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1 TACIIOPT PABOYEH MPOTPAMMBbI YYEBHOM JJUCIITUTIJIMHBI
OI1.08 ”THOOPMAIIMOHHBIE TEXHOJIOI'MAU B
IMPO®ECCUOHAJBHOM JESATEJIBHOCTH

1.1 ObaacTh npuMeHeHUs1 padoyeil MPOrpaMmbl

PabGouass mporpamma y4eOHOM IUCHUIUIMHBI SBISIETCS YacThIO MPOrpamMMBbI
MOATOTOBKU  CIICIIMAJUCTOB CpelHero 3BeHa B cootBeTcTBUM ¢ DPI'OC 1o
cnenuanbHocTu CITO 38.02.01 «9KoHOMUKA U OyXTAITEPCKU YUET (110 OTPACIISIM ).

PaGowass nporpammMa AUCHUIUIMHBI MOXET OBITH  HUCIOJb30BaHa B
JOTIOHUTENIBHOM — NpO(EeCcCCHOHAIBLHOM  O0pa3oBaHUM U NMPOPECCHOHAIBHOU
MOJATOTOBKE paOOTHUKOB B 00JIACTH SKOHOMUKH U YIIPABJICHHUS.

1.2 MecTo AUCUMILUIMHBI B CTPYKTYpPe OCHOBHOI mNpogeccHOHANBLHOIM
o0pa3oBaTe/IbHOM MPOTrPAMMBI:

VYyeOnas  gucuurmummHa  OILO8  «MudopmanmoHHble  TEXHONOTMU B
npodecCHoOHaTbHON  JEATETBHOCTU»  BXOAUT B MPOGECCHOHANBHBIA  ITHKI
oOmenpodeccuoHaIbHbIX JUCITUTUIHH.

1.3 Heau n 3a1a4u JMCUUILVIMHBI — TPeOOBAHUS K pPe3yJbTaTaM OCBOCHUS
AUCUMILIUHBI:

[enp ydeOHON AUCHUIUIMHBI — COJICHCTBOBATh OCBOSHUIO MTPOQECCHOHATBHBIX
U o0mux KommereHIMi 1o BceM Bugam aedareapHocty PI'OC  CIIO 1o
crenranbHOCTH 38.02.01 «OKOHOMHUKA U OYXTITEPCKUN YUET (TI0 OTPACIISIM )».

Oco0oe 3HaueHNEe NUCIHUILIMHA UMEET pU POPMUPOBAHUH U PA3BUTHH OOITUX
1 ipo(eccruoHaTbHBIX KOMITETEHITHIA:

OK 1 - Boibupate cmocoObl pemieHus 3agad  npodeccroHaIbHON
NEeATEIbHOCTU IPUMEHHUTENIBHO K PA3JIUYHBIM KOHTEKCTaM.

OK 2 - HWcnonmp3oBaTh COBpPEMEHHBIC CpEICTBA TIOWCKA, aHalnW3a |
uHTEpHIpeTanud UHOpMAIM U WHOOPMAIMOHHBIE TEXHOJOTHHU JIJISi BBITIOJTHEHUS
3a1a4 nMpo(eCcCUOHANIBHOU IeSITENHHOCTH.

OK 3 - [InanupoBath U peann30BBIBATH COOCTBEHHOE MPO(EeCCHOHATBEHOE H
JUYHOCTHOE pa3BUTHUE, MPEANPUHUMATENBCKYIO JEATEIbHOCTh B MPO(EeCCHOHAIBHOMN

chepe, uCNONB30BaTh 3HAHUS 1O (PUHAHCOBOM TIPAMOTHOCTH B Pa3IMYHBIX



KU3HEHHBIX CUTYaIIHIX.

OK 4 — DddextuBHO B3auMOAEHCTBOBaTH M pabOTaTh B KOJUIEKTUBE U
KOMaH/Ie.

OK 5 — OcymecTBiasTh YCTHYIO U THMCBMEHHYI0 KOMMYHHKAIMIO Ha
rocy1apcTBeHHOM si3bike Poccuiickoir @enepauuu ¢ ydyeToM OCOOEHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 9 — TIlonwe3oBatbcsi  mpodecCHOHATBLHOM  JOKYMEHTAalle  Ha
rOoCy/IapCTBEHHOM M MHOCTPAHHOM SI3bIKAX.

IIK 1.1. OGpabatbiBaTh NEPBUYHBIE OyXTaITEPCKHUE TOKYMEHTHI;

IIK 1.2. Pa3pabarbiBaThb U COIJIACOBBIBATH C PYKOBOJCTBOM OpraHU3AIUH
pabouuii TIaH cYeTOB OYXTaJTEPCKOro yyeTa OpraHu3alluu;

[IK 1.3. TIpoBoauTh y4YeT JEHEKHBIX CPEACTB, O(QOPMIATH ICHEKHBIE U
KacCOBBIE JIOKYMEHTHI;

I[IK 1.4. ®opmupoBaTh OyXraarepckue TNPOBOAKHA IO Yy4Ye€Ty aKTHBOB
OpraHu3alliy Ha OCHOBE paboyero IjiaHa CYeTOB OyXTraJITepCKOro y4era.

[IK 2.1. ®opmupoBarh OyXrajrepckue MPOBOJKH IO YYETy HCTOUYHHUKOB
aKTMBOB OpraHM3allMy Ha OCHOBE paboyYero IjiaHa cueToB OYXTalTepPCKOTo yueTa;

I[IK 3.1. dopmupoBarh OyXraaTepckhe TMPOBOJKH I10 HAYHCICHUIO M
NIEPEUNCIICHUIO HAJIOTOB U COOPOB B OIO/IKETHI PA3IMUHBIX YPOBHEH;

[IK 4.2. CocrtaBnars ¢opmbl Oyxrantepckoil (hMHAHCOBOI) OTUYETHOCTH B
YCTaHOBJIEHHBIE 3aKOHOJATEILCTBOM CPOKH;

[1K 4.3. CoctaBnsath (0TYETHI) U HAJIOTOBBIE ACKIApalliy M0 HAJIOTaM U cOopam
B OIO/IKET, YUUTHIBasE OTMEHEHHBIN enuHbIi conuanbubiii Hasmor (ECH), otyeTs mo
CTPaxOBBIM B3HOCAM B TOCYJapCTBEHHbIE BHEOIOKETHBIC (DOHIBI, a Takke (HOPMBI
CTaTUCTHUYECKOW OTYETHOCTH B YCTAHOBJICHHBIE 3AKOHOJATEIBCTBOM CPOKH;

B pesynpTate ocBOeHUS y4eOHOW MHUCIMIUTMHBI OOYYAIOIUNUCS TOJIKEeH
yMeTh:

— pacro3HaBaTh, aHAJU3UPOBATh 3aJauy WU MpoOJieMy M BBIACIATH €€

COCTaBHBIC 4YaCTH,



- OTpENENsITh JTalbl PEIICHWss W CIOCOOBI  pEelIeHUs  3a/ayu;
000CHOBBIBaTh BBIOODP peLIEHUS;

- COCTaBIIATh W  pPEATU30BBIBATH  IUIAH  JCHCTBUSA,  ONPEICATH
HEO0OXOMMBIE PECYPCHI;

- OLICHUBATh PE3YJbTAT CBOUX JCUCTBUU;

- OTIPEISISITh 3a7a4H IS TOMCKa MHPOPMAIIHH;

— OTIpeeISITh HEOOXO0IUMbIC HICTOYHUKH UH(OpMAIINK;

— CTPYKTYPHPOBATh IOJIy4aeMyr0 HWH(OPMAIMIO;, BBIICIAT, Haumboee
3HaYMMOE B TIEpeuHe HH(OPMAITIH;

— OIICHMBATh MPAKTUYCCKYIO 3HAYUMOCTh PE3yJIbTaTOB TIOMCKA;

— oG OpMIISATEH pe3yJIbTaThl MIONCKA,

— HAaXOAUTh W  HCHOJB30BaTh HMHPOpMaNHIO i 3(HPEKTUBHOTO
BBIMIOJTHEHUST TPO(ECCHOHAIBHBIX 3adad4, NPOo(EeCCHOHATBHOTO W JIMYHOCTHOTO
Pa3BUTHSI, OCYILIECTBICHUS CaMOOOPa30BaHMUS;

- paboTaTh C TOMCKOBBIMHU CHCTEMaMU;

- UCIIOJIb30BaTh ~MEXaHU3Mbl CO3/IaHUA W 0OpabOTKM  TEKCTOBOM
uHdopManmu, opopMIIeHHUs] TOKYMEHTAIIMH 10 MPOodEeCCHOHAIIBHONW TEeMaTHKE;

- o0pabaTbIBaTh TAOIUYHYIO HHPOPMAITHIO;

— UCIIONIb30BaTh ~ JJIEKTPOHHBIE  TAaONMIBI g (UHAHCOBBIX U
SKOHOMHUYECKUX PacyeToB, 0OpaOOTKH OOJBIIMX MacCHMBOB HHGOpPMAIlUM, aHAIU3a
(HMHAHCOBBIX JAHHBIX;

