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Onuc HaBYAJIbHOIL AU CIIUILTIHU

Mera BuUBUeHHA

HAaBYAJIBHOI JUCIMILTIHN  |Gisyecom

HaOyrrs MailOyTHiMH (QaxiBISIMH TEOPETHYHHMX 3HaHb, BMiHb Ta IPAaKTUYHUX HABUYOK 3
CKJIaZIaHHs Ta 00pOOKM OyXranTepchKoi JTOKYMEHTallil, a TakoXk 11 BUKOPUCTaHHS B YIPaBJiHHI

TpuBasicTb 90 ron.)

5 kpeautie €EKTC/150 ropun (nexuii 20 roa., npaktuyi 3ausaTts 40 rof., camoctiiiHa poboTa

dopmu Ta MeTOAU
HaBUaHHA
OIUTYBaHH:A

Jlekiii Ta MpakTH4HI 3aHSATTS B ayAMTOpil Ta BWIi3HI 3aHATTSA, CaMOCTiiiHA poOOTa 032
[PO3KIIa/IOM, HABYAIBHI JAUCKYCIl, METOJM YCHOTO KOHTPOJIO i CAMOKOHTPOJIIO, 1HAUBIAyaIbHE

CucreMa HoTOYHOTO Ta
Ii/ICyMKOBOT'O KOHTPOJIIO

[ToToYHMI KOHTPONB: BiABIAYBAaHHSI 3aHATH, 3aXHCT JOMAIIHBOTO 3aBIAHHS, OOrOBOPCHHS
MaTepiajly 3aHsATh, BUKOHAHHS HAaBYaJbHUX 3aBJaHb; JOMOBII Ta Mpe3eHTallli, iX 00roBOpeHHS
TECTYBAaHHS; IOTOYHA MOAYJIbHA POOOTa

[TincymkoBmii koHTposb: [IMK

MoBa BUK/IaJaHHA YKkpaiHcbka

Ilepesrik KOMIIETEHTHOCTEH, AKi 3a0e3eUye fJaHa HABYAJIbHA JUCIUILTIHA, IPOrpaMHi
pe3yJIbTAaTH HABYAHHA

IIporpamui pe3ya1bTaTH HABYAHHS

KoMneTeHTHOCTi, IKHMH MTOBHHEH
OBOJIOZITH 3100yBay

[MP02. Po3ymitn wmicme 1 3Ha4eHHS  OOJIKOBOI,
AHAJIITUYHOI, KOHTPOIIbHOI, ITONATKOBOI Ta CTATHCTUYHO]
cucreM B iH(poOpMamiiHOMY 3a0e3ledyeHHI KOPHCTYBadiE
00TIKOBO-aHAMITHYHOI iH(pOpMaIii y BUpilIeHH] TPOOIIeM E
chepi  comiambHOI,  E€KOHOMIYHOI 1  EKOJIOTiYHO]
BiIMTOBiTAIEHOCTI ITi IIPHUEMCTB.

[MTP03. BusHawatu CyTHICTH OO0’ €KTiB O0OJiKy, aHami3y,
KOHTPOJIO, ayIUTy, OIIOATKYBAHHS Ta PO3YMITH iX OB i
MiCIle B TOCTIOAPCHKIH JisSUTEHOCTI.

[1P06. Po3ymiTé 0COONMBOCTI TPAKTUKH 3IHCHEHHS
00JIiKy, aHali3y, KOHTPOJIIO, ayJUTy Ta ONOJATKyBAaHHSI
MiSUTBHOCTI  IANPHEMCTB  PI3HUX  (OPM  BIACHOCTI,

OpraHi3amifHO-IPaBOBHX (OPM TOCMOAAPIOBAHHA Ta

3KO01. 3gaTHiCTh BYUTHCA i OBOJIOIIBATH Cy9aCHIMH 3HAHHIMU,

3K08. 3HaHHS Ta pO3YMIHHA NpPEAMETHOI OONACTI Ta pPO3yMIHHS
podeCiifHOl MisITHHOCTI;

3K11. HaBHYKM BHKOPHCTAHHS CYYaCHUX IH(OPMAIIMHUX CHCTEM i
KOMYHIKaIlifHIX TEXHOJIOTIH;

CKO03. 3pgatHicth 10 BimoOpaxkeHHS iH(OpMAIll MPO TOCTOXAPCHKi
omepamii  cy0’ekTiB  TrocmojaproBaHHS B (piHaHCOBOMY  Ta
VIIPaBIIiHCEKOMY OOIIKY, IX CHCTeMaTH3aIlil, y3araabHEeHHS Y 3BITHOCTI
Ta iHTepIpeTamnii [y 33J0BOJICHHS iH(GOpPMAIiHUX MOTped ociO, mo
MIPUHAMAIOTh PilICHHS.

