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PELLEH3NA
Ha pabouyto nporpaMmmMmy AncumMnInHbl «MH(HOpPMaLMOHHbIE TEXHONOTUW B NPO(ECCUOHANIbHOM
aesTensHocT/ AfanTuBHbIE MH(OPMALMOHHbIE TEXHOMOTMW B NPOMECCUOHANbHON AeSATENbHOCTU» MO
cneymanbHocTn CMO 38.02.06 «PUHAHCHI» A8 0YHO-3a04HON hopMbl 06yUYeHNs MOCKOBCKOI0
(hMHaHCcoBOro Konnepka ®PuHyHuUBepcuTeTa
(ABTop - npenopasatens M®K CaByuwkunHa E.O.)

[aHHaa o6pa3oBaTenbHasa nporpamMa no AgucuunanHe «KHpopmaLnoHHbIe
TEXHO/IOTMM B MPOMPECCUOHANbHON peATenbHOCTU/ AfanTUBHble WH(POPMAaLNOHHbIE
TEXHONOTMU B NPO(ecCMOHaNIbHON [eATeNbHOCTU»  SABMAETCA 4YacTbld OCHOBHOM
npogeccnoHanbHol  o6pasoBaTeslbHOM  MporpammMmbl  MOATFOTOBKWM  CMeLMannucToB
cpegHero 3BeHa (MMCC3) B cootBeTcTBUM ¢ PITOC CIMO no cneymanbHocTn 38.02.06
«®uHaHCcbl». AucuymnimHa «MHPOpMaLnNOHHbIE TeXHOMOrMn B MNPOMeccUoHanbHOM
LeATeNbHOCTU» OTHOCUTCA K 06 enpodeccMoHaibHOMY Y4eOHOMY LUKAY.

Paboyas nporpamma aucumniamHel «MHPOpMaLUOHHbIE TEXHOMOTNMM B
npoeccnoHanbHON AeATeNbHOCTU» COCTOUT U3 CNEAYOLLNX pPa3aenos:

1. Obuasn XapakTepucTtunka pabouei nporpammbl yuebHo
ANCLUNANHBI.

2. CTpyKTypa 1 cofepxaHue AUCLUNNHDI.

3. Ycnosus peanusaymm nporpammbl 4UCLUUNINHDI.

4. KOHTpO/b M OLEHKa pe3y/ibTaTOB OCBOEHUSA AUCLUUNINHBI.

B o6uein xapakTepucTuKe pabouyeli nporpammbl CPOPMYNMPOBAHbI LENN 1
3aflaym  OCBOEHUA AUCUUNAMHbLI, HamnpaBfeHHble Ha OBMafeHne 06y4varLWnUmMmncs
06WMMM 1 NpoeccmoHanbHbIMU KOMMNETEHLUAMMN.

OcBOeHMe y4ebHON AUCLUUNANHbBI, NO3BOJNT:

- chopmmpoBaTth y obyyarowmxca Heobxoammble npogeccuoHanbHble 1 0bLyme
KOMMNETEHLWN;

- MONY4YNUTb HEOOXOAUMbIE 3HAHMSA U YMEHMUS, KOTOPble MOXHO MPUMEHATH B
AanbHenwen npoeccMoHanbHOM AeATeNbHOCTH.

TemMaTUUeCcKunii NNaH MMeeT ONTUManbHOE pacnpeaeneHne 4yacoB No pasgenam u
Temam.

CopepXaHue yl~|e6H017| ancunmnanHbl BKAKOYAET ABa OCHOBHbIX pa3fjena, B
Ka>XA0M N3 KOTOPbIX 06'be,EI,VIHFIeTCF| HECKOJIbKO TEM.

Kaxablii pa3fen nporpamMmbl 0OTpaXkaeT TeMaTMKY U BONPOCHI, MO3BONSOLWNE, B
MoMHOM 06beMe, W3yuYnUTb HeOOXOAMMBIA TeopeTuyeckuii matepuan. [poBegeHue
MPakKTUYeCKNUX 3aHATWUIA, NpPefyCMOTPEHHbIX paboyeli nporpaMmon, MNO3BONSAKOT
3aKpenuTb TEOpPeTUYEeCKUe 3HaHWsA, NPUOOpPeTeHHble NpW  M3YYEHWUU [aHHON
ANCLUNJINHBI.

B nepBbili pa3gen AUCLUNWHBLI BKIKOYEHO M3y4YeHMe TeM MO UCMOJIb30BaHUIO
6a30BbIX MporpaMmHbiX npoayktoB Microsoft Office: Word, Excel, Access,
PowerPoint,  patowux pPa3sHOCTOPOHHee npeactaBneHue O  COBPEMEHHbIX
MHOOPMALMOHHBIX W TEXHONOrUAX, WX TMPUMEHEHUM B PasNNYHbIX 06NacTAX
9KOHOMMKM W (MHAHCOB W WCMNOMb30BaHUN B NPOMECCMOHANbHON AeATeNbHOCTH
(hMHaHcUcCTa.



BTopoil pasgen hopmMupyeT HaBblKWM 3alUTbl MHDopMauun (MHGOPMaLMOHHOW
6e3onacHOCTK) MpWU ee XpaHeHUWN nepefayn 4yepes N0KasbHbIE CETU M UCMONb30BAHWUM
NHTepHeT.

TpeTnii pasgen NOCBSILLEH WM3YYEHUIO NPOMECCMOHANbHbIX UH(POPMAaLNOHHbIX
cucTemM, aBTOMaTU3UPYKOLWKUX MNPOMECCUOHANbHY [eATeNbHOCTb, - 3TO MpPaBOBble,
(hMHaHCOBbIe N yNpaBnstoLWmne CUMCTEMbI.

Mpw N3yyeHUM  AUCLUUMNIUHBI «MHpOpPMaLMNOHHbIE  TEXHONOrnu B
npogeccMoHanbHOW AesTeNbHOCTM» NpeAnonaraeTcs MCNonb30BaTh y4ebHble nocobus,
pPeKOMeH0BaHHble ANnd MOArOTOBKM CreynannctoB B cpefHeM nNpodeccroHanbHOM
3BEHE MO AaHHbIM ChneunanbHOCTAM, 3/1eKTPOHHbIE Pecypchbl, CnpaBOYHble MPaBOBble
CMCTEMbI, a TaKXXe MeToAnyYeckne paspaboTkyn npenogasatenein MoOK.

