ITpunosxenue 1
K [Topsiaky mpoBeieHHS U TPOBEPKHU
HUTOrOBOro cobecenosanusa B PocToBckoit o0nacTu

Iopsinok nmpoBeeHNsI NTOTOBOI0 coO0eceOBAHUSA B JUCTAHIUOHHOI dopme

1. UtoroBoe cobOecenoBaHue B  JUCTAaHUUOHHONM  (opMe  IpOBOAMUTCA
¢ ucnonp3oBanreMm I1O0, B Tom umcie [1O myig nuCTaHIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTUM,  OOECIEeUMBAIOLIErO0  BO3MOXHOCTh  OpPraHM3allid  BHUJIEOCBSI3U
C IpUMEHEHHEM BeO-KaMepbl M MHUKpOPOHA, (PYHKIMU JAEMOHCTpAllMM HKpaHa
(MM BpEMEHHOM ~ JIEMOHCTpallMi  JOKyMEHTa 0€3 BO3MOXHOCTH COXpaHEHUS
€ro y4aCTHUKOM UTOTOBOT0 cOOECEI0BaHMsl), ayIM0- U BUEO3AMNCH CE€aHCa CBSI3U.

2. PykoBoguTens 00pa3oBaTeNbHOM OpraHU3allMd HE TIO3/IHEE 4YeM 3a JBe
HEe/eIu 0 IMPOBEIEHHUS UTOrOBOrO COOECENOBaHMSI OpraHU3yeT MH(POPMHUPOBAHUE
oOy4Jaromuxcss U HMX pPOAUTENeHl (3aKOHHBIX MPEACTaBUTENE) O Mpolenype Hu
BPEMEHHM Hayaja TMPOBEACHHUA HWTOTOBOrO COOECEIOBaHUA C MPUMEHEHUEM
JUCTAHLMOHHBIX 00pa30BaTENbHBIX TEXHOIOTHI.

3. lna opraHu3anuy NPOBEACHHUS HTOTOBOTO COOECEIOBaHHUS C MPUMEHEHHEM
JUCTAaHLMOHHBIX 00pa30BaTENIbHBIX TEXHOIOIMI HEOOXOIUMO:

OTBETCTBEHHOMY OPraHM3aTOpPy 00pa3oBaTe/IbHOW OPraHM3aluu HE M03/1HEe
4YeM 3a TPH JIHA J0 JAaThl IPOBEICHUS UTOTOBOTO COOECEOBAHMUSA

COCTaBUTh TpauK MOJKIIOUEHUS IIOCPEICTBOM BHUAECOCBA3M YYaCTHHUKOB
UTOTOBOI0 coOecelloBaHUsl K COOECEHUKY B JIEHb TMPOBEJICHUS HUTOTOBOIO
cobecenoBanus. ['paduk mMoOAKIIOUEHHS MAOIKEH YYHUTHIBAaTh BpPEMs, OTBOAMMOE
Ha NPOBEJICHUE MHCTPYKTa)xa JUIsi y4acTHUKA HMTOrNOBOTrO  coOeceloBaHus,
BBIIIOJIHEHUE TEXHUYECKUX MPOLEAYP U HPOAOLKUTEIBHOCTD IPOBEAEHUS UTOTOBOTIO
co0eceI0BaHus C YYaCTHUKOM UTOTOBOI0 cobece/l0BaHus,

OCYIIECTBUTh MH(GOPMUPOBAHUE OOYYAIOIIMXCS W MX POJAUTENEeH (3aKOHHBIX
npeacTaBuTeneil) o rpaduke MoIKII0UEHUS,

ONpEACNIUTh  BapUaHT  OICHUBAHHUA  OTBETOB  YYAaCTHUKOB  HTOTOBOIO
cobeceoBaHus: HEMOCPEICTBEHHO BO BpeMsl MPOBENEHHUS WM TOCTE MPOBEICHUs
UTOI'0BOI'0 cOOECe0BaHNUs,

IIPOBECTH HWHCTPYKTaX JUIsl COOECEIHMKOB, Ha3HAYEHHBIX [JIs1 IPOBEICHHUS
UTOI'OBOI'0 cOOECe0BaHNus B JUCTAHLIMOHHON (hopMe, U SKCIIEPTOB,;

