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1. TACHOPT IPUMEPHOM AJAIITUPOBAHHOM ITPOT'PAMMbBI YYEBHOM
ANCHUIIIINHBI
EH.02 UndopmaunoHHbIe TEXHOJIOTHH B MPOdecCHOHAIBHOM AeTeTbHOCTH

1.1. ObaacTh NnpuMeHeHHs NPOrPAMMBI
[TpumepHas aganTUpoBaHHas IporpamMma ydyeOHOM JUCHUIUINHEI (IpUMEpHast IporpaMma )

SIBJISICTCSI YaCThIO aJIalTUPOBAHHONW 00pa3oBaTeNbHOM MporpaMmmMbl B cootBeTcTBUU ¢ PI'OC mo
cnenuanbHOoCcTIM CI1038.02.01 DxoHOMHEKA M OyXTraJTepcKuii yuer (10 0TpacsiM), BXOISAIINM
B COCTaB YKPYIMHEHHOI Ipynmsl crienuansHocteil ykpynueHHo# rpynmsl 38.00.00 «OxoHoMuKa 1
yIpaBJICHUE

[TpumepHas nporpaMma y4yeOHOM JUCHMIUIMHBI MOXKET OBITh HCHOJb30BaHA B
JOTIOTHUTEILHOM IIpohecCHOoHaIbHOM 00pa3oBaHuM (B MporpamMmax MOBBIIICHHs KBaIU(UKALIUN
Y TIEPETIOATOTOBKH ) M PO ECCHOHATILHOM MOrOTOBKE 110 padoueii mpodeccuu 23369 Kaccup.

1.1. MecTo AUCHMILUINHBI B CTPYKTYpe aJaNTHPOBAHHOI 00pa30BaTeIbHOIl NPOrpaMMBbl:

Hucnnmmna «/HpOpManoOHHBIE TEXHOJOTHH B NMPO(ECCHOHAIBHON AEATEIbHOCTIY
M3Yy4aeTCs B IUKJIE MATEMATHYECKUX U €CTECTBEHHOHAYYHBIX JUCLUILINH .

13. Heau w 3agaum AUCHUIUIMHBI — TPe0OBaHHA K pe3yJbTaTaM OCBOEHHUsS] y4eOHOW
AUCHUIJIMHBI:

B pe3ynbrare ocBOe€HUS NUCHUIUIMHBI O0yUYaIOUIUIICS T0JIKEH YMeTh:

— WCTOJIB30BaTh HH(OPMAITMOHHBIE PECYPCHI TSI TOMCKA U XpaHEHUs! HH(opMaIum;

- 00pabarbIBaTh TEKCTOBYIO U TAOJUYHYIO HH(POPMAIHUIO;

- HCHOJIb30BaTh JICJIOBYIO TpauKy U MyJbTUMEINA-UHPOPMAIIHIO;

— CO3/1aBaTh MPE3EHTALINH;

— TIPUMEHSTbh aHTUBUPYCHBIE CPEICTBA 3AIIUTHI HHPOPMALIUY;

- 4yuTaTh (MHTEPHPETUPOBATh) HMHTEpPelc  CHenuanu3upoBaHHOTO  MPOrPaAaMMHOIO
o0ecreyeHns, HaX0IUTh KOHTEKCTHYIO ITOMOIIlb, pa00TaTh C JOKyMEHTAIUE;

- TPUMEHATHh CHEIHMAIM3HMPOBAHHOE NPOTpaMMHOE oOecreueHue A cOopa, XpaHEHUs U
o0paboTku  OyXxranTepckol  MHPOpPMALMM B  COOTBETCTBUU C  H3Y4aeMbIMHU
npodecCHOHATBHBIMU MOIYJISIMH;

- TIOJB30BATHCS ABTOMATH3MPOBAHHBIMH CUCTEMaMH JIEIIOTIPOU3BO/ICTBA;

- TPHUMEHSTHh METOJBI ¥ CPENICTBA 3ALIUTHI OyXTalTepcKol HHPOPMAIINH;

B pesynbpTaTe 0CBOCHHS TUCIUTUIMHBI 00YJIarOITUICS JOJIKEH 3HAThH.

OCHOBHBIE METOJbl M CpeAcTBa O0OpabOTKH, XpaHEHUs, Mepefayd W HaKOIUICHHUS

uH(pOopMaLnu;

— Ha3HA4YEHHUE, COCTaB, OCHOBHBIE XAPAKTEPUCTHKHM OPraHU3ALMOHHON M KOMIIBIOTEPHOMU
TEXHUKH;

— OCHOBHBIE KOMIIOHEHTbl KOMIIBIOTEPHBIX CETEH, MPUHIUIBI TAKETHOM Nepeaun JaHHBIX,
OpraHM3aI1I0 MEKCETEBOTO B3aMOAECHCTBHUS;

- Ha3HAu€HWE€ M IPHUHLHUIIBI HCHOJB30BAHUSA CUCTEMHOIO M IPHUKIAJHOTO MPOTrPaMMHOIO



o0ecCIIeUeHNs;

- TEXHOJIOTHIO TIOMCKa WH(POpPMAlUU B WHPOPMANUOHHO-TEICKOMMYHUKAITMOHHOW CETH
«uaTepuer» (manee - cetb HTEpHET);

— TPUHIUIIBI 3aIIUTHl HTHPOPMAIK OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA,

— TPaBOBBIC ACIEKTHI HCIOJIb30BaHUS WH(POPMAIMOHHBIX TEXHOJIOTMA M MPOTPaMMHOTO
00eCIICUCHHS;

~ OCHOBHBIE ITOHATHS aBTOMAaTH3UPOBAHHOH 00paboTKK nH(pOpMaINK;

— HaNpaBJICHUS aBTOMATHU3ALUU OyXTadTepCKON AeITEIbHOCTH;

- Ha3HAYEHUE, MIPUHIUIIBI OPTaHU3AIMH U SKCIUTyaTallMi OyXraiTepcKux HH()OPMAITMOHHBIX
CHCTEM;

— OCHOBHBIE YTPO3bI K METO/IbI OOECIICYCHUsT MHPOPMALIMOHHOM O€3011acHOCTH;

OcBouTh NMpodeccCHOHATBHBIE H 00IIHNE KOMITCTCHITUH:
OK 1. Ilonummarh CyImHOCThP W COLHAIBHYIO 3HAYUMOCTH CBOCH OymyImiei
npodeccuu, MposIBISITh K HEW yCTONYMBBIN HHTEpEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AEATEIbHOCTb, BHIOUPATH TUIIOBBIE METO/IbI U
CHOCOOBI BBITIOJHEHUSI MPOPECCHOHATBHBIX 3a/1a4, OICHHWBaTh MX 3((HEKTUBHOCTH U
Ka4yeCTBO.

