IIpunoxenue Nel
K Ilopaaky npoBeaeHHs B TPOBEPKH
HUTOrOBOTO cobecenoBanust B POCTOBCKOM 001acTH

ITopsitok MpoBeieHHUs UTOrOBOro cofece0BaHUS B TUCTAHIHOHHOM (hopme

1. Uroroeoe  cobecenoBaHhe B  JUCTAHIMOHHOH (opMe IPOBOAMTCA
¢ ucrnonb3oBanueM IIO, B Tom umcie 110 nns nucTaHIMOHHEIX 00pa30BaTEIbHBIX
TEXHOJIOTHM,  00ECHEeYHBaIOIIEr0  BO3MOXKHOCTH  OPraHM3allMd  BHIEOCBS3U
C MpUMEHEHWEM BeO-KaMepsl M MHKpo(dOHa, GYHKIOWH JIEMOHCTpAlMH DKpaHa
(W BpEMEHHOM  JIEeMOHCTpAaIlMM  JIOKyMEHTa ©0e3 BO3MOXHOCTH COXpaHEHHs
€ro Y9aCTHMKOM HUTOIOBOIO COOECeI0BaHMUA), Ay U0~ H BHICO3AIIMCH CEAHCA CBSI3H.

2. PyxoBoauTens 06pa3oBaTenbHOM OpraHU3al[iy He II03/{Hee YeM 3a IBC HeICIH
A0 TPOBEICHHA MTOrOBOrO COOECEJOBAHUSA OpPraHHU3yeT HH(POPMUPOBAHHE
00yJaroIuxcsa ¥ MX poAuTenel (3aKOHHBIX MPECTaBUTEINECH) O IPOIIEAYPE ¥ BPEMEHH
Hayaja IIPOBEIEHHUS HMTOTOBOrO cOOECEelOBaHHA C NPHUMEHEHHEM IHCTaHIMOHHBIX
00pa30BaTEeEHBIX TEXHOJOTHI.

3. lns opraHu3alMy OPOBENEHHS HTOIOBOTO coOeCeOBaHUS C NMPUMEHEHHEM
JUCTaHIIMOHHEIX 00pa30BaTEIbHBIX TEXHOJOTUH HEOOXOMMMO:

OTBETCTBEHHOMY OPraHH3aTOpPy 00pa30BaTe/IbHOM OPraHU3AIUH HE [T03HEE
9eM 3a TPH JHA [0 JaThl IPOBEACHUS HTOTOBOTO COOECEIOBAHN:

COCTaBUTh IpaUK IOJKIIOYEHHs IIOCPEACTBOM BHAEOCBS3H YYACTHHKOB
UTOrOBOro cobecefoBaHUA K CODECEIHHMKY B JI€Hb IIPOBEIEHHS HTOTOBOTO
cobeceoBanyd. ['paduK NOAKIIOUEHMS OIDKEH YYMTHIBATH BPEMs, OTBOIUMOE
Ha NIPOBEACHHE HHCTPYKTa)ka JUIS  y4YacTHHKa HTOTOBOTO  cobOecenoBaHus,
BBITIOJIHEHHE TEXHHYECKHX NPOLEIYP U IPOAOIDKUTENBHOCTh MPOBEACHHS HTOIOBOIO
cobeceioBaHUs C YYaCTHUKOM HTOTOBOTO cobeceqoBanus,

OCYILECTBHTh HMH(GOPMHPOBAHME OOYYAOUIUXCA M HX pOAUTENEH (3aKOHHBIX
IIpeacTaBUTeNeH) 0 rpaduke MOAKIIOUYCHHUS,

ONpEJEIIMTE BapHAHT  OLCHWBAaHHUS  OTBETOB  YYACTHHKOB  HMTOTOBOTO
cobeceloBaHMA: HEMOCPEJACTBEHHO BO BPEMS MPOBEAEHHS WM IIOCIE IIPOBENCHUS
UTOTOBOTO cobeceqoBaHus,

MPOBECTH HMHCTPYKTaX Mni COoOECeTHUKOB, HA3HAYEHHBIX IS IIPOBEACHHUS
HUTOTOBOTO cobecel0BaHKS B IUCTAHIIMOHHON (hopMe, U SKCIIEPTOB;

