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

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

1. UToroBoe coOeceoBaHMe B  JUCTAaHIHUOHHOM  QopMe  IPOBOIUTCS
c ucnosp3oBanreMm [10, B Tom uyucie 1O st AMCTaHIIMOHHBIX OOpa30BaTEIbHBIX
TEXHOJIOTUM,  O0OECIEeYUBAIOIIETO  BO3MOXKHOCTh  OpPraHHM3alldd  BUICOCBSI3U
C MPUMEHEHHEM BeO-KaMepbl M MHUKpOPOHa, (PYHKIUU JAEMOHCTpPALMU SKpaHa
(W11 BpEMEHHOM ~ JIEMOHCTpaluud  JOKyMeHTa 0e3 BO3MOXXHOCTU COXpaHEHUs
€ro Y4aCTHUKOM MTOTOBOT'O COOECEI0BaHMs), ayAN0- U BUJCO3AMMCH CEaHCa CBA3H.

2. PyxoBonuTens 00pa3oBaTebHOM OpraHU3aIlii He TI03/IHEE YeM 3a JIBE HeIeu
0 TPOBENECHHS HUTOTOBOrO coOeceoBaHUS OpraHu3yer UHGOPMHUPOBAHUE
OOy4JaronMXxcs U X poauTeNen (3aKOHHBIX MPEICTABUTENIEH) O MPOIIEAYPE U BPEMEHHU
Hayaja MPOBEAEHUS UTOTOBOTO cOOECENOBaHHSA C NMPUMEHEHHEM JIHCTAaHLIMOHHBIX
00pa3zoBaTEIbHBIX TEXHOJIOTHM.

3. lna opraHuzaniy MpOBEAEHUS UTOTOBOTO coOeceoBaHUS C MPUMEHEHHEM
JUCTAaHIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJIOTUA HEOOXOANUMO:

OTBETCTBEHHOMY OPraHM3aTOpPy 00pa30BaTeIbHON OPraHM3alUH HE MO3/1HEE
4yeM 3a TPH JIHA J0 AaThl IPOBEACHUS UTOTOBOTO COOECEIOBAHMS

COCTaBUTh TpauK MOAKIIOUYEHUS MOCPEACTBOM BHUJCOCBSI3U YYaCTHHUKOB
UTOTOBOIO co0ecelloBaHUsl K COOECeHUKY B JI€Hb MPOBEIACHHUS HTOTOBOTO
cobecenoBanus. I'paduk MoAKIIOUEHUS MNOKEH YYHUTHIBATh BpPEMs, OTBOAMMOE
Ha MPOBEJCHUE HWHCTpyKTa)ka JJs y4YyaCTHHMKAa HUTOrOBOrO  coOeceloBaHMUs,
BBINIOJIHEHUE TEXHUYECKUX MPOLIEYP U MPOJOJIKUTENBHOCTD MPOBEAECHUS UTOIOBOIO
co0eceI0BaHusl C YYaCTHUKOM UTOTOBOIO cOOECceI0BaHus,

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

ONMpENENUTh BAapUAHT  OLEHUBAHMS  OTBETOB  YYACTHHUKOB  HUTOTOBOIO
co0eceIoOBaHUs: HEMOCPEICTBEHHO BO BPEMsI MPOBEACHUSI WM TOC]E MPOBEICHUS
ATOrOBOIr'0 coOece 0BaHus,

IPOBECTU HHCTPYKTAX [UIsi COOECEIHHKOB, HA3HAYEHHBIX ISl IPOBEJICHUS
UTOTOBOI0 co0ece0BaHUs B JUCTAHIIMOHHON (hopMe, U KCIIEPTOB,;

