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MOJITOTOBKA ¥ ITPOBEJIEHUE JIEJTOBBIX COBEIIIAHUI
Dppexmuernocms coseujanus obpammo
NPONOPYUOHATLHA YUCTY VUACMHUKOS U 3aMPA4eHHOMY
8pemeHuU.
3akon Oynaa u Kana
(I1.C. Tapanos. 3onoTast KHUTa
PYKOBOJIUTEIS)
Buowt 0enosvix cosewanuii — Ioocomoska cosewjanuss — Ipoeedenue cosewanus —

Bcnomozamenvuvie cpeocmea u 060pyodosanue 015 nposeoeHUs co8eujanull

17.1. Buasbl 1e10BBIX COBEIIAHNI

Cpenn MHOKECTBA BHJIOB JICSTEIBHOCTH PYKOBOAMTENS OOJIBIIOE KOIMYECTBO €T0 BPEMEHHU MPUXOIUTCS
WJIM Ha IIPOBEJICHUE JIENIOBBIX COBEIIAHNM, MM T1a Y4aCTHE B HUX.

[lon coBemanueM NOHMMAETCSI TAKOW BHUJ YIPAaBICHYECKOM JESTEIbHOCTH, KOrJa OIpe/eleHHOe
KOJIMYECTBO YUYACTHUKOB COOMPAETCSI B 3apaHee OrOBOPEHHOM MECTE B 00YCIIOBICHHOE BpeMs 111 00CYKICHHUS
U IPUHATUSA pELLIEHUH 110 3apaHee OCTaBIEHHbBIM BonipocaM [23, ¢. 7].

Yem BbIlIE 3aHMMaeMasi PyKOBOJIUTENEM JOJDKHOCTb, TEM OOJBIIYI0 YacTh BPEMEHU €My NPHUXOAUTCS
3aTpaynBaTh Ha 3aceaHusl, COOpaHHUsl, COBEIIAHUS U IPYTHe KOJUIEKTUBHBIE (DOPMBI JI€I0BOI0 OOIIECHUSI.

CoBemanus — OMH U3 CaMBbIX JOPOIOCTOSIIIMX BUJIOB YIIPABIEHUYECKON AEATENbHOCTH, TAK KAaK TIOMUMO
3aTpaT MaTepUaJIbHBIX CPEICTB HY>KHBI OOJBILINE 3aTPaThl BpeMEHH PYKOBOIUTENEH M yYaCTHUKOB COBEIIAHUI.

Bpsin mu HaiineTcs Apyroi Takoi BUJ AEATENBHOCTH, IPU KOTOPOM OBl 3aTPauMBaJIOCh CTOJILKO BPEMEHH
MHOTHUX JIFOIe OTHOBPEMEHHO, CKOJILKO IIPU MTPOBEICHUH COBEIIAHUH.

BoszHukaer Bompoc: a Hemb3s JIn 000UTUCH 0e3 coBeranuii? [loueMy pyKOBOAUTENH 3aTPAurBAOT MACCY
CBOET0 BPEMEHH U BPEMEHHU CBOMX COTPYIHUKOB, KOJUIET Ha MPOBEICHUE PA3IUYHBIX COOPaHUN M COBEIIAHU?
IloroMy 4TO mpH OOCYKAEHUU BaXHBIX AEIOBBIX MPOOJEM BO3HHMKAET HECKOJIBKO TOYEK 3PEHMs, a 3TO
KaueCTBEHHO IOBBIIIAET YPOBEHb MPUHUMAEMbIX perieHuil. I B cBOIO oyepenb, COCOOCTBYET YIyqILECHUIO
B3aUMOOTHOILICHUM M COTPYJHMYECTBA MEXKIYy OTACIbHBIMM IOJPA3/ACICHUSAMU. YINPaBICHUE IIPU
KOJUIEKTUBHOM paboTe HOCUT GoJiee HETOCPEACTBEHHBIN U LIEJICHANIPABICHHBIA XapakTep, B pe3ybTaTe Yero
BCsl yIIpaBJIeHUECKasl CUCTeMa MCIojb3yeTcst 6onee 3P deKTHBHO.

Y4acTHUKK [1€70BOIO COBELAHUS B IPOLIECCE COBMECTHOM pabOThl 00y4arOTCsi YMEHHIO MBICIUTH B
COOTBETCTBUM C MHTEPECaMHU KOJUIEKTHBA, MOJAXOJUTh K 00CYXkIaeMoil mpolsieme ¢ y4eToM IOCIeCTBUI

IIPUHUMAEMBIX PELICHUIA.
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KayecTB pabOTHMKA, POCTY €r0 KOMIIETEHTHOCTH B IPOIECCe B3aUMHOTO 0OMEHAa MHEHUSMH, HAKOIUIEHUIO UM
HABBIKOB TBOPYECKOT'O pEILICHUs yIpaBIeHUECKHX 3anad. JlenoBoe coBemaHue 0OecredyrMBaeT BO3ZMOXKHOCTD
JUIL PYKOBOAMTEINS MPOSIBUTH CBOM OpraHU3aTOPCKHE CIMOCOOHOCTH, YMEHHE yOexkaaTh M JIpyrHe KauyecTBa.
VYyactue B [1€I0BOM COBELAHUHM CO3/1a€T OJaronpusTHbIE YCIOBUS JUIsl HEMOCPEICTBEHHOTO OOIIEHUs
PYKOBOAUTES C TOMYMHEHHBIMH U, CJIEIOBATEIbHO, BIUSHUS HAa HUX.

Takum 00pa3oM, IPOBEJCHUE JICTOBBIX COBEIIAHUN — HEOTheMJIEMasi YacTh XKU3HU pyKoBOaUTENA. B
COBPEMEHHOM MEHEKMEHTE U Ou3Hece 0e3 HUX MPOCTO He OOONTHCH, TaK KaK 3TOT BUJ YIPaBICHUYECKOMN
JeSITENIbHOCTH CIIOCOOCTBYET BHIPAOOTKE U MPUHITUIO HAUITYUILIUX PELICHUH.

BaxHO HayuuThCs MPOBOAUTH COBEIIaHUS 3(P(EKTHUBHO, O CaMbIM Ba)KHBIM BOIIPOCaM, 0€3 JMIIHUX
3aTpaT BPEMEHH, JIMIIHUX YIYaCTHHKOB, MPEIBAPUTEIHHO XOPOIIO OPraHu3ys uX.

[Tpex e yeM NpUHATH pellieHne O IPOBEICHUH COBEIIaHUS, HaJ10 3a1aTh cebe Borpoc: «B camom mu nene
OHO Tak HeoOxoammo?» HyKHO yHZOCTOBEPHTHCS, BO-TIEPBBIX, B TOM, 4YTO 0€3 COBEIIaHHWS HE OOOWTHUCH, H,
BO-BTOPBIX, IPOyMaTh aJIbTEPHATUBHBIC BAPUAHTHI JIOCTHXKEHHS 3aIJIAaHUPOBAHHBIX PE3YJIbTATOB.

CylIecTBYIOT pa3iu4Hble BHIbBI JEJOBBIX COBEIIAHWH. B oTeuecTBEHHOM NpPaKTHKE YIpaBICHHS
HanOoJsiee TUIMYHO JIeJIeHHe COBEIIaHui 1Mo ux 3aiayaM. OTcro/la BEIEISIOT MPoOIeMHbIe, HHCTPYKTUBHBIE U
OIEPaTUBHBIE COBEIIAHMUSL.

Henpto mpoOIEMHOr0 COBELIAHMUS SIBISETCS TOMCK JIYYILETrO YIPaBJIEHUYECKOTO pEIIeHUs 10
obcyxxnaemont mpobsieme. Perienns Ha TaKOM COBEIaHHH OOBIYHO (POPMYIUPYIOTCS B PE3YJIbTaTEe JUCKYCCUH U
MIPUHUMAIOTCS TIOCIIE TOJIOCOBAHMSL.

