OMIHICTEPCTBO BHYTPIIIHIX CITIPAB YKPATHU
JTHIMPOBCHhKUI JEPKABHUM YHIBEPCUTET BHYTPIIIIHIX CIIPAB

®AKYJBTET HIITOTOBKU ®AXIBIIB J1JI51 OPTAHIB TOCYJI1OBOI'O
PO3CJILIYBAHHSI HAIIIOHAJIBHOI ITOJIIIII YKPATHU

Kadenpa kpuminaabHoro npouecy

POBOYA NIPOT'PAMA HABYAJBHOI JUCHUIIIIHA

IOPUINYHE JOKYMEHTO3HABCTBO

OcBiTHBO-IpOdeciiiHa mporpama [IpaBoOXOpOHHA AiSTBHICTD
PiBeHb BHIIOI OCBITH nepinii (0akamaBpChbKHil)
I'any3b 3HaHB 26 [usinbHa Oe3nexa
CrneuniajbHicTh 262 ITpaBoOXOpOHHA AiSUNIBHICTh
Bua HaBYaAJALHOI JTMCIUILIIHY 000B’s13K0Ba

MoBa BUKJIAJAHHS: yKpaiHChKa

Pixk HaBYaHHA MepUIni

2024



' 3ATBEPIKEHO CXBAJIEHO

HaykxoBo-MeTOAUIHOIO Pagoro Buenoro panoio $akyabTeTy
JIHIIPOBCHKOTrO AEpPrKaBHOTO T ATOTOBKH (haxiBIIiB i OPraHiB
YHIBEpCHTETY BHYTPIIIHIX CIIpaB JIOCYIOBOTO PO3CIIiAyBaHHS
HamjionansHoi noyinii Ykpainu
nportoxon Bix 14 . 0§ 2024 Ne 45~ npotoxon Big 74 .0F 20 24 Ne /
MOroA’KEHO

I'apaHT ocBiTHBOI mporpamu «IIpaBooxopgHya MisIBHICTS (TOMIIEHCHK )»

il Biraniii [IOKAYVK

0’

PosrnsHyTo Ha 3aciganHi Kadeapy KpUMiHAJIBHOTO Ipolecy (paKynbTeTy MiaroTOBKH
(haxiBIliB A OpPraHiB JOCYI0BOr0 po3ciiayBanHs HarionansHoi momirii Ykpainu
Iporokon Bix /4 )&2024 Ne /4

IOpunuuse. moKyMeHTO3HaBCTBO. Po609a nmporpama HaB4anbHOI AUCHMILTIHK. JIHIIpO:
JIHINpOBCHKMI JepiKaBHUM YHIBEpCHTET BHYTpIIIHIX crpas, 2024 pik. 24c.

PO3POBHHK:

1. JloneHr Ka(pe,upﬂ KpHMiHanbﬂoro nporecy JIHIMPOBCHKOTO AEPIKaBHOTO
YHIBEPCHTETY BHYTPIIUHIX CIpaB, KaHJUIAT IOPMIMYHMX HAyK, JOLEeHT AJiHa
I"'puropisusa I'apkyma

PELHEH3EHTH: _
1. TIpochecop xademnpu npasa [{HIIPOBCHKOro I'yMaHiTapHOrO ymBepcmeTy, I.10.H.,
upodecop Oner BikropoBuy KHpH‘IeHKO

2. 3acTynHUK Ha4JalbHHKAa CIiJUOro YympaBliHHA I'ooBHOTO VYrmpaBiiHHs
HamjonansHoi mominii B 3anopisekiif o6nacti, NONKOBHMK NOMIii AwHzpiit
Bonomimvuposny Kyniniu.

JIncT OHOBJIEHHS Ta nepe3aTBepAKeHHS
po0G0o40i NporpaMu HABYAJILHOT XNCHHUILTIHE .
(momarox 1 no PoGouoi mporpamu HaBuaIpHOI JUCIUILIIHH)



1. OIIMC HABYAJIBHOI JUCHUILJITHA

XapakTepuCTUKa HABYAJIBbHOL
JIUCIAIUIIHA
HaiimeHnyBaHHS MOKa3HUKIB neHHa popma | 3a04yHa Gopma
3100yTTA 3100y TTS

BUIIOI OCBITH | BHIIOI OCBITH

Kinekicte kpenutiB EKTC 3

3arajgbHa KUJIbKICTh TOJNH 90

Pik miaroroBku 1

CemecTtp 2

Jlexui 4

CemiHapchKi 8

[TpakTuyaHi 18

Camocriiina po0oTa 60

[nauBigyanbpHi 3aBAaHHs (KypcoBa poOoTa)

ITincyMKOBUI CEMECTPOBUN KOHTPOJIb 3aJTiK

2. META TA 3ABIAHHSI HABYAJIBHOI JUCHUILJITHUA

PoGoua mporpama BHBUEHHS HaBYaIbHOI JucuuiUiind  «HOpuguune
JIOKyMEHTO3HAaBCTBO» CKJIQJI€HA BIJMOBIHO JI0 OCBITHHO-MPOGECIHHOI MporpamMu 3a
nepmumM (6akanaBpChbKUM) PIBHEM BHUINOI OCBITH MIATOTOBKM (DaxiBI[iB OCBITHHOTO
cTyneHs: OakanaBpa B raiysi 3HaHb 26 «l{uBinbHa Oe3nekay 3a crerianbHICTIO 026
«IIpaBooxopoHHA MISITEHICTHY KBaMi(iKaiis: 6akaaasp.

OcHOBHUMU 3aBIaHHIMU BHUBUYCHHS JTUCITUTUTIHU
JOKYMEHTO3HABCTBOY €:
- ¢hopmyBaHHs y 3100yBaviB BUIIIOI OCBITH 3HAHB I110JI0 OCOOJIUBOCTEHN MPABOTBOPUOI
Ta TPABO3aCTOCOBHOI MISJIBHOCTI, CUCTEMHU HAyKOBO-TEOPETUYHUX 1 MPAKTUUYHUX
3HaHb 3 OCHOB IOPUIUYHOI TEXHIKU;
- BHUCBITIICHHSI CyYacHMX MpoOJieM JIOKYMEHTYBaHHsA MpaBoBOi 1H(opMarlii,
3aKOHOMIPHOCTEH YTBOPEHHS IOPUIUYHUX JOKYMEHTIB;
- 3a0e3MnedyeHHs] pO3yMiHHSI 3700yBauyaMy BUMOT IOPUJIMYHOI TEXHIKHA JI0 TEKCTIB
HOPMATHBHO-TIPABOBUX Ta 1HAWBIAYaTbHUX aKTiB;
- MOTJIMOJICHHS 3HaHb, YMIHb 1 HABUYOK 3/100yBayiB BUIIOi OCBITH ITOJI0 CKJIAJaHHS 1
o(OpMIICHHSI  YIIPABIIHCHKHUX, KPUMIHATHHO-TIPOIIECYAbHUX, aMIHICTPATUBHO-
MPaBOBUX 1 IUBIILHO-MPABOBUX JOKYMEHTIB 3 OTJISIy Ha iX MpU3HAYCHHS Ta BUJIH,
- BHUpPOOJICHHS y 3700yBa4yiB HABUYOK IIOJ0 aHANI3y MPABOTBOPYUX 1
MPaBO3aCTOCOBHUX MOMUJIOK, SIKMX MPUITYCKAIOTHCA Y JOKYMEHTAaX, Ta MI0/I0 BUTBHOTO
BOJIOJIIHHS METOJaMH YCYHEHHS MTPaB03aCTOCOBHUX ITOMUJIOK.

MeToro BUBYCHHS HaBYAJIbHOI TUCIUTLIIHN «KOpuandHe TOKyMEHTO3HABCTBOY
€: chopMyBaTH BMIHHSA 1 MPAKTUYHI HABUYKH POOOTHM 3 TEKCTaAaMU IOPUIUYHHUX
JIOKYMEHTIB; HABYUTH TEXHIIl CKJIaJaHHS HOPUAUYHUX JOKYMEHTIB BIAMOBIIHO 0
BUMOI' 3aKOHOJABCTBAa YKpaiHW, TpaMaTUYHOI Ta CTUIICTUYHOI MPaBUIBHOCTI,
TEPMIHOJIOTIYHOI KOPEKTHOCTI, SICHOCTI, YITKOCTI; c(hOpMyBaTU BMIiHHS aHaII3yBaTH

«Opunnune



IPaBOTBOpPYI Ta MPABO3aCTOCOBHI IMOMWJIKH Ta BIIBHO BOJIOAITH METOJAMHU iX
ycyHeHHs;, copmyBatu mnpodeciiiHi Ta KOMYHIKaTHUBHI KOMIIETEHIli Ha OCHOBI
PO3KPHUTTS CYYacHHX HAYKOBHX KOHIICTINH, IOHATh, METOAIB Ta TEXHOJIOTIH
MI>KOCOOHCTICHOTO JJIOBOTO CITUIKYBaHHS.

OuikyBaHi pe3ybTaTH HABYAHHS: Yy pE3yJbTaTi BUBUYCHHS HaBUYAIbHOI
JTUCITUTUTIHY 37100yBay BUIIO1 OCBITH IIOBUHEH:

PH 3. -IlpoBoauTu 36ip Ta iHTErpOBaHMI aHANI3 MaTEPialiB 3 PI3HUX KEPEIL.

PH 10.-BinpHO cniikyBaTUCs AepKaBHUM TaMOBaMH SIK YCHO, TaK 1 MUCbMEHHO,
13 3aCTOCYBaHHAM IOPUJINYHOI TEPMIHOJIOTI.

PH 12.-JloHocutu 10 pecroHIeHTa MaTepiall 13 MeBHO1 MPaBOBOIMPOOIEMaTUKI
JOCTYITHO 1 3pO3yMiJIO.

PH 15.-BinbHO BUKOPHUCTOBYBAaTH Il MPABHUYOI JIsJIBHOCTI JOCTYIIHI
iH(dOopMaIliiiHI TEXHOJOTIi Ta 6a3u JaHuX.

PH 21.-T'otyBatu npoeKTH HEOOX1THUX AKTIB 3ACTOCYBAaHHS ITpaBa BIAMOBIIHO JI0
IPaBOBOT'O BUCHOBKY, 3pO0JICHOTO B Pi3HUX MPABOBHUX CUTYAIIIsIX.

BuBuenHs paucumiulind 3a0e3nedye (OpMyBaHHS KOMIIETEHTHOCTEH 3a

OCBITHBOIO ITPOTPAMOIO:

InTerpanbHa KOMIETEHTHiICTb — 37aTHICTb BHpPIIIYBaTH  CKJIaJHI
cHenliagi3oBaHl 3a/1a4yl Ta NpakTU4YH1 MpodseMu y cepl MpaBOOXOPOHHOI AiSIBHOCTI
a0o y mpolieci HaBYaHHS, 110 Mepeadavyae 3aCTOCYBaHHS MEBHUX TEOPIM Ta METOIB
PaBOOXOPOHHOI JISUIBHOCTI 1 XapaKTepU3YEThCSI KOMIIEKCHICTIO Ta HEBU3HAUEHICTIO
YMOB.