CKO06. 3giiicHioBaTi  OOJIIKOBI ~NpomeAypH 13 3aCTOCYBAaHHSIM
crierianizoBaHux  iHGOpMamiHHUX  CHCTEM 1  KOMIT FOTepHHX
TEXHOJIOTIH.
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BUIB EKOHOMIYHOI JIsUIGHOCTI.

[TP0OS. Po3ymiti opraHi3amiiHO-eKOHOMIYHHI MeXaHi3V
YIIpaBIIiHHS MiANPUEMCTBOM Ta OLIHIOBATH €(EKTUBHICTE
NPUAHATTA ~ pilleHb 3  BUKOPHUCTAHHAM  OOJIIKOBO-
aHaJITHYHOI iHpopMarii.

TeMaTHUYHUNI IVIAH HABYAJIbHOI AUCIMILTIHIA

Ha3Ba TeMu

Buau po6ir

3aBaaHHA CAMOCTIHHOI pO0OTH Y
po3pisi rem

Monyis 1. OcHOBH GyXTajITEPCHKOTO TiJI0BOACTBA

Tema 1. Cyraictp 1
3HAYEHHS OYyXIraJaTepChbKOro
JIJI0BOJCTBA

BinBinyBaHHS 3aHATH; 3aXHCT JOMAIIHBOI'O
3aBJlaHHs; OOTOBOPEHHS Martepiany 3aHsTh;
BUKOHAHHS HABYAJIbHUX 3aB/IaHb; 3aBAAHHS
CaMOCTIHOT pOOOTH; TECTYBaHHSI.

Jati  XapaKTEepUCTHKY  HOPMATHBHO-TIPABOBUX
aKTiB, SKUMH PETYIIOETHCSA MOPSIIOK JOKYMEHTAIIiT
B OyXraJTepcbKoMy OOJIKY.

Tema 2. CyTHicTb 1 TOpSA0K
CKJIaJiaHHs TIEPBUHHUX Ta
3BEJICHUX OyXraJlTepChKUX

BinBigyBaHHs 3aHATh, 3aXUCT JOMAIIHHOIO
3aBJIaHHs;, OOrOBOPCHHS Martepiaily 3aHsTh;
BUKOHAHHS HABYaJIbLHUX 3aBJaHb, 3aBJaHHSI

[MixroryBatu pedepar Ha onny 3 Tem: «Poib
MEPBUHHHUX JIOKYMEHTIB B YIIPaBIiHHI Oi3HECOM»
a6o «Hacnigku BiACyTHOCTI IEpBUHHHX

JIOKYMEHTIB. CaMOCTiifHOi poOOTH; TeCTyBaHHS. nokymentiB y ©OIT»
Tema 3. B3aemo3B's30k Mixk | BinBimyBaHHS 3aHATH; 3aXUCT AOMAIIHBOTO | 3MiMCHUTH MOPIBHAHHS (HOPM OyXTraaTepCchbKoro
OyXTaJITepChKUMHU 3aBJIaHHsA; OOTOBOPEHHSI MaTepialy 3aHsATh; | OOIIKY.

JIOKYMEHTaMH, 0OJiKOBUMU
pericTpamMu i 3BITHICTIO.

BHUKOHAaHHS HaBYAJIbHUX 3aBJAaHb, 3aBJIaHHS
CaMOCTiliHOI Po0OOTH; TEeCTYBaHHS.

Tema 4. OcHoBHU opraHizarii

BinBigyBaHHS 3aHATh; 3aXKCT JIOMAIIHLOIO

[MinroryBatn pedepar Ha Temy «IIpobiemu Ta

JIOKYMEHTOO00ITY Ha | 3aBJIaHHs; OOTOBOPEHHsI Marepiaily 3aHsTh; | HEePCIEKTHBU BIIPOBAKEHHS €JIEKTPOHHOT' O
T APUEMCTBI. BUKOHAHHS HAaBYaJbHUX 3aBJIaHb; 3aBJIAHHS | JIOKyMEHTOOOIrY»
BumnpasieHHs TOMHIOK Y CaMOCTIifHOT poOOTH; TeCTyBaHHS.
OyXTraJITepChKIX
JOKYMEHTaX