Taxoe coBenianme MpoBOJUTCSA IO CIEAYIOIIEH cXeme:

* TOKJIAIbl;

* BOTIPOCHI K JIOKJIaJUUKAM;

* IUCKYCCHSI,;

* BEIpaOOTKA peILeHHUs.

Ecnu ydacTHUKM COBEIIAHUS 3apaHee MOMyYMIM OOCyKIaeMble MaTepuasbl, YCHETH H3YyYHTh UX, TO
COBEI[AHME MOXKHO MTPOBOAUT 0€3 T0KJIa/1a, cpa3y HauMHAsL €ro C BOIMPOCOB K JTOKJIaTUHKaM.

Y4acTHUKH TPOOJIEMHOTO COBEIIAHUS MOTYT BBICKA3bIBaTh M OTCTAaUBATh CBOIO TOYKY 3pEHHS, TaKOe
COBEIIaHKE MOBBIIIAET YYBCTBO OTBETCTBEHHOCTH PaOOTHUKOB 332 IPUHUMAEMBIE PEIICHUSI.

3amaua WHCTPYKTHBHOIO COBEINAHMS 3aKJIIOYaeTcs B Iiepefade paclopsDKeHHH U HeoOXOIMMBIX
CBEJICHUU CBEpXy BHHU3 IO CXEME yIpaBJeHUs I uX Oonee ObICTporo u 3PQPeKTUBHOrO BBITOMHEHH. Ha
TaKOM COBEIIAHUU PYKOBOJUTENb JOBOIUT A0 CBEACHUS COOPABIIMXCS MPUHSTHIE aIMUHUCTPAIIEH pelleHHs,

KOTOpble€ OOBIYHO KOHKPETU3HMPYIOTCS JJIi KaXJOro UCHOJHUTENss. B ompeneneHHo Mepe U Ha



This document was created by Unregistered Version of Word to PDF Converter
HUHCTPYKTHUBHOM COBCHIAHWH I[CP'ICTBye’T KOJUIEKTUBHBII pa3yMm: YTOUYHSAIOTCA 3adaHHWsA, BBICKA3bIBAIOTCA

MIPEATIOKEHUS 110 HAWTYYIIIEMY BBITIOJHEHHIO STHX 3aJaHU.

OmnepaTuBHBIE COBELIAHNS — 3TO TaK HAa3bIBAEMBbIE TUIAHEPKH, JICTYUKH, MATUMUHYTKA. OHH HE TOJDKHBI
OBITh 3aTSHKHBIMU. 3aJauell TAKMX COBELIAHUHN SABIISIETCA MOTy4YE€HHE PyKOBOAUTENIEM HH(POPMAIH O TEKYILLEM
COCTOSIHUHM JIe]l Ha TIPOM3BOJACTBE. B INPOTHBOIOIOKHOCTh WHCTPYKTUBHOMY OIEPATHBHOE COBCIIAHHE
obecnieunBaer rmnepenady WHGOpPMAIMM CHU3Y BBEpX IO cxeMe ympaieHus. [lolyduB OT y4acTHHKOB
COBEIIAHMS OINEPATHBHYI0 HH(POPMAIMIO, PYKOBOIUTETIb BBISIBISECT HAIMUUE «Y3KHX» MECT, NPHYUHBI
OTCTaBaHUS U cOOEB, 3[1€Ch ke NMPUHUMAET HEOOXOIUMbIE PELIeHNs, JaeT MOPYUYEeHHUs, ONpPEAENss CPOKH MX
BEHITTOJTHEHUs. Ha omepaTHBHOM COBEIIAHWH HE JICNAIOT JOKJIAAOB. [ JlaBHAS 1e7b — BBLIBUTH T€ MPOOIEMBI
MIPOMU3BOJICTBA, HA PEIICHNE KOTOPBIX JOJDKHBI OBITh HAIpaBJICHbI IJIaBHbBIC YCHIIUS KOJUIEKTHBA.

CymectByeT KilaccH(UKalMsg COBEIIAHUN TIO CTUJIO TPOBEACHUS, K KOTOPOM OTHOCATCA
aBTOKpaTHYECKHE, CBOOOTHBIE, TUCKYCCHOHHBIE.

Ha aBTOKpaTH4ecKMX COBEIIAHHSIX MPAaBO BBICTYIICHWS W MPAaBO MPUHATHS PEHICHHUS MMEET TOJBKO
PYKOBOAUTENb. YYAaCTHUKHU K€ TAaKUX COBEIIAHWN JOJDKHBI CIYIIaTh M OTBEYATh HA BOIPOCHI, 3a/1aBaEMble
pykoBoauteneM. [1omoOHOro pona coBelianus MPOBOIATCA B TOM Ciydae, KOra PyKOBOJHUTENb JOJDKEH JaTh
yKa3aHMsI WK TPOUH(GOPMUPOBATH CBOMX MOTUYMHEHHBIX.

Y cBOOOAHOrO CcOBEHIAaHUS HET ONpeAeNeHHOM moBecTku JHSA. OHO MOXKET MPOBOAUTHCS 0e3
npezcenaTebCTBYIONIEro. Takoe coBelIaHWE CBOAUTCA K OOMEHYy MHEHHMAMH. PelleHuss mo HUM He
¢ukcupyrorcs. CBoOOIHOE COBEIIaHKUE IPOBOIUTCS, KaK MPAaBUJIIO, B (hopMe Oece/ibl Wil pa3roBopa.

JIMCKyCCHOHHOE COBEIIaHue, WX MO3TOBOM IITYpM, — CIIOCOO MOTyYeHMs pelIeHH Mo KakoMy-JTH0o
BOIIPOCY ITyTE€M I'€HEPUPOBAHMSI HOBBIX HJICH W aHaJIM3a MPEUIOKEHHBIX PEIICHUH B PE3yJIbTaTe KOJUICKTHBHOM
paboThl TpymIbl JOAEH B XOJE COBEIIaHWs, MPOBOAWMOIO IO ONPENEICHHBIM IMpaBUiIaM. XapaKTepHas
0COOEHHOCTb JAHHOTO CII0c00a 3aKJII0YaeTCsl B OTCYTCTBUM KPUTUKHU M OLIEHKU BBICKA3bIBAEMBIX HJICH.

JIro0oe M3 NepeyuciIeHHbIX coBellanuil Tpedyer ocoboro nmoaxona. [loatoMy pyKOBOIUTENb JOIKEH
TOOUTHCSI MAKCHMAJIBHOM TIOJIBb3BI OT UX TIPOBEICHUSL.

Koneuno, mo0Oble COBEIIaHMsI OTHUMAIOT MHOTO BpeMEHHM y pykoBoauteneid. OIHAKO CyIIeCTBYIOT
METOJbI BBICBOOOXKICHHS TOJE3HOTO0 pPAabOYero BPEMEHH 3a CYET COKPAILICHUS KOJIWYECTBA COBEIIAHU,
YTIOPSIIOUEHUS UX IIPOBEAEHUS, COOIIOIEHUS perylaMeHTa U JIp.

17.2. IlloaroroBKa COBEIIAHUS

Mano>pdexTiuBHbIE,  IIUTENbHBIE  COBELIAHMUA  SIBJISIIOTCA,  KAaK  MpPaBUJIO,  Pe3yJbTaToM
HEY/IOBJICTBOPUTEIbHON OATOTOBKH U HU3KOT'O YPOBHSI UX TIPOBEACHUSI.

JlenoBoe coBellaHHME — 3TO CIIOXKHAs TEXHOJOrMYecKas yIpaBieHUecKas omnepanus, TpeOyromas

THIATCIIbH o IIOATOTOBKH.
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JTHSI, ONIPE/ICIISIOTCS COCTAaB YYaCTHUKOB, JICHb, BPEMsI U MECTO ITPOBEICHUS COBEIIAHMS.

[Ipexxne Bcero, roTOBUTCA K COBEIIAHUIO CaM PYKOBOAWTENb. Ba)kHa rOTOBHOCTh HE TOJBKO CaMOTO
TIOKJIa/1a, HO ¥ ITPOEKTOB PEIICHNH, a TAK)Ke BBICTYIUICHUH.