OTBETCTBEHHOMY OPraHu3aTopy o0pa3oBaTeJIbHO OpraHu3anun
COBMECTHO C TEXHMYECKUM CIEHUATHCTOM:

o0ecreunTh TEXHUYECKYH0 T'OTOBHOCTh 00opynoBanus, [1O u kaHanoB cBs3W,
IIPOM3BECTU TECTOBBII BHJIEO3BOHOK M BHUJIEO3AMKCh 3BOHKA HE MO3HEE YEM 3a JI€Hb
710 JaThl NPOBEJEHUSI UTOrOBOro cobecenoBanus. IIpu ocyliecTBIEHUH TECTOBOIO
BUJICO3BOHKA JJIS POBEPKHU 3BYKA U BUIEO PEKOMEHAYETCS MPUBJIEKATh YYACTHUKOB
UTOrOBOr0  coOeceoBaHUsl W/WIM pOJIUTENed (3aKOHHBIX IPEACTaBUTENEH),
IPOJEMOHCTPUPOBAB CTAHJIAPTHBIA TEKCTOBBIM JOKYMEHT (J1t000i) ¢ LEbIo
IPOBEPKH KAayecTBAa OTOOPAKEHMSI JOKYMEHTAa Ha SKpaHE Y4YaCTHUKAa HMTOrOBOIO
co0ecenoBanus,

OpraHU30BaTh COBMECTHO C YYAaCTHHUKOM HMTOrOBOrO  cOOEcelOBaHMs
W/WIIKA pOAUTENeM (3aKOHHBIM IPEICTAaBUTEIEM) MECTO IPOBEACHUS HUTOIOBOIO



cobeceoBaHuUs C IpUMEHECHUEM UH(OPMAITMOHHO-KOMMYHHKAITMOHHBIX
JTUCTaHIIMOHHBIX TexHosorui (nanee — MKT), B ToM uucne obecniedyuTbh KOHTPOIb
PpaboTOCIIOCOOHOCTH HEOOXOIUMOT'0 000PYI0BaHMS,

00eCIeYnTh ayIN0- U BUICO3AMMKICH TIPOBEICHUS HTOTOBOTO COOECEIOBAHNSA,

4. B neHb npoBeASHUSI UTOTOBOT'0 COOECEOBAaHUSI OTBETCTBEHHBIN OPraHU3aTOp
o0pa30oBaTeIbHON OpraHM3allid COBMECTHO C TEXHHUYECKUM  CHCIHATHCTOM
o0ecrneunBaer:

nepenayy MaTepHalloB MTOrOBOI0 COOECeNOBaHUs COOECEIHUKY U IKCIEPTY
He mo3aHee 4eM 3a 30 MUHYT J0 Havaja MpPOBEICHUS HUTOTOBOTO COOECEIOBaHMS
B YCIIOBUSAX, HCKJIIOYAIONIMX  JIOCTYNl K  MarepuajgaM TOCTOPOHHUX  JIWIL
Y TIO3BOJIIIOIIMX 00ECTIEUUTh UX COXPAaHHOCTh U MH(OPMAIMOHHYIO 0€30MMaCHOCTb;

nemoHcTpanuto 3amanuii  KMM  wtoroBoro coOeceoBaHust BO  BpeMs
IIPOBEJICHUS UTOTOBOI'0 coOeceoBaHMs (TEKCTOB JJisi YTEHHS, KapTOUeK C TeMaMu
Oecenbl Ha BBIOOp W TUTAHaMH Oecelbl) JOCTYIMHBIM IS y4aCTHHUKA HTOTOBOTO
co0eceoBaHUsI CIOCOOOM B YCJIOBUSIX, HCKIIOYAIOMIMX JOCTYI K MaTepuaiam
NMOCTOPOHHHMX  JIMI] W MO3BOJIAIOIIMX  OOECIIEUNTh WX  COXPAaHHOCTh U
UH(GOPMAITMOHHYIO 0€30MTaCHOCTH;

KAUeCTBEHHYIO HENPEPBIBHYIO BUIEO- M  ayJUOTPAHCISAILMIO HTOrOBOTO
cobeceoBaHUs Y4aCTHHUKA UTOTOBOT'O COOECEI0BaHMS U COOECEHUKA,;

ayJIMo- U BUJI€03aMKCh MPOBEIECHUS UTOTOBOTO COOECEIOBAHUS;

OIEpaTUBHOE YCTPAHCHHWE HEIITATHBIX CHUTYyaIlui NpPH MPOBEIECHUU HWTOTOBOTO
co0eceoBaHUsl B CIy4ae OTKIIOUCHUS DJICKTPOIHEPTHH, TOTEPU CBS3H, Mepeboes,
HecTaOmIbHOM paboThl cetu «HTEepHET» U TIp.