- UCIIONIb30BaTh JENOBYI0 TpaduKy © MyJIbTHMeaAna WHGOPMAIIHIO,
co3/aBaTh MPE3CHTAIUY;

- 9uTaTh  (MHTEPIPETUPOBATh) WHTEpPENC  CHEIUATH3UPOBAHHOTO
MpPOrpaMMHOTO OO€cTieueHus, HAaXOAWTh KOHTEKCTHYIO TIOMOINb, paboTath ¢
JIOKYMEHTAIUEH;

— MPUMEHSTh CTAaHAAPTHOE W  CHEIUATM3UPOBAHHOE MPOTPAMMHOE
obOecrnieueHue st cOopa, XpaHeHUs: U oOpabOTKM MHGPOPMAIMKU B COOTBETCTBUU C

M3y4yaeMbIMU MPO(HECCUOHAIBHBIMU MOAYJISIMU



- MIPUMEHSTH METOJIBI ¥ CPEJICTBA 3aIIUTH HH(POPMAIIHH;

— paboTaTh C JIIEKTPOHHOU MOYTOM;

- WCIIOJB30BaTh BO3MOXXHOCTH YAAJIEHHOTO JIOCTYTMa K CETEBBIM pecypcam
OopraHu3anuu, 00JJaYHbIC TEXHOJIOTHH;

- ucrnonb3oBath cepBuckl Google Docs s coBmecTHOM paboThl ¢
JTOKyMEHTaMH,

— UCIIOJIb30BaTh CETEBbIe WH(GOPMAIIMOHHBIE CHUCTEMBI IS Pa3JIMYHBIX
HaNPaBJICHUH MPOPECCUOHAIBHON JACATEIBHOCTH;

— IPaMOTHO M apryMEHTHPOBAHO W3JlaraTh CBOM MBICIIM U MHCHHS, BECTH
JICIOBbIE Oecellbl, B TOM YHCIIC CPEJCTBAMHU 3JICKTPOHHOW IOYTHI W Telie(OHHOM
KOMMYHUKAIIAH;

— YMETh  BBICTpAaWBaTh  B3aMMOOTHOIICHHS C  OOyYaroIIUMHUCH,
IperoaBaTeIsIMU, COTPYIHUKaMU 00pa30BaTeIbHON OpraHU3alIiy;

- paboTath B TpyHIe MpU pEHICHHH CUTYallMOHHBIX 3aJaHud, TIpU
BBITTOJTHEHUH TPYIIIIOBBIX TPOEKTOB;

- OOBEKTUBHO aHAIM3UPOBATh WM OILEHWBATH PE3yJIbTaThl COOCTBEHHOM
paboTHI;

- NPOSIBIISITh MHUIIMATUBHOCTH B MPOIIECCE OCBOCHUS MPOdeCcCHOHATBHON
JESTEILHOCTH.

- C MOMOIIBIO TIPABOBBIX MH(POPMAITMOHHBIX CHUCTEM OPHUEHTHPOBATHCS B
3aKOHOJATEIbHBIX W WHBIX HOPMATHUBHBIX MPABOBBIX aKTaX, PETJIAMEHTHUPYIOIIUX
OyXTanTepCKyIO ACSTENbHOCTD; pa3nudaTh GOPMBI OYXTaNTEPCKON TOKYMEHTAIIUN;

- OPUMEHSTh CTaHAAPTHOE W CHEIMUATU3UPOBAHHOE IMPOTPAMMHOE
oOecrieueHue NIl XpaHEeHHs, 00pabOTKN M aHanm3a OyxranTepckoil nHpopmanuu B
COOTBETCTBHH C U3y4aeMbIMU MPO(HECCHOHATHFHBIMA MOYJISIMH

- Tt GOPMUPOBAHUS U yU€Ta IEPBUYHBIX JOKYMEHTOB; /TSI OOPMIICHUS
TJIATEKHBIX JOKYMEHTOB;

— MPOCMATPUBATh M aHAIM3UPOBATH OYyXTaNTEPCKUE MPOBOJKH TIO YUETY

KaCCOBBIX onepaunﬁ, II0 Y4C€TY ACHCKHBIX CPCACTB HA PACUCTHBIX CUCTAX, I10 YUCTY



aKTUBOB M WCTOYHHKOB aKTHBOB OpPraHHU3aIlM{; MO HAYUCICHUIO W TEPEUUCICHHUIO
CYMM HAaJIOTOB U COOpPOB;

- NpOCMaTpUBaTh M aHAIM3UPOBATh PETUCTPHI yueTa, cPOpMHUpPOBAHHBIC
OyXrajaTepCKUM MPOrpaMMHBIM 00ECIIEYEHUEM;

— NpoCcMaTpUBaTh M aHATU3WPOBATH IJIAH CUETOB OYXTalNTepCKOro ydera
(MHAaHCOBO-XO3AMCTBEHHON JEATEIBHOCTH OPraHU3aINY;

— UCTIOJh30BaTh BO3MOXKHOCTH CHEIHAIM3HUPOBAHHOTO IMPOTPAMMHOTO
oOecrieyeHusi 1Mo (QOPMUPOBAHUIO M TPOCMOTPY Oyxranrepckoi (puHAHCOBOM)
OTYETHOCTH; 0 ()OPMHUPOBAHUIO U TIPOCMOTPY HAJOTOBBIX JEKIapaluii 0 HAJIOram
U cOopaM B OIOJIKET.

B pe3ynbTaTe ocBOCHHS Y4€OHOUW TUCITUTUIMHBI O0YYArOIIHIACS J0IKEH 3HATD!

— OCHOBHBIC UCTOYHHKH WH(OPMAIMH U PECYpPCHI JUIS PEIICHUs 3a7ad |
po0JieM B MpodheCCHOHAIBHON eI TENHHOCTH;

- QJITOPUTMBI U METO/IbI BHITTOJIHEHUS 3a/1a4H, pabOoThI;

- MOPSAJIOK OLIEHKH pPE3yNbTaTOB peIIeHUus 3a1ad MpodecCuoHaIbHON
NEeSITEBHOCTH;

— HOMEHKJIaTypa WH(GOPMAIIMOHHBIX HCTOYHUKOB, MPUMEHSEMBIX B
npodeccuoHaIbHOM EeATeTbHOCTH;

— IPUEMBI CTPYKTYPUPOBAHUS HHPOPMAIIHH;

- dbopmaT opopMIICHHS PE3YIHTATOB MTOMCKA HH(GOPMAIINH;

— OCHOBHBIE METOIbl cOopa, o0O0padOTKH, XpaHEHUs, TMepeaayn U
HAKOIUICHUS MHGOpMAIINH;

- npaBuia 0oHOpMIICHHUS TOKYMEHTOB U TIOCTPOEHUS YCTHBIX COOOIIEHUI];

— COBpeMEHHas Hay4yHas U MpodeccuoHaIbHasi TEPMUHOJIOTUS;

— MOHSTHSI THPOPMAITMOHHON TEXHOJIOTHH, HHGOPMAIIMOHHON CUCTEMBI;

— KIaccuuKaIysa U cocTaB HHPOPMAITMOHHBIX CUCTEM;

— TEXHUYECKOE U  MpOorpaMMHOe obecrneueHue HH(POPMAIMOHHBIX

TEXHOJIOT UM,



- INPUHIMUIBL U CHOCOOBI 3aliuThl MHGOPMAIMM B HHPOPMALMOHHBIX
CUCTEMAX;

- Ha3HAYEHUE U MPUHLMUIBI MCIOJIb30BAHUS CUCTEMHOIO M MPUKIIATHOTO
MPOrpaMMHOro odecreyeHus: B po(ecCHOHANBHOMN eI TeIbHOCTH;

- OCHOBHBIE TIOHSITHSI aBTOMAaTU3UPOBAaHHOM 00paboTKu nH(pOpManuu;

- TEXHOJIOTHUS CO3/IaHus U 00pabOTKM TEKCTOBOM, YMCIIOBOM, rpaduueckoin
uH(pOpMAaIIMK; TOPSA0K BBICTpaUBaHUs PE3EHTALUY;

- OCHOBHBIE  KOMIIOHEHThl ~ KOMIIBIOTEpHBIX  CETeil,  OpraHu3anus
MEXKCETEBOr0 B3aUMOJIEHCTBHUS;

- TEXHOJIOTHUs MoucKa nHopmanuu B cetu UHTEpHET;

- JIeJI0Bas SJEKTPOHHAS U TeaedOHHAsT KOMMYHUKAIIHS;

- ceTeBble MH(OPMAIMOHHBIE CHUCTEMBI JIsI PA3IUYHBIX HaIlpaBJICHUN
npodeccuoHaIbHOU IeATeTbHOCTH;

- uHTepdeiic npaBoBBIX WHMOPMAIIMOHHBIX CHUCTEM IS  TIOHMCKa
HOPMATUBHBIX IOKYMEHTOB;

- IIPABOBBIE ACIMEKTHl MCIOJIB30BAHMS MH(POPMAIIMOHHBIX TEXHOJOTUH U
IIPOTrPaMMHOT0 00ECIICUCHHS;

— COBPEMEHHOE CIICIIMAIM3UPOBAHHOE TMporpaMMHOe oOecreueHne u
METOJIbl €Er0 HACTPOUKH;

— CTpYKTypa uHTepdeiica COBPEMEHHOTO OyXralaTepCcKOro mporpaMMHOTO
obecrnieueHusl.