OTBETCTBEHHOMY OPraHM3aTOpPY 00pa30BaTeJIbHONH OPraHU3alMi COBMECTHO
¢ TEXHUYECKUM CHeLHATUCTOM:

o0ecneunTh TEXHUUYECKYI0 TOTOBHOCTH oOopynoBanus, 110 u xaHaioB cBs3w,
IIPOU3BECTU TECTOBBIN BUIECO3BOHOK M BHAEO3AIMCh 3BOHKA HE MTO3JHEE YEM 32 JICHb
710 1aThl MPOBEACHUS UTOrOBOro cobecenoBaHus. [Ipu ocylliecTBIEHUH TECTOBOTO
BUJICO3BOHKA JIsl MPOBEPKU 3BYKa U BUIEO PEKOMEHAYETCS MPUBJIEKATh YYACTHUKOB
UTOTOBOTO coOece/loBaHMS W/WIM  pOAUTENIed (3aKOHHBIX MpeacTaBUTENEH ),
MPOJIEMOHCTPUPOBAB CTAHAAPTHBIN TEKCTOBBIN TOKYMEHT (J1H000i1) C LIEIbI0 MPOBEPKU
KauecTBa 0TOOpakKeHMs JOKYMEHTA Ha SKpaHEe y4aCTHUKA UTOTOBOTO cOOECeI0OBaHUS;

OpraHu30BaTh COBMECTHO C YYaCTHUKOM HMTOTOBOrO  cOOecelOBaHMS
u/uny poauteneM (3aKOHHBIM TPEICTABUTEIEM) MECTO IMPOBEIEHUS HTOTOBOTO
cobecel0BaHuUs C IPUMEHEHUEM nH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIX
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IUCTAaHIIMOHHBIX TexHosoruil (manee — MKT), B Tom uucne obecrneduts KOHTPOIb
paboTOCIOCOOHOCTH HEOOXOAUMOT0 000PYIOBAHHUS,

o0ecneunTh ayIMo- U BUACO3aMNUCh MMPOBEICHUS HTOTOBOTO COOECe10BaHus,

4. B neHb mpoBeACHHUS UTOTOBOTO cOOECceI0OBaHUS OTBETCTBEHHBIN OpraHU3aTOP
0o0pa30BaTeNbHOM OpraHM3allMd COBMECTHO C TEXHMYECKUM  CIICHHUAIUCTOM
00eCreunBaeT:

nepesayy MaTepHualioB HTOTOBOTO coOeceOoBaHHUS COOECETHUKY U IKCIEPTY
He no3aHee yeM 3a 30 MUHYT 10 Hauyana MpOBEIEHHUs UTOTOBOTO coOecel0BaHUs
B YCJIOBHUSX, HCKIIOYAIOIIMX JOCTYD K MarepuajgaM IOCTOPOHHHX  JIMII
¥ TI03BOJIAIONINX O0ECTIEYUTh X COXPAHHOCTh M MH()OPMAIIMOHHYIO O€3011aCHOCTb;

nemoHcTpanuio 3aganuii K UM utoroBoro cobeceqoBanus BO BpeMsi IPOBEIACHUS
UTOTOBOrO coOeceoBaHusl (TEKCTOB [UIsl YTEHUs, KapTOYeK C TeMaMu Oecelbl
Ha BBIOOp M I1aHaMU Oecesibl) TOCTYIHBIM JJIsl yYaCTHUKA UTOTOBOTO coOece0BaHNUs
CI0cOO0M B YCIOBHSIX, MCKIIOYAIONIMX JOCTYN K MaTepuanaM MOCTOPOHHUX JIUI]
Y TIO3BOJISIIOLIUX 00ECIIEYUTh UX COXPAHHOCTh U HH(POPMALIMOHHYIO O€3011aCHOCT;

KaueCTBEHHYIO HEMPEPHIBHYIO BHJICO- U  ayJUOTPAHCISIIIMIO HMTOTOBOTO
co0eceI0OBaHUsl yYaCTHUKA UTOTOBOrO cOOECeJ0OBaHUs U COOECETHUKA,

ayJIuo- ¥ BUICO3aIMCh TIPOBEJCHIS HTOTOBOTO COOECEeI0OBAHUS;

