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1 MACHOPT PABOYEN NPOI'PAMMBI YYEBHOM JTUCHUTIINHBI
OI1.08 UTH®OPMAIIMOHHBIE TEXHOJIOI'UU B
MPO®ECCHUOHAJBHOM JESATEJBHOCTH

OobsacTh npuMeHeHUus padoueii MPOrpaMmel

Pabouast mporpamma y4eOHON AUCIUIUIMHBI SIBJISETCS YaCThIO MPOTPAMMBbI
NOJATOTOBKM CIIELUAIUCTOB cpeAaHero 3BeHa B coorBerctBuM ¢ PI'OC mo
cneruaabHOCcTH CITO 38.02.01 « OKOHOMUKA B OyXTaNTEPCKUI YUET (TI0 OTPACTISIM ).

PaGouass nporpamma JUCHUIUIMHBI MOXET OBITh  KCIOJB30BaHA B
JOTOJTHUTENBHOM ~ MPOQECCHOHATIBHOM  00pa3oBaHMM M Npo(hecCHUOHATBHOU
MOJITOTOBKE paOOTHUKOB B 00JIaCTH SKOHOMUKH U yIIPABIICHHUS.

MecTro IMCUMIVIMHBI B CTPYKType OCHOBHOH MNpo(ecCHOHATbHOM
o0pa3oBaTeJIbHOM MPOrpaMMbI:

Vyeonas  gucuummHa  OILO8  «MHOpManuoHHBIE  TEXHOJOTMH B
npoecCHOHaNbHON  NIEATENIbHOCTHY»  BXOAUT B MPOQPECCHOHANBHBIA  ITUKI
obmmenpodeccCHoOHANBHBIX JTUCIUILIAH.

Heau u 3a1a4M JUCHUIIMHBI — TPeOOBAHNUS K Pe3yJibTATAM OCBOEHHUSA
AUCIHUNJIMHBI:

[enp yueOHOM TUCIUIIITUHBI — COJIEHCTBOBATh OCBOCHUIO MPO(ECCHOHATBHBIX
A o0mux KommeTeHIMil 10 BceM BumaMm aegreabHoctu PI'OC CIIO mo
cnernuaibHocTh 38.02.01 «DK0oHOMEKA M OyXTanTEepCKUi ydeT (110 OTPACIISAM)».

Ocoboe 3HaueHNne NUCIUILIMHA UMEET MPpU (POPMUPOBAHUU U PA3BUTHH OOITUX
U Ipo(hecCUOHATBLHBIX KOMITETCHIIHIA:

OK 1 - BrpiOupare cmocoObl pemenus 3amad  npodecCHOHATBHON
NEeATETHLHOCTH MMPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTAM.

OK 2 - Hcrnomnp3oBaTh COBPEMEHHBIE CpEICTBA TOWCKA, aHaiu3a W
UHTEpIpeTanuu uHGOpMaIMd W WH()OPMAIMOHHBIC TEXHOJOTHUU IS BBITTOJTHCHHSI
3a/1a4 mpodeccuoHaIbHOM NESITEIbHOCTH.

OK 3 — IlnanupoBaTh M peaju30BbIBaTh COOCTBEHHOE MPO(PECCUOHAIBHOE U
JUYHOCTHOE Pa3BUTHUE, MPEANPUHUMATENBCKYIO JAESITENIBHOCTh B MPOPECCHOHATBHON

cdepe, UCIOIB30BaTh 3HAHUS MO (PUHAHCOBOM TPaMOTHOCTH B Pa3IUYHbBIX



KU3HEHHBIX CUTYyaIUsIX.

OK 4 — DddexTuBHO B3aUMOACHCTBOBaTH M pPabOTaTh B KOJUICKTUBE U
KOMaH7Ie.

OK 5 — OcymecTBiiTh yCTHYIO M MHUCbMEHHYI0 KOMMYHMKAIMIO Ha
rocygapcTBeHHOM s3bike Poccuiickoii ®enepanum ¢ y4eToM OCOOEHHOCTEN
COIIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 9 — TIlomb3oBaThcsi  mpodeCCHOHAIBHONW  JIOKYMEHTalued  Ha
rocyJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX.

[1IK 1.1. O6pabatbiBaTh NEPBUYHBIC OYXTAITEPCKUE JOKYMEHTHI;

[IK 1.2. PazpabaTbiBaTh M COIJIACOBBIBATH C PYKOBOJICTBOM OpraHU3aIlMU
pabounii TIaH CYETOB OYXTaITEPCKOTO y4eTa OpraHu3aluy;

I[IK 1.3. TlpoBoauTh y4Ye€T JACHEKHBIX CPEACTB, OPOPMIISATH JCHEKHbBIE U
KacCOBBIE JOKYMEHTHI;

I[IK 1.4. ®opmupoBaTh OyXTrajJTepCKH€ TMPOBOJAKUA IO VYYETy aKTHBOB
OpraHM3aly Ha OCHOBE paboyero IiaHa C4eToB OyXralaTepcKoro yyera.

[IK 2.1. ®opmupoBaTh OyXTalTEepCKHUE MPOBOIKKA IO YYE€Ty HCTOUYHHUKOB
aKTUBOB OpraHU3allii Ha OCHOBE pa00yYero IjiaHa CYeTOB OyXTadTEePCKOIrO yUeTa;

I[IK 3.1. dopmupoBaTh OyXTrajJTepCcKue TMPOBOJAKKA [0 HAYUCICHUIO U
MEPEUYMCIIEHUIO HAJIOTOB U COOPOB B OIOXKETHI pa3IMUHbIX YPOBHEI;

IIK 4.2. CocraBnsate (opmbl Oyxranrepckod ((puHAHCOBOW) OTYETHOCTU B
YCTaHOBJICHHBIE 3aKOHO/IaTEIILCTBOM CPOKH,

ITIK 4.3. CoctaBnsTh (OTYETHI) M HAJIOTOBBIE JICKJIapaliiu Mo HajoraM u coopam
B OIO/KET, YUUTHIBas OTMEHEHHBIN eauHbll conuanbHbii Hanor (ECH), oTders mo
CTPaxOBbIM B3HOCaM B TOCYJapCTBEHHBIC BHEOIO/KETHBIE (POHIBI, a Takke (POPMBI
CTAaTHCTUYECKON OTUETHOCTU B YCTAHOBJICHHBIE 3aKOHOIATEIIHCTBOM CPOKH;

B pesynbrare ocBoeHHs Y4yeOHOW IUCIUIUIMHBI OOYYAIOLIUICS /I0JIZKEeH
yMeTh:

- pacrno3HaBaTh, aHAIM3UPOBATh 3aJady WU MPOOJIEMYy M BBLACTATH €€

COCTABHBIC 4aCTH,



- OIIpCACIIATh oTanbl  PCIICHUA u CITOCOOBI PCUICHUA 3aaa4H,

000CHOBBIBaTh BHIOOP PEILICHNUS;

- COCTaBJIITH )41 PCAIN30BbIBATH IIJ1aH ,ZIGfICTB Hs, OIIpCACIIATD

HEO0OXOIUMBbIE PECYPCHI;

- OLICHUBATh PE3yJbTaT CBOUX JCHCTBUN;

- onpenensaTh 3a7a4u Uil MOMCKa HH(popMaIuu;

- onpeaensaTh HEO0X0UMbIE UCTOYHUKU UH(OPMAITUH;

- CTPYKTYPUPOBATh TMOJy4yaeMyl0 HWH(OpMaIuio; BBIIEIATh Hauboliee
3HaYUMOE B IlepeuHe HHPOpMaIuy;

- OLICHUBATh MPAKTUYECKYIO 3HAUMMOCTb PE3YJIHTATOB TOUCKA;

- 0(pOpPMIISATH pe3yJIbTATHI IOUCKA;

- HaXOJUTh W UCHOJIb30BaTh MHpoOpManuio sl  3(PPEeKTUBHOTO
BBIIIOJIHEHHUSI TPO(PECCUOHANBHBIX 3aJa4, NPO(PECCHOHATBHOTO M JIMYHOCTHOIO
Pa3BUTHS, OCYLIECTBICHHUSI CaMOOOPa30BaHuUs;

— paboTaTh C MOUCKOBBIMU CUCTEMaMU;

— HCIIOJB30BaTh MEXAHWU3MBbI CO3JIaHMS M 00pabOTKM  TEKCTOBOM
uHpopmanuu, opopMIeHUS JOKYMEHTALMH 10 TPO(PECCUOHATIbHON TEMATHKE;

— 00pabaThIBaTh TAOJIMUHYIO HH(DOPMAIIHIO;

- UCIONIb30BaTh  JJIEKTPOHHBIE  TaOnMUbl  Uid  (UHAHCOBBIX U
HSKOHOMHUYECKUX PacdyeToB, 00pabOTKU OOJIBIIMX MAcCCMBOB HH(pOpPMAIIUM, aHAIIA3A
(pMHAHCOBBIX JaHHBIX;

