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AN 3HDb ITOJI KOHTPOJIEM:
[TATDb HHAT'OB YITPABJEHUA
PABOY UM ITPOLITECCOM

OCHOBHOii METO/, C 1OMOIIbI0 KOTOPOI'O BbI CMOKETE OBJIA/ICTh HC-
KYCCTBOM CIIOKOMHO U YBEPEHHO YIIPABJSATbH PAOOUUM IIPOIECCOM,
pasout Ha 1Tk maros. Kacaercs i jeso joManiHeil KyXHU W
KOMITAHUM, JIJIsI TOI'O YTOObI 0OPECTU KOHTPOJIb HAJl CUTYaIUEH,
HYKHO TIPOWUTH 9THU NATHh IAr0B, IPUYEM JIJIsS KaK/I0r0 U3 HUX
€CTh JIYUIlIME IMPAKTUKU U UHCTPYMEHTHI, HO BCE OHU JJOJIKHBI
padoTarb Kak €/JMHOE 1IEJI0€, UTOObl 06ECIEYUTh CEOE TO Y/IMBU-
TEJIBHOE IIPOJYKTUBHOE COCTOAHUE, KOIJIA Bbl COXPAHAETE ACHYIO
rOJIOBY B ITyunHe xaoca. Peub He ToJIbKO
0 TOM, YTOOBI «CTAaTh OPraHU30BAHHbBIM»

He no3BonsinTe Xn3HN BCTaBaTb
UJIN «OIIPEAC/JIUTh IIPUOPUTECTBI». Do

y Bac Ha nyTu.

MOJIE3HBIC BEI[U, HO OHU MPUXO/AT KAK

CJIC/ICTBUE COBEPIICHUS ITUX MATH IIATOB, a4 HE CAMM TI0 cebe.
MexanuaMmbl, 0 KOTOPBIX 51 PACCKAKY JIaJIbIlie, pAGOTAIOT KaK ¢/IUHOC
1[EJI0€, ¥ BOCIOJIb30BAThCA MU JIETYE U B TO K€ BPEMS CJIOKHEE,
YeM 9TO MOKET TOKA34aThCs HA TICPBBINA B3IVIS/.

Mer 1) cobupaen 6cé, aro NpUBIEKJIO Hallle BHUMaHue; 2) 00pa-
Gamuiéaem, VHBIMY CJIOBAMU TIPOSICHSIEM, JIJISI CEOS, YTO O3HAUACT
KaK/1ast IcTadb U 9TO C OTUM JICJaTh; 3) opeanu3zyem pesyabrar
B BUJIC Pas3JUYHBIX BAPUAHTOB; 4) B XO/IC 0630pa 9TUX BAPUAHTOB
BBIOMPAEM OJIH; 5) OTOT €IUHCTBEHHBIN OY/IEM G6HOIHANS. DTA
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YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

¢opMy/ia BblpaxkaeT rOPU3OHTAIBHOE YIIPABJICHUE, BKJIIOUYAIOLICE
BCE, UTO CJIE/IYET MPUHATH BO BHUMAaHNE B JTIOO0H MOMEHT 110 MEPE
TOr0, KaK Mbl 1Al 3a I1arOM MPOJIBUIAaeMCs BIIEPE/L.

VIMeHHO Tak MBI OCTYNAEM, KOTIJIA XOTUM B3SITh CUTYAIMIO 110/
KOHTPOJIb U CTAOMJIN3UPOBATH €€, YTOObl HAYaTh MPEATNIPUHUMATD
acdexrusuble aeiictsus. [Ipeanonoxum, Bbl pemnam NpuroToBUTh
VIKUH 711 IPY3€H, HO, IPU/ISI JIOMOI, OOHAPYKUJIU, UTO HA KyXHE
LIapUT MOJIHBIN Gecnopsiiok. Kak BbI no-

Lonysums nozesnoe onpedenenue ,
crynure? CHauasma mocMOTPUTE, KAKUE

CBO000bL MONCHO, MOTBKO €Tl CIPe-
BEIM BOOOIIE HE JO0KHBI HAXOUTHCS

Ha KyxHe (c60p); 3aTEM pEIIUTE, YTO
CJIE/IyeT OCTABUTh, 4 YTO BBIOPOCHUTH
(nposicHeHuE); Jjanee PasioKUTE BCE
BEIIM 110 MECTAM: YTO-TO B XOJIOJUJIb-

MUNBCS K HEMY 6 ZIABHOM. 6 41066
YECKOLL HCU3HIU, 1110 b 8 NPOYECCE,
6 KOMOPOM JH00U Y4amcs Yrpas-
TANIb CB0CIL Peartyiell t KoHMmpoil-
posans 00cmoAmenscmea.

HHK, YTO-TO B MYCOPHOE BE/IpO, a YTO-

Yormep Jlunnman,
TO B PaKOBMHY (OpraHusarus); 3arem

nucamesns, Hyprarucm .
BBIGEPETE PELENT B KYJIMHAPHON KHUTE

B 3aBHCHMOCTH OT TOr'0, KAKKE Y BAC UIMEIOTCSI IIPOJYKTHI ¥ KYXOHHBIC
MIPUHA/ICKHOCTU (0630p); HAKOHEII, BO3BMETECH 34 /IE/I0 U HAUHETE
C TOr'0, UTO PACTOIIUTE MAcCjI0 B CKOBOPOJE (JCHCTBHE).

ODTOT METOJI IOCTATOUHO MPOCT, © UMEHHO TaK BCE Mbl U MO-
crynaem. OJJHAaKO MOIi OIBIT JI0Ka3bIBAET, YTO OOJIBIIMHCTBO
JIO/IEH MOIVIN OBl 3HAUYNTEIBHO YCOBEPUICHCTBOBATH CBOM HABBIKH
HA KaX/IOM U3 9THX IATU aros. KayecTBo ynpasieHus paGouum
IIPOLIECCOM OIIPE/IE/ISIETCS] CAMBIM CJ1a0bIM 3BEHOM B L[ENU ITUX
HSTU 9TATOB, IO3TOMY BCE 3BEHbBSI JIOJKHBI ObITh B3AUMOCBSI3aAHbI
M CTaH/IapTU3UPOBAHBI.

HeaddexrusHocTs nporecca KOHTPOJIS Y GOJIBIIMHCTBA JIO/ICH
CKa3bIBACTCSl HA MHOKECTBE PaGOYUX U JIMYHBIX 337144, O/[HAKO CO-
BPEMCHHBIE CTPECCHI /IC/IAI0T MEHEE 3aMETHBIMU 9TH CJ1a0bIE MECTA.
[ToBcemecTHBII IOCTYIT K MHGOPMAIIUY U CKOPOCTD ITPOUCXO/ISIINX
M3MEHEHUI — JIa’)k€ B TOT MOMEHT, KOI7[a Bbl 9TO YUTAETE, —
MOCTOSIHHO YCJIOKHSIOT Bally Kus3Hb u padory. Ha arom done
y6opKa I'PSI3HON KYXHM Ka)keTcs Jaxe obserdenuem! Masnenpkue
YTEUKHU YCUJIMBAIOT HANPSDKEHUE M CTaHOBATCs Gosbmnmu. OHo
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TTABA 2. H3Hb N0J KOHTPOAEM: NATH WATOB YNPABAEHHA PABOYHM NPOLECCOM

HNPONYIIEHHOE 9JIEKTPOHHOE HCHMO, HEBBIIIOJTHEHHOE 06I3aTENb-
CTBO WJIM HENIPUHSATOE PELIEHUE CIOCOOHBI BBI3BATH KOJIOCCAIbHBIE
nocneacrsus. [Tockonbky 06beM Mosie3Hol /iist Bac MHpopMaInu,
TaK JK€ KaK U CKOPOCTb €€ TIOCTYIIEHUSI, HE YMEHBIIIUTCS, BbI MHO-
I'MM PUCKYETE, €CJIU HE MOMbITAETECH OBJIA/IETh GOEBBIM UCKYCCTBOM
VIIPaBJICHUSI paGOYUM MPOIECCOM.

VY GosbimHCTBA JIIO/IEH CAMBIM CJIaGbIM 3BEHOM SIBJISIETCSI TIEP-
BBl mar — c6op. OHU JIepKAT B IOJIOBE GOJBIIYIO YaCTh CBOUX
06s13arenbeTB. 10 KOJMYECTBO CaMbIX PasHBIX «/[OJDKEH», «MOT
Obl», «CJIEJIOBAJIO Obl», KOTOPOE OHU XPAHST B T'OJIOBE, 3HAUUTE/Ib-
HO TPEBBIIIAET KOJIMUECTBO 00513aTE€NbCTB, KOTOPbIE OHU IJE-TO
3apUKCUPOBAJIH.

MHorue 1011 0CO3HAIOT CBOM 0053aTEILCTBA, HO IPU ITOM
HE NEPEXOAAT KO BTOPOMY LIAry: HE MPOSICHSIOT UX U HE PELIAIoT,
KaKOW KOHKPETHBIN CJICAYIONUH IIar HYKHO c/iesath. Pazépocannbie
TYT U TaM CJy4alHbIE CIIUCKH JIEJI, 3a[IUCH NI0CJIE BCTPEY, KAKUE-TO
HATIOMUHAHUS Ha CTUKEPAX Ha XOJIO/IMJIbHIUKE, MOHUTOPE KOMIIbIO-
Tepa WM B IUPPOBOM T'a/PKETE — BCE ITO, BMECTO TOTO YTOOLI
NOOY3K/IaTh K JICHCTBUSIM, BbI3bIBaeT onenenenue. Camu no cebe
TaKHUe CIUCKU JIe/l CKOPEE YCUJIUBAIOT CTPECC, YEM IIPUHOCST
ob6JieryeHue.

HekoTopbie 1o/ NPUHUMAIOT TIPABUJIBHBIC PELICHUSI O TOM, YTO
HY’KHO /IE/IaTh B KOHKPETHBIN MOMEHT, OZJHAKO HE MOI'YT 9 dEKTUBHO
OpPraHM30BATh PE3Y/IBTATHI, TO €CTh BBITOJIHUTL TpeTuil mar. OHu
HPUXOJAT K MBICIH, YTO UM HYIKHO UTO-TO OOCY/IUTH C 6OCCOM,
HO HAallOMMHAHUE 00 9TOM JIEKUT I7le-TO Ha JIHE UX CO3HAHUS,
HEJ/IOCTYITHOE B HYXKHOM CUTYaIlMH, B HAJIEKHOM (opMaTe, 4ToObl
OHU MOIVIM Obl BBIIIOJIHUTH 9TO HAMEPEHHE.

Y Koro-to ecTh XOpOIINUEe CUCTEMBI, HO OHU HE YJICJSIOT JIOJIHK-
HOTO BHUMAHMS UX CO/IEPKAHMIO, TAK UYTO CUCTEMBI OTU TEPSIOT
cBoI0 9(HEKTUBHOCTD. Y TAKUX JIOJIEH MOI'YT ObITb CIIMCKHU JIEJ,
[JIAaHbI, Pa3HbIC CIIOCOOBI HAIIOMUHAHUI (CO3/|aHHbBIC 6J1aro/aps
c60pY, MPOSICHEHUIO U OpraHusanuu MHGOpPMAIUN), O/IHAKO OHU
HE UCIIOJIL3YIOTCS B TIOJHON Mepe. MHorue BoooGIie He 3arvis/ibiBaioT
B CBOI KaJIEH/1apb, YTOOB! CIIPABUTHCS O MPEJCTOSIIUX COOBITUSIX
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YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

M CPOKaXx, M, KaK CJICJICTBUE, CTAHOBATCS JKEPTBAMU CyMaTOXH,
KOIJIa BCE HYIKHO YCIIETh B TOCJE/IHUN MOMEHT.

Haxoner, eciivt XoTs1 6bI 0/{HO 13 IPE/[BI/IYIIINX 3BEHBEB OKAKETCS
cabbiM, TO JiekicTBYE (MATBIH IIAT), KOTOPOE GY/IET BBIGPAHO B UTOTE,
MOJKET OKAa3aThCsl /IaJIEKO HE CaMbIM JIYUIIUM. DOJBIIMHCTBO pe-
IICHUI BBITIOJTHUTH KOHKPETHOE JICHCTBHE IIPUHUMAIOTCS] HA OCHOBE
caMmoii MocJe/HEN WK CaMOl «IPOMKOI» MH(OPMAIUK, IPU 9TOM
YEJIOBEK PYKOBO/ICTBYETCSI, KaK IIPABUJIO, YYBCTBAMH, @ HE Pa3yMOM.
Jlojieit HauMHAET MPECIEI0BATH MYYUTEIBHOE OIIYIIIEHUE, UTO OHU
HE JIEJAI0T TOr0, YTO JIOJIKHBI; YTO Y HUX «HE XBATA€T BPEMEHM»
Ha MOTEHIMAIBHO Ba’KHBIC BEIIM; OHM YTPAuyMBAIOT OIYIICHUE
3HAUMMOCTHU TOT'O, YEM 3aHUMAIOTCSI, 4 BE/Ib UMEHHO B 9TOM CYTh
addexruBHOCTH 6€E3 CTpEcca.

O4eHb BasKHO TOHSTH CMBICJT KaX/[0T0

CnpocuTe cebsi: «Korga v 4to 51 gon-

XEH BUOETb, B Kakoi thopme, YTobbl
He [ilepXaTb 3T0 B ronioBe?» Bbl co3pa-
€Te CUcTeMy ANS TOro, YTOObI OHa
paboTarna, a He pafy Camoii CUCTEMbI.

13 9TUX IIATU [IATOB U JIJIS KAK/[0I0 110-
JI06paTh PAaBUJIbHBIC TEXHUKU U UHCTPY-
MEHTBI, YTOOBI JOOUTHCS MAKCUMAILHOTO
peaynbrara. /{yist MeHst 04eHb M0JIC3HBIM
(1 axke 06s13aTEIbHBIM) SIBJISIETCSI PaC-
npe/ie/IeHUE OTUX [IATOB B TCUCHUE JTHS.
BriBatoT MOMEHTBI, KOIJIa MHE XOYETCSI TOJIBKO COOUpaTh nHpOopMa-
[[MI0, HO HE pelIarh, YTO C HEH Jienars. B jipyroe Bpemst xouercs
[PUBECTU B MOPSIOK MOM 3aIlMCH MOCJE JIeJI0BOM BeTpeun. Min,
MOSKET OBbITh, SI TOJILKO YTO BEPHYJ/ICSI M3 JIOJIIOI'0 MYTEIICCTBUS
U MHE HYKHO pasodparbCsi ¢ TEM, UTO s puBe3 ¢ co6oil. beiBaer
BpEMsl, KOIJlJa MHE HEOOXOIUMO C/Ie/IaTh 0630p BCEH MOEH paGoThI
WK Kakoi-to ee yactu. M, pagymeercs, s Tpayy MHOTO BPEMCHU
[IPOCTO HA BBINIOJIHEHUE TOI'0, YTO JIOJIKHO ObITh C/ICTAHO.

OpHa 13 IIaBHBIX TPUUYKH, 10 KOTOPOW MHOTUM TAK U HE Y/IACTCS
CTaTh OPraHM30BaHHBIMU, 3AK/II0YACTCSI B TOM, YTO OHHU MPOCTO
MBITAIOTCS C/IC/IaTh BCE MSTh 1IATOB O/[HOBPEMEHHO. bosibiinHCTBO
JIo7iel, Koryia 6epyT PydKY, 4TOObI COCTABUTH CITUCOK JICTT, CPA3y Ke
HAUMHAIOT BBIJIC/ISITh «CAMbIC BA)KHBIC» B MOPS/IKE CBOMX ITPUOPU-
TETOB, [IPU 9TOM HE OIPEJIEIsisl HU O/[HOI'0 KOHKPETHOI'O /ICHCTBUSI.
OpHaKO eC/v Bbl HE PEIINTE, YTO HYKHO C/IE/IaTh B CBSI3U C JJHEM
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TTABA 2. H3Hb N0J KOHTPOAEM: NATH WATOB YNPABAEHHA PABOYHM NPOLECCOM

POK/ICHNS BAIIEro CEKpeTaps, MOTOMY 4TO MPSMO ceiyac 3TO
«HE TaK Ba)KHO», 9TOT OTKPBITHII BOIIPOC OY/IET BBITSTUBATh U3 BAC
QHEPrUI0 U HE MO3BOIUT 3DPEKTUBHO CHOKYCHPOBATLCS HA TOM,
YTO ZICMCTBUTEIBHO BasKHO.

B 97001 r1aBe BbI OJIpOGHO Y3HACTE O KAXK/IOM U3 MSTU IAroB;
B IVIaBaX C YETBEPTON MO BOCBMYIO HAal/IETE MOIIATOBYIO MPOrpaM-
MY /ISl pean3aliiy ONTUMAaJbHONU CUCTEMBI /sl Kax/0i ¢asbl,
BKJII0Yasl MHOKECTBO MPUMEPOB U JYUIINX MPAKTHK.

