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HaBuanbna aucuumiina: «EJeKTpoHHME JAOKYMeHTOOOIr Ta 0i3Hec-
KOMYHikalii» € BUOIpKOBOIO KOMIIOHEHTOO HABYAIBHOTO IIJIaHY.
Mera BHBYEHHSI HABYAJBLHOI JUCHUILUIIHM TOJSIrae B OBOJOJIHHI

Onuc IMCHUILTIHA

TEOPETUYHHMH Ta TMPAKTUYHUMH 3HAHHSAMH 3 MMUTaHb OpraHi3alii eJIeKTPOHHOTO
JOKYMEHT000iry Ta edekTuBHOI Oi3Hec-KOMyHiKalii B yMmoBax UU(POBOI

TpaHcopmarlii, BHUKOPUCTaHHSA Cy4YacHMX I1H(QOpPMAaIiHHMUX CHCTEM  JJIs
aBTOMAaTH3allii [IJOBHX MPOIECIB, MiJBUIIEHHS TMPO30POCTI Ta 3PYYHOCTI
JIOKYMEHTOO0O0ITY.

3aB1aHHs BUBYEHHS] HABYAJIBHOIL JUCHHUILTIHU: 3’ SICYBaHHS CyTHOCTI, (PYHKIIiH,
NPHUHIAIIB T4  HOPMATHUBHO-TIPABOBOTO  3a0E€3MEUYeHHS  CIIEKTPOHHOTO
JIOKYMEHTOOOITY; 3aCBOEHHS 3HaHb IIOJ0 BUKOPHUCTAHHS CHCTEM EJIEKTPOHHOIO
JOKYMEHTOO0ITY B OpraHi3amisx pi3HOTO THITY; BUBYCHHS TEXHIYHHX, IIPABOBHUX
Ta OpraHi3aliifHUX acleKTiB BIPOBA/HKEHHS €JIEKTPOHHOTO HU(POBOro MiAMHUCY;
dbopMyBaHHS HaBHYOK CTBOPCHHS Ta BEICHHS JUIOBOT KOMYyHIKamii B
CJIEKTPOHHOMY CEpeloBUIll (eNeKTPOHHA TMOIITa, MECEHIKEPU, OHJIAMH-
3yCTpidi); PO3BHUTOK MPAKTHYHUX YMiHb TMPALIOBATH 3  EJICKTPOHHUMHU
JOKYMEHTaMH Ta IHCTPYMEHTaMU KOMaHIHOT poOOTH B IU(PPOBOMY CEpEIOBHIIII
®opmaT npoBeJAeHHs AUCHMIIIHM: JICKIi, MPaKTHUYHI (CEMIHAPCHKi) 3aHATTS,
camocTiiiHa poOoTa. 3100yBadi BHUIIOI OCBITU MalOTh 3MOTY OTPUMATH
IHMBIAyaTbHI KOHCYJIBTAIIII.

IIporpama HaB4YaJIbHOI
JTUCIUTLTIHA

3micToBuii MmoayJib 1. TeopeTu4yHi 0CHOBHU €JIEKTPOHHOI0 JOKYMEHTO000Iry Ta
npaBoBe 3a0e3nmeYeHHs
Tewma 1. TIoHATTS, CYTHICTH Ta 3HAYSHHS SJICKTPOHHOTO JIOKYMEHTOO00Iry B




cydacHOMY iH(pOpMAaIiHHOMY CepeIOBHIIII

Tema 2. Tndopmariiiina 6e3meka B €JIeKTPOHHOMY JTOKYMEHTOOOITY: pU3HKH,
3arpo3u, 3aco0u 3aXHUCTy

Tema 3. CtpykTypa, GYHKIIT Ta TUITA CHCTEM EJICKTPOHHOTO IOKYMEHTOOOITY
Tewma 4. Enextponnuit mudposuit mignuc (ELIT): mpaBoBi Ta TeXHIYHI aCIEKTH
Tema 5. Opranizamnis 30epiranas, apXiByBaHHS Ta 3HUIICHHS €JIEKTPOHHUX
JIOKYMEHTIB