- UCIIOJIb30BaTh JEJNOBYI0 TrpaduKy M MyJbTUMeaua HUH(opMmanuio,
CO3/1aBaTh MPE3EHTALIUN;

- yuTaTh  (MHTEpPHpPETUpPOBaTh)  HUHTEp(delc  CcrnenuaIn3upoBaHHOTO
MPOrpaMMHOT0 00OeCHedYeHUs, HaxOJuUTh KOHTEKCTHYIO TOMOIlb, paboTaTh C
JTIOKYMEHTAIUEH;

— OPUMEHATH CTaHAAPTHOE U  CIEUUAJIU3UPOBAHHOE IPOTrPAMMHOE
obecrieuenue sl cOopa, XpaHeHUs W o0paboTku WHGPOPMAIIMA B COOTBETCTBUH C

N3y4aCMbIMU HpO(i)eCCI/IOHaJIBHI)IMI/I MOAYJISIMU



— MPUMEHSTh METOJIbI M CPEACTBA 3AIIUTHI HH()OPMALINY;

— paboTaTh C JICKTPOHHOM MOYTOM;

— UCIT0JIb30BaTh BO3MOXXHOCTH YJIaJIEHHOI'O JIOCTYIa K CETEBBIM pecypcam
OpraHu3allH, 00JIAYHbIE TEXHOJIOTUY;

- ucronb3oBath ceppuckl Google Docs mns coBMecTHOW pabOTBI €
JOKYMEHTaMU;

- UCIIONIb30BaTh CETEBbIe HMH(OPMAIIMOHHBIE CHUCTEMBI ISl Pa3TUYHBIX
HamnpasiIeHU npodhecCuoHaTbHOM EATeTbHOCTH;

- TPaMOTHO M apTyMEHTHPOBAHO W3JIaraTh CBOM MBICIH M MHEHUS, BECTH
JIeNoBble Oecelbl, B TOM YHUCJE CPEACTBAMHU AJIEKTPOHHOM MOYTHI M TeaeOHHOU
KOMMYHUKAIIHH;

- yMETh  BBICTpAaWBaTh  B3aMMOOTHOLIEHHS €  OOYYarOIIMMHMCH,
IPENoAaBaTesiMU, COTPYAHUKAMU 00pa30BaTEIbHON OpraHU3aliiy;

— pabotathb B TpyINIe TMpU PEHICHUH CHUTYAllMOHHBIX 3aJaHui, MpHU
BBINIOJTHEHUH IPYNIOBBIX IPOEKTOB;

— OOBEKTUBHO aHAJIM3UPOBATh M OLIEHUBATh pPE3yJbTaTbl COOCTBEHHOMN
padoTHI;

- MPOSIBJISITh MHULMATUBHOCTh B MPOLIECCE OCBOEHHUS MPO(hecCHOHATBLHOM
JeSITeIbHOCTH.

- C MOMOIIBI0 TPABOBBIX WH(GOPMAIMOHHBIX CHUCTEM OPHUEHTHUPOBATHCS B
3aKOHOJIATEIbHBIX M WHBIX HOPMATHMBHBIX IPABOBBIX aKTaX, PErIAMEHTUPYIOIIUX
OyXTalTepPCKYIO ACATENBHOCTD; pa3nnyaTh GOPMbI OYXTanTEePCKOM TOKYMEHTAIINN;

— OPUMEHATh CTAHAAPTHOE U  CHEHUAIM3UPOBAHHOE MPOrPaMMHOE
oOecrieueHue NIl XpaHeHus:, 00pabOTKU M aHaiau3a OyxraiaTepckoil nHdopmanuu B
COOTBETCTBHUH C U3ydaeMbIMU PO(GECCHOHATBHBIMUA MOYJIIMU

— JUst GOPMUPOBAHMS U yU€Ta IEPBUUHBIX JTOKYMEHTOB; JJIs1 0(OPMIICHUS
TUTaTEeKHBIX TOKYMEHTOB;

- POCMATPUBATh M AHAIU3UPOBATH OYXTaNTEPCKUE MPOBOJKH MO YYETY

KaCCOBBIX onepaunﬁ, Mo y4C€Ty ACHCIKHBIX CPCACTB HAa PACUYCTHBIX CUCTAX, 110 YUCTY



aKTUBOB W MCTOYHUKOB aKTHBOB OpPraHU3aIlMU; MO HAYUCICHUIO W TEPEUHCICHUIO
CYMM HaJIOTOB 1 cOOpOB;

- MPOCMATPUBATh W AHAIM3UPOBATH PETUCTPHI yueTa, chopMUpOBaHHBIC
OyXrajaTepCcKuM MPOrpaMMHBIM 00ECTICUCHUEM;

- MPOCMATPUBATh U aHAJTU3UPOBATH TUTAH CUETOB OYXTaJITEPCKOTO ydeTa
(UHAHCOBO-XO03HCTBEHHOU JEATEILHOCTH OpraHU3allny;

- UCIIONIb30BaTh BO3MOXKHOCTH  CIICIIMATM3UPOBAHHOTO TPOTPAMMHOTO
obecrieyeHuss 1o (HOPMUPOBAHUIO M TPOCMOTPY Oyxranrepckoil (huHAHCOBOIN)
OTYETHOCTH; TI0 (POPMUPOBAHUIO U MIPOCMOTPY HAJIOTOBBIX JEKIapalyili o HaJloram
1 cOopam B OIOIKET.

B pesynbrare ocBoOeHUST yUeOHOUM TUCIUTIIIMHBI 00YYaIOUTUICS H0JI7KeH 3HATh:

- OCHOBHBIC HMCTOYHHKH I/IH(l)OpMa]_II/II/I U PCCYpPChI OJIsI PCHICHUA 3aa4 U

poOJieM B IpodeccHoHaIbHON NeATeIbHOCTH;
— AJTOPUTMBI U METO/IbI BBITIOTHEHUS 3a7a4u, paOOThI;

- IMOpAOOK OHIOCHKH PE3YJIbTAaTOB PCIICHHA 3adaq HpO(l)GCCHOHaJIBHOfI

TSI TCIIbHOCTH;

- HOMCHKIJIaTypa I/IH(l)OpMaHI/IOHHBIX HCTOYHHUKOB, IMPHUMCHJACMLBIX B

npodeccruoHanbHOM NeSITeIbHOCTH;
- NIPUEMBI CTPYKTYPHPOBaHUS HH()OPMAIIHH;
— dbopmart opopmiieHUs pe3yIbTaTOB TOUCKA MH(GOPMAITIH;

— OCHOBHBIE METOJIbI cOopa, o0O0pabOTKH, XpaHEHUs, TMepeladyd u

HaAKOIUJICHUSI HH(MOpMAITUH;
— npaBuia 0OPMIICHHS IOKYMEHTOB M MIOCTPOSHHUS YCTHBIX COOOIICHUIA;
— COBpPEMEHHas Hay4dHasi ¥ PO eCCHOHAIbHAST TEPMUHOJIOTHS;
— MOHATHUS THPOPMAIIMOHHON TEXHOJIOTHH, UHPOPMAITMOHHOW CHCTEMBI;
- KJ1accu(UKAIUS U COCTaB HH(DOPMAITMOHHBIX CHCTEM;

— TEXHUYECKOE ¥ TPOrpaMMHOE oOecrieueHre HWH(POPMAIMOHHBIX

TEXHOJIOTHH;



- OPUHIMIBI U CIOCOOBI 3alUThl UHGOPMALIMK B UH(YOPMAIIMOHHBIX
CUCTEMAX;

- Ha3HAYEHUE W MPUHIMIBI UCIOJIb30BaHUSI CUCTEMHOTO U MPHUKIIATHOTO
IPOrpaMMHOTro o0ecrieyeHus: B MpoPeCCHOHAIBHOMN A TEIbHOCTH;

- OCHOBHBIE TIOHSITHS aBTOMATU3UPOBAHHON 00pabOTKHN UHPOpMAIUK;

- TEXHOJIOTUS CO3/IaHUs U 00pabOTKU TEKCTOBOM, UHCTIOBOM, rpaduuecKoit
nH(OpMAITUH; TTOPSIOK BRICTPANBAHUS MMPE3CHTAIINH;

- OCHOBHBIC = KOMIIOHGHTHI ~ KOMITBIOTEPHBIX  CETEH,  OpraHm3aius
MEXKCETEBOT0 B3aMMOICHCTBUSI;

— TEXHOJIOTUA Moucka nHpopmaiuu B cetu MHTEpHET;

- JIeIOBast DJICKTPOHHAS U TeneOHHAST KOMMYHHUKAIINS,

— ceTeBble MH(POPMAIMOHHBIE CUCTEMBI JUIsl Pa3IUYHBIX HaIpaBiICHUN
po¢heCCUOHATIBHON JIEATEIIbHOCTH;

- uHTepdeiic TMPaBOBBIX HMHPOPMANMOHHBIX CHCTEM I IIOMCKA
HOPMATUBHBIX TOKYMEHTOB;

— IIPABOBBIC ACTIEKTHI UCTIOIL30BAHUSI HH(POPMAIIMOHHBIX TEXHOJIOTHI U
MIPOTPAMMHOTO 00€CTICUCHUS;

- COBPEMEHHOE CIeIMaIN3UPOBAHHOE MPOTPaMMHOE oOOecreyeHne u
METO/Ibl €T0 HACTPOUKH;

— CTPYKTypa UHTepdeiica COBPEMEHHOTO OYXTalTEepPCKOTO MPOTrPaMMHOTO
oOecreyeHusl.
KosuyecTBO 4acoB HAa 0CBOeHHE TUCIUIJIMHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku oOyuatomerocs: 149 yacos, B TOM 4HcIIE:

00s13aTeIHbHON ayAUTOPHON yueOHON Harpy3ku oOy4arorierocs — 143 4acos;

CaMOCTOSITeNIbHOM PaboThl 00yUaroIIerocst — 6 4acos.



