[Tpunoxenue 1
K [lopsinky mpoBeieHHs U POBEPKU
uToroBoro cobecenoBanus B PoctoBckoii ob6macTu

HOpSIIlOK MPOBECIACHUSI HTOT'OBOI'0 COﬁeceIlOBaHl/lﬂ B HHCTaHHHOHHOﬁ q)opMe

1. UtoroBoe cobecenoBanne B  AWCTAaHIIMOHHOM  ¢GopMe  MPOBOJIUTCA
c ucnosp3oBanreMm [10, B Tom uyucie 1O st AMCTaHIIMOHHBIX OOpa30BaTEIbHBIX
TEXHOJIOTUM,  OOECIEYUBAIOIIETO  BO3MOXKHOCTH  OpPraHM3alldd  BUICOCBSI3U
C MPUMEHEHHEM BeO-KaMepbl M MHUKpOpOHa, (PYHKIUU JAEMOHCTpPALMU SKpaHa
(W11 BpEMEHHOM ~ JIEMOHCTpaluud  JOKyMeHTa 0e3 BO3MOXXHOCTU COXpaHEHUs
€ro Y4aCTHUKOM MTOTOBOI'0 cOOECEeI0BaHMs ), ayAH0- U BUJCO3AMMCH CEaHCa CBA3H.

2. PykoBoautens 00pa3oBaTEIbHOM OpraHU3alMK HE MO3/AHEE YEM 32 JIBE HEJIEIU
0 TPOBEACHHUA HTOrOBOTO colOeceoBaHMsS OpraHu3yeT HWH(OPMUPOBAHHE
OoOy4JaronMxcs U X poauTeNen (3aKOHHBIX MPECTABUTENIEH) O MPOIIEAYPE U BPEMEHHU
Hayaja MPOBEAEHUS UTOTOBOTO cOOECENOBaHHSA C NMPUMEHEHHEM JIHCTAaHLIMOHHBIX
00pa3zoBaTEIbHBIX TEXHOJIOTHM.

3. Jlma opraHuzaiuu NpOBEICHUS] UTOTOBOTO COOECeOBaHUS C MPUMEHEHUEM
JUCTAaHIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJIOTUA HEOOXOANUMO:

OTBETCTBEHHOMY OPraHH3aTOpPy 00pa30BaTe/IbHOH OPraHU3aNMu HE MTO3/IHEE
4yeM 3a TPU JIHA JI0 JIaThl POBEJCHUS UTOTOBOTO COOECETOBAHUS

COCTaBUTh TpaduK TOJIKIIOYEHHS] TIOCPEJCTBOM BHUJCOCBSI3M YYaCTHUKOB
UTOTOBOIO coOecelloBaHUsl K COOECEHUKY B JIEHb NPOBEIACHHUS HTOTOBOTO
coOecenoBanus. I'paduk MOJKIIOUEHUS JOJKEH YYUTBHIBATh BpPEMs, OTBOJMMOE
Ha IPOBEJICHUE MHCTPYKTaXa JUIsl ydacTHMKAa HWTOTOBOTO  coOeceloBaHus,
BBITIOJTHEHNE TEXHUUECKUX MPOLEAYP U MPOIOKUTEIHLHOCT MPOBEICHUSI UTOTOBOTO
co0eceI0BaHusl C YYaCTHUKOM UTOTOBOIO cOOECceI0BaHus,

OCYILIECTBUTh MH(OPMUPOBAHUE OOYYAIOIMIMXCS U MX POJAUTENICH (3aKOHHBIX
IpeacTaBUTeNel) o rpaduKe MOAKIIOUEHNUS,

OMpENeNUTh  BapUaHT  OLIGHMBAHUSI  OTBETOB  YYaCTHUKOB  HMTOTOBOIO
co0eceIoOBaHUs: HEMOCPEJICTBEHHO BO BpEMsI NMPOBEICHUS WU TOCIE MPOBEICHUS
UTOTOBOT'0 COOeCe0BaHM,

MPOBECTH HWHCTPYKTAX [JIsI COOCCEAHUKOB, HA3HAYCHHBIX JIJIsi POBEACHUS
UTOTOBOI0 cO0eCeI0BaHNS B JUCTAHIIMOHHON (hOpMeE, U IKCIIEPTOB;

