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[MpoTokonbHaa cnyxba B 2027 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.

[aTta npoBegeHus: 6 -8 gexkabps 2027 ¢ 10:00 go 17:30
ApTtukyn: MC32632

Bup, 06yyenus: Kypc noBbilleHus KBanmdukaumm

dopmart obyuyeHusn: OHNanH-TpaHCAALUS

Cpok obyueHus: 3 fHs

MpopomkuTenbHoCTb 06yyeHus: 24yaca

CtoumocTb yyactus: 49 000 py6.

[ins y4acTHUKOB NpefycMOTpeHo: MeToAnYecKunii MaTepuarn.

[OKYMEHT 1o OKOH4YaHuM 06ydeHus: o nToram o6ydeHus ciyLiaTeny, yCrnewHo npoLlejLime UTOroByto aTTecTaluio No nporpaMmMe
06y4eHus, Mosly4atoT Y 40CTOBepeHME O NOBbIWEHUN KBanudukaummn B o6bemMe 24 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefleHusi o6pa3oBaTesibHOM AesTeNIbHOCTY, BblfaHHON [lenapTaMeHTOM 06pa3oBaHus U Hayku ropoaa MocKBbl).

Ilna Kkoro npegHasHaveH

PykoBoauTenei n cneunanucToB NPOTOKOMbHbIX CNYX6, OTLENIOB No 06ecneyeHnto AessTeNbHOCTY OPraHoOB BIacTH Pas3fIMYHOMO YPOBHS,
npeanpuaTMin U OpraHn3auuin.

Lienb o6y4yeHus

[naBHas LeNib NporpaMMbl — MOBblLLeHne 3HEKTUBHOCTU LENOBbIX OTHOLLEHWA.

OCco6eHHOCTH NporpaMmmsil

CﬂyUJaTeﬂﬂM npenocTaBiAeTCA yHUKasibHaa BO3MOXXHOCTb Y3HaTb, KakK MPONCXOAUT NMPOTOKOJIbHaA opraHnsauuns Meponpvmmﬁ Ha
npe3naeHTCKOM ypoBHe.

B xone O6yl-IeHVIF| cnywaTesin y3HatoT, Kak UCnonb3oBaTb ONbIT I'IpOd)eCCVIOHaJ'IbHOFO NPOTOKOblMKa AnAa obecrneyeHus u
conpoBoXaeHua Bawux cobbITui, nony4yart noJsiesHble COBETbI I'IpOTOKOJ'IbHOf/'I [eATeNIbHOCTU, U3y4daT pas/iMyHbie CUTyaunmn npu
opraHmsauunm MepOI'IpVIﬂTVIVI, KOTOPbIX CTOUT naberaTtb, @ KakMe «<HeMenoun» NPOTOKONa Heo6xo04MMO y4nTbiBaTb B pa60Te; paccMoTpAT U
nsy4yat opurnHasibHble JOKYMEHTbI npowenunx MepOI'IpVIFlTVIIZ BbICLUEro ypoBHA.

3TO MeponpuaATMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OGHOM KOMMNaHuK).

[TporpamMma 06y4YeHus
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Oprauusauuﬂ U npoeejeHue NpPpoToKOJIbHbIX 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 npebébiBaHus;

o MopAAOK BCTpeY M NPOBOJOB;

o paccapka rocTeil B aBTomobuie;-

opraHusauus focyra rocten;

opraHusaums paboTbl NepeBOAYMKOB, XXYPHANUCToB, poTorpados;
0CO6EHHOCTM NpMema nepBbIX WL, rocyfapcTBa U oduLManbHbIX Aeneraumi.

[e]

[}

o

OpraHu3aums Neperosopos:

[e]

opraHu3auMoHHas NoAroTOBKa;
BCTpeya rocrem;

o MOPAAOK NPeACTaB/IEHNI U NPUBETCTBUIR, 06MEH BU3UTKaMK;
o MOpAAOK NOAMUCAHUSI UTOFOBOMO AOKYMEHTA.

o]

JenoBoii u obLerpaXkgaHCKuii NPOTOKON U 3TUKET.

e Hopmbl genoBsoro aTuketa. [lenosas KynbTypa Poccuum n gpyrux rocyfapcrs.
o [lpoTOKONbHas Nepenucka:-

o Tpe6oBaHus, CTPYKTypa U pa3Mep AeSIOBOro NucbMa;-

o 0COB6EHHOCTU 3/1EKTPOHHOW NepenucKiy;

o [enoBasi nepenucka c 3apy6exHbIMU NapTHepamu;-

o MpurnaileHus, 6narofapHocTy, No3ApaBreHus, CO60/1e3HOBaHWUS!, HEKPOJIOTH, MPECC-PENU3bI;
o peKkoMeHAaLum no Bu3yanbHOMY 0hOPMIEHMIO U CMOCOBY BPYYEHMS.

e TenedoHHble NeperoBopbI:

o COBpeMeHHble HOPMbl U CTaHAAPTbl TeNepoHHOro 06LLeHuS;
o cnyxe6Hasi uepapxus B TeneOoHHOM pasroBope;
o Tpe6oBaHuWs K NpaBUIbHOM peyun, TeM6p rosioca, UHTOHaLMS, AMKUMS.

