[Tpunoxxenue 1
k [lopsiniky mpoBeieHUs U MPOBEPKU
ATOTOBOTrO cobecenoBanusa B PocToBckoii o0tactn

IHopsinok npoBeAeHUsI MTOTOBOI0 cO0eCeI0BAHUSA B IMCTAHIIMOHHOM hopme

1. UtoroBoe coOecenoBaHue B  JUCTAHIIMOHHOW  (QopMe  MPOBOIUTCS
c ucnionb3zoBanueM [10, B Tom uucne 1O nns mUCTaHIIMOHHBIX OOpa30BATEIHHBIX
TEXHOJIOTMH,  00ECIEeYMBAIOIIETO  BO3MOXKHOCTh  OpPraHU3allMUd  BUJIEOCBSI3U
C IpUMEHEeHHEeM BeO-kamMepbl U MHKpodOHA, (PYHKIIMK JEMOHCTpAllMM JKpaHa
(w11 BpeMEHHOM  JEeMOHCTpAlluM JIOKyMEHTa ©0€3 BO3MOXHOCTH COXpPaHCHUS
€ro y4aCTHUKOM HTOTOBOT'O cOOECe/I0BaHMsl ), ayIM0- U BUJICO3AITUCH CeaHca CBS3H.

2. PykoBoauTens 00pa3oBaTeNIbHOM OpraHu3alid HE TM03]IHEE YeM 3a JIBE
HEeJIeJN 10 MPOBEACHUS UTOTOBOTO COOECENOBaHUSI OpraHW3yeT UH(POPMHUPOBAHUE
oOydJaromuxcs M MX poauTered (3aKOHHBIX TMPEACTaBUTEIEH) O TMpoleaype Hu
BPEMEHM Hadajla TPOBEJCHUS UTOrOBOTO cOOeceloBaHMs C MNPUMEHEHUEM
JTMCTAHIIMOHHBIX 00pa30BaTEILHBIX TEXHOJIOTHUMA.

3. Ins opraHuzanuy NpOBEICHUS UTOTOBOTO COOECEOBAHMS C MPUMEHEHHEM
JMCTAHIIMOHHBIX 00pa30BaTEIBHBIX TEXHOJIOTHI HEOOXOAUMO:

OTBETCTBEHHOMY OPraHM3aTOpPy 00pa3oBaTe/IbHOM OPraHu3aluM He T03/1Hee
YeM 3a TPHU JIHS J10 AaThl POBEJICHHS] UTOTOBOTO cOOECe/I0BaHMUS .

COCTaBUTh TpaduK TOJKIIOUYEHHUS] TIOCPEICTBOM BHUJCOCBSI3M YYaCTHUKOB
UTOTOBOTO coOeceoBaHMs K COOECETHUKY B JIEHb TIPOBEJECHUS HTOTOBOTO
cobecenoBanusi. I'paduk TONKIIOUEHUS JOJKEH YYUTHIBATh BpPEMs, OTBOJMMOE
Ha IPOBEJICHWE HHCTPYKTaka JJIA Y4YaCTHHKAa HMTOrOBOro  coOeceqoBaHus,
BBIMIOJTHEHNE TEXHUYECKUX MPOLEAYP U MPOAOKUTEIBHOCT MPOBEJACHHS UTOTOBOTO
co0eceToBaHUs C yYaCTHUKOM UTOTOBOTO cOOECce10BaHus,

OCYIIECTBUTh MH(QOPMUPOBAHUE OOYUYAIOIMUXCS U MX POAUTENeH (3aKOHHBIX
npencraBuTesneit) o rpaduke MoAKIIOYCHHS,

ONpENEeNUTh BapUaHT  OICHUBAHMS  OTBETOB  YYaCTHUKOB  HTOTOBOTO
co0eceToBaHUs: HEMOCPEICTBEHHO BO BpPEMsI MPOBENECHUS WM TIOCIE TPOBEICHUS
HATOTOBOr0 cOOeCeI0BaHM,

IPOBECTH WHCTPYKTaX JUIsI COOECEeTHMKOB, HAa3HAUYECHHBIX [IJIS1 TPOBEICHUS
UTOTOBOTO coOeceI0BaHus B TUCTAHIIMOHHOU (popMe, U IKCIIEPTOB,