Mopuy.asb 2. [IpakTuyHi acneKTH 0yXrajTepcbKoro AiJ10BoACTBA
Tema 5. JlokyMeHTyBaHHS BinBinyBaHHs 3aHATH; 3aXUCT AoMamHbOro | Pospobutn  rpadik  moKymMeHTOOOIry — OZHOrO
roCIONapChKUX Orepalliii 3 | 3aBJAaHHSA; OOTOBOPEHHS MaTepially 3aHATb; | IEPBUHHOIO  JOKyMEHTy (Ha  BHOIp), sKwif
OCHOBHMMH 3aco0aMu Ta | BUKOHAHHS HAaBYaJbHHUX 3aBJaHb; 3aBIAHHS | MIATBEPIXKYE PyX  OCHOBHHUX  3aco0iB  abo
BHUPOOHUYINMHU 3amacaMM | CaMOCTiIHHOI poOOTH; TeCTyBaHHI. BHPOOHHYHX 3aMaciB.
T APUEMCTBA. Hamatn pexoMeHmamii IMOXO  yHOCKOHAJIEHHS

(hopMH TIEpBHHHOTO JOKYMEHTY (Ha BHOIp), SIKHA
MIATBEP/IKYE PyX OCHOBHHX 3aC00IB 2060
BUPOOHUYHX 3aIaciB.

Tema 6. JlokymMeHTyBaHHA
orepaniif 3 pyxy rpoIIOBHX
KOIITIB, 32 PO3paxyHKaMH 3
MiI3BITHUMH 0CO0aMH

BinBinyBaHHs 3aHATH; 3aXHCT JIOMAITHBOTO
3aBJIaHHS; OOTOBOPEHHsI MaTepially 3aHsTh;
BUKOHAHHS HAaBYAJIbHUX 3aBIaHb; 3aBIaHHI
CaMOCTIHHO{ pOOOTH; TeCTYBaHHS.

Tema 7. IlepunHi
JOKYMEHTH 3 OOJTIKY Iparii i
3apo6iTHoi iatu. Kagpose
JIJIOBOJICTBO.

BinigyBaHHS 3aHATH; 3aXHCT JOMAIITHBOTO
3aBJaHH, OOTOBOPEHHS MaTepiany 3aHSTh;
BHUKOHAHHS HaBYAJIbHUX 3aBIaHb; 3aBJaHHS
CaMOCTIHHO{ pOOOTH; TeCTYBaHHS.

Po3pobutu  rpadixk  JOKyMEHTOOOITY  OTHOTO
MEepBUHHOTO  JOKYMeHTY (Ha  BuOip), sKuii
MIATBEPIXKYE  PyX  TPOIIOBHX  KOIITIB  abo
PO3paxyHKH 3 ebiTopamm.

Hamatm pexkomeHmamii mIOmO0  YAOCKOHAJIEHHS
(opMHu TIEpBUHHOTO JOKYMEHTY (Ha BHOIp), SKUI
MATBEPIKYE  pyX  TpPOMOBHX  KOWmTIB  abo
PO3paxyHKH 3 ebiTopamm.

Po3pobutn  rpadik = JOKyMEHTOOOITY  OJHOTO
KaJpOBOT0 TOKyMEHTY (Ha BHOIp).

Hamatm pexkomeHpmamii OO0  yAOCKOHAIICHHS

(opMH TIEPBUHHOTO KaJIpPOBOTO JOKYMEHTY abo
NIEPBUHHOTO JIOKYMEHTY IIOJI0 PO3PaXyHKIB 3
oInIaTy Tpari (Ha BUOIp).

Tema 8. @inancosa
3BITHICTH SIK JDKeperio
iHpopMamii I MPUAHATTS
YIIPaBIIHCHKHX PillICHb.

BinBigyBaHHS 3aHATH; 3aXHCT JOMAITHBOTO
3aBJaHHs, OOTOBOPEHHS MaTepiairy 3aHsTh;
BUKOHAHHS HaBUAJIBHHX 3aB/IaHb; 3aBJaHHS
CaMOCTIHHOI pOOOTH; TECTYBaHHS.

JaTtu xapakTepucTUKy pi3HUX (opM PiHAHCOBOI
3BITHOCTI.
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IIporpaMHe 3a0e3meueHHA HABYATbHOL AUCIIUILTIHA

e  Tlaker mporpamuux npoayktis Microsoft Office.