5.3a 15 MuHyYT 10 Hayana MPOBEJICHUS] UTOTOBOTO COOECENOBAHUS C KaXKJIbIM
YYaCTHUKOM HTOT'OBOTO COOECeOBaHUsI COOECENHUK (COBMECTHO C TEXHUYECKUM
CIEIUATICTOM) TTOCPEICTBOM BHUICOCBSI3H:

poBepsieT  pabOTOCIIOCOOHOCTH  OOOPYIOBAaHWS  Y4aCTHHUKAa  HTOT'OBOTO
co0ece0BaHMs, BKJIKYAET 3aMiCh CeaHca BUAEOCBA3M,

yOeKIaeTcss B OTCYTCTBHM TIOCTOPOHHUX JIMIlT B ayJUTOPHH IPOBEACHUS
MOCPEJICTBOM TOAKIIOYEHUSI BUJIEOKAMEPHhl YYaCTHUKOM HTOTOBOTO COOEceloBaHus,
oOecrnieunBarolieit 0030p ayaAuTOPUH MPOBEICHUS;

MIPOBEPSET MOCPEICTBOM MOAKITIOUEHUS BUIEOKaMephl pad0uMii CTOJ YJ4aCTHUKA
UTOrOBOr0 coOece/loBaHMs Ha OTCYTCTBHE MOCTOPOHHHUX MPEIMETOB, B TOM YHCIIE
CpencTB CBsi3M, (GOTO-, AyAMO- U BHIEOANNAPATYPhl, CIPABOYHBIX MATEPUAIIOB,
MUCHhMEHHBIX 3aMETOK M MHBIX CPEJICTB XpaHEHUs U Tiepeaun nHGOpMaInu;

MPOBOJIUT HUACHTU(PHUKAIMIO JTUYHOCTH YYACTHHKA HTOTOBOTO COOECEIOBaHUS
yepe3 TMPEeAbsSBICHUE YYaCTHHKOM WMTOTOBOrO CcOOECeMOoBaHUsA I 00O3pECHHUS
JIOKYMEHTA, YAOCTOBEPSIOLIEr0 JUYHOCTh, MO3BOJISIIOIIETO YEeTKO 3a(UKCHUpPOBATH
dbotorpaduro odyuaromnierocs, ero GpaMuiIni, UMs, OTYECTBO (MPU HATHYHH);

MPOBOJUT MHCTPYKTAXK yYaCTHHKA HTOTOBOTO COOECENOBAHMS IO MPOLEIYpe
NIPOBEJICHUS UTOTOBOT'0 COOECEIOBAHMSI B TUCTAHIIMOHHOH (opMe.

B aymuropum, rme opranm3oBaHa paboTa coOeceqHuKa, PEKOMEHIYeTCs
MOCTOSIHHOE MPUCYTCTBHE TEXHUYECKOro crienuanucTta. B ciaydae, ecnu codeceaHuk
MOJIKJTIOYAETCSl  yadeHHo (He w3 00pa3oBaTeNbHON OpraHM3aIui), HEO0OXOIUMO
00€eCIeYuTh OMEPATUBHYIO CBSI3b C TEXHUUYECKUM CIEITUATHCTOM.
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6. Ilpu mpoBeeHUH UTOTOBOTO COOECETIOBAHMS:

TeXHHUYECKHI CNeNuaaucT OCYIIECTBIIAET aylAuo- U BUICO3AMKUCHh MPOIEIYpPhI
IIPOBEJICHUS UTOTOBOI'0 COOECEeI0BaHMUS,

co0eceJTHUK OCYUIECTBJISIET KOHTPOJIb 3a COOJIFOIEHHMEM BPEMEHHOI'O
periamMeHTa  MpPOBEAEHUS  MTOrOBOTO  COOECEelOBaHUS, OpraHuU3yeT  CBOIO
JEeSATENbHOCTh B COOTBETCTBUU € MHCTpYKIHMeEH (nmpuioxeHue Ne 5) ¢ yuerom popmsl
npoBefeHus cobeceqoBaHus. [lpu  mpoBeneHMHM UTOrOBOrO  coOeceI0BaHUs
C IPUMEHEHHEM JUCTAHIIMOHHBIX OOpa30BaTENIbHBIX TEXHOJOTUN 3amnpeliaeTcs
otnpaBiaTh ydacTHUKY pdf-daitn ¢ tekctom KWM wutoroBoro cobecemoBaHus,
3alaHug ~ JEMOHCTPUPYIOTCS  YYaCTHUKY JUISI  O3HAKOMJIGHHMSI B  TEU€HHUE
PEKOMEHIOBAaHHOT'O BPEMEHH;

HKCNEPT  OLICHWBAE€T OTBETHl  y4YaCTHHUKAa HUTOrOBOIO  CcOOECEqOBaHMS
HEMOCPEJCTBEHHO BO BPEMs MPOBEJICHUS UTOTOBOTO COOECENOBAaHUSI C YYACTHUKOM
WIA TIOCJI€ TPOBEACHUS COOEceOBaHUs, NPOCIYIIMBas ayauo/BUACO3aINCH,
OpraHHU3yeT CBOIO JIEATEIBHOCTh B COOTBETCTBHH C MHCTPYKIeH (npuioxenne No 6)
¢ yueToM (popMbI TpOBEAECHUS COOECETOBAHMUS.

B nporpammMHOM oOecredeHHH, TMO3BOJISIONIEM OCYIIECTBISTH MAacCOBBIC
3BOHKH, JIONYCTUMO BKJIIOUATh JKCHEPTa B 3BOHOK ISl OCYIIECTBIICHUS OLICHUBAHUS
BO BpeMsl OTBETa y4acTHHKA. Beb-kamepa u MUKpPO(OH dKCIIEpTa MPU STOM I0JKHBI
OBITh OTKJIIOYEHBI.

7. 1o 3aBepiieHNH MPOBEECHUS UTOTOBOT'O COOECETOBAHNS:

coOeceTHUK U DOKCHEepT IMepelalnT MaTepuanbl NPOBEACHUS W IMPOBEPKH
UTOTOBOTO coO€ceOBaHUsS OTBETCTBEHHOMY OpraHU3aTopy o0Opa3oBaTelbHOU
OpraHu3alru ¢ coONI0eHreM Mep HHGOPMAIIMOHHON 0€30MacHOCTH;

TEXHUYECKUH CIELUATNCT COXPaHsIEeT ayuO03aliCcH U BUIEC03aMKUCH MPOLETYPHI
NPOBEACHUS HMTOTOBOTO COOECEeNOBAaHUS HAa CHEMHBIA DIIEKTPOHHBIH HOCUTENb U
mepesaeT Ha  XpaHEHHWE OTBETCTBEHHOMY OpraHu3aTtopy  oOpa3oBaTelnbHON
OpTaHU3AIIHH.

8. Pe3ynpTaThl y4aCTHHKOB MTOTOBOTO COOECEIOBAHMS BHOCSTCS TEXHUYECKHM
CHELMATUCTOM  00pa3oBaTeNbHOM  opraHu3auuu B cnenuanusupoanHoe  [10.
OTBeTCTBEHHBIN oOpraHm3aTop 00pa30oBaTeNbHOW OpTraHM3alMu  OOECTIeUunBaET
nepenady crenralIn3upoBaHHOrO (ailyia ¢ pe3ysibTaTaMu UTOIOBOTO cOOECe10BaHuUs
YYaCTHUKOB HTOTOBOIO COOECEOBaHUS B OpraHbl MECTHOTO CaMOYIpaBJICHHUS,
OCYILIECTBISIONINE YIIpaBiieHHe B chepe oOpazoBaHus, B cOOTBETCTBHHU ¢ [lopsakom.