Coop

BaskHo 3HaTh, Kakyio nHMOPMAILMIO COGHMPATh U KaK CJEIaTh 9TO
Han6osee 9PEKTUBHO, YTOOLI TOTOM JIOJIKHBIM 06pa3oM ee 06-
pa6otarb. /Iss1 Toro 4To6bl U36ABUTH CBOW MO3T OT 3a/ja4u GoJiee
HUBKOr'0 YPOBHSI — MBITATHCsI 00pAIaTh BHUMAHUE HA BCE O[PS/,
BBI JIOJIKHBI OBITh YBEPCHBI, YTO JICHCTBUTEABHO COOPATN BCIO
nHGOPMAINIO, CBSIBAHHYIO C TEM, YTO BAM HYIKHO C/I€/1aTh WU
M0 KaKOMY TMOBOJY HYXKHO MPUHATH PCUICHUE, W YTO B KAKOU-TO
MOMEHT B GJIMsKalIieM Gy/IyIleM Bbl 06paboTaeTe BCio 9Ty HHMOP-
MAIMI0 U POaHaJIU3UPyETe €e.

Cbop Bcel «He3aBepLIEHKH

JLyist TOro 4yToGbl M3GABUTHCS OT «yTEUEK», HY)KHO COOPATh B OJJHOM
MeCTe BCE /Ieid, KOTOPBIC Bbl CUNTACTE HE3ABEPIICHHBIMU: JIMUHBIC
win 1npodeCcCuoHaIbHbIE, GOJBIINE WM MAJICHbKUE, CPOUHbBIE WM
HEBaXKHbIC — BCE, UTO JIOJKHO ObITh MUBMEHEHO U TI0 TIOBOJIY UETO BbI
OIYIIAETE JIOOYIO CTENIEHb BHYTPEHHETO 00513aTE/IbCTBA 9TO U3MEHUTD.

MHoroe 13 Toro, 4To Bbl JI0JUKHBI CJE/IATh, YK€ COOPAHO JJIs
BAC, T0KA Bbl 910 yuTaete. [loura npuxoput B Bl MHOMOUKC/ICH-
HbIC TI0YTOBBIC SIIMKH, peabHble U BUpTyaibHbie. CKopee Beero,
JloMa BbI T10JYYa€Te HACTOSIIUE NOCIKY U nucbMa. Dusnueckas
KOPPECIOH/ICHIIMSI MO-TPEXHEMY [0Ma/[aCT B Bally KOP3UHY
«Bxopsmue» HapaBHE € 9JEKTPOHHBIMU COOGIIeHUSAME, SMS
U TOJIOCOBOI MOUTON. B TO 3K€ BpeMsi Bbl TIOCTOSIHHO 3aMEYAETE TO,
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YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

YTO HYKHO U3MEHUTH. JlaXe HEe HACTOJIbKO OUEBU/IHBIC, KAK MOJIY-
YEHHOC JIEKTPOHHOE IMUCBMO, 9TU BOIPOCH! BCE PABHO TPEOGYIOT
pElICHUs: UX HYXKHO 3aKpBITh, YTO-TO cJieaTh. CTparernyeckue
UJIeU, TAK U OCTABIIUECS JIHIIb Ha GyMare, CJIOMaHHbBIC I'a/[’KEThI
B ALJUKE CTOJIa, KOTOPbIE HYKHO UJIU OTPEMOHTHUPOBATH, UJIU
BBIGPOCHUTB, CTApbIC XKYPHAaJIbl HA KODEHHOM CTOIMKE — BCE ITO
OTHOCHUTCSI UMEHHO K 9TOH KaTEeropuu BeUieH.

Hesaronuennoe dero gaxmunecru
OCIAEMER HE3AKOHHEHNBIM 8 0B)X
MECIIAX: 8 OCUCINBUMENBHOCIIL

u y ac 6 zonose. Hesasepuennsie
dexna y éac 6 20106¢ NO2NOWAIM
IHEPIUIO BaAULC20 BHUMANUA,
NOCKOTIBKY HE 0a10m NoKOS 6auell

coeecntiu.

Kak Tos1bK0 BBI JlyMaeTe B OTHOIICHUN
KaKON-TO 3a/1a4M «4 JIOJLKCH», «<HYAKHO»,
«CJIEJIOBAJIO Obl», 9Ta 3a/la4a MEPEXO/IUT
B KaTE€ropuIo HezaBeplleHHbIX. Pemenns,
KOTOPbIE BbI JIOJIKHBI IIPUHATH O TOM,
cobupaeTech JIM Bbl UTO-TO /I€JaTh UJIN
HET, YK€ MOXKHO CUUTATb OTKPBITHIM
BOIIPOCOM, @ TaKKE BCE CUTYal[UHU, KOT/ia
Bbl YK€ PEIIMJIU YTO-TO NPEANPUHSTD,

HO €Ill€ HE COBEPIIUJIM NIEPBOrO IlIara.
N y3x TOYHO K 9TOI KATErOPUU OTHOCST-

bpaxwna Kynapuc

csl BCE 3a/]aui, KOTOPBIC Y BaC «B MPOLECCE» BHIMOJHEHUS UJIN
10 KOTOPBIM BbI YK€ C/IC/IAIA BCE 3AIJIAHUPOBAHHOE, HO TTOKA TaK
M HE NPU3HAIN UX 3aKOHYCHHBIMMU.

Jst Toro 4To66l 9hHEKTUBHO YIIPABIATh HE3ABEPIICHHBIMU
JieJIaM1, UX HEOOXO0/IMMO PACKJIa/IbIBATh 110 CUMBOJIMUECKUM «KOP3HU-
HaM», I7IC OHU OY/IYT HAa/IC’KHO XPAHUTHCS, TI0OKA Y BAC HE HAM/ICTCS
MMHYTKa, YTOOBI ONPE/ICINUTh, KaK Bbl Oy/IETE pELIaTh ATy 3a/jauy
u 6yzere sim BooGie. He 3a6yyibre nepuoginyeck poBo/IUTh PEBU-
3110 9TUX «KOP3UH», YTOOBI OHU OCTABAJINCH /1151 BaC 9 (HEKTUBHBIM
CIOCOOOM XPaHCHMUS.

B mmpokom cMbicsie B OCHOBHOM BCSI OTEHIIMAIBHO MOJIE3HAS
Juis Bac nHdopMmanus yke codbpana. Eciu Bbl He 3adukcupoBaiu
€€ B KaKOI-TO yZI06HO¥ /1/1s1 BAaC BHELIHEH CUCTEME IJIAHMPOBAHUS,
3HAYUT, OHA MO-TPEKHEMY XPAHUTCS Y Bac B roJose. 10, 4TO Bb
HE OTMETUJIM KaKYIO-TO 3a/]ady B CIIMCKE /ICJI, HE 03HAYACT, YTO
aroit 3ajjaun y Bac HeT. OjiHaKO ceiuac Mbl TOBOPUM O TOM, UTO
BCSl HY’KHasl BaM MHQOpMaIUs JI0JKHA XPAaHUTBCSI BO BHEIIHEH
CHCTEME U BCETyia ObITh Y BAC 0/l PYKOIL.
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TNIABA 2. HH3Hb NOJ KOHTPONEM: NATb WATOB YNPABAEHHA PAGOYHM NPOLECCOM

HuctpymenTol clopa

CyIIeCTBYET HECKOJIBKO TUIIOB MHCTPYMEHTOB, KaK TPA/IMIIMOHHBIX,
TaK U BBICOKOTEXHOJIOTMYHBIX, KOTOPbIE MOKHO IPUMEHATH /14
c6opa uHbOpMALIMK O HE3aBEPIICHHBIX 3a/auaX. Hak Kop3uHy
«Bxopsiue», B KOTOpOi HakarimBaeTcst uHGOPMAIS U3 BHEHTHUX
WCTOYHUKOB, MOKHO HCII0JIb30BAaTh:

® CTaHJIAPTHBIN JIOTOK /ISl BXO/SIUX JIOKYMEHTOB;
® OYMa’KHbIC CUCTEMBI IIJIAHUPOBAHUS W 3AIINCH;
® 9JICKTPOHHBIC CUCTEMBbI IJIAHUPOBAHUS U 3aIKCH;

® JJIEKTPOHHYIO MOUTY U PasHbIC YCTPOUCTBA [JIsi GBICTPOIO
00MEHA COOOILICHUSMU.

CrangapTHbIii JOTOK /I BXOJAAINX JOKYMEHTOB

OG6bIuHbBI KAHIEASPCKUN JIOTOK, KOTOPbII MOKET ObITh IJIACTHU-
KOBBIM, JICPEBSHHBIM, KOKAHBIM WJIA IPOBOJOYHBIM, — CAMBIH
NPUBBIYHBIN HHCTPYMEHT JIJIs1 C60pa OYMaXKHBIX M MHBIX JIOKYMEHTOB,
TPEOYIOIUX PabOThl C HUMU: TIOUTA, KYPHAJIbI, 3ATMCH C JIEJIOBBIX
BCTPEY, KOPIOPATUBHBIE OTUETHI, OUJIETHI, KBUTAHIIUU, KAPTHI
daen-namsaTu, BUSUTKHY, Jlaske GpoHapu ¢ ceBIIUMU 6arapeiikamul!

baokHoTs! 1 Gymaru i 3aMeTOK

bBymara jij1s1 3aMeTOK, 6JIOKHOTbBI, CTUKEPBI /IJIsl HAOMUHAHUI BCEX
¢$hopM 1 pasMEPOB OTITMYHO TTO/IXOAT /IS TOTO, YTOOBI 3AMUCHIBATD
cIydyaiHbIe U/IeH, HEOKU/IAHHBIC MBIC/IU, HATOMUHAHUS, 4TO HYKHO
c/ienath, U T. . Bece Ha Baim BKYC M B COOTBETCTBUU C BalIMMU
MOTPEOHOCTIMU.

[{udpossie 3anucsiBawIe yerpoiicTBa

Komnbiorepsl, miaHiieTsl, cMapT(OHbl 1 BCE BU/bI COBPEMEHHBIX
MOGUJIBHBIX YCTPOUCTB BIIOJIHE TTOAXOAAT /IJIs1 3AITUCH JIEJT, K KOTOPBIM
HYKHO BEPHYTbHCSI MO33KE.
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YACTb 1. METOJOAOTHA GETTING THINGS DONE: 0GP0 NOMANOBATb

DIJIEKTPOHHASA [10YTA U YCTPOIiCTBA
JU1s1 OBICTPOro 0OMEHA COOOIEHNAMU

Eciu Bbl cBsI3aHbI C OKPY;KAIOIIUM MHUPOM C TIOMOIL[IO 9JIEKTPOHHOM
HOYTHI UJIK 0OMEHA TEKCTOBBIMU COOGIEHUSIMU, Y BAC JIOJIZKHO ObITh
BUPTYaJIbHOE TIPOCTPAHCTBO JIJIsI XPAHEHUST BXO/AIIUX COOOIICHU I
u GaisioB, I7ie OHU HAXOJSATCS, TIOKA Bbl HE CMOKETE MX MPOYUTATH
Y UTO-TO IIPEJIIPUHSATD.

Texuonornueckas HHTErpanua

bBiarosiapst TeXHUYECKOMY IPOTPECCY BCE 9TU Pa3IUUHbIC KAHAJIbI
MOKHO aBTOMAaTUYECKH OOBEJUHUTh. 3aMETKU Ha Gymare Wiu
Ha JIOCKE MOMEHTAJbHO MEPEBOJASTCS B 9JIEKTPOHHBIN (opmart;
rOJIOCOBBIE COOOIICHUSI MOKHO 3aIncaTh, oludpoBaTh U paclie-
yaraTb. MOKHO OTHPaBUTh KAKYIO-TO MUJICI0 ceOE Ha MOUTY C MO-
OUJILHOTO YCTPOMCTBA.

Bce oTu MHCTPYMEHTBI, U TPAJUITMOHHBIC, U BBICOKOTEXHOJIO-
IMYHBIE, ICUCTBYIOT M0 TPUHIUITY KOP3uHbl «Bxojsmiue» u nnre-
I'PUPYIOT NOTEHIMAIBHO TI0JE3HYI0 MH(OPMALUIO, 06513aTEIbCTRA,
UJIeU U COIVIALICHMUSI.

akTopbl ycnexa Ana coopa HHhOpMaLHH

K coxaznenuio, Hamnure Kop3uHbl «Bxossiiue» He rapaHTHpyeT
ee GYHKIMOHAIBHOCTH. Y GOJIBIIMHCTBA JIIOJICH UMEIOTCS T€ WJIN
HHBIC MHCTPYMEHTBI c60pa MHQPOPMALINK, O/IHAKO, KaK TPABUJIO,
OHU HE TOJIL3YIOTCS UMU B NosHON Mepe. OcTaHOBUMCS Ha Tpex
00513aTEILHBIX YCJIOBUAX, OT KOTOPBIX 3aBUCUT dPHEKTUBHOCTD
asbi coopa.

Bce HesaBepiueHHbIE 3a/1a4M HYKHO XPaHUTbh BO BHEIIHEH
CHCTEME, a HE B T'0OJIOBE.

KosmuectBo Mect /7151 c60pa 1 XpaHeHust uHGOPMAIUU JIOJIKHO
ObITh MUHUMAJIbHBIM.

Cucremy c6opa nndopmalum HeOOGX0MMO PETYJISIPHO OUUIIATb.
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TNABA 2. HH3Hb NOJ KOHTPONEM: NATH WATOB YNPABAEHHA PABOYHM MPOLECCOM
BriGpockre Beé 13 rosiossl

Eciu BbI Bee elnie crapaeTecs iepskaTh BCE 33/1auil B I'OJIOBE, CKOpPEE
BCET0, BAaC OY/IET CI0KHO YOEUTh CUCTEMHO UCIOJIb30BATb U MPO-
BO/IUTH PEBU3UIO BalIUX KOp3uH «Bxojsiiue». MHorune paccyx/1aot
TaK: KaKas pa3HuIa, XpPAHUTCS 11 MHPOPMAIUS O HE3aBEPIICHHBIX
JieJIaX BO BHEIIHEH CUCTEME UJIM B I'OJIOBE, TOJKY HET HU OT TOTO,
HU OT JIPYroro. OTo BCE PAaBHO YTO IBITATHCS UTPATh B MUHOOT®
HA UTPOBOM aBTOMAaTE C GOJIBIIMMU JILIPKAMU HA MUTPOBOM IIOJIE,
TaK 4TO MSIUM NOCTOSIHHO B HUX NpoBainBaiorcs. Kakoii cmbica
POJIOJIKATH UTPATH!

NucTpymMeHTsl c6opa U XpaHEHUS

Ouucmu céoe cosnanue. Imo
nHGOPMAILUKU JIOJKHBI CTATh BAIIUMU

NOJE3NeE, HeMm odUCUNG )/{K/lydOK
MOCTOSIHHBIMYM CITYTHUKAMU, BCETJla Ha-
XOJIUTBCS TIOJ] PYKO#1, YTOGBI BbI B JTI060I

MOMCHT MOIJIN Sa(bI/IKCI/IpOBaTb KaKyI0-TO

Muwens de Monmens,
MICTUMENS

HEeHHYI0 MbIC/b. [IycTb onn cranyr jJis
[llepwTe BCE MBO CKNIOYNTENLHO
BAC CTOJIb K€ HE3AMEHUMBIMHU, KaK 3y0- .
B NAMSTL, GO TONbKO BO BHELLHEN
Hasl I1E€TKA, BOJUTENBCKUE IIpaBa WU
cucteme. Heuto cpepHee He no-
OYKU. YBEPEHHOCTDb B TOM, UTO HU O/[HA
3BONUT BaM [OBEPSTb HIA TOMY,

13 MOTEHIIUATbHO UHTEPECHBIX UJIEU
HU Bpyromy.

HC MOTCPACTCA, JaCT BaM CBO60,Z[Y " BO-
OYHICBUT HA HOBBIC XOPOLIUC UJCH.

MunumMusupyiite KOJIM4ecTBO MECT
JVISL XpaHEHUS UHPOPMALIII

Cogjaiite CTOIBKO MECT JIJIsl XpaHEHUSI UH(OPMALIMH, CKOJIBKO BaM
HEOOGX0/[MMO, HO TPH ATOM 1103a60THTECH O TOM, YTOObI C HUIMU MOXKHO
66110 9 derTuBHO padoTarh. Bala cucrema c6opa u XpaHEHUs
nHdopMaIUK JI0JIKHA ObITH IOCTYITHA JIJISI BAC B JIOOOM KOHTEKCTE,
TaK KaK I0JIE3HbIC W/IEU U MBICJIU MPUXOJAT I7I€ YLOJHO U KOIja
yroHo. [Ipu saTom, eciin y Bac CIMIIKOM MHOI'O MECT /IJIs1 XPAHEHU S

* . .
[TunGom — THI apKajHOIT UTPLI, B KOTOPOI UI'POK HAGMPAET UIPOBLIC OYKH, MAHUITY-
JIMPYsl OAHUM WM 60JI€€ METAUIMYECKUMI [IAPUKAMI HA UTPOBOM 11osie. [lpun. peo.
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Bcsi noTeHumanbHo nonesHast UH-
thopmaLyst LOMKHa NOCTynaTh K Bam
yepes MIHIMAJTBEHOE YUCTIO KaHasoB,
4TOBbI €8 MOXHO BbINO NIErKO NONTY-
YUTb 1 OLIEHUTB.

YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

nHGpOpMaI1, HEPE/IKO BO3HUKAIOT CJIOKHOCTU C €€ CUCTEMHOMN
00pabOTKOI.

KonnuecTBo Mect c6opa u XpaHeHUs] MHOOPMALUU MOKET
0Ka3aTbCsl U3OLITOUHBIM U €CJIU BbI N10JIb3YETECh TPa/UIUOHHBIMU
CUCTEMaMHU, U €CJIN UCTIOJIb3YETE BBICOKOTEXHOJOIMUHbBIC UHCTPY-
MEHTBI. BOJIbIIMHCTBO JI10/1Ei, TPUBBIKIINX K GJIOKHOTAM /IS 3aITUCE
U CTaH/IAPTHBIM JIOTKAM /sl BXO/SIIUX JIOKYMEHTOB, MOT'YT 3Ha-
YUTEJLHO YCOBEPIICHCTBOBATD CBOIO CUCTEMY. 3alKCH HYKHO CH-
CTEMATU3UPOBATH, 4 HE TIO3BOJISIT UM KOIUTHCS HA JIMCTKAX OyMaru,
B 0JIOKHOTAX, B sil[MKax crosa. JlokymenTs! u apyrue pusnueckue
Marepuasbl JJOJKHBI ObITH PACCOPTHPOBAHBI 110 JIOTKAM U TaIlKaM,
a HE JIeKATb CTONKAMU BO BCEX yIVIaX. YTO KacaeTcsi BBICOKOTEX-
HOJIOTMYHBIX UHCTPYMEHTOB, C PA3BUTHUEM COIMATBHBIX CETEH,
MHOTOYMC/IEHHBIX MOOUJIbHBIX YCTPONCTB U BE3/IECYIIEH 9IEKTPOH-
HOU MOYTBI YMCJIO MOTEHI[MATbHBIX UCTOUHUKOB BXO/si1IEH nHbOpP-
MalMy 3HAYUTETBHO YBEIMUMI0Ch. CEerojHs y Jojieil Hepe Ko
6OJIbIIIE O/HOTO a/ipeca 9JICKTPOHHON MOUTHI, OHU YYaCTBYIOT
B HECKOJIBKUX COIMAJbHBIX CETSX M MMEIOT HECKOJIBKO 1{H(POBBIX
ycrpoiicts. [TapajiokcanbHo, HO Teneps, Korja 1ndpoBas peBoJIONUs
cTaJjia MOBCEHEBHON PEasbHOCTBIO, CYIIECTBEHHO YKPEIUIACh
TEH/ICHIINS AKKYMYJIMPOBATh OTPOMHBIN PE3EPB HE3aBEPIICHHBIX
3a/la4 M3 YMC/Ia CJAy4YaiiHON BXO/sIieil nHbopMalnm, a TaKkkKe
YBEJIUUMIIOCH KOJIMYECTBO JIIO/ICH, /IJIsI KOTOPbIX 9TO CTAHOBUTCS
HCTOUYHUKOM CTpecca.

Hcnonb3oBanue cranapTHBIX HUH-
CTPYMEHTOB U IPOLEAYP /sl cbGopa
U XpaHeHUs1 HHpOopMaIu 6yET pruos-
perarthb JIJIsl Bac Bce GOJIbIIEE 3HAUCHUE
10 MEpE YCJIOKHCHUS Balllell KU3HU
u padotsl. Hanpumep, 3a rojisl paGoTsl,
BO3MOJKHO, Bbl 3aMETHJIM, YTO CAMbIE Y/Ia9HbIE MBICJH O padore
NPUXO/ISAT B F'OJIOBY OTHIO/L HE B odrice. CroCOGHOCTD HE YITYCTUTh
9TU MBIC/IU 6aro/apst yJI06HON cucTeMe XpaHeHust nHpopMaluu,
KOTOpast BCEIia 1107] PYKOii, — 9TO KJII04 K BbICOKOI 9(h(heKTMBHOCTH.
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TAABA 2. HH3Hb N0 KOHTPOAEN: NATh WATOB YRPABAEHHA PAGDYHN NPOLECCON
Perynspno ounmaiire cucremsr c6opa napoOpMaIm

Ecnu He ouminarh cucteMy U HEe 00pabaThiBaTh COGPAHHYIO WH-
dbopmanuio, To eAMHCTBEHHAST HYHKIUSI, KOTOPYIO BCKOPE HAYHET
BBITIOJIHSTh 9Ta CHCTEMA, — 9TO XPaHEHUE GECHOPSI0YHO HaBa-
JICHHOTr0 XJiama. PacuucTuTh cucreMy — HE 3HAYUT BBIIOJHUTD
BCE COOpaHHBIC B HEH Jieaa. DTO 03HAYAET, YTO BbI JIOJKHBI IIPO-
SICHUTB CYTb Ka)K/IOT'0 MYHKTA M PEIIUTD, YTO JI0JKHO ObITH C/IEIaHO
OTHOCHUTEJILHO HEro, a MPU HEBO3MOKHOCTHU 3aBEPIIUTH JIEJIO
cpa3y — OTJIOKUTb KOHKPETHOE JICHCTBUE 110 HEMY Ha Oy/yliee.
Bb1 /10/13KHBI O4MCTUTD BAIM «KOP3WHbI» XpaHeHust. He ocrapisiite
undopmanuio ram. He pacummars Bamm «Kop3uHbl» s c6opa
nHbopMaIi — BCE PaBHO YTO HE BBHIHOCUTb MYCOPHOE BE/[PO
WJIM HE BBIHUMATh KOPPECIOH/ICHIINIO U3 MOUYTOBOrO SI[UKA: BAM
HPU/IETCS BCE BPEMS MOKYIATh HOBBIE, YTOOBI CIIPABUTLCS C T10-
CTOSIHHO PAaCTYL[UM 0O'bEMOM.

Tem He mMeHee, 4T00bl OUUCTUTH PEAIBHYIO MJIM BUPTYaJIbHYIO
KopauHy «Bxojsiiue», HyKHO UMETb 9HEKTUBHYIO KOMIIEKCHYIO
CUCTEMY YIPaBJICHUS JACUCTBUSAMM: YK CIUIIKOM MHOI'O BCEI'O
0CTAeTCsl B 9TOI KOP3MHE M3-3a OTCYTCTBUSI JICHICTBEHHBIX METO/I0B
ee ounctku. Yacro kaxercs, 4o MHGOPMAIUIO JIerde OCTABUTH
B KOP3UHE, €C/IM Bbl 3HAETE, YTO 3Ta UH(MOPMALIUS TPEOYET KAKUX-TO
JICUCTBUI, HO HE MMEETE BO3MOKHOCTH 3aHSTBHCSI OTUM IPSIMO
ceituac. Kopauna «Bxopsiue», 0co6eHHO J171s1 GyMar 1 9JIEKTPOHHBIX
[MCEM, — ITO JIYUIIIEE, YTO MHOTUE JIIO/[U

B ntoboin cthepe brnokmposarme

MOPYT CACIATE AA OPraHUSAUMK TIPO= | noroxa npusogyT K CHIKeHuio crio-

necea. Io kpaiineil Mepe OHU YBEPEHEL, | o600y MONHOLIEHHO 1 TBOPHECKM

4TO I/IE-TO ECTh HATOMUHAHUE O TOM, YTO | \acraogar, g mpouecce.

KM BCE €lIle HY;KHO ¢/ienath. K coxae-

HUIO, 9T CTPAXOBKA IIEPECTAET JICHCTBOBATH, KOIVIA 3a KUIIOH GyMar

CTaHOBUTCS HE BU/IHO JIOTKA WUJIM CIIUCOK BXO/ISIIUX 9JIEKTPOHHBIX

MUCEM MEPECTACT YMEIIATLCSA Ha OJHOM SKPAaHE MOHHUTOPA.
Roryia Bbl 1103HAKOMUTECH CO CACAYIOIUMU JIBYMSI IIaramMmu

Y HAYYMTECH JIETKO U [IPOCTO 06padaThiBATh U OPIraHU30BBIBATD BAIITY

BXOJAUIYIO I/IHCbOpMaL[I/IIO 1 HC3aBCPUICHHLIC 3a/1a4U, Ballla KOp3nHa
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YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

«Bxojsiue» BHOBb HAYHET BBIIOJIHATH CBOIO II€PBOHAYAIBHYIO
¢dbyHKIUI0. A Teneph nepeiieM K TOMY, KaK HAYUUTLCS OOHYJISAThH
cucTembl cbopa nHdopmalum 6€3 HeoOX0IUMOCTH BBITIOJIHSTH BCIO
paboTy npsiMo ceivac.

OopaboTka

[IpakTryecku st BCEX MOUX KJIMEHTOB CAMBIM BaXKHBIM HABBIKOM,
KOTOPOMY $1 UX 00Y4YMJ, OblJ [IOLIArOBbIM aJIOPUTM MBILICHUS,
HEOOXO/JUMBIH JIJIsI OUUIICHUS «KOP3UH» JIJIsl c6opa MHPOPMAIUU.
OyHasK /bl MBI IPOBEJIM 06PAGOTKY BCEX
lyue oubamscs, uem ne umems OTKPBITBIX BOIIPOCOB BMECTE C PYKO-
ACHOCTIIH. BO/IMTEJIEM KJIIOYEBOI'O JielapTaMeHTa
Dpunen Jaiicon, | riodanbHol kKopriopanuu. [locie atoro
yuensii | opa OTKMHYIACH B KPEC/IE U IIPUSHATAC,
YTO paHblIE HUKOI7Ia HE IEpekuBaa
0 TIOBO/IY CBOMX JICJIOBBIX BCTPEY 6JIAr0/iapsi HA/ICKHOMY KaJICH-
JlapIo, O/JHAKO HUKOI/Ia HE YYBCTBOBAJIA [10JJ0GHOr0 06JIErYEHUS OT-
HOCHUTETBHO MHOTHUX /IPYTUX ACTIEKTOB PAGOThI, KOTOPHIE MBI TOJIBKO
4TO BMecTe nposichuiau. JleiictBus u nudopmanus, 0 KOTOPbIX el
HY>KHO GbLJIO TIOMHUTb, TEIIEPb ObLIN OIIPE/IC/ICHbI U 3a(DMKCUPOBAHbI
B HA/ICKHOU CHCTEME.

Yro BaM HYKHO 3HATh O KaK/JIOM 9JIEKTPOHHOM IHCbME, CO00-
[ICHUH, T'OJJIOCOBOM COOOIIICHUH, 3aMMCKE, 3aITUCH TOCJIE JICT0BOU
BCTPEUM MM BO3HUKIIEH ujee? YTo Bce 9TO — KOMITOHEHTBI
CHUCTEMBI YIIPABJICHUS JICUCTBUSIMHU, KOTOPas JIC)KUT B OCHOBE
Balllell EPCOHAJNILHON opranuzanuu. MHOTHUE 0/ CTapaloTCs
CTaThb OPraHM30BAHHBIMH, HO JIONIYCKAIOT OIIMOKY: OHU OEpyTCs
3a 9TO, UMes I1EJbIi psiJ| He3aBeplleHHbIX 3a/au. Henb3s opra-
HU30BAaTh BXOJSIIYI0 MH(MOPMAIUI0 — €€ MOKHO TOJILKO COOpaTh
u 06paboraTh. BMecTo 9TOr0O BBI MBITAETECh OPraHU30BATH CBOU
JICHCTBUSI, KOTOPbIE HYKHO BBITIOJIHUTH HA OCHOBE IIPUHSITHIX BAMU
pelIeHnii 0 TOM, YTO Ha/I0 ¢/ies1aTh. Beck npouecc: c6op, 06paboTka
U opranusanus HHGOpMaIu — PE/ICTABICH B IIEHTPAIbHOI YacTH
MO/IE/IN JIepeBa IPUHSTUSI PEIICHUI, OMCAHHON Jlasiee.
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TJIABA 2. HH3Hb N0 KOHTPOAREM: NATH WATOB YNPABNEHHA PABOYHM NPOLECCOM
Yro aro?

D10 He npasaHbiil Boripoc. Mbl roBopu/in 0 pasHoil nuHdopMaiuu
1 0 «<KOP3UHAX» JIJIsI €€ cO0pa, HO HE O TOM, UTO IPE/ICTABJISIET COOOU
ara undopmanus 1 9to ¢ Heii ienars. Hanpumep, muorue oymaru,
KOTOpPbIC HE BIIMCBHIBAIOTCS] B HAIy CUCTEMY CaMOOPraHU3allUH,
OKa3bIBAIOTCS] KAKUMU-TO KOPIIOPATUBHBIMU JIOKYMEHTAMM; HYKHO
JIM HAM YTO-TO C HUMHU Jiejaarh! Kak HacdeT TOro ajJeKTPOHHOIO
MnuchMa U3 OT/EJ/a KaJIPOB, YBEJIOMIISIONIETr0, 4TO 6J1a-6J1a-671a
10 MOBOJY 6J1a-6J1a-6.J1a Tenepb HAXO/IUTCS B KOMIIETEHIIUU 6J1a-6J1a-
61a? A Bujen kumbl Gymar, CKOMUBIINECS HA CTOJMAX U B SIUKAX
CTOJIOB, IOTOMY UTO KJHUEHT HE MOTPATUJ HECKOJIBKO CEKYH/| Ha TO,
4TOObI BBISICHUTB, O YEM, COOCTBEHHO, 9TOT JIOKYMEHT. Bor nouemy
CIEAYIONUI Al YPE3BBIYAHO BAJKEH.

TpebGyer s o10 peiicrBuii?

Ha sror BOIIPOC BO3MOJKHBI TOJBKO JIBA OTBCTA: A WU HET.

Huxarux deitcmeuti ne mpedyemes. Ecnu oTBET «HET», BO3SMOKHBI

TPH BapUaHTA.
1. Ora undopmaius 60sblIe HE HYKHA (YIATUTh).

2. Ceiiuac HUKaKUX JICUCTBUI HE TPEGYETCs, HO MOKET OBITH

HEOGXOIUMO MPE/IPUHSITH UTO-TO M03KE (OTJI0KUTH).

3. D10 nmoTeHuaNbHO nojes3Has uHdopmarus, Koropas
MOKET BIIOCJIE/ICTBUU TMOHAI00UTHCS (COXPAHUTDb KAK CIipa-

BOYHYIO).

OTUMHU TPEMsI KATETOPUSIMU MOKHO YIPaBJsITb, U Mbl €I
BepHeMcst K aromy. Ceifuac /[0CTaTouHO TIOMHUTb O TOM, YTO BaM
HYJKHBI: MYCOPHOE Be/Ipo uiu kiaaBuina Del st 6ecrionesHoii nx-
dbopmaruu; daiis 1151 XpaHEHUs! WK KaJeH/1aphb jiuist nHdopMaiuu,
KOTOpPasi MOKET TIOHAZI00UTHCS; 9DPEKTUBHAS CUCTEMA XPAHECHUS

CIPaBOYHOM MHbOPMALIUH.
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NUATPAMMA PABOYEr0 MPOLECCA — OBPABOTKA
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— ()
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Tpebyer i oto peiictani? | Y Her > MOXET 6biTb
(cvcTema HanoMUHaHWi;
PaccMoTpeTh N03Xe)
A\ 4
Ja
MHorouiarogsie *
MpoexTs! — L, [  CnpasouHbie
(nnaxmpoBave) MaTepuay
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[naHe! NpoeKToB ¥
(cBepsTbCA 1 OMpefeneHis
CrepyloLyx feiicTaii) 3aiiMeT 111 3TO MeHbLLE ABYX MIHYT?
Ha Her
BbinonHuTs [eneruposatb OTnoXuTh

!

Y \

Kanexpapb Crepytowuye peicTauA
(BbINOAHYT B KOHKPETHOE BpewS) (cAenarb, Kak TONbKO BOSMOXKHO)

Jluet oxwpanns

(meifcTBNS, COBEPLLEHNS KOTOPbIX
Mol OXIZAEN OT KOro-To fipyroro)
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TNABA 2. HH3Hb NOJ KOHTPONEM: NATb WATOB YNPABAEHHA PAGOYHM NPOLECCOM

Tpetyomes deticmsus. B oty Tpynny nomnagaoT te 3aJa4u, B OTHO-
HIEHUM KOTOPBIX HYIKHO YTO-TO HPEANPHUHSTH: OT DJEKTPOHHOI'O
MUCbMa C 3a[IPOCOM TE€3UCOB BAILIET'O MPE/CTOSIIEIO BHICTYILICHUS
JI0 3aIKCel B BalleM GJIOKHOTE MOCJIE IMYHON BCTPEUH C BUIIE-TIpe-
3U/ICHTOM, IJIE Bbl OOCY/1a/IM BasKHbII HOBBIN ITPOEKT, TPEOYIOIMHI
[PUBJICYEHUS] BHEIIHETO KOHCY/IBTAHTA.

Kaxyio 3ajauy, Tpedyonylo IeiCcTBUIT, HEOGXOJUMO PACCMOT-
peTh B JIBYX 4CIEKTaX.

