




I. OIII4C HABTIAIbHOI TIICIIVTIIIHI4

Harna HaBqa,'Ibuoi Altcuu n,riu u

Craryc

{Dopna HaBqaHHr

Ki,ruxicrb KpeArrrie €KTC I roprn

Iugll nigyad'rbHe 3aBAaH Hr (rcypconu fr

Hae.Ia,'IsFIa [paKTHKa 3 KoMfr' rorepuoi

rexuircu

06oe' s:xoBa KoMtroHeHTa

oc eirF{ so-npo$eci fi uoI nporpaur.r

.[eHHa

yrcpaiHcsxa

1,5145

He nepeg6aLreHo

3axucm seimv

rrpoexT, r(ypcoBa po6ora)

Oopma KoHTpoirro

Moea BHKr.IaAaHHfl



2. META TA 3ABAAHHfl HABTTAIbHOI f,VtCtIt[[IIHI4

Mera <<Hasqa,TsnoT [paKTI{Krr 3 rcoun'rorepuoi rexuirclr>> - [paKTHqHe

oeo,'IoAiHHq cryAeHTaMLt HaBI4LIKaMra po6oru 3 ocHoBHHMH cKJ'raAoBr4MI4 cyqacHoro

flporpaMHoro ga6e:[eLIeHH, Kourt'torepin, o:uafioNr,reHH.q 3 ocHoBaMri rexHo,roriI

po:s'r:ynaHH, 3aAalr 3a AofloMororo rcourn'rorepa, rror.r14Harc.{ri ei,r ix nocrauoercH ia

no6yAonu siAnosiAurax iusoplaaqiirurax nao:re,refr i :aaepruyroqu inrepnperauiero

pe3ynbrarlB, orprzMaHr.ix 3a AonoMofoto Kotvlrt' Iorepa.

3aeAauHq (HaBqansuoT rrpaKTuKH 3 KoMrr'rorepHoi Texuixu>>:

- po3BHTorc loriquoro ra aua,riruquoro MHCTeHH, Ta ocHoBHHx auAis po:ynaoeol

Aiq,'rsHocri: yHainur BHKopHCToByBaTH AeAyKuiro, aua,ri:, po6uru BHCHoBKH,

y3afanbHeHHr,

- $opryBaHH, npaxruuuoi 6azu 3HaHb u-roAo nporlecie ileperBopeHHq,

roAaBaHHq ra BHI(opricraHH, iu$opnrauii, a raKox cnoco6ie opraui:aqii 4aHux,

po3r(pr4rr, 3HaqeHHr iu$opnrauifruux npouecie y $oplryeauui cyvacuoi cucreMHo_

ir-rSopvauifrHoi KapruHH ceiry, po3KpHrrq

po3BHTr(y cyqacHoro cycn i,r scrBa.

po,ri iu$opuauifrnux rexuo,roriil B

ilpou.. BHBqeHH, Attcuunriun cnpriraoeaHr.rfi Ha Qopuynauur erenaeHrie

HacryrtHHX KoMrrereurHocrefi :

3K5. 3aaruicrs 3acrocoByBarr4 3HaHHq B [paKTHr{HHx qaryarlirx.

3K6. 3aaruicrs BHKopr4croByBarr4 in$opnaauifrHi ra xouyuircaqifiui rexHo,rorii.

3K7. 3aarsicru Ao rronryr{y, oSpo6neHnr ra aHa,ri:y iusopuaqii : pi:Hnx

Axepen.

3K 9. 3Aaruicrr, BLIHTV:A i oeo,'roAiBarr4 cyLracHHMH 3HaHHqMH.

CK1 l. 3larnicrb 3acrocoByBaru npaBr4ila o$opna,reunr ynpanniHcbKgx

4oxyveurie.

y pe:yrrsrari B14BLIeHH, Hanqar-rsuoi 4rzcqun,riuu $opnayrorsca nporpavni

pe3ynbraru HaBqaHHr signoeiAuo lo OtltI:
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PH3. Bo,ro4irn AepxaBHoro ra iHoseNaHoro MoBaMH y npo$ecifiHifi Ais,,rsuocri.



