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[MpoTokonbHaa cnyxba B 2026 rogy. OpraHmsauums

NPOTOKOJbHbIX MeponpusaTuiA. [1enoBon NPOTOKON N 3TUKET

B nporpamme packpbiBatoTCA NpaBuna v TpaguLMm opraHmM3aLum NpoTOKOIbHbIX MEPOMNPUATUI, CONPOBOXAEHUS NEPBbIX JINL,
MHOCTPaHHbIX FOCTEN, PENUTMO3HbIX AeATeNel, a TakxKe Aat0TC peKOMeHAaLmMM Mo opraHusauunm paboTbl CnyX6bl NPOTOKONA.

[ata npoBepeHus: 27 -29 mas 2026 ¢ 10:00 po 17:30
ApTtukyn: MC28012

Bup, 06yyenus: Kypc noBbilleHus KBanmdukaumm
dopmart obyueHus: [JHeEBHOW

Cpok obyueHus: 3 fHs

MpopomkuTenbHoCTb 06yyeHus: 24yaca

MecTo npoBegeHus: r. MockBsa, yn. 3onoTas, 4. 11, 6usHec-LeHTp «30/10TO», 5 3Tax. BceM yyacTHUKaAM BbicblnaeTcs noapobHas cxema
npoesga Ha ceMuHap.

CtoumocTb yuacTus: 45 000 py6.
[lns yyacTHMKOB npeAycMoTpeHo: MeToauueckuit matepuan, kode-nayabl.

JIOKYMEHT no OKOHYaHuUM o6yyeHus: CnyliaTtenu, yCrnewHo npoLleLiMe UTOrOBYIO aTTeCTaLMIO MO MPorpaMMe obydyeHus, MosyyaroT
YnocToBepeHue 0 NOBbILWEHUN KBanMbukaumm B o6beme 24 4acoB.

Ilna koro npegHasHa4veH

PykoBoguTtenei n cneunanucToB NPOTOKOMbHbIX CNYX6, OTAENIOB MO 06ecneyeHnto AessTeNbHOCTA OPraHoB B1IacTH Pa3fIMYHOIO YPOBHS,
npeanpuaTMn U OpraHn3auunin.

Llenb o6y4yeHus

[(naBHas Uenb NporpaMmbl — NOBbILIEHNE 3deJEKTMBHOCTI/I [enoBbIX OTHOLLEHUNA.

Oco6eHHOCTH NporpaMmmbil

CnywwaTensiM NpeaoCTaBAseTCA yHUKaNbHas BO3MOXHOCTb Y3HaTb, Kak MPOUCXOAUT NPOTOKOJIbHAs OpraHu3aLms MeponpuaTuii Ha
NpesnaeHTCKOM YPOBHE.

B xo4e 06yyeHus crylwaTesnm y3HatoT, Kak MCMob30BaTh OMbIT MPOGeccUoHanbHOro NpoTOKObLUMKA AJA 06ecneyeHus 1
COMpoBOXAeHUA Balumx coBbITWi, MoNyYaT NoneaHble COBETbI MPOTOKObHOW AEATENbHOCTH, U3yyaT pasnnyHble CUTyaLum npu
opraHusaumm MeponpusaTUIA, KOTOPbIX CTOUT U36eraTb, a Kakue «<HEMeNoUYn» NPOTOKOJ1a HEO6XOANMO YYUTbIBaTb B paboTe; paCCMOTPSAT U
n3yyaT OpUruHasbHble AOKYMEHTbI NPOLLEeALLINX MePONPUATUIA BbICLLErO YPOBHS.

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpnopaTuBHoM dopmaTe (06y4eHne COTPYAHUKOB OfHOM KOMMaHuu).

[TlporpamMmma oby4yeHus
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Oprauusauuﬂ unfipoeeeHue NpPoToKoOJIbHbIX MepOanﬂTMﬁ.

e ['ocypnapcTBeHHbI npoTokon PO. iunnomaTtuyeckuii npotokon. buaHec-npotokon.