1. Kaxoii pesyabrar Bbl XOTUTE TTOJYUUTH?

2. RKaxkoso ciepyromiee jieiicrpue?

Ecau pews udem o npoexme... HeoGxoamumo 3apuKCcHpoBaTh KeTaeMblil
peayabrar B criucke «lIpoekTb». DTO cTaHeT BeXoil, KoTopast Oy/eT
HAIOMHUHATh BaM 00 OTKPBITOM BOIIPOCE,
MOKA BBI C HUM HE CIIPABUTECH, TIPU KAK-
JION €KEHE/IC/IbHON PEBU3UM CITHMCKA
(cMm. crp. 88). Dra 3a/1aua Oy/IeT HAZICKHO
XPAHUTHCS B CUCTEME yIIpaB/eHus (B OT-
JIMYKE OT Ballleil aMsITH), TIoKa HEe Oy/IeT

He max yne mnoeo nado cun, wmo-
Obl 4mo-mo denams,; Kyoa Gonsiue
Yeunuii mpebyemes Ha mo, 4modsl
petums, 4o derams.

nvepm Xabbapo

3aBCpHICHA WJIN UCKJIIOYCHA U3 CITUCKA /ICJT.

Kaxoso credyowee desicmeue? Do rIaBHBII BOMPOC B OTHOIICHUU
mo6oi nudopmanuu, KoTopyio Bel cobpanu. Ecnu Bel orBeTuTE
Ha HEro NPaBUJIbHO, OYJIET UTO opraHu3oBbBaTh. «Cieayioiiee
JIHICTBHE» — ITO CJIE/IYIONIEE KOHKPETHOE, (PU3NYECKOE JICHCTBIE,
KOTOPOE HYKHO BBIIIOJIHUTD, YTOOBI TPO/IBUHYTHCS K 3aBEPIICHUIO
ONPE/ICICHHON 3a/]auM.

[Ipumepsl ciepyionero aeiicTBusi:

* nepesBonuTh Opejry: HagBaHue U HOMEP TeaehOHa PEMOHTHOM
MAaCTEPCKOU, 0 KOTOPOW OH YIIOMUHAT;

® COCTaBUTb MOBECTKY JIHSI JIJIsI COBEIAHUS 110 OIO/PKETY;

* 06CYUTh ¢ AHJPKEION CUCTEMY XPAaHEHUS [[OKYMEHTOB, KO-
TOPYIO HAM HYKHO BHE/[PUTH;

® HaliTW B MHTEPHETE MECTHBIE KYPCHI 110 06YUYEHUIO0 PUCOBAHUIO
AKBapEJIbIO.
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YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

Hanomunauust 06 aTux AeicTBUAX, TPEOYIOUIMX BBIIOJTHEHUS,
CTAHYT Ba)KHBIMM JJIEMEHTAMU Balllell MEePCOHATBHON CHUCTEMBbI
yrpasieHus: 3¢hPEKTUBHOCTBIO.

Bunornums, denezuposams, omaoxcums. Bol npuHsiu pemenue
0 TIOBO/IY CJEAYIOMIETO IEUCTBUSA, U TENEPhb Y BaC TPU BapUaHTA.

1. Bunoanums. Eciv 910 NeiicTBUE 3aiiMET MEHBIIIE /IBYX MUHYT,
€ro CTOUT C/IE/IaTh, KAK TOJbKO BbI IPUHSLIM TAKOE PEIICHHE.

2. Jlenezuposams. Ecnu aTo eiictBue 3aiiMeT GOJIbIIC JIBYX
MUHYT, TO 3a/ialite cede Borpoc: «/leficTBuresbHO M 51 cripas-
JIIOCh € 9TOH 3ajaveil ayqiie Bcex» Ecam orBer «HeT»,
JICTIETUPYHUTE 9TO JICHCTBUE HYKHOMY YEJIOBEKY.

3. Omaoxcums. Ecnu 910 eiicTBUE 3aliMET JIOJIBIIE JIBYX MUHYT
M BBITIOJHUTB €r0 JIOJKHBI UMEHHO BbI, CJIE/IYET OTJIOXKUTH
€ro, HO OTCJICKUBATh B OJJHOM WJIM HECKOJBKUX CIHUCKAX
«Crenyonue JAenucTBus».

Opranuzanus

BHerHue aneMeHThI inarpaMmbl pabouero mporecca npe/iCTapisior
c060ii BOCEMb OT/ICIbHBIX KATETOPUI HATIOMUHAHUI U MATEPUAJIOB,
KOTOPBIE TOJYYAIOTCSl B pe3yJibrare 06paboTKU BCEil COOPaHHOI

undopmannu. Bmecre onn o6pasyior

BTk OpraHN3oEaHHLIM POCTO KOMIIJIEKCHYIO CUCTEMY OpraHU3alluu

O3Ha4aer, 41O MONOXEHNE BeLLe [PAKTUYECKU BCEX BANIMX MOBCE/IHEB-

COOTBETCTBYET BALLEMY NPEACTABNE | X 3a/1au, 2 TAKIKE TEX 3a/]aU, KOTOPBIE
MOTYT K HUM JI0GAB/IATBCSA €KEHEBHO
WIN €XKEHE/EIBHO.

Undopmanus, e Tpedyomas HUKAKUX JEHCTBUIA, NoNajaer

B O/IHY U3 TPEX KATEIOPUIL: «BBIOPOCUTD», «0O6/IyMATh», «COXPAHUTh

HUKO O HEM.

auis cnipaBkn». Crie/loBaTe/bHO, Bbl M36ABISIETECh OT HEE; OTKJIa-
JIBIBACTE, YTOOBI MMO3KE CIIe pa3 K HEll BEPHYTLCS; UM XPAHUTE,
4TOObI 06PATUTLCS K HEl B ciiydae He06XoAuMOoCTH. /{Jist Toro 4Tos!
CIIPAaBUTBCS C 3a/]auaMy, TPEOYIOIIMMHU JaJIbHEHIINX JeHCTBUI,
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NUATPAMMA PABOYEr0 MPOLECCA — OBPABOTKA
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Kynutb KHUry Ha canTte kniga.biz.ua >>>



https://kniga.biz.ua/book/psychology/59/1178/?utm_source=site&utm_medium=pdf&utm_content=1178

YACTb 1. METOJOAOTHA GETTING THINGS DONE: 0GP0 NOMANOBATD

IOTPEOYIOTCS CIIUCOK [IPOEKTOB, CUCTEMA XPAHEH ST BCIIOMOIaTE b~
HOI nHMOPMAIUK T10 IPOEKTY, KaJICH/aph, CIIMCOK HATIOMUHAHUH
0 CJE/YIOMUX JICUCTBUSAX, @ TAKKE JIUCT OKUAAHUS.

Kasxias u3 kareropuii [o/sKHA ObITh OpraHU30BaHa GU3UYECcKu
B ToM uu nHoMm dopmare. [Toj c1OBOM «CIUCOK» 51 TTOHUMAIO
JIO6YI0 CUCTEMY HAIOMMHAHUI, KOTOPOH JIEFKO BOCIHOJIb30BATHCS,
Gy/ib TO CIIMCOK HA JIUCTE B GJOKHOTE, Wiu (aily B KOMIBIOTEPE,
WJIM JJaKe OObIUHAsI MANKa ¢ Pa3pO3HEHHBIMU JIUCTKAMU /ISl 3a-
nucel 1o kax/ou 3agade. Hanpumep, ciucok TEKyuux npoeKToB
MOJKET OBITh 3aIlMCaH Ha OT/ICILHOM JIUCTE OGyMare B €3Ke/[HEBHUKE.
OH TaKKe MOKET XPaHUTHCS B CHEIUATM3MPOBAHHOM IPOrPAMMHOM
NPWJIOKEHUH WX K€ HAXOJUTHCS B CTAHAPTHON 0(UCHOH Marke
¢ Haanuceio «Crincok npoekros». Hanmomunanus o6 o1/10:keHHBIX
coobiTusx (Hampumep, «IlosBoHuTth Gyxranarepy nocie 1 mapra
Y Ha3HAYUTh BCTPEUY») MOXKHO XPaHUTb B OYMasKHOM KaJeH/|ape,
B 9JICKTPOHHOM (haiiiec Ul B MOOUJILHOM TTPUIOKCHUH.

MpoekTobl

[Toj «mtpoekToM» s TIOHUMAIO JIIOOOM JKEJAEMBbIil PEe3yIbTaT, KOTO-
POro MOKHO JIOGUTBCSI B TEUEHUE I'0/id, TPEOYIOLUI 60JIe€ O/{HOrO
neictust. Takum 06pasoM, HEKOTOPbIE OTHOCUTEIBHO HEGOIBIINE
3a/1a4u, KOTOPBIC BbI O6bI'~IHO HC CYUTACTC IIPOCKTAMU, BCC-TAKU I10-
nmaZialoT B 9Ty KaTCropuio 1 J0JIKHBI IPUCYTCTBOBATDH B BAIICM CITUCKC
IIPOCKTOB HapaBHC C KPYIIHBIMU. MOH JIOTMKa TaKOBa: €CJ/JIN O/JHO
JICUCTBUE HE 0OECIICUUT PEUICHUE 3a/1aul, HEOOXOIUMO YCTAHOBUTD
HAaIIOMMHAaHHUE O TOM, YTO BaM HY>KHO CZICJIaTh 4YTO-TO CIIC. ECJII/I Yy BacC
HeT (GU3MUECKOro MECTa JiJisi XPaHECHUS TTO/0OHBIX HAIOMUHAHUI,
OHU BHOBB OCSIZIYT Y Bac B maMsTH. [ [puurHa ycTaHOBJICHUSI OI'paHU-
YCHUA B O/IMH 10/} COCTOUT B TOM, YTO, €CJIN Bbl JOJIZKHBI 33BCpHJI/ITb
YTO-TO 32 ITOT MEPUO/| BPEMECHU, BAM HEOGXOMMO OTCJICIKUBATDH
eKeHEe/IC/IbHBIN MPOrPece, YTOOBI ICPIKATH CUTYAIUIO T10/] KOHTPOJIEM.
OTOT CMUCOK MOKHO TAKKE CUUTATh CIIMCKOM HE3aBEPIICHHbIX JIE/I
U OTKPBITBIX BOIIPOCOB, HE3aBUCUMO OT MX pasMepa.

HeT Heo6X0[MOCTH COCTABJISATH CIIUCKU IPOCKTOB B ONPE/IC-
JICHHOM TOPSIJIKE — TI0 pa3Mepy ujiu 1o npuopureram. [Ipocro
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TTABA 2. H3Hb N0J KOHTPOAEM: NATH WATOB YNPABAEHHA PABOYHM NPOLECCOM

HCpC‘H/ICJII/ITC ux, ‘{TO6I)I MUMETH BOBMOKHOCTDH pCFYJIHpHO OTCJICKU-
BaTh, ONPE/C/ICHO JIM Y BAC JI/IsI KAK/I0I'0 U3 IPOCKTOB IPaBUJIbHOE
caeayiomee IeUCcTBUE.

(parmeHT cnucKa NpoexTos

HaHsTb HOBOrO MeHefkepa no nepcoHany Mony4wnTs penpuHT cTatbi B HBR

CnnaxvpoBartb OTMYCK B aBrycTe Haiimv cneuytancTa no CeA3AM ¢ 06LLECTBEHHOCTBIO

OpraHv308BaTb KOPMOPaTVBHbIA TPEHUHT ANA COTPYAHMKOB  [locaguTb pacTeHws B cay

Ony6ukoBatb KHury Haifn pecypchl AN BiyAeOnpoeKTa

3aKOH4UTb 0BHOBAEHIE KOMMbIOTEPHBIX MPOrPamM CchopmipoBaTh rpadtk yHacTva B KOH(EPEHLMAX
Ha crepytowLvin rop

Mepenucatb 3aBeLLaHue 3aKOHYMTb KOHTPAKTbI O HaviMe Ha paboTy

3aKoH4WTL cocTaBneHue GlomxeTta MocTasiTb HOBbIN (OHAPb Ha KPbIbLe

3aKOH4UTb NPEANOXEHIIE HOBOTO MPOAYKTa KynuTb HOBbIIt 0BepeHHbIit cTon

Hay4ubcs nonb3osatbest HosbiM CRM-nporpammani 3anucats Mapwio B Lukony

He o6s13aTe/1bHO €03/1aBaTh MPOEKT — MOXKHO MIPOCTO BBIOJIHSI T
T€ KOHKPETHBIE JICHCTBUSI, KOTOPbIE K HeMY oTHocATcs. [loce Toro
KaK ObLJIO TPEANPUHSITO JOCTATOYHOE KOJUYECTBO MPABUJIbHBIX
JEUCTBU, CIOKUTCSI CUTYAI[Us, OIU3Kasl K KAPTUHE JKEJTAEMOT0
pe3ysbraTa, TaK YTO Bbl CMOKETE CUMTATH IIPOEKT 3aBEPIICHHBIM.
Cnucok MpoeKTOB — 3TO HE 4TO MHOE, KAK COBOKYITHOCTH pe-
3YJIbTATOB, KOTOPbIC Mbl MBICJCHHO PHCYEM IEPE/, COGOM, UTOObI
MPOJIOJ/IKATH JIBUTATHCSI B BEPHOM HATIPABJICHUM.

BoamoskHO, Baliy MPOEKTHl MOKHO PACIPEACIUTH 10 Pa3HbIM
KaTEropusiM B 3aBUCUMOCTH OT ¢oKyca Baiiero BHumManus. OHaxko
€CJIM CHayasla COCTaBUTD CIIMCOK C POCTBIM IIEPEUUCICHUEM BCEX
MPOEKTOB, BIOCJIE/JCTBUU ITO IOMOKET HACTPOUTH CUCTEMY I10[]
Ballli TPEOOBAHUS, UTOOBI C/IE/IATD 110JIb30BAHUE €10 60JIEE Y/I0OHBIM.

Bcnomorarensnsie MaTrepuaJibl I10 MIPOCKTAM

[To MHOrMM TpOEKTaM COBUPACTCS MOJIe3HASI MHPOPMALHSI, KOTOPYIO
MOKHO OpPraHM30BaTh [0 TEME WJIM MO Ha3BaHuio npoekTa. [lpu
9TOM Balll CIIMCOK IIPOEKTOB GY/IET SIBJIATHCS MPOCTO UHEKcoM. Bee
MO/POGHOCTH, TLIAHBI, COMYTCTBYIONINE MATEPHUATIBI, KOTOPHIC MOTYT
MPUTOJIUTHCSA B paboTe HA/[ KOHKPETHBIM MPOEKTOM, HEOOX0UMO
XPAHUTD B OT/IC/IBHBIX MANKAX, QJICKTPOHHBIX (haiiiax uin 6JOKHOTAX.
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YACTb 1. METOJOAOTHA GETTING THINGS DONE: 0GP0 NOMANOBATD

Benomozamensnsie mamepuans: u cnpasounas ungopmayus. Kak tonb-
KO Bbl OPraHU3YETE BCIIOMOTaTE/IbHBIC MATEPUAJIbl 110 TEME, BbI
yOEUTECh, UTO 9TA CUCTEMAa MPAKTUYECKU H/JECHTUYHA CUCTEME
XpaHEHUSs CripaBouHoOi nHdopmanuu (Hanpumep, daiin «Cpa/poa»
MOXKHO XpaHUTh B 001uX ¢aiiiax). EMHCTBEHHOE OT/IMYKE B TOM,
4TO, BO3MOKHO, BaM MOTPEOYETCs MEPUOJUUYECKH BO3BPAILATHCS
K COIYTCTBYIOIUM MAaT€pUATAM aKTUBHBIX IPOCKTOB, YTOGBI ObITh
YBEPEHHBIM, UTO Bbl OIPEJEININ BCE HEOOXOAUMBIE CJIE/YIOINE
JICUCTBUSI.

Kak npaBuso, 1 pEeKOMEH/IYIO COIYTCTBYIOLUE MATEpPUAJIbI
XpaHUTb HE Ha BUAY. Ecin y Bac yxke ectb apdexTrBHas cucrema
XpaHEHUsI CIIPABOYHOM MHGOPMAIIMK U Y/IOOHBII IOCTYII K HEH, BB
MOKETE OGHAPYIKUTb, YTO 9TO CaMBIil IIPOCTOM CIIOCOO XpaHEHUs
uHdopmanuu. XoTsl MHOIIA IOpas/io VI00HEE UMETh BCE MATEPHAIbI
10/ PYKOH U B IIArOBOH JIOCTYITHOCTU, OCOGEHHO €CJIU Bbl pa0TaCTE
HAJl TIPOCKTOM, B KOTOPOM HYIKHO CBEPSITHCSI CO CIIPABOUHBIMU
MarepuaaaMu 110 HECKOJIBKY pa3 B JieHb. /Ls1 Takoit paboTsl MOI'yT
HO/IONTH NANKU JJ1s1 GyMar, pasjiosKCHHBIC B JIOTKAX.