PH6. Bu rcopracroByBarH cyuacu i insopuaui fi H i i rconayrr i xa[i il Hi rexHoJ'rorii a,'rs

po:e'laaunr npo$ecifi Hnx 3aBAaHb.

PH10. /[euoncrpyBaru HaBI4LIKT4 cavocrifrsoi po6oru, KprrrHKH i cavorcprarvKr4,

ei4rcpHrocri ao HoBHX 3HaHb.

PHl l. 3lificnrosaru rroruyK, z6upauun, o6po6JreHHfl it aHa,ri:ynauur

iHSopnaaL(ii y npo$eciilniil Aiq,rsuocri.

Ovixyeaui pe:y,ruraru HaBqaHHq:

Bcryn. 3ara,rsui ni4onrocri oQopm,reHHq loxymeurie.

- 3Harv:aralsHi Bt4MofH Ao O$OpUJreHHr CrOpiHOrc B AOKyMeHTaX.

- opie HryBarHC, no :uicry noKyMeHry.

- 3Harv rxi icuyrorb 3arar,rbHi percni:rarv AoKyMeHTa.

Teua l. lorcynreuru uoAo oco6oeoro cK,'raAy. Aero6iorpaein, pe3rcMe,

3aqBa, xapar(TeptrcTI| Ka.

- sNairr{ crBoproBaru noKyMeHTr4 uono oco6osoro cKnaAy

aero6iorpa$iro, pe3roMe, 3aflBy, xapar(repHCrHKy.

Teva2. Aoeiarcoeo-iuQopmauifiui Aor(yMeHru. foniAKor AotroeiAHa 3arrHcKat

TIOfl CH TOBAJ'I bHA 3A II HCKA.

- BMrrH crBoproBarr4 AosiArcoeo-iudlopuaqiirHi AoKyMeHrH Aoeilr<y,

AonoeilHy 3arlHcr(y, I1orcHroBanbHy 3anHcKy.

Teua 3. focnolapcbKo-Aoroeipui Aor(yMeHru. f,oroeip npo HaAaHHq rroclrryr,

rapaurifruufi ,rucr.

- eN{iru crBoploBarH rocnoAapcbKo-Aoronipui Aor(yMeHTr.r 4oronip
HaAaHH, rrocJ.tyr, rapaHriilu uit luct.

Tenra 4. Po:uopnqqi lorcynreHTrr. Harca:, po3rropqAxeHHfl.

- eN{irH crBoproBarH po3rropqlqi aoxyMeHTH - HaKa3, po3rroprAxeHHr.

3sir: flpar(Tr.rKu. Crc,raAaHHq :niry 3 rrpaKTrrKr.r

- eNairu cKnaAarn ra o0opvJr[oBaru seir: [paKTHKr4.
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3. IIPOI-pAMA HABTIAILHOI AUCUUIJIHI4

Bcmyn. 3azcuroui eidoyocnti orltopu,teHHfl doxy"veumie.

o0opna,reunr cropiHrcra. osopna,reuHr rr4rynbHoi cropinrcv. 3vicr

Aor(yMeHry. 3ara,rrni pexei:raru AoKyMeHra.

Te"us l. foxy"tteHmu u4odo oco1oeozo cntudy. Aemo1iozporpia, p$to.ue, 3ofl6o,

xspoKmepucmuK{t.

BHgua'{euuq ra rtpH3HaqeHHq 4orcyuenrie uroAo oco6oeoro cKnaAy.

Ha,raruryBaHH, apKyrua, norrie, cru,rie 4,rr eilnoeiAuoro Aor(yMeHry. flprax,ra4rz

oSopuneuur.

Te.wo 2. f,oeidxoeo-intpop,,naqiilui doxy.verumu. foeidxu, donoeidHo 3onucKo,

nofl c H to$ LTbH g 30 n uc Ku.

Bu:uaqeuus ra npH3HaqeHH, AoeiAxoeo-insopvauifrHux 4orynaeurie.

Ha,raruryBaHHr apKyua, no,rie, cru,rie 4rra eilnoeirFroro AoKyMeHTy. flpax,ra4u

oSopv,reHuq. CreopeHH, AoeiAxoeo-iHSopnaaqifiur.{x AoKyMeHrie. 36epexeHH, ra

npyK.

