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OpraHisauia AoKymeHTauiiMHoro 3abe3neyeHHs ynpas/iHHA

Ypok 33

Tema: Ne 5. Yxnanauns oco6oBoi cipasu i BeieHHst 06.1iK0BOI JOKyMeHTAaii.
Tema ypoKy: I'pynysanns 10KyMEHTIB B 0COOOBIi CIIpaBi.

Mema: cipusatu GOpMyBaHHIO 3HaHb IPO MPaBUJIA CKJIaJaHHS
JNOKYMEHTIB; (OpMYBaHHS NMPAKTUYHUX YMiHb T2 HABUYOK
OOIpYHTYBaHHS OHATTS YIIPaBIIHHA AOKYMEHTali€0. Po3BuBaTu
JIOT1YHE MHUCJICHHS, YABY, 1HILIaTUBY, YBary. BUXOByBaTH KyJIbTypy
mparyi, IpamnearoOHICTh, IOBAry J0 JIFOAEH, 1K1 BAKOHYIOTh HaOUIbIII
MOIIMPEH] TPYIOBI MPOLIECH, IHTEPEC 10 NMpodeciid perioHy.
®opMyBaHHS 3HAHb YYHIB

Oco06oBa cpaBa - 11e CyKYIHICTh JIOKYMEHTIB, K1 MICTATh HAUIIOBHIIII
BIJIOMOCTI IIPO IpAaI[iBHUKA 1 XapaKTEePU3YIOTh Horo OiorpadiuHi, AUIOBI,
ocobwucTi sikocTi. BoHa mnocigae OCHOBHE MiCIIe Y CHCTEMI
MIEPCOHAJIBHOrO 00Ky IMpaliBHUKIB. Ha mifacTaBi JOKYMEHTIB, 1110
IPYIYIOTHCS B Hili IPOBOAUTHCS BUBYEHHS, A0OIp Ta BUKOPUCTAHHS
KaJIpiB yIpaBJiHHA. 3aBOJATHCS 0COOOBI CIIpaBU Ha KEPiBHUKA
HIANPUEMCTBA, KOT0 3aCTYIHHUKIB, HAYaJIbHUKIB BIIUIIB Ta CIIYyXO0, iX
3aCTYIHUKIB, MaT€pPi1aJIbHO BIAMOBIAAIILHUX OC10, CHEIIaTICTIB TOLIO.
OdopmimoeThes micis 3apaxyBaHHA MPaIiBHUKIB Ha pobory. CrioyaTky
110 0c0O0BOI CIIpaBM 3aHOCATH IOKYMEHTH, IO BiHOOpa)xaroTh MpoLecC
npuiiMaHHA Ha poOoTYy,

Oco6oBa crpaBa CKJIaJIa€ThCA 3 TAKUX JOKYMEHTIB:

1) nomatok 10 0coO0BOro JUCTKA 3 00JIIKY KaJpiB;

2) oco0oBHI1 TUCTOK 3 00JIIKY KaJpiB 3 ¢oTorpadiero mpariBHUKa
po3mipoM 4x6 cm;

3) aBTOOIOTpadis;

4) Kxorii JOKYMEHTIB IPO OCBITY, BUCHUH CTYIIIHb, MABUIICHHS
KkBaTidikalrii;

5) nepenik HayKOBUX Mpamp (AJis MPaliBHUKIB, KI MAIOTh YYCHHM
CTYIIIHb Y¥ 3BaHHS);

6) pi3HOrO pOAY XapaKTEPUCTUKH UM PEKOMEH/IALlIiHI JIUCTHY;

7) DOKYMEHTH, Ha OCHOBI SIKMX BUJAIOThCS HAKa3U MPO NPU3HAYCHHS,
NepEBECHHSI, 3BUIbHEHHS NpalliBHUKA (KOHTPAKT, OJJaHH, JIUCTH IIPO
NIepPEBEICHHS TOLIO);

8) Korii Haka3iB (PO3NOPSKEHB) PO MPUUHATTA (IPU3HAYCHHS ),
NEepEBEICHHS 3a 3BUILHEHHS Mpal[iBHUKa a00 BUIIUCKH 3 IIMX HaKa3iB;
9) mMaTepianu NpoOBEIECHHS aTeCTAallil;

10) onuc TOKYMEHTIB.