JlenoBoe coBemanue — OAUH U3 BHICOKO3(D()EKTUBHBIX, HO TPYIOEMKHUX METOJIOB YIIPABJICHUS, [I03TOMY
HEOOXOAMMO UCIIOJIB30BATh €T ISl PACCMOTPEHHS CaMbIX aKTyaJIbHBIX BOIIPOCOB, ACHCTBUTEIHLHO TPEOYIOIINX
BBIPAOOTKU KOJUIEKTUBHBIX PEIICHHH.

[ToaroroBka coBemanus. [yt TOro 4To0sl MaKCUMaIbHO 3(P(HEKTUBHO MCIONB30BATh BPEMS, OTBEICHHOE
Ha COBEMIaHWE, HY)XHO INPOAYMAaTh IIAr 3a IIaroM €ro OpraHU3alli0 M pEIINTh ITOCTABIICHHBIC 3aJadd
(npunoxxenue 9).

CoBerianus JTydIiie IPOBOAUTH B ONPEACICHHBIC THU HENIENHU, YTO MO3BOJISIET paboTHHKAM 3(h(heKTUBHO,
3apaHee IUIAaHWPOBATh CBOE BPEMsI M HE HapylIlaeT OOBIYHOIO PEKMMa W PUTMA UX JAesTenbHOocTH (puc. 18).
CoOmonenre puTMa pabOThl ONAroNpHITHO CKA3bIBAETCS Ha MPOU3BOIUTENBLHOCTH TpyJa, Ha YIy4IIEHUU
TPYJOBOW JUCHUIUIMHBL. BHeIIaHOBBIE COBEIIAHUS OTPHIBAIOT COTPYIHHUKOB OT OCHOBHOM pabOThI U, HapyIas

3aHJIaHI/IpOBaHHBII>'I MOpPAdOK ACATCILHOCTH,

PaboTocnocotHOCTh
i ’
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Puc. 18. Pab0T0CNIOCOOHOCTD Ye/I0BeKAa B TeUeHHe THS He CoCcOOCTBYIOT BHIPa0OTKe Y JIlojaeil
TAaKOr0 BAa)KHOT'0 Ka4eCcTBAa, KaK 00513aTeJIbHOCTb.

JlenoBoe coBeliaHue, CBSI3aHHOE C OTPHIBOM OT PabOThl MHOTHX JIOJIEH, JIydllle BCEro MPOBOIUTH B
KOHIIe pabouero qHs. Eciau coBemanue npoBOAUTCS B CEPEAMHE THS U €r0 YYACTHUKH PACXOJSATCS IOCIIE HETO
10 CBOMM pabovYMM MeCTaM, TO Ha 3TOM TepsieTcs paboyee BpeMsi, KOTOpOe 3aTpauyuBaeTcs HE TOJIBKO HA TO,
4TOOBI COOpaThCsl Ha COBEIIAHUE, OTIATh HEOOXOAUMBIE PACTIOPSKEHUS, J00paThes 0 MECTa COBEIIAHUs, HO U
Ha TO, 4YTOOBl BHOBb BO3BPATUTHCS B CBOE MOJpa3/ieleHue, MOATOTOBUTH padouee MecTo, BO30OHOBHUTH
npepBaHHyto padoty u T.14. [1o 3T0oit ke mpuynHe IPOBEACHHE JIETOBBIX COBEIIAHNN B CAMOM Havaje pabodero

THS TakXe HepalroHaldbHO. J[eloBOi dYenoBeK B Hadalie pabodero JHS HACTPOCH HA BBHIMOJHEHUE CBOECH
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OCHOBHOM paOOTBhI M €CIIM JIEHb HAYMHAETCSI C COBEIIAHMS, TO €My «HE 10 NMPEHUi», OH CTPEMUTCS CKOpee

BEPHYTHCS Ha CBOE pabouee MeCTO, BHIMOIHUTD IPOU3BOICTBEHHOE 3a/1aHUE.

Jlyumre, ecnm coOpaHue Ha3HA4YaeTCsl HA HEMPHUBBIYHOE BpeMsi, Harpumep, Ha 9:15 wm 10:45. Cxopee
BCETO0, JIFOAU HEe OYAyT ONa3/bIBaTh.

C yrtpa menecooOpa3Hbl JUIIb ONEPATUBHBIC COBEIIAHUS (WICTYYKHW)), HAICTMBAIONIME JIOACH Ha
nepBOOUEpeIHbIC 3a1a4H. bosbIoe 3HaYeHne UMeeT MPaBIIIbHBIN MT0100p YYACTHUKOB COBEIIAHHS. Y4YacTHe B
COBEI[AHUM OTBJICKAET OT OCHOBHOH AEATEIbHOCTH pabOTHUKA, BEET K MOTEPSIM pabOvyero BpeMEHH, TOITOMY
Ha COBELIAHME NpUIAIlalTCcd PAaOOTHHUKM, HMEIOIIME HEMOCPEICTBEHHOE OTHOUIEHHE K 00CYXIaeMbIM
BOIIPOCaM, KOMIIETEHTHBIE B ATUX BOIPOCAX U MPEIBAPUTEIHHO 03HAKOMIICHHBIE C BOIIPOCAMHU, BHIHOCUMBIMU
Ha coBemanue. Ecmu oT paboTHHKa TpeOyeTcs: TOIbKO KOHCYJIbTAIMS, 1eIeCO00pa3HO MPUTJIAIIATh €ro He K
Hayajly COBEIIAHMs, a K MOMEHTY, KOT/Ia €ro MpUCYTCTBUE 00s13aTenbHO. Kpome Toro, yuacTHUKM COBEIIAHUM
JIOJDKHBI OBITh HaJIEJIEHbI IOJTHOMOYHUSMHU JUIS IPUHSTUS PELICHUH.

[IpuHuMn KoJIErnaabHOCTH MPUHMMAEMBIX Ha COOpaHHMM PEIICHHM IMpenroyaraeT paluuoHaIbHOCTb
BbIOOpa BOIPOCOB COBEIIAHUS; BBIOMPAIOTCS TOJIBKO T€ BOMPOCH], KOTOpbIE TPEOYIOT KOJUIETHATIBHOTO
pewenns. Ecnu Ha coBelllaHue MO OJHOMY BOIPOCY YXOIUT 10 1,5 4, TO coBellaHue Mo ABYM BOIpPOCaM
TpeOyeT 10 2 4, a COoBELIaHue MO TpeM BompocaM — 110 2,5 4. B CBs3M € 3TUM CYIIECTBYET BO3MOXKHOCTb
YMEHBUICHNS KOJIMYECTBA COBEIIAHUN 3a CUET HEKOTOPOro YBEIMYEHHUs KOJIMYECTBA OOCYKIAaeMbIX Ha HHUX
BOIIPOCOB.

CocTaB y4acTHMKOB COBEIIAaHHUS. Ba)kHbIM BONpPOCOM NpH MpOBEACHUU P(PEKTHBHOIO COBELIAHUS
SIBJISIETCSL YUCIEHHOCTh €r0 y4acTHUKOB. Jlydlle COKpaTHUTh KOIMYECTBO HMPUCYTCTBYIOUIMX /10 MUHHMYMA,
OCTaBUB TOJIbKO T€X, KTO HEOOXOAUM U UYb€ MHEHHE BaXKHO ISl IIPUHSATHUS PELLICHHUSL.

IToBectka nus. [IpeacraBnsier coOOM MUCHMEHHBINA TOKYMEHT, KOTOPBIN 3apaHee pa3/laeTcsl yYaCTHUKAM
copemianyd. OH BKJIIOYAET TEMY, LI€Nb COBELIAHUS, ITyHKTHI, MOAJIEKALIMNE PACCMOTPEHHUIO, U BpEMsI Ha UX
o0cy’KeHne, CPOKU M MECTO COBELaHUS, (paMUIINN TOKJIQTUYUKOB.