OpraHu3aumsi NPOTOKOJIbHbIX 6aHKETOB U GYpPLLIETOB, BUAbI 0bULMANBHBIX NPUEMOB:-

o JIHeBHble NPUEMbI;

o BEUYEepHUue Npuembl;

o nop6op 6ntof, CTUIb CEPBUPOBKY;

© BapuaTUBHOCTb MEHIO, 3/IeMEHTbI HaLMOHaNbHOMN KyXHMY;

o pacyeT ONTUMasIbHOrO KOJIMYECTBA efibl U HAMUTKOB;

o MPUHLMMbI PaccajKu B 3aBUCUMOCTHM OT BUZa MEPONPUATUSI U NPOTOKOJIbHOIO CTapLUMHCTBA FOCTeN;

o 30HMpOBaHMe, NiaHNpoBaHMe 6aHKETHOM paccafiky1, paccTaHoBKa GydeTHbIX IMHUIA, pacyeT HeO6XOAMMO MIOLLAAM, TEXHUYECKOTO
MeTpaxa;-

o pacyeT KOJIMYeCcTBa 06CNYXKMBAIOLLEro NepcoHana.

OcobeHHOCTH HaLMOHAJNIbHOIO U PeJIMrMo3HOro NpoToKona.

e Cneunduka opraHMsaL MM MepONPUATUIA C yHacTUeM PEIMTMO3HbIX AeATenei pasinyHbiX KOHdeccui.
o Cneuudurka opraHu3saLMm NPOTOKONbHbBIX MEPONPUATUIA C yHacTMeM UHOCTPaHHbIX rocTei ¢ BocToka (Kutai, inoHus, Apabekuit
BocTok). OTnnymMe OT €BPONENCKUX HOPM ITUKETA U CTAaHAAPTOB.

ATpU6YTbI CONPOBOXKAEHUSA NPOTOKOSbHBIX MEPONPUATHIA.

o [Nogapku, cyBeHUpbl B paboTe NPOTOKObHOM CNy>6bl. Poccuiickas npakTuka u 3apybexxHble TpaguLmuu.-

e [MoBoAbI M ciyyan npenogHeceHUs nogapkos. CUMBONNYECKOe 3HaueHWe NoaapkoB. OTAnYMe MexXay CyBEHMPaMu U NofapKamMu, nx
LLlEHHOCTb U YMECTHOCTb.-

o CyBEHMpbI KOPNOPAaTUBHbIE U HaLUMOHasIbHbIe: peKoMeHAauum no noaéopy.

e LiBeTbl B noAapok 1 ohopMIieHne LUBETAMM, <FOBOpsiLLue» BYKeTbI.

PekomeHpaumm no opopMneHnio MecT NPoBef,eHUsl NPOTOKOJIbHbIX MEpPONpUATHIA.-

. FocynapCTBeHHble CUMBOJbI: X I'IpaBVIJ'IbeIVI nopAaaoK U pacCTaHOBKa.-
o /IMeHHble TabNYKK, 31eMEHTbI HaBuUrauumu.

Lpecc-Kog MeponpuaTHii, Tpe60BaHNUA NPOTOKONa K Apecc-Koay.

o Tpe6oBaHusi hopmaTa MEPONPUATHUS, BPEMEHU CYTOK.-
e Hanb6onee pacnpocTpaHeHHble noxenaHus K GopmMe ofexabl, ykasblBaeMble B MpUriaLleHui.
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e COOTBETCTBME BHELUHEro 06/1MKa CNeLmuannucToB NPOTOKObHOM CYX6bl 1 06CNY)KMBAEMbIX UMM NIAL, YPOBHIO U NOBOAY MEPONPUSATUSA.-
o PekoMeHAoOBaHHbIe (hacoHbl, LiBETA, aKceccyapbl.-
o CoBpeMeHHble Tpe6oBaHUA STUKETA K Ae/IOBOMY CTUIIHO OAEXAbI U K MaKMUSIXY

0co6eHHOCTH AeATeNIbHOCTH Cﬂy)K6bl npoTokona.

e PeKOMeHAO0BaHHbI NepeyeHb BHYTPEHHWX PerfiaMeHTUPYIOLWKX JLOKYMEHTOB NPOTOKOSIbHOW CNYX6bl:

o MOJSIOXEHWE O CNYXOe;
o AOMKHOCTHbIE MHCTPYKLUK;
o MPOTOKOJIbHOE CTapLUNHCTBO.

o KagpoBoe o6ecneyeHune cnyxobbl NpoTokona:

o OCHOBHble 0683aHHOCTU COTPYAHWUKOB;
o Tpe6oBaHus K AeNOBbIM U IMYHOCTHBIM KauyecTBaM COTPYAHMUKOB.

o B3anMocBs3b Cny6bl NPOTOKOA C APYTMMU CIY)KE6aMU 1 BHELLHUMUW OpraHv3aLmusiMu.

[lpenogaBaTenu

MPEMOOABATEJIb
JKcnepT B-06/1aCTM NPOTOKOJ1a Ha-BbiCLLEM YpOoBHE (OMbIT paboTbl B-NpoTokose MNpesnaeHta PO-2004-— 2012-T., B-IpOTOKOE
Mpeacenatens MNpasutenbcTBa P®-2012-— 2016-T., a-Takxe B-NpoTokone ocaymbl U-npoTokone Coseta deaepauumn 2017-— 2020-T.).

MPENOAABATEJb
BusHec-TpeHep MHAYCTPUM rocTenpuMmcTBa.

MNPEMNOOABATEJb
JKcnepT B 06/1aCTM raCTPOHOMUYECKOIo 3TUKETA.

MPEMNOOABATEJb
3KcnepT No 6U3HEC-3TUKETY M NPOTOKOY.
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