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JTIOKYMEHTAITI €10
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HazsBsa criemiaabHOCTI/OCBITHRO-
npodeciiiHoi mporpamu

029 Indopmariitna, 0i0mioTeyHa Ta
apxiBHa CIpaBa

[ndpopmariitna aHaiTHKa Ta
aJIMiHICTPYBAHHSI CHCTEM YITPaBIiHHS

dopMa HaBYaHHS

JlenHna

Kypc, cemecTp, IpOTsSKHICTb

2 Kypc, 3 CEMECTp, OJIMH CEMECT]

CemecTpoBU KOHTPOJIb

3aiik

OO0csr rojivH (BChOTO: 3 HUX
JICKI1/TIpaKTUYH1)
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MoBa BUKIaIaHHSI

YKpaiHcbKa

Kadenpa, sika 3abe3meuye BUKIa1aHHS

My3ee3HaBcTBa, I1aM’ SITKO3HABCTA Ta
iH(}opMaIiitHO-aHATITUIHOT TISITBHOCTI

ABTOp JUCUMILTIHA

K.i.H., nmouent IlerpoBuu Banentuna
BacwuiiBHa

Kopotknii onmc

Bumoru A0 IIOYaTKy BUBUCHH:A

IIpepexBizuTu: {loxymeHraiiiiine
3a0e3nedeHHs yrpasiiHHs, Enextponne

ypsiIyBaHHs, CranpmapTtuzaiis  Ta
ceprudikaris 3a baxoBum
CIpsIMyBaHHSIM

[Ilo 6yne BuBUaTHCS Jucrurutina «KepyBaHHs

JIOKYMEHTAIIIEI0)» CIPUSITUME BUBUCHHIO
CTyI€HTaMHU  CYTHOCTI ~ Ta  MiCIls
KepyBaHHS JTOKYMEHTAIII€I0 B CHUCTEMI 1
mporiecax YINpaBiIiHHS Ta HOTO poiii y

dbopmyBaHHI 1H(popMartiitHo1
1H(PaACTPYKTYpH; OBOJIOIHHIO
TEOPETUYHUMHU, METOMYHUMU
MUTAaHHAMHA PO3POOKH, BIPOBAHKEHHS 1
BJIOCKOHAJICHHS KepyBaHHS
JIOKyMEHTAIEI0; dbopMyBaHHIO

MPaKTUYHUX HABUYOK, pallloHAJIbHUX
MIJIXOMIB y MUTAaHHAX JOKYMEHTYBAaHHS
YIPaBIIHCHKOT TISUTBHOCTI Ta
OpraHi3yBaHHS poboTtu 3
YIPABTIHCHKUMH TOKYMEHTAMHU.

Kypc akieHTye yBary Ha IpaBOBHUX
OCHOBaX Ta HOPMAaTHBHO-METOIUYHOMY
3a0€3MeUeHHl  Jep)KaBHOI  CUCTEMU
KEepyBaHHS JOKYMEHTAIEIO.




Yowmy 11e mikaBo/Tpeda BUBYATH

KepyBanus JIOKYMEHTAII €10 —
aKTyaJbHUM 1 MEPCIEKTUBHUN HAMpPSIM
HAyKOBUX  JOCHDKeHb.  TeHHEHIIl
BUKOPUCTAHHS SK TPAIUIIMHUX, TaK 1
HOBITHIX KOMIT IOTEPHUX TEXHOJIOTIH Yy
chepi KepyBaHHSA JIOKYMEHTAIlIHHUMU
mporecaMu  IUTIAHO  JTOCHIKYIOTh
YKpaiHChK1 Ta 3apyOi’kKHI HAYKOBIII.

Otpumani 3HAHHS CTYJICHTH
3MOXYTh CIPSIMyBaTH Ha 3a0e3MeUeHHS
oprasizaiii JOKyMeHTaliiHoi chepu y
CBITJII CBITOBHX TEHJACHIIIH, 30KpeMa
10]10 CTBOPEHHSI JETITUMHUX
CIIy’KOOBHX JIOKYMEHTIB Ta KEpyBaHHS
ixHIM 00irom, (QOpMyJIOBaHHS Ta
JOTPUMAaHHSI TIPUHIUIIIB Ta €JIEMEHTIB

KEpyBaHHs JOKYMEHTaIl THUMU
IIPOLIECAMH, HaJaHHs €IMHO1
METOJIOJIOTII KEepyBaHHS CIyXOOBUMHU
JIOKyMEHTaMH, 3MIICHIOBATH
JIOKyMEHTAI1HH1 IIPOLECU Ta
BpPaxOBYBaTH YUHHUKH ix
BIIPOBA[KEHHS.

Crynentam OyJlie IIKaBO MPOBOAUTH
MPaKTUYHY poOOTY B Traily3l KepyBaHHs
JIOKYMEHTAIII€I0, 30KpeMa 3a0e3MeUuTH
HAaOyTTS HABUYOK IIOJO0 CTBOPEHHS
bipMoBUX OJ1aHKIB JIOKYMEHTIB,
YVKJIQJJaHHS TIepesIiKiB HaIllOHAJIBHUX 1
MDKHAPOTHUX TEPMIHOJIOTTYHHUX
CJIOBHHUKIB 1 CTaHJIapTIB 3
apXiBO3HABCTBA, iHbopMarii 1
TOKyMEHTAIlii, MPOBEJACHHS CKCIICPTU3U
IIHHOCTI  JIOKYMEHTIB Ta  Teopii
1H(OpMAIITHOTO TONIIYKY, aHali3yBaTH
CTPYKTYpY CITY X0 KepyBaHHS
JTOKyMEHTAI[i HHUMHA nporecamu
YCTaHOB PI3HOTO 1€papXIYyHOrO piBHS,
nokaszatu crnerudiky ix QopmyBaHHS,
HaIpsiMA POOOTH Ta BUPIMICHHS MUTaHb
MIATOTOBKK  KajapiB,  OQOpMIICHHS
JIJIOBOTO €JIEKTPOHHOT'O JIUCTA TOUIO.

