti-institut-praktichnoji-kulturologiji-ta-art-menedzhmentu/kafedra-art-menedzhmentu-ta-ivent-tekhnologij
mailto:ipcam@nakkkim.edu.ua
mailto:vika_dobrovolska@ukr.net