N3yyeHne gucumninHbl «MHOOPMaLNOHHbIE TEXHONOTUMN B NPOKECCMOHANbHOA
[eATeNbHOCTU» COOTBETCTBYET COBPEMEHHbIM Tpe6OBaHMSAM, MpPeAbABASEMbIM K
MOJIOAbIM CreLnanmcTamMm 3KOHOMUYECKNX N (DMHAHCOBbLIX CNeLManbHOCTEN.

[aHHas nporpaMmma peKoMeHayeTcs And UCnonb3oBaHMs B y4ebHOM npouecce
npn NoAroToBKe CNeuManmMcToB CpefHero 3seHa, 06yyaroLmxca no cneymanbHOCTH
38.02.06 «DPUHAHCLI».

. Komnes P.b. — eHepanbHblil gupektop OO0 «dopBaTtep»
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1. OBIIASI XAPAKTEPUCTHKA PABOYEIT TPOTPAMMABI YYEBHOI
ANCUOUILINHBI

1.1. MecTo AHCHUIJIMHBI B CTPYKTYPe OCHOBHOI1 00pa30BaTe/IbHOM MPOrpPaMMBbI:

Vuebuas gucuuruyimHa OI1.09

«MHpOpMAIMOHHBIE TEXHOJOTUH B MNPO(EeCCHOHAIBHON

I[eﬂTeJ'IbHOCTI/I/AI[aHTI/IBHbIe I/IH(I)OpMaLII/IOHHbIe TCXHOJIOTUHU B HpO(I)eCCHOHaHbHOﬁ JACATCIIbBHOCTI

SIBJISIETCST  00s13aTeNIbHON 4acThio OOIIenpoeCCHOHAIBPHOIO LUKJA OCHOBHOW mNpodeccroHaIbHON

obpaszoBarenbHOil mporpamMmbl B cooTBeTcTBUH ¢ PI'OC mo cnenuansaoctr 38.02.06 GuHAHCHL.

Vuebuas gucuuruyimHa OI1.09

«UH(popMaIIOHHBIE TEXHOJIOTUH B MPOGECCHOHATBHON

I[eﬂTeJ'IbHOCTI/I/AI[aHTI/IBHbIe I/IH(I)OpMaLII/IOHHbIe TCXHOJIOTUHU B HpO(I)eCCHOHaHbHOﬁ JACATCIIbBHOCTI

obecrieunBaer (QopmupoBaHue MNPOHECCUOHANBHBIX W OOIMUX KOMIETEHIHA 10 BCEM BHIAM

nestenbHocTd PI'OC no cnieumansaocTy 38.02.06 dunancel. Ocoboe 3HAUEHUE NUCLUIUIMHA UMEET

npu GOPMHUPOBAHUHU

OK 09. Ucnonb30BaTh HHPOPMALMOHHBIE TEXHOJIOTHH B IPO(PECCHOHATBHOMN eI TETbHOCTH.

1.2 Leab ¥ nIaHMpyeMble pPe3yJbTATbI 0CBOCHHSI AUCLUHMILIUHDI:

B pamkax mporpamMmbl yueOHOM AUCIMIUTAHBI 00yYAIOIUMUCS OCBAMBAIOTCS YMEHUS U 3HAHUS

Kogll;[ K, Ymenus 3Hanus
Onpenenats  3amauud And [IOMCKA
uHpopMauuy;, onpenensate HeodOxomaumble | [IpreMbl CcTpyKTypupoBaHUs HH(POPMALIHH;
UCTOYHUKH HMH(POpPMALMK, TIUIAHUPOBaTh | GopMaT opOPMIIEHHUS PE3yIbTaTOB MOUCKA
nporecc  IMOWCKA;  CTPYKTYPUPOBATh | MHGOPMALHH
OK 02. nosiydyaeMyro uHpopmanuto;, opopmisiTe | COBpeMeHHbIE CpeACTBA M YCTPOKMCTBA
OK 09. pe3yJIbTaThl IOUCKA UH(pOpMATHU3ALINY, MIOPSIIOK ux
IIpumensaTe cpencTBa MHPOPMALMOHHBIX | IPUMEHEHHs U MPOrpaMMHOE obecreueHune
TEXHOJIOTUI 111 pewenHust | B MpogeCCHOHANBHON AATEIbHOCTH
npodeCCHOHATBHBIX 3a7a4, HCIIOJIb30BATh
COBPEMEHHOE MPOrpaMMHOE 00ecrieueHIe
Ucnonb3oBary cneuuanbHoe I10  ansd | AIropuTM Moucka CyIIHOCTH U CTPYKTYPbI
oopMieHHs TUIATEKHBIX JOKYMEHTOB | OromkeTHOH kinaccudukammmu Poccuiickoi
IIK 2.1. (3NeKTpOHHBIE 3asBKM Ha  KaccoBble | Pemepaunu U nopsiaka ee NpUMEHEHUs
[IK2.2. pacxoabl M TUTaTeXKHbIC TOpydeHwus) mis | BosmoxkHOCTH HUCTIOJIb30BAHUSA
IIK 2.3. MIPOBEIEHUS KACCOBBIX BBIILIAT. cnenquansHoro IO ana kaccosoro
IIK 3.1. | Ucnonb3oBars UHPOPMALMOHHBIE | OOCTY)KMBAHUS UCTIOJHEHUS  OFOIKETOB
IIK 3.2. TEXHOJIOTUH B Tiponecce (OPMUPOBAHUSA U | OFOIIKETHOM CUCTEMBI Poccuniickon
IIK 3.3. UCTIONB30BaHUsl (PUHAHCOBBIX pecypcoB | Penepaunu
IIK 3.4. OpraHu3alun 51 ocymectsienus | UnTepdelic mpaBoBbIX HWHPOPMAITMOHHBIX
I[IK 3.5. (bPMHAHCOBBIX OTEpaLHii CHCTEM 1N  TIOMCKA  HOPMAaTHUBHBIX
IIK 4.1. C nmoMo1IbIo MPaBOBBIX HHYOPMALTMOHHBIX | MPABOBBIX AKTOB, ONPENEISIOMNX MOPSAOK
IIK 4.2. CUCTEM OpPUEHTUPOBATHCS B | UCYMCIIEHHUS U YIIAThl HAJIOTOBBIX U APYTUX
T1IK 4.3. 3aKOHOJATENIbHBIX U WHBIX HOPMATUBHBIX | OOSI3aTEIbHBIX IUTATEXKEH B  OIOIKETHI
IIK 4.4. NPaBOBBIX aKTax, HEOOXOAMMBIX [UIA | OFOMKETHOH CUCTEMBI Poccuiickon
OCYLIECTBJICHUS ¢uHaHcoBOro | Penepaunu. 1 NPOBENEHUS] MOHUTOPHUHTA
MIJIAHUPOBAHUS YIUIAYEHHBIX HAJIOrOB, COOPOB, CTPaxOBBIX