OK 3. IlpuHuMaTh peleHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYALUSIX U HECTH
3a HUX OTBETCTBEHHOCTD.

OK 4. OcymiecTBasTh MOUCK M UCHOJIb30BaHUE HMH(OpPMALIUK, HEOOXOIUMON is
3(Q(GEKTUBHOIO  BBIMOJHEHUS MPOPECCHOHANBHBIX 3ajad, MNpopECCHOHATBHOIO U
JIMYHOCTHOT'O Pa3BUTHSI.

OK 5. Brnanerp WHGOPMALMOHHOM KyJabTYpOH, aHAJIU3UPOBATh U OIEHHUBATH
MH(OpPMALIKIO C UCTIOIB30BaHMEM UH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

OK 6. PaboraTth B KOJUIEKTHBE U KOMaHJle, 3(p(PeKTHBHO OOIIAThCS ¢ KOJJIEraMH,
PYKOBOJCTBOM, OTPEOUTEISIMHU.

OK 7. bparb Ha cebs OTBETCTBEHHOCTb 3a pabOTy WIEHOB KOMaH]IbI
(MOAYMHEHHBIX ), pE3yJbTaT BHIIIOJIHEHUS 3aJaHUI.

OK 8. CamocToATeNnbHO ONpenensaTh 3a1a4u Mpo(hecCHOHATBHOTO U JINYHOCTHOTO
pa3BUTHS, 3aHMMATbCi CamMO00pa30BaHUEM, OCO3HAHHO IUIAHUPOBATH IOBBILIEHUE
KB (DUKALIHH.

OK 9. OpueHtupoBaTbCsi B YCIOBHUSIX 4YacCTOM CMEHBbI TEXHOJOTHH B
npodecCHOHATBLHOM 1eATeTbHOCTH.

IIK 1.1. ObpabarbiBaTh NEpBUYHBIE OYXTaATEPCKUE JOKYMEHTHI.

I1K 1.2. PazpabaTbiBaTh U COTJIaCOBBIBATH C PYKOBOJICTBOM OpraHM3aluu pabouunit
IUTaH CYETOB OYXTalITepCKOro yyeTa OpraHu3aluu.

I1K 1.3. IIpoBOAUTH y4eT AEHEXKHBIX CPEACTB, OHOPMIIATH JCHEKHBIE U KaCCOBBIE
JIOKYMEHTHI.

I[IK 1.4. ®opmupoBaTh OyXrajarepckue TMPOBOJKM MO Y4YeTy HMYIIecTBa
OpraHu3allii HAa OCHOBE PabOYero IIaHa CYeTOB OYXTaJITepCKOTo yuera.

[1IK 2.1. ®opmupoBaThs OyxraaTepckue IpOBOAKH 0 YYETY HCTOUHHUKOB UMYIIIECTBa
OpraHu3allii Ha OCHOBE PabOoYero IIaHa CUEeTOB OyXTaJlITepCKOro y4era.

[IK 2.2. BpImonHATh TNOPYYEHHS PYKOBOJICTBA B COCTaB€ KOMHMCCHUU IO
WHBEHTapHU3allii UMYILECTBA B MECTAX €r0 XpaHEHHUS.

[IK 2.2. ITpoBOANTH MOATOTOBKY K MHBEHTAPU3AILMHA U TTPOBEPKY NEUCTBUTEIBHOTO
COOTBETCTBUS (PAKTHUECKUX JAHHBIX MHBEHTApU3aIlMH JaHHBIM yueTa.

IIK 2.3. Otpaxkatb B OyXTaJTEepPCKUX MPOBOJKAX 3a4e€T W CIHCAHUE HEIOCTaud



[eHHOCTeH  (peryaupoBaTh  HWHBEHTApHU3al[MOHHBIE  pPa3HUIBI) IO  pe3yibTaram
WHBEHTapU3aIuu.

I[IK 2.4. IlpoBoauTh mpolEaypbl WHBEHTApU3alMu (HUHAHCOBBIX 005S3aTEIHCTB
OpraHH3aIiy.

I1K 3.1. ®opmupoBaTh OyXraaTepcKkue MpoBOAKH MO0 HAYMCICHHUIO U IEPEUUCIICHUTO
HAJIOTOB U COOPOB B OIOKETHI PAa3JIMYHBIX YPOBHEH.

I1K 3.2. OdopMiIATh MmIaTeKHbIC JOKYMEHTBI IS TICPEUNCIICHUS HAJOTOB M COOPOB
B OIO/KET, KOHTPOJMPOBATh HMX IMPOXOXKIEHHE IO PACYETHO-KACCOBBIM OAHKOBCKUM
orepanusm.

1K 3.3. ®opmupoBath OyXraiTepcKue MPOBOIKHU 10 HAYUCIICHUIO U EPSUUCIICHUIO
CTPaxOBBIX B3HOCOB BO BHEOIOIXKETHBIE (DOH/IBI.