3araJibHi KOMIIETEHTHOCTI:
3K1. 3gaTHICTh 3aCTOCOBYBATH 3HAHHSA y MPAKTUYHUX CUTYAIIIsX.
3K2. 3HaHHsa Ta pO3yMiHHS MpPeaMeTHOI 00JacTi Ta po3yMiHHS MpodeciitHol
TISUILHOCTI.
3K3. 3gaTHICTh CHIKYBaTUCS AEP>KaBHOIO MOBOIO SIK YCHO, TaK 1 MUCbMOBO.
3K4. 3gaTHiCTh BUKOPUCTOBYBATH 1H(POPMALIiifHI Ta KOMYHIKAI[1i{HI TEXHOIOTTI].
3KS5. 3gaTHICTE BUUTHUCS 1 OBOJIO/IIBATH CYYaCHUMU 3HAHHSIMU.

CrneniaJbHi KOMIIETEHTHOCTI:
CK3.-3patHicTh podeciiiHo onepyBaTH KaTeropiaibHO-MOHATIMHUM anapaTom
mpaBa i IPaBOOXOPOHHOT MTISITEHOCTI.
CK4.-3naTHICT A0 KPUTHYHOTO Ta CHUCTEMHOIO aHali3y MPAaBOBHUX SIBHII 1
3aCTOCYBaHHS HaOyTUX 3HaHb T4 HABUYOK y MPOQECiiiHiil TIATbHOCTI.
CK14.-3gaTHiCTh /10 BHUKOPHCTaHHS TEXHIYHHUX NPHIQAIB Ta CIHCMiAIbHUX
3ac00i1B, 1IH()OPMAIIHHO-TIONTYKOBUX CHCTEM Ta 0a3 JaHUX.
CK19.-3natHicTh 3a0e3meuyBaT OXOPOHY JIEPKABHOT TAEMHUIII Ta MPAIIOBATH
3 HOCIsIMU 1HQOpMaLlii 3 0OMEXEHUM JOCTYIIOM.
3n100yBadi BHUINOI OCBITM MOBHHHI MPOJEMOHCTPYBATH Taki pe3yJabTaTH
HABYAHHSI:
PH 3.-IIpoBoauTu 30ip Ta IHTErpOBAHUI aHAJI3 MATEPIAJIIB 3 PI3HUX JKEPEIL.
PH 10.-BinbHO criyikyBaTHCs Iep>KaBHUM Ta MOBaMHU SIK YCHO, TaK 1 TUCbMOBO,
13 3aCTOCYBaHHAM IOPUIUYHOI TEPMIHOJIOTI.



PH 12.-Jlonocutu 10 pecrioHieHTa MaTepiail 13 IeBHO1 MPaBOBO1 MPOOIEeMaTUKH
JTOCTYITHO 1 3pO3yMiJIO.

PH 15.-Bi1bHO BUKOPHUCTOBYBATH JIJIs MPAaBHUYO1 A1STBHOCTI JOCTYIIHI
1H(pOpMaIliliHI TEXHOJIOT] Ta 6a3u TaHUX.

PH 21.-T'oTyBaTu npoekTH HEOOX1THUX aKTiB 3aCTOCYBaHHs IMpaBa BiMOBIIHO
710 IPAaBOBOT'O BUCHOBKY, 3p00JIEHOTO B PI3HUX MPABOBUX CUTYAIIisIX.

3. IMPOI'PAMA HABYAJIbHOI IUCHUILIIHU

Pozain 1. OpuanyHe 10KyMEHTO3HABCTBO IK HABYAJIbHA JUCHMILIIHA

Tema 1. OpuauydHe [JOKYMEHTO3HABCTBO SIK HAaBYAJbHA JMCIMILIIHA.
FOpuanyHnii TOKyMEHT IK MaTepiajibHUIl HOCIH MPaBoOBOi iH(opMaIii.

IIpenmer, Mera, 3aBAaHHS HABYAJIBHOI JUCHMILUNIHHU, i1 3B’SI30K 3 IHIIMMH
aucruIuIinaMu. Micile T0KyMEHTO3HAaBCTBA B CUCTEMI HayK.

[IpaBoBe peryitoBaHHS K JEp>KABHO-BIAJHUI BIUIMB Ha CYCIIJIbHI BIJIHOCUHHU.
[IpaBoBe peryatoBaHHS MPOIECIB CTBOPEHHS Ta BUKOPUCTAHHS IOKYMEHTIB Y CUCTEMI
MBC VYkpainn. 3akoHojaB4a 06a3a crpaBounHcTBa. HopMatuBHa 0a3a, 10 peryiroe
npoiecu poOOTH 3 JOKyMEHTaMHU.

[TonsaTTss 1H(MOpMamii SK JOKyMEHTOBaHMX a00 MyOJIIYHO OrOJIOLIEHUX
BIJIOMOCTEM Tpo MOJil Ta SIBUINA, 110 BIAOYBAIOThCS y CYCHUIBCTBI, JIepXaBi Ta
HaBKOJIMIIHBOMY TPUPOJHOMY cepefoBulll. Buau iHpopmaiii y mnpaBoBOMY
perymoBanHi. OcHOBHI BuAU iHGOpMAIIil BIJMOBIIHO JO YMHHOTO 3aKOHO/ABCTBA.
[IpaBo sk iHdopmarisa. [IpaBoBa iHdoOpMarliiss K pi3HOBHU COIiaIbHOI 1H(pOpMAIIii.
Bunu npaBoBoi indopmartii. [IpaBoBe perymtoBanHs sk pyX iH(opmaiiii. 3HaUeHHS
iH(dOopMaIi /I mpaBa Ta MPaBOBOTO PETYIIIOBAHHS.

JlokyMeHT sk ¢deHoMmeH nuBimizamii. IloxomkeHHS TepMiHa “‘TOKyMEHT”;
€BOJTIOIIS TepMiHA. BiICYyTHICTh €THOCTI MOTJISIIIB Y PO3YyMIHHI TEpMiHA “IOKYMEHT .
BuznauenHss moHATTS “mokyMeHT . TIOHATTS “IOKyMEHT” B IHTEpIpeTallii pi3HUX
HayK. Bu3HaueHHsI JOKyMEHTa B JEpKaBHUX CTaHAApTaX, HOPMATUBHO-TIPABOBUX
aKTax, CIIOBHUKaX.

JIoOKkyMeHT $K HOCiH couianbHol 1H@QopMauii. 3acobu 1 cnocobu mnepenadi
iH(popMarlii B 4aci Ta mpocTopi. 3aco0u 1 cnocodoun JOKyMEHTYBaHHS, X KJlacu]ikarlis.
MarepianbHi HOCIi JOKYMEHTHOI 1H(opmanii, iX kiacudikaiis Ta XapaKTepUCTHKA.
Po3BuTok mamepoBoro Hocis iHpopmaiii. Enextponni Hocii iHpopmarii. CydacHi
HOCI1 iH(hopMarIii.

[TomidyHKITIOHATBHICT, JTOKyMeHTa. 3arainbHi (iHpOpMmarliiiHa, coIlianbHa,
KOMYHIKaTHBHA, MMi3HABaJlbHA) 1 CremiaibHi (YMpaBiiHCbKa, TMOJITHYHA, TPABOBA,
ICTOpUYHOTO JDKEpena, JI0Ka3oBa, CTAaTUCTUYHA) (YHKINT [JOKyMeHTa Ta ix
0COOJIMBOCTI.

Osznaku gokymenTa. FOpunnyuna cuna T0KyMEHTIB.

Knacudikamisi JOKyMEHTIB, $IKI CTBOPIOIOTBCS B TIPOLECI YMNPaBIIHCHKOI
JUSJIBHOCTI: 32 MOXOJ/KEHHSIM, 3a CTaJisMH CTBOPEHHS, 3a IOPUIUYHOIO CHUIIOKO, 3a
CTyII€HEM TA€EMHOCTI, 3a MICIIeM BUHUKHEHHS, 3a criocoOom dikcarii iHdopmariii, 3a
CrocoOOM BHUTOTOBJICHHS, 3a TEPMIHOM BHKOHAHHSA, 3a CTYIEHEM CKJIAJIHOCTI, 3a
TEPMIHOM 30€piraHHs, 3a KaHAJIOM CIIPUHHATTSL.



HOpuanyauii JOKyMEHT K TUCbMOBHUH aKT, 110 MICTUTh MPABOBY 1H(OpMaIIito.

29 <6 29 <6

CriBBigHOIICHHS TOHATH “1HGopMaIlia”, “ITOKyMEeHT’, “IOPUIUIHUN JTOKYMEHT .
[ToHATTS PO IOPUAUYHUN JTOKYMEHT SIK MUCbMOBHH aKT, III0 MICTUTbH IPABOBY

1HbOopMaIlito.
Bu3HaueHHs NOHATH “IOPUIWYHUN JOKYMEHT , “IpaBOBUH aKT’, “HOPMATUBHO-
IIPaBOBUI aKT”, “IHAMBIAyaTbHUN aKT”, “IpaB03acTOCOBHUM aKT”,

“mpaBopeainizaliifHuil akT” y Iep:KaBHUX CTaHAapTaX, HOPMAaTUBHO-TIPABOBUX aKTaX,
JeKCUKOTpadiuHUX JDKEPEIax.

3HaueHHs, O3HAKW, (yHKII{, MaTepiaJbHa OCHOBA, TMPABOBI BIACTUBOCTI
IOPUIUYHUX JOKYMEHTIB.

Knacudikamii  ropugugaux  gokyMeHTiB. CHIBBIAHOIICHHS  BHJIOBOI
TUIIOJIOTIYHOI Kiacu(ikallii FOpUIUNIHUX TOKYMEHTIB.

[ToHATTS Ta BUIU IPABOBUX AKTIB.

HopmaTuBHO-11paBOBi, MPaBO3aCTOCOBHI Ta IHTEPIPETAIlIHI aKTH.

HopmaTtuBHO-IpaBOBHII aKT — OCHOBHUM PI3HOBUJT HOPMATHBHO-IIPABOBOTO
JIOKyMEHTA.

[IpaB03acTOCOBHI aKTH K pe3yJIbTaT 3aCTOCyBaHHA mpaBa. Cdepa 3acTocyBaHHA
Ta MPU3HAYEHHS MPAaBO3aCTOCOBHUX aKTiB. [IpaBoBi BIaCTUBOCTI MPaBO3aCTOCOBHUX
akTiB. O3Haku Ta (YHKIII MPaBO3aCTOCOBHUX akTiB. i1 Ta mopuaudHa cuia
MPaBO3aCTOCOBHUX aKTIB. BIAMIHHICTH MPaBO3aCTOCOBHUX aKTIB BiJi HOPMAaTHUBHO-
MIPaBOBUX.

Knacudikamiss npaBo3acTOCOBHHUX  akKTiB. AKTH  3aKOHOJABYOi  BIIAJU.
[IpaBo3actocoBHi aktu [lpesunmenta ta Ypsany VYkpainu. [IpaBo3acTocoBHI akTu
OpraHiB JIep»aBHOI BJIaJlM Ta MICIEBOIO camoyImpaBiiHHsA. [IpaBo3acTOCOBHI aKkTu
CyJIOBUX 1 TIPaBOOXOPOHHUX opraHiB. [IpaB03acTOCOBHI aKTH HOPUAMYHUX OCIO.
HopmaTtuBHO-1IpaBOB1 aKTH MIHICTEPCTB 1 BIIOMCTB.