2 CTPYKTYPA U COJAEPKAHUE YYEBHOM JUCHUIIJIAHBI

O0bemM y4eOHOM JTUCHUIJIMHBI U BHAbI Y4eOHOM padoThI

O0neM yacoB

. B Tom uuncne no cemectpam
Bun yueOHoi padoThI Beero 2 kype 3 kype
4 cemectp | 5cemectp | 6 cemectp
MaxkcumanbHas yueOHnas | 149 74 43 32
Harpyska (Bcero)
Obsi3aTesibHasA aynuropHas | 149 74 43 32
yuyeOHAasi HArpy3Ka (Bcero)
B TOM YHCJIE:
MPAKTUYECKHUE 3aHATHUS 110 48 32 30
CamocrosiTesibHast pabora 6 2 2 2
odyyarerocs (Bcero)

Hmozosasn ammecmayus 6 popme

g!ng]gggepeﬂgn POBAHHOI'0 3a4€Ta
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TemMaTn4yecKkuil IVIaH U coJiepPKaHue Y4eOHOM TUCIUTIIHHBI

«AHpopMaHOHHBbIE TEXHOJOTHH B IPOPECCHOHAIBHOU IeATEeJIbHOCTH»

HaumenoBanue
pa3aesioB U TeM

Coz[ep;lcalme yqeﬁnoro mMarTtepualjia, IPAKTHYCCKUE 3AaHATHUH, CAMOCTOATEC/IbHAas p360Ta

0o0yJamuxcs

O0nLeM

yacoB

YpoBenb
OCBOEHHUS

1

2

4

Pa3nea 1. UngopManmoHHbIe # KOMMYHHKAIMOHHbIE TEXHOJIOTHH B ABTOMATH3MPOBAHHOH 00padoTke
IKOHOMMYECKOM HH(pOpMALHU.

55

Beenenue.

Conep:kanue y4eOHOT0 MaTepuaJia

1

[TonsTHE MHPOPMAITMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA, UX KJIACCH(PUKAIUS H
poiib B MpodeCCHOHATBHOMN 1eATeIbHOCTH.

Tema 1.1.
NudpopmannoHHbIe
TeXHOJIOTHH B
o0paboTke
IKOHOMHMYECKOM
uHdopmanuu.

Conep:xanue yueOHOro MaTepuaJia

10

1

OcHOBHBIE METOJBI U CpeAcTBa OOpabOTKH, XpaHEHMs] W HAaKOIUIEHUs HH(OpMaIuu.
KomMmmploTep kKak TeXHHYECKOE YyCTPOMCTBO 00pabOTKH SKOHOMMUYECKON HH(pOpMAaIuu.
Ha3nauenue, cocTaB, OCHOBHBIE XapaKT€PUCTUKU KoMmbloTepa. HasHaueHue wu
MIPUHLIMIIBI UCTIOIBb30BAHMSI CUCTEMHOTO U MPUKJIAAHOIO IPOrPaMMHOT0 00ecTeueHusl.

OcHOBHbIE (DYHKIIMM COBpPEMEHHOW cucteMbl oQucHOi aBTomaruzauuu. CoctaB U
XapakTepUCTUKAa TMakeTa dJeKTpoHHOTOo oduca. OOpadoTka  HKOHOMHUECKOU
uHpOpMallUK TEKCTOBBIMM IpoleccopaMu. JlemoBoil TeKCTOBBIM JOKyMeHT. CTuiu
odopmiienus gokymeHToB. [11aGnoHbl U Gopmbl. TaOaHIBI B TEKCTOBBIX JOKYMEHTaX.
BHeznpenue u cBs3bIBaHHE OOBEKTOB, KOMILJIEKCHbIE JOKyMeHTHI. Mcmonb3oBanue
J1e7I0BOM rpauKy AJIs BU3yaJln3allui TEKCTOBOM HH(OpMAIIHH.

BO0O3MOXHOCTH  CHCTEMBI SJICKTPOHHBIX Ta6J'II/II_[ AJIL aHaJIi3a, IIJIAaHUPOBAHUA,
IMPOTHO3UPOBAHUA XO3SMCTBEHHOM JACATCIIBHOCTH OpCaApUATUA u PEIICHUA
OKOHOMHUYCCKHUX 3ajda4. Pacuer HOKaBaTCHeﬁ, IMPUMCHCHUC CTaHAAPTHBIX (I)YHKI_II/II\/'I,
CO31aHUEC BBIYUCISAEMBIX yCHOBHﬁ. q)I/IJ'H)TpaI_[I/ISI I/IH(l)OpMaIII/II/I, KOHCOJIHJaluA, CBOAHBIC
Ta6J'II/II_IBI, MOABCACHUC ITPOMEIKYTOUHBIX UTOT'OB.

CpencrtBa n1enoBoit rpaduky - HarJggHOE MPEICTaBICHHE PE3YIbTATOB C MOMOIIBIO
nuarpaMmm. Pemenue 3amad OyXraaTepcKkoro yuera B CUCTeME JICKTPOHHBIX TaOJHII.

CnpaBouno-npaBoBeie  cuctembl (CIIC) B  mpodeccCHOHATBHOW  JESTENbHOCTH
sKOHOMHCTa, Oyxrantepa. Bosmoxunoctu CIIC u ucropust ux paszButusi. Poccuiickue
CIIC. OcnoBHble pyHKIMU U npaBuiia padbotsl ¢ CIIC.

IIpakTHYecKkue 3aHATHA

20

1

I13 Nel. OOpaboTtka TekcToBOM wuH(popmarmu. Co3mgaHue [ENIOBBIX JOKYMEHTOB B
penakrope MS Word. Co3nmaHue TEKCTOBBIX JTOKYMEHTOB Ha OCHOBE INAOJIOHOB.
Co3pnanue mabaoHoB 1 (HopMm.

11



13  Ne2. OdopmiieHHe  TEKCTOBBIX  JOKYMEHTOB,  COAEP)KAIIMX  TaOJIMIIBIL.
Opranu3anuoHHbIe qruarpaMMel B tokymente MS Word.

I13 Ne3. Co3paHue KOMILIEKCHBIX JOKYMEHTOB B TEKCTOBOM penakrope. KommuiekcHoe
UCII0JIb30BaHUe Bo3MOkHOCTe MS Word.

I13 Ne4 KonrekcTHbld mouck U 3ameHa. OdopmieHune TOKYMEHTOB CIIMCKAaMH,
KOJIOHKamHu, OykBuLeill. CHOCKH, 3aIiCh GOPMYIL.

I13 Ne5 Pabota ¢ tabmunamu. OdopmiieHre TOKYMEHTOB TpaduuecKuMu 0OBbEKTaMHU.
Kononturynel. Hymepanus crpanun,.

I13 Ne6. O6pabotka Tabawunoii wuHbopmammu B MS EXxcel. HWcmons3oBanue
AJIEKTPOHHBIX TAOIHII 7151 GUHAHCOBBIX U SKOHOMHUYECKUX pacdeToB. [IpumeHeHue
nenoBol rpaduku i GUHAHCOBBIX U SKOHOMHYECKHX PaCUETOB.

13 Ne7. Pazpabotka npe3enTanuu B mporpamme MSPowerPoint.

I13 Ne8. Opranuzanus noucka HOpMaTUBHBIX JOKYMEHTOB 10 PEKBU3UTaM JOKYMEHTA B
CIIC «Koncynprant Ilmoc». OpraHuszanus IOJHOTEKCTHOro mnoucka. Pabora co
ciuckoM. [louck 10KkymMeHTOB, paboTa CO CIIUCKOM U TEKCTOM HaWJAEHHBIX JOKYMEHTOB.
Crnpasounas nadopmarus. Padora ¢ mankamu B CIIC "Koncynprant [Tnroc".