OTBETCTBEHHOMY OpraHM3aTopy o0pa3oBaTeJIbHOM OpraHu3anumn
COBMECTHO C TEXHHYECKHUM CHEeIHATUCTOM:

o0ecreunTh TEXHUYECKYI0 TOTOBHOCTh 0OopymoBanus, 110 u kaHanoB CBs3W,
MIPOU3BECTU TECTOBBIM BUJICO3BOHOK M BHIEO3AMKUCh 3BOHKA HE MO3HEE YEM 3a J€Hb
710 IaThl TIPOBEICHMSI UTOTOBOTO coOecemoBaHus. [Ipu OCYIIECTBICHHH TECTOBOTO
BHJICO3BOHKA JJIsl IPOBEPKU 3BYKA M BUIEO PEKOMEHAYETCS MPUBJIEKATh YYACTHUKOB
UTOTOBOTO COOECEOBaHUS W/WIW pOAWTENEH (3aKOHHBIX TMPEACTaBUTENCH ),
MPOJIEMOHCTPUPOBAB CTAHAAPTHBIA TEKCTOBBIA JOKYMEHT (J11000H) C UEJbIo
MIPOBEPKH KAYECTBA OTOOpakKeHUs JTOKYMEHTa Ha SKpaHE Yy4YaCTHHKAa HUTOTOBOIO
cobecenoBaHu,;

OpraHu30BaTh COBMECTHO C YYAaCTHUKOM  HMTOrOBOTO  coOeceqoBaHUs
W/UnY poauTesieM (3aKOHHBIM TMPEACTABUTENIEM) MECTO MPOBEACHUS HUTOTOBOIO



cobecenoBaHus c PUMEHEHUEM WH(OPMAITMOHHO-KOMMYHHUKAITHOHHBIX
TUCTaHIMOHHBIX TexHosoruil (manee — MKT), B ToM yucne oOecnednTh KOHTPOJIb
paboTOCIOCOOHOCTH HEOOXOAUMOTr0 00OPYAOBAHMS,

o0ecrneunTh ayIM0- U BUI€03aIUCh MPOBEICHUS UTOTOBOT'O cOOECeI0BaHMS,

4. B neHb MPOBEJEHUSI UTOTOBOTO COOECeI0BaHMSI OTBETCTBEHHBI OpraHU3aTOP
o0pa3oBaTeIbHON  OpraHu3alid COBMECTHO C TEXHUYECKHUM  CIEIUATHUCTOM
o0ecreynBaer:

nepegady MaTepHaJioB HTOTOBOTO COOECENOBaHUS COOECENHHUKY U DKCIEPTY
He nmo3aHee yeM 3a 30 MUHYT 10 Havajia MPOBEJICHHUS UTOTOBOTO cOOEceqOBaHUs
B YCJIOBUSIX, HMCKJIOYAIONIMX JIOCTYIl K MaTepuajgaM TOCTOPOHHUX  JIUII
Y TIO3BOJISIIOIIUX 00ECIEUUTh UX COXPAHHOCTh M HH(OOPMAIIMOHHYIO 0€30MaCHOCTS;

neMoHctpanuio  3amanuit  KMM  utoroBoro coOecenoBaHusi BO  BpeMs
MIPOBEICHUSI UTOTOBOTO coOeceoBaHUs (TEKCTOB JJIsl YTCHUS, KapTOYEK C TeMaMu
Oecenpl Ha BHIOOpP W TUIaHaMU Oecelbl) JOCTYIMHBIM I Y4aCTHHKA HWTOTOBOIO
cobeceoBaHUsI CIMOCOOOM B YCJIIOBUSIX, MCKJIIOUAIONIMX JIOCTYN K MarepuaiaMm
MOCTOPOHHUX  JIMI[ W MO3BOJISIOIIUX  OOECMEeYnTh  HMX  COXPAaHHOCTh W
UH()OPMAIIMOHHYIO 6€30TaCHOCTB;

