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1. IPOI'PAMA HABYAJIbHOI JUCHUILITHUA

Hapuanbna pmucrumoiina “lOpuauyHe JOKyMEHTO3HABCTBO —Iepeadadae
MOXKJIMBICTh O3HAMOMJIEHHS 3/100yBadiB BUIIOI OCBITM 3 MpaBWJIaMH 1 3aco0amu
CTBOPEHHSI HOPMAaTHMBHO-TNIPABOBUX Ta IPaBO3aCTOCOBHUX aKTiB, (opMyBaHHS
BMIHHSI 3aCTOCOBYBaTH JIOCATHEHHS PI3HMX HayK y cdepl IOpUANYHOI TEXHIKH,
HaBYMTH 37100yBauiB BUKOPHUCTOBYBATH CBITOBMI JOCBLI y cdepl HOPUAHYHOT
TEXHIKU, TOETHATU JOCSITHEHHS IOPUIUYHOT HAYKHU 3 MPAKTUKOIO.

IIpeamerom BHBYEHHSA HAaBYAJIbHOI JTUCHUILTIHA “IOpuauyne
JOKYMEHTO3HABCTBO” € CYTHICTb, CKJIaJIOBI KOMIIOHCHTH, 3aKOHOMIPHOCTI 1
CIOCOOW CTBOPEHHSI IOPUIUYHUX JIOKYMEHTIB, X (PYHKIIIOHYBaHHS y CYCIIJILCTBI,
(GyHKUIi, NpU3HAYEHHS, BUIM IOPUIUYHUX JIOKYMEHTIB; CYTHICTb, CKJIaJIOBI
KOMITOHEHTH, 3aKOHOMIPHOCTI PO3BUTKY IOPUIUYHOI TEXHIKH; MPOIIEC CTBOPEHHS i
Oo(QOpMIIEHHS IOPUIUYHUX JOKYMEHTIB; BUKOPUCTAaHHS 3ac001B, MPUIOMIB, TIPABUII
IOPUMYHOI TEXHIKM TMpPU CKIAJAaHHI MPaBO3aCTOCOBHHUX AaKTIB; MPUHIIMIIH
oprasizaiiii JOKyMeHTOO00ITy; TEOPETHKO-METOOJOTI4HI PO3POOKH BUECHUX Y TaTy3l
IOPUANYHOTO JOKYMEHTO3HABCTBA.

Mixkaucuumiainapui  3B’s3kM.  Hapuanpna gucnmmunina — “IHOpuaunyne
JIOKYMEHTO3HABCTBO™* 32 CBOIM 3MICTOM 3HAXOJIUTHCA Y TICHOMY 3B’SI3KY 3 1HIIIMMH
JUCLUIUTIHAMY, TIEpII 3a BCE, 3 KOHCTUTYILIWHUM IPaBOM, TEOPIEIO JEpPKABU Ta
npaBa, aJIMIHICTPaTUBHUM MIPaBoOM, aJMIHICTPATHBHOIO TISUTBHICTIO,
KPUMIHAJIbHUM OpaBOM, KPUMIHAJBHUM MPOLIECOM, KPUMIHATICTUKOIO,
rOCIOAPCHKUM TIPABOM, YIPABIIHHIM B OpraHax BHYTPIIIHIX CTIpaB, IOPUIUIHUM
HOPMOTIPOEKTYBAaHHAM, IOPUIUYHOIO TEXHIKOI BIAOMYOi HOPMOTBOPYOCTI,
IOPUANYHOIO JIOTIKOK, YKPaiHCHKOIO MOBOIO (32 MpOQEcCiiHUM CHpsIMyBaHHSIM),
KYJIETYPOIO TIPO(heCiitHOr0 MOBIIEHHS.

1.1. MerToo BHMKJIAJAHHS HABYAJBbHOI aucHUILIiHE “FOpuanune

AOKYMEHTO3HABCTBO” €:



- ¢opmyBaHHs y 3700yBayiB BHUIOI OCBITH TEOPETUYHUX YSABICHb TIPO
JOKYMEHT 1 JOKYMEHTAJIbHY MISUTBHICTh SK CKJIQJIHHX COLIIBHUX CHUCTEMaX; -
BJIOCKOHAJICHHS Ta MOITMOJICHHS 3HaHb MPO BIACTUBOCTI, OCOOJIMBOCTI, O3HAKH,
kiacudikari FOpUIUIHNX JOKYMEHTIB,;

- BUBYCHHSI MPOOJIEM IOPUIUYHOI TEXHIKH;

- PO3IIMPEHHS 3HaHh CTOCOBHO BHUMOT IOPUANYHOI TEXHIKH JI0 CKJIAJIaHHS U
o opMIICHHS IOPUANYHUX JOKYMEHTIB;

- 3aCBOEHHS TEXHIKM CKJIQJIaHHS IOPUIUYHUX JIOKYMEHTIB BIAMOBITHO J10
BUMOT  TpaMaTH4HOI Ta  CTWJIICTUYHOI  TPABWIBHOCTI, TEPMIHOJIOTIYHOT
KOPEKTHOCTI, SICHOCTI, YITKOCTI;

- 3ACBOEHHS] OCHOBHUX PEKBI3UTIB Ta iX CTPYKTYPH;

- (opMyBaHHS BMiHb 1 NPOQECIHHUX HABUYOK DPOOOTH 3 HOPHIAUYHUMU
JTOKYMCHTaMH,

- YKJIaJaHHS Ta pelaryBaHHs YIPABIIHCHKUX, MPOIECYaTbHUX JIOKYMEHTIB;
- (hopMyBaHHS HaBUYOK BOJIOAIHHS MPABOBOIO MOBOIO MPH CKIIAJAHH1 IOPUANYHUX
TEKCTIB PI3HUX JKaHPIB;

- YMIHHSI IPABWJIBHO 1 TOPEUYHO BUKOPUCTOBYBATH IOPUINYHI TEPMIHU;

- PO3BUTOK TPAKTUYHUX HABHUUOK CTOCOBHO pelaryBaHHS TEKCTIB
IOPUIUIHIX JOKYMEHTIB;

- HaJaHHSA TCOPETHYHHX BIJOMOCTEH CTOCOBHO OCOOJMBOCTEH OpraHizarii
CIIPaBOYMHCTBA, JJOKYMEHTOOOITY, KOHTPOJIIO 32 BUKOHAHHSM JIOKYMEHTIB;

- 3aCBOEHHSI MPOLIETyPH Mepeaayl JOKYMEHTIB JI0 apXiBy.

1.2. OCHOBHMMH 3aBJAHHAMH HABYAJBbHOI AUCUMIVIIHM “FOpuauune
JOKYMEHTO3HABCTBO” €:

- BUCBITJIMTH OCHOBHI €Tanmy BUHUKHEHHS 1 PO3BUTKY JOKYMEHTIB PI3HUX
BU]IIB;

- pO3IIMPHUTH YSBICHHS 3100yBadiB Mpo MpPEAMET JIOKYMEHTO3HABCTBA, HOTO
CIIiBBITHONICHHS 3 IHIIMMU HAyKOBUMU TUCIHILTIHAMU;

- TormMOUTH 3HAHHS 3700yBayiB BHIIOI OCBITH IOJO0 TEPMIHOCUCTEMU

AJOKYMCHTO3HABCTBA,



- BUCBITJIMTH Cy4yacHI MpoOjeMu JOKYMEHTYyBaHHsS MpaBoBOi iH(opmariii,
3aKOHOMIPHOCTI YTBOPEHHSI IOPUIUYHUX JIOKYMEHTIB;

- y3arajbHUTHU Cy4YacHI MIIX0AU 0 KiIacu(ikalii JOKyMEHTIB;

- 3aKPIMUTH TCOPETUYHI 3HAHHS 1010 FOPUIUIHOT TEXHIKH, i1 €JICMECHTIB;

- O3HAHOMHTH 3 BUMOTAMH IOPUAMYHOI TEXHIKH JIO TEKCTiB HOPMATHUBHO-
MIPaBOBUX Ta 1H/IMBIIyalbHUX aKTIB;

- TOTJIMOWTH 3HAHHS, YMIHHA Ta HABUYKH 3700yBadiB II0JI0 YKJIaJIaHHS
YOPABIIHCHKUX, KPUMIHAIBHO-NIPOLECYANbHUX, aJMIHICTPATUBHO-IIPABOBUX 1
[IMBUTHHO-TIPABOBUX JOKYMEHTIB 3 OTJIAY Ha 1X MPU3HAYCHHSI Ta BUJIH,

- CHCTeMaTH3yBaTh 3HAaHHA IIOJO0 OCOOJMBOCTEH MPaBOTBOPUOi Ta
MPaBO3aCTOCOBHOT JAISTIHOCTI,

- BUPOOWTHM HABUYKH IIOAO aHajiizy 3700yBauaMyd MPaBOTBOPYHMX 1
MPABO3aCTOCOBHUX TOMUIIOK, SKHX TPHUIYCKAIOThCS y JOKYMEHTax, Ta MIOJO
BIJIBHOTO BOJIOJIIHHS METOJIaMH YCYHECHHS TIPAB03aCTOCOBHUX TTOMHJIOK.

1.3. 3rinHo 3 BUMOramm OCBIiTHbO-mpoOdeciiiHOi mporpamu 3700yBayi
BHUIIOI OCBIiTH MOBUHHI

3Hamu:

- OCHOBHI HOPMAaTHUBHO-TIPAaBOB1 aKTH, JEp>KaBHI CTaHAApTH, IO
3aCTOCOBYIOTBCS IPH CKJIAJIaHHI i 0()OPMIIEHH] TPABOBUX AKTIB;

- NPUPOJTY, CYTHICTh, COLIIaJIbHY POJb, O3HAKHU 1 BIACTUBOCTI JTOKYMEHTA

SIK CUCTEMHOT0 00’ €KTa JOKYMEHTO3HABCTBA,

MPU3HAYCHH:, CKJIaJA, O3HAKHW IOPUANIHHUX I[OKyMeHTiB;

3aco0u 1 crocoOu TOKYMEHTYBaHHSI;

MaTepialibH1 HOCIi IOKyMEHTHO1 1H(popMaIlii;

rpynu IOPUANYHUX TOKYMEHTIB 3aJIeKHO BIiJ Xapaktepy iHbopmaiiii,
110 B HUX MICTUTBCSI, Ta BIJ TUITY aBTOPCTBA;

- MOHSATTS, CYyTHICTh, METY Ta BUJIN IOPUIUIHOI TEXHIKH;

- XapaKTePUCTUKY CKIIAJOBUX €JIEMEHTIB IOPUINIHOT TEXHIKH;

- 3aco0u, MPUIOMHU, TIPABUJIA FOPUINIHOT TEXHIKH;

- MOBY 1 CTUJIb FOPUJAMYHUX TEKCTIB;



- MPUIAOMUA BHUKOPUCTAHHS IOPUAMYHOI apryMeHTalli y MHChbMOBHUX
TEKCTax;

- MpaBUJIbHE PO3TAITyBAaHHS PEKBI3UTIB y TIPABO3aCTOCOBHHMX aKTax
BIJIMOBIAHO JI0 ACP)KaBHUX CTAHIAPTIB 1 HOPMAaTUBHHUX aKTiB;

- o opMIICHHS TIOCWJIaHb Ha TEKCTH MTPABOBUX AKTIB;

- MOPSJIOK IUTYBAHHS TIPABOBUX MPHUIIUCIB;

- 0COOJIMBOCTI MOCIIIOBHOTO 1 JIOTTYHOTO BHKJIAy 1HPOpMAIIil y TEKCTax
HOPMaTHBHO-TIPABOBHX Ta IIPABO3aCTOCOBHMX aKTiB;

- MPaBOBi, JIOTIYHI, JIHTBICTUYHI, CTPYKTYPHO-KOMMO3UIIIHI BUMOTH
IOPUIUYHOI TEXHIKU JI0 3MICTY, CTPYKTYPH 1 OpMHU TPABO3aCTOCOBHUX AKTIB;

- BUIM  TPABOTBOPYMX 1  MPaBO3aCTOCOBHUX  IOMHJIOK,  SIKUX
MPUITYCKAIOTHCS Y TEKCTaX IOPUINIHUX IOKYMEHTIB;

- BU3HAUYEHHS  IOPUAMYHOI  TEXHIKHM,  HOPMOTBOPYOi  TEXHIKH,
MPaBOTBOPYUX MOMIIIOK, IMPABO3aCTOCOBHUX MOMKJIOK, BIJIOMY0i HOPMOTBOPYOCTI,
IPABOBOIO aKTa, B1JIOMYOr0 HOPMATUBHOT'O aKTa;

- MOHATTS CIIPABOYMHCTBA, IOKYMEHTOOOITY Ta JOKYMEHTYBaHHS;

- HAMpPsIMKHA, CUCTEMY 3aXUCTy I[IHHOI 1H(popMmalii Ta KOH(IACHIIHHUX
JIOKYMEHTIB;

- MPU3HAUCHHS, CKJIaJ, O3HAaKu 1 BUAU Opra”izaliiHO-IIPaBOBOi,
pO3MOPSAIUO], KaJIpOBOI1 JIOKyMEHTAIII1, KPUMIHAJIHO-TIPOIIECYATbHUX,
aJIMIHICTPaTUBHO-IIPABOBUX, LIMBUILHO-IIPABOBUX JIOKYMEHTIB;

ymimu:

- KJIacu(iKyBaTd HOPHANYHI JOKYMEHTH 3a CYTHICHUMH O3HaKaMHu ix
NOJTiJTY HA TPYIH Ta BUJIH,

- JaBaTH  PO3TOPHYTY  XapPaKTEPUCTUKY  PISHOBHIIB  IOPUIUIHUX
JIOKYMEHTIB;

- 3aCTOCOBYBAaTH Ha MPAKTULI 3aCO0M Ta MPUIOMHU FOPUAMYHOI TEXHIKU
MIPY CKJIQ/IaHHI MPABO3aCTOCOBHUX AKTIB;

- MOCHIZIOBHO ¥ JIOTIYHO BHKJIQJAaTH 1HPOpMALII0 y  TEKCTax

MPaBO3aCTOCOBHUX aKTIB,;



- npaBWiIbHO  OGOPMITIOBATA Ta  PO3TAIIOBYBaTH  PEKBI3UTH Y
IPaBO3aCTOCOBHUX aKTaX;

- MPaBUIBLHO BUKOPHUCTOBYBATH IOPUAMYHI TEPMIHM Yy  TEKCTax
IOPUUIHUX JJOKYMEHTIB;

- MpaBUIBLHO 0()OPMITIOBATH MOCUJIAHHS HA TEKCTU ITPABOBUX AKTIB;

MPaBUIIBHO 3/11MCHIOBATH MOPSAIOK HUTYBaHHS IPABOBUX MPUIIUCIB;
- YHUKAaTH I[PaBO3aCTOCOBHUX IIOMUIIOK Yy TEKCTaX IPaBO3aCTOCOBHUX

aKTIB;

penaryBaTH IOPUIAYHI TEKCTH 3 TOYKH 30py TpaMaTHKH, CTHIIICTHKH,
KOMITO3HIII1 (PO3TallyBaHHS apTyMEHTIB 1 CTPYKTYPHHUX YaCTHH TEKCTY);

- BUJIUJISITU CTPYKTYPHI OAWHUII B IOPUANYHHUX TEKCTAX;

- aHalli3yBaTH IOPUIWYHI TEKCTH 3 TOUYKH 30pYy WUITKOCTI, SICHOCTI,
3pO3yMUJIOCTI, TEPMIHOJIOTIYHOT KOPEKTHOCTI;

- aHaTI3yBaTH TEKCTH MPABO3aCTOCOBHUX aKTIiB B aCTEKTI JOTPUMAaHHS
PABOBUX, JIOTIYHHUX, CTPYKTYPHHUX, MOBHOCTHJIICTUYHUX BUMOT;

- KBaJII(PIKOBAHO CKJIAAaTh YMPABIIHCHKI, KpPUMIHAJIBHO-IIPOLECYaNbHI,
aJMIHICTPATUBHO-TIPABOBI, IMBIJILHO-TIPABOBI JIOKYMEHTH 3TiJIHO 3 BHMOTaMH
IOPUJINYHOT TeXHIKH;

- BOJIOJIITH KYJIBTYPOIO O(OPMIICHHS TPAaBOBUX AKTIB.

Ha BuUBYeHHSI HABYAJBHOI IMCHUILIIHM BigBoautbess 54 roaunu /
1,5 kpeantun ECTS.

IIporpama HaBYAJIbHOI JUCUMILIIHA CKJIAAAETHCS 3 TAKUX PO3IiJIiB:

Po3gin 1. JIOKyMEHTO3HABCTBO SIK HAyKa i HABYaJIbHA AUCHMILIIHA.
OcCHOBY IOPUAMYHOI TEXHIKH

Tema 1. FOpuanune JOKYMEHTO3HABCTBO K (pyHIaMEHTaJbHA 1 IPUKIAIHA
HayKOBa JTUCITUILTIHA. KOpunnunmii JIOKYMEHT K OCHOBHUI
HOCIH MpaBoBoi 1H(pOpMaIi.

Tema 2. FOpunnuna TexHika: 3aBIaHHS, 3HAYCHHS, MPOOJIEMH, CTPYKTypa i
BUIM. BUMOTH 10pUINYHOT TEXHIKH JI0 TEKCTIB IIPAaBO3aCTOCOBHUX aKTIB.

Tema 3. JIIHrBICTHYHI [TpaBUJIa CKIAAAHHS IOPUAUYHUX JOKYMEHTIB.



Tema 4. ®opmanbHO-aTpUOYTUBHI 3aCO0H OPUIUYHUX TOKYMEHTaX.

Tema 5. [IpaB03acTOCOBHI MOMWJIKW: BU3HAYCHHS TIOHSTTS, BUAM, PUYUHU
MOSIBU, METOAH YCYHEHHS.

Tema 6. Opranizariisi cipaBounHcTBa B cucteMi MBC Ykpainu.

Po3min 2. Texnika CTBOpPeHHSI YIPaBJIIHCbKHMX, KPHUMIiHAJIbHO-
npouecyajbHHUX, aIMIHICTPATUBHO-TIPABOBUX i HHMBIJILHO-TIPABOBUX
JOKYMEHTIB

Tema 7. TexHika CTBOPEHHSI IOKYMEHTIB YIIPABIIHCHKOI TiSTIbHOCTI.

Tema 8. TexHika CTBOPEHHSI KPUMIHAIBHUX MPOIECYATbHUX JOKYMEHTIB.

Tema 9. TexHika CTBOPEHHSI aJIMIHICTPAaTUBHO-TIPABOBUX JJOKYMEHTIB.

Tema 10. TexHika CTBOPEHHS LMBUIBHO-IIPABOBUX JOKYMEHTIB.

MoBa HaBYaHHA — YKpaiHCbKa.

KoncyabTaTuBHY 10momory 3100yBaui BULIOI OCBITH MOXYTh OTpUMAaTd y
HAYKOBO-II€JJarOr'YHUX MPaLIBHUKIB Kaeapu HOPUAUYHOIO JTIOKYMEHTO3HABCTBA,
AK1 6e31mocepeIHbO TPOBOIATH 3aHSTTS.

dopma MiACYMKOBOr0 KOHTPOJIK YyCHiIIHOCTI HaB4YaHHA. [lincymkoBy
OLIIHKY $IKOCTI 3aCBO€HHS HABYaJbHOI NMPOTrpaMHM BH3HAUYAIOTh 3a pe3yjbTaTaMU
3aJTKY.

3aco0u aiarHoCTHKHM ycnilmHOCcTi HaByaHHA. /1 arecTanii 3100yBadiB Ha
BIJIMOBITHICTh IXHIX 3HaHb BUMOTAaM, BUKJIQJICHUM Y I1ii HAaBYJbHIA TIpOrpami, Ha
Kadeapi cTBOproeThCsl (oHA 3aco0iB MEAAroriuHoi AIarHOCTUKH, SKUH BKIIHOYAE
TUTOB1 MPAaKTUYHI 3aBJaHHS, TECTOBI POOOTH 3 HABYAIBHOI JUCIUIUIIHU
“lOpuauyHe TOKyMEHTO3HABCTBO, sIKI IMOBHUHHI 3a0e3nedyBaTd 00’ €KTUBHICTD

OLIIHKY 3HAaHb, YMIHb T4 HA0OYTUX HABUYOK.



2. Onuc HABYAJBHOI JUCIUILIIHHA

XapakTepucTHKa HABYAJIbHOL

1,5 (ESTS)

(ump 1 Ha3Ba)

CreniayibHICTh

HajimenyBaHHs l'any3b 3HaHb, cHENiaJdbHICTD,
NMOKA3HUKIB CTYIiHb BUIIOI OCBiTH JMCHHUILTIHA
AeHHa Gopma 3a04yHa popma
HABYAHHA HABYAHHA

KinbkicTs kpeauTiB — l'anmy3s 3HaHB
[13 2
Yo 11paBo_

08 “Ilpago HopmaruBHa

081 “IIpaBo”
Crenamizaris: Pik migroroBxkm:
. . . . “ » v v
Kinbkicts po3ainis - 2 “Ilpapo3naBcTBO™ 3-i 4-1
6.030401
eKCIL.KPIM.ITLAP. ;
KII;
OPII;
OJIP CemecTp
3araibHa KiJIbKICTh TOIUH — 2-i 2-i1
54
Jlexkmii
TH)KH?BHX ToauH AT CryIiHb BUIIOI OCBITH: 10 ron. 2 TogI.
JICHHOT (hOpMH HABYAHHS:
aymuTOpHUX — 4 TOJI. bakanaep CemiHapcbKi
CaMOCTIMHOIL
pobotu — 2 rog. 10 rox. 2 rop.
MMpakTuuHi
16 ron. 4 ron.
CamocrTiiina po6ora
18 ron. 52 ron.