I13 N9 I'padpmueckue 0oOBEKTHI, TEKCT, TAOIHIIBI, IUArpaMMBbl, SmartArt, Kak JIEeMEHTHI
npe3eHTanuu. BpiOop mu3aiiHa, 3¢ @deKThl, aHWMaiusA. 3aMeTKH K CllaidjaM, Kak
KOHCHEKT BBICTYIUIEHUS. 3BYKOBOE COIIPOBOXKJIEHUE, HACTPOWKA MOKa3a: BpeMs,
YaCTUYHEIN TOKa3.
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I13 Ne10 O6paboTka HaHHBIX: COPTUPOBKA, (PUIBTpALHsl, TOCTPOCHNUE CBOIHBIX TaOJINUI.
OOpabGoTka  JaHHBIX:  CTPYKTYpUpOBaHWE  TaONWL,  MOABEJCHHE  HTOIOB,
KOHCOJIMVPOBAHUE TAHHBIX.

CamocrositesibHas padora:
XapakTepucTrKa ClpaBO4HO-IIpaBoBoM cucteMsl «KoHcynbranT [Lmrocy, «I'apanT»

Tema 1 .2.
KoMmyHuKanmoHHbIe
TeXHOJIOTHH B
o0padoTke
IKOHOMHMYECKOH
uHdopmanuu.

Conep:kanue y4eOHOT0 MaTepuaJia

1

OcHOBHBIE KOMITIOHCHTEI KOMIIbIOTCPHBIX ceTeﬁ, IPUHOUIIBI IMaKeTHOM nepcaauun
JAaHHBIX, OpraHru3alusa MCXKCETCBOT'O B3aUMOJCHCTBUS. HpI/IMCHCHI/IC OJICKTPOHHBIX
KOMMyHI/IKaL[I/Iﬁ B HpO(I)eCCHOHaHLHOﬁ ACATCIIbHOCTH 6yX1" aJITcpa.

CepBHCHI JIOKAJIBHBIX M TI00aNbHBIX ceTed. [IpMHIMIBI MakeTHOW mepenayu JaHHBIX.
Opranu3zaiys MeXCEeTeBOro B3auMOJAEUCTBUA. TeXHOJIOorus nmoucka nMHGopMauu B
WuTepuer. Opranu3zanus paboThl ¢ 3JIEKTPOHHOM MOYTOM.

ABTOMaTI/ISI/IpOBaHHI)Ie CHUCTEMBI JACJIOIPOMU3BOJCTBA, nux BHUJIbI u q)YHKIII/II/I
WNudopmannonHsle TEXHOJIOTHHU JENONPOU3BOACTBA U JOKYMEHTOO000pOoTa.
DKOHOMHYECKHI TOKYMEHT, BUABI M (HopMbI TipencraBieHus. IIpencrasienne
JIOKYMEHTOB B JIGKTPOHHOM BH/JI€. TE€XHOJIOTMH pacro3HaBaHus 00pa3oB.
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DNEKTPOHHBIM TOKYMEHT U 3JeKTpoHHas konus. KOpuandeckuil cratyc 37€KTPOHHOTO
JIOKyMEHTa, IU(poBas MOANUCH. JJOKyMEHTOOOOPOT Ha OCHOBE 3JEKTPOHHOH MOYTHI.
Hcnosb30BaHue pecypcoB JIOKAIbHOM CETH.

IIpakTHyeckue 3aHATHA 4
1 |II3 Nell OcymectBieHne TOKYMEHTOOOOpPOTa B JIOKAIBHOW CETH, COBMECTHOE
HCIIOJIb30BAHUE CETEBBIX YCTPOUCTB.
2 | II3 Nel2 M3ydyeHue TEOpETHUECKUX OCHOB pabOTHI C aBTOMATH3MPOBAHHOW CHCTEMOM
nenorpoun3BojicTBa «Lotus Notes».
Tema 1.3. Metoabl 1 Conep:xanue y4eOHOIro MaTepuasa 4
CpeCcTBa 3alMThI 1 | OcHoBHBIE Yrpo3sl M MeETOABl oObOecreueHus: HMHGOPMAIIMOHHONW O€30MacHOCTH.
IKOHOMMYECKOM [TpuHIMIBI 3K TH THPOPMAILIUU OT HECAHKIIHOHUPOBAHHOTO JIOCTYIA. AHTUBUPYCHBIC
HHpOpMAaLNH. CpEeICTBA 3aIIUTH HHPOPMAIIH.
2 | IlpaBoBBIE acCHEKTHI HCIIOJIB30BAaHMS MH(MOPMAIMOHHBIX TEXHOJOTHI M MPOTPaAMMHOTO
obecnieuenus. [IpaBoBoe perynupoBaHue B 001acTu HHOOPMAMOHHON 0€30MTaCHOCTH.
IIpakTHYecKkne 3aHATHS 6
1 | 13 Nel3 Hacrpolika napoiabHOii ayTeHTU(HUKAIIUH.
2 | I13 Nel4 Opranuzaius 3auThl OyXTalTepCcKuX TOKYMEHTOB 3JIEKTPOHHOTO oduca.
3 | I13 Nel5 Ilpumenenue cpencTB aHTUBUPYCHOH 3aIIUTHI HH(POPMAITHH.
Paznen 2. UndopmannoHHblie CHCTEMBbI AaBTOMATH3AIMHU OyXTraJTePCKOro yyera. 94
Tema 2.1. Conep:xanue yueOHOro MaTepuaJia 2
Cneuuanusuposannoe | 1 | HampaBnenus aBromarusanuu OyXraiatepckoi aesrenbHOCTH. HazHaueHue, MpUHIMITBI
NporpaMMHoe OpraHW3allMil W OJKCIUTyaTallid OyXTalTepCcKuX HWH(POPMAIMOHHBIX CHUCTEM, UX
obecneyenune 1A CpaBHHUTEIbHAS XapaKTEePUCTHKA.
cOopa, XxpaHeHUs U
o0padoTkmn CamocrosiTesibHas padoTa: 2
Oyxrajarepckoi Pabota ¢ yueOHHKOM.
uHdopmanum.
Tema 2.2 Texnosiorusa | Coaep:xkanue yuedOHOro MaTepuaJia 8
padoThI ¢ 1 | OcHoBHbBIE QYHKIIMH, PEKUMBI U MTpaBUiia paboThl ¢ OYXraaTepcKoi MporpaMmon.
NMPOrpaMMHBIM Hacrpoiika Oyxrantepckoil nporpammsl Ha ydeT. KoHTekcTHast moMoIis, padora ¢
o0ecnieyeHueM JOKyMEHTaUEN.
ABTOMATH3ALMH 2 | OcHoBHbIe Bo3MOXkHOCTU nporpammbl 1C: Byxrantepus. [lepBblii 3amyck CUCTEMBI.
0yXraJrepcKoro PaboTa B 0JIb30BaTEILCKOM PEKUME.
yuera. 3 | OcHoBHBIE BO3MOXHOCTH mporpammbl 1C: 3apriata u kKamapel. llepBwiii 3amyck

13



cuctembl. PaboTa B IOJIB30BaTEIBCKOM PEKUME.

4

dopMHUpOBaHUE  PETIAMEHTHPOBAHHBIX OTYETOB B  MPOTPAMMHBIX  MPOAYKTaX
OyXrajiarepckoro yyera

I[MpakTuyeckue 3aHATHSA

80

1 | I13 Nel6 Pabora ¢ unTepdeiicom cnenmnanuzupoannoro 10 1C: [penmpusitue. BBox
cBenieHn 00 opranuzanuu B mporpamme «1C: byxranrepus».

2 | 113 Nel7 3anonmuenue cripaBOYHUKOB B riporpamme 1C: Byxranrepust.

3 | 113 Nel8 Yuer mocTymieHus MaTEepHaIOB U OTITYCKa B IPOU3BOACTBO

4 | I13 Nel19 YueT 6aHKOBCKHX ONEpAIMid. YUET FOTOBOM MPOLYKIIUH.

5 | [I3 Ne20 Vuer oka3aHus yciyr. Y4eT KacCOBBIX olleparuil.

6 | I13 Ne21 Yuer u amopTu3aIusi OCHOBHBIX CPEJCTB.

7 | [13 Ne22 IToctyruieHre TOBapOB U UX peain3alus. Y UeT CKIaJACKUX Oleparuii.

8 | 13 Ne23 Vuer omepaiuii B po3HHUHOM Toproiie. Pabota ¢ KOHTpareHTamu.

9 | II3 Ne24 Pabota c koMHcCHOHEpaMHU. B3aumopacyeTsl ¢ KOHTpareHTaMu.

10 | I13 Ne25 ®opmupoBaHUE KHUTH MTOKYIIOK M KHUTH IPOaX. YUeT OIUIaThl TPY/Ia.

11 | I13 Ne26 ®opmupoBanue cyeT (pakTyp U aKTOB BHIMOJIHEHHBIX Pa0OT.

12 | I13 Ne27 Yuert onnatsl TpyJa.

13 | 113 Ne28 [locnenoBaTenbHOCTh B pacleyaTbIBAHUM YUUTHIBAEMOMN TOKYMEHTAIUH.

14 | 113 Ne29 CoxpaHeHHe U BOCCTAaHOBJICHHUE IaHHBIX.