[IuTanHs Ay KOHTPOJIIO:



1. IIfo Take ocoboBa crpasa?
2. B 4omy 3aK/II049a€THCS CYTh OHATTS TPYIyBaHHS JOKYMEHTIB?
3. SIxe 3HaueHHA 0OpMICHHSA 0COOOBOI CIIpaBH Ul MiANIPHEMCTBA?

JlomaniHe 3aBJjaHHA:
OmnparmoBaTu MaTepiai, HamMCaTH KOHCIEKT, JaTH BIAMOBIII HA

3alUTaHHA
II'TAH YPOKY Ne 34 IIpodecis : AqminicTpaTop.
« » 20__p.

[peamer «/lokymenTaniiine 3a0e3ne4eHHsl yIpaBJIiHHID

Tema: Ne 5. Yxnanauus oco6oBoi cnpasu i Beiennst 06.1ikoBoi 1okymenTanii.

Tema ypoKy: Cxinajanns onucy A0KYMEHTIB 0c060BOT CIIPaBH.

Mema: cipusatu popMyBaHHIO 3HaHb PO NpaBUIIa CKJIaJaHHA JOKYMEHTIB;

¢ opMyBaHHS MPAKTUYHUX YMIHb Ta HABUYOK OOIPYHTYBAHHS IIOHATTS YIIPaBIiHHS
noKyMeHTani€o. Po3BUBaTH IOriuHe MUCIIEHHS, YABY, IHII[IaTHBY, yBary.
BuxoByBaTH KyJIbTYypy Ipalli, Ipanearo0HiCTh, IOBAry A0 JIIO/CH, Ki BUKOHYIOTh
HaNOLIBII MOIMPEH] TPYAOBI IPOLECH, IHTEPEC A0 IpoQeciii periony.
®opMyBaHHSA 3HAHb YYHIB

BHyTpimHi#i onuc JOKyMEHTIB CKJIATAE€THCS 10 NESIKHX KaTeropii Crpas, HaPUKIIa
TaKHUX, 00K AKMX 3yMOBJIEHUH CIIEIH(IKOI0 JaHOI JOKyMeHTalil (3 rpudom
00MEKEHOT0 I0CTYILY, 0COOOBI Ta CyJJOB1 CIIPaBH, PO MPUCYAKEHHS BUCHUX
CTyIEHIB 1 3BaHb Tomo0). CKiIagaTu BHYTPIIIHINA OMMUC PEKOMEHAYETHCS TaKOX Ha
CIpaBH, 3ar0JIOBKU SKUX HEIOCTaTHHO PO3KPHBAIOTH 3MICT JOKYMEHTIB, IO Y
NOATBIIOMY TOJIETTIYE KOPHCTYBaHHSA HUMH, ITOIIYK HeoOXiiHOI iHpopMmamii.
HeoO0xiHICTh CKIIaJaHHs BHYTPIIIHLOTO OMKMCY JOKYMEHTIB JI€SKUX CIIPaB
BHU3HAYAETHCA IHCTPYKIIEIO 3 AUTOBOACTBA. Hanpukiia, ckirajaHHs BHYTPIIIHIX
OIIHCIB 0 CIPaB, IO MICTATH HaKa3H 3 0COOOBOro CKIaay, CTAa€ B HArOAl IpU
KOPUCTYBaHHI HUMH.

BHyTpimHi#i onuc cKIaaeThes Ha OKPEMOMY apKyli 3a JopMoIo, 110 MICTHTh
BIJJOMOCTI IIPO NOPSAAKOBI HOMEPH JOKYMEHTIB CIPaBH, iX 1HAEKCH, JaTH, 3ar0JIOBKU
Ta HOMEPH apKyIIiB CIIPaBH, Ha AKUX PO3MIIIEHO KOXKEH JOKYMEHT.