Ecnu Ha 0o06cykeHne BBIHOCHTCS TOJBKO OJUH BOIPOC, TO YAcTO JIOKJIAJUUK H3J1araeT CBOM MBbICIU
MIPOCTPAHHO, TOITOMY B XOJI€ COBEIIAHUS €r0 YIaCTHUKHM MOT'YT MTPOSIBUTH HECOOPAHHOCTh, HETOPOILIUBOCTD.

Ha coBemannu ¢ HachILICHHOW MOBECTKOM JHSA HaOmomaercs Oosee YETKUH U JETOBOM PUTM paloTHl,
monu Oosee coOpaHHBI, TPATIT MEHBIIIE BpEMEHH Ha BBICTYILIEHUE.

OpnHako crneayer MOMHUTH, YTO Ype3MEpHO OoJblllas IMOBECTKA JHS TakkKe HepaluoHaibHa. Kak
MOKA3bIBACT MpaKTHKa, 11eJIeCo00pa3HO BKIIOUATh B TIOBECTKY JHS COBEILIAHMS OAMH-/IBA TJABHBIX BOIpOCA U
HECKOJIBKO MEJKHX, KOTOPhIe MOXXHO PEIIUTh OBICTPO. YUAaCTHHKAM COBELIAHUS JOKHO OBITh M3BECTHO HE
TOJNBKO BpEMsl Hayaja COBELIAHMS, HO M MPENNojaraeMoe BpeMs OKOHYAHMs, YTO MO3BOJIUT PabOOTHHKaM

3apaHeC CINIaHUPOBATH CBOC BPEM:I ITOCJIC COBCIIAHM .
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[ToBecTka AHS CIy>)KUT HAJAECKHBIM OPHUEHTHUPOM, €€ HEOOXOIHMMO CTpOro coOrojaTh. TOIBKO B 3TOM

Clly4ae IMmocTaBjeHHas 1eNb OyJIeT TOCTUTHYTA.

[MoaroroBka moknana. Kak mpaBuiio, mo poay CBOMX OOS3aHHOCTEH PYKOBOIMTENb YacTO SIBISAETCS
OCHOBHBIM JIOKJIaJYMKOM COBEILAHUS.

VYcnex AenoBOro CoBEIIaHWsS BO MHOIOM 3aBUCHT OT KauecTBa MOJATOTOBKM OCHOBHOI'O COOOLICHUS.
JIOKIaquuK JODKeH JaTh OObeKTHBHYIO HH(popMmanuio. Ecau mo oOcykgaeMoMy BONPOCY CYyLIECTBYET
HECKOJIbKO TOYEK 3pEHMs, HEOOXOIMMO OCBETUTh MX BCE, MPUBECTU JOBOJBI MO KaXJOW M3 HHUX, a 3aTeM
U3JIOKUTh CBOe MHeHMe. Pabora Haj 1OKIagoM (BBICTYIUICHHEM) CKIIAIbIBACTCS M3 HECKOJBKHUX OSTalloB.
[Ipexxne Bcero, HeoOxoauMa pazpaboTKa 1erneil U 3aaa4 Jokiaaaa. Bropoi stam — 310 paboTa HaJ JOKIJIAOM.
ConepxaHue yCTHOTO BBICTYIUIEHUS 3aBUCUT U OT TOTO, TJI€ U CKOJIBKO BPEMEHHM IIPEJICTOUT BBICTYNATh, KTO
cnymatenu U T.4. Tperuit stam — paborta Haj (Gopmoil pedn, Haja ee SI3BIKOM, CTHIIEM, TOAOOPOM IUTAT,
npuMepoB, nu¢p u 1.4. Ha yerBeprom stame HeoOXoaMMO MopaboTaTh HaJl TEXHUKOW NMPOM3HECEHMs peyu.
371ech UMEIOT 3HAYEHHE TaK)Ke M BHEITHOCTh OpaTopa, €ro rojioc, JKeCThbl U T.1.

[Ipenust. BaxxHeHmM 3TanioM MOArOTOBKY COBEILAHMS SABISIETCS opraHu3amus npenuii. Heooxoaumo He
TOJBKO 3a0JIarOBPEMEHHO O3HAKOMHUTH YYAaCTHHUKOB COBEIAHMS C TOBECTKOM IHs, HO M BBI3BAaTh HMHTEPEC
MoJe K MOAHMMAaeMbIM Ha COBEIIAHWU BOIPOCaM, 3TO OOECHEUYUT HMX JKeJIaHME BBICKa3aTh CBOIO TOUYKY
3pEeHMUs], IPUHAThH y4acTue B 00CYKIEHUH BOIIPOCOB.

[lonroroBka mnomemeHus. HemanoBaxxHoe 3HAaYeHME HMEET TaKXKE IOATOTOBKA IOMEUIEHUS Ui
COBEIIaHMs (XOpollas 3BYKOM3OJALMS, HOpMajlbHasi TeMIlepaTypa BO3ayXa, yAoOHas i paboTsl Mebens,
BEHTHUJIAIHUSA U T.11.).

Takue «Menounm», Kak IJI0Xas IPOBETPUBAEMOCTh IIOMEIIEHUS, IOBBIILICHHAs WJIM IOHM)KEHHas
TeMIlepaTypa, CKBO3HSIKH, c1abasi OCBEHIEHHOCTb U T.J., MOT'YT CHU3UTH 3()(EKTUBHOCTh COBEIIAHUS 32 CUET
CHIKEHHUS TIPOYKTUBHOCTH PAaOOTHI JTIO/ICH.

Kpome Toro, HUYTO He JOKHO OTBJIEKATh MPUCYTCTBYIOIIMX HAa COOpaHUM: HU Telle(OHHbIE 3BOHKHU, HU
1IyM TpaHcrnopTa. Jlydiie Bcero ass mpoBeaeH s COBEIaHUs HAlTH OTJeNbHOE TOMEIleHHe 6€3 OTBJIEKAIOIIUX
(axTOopOoB.

[Iporokosn. OTBETCTBEHHBIM JTAaNoOM SBISIETCS (UKCUPOBAHHME IpOIecca OOCYX AEHUS BOIPOCOB,
BBIHECEHHBIX HA COBEILAHUE, T.€. IPOTOKOJINPOBAHHUE.

[IpoTokon — 3TO OopraHU3alMOHHO-PACIIOPSAUTENBHBIN JTOKYMEHT, (UKCUPYIOIIUN X0 OOCYXKIECHUs
BOMPOCOB U MIPUHSTUS PEIICHUH Ha cOOpaHUsIX, CoBEanmsIX [23, c. 23]. dopma MpoToKoJia MPUBEACHA HUXKE.

[IpoToko1, KOTOPBIA, KaK MPaBUIIO, BEIET CEKPeTapbh BO BPEMsl COBELIAHUS B KPAaTKOW M CxKaToi opwme,
COZCPIKUT PE3IOME IPUHATOrO PEIICHUS.

®OPMA ITPOTOKOJIA COBEIIIAHUA
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I'pud yupesxxaenus (eciu HyKHO)
I[TPOTOKOJI
04.02.02 Ne
Mecro cocraBiieHus

3aroyioBoK (HaMMEHOBAHUE KOJUIETHAIbHOIO OpraHa)

[Ipencenarens N.0. ®amunus
Cekperapb N.O. ®amunus
[IpucyrcrBoBanu 18 yen. (perucTpalioHHbIN JUCT npuaraercs). Eciu npucyTcTByrommx

MaJIo, TO YKa3bIBAIOT MX MHUIMAIBI U (haMHIINH, COOII0IeHne aaBUTa
HEo0s3aTeNbHO.
ITOBECTKA JIHA:
1. OcHOBHOI BOIpOC MOBECTKU JAHS ((opMyIupyercsi B MMEHUTEIbHOM manaexe). [okmaguunk A.Jl.
ITerpos.
2. BTopoii o BaKHOCTH BOIIPOC MOBECTKU JTHSI.
CIIYHIAJIN:
[TerpoB A.Jl. — KpaTKO€ WM MTOJHOE U3JI0KEHHUE COJEPKAHUSI BBICTYIIJICHHUS.
BBICTYIINJIA:
Kopones O.C. — u3noxxeHue cojepxaHus BbICTYIUIEHUS WM BOIIPOCA.
Cnupun A.B. — u3noxeHue coepskaHus Wit BOIpoca.
[NHOCTAHOBWJINA:
1.1. Coneprkanue nyHkTa nedaraercs uepe3 1,5 nntepBana. Kaxaplii HOBBIN IMyHKT Ie4yaraercs oT 1-ro
MOJIOXKEHUS TabysTOpa.
1.2. ConeprkaHue BTOPOTO | IMOCIIEAYIOMNX ITYHKTOB O(DOPMIISIOTCS TaK K€, Kak MyHKT 1.1.
CIIYLIAJIN:
1. T'ypckuit A.M. — KpaTKoe UM MOJHOE U3JI0KEHUE COJIEPKAHUS BBICTYIUICHUS.
BBICTYIINJIA:

Huxomaes I'.®. — ...