C nmoMo1Ibro MPaBOBBIX HHPOPMALTHOHHBIX
cuCTeM OPHEHTHPOBATHCS B
3aKOHOMATENbHBIX U MHBIX HOPMATHBHBIX
NPABOBbIX AaKTaX, pPErJaMeHTHUPYIOLIHX
(PMHAHCOBYIO AEATEIBHOCTb OPraHU3ALIUH.
C nomometo Excel paccumteiBath
IUTATEXKU TI0 JOTOBOPaM KPEAMTOBAHUS H
ZOTOBOPaM JIN3UHTA

Hcnonp3oBarb uH(pOopMaLIMOHHbIE
TEXHOJIOTUU (3JIEKTPOHHBIE TAaOMUIBI W
TEKCTOBbBIE MPOLIECCOPHI, CEeTeBbIC
pecypcel), TpPUMEHSIEMblE B IPOLIECCE
NPOBENCHUST  3aKYNMOYHOH  MpPOLEnypsl
NPOBECHUST 3aKyMOK TOBapoOB, pabdoT,
yCIAyr  OTACJAbHBIMU  FOPUAMYECKUMHU
JULAMHA

[IpuMmeHsaTe mporpaMmHOe obecredeHne
npu pa3padoTKe IJlaHAa W MPOTrPaAMMBbI
MPOBEJCHHUS] KOHTPOJIBHBIX MEPOTIPHUSTHIL.
Ucnonb3oBary cneunanpHoe I10  ans
NpUMEHEHHUsT B Pa3IMYHbIX METOAAX W
npueMax KOHTPOJIS U aHaIu3a PHUHAHCOBO-
XO35IHCTBEHHOMN AEATEIBHOCTH.
Ucnonb3oBary cneunanpHoe I10  ans
NPOBEJCHUS] BHYTPEHHErO KOHTPOJISL H
aymuT  C  y4eTOM 0COOEHHOCTEH
OpPTaHU3aLiH, OCYIIECTBJIEHHUS MPOBEPKH
co0moneHust TpeboBaHU
3aKOHONATENbCTBA ~ NPH  NPOBEACHUU
3aKyMOYHBIX MPOLIEAYP.

B3HOCOB U JIPYTUX 00s3aTEIbHBIX TUIATEXKEH
B  Oromkersl  OMHOJUKETHOH  CHCTEMBI
Poccutickon @enepauuu;

[IpyHUMIIBI ¥ TEXHOJOTHH OPTaHU3aLHH
O€3HAIMYHBIX  pPacueTOB C  IOMOLIBIO
uHpopMaunoHHbIX TexHosnorudl (KimeHt

bankoB), PUMEHSIEMbIX B
poheCCHOHANTBHOM NesITEIbHOCTH
BosmoxnocTH MIPaBOBBIX

UHQOPMALIMOHHBIX CHCTEM U  CETEeBBIX
pecypcoB aisl  TOHCKa  OCOOEHHOCTEH
IIPOBEIEHNUS 3aKyIIOK TOBAPOB, padoT, yciyr
OTJEeJbHBIMU BUJJAMU IOPUIUUECKHX JIHIL

BosmoxnocTH MIPaBOBBIX
UHQOPMALIMOHHBIX CHCTEM U  CETEeBBIX
pecypcoB i TOUCKA 3HA4YeHMs, 3a4ad U

o0mmx MPUHLIUIIOB ayJUTOPCKOTO
KOHTPOJIS.
BosmoxHnocTH MIPaBOBBIX

UHPOPMALIMOHHBIX CHCTEM U  CETEBBIX
pecypcoB Uil TOHUCKAa HOPMATUBHBIX U
UHBIX aKTOB, PErJIAMEHTUPYIOLITHX
IESITEIbHOCTh OPTaHOB, OCYIIECTBIISFOLINX
(bMHAHCOBBII KOHTPOJIb

BosmoxnocTH MIPaBOBBIX
UHPOPMALIMOHHBIX CHCTEM U  CETEeBBIX
pecypcoB Ui TOWCKAa HOPMATUBHBIX U
UHBIX aKTOB, PEryINpYIOMNX
OPTaHN3aLMOHHO-TIPABOBBIEC TOJIOKEHUST U
(PUHAHCOBYIO  NIEATENBHOCTh  OOBEKTOB
(UHAHCOBOrO  KOHTPOJSI; I  IIOMCKa
OCHOBHBIX KOHTPOJIbHBIX MEPOTIPHUSTHH TIPU
OCYLIECTBICHUN 3aKyIOK ISt
rOCYAapCTBEHHBIX (MyHHLIUIAIbHBIX) HYKA
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2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O6bem yueOHOI AMCUMIIIMHBI U BUABI YU4eOHO0il padoThI

Bupn yueOHoii paGoTbl

O0beM yacoB

O6wem 00pa3oBaTeNnbHOI MPOrpaMMbl YIEOHOH AUCLUTUINHBI 152
O06beM padoThl 00YUArOIIUXCSI BO B3AMMOACHCTBHH C TIPETIOAaBaATEIEM 78
B TOM YHCJIE!