1.4 KoinyecTBO 4aCOB HA OCBOCHHE NJUCIHHUILIMHDBI:
MaKCHUMaJIbHON yueOHO# Harpy3ku oOyuaromerocs 149 gyacos, B ToMm uucie:

00s13aTENBPHON ayTUTOPHON y4eOHOHM Harpy3ku oOydaromerocst — 143 gacos;

CaMOCTOSATEILHOM pabOThl 00yJarOIIerocs: — 6 4acos.



2 CTPYKTYPA U COJAEPKAHUE YUEBHOHN JUCIUIIJIAHBI

2.1 O0beM yueOHOM TMCIUNJIMHBI M BUIbI Y4eOHO# padoThl

Oo0BeM yacoB

But yuebHoii paGoThI B ToMm yncne o cemectpam
Bcero 2 Kypc 3 Kypc
4 cemectp | S cemectp | 6 cemecTp
MakcumanbHast yueOnasi | 149 74 43 32
Harpy3ka (Bcero)
Oobs3aTesibHaA ayaurTopHas | 149 74 43 32
y4yeOHasi Harpy3ka (Bcero)
B TOM YHUCJIE:
NPAKTUYECKUE 3aHSITHSI 110 48 32 30
CamocrosiTeibHas padora 6 2 2 2
o0yuaruerocs (Bcero)

Hmozoeaa ammecmayusn 6 coopme

nuddhepeHIIIPOBAHHOIO 3a49eTa
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2.2 TemaTH4ecKHH IUIAH U COAEPKAHUE YUeOHOU TUCIUIIIMHBI

«HdopManoHHbIE TEXHOJIOTHH B PO ecCHOHATBHOMN AeATeIbHOCTH

HaunumenoBanue
pa3/iesioB U TeM

Coz[epmalme yqeﬁﬂoro MaTtepualia, IPAKTHYCCKUE 3AHATUH, CAMOCTOATECIbLHAA paGOTa

00y4YaIuXcst

O0nLeM
4acoB

YpoBennb
OCBOEHUS

1

2

4

Pa3nen 1. UndopmManoHHble H KOMMYHUKAIIMOHHBIE TEXHOJIOTMU B aBTOMATH3HPOBAaHHOI 00padoTke
IKOHOMMYECKOH HH(pOopMaLHu.

55

BBenenue.

Conepxxanue yueOHOro Marepuaja

1

[Tonarue nHGOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH, WX KiIaccuukanus u
poJib B Tpo(heCcCHOHATIbHON JESITEIbHOCTH.

Tema 1.1.
NupopmannoHHble
TEXHOJIOTMH B
o0padoTke
IKOHOMMYECKOMI
uHdopmanum.

Conepxxanue yueOHOro Marepuasa

10

1

OcHOBHBIE METOJBI W CpeIcTBa 00pabOTKH, XpaHEHHS W HAKOIUICHUS WH(OpMaIUu.
KoMmbroTep kak TeXHHUYECKOE YCTPOMCTBO 0OpabOTKHM SKOHOMMYECKON HH(OpMAIUH.
Hasnauenme, coctaB, OCHOBHBIE XapaKTEpUCTUKU KommbioTepa. Has3HaueHue u
MIPUHIIUIIBI UCTIOIb30BAaHUS CUCTEMHOTO M MPUKJIaJHOTO MPOTrPaMMHOI0 00ecreyeHus.

OcHoBHBIE (YHKITUM COBPEMEHHOW cHCTeMbl oducHOW aBToMmaTtu3amuu. CocTaB u
XapaKTEepPUCTHKAa TaKeTa dJeKTpoHHOTO oduca. OOpaboTka HAKOHOMHUYECKOH
“H(pOpMAIIUM TEKCTOBBIMHU TMpolleccopaMu. J[emoBoil TEKCTOBBIM JOKyMeHT. CTuiau
odopmiieHust 1okymeHTOB. [1labmonsr 1 popmbl. TabmuIBl B TEKCTOBBIX JOKYMEHTAX.
Buenpenue u cBsizbiBaHME OOBEKTOB, KOMIUIEKCHBIE JOKYMEHTHI. Vcmonb3oBaHue
JIeJI0BOM rpaduKu AJisl BU3yallM3allui TEKCTOBOM HH(GOpMAIIUH.

Bo3MOXHOCTH  CHCTEMBI QJICKTPOHHBIX Ta6J'II/II_I U1 aHajIn3a, IIJIaHWPOBAHMA,
IIPOrHO3HUPOBAHUSA XO3SAMCTBEHHOU JCATCIIbHOCTH IpCAnpusaTUs u peUICHUA
OKOHOMHNYCCKHX 3aJayd. Pacuer HOKaSaTeHefI, IPUMCHCHUEC CTaHJAPTHBIX q)YHKHPII;'I,
CO31aHHUEC BBIYUCIIACMBIX YCHOBHﬁ. CDI/IJ'IBTpaI_II/IH I/IH(I)OpMaI_[I/II/I, KOHCOJIMaanusi, CBOAHBIC
Ta6.]'II/II_[LI, NMOABCACHUC IMPOMCIKYTOUYHBIX UTOT'OB.

CpeI[CTBa JIEIIOBOM Fpa(bI/IKI/I - HarjsiAHOC MPCACTABJICHUC PE3YJIbTATOB C IMOMOIIBIO
JuarpamMm. Pemenue 3amau 6YXI‘aJ'ITepCKOl"O yde€Ta B CUCTECMC 3JICKTPOHHBIX Ta6J'II/II_I.

CnpaBouno-nipaBoBble  cucteMbl (CIIC) B mnpodeccuoHanbHON — AeATENbHOCTH
sKOoHOMHCTa, Oyxrantepa. Bosmoxunoctu CIIC u ucropus ux passutus. Poccuiickue
CIIC. OcHoBHble GyHKIIMH U nTpaBuia padotsl ¢ CIIC.

IIpakTHYecKHe 3aHATHA

20

1

I13 Nel. O6pabotka TekcToBoiM uHpopmaimu. CozgaHue IETOBBIX TOKYMEHTOB B
penaktope MS Word. Co3naHue TEKCTOBBIX JOKYMEHTOB Ha OCHOBE IIA0JIOHOB.
Co3nanue mabiaoHoB U (GopM.

11



13 Ne2. OdopmieHne TEKCTOBBIX  JOKYMEHTOB,  COJACp)KAIIMX  TAaOJHMIIBIL.
Opranu3anroHHbIe quarpaMmbl B jokymenTe MS Word.

I13 Ne3. Coznanne KOMIUIEKCHBIX JIOKYMEHTOB B TEKCTOBOM penakrope. KommuekcHoe
MCIOJIb30BaHNE Bo3MOkHOCTe MS Word.

13 Ne4 KonrtekcTHbli mouck u 3aMeHa. OdopMieHHEe TOKYyMEHTOB CIHCKaMH,
KOJIOHKamH, OykBuIieil. CHOCKH, 3armich (OpMYII.

I13 Ne5 Pabora ¢ Tabmuuamu. OdopmieHne TOKYMEHTOB TpadUuecKUMH OObEKTaMHU.
KosonTurynsl. Hymepanus crpanun.

13 Ne6. OO6pabortka Tabmuunoii wuHpopmammu B MS Excel. Hcmonp3oBanwue
OJICKTPOHHBIX Ta6J'H/IH JJIA (1)I/IHaHCOBBIX N SKOHOMHYCCKHUX PpacCyYCTOB. HpI/IMCHeHI/Ie
N1e5I0BOM rpaduky i1l GUHAHCOBBIX U SKOHOMUYECKHUX PACUETOB.

\I

13 Ne7. Pa3paboTka npe3eHtaiu B mporpamme MSPowerPoint.

I13 Ne8. Opranu3zaiysi IoMcKa HOPMATHBHBIX JJOKYMEHTOB TI0 PEKBU3UTAM JOKYMEHTA B
CIIC «Koncymprant Ilmocy». Opranuzarus TOJTHOTEKCTHOTO Tmoucka. Pabdorta co
cnuckoM. ITonck JOKyMeHTOB, paboTa cO CIIMCKOM U TEKCTOM HaWJEHHBIX TOKYMEHTOB.
CrpaBounas unpopmanus. Pabota c nankamu B CIIC "KoncynpTant [lmroc".