3microBuii moayiab 2. bi3Hec-komyHikanii Ta nmdposi iHcTpymMeHTH
JOKYMEHTO000iry

Tema 6. OCHOBH ZiJIOBOTO €IEKTPOHHOTO JHCTYBAHHS: BUMOTH JIO CTHIIIO,
o(opMIIeHHS, €TUKET

Tema 7. KomyHikarist B unpoBoMy CepeIOBHILI: IEKTPOHHA MOIITa,
MECEH/IKEPH, BiJIe03ycTpiui

Tema 8. [HCTpyMEHTH CHIUTBHOI POOOTH Ta TOKyMeHTOO0O0ITy B KoMaHaax (Google
Workspace, Microsoft 365, Zoom To110)

Tema 9. IlpakTHyHe BOPOBAKEHHS CUCTEM €JIEKTPOHHOTO JIOKYyMEHTO00Iry Ha
HiTPUEMCTBI

Tema 10. [lepcriekTHBY pO3BUTKY €IEKTPOHHOTO JOKYMEHTO00Iry Ta Oi3Hec-
KOMYHIKaIliii B yMoBax nu@poBoi TpaHchopmarrii

MeToau HaBYaHHA

[liquac mpoBeAEeHHS JIEKLIH 3aCTOCOBYIOThCS TaKi METOOM HABYAHHS:
npeseHTaii y nporpami Microsoft Office PowerPoint, mosicnenHsi, 00roBopeHHs
TEOPETUYHHX MMUTaHb, JUCKYCii, UTIOCTPATHBHO-PO3AaTKOBUI MaTepiall.

[Tin yac npakTMYHUX (CEMIHAPCHKUX) 3aHATh 3aCTOCOBYIOTHCA TaKi METOIHU
HABYAHHSI: JIOTIOB1]li, TIChMOBE BUKOHAHHS IPAKTHUYHUX 3aHITh, TECTYBAHHSL.

MarepiajbHo-TexHiYHe
3a0e3meYeHHs]
HaBYaJbHOIL
TUCHHUILTIHA

KoMmm’'torepu 3 mporpaMHUM 3a0€3MeUeHHSM JUIsi BUKOHAHHS PI3HUX BHJIIB
ocBiTHBOI misutbHOCTI: Microsoft Office, BeO-Opay3epu, cuctemMa €IEKTPOHHOTO
nokyMmeHnToobiry M.E.Doc (HaBuanbHa Bepcisi), OHJIaH-CEpBIC E€IEKTPOHHOIO
00MiHy TOKyMeHTaMu «BdacHOY.

MynbTUMEIIHHUNA — TPOCKTOp, KOMIT'IOTEp ab0 HOYTOYK, BHKOPHCTaHHS
mwiaropmu Microsoft Teems ta Moodle myist TUCTaHIIIHOTO HABYAHHS

IToaiTHKH HABYAJILHOI
TUCHHUILTIHA

Ilonimuka w000 akademiunoi 0odpouecnocmi. JloTpUMaHHS —aKaJIeMiYHOI
noopouecHocti 3mp00yBavamu Bumoi ocBith HACOA € mepeaymoBOrO st
e(CKTUBHOTO OIAHyBaHHS pE3yJIbTaTAMU HAaBYaHHS 1 OTPUMAHHS ITO3UTHUBHOL
OLIIHKH 3 TOTOYHOTO Ta IiJICYMKOBOTO KOHTPOJIB. CKIIa70B1 MOJITHKY aKaIeMidHO1
JTOOPOUYECHOCTI PETIIAMEHTYIOThCS: [1on100icenHam npo akademiuny 000podecHicmy
Hayionanvnoi  axademii cmamucmuxu, o0MiKy ma ayoumy, 3ameeporHCeHuM
piwennam Buenoi paou HACOA, 26 uepBust 2026 p., mpoTtokomn Ne 15.