TeopeTudeckoe oOydeHue 16
PaKTHIECCKHUE 3aHATUS 62
nabopatopHblie paboThI -
KOHTPOJIbHBIE PadOTHI -
caMoCTOsITeNIbHAs paboTa 62
[IpomesxyTouHas aTTecTamus B popme 3K3aMeHa 12




2.2 TemaTnuyeckHii NJIaH U coAep:KaHHe Y4eOHOH JHCHUILIHHBI

Konwi
KOMIIETEHIIHI,
HaumeHnoBanmue Coaepxanue yueOHOro marepuania u GopmMbl OPraHH3aALMH 1esITeIbHOCTH Oobem (bopmupoBanuio
pa3fesioB U TeM o0yyaromuxcst B Yacax KOTOpbIX
crnoco0cTByeT
3JIeMeHT
NPOrpaMMblI
1 2 3 4
OK 02., 0K 09,
K 1.3, 11IK1.4.,
K 1.5,
1. lenu, 3amaum, cTpykrypa aucumruinabl. Mecto aucuurmiuasl B OITOIL [IK2.1,1IK2.2.,
HNudopmarmonnoe obmectro. [Ipencrasnenne 06 aBTOMATU3UPOBAHHBIX CHCTEMAX K23,
Beenenue 2
ynpasienust (ACY), wunpopmanmonHeix cucremax (MC), amanTuBHBIX MK 3.1,1IK3.2,
MH(POPMALIMOHHBIX CHCTEMAX. IIK33,IIK 3.4,
K35,
K 4.1,11K 4.2,
1K 4.3., 11K 4 4.
PA3JEJI 1. BASOBBIE IPOI'PAMMHBIE TPOJIYKTbI 78
Conaep:kaHue y4e0HOT0 MaTepHaJa
1. TekCTOBBIE pPENAKTOPBI, KaK OAWH W3 BHUAOB MPHUKIATHOTO IPOrPAMMHOIO 6
obecrieyenusi. OOpaboTka TEKCTOBBIX NOKYMEHTOB. (CoO3mMaHHE TEKCTOBBIX
JOKYMEHTOB CJIOXKHOU CTPYKTYPBIL. OK 02., OK 09.
Tema 1.1. B Tom 4mnc/ie NpaKTHYECKHUX 3aHATHH U JIA00PATOPHBIX padoT: 6
TexHosmorus
o0padoTkH 1. [Ipaktrueckoe 3amsatue 1. Cospmanme, pemakTpoBanne U (HOpMaTHPOBAHUE 5
TEeKCTOBOH JIOKYMEHTOB.
uHpopManuu 2. Ilpaktuyeckoe 3ansaTue 2. Pabora ¢ Tabiamuamu, odopmieHHe ITOKYMEHTOB )
rpaduueckumMu 0OObEKTaMH MOATOTOBKA K ITEYATH.
3. IlpakTuueckoe 3anstue 3. Mcnonb3oBanue cruiei, mabioHOB. PopMUpOBaHHUE 5
OIJIaBJICHHUS U CIMCKA WIITFOCTPaLIUM.
CamocTosiTejibHAs padoTa 00yYAIOIIUXCS: 6

1. Coznanue, perakTupoBaHue U HOPMATHPOBAHKUE TOKYMEHTOB,




Konwi
KOMIIETEHIIHI,
OPMHPOBAHHIO
HaumeHnoBanmue Coaepxanue yueOHOro marepuania u GopmMbl OPraHH3aALMH 1esITeIbHOCTH Oobem ¢ pKOTI:) IX
pa3fesioB U TeM o0yyaromuxcst B yacax p
crnoco0cTByeT
3JIEeMeHT
NPOrpamMMmsl
2. Ucnonrp3oBanne cruieil ais opopMieHHs AOKIAnoB, pedeparoB u APyTux
3a0aHUN
Coaep:kaHue yueOHOro MaTepuaJa
1. [Ipesenranuy, Kak WHCTPYMEHT MNPO(PECCHOHATBHONW  JEATEJbHOCTH.
BosmoskHOCTH, MOpSAAOK co3naHusi, penaktupoBanus, opopmnenus. Hacrpoiika u 4
3aIyCK B aBTOHOMHOM peXH1Me.
Tema 1.2. B ToM yHncJie NPAKTHYECKHUX 3aAHSTHH U J1a00paTOPHBIX padoT: 2
TexHosnorus
CO3IAHHSI 1. IIpaktuyeckoe 3ansitue 4. [paduueckme o0O0BEKTHl, TEKCT, TaOIUIIBL, OK 02., OK 09.
npesenTauuii auarpaMmel, SmartArt, Kak 3J€MeHTHI npe3eHTauuu. Beibop nusaiiHa, 3¢¢exTsr, )
aHuMalus. 3aMeTku K ciaijgaM, Kak KOHCHEKT BBICTYIUIEHHS. 3BYKOBOE
CONPOBOXKACHUE, HACTPOMKA MMOKA3a: BpEeMsl, YACTUYHbIN MTOKA3
CamocrosiTeibHAsE pa0oTa 00y4yaromuxcs:
1. ITonGop wHpOpMaLMU ¥ CO3AAHWE TPE3CHTALMU HA  YKA3aHHYIO 6
NpernoaaBaresieM TeMY, CBSI3aHHYIO C MPOPECCHOHATBHON AEATENbHOCTHIO.
2. CoznaHue 3aMeTOK K MPEe3eHTallly, MOArOTOBKA K 3aIlUTe NPe3eHTaluu
Coaep:kaHue yueOHOro MaTepuaJa
1. Hasnauenue snekTpoHHbIX TaOmuu. CBsA3b JHCTOB U KHUT. Pacuersl,
Tema 1.3 ucrionb3oBaHne (pyHkuuil. Mcnonp3oBaHue pPasTUYHbl KAaTEropuil BCTPOEHHBIX 32
Texnoaorus ¢byaknuii.  ObOpabotka pansbix. [locTpoenme aumarpamm. JlomosHUTENbHBIE
BO3MO)KHOCTH
HCMOJIb30BAHUSA — OK 02., OK 09.
B ToM yHncsie NPAKTHYECKHUX 3aHSITHH U 1a00paTOPHbIX padoT:
3JIEKTPOHHBIX 28
TA0IHIL :
1. IIpaktudeckoe 3amstre 5. Cosganue uw pemaktupoBaHue Tabmui Gopmy,
UCTIOJIb30BaHNE MaTeMaTH4eCKHX, crarucTuueckux ¢QyHkouid. Iloctpoenne 2

auarpamm. 3amura uHGopMaIuu B Tabaumnax




HaumenoBanue
pa3aesioB U TeM

Coaepxanue yueOHOro marepuania u GopmMbl OPraHH3aALMH 1esITeIbHOCTH
o0yuarmuxcst

Oo0bem

B Hacax

Koabl
KOMIIETEHIIHI,
(¢popmuposanuro
KOTOPBIX
crnoco0cTByeT
3JIEMEHT
NPOrpamMMmsl

. IlpakTrueckoe 3ansatue 6. Matemarndeckne, CTAaTUCTUYECKHUE, aTa U BPEMsl.