CoBpemennbie 11bpPOBbIE TEXHOJIOIMU JICNAI0T MPOLECC Op-
raHu3anuy CIPaBOYHbIX U CONYTCTBYIOLIMX MaTepuUasoB GoJjee
MPOCTBIM U G0JIEE CJIOKHBIM OJTHOBPEMEHHO. MOKHO JIETKO 1 GHICTPO
I71e-T0 HalTH MHPOPMALIMIO U KY/Ia-TO €€ CKoupoBaThb. [ pyHOCTD
COCTOUT B TOM, YTOOBl PEILIUTh, IJe 9Ta MHPOpMaLUs [JOJKHA
XPaHUTBCSI, — €CJIM YUECTh GECKOHEUHOE YMCIIO BAPUAHTOB, I7IE
9TO MOXKHO C/IeJIaTh, @ TAKIKE JKEJaHNE UMETh K HEH JIETKUH JI0CTYII.
Jly4iuii BbIXO/ B IaHHOU CUTYAIlUU — CZIEJIaTh Bally HU(POBYIO
06J1aCTh CIIPABOYHBIX MATEPUAIOB MAKCUMaJIbHO IIPOCTOMH, 4 TAKKE
MEPUO/IUYECKU [TPOBOJIUTH TaM PEBUBHIO.

Kareropuu cnepyrowux feicTBHil

Ha auarpamme paGodero nporiecca BU/HO, YTO €r0 IEHTPAJbHbIM
IIYHKTOM SIBJISIETCSI PEIICHUE O CJICAYIOIEM KOHKPETHOM /ICHCTBUU.
Takoe dusnueckoe, 0O4EBU/HOE JCHCTBUE [IOJIKHO OBbITh OIIPE/ICICHO
JUIs KQK/IOr0 OTKPBITOI'O BOIIPOCA 6€3 MCKJIIOYCHUI.
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TJNIABA 2. HH3Hb NOJ KOHTPONEM: NATb WATOB YNPABAEHHA PAGOYHM NPOLECCOM

Koneuno, He Tpe6yercst OTCIEKUBATD JICUCTBUS, 3aHUMAIOIIHEC
MEHEE JIBYX MUHYT, KOTOPBIC BbI CPA3y K€ BBIMOIHICTE, PABHO KAK
1 BCE OCTaJIbHBIE 33/1a4M, KOTOPBIE BbI Y3K€ 3aBepiiniu. KoHTpoIb
HY3KHO YCTAHOBUTD 32 KaXK/[bIM /ICIOM, KOTOPOE JIOJKHO TPOU30UTH
B KOHKPETHOE BpPEMsl W/ JICHb (BHECUTE 9Ty 3a/layy B KaJICH-
Jlapb); 3a JIeJIaMU, KOTOPbIE HY;KHO BBIIIOJTHUTh KaK MOKHO ObICTpEE
(mo6aBbTe 9TH 3a7a4u B cBOU crincok «Caeayionue 1eicTBUs»),
a TaKKe 3a BCEMHU [ICJTAMH, KOTOPBIC BBI JICJICTUPOBAIU JIPYTUM
JIO/ISIM U 03KMJlaeTe pesyiibrara (3aduKCUpyiTe ux B BallleM JICTE
OKM/IAHUIL).

Kanenpapn

Hanomunanus o AcJaax JACJAATCA Ha /IB€ KaTeropuu: /c/ia, HaMe-
YCHHBIC Ha OIPpCACJCHHYIO AaTy WUJU BpCM:d, U JCJId, KOTOPbIC
HYIKHO 3aBCPIIUTDb KAK MOJKHO CKOpCC. C HanoOMUHAHUAMU l'[CpBOﬁ
Kareropmnu SQ)Q)CKTI/IBHCC BCCIo MOJKHO CIIpaBUTBHCSA C ITOMOLIbIO
KaJicHaaps.

B KaJICH/apb JAO0JIKHBI IIOMIa/JaTh TPpU TUIIA 3a/5a4:

® Jcia, IPpUBA3aHHBIC K KOHKPETHOMY BPEMCHU;
® Jcia, IPpUBA3aHHBIC K KOHKPETHOMY /JHIO;

* uHpopMals, NPUBSI3aHHAS K KOHKPETHOMY JIHIO.

,Zk/ld, NPUBAZAHHBLIE K KOHKDEMHOMY 8PeMEHI, — €I OJJHO OIPE/IC/ICHUC
TMOHATUA «BCTpCYA». 33'-IaCTYIO CJICAYIOUM ,ILCﬁCTBPICM I10 IPOCKTY
ABJIACTCA opranusanusd BCTpCUU /1J1A O6CY>K,ILCHI/IH 9TOI'o IMPOCKTA.
B sTom cjaydac JOCTATOYHO IMPOCTO CJACAUTDH 3a NPCACTOAINMU
BCTpCYaMU B KaJICHAAPC.

ena, npusazannsie x Konxpemmnomy onm, — 3T0 3a]ja4, KOTOPHIC BbI
JIOJKHBI BBIIIOJIHATH B TEUEHUE ONPE/IEICHHOrO JIHS, HO HE 00s-
3aTeJIbHO B Olpe/ieJieHHoe BpeMs. Bo3moskHo, Bl noobemann
Muoko, 4To 1103BOHUTE €Il B ISATHUILY, YTOOBI YOEAUTLCS, UTO BCE
B MOPSIJIKE ¢ OTYETOM, KOTOPBIiL BbI eii oTnpaBuin. OHa MOJyuuT
OTYET HE PaHbIIC YETBEPra, a B CY6OO0TY YJIETAET 3a IPAHUILY, TAK
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YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

4TO MATHUIA — CAMBIN YJIOOHBIN /ICHb HE3aBHCHUMO OT BPEMEHH.
VY106H0 1M01H30BATHCS KATIEH/JAPEM, B KOTOPbIH MOKHO 3aHOCUTH
JleJia KaK MPUBSI3aHHbIC KO BDEMEHH, TaK U MPUBSI3aHHBIC KO JIHIO.

Hugopmayus, npussasannas x xonxpemuomny onn. Kanengapb — xopo-
M CIIOCO6 OTCJICIKUBATD JIC/Ia, O KOTOPBIX BbI JJOJIKHBI IOMHUTH
B OMPE/ICJICHHBIN JICHb. DTO HE 00643aTEIbHO JICHCTBUS, KOTOPHIC
HY?KHO TPE/IIPUHSTE, a CKopee HHbOpMAIUsl, KOTOPasi MOXKET
OBITD 110JIE3HA UMEHHO B 3TOT JICHb: PYKOBOJICTBA K MPE/CTOSIIEIH
BCTpEYE, HAMIOMUHAHUE O COOBITUSX,

Brazocrosenns zubkue: onu "
IIPOUCXOJALUX Y JPY3EU, KOJJIET WU
HUK020a He NOMePLIoN Popay.

Maiiwr Maxepugp,
noIm

YICHOB ceMbu. B aTom ciyuae nosiesHo
c/ienath JIisl ce6s1 3a61aroBpeMEHHOE Ha-
[TIOMMHAHNE, HAIIPUMED MTO3BOHUTD JIPYTY,
KOIJIa OH BEPHETCS M3 OTMYCKA. 3/IECh TAKIKE MOXKHO pasdMeliaTh
Ba)KHBIC HAIOMUHAHUSI 0 KAKUX-TO CPOKAX WJIM O TOM, KOI/[d HYKHO
HAYaTh YTO-TO JIEJATh (E€C/IU 9TO €lIE HE C/ICJAHO).

bonswe nuxaxux cnuckos 3aday na dens 6 samen xkarendape. B Bau
KaJICH/Iapb JIOJUKHBI M0T1a/IaTh TOJBKO JIe]a U3 TPEX MEePEUUCICH-
HBIX BBIIIE KATErOpUil — U HUYEro GoJblie! DTo yTBep:k/eHue
B KOPHE I0/IPIBAET BCE YCTOU TPA/IMIIMOHHOIO TAM-MEHE/[PKMEHTA,
I/Ic CXKE/HEBHBIC CITUCKU 3a/1a4 MPAKTUUECKU BCEIyIa CUMTAIOTCS
kioueBbiM yHKToM. Ho nojjo6Hbie crivicku B dopmate KajieH/aps
HE paGoTaloT 10 JIBYM IPUYUHAM.

Bo-nepsBbix, nocrosiHHoe o6HOBJIEHNE MHGOPMALMKU U CMEHA
TAKTUYECKUX MPUOPUTETOB CHOCOGHBI U3BMEHUTD JHEBHOU KypC
paboThl HACTOJIBKO PE3KO, YTO IIPAKTUYECKN HEBO3MOKHO 3apaHee
pe/lyCMOTPETH Bee 3a/jauu. Beeryia nojieano umeTb pabounii miaH
JICUCTBUIA, HO HYKHO ObITh TOTOBBIM U3MEHUTD €TI0 B JIDOOI MOMEHT.
[TonbITKM BECTH B KaJIEH/1apE CIMCOK JIE], KOTOPbIE TI0TOM BCE PABHO
NpU/IETCS TIEPENUCHIBATL HA CJAEAYIONIUI /IEHb, TOTOMY 4YTO OHU
HE OblJIM BBIIIOJTHEHbI, — IIyCTasl TpaTa BPEMEHU, KOTOPasi K TOMY
ke nemopasuayet. CHUCOK CAEAYIONUX JICHCTBUI, 32 KOTOPbII
BBICTYIIAIO 51, COJICPKUT BCE HAMOMUHAHUS 060 BCEX [IC/Iax, /JakKe
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0 TeX, KOTOPbIE HA3HAYEHBI CTPOI'0 HA KOHKpeTHOE BpeMsl. M He Ha/lo
OYyJIeT X KasK/Iblil /IEHb EPENNCHIBATD.

Bo-BTophIX, €ciu B CIUCOK 3aja4 Ha JICHb I0TM4/1aloT Jiea,
KOTOpPbIE HEO00513aTE/IbHO BBIIIOJIHATE UMEHHO B ATOT JIEHb, OHU
MOT'YT OTBJIEKATh BHUMAHUE OT TEX 33/1a4, /IJIsl KOTOPbIX BITIOJHEHUE
B 9TOT JIEHb SIBJIIETCS HENpeMeHHbIM. Ecin MHE HYKHO IO3BOHUTH
Muoxko B nsTHUIY, TOTOMY YTO 9TO €/[MHCTBEHHBIN JIEHb, KOI/a
s MOT'Y C HEW CBSI3aThCsl, U MIPU 9TOM s1 0GABUJ B CBOU CITMCOK
€ll[e MSTb 3BOHKOB, /IJIsl KOTOPBIX /ICHb HE TaK YK M BAXKEH, B UTOI'C
s MOT'Y M3-32 CYMACIIE/IIIEro paGouero puTMa BOOOIIE HE TO3BOHUTH
Muoko. Moe co3naHue /I0JKHO YAEP:KUBATh UHPOPMAIUIO O TOM,
4TO CPE/IM BCEX TEIC(OHHBIX 3BOHKOB, KOTOPBIC S 3aIlJTAHNPOBAJ,
€CThb TOT, KOTOPBI HYXKHO C/IEIaTh 005I3aTEIbHO CEro/Hs. DTO
neaddekTuBHOE UCnoIb30BaHNE CHCTEMBL. Kaseniapb J0/KeH ObITh
Balel CBSIEHHON TeppuTopueil. Eciu Bbl 4T0-TO Tam 3anucasny,
9TO HYKHO ¢/I€/IaTh UMEHHO B ATOT /IEHb WJIM HE JIEJaTh BOOOIIE.
E/iMHCTBEHHOE MCKII0UEHUE — NIEPEHECEHHBIE BCTPEUHU.

YuurtbiBasi ckazaHHOE, HET HUYETO MPEJOCYAUTENLHOTO B TOM,
4TOObl COCTABUTD JIJIs1 C€0s1 OBICTPBIIA, HehOPMaIbHBIN, KOPOTKUIA
CIHCOK Jien u3 paspsijia «Eciu y MeHst 6yJieT BpeMs, CTOUT cJie-
JaTb...». B HEro MOKHO BHECTH KaKHE-TO JIe/1a U3 CIIUCKA CJIEYIOIIX
JevictBuil. [1aBHOE — He cMeImBaTh €ro co CIUCKOM 0053aTE/IbHBIX
JIcJl 1 OTHOCUTBCSI K HEMY C U3BECTHOM JI0JICH JIETKOCTH, YTOObI
OBICTPO MCHSATH, pEArupyst Ha HEU36EHKHbIC HEONKUIAHHOCTH B TE-
YEeHUE JTHSI.

Crucok (criuckn) «Crnenyronue geiicTBus»

Wrak, rjie XpaHUTh BCE HATIOMUHAHUS O TIOC/ICAYIOMUX JICHCTBUSIX?
B cnuckax noj nassanuem «Creayiomue JAeicTBUSI», KOTOPbIE
BMECTE C KAJCH/APEM SIBJISIIOTCS [IEHTPAJbHBIM 3JIEMEHTOM I10-
BCE/[HEBHOT'O Ipoliecca YIIPaBICHUS JCHCTBUSIMI.

Jlio6bie eiicTBYSA, BHITIOJHEHUE KOTOPBIX 3aHUMAET JIOJIBIIE /IBYX
MHUHYT U KOTOPBIE HEJb3Sl JIEJIETUPOBATh, HYXKHO OTCJICKUBATD.
«[TosBonuTsb /Iskumy CMuTy: BeTpeda o 06CyHK/ACHUIO BI0/IKETa».
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«CooBIIUTh HAIIIM CEMEHHBIE HOBOCTU 10 DJCKTPOHHOUN MoYTe
npysbsim». «Habpocars ujien: exxero/iHasi KOHDEPEHIUS 0 MPOo-
JaskaM». HarmoMuHanus 060 BCeX 9TUX JACUCTBUAX JI0JKHBI ObIThH
3aHECEHBI B COOTBETCTBYIOIIUE CITUCKH, UTOOBI B JTIOGOH MOMEHT
3HATh, YTO HYKHO /IC/IATh.

Ecnu nojo6HpIX HAMOMUHAHUI BCETO

Beg damwono Gsims cenano #a- 20 wim 30, uX BIOJTHE MOKHO XPaHUTh

CIMONLKO NPOCINO, HACKONKO 110 B OJTHOM O6IU‘CM CIINICKE «CJIC[I,YIOILU/IC

sosmanno. Ho ne npouge. JICCTBUS» U TPOCMATPUBATH €TI0 KakK-

Anstepm Disuameiins, | 7y pas, Korjia BbIIACTCS CBOOOHOE

T ] ppems. K coxkanenuio, y 60bIMHCTBA
U3 HAC KOJHMYECTBO /I, O KOTOPBIX HYKHO MOMHUTb, KOJIEBGIETCS
ot 50 no 150. B aTom ciyuae nenecoo6pa3Ho pa3dUTh CIIMCOK
Ha Kareropuu, Hanpumep «lenedoHHbIe 3BOHKU», KOTOPBIC BbI
MOJKETE C/IE/IaTh, KOIJIa Y BAC BBIJIACTCS MOJXO/SIIECE BPEMS, MM
«Komrmbiorep» — ies1a, KOTOPbIE MOXKHO BBITIOJIHUTH, KOIJIA BbI

HaxXoJUTECh 3a KOMIIBIOTEPOM.

Huthopmawus, He Tpebyrowan feHCTBHH

Jlnst Toro uTo6bl pazouparbes ¢ uHbOpMaIUCii, HE TPEOYIoIICH
JIEVCTBUI, HYKHO UMETh Takue ke 3((DEKTUBHBIC OT/ICbHbIC
CUCTEMBI, KaK U T€, YTO TIOMOTAIOT BAM CIPABJIATHCS C AKTUBHBIMU
3ajjauamu. Cucremsl JIJisi paboThl ¢ MHGOPMAIUEH, HE TPEOYIOLICH
JICHCTBUH, ICATCS Ha TPU KATECTOPUU: MYCOPHAS KOP3UHA, CHCTEMA
JUis nHpOpMAIMY, KOTOPYIO HYKHO 006/[yMaTh, CUCTEMA JIJIsl Xpa-
HEHUSI CIIPABOYHBIX MAaTEPUAJIOB.

Mycophas kop3uHa

Bonipoc ¢ mycopom foken 6bITh oueBUAHBIM. bea coxaneHuii
n36aBJISIUTECh OT BCErO, YTO HE MOHAJ00UTCS BaM B OY/AyIEM
U HE IPE/ICTAB/ISIET UHTEPECA KaK CHPaBOYHbIN MaTepuas. Eciu
OCTaBUTb MYCOpP BIIEPEMEIIKY C MOJE3HBIMU MaTepHUaIaMU, 9TO
CEpPbE3HO JIC30PraHU3yEeT BAIlly CUCTEMY U MOHUMAHUE CUTYAIUU.
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Cucrema 1 MH(GOPMALMK, KOTOPYIO HY;KHO 00yMaTh

EcrTb eliie /iBe rpyIiibl BOIPOCOB, KOTOPBIE HE TPEOYIOT HEME/IJICH-
HBIX JICHCTBUI, HO KOTOPbIC, BO3MOKHO, BbI XOTEJIM Obl COXPAHUTb.
3/1eCh ONATH-TAKK BAJKHO B IEPBYIO 0YCPE/Ib PA3TPAHUYUTD BOIIPOCHI,
HE TPeOYIoLUe JICHCTBUI BOOOIIE, U T€, 10 KOTOPBIM HYKHO YTO-TO
MPE/IPUHSATE. B IPOTUBHOM CJIyuae Bbl ONSITh BEPHETECH K CBOUM
CTOIKAM JIOKYMEHTOB U CITUCKAM, HE UMESI IPE/ICTABICHUSI, C YET0
Ha4yaTh U 4YTO JC/IATh.