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

5.3a 15 MuHYT 10 Haydaja MPOBEIEHUS UTOTOBOTO COOECENOBAHMS C KaXKIbIM
Y4aCTHUKOM HTOrOBOro coOecefoBaHUsA COOECETHUK (COBMECTHO C TEXHUYECKUM
CHELMATUCTOM) TIOCPEICTBOM BUIECOCBS3H:

MpoBEpsSeT  pabOTOCIIOCOOHOCTh,  O0OPYIOBaHUS  yYaCTHHUKA  HUTOTOBOTO
cobece1oBaHus, BKJAKYAET 3alMCh CeaAHCAa BUIEOCBA3H;

yOexmaercs B OTCYTCTBUM TOCTOPOHHHUX JIUI] B ayIUTOPHUH MPOBEICHUS
MOCPEACTBOM TOAKIIOUEHHUST BHICOKAMEPHI yUaCTHUKOM HTOTOBOTO cOOeCce0BaHMS,
oOecreynBaroie 0030p ayAUTOPUU IPOBEICHHUS;

MIPOBEPSIET MOCPEICTBOM MOAKIIOUCHUS BUICOKAaMEPHI pabounii CTON yYaCTHHKA
UTOTOBOTO CcOOECeOBaHMS HA OTCYTCTBHE MOCTOPOHHHUX IMPEIMETOB, B TOM YHCIIC
CpeICTB CBsi3M, (OTO-, ayauo- | BHIEOAMMAPATYphl, CIPABOYHBIX MAaTEpUAJIOB,
MUCHhMEHHBIX 3aMETOK U MHBIX CPEJICTB XPAHCHUS U TIepenadn nH(popMaInu;

OPOBOANUT UACHTHU(PHUKAIUIO JUYHOCTH YYaCTHHKA HUTOTOBOTO coOeceloBaHUs
yepe3 TNpeabsBICHHE YYaCTHUKOM MTOTOBOTO coOeceloBaHUs JJisi 0003peHHUS
JIOKYMEHTa, YAOCTOBEPSAIOIIEr0 JHMYHOCTh, MO3BOJSIOUIETO YETKO 3a(UKCHPOBATH
doTorpaduto odyuaromerocs, ero GamMuInio, UMsi, OTYECTBO (MPU HATUYUHN);

IPOBOAUT MHCTPYKTaX Y4aCTHHKA HTOTOBOIO COOECEAOBaHUS IO MPOLEAYpe
IPOBEJCHUS UTOTOBOT0 cOOECceI0BaHMs B IUCTAaHIIMOHHOM (popme.

B ayautopuu, rae opraHu3zoBaHa paboTa coOeceqHUKA, PEKOMEHIYETCs
MIOCTOSIHHOE MPUCYTCTBUE TEXHUUYECKOTO CHeluaincTa. B ciyuae, ecinu cobeceTHUK
HOJKJIIOYaeTCsl yJaleHHO (He W3 o0pa3oBaTeNbHOM OpraHu3aluu), HEoOXOIUMO
00ecTeYnTh ONEPATUBHYIO CBSI3b C TEXHUYECKUM CIEIIUATHCTOM.