J1o BHYTPINIHBOT O ONHUCY CKJIAJAETHCA MIICYMKOBHH 3alHC, y AKOMY 3a3Ha4alOThCA
udpaMu Ta JIiTepaMU KUIBKICT JJOKYMEHTIB, BKJIFOUEHHX /IO OIUCY, Ta KUIBKICTh
apKylIiB BHYTPIIIHEOTO ONUCY. BHyTpinmHiii onuc miagmucye Horo ykiaaad. SIkmo
CIIpaBy NoNepeaHbO 0yno onpasieHo abo mianIMTo 6€3 BHYTPINIHBOIO OMUCY, TO
Hioro GJ1aHK MIJKICIOETHCSA 4O BHYTPIIIHHOTO OOKY JIMIIEBOI OOKIIaIUHKU CIIPABH.
Ha o0xnagunkax crpaB NpoCTaBIsAIOTh AaTH AJOKYMEHTIB, yMIIIEHUX 10 HUX. JlaTa
CIIPaBH MOJKE€ HE 3a3HAYATHUCS JIUIIE Ha 00KJIAJMHKAX CIpaB, [0 MICTATH PiuHi IUIaHU
Ta 3BITH, OCKLUIBKY iX 1aTH BIIOUTO B 3ar0JIOBKax CIpaB.



SIx1o cnpaBa CKIIaJa€Thes 3 KUTBKOX TOMIB (YacTHH), TO Ha KOXKHOMY 3 HHX
IPOCTABIIAIOTHCA KPaifHi JaTH JOKYMEHTIB, TOOTO JaTH peecTparii (CKIagaHHs)
HaWpPaHINIOro 1 HAMII3HIMIOr0 TOKYMEHTIB, BKJIFOUEHHUX JI0 CIIPaBH.

SIk110 crpaBoIo € XypHaJ peecTpallii HakasiB 3 OCHOBHOI AISUIBHOCTI, TO ii JaTOI0
OynyTh TOYHI KaJIEHAApHI 1aTH MEPIIOro 1 OCTAaHHLOTO 3aMMCiB Y KypHami. Kpainivu
JaTaMH CIIPaBH, 1[0 MICTUTH IPOTOKOIIHU 3aCiJaHb, € JaTH 3aTBEPKEHHS (U1
JOKYMEHTIB, SIKI 3aTBEPKYIOTHCS) a00 CKJIaJlaHHs MEPIIOro i OCTAaHHBOTO
IPOTOKOIB, YMIIEHHUX [0 crpaBH. KpaifHiMu JaTaMu 0co00BOi CIIpaBH € JaTu
IIIMACAaHHA HaKa3iB PO MPUHHATTSA 1 3BUILHEHHS 0cO0H, Ha AKY 3aBE/ICHO CIIPaBYy.

V pasi 3a3HaY€HHSA TOYHUX KaJCHAAPHHUX JaT YKa3yIOThCSA YUCIIO, MicAnb 1 pik. Yucno
1 pIk IO3HAYaIOTh apabChKUMH ITU(PpaMH, Ha3BY MICSI IUIITYTh CIIOBAMHU.

3a HasgBHOCTI y CIIpaBi JJOKYMEHTIB (JI0/1aTKiB, JOBIOK, OTJIS/IIB TOIIO), AaTa AKUX HE
30iraeTbcs 3 KpaiHIMU 1aTaMy CIIPaBH, HIDKYE 32 11l TaTH 3 HOBOTO psjKa poOiIsaTh
3ammc: "V cnpasi € dookymenmu 3a _ pix".

OO60B'A3KOBHM PEKBI3UTOM OOKJIaJUHKHU CIIPABH € BiJIOMOCTI PO KUIBKICTh apKyIIiB
y cIIpaBi, 1[0 IPOCTABJIETHCS HA MIJCTAB1 3aCBII4yBaJIbHOIO HAIKCY CIIPaBH, Ta
CTpOK 30epiranHs crpaBu (Ha cripaBax MOCTIHHOIrO 30epiraHHs MUIIETHCA:
"36epizamu nocmitino").

Ha oOxmauHIIi cripaBu MPOCTABIAIOTH 11 HOMEP 32 OIUCOM 1, 33 IOTOKEHHSM 3
apxiBOM YCTaHOBH, HOMEPH OIIUCY Ta apXiBHOTO (OHTY.

Hamucu Ha oOknaguHKax cripaB MarOTh OYTH YITKUMH, iX HAHOCATH CBITJIIOCTIMKUM
YOPHUM YOPHWIOM 200 MacTolo.