[Tonin mMOKyMEHTIB OpraHiB MPABOIOPSIIKY 32 HATIPSIMOM JISTTEHOCTI.

VYmpaBiiHChKi, aJIMIHICTPaTUBHO-TIPABOBI, KPUMIHAJIHO-TIPOIIECyabHI,
LMBUIBHO-TIPABOBI, LIUBLILHO-TIPOLECYAJIbHI JOKYMEHTH.

Tema 2. IOpuauyHa TexHiKa sIK iHCTPYMEHT YKJIAJaHHA NMPABOBHUX AKTIB.
IIpaB03acTOCOBHI NOMWIKH SIK MOPYIIEHHS] BUMOT IOPUAMYHOI TEXHIKH.

Opunuuna TexHika B cHCTeMi TpaBa $K CKJIajgHe, 0araToCTpyKTypHE,
OararodyHKIiOHaTBEHE TpaBoBe sBule. KOpunuyHa TexHika SK METOJ0JIOTIs, HayKa
Ta HaB4aJibHa AuciuIUIiHa. HOpuanyHa TexHiKa SK YUHHUK €()EKTUBHOCTI
IPaBOTBOPYOI, MpaBOpeai3allifHOl Ta MPaBO3aCTOCOBHOI JISUIBHOCTI.

CraHOBJIEHHS 1 PO3BUTOK IOPUIUYHOI TEXHIKU. Y JOCKOHAJICHHS FOPUIUYHOT
TEXHIKU MPOTSTOM ICTOPIi PO3BUTKY MPaBa.

Busnauennss mnoHATh  “ropuaMyHa  TeXHIKA®, “IpaBOTBOpYA  TEXHIKA”,
“IpaBO3aCTOCOBHA TEXHIKa”, “HOPMOTBOpYA TEXHIKAa” Yy HOPMATUBHO-TIPABOBUX
akTax. Pi3HOMaHITHI CyJ)KEHHS BUEHUX-TIPABO3HABINB I10JI0 BU3HAYCHHS TOHATTS
IOPUINIHOT TEXHIKH, i1 €IEMEHTIB HAYKOBHX MPAIlsX, JEKCUKOTpadIyHUX JHKEpeIax.

Mera OpuUAMYHOI TEXHIKHA. 3HAYCHHS IOPHUJIWYHOI TEXHIKH IS FOPUIUIHOL
MPAKTUKH.

Bunu ropuauvHoi TEXHIKU: TPaBOTBOpYA, IpaBopeaizalliiiHa, mpaB03acTOCOBHA,
HOPMOTBOPYA, MPABOTIyMayHa.



EneMeHnTH ropuaudHOI TEXHIKM: IOPUIMKO-TEXHIYHI 3aCO0H, IOPUIUKO-TEXHIUHI
OpUHOMH, HOPUIMKO-TEXHIYHI MpPaBWIa-BUMOIU. 3acO0M IOPUAWYHOI TEXHIKH, IO
BKHUBAIOTHCSA NpU (POpMYBaHHI 3MICTy HOPMATHBHO-IIPABOBUX Ta MPaBO3aCTOCOBHUX
aktiB. [lpuifoMu 10puAMYHOI TEXHIKH, IO BXKHUBAIOTHCA MPU (OPMYyBaHHI 3MICTY
HOPMAaTUBHO-TIPABOBUX Ta MPAaBO3aCTOCOBHUX akTiB. [IpaBuia 1opuanyHOi TEXHIKU
yepes npu3My ii BuiB. Knacudikaiiis mpaBuit IOpUANYHOT TEXHIKH.

Bumoru ropuanyHOi TEXHIKH O TEKCTIB MPaBO3aCTOCOBHUX akTiB. CyTHICTb
MIPABOBHUX BUMOT /10 O(DOPMIICHHS IOPUANYHUX JOKYMEHTIB. 3a0e3MeUeHHs] FOPUINIHOT
CIUIW HOPMAaTUBHO-TIPAaBOBUX aKTiB. Bumorum mpaBoBoi kynbrypu. IlpaBuia
3a0e3neyeHHs. JIOTIKM MpaBa. CHUCTeMa JOrIYHUX BHUMOI Yy IPaBO3acTOCYBaHHI.
CyTHICTb CTPYKTYpHHUX BHUMOI J0 OQOpPMJIEHHS IOPUIMYHUX JOKYMEHTIB.
XapakTepucTUKa JIHTBICTUYHUX BHMMOI JI0 BUKJIAAy MaTepialy B  IOPUIWYHHX
JOKYMEHTaX.

[IpaBuia odopmiIeHHS MPOEKTIB 3aKOHIB Ta OCHOBHI BMMOI'M 3aKOHOJaBYOi
TexHiku (MertoauuHi pekoMmeHaailii). Buganus uerBepTe, BUMPABICHE 1 IONOBHEHE.
Kwuis.

3aNIeKHICTh SKOCTI IOPUAUYHUX JOKYMEHTIB BIJ PIBHS 1X FOPHUJIMUKO-TEXHIYHOL
JOCKOHAJIOCTI.

Tema 3. CucTeMa CTPYKTYPHHUX OJMHUIb OPUINYHUX JOKYMeHTIB. [IpaBuia
oopMmJIeHHSI PEKBI3HTIB.

CTpyKTypyBaHHS HOPMAaTUBHO-TIPABOBUX Ta MPAaBO3aCTOCOBHUX aKTiB.

[IpaBuna JOrIYHOrO BHKIJIAAY TEKCTIB IOPUIMYHUX JOKYMEHTIB. Jloriuyna
CTPYKTypa HOPMaTHUBHO-TIPABOBHX Ta MPABO3aCTOCOBHUX AKTiB.

JACTY 4163:2020 «YHi(pikoBaHa cHCTeMa OpraHi3aliiHO-PO3NOPATUOI
nokymeHTalii. Bumorn g0 odopmiieHHs nokyMeHTiB». HaiioHanpHUN cTaHgapt
VYkpainu. Jlep>kaBHa yHidikoBaHa cuctema qokyMenraiiii. Kuis. 2020. 37 c¢. YunHwii 3
01.09.2021.

[Toctanosa Kabinery MinictpiB Ykpainu Big 17.01.2018 Ne 55 «Jlesiki nutaHHs
JIOKyMEHTYBaHHS YIPABIIHCHKOT TISITBHOCTI».

Haxka3z MBC VYkpainu Big 29.07.2019 Ne 630 «IIpo 3aTBepmxenHs [HCTpyKIIii 3
JIOKyMEHTYBaHHS YIIPaBIIHCHKOI 1H(hOpMaIlii Ta oprasizaiiii poOoTH 3 JOKYMEHTaMH,
CTBOPEHHMH Y TIAriepoBiit hopmi».

Haxka3z MBC VYkpainu Big 29.07.2019 Ne 630 «IIpo 3aTBepmxeHHs [HCTpyKIIii 3
JOKYMEHTYBaHHS yNPaBIIHCbKOT 1H(OpMaIi B €JIeKTpOHHIA GopMi Ta oprasizanii
pOOOTH 3 CJICKTPOHHUMU JIOKYMEHTAaMHU B JIIJIOBOACTBI, €JIEKTPOHHOTO M1>KBIJIOMYOTO
OOMIHY».

XapakTepucTUKa KOMMO3ULIHHO-CTPYKTYPHUX BUMOT 0 O(OPMIIEHHS aKTiB:
palioHalibHa CTPYKTypa, MO Ha YaCTHUHHU, aCHeKTH YyHi(ikaimii KOMIO3UIIIHHOT
OyZ10BH, 3arajibHa XapaKTepUCTUKA PEKBI3UTIB IOKYMEHTIB.

bnank odimiinoro fokymenta. Bumoru 1o 0;1aHKiB JOKyMEHTIB. PexBi3utH, siki
BUKOPUCTOBYIOTHCS TIPH BHUTOTOBJICHHI OyiaHKiB. [loHSATTS THmoBoro dopmyrspa.
DopmyIsp-3pa3oK sIK €IMHA MOJAEIb MOOYA0BU KOMIUIEKCY TOKyMEHTIB. DopmyJsip
Cy4acHOTO JJOKyMeHTa. Y HiiKarlis CryKOOBHX JOKYMEHTIB Ta iX OJaHKIB.

PekBizuT 5K OOOB’A3KOBUN CKJIQJOBUH €JIEMEHT JOKYMEHTa. PekBi3uT
IOPUAMYHOTO TOKYMEHTA SIK HOT0 1H(POpMAIIHUI eTeMEHT.



Cknan pekBi3uTIB JOKyMEHTIB. Iloain pekBI3WTIB JOKyMEHTa Ha TMOCTIHHI
(ocHoBH1) Ta 3MiHHI. IlocTiiiHi pekBi3uTH dopmyisipa gokyMeHTa. OdopMmiteHHs
OCHOBHUX PEKBI3UTIB Yy TOKYMEHTaX.

3aranbHi mpaBwia OGOPMIICHHS OCHOBHHMX PEKBI3HTIB JIOKyMEHTa: Ha3Ba
JOKYMEHTa, 3arojIOBOK JI0 TEKCTy, TEKCT, ajpecar, Aara, MiANUC, MmedaTka, rpudu
MOTO/IKEHHS 1 3aTBEPKEHHS, PE30JTIOLiA. AIpeCyBaHHS JOKYMEHTIB Ta BiAMITKA PO
BukoHaBlg. Crenudika naTyBaHHs, 3aTBEPKCHHS Ta TOTOKEHHS JIOKYMEHTIB.
3acBiTueHHS TOKYMEHTIB.

Bumoru 510 3MicTy pekBi3uTIB y JOKyMeHTaX. Bumoru 70 3micTy, po3TanryBaHHs
i1 oopMIICHHS PEKBI3UTIB Y IOPUINYHUX JOKYMEHTAX.

Tema 4. Opranizauisi cy4yacHoOro JiJioBoACTBA.

[ToHSATTS A1IOBOJCTBA, CIPABOYMHCTBA, TOKYMEHTOOOITY Ta JOKYMEHTYBAHHSI.

[ToctanoBa KabGinety MinictpiB VYkpainu Big 18.05.2019 Ne 736 «IIpo
3aTBep/KEHHs THUMOBOi IHCTPYKIi MpO MOPSIAOK BEACHHS OOIIKYy, 30epiraHss,
BUKOPHUCTAHHS 1 3HUILEHHS JOKYMEHTIB Ta 1HIIMX MaTepialbHUX HOCIIB 1H(QOpMaIlii,
110 MICTSTh CIIy>k00BY 1H(OpMAIIIIO».

[ToctanoBa KabGinery MinicTtpiB Ykpainu Big 21 nucronmaga 2011 p. Ne 1277
«IIutanns cuctemu 00Ky myOaIyHOT 1HPOPMALITiK.

Hakaz MinictepctBa roctuiii Ykpaimu Big 18.06.2015 Ne 1000/5 «Ilpo
3aTBepkeHHs [IpaBui opranizaiiii 1JI0BOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIep’KaBHUX OpraHax, OpraHax MiCIIEBOTO CaMOBpPSIyBaHHS, Ha MiAMPUEMCTBAX, B
yCTaHOBAX 1 OpraHi3amisaxy.

