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1. MACIIOPT PABOYEN ITPOI'PAMMBI YYEFHOM JTUCIIUTLJIMHBI
1.1. ObaacTh NpUMeHeHHUs1 IPOrPaMMbI

Pabouast nporpamma yuebnoit auciummabsl OI1.08 «MHbOpMaOHHBIE TEXHOJIOTHH B
npodeccuoHanbHOM nesTenbHoCTHY siBisiercs 4actbio [ITICC3  (mporpamMMbl  MOATOTOBKHU
CIIeIIMATUCTOB cpenHero 3BeHa) B cooTBerctBHM ¢ DPI'OC mo mpodeccusm CIIO s
cnennanbHocTd 38.02.01 DKoHOMEKA U OyXTanTepcKuil y4eT (110 OTpacisMm).

1.2. Mecto aucuunjunsl B crpykrype IIICC3

VYuebnas aucuuiuimHa OI1.08 «MHpopMannoOHHBIE TEXHOJOTHH B MPO(ecCHOHANTBHOM
JeATEIFHOCTH» 0053aTeIbHON AUCIMILIMHONW OCHOBHOHM IPOQecCHOHATBHON 00pa3oBaTeIbHON
POTPaMMBI, BXOJHT B OJIOK €CTECTBEHHO-HAYYHBIX JUCIUIUINH.

1.3. Hesan u 3axa4u JMCHUILIMHBI — TPe0OOBAHMSA K Pe3yIbTATAM OCBOCHUS
JAUCHMILTUHBI

HCJ'IBIO HN3YUCHUA AOWCHUILIMHBI ABJIACTCA YCBOCHUC 06yanOIIII/IMPIC$I TCOPCTUUCCKHUX
3HAaHUI U IPUOOPETEHUE YMEHUI UCIIOJIb30BaTh COBPEMEHHbBIE HH(POPMAIMOHHBIC TEXHOJIOTHH B
npodeccCHOHATEHOM IEATEIIBHOCTH, 8 TaKXKe (OPMUPOBAHNE KOMIICTCHIIUN.

B pesymbrare wm3ydeHus aucHMIUIMHBL  «MHQOpPMAaIMOHHBIE TEXHOJIOTUU B
poeCCHOHAIBHON JAEATEIHHOCTHY 00YJarOUTUNCS TOJKEH

yMeThb:

— UCHOJB30BaTh MHPOPMAIIMOHHBIE PECYPCHI AJIs TOUCKA U XpaHEeHUs HH(OpMaIUK;

— o00OpabaThIBaTh TEKCTOBYIO M TAOIMYHYIO HH(DOPMALIHIO;

— HCIOJB30BaTh JIETOBYIO TpaduKy U MyJIbTUMEANA- HHPOPMAIIHIO;

— CO3/1aBaTh MPE3EHTAlNH;

— TIPUMEHATH aHTUBUPYCHBIE CPENICTBA 3aITUTH HH(OpMAIIH;

— 4uTaTh (MHTEPIPETUPOBATH) UHTEP(EIC CIeNaTU3UPOBAHHOTO IPOTPAMMHOIO
obecredyeHus,

— HaXOAWTh KOHTEKCTHYIO MOMOIIlb, pa00TaTh C TOKyMEHTAIIUEH;

— TNPUMEHATH CeHUAIN3UPOBAHHOE MPOrpaMMHOe obecriedeHre s coopa, XpaHeHUs U
00paboTKu OyxranTepcKkoi nH(OPMAITUU B COOTBETCTBUU C N3YIaeMBbIMH
npodeccHoHaNTbHBIMH MOAYJISIMH,

— TI0JIb30BaThCS aBTOMATU3MPOBAHHBIMU CUCTEMAMHU JIEJIONPOU3BO/ICTBA;

— TPUMEHATH METOJBI U CPEACTBA 3aIIUTHI OyXranTepckoi nHpopmarmm;

3HATh:

— OCHOBHBIE METOJBl M CpeICTBa OOpaOOTKH, XpaHEHMs, Iepelaud M HaKOIJICHHUS
uH(pOpMaINH;

— Ha3Ha4YeHHe, COCTaB, OCHOBHBIE XapaKTEPUCTUKU OPraHU3ALMOHHOW M KOMIBIOTEpHOU
TEXHUKH;

— OCHOBHBIE KOMITOHEHTBI KOMITBIOTEPHBIX CETEH, MPUHITUIIBI MTAKETHON Nepeaadn TaHHBIX,
OpraHU3aIMI0 MEXKCETEBOTO B3aMMO/ICHCTBHS,

— Ha3HAYCHHE W TPUHIUIBI UCMOJIB30BAHUS CUCTEMHOTO W MPHKIAIHOTO MPOTPAMMHOIO
obecreueHus;

— TEXHOJIOTHIO oncka nHpopmaruu B cetn IHTEpHET;

— NIPUHIUIBI 3a0IATH HHPOPMAIIUU OT HECAHKITMOHUPOBAHHOTO JIOCTYIIA;

— TPaBOBBIC ACTEKTHI HCIOJIB30BaHHUS WH(POPMAIMOHHBIX TEXHOJOTUH M TPOTPAMMHOTO
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obecneucHus;
— OCHOBHBIC IMOHATHSI ABTOMAaTU3WPOBAHHOW 00paboTKM HHpOpMaINH;
— HaIpaBJICHHS aBTOMAaTH3AIMH OYXTaJITEPCKOM NeSTEIbHOCTH,
— Ha3Ha4YCHWE,  MNPHUHIMIBI  OpPraHW3allMd M JKCIUIyaTallik  OyXTalTepCKHX

I/IH(bOpMaI_[I/IOHHBIX CHCTEM,
— OCHOBHBIC YI'PO3bl U METOBI obecreyeHus HH(l)OpMaHHOHHOfI 0e30IaCHOCTH.