InauBinyaabHi 3aBIaHHS:
- TOI.

Bua xoHTpoOIIO: 3aTiK

Hpumirka.

CriBBiIHOLIEHHS! KiJIBKOCTI FO/IMH ayJMTOPHUX 3aHATH 0 CAMOCTIHHOT 1 IHAMBIIyaJIbHOT pOOOTH CTAaHOBHTS!

Jutst nenHol popmu HaBuaHHS — 1/1
JUIs 3204HOT popMu HaByaHHS — 1/3




3. CTpyKTypa 3aj1iKOBOr0 KpeauTy (TeMAaTUYHUI MJIaH)

Ha3Bu 3micTOBUX MOMIYMiB 1
TeM

KinpkicTh rogua

JdeHHa popma

3a04Ha popma

yCBOTO

YChOTO

JI

C

1p

y TOMY 4HCIIi

1H]I

JI

C

1p

Y TOMY YHCITi

1H]I

c.p.

2

3

4

5

6

9

10

11

12

13

Po3nin 1. JIokyMeHTO3HAaBCTBO K HAyKa i HAaBYa/IbHA JUcHUILIIHA. OCHOBH IOPHIUYHOI TeXHIKH

Tema 1. IOpuanune
JIOKYMEHTO3HABCTBO SIK
¢byHIaMeHTaIbHa i
MIPUKJIa{HA HAYKOBa
mucrurtina. FOpunnaauii
JIOKYMEHT IK OCHOBHHUI
HOCIii paBoBoi iHpopMaIIii

Tema 2. Opuanuna
TEXHIKa: 3aBIAHHS,
3HAYEHHS, npobiemu,
CTpyKTypa i Buau. Bumorn
IOPUONYHOI  TEXHIKH 10
TEKCTIB MPaBO3aCTOCOBHHUX
aKTIB.

Tema 3.
JlinrBicTryHi IIpaBuIa
CKJIAJIaHHS IOpPUANYHHUX
JOKYMEHTIB.

Tema 4.
DopmanbHO-aTpUOYTUBHI
3acobun IOPAANTHUX
JOKYMEHTaX.

Tema 5.
IIpaB0o3acTOCOBHI MOMMIIKH:
BU3HAYCHHS MOHATTS, BUIH,
NOPUYAHA  TOSIBH, METOMH
YCYHEHHSL.

Tema 6.
Opranizaris
CIPAaBOYMHCTBA B CHCTEMI
MBC VYkpainu.

Pazom 3a po3zainom 1

10

26

Pozain 2. Texnika
CTBOPCHHS
YNpaBJIiHCHKHX,
KPHUMiHAJIBHO-
npouecyajlbHHX,
aAMiHicTpaTUBHO-
NMPaBOBHX i IUBUILHO-
NPABOBUX I0KYMEHTIB

Tema 7. TexHika cTBOpEeHHS
JOKYMEHTIB YHPaBIiHCHKOL
IISUTBHOCTI.

Tema 8. Texnika
CTBOPEHHsI KPUMIiHAIbHUX
MpoIieCcyalbHUX
JOKYMEHTIB.

Tema 9. TexHika CTBOpEHHs
aIMiHICTPaTUBHO-TIPABOBHUX
JIOKYMEHTIB.




Tema 10. Texnixa
CTBOpPEHHS IUBIJTBHO- 2 2 4
HPaBOBHX JIOKYMEHTIB.

Pa3om 3a po3ainom 2 2| - 8 8 2 20
3anik 2
54 1 1 16 18 54 2 2 4 46
Ycboro rogus 0 0

4. IINTAHU CEMIHAPCBKHUX TA IPAKTUYHUX 3AHATH

Ilnanu ceMiHapcmcnx 3aHATD

Tema 1.HOpuauyHe JOKYMEHTO3HABCTBO #K (yHIaMeHTAJbHA i
NPUKJIAJAHA HayKkoBa aucuuILIiHA. FOpuaMyHMid JOKYMEHT $IK OCHOBHUIA
HOCii mpaBoBoI iHpopmairii

Iumannsa 00 ceminapcvKo2o 3anamms:

1. Ilpenmer, MeTa, 3aBAaHHS HABYAJIBHOI JUCITUILIIHM, ii 3B SI30K 3 1HIIUMH
IUCIHUIUIIHAMH

2. CywacHa HOpMaTMBHa 0a3a, M0 peryjio€e Tpolecu podoTH 3
JIOKyMEHTaMH.
3. [lonsaTTs 1Hpopmarii, nokymenTa. OyHKIII1 Ta Kiaacudikaiii JOKYMEHTIB.

4. IOpuanyHuil JOKYMEHT SIK HOC1# MpaBoBOi 1H(OpMarlii.

Tema 2. HIpuauyHa TexHiKa: 3aBJaHHS, 3HAYEeHHHA, MPOOJIEeMH,
CTPYKTYpa 1 Buau. BuMorn OpuaM4YHOI TeXHIKM 10  TEKCTIB
NMPaB03aCTOCOBHUX AKTIB

Iumannsa 0o ceminapcvko2o 3anamms:

1. FOpuanyHa TeXHiKa: IIOHATTS, METa, BU/IH.

2. 3aco0u, mpuitomu, mpaBuia K JIEMEHTH IOPUIUYHOT TEXHIKH.

3. IIpaBoBi, JOr14YH1, CTPYKTYpPHI, JJIHTBICTUYHI BUMOTH, IO BUCYBAIOTHCA JI0

IOPUINYHUX JOKYMEHTIB



Tema 3. JIIHrBicTHYHI MPaBWJIa CKJIAJAHHS IOPUIUYHUX JTOKYMEHTIB

Iumannsa 00 ceminapcvKo2o 3aHAmMmMA:

1. JIiHrBicCTMYHI BUMOTH JO BHUKJIQAy Marepiady B TEKCTaX HOPUIMYHUAX
JOKYMEHTIB.

2. TunoBi NOMUIIKH Y TEKCTaxX IOPUAMYHUX TOKYMEHTIB. 3acOOM YyCyHEHHS
TUTOBUX IMTOMUJIOK Y TEKCTAX IOPUINYHUX JTOKYMEHTIB.

3. PenaryBaHHs TEKCTIB IOPUANYHUX JOKYMEHTIB.

Tema 5. IIpaB03acTOCOBHI NOMWJIKH: BHU3HAYEHHSI TOHSATTH, BHIH,
NPUYMHH TOSIBU, METOAM YCYHEHHS

Iumannusa 0o ceminapcokozo 3auamms:

1. [IpaB03acTOCOBHI MOMMJIKU: BU3HAYECHHS MTOHATTSI, BUIH.

2. IlpaBoBi, JOri4yHI, JIHIBICTUYHI, JOTIKO-TIHI'BICTUYHI, CTPYKTYpHI Ta
(baKTUYHI TOMWIKH, SIKUX TPUITYCKAIOTHCS B FOPUIUYHUX JOKYMEHTAX.

3. OdopmiieHHs TOCHIIaHb, BIICUJIaHb y TEKCTaX Mpaa, MpaBuia IUTYBaHHS
MIPaBOBUX MPUITHCIB

4. Amnaniz Ta penaryBaHHS TEKCTIB HOPHIUYHUX JIOKYMEHTIB B AacCHeKTi
JOTPUMAHHS TIPABOBUX, JIOTIYHHWX, CTPYKTYpHUX, JIHTBICTHYHUX BHMOT

FOPHUJIMYHOT TEXHIKH.

Tema 6. Opranizauisa cnpaBounHcTa B cucteMi MBC Ykpainu
Iumannsa 00 ceminapcoKozo 3auammsa:
1. ITOHATTS CIpaBOYMHCTBA, JOKYMEHTOOOITY Ta JOKYMEHTYBaHHS.
2. Tlonsarrs uiHHOI 1H(MOpMarii, KoH(pimeHmIMHNX gokyMmeHTiB. Ckiman i
HANPSIMKU 3aXUCTY TOKYMEHTHOI 1HhOopMaIlii.
3. KoHTpob 32 BUKOHAHHSAM JOKYMEHTIB.

4. ApxiBHe 30epiraHHsi JOKyYMEHTIB.

Ilnanu NPAKTUYHHUX 3aHATH



Tema 2. HIpuauyHa TexHiKka: 3aBJaHHSA, 3HAYEeHHHA, MNPOOIEeMH,

cTpyKTypa 1 BHau. BumMorn OpUAMYHOI TeXHIKM [0  TEKCTIiB

NMPaB03aCTOCOBHMUX AKTIB
Ilumannsa 00 npakmuyno20 3anamman:
1. 3acobu, npuitomu, MpaBuia sIK €IEMEHTH IOPUIUYHOT TEXHIKH.
2. [IpaBoBi BUMOTH, 1110 BUCYBAIOTHCA JI0 FOPUAUYHUX JTOKYMEHTIB.

3. CTpyKTypHi Ta JIOTI4HI BHMMOTH, IO BHUCYBAIOThCA 0 HOPUIUIHUX

JIOKYMEHTIB.

4. JIiHTBICTUYHI BUMOTH, 1110 BUCYBAIOTHCS JI0 FOPUIUIHUX JTOKYMEHTIB.

Tema 3. JIiHrBicTHYHI NpaBU/IAa CKJIAJAHHS IOPUIUYHUX TOKYMEHTIB

Iumannsa 00 npakmuyHo20 3aHAMMA:

1. JIIHrBICTMYHI BUMOTH /O BHUKJIAQAy Marepiady B TEKCTaX HOPUIAHMYHUX
JTIOKYMEHTIB.

2. TuroBi TOMHUIIKH y TEKCTaX IOPUAMYHUX JOKYMEHTIB. 3acOOM YCyHEHHS
TUIIOBHX ITOMUJIOK Y TEKCTaX IOPUINYHHUX JOKYMEHTIB.

3. PenaryBaHHsI TEKCTIB FOPUIUIHUX JTOKYMEHTIB.

Tema 4. @opmaabHO-aTPUOYTHBHI 32C00M IOPUANYHHUX JOKYMEHTAX

Ilumanns 00 npakmuyno20 3anammsan:

1. PeKBI3UT IOPUAUYHOTO JTOKYMEHTA SIK HOro iHQOpMaliiHUNA €JIEMEHT.
[Tonsarts “O6mank OKyMeHTa”, “hopMyssp-3pa3ok’.

2. OCHOBHI PEKBI3UTH JOKYMEHTIB.

3. [IpaBuna odpopMieHHS PEKBI3UTIB: Ha3Ba JOKYMEHTA, 3aroJIOBOK [0
TEKCTY, TEKCT, aJjpecar, 101aTKU 10 JOKYMEHTIB.

4. [IpaBuna odopmieHHS PEKBI3UTIB: JaTa, MIANKC, Ie4yaTKa, Tpudpu

MTOTOPKCHHS 1 3aTBEPIKEHHS, PE30JIIOI.



Tema S. IIpaBo3acTOCOBHI NOMMJIKH: BHM3HAYEeHHSI NOHATTH, BHAM,
NPUYUHYU NOSIBH, METOAM YCYHEHHS

Ilumanns 00 npaKmuyHo20 3aHAMMA:

1. Anani3 Ta pemaryBaHHSI TEKCTIB HOPMATHBHO-TIPABOBUX aKTIB Yy aCMEKTI
JOTPUMAHHS JIOTTYHUX, CTPYKTYPHUX, MOBHOCTUJIICTUYHUX BUMOT.

2. Awnaniz Ta penaryBaHHS TEKCTIB I1HJMBIAyaJdbHUX AakKTIB Yy acIeKTI
JOTPUMAHHS JIOTIYHUX, CTPYKTYPHHUX, MOBHOCTHJIICTUYHUX BUMOT.

3. OdopmiieHHs mocuiiaHb, BIJICUIaHb Y TEKCTAaX MpaBa, MpaBuiia HUTYBaHHS

MPaBOBUX MPHUIIUCIB.

Tema 7. TexHika CTBOpPeHHs JOKYMEHTIB yIIPaBJIiHCbKOI AislJIbHOCTI

Ilumanna 00 npakmuuno20 3aHAMMA:

1. [lpu3HayeHHs, CKJajA, BUAM OpPraHI3allliHO-NPABOBUX Ta PO3MOPSIUUX
JNOKyMeHTIB. Bumoru no ix ckinaganHs ¥ odopmiieHHsa. [lpouenypa BumaHHS
PO3MOPSAUUX TOKYMEHTIB.

2. CyTHICTb, NMPU3HAYEHHS, CKJaJ, BUAM JIOKYMEHTIB 3 KaJpOBHUX IUTaHb.
Bumorw 110 ix ckimagaHHs ¥ opopMiieHHS.

3. Cdepa 3acrocyBaHHs, TMNpU3HAUEHHS, CKIaJ, Kiacudikaiis Ta
XapaKTepUCTUKA JOBIOKOBO-1H(OpMaIiiHOI JokymeHTaulli. Bumorm g0 ix
CKIagaHHs i opopMIICHHS.

4. CxiaiaHs JOKYMEHTIB YIPaBIIHCHKOI A1STbHOCTI.

Tema 8. TexHika C¢TBOpeHHSI KPHUMIHAJBHMX MPOLECYAJIbHUX
JOKYMEHTIB

Ilumannsa 00 npakKmuyHo20 3aHAMMA:

1. KpuminanbHO-TIpolieCyaqbHUNH JOKYMEHT: TMIOHSATTS, MPU3HAYCHHS,
0CcOOIMBOCTI, KIacU(iKaLlii.

2. Bumoru KpumiHaasHOTO MPOIECyanbHOTO KOACKCY YKpainu 1o ¢opmu i

3MICTY KpUMIHAJIBHUX NPOLECYyaIbHUX JOKYMEHTIB.



3. Buam, cyrtHicth, 3MicT, (opma, CTpyKTypa TMpOIECyaIbHUX aKTIiB
JIOCYJIOBOTO PO3CITiTyBaHHS.

4. IlinroroBKa i CKJIaJaHHS KPUMIHAJIBHUX IPOLECYaTbHUX JOKYMEHTIB.

Tema 9. TexHika CTBOPeHHs aAMIHICTPATHBHO-NIPABOBUX J0OKYMEHTIB

Ilumannsa 00 npakmuyHo20 3aHAMMA:

1.IlonsTTs1 aJMIHICTPAaTUBHO-TIPABOBUX  JOKYMEHTIB, iX  cdepa
3aCTOCYBaHHS, PU3HAYCHHS, BUIH.

2. XapakTepucTuka OCHOBHUX aIMIHICTPATUBHHUX JOKYMEHTIB.

3. XapakTepucTHKa JOTMOMIXXHUX aIMIHICTPATUBHUX JOKYMEHTIB.

Tema 10. Texnika cTBOpeHHSI HUBJILHO-NPABOBUX JOKYMEHTIB

Ilumanns 0o npakmuyno20 3anammsa:

1. [uBinbHO-IpaBOBUM  JOKYMEHT: BHM3HAu€HHsS MOHATTA, cdepa
3aCTOYBaHHS, BUJIU.

2. lluBinpHO-TIPaBOBI JIOTOBOPH: TPHU3HAYCHHS, BHIH, BUMOTH hi (o)
CKIIagaHHs Ta 0hOpMIICHHS.

3. [To30BHI1 3asBU Y IUBUILHOMY CYJIOUMHCTBI: MPU3HAYEHHS, BUIU, BUMOTHU
70 CKJIaJaHHS Ta OPOPMIIEHHS.

4, CxnajaHHs # oQOpMIEHHS IMBiITBHO-IPABOBUX JOKYMEHTIB. IX

CTPYKTypa U CTWIb.

5. 3ABJAHHSI CAMOCTIMHOI POBOTH

S.1. IlpakTUKYM

Po3min 1. /IOKYMEHTO3HABCTBO $IK HAYKA i HABYAJbHA JMCUHUILIIHA.

OCHOBY IOPUAMYHOL TEXHIKH



Tema 1. OpuanyHe JOKYMEHTO3HABCTBO SIK (yHAAMEHTAJbHA i
NPUKJIAAHA HaykoBa aucHuiuviina. FOpuaunyHuid MOKYMEHT $IK OCHOBHUIA

HOCIH npaBoBoi iH(opMmanii

1.  Jlamu eu3nauenns mepminam “00KymeHmo3Haecmeo”, “iopuouune
00KyMeHmo3Haecmeo”, “npasosa ingpopmauia”.

2. Hoacnumu nouammsa  “eleKmMpoOHHUU  OOKymMeHm”,
“enekmponHuil  0OKymeHmoooic”, “elekmponnuii  yugpoeuit - nionuc”,
“enekmponni oani”, “enekmponui Hocii inghopmayii”.

3. Buznauumu ynkuyii 3micmy 00KymeHmo3Hagcmea aK Haykoeoi ma
HABYAIbHOT OUCUUNJIIHUL.

4. Cknacmu cxemu: a) 63A€M036°A3Ki6 OOKYMEHMO3HABCMEA 3
icmopudyHumMu Haykamu; 0) 63A€MO036°A3Ki6 00OKYMEHMO3HABCMEA 3 HAYKAMU
couianvbHoO-KOMyHIKayiuno2o yukny. Illokazamu, aki Oucyuniinu énauearoms Ha

00KYyMEeHmMO3Haecmeo I, Haenaku, Ha AKI  OUCUUNIIHU  BNIUBAE

OOKYMEHMO03HAECME0.

5. 3anpononyseamu énacHe 6U3HAYEHHA NOHAMMA “00KymeHm”.

6. Bubpamu  6ionogios 3 npasunvHuUM  GU3HAYEHHAM  HAYKU
“/lokymenmo3naecmeo”: a) JTOKyYMEHTO3HABCTBO — II€ HayKa, sIKa BHBYAE

3aKOHOMIPHOCTI CTBOPEHHS Ta (DYHKI[IOHYBAHHS JIOKYMEHTIB, PO3pOOJIL€ METOIU
JIOKyMEHTaJIbHO-KOMYHIKaIl1itHOT JISITIBHOCTI, 10002203 00020005 1 (010)71(0):7
JIOKyMEHTAJIbHO-KOMYHIKAIITHUX cUCTEeM; 0) JOKYMEHTO3HABCTBO — 1€ HAayKa, SKa
BUBYA€ 3aKOHOMIPHOCTI CTBOpEHHS Ta (YHKIIIOHYBaHHS JOKYMEHTIB; B)
JOKYMEHTO3HAaBCTBO — II€ HayKa, 5Ka po3po0jse METOau JOKYMEHTAJIbHO-
KOMYHIKAIiiHO1 TUSTBHOCTI, MPUHIUIH moOy/1I0BH JIOKyMEHTAJIbHO-
KOMYHIKaIlIHHUX CHCTEM.

7. Jlamu 6ionogioi na 3anumanHs:

1. SIxi Bu 3HaeTe 0coOmmBOCTI Kiacudikamii JOKYMEHTIB 32 MaTepiaabHOIO
CKJIaJOBOIO?

2. OxapakTepu3yiTe CydyacHi MarepianabHl HOCIT JOKYMEHTHOI 1H(pOopMallii.
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3. Illo Take “moKymMeHT”’, “IOpHIMYHHANA TOKYMEHT , “IOKyYMEHTAIlis ?

4. Illo BUBYa€ TOKYMEHTO3HABCTBO?

5. ki Bu 3HaeTe o3Haku Ta PyHKINT JOKyMeHTa?

6. OxapakTepu3yite HAWBaXUJIMBINI 3aKOHM W HOPMATHBHO-TIPABOBI
JOKYMEHTH, 5Kl PEryJjIoloTh MPOLIECH JOKYMEHTOOOIry, 110 Oyau NpUiHSTI B
VYKkpaiHi B IOCTPaJSHCHKI YaCH.

7. Sxi Bu 3HaeTe knacudikaiii JOKyMeHTIB?

8. llo Bu MoxkeTe po3noBicTH PO pojib iHGOpMaLlii B ypaBIiHH1?