Hanpuwmep, nocsie npoureHusi MHGOPMAIMOHHON PACCHIIKN
Y Bac BO3HUKJIA U/ICSI 110 IPOCKTY, KOTOPYIO Bbl XOTEJIM Obl PEAJN-
30BaTh KOIJa-HUOY/Ib B OY/IYIIEM, HO HE TpsiMo ceiiuac. Bam HyskHO
HAMIOMUHAHUE O TOM, YTOObI BEPHYTHCS K OTOH H/ICE U OLCHUTh
BO3MOKHOCTb €€ BOIUJIOIICHUs B OyyiieM. Viu Bbl mosydusin
aduiy MecTHOl GUIAPMOHUU C TIPEJACTOSANUMU KOHIEPTAMU
Y Y3HAJIU, YTO KOHIIEPT, Ha KOTOPBI BbI ObI C YI0BOJIBCTBUEM CXO/IU-
JI, COCTOUTCS 4epPe3 YEThIPE MECATA. DTO JI0OCTATOUHO OT/IaICHHAS
MEePCIEKTUBA, U BbI CIIC HE 3HACTE, KAKUM Oy/IeT Ball rpaduk
MOE3/I0K Ha 3TO BPEMsl, HO €CJIu OY/IETE B I'OPOJIE, TO CXO/IUIU Obl.
Kak 6biTh B 9TOU cuTyanuu?

Ectb /1Ba THIIA UHCTPYMEHTOB, KOTOPBIE MOT'YT ObITh M10JIC3HBI
B TaKUX cayuasx: cnucku «Korya-Husysib / MOKET ObITh» U CUCTEMA
HaIllOMUHAHUM.

Cnucor «Kozda-nu6yos | moxem 6eims». Bepienue cnmcka e, KOTopbi-
MU BbI [IOTEHI[MAIBHO XOTEJIU Obl 3aHSITHCS B OY/IYIIIEM, HO HE ceituac,
MOSKET ObITh BECHMA MOJIC3HBIM U MHTEPECHBIM. DTO MECTO XPAHCHUS
TEX MPOCKTOB, KOTOPHIE HEBO3MOKHO PEaJU30BATH B HACTOAIIMI
MOMEHT, HO O KOTOPBIX Bbl HE XOTHUTE 3a6bITh. HyKHO, 4TOGHI
C KaKOM-TO TIEPUOIUYHOCTHIO BBI TIOJNYUATA HATIOMUHAHUS 06 9TUX
BO3MOKHOCTSX.

OTHU BOMPOCH OTHOCATCS K KATETOPUM TEX JIE/], «KOTOPHIC f,
BO3MOKHO, 3aX04y CJleJlaTh, HO HE Celyac... XOTs Jy4Ile, eCAu
A NEPUOUUECKU GY/ly BCHOMMHATL O HUX». DTOT CIHMCOK CTOUT
BPEMsI OT BpEMEHH IIEPEOLECHUBATD, €CJIM Bbl XOTUTE, YTOGBI 110J1b34
OT HETO GhITa MAKCUMATBHOM. PekoMeH TyI0 BaM pocMaTpuBarh €ro
COJICPKAHKE B XOJIC BAIIMX «E3KEHE/ICTBbHBIX 0030pOB» (CM. cTp. 88).
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Dparment crangapthoro cnucka «Horga-Hnoyab / Momer Obitb)

KyMITb PE3MHOBYIO NOAKY ANA PhibaNKM OpraHin30BaTh BUHOTEKY

Bbly4UTb 1CMaHCKIi NPOBECTU MeCAL, B TockaHe

MOATY Ha MacTep-Knacc no pucoBaHno akBapenbto co3farb COﬁCTBE}HHy}O Beﬁ-CTpaHMLLy

CLienatb PEMOHT Ha KyXHe co3patb OHA AN aeTel
MOCTPOUTb NNaBaTeNbHbli GacceiH KynuTb NaHNHO
noNeTaTh Ha BO3AYLUHOM Luape ony61KoBaTb MeMyapbl

MONY4NTL CEPTUGMKAT MO MOFBOAHOMY NMIABAHMO  OPraHyI30BaTb BEYEPUHKY C COCERAMM
Hay4WTbCA TaHLEBATb TAHMO CRenarb MpyA ¢ 30M10TbIMM PbiGKaMit
Hay4WTbCA FOHYAPHOMY feny

BosmoskHo, y Bac ectb nHpOpMAaIus, MOJI0GHAS TOM, YTO Momaia
B criucok «Kor/ia-Hu6y/ib / MOXKET ObITh», HO KOTOPYIO MTOTPEOYeTCs
OCBEKUTh B MAMSITU TOJIBKO TOI/[A, KOI/Ia BBl COGEPETECH 3aHATHCS
KOHKPETHBIM BHU/IOM /IESIT€IbHOCTU. € MOMKHO OpraHu3oBarh,
HAIpUMEp, B TAKUE CITUCKU:

® KHUT'U, KOTOPBIE HYXKHO IPOYUTATD

® MapKM BUHA, KOTOPBIE HYKHO MONPOOOBATDH

* peuentTsl 6J110/], KOTOPbIE HYKHO PUTOTOBUTD

* KMHO(UIbMBI, KOTOPbIE HYKHO B3STb B IIPOKATE

® NyTEHIECTBUS HA BBIXO/JHBIX

* Jie/1a, KOTOPbIE MOI'YT HOHPABUTLCS MOUM JIETSIM

® CEMHUHApPBI, B KOTOPBIX HYKHO MPUHATH YUACTHE

* BeG-CalThl, KOTOPbIE HYKHO U3YYUTh

HOL[O6HBIC HallOMUHAaHUA MOI'yT 3HAYUTCJ/JbHO paClIupUTb
Ballv BO3BMOKHOCTU TBOPUYCCKOTI'O ITOMCKA. [Tonesno umeTs B cBoEM
apCCHaJIiC OPFaHI/IBEHI/IOHHHﬁ WUHCTPYMCHT, HOSBO]IHIOU_U/Iﬁ JICTKO
COCTABJIATH HOZ[O6HI)IC CITMCKH.

Cucmema nanomunanus. Bropast Kareropus 3aJja4, KOTOPIC MOXKHO
OTJIOKUTh, — ITO TE 3a/[aUl, HATOMUHAHUE O KOTOPBIX TPEOYETCsI
TOJIBKO B ofpe/ie/icHHoe BpeMst B Oyayinem. Camoii yj00HOI cu-
CTEMOI B TOM ciiyyae Gy/IeT KaTajaoxHasi CUCTeMa HATOMUHAHUI,
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KOTOPYIO MHOT/IA TAK)KE HA3bIBAIOT CUCTEMOM /Il «OTI0KEHHBIX»
WM «II0C/IEIYIoNnX> 3a/a4. OHa 103BoJISIET B GYKBAJIbHOM CMBIC/IE
OTIPABUTH CAMOMY ce6e, KaK 110 M0YTe, HATIOMUHAHUE B KOHKPETHBIH
/ICHb.

Takyio e GYHKIMIO MOXKET BBIIOJIHSITH U Balll KAJCH/APb.
Hanpumep, Bbl MOKETE MOCTAaBUTH ce6€ HAIOMUHAHUE Ha 15 Mapra,
4TO Yepe3 Mecsl] BaM HEO0OX0/MMO 3aIlJIaTUTh HAJOT'U, WU
Ha 12 ceHTsa0ps1, UTO Yepe3 LIECTh HE/CIb B KOHIIEPTHOM LIEHTPE
Civic Auditorium B pamkax ractposieit bosbioro tearpa cocroutces
nokas «Jle6euHoro o3epa».

[ToapoGHee 06 aToM — B 171aBe 7.

Cucrema OJIA XpaHCHUA CIIPABOYHBIX MATEPUAIOB

MHuorue marepuasbl, ¢ KOTOPBIMU BaM IPUXO/IUTCS UMETh JIEJIO,
HE TPEOYIOT HUKAKUX JICUCTBUIA, HO IIEHHBI KaK CIipaBouHas MHMOp-
manus. BoamosxkHo, cToUT coXpaHuTh €€, YTOOb! TPU HEOGXOJUMOCTH
BEPHYTBLCS K 9TUM cBeJieHUsIM. VX XpaHeHne MoKHO 06ecreunuTh
B OYMaXXHOM WJIM 3JIEKTPOHHOM opmare.

bymaskHbie MaTepuasibl, HAUUHASI C MEHIO MECTHOI'O0 PECTO-
paHa c €/10if HaBBIHOC U JI0 IJTAHOB, HAOPOCKOB, KOMMEPUYECKOH
nHOpMaIUH 110 JaHAAPTHOMY ITPOEKTY, JTYYIle BCErO XPaHUTD
B 9 PeKTUBHBIX HUBMUECKUX UM 1[UDPOBBIX CUCTEMAaX MOUCKA.
OTHU CUCTEMBI MOI'YT ObITh CAMBIMU Pa3HBIMM: OT HECKOJBKHX
CTpaHMI B GJOKHOTE, OTBE/JICHHBIX MO/ CITUCOK BAIMX JIOOUMBIX
pecTopaHoB 1K TeIE(POHHBIX HOMEPOB UJICHOB IIIKOJIBHOIO KOMUTE-
Ta, JI0 1EJIbIX MKA(OB € MANKaMU, B KOTOPbIX XPAHSTCS JIOKYMEHTDI
10 KOMILJIEKCHOM IIPABOBOI OI[EHKE [IJIs1 KOPIIOPATUBHOI'O CAUSTHUS.
Xorsi cerojiis Bce 6osibliie MHGOPMAIUN PACIPOCTPAHSIETCS B JIEK-
TpoHHOM dopMaTe, HHOIIA GYMasKHbIE PACICUyaTKU MOTYT ObIThb
3 PeKTUBHBIM CIIOCOGOM XPAHEHUS U JIAJIbHENIIIET0 UCII0Ib30BAHUS
uHbopManuu.

Nudopmariiuio B 31eKTPOHHOM (hopMaTe TAKKE MOKHO XPAHUTD
PasHBIMU CIIOCOGAMU: OT OGIAYHBIX CEPBUCOB /10 aPXMUBHBIX MAIIOK
B BaleM KomMMmyHukaruonHom [10.
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Camoe BayKHOE€ — MOMHUTD, UTO HYIKHO OOCCIICUUTD JICTKUH
JIOCTYII K CITpaBoduHOMY MaTepuany. CHCTeMbl XpaHESHUs CIIPABOUHOM
uHbOpMAIK, KAK MPABUJIO, GBIBAIOT JIBYX TUIOB: TEMaTHUYECKUEC
u o6uue. CucTeMbl MEPBOTO TUIA OGBIYHO MOKHO BBI/[CTUTh
1o hopMe XpaHEHUsT: HATPUMED, KAPTOTEUHBIN SAIIHK /IS JIOTOBOPOB
(ynopsi/1oueH 110 jiate); KapToTeKa, CojepKaIas KOHPpUICHIUATb-
HYI0 MHGOPMAIUIO 0 3apabOTHON ILJIATE MO KaX/JOMY U3 COTPY/I-
HUKOB; CEPUS MAIOK ¢ MHMOPMAITUEH 10 3aBEPIIEHHBIM CY/ICGHBIM
MPOIECCaM, KOTOPasi MOKET [MOHA/I00UThCS JIJIsI CIIPABKU B OYYIIUX
CY/ICOHBIX pasdéupaTenbcTBax; nian 6asa janusix CRM-cucremsr s
OTCJIC)KUBAHUS UCTOPUM B3AUMOJICUCTBUS C KJIUCHTAMU.

Cucmema xpanenus obwei cnpasounoi ungopmayuu. Takas cucrema
HY’KHA KaK/IOMY 110l PYKOU /IJisl XpaHeHust obIieit nudopmaruu,
HE T0Ma/IAI0NICH B Y3Ke ONpe/ieIeHHbIC 60/1ee KPYIHBIC KaTErOpUH.
Be/b HY3KHO K€ I71e-TO XpaHUTb MHCTPYKI[UU K KYXOHHOM TEXHUKE,
PYKOIUCHBIE 3amucK co BcTpeuu no npoekry Cmura, a Takke
T€ MEHBI, KOTOPBLIC Bbl HE YCIEJU OOMEHSTH MOCJIE BO3BPAICHUS
U3 nocse/Hel KoMaH/iupoBky U3 Tokuo (1 KoTopbie Bbl MOKETE
HCII0JIb30BATh, KOIV[A OISTh TY/A MOE/ETE).

OrcyTcTBUE KaUECTBEHHOW CUCTEMBI XpaHEHUs OOIEH cripa-
BOYHOI MH(OPMAIIMU MOKET CTATh OJJHUM M3 CAMBIX Y3KUX MECT
B peasusanun 9OEHEKTUBHOU MEPCOHANBHON CUCTEMBI YIIPaB-
nenus. Ecin y Bac He mosiyyaeTcst mpocTo U ObIcTpo (M j1axke
Becesio!) coprupoBarh MHGPOPMAIUIO U XPAHUTh €€, Bbl CHOBA
BEPHETECH K GECIIOPSI/IOUYHBIM CTONKAM, KUIIAM U 6ECCUCTEMHOMY
1nbpOBOMY HAKAIITUBAHUIO HHGOPMAIIMK B MECTE €€ CUCTEMHOT'0
xpaHeHus. Eciu Baum cripaBoYHble MATEpHUaJbl HE UMEIOT YETKUX
rpaHul], TO TPAaHUIA MEK/]Y TEM, YTO TPEGYET JACUCTBUI U YTO
HE TPe6YEeT, OY/IET MOCTENEHHO CTUPAThCS, BU3YaJbHO U TCHUXO-
JIOTUYECKH, a Balll pa3yM HUYETO HE CMOKET C OTUM MO/E/IaTh.
CosjlaHre Ka4yecTBEHHON paGoTOCIIOCOOHOM CUCTEMBI JIJIsl 9TOU
KATEropuu MaTepuajoB — Ba)KHEHIIMN (paKkTop BBICOKOW MpO-
AYKTUBHOCTHU 6e3 crpecca. [logpobuee Ha aTOM MbI OCTaHOBUMCS
B I71aBe 7.
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TTABA 2. H3Hb N0J KOHTPOAEM: NATH WATOB YNPABAEHHA PABOYHM NPOLECCOM

O63op

OpHo jeno — 3amnucarb, 9YTO BaM HYXKHO MOJIOKO, 4 JIpyroe —
BCIIOMHUTD 06 9T0M, Oy/[y4u B Marasute. TouHO Tak e 3anmcarhb, 4To
HY>KHO [IO3BOHUTD JIPYTY U O3/IPABUTh €T'0 C KAKUM-TO Ba)KHBIM COOBI-
THEM B €r0 )KU3HU, — ITO HE TO JKE CAMOE, YTO BCIIOMHUTD 06 9TOM,
KOI/Ia Bbl HE IEPECTaBasi Pa3roBapuBAETE C KEM-TO MO TeIC(OHY.

HysxHo ymeTs c/ienaTh mar Hasa/| 1 OLEHUTb KapTHUHY Ballei
JKU3HU M PabOTHI B II€JIOM, a 3aTEM B3SIThCS 32 KOHKPETHBIE JIea,
Kak TpeGyercsi U B HY)KHOE BpeMsi. B 9TOT MOMEHT Bbl CIIOCOOHBDI
YBHU/IETh BCE CBOM MACIITAOHBIC MPOCKTHI U OTKPBITHIC BOMPOCHI
Ha YPOBHE, KOTOPBIi 51 YCIOBHO HasbiBaio «| opusoHT 1» (cm. cTp. 93),
C CXEHE/ICBHOU MEePUOIMUHOCTBIO. DTO BAlll HIAHC YBUJCTh BCE
BAPHMAHTBI JICHCTBUI, MMEIOLIUXCS B BAILIEM PACTIOPSKECHNUH, U TAKUM
06pa30oM CYIIECTBEHHO NOBBICUTh 9((EKTUBHOCTD BAIINX PEIICHUI
B KQ)K/IbII KOHKPETHBINT MOMECHT.

YenoBeueckast KU3Hb TOPA3/I0 CJAOKHEE, YEM MOXKET ONUCATH
mobas cucrema, Ho metozionorus G T'D ¢opmupyer KomIiekcHy 0
MO/ICJIb, YIUTBIBAIOUIYIO KJIOUEBBIC 9JIEMEHTBI, KOTOPBIE TPEOYIOT
BHUMaHMUS, TO/JIEPKAHUSI UX aKTYaJbHOCTH U YIOPS/I0YEHHOIO
0630pa. BosbIIMHCTBO JI0/ICi TI0JIB3YIOTCS JIUIh OT/C/IbHBIMU
KOMIIOHEHTAMU 9TOW CHUCTEMBI.

Yro Hywpnaerca B 063ope u Korja

Ecnu cTpykTypa co3/[aHHOI BAMU TIEPCOHATBHON OPraHU3aI[MOHHOM
CUCTEMbI COOTBETCTBYET MOUM PEKOMCH/IAIMAM U BKJIIOUACT CIIH-
COK MPOEKTOB, KaJECH/Iapb, CIIUCOK CJACAYIOIUX JEUCTBUN U JTUCT
OKUJIaHUSL, TIO/IJIEPKUBATE €€ PAGOTOCIIOCOGHOCTD OY/IET HECIOKHO.