15 | I13 Ne30 Co3nanue pe3epBHON KOMHH 0a3bl TaHHBIX

16 | 113 Ne31 Yyer (puHAHCOBBIX pe3yIbTATOB.

17 | I13 Ne32 Vuert onutatel Tpyaa B nporpamme "1C: Ipennpusitue”

18 | I13 Ne33 Vuér onepanuii ¢ mOAOTYETHBIMY JIMLIAMHU B TIPOTpaMMe

19 | I13 Ne34 dopmupoBaHHEe PETIaMEHTHPOBAHHBIX OTYETOB B ITPOTPaMMe

20 | I13 Ne35 dopmMupoBaHue CHEIHATH3UPOBAHHBIX U AYAUTOPCKUX OTYETOB

21 | I13 Ne36 Bon nepBuunbix octatkoB OC B nporpamme "1C: Ipennpusitue”

22 | 113 Ne37 BBox nepBudHbIX ocTatkoB M3 B mporpamme "1C: [Ipennpusrtue"

23 | I13 Ne38 BBOJI ITepBUYHBIX OCTATKOB IO IMOCTAaBIIMKaM B iporpamme "1C:
[Ipeanpustue"

24 | T13 Ne39 Cosznanue B mporpamme "1C: [Ipenmpustie" T0KyMEHTOB, UCXOS U3
XO03HCTBEHHBIX OINepalni

25 | I13 Ne40 Cosnanue B mporpamme "1C: [Ipennpusarue"” miaTeXHbIX JOKYMEHTOB
MOKYTIaTeIsIM

26 | I13 Ne41 ®dopmupoBanus Tabens yuera pabodero BpeMeHu B rporpammsl 1C: 3apruiata
U KaJpsl

27 | 113 Ne42 Pacuer HOUHBIX U MTPa3IHAYHBIX BHITLIaTa B MporpaMMel 1C: 3apriata u Kaapsl
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28

I13 Ne43 Coznanue cTUMYIUPYIOLMX U KOMIIEHCALIMOHHBIX J10IUIaT B mporpammsl 1C:
3apruiata u Kajapbl

29 | I13 Ne44 Pacuer 3apabOTHOI TIIATHI MOYACOBBIX PAOOTHUKOB B MporpaMmel 1C:
3apruiara u Kajapbl

30 | I3 Ne45 Hauucnenue 3apaboTHOI UIATHI M CTPAXOBBIX B3HOCOB B rporpammel 1C:
3apruiata u Kajapbl

31 | 113 Ne46 Pacuer HanoroBslil oT4rcieHui B mporpaMmMbl 1C: 3apruiata U Kaapsl

32 | 113 Ne47 ®opmupoBaHUEe CTPaxoOBBIX BHOCOB B mporpaMMmsbl 1C: 3apriiata U Kaapbl

33 | 113 Ne48 dopmuposanue otuera 2 HJIDJI B mporpammer 1C: 3aprurata u Kaapsl

34 | 113 Ned49 dopmupoBaHre HATOTOBBIX jAekiIapanuii B mporpamme "1C: [Ipeanpusitue"

35 | I13 Ne50 dopmupoBaHHE CTATUCTUYECKON OTYETHOCTH B IIPOTPaMMe
"1C:IIpennpusitue”

36 | I13 Ne51 dopmMupoBaHme CTATUCTHYECKOM 0T4eTHOCTH B mporpamme "1C: 3apmiata u
Kajapel "

37 | I13 Ne52 dopmupoBaHue HHBEHTApU3AIMOHHBIX onrcel B mporpamme "1C:
[Ipennpusitue"

38 | [13 No53 dopmupoBaHue KBapTalbHBIX U F'OJIOBBIX OTYeTHOCTEH B rporpamme "1C:
[Ipennpustue"

39 | I13 Ne54 dopmupoBanue 6ananca B mporpamme "1C: Ipenmpusitue”

40 | TI3 Ne55 BrITpy3ka perjiaMeHTHPOBAaHHONW OTYETHOCTH

CamocrosiTesibHas padora:
Pa6ora ¢ UK, opopmieHre npakTH4eckux pador.

Bcero

149
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YCJOBUSA PEAJIM3AIIMY YYEBHOM JUCIIUTIJIMHBI
TpeGoBaHuss K MUHIMAJIbHOMY MaTEePHUAJIbHO-TEXHUYECKOMY O0ecredeHn 0
Jlnst peanuzanuu pabouyelt mporpaMMbl B TEXHUKYME €CTh YUeOHbIH KaOUHET,
ynosierBopsitomuii TpedboBanusm CanlluH, ob6opynoBaHHbIN yueOHOI MeOEIbIO
UCpEACTBAMU 00YUYEHUs, IOCTATOUYHBIMU JUIsI BHITIOJIHEHUSI TPEOOBAaHUM K YPOBHIO
MOJITOTOBKU O0YYaIOIIUXCsl, @ UMEHHO: .

- [TocagouyHble MecTa MO KOJIMYECTBY O0YUYaIOIINXCS;

- Pabouee MecTo npenogaBaTens;

— KommiekT cereBoro oOopynoBaHusl, 00€CHEUMBAIONIMN COCIMHEHUE
BCEX KOMITBIOTEPOB, YCTAHOBJIICHHBIX B KAOWHETE B €IMHYIO CETh, C BBIXOJIOM Yepe3
pokcu-cepsep B IHTEpHET;

- AynauTopHasi J0CKa 1715l TUChbMa;

— KomnbroTepHbI€ CTOMBI 10 YUCTY paOOUKX MECT 00YUYaIOIIUXCS.

- TexHuueckue cpeacTBa 00y4eHUS:

- MynbsTUMEIHA TPOEKTOD;

— DKpaH;

- [lepcoHanbHble  KOMMBIOTEPHl C  JUUEH3UOHHBIM  MPOrPaMMHBIM
obecneuennem (OC Windows 7; maker Microsoft Office 2007 — MS Word, MS
Excel, MS Access; Internet Explorer; Google Chrome; 1C: Byxrantepus 8.3);

- VYerpoiictBa BbIBOAA 3BYKOBOW HH(MOpPMALIMM: 3BYKOBBIE KOJOHKH U
HAYIIHUKH.

NudopmanuonHoe odecneyeHue 00yueHust
Ilepeyenb pekoMeHayeMbIX Y4eOHbIX U31anuii, UHTepHeT-pecypcos,
JAOMOJIHUTEbHOM JIMTePaTypbl

OCHOBHbBIE HUCTOYHUKH:

1. Jy6una, . H. UudopmaTuka: uHPopMamOHHBIE PECYpChl U TEXHOJIOTHH
B DKOHOMHUKE, yIpaBJIeHHH U OusHece : yuebnoe nocooue mist CI1O / U. H. [lyOuna,
C. B. llanoBanoBa. — Caparos : [Ipodobpazoranue, 2019. — 170 c. — ISBN 978-

5-4488-0277-5. — TekcT: 37eKTPOHHBIH // DIIeKTPOHHBIN pecypc UpPOBOi
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obpazoBarenpHoit  cpenbl CIIO  PROFo6pazoBanme:  [caiit]. —  URL:
https://profspo.ru/books/84677
2. Iletmuna E. M. HudopmannoHHbIE TEXHOJIOTUH B MPOdeCcCHOHATBLHOU
nestenbHocTH : yaebHoe nmocodue miua CIIO / E. M. Tlernuna, A. B. I'opbaueB. —
Caparos: IIpodoOpazoBanme, 2021. — 111 c. — ISBN 978-5-4488-1113-5. —
TexkceT: 37eKTpoHHBIN // DIEKTPOHHBIN pecypc u(poBoit 00pa30BaTEILHON CPEIbI
CIIO PROFoGpa3oBanue : [caiit]. — URL.: https://profspo.ru/books/104886.html
JloTIOTHUTEThHBIC UCTOYHUKH
Konctutymus Poccuiickoit @enepanumu.
I'paxknanckuii kogekc Poccuiickoit denepanuu(iecTByromas peaakius).

Hanorogsiit konekc Poccutickoit denepannn (neidcTByonas peaaKius).

> w0 e

TpynoBoii kogekc Poccuiickoit denepanuu(aeicTByomas peakius).

5. ®enepanbhbiii 3akoH oT 27.07.2006 No 149-D3 (meticTByromas peaaKiiys)
«O0 nHpopmanuu, HHOPMALIMOHHBIX TEXHOJOTHUSX U O 3aIUTE UH(POPMALII.

6. denepanpHbiii 3aKk0H OT 27.07.2006 Ne 152-D3 (neticTByromas pemxaxitus)
«O mepcoHaNbHBIX JAHHBIX.

7. ®enepanbubiit 3akoH 0T 06.12.2011 N 402-®D3 «O OyXrajarepckoMm ydeTe
(meucTByrOIIAs PEAAKIINS).

