[Tpunoxxenue Ne 4
K [Topsiiky ipoBeICHHS B TPOBEPKH
UTOTOBOro cobecenoBanus B PocToBCKOM oOiacT

NHcTpyKnus 1/ TEXHUYECKOr0 CIeNualIncTa 00pa3oBarejbHOM
OpraHu3anuu

IIpu moaAroToBKe K MPOBEIEHNI) HTOTOBOI0 CO0eCceT0BAHMSA:

noarotoButh B IllTabe paGouee mecto, 000pYyAOBaHHOE KOMITBIOTEPOM C
noctynoM B ceTh «MHTepHe™ M mpuHTepoM. OpraHu3oBath padodee MecTO IS
BHECEHUS Pe3yIbTaTOB HTOTOBOTO COOECEIOBAHUS B CIICIIHATIM3UPOBAHHYIO (hOpMY
ITO «Pe3ynbTaThl UTOTOBOTO COOECEIOBAHUSY.

3a Tpu AHA 10 NPOBeJeHHMs] WUTOTOBOro coOeceOBaHHSA YCTAaHOBUTH B
[lIta6e IIO «Pe3ympratel wutTOorOBOrO coOecemoBanusi. B IO 3arpyxkaercs
cnyxeonpii  ¢aiin dopmara B2P, comepxammii cBemeHus 00 ydJaCTHUKAxX
UTOTOBOTO cOOeCe0BaHNUS.

He no3nHee yem 3a ieHb:

MOJTOTOBUTH paboyrie MecTa B ayAUTOPUAX TMPOBEACHUS HTOTOBOTO
cobecenoBaHusi, CpeACTBAa JJIs 3alUCU OTBETOB YYAaCTHUKOB MTOTOBOTO
cobecenoBanus (Harpumep, KOMIbIOTEP, OCHALEHHBIH MUKPO(POHOM, TUKTOPOH);

IPOBEPUTh TOTOBHOCTh OOOpPYAOBaHUS JUIsl 3allUCU OTBETOB YYaCTHHUKOB
UTOTOBOro cobecenoBaHus (IPOM3BECTU TECTOBYIO ayJUO3alMCh). AyAHO3alNCh
OTBETOB HE [JOJDKHA COJAEpKaTb IIOCTOPOHHUX UIYMOB M IOMEX, Tojoca
YY4aCTHUKAUTOTOBOIO COOECEe0BaHUSI U COOECEHUKA JIOJKHBI OBbITh OTYETIUBO
CIIBIIIHBI. AYyJIMO3alMCH COXPAHSIIOTCS B YacTO HCIHOJB3YEMBIX ayanodopmarax
(*.wav, *.mp3, *.mp4 u T.1.);

MIPOBEPUTH TOTOBHOCTH pabouero mecta B [llTabe ans moxydeHus u nevatu
MaTepUajoB MTOrOBOTO cobeceoBaHMs (HajdWuue JocTyma B ceTh «VHTepHETY,
pabouee cCOCTOSTHUE MPUHTEPA, HATMYHE JOCTATOYHOTO KOJMYeCcTBa Oymarn);

MOJIyYUTh OT OpraHa MECTHOTO CaMOYMIpPAaBIEHUS, OCYIIECTBIISIONIETO
ynpasienue B cepe odpazoBanusi(nariee — OMC) u nepenaTth OTBETCTBEHHOMY
OpraHu3atropy oOpa30BaTe/bHOM OpraHu3aluy CHUCKHM YYaCTHHKOB HMTOTOBOTO
cobece0BaHNS;

HOArOoTOBUTH TNodydeHHble U3 OMC BemomocTH ydeTra MpOBENEHUs
UTOTOBOIr0 co0ece0BaHUs B ayIMTOPUH (110 KOJIMYECTBY ayJUTOPHUIl MPOBEACHUS
HUTOTOBOTO cobece10BaHus);

HOJATOTOBUTH ISl SKCIIEPTOB OJAHKU MPOTOKOJIOB MO OLICHUBAHHUIO OTBETOB
YYaCTHUKOB HMTOTOBOTO cobOecenoBaHus (Ha KaXIOTO YyYacTHUKAa HMTOTOBOTO
co0eceloBaHUsl) W CHEUUAIM3UpPOBaHHbIE  (QOPMBI  YEPHOBUKOB  (IIpHU
HEOOXOJIMMOCTH);