Byxranrep momkeH o00jagaTh OOIIMMH KOMIETEHIHMAMH, BKIIOYAIOIIMMUA B ce0s
CIIOCOOHOCTD:

OK 01. Bribuparp cmocoObl pemeHus 33aad  Npo(ecCHOHANBHON IesTeTbHOCTH
NPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. OcymiecTBisaTh MOKWCK, aHAJTU3 U WHTEPIPETANI0 HHPOPMAIMH, HEOOXO0IUMON
JUIs BBITTOJIHEHUS 3314 PO eCCUOHATIbHOM e TEIbHOCTH;

OK 03. IlinanupoBath U peaar30BbIBaTh COOCTBEHHOE POPECCHOHATBLHOE U JINYHOCTHOE
pa3BUTHE;

OK 04. PabGoraTte B KOJJICKTHBE M KOMaHze, Y(PQPEKTUBHO B3aUMOJCHCTBOBATH C
KOJIJIETAaMH, PYKOBOZCTBOM, KITUCHTAMHU;

OK 05. OcymiecTBasTh YCTHYIO U NMHCbMEHHYI0 KOMMYHHUKALMIO Ha TOCYAapCTBEHHOM
s3pike Poccutickoit denepannu ¢ yaeToM 0COOCHHOCTEN
COLMAIBHOTO U KYJbTYPHOTO KOHTEKCTA;

OK 06. IlposBiasTh TIpakAaHCKO-NATPUOTHUYECKYIO TO3ULHUIO, JIEMOHCTPHPOBATH
OCO3HaHHOE MTOBE/IEHUE HAa OCHOBE TPAAUIIMOHHBIX O0II€YEI0BEYECKHX [IECHHOCTEH;

OK 07. CogeiicTBoBaTh COXpPAaHEHUIO OKpYXarolled cpeasl, pecypcocOepexeHuto,
3¢ (eKTUBHO AEHCTBOBATH B UPE3BBIYAWHBIX CUTYaLIUsX;

OK 08. Mcnonb3oBaTh cpencTBa GU3NUECKON KyJIbTYphl AJIi COXPAHEHUS U YKPEIUICHUS
310pOBbsS B Ipoliecce MNPOPECCHOHANBHON JEATENbHOCTH W MOAJEPKaHHUS HEOO0XOAMMOIo
YpPOBHSI (PU3HUYECKON TIOJTOTOBICHHOCTH;

OK 09. MHcnonbs3zoBaTh UHGOPMAIMOHHBIE TEXHOJOTMH B MNPO(ecCHOHATBLHOU
NeSITebHOCTH;

OK 10. ITonb3oBarbcsi npoecCHOHAIBHOM JOKYMEHTalMeld Ha TOCYJapCTBEHHOM U
MHOCTPAaHHOM SI3bIKaX.

Byxranrep JOJDKeH 00manath NpodecCMOHAIBLHBIMH  KOMIIETEHUHMSIMU,

COOTBETCTBYIOIIMMH OCHOBHBIM BHIaM MPO()ECCHOHAIBHON EATEIbHOCTHU
I1K 1.1. O6pabaTbiBaTh NEPBUYHBIE OYXTaITEPCKUE TOKYMEHTHI;

I1K 1.2. Pa3pabarbIBaTh U COIJIaCOBBIBATH C PYKOBOACTBOM OpraHM3alluy pabouuil miaH
CYETOB OYXTaJITepCKOro y4eTa OpraHu3alyy;

[IK 1.3. [IpoBOoauTh ydeT NEHEXKHBIX CPEACTB, O(DOPMIIATH JECHEXKHBIE M KAacCOBBIE
JIOKYMEHTHI;

[1IK 1.4. ®opmupoBaTh OyXraiaTepcKkue MPOBOJAKH IO YYeTy aKTUBOB OpTaHM3allld Ha
OCHOBe padoyero MmjiaHa c4eToB OyXralaTepcKoro y4era.

[IK 2.1. ®opmupoBarh Oyxraiarepckue MNPOBOAKM MO Y4eTy HCTOYHHUKOB AKTHBOB
OpraHu3alli Ha OCHOBE Pab0OYero IiaHa CYeTOB OyXTraJTepCKOro yuerTa,

I1IK 2.2. BBINOJHATE MOPY4YEHUSI PYKOBOJACTBA B COCTaBE KOMHUCCHUH 110 MHBEHTAPU3ALNH
AKTHBOB B MECTaxX UX XpPaHECHUS;

IIK 2.3. IIpoBOoguTh MOATOTOBKY K HMHBEHTAapU3allMd M IPOBEPKY ACHCTBUTEIBHOTO
COOTBETCTBUS (PaKTUUYECKUX JaHHBIX MHBEHTAPU3aLlMHU JAHHBIM YUETa;



I[IK 2.4. Otpaxarb B OyXraaTepcKux IMPOBOJKAX 3a4e€T M CIHCAHUE HEA0CTauu
LIEHHOCTEH (perynupoBaTh MHBEHTAPU3aLMOHHBIE PA3HULIBI) 10 pE3yJIbTaTaM MHBEHTAPU3ALINY;

I[IK 2.5. IIpoBoauTh mpoueayphl HWHBEHTApH3alMUd (UHAHCOBBIX O00S3aTEILCTB
OpraHu3aluy;

[IK 2.6. OcymecTBisaTh cO60p HMHPOPMALUU O ACATEIBHOCTH OOBEKTa BHYTPEHHETO
KOHTPOJISI TIO BBIMOJIHEHUIO TpeOOBaHUI MPaBOBOM M HOPMATHUBHON 0a3bl M BHYTPEHHHUX
pErjlaMeHTOB;

[IK 2.7. BbINOJHATH KOHTPOJBHBIC MPOLEAYPHl U UX TOKYMEHTUPOBAHUE, TOTOBUTHh U
0(OpMIISITH 3aBEpIIAIOIINE MaTEPHUAIIBI [T0 PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS.