. Ilpaktudeckoe 3aastue 7. bBankosckue GyHKIMH.

. Ilpaktudeckoe 3aasTue 8. DyHKIMH padOThI C IEHHBIMU OyMaram.

. IpakTudeckoe 3ausitue 9. @ynkunu ordopa YcioBHOe HopMaTUPOBAHHE.

()N VAT RSN RUSY | (O]

. IpakTudeckoe 3anstae 10. OOpaboTka AaHHBIX. COPTUPOBKA, (PUIbTpaIMs U ee
0CcOOEHHOCTH, CTPYKTYPUPOBaHHUE TAOJIUIL.

[\ DN

7. Ilpaktuueckoe 3ansrume 11. OOpaboTka [aHHBIX: TOABENEHHE HTOTOB,
KOHCOJIMIUPOBAHUE AAHHBIX.

[\®)

8. IlpakTnueckoe 3ansrue 12. OOpaborka manebX: [locTpoeHne CBOIHBIX TaOHLL
CBoaHble AUarpaMMbl.

9. Ilpaktnueckoe 3ansitue 13. [IpomMekyTOUHOE 3a4€THOE 3aHATHE 110 TEME.

10. IIpaktuueckoe 3ansTue 14. PelleHne JUHEHHBIX 3a7ad - ONTUMHU3ALMUA
BBINTYCKA NPOAYKIIMH.

11. IIpaktuueckoe 3anstue 15. TpaHCHOPTHBIE 3a1a4H.

12. IIpakTuueckoe 3ansaTue 16. IIpon3BoACTBEHHBIE 3a1a4U.

13. Ilpaktuyeckoe 3ansatue 17. AHanu3 yCTONYMBOCTH peLIEHUs 3aaau.

14. IIpaktuueckoe 3anaTue 18. 3aueTHoe 3aHATHE IO TEME

[NSANNSRI ORI \O N BN (S R § \OJ B S

CamocrosiTeibHAst pa0oTa 00yuaromuxcs:
1. Pemenue MHaHCOBBIX 33134
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2. Crpykrypa 6a3bl manHbIX. OCHOBHBIE THIIBI HH)OPMALIUH, CIIOCOOBI 3aNOTHEHUS
tabmuu. Co3nanue U pernakTHPOBAHKE TAOJIHLI.

3. CpopmynupoBaTh 3aJaHHE 110 CO3IAHUIO COOCTBEHHOM cTpyKTyphI B/I ¢ ykazanuem
TUTOB TOJIEH WX pPa3sMepoB, MPUAyMaTb HHYOPMAILMIO JUI 3aroyHeHHs Oasbl

OK 02., OK 09.
TaHHBIMH.
4. ®opmupoBaHue 3anpocoB BbIOOpkU. ChopMyIHpoOBaTh MATH 3aMPOCOB PA3HOTO
BUJIA U Pa3HOU CTENEHU CI0KHOCTU
5. BeiBox nHpOpMaLIMK HA SKPAH U ME€YATh.
PA3JIEJI 2. HCHOJIb30BAHUE TEJJEKOMMYHHUKAIIMOHHBIX TEXHOJIOT' A B
MPOD®ECCHOHAJIBHOM JEATEJRHOCTH. HHPOPMAIIMOHHASI BE3OITACHOCTb.
Coaep:kaHue yueOHOro MaTepuaJa
1. Ucnonb3oBanue rodagbHBIX U JIOKAIBHBIX CeTel B MPpodhecCHOHAIBHON
Tema 2.1. JESITeIbHOCTH. DJIEKTPOHHAS NIOYTA U T€JIEeKOMMYHHUKALIMOHHBIX TEXHOJOTHH.
Komnbiotepupie | B TOM 4Hc/Ie NPAKTHYECKHX 3aHATHIA M 1a00paTOPHBIX padoT: OK 02., OK 09.
cetn. UnTepHer
1. Ilpaxtuueckoe 3ausatue 19 Ceresble pecypcrl. Mcnonp3oBanue nporpamm B
pPEeKUMe yIaJIeHHOro NMOJb30BaHus. cronb30BaHe 3J1eKTPOHHON OYTHI, on-line
CEMHUHAPOB M KOH(EPEHIIHIA.
Coaep:xkaHue yueOHOro MaTepuaJa
Wndpopmarmonnas 6e3onacHocTh. Kiaccuukanus cpencTs 3aInThL
Tema 2.2. B ToM umc/ie NPAKTHYECKHUX 3AHATHI U JIAG0PATOPHBIX PadoT:
Ooecneuenue ) OK 02.. OK 09.
ungopmaumonnoi | 1. Ilpaktudeckoe 3ansTue 19 3amura nHGOpPMALK IPU XpaHEHUH (pe3epBHOE ’
0e3omacHocTH KONHMPOBAHHUE) U B KaHANax CBsi3U (mudposanue). Pusnueckas (3almura A0CTyma

k 11K) u nporpammuas 3amura (Pazgenenue rnpas 4OCTyna, aHTHBUPYCHBIC
POTPaMMBI).
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Coaep:kaHue yueOHOro MmarepuaJa