1K 3.4. OpopmiasTh TIIaTeKHBIE TOKYMEHTHI Ha MIEPEYHCICHUE CTPAXOBBIX B3HOCOB
BO BHEOMO/KETHBIE (DOHIBI, KOHTPOJIUPOBATh MX MPOXOXKICHHE MO PacyeTHO-KACCOBBIM
0aHKOBCKUM OIEepalLysiM.

I[IK 4.1. OtpaxaTh HapacTalOIIUM HTOTOM Ha CYETax OyXraJTepcKoro ydera
UMYILIECTBEHHOE U (PMHAHCOBOE TMOJIOKEHHE OpraHu3allid, OINPEAENATh pPe3yJbTaThl
XO03SUCTBEHHON AESITETFHOCTH 32 OTUETHBINA IEPUOI.

I[IK 4.2. CocraBnsith (GOpMBI OyXTaiaTepcKoW OTYETHOCTH B YCTAHOBJICHHBIC
3aKOHO/JATEIbCTBOM CPOKH.

[1IK 4.3. CocTaBisTh HAJOTOBBIC JNEKJIapallly MO HAJIOTaM M cOOpaM B OIOIUKET,
HaJIOroBble JAekiapanuu no EguHomy comnmansHomy Hanory (manee - ECH) u dopmbr
CTaTUCTUYECKOM OTUETHOCTH B YCTAHOBJIEHHbBIE 3aKOHO/1aTEIbCTBOM CPOKH.

I[IK 4.4. IlpoBoauTh KOHTpOJb U aHaMW3 uHpoOpManuu 00 HUMYIIECTBE H
(MHAHCOBOM TOJIOKEHUU OPTraHU3aINH, €€ TUIATEKECTIOCOOHOCTH U JOXOAHOCTH.

1.4.P6KOMeH)]yeMoe KOJIMYE€CTBO YaCOB HA OCBOCHME NIPOrpaMMbI yqeﬁﬂoﬁ JAUCHHUIIINHBbI

MaKCcHMaJbHOW yueOHOI Harpy3ku oOyuatomerocs 136 4acoB, B TOM YHCIIE:
00s13aTeNIbHON ayTUTOPHOM yueOHOM Harpy3ku obydatomierocs 91 qac;
CaMOCTOSITENIbHOU paboThl oOy4aromierocst 45 4acoB.



2. CTPYKTYPA U TIPUMEPHOE COJIEP)KAHUE YUYEBHOU IUCIIATIIMHBI
2.1. O0beM yuyeOHOI IMCUMILUIMHBI U BUbI Y4eOHOH padoThl

Bup yueOoHoii paboTbl KoJmmuecTBo
4acoB

MakcumajibHas yyeOHasi HArpy3Ka (Bcero) 136
Oos3aTenbHasi ayiMTOPHAsA y4eOHas Harpy3Ka (Bcero) 91
B TOM YUCIIE:

IIPaKTUYECKUE 3aHATHS 70

KOHTPOJIbHBIE paOOTHI 6
CamocrosiTes1bHas padoTa o0y4aromierocs (Bcero) 45

Hpome;»cymoqna}l ammecmauus B (1)0pMe IK3AMEeHA




2.2. IlpuMepHBIi TeMaTHYECKHUIl TJIaH U coaepkaHue yueOHou qucuuniuabl EH.02«AHdopManuoHHble TEXHOJOTHU B IPo¢ecCHOHATbHOM

HACATCJIBbHOCTH»

HanmeHoBaHMe pa3aesioB U TeM

Conep:kanue y4eOHOTro MaTepuasia, Jad0paTopHble U MPAKTHYECKHUE
padoThl, caMOCTOsITEIbHASI pad0oTa 00y4aroIuXCst

Oo0Lem
4acoB

YpoBenb
OCBOEHMS

1

2

3

4

Paszgea 1. Undopmanusi, uHGOpMANHOHHBIE TEXHOJIOTHN U CUCTeMbI. TexXHHuUYecKHe cpeacTBa HHPOPMAIIMOHHBIX

TEeXHOJOTHii

8

Tema 1.1 BBenenue

Conep:xanue yueOHOro MaTepuaJia

Beenenune B nuctumuinny «VH(pOpMaMOHHBIE TEXHOJIOTHHU B MPO(ECCHOHAIBHOM
nesTesibHOCTHY. TexHuka 6e30MacHOCTH MPU padoTe C KOMIIbIOTEPOM, CAHUTAPHbIE
IIpaBUJia ¥ HOPMbI, KOMIUIEKCHI YIIPa)KHEHUHN IIpU paboTe ¢ KOMIIBIOTEPOM.
HNudopmannonnsie TexHomaoruu. OCHOBHBIE OHATHA U onpeaenenus. Muadopmarus,
MH(POPMALMOHHBIE MTPOIECCHI, MHPOPMAIIMOHHBIE pecypchl U cpencTBa. OCHOBHEIC
METOBI 00pabOTKH, XpaHEHHS, TIEpeIayi U HAKOTUICHUS! HH(OpMAIHIH.

IIpakTHyecKkue 3aHATUSA

CamocrosiTeibHas padora

Tema 1.2 UndopmanuoHnbie
CHCTEMBI

Conep:xxanue yueOHOro MaTepuaJia

WnpopmaninoHHble CHCTEMBI, Kilaccu(pUKaMs HHOOPMALIMOHHBIX CUCTEM.
Knaccugukanus nepcoHalbHBIX KOMIBIOTEPOB. Y CTPOICTBO NEPCOHAIBHOTO
KOMIIBIOTEpA.