OTBETCTBEHHOMY OpPraHU3aTopy 00pa3oBaTe/bHONH OPraHN3alii COBMECTHO
C TEXHUYECKHUM CHelHATHCTOM:

o0ecreunTh TEXHHUYECKYI0 T'OTOBHOCTh 000pymoBaHus, 110 ¥ KaHAJIOB CBA3M,
IIPOU3BECTH TECTOBBIM BHIE03BOHOK M BHIEO3AIIMCH 3BOHKA HE IO3/IHEE YEM 3a JCHb
10 JaTel IPOBENEHUA HUTOroBOro cobecemoBanus. IIpu OcCylIeCTBIEHHH TECTOBOTO
BHJICO3BOHKA [T [IPOBEPKH 3BYKA H BHUJIEO PEKOMEHIYETCS IPUBJIEKATh YIACTHHKOB
WUTOrOBOro cobecelloBaHMs W/WIM poaAMTenced (3aKOHHBIX IPEICTaBHUTENECH),
IIPOJIEMOHCTPHPOBAB CTAHAAPTHBIM TEKCTOBBIN TOKYMEHT (11000i#1) C 1IeJTbI0 ITPOBEPKH
Ka4yecTBa OTOOpaKeHUs JOKYMEHTA Ha YKpaHe YJaCTHHKA UTOTOBOro cobeceoBaHus,

OpraHM30BaTh COBMECTHO C YYaCTHHKOM MTOTOBOTO cobeceroBaHUS
W/UMH pOOUTENeM (3aKOHHBIM IIPEICTABUTEIEM) MECTO IIPOBENEHHS HWTOTOBOTO
cobeceroBaHUA c IpHUMEHEHHEM MH(}OPMAIMOHHO-KOMMYHUKAITHOHHBIX
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IMCTAHIIHOHHEIX TexHojoruit (mamee — UKT), B ToM uncie obeclieuuTh KOHTPOJIb
paboTocmocobHOCTH HEOOXOAUMOr0 000PYAOBaHMS,

o6ecreduTh ayauo- ¥ BUAE03aINCh IPOBEICHHA HTOTOBOI0 cobece10BanHus,

4. B 1eHb IpOBEIESHUS UTOTOBOTO COOECEeI0BaHUS OTBETCTBEHHEBIN OPraHH3aTOop
00pa30oBaTeIbHON OpPraHM3allMd COBMECTHO C TEXHHYECKMM  CIEIHATHCTOM
obecrieyuBacT:

nepenady MaTepPHaJloB HTOTOBOTO coOecedoBaHUs COOECENHHKY H OKCIEPTY
He ro3fHee 4eM 3a 30 MUHYT OO Hadvajga IPOBEOCHHUS HUTOrOBOro cobeceloBaHHA
B YCJIOBHSX, HMCKJIIOYAIOIIMX JOCTYD K  MaTepHajaM IIOCTOPOHHMX  JIHI]
1 TO3BOJISIOIIKX 00ECIICUYHTh KX COXPAHHOCTh H HH(OPMAIMOHHY0 0€3011aCHOCTD;

nemoHcTpanuto 3ananuit KM nrorosoro cobeceoBaHusa BO BpeMs IIPOBEAEHHS
uToroporo cobecemoBaHus (TEKCTOB /ISl YTEHHs, KapTOUeK C TeMaMH Oecembl
Ha BEIOOp M IUIaHaMu Oece/Ipl) JOCTYIIHBIM Ul Y9aCTHHKA HTOTOBOTO COOeCe0BaHUs
crioco60M B YCIOBHAX, MCKIIIOYAIOIIMX MOCTYN K MaTepHalaM IIOCTOPOHHHUX JIHII
1 IO3BOJIAIOIINX 00ECIICUHTh HX COXPAaHHOCTh U HH(OPMALMOHHYI0 6€30I1aCHOCTB;