Buabl MeponpuaTuii. PopManbHble NPU3HaKK U OTINYKUA AENOBbIX BCTPeY, odbrumanbHbIX U Heo@uLManbHbIX COObITUM, MPOTOKObHbIX
MeponpuATUA. NMpUHLUMNbI OpraHusauunn.

o [Mpnem pgenerauui:

o Mporpamma rnpebébiBaHus;

o MOpSAOK BCTPeY M NPOBOAOB;

o paccajka rocTteil B aBTOMOGUIIE;

opraHusauusi ocyra rocTtew;

opraHusauusa paboTbl NepeBOAYMKOB, XXYPHANUCTOB, hoTorpadoB; 0CO6EHHOCTM NpUema NepBbIX KL, rocyaapcTea U oduumanbHbIX
nenerauun.

[e]

[}

OpraHu3aums Neperosopos:

o OpraHu3aunoHHasi NoAroTOBKa;
o BCTpeuya rocrew;

o MOPAAOK NPeACTaB/IEHNI U NPUBETCTBUN,

o 06MEH BU3UTKaMU;

o nopaaoK nognncaHna UTOroBoro AOKymMmeHTa.

[enosoit u o6Lerpa)aaHCKUin NPOTOKO U 3TUKET.

e HopMmbl fenoBoro aTukeTa. [lenosas KynbTypa Poccuu u Apyrux rocyfapcTs.
o [IpoToKONbHasA Nepenucka:

o]

Tpe6oBaHus, CTPYKTypa 1 paamep LeN0BOro NUCbMa;

0CO6EHHOCTUN 3N1EKTPOHHOM NEPEnmnCKy;

o AenoBasi Mepenncka c 3apy6exxHbiMU NapTHepamy;

o MpurnaweHus, 6n1aro4apHoCTy, No3ApaB/eHns, Co60/1Ie3HOBaHMS, HEKPOJIOTW, MPECC-Pennsbl;
o pekoMeHZaLuu No BusyasbHOMYy 0pOPMIIEHUIO U CNOCOBY BPyYeHUS.

o]

e TenehoHHble NeperoBopbI:

o COBpPEMEHHbIE HOPMbI U CTaHAAPTbI TeNedOoHHOro OBLLEHNS;
o cnyxe6Hasi nepapxus B TelehOHHOM pasrosope;
o Tpe6oBaHMWs K MPaBUIbHOM peyun, TeM6p rosioca, UHTOHALUS, AMKLUMS.

OpraHu3aums NPOTOKOJbHbIX 6aHKETOB U (GypLLETOB, BUAbI 0bULMaNbHbIX MPUEMOB:

o AHEBHblE NPUEMBI;

o BeYepHue Nnpuemsbl;

o CTWJIb CEPBUPOBKMY;

o BapMaTUBHOCTb MEHIO, 3/IEMEHTbI HALMOHANIbHOM KyXHU;

o pacyeT oNTUMasibHOro KOIMYECTBa efibl U HAMUTKOB;

o MPUHLMMbI PacCajku B 3aBUCMMOCTYM OT BULA MEPONPUATUSI U NPOTOKOJILHOIO CTapLIMHCTBA FOCTEN;

o 30HMPOBaHWe, NIaHNpoBaHUe 6aHKETHOM paccafKu, paccTaHoBKa 6yheTHbIX MMHUI, pacyYeT HeO6X0AMMO NAoLWaAW, TEXHUYECKOro
MeTpaxa;

o pacyeT KONIMYECTBa O6CNY>KMBAIOLLLEro NepcoHana.

0Oco6eHHOCTH HaLMOHANBHOIO U PeNMINO3HOro NPOTOKOoNa.

o Cneunduka opraHusaL MM MeponpUATUIA C y4acTUeM PeIMrno3HbiX AeATenei pasinyHbix KoHdeccui.
o Cneuuduka opraHu3aLmMm NPOTOKONbHbBIX MEPONPUATUIA C y4acTMEM UHOCTPaHHbIX rocTei ¢ BocToka (Kutai, inoHus, Apabekui
BocTok). OTAnumMe oT eBpONetCKMX HOPM ITUKETa U CTaHAAPTOB.