9. Sxi makazu MBC Ykpainu perynorTh Ipoliec CKiIaJaanHs il opopMIeHHS
nokymeHTiB y cucteMi MBC Ykpainu?

8. Poskpumu  cymuicmb  @U3HAYEeHb  NOHaAmMmMA  “00Kymenm”,
00TPYHMOBAHUX YUECHUMU:

“JIOKYMEHT — 1€ MpPEeAMET MaTepiajbHOI KyJbTYpH JIIOACTBA a00 OyIb-sIKUN
MarepiaJbHUM 00'€KT Tak 3BaHOI “Mpyroi mpupoAu’’, CTBOPEHOI JroauHow0. e —
pedi, M0 CBIQYAaTh MPO PO3YM JIOAWHU, MPO PIBEHb PO3BUTKY JHOACHKOL
muBLtizamii’” (O. @paHk);

JlokymMeHT — 11 ‘“‘Marepialli3oBaHa I1aMm’sSITh JIIOACTBA, SKa JICHb 3a JIHEM
peectpye dakTu, inei, aii, ModyTTs, Mpii, 10 BAOUINUCS B CBIJIOMOCTI JIFOAWHM ;
JlokyMeHT — “ne Oynp-ske mxepeno iHdopmarii, nepeJaHHs JIOACHKOI TyMKH,
3HAaHb HE3aJIC)KHO BiJ TOTO, UM BTUIEHE BOHO B MaTepialibHO (hiKCOBaHii Gopmi abo
€ MPOBITHUKOM (TiepeaaBaueM) iHGopmarii B yaci” (I1. Otie);

“IcTopist muiieTbcs 3a JAOKyMeHTaMu. JlOKyMEHTH — 1€ Ciliau, 1o ix
SUIMIIAIA TyMKH Ta Jii JrojeH, skl Kuiu Koimuch. Himo He Moke 3aMIHUTH
JOKYMEHTIB: Hema iX, HeMa H ictopii” (LLL.-B. Jlanrmya Ta . Cenbo60c);

JlokymeHT — 11¢ “Oynmb-fIKe CBIIUCHHS — KOHKPETHE YM CHMBOJIIYHE,
3aKpITUICHE YU 3apEECTPOBAHE, 110 CIY>KUTH JIJISl TPE/ICTABIICHHS, BIATBOPEHHS ab0
JIOBOJIPKEHHS MEBHOTO (D13UYHOT0 M iHTenekTyanbHoro sisuia” (C. bpie);

JlokymeHT — 1e “3ammc iHbOpMaIlii, SKW BIAMOBITAE XapaKTEPUCTHUKAM
MIEBHOT'O KaHpPY 1 3a(1KCOBaHUI HA MaTepiallIbHOMY HOCIi, OCHOBHA (D)YHKIIIS SKOTO

— 30epexeHHs Ta nepenaBaHHs iHpopmailii y npoctopi Ta yaci” (C.I'. Kynemios);



“JIOKyMEHT — marepiaJbHUN 00’ €KT, 1[0 MICTUTH 3aKpiIjieHy iH(OopMaIliio,
CHeliaJIbHO TMpU3HAYCHWH I 1i mepedadl B MPOCTOpl Ta dYaci 1 Takui, IO
BUKOPHCTOBY€EThCS B cycnuibHIN npaktuul” (. 1. batomenay).

9. Iliocomyeamu  pegpepamuene  nogioomieHHs Ha  OOHy i3
3anpPoOnoOHOBAHUX MmeM:

1. JIoKyMEHT sIK 3HaAKOBAa CUCTEMA.

2. IlpaBoBe perymaiOoBaHHS SK JI€pKaBHO-BJIAJHUN BIUIMB Ha CYCHUIbHI
BITHOCUHHU.

3. JIOKyMEHT SIK 3HaKOBa CUCTEMA.

4. JIokyMeHT: BIaCTUBOCTI, O3HAKH, QYHKI1, OPUIUYHA CUJIA.

5. Knacudikanii 1OKyMEHTIB, SIKI CTBOPIOIOTHCS B IMPOILEC] yNPaBIIHCHKOI
TISJIBHOCTI.

6. IOpuauuHuii MOKYMEHT SK ITMCBMOBHMM akT, IO MICTUTh TIPaBOBY
1H(popMmallito.

7. CuiBBigHOIICHHS TOHATH “iHpopMamis™, “HOKYMEHT”, “HOPHINYHHI
TOKYMEHT .

8. IcTopist BUHUKHEHHS JJOKYMEHTA.

9. KOpunnyHuii JOKYMEHT SIK ICTOPUYHA [1aM’ATKa.

10. JIoKyMEHT B €MOXy aHTUYHOCTI Ta CEPEIHbOBIYYS.

Tema 2. HIpuauyHa TexHiKka: 3aBAaHHS, 3HAYEHHHA, MPOOJIEeMH,
CTPYKTYpa 1 Buau. BuMorn OpUaAMYHOI TeXHIKM 10  TEKCTIB

NMPaB03aCTOCOBHUX AKTIB

1. /lamu eu3znauenna mepminam “iopuduyna mexuixka”, “npasomeopua
mexHika”, “Hopmomeopua mexuika”, “npagozacmocoéna mexHika’, w0 HAABHI
6 HAYKOBUX NPAYAX, MEMOOUYUHUX PEKOMEHOAUIAX, CTIO06HUKAX.

2. Ogopmumu cxemy npagoeux i JIHZEICHMUYUHUX BUMOZ IWOPUOUUHOT

mMexHIKU, W0 UCYy6alOmMuvCsa 00 MEKCMie nPaso3acmoCcoO8HUX AKMIe.



3. Ohopmumu cxemy enemenmie WPUOUUHOT MEXHIKU.
4. Opopmumu cxemy ninzeicmuunux i CMPYKMYPHUX 6UMO2 1OPUOUYUHOT
mMexHIKU, W0 UCYy6alOmMuvCia 00 MEKCMie nPaso3acmocO8HUX AKMIe.

5. /lamu 6ionogioi na 3anumanus:

1. Sxi Bu 3HaeTe 3aBaaHHs ¥ NPUHIUIHN IOPUAUYHOT TEXHIKHU?
2. [Ilo HanEeXUTh 10 TEXHIYHUX 3aCO0IB?
3. 3a JIOIIOMOTOI0 SIKMX CHOOCOOIB JOCATAETHCS YITKAHA BUKJIAL 1

3p03yMiJie JIHTBICTUYHE (POPMYITIOBAHHS MPABOBUX HOPM?

4. [I{o BXOAUTH y MOHATTS “TeXHIYHI mpaBuia’?

5. [Ilo BXOAWUTH y MOHATTS “TEXHIYHI MPUAOME?

6. Sxi Bu 3HaeTe eneMeHTH IOPUIUYHOT TEXHIKHU?

7. Sxi Bu 3HaeTre TpaBOBI BUMOTH, M0 BHUCYBAIOTHCS  JIO

MPaBO3aCTOCOBHUX aKTiB?

8. Slki Bu 3HaeTre JIOTIYHI BUMOTH, 10 BHUCYBalOThCA [0
IPABO3aCTOCOBHUX AKTIB?

9. Sxi Bu 3Haere CTPYKTYpHI BHMOTH, III0 BHCYBalOTBCS JIO
MPaBO3aCTOCOBHUX aAKTIB?

10. Sxi Bu 3Haere MIHrBICTUYHI BHUMOTH, IO BHUCYBAIOTHCS 10

MPaBO3aCTOCOBHUX aKTIB?

6. Cknacmu Knacu@ikayiilny Xapaxmepucmuky e6uoi¢ H0puouyHoi
mexHiIKuU.
7. Iliocomysamu  pehepamuene  nogioOMIEHHA HA  OOHY i3

3anpPOnOHOBAHUX MeM:
1. 3aco0u sk eleMEHTH IOPUTUYHOT TEXHIKH.
2. [Ipuitomu sIK €IeMEHTH IOPUANYHOT TEXHIKH.
3. IlpaBuna sk €J1€MEHTH I0OPUANYHOI TEXHIKH.
4. XapakTepuCTUKa KOMIIO3HMIIITHO-CTPYKTYPHUX BHMOT J10 O(OPMIICHHS
IOPUNYHUX JJOKYMEHTIB.
5. CyTHICTh MOBHOCTUJIICTUYHUX BUMOT JI0 BHUKJIaJy Marepiagy B TEKCTax

IOPUJIMYHUX JJOKYMEHTIB.



6. XapakTepucTHKa MPaBOBUX 1 JIOTIYHUX BUMOT JI0 CKJIQJaHHS IOPUANYHUX
JTIOKYMEHTIB.

7. CyTHICTh IPAaBOBUX BUMOT JI0 BUKJIAJly Marepianxy B TEKCTaX OPUAMYHUX
JOKYMEHTIB.

8. Buau 1opuanyHo1 TEXHIKH.

9. KOpuanyna TexHiKa JOKYMEHTAJIbHOTO BHUPAXEHHS 3MICTYy aKTIiB

IMpaB0O3aCTOCYBAHHAI.

Tema 3. JIIHrBicTHYHI MPaBWJIa CKJIAJTAHHS IOPUIUYHUX JTOKYMEHTIB

1. /lamu euznauenna mepminam “nonicemia”, “cunonimia’, “scapzomn’,
“npoghecionanizm”, “oianekmuszm’”, “masmonocia’, “nieonazm”.
2. Cknacmu Knacu@ikayiiitny xapaKkmepucmuky JAiHZ6ICIMUYHUX NPAGUIL
CKA0aHHA IWPUOUYHUX OOKYMEHMIE.
3. /lamu 6i0noeioi na 3anumanHs:
1. SIxi Bu 3Haere JMHTBICTUYHI IPaBHJIA-BUMOTH IOPHJIMYHOI TEXHIKH [0
IOPUUYHUX JJOKYMEHTIB?
2. Uu MoKHa BUKOPUCTOBYBATH TaBTOJOTIYHI M MJIEOHACTUYHI KOHCTPYKIIII B
IOpPUJIMYHUX JOKyMEHTax?
3. lllo Bu moxere po3moBiCTH MPO BXKHUBAHHS 1HIIOMOBHOI JIEKCHKH B
TEeKCTaX IPUANYHUX JTOKYMEHTIB?
4. Un wMoXHa B MOPUIAUYHUX JIOKYMEHTaxX Y>KMBAaTH IOJIICEMIUHI,
CUHOHIMIYHI, MAPOHIMIYHI TEPMIHU?
5.V SKkuX TOKyMEHTaX MOXHA BXXUBATU KAPTOHHY, TPOCTOPIYHY, PO3MOBHY,
JaJIeKTHY, aprOTHUHY, MPOQeCiiiHy, JTAUIUBY JTEKCUKY ?
6. lllo Bu MoxxeTe po3MOBICTH PO CUHTAKCUYHI OCOOJIMBOCTI IOPUIUUHUX
JTIOKYMEHTIB?
7. 1o Bu mokeTe po3moBICTH MPO CTHIIICTUYHI OCOOIMBOCTI FOPUIANUYHHUX

JIOKYMEHTIB?



8. lllo Bu Moxere posmoBictu mpo (HopMy BUKIATY TEKCTY FOPHIUYHOTO

JTOKyMeHTa?

4. 3pooumu cmunicmuuHy npAagKy caie i CJ1060CHOIYYEHb:

eKazanum ocobam 6yno po3’sicHeno, y 6ionogionocmi oo cm.l120 KIIK

Yipainu po3’sacnenuti ix 0606’30k, 3apececmposano ¢ KO3l 22.02.2014 p. 3a
Ne212; gio 3.03.2015 poky, AK SUACHUNIOCL, MicyeM NOOii ABNAEMbCL MePUMopisl
ck1aoy, eona cknaoae; 5.05.1979 poky HapoOodicenHs, no MiCyr NpONCUBAHHS, YU
npueooHi 0ns i0eHmuikayii? nioo3proemuii; N0 HAYIOHAILHOCMI VKPAiHKA, 6iH
ABNAEMBCA, ONEUAMAHUU NeYAMKOI0, 3aNUCAHO 6IDHO; POOUHHUL CIAH.

5. Iliocomyeamu  peghepamuene  noGiOOMIEHHA  HA  O0OHY i3
3anpPoOnoOHOBAHUX MeM:

1. JliHrBicCTHYHUI aHaJIi3 TEKCTIB IMPaBOBOI ChepH.

2. AHai3 TeKCTIB IOPUIUYHUX JOKYMEHTIB 3 TOUKH 30py TOTPUMAHHS BUMOT
IOPUJIMYHOT TEXHIKHU.

3. PenaryBaHHs TEKCTiB IPaBOBOi cepu.

4. VYcyHeHHs JIHTBICTUYHHMX TOMHJIOK, IO OyaM JOMyIIEHI Yy TeKCcTax
IOPUUYHHUX JJOKYMEHTIB.

5. YcyHeHHs 06araro3HauyHUX, CHHOHIMIYHMX, MapOHIMIYHUX, OMOHIMIYHUX
TEPMIHIB y TEKCTaX IOPUIUYHUX TOKYMEHTIB.

6. YCcyHEeHHs 3acTapuimx CJiB, NpoQecioHaNI3MIB, >KapTOHI3MIB,
T1aJeKTU3MIB, HEOJIOTI3MIB, PHUTOPUYHHUX (Iryp y TEKCTaX IOPUAMYHHUX
JIOKYMEHTIB.

7. JloTpuMaHHS NpaBWI JIEKCUKW, T'PAMATUKA M CUHTAKCUCY YKPaiHCHKOL
MOBH TIPH CKJIaJIaHHI FOPUJINYHUX JIOKYMEHTIB.

8. JIIHrBICTHYHI aCTIEKTH IOPUANYHOT TEXHIKH.

Tema 4. ®opmaibHO-aTPUOYTHBHI 32CO0M OPUAMYHUX JOKYMEHTAX



1. 3axkoncnekmyseamu naxkaz MBC Ykpainu 6io 23.08.2012 Ne 747 “IIpo
3ameepoxcenna Incmpykuii 3 0inoeoocmea 6 cucmemi Minicmepcmea
6HYmpiuwHix cnpae Ykpainu”.

2. /lamu 6ionoeioi Ha 3anumanua:

1. Mo Take 6iank noxkymenTa? Ha3BiTh Buiu OnaHKIB.
. Ha3BiTh 000B 43KOB1 pEKBI3UTH TOKYMEHTA.
. llo Take hopmysip-3pa3ok 1oKymMeHTa?

. Ha3BiTh Bimomi Bam crioco6u po3raiiryBaHHSI PEKBI3UTIB.

2
3
4
4. o Take IOpUANYHA CHIIA IOKYMEHTA?

5. SIxi Bu 3HaeTe cnocoOu 3acBiqueHHs JOKyMeHTa?

6. SIxi Bu 3HaeTe MOBHI1 BUMOTH J10 O(DOPMIIEHHS PEKBI3UTIB TOKYMEHTIB?

7. OxapakTepu3yiTe KOMITO3HITIITHI OCOOIMBOCTI FOPUIUYHUX IOKYMEHTIB.

8. Ilo Take 3aTBEpI>KEHHS JOKYMEHTA?

9. ki Bu 3HaeTe criocobu opopMIIEHHS 3arojIoBKY J10 TEKCTY JOKyMeHTa?

10. SIx oopMITIOIOTHCS TTO3HAYKH PO HASIBHICTH JIOAATKIB 10 JOKYMEHTIB?

11. Sxi Bu 3HaeTe BapianTu oopmiieHHs pekBI3UTY “Jlata mokymeHTa?

12. sIxi Bu 3naeTe cnocobu opopmiaeHHs natu?

13. 3 sKkuX eneMeHTIB cKiIaaeThes pekBizut “Tlianuc”?

14. Ilo o3Hauae pekBi3UT “BiaMiTka Npo KOHTPOIb?

15. XTo mianucye MOKyMEHT, KOJTM 3a 3MICT IBOTO JOKYMEHTa HECYTh
BIIMOBIAANBHICTD JIeKiIbKa 0c10 (aKkTH, piHAHCOB1 JOKYMEHTH TOIIO)?

3. [lamu eu3nauenna mepminam pekeizum, 01aHK, 2cpug), neuamka,
nionuc.

4. Bionpauyweamu eapianmu 0@QOpMIeHHA OCHOBHUX PEKGI3umie 3a
[ToctanoBoro KabGinetry MinicTpiB VYkpainum Bim 30.11.2011 Ne 1242 “IIpo
3aTBEpPKEHHS THUMOBOI 1HCTPYKINT 3 [IJOBOJACTBA Y IIEHTPAIBbHUX OpraHax
BUKOHABUYOi Biaau, Pami MinictpiB ABroHomHOiI PecnyOmiku Kpum, micreBux
opraHax BHKOHaBYOi Biaau”’ Ta 3a HakazoM MBC Vkpainu Bixg 23.08.2012 No 747
“IIpo 3aTBepmkeHHs IHCTpykuli 3 JOUIOBOJACTBa B cucteMi MiHicTepcTBa

BHYTPIIIHIX cIIpaB YKpaiHu™.



5. IlIpooosscumu oymky: a) “Texcm Ooxymenma oghopmasemovcs y euisioi
.75 0) “Ilynkmu y mexcmi HymMepylomvbCsi apabCoKuMu yu@dpamu 3 Kpankor, a
nionyHkmu - ...”.

6. Iliocomyeamu  peghepamuene  noGiOOMIeHHA  Ha  O0O0HY i3
3anpPoOnoOHOBAHUX MmeM:

1. PekBI3UTH yIIpaBIiHCHKOI TOKYMEHTAILIII.

2. Ilignuc 1 meyaTka sSK BaXKJIMBI PEKBI3UTH JOKYMEHTIB.

3. [loromxeHHs Ta 3aTBEPXKEHHS K BAXXJIUBI PEKBI3UTH JIOKYMEHTIB.

4. TekcT IK OCHOBHUI PEKBI3UT JOKYMEHTA.

5. EBostorrist MaTepiaabHOT OCHOBU JIOKYMEHTA.

Tema 5. IIpaB03acTOCOBHI NOMWJIKH: BHU3HAYEHHSI TOHSATTH, BHIH,

NPpUYIHUHHA NMMOSABH, METOAN YCYHCHHS

1.  3axoncnexmyeamu: a) nakaz MBC VYkpainu Bix 27.07.2012 Ne 650
“IIpo 3atBepmkenHs I[HCTpykmii 3 odopmileHHS TOKyMeHTIB y cuctemi MBC
VYkpainn”; 6) Kpacuunbka A. B. IOpumnuni HOKyMEHTH: TEeXHIKA CKJIAJaHHS,
opopmnenHs ta pemaryBaHHs / A. B. Kpacuunpka. — K. : IlapmameHTcbke
BugasHUNTBO, 2006. — C. 351-388.

2.  Jlamu eu3nauenna mepminam: “nomunka”, “npasozacmocoeéna

nomunka’”, “noziuna nomuaxka’, “ninzeicmuuna nomuika’.

3. 3’acyeamu, 00 AKO20 6UOY NOMUNOK HAlEHcamv HACMYNHI
HOMUJIKU: HNOPYULeHHSI NOCAI008HOCMI BUCIOBII08AHHS, NOBMOPEHH paHiuie
BUCIOBNIEHOT OYMKU, BIOCYMHICMb HEOOXIOHUX YACMUH ) MeKCmi 0OKyMeHma ma
38 "A3KY MIdC YACTMUHAMU Y DEYeHHSX, NepecmaHn08Ka YACMUH MeKCmy, 6HCUBAHHS
@pas, AKi npuzeo0smv 00 0B03HAYHOCME, CHOMBOPEHHS 3MICMY peueHHsl uepe3
nopyuieHHsi NOPAOKY CJli8 y peyeHHi, abCYpOHICMb GUCTLOBTI0BAHHA?

4. 3’acysamu, 00 AK020 6U0Y NOMUTIOK HAJIEHCAMb HACHMYRHI ROMUIKU:

HemoyHe 8IOMBOPEHHsL GIACHUX HA36 (Npi3euuy, iMeH, no O6AMbKOBI, MONOHIMIB);



HOMUNKU 68 NO3HAYEHHAX 0am, HemouHe 8I0MBOPEHHS YACOBUX MEHC ONUCYBAHUX
Gaxmis, HemMOYHOCMI, NO8’A3aHI 3 OKPeMUMU DealbHUMU  HCUMMEBUMU
obcmagunamu, wo maiomo (cymmese) 3HaueHHs Ol NEGHO20 NPOYECYANTbHO2O
akma, HemouHe NO3HAYEHHs MiCYys NoOii, HemouHe NO3HAYEHH 4acy nooii?

5. 3’acyseamu, 00 AK020 U0y NOMUTIOK HAIEHCAMb HACMYNHI NOMUTIKU: He
8KA3aHI 0ama, micye Ui 4ac nposedenHs crio4oi Oii; He 8Ka3aHi npizeuuye 1 nocaoda
ocoou, wo nposoouna ciiouy Oito;, Hepo3 SCHEeHH npas ma 0008 A3Kié NOHAMUM,
C8I0KAM, NIO03PIOBAHUM, O0O0BUHYBAUEHUM, BIOCYMHICMb NIONUCY  Cli0Y020;
HAAGHICMb Y NPOMOKONL Ci04oi Oii 8unpasieib, OONOBHEHb, SKI He 3a3HAYeH]
yKIaoawem OOKYMeHmA [ He 3ac8iOueHi NIONUCAMU B6CIX YUACHUKI6 Cliouoi Oii;
gi0cymHui 0aui npo 0cooy npagonopyutHuka?

6. Iliocomyeamu  peghepamuene  noGiOOMIeHHA  HaA  O00HY i3
3anpoOnoOHOBAHUX meM:

1. KOpuauko-TexH14H1 KpUTEPIi SIKOCT1 FOPUIUYHUX JIOKYMEHTIB.

2. Buaum mpaBo3acTOCOBHUX IOMUJIOK, IO BHHHUKAIOTH MpPU HamMCcaHHI
IOPUANYHHAX JOKYMCHTIB.

3. JloTpuMaHHS TpPaBOBHX, JIOTIYHUX, CTPYKTYPHUX, MOBHOCTHIIICTHYHUX
BUMOT TpY CKJIaJaHH1 1 0POpMIICHH] IOPUIMYHUX JOKYMEHTIB.