Hakaz MBC VYkpaiau Big 08.02.2019 No 100 «IIpo 3arBepmxenns [lopsaky
BEJICHHSI €TMHOTO OOJIKY B opraHax (TiApo3aijiax) MOdilii 3asB 1 MOBIIOMJICHb TIPO
KPUMIHAJIbHI TPABOMIOPYIIICHHS Ta 1HIII MOII1».

Haka3z MBC VYkpainu Bix 26.01.2017 Ne 65 «IIpo 3aTtBepmxenHs [HCTpyKiii mpo
MOPSAZIOK BeACHHS OOJIIKY, 30epiraHHs, BUKOPUCTAHHS 1 3HUIICHHS JOKYMEHTIB Ta
IHIIUX MaTepilayibHUX HOCIIB 1H(OpMaIlii, 0 MICTATH CIY>KO00BY i1H(pOpMaIllo, Y
HamionaneH1# OMImii.

Haka3z MBC VYkpainu Big 13.06.2016 Ne 503 «IIpo 3aTtBepmxenns [HcTpykiii 3
oprasizaiii KOHTPOJIO 3a BHUKOHAaHHSIM JOKyMeHTIB y HamioHanpHid mnomimii
Ykpainmy.

AIMiHICTpaTUBHE 1 choemiaibHe  crpaBouuHCTBO.  CTpykTypa, 00CsT
JOKYMEHTOO00ITY, HOro OCHOBHI €TaIlu.

Opranizaiis JOKyMEHTOOOITY Ta BAKOHAHHS JJOKYMEHTIB.

[IpuitmanHsa, mnepBUHHE OOPOOJICHHS, TOMEPEAHIA PO3MIIAI 1 PO3MOILT
JTOKyMeHTIB. BukonanHs nokyMmeHTiB. [lpuiiMaHHsS, TIepBUHHE OMPAIFOBAHHS
JOKYMEHTIB, 110 HaaxosiTh 10 MBC VYkpainu. [lonepeaniit po3riisg T0KyMEHTIB, 1X
peectpairisi. OOpoOIeHHS JOKYMEHTIB, SIKI HAIXOATh /10 1 BUXOATH 3 YCTaHOBH.

[TonsTTs 1iHHOT 1H(MOpMAaITii, KOHDIISHITIHHNX JOKYMeHTIB. CKiIal 1 HapsIMKH
3aXHCTy JOKyMeHTHOi iH¢opmarii. Cuctema 3axucTy I[IHHOI 1HQoOpmarlli Ta
KOH(IAEHIIIMHUX JOKYMEHTIB. EleMeHTH mpaBoBOTO, OpraHizaiiiiHOro, TEXHIYHOTO,
IPOrpaMHO-MAaTEMATUYHOTO 3aXUCTy iH(popmarllii. TexHonoris 3aXucTy JOKYMEHTHOI
iHpopMmartii. 3axumieHuid  AokymeHTooOir. OOmik 1 30epiraHHs crOopaB 3



KoH(DigeHIHHUMU  TokyMeHTamu. [lopsmok poOoTH TmepcoHany 3 I[IHHOIO
iH(opMarriero Ta KOHPIAEHIIHHUMU TOKYMEHTaMHU.

Oprani3aiiiss MOHITOPUHTY BUKOHAHHS OKYMEHTiB. KOHTponb 3a BUKOHAHHSIM
JIOKyMEHTIB.

CkiaganHsi HOMeHKIaTypu crpaB. dopmyBaHHsA cmpaB. ApXiBHE 30epiraHHs
nokyMmeHTiB. OcoOnuBocTi 30epiranHs noKyMeHTIB y cucremi MBC VYkpainu.
Excrieptusza miHHOCTI AOKyMeHTiB. O¢opMIeHHsS crpaB, CKIAJCHUX Y ManepoBii

bopmi.

Po3gin 2. TexHika CcTBOpPeHHsI YNPaBJIHCbKHX, KPHUMiHAJIbHHUX
NpouecyajibHUX, aJIMiHICTPATUBHO-NIPABOBUX, IMBLILHO-TIPABOBUX i IIMBLIbHO-
npouecyajbHUX JOKYMEHTIB.

Tema 5. TexHika CTBOpeHHsI IOKYMEHTIB ynpaBJiHCbKOI AisuibHOCTI. TUnosi
MOMWJIKH TA HIJISIXH IX YCYHEHHS.

JNCTY 4163:2020 «VYHidpikoBaHa CHUCTEMa OpraHizamiiHO-pO3MopsauO0i
nokymeHTanii. Bumorn no odopmiieHHs nokyMeHTiBy». HamioHanpHUN cTaHgapt
VYkpainu. Jlep>kaBHa yHidikoBaHa cuctema qokyMenrariii. Kuis. 2020. 37 c¢. YunHuii 3
01.09.2021.

ITocranoBa Kabinety MinictpiB Ykpainu Big 17.01.2018 No 55 «/lesiki nutanHs
JOKYMEHTYBaHHS YIPABIIHCHKOI TISUIBHOCTD»

Haka3z MBC VYkpainu Big 29.07.2019 Ne 630 «Ilpo 3atBepmxenHs IncTpykiii 3
JIOKyMEHTYBaHHS YIIPaBIiHCHKOI 1H(hOpMaIlii Ta oprasizaiii poOoTH 3 JOKYMEHTaMH,
CTBOPEHHMH Y TArepoBiit hopmi».

Haka3z MBC VYkpainu Big 29.07.2019 No 630 «IIpo 3aTBepmkenns [HcTpyxkinii 3
JIOKyMEHTYBaHHS yMPaBIIHCHKOT 1H(OpMAIli B €IEKTpOHHINM GopMi Ta opranizairii
poOOTH 3 EIEKTPOHHUMHU JTOKYMEHTAMHU B J1IJIOBOJICTBI, €IEKTPOHHOTO M1>KB1JIOMYOTO
OOMIHY».

[Ipu3HaueHHsa, Ckjgajg 1 BUAM  OpPraHi3aliiHO-NPAaBOBOI  JOKYyMEHTAIlll.
dopmyiapu-3pa3Ku opraHizanifHux JoKkyMeHTiB. [IpaBuia ckiaganss i oopMiieHHs
OpraHizaliifHO-IIPaBOBUX IOKYMEHTIB.

[Ipu3HaueHHs, ckjiaa 1 BUAM PO3NOPSAIUMX JOKYMEHTIB. XapaKTepUCTHKA i
OCHOBHI PEKBI3UTH PO3NOPATUMX JTOKyMEHTIB. Dopmyisipu-3pa3ku po3nopsauux
nokymeHTiB. IlinroroBka, mnpaBwiia CKJIaJaHHS W OQOPMIIEHHS PO3NOPATUUX
JTOKYMEHTIB.

CyTHiCcTb, TIpU3HAYEHHS, CKJIQJ 1 BUAU KaJIpoBOi JOKyMeHTallii. Bumoru mo
CKIIafaHHs ¥ o(OpPMIICHHS KaapoBOI JOKyMEHTallii. XapakTepuCTHKa W OCHOBHI
PEKBI3UTU KaJIpOBUX JOKyMeHTIB. [liroroBka, mpaBuia CKIaJaHHSI W OCOOJIMBOCTI
o(OpMIICHHSI OCHOBHUX JJOKYMEHTIB 3 KQJPOBUX MTUTAHb.

[TpusnauenHs, ckiaa i BUay iHGOPMAIIHO-TOBIAKOBUX JOKYMEHTIB. CKIagaHHs
i oopMIIEHHS JOBIAKOBO-1HGOPMAIITHUX TOKYMEHTIB.

CyTHICTh, TPU3HAYEHHS, CKJIAJl 1 BUJM IJJAHOBUX Ta 3BITHUX JIOKYMEHTIB.
[TinroToBka, mpaBuia CKIagaHHA U 0COOJIMBOCTI OPOPMIICHHS TIJIAHOBUX Ta 3BITHUX
JOKYMEHTIB.

Criiiki MOBHI 3BOpPOTH, IO 3aCTOCOBYIOTHCS B OpraHi3aliiiHO-NpaBOBHUX,
PO3MOPSIIYUX 1 KAAPOBUX TOKYMEHTAX.



CTpyKTypHI 4YaCTHHHU OpraHizaiiiHO-TIPaBOBUX 1 PO3MOPSIYMX JOKYMEHTIB.
CtpyKTypa TEKCTIB KaJpOBUX JOKYMeHTIB. CTpyKTypHI 4acTUHU iH(oOpMalliitHo-
JTOBIJIKOBUX JIOKYMEHTIB.

KOpuanko-TexHiuHi 0COOIMBOCTI TOKYMEHTIB YIIPaBIIHCHKOI TISTBHOCTI.

Tema 6. TexHika cTBOpeHHSI KPUMiHAJIbHO- MPOLECYAJbLHUX TOKYMEHTIB.
TunoBi MOMUWIKM TAa NJIAXM iX YCYHEHHS.

[ToHATTS KpUMiIHATBHUX MPOIECYaTbHUX JOKYMEHTIB, iX Mpu3HaudeHHs, chepa
3aCTOCYBaHHA, oO3Hakd. HOpuanuHa npuUpona KPUMIHAIBHUX MPOIECYaTbHUX
JTOKYMEHTIB.

Kpuminanbhuii nporecyanbuuii kojgeke Ykpainu Big 13 kBitast 2012 p.

Bumoru KpuMiHanbHOTO IpoliecyanbHOro KoJeKcy YKpainu A0 GopMu i 3MICTy
KPUMIHAJIbHUX MPOIECYyaIbHUX JOKYMEHTIB.

Haka3z MBC VYxkpainu Big 27.04.2020 Ne 357 «Ilpo 3atBepmxeHHs: [HcTpyKIii 3
oprasizailii pearyBaHHs Ha 3asiBU 1 TOBIJJOMJICHHS PO KPUMIHAJIbHI, aIMIHICTpaTUBHI
IpaBOMOPYIIEHHS a0o0 ToJii Ta OmepaTUBHOrO 1HMOPMYBaHHA B OpraHax
(maposzainax) HanlonansHOT mominii Ykpainmy.

MoBa KpUMiHATFHOTO MTPOBAKEHHS.

[TucemoBa GopMa npolecyanbHUX JOKYMEHTIB Y KPUMIHAJIbBHOMY CYJOYMHCTBI.

Krnacudikanist KpuMiHaIbHUX MPOLIECYaTbHUX TOKYMEHTIB.

CyTHicTh, 3MICT 1 ¢opMa MNpPOUECYyaIbHUX AaKTIB CTajall J0CYAOBOIO
PO3CIIiTyBaHHS.

Bunu npouecyanbHUX akTiB JOCYZOBOro po3ciiayBaHHs. [IpouecyanbHi akTy,
MOB’sI3aH1 3 MPOBEJIEHHAM CliIUuX (po3irykoBux) aid. [IpoTokonu mporecyalbHUX
niu. [ligroToBka i cKiajaHHs TPOTOKOJIIB MPOIIECyTbHUX JiH.