OTBETCTBEHHOMY OPraHHU3aTOPy 00pa30BaTe/IbHON OPraHU3alMi COBMECTHO
C TEXHUYECKUM CIEHHATHCTOM:

00ecCIeynuTh TEeXHUYECKYI0 TOTOBHOCTH oOopyaoBanus, 110 u kaHanoB cBs3H,
IIPOU3BECTU TECTOBBIN BUICO3BOHOK M BUACO3AIMCh 3BOHKA HE MTO3JHEE YEM 32 JICHb
710 1aThl MPOBEACHUS UTOrOBOro cobecenoBaHus. [Ipu ocylliecTBIEHUH TECTOBOTO
BUJICO3BOHKA JIsl MPOBEPKU 3BYKa U BUACO PEKOMEHAYETCS MPUBJIEKATh YYACTHUKOB
UTOTOBOTO coOece/loBaHMS W/WIM  pOAUTENIed (3aKOHHBIX MpeacTaBUTENEH ),
MIPOJIEMOHCTPUPOBAB CTAHIAPTHHINA TEKCTOBBIN JOKYMEHT (JIF000M) C 1IEBIO TPOBEPKU
KauecTBa 0TOOpakKeHHs JOKYMEHTA Ha SKpaHEe y4aCTHHUKA UTOTOBOTO cOOECEOBaHUS;

OpraHu30BaTh COBMECTHO C  YYaCTHMKOM HMTOrOBOrO  COOEcelOBaHMS
W/WIU poauTeNieM (3aKOHHBIM TIPEJICTABUTENIEM) MECTO TIPOBENIEHUS HTOTOBOTO
cobecenoBaHus C NPUMEHEHUEM nH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIX
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JTUCTAaHIIMOHHBIX TexHoJorui (manee — MKT), B Tom uucie obecrnednTh KOHTPOIb
paboTOCIOCOOHOCTH HEOOXOAMMOT0 000y A0BaHUS,

00ecneunTh ayIMo- U BUACO3aMNUCh MPOBEICHUS HTOTOBOTO COOECe10BaHus,

4. B neHb npoBeJeHHsI UTOTOBOTO cOOECceI0BaHUSI OTBETCTBEHHBIN OpraHU3aTOP
0o0pa30BaTeNbHOM OpraHM3allMd COBMECTHO C TEXHMYECKUM  CIICHHUAIUCTOM
00eCreunBaeT:

nepesayy MaTepuajoB HTOTOBOTO cobOeceoBaHUS COOECETHUKY U IKCIEPTY
He mo3nHee yeM 3a 30 MUHYT J0 Haydaia TpOBEICHHS WTOTOBOTO coOeceI0BaHUs
B YCIIOBUSX, HCKIIOYAIOIUX JOCTyn K MaTepuajaM  IOCTOPOHHUX  JIHII
Y TIO3BOJISIOIIUX 00ECIIEYNTh UX COXPAaHHOCTh U HH(POPMAITMOHHYIO OE30TTaCHOCTH;

nemMoHcTpanuio 3ananuiit KM utoroBoro codece1oBaHus BO BpeMsl TPOBEICHUS
UTOTOBOTO coOeceloBaHusl (TEKCTOB ISl YTCHHS, KapTOYeK C TeMaMu Oecelsl
Ha BRIOOp M IUIaHAMU OeceIbl) TOCTYITHBIM JJIsI yYaCTHUKA UTOTOBOTO coOece0BaHuUs
CI0cOO0M B YCIOBHSIX, MCKIIOYAIONIMX JOCTYN K MaTepuanaM MOCTOPOHHUX JIUI]
Y TIO3BOJISIIOLIUX 00ECIIEYUTh UX COXPAHHOCTh U HH(POPMALIMOHHYIO O€3011aCHOCT;

KaueCTBECHHYIO HEMPEPBHIBHYIO BHJICO- U  ayJUOTPAHCISIIIMIO HMTOTOBOTO
co0eceI0OBaHUsl yYaCTHUKA UTOTOBOrO cOOECeJ0OBaHUs U COOECETHUKA,

ayJIuo- ¥ BUIC03aIMCh TIPOBEJCHHS HTOTOBOTO COOECEeI0OBAHUS;

OlepaTHUBHOE yCTPAaHEHHE HEIITATHBIX CUTYyallMid MPH MPOBEACHUU WUTOTOBOTO
coOeceoBaHUsl B ClTydyae OTKIIOYCHHS AJIEKTPOIHEPTUHU, TMOTEPU CBSI3U, Mepedoes,
HecTaOuIbHOU padoThl ceTn «HTepHeT™ U mp.