I13 Ne9 I'paduaeckre 00BEKTHI, TEKCT, TAOIHUIIBI, TUarpaMMBbl, SMartArt, kak 3J1eMEeHTHI
npeseHTanuu. BpiOop au3aiiHa, 3¢dekTh, aHuUManusg. 3aMEeTKH K CcllaijaM, Kak
KOHCTICKT BBICTYIUICHHS. 3BYKOBOE CONPOBOXKICHHE, HACTPOMKa II0Ka3a: BpeMms,
JaCTUYHBLINA TTOKa3.

10

I13 Nel0 OGpaboTka JaHHBIX: COPTUPOBKA, (PHIIBTpAIUs, TOCTPOCHUE CBOIHBIX TaOJHII.
OOpaboTka  JMAHHBIX:  CTPYKTYpUpPOBAaHWE  TaONUI,  IOJBEJICHHE  HWTOrOB,
KOHCOJIMIUPOBAHUE JIAHHBIX.

CamocrosiTesqibHast padora:
XapakTepucTuka cupaBoyHo-TipaBoBoi cuctembl «Koncynsrant [Lmrocy, «"apanT»

Tema 1 .2.
KoMmyHnKanuoHHbIe
TEXHOJIOTHH B
0o0padoTke
3KOHOMHUYECKOM
uHpopMmanuu.

Conepxanue yueOHOro Marepuasa

1

OCHOBHBIE KOMITOHEHTEI KOMIIBIOTCPHBIX ceTeﬁ, IIPUHIMIIBI MaKeTHOH nepcaadun
JaHHBIX, OpraHu3aliusa MCKCCTCBOI'O B3aUMOJCUCTBHUS. HpI/IMCHeHI/Ie QJICKTPOHHBIX
KOMMYHI/IKaHI/Iﬁ B HpO(i)eCCHOHaHBHOfI ACATCIIBHOCTH 6yxranTepa.

CepBHCHI JIOKAJBHBIX U TN100aIbHBIX ceTed. [IpMHIMIBI MakeTHOH mepenayd JaHHbIX.
Opranuzanus MeXKCETeBOro B3aMMOJAEHCTBHs. TeXHOJOTHs NOUCKa WHGPOpPMalUU B
WnuTepHer. Opranusanuusi paboThl C 3J€KTPOHHOM MOYTOH.

ABTOMAaTU3UPOBAaHHbIE CHCTEMBI  JEJONPOU3BOACTBA, MX BUABI M (QYHKIHUH.
WudopmanioHHble  TEXHOJOTMHM  JITIONPOM3BOJACTBA U JOKYMEHTOOOOpOTA.
DOKOHOMUYECKUH JOKyMEHT, BHIbl U (opmbl mpencraBieHus. IlpencraBienue
JIOKYMEHTOB B JIEKTPOHHOM BuJie. TeXHOJIOrHM pacrio3HaBaHus 00pa3oB.
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DONEKTPOHHBIM JOKYMEHT M 3EKTpoHHas komnus. KOpuauueckuil cratyc 3j€KTPOHHOIO
JOKYMEHTa, Iu(poBas MOANUCh. JJOKyMEHTOOOOpOT Ha OCHOBE DJIEKTPOHHOH MOYTHI.
Hcnonb3oBaHue pecypcoB JIOKAIbHOM CETH.

IIpakTHYeckne 3aHATHS 4
1 |13 Nell OcymecTBieHue JOKYMEHTOOOOpOTa B JIOKAJIbHOM CETH, COBMECTHOE
HCII0JIb30BAHNE CETEBBIX YCTPOMCTB.
2 | II3 Nel?2 UzyueHume TEOpPETUYECKHX OCHOB PAaOOTHI C aBTOMATH3MPOBAHHOW CHCTEMOM
nenonpoun3BojictBa «Lotus Notesy.
Tema 1.3. Metoanb! u Conepxxanue yueOHOro Marepuaja 4
CpeacTBAa 3alUThI 1 | OcHoBHBIE yIrpo3bl W METOABI OOecmedueHus WHGOPMAIMOHHONW O€30MacHOCTH.
IKOHOMMYECKOM [IpuHIMIB! 32U THl KHGOPMALIUK OT HECAHKIIMOHUPOBAHHOTO J10CTyNa. AHTUBUPYCHbIE
HH(pOpMAaIUH. CpeJCTBA 3alIUThl THOPMAIIH.
2 | IlpaBoBBIC acmeKThI WCIOJIB30BAHUS MH(DOPMAIIMOHHBIX TEXHOJOTHH W MPOTPaMMHOTO
obecnieuenus. [IpaBoBoe perynupoBanue B 00mact HHGOPMAIIMOHHON O€30TTaCHOCTH.
IIpakTHYecKkue 3aHATHS 6
1 | 13 Nel3 Hacrpoiika mapoapHOH ayTeHTH()HKAIINN.
2 | 113 Nel4 Opranuzamus 3auuThl OyXTaJITEePCKUX JOKYMEHTOB 3JIEKTPOHHOTO oduca.
3 | I13 Nel5 IlpumeneHune cpeIcTB aHTUBUPYCHOM 3alTUThl HHPOPMAIIUH.
Pa3nen 2. UH(popManmoHHbIE CHCTEMbI aBTOMATH3AalUH OYXTAJITEPCKOro y4yera. 94
Tema 2.1. Conep:xaHue y4eOHOro MmaTepuaja 2
CnennanusupoBannoe | 1 | Hanpasnenus aBtomatuzanuu OyXraiaTepckoi nesTenbHOCTH. HazHadenue, mpUHIUIIBI
NporpaMMHoe OpraHM3alil M OKCIUTyaTalluu OyXraiaTepckux HWHGOPMALMOHHBIX CHCTEM, HX
ol0ecrnieueHue AJst CpaBHHUTEbHAS XapaKTePUCTHUKA.
cOopa, XxpaHeHUs U
00padoTKM CamocTrosiTesibHast padora: 2
Oyxrajrepckoi PaGora ¢ yueOHUKOM.
uHpopmanuu.
Tema 2.2 Texnonorusa | ConepxkaHue y4eOHOIro MaTepuasa 8
padoThI ¢ 1 | OcHoBHBIE (YHKIMHU, PEXKUMBI U MpaBuia pabOThl ¢ OyXraiaTepckoil MporpamMmomn.
NPOrpaMMHBIM Hactpoiika Oyxranrepckoil mporpammbl Ha ydeT. KoHTekcTHas momoils, paborta ¢
obecreyeHneM JOKYMEHTaIMEN.
ABTOMATHU3ALIUHU 2 | OcHoBHbIe BO3MOXHOCTH mporpamMmbl 1C: Byxrantepus. IlepBeiii 3amyck CHCTEMBI.
OyXraJarepckoro PaboTa B 110JIb30BaTEILCKOM PEXKHIME.
y4dera. 3 | OcHoBHBle Bo3MOkHOCTH mporpammbl 1C: 3apmmata u kanpel. [lepBwiii 3amyck
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cucteMbl. PaboTa B 10J1b30BaTEIILCKOM PEKUME.

4

@OopMHUpPOBAaHHUE  PErVIAMEHTUPOBAHHBIX  OTYETOB B  IPOIPAMMHBIX  IPOJYKTax
OyXranTepcKoro yuera

HpaKaneCRne 3aHATUSA

80

1 | II3 Nel6 Pabota ¢ mnTepdeiicom crnennanmsupoBanHoro 110 1C: Ipenmpusitre. Brox
cBesieHui 00 opranuzanuu B mporpamme «1C: Byxranrepus».

2 | 13 Nel7 3anomHenue cripaBOYHUKOB B iporpamme 1C: bByxrantepusi.

3 | I13 Nel8 Yuer nocTymieHHsI MAaTEPUAJIOB M OTITYCKA B TPOU3BOJICTBO

4 | I13 Ne19 Yyer 6aHKOBCKMX omepanuid. Y4eT TOTOBOM MPOIYKIUH.

5 | 13 Ne20 Yyer okazanus yciayr. YUeT KaCCOBBIX ONEPAITH.

6 | I13 Ne21 Yuer u amopTH3anus OCHOBHBIX CPE/ICTB.

7 | I13 Ne22 TlocTyruieHne TOBapoOB M UX peau3aiiisl. YUeT CKIAJCKUX ONepaIuii.

8 | I13 Ne23 Yuer omneparuii B pO3HUYHOH Toprosie. Pabora ¢ KOHTpareHTamu.

9 | I13 Ne24 PaboTa ¢ koMHCCHOHEpaMHU. B3aumopacdeTsl ¢ KOHTpareHTaMu.

10 | 13 Ne25 dopmMupoBaHHe KHUTH MOKYIIOK M KHUTH TPOIaXK. YUET OIUIAThl TPY/a.

11 | TI3 Ne26 ®opmupoBaHue cueT GaKTyp ¥ aKTOB BHIITOJIHEHHBIX Pa0OT.

12 | T13 Ne27 Yder ormaTsel TpyJa.

13 | I13 Ne28 [locnenoBaTenbHOCTh B pacieyaThIBAHUH YYUTHIBAEMOU JTOKYMEHTAITUH.

14 | T13 Ne29 CoxpaHeHHe 1 BOCCTAHOBIICHHUE JaHHBIX.