Ka4ECTBEHHYI0 HEMPEPBIBHYIO BHACO- U  ayJAHOTPAHCISALMIO HTOTOBOIO
cobeceI0BaHMs YYaCTHHKA UTOTOBOTO coOeceIoBaHMs U COOECEHUKA;

ayIMo- ¥ BUIC03aIUCh IPOBEIEHHS HTOTOBOIO coOeCeN0BaHNU;

OIIEPATHBHOE YCTPAaHEHHE HEIITATHBIX CHUTYal[MH NPH NPOBEAECHHH HMTOrOBOIO
cobeceoBaHys B CIyyae OTKIFOUEHUS DIIEKTPOIHEPTHH, IIOTEPH CBA3H, Iepedoes,
HecTaOuIbHOU paboThl cetu «MHTEpHET» U TIP.

5.3a 15 MHHYT 00 Hayaja MPOBEICHHSA HTOrOBOIO COOECENOBAHHUS C KaKIBIM
YUAaCTHHKOM HTOTOBOrO CoOeceNoBaHHS CODeCeIHHK (COBMECTHO C TEXHMYECKHM
CIIEIHAIICTOM) IOCPEICTBOM BHICOCBA3H:

mpoBepsieT  paborocnocoOHOCTE  0DOpPYIOBaHHA  YyYaCTHHKA  HTOIOBOIO
cobecem0BaHus, BKJIOYAET 3allUCh CeaHCa BHIECOCBA3H;

yOexaaeTcss B OTCYTCTBHM IIOCTOPOHHHMX JHI[ B ayJWTOPHH IIPOBEICHHUS
IOCPEACTBOM MOAKIIOYEHUS BUIEOKAMEPhl YYaCTHHKOM HTOIOBOrO cobeceqoBaHus,
obecreguBarorieii 0630p ayAUTOPUH IPOBEIEHN;

IPOBEPSET MOCPEICTBOM IIOKIIOUEHH BUAEOKaMEPhl pabOYHi CTOJN yYaCTHHKA
HTOrOBOI0 CO0ECemOBaHMsA Ha OTCYTCTBHE IOCTOPOHHHX IIPEIMETOB, B TOM YHCIIE
CPENCTB CBs3H, (OTO-, aygWo- H BHICOANNapaTypel, CIPABOYHBEIX MAaTEpUAJIOB,
ITHCHMEHHBIX 3aMETOK M MHBIX CPEICTB XpaHEeHUs U Nepe/iaud HH(OpMAaIHH,

IPOBOJMT HUASHTH(GUKAIMIO JTHYHOCTH yJacTHHKA HTOTOBOrO COoOeceqOBaHUA
yepe3 MpEIbABICHHE YJYACTHHKOM HTOTOBOrO cobecemoBaHuMs it 0003peHuUs
JIOKYMEHTa, YAOCTOBEPSIOLIEr0 JHYHOCTD, IIO3BOJIOIIETO 4YETKO 3a()UKCHPOBATH
(oTorpaduro 00yyaromerocs, ero paMuIHIO, M, OTIECTBO (PH HATHYNH);

IPOBOAT MHCTPYKTAXX YYaCTHHKA MTOTOBOrO COOeCEeNOBaHMs MO HPOLERype
TIPOBEIEHHS] UTOTOBOTO cobece0BaHus B IMCTaHIIMOHHOM (opme.

B ayauropuu, Inme OpraHM3oBaHa paboTa cobOeceqHUKa, PEKOMEHIYeTCs
IIOCTOSIHHOE HNPHCYTCTBUE TEXHHYECKOTO ClielHanicTa. B coydae, ecnu cobeceHIK
HOAKIIOYAeTCA yAaJeHHO (He W3 o0Opa3soBaTeNbHOH OpraHu3anuu), HEOOXOXUMO
00ecrneduTh ONEPATHBHYIO CBSA3b C TEXHUIECKHM CIIEIHATHCTOM.