4. IIpaBoBi i TOT1YH1 TOMHJIKH Ta METOAM 1X YCYHEHHS.

5. JiHrBICTUYHI ¥ JOTIKO-JTIHTBICTUYHI IOMHJIKH 1 METOJH 1X yCYHEHHS.
6. CTpyKTypHI IOMUJIKH Ta METOJIU iX YCYHEHHS.
7. Henoniku HOpMAaTWBHO-IIPABOBUX AaKTIB YKpaiHM: 3araJlbHOTEOpETUYHA

XapaKTepUCTHUKA.

8. YcyHeHHs MpaB03acTOCOBHUX MOMWJIOK, II0 BUHUKAIOTh MPU HANMCaHHI
IOPUUYHHUX JJOKYMEHTIB.

9. PenmaryBaHHs ¥ YyCYHEHHS THUIOBUX TIOMHJIOK Yy TEKCTax aKTiB

IMpaBO3aCTOCYBAHHA.



Po3nin 2. TexHika CcTBOpeHHS VIPABJIHCbKUX, KPUMIHAJbHO-
MPOoUEeCYAJbHUX, aIMIHICTPATUBHO-NIPABOBUX i HMBiJIbLHO-NIPABOBUX
JIOKYMEHTIB

Tema 7. TexHika CTBOPeHHS JOKYMEHTIB yIIPaBJIiHCbKOI AislIbHOCTI

1. 3akoncnexmyeamu posznin Il Tlocranosu Kabinery MinicTpiB Ykpainu
Bij 30.11.2011 Ne 1242 “TIpo 3arBepmxeHHs TUIIOBOI IHCTPYKIIii 3 J1JIOBOJICTBA Y
IEHTPAJIbHUX OpraHax BUKOHaBYOi Biaaw, Pamxi MiHicTpiB ABTOHOMHOT
Pecniy6niku Kpum, wmicueBux opraHax BukoHaB4oi Biaau” (““‘JlokyMeHTyBaHHS
YIPaBIIHCHKOI 1H(pOpMaIlii. 3arajibHi BUMOTH J0 CTBOPEHHS JOKYMEHTIB”).

2. /Jlamu eusnauenna mepminam “naxaz”, “nocmamnoea”, “yxeana”,
“cmamym?”, “nonoxcenna’”, “incmpykuian”, “aucm”, “aemobiocpacghia’,
“pesrome’.

3. /lamu 6i0noeioi na 3anumanHs:

1. SIxi Bu 3HaeTe BUAM OpranizaniiHoO-NpaBOBUX JOKYMEHTIB?

2. SIxi BUMOTH BUCYBAIOTHCS J0 CKJIaJaHHS ¥ opOpMIIEHHS OpraHi3aIiiiHux
JTIOKYMEHTIB?

3. lllo Bu moxeTe po3MOBICTH MPO MPOLENYyPY BUAAHHS PO3NOPSIAUUX
JOKYMEHTIB?

4. Sxi Bu 3HaeTe BUaU pO3NOPSATUNX JOKYMEHTIB?

5. SIk1 BUMOTH BUCYBAIOThCS O MOBH TE€KCTIB PO3MOPSAIYUX JOKYMEHTIB?

6. Y 4oMy moJjsirae CyTHICTh KaAPOBUX JOKYMEHTIB?

7. S1xi Bu 3HaeTe BUIM KaAPOBUX JOKYMEHTIB?

8. Ha3BiTh MOBHOCTHIIICTHYHI OCOOIUBOCTI KaJJpOBUX TOKYMEHTIB.

9. ¥V yoMy moJsirae CyTHICTh 1I0B1JIKOBO-1H(POPMAIIHHUX JOKYMEHTIB?

10. Ski1 Bu 3Haere BUaM JOBIAKOBO-1H()OPMALITHUX TOKYMEHTIB?

11. SAxi Bu 3HaeTe KOMITO3UITIIHI YaCTUHH TJOKyMEHTA?

12. llo Bu moxete po3noBicTy npo (GopMH 3BepTaHHs, AKi BKUBAIOTHCS B

JNOKyMEHTax?



13. V yomy nossirae CyTHICTh OpTaHi3alliiHO-TIPaBOBUX JOKYMEHTIB?

14. Hlo micTaTh y c001 KaApOBI JOKYMEHTH?

15. Ski Bu 3HaeTe BUIM KaIpOBUX TOKYMEHTIB?

4. Hanucamu asemoéiozpadgiro.

5. Cknacmu u ogopmumu panopm/3anagy TUpo HaAAHHSA KaHIKYJSIPHOI
BIJITYCTKHA/ KOPOTKOCTPOKOBOT BIJIITYCTKU. Y TEKCTI IOKYMEHTA BKaXiThb NPUUYUHY
HaJaHHS BIJIYCTKH, Ha CKIJIKU KaJIeHIApHUX JHIB HEOOX1THO HAa/IaTH BIAMYCTKY, 3
SIKOTO Ta TIO SIKUH JICHb BKITIFOYHO.

6. Ogopmumu 008i0Ky 3 micya podomu 3 YyKa3yBaHHSIM IIOcagu Ta
3apo0ITHOI TIJIaTH 32 MICSIIb.

7. Cxknacmu xapaxkmepucmuky. lIpamoroun HaJ TEKCTOM, BUKOPUCTATH
MOJIaHI CJIOBa aKTHUBHA y4YacTh, TUCIUILIIHA, CTABJICHHS, CTapaHHO, HETATHUBHO,
BIIMOBIAAILHUM, O€3/10TraHHUN, CHEPTiMHUM, HANOJICTIIMBUN, CYMIIIHHO, BUCOKHI
npodeciiiHuil piBeHb, BUCOKI PE3YJIbTaTH, YIOCKOHAJICHHS.

8. Iliocomyeamu  peghepamuene  noeiooMieHHs Ha  O0O0HYy i3
3anpPoOnoOHOBAHUX MmeM:

1. IlpaBuna miATOTOBKH, CKJIafgaHHS W OQOpPMIIEHHS OpraHi3aiiitHo-
PO3IMOPSATINX JIOKYMEHTIB.

2. OcobauBOCTI CKIaAaHHs i1 0POPMIIEHHS KaAPOBUX JOKYMEHTIB.

3. MoBHOCTHITICTHYHI 0COOJIMBOCTI OpraHi3amifHO-pO3NOPTINX
JOKYMEHTIB.

4. MOBHOCTHJIICTUYHI OCOOJIMBOCTI KaIpOBUX JIOKYMEHTIB.

5. MoBHOCTHIIICTUYHI 0COOIUBOCTI 1H(OPMAIIHHO-OBITKOBUX JOKYMEHTIB.

6. JIIHrBICTUYHMI aHAIII3 PO3NOPSAYUX Ta KAJPOBUX JOKYMEHTIB.

7. CTpyKTypyBaHHS yPaBIiHCHKOI JOKYMEHTAIII].

Tema 8. Texnika CcTBOpPeHHsI KPHUMIHAJBHMX MpPOLECYAJbHHX

JOKYMEHTIB



1. /lamu eu3nauenHHsa mepminam KpUMIHATbHUL NPOYECYATbHUL OOKYMEHM,
npoyecyanvHull  akm, KOOeKC, OOBUHYBANbHULL aKm, 6UPOK, KIONOMAHHS,
O0OpYyUeHHs.

2. /lamu 6ionogidi na 3anumanusn:

1. [lo Take KpUMIHAILHUIA MPOLIECYANTbHUNA JOKYMEHT?

2. Slki Bu 3Ha€eTe 03HAKK KPUMIHAIILHOTO MPOIECYalbHOTO JOKYMEHTa?

3. HasBiTh kiacudikariii KpuMiHaIbHUX MPOIECyaTbHUX JTOKYMEHTIB.

4. YV 4yomy mnonArae ocoOJMBICT MOBH KPUMIHAJBHUX MPOLIECYaTbHUX
JIOKyMEHTIB?

5. o Bu Moxere po3noBictd mpo ¢GopMy 1 3MICT KPUMIHAIBHUX
MpoLEeCcyaIbHUX TOKyMEHTIB?

6. 3 AKX YaCTHUH CKJIAJAETHCS TOCTAHOBA MPO MOPYIIEHHS KPUMIHAIBHOT
cripaBu?

7. 3 SIKMX YaCTUH CKJIaJJa€ThCsl OOBUHYBAJILHUI aKT?

8. Ilepepaxyiite BuMoru KpuMiHaJIbHOTO TIPOIIECYyaIbHOTO KOJIEKCY YKpaiHu
710 GopMH ¥ 3MICTY KpUMIHAIBHUX MPOIIECYyAIbHUX JIOKYMEHTIB.

9. SIxi BUMOTH IOPUJAMYHOI TEXHIKH BHUCYBAIOTHCA 10 KPUMIHATHHUX
npolecyalbHUX TOKyMEHTIB?

10. Ha3BiTh THIIOBI NMOMWJKH, SKHX IPHUITYCKAIOTHCS B KPUMIHAIBHHX
MPOIIeCYaTbHUX TOKYMEHTAX.

3. 3anponouyeamu  6U3HAUEHHA  HACMYNHUX  KPUMIHAIbHUX
npouecyanvHux OOKyMeHmig: TIOBIJIOMJIICHHS, IOCTaHOBA IIPO OTOJIOLIEHHS
pO3IIyKy, TIIOCTaHOBa TPO TOBEPHEHHS THUMYACOBO BWIYYEHOTO MaiHa,
O0OBUHYBaJILHUM aKT, KJIOMIOTAHHS.

4. 3pooumu Knacugikauio KpUMiHAIbHUX NPOUECYATbHUX OOKYMEHMIE
3a eauiumMu Kpumepiamu.

3. o moBMHHO OyTH 3a3HAYEHO Yy KJIONOTAHHI MPO 3A1CHEHHS TPUBOLY Mij
Yac JOCYIOBOTO PO3CIIAyBaHHs?

5. Ilpooosxcumu Oymky: a) “lloxazanuamu 3 uydcux ciie €

sucnognogants...”’; 6) “llpoyecyanvhi 0ii nio yac KpUMIHAILHO2O NPOBAOIHCEHHSL



mooicyms ikcysamucs ...”"; 8) “Ilpomoxon npoyecyanvroi 0ii ckradaemocs 3. 1)
BCMYNHOI YACMUHU, KA NOBUHHA MICMUMuU 8i0oMocmi npo... ; 2) OnUcosoi
yacmunu, sIKa NOBUHHA Micmumu 8i0omMocmi npo...; 3) 3aKI0YHOI YACMUHU, KA
NOBUHHA Micmumu 8i00Mocmi npo..." .

6. Busnauumu, AKi npPaeo3ACMOCO6Hi NOMUNKU, OONYULEHI 6

3anponoHoeanomy 0okymenmi. Bunpaeumu ix:

3axMCHUKY M1JJ03pIOBAaHOIO

bposuenxo T. b.

I'pymieBcekomy JI/I.

npox. M. XpUCTHHIBKA, PiBHEHCHKOT 00macTi
Byn. KBiTHeBa, 3

[ToBimommnsiemo Bam, mo gocyaoBe po3ciigyBaHHS, BHECEHE 10 E€IUHOTO peecTpy
nocynoBux posciigyBanb 3a Ne 17012880260000020 Big 8 muctonmama 2015 poky 3a migo3poro
Bbposuenko T. b. y BUMHEHHI KpUMiHAJILHOTO MPaBONOPYLIeHHS Hepeadadenoro 4.1 cr.187, u. 1
ct.146 KK Vkpainu 3aBepimieHo, a 3i0paHi miJ 9ac po3CiiayBaHHS JOKa3W € JOCTATHIMH IS
CKJIaZlaHHs OOBMHYBaJIbHOTO akTy. BimmoimHo mo Bumor 4.6 cT.290 KIIK VYkpainu Bu
3000B’s13aH1 HAaJaTH TOCTYI Ta MOXJIMBICTH CKOMitOBaTH a00 BIiZOOPAa3UTH BIAMOBITHUM YHMHOM
Oyab-sIKi peyoBi JOKa3H abo iX YaCTHHH, TOKYMEHTH a00 KOIIii 3 HUX, a TAKOXK HAJaTH JOCTYII JI0
YKUTJIA UM 1HIIIOTO BOJIOJIHHS, SIKIIIO BOHHM 3HAXOJTHCS Y BOJIOMIHHI a00 mix Bammm KoHTposeMm,
K110 Bu MaeTe Hamip BUKOPUCTATH BIJJOMOCTI, IO MICTSITHCS B HUX, SIK JJOKa3U y CY/II.

Haranyemo, mo 3rigao 4.12 ¢1.290 KIIK Vkpainw, SKI0 CTOpOHAa KPUMIHAIBHOTO
MPOBA/KECHHS HE 3IMCHUTH BIAKPUTTS MaTepianiB BiAnoBiaHo a0 nonoxeHs c1.290 KIIK cyx ne
Ma€ IpaBa JIONYCTUTH BIJOMOCTI, IO MICTAThCS B HHX, K Aoka3u. llpu HasBHOCTI y Bac
3a3HaYCHUX MarepiaiiB MPOMOHYEMO JI0 «_ » 2015 pokxy npuOyTu 3a aapecor: M.
XpucrtuHiBka PiBHeHCbKOT oOnacti Byi. JlroOuenka, 12 1o B.o.  1-ro 3acTynHuka HayaJbHUKA —
navanpHuka CB Xpucrtuniscekoro PB YMBC Vkpainu B PiBHeHcbkiit oOmacti, kab. Ne 7,

Mysuuko B.B. s npen’ ssBiieHHS 1 03HAHOMIIEHHS ITPOKYPOpA 13 TaHUMH MaTepiajaMu.

[Tpokypop npokypaTypu

XPUCTHHIBCHKOTO paliOHY

pPagHUK FOCTHIIIT HIIINUC M.B. [Tauynbchbkuii
«_» 2015 p.

7. Iliocomyeamu  pegpepamuene  noGiOOMIeHHA HA  OOHY i3

3anponoHoeanux mem:



1. Texnika ckiIaiaHHS KPUMIHAIBHUX TMPOIECYaTbHUX JTOKYMEHTIB SIK
YacTHHA IOPUAUYHOT TEXHIKH.

2. Oco0nuBOCTI CKJIaJaHHs U O(POPMIIEHHSI KPUMIHAJIIBHUX MPOLIECYaTbHUX
JIOKYMEHTIB (3arajibHa XapaKTepUCTHKA).

3. 3aranpHi NpaBWia TEXHIKM CKIAJAaHHS KPUMIHAIBHUX MPOLECYaTbHUX
JIOKYMEHTIB.

4. Oco0nuBOCTI CKIagaHHs W 0OPMIIEHHS MPOIECYabHUX JOKYMEHTIB, 1110
BiZJOOpaKat0Th MPU3HAUCHHS EKCTIEPTH3H.

5. OcobnMBOCTI CKIaaHHs i1 0POPMIICHHS MTPOIIeCyaTbHUX JTOKYMEHTIB, 10
B1JI00pakar0Th KJIOMTOTaHHSI.

6. OcobnuBOCTI CKJIaJiaHHs i1 0)OpPMIIEHHS MPOIECYaTbHUX JOKYMEHTIB, 110
B1J100pa)karoTh MOBIIOMIICHHS TIPO T1103DYy.

7. XapakTepuCTHKa MPOLECYaTbHUX JOKYMEHTIB, 1110 BIJOOPa’KarOTh 3aX01
3a0e3MeYeHHs KPUMIHAIBHOTO IPOBAIKEHHSI.

8. XapakTepucTuka TNpoLECyalbHUX JAOKYMEHTIB, IO BiJoOpaxkaroTh
3YMUHEHHS Ta 3aKiHUEHHS JOCY0BOTO PO3CIIiTyBaHHS.

9. MoBa i cTWTb KpUMIHAJIBHUX TIPOLIECYATHHUX JTOKYMEHTIB.

Tema 9. TexHika CTBOpeHHS aAMiHICTPATUBHO-NIPABOBUX JJOKYMEHTIB

1. Jlamu eusnaueHHa mepminam: AOMIHICMPAMUBHe 3AKOHOO0ABCMBO,
KOOughixosanuti axm, Npagosull axm YNPAasiiHHsA, AOMIHICMPAMUEHO-NPABOSULL
OOKYMeHM.

2. 3anpononyeamu énacHe U3HAYEHHA HACHIYNHUX AOMIHICMPAMUBHO-
npaeoeux  OOKYMEHmIie: NOCMAHO8A )y CHPA8l  NPO  AOMIHICMpPAmueHe
npasonopyuleHHs, NOCMaHo8d NpPoO HAKIAOEHHS AOMIHICMPAMUBHUX CHISACHEHD,
NPOMOKOI NPO AOMIHICMPAMUBHe NPAGONOPYUIEHHS.

3. 3pobumu Kknacughikayiro aOmMinicmpamusHo-npasoeux 0OKymeHnmie 3a

eauwiumu Kpumepisamu.



4. /lamu 6ionoeioi na 3anumanHs:
1. Ha3Batu knacudikaiiii aaMiHICTPaTUBHO-TIPABOBUX JIOKYMEHTIB.
2. YV domy mnosdrae ocoOJMBICTH MOBH aJMIHICTPATUBHO-IIPABOBHUX
JTIOKYMEHTIB?
3. lllo Bu Moxxere po3moBicTH mpo (GopMy 1 3MICT aJAMIHICTPATUBHO-
MIPaBOBUX JIOKYMEHTIB?
4. OxapakTepu3yiTe OCHOBHI aIMIHICTPATUBHI JOKYMEHTH.
5. Oxapaktepu3yiTe JOMOMIKHI aJIMIiHICTPATUBHI JOKYMEHTH.
6. ll{o BimoOpaxarTh aMIHICTPATUBHO-TIPABOBI TJOKYMEHTH?
7. lllo Take agmiHicTpaTUBHUMN IPOTOKON? OXapakTepu3ynTe Horo.
8. SIki BUMOrM FOPHIWYHOI TEXHIKM BHCYBAIOTHCS 1O aJMIHICTPATUBHO-
MPABOBUX JIOKYMEHTIB?
9. Ha3BaTu THUIOBI MOMWIKH, SIKUX HPUITYCKAIOTHCA B aMiHICTPATUBHO-
MIPaBOBUX JIOKYMEHTAaX.
5. Jlamu xapaxmepucmuky nocmanosi npo aOMiHicmpamueHe
npPAgoOnopyuULeHH:I.
6. Iliocomyeamu  peghepamusne nOBIOOMIEHHA HA  OOHY i3
3anponoHOBAHUX MmeM:
1. Ilpu3HayenHs, cdepa BUKOPUCTAHHS, BHMOTM N0  CKJIAJaHHSA Ta
o opMIICHHS aJMIHICTPATUBHO-TIPABOBUX JTOKYMEHTIB.
2. Buau aiMiHICTpaTUBHO-IIPABOBUX TOKYMEHTIB.
3. [IpaB03acTOCOBHI MOMUJIKH B aJAMIHICTPAaTUBHO-IIPABOBUX JTOKYMEHTaX.
4. MpaBnna ckKMagaHHA W OPOPMINIEHHS aAMIHICTPAaTUBHO-
NpPaBOBux OOKYMEHTIB.
5. MOBHOCTMUABLOBI 0COB/MBOCTI aAMiHICTPAaTUBHO-NPaBOBUX

NOKYMEHTIB.

Tema 10. Texnika cTBOpeHHSI HUBUILHO-NIPABOBUX JOKYMEHTIB



1. /lamu eusnauenHsa mepminam: npasoyuH, 00208ip, OOPYUEHHS, NO308,
Nn0306HA 3a564, 3aN06im.
2. /lamu 6i0noeioi Ha 3anumanH:
I. V dYoMmy momsralotb OCOOJIHMBOCTI IMBUIBHHX MPOIECYyATbHUX
JOKYMEHTIB TMOPIBHSHO 3 KPUMIHAIBHO-IIPOLIECYaTbHUMU?
2. o Bi100pakar0Th HUBIILHO-TIPABOBI JOKYMEHTU?
3. Ilo Take moroBip?
4. Illo Bu MoxeTe poO3MOBICTH MPO BHJAM IHUBUIBHHX MPOIECYyaTbHUX
JIOKyMEHTIB?
5. Slkux BHMOT CJiJ AOTPUMYBATHUCS TPH CKJIaJaHHI ITHUBLILHO-TIPABOBUX
JIOKYMEHTIB?
6. SIki BU 3HA€TE BUIUA JJOTOBOPIB?
7. SIk1 BM 3HaA€TE BUAU ITO30BHUX 3asiB?
8. SIki BUMOIM IOPUJIMYHOI TEXHIKA BUCYBAIOTHCA A0 ILHUBLIBHO-IIPABOBUX
JIOKYMEHTIB?
9. Ha3Batu THUIOBI OMMJIKH, SIKHUX TPHITYCKAIOTHCS B IIUBLIBHO-TTPABOBUX
JTOKYMEHTaX.
10. Ha3Batn MOBHOCTHIIICTMYHI OCOOJMBOCTI IHUBIIBHO-TIPABOBUX
JTIOKYMEHTIB.
3. 3a nodanum 3pazKomM YKIacmu HNO306HY 3AA8y NPO CHIACHEHHA
3apodimnoi naamu 3a pooomy y 6uxioni Oui
Ho

cyny
IIO3UBAY:

SIKMM MELIKAE 3a aAPECOIO:

BiJIIOBIAY:
IOpUIMYHA aJipeca:
I[iHA TIO30BY:

1I030BHA 34A4BA

3“7 DOKY 5 npayioro . Ilpu eunnami

3ap06imH0i' niamu 3a B/1ACHUKOM MEHI He BUNIAUEHO 3d

pobomy y 6uxioHi OHi 2PH., a OYI0 3anpONOHOBAHO KOMNEHCY8amu




pobomy y uXioHi OHi

, 3 HUM A

He N0200JCYIOCh.