Te.wa 3. focnodopcuxo-dozoeipui doxyneuntu. f ozoeip npo uuduHHn noc"tt)/?,

zuponmifinufr tucm.

BH:HaqeHuq ra npH3HalreHH, rocnoAapcbKo-AoroeipHrzx gorcyueurie.

Ha,raruryBaHHq apKyua, no,rie, cru,rie g,rr eiAnoeiAHoro Aoi(yMerrry. flpux,raga

oSopla,renur. floruyx pexei:urie xonrpareurie 3a AonoMororo 6esxoruroBHoro

3arr.rry Ha cafiri Miuicrepcrea lOcrrauii VrcparHr.r

https://usr.lninj ust. gor'. ualcontent/fi'ee-search. CrnopeHH, no,rie Lilfl BBeAeHH,

pexei:urie 3a AortoMororo iucrpynaeury Ta6tuL\a. Crnopeuri, r-ocrroAapcbKo-

loroaipuHx troKyMeuris. 36epexeHHfl raApyK.
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Teus 4. Ponopndai doxy.weHmu. Huxtrs, posnopad)rceHHfl.

Bu:Haqeuuq rtp143HaLreHH, po3nopqALrrrx gorcyueurie. Ha,raLuryBaHH,

apKyua, nolie, crn,rie Elfl ei,rnoeilHoro AoKvMeHry. flpr.rrc,ra4u o$opna,reuHr.

Crnopeuufl po3rroprAqr4x AoKyMeHrie. 36epeNeHHr ra ApyK.

3eim 3 npuKmuxu. Crctcrdonrun zeimy 3 npoKmuKu

KonanonyBaHH, :eiry. Cx,raAauur :uicry :niry. 36epexeHH, AoKyMeurie ua

KoMrl'rorepi. flpucnoe uHa AoKyMeHraM HoMepa, eirrnoeilFro Ao suyrpiruutoro

po3nopqAny. Creopeuur pe€crpy u_ra6,ronie loxyveHrie ra peecrpy crBopeHhx

4oxynaenrie. Creoper-*rr KoJIoHrrary,rin. Ha,raurryBaHH, napaverpie ApyKy il.ilfl
oKpeMHX AoKyMeHrie ra A,,rs seiry e ui,rovy. Apyrc :eiry 3 rrpaKrHKH.

TA
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s. rrEpEIrK tIr4TAHb AJfl OUIHTOBAHH' PE3yIbTATIB

HABI{AHHfl

1. .f rc ua,raruryBaru noJ'rfl ra rupusr An, crBopeHH, aero6iorpa0ii e word?

2. flxi cru,ri @opvarynaHH, BHKopHCroByBarH Anfl 3aronoexie i ocHoeHoro
reKCTy pe:ronae?

3. -frc npaaraJ'rbHo eupizunu reKcr 3aflBlr npo nprziioM Ha po6ory e Word?

4. flx ecraeutu raltaqro B AoKyMeHT a,,rr o$opMr'reHH, xapaKTep ucrltKt4
npaqinuuxa?

5. -fxul,t LtttHoM BHKopHCToByBaTH SyHxr-(irc aBToMarHLrHoro crBopeHHq cnucxie
An, crpyKrypoBaHoro pe:ronae?

6. ff,x HanauryBatu ua6noH Ax, crBopeHHr 4oni4rcu e Word?

7. -fr erarcopHCToByBarH HyMepoeaui crrr4cKr4 An, crBopeHH, crpyloypoearrol
nonosiAr{oi :anucrca?

8. ,flrc AoAarr.r npuuirxu a6o BHHocKr4 B norcHrona,rrnifr :anacui?

9. -fx ua,raruryBarz't aBToMarHqHy BCTaBKy narn e aoaiaqi a6o noscuroea,rrHifi
ganHcui?

10.,f r<i HanarxryBaHHfl An, Apyr(y r,oKyMenra norpi6Ho eraxopncroByB arv Lnfl
orrru MaJr bHoro BH BeAe H Hq Ao eilrcoeo- i H Sopnrau i fi nux 4oxyu euri n?