IIpakTH4eckne 3aHATHA

KonTpoJsbHbie padoThl

CamocrositesbHas padora: Pedepar Ha temy «Ananu3 CanlluH
2.2.2/2.4.1340-03" I'uruennyeckue TpeOOBaHMS K IEPCOHATBHBIM
AIIEKTPOHHO-BBIYUCIUTEIHHBIM MAIIHAM M OpraHu3anuu padoTsl". CoCcTaBUTh
KPOCCBOP/ HA TEMY TEXHUYECKHE CPEICTBA HH(POPMAITMOHHBIX TEXHOJIOTHI



http://comp-doctor.ru/law/law_sanpin03.php
http://comp-doctor.ru/law/law_sanpin03.php

Pazngen 2. Ilporpammuoe obecniedyeHrne MHPOPMANMOHHBIX TeXHOJI0THIE. OCHOBBI HHPOPMALMOHHON U
KOMIIbIOTEPHOI Oe3o0nacHocTH. KomnbroTepubie ceTu. ['106aabHast ceTb MHTEPHET

Tema 2.1. Conep:kanue y4eOHOT0 MaTepHuaJa 2 3
BuabimporpamMmmHuoro
oGecnedeHnst CocraB 1 Ha3HAYEHHE OCHOBHBIX BUOB IPOrpaMMHOro obecrieueHust. KoMIOHEeHThI
BBIYUCIIUTENLHON CETH, KIIAaCCH(PHUKAIMS CEeTel 10 MacTaly, TOMOJIOTHH,
apxutekrype. CoBpeMeHHasi CTpyKTypa ceTu MHTepHeT.
IIpakTHyecKue 3aHATHSA -
KoHnTposbHble padoThl -
CamocrosiTeibHas paGora -
Tema 2.2. be3onacHocTs B Coaep:xanue yueOHOro MaTepuaJia 2 3
HHGOpMaLMOHHOI cpee.
be3zomnacHocTs B nH(opMannoHHou cpefe. [IpaBoBbie acCEKThHI UCIIOIB30BAHUS
MH(OPMALIMOHHBIX TEXHOJIOTHI U MPOrpaMMHOT0 obecrieueHusi. BpenmoHocHbie
MIPOrPaMMBbI U 3alIUTa OT HUX.
IIpakTHyeckue 3aHATHSA -
KonTpoJanHas padora -
CamocTosiTeibHasi padora: [IpuBecTn mpuMepbl U COCTAaBUTh KPATKYIO 4 2,3
XapaKTepUCTUKY MPOrpaMMHBIX MPOAYKTOB. Pedepar « @3 «O6 nunpopmarmu,
MH(GOPMALMOHHBIX TEXHOJIOTUAX U 0 3aiuTe nHopmarmm» ot 27.07.2006
Ne149-D3»
Paznea 3. [IporpammHoe 120
ob0ecnieuenune APM OyxraJurepa -
IKOHOMHCTA
Tema 3.1 TexkcToBBIE PeIAKTOPbBI Conep:xxanue yueOHOIro MaTepuaJia 2 2

[MTaket mporpamm MSOffice. TexcToBbIe peakToOpsl: co3manue, HopMaTHPOBAHUE,
COXpaHEHUE U MeYaTh TEKCTOBBIX JOKYMEHTOB, BCTaBKa 00BEKTOB, 0(OpPMIICHUE
Tabnui. DIeKTpoHHbIe TabnuIsl. BBOA aHHBIX, OopMaTHpOBaHKE, (PUITBTpAIIHS,
BBIYHCIICHHUE TIO (pOpMyJiaM, TTOCTpoeHHe auarpamm. Cucrema yrpasieHus 0a3aMu
JaHHBIX Ha pumepe MS Access




IIpakTH4YecKHe 3aHATHSA

KonTposbnas padora

CamocrositesibHas padora:CocTaBUTh TaOJIUILy OCHOBHBIX ITPOrPaMMHBIX
npoxykro Microsoft

Tema 3.2. TekcTOBBI pegaKkTop
MSWord

Conep:xanue yueOHOTro MaTepuaJia

[MpakTnyeckue 3aHATHS

[TpakTryeckoe 3ansTre 1. 3HAKOMCTBO ¢ TEKCTOBBIM peaakTopom MSWord.
Cozpanue U coxpaHeHue HoBoro nqokymenTa Coznianue U dopMarupoBaHue TabIUIL U

[TpakTrueckoe 3ansATHE 2. ABTOKOPPEKIUS OLINOOK, TOMCK U 3aMEHA KOHTEKCTA.
ITpoBepka opdorpadumn.

[TpakTnueckoe 3ansTue 3. BcraBka pUCyHKOB U APYTUX OOBEKTOB B TEKCT.

[TpakTnueckoe 3anstue 4. opmaTupoBaHUE TEKCTA, CIIUCKOB, KOJJIOHOK

HpaKTqucxoe 3aHsATHE 5. OCI)OpMJICHI/Ie KOJIOHTUTYJIOB U CHOCOK B TCKCTC. Bcraska
HOMCPOB CTpaHUIIbI.

[MpakTrueckoe 3ausatre 6. Co3manue cxeM, ucnosib3oBanue Wordart.

[NpakTrueckoe 3ansTre 7. Co3aHne TEKCTOBBIX JJOKYMEHTOB HAa OCHOBE IIA0JIOHOB
Co3nanue mabio0HOB U HopM.

[Mpaktuueckoe 3anstue 8. BcraBka Gpopmyin, odhopmiienne pacuetoB. Co3ganue
OpTaHU3aI[MOHHBIX JJOKYMEHTOB.