Tema 2.3 2
HNuTepHer Ob6naunbie u UHTEpHET-BEpCHH OPHUCHBIX POTPaMM
aHAI0rH B ToM unc/ie npakTHYeCKHX 3AHATHI U JIA0OPATOPHBIX padoT: 2
r(l)q)“c“blx 1. IIpakTuueckoe 3ansTue 20. BoimoaHeHNe 3aaHNs B OAHOM U3 MPOrpPamMM - 5
porpamMm aHAJIOTOB
PA3JIEJI 3. HCHOJIb30BAHUE ITPUKJIATHBIX IPOT'PAMM B TIPO®ECCHOHAJIBHON 56
AEATEJBHOCTHU
Conaep:xaHue y4eOGHOro MaTepuaja
1. Crpasouno-nipasobie cucteMbl (CIIC) B mpodeccnoHambHON NesATeNIbHOCTH
¢unancucra. OcHoBHble ¢yHkuun u mnpasmiaa paborsr ¢ CIIC. IlownckoBble 4
BosmockHocTH CIIC. OOpabotka pesynpraToB moucka. Pabora ¢ comep:kuMbIM
JIOKYMEHTOB.
Tema 3.1. B Tom yuncsie NpakTHYeCKUX 3aHSITHH U 1a00paTOPHBIX padoT: 2
Nngopmanuonno 1. [Ipaktuyeckoe 3anstue 21 Ocymectienue coopa HHPOPMAILIUU TIO KAPTOUKE OK 02., OK 09.
~ paBoBbie MIOUCKA, CJIOBApI0 TEPMUHOB, CIpaBO4YHON mH(popmauuu. IIpecca U KHUTH, KOAEKCHI,
cueTeme! nyreBoauTenu. Mcnonb3oBaHue HalaeHHOW HH(OpPMALMK B TEKCTOBOM pPEIAKTOpe 2
3auerHas mpakTHdeckas pabora mo TeMe (BbImoiHEHHE 3aUeTHOrO MPAKTUYECKOTrO
3a/IaHuUs).
CamocrosiTesibHAs padoTa:
1. ITonck neoOxommmoi wuHpOpManun B Hekommepueckor Bepcun CIIC. 4
DopMupOoBaHUE OTUETA O MPOBEPEHHOMH padoTe.
Coaep:kaHue y4eOHOro MarepuaJa
1. CpenctBa aBTOMaTHU3ALIHA npodecCHOHATBHOM IeATETbHOCTH! oOmmmue OK 02., OK 09,
BO3MO)KHOCTH U OCOOEHHOCTH OT/EJbHBIX MPUKJIAHBIX PELICHHIH. 26 K 1.3, 1IK1.4.,
T 2. OnepaTuBHbIN U YIIPABJIEHYECKUH U pErIaMEHTUPOBAHHBIN yUET IIK15,
ema 3.2. 3. AHanus X034HCTBEHHO e TeNIbHOCTH U MIJIAHUPOBAHKE MPOJAXK IIK 2.1, IIK
dunaHcoBbIC H — - 279 TIK 23
yIpaBenuecKie B ToM unc/ie npakTHYECKHX 3aHATHI U JIA0OPATOPHBIX PadoT: 20 l;[Kj3 : l;[K’
CHCTEMBI .
1. Ilpaktudeckoe 3aHsaTHe 22 Pabora co CcHpaBOYHUKAMH, IUIAHOM CUETOB, 5 32,1IK33,
NEPBUYHBIMU JOKYMEHTaMU 3aKa3bl IOKyNaTeiel, TOroBopa, KajabKyJIsAlus 3aKa3a IIK 3.4, IIK
2. Ilpaktuueckoe 3anstue 23. Ormiata c4eTOB  KOHTpareHTam. Bepenue 2 35,

XO3sIICTBEHHBIX oneparyii. BeimonHeHne otaenpHbIx pador
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3. Ilpaktnueckoe 3ansatue 24 1Ipou3sBOACTBO TUIIOBON MPOAYKUHMH U MNPOAYKLHH IO 5 IIK 4.1, IIK
WHIVBHYAJIBHOMY 3aKa3y, CKJIAJCKOU y4eT rOTOBOU NPOAYKLIUU 42.,11IK 43,
4. Ilpaktnueckoe 3anstue 25 PUHAHCOBOE CONPOBOXKIAEHUE M NOKYMEHTALIMOHHBIN 5 IIK 4.4.
KOHTPOJIb 3aKyIIOK
5. Ilpaxtnueckoe 3anstue 26 IIpoMe:xyTOUHBIN 3a4€T IO NPOUJEHHOMY MaTepuaiy 2
6. IlpakTuueckoe 3anatue 27. PernamentupoBaHHble oTdeThl. OrnpeneneHue 5
HAJIOrOBOH 0a3bl AJIsk HAJIOTOB U COOPOB.
7. Ilpaktuueckoe 3aHsTue 28. Pacuer u ymiata Hanoro, cOOpOB W IpyIux 5
00s13aTeNbCTB B O10KeThl PO
8. IlpakTnueckoe 3aHsTHE 29. JleOUTOpCKas M KPEmIUTOPCKasl 33J0JDKEHHOCTBb IPH 5
pacueTe ¢ KOHTpareHTaMu u O KeTaMu
9. Ilpaktnueckoe 3aHaTHe 30. YmnpasieHHE NPEANPUATHEM. ONEPATUBHBIN y4eT U 5
(buHaHCOBAsI OTUETHOCTh. AHAIN3 (PMHAHCOBOM IEATEIILHOCTH
10.  Ilpaktuyeckoe 3anstue 31 3aueTHOe 3aHATHE MO TEME. 2
CamocTtosiTesibHAsE pa0oTa 00y4YalOIMXCH:
1. Benenue x035iCTBEHHBIX OMepaliii mo 3aaanmo. (padora B Oaze)
2. KappoBble nokyMeHTHL. Yder pabodero BpeMeHH 3apadbotHas miarta Pacuer
HAJIOTOB U CTPaxOBbIX B3HOCOB ¢ ®OT
3. Hcnonb3oBanue cuctemsl 1C: UTC (Bonpock! o uaTEpdEiicy) 2
4. Ananus mHoxectsa [10 1C. Haznauenne nporpamm (0T4eT)
5. Ucnonb3oBanue cuctemsl 1C: I'BY (Ilnannposanne u CAHKIIMOHIPOBAHNE PACXOA0B
OroKeTHOTO yupekaeHus. PopMupoBaHHME IJIAHOBBIX HA3HAYEHUH IO KOJAAM
noxoznos Oromkera (KJIBb) u kogam pacxonos Oromkera (KPB). Yuer cybcunuii)
6. AHamM3 MHOXXECTBA ONEPATHBHBIX OTUETOB (CIIPaBKa O HA3HAYEHUU OTYETOB)
IMpomexkyTouHas arTecTauusi B (popme IK3amMeHA 12
Bcero 152