[NOCTAHOBWJIMA:

2.1. Conep:kaHue MyHKTOB 0OPMIIIETCSI TaK K€, KaKk U B IEPBOM pasJiele.
[Ipencenarens [Moanuce /N.0. Gamunus/

Cekpetapb [Toamuch /N.0. Gamunus/

B nemo Ne
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17.3. IlpoBeeHue coBeIaHUS

Hauunats coBelianue cienyer TOYHO B HA3HAUEHHOE BPEMs], HE3aBUCHUMO OT TOT'0, CKOJIBKO YEJIOBEK €I11e
HE MOAOILIO.

AKTHUBHOCTb yYaCTHHUKOB COBELIAHHMS 3aBUCUT OT pPYKOBOAMTENS, BEAYIIErO COBEIIAHUE, U
obecrieynBaeTCsi XOpoIIeH MOArOTOBKOW COBEIaHMsI, CO3/1aHNEM Ha HEM OOCTaHOBKH JICIOBUTOCTH.

OnTuManbHasi JJIUTENHFHOCTh OINEpAaTHUBHOTO coBellanus cocraBiger 20—30 MuH, TpoOJIEeMHOrO
COBEIIAHUS C HACBIILIEHHON MOBECTKOM JHS — a0 1,5—2 4. BpeMsa paccMOTpeHHUs] OJHOTO JIOCTaTOYHO
CJIOKHOTO BOmpoca — 0KoJio 40—45 MuH.

OnTrManbHasi JJIUTEIFHOCTh COBMECTHOM YMCTBEHHOM JAEATEIbHOCTH OOJBIIOrO YHWCHA JIIOJCH
cocraBiser He Oonmee 40—45 muH. Y OonbIIMHCTBA JIIOAeH (DU3MOJIOrMYEecKass I'paHHIA YCTAJOCTU MpU
COBMECTHOM paboTe paBHa OmHOMY Yacy. Takum obpasom, crycts 40—70 MUH y YY9aCTHUKOB COBEIIIAHUS
HACTylaeT yTOMJIEHHE U, KaK CJIEACTBUE 3TOr0, OCIabisercss BHUMaHUE: B 3aJie BOZHUKAIOT LIyM, JBUKEHHE,
pasroBopbl. ITO €CTECTBEHHAS 3alllMTa OPraHu3Ma OT neperpys3ku (puc. 19).

Bo Bpems coBemanusi 00s3aTeNbHO HAJ0 JAeiaTh HepepblBbl. OHU TONE3HBI, IMOCKOJBKY CITyXat
otabixoM. KpoMe Toro, Bo Bpemsi miepephiBa, Tak WM HHAUe, MPOIOLKaeTCs 00CyKIeHNE BOPOCOB COOpaHUsI.
Ecnmu Ge3 mepepbiBa M Jaiblie IPONODKATH COBEIIAHUE, TO Yy OOJBIIMHCTBA YYAaCTHUKOB HACTyHaer
yromsieHHe. COCTOSIHME BBIKJIIIOUEHMS BHMMAaHMs Ipopoipkaercs npumepHo 30—40 MuH, mocie 4ero y
MPUCYTCTBYIOIMX YITy4IIAeTCsl CaMOYYBCTBHE, BOCCTAHABJIMBAETCA WX HOPMAJbHOE COCTOSIHME U Je0aThl
BCIBIXMBAIOT ¢ HOBOM cumioif. Ho Tak kak y OONBIIMHCTBA YYaCTHHUKOB B TOCIEIHHE TOi4aca A0 3TOro
BHMMAaHHE ObUIO BBIKJIFOYEHO, BBICTYIMAIOIIME 3a4acTyl0 HAUWHAIOT MOBTOPATH MPEAbLIYIIUX OpaToOpoB. DTOT
3Tal CHEHUATHMCTBl HAa3bIBAIOT «IIEPUOJIOM OTPHUIATEILHOM aKTUBHOCTU». B 3TOT mepuoj mNOBBIIACTCA
HEPBO3HOCTh, & IPUHUMAEMBIE PEILIEHUS MOTYT OTJIMYAThCsl HEMPOyMaHHOCTBIO, IKCTPEMU3MOM.

CoTTORHMSE YyHacTHHKOE
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Puc. 19. Bausinue npoao/zKUTeJIbHOCTH COBEIIAaHUA HA ero 3 GeKTUBHOCTH (COCTOSTHHE

AKTUBHOCTH U YTOMJISIEMOCTH)

Ecmu coBemanme npomomkaercst 6e3 mepepbiBa 2 4, To 6onee 90% y4acTHUKOB HACTONBKO YCTAOT, YTO
COTJIACHBI Ha J000€ pelleHne, UMb Obl TOOBICTPEEe 3aKOHYUTH 3ace/laHue.

Takum o0pa3oM, onTHUMaibHAs MPOJOLKUTEIILHOCTh COBEIaHus 0e3 nepepbiBa — He Oonee 1 4. Eciu
o0crosiTenbCTBA Jiena TpeOyIoT Oonee JIUTENbHONW paboThl, ClieqyeT 005S3aTeIbHO MPEAYCMOTPETh MEPEPHIBHL.
[TpomomKUTENTHHOCTD MEPEPHIBOB JAOKHA COCTABIIATH: Tocie 50 muH padotel — 10 muH; ocne 1,5 9 paboTsr
— 15 muH. OTKa3 OT nepephIBOB HE TOJBKO NMPHUBOJMUT K MOBBIIIEHHON YTOMIISIEMOCTH, HO M HE JAeT, MO
CYILIECTBY, SKOHOMHH BPEMEHH.

3aciry>KuBaeT BHUMAaHUS SIMOHCKAsl KOJbIIEBAs CHCTEMa MPUHATHS PEIIEHUH — KHUHTecE. 3aKioyaercs
oHa B cnenyrouieM. Ecium pykoBoautento TpeOyercs OOCYIUTh €O CIEHaTMCTaMH KaKOW-THOO BOIPOC,
HanpuMep HOBBIA IMOPSIOK BEIEHMs Jiefla, TO OH HE JOJDKEH CIHEIIMTh CO3bIBaTh coBellaHue. BHauane
MOJTOTAaBIIMBACTCS TPOSKT HOBIIECTBA, KOTOPBIA TIOOYEPEIHO TMEpeaeTcsi CIeUaliucTaM IO  CIHCKY,
COCTaBJIIEMOMY pyKoBoAMTeNeM. [Ipr 3TOM Kaxablif JOJKEeH, HallpuMep, B OJHOAHEBHBIM CPOK PACCMOTPETh
IpeAjiaraéMoe HOBIIECTBO M JaTh CBOM 3aMeyaHHs B NMHUCHbMEHHOM BHUAE. TakuM o0pa3oM, €Clii B CIIUCKE
LIECTh YEJIOBEK, TO NMPOEKT PEIICHHs C 3aMEYaHUsIMHU BO3BPATHTCS K PyKOBOIUTENMO uepe3 1mecTh aAHel. [locie
ATOTO TPUHUMAETCSl pelieHHe O HEeOOXOJMMOCTH COBEIIAHHWS W COCTaBe €ro yJacTHHKOB. Kak mpaBuio,
MPUTJIAIIAIOTCS JIMIIb T€, Yb€ MHEHUE PYKOBOAUTENIO HE COBCEM sICHO. Takoe coBelanue MpoXOoaAnuT OBICTPO U
3G PEKTUBHO, TaK KaK B HEM Y4aCTBYIOT MaJo JIIO/IeH, Bce OHU 3apaHee 3HAIOT, O YeM MOHUJIET peyb, TIOTOMY YTO
O3HAaKOMMJIMCh C IPOEKTOM perleHus. [lo 3Tolf mpuumHe yKa3aHHBIM CHHCOK COCTaBiseTCA MO NPHHIUITY
BO3pACTaHUs YPOBHS KOMITETEHTHOCTH CIICIIHAICTOB B JAHHOM BOIpoce. Takoil METO/ IMO3BOJISIET COKPATHTh
YHCJIO TUIAHOBBIX coBellanuii Ha 20—30%.