I[Mpaktudeckoe 3anstue 9. KomiekcHoe ucnosb3oBanue Bo3moxunocteir MSWord
JUTSL CO3JIaHUS! IOKYMEHTOB

18

KonTposbnas padora

2,3

CamocrosiTeibHast padora

I/IHIII/IBI/IIlyaJ'ILHOC 3aJaHuc: OT(bOpMaTI/IpOBaTB HpCﬂHO)KCHHLIﬁ TCKCT, BCTABUTH
HOMCEpa CTpaHUll, CCBIJIKU Ha UCITOJIb30BAHHYIO JIUTECPATYPY, CACTIATh OIJIaBJICHUC U
TUTYJIBHYIO CTPAHUITY 1O PexoMeHmanusam 1o HallMCaHUIO JUIIJIOMHOM pa6OTBI

Tema 3.39/1eKTpOHHBIE TA0JIMLBI
MSExcel

Conep:xanue yueOHOro MaTepuaJia

10




[MpakTnyeckue 3aHATHS

ITpaktrueckoe 3ansaTue 10. OcoOEHHOCTH PKpaHHOTO HHTEpderca MPorpaMmbl

[TpakTuueckoe 3austue 11. BBox ganHbIX, KonupoBaHue, popmMaTupoBaHue JaHHBIX,
rnevyaTh TOTOBOM TaOIUIIBI

[TpakTruyeckoe 3anatue 12. BeraucnutenbHble BO3MOKHOCTH, BBOA (hOPMYJI B sIUCHKHU

[TpakTuueckoe 3austue 13. [Touck u copTUpoBKa JaHHBIX, (GUIBTpALIUS

HpaKTqucxoe 3angTue 14. CBs3bIBaHUE JaHHBIX, KOHCOJIM Al A Ta6J'II/II_[, IIPpOCMOTP
" 11€4aTh CIIMCKOB

[Tpaktuueckoe 3austue 15. [Toctpoenue nuarpamm, ohopmiIeHUE TOTOBBIX
JIOKYMEHTOB

[Tpaktuyeckoe 3anstue 16. [Ipumenearne MSEXcel s hpruHaHCOBBIX pacueToB

[MpakTrueckoe 3ausaTre 17. KoMiuiekcHoe ucnosb3oBanue Bo3MoxkHocTein MSEXcel
JUISL CO37aHus JOKYMEHTOB U PACYETHBIX TaOJIUII

16

2,3

CamocrosiTeqibHas padora:

WuauBuayaibHOE 3aaHKe: 110 MPEAI0KESHHBIM Ta0IHuIaM (PHHAHCOBOTO
aHajM3a, cCocTaBUTh Tabymiel B MSEXCel, mpon3ssecTn HE0OOXOAUMBIE PaCUETHl,
0(OpPMUTH TaOIHIIBI, BCTABUTH JUATPAMMBbI JJI HATJISTHOW JJEMOHCTPALUU
pe3ynbTaToB

KouTtpoubHas padora

Tema 3.4. Basel nanabsix MSAcCcess

Conep:xanue yueOHOro MaTepuaJia

IIpakTH4eckne 3aHATHA

[Tpaktuyeckoe 3anstue 18. Coznanue 6a3bl JaHHBIX C UCIIOJIb30BAaHHEM
KOHCTpYKTOpa 1 Mactepa tadbmui; B MSAccess

[TpakTuaeckoe 3ausatue 19. PenakrupoBanre n Moaudukamms Ta0IHIl 0a3bl JaHHBIX

[TpakTuaeckoe 3ausaTue 20. Co3aaHue MOIB30BaATEIBCKUX (HOPM ISl BBOJIA JTAHHBIX

HpaKTquCKOC 3aHATHC 21. CO3,Z[aHI/Ie 3anpoc013 " OTUYCTOB. C03I[aHI/IC IIOAYMHCHHBIX
hopm

2,3
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KonTpoasHnas pabora

CamocrosiTeibHas pabora
WuauBuyanbHOE 3aJaHKe: CO3/1aTh 0a3y JaHHBIX CTYAEHTOB I'PYIIIbI

Tema 3.5 IlporpammHuoe Conep:xanue yueOHOTro MaTepHaJia 1
obecreyeHue 1Jisl OpraHU3aUN [Ipuknagnoe nporpamMmmuoe obecriedenue At opranusanuu APM Gyxrantepa u
APM Oyxrajirepa ¥ 3KOHOMHCTA skoHoMUCTa. Co3/1aHKE FIEKTPOHHBIX MPE3EHTAIUN, CUCTEMBI ONITUYECKOTO

pacrio3HaBaHus HHPOPMALIUHU, CUCTEMbI MAIIIMHHOTO MIEPEBO/1a, KOMIIBIOTEPHBIE

CIIPaBOYHbIE IIPABOBbIE CUCTEMBI

IlpakTHyeckue 3aHATHSI

[MpakTrueckoe 3ausatre 22. PazpadboTka npesentaiuu B MSPowerPoint. 3aganue

3¢ HEKTOB U IEMOHCTPALUS PE3EHTALUN

[TpakTuueckoe 3ausaTue 23 Bo3MOXKHOCTH U OCHOBBI pabOTHI ¢ IPOrpaMMOii

FineReader. 2,3

[TpakTuueckoe 3austue 24. [loarotroBka rpaguueckux MaTepruaioB ¢ TOMOIIbIO

rpaUecKuX peakTopoB

[TpakTuueckoe 3ausatue 25. Cpencrsa aBToMatu3anuu nepesojaa. [lepeBon Texcra ¢

oMOIIbIo TiepeBoaurKoB YandeX, Google. OcHOBBI pabOTHI ¢ aHTUBUPYCHBIMH

porpaMmmamu.

KounTtpoabHnas padora

CamocrosiTeibHas pabora

[ToAroToBUTH MpE3EHTALINIO HA OCHOBAHUHU 33/1aHH, BBIMOJIHEHHBIX IO UTOraM

usyuennss MSWord u MSExcel
Tema 3.6 I'nmobanbHasi ceTh Coaepkanue yueOHOTro MaTepuasa 1
HNuTepuer OCHOBBI Opra"u3anuy padoThl B rmodaipHoN cetu MHTepHeT

IIpakTnyeckue 3aHATHS

[Tpaktryeckoe 3anstue 26. Hactpoiika 6paysepa B cetnt UHTepHeT 23

[Tpaktuyeckoe 3anstue 27. [louck nnpopmarmu B cetu MIHTEpHET

[TpakTudeckoe 3ausTue 28. DIEKTPOHHAS MOYTA: CO3aHHUE U OTIIPaBKa MOYTHI,
paboTa ¢ mucbMaMu

[TpakTrueckoe 3anstue 29. Opranuzaius GopyMoB, 00IIHE PECYpChl B UHTEPHETE
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KounTpoJsbHasi padora