15 | I13 Ne30 Co3pmanne pe3epBHON KoM 0a3bl JAHHBIX

16 | I13 Ne31 YyeT ¢puHaAHCOBBIX PE3YJILTATOB.

17 | 13 Ne32 Yyet omnatel Tpyaa B nporpamme "1C: Ipennpusitue"

18 | I13 Ne33 Yuét oneparnuii ¢ HOJOTYETHHIMU JIUIIAMHU B TIPOrpamMMme

19 | I13 Ne34 dopmupoBaHUE PErJIAMEHTUPOBAHHBIX OTYETOB B MPOTPaMMeE

20 | 13 Ne35 ®opmupoBaHue CCIMAITU3UPOBAHHBIX U AYJUTOPCKUX OTYECTOB

21 | I13 Ne36 BBox nepBuunbix octatkoB OC B mporpamme "1C: [Ipeanpusitue"

22 | 113 Ne37 BBoj nepBuuHbix octaTkoB M3 B iporpamme "1C: Ilpeanpusitue"

23 | I13 Ne38 BBoj nepBHUYHBIX OCTATKOB MO MOCTaBIIMKaM B porpamme "1C:
[Ipennpustue"

24 | T13 Ne39 Co3znanue B nporpamme "1C: IIpennpustie” 10KyMEHTOB, UCXOJIS U3
XO3SIMCTBEHHBIX OIEPALIUI

25 | I13 Ne40 Cozpnanue B nporpamme "1C: IIpennpusarue" miaTexHbIX T0KyMEHTOB
MOKYyHaTessiM

26 | I13 Ned1 dopmupoBanus Tabens yyera pabodero BpeMeHu B nporpaMmsl 1C: 3apriara
Y KaJpbl

27 | 113 Ne42 Pacuer HOUHBIX U ITPa3AHUYHBIX BbIILIaTa B mporpaMmel 1C: 3apniara u Kajapbl
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28

13 Ne43 Coznanuie CTUMYIUPYIOIIUX U KOMIICHCAIIMOHHBIX JIoTIaT B mporpamMmsl 1C:
3apruiata v KaJpbl

29 | I13 Ned4 Pacuet 3apabOTHOM MJIATHI IIOYACOBBIX PAOOTHUKOB B nporpammsl 1C:
3apruiata v KaJpbl

30 | I13 Ned5 Hauucnienue 3apabOTHOM TUIATBI U CTPAXOBBIX B3HOCOB B IporpaMMel 1C:
3apruiata v KaJpbl

31 | 113 Ned6 Pacuer HanoroBelil oTuucieHuit B mporpamMmsl 1C: 3apmiata u Kaapsl

32 | 113 Ne47 ®opmupoBaHue CTPaXOBBIX BHOCOB B nporpammbl 1C: 3aprurata u Kaapsl

33 | 113 Ned8 dopmupoanue otuera 2 H/IDJI B mporpammsl 1C: 3aprutata u Kaapsl

34 | 113 Ne49 ®dopmupoBaHue HATOTOBBIX Jiekinapanuid B mporpamme "1C: Ipeanpusitue”

35 | 113 Ne50 dopmupoBaHUe CTATUCTHYECKOW OTYETHOCTH B TIPOTPaMMeE
"1C:IIpenmpusitue”

36 | I13 Ne51 dopMupoBaHHEe CTATHCTUYSCKOW 0TYeTHOCTH B Tiporpamme "1C: 3aprara u
KaJpbl

37 | I13 Ne52 ®opmupoBaHne HHBEHTAPU3AIIHOHHBIX orHcelt B porpamme "1C:
[Ipeanpusitue"

38 | I13 Ne53 dopmupoBaHne KBApTAIBHBIX M TOJOBBIX OTYeTHOCTEH B mporpamme "1C:
[Ipennpusrue"

39 | I13 No54 dopmupoBanme 6ananca B nporpamme "1C: Ipennpusrue”

40 | T13 Ne55 Brirpy3ka periiaMeHTHpOBaHHOW OTYETHOCTH

CamocrosiTesibHas padoTa: 2

Pabota ¢ UK, odopmiienne mpakTuueckux padoT.

Bcero | 149
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3 YCJIOBMS PEAJIM3AIIMY YYEBHOM JUCIIUTIJIMHBI
3.1 TpeOoBaHUSA K MUHMMAJIbHOMY MATEPHUAJIBLHO-TEXHUYECKOMY o0ecredeHUuIo

Jist peanuzanuu pabodeil mporpaMMbl B TEXHUKYME €CTh Y4eOHBI KaOUHET,
ynosueTBopsitoiinii TpedboBanusam CanlluH, oGopynoBanublii yueOHON MeOeIblo U
cpeacTBaMu OOYyYEeHUs, JOCTATOYHBIMHU JJIsi BBITIOJIHEHUS TpeOOBaHUM K YpPOBHIO
MOATOTOBKU 00YyYaIOIIUXCs, a UMEHHO:.

- [Tocamouynbie MecTa MO KOJIMYECTBY 00yUarOUIUXCS;

- PaGouee MecTo npenogaBaTens;

- Kommnekr cereBoro o060pynoBaHus, 00€CIEUMBAIOIINN COEAUHEHHE
BCEX KOMITBIOTEPOB, YCTAHOBJICHHBIX B KaOWHETE B €UHYIO CE€Th, C BBIXOJIOM Yepe3
npokcu-cepsep B MIHTEpHET;

— AyauTopHasi 10cKa sl TUChMa,

— KomnbroTepHbie CTOJBI 110 YUCTY pab0dYnX MECT OOYJaIOIIHUXCSI.

- TexHuueckue cpeacta 00ydeHUs:

- MynbTUMeIna MPOeKTOop;

— DKpaH;

— [lepcoHanbHble  KOMOBIOTEPHI C  JIMIICH3UOHHBIM  MPOTPAMMHBIM
obecneuennem (OC Windows 7; maker Microsoft Office 2007 — MS Word, MS
Excel, MS Access; Internet Explorer; Google Chrome; 1C: Byxranrepus 8.3);

- VYcrpolicTBa BBIBOJAa 3BYKOBOM HH(OpMAlMU: 3BYKOBBIC KOJIOHKU H
HAYIIHHUKH.

3.2 Uudopmanmonnoe odbecneyenue 00yueHus
Ilepeyennb pexoMeHIyeMbIX y4eOHBIX U3ganuii, UHTepHET-pecypcos,
AOMOJTHUTEIbHOM JIUTEPATYPHI

OCHOBHbIE UCTOYHUKHU:

1. Jybuna, U. H. Uadopmatuka: nHGOPMAIIMOHHBIE PECYPCHl U TEXHOJIOTHH
B DKOHOMHUKE, yIIpaBieHHH U Ou3Hece : yueOHoe nmocooue mis CIIO / U. H. [lybuna,
C. B. lllanmoBanoBa. — Caparos : [Ipodobpazosanue, 2019. — 170 ¢c. — ISBN 978-

5-4488-0277-5. — Tekct: SnEKTpOHHBIM // ONEKTPOHHBIN pecypc mHPPOBOU

16



obOpazoBatenbHoil  cpeast CIIO  PROFoOpaszoBanme:  [caitit]. —  URL:
https://profspo.ru/books/84677

2. lletnuna E. M. HMH@opManuoHHBIE TEXHOJOTHMH B MPOPECCUOHAIBHOU
nesitenbHOCTH : yueOoHoe nocooue mna CIIO / E. M. Tlernuna, A. B. 'opbaueB. —
Caparos: IIpodobpazoBanue, 2021. — 111 c. — ISBN 978-5-4488-1113-5. —
TexkcT: 27eKTpOHHBINA // DAEKTPOHHBIN pecypc HUPPOBO 00pa3oBaTEIbLHON Cpeabl
CIIO PROFo6pa3oBanue : [caiit]. — URL.: https://profspo.ru/books/104886.html

JlomoJTHUTENbHBIE UCTOYHUKHU

1. Koucturyuust Poccutickoit denepariuu.

2. I'paxnanckuii konekc Poccuiickoit @eaeparuu(aeiicTByromas peIaKims).

3. Hanorosesrii konekc Poccuiickoit @eneparuu (nedcTBYOIIAs pEAAKIINS).

4. Tpynosoii koaekc Poccuiickoit @enepanuu(aeicTByomas peaakiims).

5. ®enepanbHblil 3akoH oT 27.07.2006 Ne 149-D3 (aeiicTByromas peaakiius)
«O0 undopmaimu, THGOPMAIIMOHHBIX TEXHOJIOTUAX U O 3alIUTe UHPOpMAITUU».

6. DenepanbHbiii 3akoH OT 27.07.2006 Ne 152-D3 (aeiicTByromas pemaaxiiys)
«O nepcoOHAIbHBIX JAHHBIX).

7. ®enepanbHbiii 3akoH 0T 06.12.2011 N 402-03 «O OyXraiaTepckoM yderey
(ne¥icTBytOIIAS PEAAKITUA).