8. Ilpukaz Munduna PD or 31.10.2000 N 941 «OO6 yTBepkaeHHH TUIaHA
CUETOB  OyXrajaTepckoro ydera  ()MHAHCOBO-XO3SIICTBEHHOM  J€STEIBbHOCTH
OpraHM3alyii 1 UHCTPYKIUH 110 €r0 MPUMEHEHUIO» (AeUCTBYIOLIas peaaKius).

9. Tlonoxenust mo OyxraarepckoMmy ydery u DenepanbHble CTaHAAPTHI
OyXrajaTrepckoro yuera, yTBep:KJIeHHble MuHuctepcTBoM (puHancoB Poccuiickoit
Oenepauun.  HopmaTtusHbIe MpaBOBBIE JIOKYMEHTBI pa3MelleHbl o
cebuike https://minfin.gov.ru/ru/document/

HNuTepHer-pecypcebl

1. CnpaBounass  mpaBoBas  cucrema  «Kouncymprantllmoc»  URL:
https://www.consultant.ru/

2. CrpaBounas npaBoBasi cuctema «["apant» URL: https: //www.garant.ru
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https://profspo.ru/books/84677
https://profspo.ru/books/104886.html
https://minfin.gov.ru/ru/document/
http://www.consultant.ru/
http://www.garant.ru/

3. Odurmaneubii  caldlt  MunuctepcTBa  (uHaHcOB  Poccuiickoii
®deneparum: URL: https://www.minfin.ru

4. Odunmansueiii  calt  ®DenepanpHoil  HamoroBou  cimyxkOb1  URL:
https://www.nalog.ru

5. OdunmanbHbIT CalT denepanbHOro Ka3HAa4eHCTBa URL:
https://www.roskazna.ru

6. Odummanereiii cait Ientpanbroro banka (banmka Poccum): URL:

https://www.cbr.ru

1. Ocdummaneueii  caiit Ilencuonnoro  ¢onma  Poccum  URL:
http://www.pfrf.ru/

8. Odummaneueii  caiit  ®donga comumanbHoro crpaxoBanus URL:
http://fss.ru/

0. Odummaneupii caiit  donga  00s3aTETBHOTO  MEAMIIMHCKOTO

crpaxoBanust URL: http://www.ffoms.ru/
10. Odummaneueni caiit  demepanbHO  CIykOBI  TOCYyAapCTBEHHOU

craructuku URL: http://www.gks.ru/
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4 KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUS YUYEBHOH

JTUCHUATIIMHBI

KOHTpOJ’IL N OI€HKa PC3yJIbTATOB OCBOCHMA AUCHUIIMHBI OCYIICCTBIIACTCIA

MpernojaBareyieM B MPOIECCE MPOBEJICHUS MPAKTUYECKUX 3aHSITUH, TECTUPOBAHUM,

YCTHBIX OIPOCOB, MPOBEPKHU U OLIEHKU pedepaToB U Mpe3eHTALIUH.

Pe3ynbrarel 00yueHus
(OCBOCHHBIC YMEHUSI, YCBOCHHBIC 3HAHHS)

®DOopMBI U METO/TbI KOHTPOJIS
U OIICHKHU Pe3yJIbTaTOB
oOyueHus

1

2

OK 1 — Bpibuparb crocoObl pemieHus 3aaad mpodeccHoHaaIbHON
JESTeTbHOCTH MPUMEHUTEIHHO K Pa3iIMuHBIM KOHTEKCTaM (Ymems
8bIA61AMb U P DeKmusHo uckamo UHGopmayuro, HeobXooUMyo 0
peweHuss 3a0a4u u/unu npoonemvi; 3Hamb OCHOBHbIE UCMOYHUKU
ungopmayuu u pecypcol Ol peuwienus 3a0ay u npoodrem 8
npogheccuoOHaIbHOM U/ULU COYUATbHOM KOHMeKcme).

— OK 2 — HMcnonb3oBaTh COBpEMEHHBIE CPEICTBA MIOUCKA, AaHATIN3a
U MHTEpHpeTanuu uHpopMaIu U WHPOPMALMOHHBIC TEXHOJIOTHH
JUIE  BBINIOJHEHUS 3a7ad  NMpo(ecCHOHAIBHOW  JIEATEIIbHOCTH
(nonv306amuvcs UHPOPMAYUOHHO-KOMMYHUKAYUOHHBIMU
MexXHON02UAMU OJIs1 OMBEMCMBEHHOU, A dexkmusHol pabomsl 6
npogheccuoHantbHoM Koiekmuse).

— OK 3 — [IlnanupoBaTh M peaIU30BbIBATb COOCTBEHHOE
npodeccHoHaIbHOE " JUYHOCTHOE pa3BHUTHE,
MPEeNNPUHUMATEIbCKYIO  JI€ATEIbHOCTE B MPOQPECCHOHATBHON

cdepe, UCMONB30BaTh 3HAHUSA MO (PUHAHCOBOM I'PaMOTHOCTH B
Pa3IUYHBIX KU3HEHHBIX CHUTYAIUAX (Cosepuiencmeosamocs 6 ceoell
npogeccuu, pewamv npo@eccuoHalbHble 3a0ayu 8 YCI08UAX
4acmoui cMeHbl MexHOI02Ul 8 NPOheCcCUOHANbHOU OesmelbHOCML)
OK 4 — 3¢ddexTrBHO B3aUMOEHCTBOBATh U pabOTATh B KOJUIEKTHBE
U KoMaH[e (Yuacmeosamo 6 denosom odowjenuu ons 3¢pghexmusnozo
pewenust y4eOHbIX 3a0a4, Kelcos).

OK 5 — OcymiecTBasTh yCTHYIO U MUCbMEHHYI0 KOMMYHHUKAIIHIO Ha
rocyaapcTBeHHOM s3bike Poccniickoit denepanun ¢ yueTom
0CcO0EHHOCTEH COLMANbHOIO U KyJIbTYPHOTO KOHTEKCTa (I pamommo
VCMHO U NUCbMEHHO U31a2amb C80U MbICIU NO NPOGecCUoHATbHOU
memamuxe Ha 20Cy0apcmeeHHOM A3bIKe).

OK 9 — Tlomw3oBaThcsi TPO(HECCHOHATLHOW JIOKYMEHTAIMEH Ha
TOCYJapCTBEHHOM M HMHOCTPaHHOM si3blkax  (IIpumensamov 6
npogeccuonanvbHou desmenvbHoCmMuU UHCMPYKYUU Ha
20Cy0apcmeeHHOM s3biKe).

I[IK 1.1. O6pabarbiBaTh MEpBUYHbIE OyXraiaTepcKkue IOKYMEHTHI
(Ilpunumams  nepsuunvie  Oyxeaimepckue  OOKYMeHmMbl  HA
oymasichom Hocumene u (Unu) 6 euoe IeKmMpOHHO20 OOKYMeHmd,
NOONUCAHHO20 DNIEKMPOHHOU NOONUCHIO, 3AHOCUMb OaHHblE NO
CePYNNUPOBAHHBIM OOKYMEHMAM 8 pecucmpvbl 0OyxXeanimepcrKo2o
yuema).

I[IK 1.2. Pa3pabaTeiBaThb U COTJIACOBBIBATH C PYKOBOACTBOM
opraHu3anuy paboyuil IJIaH CYETOB OyXTaJITEPCKOrO ydera

DKkcrnepTHas OIICHKa
pe3yabTaTOB  JESITEIBHOCTH
o0y4JaroIerocs npu
BBIMIOJIHEHUH M 3allIUTe
Pe3yIbTaTOB MPAKTHUECKUX
pabor, pe3yIbpTaToB
TECTHPOBAHUS,
(pOHTANTBHBIX  OMPOCOBH
WH/IMBUYAJIbHBIX 3a/IaHUH.

[Ipomexxyrounas
aTTeCTalus:
muddepeHnpoBaHHBIN
3ayer
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OpraHmsanuu (Ymemv KoHcmpyuposames nO3MAnHo paboduli niau
cuemog Oyxeanmepcko20 yuyema OpeaHu3ayuu; 3Hamov UHCMPYKYUIO
NO NPUMEHEHUIO NIAHA CYemos8 OYX2aimepcKko20 yiema, NPUHYUnsl
u yemu paspabomku paboyeco NIAHA CHEMO8 OYXealmepcKo20
yuema OpeaHuzayuu; Kiaccuukayuro cyemos 0Oyxeanmepcrozo
yuema,).

I[IK 1.3. IIpoBomuTh y4YeT MACHEKHBIX CPEACTB, O(POPMIIATH
JICHEe)KHbIE M KAacCOBBbIE JIOKYMEHTBI (Npo800ums yuem KAacCO8biX
onepayutl, OeHeXCHbIX OOKYMEHMO8 U Nnepesooos 6 Nymi,
nposooums  yuem  O€HENCHbIX CPeOCm8 HA  pPACUemHblX U
CHeYuUanbHbIX CYemax).