CamocrosiTeqibHas padora:

NuauBuayanbHOE 3aJaHKE: TIOUCK B CETH CAWTOB. MOJIC3HBIX IS OymyIien
po(heCcCHOHALHOM IS TEIIbHOCTH

Tema 3.7 CnipaBo4HO- IpaBoOBbIE
CHUCTEMBI

Conep:xanue yueOHOTro MaTepuaJia

KommbrorepHbie cripaBOYHbIE TPABOBBIE CUCTEMBI
0630p komnberoTepHbix CIIC. Mepsl o6ecnieuennss HHGOPMAITMOHHONW 0€3011aCHOCTH

IIpakTHyeckne 3aHATHA

[Tpaktudeckoe 3anstue 30. Opranu3anus NOUCcKka HOPMATUBHBIX TOKYMEHTOB TIO
pexBuzutram B CIIC«KoncynbranT ITnroc»

[TpakTnueckoe 3ansatue 31. Opranusaiys MOJIHOTEKCTHOrO noucka. Pabora co
CIIMCKOM.

[TpakTudeckoe 3anstue 32. PaboTa ¢ TEeKCTOM HalJICHHBIX TOKyMeHTOB. PaboTa ¢
nanKamu

[TpakTraeckoe 3austue 33. Opranu3arys MOMCKa Mo HECKOJIbKUM
nH(popManMoOHHBIM Oa3am.

KourposabHasi padora

2,3

CamocrosiTesibHast pabora

Haiitu B CIIC «KoHcynbranT [lmtocy npeanokeHHble JOKYMEHTHI 110 pEKBU3HUTaM,
COXpaHMUTh HH(OpPMALIKIO B (hai.

Tema 3.8 TexHos10rusa co30aHNUSA U
npeodpa3zoBanusi
HHGpOPMANIMOHHBIX 00BEKTOB

Conep:xxanue yueOHOro MaTepuaJia

IIpakTH4eckne 3aHATHA

[Tpaktuueckoe 3anstue 38. [lonroroBka pedepara (KypcoBoit paboThl) B TEKCTOBON
pEeIaKTOpe ¢ UCTIOJL30BaHNEM HHCTPYMEHTOB BEPCTKH

[Tpaxtuueckoe 3anstue 39. [loaroroBka nutrocTpamnuii, pororpaduii, cxem,
PUCYHKOB, BCTaBKa UX B TEKCT PaOOTHI

2,3

KonTtpoabnas padora

CamocrosiTeibHass padora
[TpesenTanus «TexHonorus co3ganus ¥ Npeodpa3oBaHus HHHOPMALIMOHHBIX
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Bcero

136

,HJ'IS[ XapaKTEPHUCTHUKHU YPOBH OCBOCHUA y‘IC6HOFO Marcpuraia UCIIOJIB3YIOTCA CICAYIOUIUEC 0003HaYEHU:

1. — o3HaKOMUTEIBHBIN (y3HaBaHHE paHEe U3yUYEHHBIX 00BEKTOB, CBOMCTB);

2. — penpOAYKTUBHBIN (BBIMOIHEHUE IEATEILHOCTH 110 00pa3Iy, MHCTPYKIIUH UJIH MOJT PYKOBOJCTBOM)
3. — IPOIYKTUBHBIN (IIJTAHUPOBAHKUE M CAMOCTOSTENILHOE BBITIOIHEHHE JICSITEIbHOCTH, PEIICHUE MPOOJIEMHBIX 33/1a4)
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3. YCJOBUS PEAJIMBAIIAUIIPUMEPHOM AJAIITUPOBAHHOM NPOT'PAMMBI
YYEBHOU JUCIHUATLIAHBI
3.1. TpeGoBannss K MUHUMAJIBHOMY MaTepHaIbHO-TEXHHYECKOMYOOecneuyeHnIo

Peanuzanus yueOHOM qucUMILTUHBI TpeOyeT Hanuuus Jaboparopun «MHopMaloHHbIe
TEXHOJIOTHH B MPOPECCHOHATBHOMN JIEITETLHOCTI.

O6opynoBanue y4eOHOro KaduHeTA:

. ITocanounble MecTa 110 KOJIMYECTBY 00yUaroIuXcs;

. Pabouee mecTo mpenonaBaTens;

. Pa3naTouHble KapTOUYKM 110 pa3jenaM JUCHUILUIMHBL

. Crienmanu3upoBaHHas MeOeb;

. KoOMIUTEKT 3aKOHOAATENBHBIX 1 HOPMAaTUBHBIX IOKYMEHTOB;
Texnuyeckue cpeacTBa 00y4eHHUSA:

. KomnproTeps! ¢ IMIEH3UPOBAHHBIM POrPaMMHBIM 00ECIIEUEHUEM;
. MynpTUMEINATIPOEKTOP € SIKPAHOM;

. WHTepakTuBHAsA AOCKa

I[.]Iﬂ oﬁyqammnxcsl ¢ HAPYWICHUAMH OIMOPHO-ABUTATECJIBbHOIO amnmapara J0JKHO

OLITH :

= -OpraHn3oBaHa 0e30apbepHas cpena,

= - B KaOWHeTEe  TPEIYCMOTPEHBI  PETYIHPyEeMble KOMIIBIOTEPHBIE Kpecia
WHUBUAYalIbHBIE CTOJIBI 00ECTIEUNBAIOIIUE PEATH3AIUI0 YPTOHOMUYECKIX TPUHIIUAIIOB:

= -TeXHUYECKUMH CPEACTBAMHU OOYUCHHUS JIJIs1 O0yUaIOIIMXCS C pa3INYHBIMU BUAAMHU

OrpaHHUYCHUA 310POBbA.