MOJATOTOBUTH pabodee MecTO [Uisi BHECEHHUS pe3yJlbTaTOB HTOTOBOTO
coOeceoBanusi B creunanuzupoBannyto ¢opmy I1O «Pe3ynbratel UTOroBOro
cobeceqoOBaHUA. |

ckavath ¢ opunuanpHoro caiira ®I'BHY «DUITN» (http:/fipi.ru) kputepuu
OLICHMBAaHUS MTOTOBOTO cOOECeOBaHMS MJisi SKCIEPTOB U THPAXKHUPOBATH HUX B
HEOOXOJMMOM  KOJIMYECTBE, TMepelaTh yKa3aHHbIE KPUTEPUH OLEHUBAHUS
OTBETCTBEHHOMY OpraHM3aTOpy 00pa30BaTeNIbHON OpraHu3aluu.


http://fipi.ru/

B 1eHb npoBeeHUsI UTOTOBOI0 CO0eCce10BAHMS:

obecneuntsy nonyuenue KMM wmrtoroBoro cobecemoBaHus U Mepenarh HX
OTBETCTBEHHOMY OPTaHHU3aTOPy 00pa30BaTEIIPHON OpTraHU3AIINH;

00ecrneYnTh B ayIUTOPUSAX MPOBEACHUS UTOTOBOIO COOECEIOBAHUS BEIACHUE
MOTOKOBOM ayAM03alKiCy OTBETOB YUaCTHUKOB.

Ilo 3aBepiieHUN NMPOBEAEHUSI UTOTOBOT0 CO0ECeIOBAHUA:

3aBEpPUINTh BEJCHUE AayJIM03allMChd OTBETOB YYaCTHUKOB, COXPaHUTh
ay/IM03alliCh M3 KOKJIOW ayJIuTOPUU IIPOBEJCHUS HTOTOBOIO COOECEI0BaHMS,
CKOMUPOBATh ayJMO3allMCH HAa CBEMHBIA AJIEKTPOHHBIM  HOCUTENb  JJIA
MOCJICAYIOIIEH Tepeaud OTBETCTBEHHOMY OpraHu3aTopy 00pa3oBaTelIbHOU
opranuzanuud. HaumeHoBanue ¢aiiaa MOKHO coJepkKaTh AaTy HNPOBeAeHMs!
UTOTOBOI0 co0ecel0BaHUsI, HOMEP AayJAUTOPHMHM TMPOBeJEHHS] HTOrOBOIO
codeceq0BaHUA, KOJ 00pa30BaTEeILHON OPraHU3aALUM;

MOJIYYUTh Y OTBETCTBEHHOTO OpraHu3aTropa oOpa3oBaTeIbHON OpraHu3aIuu
BEIOMOCTH Yy4ye€Ta MPOBEACHUS MTOTOBOro coOeceloBaHUsS B ayJuTOpPUU U
MPOTOKOJIBI  AOKCIEPTOB IO OIEHUBAHUIO OTBETOB YYaCTHUKOB HUTOTOBOTO
coOeceT0BaHUs.

Ucnonb3ys BEIOMOCTb yueTa MPOBEICHUSI HUTOTOBOTO COOECETOBaHUS B
ayIUTOPUUA M TPOTOKOJIBI DKCIEPTOB IO OILEHUBAHUIO OTBETOB YYAaCTHUKOB
UTOroBOro codecenoBanus, B [lITabe BHECTH B CHEMATU3UPOBAHHYIO (GOpMY MpHU
nmomorn  IIO  «Pe3ympTaThl  mTOrOBOrO  cobOecelnoBaHUS»  CICAYIOIIYIO
uHpopMamuioo IS KaXJIOr0 BHECEHHOTO paHee ydYacTHHKA HTOTOBOTO
cobecenoBaHus:

xox OO;

ko OMC;

HOMED ayJIUTOPUH;

HOMED BapHUaHTa;

0aJuIbl, COTJIACHO KPUTEPUSIM OIICHUBAHUS;

oommii 6am;

OTMETKY «3aueTy / «He3aueT»,;

®UO skenepra.
KonuyecTBO CcTpok B CHENUATU3UPOBAHHON (OopME TOJKHO OBITH PABHO
KOJMYECTBY  YYAaCTHUKOB,  CAAaBaBIIMX  MTOroBoe  cobecegoBaHUEe B

oOpa3oBaTeILHON OpraHU3aIliH.

CoxpaHuTh crienuaau3upoBannyio ¢opmy B crnenuaibHom B2P dopmate
U TIepe/iaTh B OpraH MECTHOTO CaAMOYIIPABJICHHS, OCYIIECTBIISIONIUN YIIPABICHHUE B
chepe oOpazoBanus, 1 nanpHeen nepenaun B POLIOWCO.