8. Ilpuxkaz Munpuna P® ot 31.10.2000 N 941 «OO6 yTBep>KIeHUU TIaHA
c4eToB  OyxraiaTepckoro  ydera  (UHAHCOBO-XO3SIMCTBEHHOW  JESATEIBHOCTU
OpraHu3alui U UHCTPYKIMU MO €r0 IPUMEHEHUIO» (IEMCTBYIOMIAs PEIAKIINSA).

9. Tlonoxenuss mo Oyxraatepckomy yuery u DenepalibHbIE CTaHIAPTHI
OyXranTepcKoro ydera, yTBep:kaeHHble MunuctepctBoM (uHancoB Poccuiickoit
depnepanumu. HopmaTuBHble IpaBOBbIC JOKYMEHTBl  Pa3MEUICHBI o
cceoutke https://minfin.gov.ru/ru/document/

HNHTepHeT-pecypchl

1. CnpaBounass  npaBoBast  cucrema  «Kouncynbrantllmtoc»  URL:
https://www.consultant.ru/

2. CnpaBounast npaBoBas cuctema «l'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/

3. Oc¢unuaneupiii  caiit  MunucrtepctBa  ¢unancoB  Poccuiickoit

®epneparuu: URL: https://www.minfin.ru

4. Oc¢uumaneupiii  caiit  ®enepanbHoil  HamoroBodl  ciayx0bl  URL:
https://www.nalog.ru

S. OdunmanbHbIi CauT denepanbHOro Ka3HayencTBa URL:
https://www.roskazna.ru

6. Odurmaneueiit caiit llenTpanbHoro banka (banka Poccum): URL:
https://www.cbr.ru

7. Ocdunmaneupiii  caiit  I[lencuonnoro  ¢gouma  Poccum  URL:
http://www.pfrf.ru/

8. Odwummaneubiit  caiit  ®donga counmanbHoro crpaxoBanust URL:
http://fss.ru/

9. OdurmanbHbIi cauT donna 00513aTEJILHOTO MEIUITHCKOT' O

crpaxoBanus URL: http://www.ffoms.ru/

10. Odwunmanbueiii  cait  dexepanbHO  CIyKOBI  TOCYIapCTBEHHOMN

craructuku URL: http://www.gks.ru/
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4 KOHTPO.Ib U OIIEHKA PE3YJBTATOB OCBOEHUS YYEBHOH

JTUCHUATIIAHBI

KOHTpOJII) U OHEHKA PC3yJIbTATOB OCBOCHUA AUCHUINIMHBI OCYHICCTBIIACTCS

npernojaBaTeyeM B MpOLecce MPOBEJACHUS MPAKTUUYECKUX 3aHATHM, TECTUPOBAHUM,

YCTHBIX OIPOCOB, MMPOBEPKHU U OLIEHKH pedepaToB U mpe3eHTaui.

Pesynbratel 00ydeHus
(OCBOCHHBIE YMEHHSI, YCBOCHHBIE 3HAHN)

CDOpMBI 1 MCTOAbI KOHTPOJIA
M OLICHKHA PE3YJILTAaTOB

00yueHus
1 2
OK 1 — BriGupats croco0bl pemieHus 3ajad NpoQeccHOHAIbHOM | DKcrepTHas OIICHKA
JEATeTbHOCTH TPUMEHUTEIBHO K PA3IMYHBIM KOHTEKCTaM (Ymemsb | pe3yabTaToB  NESTEIHHOCTH
8bIABIAMY U IPHEKMUBHO UCKamb UHDOpMayuro, Heobxooumyio 0 | 00yJaroIIerocs npu
peutenus 3a0auu u/unu npoobremvl; 3HaAmMmb OCHOBHblE UCMOYHUKU | BBIIIOJHEHUHW W 3alUTe

ungopmayuu u pecypcol 0ns pewleHus 3a0ay u npooiem 8
npogheccuoHarbHOM UW/UNU COYUATLHOM KOHMeEKCme).

— OK 2 — HUcnonp30BaTh COBPEMEHHBIE CPEACTBA MOMCKA, aHAIN3A
W WHTEpIpeTanuu WHOOPMAUA U WHPOPMAITMOHHBIE TEXHOJOTHU
JUIS  BBITIOJMHEHHMSI 337ad  NpOo(ECCUOHATBHOW  JCSITEILHOCTH
(nonvzosamucs UHPOPMAYUOHHO-KOMMYHUKAYUOHHBIMU
MmexHoIo2UAMU Ol OMBEMCMBEHHOU, 3PPexmusHolt pabomvl 8
nPOGhecCcUOHANbHOM KOJLIeKMUBe).

— OK 3 - [IlmanumpoBath M peaJu30BbIBaTh COOCTBEHHOE
npodeccruoHalbHOE u JUYHOCTHOE pa3BuTHE,
MPEeNNPUHUMATENbCKYI0  JIEATEIbHOCTh B Mpo¢eCcCHOHATbHOM

chepe, HCMHOJIB30BATh 3HAHWS TO (PUHAHCOBOM T'PaMOTHOCTH B
Pa3IUYHBIX JKU3HCHHBIX CUTYalusx (cosepuiencmeosamucs 6 ceoell
npogheccuu, pewamv npogeccuoHanrbHbvle 3a0ayu 8 YCI08USX
4acmoti cMeHbl MexXHON02Ull 8 NPOGheCcCUOHANbHOU OesimelbHOCHU)
OK 4 — DddexkTrnBHO B3aMOICHCTBOBAaTh U PabOTaTh B KOJIJICKTUBE
u KomauHze (Yuacmeosams 6 0enoeom obwenuu ons d¢hphexmuenozo
pewienust y4eOHbIX 3a0a4, Kelcos).

OK 5 — OcymiecTBiATh YCTHYIO U TUCHbMEHHYI0 KOMMYHUKAIIUIO Ha
rocynapcTBeHHOM s3bike Poccuiickoii @enepanuiu ¢ yueTom
0COOCHHOCTEH COIMATIBHOTO U KYJIBTYPHOTO KOHTEKCTa (I pamommo
VCMHO U NUCLMEHHO U3/1a2amb C80U MbICIU NO NPOPeCcCUOHATbHOU
memamuke Ha 20Cy0apCmeeHHOM A3bIKe).

OK 9 — TIlonws3oBaThcsi Tpo(hecCHOHATBHONW TOKYMEHTAaIlel Ha
TOCYIapCTBEHHOM UM WHOCTpaHHOM si3bikax  ([Ipumensmo 6
npogeccuoHanbHou desamenvHoCmu UHCMPYKYUU Ha
20Cy0apCmeEeHHOM A3bIKe).

IIK 1.1. OGpabaTbiBaTh NEepBUYHbIE OYXraJTEepCKUE JAOKYMEHTHI
(ITlpunumames ~ nepeuunvie  Oyxearmepckue  OOKYMEHMbl — HA
bymasicHom Hocumene u (Unu) 8 uoe NeKMPOHHO20 OOKYMeHmA,
NOONUCAHHO20 DJIeKMPOHHOU NOONUCHIO; 3AHOCUMb OAHHbIE NO
CePYNNUPOBAHHBIM  OOKYMEHMAM 6 pecucmpuvl 0OyxeaimepcKozo
yuema).

I[IK 1.2. Pa3pabarbiBaTh ¥ COTJIACOBBIBaTh C PYKOBOJCTBOM
OpraHm3alui pabouyWii TUIaH CYEeTOB OYyXraJaTepcKoro ydera

pEe3yabTaTOB TMPAKTUYECKUX
pabor, pe3yabTaToB
TECTUPOBAHUS,
(GpOHTAIBHBIX OMPOCOB M
WH/IMBUYJIbHBIX 3a/IaHUH.

[TpomexxyTouHas
aTTecTalus:
nuddepeHInpoBaHHBIN
3a4yeT
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opraHusanuu (Ymems xoncmpyuposamv nosmanto paboduti niau
cuemos OyxeanmepcKkoz2o yuema opeaHu3ayui; 3Hamov UHCMPYKYUIO
N0 NPUMEHeHUIO NIAHA C4emos 6yxeaimepcko2o ydema, NPUHYUNb
u yemu paspabomku paboyezo NIAHA CYEMO8 OYX2aNMEPCKOeo
yuema opeanuzayuu; Kiaccuurayuro cuemos Oyxeanmepcrozo
yuema,).

I[IK 1.3. TIIpoBoauTh y4eT MACHEXKHBIX CPEICTB, O(POPMIIATH
JICHE)KHbIE M KAacCOBBIE JIOKYMEHTBI (Npogooumbs yuem KdacCOB8bIX
onepayuil, OEHEeNHCHbIX OOKYMEHMO8 U Nepegooios 6 Nymu,
npogoouUms ~ yuem  O€HeICHbIX Cpeocme Ha  pPaAcyemuvlx U
CHeyuanbHblX cuemax).