KayeCTBEHHYIO HENPEPBHIBHYIO BHUACO- U ayAHOTPAHCISIIIUIO HUTOTOBOIO
cobece0BaHUs YIaCTHUKA UTOTOBOTO COOECEIOBAaHUS M COOECETHUKA;

ayJIMo- U BUJIEO3AMKCh MPOBEIEHUS UTOTOBOTO cOOECeI0BaHNS;

ONEpAaTUBHOE YCTPAHEHHE HEIITATHBIX CUTyallud MpPHU MPOBEIECHUU HUTOTOBOTO
coOeceroBaHUsl B CIy4yae OTKIIOUEHHUS AJIEKTPOIHEPTUHU, TOTEPH CB3U, Nepeboes,
HecTabuiIbHOM paboThl cetn «HTEpHET» U TIP.

5.3a 15 MuUHYT 10 HaYana MPOBEJCHUSI UTOTOBOTO COOECEIOBAHUS C KaXKIbIM
YYaCTHUKOM MTOTOBOTO coOeceoBaHusl COOECeTHUK (COBMECTHO C TEXHUYECKUM
CIEIUATMCTOM ) TIOCPEJCTBOM BUICOCBSI3H:

IpoBepsieT  pabOTOCIOCOOHOCT,  OOOPY/OBaHUS  YYaCTHHKA  HMTOTOBOTO
co0OeceI0BaHUs, BKJIOYAET 3aNMCh CEaHCa BU/I€OCBSI3H;

yOexXaaeTcss B OTCYTCTBHUM IIOCTOPOHHUX JIUI[ B ayJUTOPUU TPOBEICHUS
MOCPEJICTBOM TOAKITIOYEHHUSI BUJIEOKaMEpPhl YYaCTHUKOM HTOT'OBOTO coOecel0BaHus,
obecrieunBarome 0030p ayAUTOPUN ITPOBEICHHUS;

IIPOBEPSIET MOCPEICTBOM MOAKITIOYSHHS BUIEOKaMephl pad0Uunii CTOJI y9aCTHUKA
UTOTOBOTO COOECeJOBaHUS HA OTCYTCTBUE MOCTOPOHHUX MPEAMETOB, B TOM YHCIE
CpeIncTB CBsi3H, (POTO-, ayAMO- U BHUIEOANNAPATYpPhl, CIPABOYHBIX MATEPHANIOB,
MMMCBMEHHBIX 3aMETOK ¥ MHBIX CPEJICTB XpaHEHUS U Tlepeaaun nHpopMaIuy;

IPOBOAUT WACHTHU(PUKAIMIO JTMYHOCTH yYaCTHUKA HTOTOBOTO coOeceloBaHUs
yepe3 TMPEAbSBICHHE YYaCTHUKOM HWTOTOBOTO COOeCceqoBaHUsl JJisi 0003pECHHUS
JOKYMEHTA, YIOCTOBEPSIONIETO JHUYHOCTH, TO3BOJIIONIETO YETKO 3a(UKCHUPOBATH
dotorpaduro odydaromierocs, ero Gpamunio, UMsi, OTIECTBO (TIPU HATTUYHH );

MPOBOJUT MHCTPYKTAXX yYaCTHUKA HMTOTOBOTO COOECEOBAHHS IO MPOLEType
MPOBEJEHUS UTOTOBOTO cOOECEI0OBaHUs B AUCTAHIIMOHHOU (hopMe.

B aymutopum, rtme opranumzoBaHa paboTa coOeceqHWKa, PEKOMEHIYeTCs
MOCTOSIHHOE TIPUCYTCTBHE TEXHUYECKOTO CIienuanucTta. B ciydae, ecnmu cobeceTHUK
MOAKIIOYaeTcsl yhajieHHO (He u3 o0pa3oBaTeIbHOM OpraHu3aluu), HEOOXOIUMO
00ecre4nTh ONEPATUBHYIO CBSI3b C TEXHUUYECKUM CIEIUATUCTOM.
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6. IIpu mpoBeaCHUHN UTOTOBOTO COOECETOBAHMS:

TeXHUYECKHIl CMEeHATUCT OCYIIECTBISCT ayJUO- U BUICO3AMUCH MPOIEAYPHI
MIPOBEJICHUS UTOTOBOTO COOECEIOBAHNS,

co0eceITHMK OCYIIECTBISIET KOHTPOJIb 3a COOJIIOIGHMEM  BPEMEHHOI'O
periaMeHTa  IMPOBEACHHMS  WTOTOBOTO  COOECENOBaHWs, OPraHu3yeT  CBOIO
JESATEIHPHOCTh B COOTBETCTBUU ¢ MHCTpYKIUEH (nmpmiokeHue Ne 5) ¢ yaerom popmsr
nmpoBeneHus coOecenoBanus. llpy TpPOBEACHWMM HMTOTOBOTO  CcOOECEIOBAHMS
C IPUMCHCHHEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH 3ampeniaeTrcsi
otnpapiaTh ydacTHuky pdf-gaitn ¢ tekctom KHWM wutoroBoro cobecenoBanus,
3aJlaHds  JEMOHCTPUPYIOTCS ~ yYaCTHUKY JUIS  O3HAKOMJICHHS B  TCUCHUE
PEKOMEHIOBAaHHOTO BPEMCHH;

DKCNHEPT  OIICHWBAET OTBEThl  yYaCTHHKA HWTOTOBOTO  COOCCEIOBAHMS
HETIOCPEJICTBEHHO BO BPEMsI MPOBEJCHUS UTOTOBOTO COOECEIOBAHUS C YYaCTHHUKOM
WIH TIOCIIE TPOBEJACHUS COoOeceOBaHUs, MPOCIYIIMBAs ayJauo/BUICO3AIHUCH,
OpPraHU3yeT CBOIO JACSATEIbHOCTh B COOTBETCTBUH C MHCTPYKIUEH (mpuioxerue Ne 6)
C y4eToM (GOpMBI IPOBECHUS COOCCETOBAHMSI.

B nmporpammMHOM oOOecleYeHUH, TIO3BOJISIFOIIEM OCYIICCTBISATH MacCOBBIC
3BOHKH, JIOMYCTUMO BKJIIOYATh AKCIIEPTa B 3BOHOK JJII OCYIIECTBICHUS OLICHUBAHUS
BO BpPEMs OTBETa y4aCTHUKA. BeO-kaMepa U MUKPO(OH 3KCIIepTa IPH STOM JAOJIKHBI
OBITH OTKJIIOYEHBI.

7. I1o 3aBepIiieHUH MPOBEJEHUSI UTOTOBOTO cOOECeI0BAHUS:

co0eceTHUK U OHKCIEPT TMepefaloT MaTepuanbl MPOBEACHUS U TMPOBEPKHU
UTOTOBOTO coOeceoBaHUsI OTBETCTBEHHOMY OpraHu3aTopy oOpa3oBaTelbHOMN
OpraHu3aIy ¢ COONIoIeHHeM Mep HHPOPMAIIMOHHON O€301TaCHOCTH;

TEXHUUYECKHUH CIEeIHAIMCT COXPaHsIET ayIM03aluCu U BUACO3AIUCH MPOLEAYPHI
IPOBEJICHUST WUTOTOBOTO COOECEOBaHUS HA CHEMHBIH AIIEKTPOHHBIM HOCHUTEIh U
nepenaer Ha XpaHEHHE OTBETCTBEHHOMY OpraHu3aTopy  o0pa3oBaTelbHOU
OpraHu3aluu.

8. Pe3ynbTaThl y4acCTHHKOB UTOTOBOTO COOECEIOBAaHUS BHOCITCS TEXHUYECKUM
CHEIUANINCTOM 00pa3oBaTeNbHONM  OpraHu3anuu B crenuanuzupoBanHoe  [10.
OTBETCTBEHHBIN OpraHu3aTop O0Opa30BATENbHONW OpraHu3anuu obOecreunBaeT
nepenavyy CrenuaaIu3upoBaHHOTO ¢aiiia ¢ pe3yiabTaTaMu UTOrOBOTO coOeceI0BaHUs
YYaCTHUKOB HWTOTOBOTO COOECeOBaHUS B OpraHbl MECTHOTO CaMOYIPAaBIICHHUS,
OCYIIECTBIISIIOIIME yrpaBiieHne B chepe oOpazoBanusi, B cooTBeTcTBHH ¢ [Topsakom.