5.3a 15 MuHYT 10 Haydaja MPOBEIEHUS UTOTOBOTO COOECENOBAHMS C KaXKIbIM
Y4aCTHUKOM HTOrOBOrO coOeceloBaHUsA COOECETHUK (COBMECTHO C TEXHUYECKUM
CHELMATIUCTOM) TIOCPEICTBOM BUICOCBS3H:

npoBepsieT  paboTOCIOCOOHOCTh  OOOPYJOBaHMSI ~ YYaCTHHKA  UTOTOBOTO
cobece1oBaHus, BKJAKOYAET 3aNMCh CEAHCA BUIEOCBS3M;

yOexmaercs B OTCYTCTBUM TOCTOPOHHHUX JIUI] B ayIUTOPHUH MPOBEICHUS
MOCPEACTBOM TOAKIIOUEHHUST BHICOKAMEPHI yUaCTHUKOM HTOTOBOTO cOOeCce0BaHMS,
obOecnieunBaroIieit 0030p ayuTOPUM MPOBEACHUS;

MPOBEPSIET MOCPEICTBOM MOIAKIIOUCHHS BHIEOKaMEPhl pa0oUunii CTON y4aCTHUKA
UTOTOBOTO CcOOECeOBaHMUS HAa OTCYTCTBHME MOCTOPOHHHUX IMPEIMETOB, B TOM YHCIIE
CpeICTB CBsi3M, (OTO-, ayaMo- | BHIEOAMNMApPATyphl, CIPABOYHBIX MAaTEpUAJIOB,
MUCHMEHHBIX 3aMETOK U MHBIX CPEJICTB XPaHEHUS U Tiepenadn nHpopmanuu;

IPOBOANUT UACHTHU(PUKALMIO JUYHOCTH yYaCTHHUKAa HUTOTOBOrO COOECeqOBaHMS
yepe3 MpEIbsBICHUE YYaCTHUKOM HTOTOBOTO coOeceloBaHus sl 0003pEeHMUs
JIOKYMEHTA, YAOCTOBEPSAIOIIEr0 JMYHOCTh, MO3BOJSIOLUIETO YETKO 3a(UKCHPOBATH
dboTorpaduto odyuaromierocs, ero GamMuInio, UMsi, OTYECTBO (MIPU HATTUYHH);

IPOBOJAUT MHCTPYKTaX yYaCTHHKAa UTOrOBOIO COOECEJOBaHUS MO MPOLEAype
IPOBEJCHUS UTOTOBOT0 cOOECceI0BaHMs B IUCTAaHIIMOHHOM (popme.

B ayautopuu, rae opraHu3zoBaHa paboTa coOeceqHUKA, PEKOMEHIYETCs
MOCTOSTHHOE TPHCYTCTBHE TEXHUYECKOTO Crienuanucta. B ciydae, ecnm codbeceqHuK
MOAKIIIOYAETCS yJaJeHHO (HEe W3 00pa3oBaTesIbHOW OpraHu3alyu), HEoOXOAUMO
00€eCTIeUnTh OTEPATUBHYIO CBSI3b C TEXHUYECKUM CIICIIHATHCTOM.