Bignosimno no IlonmokeHHST MPO BHYTPIMIHIO CUCTEMY 3a0€3MeYeHHs SKOCTI
ocBiTH B HACOA Ta Ilonoxxenns npo akaaemiuny noopouecHicte HACOA y
pa3i BHSIBJICHHS BHKJIQJadeM I[OPYIICHHS CTYJSHTOM HOPM Ta MPaBHII
aKaJeMi4HOi JO0OpOYeCHOCTI, BUKJIana4 3000B’s3aHUN 3aCTOCYBaTH HOPMHU
n.4.7.2 [Monoxenns npo akagemiuny noopoudecHicte HACOA.

Ilonimuka w000 eiogidysanna 3anamse. 3100yBadi BUIIOI OCBITH JEHHOI (hopMHU
HaBYaHHS 3000B’s3aHi BigBimyBaTH 3aHATTSA. [lOBaXHMMM TpUYMHAMH IS
BIZICYTHOCTI Ha 3aHATTAX € XBOpoOa, akajgeMidyHa MOOUIbHICTh abo0 iHII BUIIAIKU
BIZICYTHOCTI, SIKi TIATBEPPKEHI JOKYMEHTAIBHO. SIKIIO 3700yBad BHIOI OCBITH
BIJICYTHIM Ha 3aHATTAX 3 MOBAXHOI NPUYUHHU, BiH MPE3CHTYE BUKOHAHI 3aBIaHHSI
MiJi Yac CaMOCTIHHOI MIJrOTOBKM Ta BIAMOBITHO 10 Tpadiky KOHCYIbTAIIN
BUKJIa/Ia4a.

Ilonimuka w000 nepecknadannsa. 3n00yBadi BHINOI OCBITH  ITOBHHHI
JNOTPUMYBATHCSl TEPMIHIB BHKOHAHHS YCiX 3aBJiaHb, MEPEI0AYCHHX MPOTrPaMOI0
HaBYaIbHOI jauciminiiad.  JlikBimamis — akameMigHoi — 3aboproBaHoCTi  Ta
NepecKIIalaHHs 3aliKy MPOBOJUTHCS MICIs 3aKiHUEHHS eK3aMeHaliiHoi cecii 3a
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OKPEMHM PO3KJIAJIOM, CKJIaICHUM HAaBYAIbHO-METOAMYHUM BiJIILIOM HE Ti3HIIIE
HACTYITHOTO THYKHS MICIIA Cecii.

Ilonimuka w000 ockaprcennsn pezyibmamie oyinroéanus. SIko 3100yBad BULIOT
OCBITH HE 3TrO/IcH 3 OLIHIOBAHHSIM pIBHS HOTO 3HaHb BIH MOXE OCKapKHTH
BUCTaBJICHy BHUKJIaJayeM OI[IHKY Y BCTaHOBJIEHOMY TOPSIKY BIAMOBITHO JO
[TonoxeHHsT TPO oOpraHizaiilo OCBITHbOrO mpouecy y HarioHanbHili akagemii
CTaTHCTHKH, OOJIIKY Ta ayAWTy, 3aTBepkeHNM pireHHsM Buenoi paqgu HACOA, 24
kBiTHa 2020 p., mpoTokos Ne 8.
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KPUTEPIl TA METOJU OLIIHIOBAHHS

3a pezynomamamu cemecmpy cmyoeHm ompumye niocymkogy oyinky 3a 100-6anvHoro cucmemoro, sKka
PO3PAX0BYEMBCS SIK HAKONUYEHA CYMA OMPUMAHUX Oanie 3a 6Ci 6UOU NOMOYHO20, MOOYIbHO20 Ma
RIOCYMKOB020 KOHMPOJIIO.
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Ymosoto donycky 0o niocymrxosozco Kommponio € nHabpanHs 3000yeavem euwoi oceimu 35 oanie y
CYKYNHOCMI 34 6CiMa memamu OUCYUNTIHU.

Axwo 3a pe3ynomamamu MOOYIbHO-PeUMUH208020 KOHMPOJIIO CIYOeHm OMPUMA8 CYMApHY KilbKiCMb
banie 3a 06a 3micmosHi MO0y, Wo He nepesuwyye 34 danu, mo cmyOeHm 68aNCAEMbCI MAKUM, WO HE
BUKOHAB YCI 6uou pobim, AKi nepeodayaomvcs HABUANbHUM NIAHOM 3 Oucyuniinu «Enekmponnuil
00KYyMeHmoobie ma Oi3Hec-KOMYHIKayii» | Hanpasiaemvcs Ha NOBMOPHULL KYPC BUBYEHHS OUCYUNIIHU.