IIK 1.4. ®opmupoBaTh OyXraaTepcKue MPOBOAKH 0 YUYETY aKTHBOB
OpraHu3ali Ha OCHOBE pabouero miaHa CYeTOB OyXralTepCKOTo
yuera (Ilpogooumsv yuem OCHOBHBIX CpeOCm8, HeMAMepPUalbHbIX
AKmMue08, 00J120CPOYHBIX UHBECTUYUL, DUHAHCOBBIX GNONMCEHUN U
YeHHbIX  OymMae;, MamepualbHo- NpPOU3BOOCMBEHHbIX  3ANdACO8;
3ampam Ha Npou3eo0Cmeo U KalbKVIUpOBaHue cebecmoumocmu;
20MOBOL NPOOYKYUU U ee pearuzayuu; meKyuux onepayuu u

pacuemos; mpyoa U  3apabomHOU  NAAMbl,  QUHAHCOBbIX
pe3yibmamos U - UCHONb30BAHU  NPUOBLIU;,  COOCMBEHHO20
Kanumana, Kpeoumoes u 3aUMO08; O0OKYMeHmMUpo8amay

X035licmEeHHble onepayuu U 6ecmu Oyxearmepckuil yuem akmueos
opeanusayuu.)

I[IK 2.1. dopmupoBaTh OyXraiarepckue MPOBOAKU IO Yy4eTy
WMCTOYHUKOB AKTHUBOB OpPraHM3allid Ha OCHOBE pabodvero IuiaHa
CUETOB OYXTalTepCKOTO y4eTa (paccuumuléams 3apabommuyto niamy
COMPYOHUKOB, ONPeOesimb CYMMY YOEPHCAHUU U3 3apadbomuou
niamsl  COMPYOHUKO8, ONpeoeisimb (DUHAHCOBbIE Pe3yIbmAanibl
0esmenbHOCIU OP2AHU3AYUU NO OCHOBHBIM BUOAM OesmMenlbHOCIU,
onpeoensmo Qurnarncogvle pe3yivmamul oesimenbHOCmu
Opeanu3ayuU No NPOYUM UOAM OesTMEbHOCIU).

IIK 3.1. ®opmupoBath Oyxrairepckue MPOBOAKU MO0 HAYUCICHUIO U
MIEPEYUCIICHHUIO HAJIOTOB U COOPOB B OIO/IPKETHI Pa3JINYHBIX YPOBHEH
(Onpeoensme 8UObL u noOpA00K HAN020001041CeHUsL;
opueHmuposamscsi 6 cucmeme Hano2os Poccuiickoii @edepayuu;
8bIOEIAMb INEMEHMbl HATI02000I0MHCEHUSL, ONPedeNsimb UCHOYHUKU
VRIamul  HAN0208, OQOPMIAMb  OYXeaimepCcKumu  npo8oOKAMU
HauucleHuss U  NepeyucieHus CyMM  Haio208 U  cOOpos;
Op2anU306b16aMb aHAIUMUYEeCKUll yuem no cuemy 68 «Pacuemoi no
Hano2am u coopamy).

I[IK 4.2. CocraBusate (opMbl Oyxrantepckoil ((huHaHCOBOI)
OTYETHOCTH B  YCTAaHOBJICHHBIC 3aKOHOJATEIILCTBOM  CPOKH
(Bvibupams cenepanbHyr0 COBOKYRHOCHb U3 PESUCTNPO8 YUEeMmHbIX U
OMUemHublX OAHHBLIX, NPUMEHAMb Npu ee o0bOpabomke Haubonee
PAyUoHAIbHble CHOCOObL  8bIOOPKU, (BopMuposams blOOPKY, K
KOmMopou 0y0ym NpUMeHsImbCs KOHMPOJbHble U AHATUMUYecKUue
npoyeoypuvl,  cocmasieHuu  0yxeaamepckou — OmMuemHoCmu U
UCNONL306AHUU ee Ol AHAIU3ad  (PUHAHCOBO20 — COCMOSIHUSL
opeanuzayuuL)

IIK 4.3. CocraBnsaTh (OTU€Thl) W HAJOTOBBIE JEKIApALUU TI0
HaJioraM M cOopaMm B OOJDKET, yYUTHIBash OTMEHCHHBIA €IMHBIN
couunanbHblii Hasor (ECH), oryeThl mo CTpaxoBbIM B3HOCaM B

20




rOCyJapCTBEHHbIE BHEOIO/KETHbIE (OHIBI, a TaKke (OpMBI
CTaTHCTUYECKON OTYETHOCTH B YCTAHOBIICHHBIE 3aKOHO/IATEIHCTBOM
CpoKU (Ananuzuposame HANO2060€ 3AKOHOOAMENLCHEO, MUNUYHbLE
OWUOKU — HAO2ONIAMENbUUKO8,  NPAKMUKY npUMeHeHUs
3aKOHOO0AMeNbCmea  HANO206bIMU — OP2AHAMU,  APOUMPAICHBIMU
cyoamu; coOCmagieHuy HAI0208bIX O0eKIapayull, omyemos no
CMPpaxoevblM 63HOCAM 60 6HebIo0dcemHble POHObL U Popm
CMamucmuyeckoli  OmuyemHocmu, 6xXo0sauux 6 OyxXeaimepcKyio
OMY4emHOCMb, 8 YCMAHOBIEHHbIE 3AKOHO0AMENbCMEOM CPOKU)..

YmMmenuns:

—  pacmo3HaBaTh, aHAIM3MPOBATh 3aJadyy WU NpolieMy U
BBIJIENIATH €€ COCTaBHbIC YaCTH;

—  OIpeNeNsATh 3Talbl PELICHUs M CHOCOObI peleHMs 3a/lauH;
00OCHOBBIBATh BEIOOP PELICHHUS;

—  COCTaBIATh U PEAJIM30BHIBATh IJIaH JEHCTBUSA, ONpPENENATh
HEO0OXO0IMMBIC PECYPCHI;

- OLICHUBATh PE3YJIbTAT CBOUX JICHCTBUI;

— OIpeAEesATh 3a4a4Uu JJIs IOMCKa HH(OpMaLnu;

- OIpeIeNIATh HEOOXOJUMbIe HCTOYHUKH HH(POPMALIUY;

—  CTPYKTYpHUpOBAaTh MOJIy4aeMyl0 HH(POPMALIUIO; BBIIEIATh
HanboJiee 3HAYUMOE B IepeuHe HH(POPMAIIHIH;

—  OUEHMBAaTh  MPAKTUYECKYI0  3HAYUMOCTh  pe3yJbTaTOB
MIOMCKa;

- 0(opMIIATH pe3ysIbTaThl IOUCKA,;

—  HaxOJWTh U UCIOJIH30BATH HHPOPMALHUIO Ui () (HEKTUBHOTO
BBINIOJTHEHUSI MPO(ECCHOHANBHBIX 3aJa4, NPOPECCUOHANBHOIO H
JMYHOCTHOTO PAa3BUTHUS, OCYIIECTBIECHUS CAMOOOpa30BaHMS;

- paboTaTh C MOMCKOBBIMU CUCTEMAMU;

—  HCIONIb30BaThb ~ MEXaHM3Mbl CO3JaHMA U 00pabOTKU
TEKCTOBOM  MHpopMauuu, OQOpMICHHS JOKYMEHTAllUU IO
npo¢eccuOHaTbHON TEMaTHKE;

- o0pabaTtbIBaTh TaOIMUHYIO HHPOPMALIUIO;

—  HCIIOJIb30BaTh AJIEKTPOHHBIE TAOMUIBI JUIsl (PMHAHCOBBIX U
SKOHOMMYECKHUX pacueToB, 0OpabOTKM OOJBIIMX  MacCUBOB
uHpopMalny, aHaIu3a GUHAHCOBBIX TaHHBIX;

—  HUCIOJIb30BaTh  JIEJIOBYIO TpaduKy U MyJbTUMEAHa
nH(pOpMalIKIo, CO3aBaTh MPE3EHTAIUY;

—  4HuTaTh (MHTEpIIPETUPOBATH) uHTEepdeiic
CMELUANTU3UPOBAHHOTO TPOTPAMMHOTO OOECIeUeHHs, HaXOJIUTh
KOHTEKCTHYIO TIOMOIIh, pab0OTaTh C JOKYMEHTAIIHEH;

—  TIpUMEHATH CTaHJapTHOE u CHeMalIn3UpOBaHHOE
IporpaMMHoOe obecriedeHne Juisi cOopa, XpaHeHuss M 00paboTKH
nH(OpPMAIIUU B COOTBETCTBUHU C U3Y4aeMbIMU MPOPECCHOHATLHBIMU
MOJYJISIMH

—  TIPUMEHSTb METOJIbI U CPE/ICTBA 3alUTH HH(pOpMaIuy;

- paboTaTh C IEKTPOHHOM MOYTOIH;

—  HCIOJB30BaTh BO3MOJKHOCTH  YJAJ€HHOIO JIOCTyNa K
CETEeBBIM pecypcaM OpraHu3aluu, 00ayHble TEXHOJIOTHH;

—  wucnosb3oBath cepBuckl Google Docs s coBMecTHOI
paboTHI C TOKYMEHTAMH,

—  HCIOJIb30BaTh CETEBble HH(POPMALMOHHBIE CHUCTEMBI IS

DKcnepTHas OILIEHKa
pE3yNbTAaTOB  JIEATEIbHOCTU
o0yyJarorerocs npu

BBINIOJTHEHUH W 3alluTe
pPEe3yIbTAaTOB MPAKTUYECKUX
pabor, pe3ynbTaToOB
TECTUPOBAHUS,
(GpOHTANBHBIX OMPOCOBH
WHJIMBHUIYQJIbHBIX 3aJJaHUH.