I 1.-fx crBopr4TH ra6,ruuro rxn, BBeAeuur percsigurie KoHTpareHra B aoroeopi npo
HaAaHHq rrocnyr y Word?

12.flx 3acrocyBaru cru,ri .[n, 3aronoercie i ni4po:4i,rie y rapaurifiHovy,rucri?

13.-flr BCTaBHTH TeKcroBe none An, BBeAeuus :viHuvx Lalux (uanplrrc,rag, iveu
ra pexai:rzrie) y rua6,roH 4oronopy?

14.frc BI4KopHCToByBarH $ynrcuiro "finepnoch,'raHHq" An, AoAaBaHH, trocu,taHb
Ha pecypc n a6o :oeFriruHi AoKyMeHTu y aoronip?

I 5.-f x HarraruryBarr4 aBroMaruLr Hy nyvepauiro cropi HoK y rocnoAapc bKo-

4oroeipHr4x AoKyMeurax?

16.-f x crBoprz Tr4 3aroJroBoK An, HaKa3y 3 BuKopHCraHHrM SyHrcrrii cru,rie
3aroJ'roBKie y Word?

17.flx HanauryBaru [oJ'r, taa6zat]uAn, crBopeHH, HaKa3y 3 npaBtrnbHoro
crpyKryporo B Word?

18.-f rc AoAarr4 uuSpoenir niAnrac a6o uicue A,rq niAnucy rcepieuuKa B uarca:i?



19.flx BHKopr4croByBarr4 Syuxuiro "flonepe4uifr neper,rrA" :f,rq nepenipxu repeA

ApyKoM po3noprAqofo 4oxynaenra?

20.flx:6eperrrz AoKyMeHr y Sopnaari PDF g Word An, roAa,rbrrroro repecr4naHHq
po3n oprArl o fo Ao r(y Me HTa en eKTpo H Horo n o ruroro?

6. TEXHOJO|II HABqAHHfl TA METOAI4 AIATHOCTI4KI4

PE3YJ I,TATI B HABTIA H Hq

Texuo,rorii Hae.raHuq :

- cJ'roBecHufi naeroa (,'rexuiq, 4ucxycir, cnia6eciaa roulo);

- [paKTHyuui,t N{eroA (nparcrrauui :aHrrrr);

- Haor{HHfi ueroA (uero4 inrocrparlifi i naeroa AeMoHcrpauiir);

- po6ora 3 HaBqaJ'tbHo-MeroAlrt{Horo ,rireparyporo (rcoucnexryBaHHr, Te3yBaHHq,

aHoryBaHHq, peueH3yBaHHq, cKnaAaHHr peSepary);

- BlAeoMeroA y cno,ryveuHi : HoeirniNara iHrfopvaUiiluuyru rexHo,rorirnau ra

KoMr'rorepH14MH :aco6anaa HaBqaHH, (4racrauqifrui, MynbruMe aifi;5j, ee6-

opieuroraui roqo);

- caMocrifrua po6ora (po:e'r3aHHq :ae4anr);

- iHaueiayanbHa po6ora.

MeroAu ouiHroeauus:

- ycHe a6o naclMoBe orraryBaHHfl;

- rco,roxeiyv;

- TecTyBaHHr;

- KoMaHAui npoexrrz;

- pe$eparu;

- npe3eHraqii pe3ynbrarie eurcouaHux 3aBAaHb ra rrpr4r(naAHHx Aoc,ri,tNeHs;

- 3axHCT npaKTr.rqHr.rx po6ir;

- :arfiX;
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7. KPI,ITEpli OUIHIOBAHHfl pE3yJbTATIB HABTIAHHq

7.1. IIIrana ouiuroeaHHr pe3y,rrraris HaBqaHHq :a HauioHa.]'rr,Horo cgcreMoro:

Hauioua;rsua
IIIKAJA

Teopeluvua ttirroroexa flpaxruuui yuiHrrn ra HaBlrrrKtr

<<BiAlrisuo>

<f,o6pe>

<r3aAoei,'ILHo))

<HesaAoBiir[,Ho))

3lo5) eaq \rae r-rru6oxi. niuui.
cucreMaruqHi 3HaHHq ecix no-roxeHs
reopii. l\{oxe eiJsHo ct|oprry.rrcearu
3aKOHH. rrO.lOX{eHHq Ta rrpHHur.rnH.