ATpun6yTbl CONPOBOXKAEHNS NPOTOKONbHbIX MEPONPUATHIA.

e Moaapku, cyBeHMpbl B paboTe NPOTOKOJIbHOM CYX6bl. Poccuitickas npakTuka v 3apy6exKHble Tpaguumu.

o MoBoOAbI M CNyYaun nNpernogHeceHusi nofapkos. CUMBONMYECKOE 3HaueHUe NoaapKoB. OTANYME MeXay CyBEHUPaMM U NoAapKaMm, UX
LIeHHOCTb U YMECTHOCTb.

o CyBeHMpbl KOPMOPaTUBHbIE U HaLMOHaSbHbIE: pEKOMEHAALMK Mo NoA6opy.

¢ LBeTbl B NogapoK 1 ohopMIIeHIEe LIBETAMU, «<FrOBOPSLLME» BYKETbI.

PekomeHpaLum no OdJOle'IEHVIIO MecCT npoeeAeHUA NPOTOKOJIbHbIX Meponpmle‘i.

. rOCyp,apCTBeHHble CUMBOJbI: NX I'IpaBVIﬂbeIVI nopAnoK 1 pacctaHoBKa.
o /IMeHHble TabnnYKK, 31eMeHTbl HaBurauumu.

[pecc-Kog MeponpuaTuii, Tpe6oBaHns NPOTOKONa K Apecc-Koay.

o Tpe6oBaHus hopmaTa MEPONPUSATUS, BPDEMEHM CYTOK.
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e Haunbonee pacrnpocTpaHeHHble noxenaHus kK hopMe ofexabl, ykasbiBaeMble B MPUrnalleHnm.

e CooTBeTCTBYME BHeLIHEro o6anka cneLyuannucToB MPOTOKObHON CAYX6bl U 06CY>XMBaeMbIX MU NIUL, YPOBHIO M MOBOAY MepPONpUATUS.
o PekoMeHpAoOBaHHble (hacoHbl, LiBeTa, akceccyapbl.

e CoBpeMeHHble TpeboBaHNA 3TUKeTa K Ae/IOBOMY CTU/IO OAEXAbI U ;K MaKUsXY.

OcobeHHOCTH AEeATEe/IbHOCTU C.ﬂy)K6bl npoTokona.

o PeKkoMeHA0BaHHbI NepeyeHb BHYTPEHHUX PErNIaMEHTUPYIOLLMX AOKYMEHTOB NPOTOKOSbHOM CNYX6bI:

o NOJIOXXEeHue o cny)K6e;
o AOJ/DKHOCTHbIE€ NHCTPYKUUK;
© MPOTOKOJIbHOE CTapLWNHCTBO.

e KappoBoe o6ecnedeHune cnyx6bl NpoToKona:

© OCHOBHble 06513aHHOCTH COTPYAHUKOB;
o TpeﬁOBaHVIH K AenoBbiM U INYHOCTHbIM Ka4yeCcTBaM COTPYAHUKOB.

e B3aumocBssb Cﬂy)K6bI NPOTOKOJ1a C ApyrmMu CJ'Iy)KﬁaMM N BHELWWHUMU OpraHn3ayuamu.

[lpenogaBaTenu

MPEMNOLABATESb
9KcnepT B-0611aCTV NPOTOKO/a Ha-BbICLLEM YPOBHe (OMbIT pa6oTbl B-poTokone MNpesungeHta PO-2004-— 2012-rT., B-NpoTOKOsE
Mpepcepatens MpaBuTenbcTBa PO-2012-— 2016-rT., a-Takke B-NpoTokone Focaymbl u-npotokone Coeeta Gepepauum 2017-— 2020-T.).

MPEMOOABATE/b
BuaHec-TpeHep UHAYCTPUU rocTENPUUMCTBA.

MPEMNOOABATEJb
9KcnepT B 061aCT raCTPOHOMUYECKOr0 3TUKETa.

MNMPEMOOABATE/b
9KCNepT No 6U3HEC-3TUKETY M NMPOTOKOY.
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