6 2

POKY 51 36EPHYBCSL 00 KOMICIi 3 mpy0osux cnopie i3 3as16010 npo

cmseHenHs Heguniadenoi cymu. Ilpome komicis meni giomosuia.
Bionogiono oo cm.cm. 72, 107 Kodekcy 3akomnis npo npayto Yxpainu
1IPOLY:
Cmsacuymu 3 Ha MO0 KOPUCHb

2PH. JOJNATOK:

1.Jlogioka npo mapuguy cmasky i cepeonto 3apooOimuy niamy.
2.Pospaxynox cymu, sKy HeoOXiOHO cnaamumu 3a pooomy y UXiOHI OHI.
3.Konis piwenns komicii 3 mpyooeux cnopis.

4.Konisa no306Hoi 3a:16u.

5.Konis naxazy npo pobomy y 8uxioHi OHi.

20 p. nionuc

5. Iiocomyeamu  peghepamuene  noeioomieHHs Ha  O00HYy i3
3anpPOnOHOBAHUX MmeM:

1. TexHika CKJaJaHHs IOTOBOPIB SIK YACTUHA IOPUANYHOI TEXHIKH.

2. BruiuB 3ak0HOJaBCTBA HA 3MICT JJOTOBOPY SIK IOPUAUYHOTO JOKYMEHTA.

3. 3araipH1 IpaBUia TEXHIKU CKJIQJJaHHSI [TUBUILHO-TTPABOBUX JTJOKYMEHTIB.

4. CTpyKTypa I0rOBOPY SIK FOPUAUYHOTO TOKYMEHTA.

5. MoBa i CTWIb IUBIILHO-TIPABOBUX JOKYMEHTIB.

6. PenaryBaHHs HUMBUILHO-TTPABOBUX JTOKYMEHTIB.

7. AHami3 MUBUILHO-TIPABOBUX JOKYMEHTIB Y acCIeKTi TOTPUMAHHS TPaBHII-

BUMOT FOPUJIMYHOI TEXHIKH.

5.2. OpicHTOBHUI mepeaik MNUTAHb I TECTOBOI0 KOHTPOJII0

CaAMOCTIiHHOI po0oTH



Po3min 1. /IOKYMEHTO3HABCTBO fIK HAYKA i HABYAJbHA JMCHUILIIHA.

OCHOBY IOPUIMYHOL TEXHIKH

1. BuOparu BignoBiap i3 NpPaBUJIBHUM BH3HAYEHHSM HAYKHU
“JIOKyMEHTO3HABCTBO”:

a) TOKYMEHTO3HABCTBO — II¢ HayKa, sKa BUBYAE€ 3aKOHOMIPHOCTI CTBOPCHHS
Ta (QYHKIIOHYBaHHS JIOKYMEHTIB, pO3po0jsie METOAM  JIOKYMEHTAJIbHO-
KOMYHIKaIiifHO1 JUSITIBHOCTI, 10002403 00020005 noOynoBU JIOKYMEHTaJIbHO-
KOMYHIKaIIHHUX CUCTEM;

0) MOKyMEHTO3HABCTBO — II€ HayKa, SIka BUBYAE 3aKOHOMIPHOCTI CTBOPEHHS
Ta (PyHKL10HYBaHHS JOKYMEHTIB;

B) JOKYMEHTO3HABCTBO — II€ HayKa, sSika pO3pOo0IIsie METOAH IOKyMEHTAIbHO-
KOMYHIKaIliiHO1 JSITTIBHOCTI, 10002403 00020005 mooy10BU JTIOKYMEHTaJIbHO-
KOMYHIKAI[ITHUX CUCTEM.

2. CTpyKTypa JOKYMEHTO3HABCTBA MiCTUTh MiICHCTEMU:

a) Teopis Ta iICTOPIs TOKYMEHTHO-KOMYHIKAI[IHOT A1S7TbHOCTI,

0) crieriagbHe Ta MPUBATHE IOKYMEHTO3HABCTBO;

B) 3arajibHe Ta 0COOJIMBE JOKYMEHTO3HABCTBO.

3. lOpuauyHe J0KYMEHTO03aBCTBO — LIe:

a) Hayka, sKa BHBYA€ 3aKOHOMIPHOCTI CTBOPEHHS Ta (YHKIIIOHYBaHHS
JOKYMEHTIB;

0) HaByajbHA AMCLUMIUIIHA, 0 BUBYAE CHUCTEMY HAYKOBO-OOTPYHTOBAaHUX
3acaj] IIOAO IOPUJIUYHOI TEXHIKH, IPABOBHX, JOTIYHUX, KOMITO3UIIIMHUX 1
JIHTBICTUYHUX BUMOT, sIKI BUCYBAIOTHCS JI0 CTBOPCHHS FOPHINYHUX JIOKYMECHTIB;

B) II€ HayKa, fSKa po3po0isie METOAM JOKYMEHTaJbHO-KOMYHIKAIiiHHOT
JUSTTBHOCTI, MPUHITUITN TTOOYI0OBU JOKYMEHTAJIBHO-KOMYHIKAI[IHHUX CUCTEM;

r) IIe¢ Hayka, BHBYAE€ CHCTEMY HAyKOBO-OOTPYHTOBAHHMX 3acaj II0J0
IOpUJIMYHOI TEXHIKH, IPAaBOBHUX, JIOT1YHUX, KOMIIO3WIIIMHUX 1 JIHIBICTHYHHX
BHMOT, sIKi BUCYBAIOTHCS IO CTBOPEHHS IOPUIUIHHIX JOKYMEHTIB.

4. CipaBOYMHCTBO — I1€:



a) KOMIUIEKC POOIT 3 JIOKyMEHTaMH, L0 YTBOPIOIOTHCS YU OTPUMYIOTHCS
YCTaHOBOIO;

0) MISUIBHICTH amapaTy yIpaBJiHHS, 10 OXOIUIIOE OpraHizaiio podoTu 3
JOKYMEHTaMH, MUTaHHS YTBOPEHHS JOKYMEHTIB;

B) CYKYIIHICTb MPOIIECIB JIJIsl YTBOPEHHS BCIX BU/IB JOKYMEHTAIIIl.

5. OCHOBHUM JOKYMEHTOM, SIKHil PeryJil0€ MUTAHHSA CIPABOYMHCTBA B
OpraHax JAepKaBHOI BJIAJU Ta MiCIIeBOI0 CAMOBPS/YBaHHS, €:

a) 3akoH Ykpainu “IIpo indopmariiro’;

a) moctanoBa KaGinetry MinictpiB Ykpainu Big 30 nuctomana 2012 poxy Ne

4675;

a) nocranoBa Kabinety MinictpiB Ykpainu Bix 30 nucronana 2011 poky Ne
1242;

a) Hakaz MBC VYkpainu Bixg 27 nmunas 2012 poky Ne 650.

6. loxymeHT — ne:

a) 3aci0 iHpopMmallii, IKUi BUKJIMKAE IOPUIAYHI HACIIJIKH;

0) TEKCT 3 BOXKJIIMBOIO 1H(OpMAITI€IO;

B) pe3ynapTaT BigoOpakeHHsI (akTiB, SBUIN, MOMINA, AKI MaloTh TEBHE
3HAYEHHS;

r) MartepiaibHuid 00 €KT 3 1H(pOpMali€l0, M0 3aKpIJIEHA CTBOPEHUM
JIOJIMHOIO CTIOCOOOM JTsl 11 TIepelaBaHHs y 4aci il MPOCTOpi.

7. Opuau4Hi JOKYMEHTH NOAIISIOTHCH HA TaKi rPynu:

a) HOpPMaTHBHI JIOKyMEHTH; TIpoull M MIHHI [anepu; MpolecyalbHi
JOKYMEHTH; pO3NOPSAIUl JOKYMEHTH;

0) JOKYMEHTH, 1110 (GIKCYIOTh (DaKTH; aKTH CIIJICTBA i JII3HAHHS; aKTU CY/Y;
opraHizamiifHi JOKyMeHTH; (IHAaHCOBI JOKYMEHTH; TOCIOJIapPChKO-JOTOBIPHI
JTOKYMEHTH;

B) JOKYMEHTH, IO (IKCYIOTh FOPHAWYHI (DaKTH; TpOIIl W IIHHI Marepu;
JOKYMEHTH, 10 (IKCYyIOTh (paKTH-IA0Ka3W; HOPMATHBHI JOKYMEHTH; JOKYMEHTH,
10 MICTSATh PIlIEHHS 1HAUBIYaIbHOTO XapaKTepy.

8. CneniajibHUMHU QYHKIISIMH JOKYMEHTA €:



a) yIpaBIiHChKa, IPABOBA, ICTOPUYHA, aMIHICTPATUBHA;

0) mpaBoBa, KyJbTypHa, iIH(OpMaIliiiHa, yIpaBIiHCHKA;

B) YIpaBJIHCbKA, ICTOPUYHOTIO JKEpEa, IPaBoBa.

9. MartepiajibHy CKJIA0BY JOKYMEHTa BU3HAYA€:

a) HOC1i 1HQopMaIlii;

0) croci0 JOKyMEHTYBaHHS;

B) MaTepialibHa OCHOBA JIOKYMEHTA.

10. II{o Take opurinajg 10KymeHra?

a) JIOKYMEHT, III0 BiJloOpakae poOOTYy aBTOpa HAJT TEKCTOM;

0) J/JOKYMEHT, CTBOPEHUW BIEpIIEC KOJCKTUBHUM YH 1HJIMBIAyaIbHUM
aBTOPOM 1 SIKUM Ma€ €IMHUNA IPUMIPHUK;

B) IOKyMEHT, 3aBIpEHUI Y BUSHAYCHOMY MOPSJIKY.

11. Kosm Oysaa 3arBepaxena IHcTpykuisi 3 aijIoBOACTBA B CHCTeMI
MiHnicTepcTBa BHYTPILIHIX cipaB YKpaiuu?

a) 22.07.2015;

0) 22.08.2015;

B) 24.09.2014;

r) 22.07.2016.

12. 3a ctryneHeM TAa€EMHOCTi BUIIIAIOTD JOKYMEHTH:

a) 3BUYAliHI1, IS CTy>KOOBOTO KOPUCTYBaHHS, TAEMHI, OCOOJIMBO BAXKJIUBI ;

0) 3aceKkpeueHi, PO3CEKPEUCHi, YHOPMOBaHI, JOBLIbHI,

B) 3amudpoBaHi, po3udpoBaHi, OrojoiieHi, 3a00pOHEH];

) KoH(1ACHIIIHHI, 3aCEKPEUCHi, OTOJIOIICHI, 3a00pOHEHI.

13. SIki foKyMeHTH BUALISAIOTH 32 cioco0om dikcauii ingopmaumii?

a) TUCKETHI, KaCeTH1, JUCKOBI, IIJIACTUKOBI;

0) marepoBi, MarHiTHi, CTPIYKOBI, TUTIBKOBI;

B) IUCBMOBI, IpaiuHi, POHOTOKYMEHTH, POTO- Ta KIHOJIOKYMEHTH;

T') PYKOITUCHI, UCKOBI, TUCKETHI.

14. 1o Take xy0/ikaT 10KymeHTa?

a) BTpAYE€HUI IPUMIPHUK;



0) Oymb-sIKa KOIis IOKYMEHTA;

B) HOro KOMisl, M0 He MOTpedye 3aCBiTUEHHS CBOET YUHHOCTI;

I) PIBHUH 32 IOPUAWYHOK CUJIOK APYIHMMl HOro NMpUMIPHUK, BUJAHUN Yy
3B’SI3KY 3 BTPATOIO OpPUTIHAITY.

15. Ym piBHOUIHHI B OPUAMYHOMY BiIHOLICHHI OPUTiHAJ JIOKYMEHTa Ta
ioro xomis?

a) Tak;

0) Hi;

B) y nepen0ayeHux 3aKOHOM BUIA/IKaX.

16. 3a IOPUANYHOIO CHIIOK0 JOKYMEHTH OyBaIOTh:

a) IIJIKOM CEKPETH1, TAEMHI, 3BUYAHI;

0) miCHI, HeMIMCHI;

B) IiApOOJIEH], CIIPaBXkHi;

r) o¢iwiiiHi, 0COOUCTI.

17. SIxi Bu 3Ha€Te rpynu J10KyMEHTIB 32 CTylleHeM TAEMHOCTI?

a) 3BUYaiiHi, CEKPETHI, 1y’Ke BaXKJIUBI;

0) 3aranbHi, A7 CITy>KOOBOTO KOPUCTYBAHHS, I[IJIKOM CEKPETHI;

B) 3BMYalHI, TA€MHI, IUJIKOM Ta€MHI, ISl CIy>KOOBOTO KOPHCTYBaHHS,
0COOJIMBO BAKJIUBI.

18. 3amicTh NPpaBWIBHHUX CBiIYE€Hb Y JOKYMEHT BHOCATH HeENPaBHJIbHI,
poOJATL  MiAYMCTKH, BuUNpaBjeHHs. Lleldi  AOKyMeHT  BBaKae€TbCA
nigpoosaeHuM. S xuii e Bua niapodaeHHsa?

a) IHTEJIEKTyaJIbHE;

0) MaTepialibHE;

B) KOMOIHOBaHe.

19. Yu mae xy0sikaT 0JHAKOBY IOPUAHYHY CHJIY 3 OPUTiHAJIOM?

a) Hi;

0) Tak;

B) y nepea0ayeHnX 3aKOHOM BUIIAJKaX.

20. 3a ctoco00M BUIOTOBJICHHS PO3PI3HAIOTH IOKYMEHTH:



a) BHYTpIIITHI, 30BHIIIHI;

0) 1HIUBITyaJIbHI, KOJIET1adbH1, TpadapeTHi,

B) TUIIOBI, TpadapeTHi, IHAUBITyaJIbHI.

21. SIki BM 3HA€TE BUAH KOMii?

a) BUTST, KCEPOKOITisI, TyOJIiKaT;

0) nyOmikat, pOTOKOIIs, KCEPOKOITis, (PaKCUMIIbHA KOITis;

B) qyOJIiKar, BUTST.

22. I'0;10BHUM €JIeMEHTOM HPHUIHYHOI0 JOKYMEHTA €:

a) Meyvarka;

0) pe3oolLis;

B) TEKCT;

T') ITiIITHC.

23. Jlonucka sIK BUJ MiAPOOJIEeHHS JOKYMEHTA — 1e:

a) MeXaH14He 3HULIEHHS (PapOHUKIB TEKCTY;

0) BHECEHHS JI0 IEPBUHHOIO TEKCTY HOBUX CJIiB, OYKB;

B) BHECEHHs JI0 TMEPBUHHOIO TEKCTy HOBUX CIiB, OykB, Tpudin
3aTBEPKCHHS, MPOCTABJICHHS IITAMITIB 1 TIEYaTKH.

24. TpaBJieHHS K BH/ MiAPOOJIEHHS JOKYMEHTA — I1€:

a) MEeXaHI4He 3HULIEHHS (PapOHUKIB TEKCTY;

0) o6e30aprieHHs (HapOHUKIB MPH BIUIMBI Ha HUX AaIlE€TOHOM, CIHAPTOM,
OCH30JI0M;

B) 3He30apBieHHS (PapOHMKIB MpU BIUIMBI HA HUX KHUCJIOT, OKUCJIIOBAUIB,
JyTiB.

25. IIpaBoBHii aKT — 1€ AKT:

a) BUJAHUI YMOBHOBAKEHWM IMPABOTBOPYMM OPraHOM MPO CKaCyBaHHS,
3MiHY, TOHOBJICHHSI, BCTAHOBJICHHSI HOPMU TPaBa;

0) BUJAHMI J€p>KaBHUM OPraHoM, YCTAHOBOIO, OpPraHI3alll€el0, B SKOMY
MICTUTBCS TIPUTIAC, 000B»SI3KOBICTH SIKOTO 3a0e31edye epKana;

B) NMPUIHATUN NapiaMEHTOM, IO BHUpaXa€ BOJIO W 1HTEpecH OUIbLIOCTI

HaCCJICHH:I.



26. IOpuauyHa TexHika — me:

a) Ccroci0 BUPIIICHHS MPAaBOBOIO PETYIIIOBAHHS, 3aKOHO[aBYa KYJIbTYpPa;

0) pauioHaJbHE YPEryJIIOBaHHS CYyCHUIBHUX BIJIHOCHH;

B) 30BHIIHE OGOPMIICHHS HOPMATUBHHUX aKTiB, iX MPOEKTyBaHHSI Ta
penaryBaHHs, TBOPYUH TIPOIIEC;

) CYKYHNHICTh MpaBWi, MNPUMOMIB, CIHOCOOIB MiATOTOBKH, CKJIaJIaHHS,
o opMIICHHS IOPUAUYHUX JTOKYMEHTIB;

1) TIpaBHJia KOHCTPYIOBAHHS 3aKOHIB, 3aKOHO/IaBYa MPOLIEypa.

27.Y npaB03acTOCOBHIi JifAJIbHOCTI OPUIUYHA TEXHIKA OXOILIIOE:

a) HOpMaTHBHI aKTH;

0) IHIMBIyalbHI aKTH;

B) 3aKOHOJIaBYl aKTH.

28. IOpuan4yHa KOHCTPYKIIA — 11e:

a) CJIOBECHI BHPaXE€HHS MOHAThH, 110 3aCTOCOBYIOTHCS NPH BUKIIAAl HOPM
npaBa;

0) imeasbHa aOCTpakTHa MoOJeNb; crnenudiyHa OyaoBa HOPMATUBHOIO
Matepiany, 0 CKIAJa€ThCsl 3 MEBHOTO CIOMYYEHHS CyO’ €KTUBHHX TIPaB, MJIBT,
320X04Y€Hb, 000B’sI3KiB, 3a00pOH, TTOKa3aHb;

B) yCTaJIeHi CTOCOOM BUKOHAHHS Ta BUTOTOBJICHHS MTPABOBUX aKTIB;

') 0cOONMBa JIOTIKO-JIEKCHYHA OyZI0Ba MOBJICHHS.

29. /1o 3ac00iB HOPUAUYHOI TEXHIKH BiTHOCATH:

a) CaHKIIIIO U TMOTe3Y;

0) IOpUIWYHY TEPMIHOJOTIIO, IOPUINYHY KOHCTPYKIIiFO, O(MIMiiHO-11JIOBHIA
CTHJIb, MOBY TIpaBa, TEKCT MIPABOBOTO aKTa;

B) IOPUIUYHI KOHCTPYKIIi, IOPUANYHY TEPMIHOJIOTIIO, 3ac00u 00poOIeHHS
IIPaBOBOIO MaTepiay;

r) cnocodn noOyJ0BH HOPMATUBHO-IIPABOBUX aKTiB, TEKCT MPABOBOIO aKTa,
abCcTpakTHUI Ta Ka3yiCTUYHUN 3aCOOM.

30. Cnoco0amMu MpaBOBOIO PeryJjlOBaHHSA €:

a) MPaBOBI HOPMH;



0) 3a00poHa, 3000B’sI3aHHS, JT03B1IT;

B) CB1JIOMICTh 1 BOJISI JIFO/IUHH;

') IpaBOBl HOPMHU, MPaABA.

31. Jlo npuiioMiB HOPUIUYHOI TEXHIKH BiIHOCATH:

a) mpsiMui, OJIaHKETHUM, TTIOCUIIKOBUI; aOCTpaKTHUMN, Ka3yiCTUUHUH;

0) IMIepaTUBHUN, TUCIIO3UTUBHUIM;

B) (iK1l i MOBY HOPMAaTHUBHUX aKTiB; pyOpHUKaIlit0 MPaBOBUX aAKTIB;

r) Tpe3yMIilii, 30BHIITHE O(OPMIIEHHS aKTa, CTPYKTypa aKTa.

32. AOCTpaKTHHH NPUIOM nepeadavae:

a) y3arajdbHEHHS JiH 13 JeTaIbHUM OIKCOM YH MepepaxyBaHHIM

BIJTHOCHH;

0) 3acTtocyBaHHS CHJIM aOCTpaKIii 10 PaBOBOI MaTepii;

B) JIETaJbHUM Mepesik 00CTaBUH, J1H;

I') BKa31BKy Ha 0COOJIMB1 BUIIAJIKH.

33. IcHye aBa cnoco0u mo0y10BM HOPMATHBHO-NPABOBOI0 AKTA:

a) OJTaHKETHUH, TOCUJIKOBUH;

0) y3araiabHEHUH, MOCHIKOBU;

B) a0CTpaKTHHM, Ka3yiCTHUHUN.