6. Ilpu mpoBeseHNH UTOTOBOTO COOECETOBAHMS:

TeXHUYECKHii CTelUATUCT OCYIIECTBIIACT ayArO- U BHUACO3AMKUCH MPOIETYPhI



MPOBEJICHUSI UTOIOBOI'O COOECEeI0BAHMS,

co0eceTHNK OCYIIECTBISIET KOHTPOJIb 32 COOJIIOIEHUEM BPEMEHHOTO perjiaMeHTa
NPOBEJCHUSI WTOTOBOTO COOEceNOoBaHMs, OpPraHU3yeT CBOIO JEATEIbHOCTHh B
COOTBETCTBUHM C MHCTpYyKIuel (mpuioxenue Ne 5) ¢ yuetom (Qopmbl MPOBEACHUS
cobecenoBanus. llpu npoBeIEeHWH HUTOTOBOrO COOECENOBAHMS C MPUMEHEHHEM
JUCTAHIIMOHHBIX ~ O0pa30BATENbHBIX TEXHOJIOTUW  3ampellaercsi  OTIPABIATH
yaactHuky pdf-daitn ¢ Tekcrom KHWM wuroroBoro cobecemoBaHus, 3aIaHUS
JEMOHCTPUPYIOTCS YYAaCTHUKY [JI O3HAKOMJICHHS B TE€UEHHE PEKOMEHIOBAHHOTO
BPEMCEHU;

HKCIEPT  OICHMBAET OTBEThl y4YyaCTHHKAa HUTOTOBOTO  CcOOEcelOBaHMS
HEIMOCPEJICTBEHHO BO BpPEeMs MPOBEJICHUS UTOTOBOTO COOECENOBaHUS C YYACTHUKOM
WIM TIOCJie TpoBeleHUus coOeceloBaHus, MPOCIYIIUBas ayauo/BHUI€03aINCh,
OpraHU3yeT CBOIO JIEATEIbHOCTh B COOTBETCTBUM C MHCTPYKIMEH (mpuiioxkeHue Ne 6)
C yueToM (pOpMbI IPOBEJICHUS COOECETOBAHMUS.

B nporpammHOM o0OecrieyeHru, O3BOJISIONIEM OCYIIECTBIIATh MACCOBBIE 3BOHKH,
JOMYCTUMO BKJIFOYATh SKCIEPTA B 3BOHOK JJI OCYIIECTBIICHUS OLIEHUBAHUS BO BPEMSI
OTBETa y4yacTHUKa. BeO-kamepa m MHUKpO(]OH 3KcmepTa Mpu 3TOM AOJIKHBI ObITh
OTKJIKOYEHBI.

7. Ilo 3aBeplieHUU MPOBEJICHHS] UTOTOBOTO COOECEI0BAHMS:

co0eCeTHUK M DHKCIEpPT MNEepelalT MaTepualbl MNPOBEIECHUS W IPOBEPKH
UTOTOBOrO0  cOoO€ceOBaHUsS OTBETCTBEHHOMY OpraHu3aTropy 0o0pa3oBaTeabHOU
OpraHu3aluy ¢ COOMI0ACHUEM Mep UH(POPMAIIMOHHON 6€30IIaCHOCTH;

TEXHUYECKUI CHENUAINCT COXPAHSAET ayIMO3alMCH U BUICO3ANUCU IPOLEAYPHI
IPOBEJCHUSI MTOTOBOTO COOECEOBAaHUS Ha CHEMHBIM 3JIEKTPOHHBIH HOCUTENb U
nepeJaeT Ha XpaHEHHE OTBETCTBEHHOMY OpraHu3aTtopy  o0pa3oBaTeiabHOU
OpraHU3alnH.

8. Pe3ynbTarhl y4aCTHUKOB UTOTOBOTO COOECEIOBAHUS BHOCITCS TEXHUUYECKUM
CHEUAINCTOM 00pa3oBaTeIbHOM  OpraHu3aluu B cnenuanusupoBaHHoe  [10O.
OTBETCTBEHHBI OpPraHu3aToOp OO0pPa30BaTENbHOW OpraHu3aluu  O00eCleYnBAET
nepeaayvy Cnelualu3upoBaHHOIO (aiiyia ¢ pe3ysibTaTaMyd UTOrOBOTO coOece0BaHUs
YYaCTHHKOB HTOTOBOrO0 COOECEeIOBaHUs B OPraHbl MECTHOI'O CaMOYyIIpaBJEHUS,
OCYUIECTBJISIOIIME yIpaBlieHue B cpepe 00pazoBanusi, B cOOTBETCTBHHU € [lopsiakom.