ITosiTHKA BUBYEHHA HABYAJIBHOI JUCIUILIIHU Ta OLIHIOBAHHSA

MoniTuka ouniHwBaHHs 3100yBa4yiB BUIIOI ocBiTH. P0o0OOTH, SIKI 31aI0THCS 13 TOPYHICHHSM TEPMIHIB 03 MOBaKHUX MPHUYHH,
OLIHIOIOTHCS Ha HIDKYY OIIHKY (75% BiJ MOXJIHMBOI MaKCHMalbHOI KiJIbKOCTI 0anmiB 3a BuA AisuibHOCTI). IlepecknamanHs MomysaiB
BiJIOYBAETHCSI 32 HASIBHOCTI MMOBAYKHUX TPUYKH (HATPUKIIAJ, JTIKAPHIHUM).

o IlosoxkenHsi mpo opraxizauico ocBiTHboro mpouecy https://puet.edu.ua/wp-content/uploads/2023/06/polozhennya-pro-
organizacziyu-osvitnogo-proczesu-1.pdf

e JlonoxeHHs1 NPO MNOPSIAOK Ta KpuTepili OUIHIOBaHHA 3HAaHb, BMiHb Ta HABHYOK 3100yBadiB BHIIOI OCBiTH
https://puet.edu.ua/wp-content/uploads/2023/07/polozh_por_kryt_ocinyuvannya.pdf

o Ilopsmox  aikBigamii  3m00yBayamMm  BHIIOI  ocBiTH  akamemiuHoi  3aGoprosanocti  https://puet.edu.ua/wp-
content/uploads/2023/07/por-likvid-akad-zaborgovanosti.pdf

o TloxiTuka mono BinBinyBanns. Hapyanus BinOyBaeThes B peKUMi OH-JIAMH 32 JIOMIOMOTOI0 TUCTAHIIIMHUX TEXHOJOTIH.

MoniTuka moxo akagemiuHoi mo0poyecHocTi. 37100yBad MOBHHEH JOTPUMYBATHCS MPUHIHUIIB aKaJeMIuHOI JOOpPOYECHOCTI,
30KpeMa HEJOMYIIEHHs] akaJeMiqHoro riariaty, Qanbcudikanii, Qabpukaliii, CnUCyBaHHS IMiJ 4Yac IOTOYHOrO, PYODKHOrO Ta
MiICyMKOBOTrO0 KOHTpoN0. CHHCyBaHHS il 4ac KOHTPOJBHUX POOIT Ta MOTOYHUX TECTIB 3a00poHEHi (B T.4. 13 BUKOPUCTAHHAM
MOOIUTPHHX JeBaiiciB). MoOIifbHI TPHCTPOI JTO3BOJISETHCS BUKOPHCTOBYBATH JIMINE ITiJi 4ac OH-JalH TECTyBaHHS Ta MiJATOTOBKH
MPAaKTUYIHUX 3aBAaHb B mporeci 3auatTs. B I[IYET nirots:

¢ Konexkc uecti ctymenTa (https://puet.edu.ua/wp-content/uploads/2023/07/kodeks_chesti_studenta.pdf).

o Tlonoxenns npo aKajieMiuHy A00pOYECHICTH (https://puet.edu.ua/wp-
content/uploads/2023/07/polozh_akadem_dobrochesnist.pdf).
o Tlonoxenns npo 3amo0iraHus BHIAAKIB aKaJeMiqHOro nJariaty (https://puet.edu.ua/wp-

content/uploads/2023/07/polozhennya-pro-zapobigannyavypadkam-akademichnogo-plagiatu. pdf)

o JloniTuka BU3HAHHSA peSy.l'leaTiB HaBYaHH{ BUSHAYECHA TAKUMU JOKYMEHTaAMHU:

o TlonoxkeHHSsI MPO MOPAIOK Nepe3apaxyBaHHs pe3y/bTaTiB HABUAHHS, 3100yTHX B iHO3eMHHUX Ta BiTUM3HAHHUX 3aKJIagax
oceitu (https://puet.edu.ua/wp-content/uploads/2023/07/polozh_por_perezarah_rez_zvo.pdf).

o TlosoxkeHHs npo aKajieMiqHy MOOLILHICTH 3100yBayviB BHIIOL ocBiTH (https://puet.edu.ua/wp-
content/uploads/2023/07/polozha_pro_akademichnu_mobilnist.pdf).

o TlonoskeHHS1 MPO MOPAJOK BU3HAHHSA pe3yJbTATIB HABYAHHA 3100yTHX HLISAXOM HedopMabHOI Ta/ado iHGopmaabHOI
ocitn  nocunanns,  (https://puet.edu.ua/wp-content/uploads/2023/07/polozhennya-pro-poryadok-vyznannya-rezultativ-navchannya-
zdobutyh-shlyahom-neformalnoyi-ta-abo-informalnoyi-osvity.pdf).