6. IIpu npoBeIEHUH HTOTOBOTO COOECETOBAHMU:

TEeXHHYECKHH CIEeMUANCT OCYIIECTBIAET ayAuo- U BUECO3AIKCh IPOLEAYPHI



IPOBEICHHUS UTOTOBOTO COOECEN0BaHN,

cofeceHHK OCYIIECTBILIET KOHTPOIIb 33 COOIIOIEHHMEM BPEMEHHOTO PETTIAMEHTa
IPOBEEHHs HTOrOBOro CcoOeceloBaHMs, OPraHU3yeT CBOK [EiTCIbHOCTE B
COOTBETCTBHM C MHCTPYKIMEH ¢ ydeToM (OpMEI IpoBeleHUs cobecenosanus. IIpu
IPOBEJIEHHH  UTOrOBOTO  COOECelOBaHMSA  C IPHMEHEHHEM  JIUCTAHIIMOHHBIX
00pa3oBaTeIbHBIX TEXHONOTHH 3ampenaeTcsi OTIPaBIATh ydacTHUKY pdf-gaiin ¢
tekctoM KHMM wutoroBoro cobecefoBaHusl, 3afaHUA JEMOHCTPHPYIOTCS yYaCTHHKY
VIS O3HAKOMJICHHS B T€YEHHE PEKOMEHIOBAaHHOTO BPEMEHH;

SKCIIEPT  OLIEHWBaeT OTBETHl yYacTHHKa HMTOTOBOr0  cobecenoBaHHUA
HENOCPE/ICTBEHHO BO BpeMs MPOBEICHHUsS HTOrOBOTO COOECENOBaHMA C YYaCTHHKOM
WM TIOCIE€ IMpOBedeHHs coOeceqoBaHMs, IPOCIYIIMBas ay[aHo/BHICO3AIHNCE,
OpraHH3yeT CBOK IEATELHOCTh B COOTBETCTBHH C HMHCTPYKIHMEH ¢ y4eTOM (OpMEI
NpOBEAECHHUS cobecen0BaHM .

B rmporpaMMHOM 06€ecTIe4eHIH, II03BOJISOIEM OCYIECTBILATE MACCOBEIE 3BOHKH,
JOIYCTHMO BKJIFOYATh SKCIIEPTa B 3BOHOK UIS OCYILECTBIIEHNS OLEHUBAHUSA BO BpEMs
OTBETa y4acTHHKA. BeO-xaMepa m MHKpO(OH DKCIEpTa IIPH 3TOM JOJLKHBI OBITH
OTKJIHOYEHBI.

7. 1o 3aBepIIeHUH TPOBEACHHUS UTOIOBOIO COOECEI0BaHu:

coOECeTHHK W OKCIEPT IEpeNaloT MaTepuansl NPOBEACHHS H IIPOBEPKH
MUTOrOBOr0 COOECENOBAaHMS OTBETCTBCHHOMY OpPraHM3aToOpy 00pa30BaTEIbHOM
OpraHu3aIuu ¢ CoOI0AeHHEM Mep HHYOPMAIMOHHOM 0€30IaCHOCTH;

TEXHHYECKHH CITCI[HATTIUCT COXPaHAeT ayAHO03allCU U BHUAECO03aIIUCH IIPOIEIYPEI
IPOBEICHUS. HTOTOBOTO COOECENOBAaHMSA HAa CBEMHBIM O3JICKTPOHHEIH HOCHTENb U
TiepeNaeT Ha XpaHEeHHe OTBETCTBEHHOMY OpraHM3aTopy  00pa3oBaTeIbHOM
OpraHM3aLUH.

8. Pe3ynpTaThl Y4aCTHHKOB HTOTOBOTO COOECENOBAHMSA BHOCATCS TEXHUYECKHM
CIELHATUCTOM 00pa30oBaTenbHOM opraHm3anmuy B crienmanusupoBanHoe  IIO.
OTBETCTBEHHEI OpPraHm3aTop O00pa3oBaTeNBHON OpraHu3allud  OO0EeCIEeYHBaeT
repenady CreluaTu3upOBaHHOTO (aiila ¢ pe3yabTaTaMH HTOIOBOTrO CoOeCem0BaH s
YYaCTHUKOB MTOTOBOTO coOecelOoBaHMS B OpPraHbl MECTHOIO CaMOYIpPAaBJICHHS,
OCYIIECTBISIONIME YIIpaBIeHHE B cepe 00pa3oBaHus, B COOTBETCTBHHM C [Topsiikom.