3.2. UndopmaunonHoe odecnedeHue 00yueHust
Ilepeyenb pexoMeHyeMbIX YueOHbIX H31aHNI, HHTEPHET-PecypcoB, 10NOJIHUTEIbHOI
JIMTEePaTypbl:

OO6yyaromuecs ¢ OrpaHUYE€HHBIMUA BO3MOXKHOCTSIMH 37I0POBbSI, B OTJINYME OT OCTAJIbHBIX,
UMEIOT CBOM creluduyeckre 0COOEHHOCTU BOCIIPUATHS, TepepabOoTKH MaTepuala, BHIIOIHEHUS
IIPOMEKYTOUHBIX U UTOTOBBIX (POpM KOHTpPOJIs 3HaHUI. OHU JOJKHBI ObITh 00€CTIEeYeHBI
NEYaTHBIMH U 3JIEKTPOHHBIMH 00pa30BaTeIbHBIMU pecypcamu (IpOrpaMMebl, yUeOHUKH, yUeOHbIE
ocoOMsi, MaTepHaJIbl sl CAMOCTOSITEIbHON paboThI U T.1.) B (hopMax, aJanTUPOBAHHBIX K
OTPaHUYEHUSAM X 370POBbS M BOCIPUATHS HH(POPMALIUU:

OcHoBHas1 JiuTEparypa:
1. E.B.MuxeeBa. HpopmanMoHHbIE TEXHOIOTHH B MPO(ECCHOHANBHON AESTETbHOCTH.
M., - Akanemus, 2014
2. E.B.Muxeesa. [IpakTukym no nHGOpMaimoHHBIM TEXHOJIOTHAM B PO eCCHOHATEHON
nestenbHOCTH. M., - Akamemust, 2013
3. E.M.MuxeeBa, E.}O.TapacoBa, O.M.TutoBa. IIpakTMkyM 1O HH(POPMALMOHHBIM
TEXHOJIOTUSIM B MPO(ECCUOHATILHON J1eATEIbHOCTH SKOHOMUCTA U Oyxranrepa. M., -
Axanemnus, 2014
4. H.E.AcradneBa, C.A.I'aBpunosa, M.C.LlsetkoBa. Uudopmatuka u HUKT s
npodeccuit M CrHenuanbHOCTEM COIMANbHO - 3KOHOMHUYeckoro mnpopuns M., -
Axanemus, 2014
JlonotHUTEIbLHASA JIUTEPATYypa:
1. E.B.®winmonoBa. MHpopManMoHHbIE TEXHOJIOTUH B MTPO(ECCHOHATBEHON AEATEIIbHOCTH.
M., - ®enukc, 2010
2. E.JIL.®enoroBa. MH(opMaimoHHbIe TEXHOJIOTUH B IPOPECCHOHATBHOM NesITeIbHOCTH. M.,



- Undpa - M, 2012

3.3. KaagpoBoe ob6ecnieuenne

Tpebosanusa Kk Keanupuxkayuu nedazouieckux (UHICEHEPHO-NEOA202UYECKUX) KAOPO8,
obecneuusarouux oodyuenue :Bbicuiee npodeccuoHanbHOe 00pa3oBaHHE, COOTBETCTBYIOIEE
npo IO y4eOHOM TUCIUTTAHEI.

Bce nenarornueckue pabOTHUKY TOJKHBI POUTH 00yUeHUE JUTsl padOTHI CO CTYICHTAaMU C
HapyIICHUEM OIOPHO-IBUraTeNIbHOTO ammapara. [Ipu HeobxomauMocTu paboTa COBMECTHO C
MearoroM-rcuXx0JI0TrOM.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUI
IMPUMEPHOU AJAIITUPOBAHHOU YYEBHOU JTUCHUIIJINHBI

KOHTpOJIb H OICHKA PE3YyJIbTaTOB OCBOCHUA JUCIHUIIIMHBI OCYIICCTBIIACTCA

nmpenoaaBarcJicM B IIPOLECCC IMPOBEACHHA IPAKTHYCCKUX BaHHTHﬁ, TECTUPOBAHHA, a TaKKEC
BBITIOJTHEHU A O6y‘laIOHII/IMI/IC$I HHAUBUAYAJIIbHBIX SaﬂaHHﬁ.

Pe3yabTaTsl dopmupyembie DopMBbI U METOABI Kpurepun ouenox (mkaJja

o0y4eHust npodeccuoHaib | KOHTPOJISI U OLlEHKH OLIEHOK)

(ocBOEHHBIE Hble ¥ 001IMe |pe3vJbTATOB 00VYECHHS
YmMmeHus:

HUCIIOJIL30BaTh OK-1-9, HabGnronenue B mporiecce |omeHKa «5» cTaBUTCS, €CJI:
nH(OpPMAIIMOHHBIC BBITIOJIHCHHUS : - CTYJICHT CaMOCTOSITEJIbH
pecypcsl i noucka [ITK1.1-11K 1.4 -IIPAKTUYECKUX 3aJaHUM; | BBIMOTHUI BCE JTamni
U XpaHEHMS [IK2.1-1IK 2.4 - CaMOCTOSITENIbHBIX IIPAKTUYECKONH paboThl B cpej|
nHpopManuu; [1K3.1-T1IK3.4 3a/laHui; MPOrPaMMHUPOBAHMUS;

obpabareiBath  |I1K 4.1-11K4.4 -pacUETHBIX 3aJaHUI; - CaMOCTOATEIIbHOE 3a71aHy|
TEKCTOBYIO U -onpoc (YCTHBIH, BBITIOJTHEHO MOJIHOCTHIO,
Ta0JIMIHYIO MMCbMEHHBIH, COOTBETCTBUU C 3a/JIaHHEM
nH(pOpMaLINK; onui-orpoc, MOJIyY€HO BEpPHOE MpEACTaBIICHY]