CytHicTh, 3MICT 1 @opMa akTiB 3aCTOCYBaHHS 3aXOJiB 3a0€3MEUCHHS
KPUMIHAJILHOTO TMPOBAHKEHHS, MPOIIECYaIbHUX aKTIB 3YNHUHEHHS, BITHOBJICHHS Ta
3aKIHYEHHS JOCYJ0BOTO PO3CIiAyBaHHS.

VYkinaganHs mHpolecyalbHUX akTiB, IMOB’S3aHUX 13 MPOBEICHHSIM CI1TUMX
(po3uIykoBUX) MAil, aKTIiB 3aCTOCYBaHHs 3aXOJiB 3a0€3MEUYCHHS KPUMIHAJIBHOTO
MPOBAKCHHS, aKTiB 3yIMMHEHHS, 3aKIHUEHHS TOCYIOBOTO PO3CIIiTyBaHHS.

KOpuuko-TexHiuH1 0COOIMBOCTI KPUMIHAIBHUX MPOLIECYaTIbHUX IOKYMEHTIB.

CTpyKTypHI YaCTUHU KPUMIHAJIbHUX MPOLECYyATbHUX JOKYMEHTIB.

Tema 7. Texnika  CcTBOpeHHSI  aJAMIiHICTPATMBHO-IPABOBMX  TAa
aIMiHiICTPATUBHO-NIPOLIECYAJIbHUX JOKYMEHTiB. THNOBI MOMMJIKH Ta NJISAXM iX
YCYHEHHH.

Konekc Ykpainu npo aaminicTpaTuBHi mpaBonopyiieHHs (1984).

Konekc amminictpatuBHOTO cyfaounHcTBa YKpainu Big 06 mumas 2005 poky.

[IpoBamkeHHss B chpaBax MNpo aAMiHICTpaTHBHI mpaBonopyiieHHs. Cramii
aJMIHICTpATUBHOTO  MpOBa/DKEHHS. Buau npoBapkeHHd B copaBax — Mpo
aJAMIHICTpaTUBHI IPABOMOPYIICHHS.

Haka3z MBC VYkpainu Big 27.04.2020 Ne 357 «Ilpo 3arBepaxeHHst [HCTpyKIi 3
oprasizailii pearyBaHHs Ha 3asiBU 1 HOBIJOMJIEHHS [P0 KpUMIiHAJIbHI, aIMIHICTPATUBHI
NpaBoOMOpYIIEHHS abo0 TojJii Ta ONepaTUBHOrO I1HMOPMYBaHHA B OpraHax
(maposainax) HamionanbHOT modimii YKpainm.



AJIMIHICTpATUBHUM  JIOKYMEHT SIK  MyOJiYyHO-BIaJAHE  pilIeHHs cy0’ekTa
aJMIHICTPATHUBHOTO IpaBa.

CyTHICTb, TpU3HAYEHHS, IOPUIUYHA TPUPOJAA, O3HAKU aAJAMIHICTPATUBHO-
MPaBOBHX JOKYMEHTIB.

OcHOBHI BUMOTH, fKI BHCYBalOTbCA JO CKIagaHHS ¥  0QOpMIICHHS
a/IMiHICTPATUBHO-TIPABOBHX JOKYMEHTIB.

Knacudikamii aqMiHICTpaTUBHO-TIPABOBUX TOKYMEHTIB.

OcHOBHI aIMiHICTPaTUBHO-TIPABOB1 JOKyMEHTH. [IpOTOKOI PO aiMiHICTpaTHBHE
MIPABOIIOPYIICHHS, Opo aIMIHICTpaTUBHE 3aTpUMaHHsS OcOOM, sIKa BUMHUIIA
aJMIHICTpaTUBHE MPABONOPYIICHHS, TPOTOKOI OCOOMCTOTO OTJISIAY Ta OIJISIAY pedei.
[TocTanoBa 1o crpasi Npo aAMIHICTPATUBHE MPABOMOPYIIECHHS, PO 3aKPUTTS CIIPaBU
PO aJMIHICTpaTUBHE MPABONOPYIICHHS, PO 3aCTOCYBAHHS 3aXO0/11B BIUIUBY.

[IpaBuna cknagaHHs W odOpMIIEHHS aAMIHICTPATUBHHMX IIOCTAaHOB Ta
aAMIHICTpaTUBHUX TPOTOKOMiB. CrernudiyHi 0COOJUBOCTI  aJMiIHICTPATUBHHUX
IIPOTOKOJIIB OPIBHIHO 3 KPUMIHATBHUMU IIPOLIECYATHbHUMHU.

[linrotoBka, mpaBujiia CKJIaJaHHS W OQGOPMIIEHHS MOCTAaHOB IO CHPaBi MPO
aJIMiHICTpaTUBHE TPABOMOPYIIEHHS, TOCTAaHOB TMPO 3aKPUTTS CIOpaBU MPO
aIMIHICTpaTUBHE  MPABOIOPYILICHHS,  MPOTOKOJIB  MpPO  aJMIHICTpaTUBHE
MIPaBOMNOPYIICHHS, IMPOTOKOJIB MpPO aJAMIHICTPATHUBHE 3aTpUMaHHs OCOOH, fKa
BUMHWJIA aJMIHICTPAaTUBHE MPABOMOPYIICHHS, MPOTOKOJIB OCOOMCTOTO OTJIALY Ta
OTJISIAY peueil.

JIOOMI>KHI aIMIHICTPATUBHO-TIpaBOBl AOKyMeHTH. [IpaBuia ix ckiuamgaHHs i
o(OpMIICHHS.

MoBa cy1I04MHCTBA 1 IJIOBOJCTBA B aJIMIHICTPAaTUBHUX CYJIaX.

KOpunuko-TexHiuHi  0COOIMBOCTI  aaMIHICTPATUBHO-TIPABOBUX JOKYMEHTIB.
Oco061MBOCTI BUKJIATy aJIMIHICTPATUBHO-TIPABOBUX JOKYMEHTIB.

MoBHI1 3BOPOTH, 110 3aCTOCOBYIOTHCS B aJIMIHICTPATUBHO-TIPABOBUX JIOKYMEHTAX.

Tema 8. Texnika CcTBOPpeHHsI UHMBLILHO-NIPABOBMX Ta UHUBIJIBHO-
NMpouecyajbHUX JOKYMeHTiB. THIIOBI MOMUJIKH TA HIJIAXHU IX YCYHEHHS.

[uBinpHUi KogeKe Ykpainu Big 16 ciuns 2003 poky.

[{uBinpHUI NponiecyanbHUM KoeKe Ykpainu Bia 18 6epe3ns 2004 poky.

['ocniogapcebkuil mpouecyanbHuil kKoaeke Ykpainu Bia 06 mucronanga 1991 poky.

[ToHATTS aKTa MUBUTFHOTO 3aKOHOABCTBA.

Cdepa 3acTocyBaHHS IUBIILHO-TIPABOBUX IOKYMEHTIB. OCHOBHI BUJIM ITUB1IHHO-
MIPaBOBHX JOKYMEHTIB.

Cdepa 3acTocyBaHHS LMBUIBHO-TIPOLIECYAIbHUX JOKYMEHTIB. OCHOBHI BUIH
[IUBLILHO-TIPOIIECYAIbHUX IOKYMEHTIB

MoBa MBUIBHOTO CyZ0UYMHCTBA. BuMoru 10 opopMiIeHHS TMBUIBHO-TTPABOBUX 1
[IUBUIBHO-TIPOLIECYATHPHUX TOKYMEHTIB.

[{uBiIBHO-TIPABOBI JIOTOBOPH: MOHATTA, O3HAKU Ta (QyHKII. Bumaum moroBopis.
['ocnoapcbki JOTOBOPH.

JIOKyMEHTH, 110 BU3HAYAIOTh LIMBUIbHY MPaBOCYO’ €KTHICTh (Pi3UYHUX OCIO.

JIOKYMEHTH, 1[0 PETYIIOI0Th MPABO CIaIKyBaHHS.

JIOKYMEHTH, 1[0 PETYIIOIOThH TPYA0BI CIIOPH.

JlokyMeHTaJIbHE MIATBEP/KEHHSI OIepalliil KymiBiIi-poaaxy, HallMy, OpeH/IH,
pUBaTHU3AIIIi.
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[TozoBHE mpoBaKeHHsA. [1030BM y HMBUIBHOMY CYAOYMHCTBI. Buau MmMo30BiB.
[ToHATTS M030BHOT 3assBU. Buau mo30BHUX 3asB. 3asBHU 3 MPOICCYATbHUX MTUTaHb.

TunoBi CTPyKTypH UBUIBHO-TIPABOBUX 1 IUBUILHO-TIPOIIECYaTbHUX JOKYMCHTIB.

CknaganHa ¥ O(QOpMIICHHS IMBLIHHO-IIPABOBUX 1 IHMBLILHO- MPOTECY ATBHHX
JTOKYMEHTIB. 3arajibHi BUMOTH 70 (JOPMH Ta 3MICTY IUBLIBHO-TIPABOBUX 1 IUBUILHO-
MPOLECYaTbHUX TOKYMEHTIB.

KOpunuko-TexHivHi 0CO0JIMBOCTI IIUBUTBHO-TIPAaBOBUX 1 [IUBUIBHO-
MPOLECYyaTbHUX TOKYMEHTIB.

4. CTPYKTYPA BUBUEHHS HABYAJIbHOI JUCIUILITHUA

Temu Ta IUIaH JeKIIHHUAX 3aHATH

HasBa Temu JiekiiHOTO .., KinbkicTb
IInan nekuiiHoOroO 3aHATTS
3aHATTH TOJIMH
Tema Ne 1 1. ITpenmer, METa, 3aBJIaHHA HaBYaJIbHOIL 2
Opunuune IUCLHUILIIHHA. 3B’A30K FOPUIUYHOTO
JIOKYMEHTO3HABCTBO SIK JIOKYMEHTO3HABCTBA 3 1HIIMMH JUCIUILTIHAMU
HaBYAJIbHA JUCIHILIIHA. 2. HopmaTtuBHO-1IpaBoBa 0asa, 1110 perysroe mpoecu
KOpuanunuii JOKyMEHT SIK po0OTH 3 TOKyMEHTaMHU
MartepiaTbHUI HOCIH 3. Ionsarrss indopmanii, gokymenta. DyHkmii Ta
paBoBoi iH(hopmartii knacudikaiii TOKyMEHTIB
4. FOpunuvHUi  TOKYMEHT SK  HOCIH  IpaBOBOi
iH(opMariii.
Tema Ne 2 FOpunuuna 1. BusHayeHHS MOHATTS IOPUIUIHOI TEXHIKH, i1 2
TEXHIKa SIK IHCTPYMEHT MeTa, BUJIU
yKJIa/IaHHS TTPaBOBUX aKTiB. 2. 3acobu, mpuiioMu, MpaBuia sIK eJIeMEHTH
[TpaBo3acTOCOBHI MOMUJIKU IOPUANYHOT TEXHIKU
K TOPYIIEHHS! BUMOT 3. Bumoru 1opuandHo1 TEXHIKH 10 CKIIQJaHHS aKTiB
IOpUIMYHOT TEXHIKT MPaBO3aCTOCYBaHHS.