[lcuxonormueckass artMocgepa. CoBemaHue JODKHO MPOXOAUTH B aTrMocdepe HCKPEHHOCTH |
OTKPOBEHHOCTH, B3aUMHOTO YBa)KE€HUsI, IPUHLIUIHAILHOCTU U JIEIOBUTOCTH: TJIaBHAsI €ro 3ajja4a — UCKaTh U
HAXOJUTh MO3UTHBHBIE pemieHus. C [eNbI0 CHCTEeMAaTHIEeCKOTO Pa3BUTHS TUCKYCCHU B HY)KHOM HAIIPaBIICHUN
HEOOXO0AMMO, YTOOBI BBICTYMAIONIME OCTABAIMCh B paMKax oOcyxkmaemoi mpobnembl. Ho neiictBoBaTh mpu
3TOM HEOOXOIUMO AMIIOMATUYHO. J{J1st Toro yToOb! coBenianue Obu10 3(GEKTUBHBIM, CIETyeT 03HAKOMUTHCS
CO BCEMM TOYKaMHM 3pEeHUs Ha 00CyKIaeMble TPOOIIEMBI.

Jlng coznaHusi HOpMaJbHOM IICHXOJIOTMUYECKON aTMoc(epbl Ha COBELIaHUHM (COOpaHWU) HETOIYyCTUMBI
HeoOpOXKeNMaTeNbHbIi TOH, OCOOEGHHO CO CTOPOHBI PYKOBOAWTENSI, KAaTErOPUYECKHE, HE JOMYCKAOIIHe
BO3PAXKECHUH CYXKAEHUS, OCTPBIC PEIUIMKU THUIA «ITO HeBEpHO!» i «Bbl B KOpHE 3a0iyK1aeTechy, T.€. BCE
TO, YTO MOXKET 3a/€BaTh UYYBCTBO COOCTBEHHOIO OCTOMHCTBA BBICTYMAOLIETO WJIM BbI3BaTh HEXENaHUE

TOBOPUTH UCTHHY, BCTYIIATh B OTKPLITYIO JUCKYCCHIO.
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HpI/I H€06XOHI/IMOCTI/I MMOJIEMU3UPOBATH BLICTYIIAOICMY HAaJ10 MMPUACPKUBATHCA CIICAYIOIINX ITpaBUJI:

1. Crapatbcsi TOBOPUTH MEJIEHHO U HETPOMKO.

2. OOpalaTbcsi HE HEMOCPEIACTBEHHO K CBOEMY OIIMOHEHTY, a KO BCEH aynuTopuu, Onaromaps yemy
aBTOMAaTHYECKH BO3HUKAET JIeJI0Basi U CIIOKOMHas atMocdepa.

3. B camom Havasie cBoed pedyu MOTYEPKHYTh COBIIAJICHUE CBOUX B3TJIIOB C MHEHHEM OMNIOHEHTa (110
HEKOTOPBIM BOIIPOCaM), IPUBOJS YOEAUTENbHBIE apIYMEHTHI B MOJIb3Y ATUX B3IJIAZOB, U TOJIBKO MOCIE 3TOTO
MOYKHO TEepeiTH K KOHTpapryMeHTam, GopMyIHpysl UX B BUJE KOHKPETHBIX BOIIPOCOB.

4. Crnenyer yMeno CTaBUTh BOINPOCHL, Oyarojapss YeMy MOXHO HEpEeKIIOYUTh BHUMAaHHE
MPUCYTCTBYIOIMX C OMHOW TEMBI Ha JIPYryl0, HAIGIMBATh €ro Ha TE€ ACIEKTHl MPOOJIEMBI, KOTOPHIE e
OCTalOTCSI B TCHHU.

BrinonHeHrne 3THX YCIOBUH JaeT BO3MOXHOCTh YHPABISATH JUCKYCCHEH, BBIICHSATH HOBBIC Ba)KHBIC
JIaHHbIE, 3aCTaBUTh YYACTHUKOB COBEILIAHMSI 3aHATh 00JIee YETKYIO MO3ULIMIO IO TOMY UM HHOMY BOIIPOCY.

OTKpbITast ¥ TUTOJJOTBOPHAS IUCKYCCHS BO3MO)KHA JIMIIb B aTMOc(epe HEeMpUHYKIECHHOCTH. Pa3psaauTs
HaKaJIMBIIYIOCS aTMoc(epy Jydlle BCEro INYyTKOW, IOJE3HO BCE BpEeMs COXPAHATh CHOKOWHBIA H
JPYKeTFOOHBINA TOH.

OnHO M3 BaKHEWIMX TpeOOBaHUM K PYKOBOIMTEINIO COBEIIAHUS — HE HaBA3bIBATh C CaMOro Hauajia
CBOIO TO3HMIIMIO OCTAJFHBIM ydacTHHKaM (mpuiiokeHue 10). HyXHO MOMHHTB, YTO JOJDKHOCTH IPHIIACT
CIIOBaM PYKOBOJUTENSI OCOObIM BeC, U T€ M3 MPUCYTCTBYIOIIMX, KTO MPUICPKUBACTCSA MPOTHUBOIMOJIOKHBIX
B3IJII0B Ha MPOOJIEMY, MOTYT HE PEILIUTHCS UX BBICKA3aTh.

[Tone3Ho kpaTKoe pe3roMUPOBAaHUE BBICTYIUICHUH, HO HE TOJIBKO 1Ocie 00CYKICHHUs BOIpOca U B KOHIIE
COBEIIAaHUSA, HO U B XOJI€ CAMOro OOCYXKIEHHs. DTO IO3BOJISIET JOOUTHbCS YBEPEHHOCTM B TOM, UYTO BCE
MPUCYTCTBYIOIIHME OTUYETIMBO TOHUMAIOT, O YEM MJIET PeUb Ha COBELIAHUH, U Y HUX CKJIQJbIBAETCs yOSKICHNUE,
YTO B XOJI€ JUCKYCCUH OyJIeT, JOCTUTHYT OIpeeIeHHBIN porpecc.

Pernament BeicTymiieHnii. Cnenyer 1oOMBaThCs TOrO, YTOOBI COOMIO/IEHHE perjaMeHTa paboThl CTaslo
00s13aTeNIbHBIM 3aKOHOM COBEIIAHMUSL.

Ecnu Ha 3aceaHuy WM COBEIIAHUU HE ONPEENICH PerJIaMeHT JJOKJIa4UKa U BBICTYIJICHUH B MPEHUSX,
TO CO3/1AI0TCSI IPEANIOCHIIKH ISl HEAECTIOBOM 0OCTAHOBKH €TI0 IPOBEICHUS.