IIK 1.4. ®opmupoBath OyxraaTepckue MpOBOJIKH 110 YUETy aKTUBOB
OpraHM3aly Ha OCHOBE pabodyero ImjaHa CYETOB OyXIraJTepCcKOro
yuera (Ilposooums yuem OCHOBHLIX CPeOCM8, HEMAMeEpPUAIbHbIX
aKmueos, 00J20CPOUHBIX UHBECUYUL, (DUHAHCOBLIX GNONCEHUL U
YEeHHbIX Oymaz; MamepuanbHo- NpoUu3BOOCMEEHHbIX — 3ANAcCO8;
3ampam Ha npou3e00Cmeo U KAIbKYIUposanue cedecmoumMocmu,
20MOGOU NPOOYKYUU U ee peanusayuy, meKywux onepayuti u

pacuemos; mpyoa U  3apabomHol  naamel;  QUHAHCOBbIX
pe3yibmamos U UCHONb308AHUSL  NPUOBLLIU; — COOCMBEHHO20
Kanumana, Kpeoumos u 3aUMO08; OOKYMEHMUposamay

X03ALCMEeHHble onepayuu U eecmu OyxeanmepcKuti yuem akxmueos
opeanu3ayuu.)

I[IK 2.1. dopmupoBaTh OyxraaTepckue TMPOBOJAKH IO YYETYy
HMCTOYHUKOB aKTHBOB OpraHU3alMl Ha OCHOBE pabodyero IiaHa
CYETOB OYXTalTepCKOTO y4eTa (paccuumuléams 3apabommyio niamy
COMPYOHUKO8, ONPeOeNsmb CYMM)Y YVOepHCaHUll U3 3apabomHoul
naamel COMpPYOHUKO8;, onpedensimsv (QUHAHCOBblE pe3VIbmambl
0esAmenbHOCU OP2aHU3AYUU NO OCHOBHBIM BUOAM O0esimeIbHOCU,
onpeoensims ¢unamncosvle pe3yibmamoi desimenbHOCU
Op2aHU3AYUU NO NPOYUM BUOAM OESIMETbHOCL).

IIK 3.1. ®opmupoBaTh OyXraiarepckue IPOBOJKH MO0 HAYUCICHUIO U
MIEPEYUCIICHUIO HAJIOTOB U cOOPOB B OIOJIKETHI Pa3IMYHbIX YPOBHEH
(Onpeoensmo 8UObL u Nnopsi0oK HAN0200010CEeHUS;
oOpueHmuposamvcsi 6 cucmeme Hanoeos Poccuiickou ®edepayuu,
8b10e1sIMb 21eMeHmMbl HAL02000I0HCEHUs, ONPeoelsimsb UCTNOYHUKU
VIIamel  HAN0208, ODOPMAAMb  OYXealmepCcKUMU NpoeooKaAMU
HauUUcCleHuss U  NepeyucieHus CYMM Hal0208 U  cO0Opos;
Op2aHU308b186aMb AHAIUMUYECKULI Yiem no cuemy 68 «Pacuemvl no
Hano2am u coopamy).

IIK 4.2. CocraBmsate (opmbl Oyxranrepckoil (uHaHCOBOM)
OTUETHOCTH B  YCTAaHOBJEHHBIE 3aKOHOJATEILCTBOM  CPOKHU
(Bwibupamo 2enepanvhyio cO60OKYRHOCb U3 PE2UCTIPOS YUEeMHbIX U
OMYEemHbIX OAHHBIX, NPUMEHAMb Npu ee o0bpabomke Haubonee
payuonaivusvie Ccnocobbl GblOOPKU, Gopmuposams GvlOOPKY, K
KOomopou  6y0ym NpuMeHsmsvCcsi KOHMPOJIbHblEe U AHATUMUYECKUe
npoyedypvl,  COCMAsieHuu  OYXeaimepcKol  OMYemHOCmuU U
UCNONb308AHUU ee  ONd  aHAIU3ad  (UHAHCOB020 — COCMOAHUSL
opeanuzayuu)

I[IK 4.3. CoctaBnsth (OTY4ETH) U HAJOTOBBIC JEKIApallUU IO
HajoraM W cOopam B OIO/DKET, YYUTHIBAS OTMEHEHHBIN €IMHBII
commaneHblii Hasor (ECH), oTyeTsl mo CTpaxoBBIM B3HOCAM B
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rOCyJapCTBeHHbIE BHEOIO/DKETHBIE (OHIBI, a Takke (HOPMEI
CTaTUCTHYECKOW OTYETHOCTH B YCTAHOBJIEHHBIE 3aKOHOAATEIbCTBOM
Cpoku (AHanuzuposamv HAN020680€ 3AKOHOOAMENbCMBO, MUNUYHBLE
OWUOKU — HANO2ONIAMENbWUKOS, — NPAKMUKY npUMeHenUs
3AKOHOOAMeNbCM8a  HAN0208LIMU  OP2AHAMU,  APOUMPAIHCHLIMU
cyoamu; cocmasienuy HAI0208bIX OeKIapayui, omuemos no
CMpaxoeviM 63HOCAM 80  GHebloOdcemmuble GOHObL U hopm
CMamucmuyeckol OmuyemHoCmu, BX00AWUX 6 OYXeaimepcKyro
OMUEeMHOCMb, 8 YCMAHOBIECHHBLE 3AKOHOOAMENbCMEOM CPOKUL)..

YMmenus:

—  pacro3HaBaTh, aHAJIM3UPOBATh 3ajadyy WM NpodiemMy u
BBIJICIISATH €€ COCTaBHbIE YaCTH;

—  OHIpEeNeNATh dTalbl PElIeHUs U CHOCOObI pelIeHUs 3aayu;
000CHOBBIBaTh BBIOOP pELICHUS;

—  COCTaBJIATh U pEAIN30BHIBAThH IJIaH JACWUCTBUSA, ONPEIENAThH
HE0OX0IMMBbIE PECYPCHI;

- OLICHUBATh PE3YJIBTAT CBOUX JAECHCTBUN;

—  OHIpenenaTh 3aJlauu Jyis MoucKa HHGOopMaIuy;

- OTIpeIeNATh HE0OX0JMMble UCTOYHUKN MH(GOPMAINH;

—  CTPYKTYypUpOBaTh IOJIy4aeMyl0 HH(OpPMAIHIO; BBIICIATH
HauboJee 3HauMMoe B IepevyHe nHGopMalnu;

—  OLEHWBATh  TPAKTHYECKYHD  3HAYAMOCTH
MIOMCKa;

—  o(opMIIATH pe3ysbTaThl IOUCKA;

- HaxO0JIUTh M UCTOJIb30BaTh HHpopMaIuio s 3hHEKTUBHOTO
BBITMIOJIHEHUST NPOQECCUOHATBHBIX 3a/a4, NPO(EeCCHOHANTBHOTO U
JMYHOCTHOTO PAa3BUTHSA, OCYIIECTBIECHUS CaMO0OPa30BaHus;

—  paboTaTh C MOUCKOBBIMH CUCTEMAMU;
MEXaHU3Mbl  CO3J@aHUsl U
ohopmIICHHS

pe3yabTaToOB

—  HCIIOJIb30BATh
TEKCTOBOH  MH(pOpMaIIHH,
npo(hecCHOHATLHOW TEMATHKE;
- 00pabaThiBaTh TAOIUYHYIO HHPOPMAITHIO;,
—  HCIOJIb30BaTh AJICKTPOHHBIC TAOMUIBI JUIS (DUHAHCOBBIX U

00paboTKu
JOKYMEHTAIIUA  TI0

OKOHOMHYECKUX  pPacdyeToB, OOpabOTKH  OOJBIIMX MAacCCHBOB
nHpOpMaInK, aHanu3a (GUHAHCOBBIX JTAHHBIX;

—  HCIOJIb30BaTh  JICJIOBYKD TpapuKy W  MYJIbTUMEIua
WHGPOPMAIIHIO, CO3/IaBaTh IIPE3CHTAIHH,

- YUTaATh (MHTEPIIPETUPOBATH) uHTepdeiic
CTIECHUATM3UPOBAHHOTO TPOTPAMMHOIO OOCCIICYCHHUsS, HAXOJHUTh
KOHTEKCTHYIO ITOMOIIIb, PA00TaTh C JJOKyMEHTAIIUCH;

—  TPUMEHSTH CTaH/JapTHOE u CIEIMATU3UPOBAHHOE

MporpaMMHOe obecriedeHne g cObopa, XpaHeHHs U 0OpabOTKH
nH(OPMAILIUK B COOTBETCTBUH C U3y4aeMbIMH MPOPEeCCHOHATEHBIMU
MOIYIISIMU

- MPUMEHSITh METObI M CPEICTBA 3alIUTHI HH(GOPMAIUH;

- paboTaTh C MEKTPOHHON MOYTOI;

- WCIOJIb30BaTh  BO3MOXKHOCTH  yJAJIEHHOTO JOCTyHma K
CETEeBBIM peCypcaM OpraHU3alnu, 00JIaYHbIe TEXHOJIOTHH;

- ucnoyib3oBath cepBuchl Google Docs ans coBMecTHOH
paboThI ¢ JOKYMEHTaMU;

- WCIO0JIb30BAaTh CETEBble HMH(OPMAIIMOHHBIE CHCTEMBI s

DKcnepTHas OLICHKA
pe3yiabTaTOB JACSTEIBHOCTH
oOyyJaromierocs npu
BBITIOJIHCHU N u 3alIuTe

pe3ylbTaTOB MPAKTUYECKUX
pabor, pe3yabTaToB
TECTUPOBAHUS,
(GpOHTAIBHBIX OMPOCOB M
WH/IMBUYQJIbHBIX 3a/IaHUH.