Temu ceMiHApPCHKUX i NPAKTUYHUX 3aHATH

. KiabkicTn

Ha3Ba Temu ceMiHAPCHKOI0 260 NPAKTHYHOI'O 3AHATTS —
Po3pia 1. OpuauvHe 10KYMEHTO3HABCTBO SIK HABYAJbHA THCHMILIIHA 10
Tema Ne 1 FOpunnuHe 10KyMEHTO3HABCTBO K HaBYaJIbHA JUCLUILTIHA. 2
HOpuanuHuii JOKYMEHT sIK MaTepialbHHI HOCIH nmpaBoBoi iHpopmarii
Tema Ne2 FOpuanuHa TeXHiKa K IHCTPYMEHT YKJIaJJaHHs IPaBOBUX AKTIB. 2
[IpaBo3acTOCOBHI MOMUJIKH SIK MOPYIIEHHS] BUMOT IOPUAMYHOI TEXHIKU
Tema 3. Cucrema cTpyKTypHUX OJUHUIIb IOPUIMYHUX JOKyMeHTiB. [IpaBuia 4
oopMIIEHHS PEKBI3UTIB
Tema Ne 4. Oprani3zaliisi cydacHOTO JIiJIOBOJICTBA 2
Pozpiu I1. TexHika CTBOpEHHs1 OPUANYHUX IOKYMEHTIB 16
Tema Ne 5. TexHika CTBOPEHHS JOKYMEHTIB yIPaBJIiHCHKOI AisuIbHOCTI. THIoBi 6
MTOMMJIKH Ta IIJISIXU 1X YCYHEHHSI.
Tema Ne 6. TexHika CTBOpEHHS KpUMIHAIBHO-IIPABOBUX Ta KPUMIHAJIBHO- 4
npolecyalbHUX JOKYMEHTIiB. TUIIOBI MOMHJIKY Ta IUISIXU X YCYHEHHS.
Tema Ne 7. TexHika CTBOPEHHsI aIMIHICTPaTUBHO-TIPAaBOBUX Ta aAMIHICTPATUBHO- 4
nporecyalbHUX JOKYMEHTIB. TUIIOBI MOMHJIKY Ta NUISIXU X YCYHEHHS.
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Tema Ne 8. TexHika CTBOPEHHS ITUBUTLHO-TIPABOBUX Ta IIUBLIHHO-TIPOIIECYATLHUX 2
JOKYMEHTiB. THIIOBI MOMHJIKY Ta NUISXH iX YCYHEHHS.

Temmu a5 camocTiiiHoOl podoTH

Ha3Ba Tremu ceMiHapcucoro a0o MNPAKTUYIHOI0 3aHATTH Ki::l(:;;li]c_lTb
Po3aia 1. OpuauyHe 10KyMEeHTO3HABCTBO SIK HABYAJIbHA
AMCIHUILIIHA 28
Tema Ne 1. FOpuandne 7OKyMEHTO3HABCTBO SIK HaBYaJbHA TUCIUILTIHA. 8
KOpunnynuii JOKYMEHT K MaTepiaIbHUI HOCIH MpaBoBoi iHhopMarrii
Tema Ne 2. FOpuanuna TexHika K IHCTPYMEHT yKJIaJlaHHS IPaBOBUX 8
akTiB. [IpaB03acTOCOBHI IOMUJIKY SIK MIOPYIICHHS BUMOT IOPUINIHOT
TEXHIKU
Tema Ne 3. Cuctema CTpYKTYPHUX OAUHUILL IOPUANUYHUX JOKYMEHTIB. 8
[TpaBuna oopMIICHHS PEKBI3UTIB.
Tema Ne 4. Oprani3aliisi Cy4acHOTO JIIJIOBOJICTBA 4
Po3aia I1. TexHika CTBOpPeHHsI OPUANYHUX JOKYMEHTIB. 32
Tema Ne 5. TexHika CTBOPEHHSI IOKYMEHTIB YIIPaBIIHCHKOI JISIIbHOCTI. 10
TunoBi TOMIJIKHM Ta NUISXH iX YCYHECHHSI.
Tema Ne 6. TexHiKa CTBOPEHHSI KpPUMIHAJIbHO-TIPABOBUX Ta KPUMIHAJIBHO- 10
npolecyalbHUX JOKYMEHTIB. THIIOBI MOMMJIKM Ta NUISXH 1X YCYHEHHS.
Tema Ne 7. TexHika CTBOPEHHS aJMIHICTPATUBHO-TIPABOBUX Ta 6
aJMIHICTPaTUBHO-TIPOIECYATbHUX JOKYMEHTIB. THUITOBI MOMUJIKU Ta
IUIAXH 1X YCYHEHHS.
Tema Ne 8. TexHiKa CTBOPEHHS HUBUIBHO-NIPABOBUX Ta LUBLIBHO- 4
MpoIeCyaabHUX JTOKYMEHTIB. TUIIOBI MOMMJIKM Ta NIISXH iX YCYHECHHS.

5. NEPEJIIK IIMTAHb TA 3ABI‘[JAHI),
11O BUHOCSATBCSA HA IIIJICYMKOBHUU KOHTPOJIb
KoHTpoasHi nuTaHHs 10 3aJ1Ky

1. ITIpeamer, Mmerta, 3aBmaHHs, npeaMer Kypcy “HOpuandHe TOKYyMEHTO3HABCTBO .
Miciie 10puaIunyHOTO JOKYMEHTO3HABCTBA B CUCTEMI HayK.

2. HopmaTuBHa 0aza, 1110 peryJsitoe nporecu poooTu 3 J0OKyMEHTAMH.

3. 3aco0u JOKYMEHTYBaHHsI, X ICTOPUYHUN PO3BUTOK, CyyacHa Kiacudikaris.

4. 3acobu 1 criocobu mepeaadi iHpopmMailii B yaci Ta mpocTopi.

5. Ciocobu TOKyMEHTYBaHHS, iX ICTOPUYHHIM PO3BUTOK 1 cydacHa Kiacudikaris.

6. Ilonsarrs indopmarii, ocHOBHI BuAHM iH(OpMAIli BIAMOBIIHO JO YHHHOTO
3aKOHO/IaBCTBA.

7. JJokyMeHT sk (heHOMEH ITUBLII3aIlii.

8. BusHadueHHS JOKYMEHTAa B JIEpKABHUX CTaHAApTaX, HOPMATHUBHO-TIPABOBUX
aKTax, CIIOBHUKaX.

9. OcHoBHI (PyHKIIIi, 03HAKH, FOPUANYHA CHJIA IOKYMEHTA.




10. MarepianpHi HOCii JOKyMeHTHOi 1iHdopMarii, ix Kiacudikaiis Ta
XapaKTEePUCTHKA.

11. EnekTpoHHUN JOKYMEHT: TMOHATTA, cdepa 3acTOCyBaHHS, OCOOJIUBOCTI
oopMIIEHHH.

12. danscudikamist fokymeHTiB. Bunu danbcudikarii.

13. OcoOnuBOCTI TOTOKEHHS Ta 3aTBEPKEHHS JOKYMEHTIB. OcoOJIMBOCTI
3aBipeHHS CIIPABXHOCTI JOKYMEHTIB.

14. Indopmarniiina Oe3meka 1 CHUCTEMH 3aXUCTy AOKYMEHTHOI iH(opmarii Bif
HECaHKI[IOHOBAHOTO JIOCTYITY.

15. Ilousarts minHOI 1HpOpMaIlii, KOHPIASHIIIHHUX TOKYMEHTIB.

16. Cucrema 3axucTy MiHHO1 1HpopMaIlii Ta KOHPIASHIIIHHUX TOKYMEHTIB.

17. 3axucT 1OKyMEHTHOI 1H(popMaIlii Bil HECAaHKIIIOHOBAHOTO JOCTYITY.

18. KoHTposb 32 BUKOHAHHAM JOKYMEHTIB. 3arajbHl MOJOKEHHS KOHTPOJIO 3a
BUKOHAHHSIM JIOKYMEHTIB.

19. CTpoku BUKOHAHHSI IOKYMEHTIB 1 IOPYYEHb.

20. ITinroToBKa JOKYMEHTIB J10 30€piraHHs.

21. BuzHayeHHs [IHHOCTI IOKYMEHTIB 1 IOKYMEHTHOI1 1H(popMarii.

22. ApxiBHe 30€epiraHHs JJOKyMEHTIB 1 CIIPaB.

23. OdopmiieHHS CIIpaB TPUBAJIOTO CTPOKY 30€piraHHsl.

24. IToHATTS IIHHOCTI TOKYMEHTa. BUHUKHEHHS 1 pO3BUTOK €KCIIEPTU3U LIHHOCTI
JOKYMEHTIB.

25. Kunacugikariisi TOKyMEHTIB, SKi CTBOPIOIOTBCS B TMPOLECI YMPaBIiHCHKOI
TUSUTBHOCTI: 32 MOXOJDKEHHSIM, 32 CTaJisIMU CTBOPEHHS, 32 IOPUIUYHOIO CHUIIOIO, 32
CTYNIEHEM Ta€EMHOCTI, 32 MICIIEM BUHUKHEHHSI.

26. Knacudikarist TOKyMEHTIB, $Ki CTBOPIOIOTBCS B TPOIEC YHPABIIHCHKOT
TiSTBHOCTI: 3a crocoboM  (ikcamii iH(popMarliii, 3a cnocoOOM BUTOTOBJIEHHS, 3a
TEPMIHOM BUKOHAHHS, 32 CTyNIEHEM CKJIQJIHOCTI, 32 TEPMIHOM 30epiraHHsl.

27. OpuanaHuii TOKYMEHT SIK MUChbMOBUH aKT, III0 MICTUTh MPABOBY 1H(GOpMAIIIIO.

28. Knacudikauii FopuIM4YHUX TOKYMEHTIB.

29. HopMaTuBHO-TIpaBOBUH aKT: MOHATTS, TPaBOBA MPUPOJIA, O3HAKH, KJIacuDiKallli,
BJIACTUBOCTI.

30. Axtu 3akoHonaBuoi Biaau. [IpaBozactocoBHi aktu Ilpesmpentra ta Ypsgy
VYkpainu.

31. HopMaTuBHO-TIpaBOB1 aKTH MIHICTEPCTB 1 BIIOMCTB.

32. IIpaB03acTOCOBHI aKTH CYJIOBUX 1 MPAaBOOXOPOHHUX OPTraHiB, OPUIUYHHUX OCIO.

33. [TIlpaBo3acTOoCOBHI aKTH SIK pe3yabTaT 3actocyBanHs mipaBa. Cdepa
3aCTOCYyBaHHS,  TMPU3HAYCHHS,  TPAaBOBI  BIACTUBOCTI,  O3HAKH,  (YHKI]
MPaBO3aCTOCOBHUX aKTiB. IPABO3aCTOCOBHUX AKTIB.