34. IOpuau4YHAa TeXHIKa CKJIAIAETHCHA 3 TAKUX €JIEMEHTIB, SIK:

a) TEXHIYHI 3aco0M, TEXHIYHI TPUHOMH, TEXHIYHI oOmeparli, TEeXHIYHI
KJacudikaii;

0) IOpUIMYHI KOHCTPYKIIIi, FOpUIUYHA TEPMIHOJIOTIS, HOpDMAaTUBHE PEUYEHHS,
TEXHIYHI CIIOCOOM, TEXHIYHI METOJu, YHidiKalliga Ta CTaHIapTU3allis akTiB,
KOMITO3HIIIHA CTPYKTypa TEKCTY MPABOBOTO aKTa;

B) TEXHIYHI 3aco0W, TEXHIYHI TPUHAOMH, TEXHIYHI TNpaBWIA, TEXHIYHI
CIocoou;

r) Trajly3eBa TUII3alis, NOpAMUNA, ONaHKETHUH, MOCUJIKOBHI crocoOu,
TEeXHIYHI METOAH, YHi(IKAIlis Ta CTAHAAPTU3AIIIS aKTiB.

35. Slkum cmocoOG0oM NMOBHHHI O0QOPMJIIOBATHCH JATH MiANMCAHHA Ta

3aTBCPIKCHHS IIOKyMeHTa?



a) CIIOBECHO-ITU(POBUM;

0) CIIOBECHUM;

B) LU(pOBUM;

') 3BUYAHUM.

36. Y npaB03acTOCOBHIil AislIbHOCTI OPUINYHA TEXHIKA OXOILIIOE:

a) HOPMaTHBHI aKTH;

0) IHIMUBITyaJIbHI aKTH,

B) 3aKOHOJIaBY1 aKTH;

T') 3aKOHHU, yKa3H, IUBUIHHO-TIPABOB1 JOTOBOPH, BIAOMY1 IHCTPYKIIii.

37. SIKAM YUHOM 3/iiiCHIOETHCS 3aCBIIYeHHA TOKYMEHTIB?

a) IUJISIXOM B13yBaHHsI, IPOCTABJICHHSM MEYATKH;

0) IUIAXOM Bi3yBaHHS MpalliBHUKAMU IOPUINYHOI CITyKOU yCTaHOBH;

B) IIUIAXOM iX MiANKMCAaHHS, 3aTBEPAKEHHS, TPOCTABJICHHS ME€YaTKU;

I) LUISIXOM 3aTBEPKEHHS PALlIBHUKAMH FOPUIUYHOI CIIy>KOU yCTaHOBH.

38. Sk morpidHO 0(OPMIIOBATH HOPMATHBHO-NIPABOBHM AaKT, SIKIIO
CJIOBECHO-IIU(PpOBUI CIIOCIO 3a3HAYECHHS AAT MICTHTH OAHY UM dpy?

a) 2 munias 2013 poky;

0) 02 nmumas 2013 poky;

B) 02.07.2013 poky;

r) 02.07.2013.

39. Sxkuii peKBi3UT JOKYMEHTA IOBHMHEH  MICTMTH  KOPOTKHMH
BUKJIAJ 3MICTY AOKYMEHTA i OyrM MaKCMMAJIbHO CTHCIUM?

a) TEKCT JOKyMEHTa;

0) pe3odroris;

B) 3arojIOBOK JI0 TEKCTY IOKYMEHTA;

r) rpu MOTO/HKEHHS.

40. II1o B cede BK/IIOYAE Bi3a JOKyMeHTA?

a) iHimianm (iHIIIam iMeHi) 1 Mpi3BUIE 0COOM, SKa Bi3y€ JOKYMEHT, JaTy

BI3yBaHHS 13 3a3HAUYEHHAM, HallMEHYBaHHSI 11OCA]IU 11€1 0cOOU;



0) imimianu (iHiIiaa iMeHi) 1 Tpi3BHINEe OCOOU, fKa BI3y€ JOKYMEHT, JaTy
Bi3yBaHHS, OCOOMCTHUH ITiJIITHC;

B) ocoOucTUil mianuc, iHiiaau (1Himian iMeHi) 1 Tpi3BuIle 0coOH, sKa Bi3ye
JOKYMEHT, 1aTy Bi3yBaHHs, HAWMEHYBaHHSI TOCAIH 111€1 0co0u y pa3i moTpedu;

I') OCOOUCTHM MiJANKUC, MPI3BUILE OCOOHU, fKa Bi3y€ JOKYMEHT, YUCIIO, KOJIH
JOKYMEHT OyJ10 IOTOJ[KEHO.

41. SIki icHyoTh rpudu 00MeKeHHsI JOCTYNy 10 AOKyMeHTa?

a) “Ilma  cmyxOoBoro kopucryBauHs’, ‘“Taemuo”, “LlikoM TaemMHO”,
“Oco0MMBOI BAXKJIMBOCTI”;

0) “LlinkoM TaemHui”, “OcobmuBo Baxausi”, “Taemui”, “/lna ciayk00BOTO
KOPHUCTYBAaHHA ;

B) “Jlusa ciyx060Boro kopuctyBanHs, “CekpetrHo”, “Oco0muBoi
BaxkiuBOCTI”, “LliaKOoM TaEMHO™;

r) “Ilns ciyx06oBoro xopuctyBaHHs’, “OcoOmuBo Baxiausi’, “TaeMHO”,
“IliyxoM TaemMHiI”.

42. 110 € HaliBAKIMBIIIO KJIACH(PIKANIHOIO 03HAKOIO JOKYMEHTa?

a) TEKCT;

0) Ha3Ba;

B) 3MICT;

T') Ha3Ba 1 3MICT.

43. 3a crpokaMu 30epiraHHsi JOKYMEHTH NMOJIISIIOTh Ha:

a) mocTiiHOro 30epiranHs, Tpuayioro (moxaj 20 pokiB) i TAMYAcOBOTO (110
15 pokiB);

0) moctiiiHOrO 30€piraHHs, TpUBAJIOro (MOHAM 25 POKIB) 1 TMMYAacCOBOIO
(1o 25 pokiB);

B) MOCTIHHOTO 30epiraHHs, TpUBAJIOro (mMoHaj 15 pOKiB) 1 THMYAacCOBOTO
(mo 15 pokiB) ;

T') MOCTIHHOTO 30epiranns, TpuBaioro (moxas 10 pokiB) i TMYacoBoro (710
10 pokiB).

44. SIKuM YHHOM 3IIfICHIOETHCS 3aCBIIYCHHS JOKYMEHTIB?



a) UISIXOM Bi3yBaHHS, TPOCTABJICHHSM IEYaTKU;

0) UISIXOM Bi3yBaHHS IPAIliBHUKAMH OPUIUYHOT CIIyKOU yCTaHOBH;

B) IIUISIXOM iX ITiAMMMUCAHHS, 3aTBEPKEHHS, TPOCTABIICHHS ITEYaTKH;

T') IUISIXOM 3aTBEPKEHHS TIPAIIBHUKAMHE FOPUIUYHOT CITY>KOU yCTaHOBH.

45. IleyaTKky HeOOXiIHO MPOCTABJIATH TAKAM YUHOM, 11100 BOHA:

a) 3HaxXoJuiacs B KiHIll TEKCTY JOKYMEHTA;

0) 3HaxoMIIacs Ha JAaTi MiAUCaHHS;

B) OXOIUTIOBAJIA JICKUJIbKA OCTaHHIX JIITep HallMEeHyBaHHsI M1OCaJu 0COOH, siKa
ITiITHcaNa JIOKYMEHT;,

I') OXOIUTIOBAJIA MIAMKC Ta MPI3BHUIIE 0COOM, sIKa IMiAnKcaia JOKyMEHT.

46. 3 saAxoro yacy HaO0Mpa€ YHMHHOCTI JOKYMEHT, SAKMH MiIJIArae
3aTBEPIAKEHHIO?

a) Ko poOoTa Ha/l TOKyMEHTOM 3aKiHUYEHa;

0) 3 yacy 1oro 3aTBepKEHHSI;

B) 3 yacy MOro miJmuCcaHHs KEPIBHUKOM.

47. J1aTor0 JOKyMeHTa €:

a) 1aTa Woro IMAMKCaHHs, a00 IPUIHATTS, a00 3aTBEPKCHHS;

0) mata Horo CTBOpeHHs, a00 Bi3yBaHHs, a00 BUKOHAHHS,

B) JaTa Horo peecrtpaiiii, abo pearyBaHHsi, a00 MOTO/KEHHS.

48. IIpu uugpoBomy crocooi AATYBaAHHA JOKYMEHTIB
BHKOPHCTOBYIOThCSI:

a) puMChbK1 U pu;

0) apaOcbki udpu;

B) €rMNETCHKI U(pH.

49. BiaMiTKy Ipo HasiBHICTb JOJATKIB PO3MIIIYIOTh:

a) MIC/IsA TEKCTY JOKYMEHTA 1 MiJMHUCY 0COOH, 110 HOTOo MiAnucaa;

0) i1 TEKCTOM JIOKYMEHTA;

B) HA OKPEMOMY apKYyIIli 3 HaBEIEHHSM Ha3BHU JI0JIaTKa.

50. PexkBi3uT 1OKyMeHTA — 1€:

a) HeoOXx1Ha 1H(popmaris;



0) 000B’SI3KOBUI €JIEMEHT;

B) 3MiHHA 1H(QOpMAITIS.

51. Ileyarka NOBHHHA MPOCTABJIATHCH TAKUM YHHOM, 1100 BOHA
3axXO0ILTIOBAJIA:

a) OCTaHHI KUIbKa JIITep HA3BU MOCaAU 0COOH, siKa MiAnucana JOKyMEHT;

0) naTy miANUCaHHS IOKYMEHTA;

B) TIEpIIIi JIITEPH MPi3BUIIA OCOOH, KA MiaIrcana JOKyMEHT.

52. Ha Os1aHkax aaTy mianuCaHHA JOKYMEHTA NMPOCTABIAIOTh:

a) MiJ TEKCTOM 3J1iBa;

0) y mpaBiif BEepXHii 4aCTHHI I11JT HA3BOIO BUIY JJOKYMEHTA 1 3aT0JIOBKOM;

B) y JIIBI BEPXHIM YaCTHHI pa3oM 3 1HJEKCOM Ha CIELIATBbHO BIIBEICHOMY
JUTST IIHOTO MICIII.

53. Ilpouec ynopsiiKyBaHHSl 4Y¥ PO3MOAIJIY JTOKYMEHTIB 3a KjacaMu 3
METOI BiI00OpaKeHHs1 BIIHOCHH MIXK HMMH Ta CKJAJaHHA KjaacudikauiiiHol
CXeMHU HA3MBAETHCS:

a) kjacu@ikalier JOKyMEHTIB;

0) kacudikyBaHHSM JOKYMEHTIB;

B) 1€pApXI€I0 JOKYMEHTIB.

54. PeecTpauniiiHuii HOMep J0KyMEHTA — 1e:

a) YMOBHE TIO3HAUYEHHS JOKYMEHTa, TIIiJi SKUM BIiH YBEICHUU B
1H(hOpMaIliTHO-[TOIIYKOBY CUCTEMY OpraHi3allii;

0) naTta miIMUCaHHs YU 3aTBEPKEHHS JIOKYMEHTA;

B) ITO3HAYKA JIJI1 aBTOMATHYHOTO MOIITYKY JOKYMEHTA.

55. Aki ckyaaxoBi Ma€ BiAMITKA MPO 3aCBil4YeHHs KOl JOKYyMeHTa?

a) CIIOBOCTIONYYCHHS ‘‘32i0H0 3 opucinanom’, Ha3Ba MOCAIN, 3BaHHS, MIAIUC
ocobu, sika 3aCBIIUY€ KOIIiFO, i 1HIIIaIM 1 IPI3BHIIE, J1aTa 3aCB1TUCHHS KOITIi;

0) croBocCHoONy4YeHHS “32i0H0 opucinany’”, Ha3Ba MOCAH, MIMUC 0COOH, sKa

3acBiAUYy€E KOIIIO, 11 MPI3BUIIE, 1aTa 3aCBIAYCHHS KOIii;



B) CJIOBOCHOJIyY€HHS “Bionosiono 3 opucinanom”, Ha3Ba MOCa]d, 3BaHHS,
HiIMMCe 0co0u, sKa 3acBiIUye KOIMito, ii 1HIMIaIM 1 TPI3BHUINE, JAaTa 3aCBITUCHHS
KOITii;

') CJIOBOCIIONyYCHHS ‘3 opueinaniom gipHo”, Ha3Ba MOCAAM, MIAMUC 0cO0OH,

sIKa 3aCB1UY€ KOIII0, 1aTa 3aCB1IUCHHS KOITii.

Posnin 2. TexHika CTBOpPEHHS VINPABJIHCbKHX, KPUMIHAJbHO-
MpoUeCYAJbHUX, aIMIHICTPATHBHO-NIPABOBUX i HHMBiJIbHO-NIPABOBUX
IOKYMEHTIB

1. SIx Ha3uBa€TbCs AOKYMEHT, Yy SIKOMY JA€TbCH OLIHKA AIJIOBHMX i
MOpAJIbHHUX AKOCTEH 0co00u?

a) aBrodiorpadis;

0) Haka3;

B) XapaKTepUCTHUKA.

2. ABToOiorpagiro ckiIagarTh:

a) y JOBUIBbHIN (opMi;

0) y cyBopo BU3HaAuEHIi (popmi;

B) JIUIIIE MAITUHOIKMCHO.

3. SIkmo Ha NIANPHEMCTBI OroJOLWIYETHCA KOHKYPC Ha 3aMillleHHS
BAKAHTHOI MOCAaaM, TO THX, XTO 0aKa€ B3ATH Y4YacTb y HbOMY HPOCATH
HajAicJaTu:

a) aBToOiorpadiro;

0) XapaKTepUCTUKY;

B) pe3IoMe.

4. SIkx Ha3MBa€TbCA [AOKYMEHT YCTAHOBJICHOIO 3pa3ka, B SIKOMY
3alMCaHO BiIOMOCTI NPO cTak pPo0OTH, HATOPOAH, 320X0YEHHH KOKHOI'O
npauniBHuKa?

a) XapaKTEepPUCTHKA;

0) IUIIIOMOM;



B) TPYJOBOIO KHUKKOIO.

5. SIki [OKyMeHTHM BIiZHOCATH [0 KaTeropii oprasizamiiHo-
po3nopsaa4yux?

a) MpaBuJia, IHCTPYKIIil, MTOCTAHOBH, HaKa3H, CTAaTyTH, MOJIOKECHHS;

0) aHKeTH, TTOJIOKEHHSI, 3asIBU, TTPOTOKOJIH;

B) IIPOTOKOJIH, JTIOBIJIKH, JIUCTH, TOTIOB1/IHI 3aIUCKHU.

6. IIlo Take craTyT?

a) MPaBOBUH aKT, SIKUM BU3HAYAE TTPABOBHM CTATyC MIAMPUEMCTBA;

0) aKT, AKUi BUKIIMKAE MMPABOBI Jii;

B) aKT 3 OCHOBHHUMHM BUJIAMH JIISUIBHOCTI T1IIPUEMCTBA.

7. 10 AKMX JOKYMEHTIB HAJICHKUTH IHCTPYKLisA?

a) OpraHi3aIiiHuX;

0) po3nopsAIuuX;

B) iH(opMallliiHUX.

8. SIkmii TOKYMeHT Ha3UBa€EThHCA pe3ome?

a) SIKUIM Ma€ CTUCII BIIOMOCTI OiorpadiyHOTO XapakTepy;

0) y sikoMy oco0a IoJa€e OIMKUC CBOTO KUTTS;

B) y SIKOMY BCl BIJIOMOCTI MOJKAIOTHCS Y XPOHOJIOTITYHOMY MOPSAKY Bij 1aTH
HapOJKEHHSI 10 JJaTH HAITMCAaHHS JOKYMEHTA.

9. SIkuM CJI0BOM BiJOKPEMJIIOETHCH PO3MOPAIYA YACTHHA HAKA3y Bil
BCTYIHOI?

a) “IoCTaHOBIISAIO”;

0) “Hakazyro’’;

B) “3aTBEPIIKYIO”.

10. Yu moBUHHI T0BiIKM MaTH 3aroJI0OBOK /10 TEKCTY?

a) Tak;

0) Hi.

11. Y Tekcri TesqepoHOrpaMu NOBUHHO OyTH He OijiblIIe:

a) 20 cimiB;

0) 35 cmis;



B) 50 cmiB.

12. CynpoBigHui JUCT NOYUHAETHCHA CJI0BAMM:

a) [losepraemo, Haacumnaemo;

0) IToBigomisiemo, loBoaumo 10 Bamroro Bijgoma;

B) [Ipocumo, [Ipononyemo.

13. JloBigku MOXKYTH OyTH:

a) BHYTPIIITHBOTO Ta 30BHIITHBOTO XapaKTEPY;

0) ci1y>K060BOTr0 Ta 0COOMCTOrO XapaKTepy;

B) 1HIIIaTUBHOT'O Ta 3BITHOT'O XapaKTepy.

14. Y xkoHCTATYI04iH YaCTHHI HAKa3y BKA3yKHTh:

a) 3axXOof¥ i1 BUKOHAHHS MMOCTABIICHUX 3aBIaHb, BUKOHABIII IIMX 3aXOiB, iX
mpaBa, 000B’sI3KM, CTPOKY BUKOHAHHS, (DOPMH 1 METOU POOOTH;

0) i ornepaTUBHOTO XapakTepy, Kl MOTPIOHO BUKOHATH;

B) IPUYMHHU i 0OCTaBUHM, 1110 3yMOBHJIA BUJIaHHS HaKa3y.

15. IncTrpykuis — ue:

a) HOPMATHUBHO-TIPABOBHMA aKT, IO BHJAETHCS KEPIBHUKOM OpraHy
BHYTPIIIHIX CTIPaB HA OCHOBI €IMHOHAYAIHLHOCTI T4 MICTHUTh 1HIUBITyaJIbHI
NPUIKCH, TPAaBOBI HOPMHU 3 MHUTAaHb BHYTPINIHBO-OPTaHi3allliHOI AISUTBHOCTI,
3BEPHEHI JI0 NIANOPSAKOBAHUX OPraHiB 1 MPaL[iBHUKIB;

0) HOpMaTUBHO-TIPABOBHH AKT, Y IKOMY B CHCTEMAaTHU30BaHOMY BUTIISII
BUKIAJCHI TMpaBWiIa, IO BCTAaHOBIIOIOTH TMOPSAJOK 3aCTOCYBaHHsS  aKTiB
3aKOHO/JIABCTBA, 0 MPUNHATI OpraHaMH BHUILOTO PiBHS;

B) MpaBOBUU aKT, SKHM BHU3HAYa€ OCHOBHI MpaBWia oOpraizamii Ta
JISUTBHOCT1  IGPKABHUX OpraHiB, CTPYKTYPHHUX IiJIPO3/UIIB OpraHy, a TaKoX
YCTaHOB, OpTaHi3aIii, MiAIPHUEMCTB, IO IM MIIMTOPAIKOBYOThC.

16. Ha s1Ki ck/1a10Bi YaCTHHH NOTIJISECTLCHA TEKCT MOJIOKeHHHA?

a) Ha MIyHKTH, MIIMYHKTH, a03a1u;

0) Ha TyHKTH, MAMYHKTH, a03a1H, KIIFOUOB1 CJIOBA;

B) Ha PO3UIH, IJIaBH, MIAPO3AUIN, yHKTH, MIAMYHKTH, a03a1H;

) Ha a03alu, KJIF0YOBI CJIOBA.



17. Teker iHCTPYKUIii MOBUHEH MaTH:

a) BKa31BHUH XapakTep;

0) peKOMEHJalIiHUN XapaKTep;

B) KOHCTATyIO4y YaCTHHY;

I) IHAUBITyILHUN XapaKTep.

18. JIokymMeHT mnpaBoBOI YMHHOCTI, CKJaJeHUMHd TPymow ocid ado
CreniajibHO BIOBHOBAKEHOI0 IOCAJ0BOI0 0C00010 ISl MiATBEPHAKEHHS
BUSIBJIEHUX HUMM (PAKTIB, HA3UBAETHCS:

a) aKTOM;

0) 3BITOM;

B) YXBaJoIo.

19. lonoBiaHi 3aIMCKH MOKYTb OyTH:

a) 3BITHUMHU, 0COOMCTUMHU, ODILIHHUMU;

0) 3BITHUMHU, IHOOPMALIMHUMU, THILIATUBHUMHU;

B) CIY>KOOBHMMHM, BHYTPIIIHIMHU, 30BHIIITHIMHU.

20. SIKi IOKyMEHTH HAaJIexKaThb 10 CHCTeMM iH(OpPMALIHO-I0BIAKOBOI
AOKYMeHTauii?

a) pamiorpama, akT, Tejerpama, (akc, BUTAT 3 MPOTOKOIY, BHUCHOBOK,
JIOTIOB1THA 3aMKCKa, TOBIJIKA, CIIYKOOBUH JIUCT, MPOTOKOI;

0) akt, Temerpama, (hakc, BUTAT 3 MPOTOKONY, JAOBIPEHICTh, MOCBITUCHHS,
JIOTIOBITHA 3aMKCKa, TOBIJKA, CIIYKOOBUH JIUCT, BUTAT 3 HAKa3y;

B) JIOIOBIJIHA 3aMKCKa, JIOBIJIKa, CIIY>KOOBUM JIUCT, 3asBa, TeiaedoHOorpama,
(akc, pe3rome.