[1IK 3.1. ®opmupoBaTh OyXrajiTepckue MPOBOAKH IO HAYHCICHHUIO U TEPEUHCICHHIO
HAJIOTOB U COOPOB B OOKETHI PA3TUYHBIX YPOBHEIH;

I1K 3.2. OopmisaTh muIaTeKHbIe TOKYMEHTHI JUIsl IEPEUYHCICHUsT HAJOTOB M COOPOB B
OrO/IKEeT, KOHTPOJIMPOBATH MX MPOXOXKACHUE IO PACUETHO-KACCOBBIM OAHKOBCKUM OIEPALIUSIM;

[1IK 3.3. ®opmupoBarh OyxraiaTepckue MPOBOAKUA MO HAYHMCICHUIO M IMEPEUUCICHUIO
CTPaxOBBIX B3HOCOB BO BHEOIOIXKETHBIE (DOH/IBI M HAJIOTOBBIE OPTaHBI;

[1K 3.4. OdopMsaTh MIATEKHBIE TOKYMEHTHI Ha MEPEUYUCICHUE CTPaXOBbIX B3HOCOB BO
BHEOIO/PKETHBIE (JOH]IBI M HAJIOTOBBIE OPraHbl, KOHTPOIUPOBATH UX MPOXOXKIACHHUE 110 PACUETHO-
KaCCOBBIM OQaHKOBCKHM OTIEPAIIHSIM.

[1IK 4.1. OTpaxarh HapacTAOIIUM UTOTOM Ha CYETaX OyXTaJITePCKOro y4era
UMYILIECTBEHHOE M  ()MHAHCOBOE IIOJIOKEHHE OpraHu3allM, ONpPEleNsTh PE3yIbTaThl
XO3SIICTBEHHOM AEATEIbHOCTH 33 OTYETHBIN NIEPUO;

I[IK 4.2. CocraBnsate @opmbl Oyxraiarepckoil (puHAHCOBOI) OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHO/IATEILCTBOM CPOKHU;

[IK 4.3. CocraBnsaTh (OTYETH) M HAJOTOBBIE JEKJIapallMd MO Hajioram u cOopaMm B
OIOKeT, YUUThIBas OTMEHEHHBIN equHblid couuanbHblii Hajor (ECH), oTueTsl mo cTpaxoBbiM
B3HOCAM B TOCYJapCTBEHHbIE BHEOIOKETHbIE (DOHIBI, a TAaKkKe (POPMBI
CTaTUCTUYECKOM OTYETHOCTU B YCTAHOBJIEHHBIE 3aKOHOIaTEIbCTBOM CPOKH;

[IK 4.4. IIpoBOoauTh KOHTPOJIb M aHAIW3 HHPOpManuu o0 akTHBax M (PUHAHCOBOM
MOJIO’KEHNUHU OpTaHM3allMH, €€ IIIaTeXKEeCIIOCOOHOCTH U JOXOJHOCTH;

[1K 4.5. IlpuHuMaTh yyacTue B COCTaBJIEHUU OM3HEC-TIJIaHa;

IIK 4.6. AnanuzupoBaTh (PUHAHCOBO-XO3SHCTBEHHYIO ESTEIbHOCTb, OCYIIECTBIIAThH
aHanmu3 UH(OpMAaINK, MOJTYYeHHON B XOJIe IPOBEIECHUS KOHTPOJIBHBIX MPOLETYp, BhISIBICHHE U
OLICHKY PHCKOB;

IIK 4.7. IIpoBoguTb MOHHUTOPHUHI YCTPAHEHUS MEHEI)KMEHTOM BBISBICHHBIX
HapyIIEHUH, HEIOCTATKOB U PUCKOB.

1.4. PekomeHyeMoe KOJIMYECTBO YaCOB HA OCBOCHHE NNPOTrPAMMBbI 1M CHHMILIHHBI

MaxkcumanbHas yueOHas Harpy3Kka o0y4aromerocst 113 4acos

BKJTOYAs:
oOsi3aTenbHas ayAUTOpHAast yueOHas Harpyska 109 4acoB
KOHCYJIbTAI[UN 4 4acoB
BCEI'O 113 4acoB




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0#l padoThI

Buj y4eoHoii pa6oThl Konuuecmeo
yacog

MaxkcumasbHasi yueOHasi Harpy3ka (Bcero) 113
Oo6s13aTeJibHAsI ayAUTOPHAsI ydeOHAasi HATPy3Ka (Bcero) 109
B TOM YHCIIE:

MIPaKTUYECKHE padOThHI 52

nabopaTtopHbIe pabOTHI 57
KoncyabTanuu 4
Hrorosasi arrectanus ¢ hopme oughghepenyuposannozo 3auema




2.2. TeMmaTuuyeCcKMil IJIAH U coAep:kaHue Y4eOHo# qucuuninHbl « UHGopManmoHHbIe TEXHOJOTMH B NMPO(eCcCHOHATBHOM AeSITeJIbHOCTH)

HaumeHnoBaHue pa3ae/ioB Conep:xaHue yueOHOTro MaTepuaJa, 1adopaTopHbie padoThl U NPAKTHYECKHe 3aHATHUS, O0beM | YpoBeHb
U TeM caMoCTOsITe/IbHAsI padoTa 00y4aroIMXcst 4acoB | OCBOEHHS
1 2 3 5
Pazgen 1. Texnonoruu co3aanus u npeodpa3oBaHusi HHGOPMALMOHHBIX 00bEKTOB 32
IlpakTHyeckue paéoTbl 32
Tema 1.1. Texnonoruu [Ipaktuyeckas pabora 1. Tumbl nansbix. 3ammck BeIpaxeHwid B Excel. Berpoennsie (yHkImm. 2 2
00pabOTKH YHUCIOBOM BeinosiHeHe MaTeMaTHUYECKUX PAacyeTOB C MCII0Jb30BaHUE (DYHKIMH.
uHpOpMaLUU 1 [TpakTnueckas pabora 2. Cratuctuueckue ¢pynkuuun (CYMM, MAKC, MUH, CP3HAY u T.1.). 2 2
IIpe3eHTaIH [TocTtpoenue auarpamm U rpaMKoB.
[TpakTudeckass padora 3. AOcomoTHas anpecanus. Vcmonp3oBaHHe aOCONIOTHOTO ajapeca MpU 2 2
pelLIeHUH 3ajay.
[Tpaktnueckas pabora 4. Jloruueckas c¢yukius ECJIM. MonenupoBanue 3amad B Excel ¢ 2 2
ucrosib3oBanueM ycioBHou Gynkiuu ECJIN.
[Tpaktuyeckas pabota 5. Jloruueckue dpynxuu W, NN, HE. MoxnenupoBanue 3anau B Excel ¢ 2 2
ucnosbpzoBanueM Joruku. @ynkius CYHETECJIU u e€ npuMeneHue.
[Tpaktuyeckas pabora 6. CBoanble Tabmunbl. Wtoru. Mcnomb3zoBanue uHTepdeiica Excel mis 2 2
ABTOMATHU3MPOBAHHONW 00PabOTKH.
[Tpaktuyeckas pabora 7. Koucomupmamms ¢aitno. Mcnonb3oBanue wunrepdeiica Excel mis 2 2
ABTOMATHU3UPOBAHHONW 0OPabOTKH.
I[Tpaktudeckas pabora 8. Crarucruka B Excel. ITonck cratuctuueckux nanubix B Matepuer. Pacyer 2 2
K02 (UIIMEHTOB TUHAMUKHU U CPEIHUX KOIPPUITUEHTOB.
[Tpaktuyeckas padota 9. Opranuszanus npesentanuu B Microsoft Power Point. Ctpykrypa cnaiina. 2 2
['MTIepCChITIKM M X OPTaHU3AIUS C TIOMOIIBI0 COPTHPOBIIMKA CIIAMIIOB.
[Tpaktuyeckas padora 10. Co3nanue npe3eHTanuii mo pegepary ¢ UCIOIb30BaHUEM T'MIIEPCCHUIOK U 2 2
rpaduueckoil ”HPOpMAaIMK U3 BUIEOPOIUKOB.
Paznen 2. TejilekOMMYyHMKAIIMOHHBbIE TEXHOJIOTHU 16
IIpakTH4eckue padoThl 14
Tema 2.1. be3omacHOCTh u [Ipaktuueckass pabora 11. 3ammra wundopmaruu. IlnatHoe W OecrurlaTHOE MpPOrpamMMHOE 2 2