DopMH KOHTPOITIO Bunu naB4yansHoi poboTu OruiHIOBaHHA
Jlenna hopma HaBYaHHS
PoGora Ha nexmisx | -
HOTOYHMII PO6OT8; HA MPaKTUYHUX 3aHATTAX, Y T.4.: ‘ ‘
KOHTPO.Th - pO3B’si3aHHSI MPAKTUYHOTO 3aBJIaHHS Bin 0 no 4 6anis
- pO3B’sI3aHHS TEOPETUYHOIO Bix 0 10 4 6ais
3aB/IaHHA (TECTH) AV
MOJIYJbHUN MopynbHuii KOHTpoJib Ne | MakcumanbHa omiaka — 10 6amis
KOHTPOJIb MoaynpHu KOHTpOJib Ne 2 MakcumanbHa ouinka — 10 GamiB
MIACYMKOBUM . . .
KOHTPO.Ih 3aiik MakcumanbHa ouinka — 30 6amiB
3aouna opma HaBYAHHS
MNOTOYHUN PoboTa Ha neKIisx -
KOHTPOJIb Po6oTa Ha MpakTHYHUX 3aHATTSIX Bin 0 no 5 6aniB
KOHTPOJIBHA
POBOTA JJIs . . )
3AOYHOI ®OPMI TecToBHi1 KOHTPOJIH Bin 0 1o 70 Ganis
HABYAHHSA
MIACYMKOBUM . . .
KOHTPO.Th 3aiik MakcumanbHa ouinka — 30 6amiB
Illkajia ouiHIOBAHHSA 3HAHB 3100yBa4iB BUIOI OCBIiTH
Ouinka 3a Ouninka
HALIOHAJIBHOK |B 0ajax
INKAJIOI0 Oumninka 3a mkajgow ECTS
3ajik Omninka IlosicHeHHs

3n100yBay BHUIIOI OCBITH JEMOHCTPYE BHCOKHH piBEHb 3HaHb
HAaBYAJIBHOTO Marepiady B o00Cs3i, IO BiIMOBiNA€E mporpami
IMCUUILUTIHM, JOCTaTHbO pPEalTi30Bye TEOPETUYHI IIOJIOKECHHS
IUCUUIUTIHA B MPAaKTHYHUX PO3paxXyHKaX, BHKOHAB MPaKTHYHI
90-100 A 3aBJaHHs BIAMIHHO a00 3 HE3HAYHOIO KIJIBKICTIO MOMMIOK. 3a 4ac
HABYaHHS TPU NPOBEAEHHI MPAKTUYHUX 3aHATH MPOSBUB BMIHHS
CaMOCTifHO ~ BHUpILIyBaTW IIOCTABJIEHI  3aBJaHHS, aKTHBHO
BKJIIOYATHCh B JMCKYCil, MOX€E BIJICTOIOBATH BJACHY MO3HIIIO B
3apaxoeano IUTAHHAX Ta PIIICHHSX, 1110 PO3IJIsIal0ThCS

3n100yBay BUIIOI OCBITH IEMOHCTPYE TapHi 3HAHHS, 100pe BOIOIIE
MaTepiajioM, IO BiIIOBIAa€ Mporpami AWCIMILIIHU, POOUTH Ha iX
OCHOBI aHajJi3 MOXJIMBHX CHUTyalliii Ta BMi€ 3aCTOCOBYBaTU

82-89 B TEOPETUYHI TOJIOXKEHHSI NMPH BUPIMICHHI NMPAaKTUYHUX 3ajad, aye
JIOMyCKa€ OKpeMi HETOYHOCTi. BMie caMOCTiHHO BUIPaBISTH
JIOTTYIIICHI TOMIJIKH, KUTbKICTh SIKMX € HE3HAYHOIO