IIpomexxyrounas
aTTeCTaIHs:

QG epeHIPOBaHHBIHI
3a4eT
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Pa3NUYHBIX HANPaBJIECHUH MPOPECCUOHATLHON I TETbHOCTH;

—  TIpaMOTHO M apryMEHTHUPOBAHO H3JaraTb CBOM MBICIH H
MHEHHS, BECTH JeloBble Oeceibl, B TOM YHCIE CPEICTBAMHU
AJIEKTPOHHOM TOYTHI U TeJIePOHHONW KOMMYHHKAIIUH;

—  yMEThb BBICTpaWBaTh B3aMMOOTHOIICHHS C OOYYaIOIIMMUCH,
Mpero1aBaTeNs M, COTPYIHUKaMHU 00pa30oBaTeIbHON OpraHu3allny;

—  paboTarh B rpynie Npu pPelIeHUH CUTYAI[MOHHBIX 3aJaHUH,
IIPU BBITMOJIHEHUH TPYIIIOBBIX TPOEKTOB;

—  OOBEKTMBHO AaHAJIM3UPOBATh M OICHUBATH PE3YJbTATHI
coOCTBEHHOM pabOTHI;

—  TpOSBIIAT, WHHUIIMATHBHOCTH B
poheCCHOHATLHOMN JIeATEILHOCTH.

— C TIOMOIIBIO TPaBOBBIX  HMH(MOPMAIMOHHBIX  CHCTEM
OpPHEHTHUPOBATHCSI B 3aKOHOJATENBHBIX M WHBIX HOPMATHBHBIX
MIPABOBBIX aKTax, periIaMeHTHPYIOIIUX OyXTalTepCKYIO
JeSITeIbHOCTD; Pa3N4aTh POPMBI OyXTaNTepPCKON TOKyMEHTAIINH;

—  TMPUMEHATh  CTAaHJAPTHOE W CICHUAIU3UPOBAHHOE
porpaMMHOe oOecrieueHue Ui XpaHeHHs, 00padOTKHA M aHaIHM3a
Oyxrantepckoil HH(OpMAIK B COOTBETCTBUHM C H3y4acMbBIMH
poheCCHOHATLHBIMU MOTYJISIMU

— 11 GopMUpPOBaHMS W y4eTa MEPBHYHBIX JOKYMEHTOB; LIS
o(opMIIeHHS TIIATEKHBIX TOKYMEHTOB;

—  NpOoCMaTpUBaTh U aHAIU3UPOBATH OYXTaITEPCKHE MPOBOIKU
M0 y4eTy KaCCOBBIX OIEpaIyii, M0 Yy4eTy JIEHEKHBIX CPEICTB Ha
pacueTHBIX CYeTaxX, MO Y4YeTy aKTHBOB M HCTOYHUKOB aKTHBOB
OpTraHU3aINK; N0 HAYUCICHHUIO W TEPEYNCICHHIO CYMM HAaJOTrOB H
cOopoB;

—  mpocMaTpuBaTh U aHAJIM3UPOBATh  PETHCTPbl  yderTa,
c(OopMHpOBaHHBIE OYXTaNTEPCKUM MPOTrPAMMHBIM 00€CIIEUeHUEM;

—  TmpocMaTpuBaTh W aHAIM3HPOBATh  IUIAH  CUETOB
OyxrajnTepckoro yuera (UHAHCOBO-XO3SIICTBEHHOH EATEThHOCTH
OpraHu3alIly;

—  HCIIOJIb30BaTh BO3MOYKHOCTH CHEHaTU3UPOBAHHOTO
IpPOrpaMMHOro oOecrieyeHuss Mo (OPMHPOBAHUIO M HPOCMOTPY
Oyxrantepckoil (puHAHCOBOM) OTYETHOCTH; MO (OPMUPOBAHUIO U
IIPOCMOTPY HAJIOTOBBIX JIeKJapaluii mo Hajmoram u cOopam B
OrO/IKeT.

mponecce OCBOCHHUA

3HaHusA:
- OCHOBHBIC HCTOYHUKH HWH(OPMAIMM U pecypchl Juis | DKCIEpPTHAs OIIEHKA
pelieHus 3a1a4 ¥ npodsieM B IpohecCHOHATbHOU A TeTbHOCTH; pe3yIbTaTOB  JIESATEIBHOCTH
- QJIITOPUTMBI U METO/bI BBITIOJIHEHUS 3a]1a4l, PaOOTHI; o0y4arorerocs npu
- IOPSIIOK OLICHKH pe3yIbTaTOB pemeHus 3a7ay | BPIIOJIHEHMM W 3allIUTE
npodeccnoHaNbHOM e TEIbHOCTH; pe3yIbTaTOB MPAKTUYECKUX
- HOMEHKJIaTypa WH(pOPMaAITMOHHBIX MCTOYHMKOB, | PadOT, pE3yIpTaTOB
MPUMEHSEMBIX B TPO(PECCHOHATTLHOMN ACSATEIHHOCTH; TeCTUpPOBaHUA,

- MIPUEMBI CTPYKTYPHUPOBaHUS HHPOPMAIUH;

—  ¢opmar ohopMIIeHHUS Pe3ybTATOB MOMCKA HH(DOpMAIIH;

- OCHOBHBIE METOJIbI cOopa, 00pabOTKH, XpaHEHHs, Mepeaadn
Y HaKOIUIeHUs HHGOpMaIuy;

—  mnpaBwia opOpMIIEHUS JOKYMEHTOB U IOCTPOECHHUS YCTHBIX
COOOIIIEHNI];

(POHTAIBHBIX  OMPOCOBU
WHJMBHU1yaJIbHBIX 3aJJaHUN.

IIpomexxyrounas
aTTecTalys:
g depeHIInPOBAHHBIN
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—  CcOBpeMeHHas HaydHas U MpoecCHOHAIbHAS TEPMHUHOJIOTUS;

—  ToHATHA WH(POPMAIMOHHON TEXHOJIOTUH, WH(OPMAITMOHHON
CHCTEMB,

—  KiIaccu@UKanus U COCTaB MH(POPMAIMOHHBIX CHCTEM;

—  TEeXHHYECKOE u IPOrpaMMHOE obecrieueHue
MH(OPMAIIMOHHBIX TEXHOJIOTH;

—  OpUHOMOBL W crocoObl  3amuThl  MHGOpMAaLuM B
MH(POPMALMOHHBIX CUCTEMAX;

—  Ha3HAYCHHWE W TPUHIMIIBI KCIOJIb30BaHHUS CHUCTEMHOTO U
NPUKIAJHOTO MPOTPaMMHOTO obecriedeHust B MpodecCHOHATBHON
NeSTeIbHOCTH;

—  OCHOBHBIE€ TIOHSATHS aBTOMAaTU3UPOBAaHHOW  0OpabOTKH
uH(pOpMAIINH;

—  TEeXHOJOTHUS CO3JaHUs U OOpabOTKH TEKCTOBOI, YMCIIOBOM,
rpaduyeckoil HHPOPMAIHMH; TOPSAAOK BHICTPANBAHUS TIPE3CHTALHH;

—  OCHOBHBIE KOMITOHEHTBI KOMITBIOTEPHBIX ceTei,
OpraHM3aLMs MEKCETEBOTO B3aUMO/ICHCTBUS;

—  TEXHOJOrus noucka uHpopmauu B ceti ViHTepHeT;

—  JenoBasi 2JIeKTpOHHAS U Teie(OHHAs KOMMYHUKAIWS,

—  cereBble HMH(OPMAIIMOHHBIE CHCTEMBI ISl Pa3IHMIHBIX
HaIpaBJIeHUH MPOPECCUOHATLHOM e TEIbHOCTH;

—  uHTepdelc mNpaBOBBIX HMH(DOPMALMOHHBIX CHCTEM IS
MIOMCKa HOPMATHBHBIX JOKYMEHTOB;

—  TpaBOBBIE AaCHEKTHl HCIOJIB30BAaHHUS HH(POPMAUOHHBIX
TEXHOJIOTUH U IPOTPAMMHOTO 00eCTIeueHHS;

—  COBPEMEHHOE CHelHaIU3UPOBAHHOE IpOrpaMMHOE
o0ecreyeHrne 1 MeTOIbl €ro HacTPOHKY;

—  CTpyKTypa wuHTepdeiica COBPEMEHHOro OyXrajJTepcKoro
IPOrPaMMHOr0 00eCTIeUeHHS.

3a4CT
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