21. [JdoxymeHT iHdopMaliiiHOIO XapakTepy, BHJAAHMH YCTaHOBOIO,
Oprai3zaniclo, MiANMPHEMCTBOM HA NPOXaHHA 3aiHTEPeCOBAHOI 0CO0M, AKMIA
MICTHUTH BiIOMOCTI Mpo o0co0y, 1i mpaBoBi, MaiiHOBI, (iHaHCOBi, TPyHOBI
BIIHOCHMHM, CTAaTyC, ONMC 1 MiATBepI:KeHHHA NeBHUX GaKTiB/moaii,
HA3UBAETHCA:

a) BUCHOBKOM;

0) MoITaHHSM;



B) JOBIJIKOIO.

22. IIpoTOK0/IM MOAVIAKTHLCH HA TAKI TPyNu:

a) cteHorpadiuHi, CTUCII, MOBHI;

0) pyKONUCHI, JIAKOHIYH1, KOHKPETHI;

B) 3arajbHi, 3 0COOOBHX MUTAaHb.

23. Cay:x00Be JTMCTYBAaHHS BeeThCs Bil:

a) iIMeH1 cTy>k00B0i 0c0o0H, SIKa MmiaAnUcaia JOKyMEHT;

0) IMEH1 yCTaHOBH, OpraHizaiii, pipmH.

24. Jle 3a3Ha4a€THCA HA3BA YCTAHOBH, /10 SIKOI Oy/le mogaHa aoBiaka?

a) MO TEKCTY;

0) y KiHIIi;

B) Ha IOYarTKy.

25. SIki [AOKYMEHTHM BHKOHYKOTb CJIY:K00BY POJIb CTOCOBHO 10
PO3MOPSAYUX TA OPraHizaminaux?

a) TUTaHOBI;

0) KaapoBi;

B) 1H(GOpPMAIIITHO-OB1IKOBI.

26. Taki 1OKyMeHTH, SIK MACHOPT, BiiCbKOBMH KBHUTOK, CBiIOLTBO MPO
HAPO/UKEHHS/IIII00, JAOKYMEHTH, 10 IOCBIIYYIOTh CJIY:K00BUIl CTaH
HAJIEKATh 10 IOKYMEHTIB, 1110:

a) BU3HAYaIOTh MPABOBUM CTATyC Cy0’ €KTIB;

0) (biKCYIOTh (PaKTU-BOJIEBUSIBICHHS Cy0’ €KTIB IIpaBa;

B) (biKCyrOTh (aKTH-TIOMI].

27. 3a3HaunTH, XTO MIANMUCY€ IOKYMEHT, SIKIIO BiJICYyTHH IMOCaJ0Ba
ocoba?

a) 1i 3aCTYITHUK;

0) oco0a, ik BUKOHY€ 000B’ I3KHU;

B) OJIWH 13 KEPIBHUKIB;

I') CeKpeTap.

28. Illo Take Haka3?



a) PpO3MOPSTUO-TIPABOBUMA  JTOKYMEHT, SIKHA BHJIA€THCA  KEPIBHUKOM
oprasizailii/ycTaHOBH;

0) po3MOpSATYO-TIPABOBUH JTOKYMEHT, SKHA BHIAE€THCSI  KEPIBHUKOM
oprasizaiiii/ycTaHOBH Ta KEePIBHUKOM CTPYKTYPHOIO 1 PO3ALTY
oprasizaiii/ycTaHOBH;

B) OpraHizaiiiHo-IpaBOBUM JOKYMEHT, SIKUil BUJIAE€THCSI KEPIBHUKOM OpraHy
yIpaBJIiHHS,

I') OpraHi3aliifHO-pO3MOPSTIUN JTOKYMEHT, SKUW BHUIAETHCS KEPIBHUKOM
oprasizaiiii/ycTaHOBH.

29. Ha siki BUIM MOALISIIOTHCS HAKA3U 32 PU3HAYEHHSAM ?

a) HaKa3| 1HIIIaTUBHI, 32 0COOOBUM CKJIaJIOM;

0) HaKa3®W 3 OCHOBHOI JISUIBHOCTI, HAKa3! 13 3arajbHUX ITUTaHb;

B) HaKa3M 3 MUTaHb OCHOBHOI JISJIBHOCTI, 32 0COOOBHUM CKIIQJIOM;

I') HaKa3u 1HILIATUBHI JUJISl ONIEPAaTUBHOTO BIUIMBY Ha MPOLECH, HOPMATUBHI,
1HIMB1Ty aJIbHI.

30. Ak kaacuPikyOThCSI HAKa3M 32 3MiCTOM?

a) HaKa3W HOPMATUBHI, 32 0COOOBUM CKJIAJI0M;

0) HaKa3¥W 3 OCHOBHOI JISUIBHOCTI, 1HAUBIIyasIbHI;

B) HOPMAaTHUBHI, 1H/IUBIAYyaJbHI;

T') HaKa3! 13 3aTaJIbHUX MTUTaHb, 32 0COOOBUM CKJIAJIOM.;

31. Haka3 — ue po3nopsiauuii JOKYMEHT, 110 BUAAETHCS HA MPaBax:

a) KOJIET1aJIbHOCTI;

0) €IMHOHAYAIBHOCTI;

B) KOJIET1aJILHOCT1 200 € TMHOHAYAJILHOCTI;

T') KOJIET1aJIbHOCTI, 1 €TMHOHAYATIBLHOCTI.

32. KOHTpPAKTOM HA3MBA€TbCH MMPABOBHH [JAOKYMEHT, IO 3acCBiI4ye
MEeBHY JIOMOBJICHICTh MIK:

a) MAMPUEMCTBOM 1 MPaIliBHUKOM;

0) mpaliBHUKaMU;

B) MIJINIPUEMCTBAMU;



T') MpaIiBHUKAMU; T1ITPHUEMCTBAMH.

33. TpynmoBi yromm — me [JAOKYMEHTH, W0 YKJIAJAOTbCSA MK
OpraHizaunisMu i npaniBHUKaMH, sAKI:

a) BXOJISITh JI0 CKJIJTy ITi€] OpraHi3ariii;

0) He BXOASITh J0 CKJIaay L€l opraHizarlii;

B) BXOJISATH JI0 CKJIay (uTiay Ii€i opraHizaiiii;

I') BXOMATh J0 CKJAIy II€l OopraHizaiii; BXOAATh 0 CKiIaay dumany i€l
oprasizariii.

34. BianoBigHO 10 BHUMOI SIKMX JOKYMEHTIB YTBOPEHO Ta BedeTbCS
€anHuM peecTp 10CYyI0BHX PO3CJIiTyBaHb?

a) 10 BUMor KprumMiHaJIbHOTO MpoLIeCyaabHOrO KOAECKCY YKpaiHu;

0) no Bumor Kpuminaipaoro ta KpuMiHAIBHOTO MPOIECYaTbHOTO KOEKCIB
VYkpainu;

B) 10 BuMor Konctutymii Ykpainu Ta KpuMiHaIpHOTO MNpPOLECYabHOIO
KOJIEKCY YKpaiHu;

r) ao BuMmor Koucrutyuii Ykpainu, Kpuminaisnoro ta KpuminaibHoro

MPOIIECYaTbHOTO KOJCKCIB YKpaiHHU.

35. Ske 3 BU3HAYEHD BiANOBiAa€ TepMiHYy “pajabcudikania’?

a) MOAUT JOKYMEHTIB Ha KJIACH 3a y3araJlLHCHMMH O3HAKaMHu TOIOHOCTI Ta
BIAMIHHOCTI;

0) CyKyHHICTh HOPMAaTHUBHUX JOKYMEHTIB, IO PENIAMEHTYIOTh pPOOOTY
JIJIOBOJICTBA;

B) IiJApOOJICHH CIIpaBkHIX a00 yKJIaJaHHs (paTbIIMBUX JOKYMEHTIB;

r) TpolleC BIITBOPEHHS JOKYMEHTIB uepe3 pi3HI CHOCcOOM pa3oBOro i
TUPAXHOTO KOMIIOBaHHS.

36. Ske i3 3a3HaYEHUX TBEPAKEHDb € NPABUIBLHUM?

a) Tepmin “xpuminanvHuti” TOXOAWTH BiJ JIATUHCHKOTO clioBa “‘crimen’”,

29 ¢

“criminis ” 1 Ma€ 3HAYEHHA ‘‘3JI0YMH”, ‘“‘3JJOUYMHHUN



0) Tepmin “xkpuminanvuuti” TIOXOAUTH 3 aHTTIMCHKOI MOBH 1 Ma€ 3HAYCHHS
“3n0uMH”, “37TOYMHHMI", ‘“3]IOYMHEND , “3JIOUMHHICTE;

B) TepmiH “kpuminanvuuii” TOXOAWTH Bl TPEUBKOro cioBa “crimen’”,
“criminis ” 1 Ma€ 3HaYCHHSA “‘3JI0YUH, ‘“‘3JIOUMHHHN".

37. Slkum BHUMOraM MalOTh BiINOBIaTH aJAMIHICTPATHBHO-NPAaBOBI,
KPUMIHAJIBLHO-NIPOLECYAJbHI JOKYMEHTH?

a) MOTHUBOBAHICTb, 00 €KTUBHICTh, TOYHICTb, OQIMINHICT, IOPEUYHICTD,
ICTUHHICTH, OTHO3HAYHICTh, KOMIICTCHTHICTb;

0) 3aKOHHICTBb, OOIPYHTOBaHICTh, 00 €KTHBHICTH, JIOT1YHICTH, JOPEUYHICTD,
BUPA3HICTh, TPAMOTHICTh, CTAHJIAPTHICTb, CIIPABEIJINBICTD, JICTITUMHICTD;

B) 3aKOHHICTb, OOIPYHTOBAHICTb, OO €KTHBHICTb, = YMOTHBOBAHICTb,
JIOTIYHICTb, YITKICTh, TOYHICTB;

') OJTHO3HAYHICTh, KOMIIETEHTHICTh, CIPABEUIUBICTb, JIETITUMHICT.

38. SAki BigomocTi BiAnoBigawThL cTaTyTy?

a) IITaMII; JaTa, HOMEpP JOKYMEHTa; IMOCHJIaHHS Ha HOMEp 1 JaTy BXIJIHOTO
JOKyMeHTa ab0 Miclie CKJIaJaHHS; ajpecar; TEKCT; MiANUC; BIIOMOCTI PO
BUKOHABIIS;

a) Ha3Ba opraHizailii, HoMep; Jara MiANUCaHHS, Ha3Ba JOKYMEHTa;, MiCIle
BHJIAHHS;, TEKCT: KOHCTATyl04Ya Ta pO3MOPsA9a YaCTHHH; I MIC; TIeUaTKa;

a) Ha3Ba BIJOMCTBAa Ta OpraHizailii; rpud 3aTBEp/HKCHHs; Ha3Ba BUIY
JOKYMEHTA; 3a3HA4YCHHS MICIld BHJIAHHS, JlaTa BUJAHHS; 3arojIOBOK 10 TEKCTY;
TEKCT CTaTyTy; BIIMITKHU PO MOTO/KEHHS Ta PEECTPAIIitO; BI3U; MIAMUCH;

a) Ha3Ba opraHizallii, HoMep; Jara MIANUCAaHHS, Ha3Ba JOKYMEHTa; MicCIle
BUJIaHHS; TEKCT: KOHCTaTyto4a Ta pO3IMopsIua YaCTHHH; iAMKIC; TIeUaTKa.

39. IIlo, va Bamy aymMKy, HIOBMHHO MICTHMTH NOCWJIAHHS HA JKepesio
oQiuiitHoro onyoJiKyBaHHs?

a) Ha3By BHJIaHHS, PIK BUJIaHHS, HOMEDP BUJIAHHS, HOMED CTATTI/IIyHKTY;

0) Ha3By 1 piK BUJIaHHS,

B) Ha3BYy i1 aBTOpa BUAAHHS;

') Ha3BYy i aBTOpa BUJIaHHS, PIK BUJIAHHS.



40. Ak Ha3UBAa€TbhCA npouecyajbHUM JTOKYMEHT, 1110}
3aKpiIUIIOE/3acBiqUy€ Xig I pe3yJbTaTH CJIAIMYMX Ta iHIIMX NPOUECYATbHUX
ain?

a) MPOTOKOJIOM;

0) 0OBMHYBAJIbHUM aKTOM;

B) BUPOKOM;

I') IOCTAHOBOIO.

41. SIxe 3 BU3HAYECHD BiANOBiZa€ TePMIHY “mOoCBiq4YeHHs”?

a) JOKYMEHT, SKUW CTBOPIOIOTh Ta BHUKOPUCTOBYIOTH TIJIBKM B MeEXKax
KOMIT’ FOTEPHO1 CUCTEMH;

0) TOKYMEHT, 110 BUJAETHCS JIJIsl 3aCBITUEHHS] 0COOU MOro BIACHUKA, MICLS
poboTH I TTocaiu;

B) JOKYMEHTH, W0 MICTATh I1HQOpMAII0O TMPO OCOOOBHM  CKJaj
M1IIPUEMCTBA;

I') JTOKYMEHT, III0 HE MiUIsrae po3rojIoNIeHHIO UM My OTiKaItii.

42. SIkmii TeKCT BiAMOBIiAa€ 3a9Bi?

a) 3 METOI BIOCKOHAJICHHS JOKYMEHTAIIHOTO 3a0e3Me4YeHHs isIbHOCTI
opranizamii 1 3a0e3neueHHst 30epexxerHs aokymeHTiB HAKA3VIO: 1. Cropurtu
KOMICIIO B CKJIal: ...;

0) Merta: IlpaneBnamryBanHs 3 monepeHiM cTaxyBaHHsIM. OcoOucTi naHi:
BIIMOBIAaIbHUN, KOMYHIKaOeIbHUM ... Mato T0CBIT: ... ;

B) Y mepiog 3 10.11.2012 nmo 12.11.2012 xomicis mpoBojauia NEpPEBIpKY
oprasizailii Ta yMoB 30epiraHasi JOKyMEHTIB;

r) Ilpomy mepeBecTH MEHE 3 TOCaay BHUKJIAJada HAa TOCAJy CTapIIoro
BUKIIa1a4a kadeapu dimocodii.

43. SIknii TekcT BignmoBigae goBiami?

a) Ha3Ba BIJIOMCTBA, YCTaHOBM (aapecaT); Ha3Ba BHUAY JIOKYMEHTa; JaTa;

MICIIe YKJIQJaHHs; 3ar0JI0OBOK JI0 TEKCTY; TEKCT; ITi/IIKC; MIeYaTKa,;



0) Ha3Ba JOKyMEHTa, JaHi Ipo ocoly, sSKa CKIagae ITOKYMEHT, 3a SKHM
nepioa 1 3a SKUH BHJ pOOOTH; TEKCT; IMIMMC; JaTa CKIJIaJaHHS, HOMEp (1HJIEKC)
JTOKYMEHTa; Tpud 3aTBEPIKCHHS,

B) Ha3Ba JOKYMEHTA; JaTra 1 Micle MiANUCaHHS;, OpraH, IO HalhMae
KEepIBHUKA; TOCajJa 1 MPi3BUIILE, 1HIIIAJKW TOrO, KOr0 HalMarOTh;, TEKCT; IMiAMUCU
CTOpIH-YKJIa/1ayiB; M1€YaTKa;

I') Ha3Ba OpraHisallii; HoMep 1 Jiata; Ha3Ba JIOKYMEHTa; IMPi3BUIIE, 1HIIIaIH,
nocaja, 3pa3oK MiJnucy 0coou, K BUAAETHCSA JOKYMEHT; TEPMIH /il TOKYMEHTA;
MIAIUCH; ITeYaTKa.

44. SIxknii TeKCT BiAMOBIAAa€ TPYAOBiH yromi?

a) Ha3Ba nokyMeHTa; TEKCT Mpi3BUINE, IHIIIATW YyKiIajada, jJara, MicIe
HApOJDKEHHSI; BIJOMOCTI TIPO OCBITY, TPYAOBY AISUTHHICTB, CKJIAN CiM’1; aapeca;
JiaTa; Miamnc;

0) Ha3Ba 1okyMeHTa; Micle YKJIQJaHHS; Jara; TEKCT 13 MepeikoM
3000B’s13aHb BUKOHABIIS 1 3aMOBHHUKA; IOPUINYHI aPECH CTOPIH; IMIAMUCH; TTeYaTKa
yYCTaHOBH;

B) IllTamm 3akiamy; Ha3Ba JOKyYMEHTa; KOMY BHIAHO; 3 SIKOIO METOIO;
mijcTaBa JUId BUJA4il; MiAIUC BIAMOBIJAIBLHOT 0COOM, TIevaTka; gaTa Bujaadi; Goto
(3a HEOOX1THICTIO);

r) HaszBa mokymeHTa; HOMEp; Jara, MiCIle MPOBEACHHS; CKJIaJl YYaCHUKIB;
nocana, [L.I.B. ronoBu Ta cekperaps; MOPSAIOK ACHHUMN; TEKCT; MIAMUCH TOJIOBH 1
cekperapsl.

45. SIkmii TeKCT BiAMOBiga€ 10roBOpy?

a) HaszBa opranizanmii; mocana, npi3Buile, 1HIMIAIM ajpecara; Mpi3BHIIIE,
1HIIIamy mocana (aapeca) ykiajnada; Ha3Ba JOKYMEHTA; TEKCT (3MICT MPOXaHHS);
nignuc (mpaBopyd); nata (JiiBOpy);

0) HasBa nokymeHTa; TEKCT; MpI3BUILE, IHIIANM YKJIajgada, gaTa, MICLE
HApOJDKEHHSI; BIJOMOCTI TIPO OCBITY, TPYAOBY AISUTHHICTB, CKJIaN CiM’1; aapeca;

JaTa; IiaImc;



B) Ha3Ba gokymeHnTa; Miclie yKJIaJaHHS, JaTa; IOBHI HAa3BH CTOPiH, iX
IPEJACTaBHUKIB; TEKCT; OPHUINYHI aIPECH, IMTIAMUCH Ta ITEYaTKHU CTOPIH;

r) Ha3Ba ycraHoBu; rpud 3arBep/KEHHS;, Ha3Ba JIOKYMEHTA; Jara; HOMEp;
MiCLle CKJIAJaHHs;, MIJCTaBa; CKJIAJ KOMICIi, TEKCT, MIAMNHUCU TOJOBU Ta WICHIB
KOMICIi.

46. Texct Haka3y 3 0c000BOI0 CKJIaAy 000B’SI3KOBO 3aKIHYYHOTh:

a) MPU3HAYEHHSM BiJIIOBIIaJIbHOT 0COOM 32 BUKOHAHHS HaKaszy;

0) BKa31BKOIO CTPOKIB JIii HaKa3y;

B) MOCWIAHHSAM Ha JOKYMEHT, KU TOCIYXHUB IiJICTABOIO ISl BUIAHHS
HaKaszy.

47. I1pn nocuJIaHHi HA 3aKOH, 1Or0 OKpeMi I0JI0KeHHS B IbOMY CAMOMY
3aKOHI BJKMBA€THCH:

a) CIOBO “3a3Hauenull’”;

0) 3aiiMEeHHUK “yetl”’;

B) CJIOBO “Oanuii”;

I') CIIOBO “‘6Kazanuti’”.

48. IIlo € opuriHajoM JAOKyYMeHTa BignmoBiiHo g0 crarti 99
KpuminanbHOro npouecyajibHOro KoaeKcy YKpaiHu?

a) caMm JOKYMEHT, & TaKOXK JTyOiiKaT [[bOro JTOKYMEHTA, IKHU PUPIBHIOETHCS
710 OpHTIHAIY;

0) caM J[IOKyMEHT, a OpHUTIHAJIOM E€JEKTPOHHOIO JOKYMEHTa — WOro
B1I0OpakeHHsI, SKOMY HAJA€ThCS TAKE K 3HAYCHHS, SIK JOKYMEHTY;

B) OCHOBHMI MPUMIPHUK JTIOKYMEHTA;

I') CIIpaBXHiil TOKYMEHT.

49. CropoHa O0OBUHYBaYeHHS, CJIIYUii CymIs Ta CyI CKJIaJal0Th
npouecyaabHi JOKyMEHTH:

a) MOBOIO [IEBHOTO PETIOHY;

0) IepKaBHOIO MOBOIO;

B) PEri0HAIBHOIO MOBOIO.

50. Cynose pimieHHs npuiiMaeTbes 'y gopmi:



a) yxBay a00 TIOCTaHOBH;

0) yxBasii ab0 BUPOKY;

B) BUPOKY 200 MOCTAHOBH.

51. Ha3pits mnpouecyajbHUii JOKYMEHT, fIKMM CJiI4uii, NMPOKYypop,
CJHIIYuil Cyuisl, Cyl BUK/JIMKAKTb YYACHMKIB KPMMIiHAJIBbHOIO NPOBAIKCHHS
JJIS JOTIMTY Y4 y4acCTi B IpouecyasabHii aii?

a) IOCTAHOBA;

0) moaHHs;

B) BUKJIMK;

I') OBICTKA

52. PimieHHs1 ¢JIiA40r0, NpOKypopa NpuuMacTncs y ¢popmi:

a) KJIOMOTaHHS;

0) yxBaJy;

B) ITIOCTAHOBH.