74-81 C 3100yBay BUIIOI OCBITH B 3arajJbHOMY JOOpE BOJIOJII€ MaTEPiaioM,

3HAa€ OCHOBHI ITOJIOKCHHSI Marepiany, IO BiAIOBiTaEe Iporpami
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JTUCIUIUTIHY, POOUTH Ha 1X OCHOBI aHAI3 MOXJIMBHUX CHTYaIliil Ta
BMi€ 3aCTOCOBYBAaTHM TIPU BHUPINICHHI THUIOBUX MNPAKTHYHUX
3aBJ/iaHb, alie JOIMyCKae oKkpeMi HeTouHOoCTi. [loMunku y BiAMOBIAAX
Ta  pO3paxyHKaX HE € CHUCTCMHHMH. 3HA€ XapaKTEPUCTUKH
OCHOBHHUX IIOJIOKE€Hb, IO MAlOTh BH3HAYaJIbHE 3HAYCHHS IIPH
MPOBE/ICHH]I NPAKTUYHUX 3aHATH Ta MOSICHEHH] MPUHHATHX PillICHb,
B Me)KaxX JUCIUILIIHY, 1[0 BUBYAETHCS.

64-73

3100yBay BUIIOT OCBITH 3aCBOIiB OCHOBHHUI TEOPETHYHHIA MaTepial,
nepeadaveHuii  TporpaMor0  aucuuIniind.  [lpm  BupimieHH1
NPAaKTUYHUX 3aBJaHb JIOMYCKA€ 3HAYHY KUIBKICTh HEIOJIKIB 1
CYTTEBUX TIOMHJIOK

60-63

3nm00yBay BHILOI OCBITM Ma€ TEBHI 3HAHHS, MependavyeHi B
porpaMi JUCHHUILUIIHK, BOJIOJI€ OCHOBHHUMH IOJIOXKCHHSIMH, IO
BUBYAIOTHCA HA PIiBHI, SKUA BHU3HAYAETHCA SK MiHIMaIbHO
JIOMyCTUMHMA. 3 BUKOPHUCTAHHSIM OCHOBHHX TEOPETHYHHX
MOJIOKEHb, 3/M00yBa4 BWINOI OCBITH 3 TPYJHOIIAMH TIOSICHIOE
NpaBUjia BUPIMICHHS MPAKTUYHUX 3aBJIaHb TUCIMILUIIHH, BIJICYTHE
PO3YMiHHSI TIOPSJKY BUKOHAHHS 3aBJaHHS Ta B3aEMO3B’SI3KIB 3
IHIIUMH TUCLAILITIHAMU.

Hezapaxoeano

35-59

FX

3100yBay BUIIOi OCBITM MOXE BIATBOPUTH OKpeMi (hparMeHTu 3
Kypcy. He3Bakaroun Ha Te, IO Mporpamy JUCHUILIIHU 3100yBay
BHIOi OCBITM BUKOHAB, MPAIIOBaB BiH IMACHBHO, HOTO BIIIOBIII
T Yac MPaKTUYHHX POOIT B OUIBIIOCTI € HENpaBUILHUMH,
HeoOTpyHTOBaHUMHU.  LlimicHiCTP  po3yMiHHA — Mmarepiany 3
JTUCHUILTIHY y 3100yBava BUIOT OCBITH BiACYTHI. 3100yBau BUIIO1
OCBITH Ma€ MOJIMBICTh TIOBTOPHOTO CKJIAITaHHS

1-34

3100yBay BHUIIOI OCBITH MOBHICTIO HE BUKOHAB BUMOTH IPOTPAMHU
HABYAJIbHOI TUCHMIUIIHA. MOro 3HaHHA Ha MiJICYMKOBHX €Tamax
HaB4yaHHs € pparMenTapHuMu. OOOB’I3KOBHI MOBTOPHUIN KYpC

PosrisinyTO Ta 3aTBepakeHO Ha 3aciiaHHi kadeapu 00Ky, ayAuTy Ta onoaaTkyBaHHs. [Iporokon No
1 Bix 28 ceprius 2026 p.