3anTa HHPOpPMaIuu

obecnieyenue. [IpoBepka HHPOPMALIUU HA BUPYCHI.




Tema 2.2. ITouck [Ipaxtuueckas padota 12. Ilouck nndopmaruu B cetu. [lonck nHGpOpMaUK MO THMEPCCHUIKAM, C 2 2
nHpopmanuu B lHTEpHET nomouibto IP —anpeca. @opmar PDF.
[IpakTnueckas pabora 13. DnekTpoHHas mouTa W oOJiayHble TexHoJorHH. ColMaabHBIE CeTH M 2 2
pexkum ON-LINE. O6men ¢aitnamu «B xoHTakTey. CeTeBas dTHKA.
[Ipaktnueckas pabora 14. CrpykrypupoBanue A0KymMeHTOB. (CoO31aHHME CTHJICH 3aroJIOBKOB. 2 2
ABTOMaTHYECKOE OIJIaBJICHUE.
[Ipaktuueckas pab6ora 15. Ilomck wuHpoOopManmu mno 3amaHHOW Teme. CTPYKTYpUPOBaHHE 2 2
nokymMeHToB. Pedepar o Teme. IlpoBepka Ha maruar. 3anuch Ha JIUCK.
Tema 2.3 CnpaBoyHO- [Tpaktrueckas padora 16. Ilouck undopmauuu B CIIC «lapant». HasHauenue u BO3MOKHOCTH 2 2
TIOVCKOBBIE CHCTEMBI nH(popManmorHHo-nonckoBbix cucteM. Jloctym k CIIC uepes caiit B Internet. Kaprouka pekBu3uToB.
[TpakTrueckas pabora 17. Yuubunupoanusie popmbl. Cozganue ¢hopM Mo cnenuaibHOCTH. 2 2
Paznen 3. UnTerpupoBannbie nHGOPMALMOHHBIE CHCTEMBI B IPOGeCCHOHAIBHOM 1eITeJIbHOCTH 20
IIpakTHyeckue padoThl 18
Tema 3.1. KopniopatuBubie | Ilpaktuueckas padora 18. KoHuenmuu koprnopaTuBHbIX HHOOPMALMOHHBIX cucTeM. byxranrepckue 2 1
MH(POPMAIOHHBIE UC u dppoHT-0(pHCHBIC TEXHOTOTHH OPTaHU3AIHH.
CHCTEMBI.
Tema 3.2. O6paboTka [Tpaktuyeckas padbota 19. [IpoektupoBanue 6a3 TaHHBIX U CO3JJaHHE B PEXKUME KOHCTPYKTOPA. 2 2
MH(pOPMAIMU CPEeICTBAMU [Tpaktuueckas pabora 20. Coznanue ¢opM B pexuMe MacTepa W HOUCK HMH(pOpMAIMHU B 2 2
0a3 JaHHBIX. pensitnonHoi BJI. BcTaBka KHOMOK M M300payKeHUIN.
ITpaktuueckas padora 21. @opmupoBaHue 3anpocoB. Mcnoab30BaHKE JIOTHKY B 3aIIPOCAX. 2 2
[Tpaktuueckas padora 22. CozgaHue oT4eTOB B pexuMe mactepa. OpopmieHre 0TUETOB B PEKUME 2 2
KOHCTPYKTOpa
[Tpaktuueckass pabora 23. Muorotabiauunsle BbJl. IIpoekTtupoBanue 06a3 IaHHBIX W CO3JaHHE 2 2
3aIPOCOB C JIOTUKOM.
[Ipaktuyeckas pabota 24. Ceszu B MHOrotradbnuuneix bJl. @opMupoBaHue 3ampocoB C JOTMKOH. 2 2
Cozntanue cBOJHBIX GopM.
[IpakTuyeckas pabota 25. 3anpockl o HecKOJIbKUM Tabnuuam. OdopMiieHrne OTYETOB IO 3alpocaMm. 2 2
[TpaxTrueckas pabora 26. Knonounsie popmsbl. Coznanue Gpopm u ux odhopMieHue. 2 2
Pasznea 4. [Ipo0jieMHO-OPHMEHTHPOBAHHOE MPOrPaMMHOe o0ecreyeHue 47
JlabopaTopHbie paboThl 47
Tema 4.1. Kondurypamuu JlaGopatopnass pabdora 1. 1C: byxranrepusi. OcoOeHHOcTH KoOHUTypanuu. Pexum 2 2
1C byxranrepus 3.0 «Konpurypartop». Hactpoiika nons3oBatesns. CoxpaHeHHE apXMBHOM KOITUH.
JlaGopatopHast pabora 2. HawanpHbie mapameTpbl CHUCTEMBI. YdeTHas moiuTuka. Hacrtpoiika 2 2

HaJIOrOB ¥ 0T4yeToB. CrpaBoyHMK «OpraHu3aliuu» - BBOJ TE€PBOHAYAIBHBIX CBEICHHHA 00




OpraHH3aI|H.