YoMy MOKHA HABUUTHUCS (PE3YJIBTATU
HaBYaHH:)

VY pe3yabTati HABYAHHS CTY/JA€HTH:
— OBOJIONIIIOTh (haXOBUMM 3HAHHSIMHU 3
TEOPETHYHUX OCHOB KepyBaHHS




JOKYMEHTAIIEI0 Ha  MIANPUEMCTBAX,
yCTaHOBaX Ta OpraHizallisx;

— HaOyayTh HAaBUYOK 3aCTOCYBATH
3HAHHS Ta MPaKTUYHI HAaBUYKH aHAJIi3y
BI/IMOBITHUX HOPMATUBHUX JIOKYMEHTIB,
YUHHUX CTAHJAPTIB 1 TEXHIYHUX YMOB,
0  PEeryjioloTh  (YHKIIOHYBaHHSA
iHbopMarliitHoi chepu;

—. OBOJIOJIIOTH KYJIBTYPOIO MUCIICHHSI,
BMIHHSIM y3arajibHIOBAaTH, aHAJI3yBaTH 1
CHUHTE3yBaTH 1H(GOPMAIIiIO B ISIIBHOCTI,

OB’ sI3aH1 13 ii MIOIITYKOM,
HaKOTTMYCHHSIM, 30epiraHHsIM 1
BUKOPHUCTAHHSIM.

Sk MOXKHA KOPUCTYBAaTUCS HAOYTUMU
3HAHHSIMU 1 yMIHHSMU
(KOMIIETEHTHOCT)

Y pe3yabTari HaBYAHHA CTYIEHTH
3MOKYTh KOPUCTYBATHCSI HA0y Iy TUTH
3HAHHSIMH NPO:

— icTopito: BUTOKH, TEHJIEHIT
CTaHOBJICHHS, OCHOBHI €Tamu PO3BUTKY
KEepyBaHHA JOKYMEHTALIEIO;

— TEOpil0 1 TPAKTUKY KEpyBaHHS

JIOKYMEHTAI€10;
— HAYKOBO OOIPYHTOBaHI MPUHIUIN 1
METOH CYy4acCHOTO KEepyBaHHSA

JIOKYMEHTAlLIHHUMU MPOLIECAMU;

—  3aKOHOMIPHOCTI  JIOKYMEHTYBaHHS
YIPABIIHCHKOI ISITBHOCTI W Oprani3artii
poOoTHn 3 yIPaBIiHCHKUMU
JIOKYMEHTaMU;

— ¢akropu, 1O BIUIMBAIOTH Ha
OpraHizaiiro 1 TEXHOJIOTII0 KepyBaHHS
JIOKYMEHTAIIE0 B YCTAHOBax pPI3HOIO
p1BHS;

— TUNOBI CTPYKTYypH 1 (DYHKIIT CiIyKO
KEepyBaHHA JOKYMEHTAIIEIO;

— pallloOHaJIbHY OpraHi3aiio poooTH 3
JIOKYMEHTaMHU B yMOBax BIPOBAKCHHS
B  amaparax  YOpaBliHHA  HOBHX
TEXHOJIOT1H;

— B3a€MO3B’ SI3K1 KEpyBaHHSA
JIOKYMEHTAITI €10 3 OpraHi3aliero
apxiBHOTO (BIJOMYOTO 1 JEpPIKABHOTO)
30epiraHHs JOKYMEHTIB.

OBOJIOJIIOTH YMiHHSIMH:

—pO3yMITH  Ta  BHUKOPHCTOBYBAaTH




3aKOHOMIPHOCTI pO3BUTKY 1H(pochepu 3
METOIO opranizaiii  e(eKTUBHOIO
yIpaBJIiHHS iH(opMarriitHo1O,
010J1I0TEUHOI0 Ta apXiBHOIO JIISUTHHICTIO,
— BUKOPHCTOBYBATH I1HTEPHET-PECypCHU

Ta TEXHOJIOT1T VTS BUPIIICHHS
CKCIICPUMCHTAILHUX, TPAKTUIHUX 1
MPOTHOCTUYHHUX 3aBlaHb y Taiys3i

npodeciitHol TisITEHOCTI;
— BIJCTEXYBaTH TEHJCHINI PO3BUTKY
npeaMeTHoi cepu muisixoMm 6167i0- Ta

BEOOMETPUYHOTO aHaizy
iH(opMaIiiTHUX TTOTOKIB Ta MACHBIB;

— 3aCTOCOBYBaTH KOMIT FOTEepHi
TEXHOJOIll 3 METOI BIOCKOHAJIECHHS

npodeciiftHOl isTbHOCT;

— 3aCTOCOBYBATH MPUKJIATHE TPOTrPAMHE
3a0e3neYeHHs TUISE BUPIIIECHHS
npodeciiiHuX 3aBJaHb.

Indopmariitne 3a0e3neueHHs
Web-niocunanss Ha (ONMUC AUCIHILIIHY )
cuiadyc HaBYaIbHOT AUCIUILIIHU Ha
BeOcaiTi hakynpTeTy (IHCTUTYTY)

3aiiicauTu BUOIp - «IIC-’KypHau ycnimnocti-Web»
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