BHKopHcloB)'e ;ro6yri 3HarrH, i

eMirrus y HecraruaprHr.rx cury,aqirx"
:,ta lrruii snpiuryaaru npo6,revui
rtHraHHr. Bi.tnoei]u supi:Haerrcr
ro,ljicrlo rfopnl,lroeaHu. -rolircoro.
re\'roHcrp),e rocraruiii pieeHr

3afa-.IbHeHHr 3rIaHb

3ro61eau suae i \{oxe car,tocriiauo
cSopvl';vrnaru ocHoeui 3aKoHr{ ra
npuHuHnH. HaBecTH rrpHK_ta.IH. a-'re

rre 3aBr+t.lH \,10I(e .loBecTH ir
calroc'riiiuo. 3ac'rocoByBarH 3HaHHq B

cral{-taprnH.\ cH 11 auilx. iioro
si,1noeilb .roriqHa" a-re po:1,uiHH, He

e \'3afatbHeHH\l
3.lo61eav ei,lreoprce ocHosHi
rroHrru i sr4:Ha.reHus r().pc.v. a,re

.rocHTb noBepxoBo. He eli,lirqroqH
B3a€rvro3B'r3oK nix HHMH. Moxe
cQopvl'"rrroaarr.r 3a Jono\{ororo
BUK.ra.laqa ocnoeHi no-to/heHH,
reopii. ;fon\ cKae rror{HjtKu. sxi
TIOBTIOK) \{rporc) CA\'IOCTIHHO

Br-rnpaBHTI.l He Nloxe

Bi:nosi:r ::o6ynaua npH
ni,1r'eopeuui HaaqairsHoro uarepiany
ereMeHrapHa. $parr,reHrapua. ),

LII_'IKOM ni.r,cr lns
car'rocrii;iuicrt. 3rro6y,ea.r rHaiiovHil
lHtxe 3 .lerKHN{H noHrfrqMH Ta
BH 3HaqeHltrr,r H K),pcy

3.lo6y sav canocliliHo po3B"r3),c
rufioei garlaqi pi:Hulul crroco6auu.
:laruuii rrpoauani:y'ealr
y3ara-rbHHrH orpHltaHuft pe:y;tral.
flp, sraKoHaHui rpaKrHrrHHX
3aBraHb cry.leHr .rorpHMversca ycix
BHMor. nepelSaueHux nporpaNloK)
Kypc)'. fioro rii eupi:Hrrcrscn
pauiouarr,Hicrtr-l. sN,{iuHqv
ouiHroealrl rlo\,rH,'lKH ii aHa-ri:lvsara

3\'IbTATH

31o61,eau cavocriiiHo po3B'r3\,c
r unosi laB,IarrHr. so"ro,rie 6a:oeli\,nr
HABHqKA\IH

npaKTHLIHtrX

calroc'riiruo o6paru \{erotr piureHHr"
aJe He 3aBlKjIH ztr.atHuf.i [poBecra
aHanis i 1,:ararsHeHH, pe3yilbrary

3ro61,eau MO)I(e po3B ,3arH
uairnpocriuri rHnoei 3aBraHH, 3a

BHKOHAHH'

3aB.laHb. \,lOXe

BL1flBtfl,€ :.rarsicrr
e.reveHrapHnil auanir

a-re He cnpovoNulrir
BH3HALIHTH ]\,ICTO.I

:a;la.ri. MoNe po6utvt
a-re He po:yuie

3pa3r(oM.

BUKOHyBaTH

onepauiil.
calrocrifiHo
po3B'r3aHH,fl

BHCHOBKI-I.