Hapymenus perimameHTa, Tak K€ Kak M OINO3JaHUS Ha COBELIAHME, BBI3BIBAIOIIUE €r0 3aJCPXKKY,
SIBJIIFOTCSL 3HAUUTENBHO OOJiee Cephe3HbIMU CITy:KEOHBIMU IPOCTYNKaMH, YeM oOmno3jaHue Ha paboty. Eciu
OIO3/1aBIIMK Ha PabOTy YKOPOTWJ JIMIIL CBOM pa®ouuil JeHb, TO 3[eCh OH OTHsUI pabouee BpeMs y Bcex
MIPUCYTCTBYIOIMX U HaHeC 0OJbIION yiepO Mponu3BOACTBY.

[logBenenne wuroroB. B  3aKMOUMTENBHOW YacTH COBEIIAHUS PYKOBOAMUTENb JODKEH YETKO

C(i)OpMy.]'II/IpOBaTI) IPUHATBIC B XOJAC KOJUICKTHUBHOI'O O6CY)K}1€HI/I$I pCUICHHUA, Ha3BaTb OTBCTCTBCHHBIX



This document was created by Unregistered Version of Word to PDF Converter
HUCIOJIHUTEIIEN U YCTaHOBUTH CPOKU HUCITIOJTHCHHU, 4TOOBI YAOCTOBCPUTHCA B NOCTHMIKCHUHW BCEMU YUAaCTHUKAMU

o0111eii TOrOBOPEHHOCTH.

[loanucaB K HMCIOMHEHUIO PEIICHHE, NPUHATOE HA COBEIIAHMH (CM. (opMy IpPOTOKOJA COBELIAHHSA),
pyKOBOAUTENb 00s3aH MPOKOHTPOJIUPOBATH €ro BhIMOAHEHHE. [lo BO3MOXKHOCTH, CleqyeT OIpEeAeIuTh
MTOBECTKY U CPOKH TIOCIIETYIOIIETO JIEIOBOTO COBEIIAHMS.

Ecnu crnenoBath 3TUM TpeOOBaHUAM, TO COBEIIAHUE MPOMIET HA JODKHOM YPOBHE U OyAeT JOCTUTHYT
xKenmaeMbli pe3yibraT. Ho amst Toro 4to0Obl BBICBOOOAMTH OOJBILIE IOJIE3HOTO paboyero BpEeMEHH Ui
IIPOBEJCHUS COBELIAHUN, HEOOXOJMMO MCIIOIb30BaTh PAa3IMUHbIE BCIIOMOraTeIbHbIE CPECTBA.

17.4. BcnomorarebHbIe CpeACTBa M 000PYyI0BaHue /ISl IPOBeIeHUs COBeIaHUil

Xopolee COBEIIAaHHE HEBO3MOXXHO OpPraHM30BaTh 0€3 HEOOXOIUMBIX BCIIOMOTaTEeNbHBIX CPEICTB.
CeromHst CyIeCTBYeT JIOCTATOYHOE pPa3HOOOpa3ue CpeACTB, MO3BOJSIIOMIMX OOJErduTh pPadoTy U TPYH
PYKOBOJUTEIS, @ TAKXKE XOPOILIO OPraHU30BaTh IPOBEICHUE COBELIAHNH.

PexomenryeTcsi, Kak MOXHO IIHMPE HMCIIONBH30BATh HATIIHYIO WIUTFOCTPAIIMIO CBOETO BBICTYILJICHUS: B
BUJIC HACTCHHBIX TaOJMII, CIICIMATbHBIX IJIAHIIETOB, CNaiioB u T.1. Jlrobas BU3yanbHas MH(OpMaLus Jierde
YCBAaMBACTCS, YEM CJIOBECHas, M BBHI3bIBACT OOJBIIMI HHTEpPEC, CIOCOOCTBYET KOHIICHTpPAIlMM BHUMAaHUS
YYaCTHUKOB COBEILAHMUS.

Uro sxe He0OXOIMMO HCIIOIB30BaTh B TIEPBYIO OYEPEh?

Harnsnaeie mocoOusi. X MMpoKo MCIONB3YIOT CETOTHS Jake Ha HEOOMNBIINX 10 YUCICHHOMY COCTaBy
COBEIIaHMSX. Benp mydine oauH pa3 yBUAETb, UEM CTO pa3 YCIbIATh. TalmuIbl, CXeMbI, AUarpaMMbl, KapThl
— BC€ JOJDKHO OBITh ITOJITOTOBJIEHO U MPOBEPEHO 3apaHee. Eciu pedus uaeT o cnaiifax, To HaJo MOArOTOBUTH
COOTBETCTBYIOIIUI JUAMIPOEKTOP UL UX MOKa3a, SKPaH, MPOBEPUTH UCIIPABHOCTh PO3ETKU. DTO K€ KacaeTcs u
MOJTOTOBKH BHUJeonokas3a. [IpoBepbTe 3apaHee, kak paboTaeT BUAeOANapaTypa, YTOObl HE MPUIILIOCH, TOTOM
TEpSITh BpeMsl, HACTpauBasi U PEryJIUpys ero y’Ke BO BpeMs MoKasa.

BcnomorarensHoe o6opynoBanue. Hanpumep, KonupoBanbHOE YCTPOMCTBO MOXKET MOTPeOOBAThCS MPU
HEOOXOAMMOCTH CPOYHO pa3aaTh BCEM MPHCYTCTBYIOIIUM TEKCT IPOEKTA TTOCTAaHOBIICHUSI.

Ob6opyznoBanue, HCIOIb3yeMOe B Oompmmx 3anmax. Hampumep, KOMIBIOTEpPBI, BHAEONPOEKTOPBI,
MUKpPOQOHBI, TpuOyHa, OoJblIas HACTEHHAs JOCKA M MapKepbl, €Cd IO XOIy JEeKIMH WM JIOKJIazia
BBICTYMAIOIIMI 4TO-TO 3anuchiBaeT. He Hy)XHO 3a0bIBaTh Takxke 0 rpaduHe ¢ BoAoil u o crakanax. Ciexyer
1M03a00TUTHCS M O TOM, YTOOBI Kohe WM Yail ObUTM TOTOBBI MMEHHO K OOBSIBJICHHOMY IEPEPBIBY, a HE TIOCTE
HETO.

[Ipu moxaroToBke coBellaHus HE cleayer 3a0bBaTh U O Menoyax. Bce JOMKHO OBITH MPOIyMaHO U
MOJTrOTOBJICHO 3apaHee.

B HACTOALICC BPEMS HEPECAKH TaK HA3BIBAECMBIC CCJICKTOPHBIC COBCIIAHUA. Takue COBCIIIAHW HE Tpe6y}0T
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MIPUCYTCTBUS BCEX 3aMHTEPECOBAHHBIX JIMI] B KAOMHETE PyKOBOAUTEIIS, YTO TIO3BOJISIET HE OTPHIBAThH JIFOJIEH OT

UX HETIOCPEACTBEHHOM PabOTHI, BHICBOOOXKIAET BPEMS, 3aTpadlBaeMOe Ha TEPPUTOPHATILHBIC IEPEMEICHHUS.

B nocnennee BpeMsi B KauecTBe BHYTpUO(DUCHOM cBsA3M Harle ucnonb3ytoress MUHU-ATC. D10 mo3Bonser
00ONTHCH OTHUM aIIapaToM Kak JJIsl CBSI3U BHYTPH oduca, TaK U JJIs BBIXOJa BO «BHELIHUNA MUPY.

bonpmoe paznooOpasue takux ATC He MO3BOJSIET cAenaTh ONMMCAHUE MOAPOOHBIM, HO TIOYTH BCE OHH
MOT'YT MEpPEeKIII0YaTh Pa3roBop Ha APYroro pabOTHHKA WM MOJKIIOYATh €ro K pasroBopy, MepeaapecoBbIBaTh
3BOHKM K BaM Ha JPYroil ammapar, BECTH Pa3roBOpP Cpa3y C HECKOIBKUMH COTPYJHHKaMH Bameld (UpMBI,
nepeaBaTh COOOIIEHNE cpa3y Ha Bce Teae(OHHBIE aInapaThl.