34. Ilpu3nayueHHs1, CKIa/ 1 BUAM OPTaHi3aIliiHO-TIPaBOBOI TIOKyMEHTAITI].

35. CyTHICTh KaIpOBUX IOKYMEHTIB.

36. OcobmuBOCTI 0POPMIICHHSI OCHOBHHUX BH/IIB JIOKYMEHTIB 3 KaJJPOBUX MUTAHb.

37. Ilpu3zHadeHHs1, CKJIa 1 BUAM 1H(HOPMAaIIHO-T0BIIKOBUX JOKYMEHTIB.

38. CknamanHs ¥ oOQOpMJIEHHS OpraHi3aliiHO-MPABOBUX 1 PO3MNOPSIAUUX
JOKYMEHTIB.

39. OpranizaiiiHo-TIpaBOB1 IOKYMEHTH: CKJIaJl, BUIH, BAMOTH J10 0()OPMIICHHS.

40. Ilpu3HaueHHs, BUAM, MIATOTOBKA, BUMOTH A0 OGMOPMIICHHS PO3MOPSIUUX
JTOKYMEHTIB.



41. Cdepa BUKOpUCTAHHS, BAMOTH 10 0(hOPMIIEHHSI KaAPOBUX JOKYMEHTIB.

42. Ckiamanss it opopMIICHHS JTOB1AKOBO-1H(POPMAIIIHHUX JOKYMEHTIB.

43. IToHATTS KpUMIHATBHUX MPOLIECYAIbHUX JTOKYMEHTIB, iX Kiacudikarlis.

44. TunoBa CTPyKTypa KpUMIHAIBHO-TIPOIIECYaTbHUX JOKYMEHTIB.

45. Bumorun KpuminanbHOTo mporecyanbHOTO KOAEKCy YKpaiHu 10 ¢opmu i
3MICTY KPUMIHAJIBHUX MPOLIECYATbHUX IOKYMEHTIB.

46. IlonarTs aamiHicTpaTUBHUX JOKyMeHTIB. Cepa iX 3acTOCYBaHHS.

47. OCHOBHI aJMIHICTPaTUBHO-TIPABOBI JOKYMEHTH.

48. JlomoMi>kH1 aAMIHICTPATUBHO-TIPABOB1 IOKyMEHTH.

49. Bumoru 10 ckiaianHs i 0hOpMIICHHS aIMIHICTPATUBHO-TIPABOBHX JIOKYMEHTIB.

50. Bumoru a0 KpUMiHAJIBHHUX MPOIIECYaJbHUX JIOKYMEHTIB, 1[0 TPYHTYIOThCS Ha
NPUHIIMIIAX KPUMIHAJIBHOTO MPOILIECY.

51. Ocob6nuBocTti ckiaafgaHHs W O(QOpPMIIEHHS MPOIECYaTbHUX JOKYMEHTIB, IO
B1J0OpakatoTh KJIIOMOTaHHS, IPU3HAYEHHS €KCIIEPTU3H.

52. XapakrepucTuKa MpOLECyaJbHUX JIOKYMEHTIB, IO Bi0Opa)karoTh 3aX0Ju
3a0e3MeyeHHs] KpUMIHAIBHOTO MPOBA/KEHHS, 3yIUHEHHSI Ta 3aKIHYEHHS J0CYI0BOTO
PO3CIIiTyBaHHS.

53. XapakTepucTuka TMpOLECyaIbHUX JOKYMEHTIB, 10  BigoOpaxarTh
MOB1IOMJICHHSI TIPO T1J103pY, CJIia4i (PO3LIYKOB1) Ta HETJIACHI CJIiul (PO3IIYKOBI) Aii.

54. XapakTepucTuka TOKYMEHTIB, III0 BU3HAYAIOTh IIUBLIBHY MPaBOCYO’ €KTHICTh
($13M4HMX 010, TPYOB1 CIOPH, IPABO HA CIIAJKyBAHHS.

55. Cdepa 3actocyBaHHS JOKYMEHTIB y IIUBUTLHOMY ITPOIIECI.

56. OCHOBHI BUJU ITUBLIILHO-TIPABOBUX JJOKYMEHTIB.

57. TunoBi CTPYKTypH HUBLUIHLHO-IPABOBUX JOKYMEHTIB.

58. T1030B y IMBUIBHOMY CYJIOYMHCTBI. Bujiu mo30BiB.

59. lluBinpHO-TIpaBOBi 10TOBOPH. Buau noroBopis.

60. 3MicT, TOPSIIOK YKIATaHHS H 0POPMIICHHS ITUBUILHO-TIPABOBUX JIOKYMEHTIB.

61. 3wmicT, mOpsmOK yKianaHHS W O(QOPMIICHHS IUBUIBHUX MPOIECYATbHUX
JOKYMEHTIB.

62. [locunanHs gk NPUHAOM IOPUINYHOI TeXHIKU. [lopsAa0oK LUTYBaHHS MPaBOBHX
MIPUITHUCIB.

63. Jlis Ta ropuIMYHAa CUJia MPABO3aCTOCOBHUX AKTIB.

64. BiIMIHHICTh MPABO3aCTOCOBHUX aKTIB BiJl HOPMATUBHO-TIPABOBUX.

65. Kiacudikariiis nmpaBo3acTOCOBHUX aKTiB.

65. Ilonin JOKYMEHTIB OpraHiB IPaBOMOPSAKY 32 HAIPSIMOM JAisUIBHOCTI.

66. PenaryBanHs KpuMiHaJIbHUX NMPOLECYaTbHUX JOKYMEHTIB.

67. PenaryBaHHs aIMiHICTPaTUBHO-TIPABOBUX JIOKYMEHTIB.

68. PexBI3UT IOpUINYHOTO JOKyMEHTA K Horo iHdopmaliiiinuii enemMent. Bumoru
710 PO3TallyBaHHS PEKBI3UTIB y JOKYMEHTaX.

69. Iloain pekBI3UTIB JOKYMEHTIB Ha MOCTIHHI Ta 3MiHHI. O0O0B’SI3KOB1 PEKBI3UTH
IOPUANYHUX TOKYMEHTIB.

70. FOpuanyHa TexHiKa SIK YMHHUK €QEKTUBHOCTI MPaBO3aCTOCOBHOI AISUIBHOCTI.
Mera, npenMet, 00’ €KT IOPUIUIHOT TEXHIKH.

71.  Buam  opuauyHoi — TexHIKM  (IpaBOTBOpYa,  IpaBopeai3aliiiHa,
PaBO3aCTOCOBHA, HOPMOTBOPYA, PABOTIyMayHa).

72. CyIKeHHSI BUCHUX-TIPABO3HABIIIB MO0 BU3HAYEHHSI MOHSATTS IOPUIUYHOL
TEXHIKH, i1 BUIIB, €JIEMEHTIB.



73. FOpuauko-TexHiuH1 3aCO0U SIK €JIEMEHTH HOPUANIHOT TEXHIKH.

74. FOpuauKo-TeXHIYH1 IPUHOMH SIK €JIEMEHTH IOPUANYHOT TEXHIKH.

75. FOpuauko-TeXHI4H1 MpaBUIa-BUMOIH SIK €JIEMEHTH FOPUIUYHOI TEXHIKH.

76. CyTHICTh IPaBOBUX BUMOT /10 O)OPMIICHHS IOPUINYHHUX JOKYMEHTIB.

77. XapakTepHuCcTHKa JOTTYHUX BUMOT JI0 IOPUINYHHUX JOKYMEHTIB.

79. CyTHICTh CTPYKTYpPHHUX BUMOT /10 O()OPMIICHHS IOPUIUIHUX JTOKYMEHTIB.

80. XapakTepucTuKa JIHTBICTHYHUX BHMOT JI0 BHKJIAAy Marepiany B IOPUAMYHUX
JOKYMEHTaX.

81. FOpuanuna noMuika: BU3HAUYEHHS OHATTS, BUIH.

82. [IpaBo3acTOCOBHA MOMUJIKA: BU3HAUEHHS TIOHSATTS, BUJIU.

83. [IpaBoTBOpUYa NOMMJIIKA: BU3HAUEHHS OHATTS, BUAMU.

84. Ilomwiku mpaBOBOrO XapakTepy, SKUX IPUITYCKAIOTbCA B IOPUAMYHUX
JOKYMEHTaX.

85. TloMunku JOTIYHOTO XapakTepy, SKHX MPHUIYCKAIOTbCS B IOPUAMYHUX
JOKYMEHTaX.

86. IloMuIKM JIHTBICTUYHOTO Ta JIOTIKO-JIIHTBICTUYHOTO XapakTepy, SKUX
MPUITYCKAIOTHCS B IOPUIUYHUX TOKyMEHTAX.

87. IloMHUIIKM CTPYKTYPHOTO 1 TEXHIYHOI'O XapaKTepy, SIKUX MPUITYyCKAIOThCA B
IOPUNYHUX TOKYMEHTaX.

88. 3acobm ycyHEHHs MOMUJIOK, 1110 BUHUKAIOTh Y MPOLIEC] CKIaAaHHs IOPUIUIHUX
JOKYMEHTIB.

89. Cranmaprtuzaiisi yNpaBIiHCHKUX JOKYMEHTIB. PemaryBaHHS ympaBIiHCHKHUX
JIOKYMEHTIB.

90. PenaryBaHHs IMBUIbHO-TIPABOBUX 1 HUBIJIBHUX MPOLIECYAIBHUX TOKYMEHTIB.

6. KPUTEPIi TA 3ACOBH OLIIHIOBAHHS YCIIIIHOCTI HABUAHHA

JJ1 IEHHOI ®OPMW HABYAHHS

ITorounuii kouTpoOJIBH (ITK) ITigcymMKoBH KOHTPOJIb
AyautopHa poboTa Camocriiina poGoTa/
InauBigyaneHa podota | 3aiik (3) / EK3AMEH (E)
<40 <10
<50 <50

IlincymkoBa oninka y punaaky 3aqaiky (I) =IIK + 3 <100
IHincymkoBa ouiHka y BUnNaaky ckiagaanns exkdameny (II) =IIK + E <100

11 3BAOYHOI ®OPMU HABYAHH S

ITorounnii koHTPOJb (I1K) IHigcymKoBHiA KOHTPOJIb
AynautopHa po6oTa Camocriiina pobota/
InmuBigyansHa podora | 3aiik (3) / EK3AMEH (E)
<20 <30
<50 <50

IincymxoBa ouinka y punaaky 3auaiky (II) =IIK + 3 <100
IHincymkoBa oninka y BUnaaky ckiaaaanus exksameny (II) =IIK + E <100




KpuTepii onliHIOBaHHA ayIMTOPHOI po00TH 3100yBaviB BUILOI OCBITH

(neHHa Ta 3204Ha GOPMM HABYAHHA)

BAJIN

[HOJACHEHHA

Bucoknuii piBenb komneTeHTHOCTEH. [IMTaHHS, BUHECEH] HA PO3TJIS 00
NPaBWJIBHOTO CKJIQJaHHA JOKyMeHTiB B cuctemi MBC, 3acBoeni y
NOBHOMY 00cs3i; HA BUCOKOMY PiBHi copmMoBaHi MpakTUYHI HABUYKH
MOJI0 CHUCTEMHOTO aHali3y CYKYIHOCTI TMPaBOBHX HOPM, SKUMH
PETIIAaMEHTYETHCS TIOPSAIOK CKIAJaHHs JTOKYMEHTIB Ta BMIHHS TPaMOTHO
KBaM(iKOBaHO CKJIAQJaTH JOKYMEHTH; BCi HaBYalbHI 3aBIaHHA,
nepeadayeHi TIaHOM 3aHATTSA, BUKOHAHI B moBHOMY o0cs3i. Ilim wac
3aHATTSA MPOJEMOHCTPOBAHA CTa0lTbHA AKTHUBHICTH Ta IHIIIATHUBHICTb.
BianoBial Ha TeopeTHMYHI NMUTAHHS, PO3B’SI3aHHS NMPAKTUYHHMX 3aBJaHb,
BHCJIOBJICHHS BJIACHOI JTyMKH CTOCOBHO JUCKYCIMHUX MUTaHb IPYHTYETHCS
HAa TJU00KOMY 3HAHHI YHWHHOTO 3aKOHOJABCTBA Ta BiZOMYHX
HOPMATHUBHUX aKTiB 00 CKIIaJlaHHs JIOKYMEHTIB.