JlaboparopHast pabora 3. 3amoiiHEHUE CIPABOYHUKOB. BBOJ HaYalbHBIX OCTATKOB. JKypHan 2
omepanuii. YCTaBHOW KamuTaja. Pabouwii MmjiaH CYETOB oOpraHu3alnuu. BBOj 3a10JDKEHHOCTEH.

[IpoBoaku.

JlaboparopHast pabota 4. Yuer KaccoBbIX omnepauuid. Bpinaya HamM4HBIX JEHEXKHBIX CPEJICTB. 2
Byxranrtepckue 3anucu. OdopmiieHre KaccoBbIX JOKYMeHTOB. KaccoBast kHHra.

JlaboparopHas pabota 5. PacueTsl ¢ MOJOTYETHBIMY JIMIIAMU . byxranTepckue 3anucu. AHaiu3 2
cyera 71.

JlaboparopHas pabora 6. Yder Oe3HATMUYHBIX JACHEKHBIX cpeiacTB. CrMcaHue ¢ pacueTHOTO CueTa. 2
Odopmnenne OaHKOBCKMX JOKyMEHTOB. JKypHan Oyxranrepckux BbIUCOK. DopmupoBaHue

OTYETOB T10 ONIEPAITUSIM.

JlaboparopHas pabora 7. [locTymienue TOBapoB 1 MaTepralioB oT nmocrasmuka. Odopmiienue cuer- 2
daxTypsl. JlonmomHuTenbHBIE pacxobl. byxranrepckue 3anucu. CBsi3aHHBIE TOKYMEHTBHI.

JlaGoparopnas padora 8. [ToctymieHre OCHOBHBIX CpeAcTB U yciyr. OdopmiieHue cyer-pakTypsl Ha 2
aBanc. ®opmupoBanrie KHUTHM NOKYIIOK .

Jlaboparopuast pabora 9. Peammzammsi ToBapoB. OdopmiieHHUE TOKYMEHTOB IO TpOAaKaM | 2
OKa3aHHbIM yciyraMm. byxranarepckue 3amucu. @DopmupoBanue Kuuru mnponax. Kypnan

PernamenTtHbIx gokymenToB no HJIC

JlaGoparopHast pabora 10. OcHoBHble cpencTBa. BBon B skcrutyaranuio. J{okymMeHTOOOOpOT. 2
Hauncnenue amopruzanuu. Cnucanne OC.

JlaGoparopHas pabota 11. Opranuzamus ckiajackoro ydera. MuBentapuzanus TMLI. JlokymMeHTBI 2
WHBEHTAPH3AIIHN.

JlaGoparopHast pa6ora 12. Yuyer 3arpar. Crnmcanne TMIl Ha HyXIbl OpraHuzanuu. AHaIW3 2
uHpopmanuu o0 umymiectBe. DopMupoBaHHe OyXTraaTEpCKUX IMPOBOAOK IO Y4YETy HMYIIECTBa

OpraHu3ali Ha OCHOBE IJIaHA CYETOB.

JlaboparopHas pabdora 13. Yder pacueroB ¢ mepconanoM. Hacrpoiika ydera 3apruiatel. Kaprodka 2
COTPY/HHUKA

JlabGopatopnast pabota 14. Hauucnenue 3apratel byxranrepckue 3amucu. Brimmata 3apaboTHOM 2
TIaThI

JlaGoparopHast pabora 15. Hauncnenue cTpaxoBbIX B3HOCOB. YJepKaHHE HAJIOTOB C 3apIUIaThl C 2
HapaCTAIONUM HTOTOM.

JlaGoparopHast pabora 16. @opmMHupoBaHUE pErIaMEHTUPOBAHHON OTYETHOCTH. 3aKphITHE Mecsla. 2

PeryiaMmenTHpOBaHHAas OTYETHOCTh 3a KBapTajl: HAJOroBas JeKJIapalus, OTYCTHl B COIHMAJIbHBIC
BHEOIO/DKEeTHBIE (DOH/IBI, HAIOTOBBIC JCKIApaIiH.
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Tema 4.2. Kondurypanun
1C KomruiekcHast
aBTOMATH3AIIM

JlaGopatopHast padora 17. KommiekcHas aBromaruzarusi. Ocobennoctu uHTepdeiica. Hacrpoiika
uHTepdeiica mTporpaMMbl Ha KOHKPETHBIM BHI jaedreldbHOCcTH. CTpyKTypa MpeANpUSTHUS.
Ocob6ennoctu koHpuryparuu. CoOCTBEHHBIC FOpUANYCcKHE Jnia. Ouinanbl. Y JaJICHHBIA JOCTYII.

Jlaboparopuass pabora 18. HauanpHble mapamMeTpbl CHCTEMBL. Y4eTHas TIOJUTHKA W
OpraHU3aIlMOHHO-TIPaBOBbIC (OPMBI JEATEILHOCTH. YdeT HayoroB: Hamoromeri yuder mo YCH.
VYuernas nonmtka (0yxyder). CripaBoyHuk «Opranu3zanumy.

JlaGopaTtopHast pabora 19. 3amonHeHHE CIPaBOYHHUKOB: OCHOBHOHM TpaduK, MPOM3BOICTBEHHBIN
KaJIeH/1aph, CIOCOOBI OTPAKEHUS 3apIUIaThl. 3aMOTHEHHE KapTOYKU cOTpyaHuKa. [Ipuka3 o npuéme
Ha paboty. CoBmecTuTenu u pabora mo norosopy. Muausunyansueie rpaduxu. BouHckuit yuer.
HasioroBbie BBIYETHI.

