KasengapHo-reMaTnyHe JIAHYBAHHS YPOKIB
inpopmaTukm s 11 kaacy (piBeHb CTaHAAPTY)

BinnoBinHO 10 HaBYaIBHOI TporpamMH 3 iHGOPMAaTUKU BHOIPKOBO-000B’3KOBOTO MPEIMETY /IS YUHIB
10-11 xmaciB 3araJpHOOCBITHIX HABYAJIBHUX 3aKJa/1iB (pPiBeHb CTAHIAPTY)

Buéipkosuit mooyns. Ocnosu enekmpounozo 00Kymenmoooizy (17 200.)

Jlara
Ne YPOKY Tema ypoky HpumiTkn
A | 11B

Tema 1. JlokymeHTH Ta JOKYMEHTOO0Ir

3nannesa cknadosa
3Ha€ MOHSTTA JOKYMEHTa Ta JOKYMEHTOO0OIrYy.
[TosicHIOE 110 Take OpUTiHAT TOKYMEHTa Ta MOTO KOIIis, MiIMUCYBay, aJpecar, OCEpETHUK.
Ornucye 000B’I3KOB1 PEKBI3UTH IOKyMEHTA.
HasuBae 3aranpHi npaBuiia opopMIIeHHS TOKYMEHTIB.
HaBoauTe npuknaau craHmapTiB Ta yHI(GIKOBAHUX CUCTEM JOKYMEHTAIII].
Mianvhicna cknaoosa
BuxopucroBye npaBuia ooOpMICHHS CTOPIHKH.
CtBoptoe 6i0miorpadidHi CIUCKU Ta MTOKAKIUKH.
Bukonye npaBuia Ta BUMOTH 0(hOpMIICHHS MTUCbMOBOT pOOOTH.
Bwmie BukoprcToByBaTH mabioHu Ta GopMyIsp-3pa3ku JOKYMEHTA.
Hinnicna cknaoosa
Bu3Hauae norigHi €1eMEHTH TEKCTY Ta JOTPUMYETHCS TIOPSAKY HOTO BUKJIAICHHS.
JloTpumyeThCst paBUil Ta BUMOT 0()OpPMIIEHHS MUCbMOBOT pOOOTH.
BpaxoBye crangapTi JOKyMEHTIB Ta JOKYMEHTOOOIrYy.
YCBiIOMITIOE BOXKIIUBICTH JOKYMEHTOOOITY.

[TonsaTTst noxymenTty. Ilpu3HaueHHs Ta Kiacugikaris

1. TOKyMeHTIB. JlokyMeHToOOIT. 3araibHi mpaBmiia 0hOpMICHHS
JIOKYMEHTIB.
) Crunb a1710BOTO MTUCTYBaHHSA. JIOT1YHI €TIeMEHTH TeKCTy Ta
’ MOPSIIOK MOrO BUKJIA/ICHHS.
3. PekBizutu nOoKyMeHTa.
4. [[Ta6monu Ta hopMymsip-3pa3Ku TOKyMEHTA.

[IpaBuna opopmiienHs ctopiHku. OpopMiIeHHS
5. 610miorpadiuHMX CIMCKIB Ta MOKaX4uKiB. [IpaBuna Ta BuMoru
ohopMIIEHHST THCHMOBOI POOOTH.

Crannaptu Ta yHi(piKOBaHI CUCTEMH JOKYMEHTAIlii.
Y3azanvnenna ma cucmemamusayisa 3Hany

Tema 2. TexniuHi Ta nporpamMui 3acoou 00poOKM TOKYMEHTIB Ta iHdopmauii

3Hannesa cknaoosa
3Ha€e OCHOBHI TEXHIYHI Ta MPOrpaMHi 3aco0n 00pOOKH TOKYMEHTIB Ta iH(pOpMAILii.
[TosicHIOE 110 Take CUCTEMH YIPABIiHHS €IEKTPOHHUM JOKYMEHTOOOIrOM.
Onucye OCHOBHI MTPOLIEAYPH CTBOPCHHS €JICKTPOHHUX JOKYMEHTIB.
HaBomuTe mnpukiagu MOporpaMHUX 3ac00iB OOpOOKH ENEeKTPOHHHMX JOKYMEHTIB. (IporpaMu
TEKCTOBOTO peAaryBaHHs, CUCTEMU 0OpOOKH TEKCTiB, POTPaMHi BUAABHUY1 CUCTEMH)
Hazupae Haiibinpim nommpeni dopmaru (HaiiiB eIeKTPOHHUX JOKYMEHTIB.
JianvHicha cknaooea
BukopucroBye TexHIUHI Ta MporpamMHi 3aco0u MJisi CTBOPEHHS, pelaryBaHHs, APYKy Ta
NepecuIIanHs TIOKYMEHTIB.
CTBOprO€  MPOCTI TEKCTOBI [TOKyMEHTH, BBMi€ BHKOHYBAaTH MaHIMy/IIOBaHHS €JIEKTPOHHUMU
JIOKYMEHTaMH
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Ne

Jara
YPOKY Tema ypoky Ipumirkn
1MA | 1B

Hinnicna cknaooea

Bu3Hauae TexHIYHI Ta MporpaMHi 3aco0u 00POOKH €NEKTPOHHUX TOKYMEHTIB.

JloTpuUMYy€ETHCSl TIPaBWJI BUKOPHCTaHHS TEXHIYHUX 3aC00iB Uit pOOOTH 3 JOKYMEHTaMH, MpPaBHII
CTBOpEHHS, 30epirants, 00pOOKH 1 TPAHCHIOPTYBAaHHS JOKYMEHTIB.