V pasi BMIIEHHS 0 CIIPaBU THTYIBHOTO apKyIlla, BUTOTOBJIEHOT'O IPYKAPCHKUM
crocoboM, Ha 0OKJIaZMHIII CIIPaBH 3a3HAYal0OTh TUILKH HOMEPH apXiBHOTO (QOHLY,
onucy i cnpaBu. HakneroBaTi TUTYIbHHH apKyIl Ha OOKJIaHHKY CIIPaBH
3a00pOHSAETHCS.

[TutanHs A7 KOHTPOIIO:
1. 3 KO0 METOIO CKIIaIA€THCS OIUC JOKYMEHTIB?

2. SIxuit icHy€e OPAIOK CKJIAJAHHS OIHUCY JOKYMEHTIB?
3. Yu MOXKHA BHJIyYaTH JOKYMEHTH 1 1[0 B I[bOMY BHIIAJKy poOUTH?

Ypok 35



Tema: Ne 5. Yxnananus oco6oBoi cnipasu i BejieHHsi 00,1ik0BOT 10KyMeHTaNii.
Tema ypoky: 3anosuenns 0co60Boro IMCTKa 061Ky KajIpis.
Mema: cnpusatu GpopMyBaHHIO 3HAHB PO IPABUIIA CKIIAIAaHHS
JOKyMEHTiB; (OpMyBaHHS IPAaKTUYHUX YMiHb Ta HABUYOK
OOIpYHTYBaHHS IIOHATTS YNPABIiHHA JOKyMeHTaniew. Po3BuBatu
JIOTiYHE MHCIICHHS, YABY, iHII[IaTUBY, yBary. BUXOByBaTH KyJIbTypy
Tparli, Ipaneno0HiCTh, OBAry A0 JIOACH, SKi BAKOHYIOTh HaHO1IbII
MOIIMpPEH] TPYIOBI NpoOLIECH, iHTepeC A0 Mpodeciii perioHy.
®opMyBaHHS 3HAHb YYHIB

Oco60Buit TUCTOK 3 O0ITIKY KaJIpiB € OJHHM 3 OCHOBHHX JIOKYMEHTIB
0co00BOi cripaBH 1 CTAHOBUTH IIEPENIK 3aUTaHb Npo Giorpadiyni qaHi
npaifiBHUKa. B IHCTKy 3a3HadaeThes Mpi3BHIIE, IM's, 10 6aTHKOBI, CTaTh,
JlaTa Ta Miclie HapODKEHHS, BKICIOEThCA (OTOKapTKa CIIBpPOOITHHKA.
Taxox 3a3HaYalOTHCS JaHi IPO OCBITY: HAaIMEHYBaHHSA Ta
MICIIe3HaXO)KEHHS HaBYAJIbHOTO 3aKiIany, (haKynsTeT abo BiIiICHHS,
piK BCcTymy Ta 3aKkiH4eHHs (a0 BUOYTTS, SKIIO HE 3aKiHYMB, TO 3 SKOT'O
Kypcy BHOYB), ofiep>kaHa CIeLiajIbHiCTh, HOMEP JUILIOMa abo
nmocBiqueHHs. Jlai BKa3yloThCs AaHi MO0 3HaHb IHO3EMHHX MOB; SKi
Ma€eTe HayKOBI Ipalli, aBTOPCHKIi CBiZIONTBA Ha BUHAXO/¥; BKa3YEThCS
BHKOHYBaHa po00Ta 3 MoYaTKy TPYAOBOI JisSIIBHOCTI (BKIIFOUAIOYH
HaBYaHHA Y BUIIMX 1 CEpeHIX CIEIialbHUX HaBYalbHUX 3aKJIa/iaxX,
BIHCEKOBY ciyx0y, poboTy 3a cymicHUIITBOM). [laii BKa3yroThCs
moTepeHi Micis poOOTH, BITHONIEHHS /10 BIHCEKOBOTO 00 OB'S3KY i
BiHiCHKOBE 3BaHHS, POJUHHUI CTaH Ha MOMEHT 3alIOBHEHHA 0COO0OBOT0
JIMCTKA, JOMANIHA apeca Ta Tene(oH.
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