,trocrarHboro Mlporo verv po6ora

3.lo6yeau iHreprpeitca
ilporpaM. evie po:pi3lflrr ocHosHi
naueri iHcrpyr,reurir. BHKoHyBaTH
rrafirrpocrirui :tii 3a AouoMor.oK)
;{aHoro tlporpaM[]oro sa6e:neqeHHr.
3.lo6ysau MolKe Br.rKopHcroBVBarH
irporpaN{He :a5esne.teuH, iru[re Ha
pieHi no6yroBoro KopncrvBaqa. are
He Moxe cavocriiiuo BHKorrarH
3aBJaHi{r. TIOB.'3AIIC
po3B ,t3aHtln\,{ THtroBHx 3a.lall K}'pC}

l3

BITIIOB1II

3Ha€



7.2. [IIrara ouiuroeaHHq pe3y,rsrarie HaBqaHHfl 3a crrcreMorc €KTC:
Cyua 6a"trie ra

sci nnAH
sarqa"lruoi
nrflJbHocTl

90-100

82-89

74-81

60-63

35-39

Ouiuxa ra
trauioua;rslroro

tIIKaJO[O

eiANaisuo

ao6pe

3aAOBIJIbHO

He3aAOBinbHO

Ouisxa

Ouinxa la uKa.norc ECTS

floqcHeHug

Bi,rlri uHo ( silvi uHe tsHKOrraHHr jlH[re

3 He3HaqHorc xi;rrcicrro noi',lruox)

A)'Ne ,lo6pe (eHU{e cepe,tHboro pimrr

r xi"rsxoua nolri.r;rxav n )

/{o6pe (n ui;rovy npaBuxbHe

BHKoHaHH, 3 neBHoro rci.rtrcicrx-l

ueloirixie)

3anoeirruo ( uenorauo. ane :i 3HaqHoK)

He:aloei.rrHo (s r,{oNraeicrro

rroBropHoto cxlagauHl )

He:aloeijlsuo ( : o6os'q3KoBHM

rroBTopH HM BHBqerrHsN{ :tHcuun;ri uri )

xi:isrcicrrc Helo.a ir<ia )

[ocrarH to ( nurcoHauHr 3aAoBo.]rbHr€

ui uiva-tsunu nparepirv)

l-34

t4
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e. PEKOMEHAOBAHT AXEPETA rH(DopMAUri
Ocr-roaui Axepena iuQopnaauii:

1' I'o' 3asarcrrcuri. frporparua K)'pc), :a auoopov <ocuoefi ei:yansuoro rporpaMy saHHe> 1
Iurlropuarr'rxa ra iHrfopvauir'iui rexno-rorii B HaBqarbHHX 3aK,ra.rax. - 2006. ,\J,r4l5. - c.60-
68.

2' Microsoft word 2or3-2016: Haeqastruuirnoci6uurc ryrctratav: !.rvyrc c. tD. -
Tepr-roni'rr : Tepuoni,ruclxtltz uauioHa-n asuir rexHi.{uur7 yuinepcr4Ter inaeni
IeaHa fly,rrol, 2021. _ 294 c.

3' He'rro6oe B'o', Kypyua o.C. oqroeu iHsopMarrzr{fl. Microsoft word 2016
eneKrpoHuni.r uas.{alauui.t noci6Hrarc. Vxropoa: !BH3 yxHV, 201g. 96 c.: i,r.
: [E,rercrpouuafi pecypc]. _ peNuv nocryny:

lonov ixn i 4xepe,ra i n$opraauii:
l' Microsoft corporation, Iusopvauirini rexuo,rorii e nae.rauui (Hanva,rluo-

MeroAr4LrHzrT noci6nrarc), 10_l I xr. BaAaeHlLlarpyra BHV,2005.
lepNaeua yui$ircoBaHa cucreMa opraui:ar1iiluo-po:nopq,Aqoi Aoxy1,,eurauii
(ACTy 41 63 :2020): Bunaoru ao o0opnaJrrroBaHH, Aor<yveurie.
cyvacHe Ai,roeorcrBo: 3pa3r(H AoKyMeuris, 4i,roerzfr err4Ker. Iu@opvau is lns
4i,roeoi rctuuul vrc,raA.: H.f.fopro,rrcrc, I.A.Ka:ivipoea; 3a
pen.B.M.Bpiuuna. - K.:toai pa, 2007 .- 6g7c.
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