BpaxoBye npu3HaueHHS Ta MOKJIMBOCTI 0(DiCHOT TEXHIKH.

YCBIIOMITIOE BaXKJIMBICTh BUKOPUCTAHHS TEXHIYHUX Ta MPOTPAMHHUX 3aC00iB 0OpOOKM TOKYMEHTIB
Ta iHpopMartiimie X 30epiratu, KOMiOBaTH Ta MEPECUIIATH.

7. Cuctemu yrpaBiiHHsI €JI€KTPOHHUMH JTOKYMEHTaMHU.
2 TexHniuni 3aco0u 06poOKH JOKYMEHTIB Ta iH(opMarlii.
) Knacudikaiis ohicHOT TEXHIKH.
9 3acobu cTBOpeHHS, 30epiraHHs, 00pOOKH, KOIiFOBaHHS i
TPAHCIIOPTYBAHHS JIOKYMEHTIB.
10 [Tporpamsi 3acobu 06p'o61<1/1 JOKyMEHTIB Ta iH(opmartii. Buau
) cHUcTeM OOPOOKH TEKCTIB.
11. KomyHikariiiHi TeXHOJIOTIi.

V3azanvnennn ma cucmemamusauiﬂ 3HAHb

Tema 3. EjleKTpOHHUH JOKYMEHTO00Ir

3nanncea cknaooea

3Ha€ MOHATTS €IEKTPOHHOTO JOKYMEHTA, JIEKTPOHHOIO 0(iCy Ta eIEKTPOHHOTO TOKYMEHTOO0OITY.
Ornucye OCHOBHI MPOIIECH EIEKTPOHHOTO JOKYMEHTOOO0ITY.

HaznBae ocHOBHI BUMOTH 710 30€piraHHs €JIeKTPOHHUX TOKYMEHTIB

HaBoauTh mpukiany eIeKTpOHHUX TOKYMEHTIB.

3Hae MOPSAAOK ENEKTPOHHOIO TOKYMEHTOOOITY BIIOBIHO 10 3aKOHOJABCTBA YKpaiHu.

ITosicHIO€ IPaBOBHI CTATyC €IEKTPOHHUX JOKYMEHTIB, IX PEKBI3UTH.

[MosicHrOE 1110 Take OCOOMCTHI KITFOY, BIKPUTHH KITIOY, CEPTU(IKATH BiIKPUTOTO KIIFOYa IX TEPMiH Jii.
3Hae gKi 000B’A3KO0B1 JaHi MiCTUTh cepTUdiKaT KIrova.

3Hae OCHOBHI TTpaBmMIIa 3a0e3neueHHs KOH(IACHITITHOCTI eTeKTPOHHUX JOKYMEHTIB

Mianvricna cknaoosa

BukoHye OCHOBHI mpouenypd poOOTH 3  eJIEeKTPOHHUMH JOKyMeHTaMHu (Hallp TEKCTYy, peaaryBaHHS,
KOPEKTypa, LIIOCTPYBaHHS, MaKeTyBaHHS CTOPIHOK, JPYK)

BuxopucToBye TexHiIUHI Ta TporpamHi 3acoOW ISl CTBOPEHHS, peNaryBaHHSA, APYKYy Ta IepecHIaHHS
€JIEKTPOHHUX JOKYMEHTIB, 3a0e3MeueHHs iX KOH(DiACHIIHOCTI.

CTBOpIOE TEKCTOBI JOKYMEHTH, BMi€ 1X 30epiraTi, KOIiIOBaTy Ta NepecuiiaTy.

Bwmie BUKOHYBaTH MaHIMTYJIIOBaHHS €IEKTPOHHUMH JOKYMEHTAMH B EIEKTPOHHOMY Odici.

Hinnicna cknaoosa

Bu3Hauae 03HaKkM Ta MPaBOBHI CTATYC €ICKTPOHHHUX TOKYMEHTIB.

JloTpuMYy€ThCS TTPaBIIT eIEKTPOHHOTO JOKYMEHTOO00Iry i3 3a0e3rmeueHHsAM KOH(DIIeHIIIHHOCT] TOKYMEHTIB.
BpaxoBye Ta BUKOPHCTOBYE IIpaBHIa POOOTH 3 €IEKTPOHHIMH JTOKyMEHTaMHU.

YCBiTOMITIOE BaXKJIMBICTh BUKOPUCTAHHS €IEKTPOHHOTO IOKYMEHTOOOITY Ta CTBOPEHHS €JIEKTPOHHOTO odicy

EnexTpoHHMI TOKyMEHT, HOT0 O3HAKU Ta IIPABOBUM CTaTyC.

12. . )
EnexTpoHHMIA JOKYMEHTOOOIT.

13. Enexrponnwuii mudposuii mignuc. OcoOUCTHil Ta BIAKPUTHIA
kimroui. CepTudikar BIZKPUTOTO KIIFOUA.

14. OCR-TexHOMOT1{ /U1 pO3MTi3HABaHHS ANIEPOBHUX JIOKYMEHTIB.

15. 3abe3neueHHst KOH(DIIEHIIIMHOCTI €EeKTPOHHUX JOKYMEHTIB.
Enexrponnwuii odic.

16. BukoHaHHS 1HIUBIAyaIbHUX Ta KOJIEKTHBHHUX IPOCKTIB.

17.

V3azanvnenns ma cucmemamu;*aui}l 3HAHb