3. YCJIOBUSI PEAJIU3AITAY ITIPOT'PAMMBI YYEEHOU JTUCITHILINHBI

3.1. MaTepuajibHO— TeXHHYeCKoe o0ecreyeHue
JList peanu3auy mporpaMmbl y4eOHOH AUCLHIIMHBL JOKHBI ObITh MPEAYCMOTPEHBI CIASAYIOLINE

cnieranbhble momernenus (B coorsercteun ¢ @I'OC u [TOOIT):

naboparopust «K UHPOPMALIIOHHBIE TEXHOJIOTHH B PO ECCUOHATBHOMN eI TEIbHOCTIY,

OCHALI[EHHBIN 000OPYIOBaHHEM: MMOCAJAOUHBIE MECTA MO KOJMYECTBY OOYyHAOLIUXCs, padodyee MecTo
npernofasarens, HWHQOPMAIMOHHbIE CTEHIBL, ydeOHO-MeTomuveckoe oldecredeHue:  yueOHO-
METOJUYECKHI KOMIUIEKC M0 AMCLMIUIMHE, METOAMYEeCKHEe MOCOOMs M MPaKTUYECKHe 3aJaHusl C
METOUYECKIMU PEKOMEHALMSIMU TI0 MX BBITIOJHEHHIO, KPATKHE KOHCIIEKTBI (CIIPABKH) U Pa3AaTOYHbIH
MaTtepuar,

TEXHUYECKHMMU CpPEACTBAMU OOY4YEeHHUS: MEePCOHAIbHbIE KOMIIBIOTEPbl C  JIMLEH3UOHHBIM
nporpaMMHbeIM odecrieueHreM (ornepanuonHas cuctema cemeiicrea Windows, naker Microsoft Office,
UH()OPMALIMOHHO TMPAaBOBBIE CHCTEMBI, MpOrpaMMHbie cpencrsa Ha mmiatgopme 1C) ¢ BbIXOAOM B

JIOKAJIbHYIO ceTh U B UHTepHeT, MapkepHast (MHTePaKTHBHAS) 1OCKA, MYJbTHMEIHNA ITPOEKTOP, IPUHTEP.
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3.2. HndopmanoHHoe obecnedeHHe peaju3alui NporpaMmbl

Jns peanusanuy mporpaMMbl OuOnmotedHsiil (GoHA 00pa3oBaTENbHON OpPraHU3aLMH JTOJIKEH

UMETh MeYaTHBIE 1/ WU 3JIEKTPOHHBIE 00pa30BaTebHbIe U HH(POPMAIIMOHHBIE PECYPChI, PEKOMEHAYeMbIe

IUIS1 UCTIONBb30BaHMsI B 00Pa30BaTEIbHOM MpOLecce.

3.2.1. IleuaTHbie U3AAHUSA

1.
2.

HOpMaTI/IBHbIe MPAaBOBBIC NOKYMEHTDI:

Koncruryuus Poccutickoit @eneparuu ot 12.12.1993 ropa (¢ y4eToM ¢ H3MEHEHHH U JOTIOJTHEHUH ).

. I'paxxnanckuii kopekc Poccutickoit @enepaunu (vacts nepsast) ot 30.11.1994 r. Ne 51-®3 (¢ yuerom

WU3MEHEHUH U TOTIOJTHEHHU ).
I'paxxnanckmit kogekc Poccuiickoi @eneparun (4actb BTopasi) ot 26.01.1996 r. Ne 14-®3 (¢ yuerom

U3MEHEHUH U TOTIOJTHEHHUI ).

. Hanorossiii konpekc Poccutickoit @enepanyu (yactb nepsast) ot 31 urosist 1998 r.Ne 146-@3 (¢ yuerom

WU3MEHEHUH U TOTIOJTHEHU ).
Hanoroserii kogekc Poccutickoii @enepaunu (dacts BTopast) ot S aBrycra 2000 r.Ne 117-@3 (¢ yuerom
WU3MEHEHUH U TOTIOJTHEHMU ).
Tpynosoii konekc Poccniickoii @eneparmu” ot 30.12.2001 N 197-@3 (pen. ot 05.02.2018)
Denepanbabiii 3akoH oT 18.07.2011 Ne223-03 «O 3akymkax TOBapoB, paldOT, CIyr OTAEIbHBIMU

BUJAMU FOPUIUIECKUX JIUID (B NEHCTBYIOIIEH PeIaKIIHH).

. @enepanbublil 3ak0H oT 05.04.2013 Ne 44-®3 «O KOHTPAKTHOH cUCTEMe B chepe 3aKyIOK TOBAPOB,

padot, ycnyr mis obecriedeHHsi rOCyNapCTBEHHBIX W MyHHULIMIAIBHBIX HYXA» (B OeHCTBYyROIIEH

penaKium).

10. ®enepanpHblii 3ak0H oT 27.07.2006 N 149-@3 (pen. or 23.04.2018) "OO6 wundopmanuy,

UH(OPMALMOHHBIX TEXHOJIOTHSX U O 3ammuTe nHpopmarmm”



15

OcHoBHasa nuTepaTtypa:

1 ®unumoHosa E.B. VIHhopMaunOHHbIe TEXHONOrMK B nNpodeccuoHanbHol gestensHoctn (CMO)
[OnekTpoHHbIE  pecypc] - Mockea: KHOPyc, 2017 - 482 - Pexxum  poctyna:
http://www.book.ru/book/922139.