6. IIpu nmpoBeaeHUN UTOTOBOTO cOOECEeI0BaHMS:

TeXHUYECKMil CrenuaJucT OCYIIECTBISIET ayIMo- U BUJEO03AMUCh MPOIETyphI



MPOBEICHUSI UTOTOBOT'O coOece10BaHms,

co0eceTHNK OCYIIECTBISICT KOHTPOJIb 32 COOJIIOIEHUEM BPEMEHHOTO periiaMeHTa
NPOBEJCHUSI WTOTOBOTO COOEceNOoBaHMs, OpPraHU3yeT CBOIO JEATEIbHOCTHh B
COOTBETCTBUHM C MHCTpYyKIuel (mpunoxenue No 5) ¢ yuetom (Qopmbl MPOBEACHUS
cobecenoBanus. Ilpu mpoBeaeHHMM UTOTOBOTO coOeceoBaHUs C MPUMEHEHHUEM
JUCTAHIIMOHHBIX ~ O0pa30BATENbHBIX TEXHOJIOTUW  3ampellaercsi  OTIPABIATH
yaactHuky pdf-daitn ¢ Tekcrom KHWM wuroroBoro cobecemoBaHus, 3aJaHUS
JNEMOHCTPUPYIOTCS YYaCTHUKY JJII O3HAKOMJICHUS B TE€YEHHUE PEKOMEHIOBAaHHOTO
BpPEMEHU;

HKCIEPT  OICHMBAET OTBEThl y4YyaCTHHKAa HWTOTOBOTO  COOECeIOBaHMS
HEIMOCPEJICTBEHHO BO BpPEeMs MPOBEJICHUS UTOTOBOTO COOECENOBaHUS C YYACTHUKOM
WIM TOCJe TpOBEACHHUs] coOeceloBaHus, MPOCIYyIIUBas ayAuo/BUICO3AMNCH,
OpraHHU3yeT CBOIO JICATEILHOCTh B COOTBETCTBUH C MHCTPYKIUeH (TpuitoxkeHne Ne 6)
¢ yueToM (OpMBbI IPOBEICHUs COOECeIOBAHNA.

B nmporpammHoM o6ecrieueHIH, TO3BOJISIONIEM OCYIIIECTBIISATH MaCCOBBIE 3BOHKH,
JIOMYCTUMO BKIIFOUATh SKCTIEPTa B 3BOHOK JIJISl OCYIIECTBICHUS OLIEHUBAHUS BO BpEMs
OTBeTa ydacTHUKa. Beb-kamepa M MHKpPO(OH IKCHEpTa MpH 3TOM AOJLKHBI OBITh
OTKJIIOYEHBI.

7. Ilo 3aBepIiieHUH MPOBEIEHUS UTOTOBOTO COOECEIOBAHMS:

COOECeTHUK H DJKCHEepT TMepefaroT MaTepHuaibl MPOBEACHUS U TPOBEPKHU
UTOTOBOrO0  cOOECeOBaHMUsS OTBETCTBEHHOMY OpraHU3aTopy 00pa30BaTesbHOM
OpraHu3aiuu ¢ cooJIroIeHrneM Mep HHMOPMAITMOHHON 0€30MTaCHOCTH;

TEXHUUYECKUN CHELHUAIUCT COXPaHsIEeT ayIM03aliCH U BUACO3aIMMCH MPOLIETYPHbI
IPOBEJCHUSI MTOTOBOTO COOECEOBAaHUS HAa CHEMHBIM 3JIEKTPOHHBIA HOCUTENb U
nepefaeT Ha  XpaHEHHE OTBETCTBEHHOMY OpraHM3aTopy oOpa3oBaTesbHOM
OpraHu3alHH.

8. Pe3ynpTaThl y4acTHHUKOB UTOTOBOTO COOECEOBAHMS BHOCSTCS TEXHUYECKUM
CHEUAINCTOM 00pa3oBaTeIbHOM  OpraHu3alud B cnenuanusupoBaHHoe  [10.
OTBETCTBEHHBI oOpraHu3aTop 00pa3oBaTeNbHON OpraHM3aluu  00eCIeYUBaCT
nepeaayvy Cnelualu3upoBaHHOIO (aiiyia ¢ pe3ysibTaTaMyd UTOrOBOTO coOece0BaHUs
YY4aCTHUKOB HWTOTOBOTO COOECEOBaHWS B OpraHbl MECTHOTO CaMOyTpaBICHHUS,
OCYILIECTRIISIIONINE YIIpaBlieHHe B chepe 00pa3zoBaHusi, B COOTBETCTBUHU C [lopsakom.