Bepositho, galie Bcero Bbl 6yzieTe 00paIiaThCsi K CBOEMY KaJeH-
JIapi0, KOTOPBIl HAIOMHUT O TOM, KAKUE /IeJ/Ia HEOOXO/IMMO BbITIOJIHUTD
B 9TOT /ICHb. DTO HE 3HAUUT, UTO ITHU JICJIA «CAMBIC BAXKHBIC», —
[POCTO UX HYKHO BBINOJIHUTD. B /1106011 MOMEHT MOHUMAaHUE TOTO,
YTO HYKHO CJ/IeIaTh U KOIJ[a, /la€T CBOOOJY MaHEBpa. Xopoiias
MPUBBIYKA MOCJIC 3aBEPIICHUS KAKOIo-HUOY/Ib jiea (BCTpedn,

89
Kynutb kHUry Ha camvrte kniga.biz.ua >>>



https://kniga.biz.ua/book/psychology/59/1178/?utm_source=site&utm_medium=pdf&utm_content=1178

MpoBepsiiiTe cofepxaHme Mobbix
CMNCKOB, 0630POB, OPUEHTALMOHHBIX
KapT, KOTOpbIe BaM HyXHbl, Tak 4acTo,
KaK 310 TpebyeTcs, 4TOObI BbIBPOCUTH
11X COAEPXKaHe 13 rofoBbl.

YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

TesiepOHHOr0 3BOHKA, (PMHAIBLHOTO BAPUAHTA OTYETA) — CBEPUTHCS
CO CBOMM KaJICH/IAPEM, UTOOBI Y3HATD, UTO €IIE OCTACTCS C/ICJATb.

Ha BTopom mecte o yactore o6pa-
IICHUI TIOCTIEe KaleHjapsi OY/ICT CIIUCOK
caenyomux geicteuii. OH coAepKUT
NEepPEUYCHb VIKE ONPEICTICHHBIX JCHCTBUMH,
KOTOPBIC BbI MOKETE BBITIOJIHUTD IPU Ha-
JINYUU CBOGO/IHOI'O BPEMEHU B TEUCHUE
nus. Ecnu otu fgeiicTBrust 06beUHEHEI
110 MPUHIUITY KOHTEKCTA, B KOTOPOM OHU JIOJIXKHBI ITPOUCXO/IUTh
(«/loma», «3a kommbiOTEpOM», «Bo Bpemst BcTpeun ¢ Jlkopskem»),
TO BBITIOJHUTH UX Bbl CMOKETE TOJIKO B 3TUX 0OCTOSTEIbCTBAX.

O630p BCEX CBOMX CIUCKOB BbI JIOJKHBI TIPOBO/IUTH C TOU MIEPU-
OZIMYHOCTBHIO, KOTOPAsl YZI0OHA JIMYHO BAM U JIOCTATOYHA JIJISI TOTO,
YTOObI HE BOJTHOBATHCS I10 TIOBOJY UX COJICPIKAHMUSI.

OcHoBHoji (haKTOp ycnexa: exeHefenbHblil 0630p

Ko Bcewm 3ajjauam, Tpe6yoONUM KOHKPETHBIX JICHCTBUIN, HYKHO
BO3BPAIATHCS C /IOCTATOYHOM TEPUO/IUIHOCTBIO, UTOOBI U30ABUTH
MO3I' OT HEOOXO/IMMOCTH MIOMHUTb W HANlOMUHATh O HuX. /Lns Toro
YTOGBI JIOBEPSITH TEM MHTYUTHUBHBIM 03aPEHUSIM, HA OCHOBE KOTOPBIX
BBl MHOT/Ia IPUHUMACTE PEIICHNUS, HY;KHO PETY/ISIPHO aHATU3UPOBATh
cUTYyaluio Ha Gosee BbicokoM yposHe. [To Moemy ombiTy obmieHMs
C HECKOJIbKUMU TBICSYAMU JIIO/ICH, 9TO MEPEXO/IUT B MPHUBHIUKY,

OTIPE/ICTAIONIYIO YCIEX, — E€KEHE/IC/Ib-

Ha nawu nosceonesisie dena auu- HBIIA 0630p.
A€ MHONCCTNGB0 PASHBLX UHINEPE- Pas B Hejeno npoBouTe 0630p ab6-
€08, U MOM, KMo PYKOBOOCINGYENI- COJIIOTHO BCEX CBOMX I1JIAHOB U CIIUCKOB.
CA Ul OOHUM U3 HUX, 063 Y4ema OTO /1aCT BO3MOMKHOCTH MOYYBCTBOBATD,
OCAUIBHBIX, — MEUIMAMEND, YTO Ballle CO3HAHUE KPUCTAIBHO SICHO
HECNOCOOHBLIL KOHIMPOTUPOBAINS 1 YTO BCE «CBOOGO/IHBIC KOHIIBI» IOCJIE/I-
deno 6cezo mupa. HUX HECKOJIBKUX JIHCH COOpPaHBbI, IPOsIC-
Jlwceiine enunop Kynep, | HEHBI U OPraHU30BAHbL.
nucamens BepositHo, BBI 3aMeuasn, 4To yepes

HECKOJIBKO JIHE aKTUBHOM JICATE/ILHOCTHI
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TNIABA 2. HH3Hb NOJ KOHTPONEM: NATb WATOB YNPABAEHHA PAGOYHM NPOLECCOM

cCUTYyalusl B TONH WJIM MHON CTENEHU HAYMHAET BBIXO/[UTb U3-TI0/]
KOHTPOJISI. DTO BIOJHE 0KUIAAEMO, HO T4 TEH/CHIMS YCUJIH-
BACTCSl B YCJIOBUSIX COBPEMEHHOI PEasjibHOCTH, KOI/]A Bbl I1OCTO-
SIHHO Ha CBSI3W M JIOCTYIHBL. BpsiJ| 11 KTO-TO 3aX04eT HA/0/Ir0
OTPBIBATBHCSI OT PEaJbHOU PabOThI TOJBKO /IS TOrO, YTOOBI €ro
cHCTEMa OpPraHU3aliy MOCTOSIHHO OblIa B WJICaJLHOM IOPSI/IKE.
Ho 4To6bl 03BOIUTH c€6E€ POCKOLIL MPOJOJIKATD U JJAJIbIIE
JICIiCTBOBATb YBEPEHHO, CKOPEE BCETO, NPUETCS JIENaTh YOOPKY
U TIepecMaTpuBaTh CO/ICPKaHUE BalIEH CUCTEMBI Pa3 B HEJEIIO.
ExxeHejiesbHblil 0630p — 3TO BpeMsi, KOIJia BbI:

* cobupaere u o6padarbiBacTe UHPOPMAIIUID 060 BCEX CBOMX
Jieiax;

* AHATM3NUPYCTE CHCTEMY;
® OOHOBJISIETE CIIUCKU;

® [POSICHSIETE CUTYAIIMIO, AKTYaJIU3UpyeTe NHMOPMAIIHIO U CO-
Oupaere IMOoJHYI0 KapTUHY.

Y GosblIMHCTBA JIO/ICH HET MO-HACTOSAMEMY KOMIIJICKCHOU
CUCTEMBI, U OHHM HE MOJIYYal0T 3HAYUMOU OT/[aud OT 0630pa CBOUX
JIeJ UMEHHO TI0 9TOU MPUYUHE: 0630p HEMOIHbIN. ¥ HUX 0CTACTCs
CMYTHOE OIYIIEHHUE, YTO OHU YTO-TO YIIYCTHIU. BOT noyemy riochl
OT peajn3ariy BCEro 9TOro Mnporecca Ha MPakTHKE MPsSMO MPo-
MOPIMOHATBHBI KOMIJIEKCHOCTU CUCTEMBI: UEM OHa 60Jiee ToJIHaS,
TeM GOJIbIIIE BbI €l JoBepsieTe. A ueM 60JIbIIIe Bbl JIOBEPSACTE CBOCH
cucTeMe, TeM GOJiblle Gy/IeTe MOTHBH- Heo6XomMO K0TS B pagory
POBaHBI IPUJICPKUBATHCS €€ U JIAIbLIE.
ExxenenembHbIl 0630p — 9TO KJIIOUEBOI
dbakTop Moj/IEp;KAHUS ITOTO CTAH/IAPTA.

ronoBy, 4T06bl BbIBPOCUTH U3 Hee
BCE fena.

BosbiimHeTBO JIt07ieli 4yBCTBYIOT ce6s1 Hanbosiee ahdEKTUBHBIMU
Ha pa6oTe 3a HEZEJIO /10 OTITYCKA, XOTSI CaM OTIYCK 371€Ch HU IIpU
yem. Yem Bbl 3aHMMaeTECh B MOCJE/HIO HEJEII0 TIEPE] TEM,
Kak yezere otjpixars! [IpoBepsiere, 3akpsiBacte, nposicHsere,
OpraHuayeTre U 0O6CYIK/IAETE BCE BAlllM TEKYIME 3a/lauu C COOOU
U C IPYTMMU — U BCE /ISl TOT'O, YTOOBI IOTOM PaccaabUuThCs
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lio6oe peLuermne nHTynTBHO. CyTb
B TOM, 4TOObI NEPENTN OT HafeX-
[ibl, YTO 3TO MPaBUNbHBIN BLIGOP,

YACTb I. METOAOAOTHA GETTING THINGS DONE: L0BPO NOMANOBATH

Y TIOJIHOCTBIO HACJIA/IUTHCS TISDKEM, TOJIb(OM MM CKIOHAMU JIJIsI
KaTaHus, HE JiyMast HA O 4eM /JI[pyromM. PekoMeH/1yIo /ieJ1aTh 9TO0
KQK/[VIO HEJIC/0, a HE Pa3 B I'0fl, YTOObI BEPHYTh 9TO COCTOSIHUE
«IIOJIHOT'O TIPUCYTCTBUSI» B TIOBCE/IHEBHYIO JKU3Hb.

Boinosinenue

OcHoBHas 1[e/Tb YIIPABJICHUS PAGOYUM TIPOIIECCOM COCTOUT B TOM,
4TOGbI 00ECIICUUTD [TPABUJIBHBIN BEIGOP B OTHOIICHUU JII060# 33/1a41.
Hanpuwmep, pemias B nonejenbuuk B 10:33 yrpa, 4ro Bam Jydiie
caenarh: m103BoHNTH CoH/IU, 3aKOHUNTD PAGOTY Ha/| IPE/JI0KEHIEM
WJIM pa3o6parh 9JEKTPOHHYIO MOYTY, BBl MHTYUTUBHO PEIIUTE CJIE-
Jath TeaedoHHblil 3B0HOK. OfiHAKO 1IpH
HaJIaKCHHOH CHCTEME IVIAHUPOBAHNU S BB
OyzieTe GOJIBIIE IOBEPSTh CBOEMY BBIGODY.
Broi Gyziere onuparbesi He HA UHTYUIUIO,

K YBEPEHHOCTH, 470 3TOT BI6OP a Ha YBEPEHHOCTD B IPABUJIBHOCTH CBOMX

NPaBUIkHBIN. JIEUCTBUH, YTO HEME/IJIEHHO MPU/IACT BaM

CUJI ¥ OBBICUT 9 (HEKTUBHOCTD.

Tpu MofenH NPHHATHA PELLEHHH

[Ipeanonoxum, 4To Bbl HE OTKAa3bIBAETECh HU OT KAKUX 3aJ1a4u
13-3a HEYBEPEHHOCTHU UJIM CTPEMJICHUS OTJIOKUTD MX BBITIOJTHEHUE.
[Tosryunrest VIMHHBINA CIUCOK JIE/T, KOTOPbIC BbI HE CMOXKETE BbI-
HOJIHUTB Bce cpady. Kak Bbl pennre, 4To JIe1aTh, a YTO HET, YTOObI
P 9TOM YYBCTBOBATH c€6s1 KOM(MOPTHO?

Orser npocr: Bbl joBepurech nurynnuu. Ho ecn BoI co6panny,
06paboTaIu, OPraHU30BaIN U 06yMaIl BCE CBOM TEKYIINE 06s13a-
TEJBCTBA, TO MOXKETE MO/IKPENUTD BAlIM MHTYUTUBHbIE CY3K/[CHUS
palMOHAIBHBIMU U NPAKTUYECKUMU PA3MBIIIJICHUSIMH.

CyliecTByeT TP MOJIC/U TIPUHATUS PEIICHUI, KOTOPbIE MOI'YT
oKazarbcs nose3ubiMu. OHU HE a1y T BAM TOTOBBIX OTBETOB: HYKHO
JIY TIO3BOHUTH Mapuo, HanucaTh NUChMO ChIHY B IIKOJY UJIU IPOCTO
N0GOJITAaTh CO CBOMM ITOMOIIHUKOM, O/IHAKO TIOMOT'YT G0JIEE pario-
HAJILHO MOJIONTH K (DOPMYIMPOBAHUIO BAPUAHTOB.
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TNIABA 2. HH3Hb NOJ KOHTPONEM: NATb WATOB YNPABAEHHA PAGOYHM NPOLECCOM

1. Mopens npuHATHSA peNIEHUI HA OCHOBE YEThIPEX KPUTEPUEB

Cpepa, 15:22. Kak BbI pelnTe, 4To HYKHO Jiesiath B 910 BpeMs? Ectb
4eThIPE KPUTEPUS, KOTOPHIC MOKHO MCIOIb30BATH /IJIsl IPUHSATHUS
pelICHUs] B CJIEYIOMIEM MOPSIIKE: KOHTEKCT, BPEMSsl, dHEPIUs,
[IPUOPHUTETBI.

[lepBbie TPy KpUTEPUS OMUCHIBAIOT OIPAHUYCHUS, B PAMKaX
KOTOPBIX BBI /ICHCTBYETE B HACTOSIIMI MOMEHT, 2 YETBEPTHIN 060-
3HAYACT MEPAPXMUECKYI0 CUCTEMY [[EHHOCTEH MPUMEHUTEIBHO
K BalllUM JICHCTBUSIM.

Kownmercm. Bol Bceryia orpaHUUEHBI TEM, €CTh JIM Y BAC BO3MOKHOCTh
C/Ie/IaTh YTO-TO B JIaHHBIN MOMEHT. He Tak yx MHOrO Jie/1, KoTophIMU
MOSKHO 3aHUMATHCS T/IC YIOHO (HarpuMep, HabpocaTh UIeu MPOEeKTa
PYUKOIi Ha JTUCTE GyMaru). BobIMHCTBO /e TPEOYIOT KOHKPETHOTO
MECTOHAXOK/IeHUsT (Halpumep, jioMa Wik B opuce) Wik HaJaudus
KOHKPETHBIX MHCTPYMEHTOB (CKaxkeM, TesiehoHa Ui KOMITbIoTEpa).
D10 TepBbIit haKTOP, OTPAHNIMBAIOIINI BaIll BEIGOP, YTO BBl MOKETE
JieJIaTh B JIAHHBIA MOMEHT.

Bpema. Korja Bam HYKHO IPUCTYNUTD | [len Bcerna Gobiue, YeM MOXHO

K apyromy geny? Eciau y Bac BcTpeua BbIMO/HUTb, NPY STOM HEBO3MOXKHO
UCpEe3 NATb MUHYT, BPSI/L JI Bbl CMOKC- | 3aHimaThest BCeM OAHOBPEMEHHO.
TE 3aHATHCA YEM-TUGO, YTO MOTPEGYET | Cupicn B Tom, YTOBHI He GecrioKko-
6o/blIE BPEMEHM. UTbCS HU O TOM, YTO Bbl HE fleNnaeTe,
HIn O TOM, 4eM cOBPaCh 3aHNMAaThb-

Inepeus. Kaxos Bai 3anac anepruu? /s .
CA B idHHbIN MOMEHT.

O/IHUX JIeJ1 TPEGYETCS MHOTO CBEXKEH,
TBOPUYECKON yMCTBEHHOU aHepruu. /s qpyrux — rpyoas ¢pusu-
qyeckas cuia. A JIIl HEKOTOPBIX JIeJ TPEOYETCs] MUHUMYM JII060i
OHEpruu.

1Ipuopumems:. Ilpunumasi Bo BHUMaHUE KOHTEKCT, BDEMSI U OHEPTHIO,
BBINIOJTHEHNE KAKOW M3 OCTABIIMXCS 3a/]ad MPUHECET BaM MaKCHU-
masbHylo oTauy? [Ipeanonoxum, uto Bbl B oduce, y Bac 1oy pykoi
TeaedOH U KOMIIBIOTEP, ECTh Yac CBOOO/HOI'O BPEMEHH, a YPOBEHD
Ballel sHepruu 7,3 1o jecarubaibHol 1mkage. Yem Bam sydiine
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YACTb 1. METOJOAOTHA GETTING THINGS DONE: 0GP0 NOMANOBATD

3aHATHCS: O3BOHUTH KJIUEHTY, I0Pad0OTaTh HAJl NPEJIOKEHUEM,
MIPOCMOTPETH ATEKTPOHHYIO MOUYTY WM Y3HATh, KaK /leJa Y BalleH
CYIPYIH WJIM cyrnpyrar?