IMosniTnka BupimeHHsT KOH(IIKTHUX CUTYaLii:

o Tlosoxkenns npo IpaBuia Bupimenns koHdJikTHuX cutyauiid y IloaraBcbkomy yHiBepcuTeTi ekOHOMIKH i TOpriBJIi
(https://puet.edu.ua/wp-content/uploads/2023/07/polozhennya-pro-pravyla-vyrishennya-konflikinyh-sytuaczij-u-puet. pdf)

o TlonokeHHs] OpO ameJsiHil0 pe3yJbTATiB MiACYMKOBOro KOHTpoaw y dopmi exzameny (http://puet.edu.ua/wp-
content/uploads/2023/07/poloz_pro-apel_pidscontr.pdf)
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¢ VYinoBHOBa:keHa 0co0a 3 MUTaHb 3amobiraHHs Ta BusBjienHs xopymuii (http://puet.edu.ua/zapobigannya-ta-protidiya-
korupciyi/).

IMoniTHKa MATPUMKH yYACHUKIB OCBITHLOTO IIPOLIECY:

o Ilcuxonoriuna mixrpumka B ITYET: (http://puet.edu.ua/psyhologichna-pidtrymka-v-puet/).

e VYnoBHoBaxkeHuii 3 mpaB cryaeHtiB [IYET (_http://puet.edu.ua/other-divisions/studentskyj-
ombudsmen-upovnovazhenyj-z-prav-studentiv-puet/ )

Be3nexa ocBiTHBOr0 cepenoBuma: [ndopmariist npo 6e3nednicts ocBiTHROro0 cepenonumia [TYET HaBenena y Briraani «besneka
KUTTeisuIbHOCTI» Nttp://puet.edu.ua/pro-puet/bezpeka-zhyttyediyalnosti/

OuiHIOBaHHA
HiZ[CYMKOBa OIIiHKa 32 BUBUEHHS HABYAIILHOL }II/ICHI/IHJ'IiHI/I PO3paxoOBYETHCA UCPE3 IMOTOUHE OHiHIOBaHHSI
. MaxcumajabHa
Buau poo6ir . . .
KLIBKICTH OaJ1iB

Monyne 1 (temu 1-4): BimBimyBanHs 3aHATH (3 6aiu); 3aXHUCT JOMAIIHBOrO 3aBaaHHs (3 Oamw);
obroBopeHHss Marepiany 3aHsaTh (3 Oayiu); BHKOHAHHS HaBYalIbHMX 3aBaaHb (3 Oanau); 3aBIAHHS 50
camocriitHoi pobotu (3 Gann); TecryBanHs (5 OaniB); moroyHa MoxyibHa podota (30 GaniB)

Monyne 2 (temu 5-8): BingBimyBanHs 3aHsaTh (3 Oanu); 3aXHCT JOMAIIHBOrO 3aBmaHHs (3 Oann);

00TOBOpEHHsT Matepiany 3aHaTh (3 Ganu); BUKOHAHHS HABYAIBHUX 3aBlHaHb (3 Oaiu); 3aBIaHHS 50
camocrtiitHoi pobotu (3 6asm); TectyBanus (5 OaniB); motTouHa MoayiIbHa poboTa (30 GamiB)
Pazom 100
IIIkasia oIiHIOBAHHA 3100yBaviB BHIIO1 OCBITH 3a pe3yJIbTaTaMU BUBYEHHA HABYAJIBHOIL AV CIUILIIHA
Cyma O6astiB 3a BCi BUIU Owinka 3a . .
HaBYaJIbHOI AiAJIBHOCTI mkaiowo EKTC Oninka 3a HaIOHATLHOIO HIKAIOIO
90-100 A BinMinao
82-89 B Hyxe nobpe
74-81 C Jobpe
64-73 D 3a10BIIILHO
60-63 E 3a10BIJILHO IOCTATHBO
35-59 FX He3a0BisIbHO 3 MOMKIIMBICTIO TIOBTOPHOTO CKIIA/IAHHS
0-34 F HesanoBinsHo 3 060B’5{3K0.]'31/IM MOBTOPHUM BUBYEHHSM
HABYAJIbHOI JUCLIATITIHI
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