Jlaboparopnas pabota 20. [Toctymnenue ToBapoB. J[OMOTHUTENBHBIE PACXObI HA MPHOOpPETEHUE.
VYuer XapakTepucTUK HOMEHKIAaTypsl OppaepHas cxeMa IOCTaBKH. BricTaBieHHe C4YeTOB U
pe3epBupoBaHue ToBapoB. [lepBuuHbIe OyXraaTepckue TOKYMEHTHI 0 TOCTaBKaM.

Jlaboparopuast pabora 21. OdopmiieHne AOKYMEHTOB IO OINTOBBIM Mpojaxam. JIOKyMEHTHI
peanu3aiui. MexaHu3M BBOJAa Ha OCHOBaHWU. JlepeBO mMomyMHEHHOCTH. IlepBUYHBIC
Oyxrajarepckue JOKYMEHTHI 110 npojaaxam. OTYeT 110 NpoBOJIKaM.

JlaGoparopHast pabGota 22. Yuer JeHeXHbIX cpeacTB. Oc¢opmileHHEe KacCOBBIX M OaHKOBCKHX
JOKyMeHTOB. [lepBuuHbIe OyXranTepcKue TOKYMEHTHI M0 mpojaxkaM. OTYeT 1Mo MpoBOJIKaM.

Jlaboparopuas pabdora 23. Yuer ckianckux omeparuii. [lepememenne TMII. Yder neuxkeHUs
toBapoB. Kommiekranus u pazykoMiuiekranus. MiHBeHTapu3aius. CrincaHue U ONPUX0JI0BaHUE.

Jlaboparopuast pabora 24. 3apmata. Pacyer pergaMeHTHPOBAHHBIX — 3aKOHOAATEIHLCTBOM
HauMcIneHui u ynepxxanuid. [locobue mo yxony u onnara 60JpHUYHBIX. VICTIONHUTENHHBIE JIUCTHI.

JlaGoparopHast pabota 25. HauncineHnue 3apriiaThl U BEIIIIATa Yepe3 Kaccy U Ha OAaHKOBCKYIO KapTy..
Omutata Hasnora c 3apruiatel (HA®JI) u nepeuncienue B Haloropyro. byxranrepckue npoBOAKH 1O
3apruiare.

JlaGoparopHast pabota 26. Haumcnenue HamoroB c 3apmiatel B (ouast (IIOP, ®CC, OMC).
VYaepkaHue CTPaxOBBIX B3HOCOB BO BHEOKOKETHbIE (OHIBL. M TEpeYHcCIeHHe B (QOHIIBI.
Y neprkaHue HaJIOroB C 3apIUIaThl C HAPACTAIOIIMM UTOTOM.

JlaboparopHas pabora 27. Hamorosni yder: yaetr HIAC, Hanor Ha mpuObLTh, HAJIOT HA HMYIIIECTBO.
Y nepaHue B3HOCOB BO BHEOIOKETHBIC (DOHJIBI.

JlaboparopHas paborta 28. AHanuTHYecKas OTYETHOCTh. AHamm3 cdera. Kaprouka cuera. IlmaH-
dakTHBI aHaM3. BeJOMOCTH 10 B3aMOpacueTam.

KoncyabTanumn

BCEI'O

109
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3. YCJIOBUS PEAJIM3AILIMN YYEFHOM JUCHUTNJIAHBI

3.1. TpeﬁoBaHnﬂ K MUHUMAJIBHOMY MaT€PUAJIBHO-TEXHUIECCKOMY o0ecrnevyeHuIo
PeaJ'II/I3aI_II/I$I yqe6H0171 JUCIHUITIINHBI Tpe6yeT HaJIM4YHWA KOMIIBOTCPHOI'O KJIacca.

Kou-Bo
Ne n/m Oob6opynoBanue TexHuuyeckue cpeacrsa 00y4eHust padounx
MecT
1. PaGouee mecto
[PEToIaBaTeist ¢ 1
BBIXOJIOM Ha CepBep
2. Komnbrorepst JIuneH3noHHOE MpOoTrpaMMHOE 00ecTieUeHuUE:
(TepMHHAIIBI) — ITaker MS Office 2007 (Word, Excel,
Access, Power Point)
— Ilnargopma 1C: IIpennpustue 8.3
— Ilaker 1C: Ynpasnenue nepcoHajiom
17
— Ilaker 1C: KomriekcHast aBToMaTu3anus
— JHemosepcus 1C: byxrantepus
— Be0 6paysepsr: Internet Explorer;
— AwntuBupyc Kacnepckoro;
— CIIC «KoncynpTanrt [lmroc»
3. Brixon B IHTEpHET 18

3.2. UndopmanuonHoe odecrneyenne o0yueHust
Ilepeuens pekoMeHIyeMbIX Y4eOHBIX U3aaHuil, UHTepHET-pecypcoB,
JTOTMOJTHUTEIbHOM JIUTEPATYPhI

HaumenoBanue yueOHbIX u3ianuii, UHTepHeT-pecypcoB, 10NOTHUTEIbHOM
JIMTEPaTyphbl

Ne i/

| OcHOBHbIE HCTOYHUKH

1. MHdopmannoHHbIE TEXHOIOTUU B NMPO(ECCHOHAIBHON NEATeNbHOCTH: YUeOHUK /
E.B. ®wimMonoBa. — Mocksa : KnoPyc, 2017. — 482 ¢. — CIT1O. — ISBN 978-
5-406-04887-0. 9bC «BOOK»

2. ®enoroa E.JI. HWHbopmanmoHHBIE TEXHOJOTHM B  NPOo(ecCHOHATBHOM
nesaTenpbHoCcTH: YdeOHoe mocobue / E.JI. demoroBa. - M.: U] «DOPYMy:
NH®PA-M, 2018. — 367 c. — (Cpennee mpodeccronanbHoe 00Opa3oBaHUE).
OBbC «ZNANIUM»

1 JonmosiHUTE/IbHBbIE HCTOYHUKH

1. Kocunenko H.C. MWHpopmalnroHHbIEe TEXHOJIOTMH B MNpo(hecCHOHAIbHON
NEeATETLHOCTH [DIIeKTpOHHBIN pecype] : yuebHOoe mocobue misi CIIO / H.C.
Kocunenko, N.I'. ®puzeH. — DneKTpoH. TeKCTOBble JaHHble. — CapaTos:
IIpodobpazoBanme, 2017. —978-5-4488-0152-5. — Pexum jgoctyma:
http://www.iprbookshop.ru/65730.html. 55C «IPR books»