IIpomexxyTouHas
aTTeCTaIlHs:
nuddepeHInpoBaHHBIN
3a4yeT
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Pa3MYHBIX HANpPaBJICHUH NMPO(eCcCHOHAIBHON AEATEIbHOCTH;

—  TIpaMOTHO M apryMEHTHUPOBAaHO H3JaraTb CBOM MBICIH H
MHEHHsI, BECTH [eJIOBbIe Oecelbl, B TOM 4YHCJE CPEICTBAMH
AIIEKTPOHHOU TOYTHI U TeNe(POHHON KOMMYHHUKALIUH;

—  yYMETh BBICTpauMBaTh B3aMMOOTHOIICHHS C OOy4YalOMIMMUCH,
MIPETo1aBaTeNIsIMU, COTPYAHUKAMU 00pa30BaTEIbHON OpTraHU3allHH;

—  paboTarh B Tpymie Npu pEelIeHHH CUTYAI[MOHHBIX 3aJaHuH,
IIPH BBITIOJIHEHUH TPYIIOBBIX ITPOEKTOB;

—  OOBEKTHBHO aHATU3UPOBATh M OILCHUBATh PE3YJIbTATHI
COOCTBEHHOM pabOTHI;

—  TpOSIBIATh HWHHUIUMATHBHOCTH B
podeccrnoHaIbHOM 1A TEIbHOCTH.

— C TIOMOIIBIO TPaBOBBIX HH(MOPMAIMOHHBIX  CHCTEM
OpUEHTHUPOBAThCSI B 3aKOHOJATENBHBIX M WHBIX HOPMATHBHBIX
MIPABOBBIX aKTax, perIaMeHTHPYIOIIHX OyXraiaTrepckyo
NESITENIbHOCTD; pa3andarh (JOPMbI OyXralTepcKoil TOKyMEHTalluu;

—  TIPUMEHSTH CTaHIApTHOE 17§ CHEIHMATU3UPOBAHHOE
MporpaMMHOE oOecrieueHue s XpaHeHUs, 00pabOTKM M aHaIu3a
OyxranTepckoil wWH(GOpMAIMM B COOTBETCTBUU C H3Y4aeMBIMHU
po(hecCHOHATEHBIMU MOYJISIMU

— st popMHUpOBaHUS W ydeTa MEPBHUYHBIX TOKYMEHTOB; LIS
0QOopPMIICHHS TUTATE)KHBIX IOKYMEHTOB;

—  NpOCMAaTpUBaTh U aHAIU3UPOBATh OYXraJTEpCKUE MPOBOIKU
[0 y4eTy KacCOBBIX OIEpalyi, M0 y4eTy IEHEKHBIX CPEICTB Ha
pacueTHhIX cueTax, IO Y4YeTy aKTHMBOB M HCTOYHMKOB aKTHBOB
OpraHu3aluy; N0 HAYMCICHHUIO M MEPEYHCICHUI0 CyMM HAJIOTOB U
cOOpOB;

—  I[pocMarpuBaTh M  AHAIU3UPOBATh  PETHCTPbl  Y4eTa,
c(opMHpPOBaHHBIE OYXIaJITEPCKUM POTrPAMMHBIM 00€CIIEUEHUEM;

—  [pocMarpuBaTh M AHAJIW3MPOBaTh  IUIAH  CYUETOB
OyXrajaTepckoro ydera (pUHAHCOBO-XO3SHCTBEHHOW IESATEIbHOCTH
OpraHu3aluy;

—  HCIIOJIb30BaTh BO3MOXHOCTH CHELUaTU3UPOBAHHOTO
IIPOrpaMMHOTO oOecrieyeHuss Mo (OPMHUPOBAHUIO M IPOCMOTPY
Oyxrantepckoi ((puHAHCOBON) OTYETHOCTH; MO (OPMUPOBAHUIO U
IIPOCMOTpPY HAJIOTOBBIX JEKJIapaluii mo HajgoraM U cOopaMm B
OOJIKET.

mnmponecce OCBOCHHA

3Hanusn:
- OCHOBHbIE HMCTOYHMKHM HMHQPOPMAIMM W  Pecypehl Juisd | DKCIEpTHas OIICHKa
pelieHus 3a1a4 1 mpoosieM B MpodeccuoHalbHOM NesSTeNbHOCTH; pE3yJAbTaTOB  JEATEIBHOCTH
- QITOPUTMBI U METO/IbI BHIIOTTHEHUS 331a4H, pabOTHI; o0y4aromerocs npu
- MOPAJAOK  OLIEHKH  pEe3ylbTaTOB pewieHuss  3azay | BBIIOIHCHHH W 3alIUTE
npodeccruoHaNbHOM e TENbHOCTH; PE3yIbTaTOB  IIPAKTHICCKUX
—  HOMEHKJIaTypa UH()OPMAIIOHHBIX ucTouHMKOB, | PA0OT, pe3y/IbTaToB
MPUMEHSEMBIX B PO(HECCHOHATBLHOM S TENbHOCTH; TCCTUPOBAHNA,

—  NpUEeMBI CTPYKTYpUPOBaHUs HH(POPMALH;

—  ¢opmar opopmieHHs Pe3yNIbTaTOB MOUCKA HHPOPMALIUY;

—  OCHOBHBIE METOJIbI cOOpa, 00pabOTKH, XpaHEHHUs, epeaadn
Y HaKOIUICHUs! HH(POpPMaIUH;

—  mnpaBwia opOpMIICHHUS JOKYMEHTOB M TOCTPOEHHS YCTHBIX
COOOIIEHHI;

(GpOHTANBHBIX  OMPOCOB U
WHIWBUAYAIbHBIX 3a/JaHUH.

IIpomexxyrouHas
aTTeCTaIHs:
Qg depeHInpOBaHHBIN

22




— COBpEMEHHasi HayyHas ¥ MpodeccruoHalbHas TEPMUHOJIOTHUS;

—  moHATHS UH(OPMAIIMOHHON TEXHOJIOTUH, WH(OPMALIMOHHON
CUCTEMBI;

—  KJIaccu(UKauusi U COCTaB UH(POPMAIIMOHHBIX CHCTEM;

—  TEXHUYECKOE u IIPOrpaMMHOE obecrieueHue
MH(GOPMAIMOHHBIX TEXHOJIOTHIA;

—  TpPUHOMIBI ®  CIOCOOBI  3ammThl  WHpOpMammu B
MH(POPMAIMOHHBIX CHCTEMAX;

—  Ha3HAayYeHWe M MNPUHLUMBI HCHOJb30BAHUS CHUCTEMHOIO H
MPUKIAJHOTO TPOrPAMMHOTO oOecredeHus: B MpodecCHOHAIBHOM
NeSITENIbHOCTH;

- OCHOBHBIE TIOHSATUS aBTOMAaTU3HPOBaHHOW  0OpabOTKU
nHpopmanuy;

- TEXHOJIOTHUSl CO3JaHusI U 00pabOTKH TEKCTOBOM, YMCIIOBOM,
rpaduyeckoil HHGOpMaILMK; TOPSIIOK BEICTPAaUBAHUS IPE3EHTALINN;

- OCHOBHbIE KOMIIOHEHTBI KOMITBIOTEPHBIX ceTel,
OpraHu3alis MeXCeTeBOr0 B3auMOICHCTBUS;

—  TeXHOoJIOorus noucka nHpopmauuu B cet HTEpHET;

—  JIenioBas AJIEKTPOHHAS U TeseoHHAsT KOMMYHHUKAIUS;

- ceTeBble HMH(QOPMAIMOHHBIE CHCTEMBI JJISl  Pa3IMYHBIX
HarpaBJIeHUH TPOPECCHOHATBHON EATETLHOCTH;

- uHTepdeiic MpaBoBbIX HHGOPMALMOHHBIX CHUCTEM JJIs
MOMCKAa HOPMATHUBHBIX IOKYMEHTOB;

—  1paBOBBIE AaCMHEKThl HCHOJIb30BaHUS HHPOPMAILIMOHHBIX
TEXHOJIOTUH U MPOTrPaMMHOTO 00eCTieUeHus;

- COBPEMEHHOE CHelHaTU3UPOBAHHOE MIPOrpaMMHOE
obecrieueHre U METO bl €ro HaCTPOMKHU;

- CTpYKTypa wuHTepdeiica COBPEMEHHOTO OYyXTajlTEepCKOTO
MIPOrPaMMHOTO O0EeCTIeUeHUSI.

3a4€CT
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