B xauectBe BHYTpHO(UCHONM CBSI3M MOTYT HCIHOJb30BATHCS TAKXKE pPA3IMYHbIE IE€PErOBOPHBIC
YCTPOMCTBA, HCIOJB3YIOIINE KaK Tene(oHbl 6e3 HoMepoHadupaTess, Tak U CrielnalbHbIe YCTPOUCTBA.

WTak, K 1€N0BBIM COBEIIAHUSAM HEOOXOANMO TOTOBHUTHCS € 0COOOH TIIATENBHOCTHIO. Bee JOIKHO OBITH
MIPOJLyMAHO M MPAaBUIIBLHO, YMEJIO M OPraHNW30BaHoO. TOJIbKO TOrAa COBEIAHHS MOT'YT OBITh PE3yJbTaTUBHBIMU U
CTaTh O'POMHBIM IOJICIOPHEM B PabOTE PYKOBOJUTEIIS.

Pesrome

e CoBelmanusi — 3TO TakKOM BMJ YIPABJICHUYECKOW MEATEIILHOCTH, KOIJa ONPEAEICHHOE YHCIO
YYaCTHUKOB COOMpaeTcsi B Ha3HAUEHHBbIE BpeMs U MecTe Al OOCYKIeHHs IpoOJieMbl, 3aTparuBarolie nx
WHTEPECHI, U 1151 HAXOXK/IEHUSI BO3MOKHBIX PEIIEHUHN B COOTBETCTBUU C [TOCTABICHHOM LIENBIO.

e JlenioBoe cOBeIaHME — OAWH U3 BBICOKO3()(EKTUBHBIX, HO TPYJOEMKHX METOMOB YIpaBJICHUS,
MO3TOMY HEOOXOAMMO HCIIONBb30BaTh €ro JJIsl PACCMOTPEHHSI CAMBIX aKTyaJIbHBIX BOIIPOCOB, JIEHCTBUTEIBHO
TpeOyIOLMX BBIPAOOTKH KOJUIEKTUBHBIX PELLIEHUH.

e [[pakTuka ympaBiieHHS! MOKa3bIBaeT, YTO COBEIIAHUA — 3TO OOs3aTenbHas (opMa OpraHu3aluu U
YIPaBIICHUS, OJHAKO MMEETCSl HEMaJl0 pPE3epBOB BHICBOOOXKAECHUS BpPEMEHH 32 CYET COKpAIICHHsS HX
KOJIMYECTBA, YIOPSAA0UEHHS MTPOBEICHNS, HCKIFOUEHHS aTMOC(ephbl HEIETOBUTOCTU M 3aCE1aTeIbCKON CYEThlI.

e Manoa(eKTuBHbIE,  JJIUTENbHBIE  COBEIAHMs  SIBJISIOTCA, KaK  IPaBWIO,  Pe3yJIbTATOM
HEY/IOBJICTBOPUTEILHON OATOTOBKH U HU3KOI'O YPOBHS X IPOBEICHUS.

e HaunHaTh cOBELIaHME CIIEAYET TOYHO B Ha3HAUYEHHOE BPEMs, HE3ABUCUMO OT TOI'O, CKOJBKO YEJIOBEK
elle He NOJOILIO.

e OnTuMalibHask JUIMTENIbHOCTh ONEpPaTUBHOrO coBemaHus cocraBisier 20—30 MuH, NpoOIEeMHOro
COBEIL[AHUs C HACBIIIEHHOW NOBECTKOM AHA — 10 1,5—2 4. Bpems paccMOTpeHuss OIHOrO JOCTaTOYHO
CJIOKHOT'0 BOIPOCA HE AOJDKHO IpeBbIaTh 40—45 MUH.

e Uepes kaxapie 1,5 4 paboThl HEOOXOAMMO J€NaTh MEPEPHIBBI JUIA TOTO, YTOOBI HE MEPEyTOMIISTH
YYaCTHHKOB COBELIAHMSL.

OBaCJ'IY)KI/IBaeT BHUMAaHUA AINMOHCKAasd KOJbLCBAdA CUCTEMA MNPUHATHA pCIlIeHI/II\/II — xwuHrecé. Takoe
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COBEIIaHKE MPOXOAUT OBICTPO U 3(P(HEKTUBHO, TAK KaK B HEM y4acCTBYIOT MaJIO JIt0/IeH, BCE OHU 3apaHee 3HAloT,

0 4YeM IMOHJET pedb, MOTOMY 4YTO O3HAKOMMJIMCH C IPOEKTOM pEIIEHUS M 3aMEYaHUSIMH IPEIbLIyIIIX
crenuamucToB. Takoil METO/T TO3BOJISIET COKPATUTD YUCIIO IJIAHOBBIX coBemanuii Ha 20—30%.

e CoBelanue J0JDKHO IPOXOANUTh B aTMOc(hepe UCKPEHHOCTH U OTKPOBEHHOCTH, B3aUMHOI'O YBa)KEHUS,
MPUHLMIHAILHOCTH, JEI0BUTOCTH, CAMOKPUTHUKHU: TJaBHAs €ro 3ajJaya — UCKaTb U HAXOJAUTh MO3UTHBHbBIE
pELLIEHNUS.

o JIns1 co3maHus HOPMAJIBHOM IICHUXOJOTMYECKOW aTMoc(epbl Ha COBELIAHWH, OCOOCHHO CO CTOPOHBI
PYKOBOZAUTESI, HEAOIYCTUMBI HETOOpOXKeNnaTeIbHbIN TOH, KATErOpUUECKHE CY>KJICHHUS, OCTPbIE PETIIIUKH.

e B 3aKIIIOYUTENHHON YacTH COBEIAHUS PYKOBOAUTENb JOJDKEH YETKO CPOpMYIUpOBaTh MPHUHSTHIE B
X0/le KOJUIGKTUBHOTO OOCYXIICHHMS pELIeHHUs, Ha3BaTb OTBETCTBEHHBIX HCIIONHHUTENCH, YCTAHOBUTH CPOKH
WCIIOJHEHUS ¥ IPOKOHTPOJIMPOBATH BHINOIHEHUE 3TUX PEIICHUI.

e be3 HeoOXOIMMBIX BCIOMOTaTENbHBIX CPEACTB TPYAHO IMPOBECTH XOpollee coBelllaHue. B kadecTse
BCIIOMOT'aTENIbHBIX CPEJCTB MOKHO HCIOIb30BATh!

* HaTJIIIHBIE ITOCOOMS;

* BCIIOMOTraTelibHOE 000PYI0BAHNUE;

* 000py10BaHME, HCIIOIb3yeMOe B OOJBIIMX 3a/1aX, HalpUMep, BUJCONPOEKTOPbl, MUKPO(OHBI, TPHOYHY,
HACTEHHYIO JI0CKY, TUAIIPOEKTOPHI U T. 1.

IIpakTHyeckoe 3axanue

1. CocraBbTe aNrOpUTM MOATOTOBKU PYKOBOAMUTEIIEM JIEIIOBOI'O COBEIAHUS.

2. ChopmynupyiiTe TMCbMEHHO IJIaH MOABEICHUS UTOTOB COBEILAHUS.

KoHTponbHBIE BOITPOCH

. UTo Takoe nenoBoe coBelanue?
. Jl7is 9ero HeoOXOAMMO MPOBEICHIE COBEIIIAHMIA?
. HazoBuTE OCHOBHBIE BU/IBI COBEILIAHUI.

. OxapakTepu3yiTe KaK bl 13 CYIIIECTBYIOIINX BUIOB COBEIIAHUH.

1

2

3

4

5. B 4eM 3akimo4aercsi IpeMMYILIECTBO CENEKTOPHBIX COBEIIAHUN?

6. Ha3oBHTE OCHOBHBIE TAalbl TOATOTOBKH COBEIIAHMI.

7. Pacckaxute O SIMOHCKOM CUCTEME IIPOBEACHMS COBEIIAHMIA.

8. Uto HeoOxoaumMo Juist poBeieHus 3pPEKTUBHOTO COBELaHU?

9. Jlnst yero HEOOXOIMMO OMpeIeNICHUE periaMenTa’?
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