3.2.2 ONeKTPOHHbIe N3JaHNA (3N1EKTPOHHbIE pPecypcbl):

1. 3nekTpoHHO-6MbMoTeyHas cuctema BOOK.RU http://www.book.ru

3.2.3 ononHUTEeNbHble NCTOYHUKMU:

http://www. consultant.ru - CnpaBo4yHo-npaBoBas cuctema «KoHcynbTaHT lMaoc»
http://www.garant.ru - CnpaBo4HO-NnpaBoBas cuctema «lrapaHT»

http://www.minfin.ru - OduumnanbHbIn canT MuHUcTepcTBa huHaHCOB Poccuitckoin depepaummn
http://www.nalog.ru - OtuunanbHbIn canT PefepanbHO HANOroBOM CNyX6bl
http://znanium.com - 9N1eKTPOHHO-6M6AMOTEYHAsA CMCTEMA Znanium.com

https://edu.1lcfresh.com - 1C:Mpeanpusatue 8 yepe3 VIHTepHeT" AN Y4eOHbIX 3aBeeHUN

N o o b~ W DN e

MHhopmalmnoHHas 6e3onacHOCTb: yuebHuk / B.IM. MenbHuKoB, A.W. KynpusHos, T.HO. Bacunbesa;

nog pea. B.MN. MensHnkosa. M.:. KHOPYC, 2017.


http://www.book.ru/book/922139
http://www.book.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.minfin.ru/
http://www.nalog.ru/
http://znanium.com/
https://edu.1cfresh.com/
http://go.mail.ru/redir?via_page=1&type=sr&redir=eJzLKCkpsNLXT00p1TNMTitKLc7QS87P1WdgMDQ1sjQ2MjUwNmaYtN1ewEe17o3lGZ9zJ8LdwgG0shFc
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4. KOHTPOJIb 1 OITEHKA PE3YJIbTATOB OCBOEHMSI YYUEFHOU JUCIUILTAHBI

Pe3yabTaTnl 00yueHus KE:::E:“ MeToabl OIEHKH
ITepeueHb 3HAHMIA, OCBAMBAEMBIX B PAMKAX AUCLIUIUIUHBL
BO3MOXKHOCTEH  WCIOJIB30BaHUS ~ WH(POPMALIMOHHBIX
TEXHOJIOTUH ISt peLeHus MOCTaBJICHHBIX
npoecCHOHANBHBIX ~ 3aJa4,  TPaMOTHBIA  BBIOOP
UHCTPYMEHTa 0a30BOr0 MPOrPaMMHOI0 00ecieueHust ISt
JaJbHENIIEro NPUMEHEHUS
Unrepdetica wnHOOPMALIMOHHO TMPAaBOBOH  CHUCTEMBI,
BCECTOPOHHHMX BO3MOJKHOCTEH TIIOMCKa HOPMATHBHO
npaBoBol uMHpOpManMu, CcrnocodoB ee ordopa U
oopmneHHs A aTbHEHIIErO UCTIONB30BAHUS
BosmoxHocTe! CHELIUAIBHOTO MIPOrPaMMHOTIO
obecnieuerns. [lombop ONTHMAJIBHOrO MNPHUKIATHOTO
pelmeHnss M aJanTanust ero Uil IOCTABJICHHBIX
npodeCCHOHANBHBIX 33a7a4. 3HAHHE METOJOB HU3YUEHUS OueHnBaHUIO
uHTepdeiica BBIOPaHHOTO MPOTPAMMHOTO O0ECTICUEHHSI MOJJIEXKAT BCE
PecypcoB rio0anbHOI 1 JIOKANBHOH CETH, OpraHU3aLHi 3a4ETHBIC
CeKTopa rocy1apCTBEHHOTO (MyHULIUTIATBHOTO) nmpakTU4eckre padboThl
ynpasieHus: 1 UHTepHeT-pecypcam. [0 TEMaM U pasfesiam.
OcoOenHoctu 6e30macHo paboThI C BBOJIOM, XpaHEHHEM 3ananwue,
U nepemadedt  uHpopManuu, U  obecreYeHHEeM DxcriepTHOe BBITIOJIHCHHOE
pecypcoc6epe>KeHI/Is[v HABITIO TeHHE 1 MOJTHOCTBIO - 5
Ilepeuenr ~ yMeHHWH,  OCBaMBaeMbIX B  paMKax (oTnHM4HO).
JTUCTTUTITUHBI OlCHKa Ha 3anaHue,

MPAKTHYECKHX

MOKa3bIBaTh HABBIKM aHAJN3a 33/1a4H JJIsl ONTHMAaJIBHOTO BBIITOJIHEHHOE B
UCTIOJIB30BAHUS CPEACTB HHYOPMALIMOHHBIX TEXHOJIOTUH SARATHAX [IPH MHUHUMAJIbHOM
0a30BOro MPOTPAMMHOIO OOeCTeUeHusl sl PelIeHHS gzlgoﬁfe}mn obbveme (He MeHee

npodecCHOHANBHBIX 3aad. Co3laHusl U OoQOopMIEeHHE
AOKYMEHTOB, MPOBCACHUEC pPaCUYCTOB B JJICKTPOHHBIX
tabnunax, obpadorka 0a3 nmaHHBIX, (popMHUpOBaHHE H
HACTPOWKa MPE3EHTALU.

Ucnonb3oBath pecypchl M BO3MOMKHOCTH TMOHMCKOBOM
UH(POPMALIMOHHO TMPAaBOBOM CHCTEMbl sl moadopa

aKTyaJbHOH  HOPMATHBHO-TIPABOBOH  HMH(pOpMAIHH.
OdopmiATs 1 TPUMEHSTh HAWACHHYIO HHPOPMALIHIO IS
ONTUMH3AIMU M KOHTPOJs  MpodecCHOHATBHON
NESITEIbHOCTH.

Hcnonb3osare BO3MOKHOCTH MPUKJIAAHOTO
NPOrPaMMHOrO  o0ecredeHuss sl TPaMOTHOTO U

OpicTporo  oopMIICHHS XO3SUCTBEHHBIX — OMEPaIHid,
MIPOBENEHUS pacueTos, aHanuza PE3yIbTaTOB
npodeCcCHOHATBHON NESTEIPHOCTH U €€ KOHTPOJIS
Hcnonb3oBark pecypchl rI00abHON U JIOKAJbHON CETH,
OIOJUKETHBIX W BHEOWJUKETHBIX  (OHIOB, OOMEH
SJIEKTPOHHBIMU JOKyMEHTaMH, padoTra ¢ JINYHBIMH
KaOMHETaMH, TPOBEICHHE IPOBEPOK Uepe3 PecypcChl
KOHTPOJIMPYIOIIUX OPraHOB

9YeM Ha MOJIOBUHY) — 3
(YOBJIETBOPUTENBHO).
3anmanue,
BBINOJIHEHHOE OoJee
yeM Ha ¥4 - 4
(xoporo)