HeBucokmuii piBenb komrereHTHOCTEH. [luTaHHs, BUHECEHI Ha PO3TJIIS
moao CkinagaHHss AOKyMeHTIB B cucteMi MBC, 3acBo€Hi y moBHOMY
00cs13i; B 0CHOBHOMY c(OpMOBaHi HEOOXIJHI MpPAaKTUYHI HABUYKU Ta
BMIHHS CKJIafaTH JoKyMeHTH B cuctemi MBC; Bei nependaueHi miaHom
3aHSTTS HABYAJIbHI 3aBJAaHHS BUKOHAHI B TIOBHOMY 00Cs31 3 HEiCTOTHUMH
HeTOYHOCTAMM. [lig 4Yac 3aHATTA NPOAEMOHCTPOBAHA IHILIATUBHICTG.
Biamnosinl Ha TEOpeTWYHI NUTAHHS, PO3B’SI3aHHA MPAKTUYHUX 3aBJaHb,
BHCJIOBJIEHHS BJIACHOT TYMKH CTOCOBHO JUCKYCIMHUX NMHUTAaHb MePeBaKHO
ITPYHTYETbCSI Ha 3HAHHI YMHHOIO 3aKOHOAABCTBA Ta BiJOMYHX
HOPpMATHBHMX aKTiB moa0 CkiaganHs nokyMeHTiB B cuctemi MBC.

JocTaTHiii piBeHb KOMIIeTeHTHOCTEeH. [IuTaHHs, BHHECEHI Ha PO3IJISA
mono CknamaHHs JoKyMeHTiB B cuctemi MBC, y uijiomy 3acBo€Hi;
MPaKTUYHI HAaBUYKM Ta BMIHHS CKJIaJlaTH MPOIECYalibHI JIOKYMEHTH B
cuctemi MBC maroTh moBepXHeBHMi XapakTep, NOTPeOYIOTh MOAAJIBIIIOTO
HalpalloBaHHS Ta 3aKpIIJICHHS, HaBYaJbHI 3aBlaHHs, MependadeHi
TIJIAHOM 3aHSITTs, BUKOHAHI, IesiKi BUIM 3aBJaHb BUKOHAHI 3 MOMMJIKAMMU.

HenocraTHiii piBenb komneTeHTHOCTEN. [IuTanHs, BUHECEH] HA PO3TIIS
010 CKJIaJaHHs JOKyMeHTIB B cucteMi MBC, 3acBo€Hi 4acTKOBO,
NPOrajiMHu y 3HAHHSX He HOCATHb iCTOTHOrO0 XapakTepy; MPaKTU4HI
HABUYKH Ta BMIHHS CKJIQJaTH WpOLeCyalbHI TOKyMEHTH Ha CTaail
JIOCYJIOBOTO  pO3CIiayBaHHS CGOPMOBaHI HeIOCTATHBLO, OiIbIIICTH
HaBYAJbHUX 3aBJaHb BHKOHAHO, Jesiki 3 BUKOHAHUX 3aBJaHb MIiCTHATh
iCTOTHI MOMMJIKH, SIKiI MOTPEOYIOTH MOJABIIOTO YCYHEHHS.

MinimanbHuii piBeHb KOMIIETEHTHOCTEH. 3700yBay He TrOTOBHUIl 10
3aHATTHA, He 3Ha€ OUIBIIOI YacTMHU MPOTPAaMHOr0 Marepiany, 3
TPYAHOIIAMHM BHMKOHY€ 3aBJIaHHS, HEBIEBHEHO BIATBOPIOE TEPMIHU 1
HNOHATTS, W0 PO3MVIAAANUCA IMiJI Yac 3aHATTS, MONMYCKA€ 3MiCTOBHI
NMOMUJIKH, He BOJIOAI€ BIIMOBIIHMMHM BMIHHSMU 1 HaBUYKAMHU 100
CKJIaJIlaHHsI TOKyMeHTiB B cuctemi MBC.

He3agoBibHMIi piBeHb KOMIIETEHTHOCTEN. BiICyTHICTh HA 3aHATTI.




Kpurepii oniHrOBaHHSI CaMOCTIiHOI po00TH (1eHHAa (popMa HABYAHHS)

KpuTepii oniHlOBaHHS MiICYMKOBOI0 KOHTPOJIIO (3aJIiK/eK3aMeH)

Il kana oninoBanusa: HanionaabHa ta ECTS

OriHKa B
Oanax

O11iHKa 3a HaI[lOHAJIBHOO

IIKaJIOK0

Origka 3a mkainoro ECTS

Banik

Ex3amen/
JTuQepeHITiiioBaHIH
3aJIiK

IlosicHeHnHs

90-100

BingMinzo

>| Ominka

«BigmMiHHO» - TEOpEeTHYHHMI 3MICT Kypcy 3aCBOEHHH Yy IOBHOMY
00cs31; copMmoBaHi HEOOXiZHI NMPaKTUYHI HABUYKH POOOTH i3
3aCBOEHMM MaTepiasioM; BCi HaBYaJbHI 3aBHaHHS, MependadeHi
PITH/I, BuKoHaHI B TOBHOMY 00CS3i.

83-89

75-82

3apaxoBaHO

Job6pe

«yxe mo6pe» - TEOPETUYHUI 3MICT KypCy 3aCBOEHHH B IIOBHOMY
00cs131; B OCHOBHOMY copMoBaHi HEOOXiqHI MPAaKTHYHI HABUYKH
poboTH 13 3acCBOEHHUM MaTepialoM; BCi HaBYaJbHI 3aBIAHHS,
nependaueni PITH/I, BukoHaHi, SIKICTh BUKOHAHHSI OUTBIIOCTI 3 HUX
OIliHEHA KiJbKICTIO OaiB, OJM3bKO 10 MAaKCUMAJBHOI.

«/lodpe» - TeopeTHUHHWH 3MICT KypCy 3acBOEHHU MIJIKOM; B
OCHOBHOMY C(OPMOBaHI MPAKTHIHI HABUYKH POOOTH i3 3aCBOEHUM
MaTepialioM; BCl HaBYalbHI 3aBmaHHs, mnependaueHi PITH]I,
BMKOHAHI, SKICTh BHKOHAHHS JKOJHOTO 3 HHX HE OIliHECHA
MIHIMAQJIBHOIO KUIBKICTIO OalliB, I€AKl BHAM 3aBIaHb BHKOHAHI 3
TTOMHUJTKAMH.

68-74

60-67

3a10BIJILHO

«3a10BiTBHOY - TEOPETHYHUI 3MICT KypCy 3aCBOEHHIT HE TIOBHICTIO;
aJle TPOTaJIMHU HE HOCATH ICTOTHOTO XapakTepy; B OCHOBHOMY
chopmoBaHi HEOOXimHI MPAaKTHYHI HABUYKH POOOTH i3 3aCBOEHUM
Mmarepiaom; OunbiricTs nependadennx PITH]I HaBuaibHUX 3aBIaHb
BUKOHAHO, JISSIKi 3 BUKOHAHUX 3aBJIaHb MICTSTh TIOMMJIKH.

«JloCcTaTHBOY - TEOPETUIHUH 3MICT KypCY 3aCBOEHUI YaCTKOBO; HE
chopMOBaHO JesAKi TNPAKTUYHI HABUYKH pOOOTH; YACTHHA
nepenbauenux PITH/] HaBuanbHUX 3aBIaHb HE BUKOHAHI a00 SIKICTh
BUKOHAHHS JEIKMX 3 HHUX OIL[HEHO YUCIOM 0ajiB, OIM3LKHUM 0
MiHIMaIEHOTO.

35-59

1-34

HE 3apaxoBaHO

He 3anoBinsHO

FX

«YMOBHO HE3aI0BITbHO» - TCOPETUYHUH 3MICT KypCYy 3aCBOEHUUN
4acTKOBO; He copMOBaHi HEOOXiJHI MPAaKTHYHI HAaBUYKU PoOOTH;
OUIBIIICT, HABYAJIBHMX 3aBJaHb HE BHKOHAHO ab00 SKIiCTh iX
BHKOHAHHS OLIHEHO KUTBKICTIO 0amiB, OJIM3BKO IO MiHIMAJIBHOT, IPH
JIOJIATKOBIH caMOCTiHHIA pOOOTI Haj MaTepialloM KypCy MOXKIHBE
MiJBUIICHHS  SKOCTI BHUKOHAHHS  HAaBYAJIbHUX  3aBJaHb (3
MOJKJIMBICTIO TIOBTOPHOTO CKIIAIAHHS).

«be3yMOBHO He3aq0BIILHO» - TCOPETHYHHHA 3MICT KypCy He
3aCBOEHNI; He cOPMOBaHI HEOOXiTHI MPAKTHYHI HABUUKH pOOOTH;
BCl BUKOHaHI HaBYaJIbHI 3aBJaHHS MICTATH IpyOi moMwiku abo He
BHKOHAHI B3araii; JOJaTKOBa CaMOCTiifHa po0OTa HaJ MarepiajaoM
KypCy HE NpHU3Bele 10 3HAYHOIO MiJBHUIIEHHS SKOCTI BHKOHAHHS
HaBYAJIbHUX 3aBJIaHb.

7. THCTPYMEHTHU, OBJIAIHAHHA
TA ITIPOI'PAMHE 3ABE3IIEYEHHS, BUKOPUCTAHHA AKUX
HEPEJIBAYEHO HABYAJIBHOIO AUCHUIIJITHOIO

1. Komn’oTepHi npe3eHTarii

2. Tadopwmariiini pecypcu.




8. THOOPMAIIIMHE TA METOIUYHE
3ABE3INEYEHHS HABYAJIBHOI AUCHUIIJITHA
(pexoMenoBaHi Jkepesia iHgopmairii)
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cT. 81.

3. [Ipo eneKkTpoHH1 JOKYMEHTH Ta €JIEKTPOHHUN JOKYMEHTOOOIT : 3aKoH YKpaiHu
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VYkpainu. Jlep>kaBHa yHidikoBaHa cuctema qokyMenrariii. Kuis. 2020. 37 ¢. YunHwii 3
01.09.2021. URL.: file:///C:/Users/User/Desktop/DSTU41632020v1.pdf
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33. IIpo 3arBepmxeHHs [HCTpyKIi 3 opraHizaiii KOHTPOJIO 3a BHUKOHAHHSIM
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