KCII0JIh30BATh YVIUIOTHEHHBIN OMPOC U | pe3ysbTaTa pabory
JIENIOBYIO TpauKy U T.1.); (ucmonb30BaHUe OTJIeIbHBI
MyJIbTUMEANA-UHGO -MIOJITOTOBKA MOJIyJIel U OMOTUOTEK JOMyCTUM

pManuio;
CO3/1aBaTh
IIpE3eHTaLNH;
MIPUMEHSTh
aHTUBHUPYCHbBIE
CpezcTBa 3aIIUTHI
uH(pOpMaINH;
YUTATh
(MHTEpIIPETHPOBATH)
uHTepdeiic
CHEeLUATU3UPOBAHHO
ro TPOTPaMMHOTO
obecneueHus,
HaXO/IUTh
KOHTEKCTHYIO
uH(popManuio,
paboTarthb C
JNOKYMEHTAIUEN;
IPUMEHSTh
CTICTIMATM3UPOBAHHO
€ MPorpaMMHOE
o0ecrnieueHue A
cOopa, XpaHeHHs U
00paboTKu
OyXranTepcKoi
nH(popManuu B
COOTBETCTBHUH C
N3y4aeMbIMU
pOrpaMMHBIMU
MOJYJISIMU;

COOOIIEeHUH, JOKIAI0B,

-pereHne
CUTYallMOHHBIX 33/1a4;
-9K3aMeHa.
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C VYKa3aHueM HCTOYHHUKA KOId

COOTBETCTBYIOLIETO YpPOBH|
CJI0KHOCTH;
- HIOJTHOE COOTBETCTBHUE

TpeOOBaHMSAM MO COJCPIKAHUIO U
0hOopMIIEHHUIO oT4deTa o
IpaKTUYeCKOH paboTe;

- rpaMOTHad pE€yb C MMpPaBUJIbHbBIM
UCIIOJIb30BAHUEM TEPMHHOJIOTHH;
3apaHee MPOJAyMaHHas JIOTHKa,
BBICTYIUICHHS; MOJTHOTA
OCBEIIICHHS TIPOCKTA

- OLIEHKA «4» CTABUTCS, €CJIH:

- paboTa BBIMOJHEHA MOJHOCTHH]

HO npu BBITIOJTHCHH
CaMOCTOATECIIBHOI'O 3aaHu
HOTpC6OBaJIaCB IIOMOII]

npenoaaBaTeysd UJIN UCIIOJIb30BaHH
HaAaMMCHECC OIITHMAJIbHBIC ITOAXOI}
K PCIICHHIO IIOCTaBJICHHOM 3aJa4H
- TCCTUPOBAHHUC u OTJIaaK]

OporpaMMbl  MIPOBEACHBI B H
IIOJIHOM 00BEME;

- YaCTHYHO COOJTFOJIEHBI
TpeOoBaHus 1O  O(OPMICHHUIO

oTYeTa 10 MPaKTUIECKOH paboTe

- pa60Ta BBITIOJIHEHA ITIOJIHOCTBK]
HO.

- OIIeHKA «3» CTABUTCH, CJIN:

- MporpamMma 3auMCTBOBaHa Ooiree




MOJIb30BaTHCS
aBTOMAaTH3MPOBAaHHBI
MH CHCTEMaMu
JIeTIOTIPOU3BOICTBA;

PUMEHSATH
METOBI M CPEJCTBA
3aIINTHI
OyXranTepcKoi
nH(popManuu;
*I1oabp30BaTHCS
KOMITBIOTEPHBIMH
porpaMMamMu
UH(POPMAIIMOHHBIMU
U CIOPaBOYHO -
MPaBOBBIMU
CHCTEMaMH,
OPITEeXHHKOH Ui
BEICHUS
OyXraiaTrepckoro

yuera,

3HaHnud:

OCHOBHBIE
METOBI U CPEACTBA
Ha3HA4YCHHUE,
COCTaB, OCHOBHBIE
XapaKTEPUCTUKU
OCHOBHBIE
KOMITOHEHTBI
KOMITbIOTEPHBIN
Ha3HA4YCHUE U
MIPUHIIMIIBI
HCIIOJIb30BaHUS

TEXHOJIOTHIO
TTPUHITHAITBI
3aIUTHI
MIpaBOBbIE
aCIEeKThI
HCIOJIb30BAHUS
OCHOBHBIE
TTOHSTHS

yeM Ha 25%;

- YpOBEHb  CIOXXHOCTU  HE
COOTBETCTBYET OTBEJACHHOMY O]
BBIITOJIHCHHUEC NPOCKTAa BPEMCHU
-paboTa BBINMOJIHEHA HE TTOJIHOCTHK
HO CTYJIEHT BJIaJICET OCHOBHBIM
HaBbIKAMH  pabOTBl B  Cpen
IPOTPaMMHUPOBAHUS , TPEOyEeMbIM
JUIL  pEelIeHUs  MOCTaBJICHHO
3a7a4H.
- OTYET MO MPaKTHYECKOW padoT

158105 HUHJI.IIPOEKTY H
COOTBETCTBYET TpPEOOBaHUSIM I
0hOpMIICHHUIO.

OIIEHKA «2» CTAaBUTCSI, €CJIN:
1(0)137%11($5 01 CYHICCTBCHHBI{
OLINOKH, MOKa3aBIlIue, qT
CTYJCHT HE BJajee]

00s3aTeNbHBIMM ~ 3HAHUAMHU 1T
JTaHHOW TeME B MOJHON Mepe

- 3HAUMTENIbHAs 4YacThb pPabOTH
BBIIIOJIHEHA HE CAMOCTOSATEIILHO;

- OTKa3 OT 3alIuThI HpOGKTa B
YCTaHOBJICHHBIE  CPOKH  WIH
HECITIOCOOHOCTD 0O0BSICHUTD
CYIIIECTBEHHBIE aCMEKThl PabOTHI
IPOTPaMMBEI;
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HaIpaBJICHUS
aBTOMATH3AIUH

Ha3HauYCHME,
TIPUHIIAITBI
OpraHu3aIy U

OCHOBHEBIE

yIpO3bl U METOBI
obOecrieyeHus
MH(POPMAIMOHHOM
0€30IaCHOCTH.
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