53. IIpoTokoJ mix 4ac J0CyI0BOr0 PO3CJailyBAHHSA CKJIATAETHCA:

a) ciniquuM abo IPOKYypOpoOM;

0) mpoKkypopoM ado CyIeo;

B) CJIiT4MM a00 CIIITUYUM CYIJICIO.

54. KpuMiHAJIBbHO-NIPOLECYAIbHI JOKYMEHTH 32 CY0’€KTaMM NPHUUHATTSH
NOALIAIOTHCS HA:

a) 0IHOOCOOOBI, KOJIET1a/IbHI,

0) KOJIEKTHUBHI, HEOCOOOB1, 0JTHOOCOOOBI;

B) CJIi141, CYZIOB1, MPOKYPOPCHKI.

55. IIpo 3aKkpuTTH KPUMIHAJBHOIO NPOBA/IKEHHS CJIiIYUIi, IPOKYPOP:

a) NpuiiMae MOCTAHOBY;

0) BUHOCUTD IIOCTAHOBY;

B) ITIOCTAHOBIISE IOCTAHORBY.

6. METOIN HABYAHHSA TA KOHTPOJIIO



MeToay HAaBYaAHHSA

3a JoKepellaMH 3HaHb BHUKOPHCTOBYIOTBCS Takli METOAM Oprasizauii Ta
3MIACHEHHS  HABYAJIBHO-MI3HABAILHOI  JISUTBHOCTI:  CIIOBECHI  (PO3IOBIIb,
MOSICHEHHsI, Oecija, JeKuis), HaoyHl (UIoCTpalis, JAEMOHCTpallis) Ta MpaKTHYHI
(mpaxkTUYH1 3aBJaHHs, BOpaBu, pedepaT TOIIO.

3a XapakTepoMm JIOTIKM TII3HaHHS BHUKOPHCTOBYIOTHCA TakKi METOJU:
aHATITHYHUH, CHUHTCTUYHUH, aHATITHKO-CUHTCTUYHUH, 1HTyKTUBHUH,
JEeTyKTHUBHHUM.

3a piBHEM CaMOCTIMHOI PO3yMOBOI JisNIBHOCTI BUKOPUCTOBYIOTHCSI METOJIH:
poOJIEMHUM, YaCTKOBO-TMTOITYKOBHM, T1OCITITHULIBKUM.

Metomu cTUMYIIOBaHHS ¥ MOTHBAIli HAaBYAIHHO-II3HABAIBHOI ISITBHOCTI:
HaBYaJIbHI IUCKYCIi, TPOOIeMHI MUTaHHS, CTBOPEHHS )KUTTEBUX CUTYaLlll TOILO.

MeToau KOHTPOJIIO

[lepeBipka MMOWHM 3aCBOEHHS 3HaHb, PIBHSI C(POPMOBAHOCTI HABHYOK Ta
yMiHb CiTyxauiB BiIOyBaeThcsi y GopMi MOTOYHOIO, TPOMIKHOTO Ta MiJCYMKOBOTO
BH/JTIB KOHTPOJTIO.

[ToTouHMIT KOHTPOJIb 3MIMCHIOETHCS Y€pE3 OLIHIOBAHHSA YCHUX BIJINOBiJEH
10JI0 MpooJieM sl 0OrOBOpPEHHS, Nepea0auYeHUX MJIAaHOM MPAKTUYHUX 3aHAThH, a
TaKOX IIIIIXOM: TPOBEACHHS EKCIPeC-OMUTYBaHb, TECTYBaHHS, IT1JTOTOBKH
JOTIOBIZIeH 1 pedepaTiB, HAMMCaHHS CAMOCTIMHUX 1 MOJIYJIBHUX KOHTPOJBHHUX
poOit. Ilpu oLiHIOBaHHI BpPaxOBYeTbCsS IMMOMHA TEOPETUYHUX 3HAHb CIIyXadiB 1
BMIHHS 3aCTOCOBYBATH 1X Ha MIPAKTHIL.

[TpoMi>KHUI KOHTPOJIb Mepeadayvae MnepeBipKy piBHS 3aCBOEHHS ClyXadyaMu
TEOPETUYHOTO 1 MPAKTUYHOTO MaTepiaay MOJYJIB 1 371CHEHHS B MEXaX CEMECTPY
HAIPUKIHIIl TUTAHOBOTO BWBYCHHS HABYAIBHOI JUCHMILUIIHU. PiBeHb MpakTUIHUX
HAaBUYOK OI[IHIOETHCS B MPOIIECI BUKOHAHHS CIyXauaMd MPAKTUYHHUX 3aBIaHb 3a
TEMAaTUKOI HaBYAJbHOI AUCIUTLTIHH.

[TincyMKOBUII KOHTPOJb MPOBOAMTHCS y (POpMiI 3alliKy Michs 3aKIHYEHHS

BHUBYCHHS HaBYAJIbHOI1 I[I/ICI_II/IHJ'IiHI/I.



7 OPIEHTOBHUMH MNEPEJIIK MUTAHB 1JI1 HIJCYMKOBOI'O
KOHTPOJIIO
1 [Ipenmer, mera, 3aBnanHs Kypcy “FHOpuanyHe TOKYMEHTO3HABCTBO .

Micue JOKyMEHTO3HABCTBA B CUCTEM1 HaYK.

2 HopmatuBHa 6a3a, 1110 perymoe rmpouecu poooTu 3 JOKYMEHTaMH.

3 3aco0M JOKYMEHTYBaHHsS, iX ICTOPUYHHMI pO3BUTOK 1 cydacHa
Kiacudikarris.

4 3acobwu 1 cnocoOu nepenadi iHdopmailii B yaci Ta npocropi. Criocobu

JOKYMEHTYBaHHS, iX ICTOPUYHMI PO3BUTOK 1 Cy4acHa KiIacH(pikaiisl.

5 [TonsitTst  iHdopmMariii, ocHOBHI Buau iH(oOpMaIi BIANOBIAHO 10
YUHHOTO 3aKOHO/IaBCTBA.

6 JlokymeHT sk (eHoMeH IuBLII3alii. BHU3HayeHHST JOKyMEHTa B

ACPKaBHUX CTAaHIAPTaX, HOPMATHUBHO-IIPABOBUX aKTaX, CJIOBHHKAX.

7 OcHoBHI (hyHKIIIT, 03HAKH, IOPUAUYHA CUJIA IOKYMEHTA.

8 MartepianbHi HOCii JOKyMeHTHOI iHdopmarii, iX Kracudikamis Ta
XapaKTEepPUCTHUKA.

9 BeneHHs cripaBOUYMHCTBA B MOCTPAASHCHK] YacH.

10  ®danwscudikaris qoKkyMeHTiB. Buau danscudikarii.

11 Oco6iuBOCTI  TMOTOMXKEHHS  Ta  3aTBEP/UKEHHS  JIOKYMEHTIB.
Oco0arBOCTI 3aBIpEHHSI CIPABKHOCTI JOKYMEHTIB.

12 3axuct 1oKyMeHTHOI iHpOopMaIli Bl HECAHKI[IOHOBAHOTO JOCTYIY.

13 Cucrema 3axucTy LIHHOI 1H(QOpMaIIli Ta KOHPIACHIIIHHUX IOKYMEHTIB.
Cxutan 1 HanmpsIMKH 3aXHUCTY JTOKYMEHTHOT iH(hopMmairii.

14 Indopmarriitna Ge3neka 1 CUCTEMH 3aXUCTy JOKYMEHTHOI 1H(opmarrii
B1JI HECAHKI[IOHOBAHOT'O JOCTYY.

15  3acobu i cnocoOu TOKyMEHTYBaHHS, iX Kiacu(iKaris.



16  KonTpons 3a BUKOHAaHHSM JIOKYMEHTIB. 3arajbHl TOJIOKEHHS
KOHTPOJIIO 32 BHUKOHAHHSM JOKYMEHTiB. CTpOKM BHUKOHAHHS JIOKYMEHTIB 1
JIOPYYCHbD.

17  IlinroroBka HmOKyMEHTIB 10 30epiraHHs. BusHadeHHS IIHHOCTI
JOKYMEHTIB 1 JOKYMEHTHOI1 iH(popMallii.

18  ApxiBHe 30epiraHHsi JOKyMeHTIB 1 cmpaB. OQopmieHHs crpaB
TPUBAJIOTO CTPOKY 30epiraHHs.

19  TloHATTS WIHHOCTI JOKyMEHTAa. BUHUKHEHHS 1 PO3BUTOK EKCIEPTHU3H
IIHHOCT1 JOKYMEHTIB.

20  Ilonsarrtsa miaHOI iHMOpMaIlii, KOHDIACHIIIHHUX JOKYMEHTIB.

21  Knacudikamiss  JIOKYMEHTIB, fAKI  CTBOPIOIOTBCA B  MPOLECI
YOPABIiHCHKOI AISNIBHOCTI: 3@ TMOXO/KEHHSM, 3a CTaJisIMH CTBOPEHHA, 3a
IOPUJIUYHOIO CHIIOK0, 33 CTYTIEHEM TAEMHOCTI, 32 MICIIEM BUHUKHEHHS.

22 Knacudikamiss  JOKYMEHTIB, fKI  CTBOPIOIOTBCA B  MPOLECI
YIOPaBIIHCHKOI JISJIBHOCTI: 3a crocobom dikcari iH@opmaliii, 3a crocooom
BUTOTOBJICHHS, 33 TEPMIHOM BWUKOHAHHS, 332 CTYNEHEM CKJIQJHOCTI, 32 TEPMIHOM
30epiraHHs.

23 KOpunnynuii 1OKyMEHT SIK MUCBMOBHM aKT, 10 MICTUTh IPAaBOBY
1H(popMallito.

24 Krnacudikarii opuuaHIX TOKyMEHTIB.

25  PexBi3uT IOPUAMYHOTO JOKYMEHTA SIK MOT0 1H(GOpMALIMHHUI eIeMEeHT.
OO00B’SI3K0B1 PEKBI3UTH IOPUAUYHUX JOKYMEHTIB.

26  XapaKTepHCTHKa PEKBI3UTIB K 00OB’S3KOBUX CKJIAJIOBUX E€JIEMEHTIB
JIOKyMeHTa. Bumoru 10 po3TanryBaHHS peKBI3UTIB y IOKyMEHTaX.

27 Ilominm peKBI3WTIB AOKYMEHTIB Ha TOCTIMHI Ta 3MmiHHI. CKiaj
PEKBI3UTIB JIOKYMEHTIB.

28  IOpuanuHa TexHIKa $SK YMHHHUK €(QEKTHBHOCTI MPaBO3aCTOCOBHOI
TisTTbHOCTI. MeTa I0pUINIHOT TEXHIKH.

29 Buaum OpUIMYHOI TEXHIKM: MPaBOTBOpYA, MpaBopeatizauiifHa,

IMpaBoO3aCTOCOBHA, HOPMOTBOpYA, IIpaBOTIIyMadHa.



30  Pi3Hi Cy/pKeHHS BYCHHX-TIPABO3HABINB I0JI0 BU3HAYCHHS TOHSATTS
IOPUJIMYHOIT TeXHIKH, 11 BUJIIB, €JIECMEHTIB.

31  KOpuauko-TexHIYH1 3aC00M SIK €EMEHTH IOPUAMYHOT TEXHIKH.

32 KOpunuko-TexHiYHI TPUIOMU K €IEMEHTH IOPUINIHOI TEXHIKH.

33  KOpuauKo-TeXHIYHI MpPaBWJIA-BUMOTH K €JIE€MEHTH IOPUAUYHOI
TEXHIKH.

34  CyTHICTb IPAaBOBUX BUMOT J10 O(DOPMIICHHS FIOPUIUYHUX IOKYMEHTIB.

35 XapakTepuCTUKA JIOTTYHUX BUMOT JI0 IOPUIUYHUX JOKYMEHTIB.

36 CyTHICTh CTPYKTYpHUX BHMOT JI0 OGMOPMIICHHS IOPUIUYHHIX
JTIOKYMEHTIB.
37 XapakTepucTUKa JIIHIBICTUHYHUX BHMOT JO BHKIAJIy Marepiajly B

IOPUUIHIX JJOKYMEHTAX.

38 JIIHTBICTUYHI OCOOIMUBOCTI FOPUAUYHOTO TIOKYMEHTA.

39 [ToHATTS MPaBO3aCTOCOBHOI MOMUJIKH, 11 BUJIH.

40 [ToMuiku MpaBOBOIO Ta JIOTIYHOTO XapaKTepy, IKUX MPHUITYCKAIOTHCA
B IOPUIUYHHUX JOKYMCHTAX.

41 [ToMWIKu JTHTBICTUYHOTO Ta JIOTIKO-JIIHTBICTHYHOTO XapakTepy,
SKUX MPUITYCKAIOTHhCS B IOPUANYHUX JOKYMEHTAX.

42 [IoMWIKHM CTPYKTypHOTO ¥ TEXHIYHOTO XapakTepy, SKHUX
MIPUITYCKAIOTHCS B FOPUINYHUX IOKYMEHTAX.

43  TwuroBi TOMWIKH, SKHX TPHUITYCKAIOTBCS y TEKCTaX FOPUINIHUX
JIOKYMEHTIB.

44 PenaryBanHs ~ ynpaBIiHCBKUX,  aJMIHICTPaTUBHO-IIPABOBUX,
KPUMIHAJIBHUX TMPOIECYATbHUX, UBIILHO-TIPABOBUX, UBUIBHUX IPOIECYaTbHUX
JIOKYMEHTIB.

45  CxuagaHHs ¥ opopMIIEHHS JI0B1IKOBO-1H(POPMAIITHUX TOKYMEHTIB.

46  IloHATTS CHpPaBOYMHCTBA, JOKYMEHTOOOITY Ta JIOKYMEHTYBAaHHS.
AMIHICTpaTUBHE 1 CHICIIaJIbHE CIIPABOYMHCTBO.

47  IlpuszHadeHHs, CKJaJ 1 BUIHU OpPTaHi3aliiiHO-TIPAaBOBOT JOKYMEHTAIII].



48  CyTtHICTP KampoBUX JOKYMeHTiB. (OcobmuBoCTI  odopMIICHHS
OCHOBHHX BH/IIB JIOKYMEHTIB 3 KaJpOBUX MTUTAHb.

49 [Tpu3HavyenHs, ckiaza 1 BUAU 1H(OOPMAIIHHO-TOBIIKOBUX JTOKYMEHTIB.

50 CxrnaganHs ¥ oOpMIICHHSI OpraHi3aIliiHO-TIPABOBHUX 1 PO3MOPSTINX
JOKYMEHTIB.

51  OpranizauiiiHi JOKyMEHTH: CKJIaJ, BUJH, BAMOTH 10 O(OPMIICHHS.

52 [lpu3zHayenHs, BHUIM, MIATOTOBKA, BUMOTH 0 OGOPMIIECHHS
PO3MOPSAUNX TOKYMEHTIB.

53 Chepa BuxopucCTaHHS, BUMOTH 10 OG(OPMIICHHS KaJpPOBUX
JTIOKYMEHTIB.

54  XapakrepucTHKa JOBIAKOBO-1H(OPMALIIITHUX JOKYMEHTIB.

55  TloHATTS KpUMIHATLHO-TIPOIECYATBHUX JOKYMEHTIB, 1X Ki1acu]ikarris.

56  TumoBa cTpyKTypa KpUMiHAIBHO-TIPOIECYaTbHUX JOKYMEHTIB.

57 Bumorn KpumiHaibHOr0 NpoLECYalbHOIrO KOAEKCY YKpaiHu [0
dhopmu ¥ 3MICTY KpUMIHAJIBHHUX MPOIECyaTbHUX JOKYMEHTIB.

58  Cdepa 3acTocyBaHHS JOKYMEHTIB y IUBUIBHOMY Tporieci. OCHOBHI
BHJIM [IUBLJILHO-IIPABOBHUX JJOKYMEHTIB.

59  3mict, mOpsAAOK yKiIaJgaHHS W OGOPMIIEHHS IMBLILHO-NPABOBUX
JOKYMEHTIB.

60  Ilomsarrsa agminicTpaTuBHUX HOKyMeHTIB. Cdepa ix 3acTocyBaHHS.

61  OCHOBHI aIMIHICTPaTUBHO-IIPABOB1 IOKYMEHTH.

62  JlonmoMIiXHI aqMIHICTPATUBHO-IIPABOBI JOKYMEHTH.

63  Bumoru no ckiagaHHs i opopMIIEHHS aAMiHICTPATUBHO-IPABOBUX
JOKYMEHTIB.

64 Bumorun 10 KpUMIHaJbHUX [MpPOLECYyaJbHUX JIOKYMEHTIB, MIO
IPYHTYIOTHCSl HA IPUHIIUIAX KPUMIHAIBHOTO MPOIIECY.

65  Oco0muBOCTI CKAaJaHH ¥ 0(OPMIIEHHS MPOLECYyATbHUX JOKYMEHTIB,

110 BiI0OPaKAIOTh KJIOMOTaHHS, IPU3HAYCHHS CKCTICPTU3H.



66  XapakTepucTuka TMpPOIEeCyaTbHUX JOKYMEHTIB, IO BiJ0OpakaroTh
3axo/M 3a0€3MeUYeHHs] KPUMIHAJIBHOTO MPOBAKEHHSI, 3yMUHEHHS Ta 3aKIHYEHHS
JIOCYJIOBOTO PO3CJIiTyBaHHSI.

67  XapakTepuCTHKa MpOIECYalbHUX JOKYMEHTIB, IO BiJI0OpakaroTh
MOBIIOMJIEHHS TIPO TI103pY, Cia4l (PO3IIYyKOBi) Ta HEMIacHI Clia4i (PO3IIYKOBi)
i

68  XapakrepucTuka  JOKYMEHTIB, 10  BHU3HA4YalOTh  LUBUIbHY
npaBocyO €KTHICTH (13MUHUX OC10, TPYJOBI CIIOPH, MPABO Ha CHaJAKyBaHHS.

69 TUMoBi CTPyKTypH ITUBUIBHO-TIPABOBUX JJOKYMEHTIB.

70  CxnagaHHs i1 opOpMIICHHS [IUBIILHO-IPABOBUX JOKYMEHTIB.

71  3acoOu yCyHEHHsS MOMWIOK, 10 BHHHMKAIOTh Yy MPOLECI CKIaAaHHS
IOPUINYHUX JOKYMEHTIB.

72 IlpaBuna HamMCaHHS YKUCEN, JaT, HUQP, TPOIIOBUX CYM.

73 1lo30B y HMBLILHOMY CYJOYMHCTBI. Buu m030BiB.

74  1luBiIbHO-TIPaBOB1 JOTOBOpU. Buau noroBopis.

75  IlocunanHs sSK NpUHOM IOPUAMYHOI TexHIKU. [lopsaok uMTyBaHHS
MIPaBOBUX MPHUIIUCIB.

8. PEUTUHI OBA CUCTEMA OIIIHIOBAHHS PE3VJILTATIB

HABYAHHSA
AynuTopHa po6oTa (I0ToYHe HAKONMUYEeHHSA 0aJ1iB) Hincymkosuii | [lincymxoBa
KOHTPOJIb KiJIBKICTH
3aJiik a0o banis
eK3aMeH
Max 60 % Max 40 % Max 100 %
Tem | Tema | Tema | Tema | Tema | Tema | Tema | Tema | Tema | Tema

HIxana ouninoBanua: HamionaasHa Ta ECTS




Cyma 6auis 3a Bci | Ouinka ECTS Oninka 32 HALIOHAJIBHOIO IIKAJIOI0
BH/IM HABYAJILHOI .
. . IUTS €K3aMeHY, KypCOBOTO JUTS 3aJIKy
AiAIBHOCTI
MpoeKTy (poOOTH), MPAKTUKU
90 - 100 A BIZIMIHHO 3apaxoBaHO
82 -89 B no0pe
74 - 81 C
64 -73 D 3aJ0BLJILHO
60 - 63 E
35-59 FX HE3aJI0BIJILHO 3 MOXJIIUBICTIO HE 3apaxOBaHoO 3
MOBTOPHOT'O CKJIQJAHHS MOJKJIUBICTIO TIOBTOPHOTO
CKJIaJIaHHS
0-34 F HE3aJI0BUIBHO 3 000B'SI3KOBUM HE 3apaxoBaHo 3
ITIOBTOPHUM BHBUYEHHSM 000B'I3KOBUM IIOBTOPHUM
JTUCIUTITIHA BHBYCHHSM JIUCIUTUIIHA

9. PEKOMEH/IOBAHA JIITEPATYPA
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3. 3axkon Ykpainu “IIpo 3acamau nepkaBHOi MOBHOI momituku” No 5029-VI
(unnnnii 3 10 cepmast 2012 poky) / http://zakon2.rada.gov.ua.
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Binomocti BepxoBHoi Pagu Ykpainu (BBP). — 1994, — Ne 16. — Cr. 93.
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poky Ne 3759-XII / OcHOBHI YMHHI KOJieKCH 1 3akoHU Ykpainu. — K. : “Maxaon”,
2013.

14. 3axkon Ykpainu “IIpo onepatuBHO-PO3IIYKOBY JIIsIbHICTD BiJ 18 nroToro
1992 poky / Binomocti BepxoBnoi Panu Ykpainu. — 1992. — Ne 22. — Cr. 303.
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