2. CoseroB, b. 1. Hudopmanumonnsie texnomoruu : yuedbnuk mns CIIO / Bb. 4.
Coseros, B. B. LlexanoBckuil. — 7-e u3a., nepepad. u gon. — M. : U3naTenscTBo
IOpaiit, 2018. — 327 ¢. — (Cepus : IIpodeccuonansHoe oopazoBanue). — ISBN
978-5-534-06399-8. ObC «tOpaiit»

11 HNHuTepHeT-pecypcsl

1. http://www.consultant.ru — Pazaen Koncynbsrant [Tntoc «Ileproanueckast
JUTEpaTypa sl OyXraarepoBy
2. http://v8.1c.ru —caiitT mporpammuoro obecnedenust 1C
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3. http://www.klerk.ru/soft/articles/92653 — sxypuain Intelligent Enterprise
4. www.lc.ru - caiit nporpammuoro obecrieuerust 1C
5. http://www.tnc-corp.ru/automation.html - AVC B Toprosie

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB
OCBOEHMSA YYEBHOU JUCHUIIJIMHBI

OO0pa3zoBarenbHOE YUpexKJIEHHE, peau3yrollee MOATOTOBKY M0 y4eOHOM IUCLUILIMHE,
o0OecnieurBaeT OPraHu3allio0 U IPOBEACHUE IPOMEKYTOYHON aTTECTAllMM U TEKYILETO KOHTPOJIS
UH/UBUYAJIbHBIX 00pa30BaTeNbHbIX JOCTHKEHMH — JIEMOHCTPUPYEMBIX OOyYarOLUIMMHUCS
3HAaHUN YMEHUH U HaBBIKOB.

dopma MPOMEKYTOUHOM aTTECTALUM - TEKYIIUH KOHTPOJIb.

@opMBI M1 METOJIbI ITPOMEKYTOUHOM aTTECTALIMU U TEKYILETO0 KOHTPOJIS CAaMOCTOSITEIILHO
pa3pabaTbIBatoTCd 00pa30BaTEIbHBIM YUPEKICHUEM U JOBOIATCS O CBEIEHUS OOydaroIIHUXCs
HE MO03/IHEE IBYX MECALIEB OT Hauana 00y4eHHUs.

HtoroBoii hopmoit KoHTpoIs siBIsieTcs AuddepeHIInpoBaHHOTO 3a4eT.

@®ouapl  oueHouHblx  cpeactB  (DPOC)  pazpabarbiBatoTcs — 00pa3oBaTeIbHBIM
yupexaeHueM. OHM BKJIIOYAIOT B ce0s Me1arornyeckue KOHTPOJIBHO - OLEHOYHbIE MaTepHallbl,
IpeHa3HAYEHHbIE NIl ONPENEICHUs] COOTBETCTBUS (MM HECOOTBETCTBUS) WHIMBUIYaTbHBIX
00pa30BaTeNbHBIX IOCTH)KEHUI OCHOBHBIM MOKA3aTeNsIM PE3Yy/IbTaTOB MOATOTOBKH (TaOIMILIb).

Pe3yabTaThl 00yuyeHus
@opMbI U METObI KOHTPOJISI
(ocBOEHHBIE YMEHUsI, yCBOCHHbIEC 3HAHUS):

Ymenus:

Hcnonp3oBaTh nHGOpMaIIMOHHbIE pecypchl Uid | KOHTpoIib MpaBUIIBHOCTH BBHITIOJHEHUS

MIOWCKA U XpaHeHHs! HH(popMaluu 3aJJaHUN TpaKTHUECKuX padot Ne
1,2,3,4,7,9,14,15,16
KoHTposnb BbINOIHEHUS 3a1aHUI
CaMOCTOSITeNIbHOU paboThI o pazaenam 1, 2

OO6pabaTbiBaTh TEKCTOBYIO U TAOIMYHYIO KoHTposb NpaBUIBHOCTH BBITOJTHEHUS

MH(pOpMaLIHIO 3aJJaHull MpakTU4YecKuXx padot Ne5,6

[Tonb30BaThCs aBTOMaTU3UPOBAHHBIMU KoHTponb MpaBHIIbHOCTH BBITIOTHEHUS

CUCTEMAMH JEJIONIPOU3BOJCTBA 3aJJaHUN TpakTHYECKUX padboT Ne5,9.
KoHTpoJib BRIMOSHEHUS 3a1aHUI
CaMOCTOSITENIbHON paboThl 10 00paboTKe
CKaHHPOBAHHOTO JOKYMEHTA U MOUCKY
yaupunupoBanabix ¢popm B CIIC

Hcnonb30Bath 1€10BYIO rpaduKy U KoHTposb NpaBUIBHOCTH BHITOJTHEHUS

MyJIbTUMEANA- UHPOPMAIUIO 3aJlaHul pakTuyeckux padot Ne6, 15
KoHTposnb BBINOIHEHUS 3a1aHUI
CaMOCTOSITENIbHOM pabOThI 110 MOCTPOEHUE
nuarpamm B Excel u mondopy Buaeo
uH(popManun
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Co3naBarh npe3eHTaluu

KoHTpoJ1b MpaBUIILHOCTH BBITIOJTHEHUS
3aJJaHUN TIPaKTHYECKUX paboT Ne§
KoHTpoJib BbINOSHEHUS 3a1aHUI
CaMOCTOSITEJIbHOU pabOThI MO CO3/IaHUIO
MIPE3CHTAIINH.

[TprMeHSTh aHTUBUPYCHBIC CPEIICTBA 3AITUTHI
uHpopmanuu

KoHTpoJ1b BBINOIHEHUS 3a1aHUI
CaMOCTOSITEIIBHOW PabOTHI IO MMPOBEPKE
nuckoB [IK ¢ moMonpo aHTUBUPYCHOM
MPOTrPaMMBbI, IOUCK PYTKUTOB,
OoOHapy»XeHHE U JICUCHUE BUPYCOB.
TectupoBanue 1o TeMe «3anura
uHpOpMALIUN.