3/1echb HEOOXOAMMO MOJAKIIOUUTh UHTYUIIUIO M TOJTOKUTHCS
Ha CBOE CYObEKTUBHOE MHEHUE. PaccMOTpuM J1BE MOJIE/ N IPUHSATUS

pEIICHUH.

2. Mopenb aHamaa noBCeAHEBHOM pabOThI

Kor/:[a BbI IIBITACTCCh p3306paTbCH C JcJaM1 UJIn «pa60TaeTe»

B IIIMPOKOM CMBICJIC 3TOI'0 CJI0BA, I10 CYTHU, BbI /ICJTACTC O/JHO U3 TPCX:

* BBIOJIHIETE 3AIUIAHMPOBAHHYIO PaboTy;
* BBINOJIHIETE PaGOTy IO MEPE €€ MOSIBJICHNUS;

* [UIaHUpYETE PadoTy.

Bunonnenue sanranuposannoi paboms.. B arom ciaydae Bbl OpUCH-
TUPYETECh HA CBOU CNUCOK CJAEIYIOMUX ICUCTBUHN U €KE/THEBHUK,
paGorast HaJi TEMU 3ajjlad4aMU, KOTOPhIC HYKHO C/€/IaTh, UJIU
yIpaBJisisi CBOUM pabouuM nporeccoM. Bel copepriaere renedon-
HbI€ 3BOHKHU, KOTOPBIX OT BaC /IyT, TCHEPUPYETE UJIEU, KOTOPBIC
MPUTO/ISATCS HA MO3TOBOM HITYPME, YYaCTBYETE BO BCTpEUax
WJIA COCTABJISIETE CITMCOK BOIPOCOB, KOTOPBIE HYKHO OOCY/UTh

CO CBOMM IOPUCTOM.

Busnonenue patomer no mepe ee noseaenus. OueHp 4acTo GbIBaCT
TaK, YTO BOZHUKAIOT HEOKU/IAHHBIC /[€]1d, KOTOPbIC HEBO3MOKHO
OBLTO MPE/BU/ICTh, HO KOTOPBIC HEMPEMEHHO TPEOYIOT BAIIETO
yuactus. Hanpumep, Bam Kossiera 3aXoJuT K BaM B KaOUHET,
YTOOBI 06CY/IUTh 3aI1YCK HOBOI'O IIPOJIYKTA, U Bbl GECEYETE C HUM,
BMECTO TOT'O YTOOBI 3aHUMATHCS 3ATTAHUPOBAHHBIMU BOMIPOCAMHU.
Kask/p1ii IcHb MPUHOCUT HOBBIE CIOPIIPU3bI — HE3ATIAHMPOBAHHbIC
Jie1a, KOTOPBIE BJPYT MOSIBJASIIOTCS, M HA HUX HYKHO TOTPATUTD
KAaKyI0-TO 4aCTh CBOEI0 BPEMEHU ¥ 9Heprun. Vs Ha moBojy, BbI
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TNABA 2. H3Hb NOJ KOHTPONEM: NATb WATOB YNPABAEHHA PAGOYHM NPOLECCOM

I10 YMOJITHaHUI0 pCUIacTe, 4TO 3TH /I€J/1a BAKHCC BCCI'O OCTAJIbHOI'O,
4YCM Bbl IIJITAHUPOBAJIM 3aHUMATBCA B 3TO BPpEMA.

1Lnanuposanue paboms.. IloppasymeBaercs, 4To Bbl pa3bupacTe JJOKy-
MEHTBI U3 KOp3uHbI «Bxo/siiine», cBou 9JIEKTPOHHBIE COOOIICHU,
3aIlMCH C JICJIOBBIX BCTPEY, 4 TAKIKE Pa30UBACTE HOBBIC MPOCKTHI
Ha 6oJjiee MesKkue, BuinosHuMmble mard. [lo mepe o6pa6oTku aToit
uHbopMaIU BbI GY/IETE 10 XO/Y PelaTh BCE BOIPOCHI, 3aHUMA-
I0IME€ MEHEE /IBYX MUHYT, U CUCTEMaTH3UPOBATh U PACKJIA/[bIBATD
caMble pasHbIC COMYTCTBYIOIME MaTEpHasbl (€lle OJIMH BapuaHT
BBITIOJIHEHUSI pabOThl 10 MEPE €€ MosiBieHUs1). YacTh BpeMeHu
[IPU 9TOM YIJIET Ha TO, YTOObI BBIJICTUTH T€ JIeJIa, KOTOPbIC HYMKHO
3aBEpIINTh, HO HE ceituac. Ha arom arane y Bac nonosnusres Bce
CIIMCKHU 6€3 UCKJIIOYEHUSI.

Kak ToJbKO BbI ONpeie/IuIn Bech PPOHT paboT, MOXKETE OBITH
YBEPEHBI, UTO BAIllK CIUCKHU Jies Terneps noanbie. [Ipennonoxum,
YUUTBIBAs] KOHTEKCT, /IOCTYITHBIC BPEMS M QHEPTHIO, Y BAC BCE CLIE
0CTaJIOCh HECKOJIBKO BAPUAHTOB JIC/I, KOTOPHIMU MOYKHO 3aHSIThCS
B KOHKpETHbIII MoMeHT. CaMoe BpeMs MoJiymMaTh O XapaKkTepe
paboThl, €€ NEMIX U CTaHAapTaX.

3. lllectuypoBHeBas Mojie/1b 0630pa COGCTBEHHOM pabOTHI

Bei6op jrosken ocHOBbIBaThCS Ha npuopurerax. OpHaKo 60Jib-
HIMHCTBO MOJIC/ICH [IJISl ONPE/ICACHUs TPUOPUTETOB OKA3bIBAIOTCS
HEHA/IC)KHBIMU MHCTPYMEHTAMHU B KOHTEKCTE GOJIBINIMHCTBA HAIIIMX
peanbHbIX pa6ounx 3ajad. YTo6bl MOHATH, B YEM BAIU MTPUOPU-
TETBHI, BbI JIOJUKHBI 3HATh, YTO MPEJCTABJSICT COOON Bala padora.
Cy1ecTByeT Kak MUHUMYM IIECTh TOUEK 3PEHUS, C KOTOPBIX MOKHO
Jiath 97O onpeziecHrne. MoKHO UCob30BaTh METagopy rOpU30HTA,
WJIH TUCTAHIMK BoCTIpuATHsA. Ecain cMoTpeTh BHU3 U3 OKHA 3/1aHus,
C BBICOTBI PAa3HBIX TAKEU MOKHO 3aMETUTh PA3HbBIC BEIIU.

* Topusont 5: Muccust ¥ IpUHIKIIBI

* Topusonr 4: Bugenne
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YACTb 1. METOJOAOTHA GETTING THINGS DONE: 0GP0 NOMANOBATD

e Topusonr 3: llenn

* l'opusonT 2: 30Hbl OTBETCTBEHHOCTH U BHUMAHUs

l'opuzont 1: Tekyuue npoekTs

* Ocuosanue: Tekyiue jeiicTBus
Haunem cHusy BBepx.

Ocnosanue: Texywue deitcmsus. DTo NOTHBINA CIMCOK BCEX JIE]T, KOTO-
pbI€ BaM HEOOXO/[MMO BBIIIOJHUTD: TEJC(POHHBIX 3BOHKOB, KOTOPBIC
BbI JIOJUKHBI C/IC/IaTh, JICKTPOHHBIX MUCEM, HA KOTOPBIC JIOJIKHbI
OTBETUTh, MOPYUCHUH, KOTOPBIE [JOJIZKHBI BHITIOTHUTD, 1 HA3PEBIINX
BOIPOCOB, KOTOPbIC HYKHO JIOHECTH /10 60CCa U JI0 BTOPOH M0JIOBU-
Hbl. Y Bac, BEPOSITHO, HAOPAJIOCh Obl HE MEHEE COTHM TaKHUX /JICl,
U 9TO TPU YCIOBUU, UTO HA OTOM MOTOK BXOZSAIICH MHMOPMAIUU
OCTAHOBUTCSI M HE JJOOABUTCSI HUYETO HOBOIO.

Topusonm I: Texywue npoexmsr. BoNbIIMHCTBO TEKYIIUX JICHUCTBUM
otHocsaTcs K TeM 30-100 nmpoekTam, KOTOpbIC /I BAC aKTYaJbHbI
B HACTOAIIMH MOMEHT. B JlaHHOM ciy4ae BbI CTPEMHUTECH JIOCTHYD
OTHOCHUTEJIBHO KPATKOCPOUYHBIX PE3Y/IBTATOB, HAIPUMED YCTAHOBUTh
JIOMa HOBBII KOMITBIOTEP, OPraHU30BaTh KOH(MEPEHIUIO 110 MPOo/ia-
JKaM, TiepeexaTh B HOBBIN 0(uc, MOMacTh Ha MPUEM K CTOMATOJIOTY.

Lopusonm 2: Sons: omsememeennocmu u enumanus. Bamm npoexTsl
M JICHCTBUSI OOYCJIOBJICHBI BAlIMMK POJISIMM, HHTEPECAMU U 00s-
3aHHOCTSIMU. DTO TE KJIIOUEBbIC 06IACTH JKU3HU 1 PAGOTDI, B KOTOPBIX
Bbl XOTUTE JIOCTUYb PE3Y/IBTATOB M COOTBETCTBOBATH CTAH/APTaM.
Bama pa6ora MoKeT KacaTbCsl TAKMX BEHIEH, KAK CTPATErNYECKOE
MJIAHUPOBAaHUE, PA3BUTHUE MEPCOHANA, a/IMUHACTPATUBHAS T10/]-
JIEpKKa, UCCJIE/IOBAHUE PBIHKA, 00CAYKUBAHUE KJIUCHTOB WJIU
yIIpaBJcHNUE aKTUBAMU. B Ballieil TMUHON KU3HU €CTh aHAJIOTMUHBIN
Ps1/1 YPE3BBIUANHO BaXKHBIX 06J1ACTEH: 3/I0POBbE, CEMbsI, (PUHAHCHI,
arMocgepa B IoMe, IYXOBHOCTb, BO3MOKHOCTb BOCCTAHOBUTD CUJIbI
U T. . DTO HE 3a/1a4M, KOTOPbIE HEOGXO/IMMO 3aBEPIIUTh, — CKOpPEE
KPUTEPUH OIICHKM HAIIIEr0 ONbITA M HAMIMX JICHCTBUN JI/I COXpa-
HEHUs GajTaHca U YCTOMYMBOCTU B CBOEH paGoTe U JIMYHOM XKU3HU.
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TJNIABA 2. H3Hb NOJ KOHTPOREM: NATb WATOB YNPABAEHHA PABOYHM NPOLECCOM

YuureiBas 911 06513aHHOCTU W AHATU3UPYS UX, MOKHO copmu-
pOBaTh KOMIUIEKCHBII MOJXO/] /1JIs1 OLIEHKU BCEX CBOMX IPOEKTOB.

Topusonm 3: Ilenu. To, uero BeI XOTHTE
JOOGUTBCSI B PA3JIMUHBIX O0JIACTAX BAICH | Susepuaiime naamoie npoexmst,

JKU3HU U paboThl Yepe3 O/[MH-/BA I'0/ia, BLINOTHALUME 63ANbBLE HAl (€04
JIOGABUT €IIIE 0/HO U3MEPEHUE B OIPEJIE- 00A3QMENBCINGA, UCHOTHANE
seHue Baiel padorel. Hepenko noctu- | odewarnus, u mozda u sawe

JKEHUE LieJIEH U 3a71a4 B paboTe TPEOYET | deccosuamensioe, u saue cosnanue
cMmenieHus (okyca JICATETbHOCTH, TAK | doGsiomes yenexa, 4mo dacm

KaK BO3HUKAIOT HOBBIC 0053aTE/IbCTBA. BaM OUYYIUYEHIUE AROHYCHIOCI,
B nuunoii xK13HM, BOBMOXKHO, BBl TOXKE |  suauumocnu u yerocmmocmi.
XOTEJIM Obl YTO-TO 3aBEPIIUTH U 000- Jlwcon-Poodwcep
3HAYUTh, U ITO MPUBHECITIO Obl 3HAUM- (Poowep Jlenano Xunkunc),
MOCTh B OJIHM aCII€KThl BalllCH KU3HU neuxonoz

Y HUBEJIUPOBAJIO JIPYTHE.

Topusonm 4: Budenue. Hanaue 10110CpOUHBIX IPOEKTOB (TPU-TIATH
JIET) 3aCTaBJSIET MBICIAUTh 60JIEE MUPOKUMHU KATErOPUSIMU: ITO
OpraHUBaI[MOHHbBIC CTPATErUH, OOIIUE TPEH/Ibl, 06CTOSATEIHLCTRA,
BJIMSIIOLIME HA UBMECHEHUS B JIMYHOMW KU3HU U Kapbepe. BHyrpenHue
(aKTOpBI BKJIIOUAIOT B CEOSI JIOJNIOCPOUHBIE KAPbEPHBIC 03KH/la-
HUsI, CEMEIHBIC U (DUHAHCOBBIC OKU/AHUSI, OKU/IAHUS 110 YPOBHIO
skusHn. MakTOphI BHENTHEH Cpe/ibl MOTYT OXBATHIBATH M3MCHCHNUS,
BJIMSIIOIIKME Ha Bally paGoTy U KOMIIAHUIO, HAIPUMED Pa3BUTHE
TEXHOJIOIMH, 1106a1U3a1[Usl, PbIHOUHBIC TCH/CHIIUM U KOHKYDPCH-
nus. Pemenust Takoro pojia 1erko MOryT U3MEHUTH Ballly padoTy
HA MHOT'UX YPOBHSIX.

Topusonm 5: Muccus u npunyuns.. Do B3rJIs)| HA KADTUHY B LIEJIOM.
3aueMm cyIecTByeT Balia KoMnanusa? 3adem cyiiecTByere Bbl? Uro
JCACTBUTE/IBHO JIJIS BaC BaXKHO B j0060i obmactu? Vsnauanbnas
MUCCHS OTPE/ICISAET, YTO HA CAMOM JIeJIC MPE/CTABISICT COGOM
Baliia paboTa. OTO OCHOBHOE OIKcaHue Baiei pa6otsl. Bee 3ajaun,
BU/IEHU S, EPCIEKTUBbI, NPOEKTHl U JEHCTBUSA NPOUCTEKAIOT
13 9TOr0 U BEJYT K 9TOMY.
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YACTb I. METOAOROTHA GETTING THINGS DONE: L0BPO NOMANOBATH

Ora aHaJIorus ¢ FTOPU30HTOM MOKET ObITh CIIOPHOM, U B PEaJIbHOI
JKU3HU TPE/ICTABJICHUS O BalieM GOKyce U MPUOPUTETAX HE BCET/Ia
COOTBETCTBYIOT [IEPEUMCJICHHBIM YPOBHAM. TeM HEe MeHee 9TH ro-
PHU30HTHI MOT'YT C(hOPMUPOBATH MOJIE3HYIO MO/IC/Ib, KOTOPAs HAIIOM-
HUT O MHOT'OYPOBHEBOM XapaKTEpe BalllMX 00513aTEJIbCTB U 3a/1au.

OueBn/IHO, YTO HYKHO YYECTh MHO-

MuHyTa 3a MUHYTON, [ieHb 32 AHEM JKeCTBO (DAKTOPOB, MPEKE YEM BbI
y B&C HET BPEMEH fiyMaTb. Bam HyX- | YOEUTECh, YTO MPUHSLJIA ONTUMATBHOE
HO YTO-TO, O YeM Y)XKe Nogymani. pELIEHUE O TOM, UTO JICJIaTh U KOI/ia.

«OnpejiesieHre TPUOPUTETOB» B TPa/U-
IIMOHHOM CMBICJIE, KaK (DOKYC Ha JIOJITOCPOYHBIX HE/SX U [IEHHOCTSIX,
BCE-TAKU HE CO3/[a€T MPAKTUYECKON OCHOBBI /IJIsI PEIICHUS T10/[a-
BJISIIOIIETO GOJIBIIMHCTBA 33/1a4, C KOTOPBIMU Bbl CTAJTKUBAETECH
KasK/IbIH /ICHb. YIIpaBJICHUE PAGOYUM IIPOIIECCOM Ha BCEX YPOBHSIX
06ECIeunBaET ropas/io 60Jiee IEJOCTHBIN MO/IX0/[ K TOMY, KaK
CIPABUTHCS C JIC/IAMU M UCIIBITATH Y/[OBJICTBOPEHKE 110 STOMY TIOBO/IY.
Bo BrOpoii yacTy KHUT'W PUBEJ/ICHBI PAKTUYECKUE PEKOMEH-
JAIUU 10 MCTIOJb30BAHUIO OTUX MOJEJICH MPUHSTUS PEIICHUI,
a TAKIKe JIYYIlUe NPAaKTUKU N0 c6OpY, 06paboTKE, MIAHUPOBAHUIO,
OpraHusaluy U aHAJIK3Yy, KOTOPBIE IOMOI'YT BAM UCII0JIb30BATh 9TH
Moziesin 6osiee d3hHEKTUBHO.
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