[IpuMeHsATh METO/IBI U CPECTBA 3AIUTHI
Oyxrantepckoil nHpopmanuu

KoHTpoJ1b MpaBUIILHOCTH BBITIOJHEHUS
3ajaHui TpakTHYecKux padot Ne7, 10
KoHTpoJib BbINOSHEHUS 3a1aHUI
CaMOCTOSITENIbHOM pabOThI 110
HCITOJIb30BAHUIO CPEJICTB 3aIIHTHI.

UYuraTh (MHTEpIPETHPOBATH) HHTEPDEc
CHELHATU3UPOBAHHOTO IPOTPAMMHOTO
o0ecreueHus

KoHTposib npaBUIILHOCTH BBITIOJIHEHUS
3aJaHuil npakTudeckux padot Ne 10, 17
KoHTpoJib BRINOSHEHUS 3a1aHUI
CaMOCTOSITENIbHOM paboThI 10 paboTe ¢
JTOKyMeHTaluen mo nporpammam 1C
MpeANpUsITHE

HaxoauTh KOHTEKCTHYIO TIOMOIIIb, paboTaTh ¢
JIOKYMEHTalHUen

KoHTposb npaBUIbHOCTH BBITOJTHEHUS
3ajaHuil npaktudeckoi padboTsl NelO.
KoHTposb BeINOIHEHUS 3a1aHUI
CaMOCTOSITEJIbHOU paboTHI IO paboTe ¢
JIOKyMeHTanuen no nporpammam 1C
HpeIIpUsITHE.

[TpuMeHATH cenMaIu3upOBAHHOE TPOTPAMMHOE
oOecnieueHue A coopa, XpaHeHus: U 00pabOTKU
Oyxrantepckoil UHGopMaIK B COOTBETCTBUH C
M3Yy4aeMbIMH NPOPECCUOHANBHBIMU MOTYISIMU

KoHTposib paBUIILHOCTH BBINOJIHEHUS
3aJJaHu MpPaKTUYECKUX paboT
Nel10,11,12,13,14,15,16.

KoHTpoJ1b BBINOSIHEHUS 3a1aHUI
CaMOCTOSITENIbHON PabOThI IO MOUCKY
BHUJICOPOJIMKOB NIPE3CHTALUN
CIIELIMATIM3UPOBAHHBIX IIPOrPaAMM.

3HAHUA:

OcHOBHBIE METO/IBI U CpeJICTBA cOOpa,
00paboTKH, XpaHEHHUs, TIepeaun U HaKOTUICHUS
uHpopManuu

KoHnTponb 3HaHMiT Ha KOHTPOJIBHOM paboTe
o TeMe «ba3pl JaHHBIX» 1 HA
TECTUPOBAHUU 1O pazzeny 1.

Ha3znauenue, cocraB, OCHOBHbBIE
XapaKTEPUCTUKU OPTraHU3alMOHHON 1
KOMIBIOTEPHON TEXHUKU

KoHTposib 3HaHU# Ha TECTUPOBAHUH T10
pazgeny 1

OCHOBHBIE KOMIIOHEHTBI KOMITBIOTEPHBIX CETEH,
MIPUHLIMIBI IAKETHOW MepeIadn TaHHbIX,
OPraHU3aIMI0 MEKCETEBOTO B3aUMOJICHCTBUS

3anuTa rpynmnoBbIX MPE3EHTALNN TTO TEME
«Ucnonb3oBanue HHHOPMAIMOHHO-
KOMMYHUKAIMOHHBIX TEXHOJIOTUI)

Ha3HnaueHue v MPUHIUIIBI KCTIOJIb30BAHMSI
CUCTCMHOTIO U HpI/IKJ'Ia)IHOFO HpOFpaMMHOFO
obecreueHus

KoHTposib 3HaHU# HAa TECTUPOBAHUH T10
pazaeiny 2

TexHonoruto noucka uHpopmanuu B MaTepHer

3amuTa rpymnnoBbIX Ipe3eHTaluil Ha TEMy
«3amuTa nHpOpPMaIMK U AHTUBUPYCHBIE
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CpEacCTBa 3alIUTED)

[TpuHIMITBI 31U TH HKHPOPMAIIHH OT
HECAaHKIIMOHUPOBAHHOI'O JOCTYTIa

3amuTa rpynioBbIX Ipe3eHTalnn
IIPE3CHTALMK HA TEMY «3aIuTa
uH(pOpPMALUU ¥ aHTUBHPYCHBIE CPEACTBA
3aLLUTHI»

[TpaBoBBIE aCTIEKTHI UCTIOIB30BAHUS
WH(POPMAIMOHHBIX TEXHOJIOTUH H
POrPaMMHOTO 00eCTICUeHUs

KoHTposb 3HaHUI HA TECTUPOBAHUH I10
pazaeny 1

OCHOBHbIC IOHSTHUS ABTOMAaTH3UPOBAHHOM
00paboTKK HHPOPMALIUU

KouTposb 3HaHMii Ha TECTUPOBAHUH 10
pazneny 1

Hanpasnenust aBToMatuzanuu OyxXraaTepckoi
JIESATEIbHOCTH

KOHTpOJ'Ib 3HAaHWM Ha MICEMEHHOM OoIIpoce

Hasna4yenue, npuHINIBI OPTraHU3AMN |
OKCIUTyaTaIlH OyXTalITepCKUX
MH()OPMAIIMOHHBIX CHCTEM

KOHTpOJ'Ib 3HAaHWM Ha MICEMEHHOM OoIIpoce

OCHOBHBIE METO/IbI U IPUEMBI OOECTIEUEHHUS
MH(pOpPMaLlMOHHON 0€30M1acCHOCTU

3amuTa rpynmnoBbIX Ipe3eHTalnn
MIPE3CHTALINM Ha TeEMY «3aluTa
nH(OpPMaIIUU U aHTUBUPYCHBIE CPEICTBA
3aIlUTBI» U TECTUPOBAHUE 1O pa3ieny 2

Paspaborumk: YepnaBuna TaresHa BacuibeBHa, mnpenogaBatens IlepMckoro HWHCTUTYTa
(punmana) POY um. I'.B. Ilnexanosa.
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